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CHAPTER I
INTRODUCTION

The cgollege business office is & complex office 1ﬁw
volving many facets of institutional business, No matter
whother the functione are performed by a sirngle person or
in a department, aepanding on the size of the aﬁilaée; éﬁﬁh
the same procedures are necessary for the operation of the

department,
I. REASON FOR THE STUDY

Celleges need to evaluate thelr procedures if they
are to obtain mexlimum efficiency of operation. Soume in-
teresting and inf@rméﬁive artic;éa have been written on
different phases of college business operations but a
thorough survey of present procedures has not been attempted,
A survey to ldentify efficlent business office procedures
was suggested by Dr. W, Robert Bokelman, Chief, Business
Administration Section, Division of Higher Educatlon,

Office of Educatlon; Department of Hemlth, Education, and

welfare,
I1. STATEMENT OF THE PROBLEM AND HYPOTHESES

The purpose of the study was to identify present

business office procedures in small and medium-sized private



institutions of higher education.

Two hypotheses were sei f@rﬁﬁ for the sﬁuﬁy; One was
that centralization of operatlion is essentisl for efficlency
in the college bﬂﬁiﬁﬁ&ﬁ.ﬁffiﬁﬁﬁ The second was that affiaia&ﬁ
managamenb 16 the ossentisl element in such areas as food,
lzundry or custodial services whether operated by the college

or by commercial agencles,
IIT. LIMITATIONS AND DEFINITIONS OF TERMS

Efficlency as used 1gﬂthﬁ‘mtuﬂy was defined as Ob-
taining the meximum results with the minimum amount of ex-
pense, time, personnel;, and effort;L'EfficiﬁnGy was used
rather then the term “affaaﬁivéﬂaas” ginge effliclency would
descridbe the operating characteristios of a single unlt such
as a college businese office} whereas, effectiveness would
‘have to do with the larger college business menagement fleld,

The study was confined to college business offlce
operations and closely -releoted areas rather than wlth the
total college business management fi&i&.

The word "gollege! was used for all instlitutions of

higher education aurvaya&*? Private college was used for

10ne Junior college and geveral seminaries and Bible
institutes were included in the study. See Appendiz B for
participating “"colleges",



both private and denoninational colleges,
1V, PROCEDURE OF SOLUTION AND DATA USED

Literature in the field was heavily relied upon for
baokgraund infarm§tion f$r bha project. FPublicetlons studled
included College and Universiby ggsgggss,z business officer
association proceedings, books and periodicals. Especially
worthy of note was the use made of the wellw~supplied publi~
cations on college business managemend in the library at the
Municipal University of Cwmaha, Digscussions with college
business officers at assoclation meetings and work-study
conferences were helpful in formulating the questionnalire
and obtaining a sensitiveness for the subject.

The questionnaire, which sppears in Appendix A,; was
the main basis for the study. 4 covering letter and the
questionnaire were sent to 150 college business officers
taken mainly from a list of the membership of the Eastern
ssscciation of College and University Business Officers and
- attendess at the University of Omahs Short Course in College
Business Managemen@w Returns were regceived £§Qm 119 ‘colleges,

a8 percentage retwrn of 79 per cent. The golleges responding

_ 2& magazine devoted to college business management,
Quotations will be cited in following chapters of the study.



to the questiomnalre were divided into three categories:
1-750, 751-+1500 and over 1500, There were forty-three ree-
sponding in the first group, forty in the second and thirty-
81X in the third., The first group of colleges was dstina&
as small, the second group as medium~sized and the third
group as large, Howsver, the enrocllment range in the large
college category was found to be too great for comparison
purposes as enrolliment varied from 1,627 to 25,523, There
wag .also one public institution that was eliminated from the
small college group. The study was therefore linlted to
small and medlum~sized private colleges., Forty-two colleges
(fifteen private and twenty-seven denominational) were in
the small college group, and forty colleges (twenty private
and twenty denominational) were in the mediunm-sized group.
Twenty~-nine states are represented in the two college groups.
The small and medium-sized colleges had 83 responses to 104
questionnaires (including the one publlic instltutlion that was
eliminated from the $tudy) for a return of 80 per cent, The
return rate shows the interest that college business officers
have in thelr field, College business officers are unlque in
their readiness to share information.

The United States Office of BEducation direataré on

higher sducation was used for name end address, enrollment,



control and type of institu%ien.j

Nyack Missionary College, Nyack, New York, with an en-
rollment of 501, cosducational and Christian eand Missionary
Alliance wes visited for one day, and en sxtensive evaluation
of thelr college business office operations was made, - A one-
day vislt was also made to Bryn Mawr College, Bryn Mawr,
Ponnsylvania, with sn enrollment of 962, women and private.
Visits were also made to the follouwlng two colleges, but the
information gathered was not used in the study as they are
in the laﬁg& college category: St. John's University,
-Jamaiea, New York, enrolliment, 9,617, men, women, Roman
Catholic; Falrfield University, Fairfleld, Connecticut,
enrollment 1,717, men, Boman Catholic. An evaluation was
made of the writer's previous work experlence at Taylor
Unlversity, vylén&, Indlena, with a then enrollment of 575,

coeducational and private,
¥, CONTENTS OF THE REPORT

The questionunaire was dlvided into seven sections.

The elimlnatlon of the large college cateogory also eliminated

JUnited States Office of Education, U. S. Department
of Health, Educatlon, and Welfare, Educatlon Directory:
Part 3, Higher Education (Washington, D. C.: Government
Printing Qffice, 1960).
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"Sec, 3 « Machine Accounting to Data-Processing® as there
were but ten colleges in the small and medium~sized group
that had any type of datawprocessing, Ssction four and
sectlion slxX were also combined into one chapter, The thesis,
therefore has seven chapters. Thse firéﬁ chapter is the
"Introduction® whioch sets forth the reason for the study,
statement of the problem and hypotheses, limltations and
definitions of terms, procedurs of solution and data used,
and contents of the report.

Chapter II deals with "Assessing and Collecting Fees
at Registration Periods®, The office that assesses fees,
the area where fees are collected during the registration
period, equipment used for collecting fees, and speclal
techniques for assessing snd/or collecting fees at registra-
tion periods will be evaluated,

Chapter III is g study of "Hand~Posting to Machine
Accounting®, The chapter has to do with how accounting
records are now posted, factors influencing change to
machine-posting, approximste enrollment when the change was
made, and special technigques or 1a%af~aavimg devices in
hand=posting and machlins-posting.

"Commercial SGrvi¢es Versus College Operation" 1ls the
title of Chepter IV, Types of commerciml services, main

advantages and disadvantages of commercial services, and the



role. of menagenent are discussed in this chapter.

Chapter V, "Centralization of College Business Offlice
and Belated Services™, is an evaluation of types of centrallized
services, maln advantages and disadvantages of centrazlization
of services and need for centralization of services.

Chapter VI ls a study of "Technlcal Chenges and
Employee Resistance to Change in the College Busluness 0Offlce®,
The chapter covers the steps taken to hendle the increased
work load in the business offlce, keeping up with technical
change, and the problem of employee resistance to change.

There is 2 summary abt the snd of each chapter for
chapters two through six, and the seventh chapter summarizes

the main points of the study.



CHAPTER 1X

ASSESSING AND COLLECTING FEES AT
REGISTBATION PERIODS

One of the real problems at most colleges is that of
reglistration procedures. 38tlll fresh in the minds of many
college business officere and students are the long lines
that prevailed as & result of the influx of students after
World War II. The students were at the college before regls-
tratlon techniques were adequate to handle the lncreased en-
rollments., Vast improvements 1o reglstration procedures have
been made since those days. What was a frustrating all-day
affalr for the student has, in most cases, become a falrly
smooth routine with only part of & day required for registra-
tion. Of course, registration for the college still means
hard work and long hours, but lmprovements are continually
being made.

It was rather surprising to find that few articles
have been wriltten on this ilmportant college operation. One
answer for the lack of articles may be that the registratlion
period is of short duration and not aant;nmally in the minds
of college business officers, The sectlon of the questlon-
naire relatlng to registration procedures dealt with
assessing of fees, collecting of fees, equipment and speclal

techniques used in assessing and collecting fees.



I, OFFICE THAT ASSESSES STUDENT FEES

Table I shows the office that assesses student feea,
In the small and medium-sized private college, the business
office by a large majority assesses student fees, The busiw
ness office did ﬁh@‘aasaasi&g at 71 of these colleges and
the records office at fours Four colleges were classified
under "Other" as one of the respondents stated "Dean of lMen
and Dean of Women', and three had checked both the business
office and the records office as assessing fees, With 71
buginess offlces and four records offices sssesslng fees,
the ratlo would be 94,7 per cent for the business offlce
and 5.3 per cent for the records office, The ratioc agrees
fairly closely with a survey of twenty~eight colleges taken
by Leslie Parrington at the University of Omaha Short Course
in College Business Menagement on August 1, 1958,
Farrington's report, although not stating the size of the
colleges, showed the businmess office assessing fees at 82,1
per cent of the colleges and the records office assessing

fees at 17.9 per cent of the colleges amvveyaﬁ.l

lLeslie F. Farrington, "A Study of Current Policles
on the Administration and Control of Student Pees in Colleges
and Universitles, August 1, 1958" (4 Survey Conducted at the
University of Omaha Short Course in College Eu&iness Manage-
ment), ps 3. {(Mimeographed.,)
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TABLE I

GFFICE THAT A$$ESSES STUDENT FEES IN 79 PRIVATE
- COLLEGES CLASSIFIED ACCORDING
T0 SIZE OF COLLEGE

o SWALL . MEDIUM S
_OFFICE e inder 751 L251=1500 _TOTAL
Records office 3 1 4
Business offlce “ 37 3& fl
Other ;v) 3 4

Total
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II. AREA WHERE FEES ARE COLLECTED DURING
THE BEGISTRATION PERIOD

Table II has to do with the area where fees are
collected during the registraﬁionAyeriéd. Some colleges
prefer to use one central location, especislly if a large
floor area such as'a gymnasium is avaiiable, in order to
have & controlled flow of student traffic throughout the
entire procedure, Other colleges, particularly those that
use pre-registration and pre~billing, prefer not to upset
theiv offices by moving temporarily to a central locatlon,
Table II shows that fees were collected during the ragi&tmﬂw
tion period at & central locatlion by 25 of the aoilegga and
at the business office by 52 of the colleges. One small
collegs collected student fees at a central reglstration
location for the first semester and at the business offlce
for the second semester, One mediumesized college has the
unigque system of billing after the registration period.
The investigator guestioned the procedure, and found that
it was successful at that particular college.

Although there are no available statistlcs for past
years on where fees are collected, observation of college
registration procedures and the present ratlo of 32.5 per
cent of fee collectlon at a central registration location

and 67.5 per cent at the business office would indicate a
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TABLE II

AREA WHERE FEES ARE COLLECTED DURING THE REGISTRATION
PERIOD IN 80 PRIVATE COLLEGES CLASSIFIED
‘ ACCORDING TO SIZE OF COLLEGE

' ‘ SMALL MEDIUM
AREA _..Under 751 ?251-1500 _ _  TOTAL_
Centrel registration * .
location 14 11 25
Business office 26 26 52
Other 2 . RS S 3

Total _ ha} o 8.‘~, . 80
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trend for the business office to collect fees during the

registration period at its regular location.,
III, TYPE OF EQUIPMENT USED IN COLLECTING FEES

The type of equipment used in collecting fees 1is shown
in Teble IXI. As was expected, most 6f the small colleges
employed a written recelpt, 38 to be exact, Of the four re-
malning small colleges, two used front window posting equip~-
ment, one used a valldatlng machine, end the other a stamped
recelpt, probably patterned sfter the machine validating
recelpt. Iwenty~seven of the mediumwsized colleges used a
written recelpt, one had a c¢ash reglster, six had front
window posting equipment, one a valldating recelpt machine,
and one checked "Other®, The total of all colleges showed
65 writing a written receipt, one using a cash register,
eight utilizing front window posting equipment, two using a
validating receipt machine, and two using other methods.

Table III ¢learly shows that the large majority of
the small colleges prefer the written receipt. The mediume
slzed college prefers the written receipt, but a few
machines are belng utilized, The basic information that 1is
needed on a recelipt, whether recorded by hand or by machine,
is date, number, name, amount, and account number,

" Are there sny spscial techniques that you have found
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TABLE IIX

TYPE OF EQUIPMENT USED FOR COLLECTING STUDENT FEES
IN 78 PRIVATE COLLEGES CLASSIFIED
ACCORDING T0O SIZE OF COLLEGE

TERRE OF o BMALL  MEDIOM
EQUIPMENT _Under 751 7511500 ____TOTAL
Written receipt 38 2y 65
Cash register i 1
Front window posting
equipment 2 6 8
Other —t 2

Total
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valuable in assessing and/or collecting student fees? This
was the fourth question asked on the registratlion procedures
gection of the guestionnalre, Twenty-two colleges responded
to the questlion and of the 22 respondents, 13 mentioned pre-
billing and advance peyments of one kind or enother as belng
effective. One respondent wrote: "Billing 3«4 weeks before
registration -« works very well," Another repllied: "Send
out term bills 3 weeks before the semester begins, Sube
stantial majority of standard accounts are paid in full
before the student errives on campus to register." Ancther
respondent wrote! "We send our statements for first semester
the last week of July -~ ask for payment by September 10 (it
works)." A further snswer was as follows: "All student bills
are sent out several weeks in advance, due at least two weeks
before the séumester opens., By reglstration day 90 per cent
have been paid in full by mail,.® Another interesting reply
was: "Billing August 1 for September 1 payment. December 1
for January payment avoids most payments by students at
college office, BReglstration is actually September 15 and
January 15." Another reply was: "Use of inclusive fee
permits early billing and payments are received over b to 6
week perilod, eliminating peak lecad at regi&tratxan time,."

Flve of the colleges mentioned some type of clearance

or control by the business office before the reglstration is
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complete, One comment was: "Business office is next to last
segmeﬁt of registration procedure, If student hes not made
arrangement, reglstration 1s.held up untll he has." Another
respondent wrote: "A student registration is not complete
until he is charged out by the business office per classes
scheduled,®

Some of the other comments on speclal technliques were
interesting., One observation was: "Have sufficient personnel
in assessing step.® Another comment was: "Use of multiple
copy form." One respondent noted: "An after registration

audit of all charges.®
Iv. SUMMARY

It 1ﬁ'wsll to present agein several points brought out
in this atﬁ&y of assessing and collecting fees during the
registration period., The study showed that 94,7 per cent of
the business offices assessed student fees. The area where
fees are collected durlng the reglstration perlod had a ratio
of 67.5 per cent to the business offlce and 32.5 per cemnt to
a central registratlion location. There is a trend toward the
business office collecting fees at thelr regular location
during registration periods, Most of the small colleges, 38
out of 42, use a written receipt. In the medilum~sized colleges,

27 out of 36 used a written recelpt showlng a trend toward



17
using machines as enrollment inercases. A special technique,
pre~billing and advance payment of student fees, 18 being
utilized in some colleges for increased efficlency of time

and personnel,



CHAPTER III
HAND=POSTING TO MACHINE ACCOUNTING

One of the main concerns of a college business offlce
is that of maintaining edequate accounting records. John Dale

Bussell has stated:

Three general characteristics are requislite to a satise
factory accounting system: (1) the system must safeguard
the funds of the institution; (2) it must yield the infor-
mation that is necessary for aﬁminigt{ativa control; and
(3) it must be as simple as possible,

This chapter of the gtudy will evaluate the methods by
which acoounting records are posted, factors influencing
change from hand-posting to machine-posting, the approximate
student enrollment figure when the change was made from hand-
posting to machine-posting and special technigques or labore

saving devices in hand~posting and machine-posting.
I, HOW ACCOUNTING RECORDS ARE POSTED

Table IV records the method by which accounting records
are now posted in 82 small and medium-sized private colleges.
Tuenty of the small colleges post by hand, 17 by machine, and
seven by a comblnation of hand and machine. In the medlium-

sized colleges, seven post by hand, 25 by machine and eight by

John Dale Bussell, The Finance of Higher Education
The University of Chlcago Press, 1954, p» 50. *
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TABLE IV

METHOD BY WHICH ACCOUNTING RECORDS ARE POSTED IN 82
PRIVATE COLLEQES CLASSIFIED ACCORDING
TO SIZE OF COLLEGE

A -

SMALL T MEDIUM
—— JAETHOD ——tnder 751 751=1500
By hand 20 7
By machine’ 17 25 b2
A combination of
hand and machine __ S e, RS 5 |

Totel
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a combination of hand and machine, The tabia.reaﬁily shows
the contrast efrpostxng by hand.

iI, TFACTORS INFLUENCING CHANGE FROM HAND-POSTING
TO MACHINE~POSTING
As @2 college grows, there ig a tendency to ﬁee naw

chine-posting raﬁnér then hand-posting. Factors lunfluencing
change frém hand-posting to machine-posting in 49 colleges
are recorded in Table V. The ré&ycnsa to this questlon was
i;migea as 20 small and sevan,maﬁiumwaizéd colleges posted
by hand, Many colleges gave more than one factor which ace
counts for the totel of 134 m&ntiaﬁs‘ The most important
factor with 38 mentions was increased efflciency of time,
Increase in enrollment, and automatic machine totals with
30 answers amaﬁ'wara next in ilmportance, Inabllity to keep
records up-to-date wes fourth in importance with 20 mentlons.
The medlum-sized colleges gave this more consideration than
the small ocolleges, Leglbility of machine records was fifth
having 16 answers, Thers were two mentions in the *Other®
category but they were not conslidered signiflcant enough to
be included in the table. |

IIT. STUDENT ENRBOLLMENT FIGURE WHEN CHANGE WAS MADE
FROM HAND-POSTING TO MACHINE~-POSTING

At approximately what emrollument figure wes the change
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TABLE 'V

PACTORS INFLUENCING CHANGE FROM HAND~-POSTING TO
MACHINE~POSTING IN 49 PRIVATE COLLEGES
CLASBIFIED ACCORDING TO SIZE OF
COLLECE AND BY TOTAL
MENTIONS

T i 0

FACTORS . .. ... Under 753 221=1500 TOTAL
Increase in enrollment 16 14 30
Inablility to keep

records up~to-date 6 14 20
Automatic mechine

totals iz i8 30
Legibillity of machlne :
records 7 9 16
Increased sfficiency ’

of time | 16 - 22 38

Total mentions

Total colleges. .28 i 2% | ,:&9_
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made from hand-posting to machine-posting? When this question
was asked there was a realization that factors other then ene
rollment were importemt in considering a change framfnanﬁm
posting to machine-posting. Enrollment, however, was con=
sidered the most significant factor. Only one respondent
questloned the aﬁrcllﬁ&nb.figure as & facﬁar. There wsre
k8 responses to the question. Agsin, as in Table V, the re-
sponse was limited, as 27 colleges étill post by hand. Pour
colleges also noted that the change had been made years ago.
Table VI shows the student anrallment'figura when the change
was made from hand-posting to machine-posting. Only two
colleges changed to mechine~posting ﬁn@n the enrollment was
under 200, Ten collepds changed in the 201-400 anrollmaét
figure; 1% in the 401-600 range; eight in the 601-800 student
figure; and, 10 in the 801-1000 f&gura.* Only one college
changed in the 1001-1200 figure, and one in the 1201-1400
range. Ninety-one per cent of the colleges changed from
hand-posting to machine-~posting in the 201-1000 student en~
rollment range. Hﬁndwpoating in the college buslness office
15 utllized when student enrollment is smalli. Small colleges
above an snrolluent of 200 students should carefully consider
machine-posting. Colleges in the medlum~sized category,
?51*15&0, should be posting by machine in order to obtain an

efficient operation,
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TABLE VI

STUDENT ENROLLMENT FIGURE WHEN CHANGE WAS MADE FROM
HAND-POSTING TO MACHINE-POSTING IN 46 PRIVATE
COLLEGES CLASSIFIED ACCORDING TO
SIZE OF COLLEGE

CWALL MEDIOM

STUDENT ENEOLLMENT Under 751 751=1500 o TOTAL
Under 200 2 2
201 -~ 400 6 h 10
4ol ~ 600, 10 Iy - 14
601 - 800 2 6 8
801 ~ 1000 10 10
1001 - 1200 1 1
1201 - 1400 N 1 o .

Total
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IV, SPECIAL TECHNIQUES OR LABOR-SAVING DEVICES
IN HAND-POSTING

Are there any special techniques or labor-saving de-
vices that you have discovered in hand-posting that would
ve helpful to college business affiaérs was the next guestion
asked., An efficlent labor-saving device mentioned by 10
solleges is the technlgue of obtalning multiple aapégs from
one writing operation., One respondent wrote: ”?ég éeard
system of recelpt wrlting and posting all student fees’at
one time.® Another stated: "Burris has a system of writing
receipts whereby the carbon is actually your p@se;@ta journsl,
This also applies to payroll end sccounts payable,® One
college wrote: "We uée the system by which we have a posting
to the students ledger, cash journal when the receipt is
written." A med&umusiéa& college stated: "Peg board summary
of charge and credit slips, also of cash recelpt summary.,”
Two colleges mentloned usling the ﬁa&ea system of multiple
hand-posting. Gge of the colleges noted: “wé have been
using the McBee system, which 18 highly recommended. We are
not entirely satisfled with it." Two colleges ere using the
Todd system, One stated: "We found the Todd Company system
very excellent although expensive," A small collsge replied:
"Shaw-Walker payroll system (good)."

A time~-saving technique is %o use a copying machine
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for dupllication of records, especlally for budget raeports,
One college stated: "Entrles wade on card, card kept in
file for school year; copies made for distribution on Thermofax
machine." How many college business officers must envy the
following answert Y"Our system of hand-posting is very simple,
With approximately 275 students and approximately 100 employess,
two girls handle 2ll current 1nf0rmat&en, Prompt information
18 always available.®. |

V. SPECIAL TECHNIQUES OR LABOR=-SAVING DEVICES
IN MACHINE-POSTING

Are there eny epecial techniques or labor«gaving dew-
vices that you have discovered in mach&ma»pesting that would
be helpful to‘aoliage business offices was the final questlon
asked in this ssction of the questionnsire.

One technique that was m@nti@nﬂ@ aba@xfacally by t@é
correspondents and alluded to by several othérs was to follow
the suggestions of the manufacturer and salesmen of the equip-
ment. One answer was: "Follow gugﬁaa%xaﬁa of manufacturer
of equipment, NCR in our case,". Most accounting machine
salesmen are exparts in their fieiﬁ and part of thelr service
is to help 1&13&&%@ a macﬁine accounting system or to modify
one already in effect. A skilled éscaunting machine salesman
can be very valuable to a college éﬁainaas officer,

Three of the respondents mentioned the possibility of
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posting several accountlng records at one time, ' Por instance,
1t 'is possible while typing a statement of earnings and a pay
check to also record pertinent information on a payroll ledger-
card and a payroll summary journal by the use of carbon paper,
Automatic totgls are also obtained from the machine operation.
The same procsdure can be used for expenses, A remittance
advice, check, expense ledger card, and journal with auto-
matic totals cean be recorded in one operation. The same
procedure can be used for student accounte and other ac—
counting procedures. One small ooliege stated: "One opera-
tion posting by Burroughs Sensimstic has simplified our
operation greatly." It is also possible to use one machine

as a multiple~purpose machine by means of simply changling |
baers on the machine,., One medium-sized college wrote!: "We

do all operstions on the machine -~ by usiﬂg 7 different
bars." Improvements, lincreased speed, new techniques and

new machines are being developed. The college business of=-
fice should keep abreast of new developments,

' Two of the colleges mentioned the success they have
had with front window postingwequipment. One medium-sized
college stated: "The front window posting squipment is the
most useful machine we have.,” Another respondent stated:

"NCR window posting méchine has proved very helpful."
The National Cash Reglster Company printed a compre-
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‘hensive book in 1953 titled, A Study of Machine Accounting
Metgods.z Although. the book is a study of general business
machine procedure, it has a lot to offer a college buslness
of'fice, Machines, procedures, and forms are clearly explained,
-When a new systen is contemplated these three factors need
to be carefully surveyed, As one resgpondent remarked:
"Often the benefits from =z new system are not dve to the new
techniques but to the fact that Qeaknasses in the old system
‘were found end corrected,” Two of the colleges surveyed em-
~phasized the importance of fitting the machine to the oéllega

need, and not the need to the machlne,
VI, SUMMARY

Twenty sm&%i‘colleges comprising forty-elght per cent
of the tétai gsurveyed post their accounting records by hand;
whereas, seven medlum-sized colleges or elghteen per cent post
by hand. Ninety~-one per cent of the colleges in the study .
changed from hand-posting to machine-posting in the 201-1000
student enrollment range. Hand-posting is utilized in the
lower enrolliment ranges of the small colleges, but is neé
efficlent in the upper enrollment range of the small college

or in the medium-sized college.

%& Study of Mechine Accounting Methods (Dayton, Natlonal
Cash Beglster Company, 1953).
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The factors, in order of importance, influencing,
change from hand-posting to machine-posting were: (1) in~
creased efficiency of time; (2) inorease in enrollment and
automatic machine totals; (3) inebility to keep records up~-
to-date; and (&) legibility of maschine records.

A labor-saving device in hand-posting that was es-
pecially noted was the technique of obtaining multiple coples
from cne hand-writing opseration such as by the use of a peg
board, The teahniqueﬁef-maehinemgosting aevéral accountling
records at one tlime was also mentioned. Another technigue
in initiating or revising & machine accounting system was
the procedure of utilizing the suggestions of the wmanuw
facturers of the machine equipment and the know-how of the
machine accounting salesmen,

As student enrollment grows, & hand or machine ac-
counting system nesds to be perilodically analyzed in order

to obtaln maximum efficiency of operation,



CHAPTER IV
COMMERCIAL SERVICES VERSUS COLLEGE OPBRATION

When college business officers meet, one of the
favorite toplcs of conversation ie whether colleges should
a@ﬁtract for services or perform the services themselves.,

The role of management is one of the eritical areas dis-
cussed, Many erticles have been written regarding the
various services offered, Bruce Heilman has commented on
one phase, food service, as follows:

Ag colleges expand in service and in capacity and as
new facllities providing for focd services spring up, the
§:e§§§3§ gikggliiﬁﬁ gﬁggzgmgrbfesslanally managed services

: CY .

The items in section five of the questionnalre were
framed to determine the types of commercial services in small
and medium~sized private colleges, the main advantages of
commerclal services, the maln disadvantages of commercisal

services, and the role of efficlent mansgement.
I, TYPES OF COMMERCIAL SERVICES

Table VII shows the types of commerclal services in
57 colleges., The total mentions in the 57 colleges amounted

to 73. Twenty~three mentlions were made for commercial food

1 | |
Bruce E. Hellman, "Contract Feeding," College and
University Business, October, 1959, p. 52. ‘
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TABLE VII

COMMERCIAL SERVICES IN 57 PHIVATE COLLEGES
CLASSIFIED ACCORDING TO SIZE OF
COLLEGE AND BY TOTAL
MENTIONS

SMALL ~  MEDIUM

o AREAS Uader 751 751~1500 TOTAL
Food Service | 10 | 13 23
Laundyry Service 23 18 Ly
Custodial Service 1 1
Other e B . S Z.

Total mentions

Total colleges 28 R 4 S 57
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service, 41 mentions for commercial laundry service, two for
custodial services and seven for othsr itypes of commercial
gervices., The tyﬁea ﬁf commercial services in the "Other"
category were waste disposal; bookstore, exterminating,
watohmen, anﬁ‘anamk bar ﬁtapan&iﬁg ﬁ@?viaé. An Xntérest&hg
new commercial operatlon is that of custodial service. One
small ceollege and one medlum-sized college, both iﬁalarga

metropolitan districts, have this service.
ITI. MAIN ADVANTAGES OF COMMERCIAL SERVICES

Table VIII shows the main advantsges of commercial
services i§ 57 colleges wlth total mentions of 154, The ad-
vantages in order of importance using!tne combined total for
both the small and medium~-sized colleges were as f@ll@ma:
{1) less work for the college; (2) less'g@rsannei problems}
(3) availability of extra service for peak periodsj (4) eco=~
nomical; (5) trained supervision; and {6) better tralned
personnel. The two most lmportant sdvantages for the small
colleges with 20 mentions each werse those of less work for
the college and less personnel problems. These two advantages
were not as important to the medium~sized colleges ‘as the
mentions were 14 and 13 respectively. Availability of extra
gservice for peak periods had 15 mentions for the small
colleges and 12 for the medium-sized colleges. The small

colleges consider the advantages of less work and less
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TABLE VIII

MAIN ADVANTAGES OF COMMEBCIAL SERVICES IN 57 PBIVATE
COLLEGES CLASSIFIED ACCORDING TO
SIZE OF COLLECGE AND BY
TUTAL MENTIONS

——

o ADVANTAGES

Trained supervision 7 15 22
Better trained personnel 7 & 15
Economical 8 15 23

‘Less work for the
collegse 20 14 3k

Availability of extra
service for peak

periods 15 1z 27
- Less Personnel :
~ problems AP . a3 SR 1 N
Total menvions . 272 . oo 2T e e 15H

Total colleges _ 29 , 28 R Y
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personnel problems most important,

The items of trained supervision and ecomomical had
twice as many menticons for the medium~sized colleges, These
two areas were considered as the most important advantages
for the medium-sized collegss,

TwWo médium~B8izéd ¢olleges ¢ommented thet one of the
advantages of commercisl services is ﬁh&t large expendltures
for equipment is not necessary. One éﬁmment‘frem g mediume
sized college with a mﬁmmeraial bookstore service was:

"Does not require capitasl outlay for books, stock and
fixtures." Ancther comment from a ma&ium»sized,caliage with
a commercial 1énndry service was: "In laundry.service not
too much supervision is raquiraﬁ.i'Saviag is 1n not having
expensive machinsry to amortize and operate,”

One respondent made the frank statement that one of

the advantages was "Buck passing on complaints.”
III. MAIN DISADVANTAGES OF COMMERCIAL SEBVICES

Table IX shows the main disadvantages of commerclal
services with 45 mentions by 29 colleges, The low number
of responses to the disadvantages of commercial services 1s
in marked contrast to the high number of responseés for the
advantages. There were 154 total responses for advantages
of commercisl services against 45 disadvantages. The colleges

responding were 57 against 29, There are disadvantages to
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TABLE IX

MAIN DISADVANTAGES OF CONMMERCIAL SERVICES IN 29
PRIVATE COLLEGES CLASSIFIED ACCORDING TO
SIZE OF COLLEGE AND BY TOTAL MENTIONS

SHALL o MEDIOM

. DISADVANTAGES _  Under 751 751-1500 TOTAL
Too much supsrvisory ,
turnover bl kX 2
Not encugh control by

the college 4 6 10
To0 expensive 9 3 12
Paper work still

involved 2 by - 6
Personmel not part of .
the college family .5 ‘ 9 I 15

Total mentions

Total colleges ____ 15 , _r -

povectse - e iy s . P v e
" " e vos
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commercial services, but the two tables disclose that the
advantages far outwelgh the disadvanteges, One respondent
noted: "No disedventages that are not off-set with distinct
important advantages."

The disadvantages in order of importance were as
follows: (1) personnel not part of the college family; (2)
too expensive; (3) néﬁ.éneugh control by the Qollageg'(&)
paper work still involved; and (5) too much supervisory turn-
over, The most lmporiant disadvantage to the sma}l cailega
with nine menn&bns was the item of axpa#aa.‘ The second most
importent’ disadvantage for the small college with 81X re=
sponses was that of personnel ﬁ@t‘part of the college family.

The disadvantage of personnel not part of the college |
' family was first with nine responses by the mediun-sized
¢colleges. The second in 1mp&rtan@@ with six responses was
that of not enough control by the college., There were two
comments in the "Other® category made by medium~sized colleges.

Cne wrote: "Poorer food." Another noted: "Too slouw.®
IV, THE ROLE OF EFFICIENT MANAGEMENT

In your opinion, is efficient management the essential
element of such areas as food, laundry, or custodial services,
whether operated by the college or by commercial agencles?

The response to this item cn the questionnalre was overw

K
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whelmingly in the affirmative. In the small college category,
there were 36 "Yes" answers agalnst two "No" answers. In the
medium-gized colleges, there weré 34 “&98“ answeré and no "No"
- answers., Efficlent management is thé essential eolement of
such areas as food, laundry, or cu&tadiél aarvicas; whether
operated by the college or b& conmercial aganciés,'

Twe colleges wmade the commsnt that &f‘ﬁrained personnel
and management are available 1t 1s better if the college
handles the services. One small college stated: "If tralined
personnel can be hired by the college -~ it seems a better
and less expensive job could be done then getting a commercial
outfit to do it, We have found this so0." A medium~sized
college stated: "No better then locel manager who might as
well be school's own manager,®

Some collsges do not conslder commerclal services un-
t1l they are faced with the loss of their own manager, This
was the writer's own experience when the college snack bar
manager reslgned, A commercial service was then contracted.
Both services were efficlent, but management was agalin the
key factor. Dickinson College was faced with the problem of
replacing a manager and made their declsion as follows:

When we were confronted with the problem of replacing
& manager, wo looked around for a contracting food service

that was experienced and well sstabllshed, a firm that aguld
do the job for us quickly, efficiently and economlcally.

zGearga Shuman, Jr., °The Bight Answer at Dickinson Is
Outside Management of Food Service," College and University
Business, September, 1959, p. 46,
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The phlilosophy and policy of the college and the busi-
ness office is a factor in determining whether the college
itself or commercial agenclies will render services. If a
college has the policy of using their own personnel for all
cellege operetions then s determination that efficient manage-
ment is essential should be made. If contract services are
uged the same determination should be made in regard to man-
agement, Dickinson College found that food service contract
management was thelr proper solution as follows:
We are assured of a fixed yearly charge, absolute
control, and a minimum of headaches and responsibilitles,
Yes, we have found that food service management is
the right answer at Dickinson College. We recommend 1t
preferring to utilize our time to dispense thoe educa~

tional program and let the food specialists serve the
meals.3

V. SUMMARY

Out of 82 collegss, 57 responded that they had some
type of commercial services. The total mentlons were 73.
Loaundry service had 41 mentions, foéd sarvice had 23 mentlons,
two mentioned custodial service, and in the "Other® category
were waste dlsposal, bookstore, exterminating, watchmen, and
snack bar vending machines,

Fifty~seven colleges responded to the main advantages

of commercial services. There were a total of 154 mentions.

JIbid., p. 48,
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The advantages in order if importanece were: (1) less work
for the college; (2) less persomnnel problems; (3) availa-
bility of extra service for peak periods; (4) economical;
(53) trained superviéion; and {(6) better tralned personnel.

Twenty-nine colleges specifisd 45 disadvantages of
commercial services, The disadvantages in order of importance
were: (1) personmmel not part of the college family; (2) too
sxpensive; (3) not enough control by the college; (4) paper
work still involved; and (5) too much supsrvisory turnover,.

The advantagzes of commercial services far cutwelighed
the disadvantages,

Efficlent management is the essentfal element of such
. areas as food, laundry, or custodial services, whether operated
by the college or by @ommevaiailagenaiea. This hypothesls,
one of two set forth for the study, was confirmed by 70 "Yes"®

answers and by only two "No® answers,



CHAPTER V

CENTRALIZATION OF COLLEGE BUSINESS OFFICE
AND RELATED SERVICES

How important 1s centralization of collesge business

office and related services? John Dale Hussell, in his book,

The Fingnes of Higher Education, phrased ths question of
gentralization or decentralization as follows:

In any phasge of administrative organizatlion the
question of centralization is important, By centraliza~
tion is meant the plan of assigning all responsibllity
for & given function t0 a single office. The contrasting
type of organization, decentralization, provides for the
performance of a given function by numerous, unco=ordinated
offices. The spocific applications of thils problem to
the fleld of business administration are manifoeld. For
example, shall the function of purchasing be centrallzed
in a single office, or shall every institutional official
take care of the buying for his cwn unit? Shall responslie
bility for the gollsction of all institutional income be
centralized in a ceshier's office, or shall the various
operating units sach do their own colliecting? Shall one
office be made responsible for all the financial accounting,
or shall uncowordinated and administratively separate
systems of bookkeeping be maintained in various offlices
for budget soatrglt for investment management, for plant
operatlion, etec.?

This chapter of the study will set forth the services
centrallzed at the small and me&iummsize&,aailégea, main adw
vantages of centralized services, maln disadvantages of |
centrallized services, luportance of centralized services and

supplies for efficlency of operation, and whether operations

lJOhn Dale Bussell, The Finaunce of Higher Educatlon,

The University of Chicago Press, 1954, pp. 1l0w-il.
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have become more céntrallized.
X. CENTRALIZED SEBVICES

Table X shows centralized servlces in 82 small and
medium~sized private colleges., Seventy-five colleges have
their cashier function centralized, Bookstore and office
supplies are centralized im 71 colleges., Food service 1is
centralized in 69 colleges, m&iutenénaa_suppiiaa in 68, and
purchasing in 66, RElght of the colleges that specified
centralized purﬁhasiag modified their answers with such terms
as: "mostly"; "partiy®; "somewhat®} “§a pr9cea8“; and "to a
limited extent.” The table shows the large extent of centrale
ization of services and supplies in the respondent colleges,

II. CENTRALIZED SECRETARIAL POOL AND OFFICE
EQUIPMENT ROOM

' "Sestion 4 -~ Centralized Secretarial Pool and Office
Equipment Room"™ was one of the seven sectlons of the quese
ﬁimﬁnalvag However, only elght amali and nine medium-sized
colleges stated that they had a secretarisl pool. Thirty-four
small and 31 medium~sized colleges specified that they did not
have a secrebarial pool. The small number of colleges, 17,
that had this service dld not warrant a separate chapter of
this study or tables showing the results, The results, ale
though meager, would be of interest to those colleges
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TABLE X

CENTRALIZED SERVICES IN 82 PRIVATE COLLEGES
CLASSIFIED ACCOBDING TO SIZE OF COLLEGE
AND BY TOTAL WENTIONS

der 751 751-1500 e LOTAL

Purchasing ‘ 35 31 - 66
Cashiering 38 37 75
Office supplies 36 35 71
Maintenance sﬁppliss 33 35 68
Bookstore

Food service

Total mentions

Total colleges
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anticipating a secretarial pool and offlice equipment room.

The two main advantages of a secretarial pool, with
15 mentions each were: is casler to supervige than depart-
mental pert-time or student helpj and is more economical bthan
departmental ?agtmt&m& or student-help, The next maln ade
véntaga with 14 responses was that it is a hai§4tm faculty. |

The main disadvantage Witg 14 mentions of a secre~
tarial pool was that some faculty and departments overuse.
‘The second main disadvantage with 10 mentions was that fac-
ulty prefer their own help., i . '

The types of equipment used in the secrstarial pool
and office equipment room, with the number of mentiens
spocified, were as feliﬂwsz (1) electric typewriters and
mimeograph machines, 15 each; (2) fiuld duplicators, 14;
(3) transcribing equipment and mechanical typewriters, 12
each; (#) copying machines, 10; and (5) dlctating equipment,
9.

The main factors for an efficlent secretarial pool
and office eguipuent room, listed in.oﬁﬁaf 6f importance,
weret (1) proper help; (2) good equipment; (3) supervision;

{4) work scheduling; and (5) adequate work aroa.
I1X. ﬁAiN‘ADVAETAGES OF CENTRALIZED SERVICES

Table XI shows the main advantages of centrallzed ser-

vices in 8l small and medium-sized private colleges by total
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TABLE XI

MAIN ADVANTAGES OF CENTRALIZED SERVICES IN 81
PRIVATE COLLEGES CLASSIFIED ACCORDING
; TO SIZE OF COLLEGE AND RY TOTAL
MENTIONS

= - L__4_>‘EEQIHM.__

~ ADVANTAGES  Under 751 _  751-1500 TOTAL
Economy of persomnel 23 27 50
Economy of space 16 i3 31
Economy of equipment 15 18 33
Better supervision 37 30 67
Savings in purchasing 38 34 72
Better control of

work procedures 23 16 39
Better control of _

quality 21 17 38
Standardization

possible

Total mentions

Total colleges A2 " 39 B - > |
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number of mentions, The most important advantage with 72
mentions was savings in purchasing. Second, with 6? mentions,
was better supervision, Standardization possible waﬁ third
with 54 mentions. Next, sconomy of personnel, had 50 menw
tions. Better control of work procedures had 39 mentions,
and better control of quallity, 38 mentions, Economy of
aquipment with 33 mentlons, and $asnagy.af space with 31
¢losed ocut the list. Two colleges in .ths "Other” category
mentioned reduced lanventories as an advantage,

Savings in purchasing and better supervislon were the
two main advaﬂtages specified by the r$8p¢naent e@llagas;
This agrees‘with a statement set forth by Brothér James -Kenny,
S J.y in reference to centrallized purchasing:

Authorities and heads of governmental units ere falrly
well agreed that the centralization of the purchasing func-
tion results in savings of from 15 to 25 per cent depending
on the degree of efficlency obtained before centrallzation

and on the ability of those placed in responsibllity after
a purchasing department has been esteblished .

IV, MAIN m}mzmz\zma;ss OF CENTRALIZED SERVICES

Section 6, item 3, of the questlonnalre was phrased:
"What are some of the disadvantages you have heard of cens
tralization of services?" The question was purposely phrased

with the word "heard" so that the response of the users of

zﬁrnther James Kermy, S, J., “Steps in Grganizing a

Purchasing Department," College and Unlversity } 88, June,
1959, P« nﬁﬁ
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contralized services, faculty and staff, would be stated,
Table XII shows that 63 colleges had 114 mentions of disad-
vantages of centrallzed services. 7Too mueh red tape with 38
mentions was spocified as the major aisa&vantage* Can't use
own judgment was next with 24 mentions, féllowad by supplies
not always available with 22 mentions, and not c¢onveniently
located with 20 mentlons, . Least lmportant éare not enough .
varietles of supplies with li mentions, and servlice areas too
crowded with two mentions, Three other disadvantages were
specified, One medium-sized college noted: "Inflexible.”
Another responded: "Objection to overhead charge and minimum
quantity requirements.® Ons small c¢college stated: "Soms per~
sonalities Just like to do things on thelr own and cannot ad-
Just to any organlzed procedure.” With 114 mentions for dis-
advantages of centralized services, cﬁntfésteé with 384
adventages, a ratlo ef 30 per cent, the advantzges ef central-

ized services far exceed the dlsadvantages,
V. IMPOBTANCE OF CENTBALIZED SERVICES

Is centralization of services and supplies essential
for efficiency of operation? This question, one of two
hypotheses set forth for the study, was confirmed by the re-
gponding colleges. There were 64 "Yes® answers contrasted

with 14 "No" emswers, The small colleges had 31 affirmative
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 TABLE XII

MAIN DISADVANTAGES OF CENTRALIZED SERVICES IN 63
PRIVATE COLLEGES CLASSIFIED ACCORDING TO
SIZE OF COLLEGE AND BY TOTAL MENTIONS

SHALL S NEDIUN

. DISADVANTAGES Under 751 251-1500 TOTAL
Not convenisntly "
located - 8 12 20
Supplles neot always , _
available 10 iz 22
Service areas too
crowded 2 2
Not enough variety of
suppliee 5 6 11
Too much red tape 17 18 35
Centt use own judgment 9 ) 18 24
Total mentions 3 A - 5 L
Total colleges 27, ¢ 36 | 53
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enswers and 10 negative answers. In the mediumﬁsized‘éollages
the ratio was 33 to four,

Three of the small colleges answering "Yes" made
comments in regard to their answers, One sald: "We think
804" Another stated: %If any notable size," A third noted
"Within reason.®

Three of the respondents voting "No" modified tﬁéix
answers, One statedt "But I belleve 1t depends on the size
of the institution and amount of faculty time ava&laﬁl& for
administration.™ A second respondent noted: "Bub dssiréble.“
A third wrote: "But almost.®

Have your operations become more centralized? The re-
sponse to this question showed 65 *Yes" answers contrasted
with 14 "No" answers, . Here agasin, as in the previous question,
the response was heavily affirmative, |

Centralization of services and supplies is essential
for efficiency of operation, Opergblons have hecome more

centralized in the majority of small and medium-sized colleges

surveyed.,
VI. SUMMARY

The number of centralized services in 82 small and
medium-sized colleges were: (1) cashiering, 75; (2) office

supplies, and bookstore, 71 each; (3) food service, 693 {(4)
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maintenance supplles, 68; and (5) purahaéing, 66,

The main edvantages of centralized services in 81
colleges with 384 mentions, listed in order of 1mpabtanca,
weres (1) savings in purchasing; (2) better supervision; (3)
stendardization possible; (4) economy cf‘persehnelz (5) better
control of work procedures; (6) better control of quélity;'g?)
aconomy of eguipment; and (8) econouy of space.

The mein disadvantages of centralized services in 63
colleges with 114 mentions, listed in order of lmportance,
were: (1) too much red tape} (2) can't use own Judgment;

(3) supplies not always available; (4) not conveniently located;
{5) not enough variety of supplles; and (6) service areas too
crowded,

Seventy~eight. colleges responded to the question: "Is -
centralization of services and supplies essential for efficlency
of operation,” Of the 78 célleges, 64 responded "Yes" and 14
ana@ere& "No",

Sixty~five colleges answered "Yes" and 14 answered "No"
to the gquestion, "Have your operations become more centralized?®

This chapter of the study shows that a majority of the
82 colleges surveyed have centralized services. Operations
have become more centralized. The advaentages of centralized
services far outweighs the disadvantages, Centralization of

services -and supplies is essential for efficlency of operation,



CHAPTER VI
REORGANIZATION OF STAFF

A growing concern of many college buainess oeffices
is the effect of incressed enrollment and services on the
college businsss office staff, Both technical and personnel
problems are involved.

This chapter of the study will set forth steps taken
to handle increased work load in the business office, how
to desl with smployee resistance to change, and the ro-
lationshlp of technical change to employee resistance to
changs.

"I, STEPS TAKEN TO HANDLE INCREASED WORK

LOAD IN THE BUSINESS OFFICE

Table XIII shows the steps taken to handle increassed
work load in the business office in 80 small and medium-
ﬁizéd pr&vata‘ealleg@s, The most important step with 54
mentions was purchased additional equipment, Second, with
48 mentions wes added new persommel. Reorganized the busie
ness office was next with 40 mentions. Changed the acw
counting system was fourth with 35 mentions, Changed type
of equipment with 21 mentions, and speclalized job areas
with 16 mentions completed the iist. One college noteds:

"Constantly look for a better method and ask for suggestions."
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TABLE XI1I

STEPS TAKEN T0 HANDLE INCREASED WORK LOAD IN THE
BUSINESS OFFICE IN 80 PRIVATE COLLEGES
CLASSIFIED ACCORDING T0 SIZE
OF. COLLECE AND BY
~TOTAL MENTIONS

| - CUBMALL o FRDIOH o
___STEPS TAKEN Under 251 751-1500 TOTAL
Added new personnel 23 25 48
Reorganized the _
business office 22 18 4o
Speclalized Jjob areas 7 9 16
Purchased additvional :
equipment 25 29 sl
Changed type of .
equipment 9 12 21
Changed the agoounting
system - 20 . 15 35
Other B . 8 YA
'Tbtal mentions ___ 108 _ 113 , Zgl‘

Total collegss . 41 5 T 80

[
i




51
Another college stated: “Remddoled offlce," 4 medlum~sized
college wrote: "Modified certaln records," Another noteds
U Improved supervision.® Another f{rankly stated: "Work
harder,? .
Definite steps have been taken by the college business
offices surveyed in handling their increased. work load,
II. HOW 70 DEAL WITH EMPLOYEE
RESISTANCE TO CHANGE
Table XIV shows the procedures for dealing with
employse resistance to shange in 77 small and meﬁiumwsiza&
colleges with 158 mentions. By far, the most imp@rtént
procedure with 64 mentions was to explaln the reason for
the chenge with the individual involved. - This agrees Wwith
an evaluation by Paul B. Lawrences
Without going inte all the researchers' decisions
based on these experiments, 1% can be falrly stated that
they concluded that resistence to methods changes could
The second most important procedure with 39 mentlons
wae to have meetings with operating groups involved, Twenty-
nine mentions were made to have meetings with entire staff.

Attempt to fit the job to the employee was next with 21 men~

1?aul R, Lawrsnce, "How to Deal with Beslistance o
Change," Harvard Business Review, May~June, 1954, p. 50.
Itallcs in the original,
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PROCEDUBES FOR DEALING WITH EMPLOYEE RESISTANCE
TO CHANGE IN 77 PRIVATE COLLEGES CLASSIFIED
ACCOBDING TO SIZE OF COLLEGE AND BY

TOTAL MENTIONS

| T SPALL MREDI UM
PROCEDURES __ Under 751 751-1000 TOTAL
Have meetings with :
entire staff 19 10 29
Have meetings with
operating groups
_involved 21 18 39
Explain the reason for
the change .with the -
individual involved 32 32 64
Attempt to fit the job
to the employee 12 9 23,
. Other 2 3 . >
Total mentions 86 72 _____158
Total colleges —L 36 Y &/

i

e Sl A
W nhptjelaiy

i

it
#
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tions. Five colleges commented that the employee should be
involved in changes, 4 typical comment wast '”Lat smployee
help in making desired changes.®?

III, THE RELATIONSHIP OF TECHNICAL CHANGE TO

‘EMPLOYEE RESISTANCE T0 CHANGE .
Lawrence defined the difference between the technleal
and social aspect of change a8 f@llaﬁsz A
The technlcal aspect of the change 12 the making of
a measurable modification in the physical routines of the
Job. The social aspect of the change refersg to the way
thosg aff&gted'by it %hi@k 1t“g;1% alter their eatabl;&hed
relationship in the organization. _

Both technical change znd employee resistance to change
are lmportant factors for the college business offlice.

The third question of section 7 of the questionnaire
was asked in order to ascertaln which area was the more 4ilffle
cult one for the college business office. In the small
colleges, employee resistance to change was nmore &iff;eult
in 20 colleges., Keeping up with technical cﬁangé was more
difficult in 17 colleges., There was a reversal of oplnion
in the medium~-sized colleges as 21 stated that keeping up
with technical change was more important; whereas, only 12
noted that employee resistance to change.was more important,.

Two colleges commented that there was no partliculer problem

2Ipid., p. 52.
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with elither aspect., One small college respondent summarized
his opinion as follows: °I do not look at these things as
aifficulties, they are opportunities, they ere jobs to be
done, they are g means of broadening ones self." He also
mafle the further comment: "a ?@ﬂpeély briénﬁaa empiayee
does not resist change, but welcomes it,® |

in your @yzniavi ﬁmas rapid technlcal change and em-
ployee resistance to change oon&ti%ute a major handlicap to
the efficient op&ratiem of a college business offlee? This
item of the questiomnaire was the next question asked, Of
the small colleges, 10 answareﬁ'”Xesﬁ, and 29 answered "No',.
Six answered "Yes" and 28 answered "No® in the medium-sized
colleges, A small college respondent summarize& it well for
the majority of the colleges when he emphasized: “Not a
major handicap.® A respondent for a medium-sized college
stated: "This is one of the functions of a competent Business

Menager,®
. IV, SUNMARY

The steps that have been teken to handle the increased
work load in the business office in 80 colleges, listed in
order of importance, were: (1) purchased additional aqaipr
ment; (2) added new persoconel; (3) reorganized the business
offlce; (4) changed the accounting system; (5) changed type
of equipment; and (6} speclialized Job areas.
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The procedures for dealing with empla?éa resistance
to chenge in 77 ocolleges, listed in order of importance, were:
(1) explain the resson for the change with the indlividual
involved; (2) have mestings with operating groups involved;

- {3) have meetings with entire staff; and (&) atbempt to fit
the job to the semployee.

In the opinion of the gma;i colleges, employee re=-
sistance to change wgs cousidered more difficult than keeping
up with technical change, However, in the medium-sized
colleges, keeping up with techanlcal change was considered
more difficult than dealing with employee resistence to
change.

The opinion of 57 colleges was that rapid technical
change and employee resistance to change did not constitute
a major handicap to the efficlent operation of a college
business office. Sixteen colleges stated ﬁhat rapld yeahniaal
change and employee resistance 0o change did constlitute a
major handieap to the efficlent opsration of a college busle
ness office,

The colleges surveyed have taken definite steps to
handle the increased work load in the business office, The
most important procedure, by far, for dealing with employee
resistance to change was to explaln the reason for the change
~~with the individual involved, Bapid technical change and - -

smployee resistance to change, for the majority of c¢olleges
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surveyed, does not constitute a major handicap to the ef-

ficient operation of a college business office.



CHAPTER VII
SUMMARIES AND PINDINGS

The purpose of this study was to identify present busi-
ness office procedures in small and medlume-sized private
golleges, Some interesting and informative articles have been
written on different phases of college business operations but
a tn@raugh"sarvey of present procedures has not been attempted.
One respondent éf a medium-sized college wrote a gegeral com=
ment on the questlonnaire as follows:

No two instltutions sre exactly alike for whioh we
should be thankful. Each institution has its particular
problems, mission in education, Therefore, only general
theorles are applicable. There is no wniform pre~deter-
mined procedures that will fit all colleges.

Ne two colleges are exactly alike, but this study has
shown that there are efficlent procedures appliceble to the
majority of small and mediunm-sized colleges., It would be well
to summarize the findings for the areas of the colleage busie
nass office operations surveyed. an@a;ally interesting were
the special techniques or labor-saving devices clted by the

respondents,
I, ASSESSING AND COLLECTINC FEES AT REGISTRATION PERIODS

Chapter two showed that 94,7 per cent of the buslness
offices mssessed student fees., The area where fees are colw-

lected during the reglstratlon period had a ratio of 67.5 per
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cent to the business office and 37.5 per cent to a central reg-
istration locatlon. Thirty-sight out of 42 small colleges use
a hand-written receipt. Twenty-seven ocut of 36 medium-sized
colleges use a wr&t@en.rééﬁxpt; 4 speclal techuique, prew-
billing end advence payment of student fees, was specified
by 13 colleges as being valuable.

II, HAND-POSTING TO MACHINE ACCOUNTING

Forty-olght per cent of the small colleges post thelir
accounting records by hand; whereas, only 1B per cent of the
medium~sized colleges post by hand, Ninsty-one per cent of
the colleges changed from hand-posting to machine-posting in
the 201-1000 student enrollment range. Hand~-posting is effi-
clent in the lower enrollment range Qf the swmall colleges,
but is not efficient in the upper enrollment range of the
‘small colleges or in the medlum-sized colleges.

The factors; in order of lmportance, influencing change
from hand~posting to machine-posting were: (1) lncreased ef-
fieiency of time; (2) inecrease in enrollment and automatic
machine totals; (3) inabllity to keep records up~to-date; and
(%) legibility of machine records,

A labor-saving device in hand-posting mentioned by 10
qallegea 18 the technique of obtaining multiple coples from
- one writing operation such as by the use of & -peg béarﬁw A -

similar technique for machine~posting, that of posting several
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aﬁ@@uﬁtiﬁg records at one time, was noted by several colleges,
III, COMMERCIAL SERVICES VERSUS COLLEGE OPERATIONS

Out of 57 ecolleges, commercial laundry service was
utilized in 41, commercial food service in 23, and commercial
custodinl service in two.

The main advantages of commercial services, llisted in
order of importance, were: (1) less work for the college;

(2) less personnel problems; (3) avallabllity of extra service
for peak periods; (4) economical} (5) tralned supervisioni and
(6} better trained personnel, )

The maln dlisadvantagss of commercial services, listed
in order of importance, were: (1) personnel not part of the
college family; (2) too expensive; {3} not encugh eentrgl by
" the c¢ollege} (4) paper work still involved; and (5) too much
supervisory trunover,

The adveantages of commeroclal services far outweighed
the disadvantages as 57 colleges mentioned 154 advantages)
while, 29 colleges mentioned 45 disadvantages.

Efficlient management is the essentisl element of such
areas as food; laundry, or custodisl services. .This hypothesis,
one of two set forth for the study, was confirmed by 70 "Yes®

answers contrasted with only two "No® answers,
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IV, CENTRALIZATION OF COLLEGE BUSINESS OFFICE AND
RELATED SERVICES

”@ha number of centralized seﬁvi@eﬁ in 82 small and
medium-sized colleges were: (1) cashiering, 75; (2) office
supplles, and bookstore, 71 each; (3) food‘sarviaa,végg (4)
maﬁutenam@é supplies, 683 and (5) purchasing, 65.

The main advantages of centralized serviges, listed in
order of importence, were: (1) savings in purchasing; (2)
better supervision; {(3) standardization possible; (&) economy
of personnel; (5) better control of work proceduresj (6)
better control of quellty; (7) economy of equipment; and (8)
seonony of spacs,

The main disadvantages of centrelized a&ﬁv&aeﬁ, listved
in ordeé of importance, were: (1) too much red tape; (2)
can't use own Judgment; (3) supplies not always available;
(4) not conveniently-located; (5) not enough variety of sup~
plies; and (6) service areass o0 crowded.

The advéntagaﬁ of centralized services are much mors
important then the disadvantages as Bl colleges mentioned 384
a&vantages; wheress, 63 colleges mentloned 114 disadvantages,

Services have bescome more centralized as 65 colleges
answered "Yes" and 14 answered "No" to the gquestion, "Have
your operations bocome more centralized?"

Centralization of operation 1s essentlal for efficlienoy

in the college business office. This hypothesis was confirmed
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by the response of 64 "Yes® answers and 14 "No" answers: .
Vs REQOBGANIZATION OF STAFF

The steps taken to handle the increassed work load
in the tusiness office, listed in order of importance, were:
(1) purchased additional equipment; (2) added new personnel;
{3) reorganized the business office; (&) changed the accountiag
system; (5) changed type of equipment; and (6) specialized job
areas. |

The procedures for dealing wiph‘amﬁloyae registance to
¢hange, listed in order of importance, were: (1) explain the
reason for the change with the individual invelved; (2) have
meetings with operating groups involved; (3) have reetings
with entire staff; and (4) attempt t0 fit the job toc the em-
ployee, Item numbér one was by far the most important,

In the opinlon of the small collsges, employee re-
slstance to change was considered more difficult than keeping
up with technical change. However, in the medium-sized
colleges, keeping up with technical change was considered
more difficult than dealing with employee resistance to
change. ‘

The opinion of the majority of the colleges was that
rapld technical change and employee resistance to change did
not constitute a major handicap to the efficlent operation

of & college business office.
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VI: CONCLUSION

This study has shown that there are efficliencies in
the small and medlium-sized private college business offlce,

The answers to the qgeatiebnaire would ind&c&ﬁe‘ﬁhay
tﬁe'majority of raapcnﬁent college businass offices mf@ |

evaluating thelr procedures for maﬁ;mum efficiency of operation.
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APPENDIX A

QUESTIONNAIRE

EFFICIENCIES
IN THE
SMALL AND MEDIUM«SIZED
PRIVATE COLLEGE BUSINESS C(FFICE

Please complete and return to

Gordon K. Hubbard

Business Manager
University of Bridgeport
Bridgeport 4, Comnecticut
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SEC. I = REGISTRATION PROCEDURES

1,

2.

3

b,

SEC, 2
1.

2.

3¢

What office assesses fees st your institution?
{A) Records
{B) Business office .
(C) Other {(Please specify)

Where are fees aollected'auring the registratlion period?

(A) Central registration location
(B) Business office
{C) Other {Please speoify)

What type of equipment is used for collecting fees?
(A) Written receipt
(B) Cash reglster A
(C) Front window posting equipment
(D) Other (Please specify)

Are there any special techniques that you have found
valuable in assessing and/or aallaatin% fees at
reglatration periods? (Please comment)

- HAND-POSTING TO MACHINE ACCOUNTING

How ere your accounting records now posted?
(A) By hand
{B) By machine
(C) A combination of hand and machine

If you have changed from hand-posting t© machlne=
posting, what following factors influenced the
change?

(A) Increase in enrollment

{B) Inability to keep records up-to-date
(C) Automstic machine totals

(D) Legibllity of machine records

(E) Inoreased efficiency of time

(F) Other (Please specify)

At approximately what student enrollment flgure was

the change made from hand-posting to machine«posting?

Are there any special techniques or labor saving devices
that you have discovered in hand-posting that would
be helpful to college business officers?
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Are there any speclal techniques or labor-saving de-
vices that you have discovered in machine~posting that
would be helpful to college business officers?

SEC, 3 ~ MACHINE ACCQUNTING TO DATA-PROCESSING

1.

2.

3.

5

*

Is datae-processing being used for any function in your
university?

Yes No

If the answer to the previous question is "Yes® what
functions are serviced?

Class scheduling
Class cards
Classg 1lists
Grades

| Payroll

Accounts payable
Inventory (Specify type)
Student accounts _
Other (Please specify)

What system of data-processing is being used?

(a)
(B)

IBM
Other (Please specify)

If you have changed to data=-processing matha&s what
following factors influenced the change? ¢

(4)

Increase in snrollment

Complexity of the work situation

Need for prompt information

Increassd efficlency of time

More types of information readily abta&nabls
Increased cost accounting figare& needed
Other (Please specify)

At approximately what student enrollment figure was
the chenge made from machine accounting to data-
processing?

(A} Admissions and records

(B)
()

Accounting
Other (Please specify)

What are the main adventeges you have discoversd in
data~processing?
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What are the maln disadvantages?

Are there any speclal techniques or labor-saving dew-
vices that you have discovered ir data-processing?

« CENTRALIZED SECRETARIAL POOL AND OFPICE EQUIPMENT ROOM
Does youwr institution have a searetarial'peci?
Yes No

What are sowme of the adventages of a seeretarial pool
that you have oObserved?
(A) Is a help to faculty .
(B) Is =2 morale booster for faoukty
(C) Is more economical than departmental part-time
or student help
{D) Is easler to supervise than ﬁepartmental parte
, time or student help
{E) Other (Please speclfy)

What are some of the disadvantages of a secgretarlial pool
that you have observed?
{A) Needs more supervision and control than departw
mental part-time or student help
(B) Cannot keep up~to-date during pressure periods
(C; Some faculty and departments overuse
(D) Paculty prefer thelr own help
{E) Other (Please specify)

wnatlgypa mf equipment do y@u.nave in your secretarial
poo

(A) Mechaniceal typewrlters

(B) Electric typewriters

(C) Dictating squlpment

(D} Transeribing equipment

(E) Fluld duplicators

(F) Mimeograph machines

(G) Copying machines

(B) Other (Please specify)

What are some of the main factors for an efficient
secretarial pool and office eguipment room? (Please
number in order of importance)

{A) Supervision

{B) Good equipment

(C) Work scheduling

(D) Adequate work area

{E) Proper help

{(F) Other (Plesmse speclfy)
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8EC, »5 - COMMERCIAL SERVICES VERSUS COLLEGE OPERATION

1¢ Does your college have commerclal services for any of
the following areas?
{(a) Food service
(B} Laundry service
(C) Custodial service
(D) Other (Pleame specify)

2, What are the mein advantages of commercisl services?
(&) Trained supervision
(B) Better tralned persomel
{C) Economical
(D) Less work for the college
(E) Avallability of extra service for peak perilods
(F) Less personnel problems
(@) Other (Plesse specify)

3. What are the main disadvantages of commerclial services?
' {(A) Too much supervisory turnover
{B) Not enough control by the collsge
(C) Too sxpensive
(D) Paper work still involved
{E} Personnel not part of the college family
{F) Other (Plecse specify)

« 4, In your opinion, is efficient management the essential
element of such areas as food, laundry, or custodial
services, whether operated by the college or by
commercial agencies?

Yes No
SEC, 6 - CENTRALIZATION OF CERTAIN SERVICES

1. Are the following services centralized at your
institution?
(A) Purchasing
{B) Cashiering
(C) Office supplles
%ﬁ) Maintenance supplies
E) Booksatore
(P} Pood service
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3.

by

5.
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What are your observations of the main advantages of

W

I

H

centralization of services?
{A) Economy of personnel
gﬁ} Economy of spsace
(C) Economy of equipment
{D) Better supervision
(E) Savings in purchasing
(F) Better control of work procedures
{G) Better control of guallty
(H) Standardization possibvle
{I) Other (Please specify)

hat ars some of the main disadvsntages you have heard
of centralization of services?

{A) Not convenlently located

(B} Supplies not always available

{C) Service areas too crowded

(D) Not enough variety of supplies

(E) Too much red tape

(F) Can't use cwn jJudgment

(G) Other (Pleasc specify)

s centralization of services and $u§p1ies ossential
for efflclency of operation?

Yes No _
ave your Qperaiiana become more- centrallzed?

Yes No

SEC., 7 - REORGANIZATION OF STAFF

L

2.

W

Ho

hat steps have yow taken to handle the increased work
load in the business office?

{A) added new personnel

{(B) Reorganized the business of fice

C) Speclallzed Job areas

D) Purchased additiomal equipment

E) Changed type of equipment

F) Changed the accounting system

G) Other (Please specify)

A) Have meetings with entire staff

B} Have meetings with operating groups involved

¢) Explain the reason for the change with the
individual involved

Dg Attempt to fit the job to the employee

E

(
{
(
{
(
,? do you deal with employee resistance to change?
(
{
(
{ Other (Please specify)
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3+ In your opinion, which is the more difficult job to
handle? {(Check one) ‘
{A) Keeping up with technical changes
{B) Employee resistance to change
4, In your opinion, does rapid teohnical change and
employee resistance to change constitute a major
handicap to the efficlent operation of a college
business offlsée?

Yes No

Name 6f college or university _

Informetion supplied by:
Name

Title




Alliance College
Cambridge Springs,

Pennsylvania

Alma College

Alma, Michigan
Babson Institute

Babson Park,

Massaschusetts

Bennington College
Bennington, Vermont

Berry College

Mount Berry, Georgla

Brldgewater Collegse

Bridgewater,
Virginia

Central Bible
Institute

Springfleld,
Missouri

Chicago Theological

Semlunary

Chicago, Illinols

Concordia Collegse

Milwaukee,
Wisconsin

Concordila Seminary

S5t. Louis,
Missouri

APPENDIX B

CONTROL

Private

Presbyterlian

Private

Private
Private

Brethren

Assenblies of
God

Private
Lutheran

Lutheran

PARTICIPATING SMALL COLLEGES

STUDENT
BODY

men, Women

coeducat ional

man

women

coeducational

coeducat ional

coeducational

cosducational

men

men

ENROLLMENT
190

675

675

365
589

55k

Loy

122

174

54l



CONTROL

Concordia Theologi~ Lutheran
cal Seminary ,
Springfield, Illinois
Dakota Wesleyun Methodist
University

Mitchell, South Dakota

Dean Junior College Private
Franklin, ‘ ’
Masszchusetts
Eastern Nazarene Nazarens
College
Wollaston,

Massachusetts

Emerson Collegs Private
Boston, Massachusetts
Erskine College Reformed
Due West,

South Carolina

Evangel College

Springfield, god
Missourl

Hartwick College Luthersn

Oneonta, New York

Hesston College Mennonite

Hesston, Kansas

Houghton College Wesleyan

Houghton, New York

I1llinolis College

Jacksonville,
Illinois

Kensas Wesleyan Methodlist
University

Sallna, Kansas

Presbyterian

Assemblises of

Presbyterian -
Congregational

76

STUDENT
BODY ENROLLMENT
men 392

coeducational L87
coeducational 286
cceducational 566
coeducational 545
coeducational 499
coeducational 525

cosducational 6060
coeducational 153
coeducational lply

coeducational 481

coeducational 384



The Kings College
Briarcliff Manor,
New York -

Lesley College
Cambridge,
Massachusetts

Malone College
Canton, Ohlo

Marjon College
Merion, Indians

Marymount College
Salina, Kansas

Milton College
Milton, Wisconsin

Multnomah School of
the Bible
Portland, Oregon

Nasson College
Springdale, Maine

National College
Kensas Clty,
Missourl

Northern Baptlist
Theological
Seminary

Chicago, Illinois

Nyack Misslonary
College
Nyack, New York

St. Augustine's
College
Raleigh,

North Carolina

CONTROL

?riv&ta

Private

Socliety of
Friends

Weslsyan
Metnodish

Roman Catholld

Private

Interdenonina~

tional

Private

Methodist

Northern
Baptist

Christian and
Missionary
Alliance

Protestant
Episcopal

~

STUDENT
BODY ENROLLMENT

coeducational 318
women 540
coeducational L2é
coeducational L4y
women 493
cosducational 362
coeducational 373
cosducational 310
coeducational 194
coeducational 222
¢oeducational 501
coeducatlicaal L7y

77



St. Jomm's College
Annapolis, HMaryland

St, Paul Bible
College
St« Paul, HMinnesota

Simpson College
Indianola, lowa

Sterling Collegs
Sterling, Konsas

Unlon College
Barbourville,
Kentucky

Vennard College
University Park,
Iowa

Welle College
Aurcra, New York

Western Baptist
Bible College

El Cerrito,
Californisa

CONTROL
Private

Christian and
Missionary
Alliance

Methodlst

United
Presbyterian

Methodist

Private

Private

Baptist

- STUDENT

BODY

coeducational

coeducational

coeducational
covducational

aoe@uaatiwnal
coeducational

Women

coeducational

78

ENROLLMENT

257

232

672
ko6

713

86

413

190



PARTICIPATING MEDIUM=~SIZED COLLEGES

Anherst College
A_ﬂ?hﬁ!’ﬂt »
Massachusetis

Aurora College
Aurora, Illinols

Bates College
Lewlston, Maine

Brandels University
Massachusetts

Bryn Mawr College
Bryn Maur,
Pennsylvenia

Colgate University
Hamilton, New York

College Misericordia
Dallas, Pennsylvania

Connecticut College
New London,
Connecticut

Cooper Union
New York; New York

Denison University
Granville, Ohlo

George Pepperdine
College

Los Angeles,
Callfornia

Goshen College
Goshen, Indiana

CONTROL

Private

Adventist

Private

Private

Private

Private

Private

Private

Private

Baptis{

Private

Mennonite

STUDENT
BODY

men
coeducational
aoeducational

coeducatlional
womern

men
women

wonen

coeducational
coeducational

coeducational

cosducational

79

ENROLLMENT
996
1,157
894

1,466

962

1,396
1,171

988

1,315

1,037

957



Graceland College
Lamonl, Iowa

Hamline .University
St. Paul, Minnesota

Howard Payne College

Brownwood, Texas

Juniata College
Huntingdon,
Pennsylvanlia

Knox College
Galesburg, Illinois

Loras College
Debugue, Iowa

Lycoming College
Williamspordt,
Pennsylvania

MacMurray College
Jacksonville,
Illinois

Moody Blble
Institute
Chicago, Illinols

Nebraska Wesleyan
University ,
Lincoln, Nebraska

Norwich University
Northfield, Vermont

Olivet Nazarene
College
Kankakes, Illincis

Ouachlta Baptist
College
Arkadelphia,
Arkensas

CONTBROL,
Reorgeanized
Latter~Day
Saints
Methodlset
Southern
Baptist
Church of
Brethren
Private

Roman Catholie

Methodist

Methodist

Private

Methodist

Private

Nazarene

Southern
Baptist

STUDENT
BODY

coeducational

coeducational
soeducational

coeducational

coeducational

men

coeducational

men
coeducational
coeducational

man

coeducational

cosducational

80

ENBOLLMENT
752

"963
1,065

764

898
1,317

958

892

1,003

1,049

896

952

1,069



Quincy College
Quincy, Illinois

Quinnipiac College
Hamden, Connecticut

Rollins College

Winter Park, Florida

CONTROL

Boman Catholice
Privaﬁé

Private

St. Joseph's College Roman Catholic

Rennselger, Indlana

‘Stm Norbert College
West De Pere,
Wisconsin

College of
St. Teresa
Winonas, Minnesota

Seattle Pacifioc
College
Seattle, Washington

Springfield College
Massachusetts

Swarthmore College
Swarthmore,
Pennsylvania
Thlel College
Greenville,
Pennsylvania

Trinity College

Roman Catholic
Roman Catholic
Methodist
?rivate
Private
Lutheran

Private

.Hartford, Comnmnecticut

Virginia Union
Unlversity
Richmond, Virginlsa

80&%&@?&
Baptist

STUDENT
BODY

cwﬁﬁunaﬁional
coeducational
aaedusatignal
men

coeducational
women

nmaﬁuaaﬁimﬁal
coeducational
@mﬁaﬁeatiangl
Gcedueaticﬁal

men

wmaauaat;amal

81

ENROLLMENT
1,027

1,139
1,250
1,470

1,058
771
1,193
1,&82'
930
795

1,384

. 911



Wheaton College
Norton,
Massachusetts

Whitworth College
Spokane, Washington

Worcester Poly-

- technic Institute

Worcester,.
Massachusetts

CONTBOL

Private

Private

Private

82

STUDENT
BODY ENROLLMENT
women 755

cocducational 1,369

maen 1 s O 97
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