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The style of documentation utilized within this 

dissertation is a functional style designed to minimize 

time and effort to typewrite and to read the dissertation. 

References and bibliography contain only elements which 

are considered essential. 
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CHAPTER I 

INTRODUCTION: A PREVIEW OF THE STUDY 

Introduction 

Business is a dynamic, intensely human activity 

characterized by constant change--by an unceasing striving 

for more efficient methods of providing goods and services. 

In the next decade, our society will face many problems and 

opportunities. 

Knowledge without technique proves useless; and since 

technique without knowledge proves dangerous /Stull, 

"Management Challenges for the 1970's," ADVANCED >L\NAGEMENT 

JOURNAL, January, I963, p. 44/ it behooves us to find a 

way to combine the two. 

Need for the Studv 

Research could assist in combining technique and 

knowledge in the area of office management. To accomplish 

this task would necessitate the development of a systematic 

procedure to office research. An Office Research Institute 

could focus on relevant problems in the field of office 

management, both practical and theoretical. However, an 

Office Research Institute to be effective must have an 

organization from which to operate systematically. The 

structure of this study was to develop a normative model 

for an Office Research Institute. 



Since change seems to be a major constant in business, 

there is a need for continual research. A systematic, 

coordinated approach to this research would be practical. 

As a part of business, there is clearly a need for organ

ized office research. An organization such as an Office 

Research Institute could provide leadership necessary to 

keep abreast of change while creating and implementing 

innovations. 

The office function is becoming more important in our 

American economy; it is the "nerve center" of most 

businesses. The office is ubiquitous. Every business 

deals with paper work and almost every person in every 

business from the messenger boy to the president deals with 

paper w^ork. Because of the contribution made by the office 

to the total system, the office should be an asset rather 

than a liability to a company. 

Due to the volume of paper work and the pressure of 

competition, management needs an information retrieval 

system which provides a real-time access to data. 

Decisions are made based on available data. The more 

current and reliable the data, the greater the proba

bility for reducing uncertainty. An office information 

retrieval system should be devised so that the decision

making process would operate in the realm of risk rather 

than uncertainty. A fully developed system of this nature 

would be a prime goal of an Office Research Institute. 



A question arises: "What is the cost of office work 

in relationship to the total cost of a firm?" Several 

studies have compared the relationship of marketing cost to 

the total cost of a product. These studies have revealed 

that marketing costs range from 42 per cent to 31 per cent 

of the total cost of a product. /MARKETING HANDBOOK, I965, 

p. 23.1/ According to the Dartnell Institute of Business 

Research, general office costs today take 71 per cent of 

the average corporate dollar, compared to I6 per cent for 

direct labor production costs and 3 per cent for sales 

costs. /"Worth Knowing," MODERN OFFICE PROCEDURES, 

February, 1970, p. 34/ With the exception of the study by 

Dartnell Institute of Business Research, information is 

apparently unavailable revealing the relationship of the 

cost of office work to the total cost of operating the 

firm. It is evident that studies of this nature could 

bring to the forefront the need of management to act, not 

react, relative to the mounting cost of paper work, 

A basic function of the Office Research Institute 

would be to gather, analyze, synthesize, and disseminate 

information to assist in the improvement of office produc

tivity. On the farm and in the factory, production has 

increased, and cost per unit has remained comparatively 

stable. Universities have helped increase this produc

tivity by conducting basic research in these areas. On 

the farm, for example, schools of agriculture have 

increased production by studying types of soils, seeds. 



and fertilizers, and the optimum amount of sunshine and 

water. Farms can now produce all of the agricultural pro

ducts that our nation needs while keeping unit costs at a 

comparatively low level. 

Research has also been conducted in the factory on 

productivity. As a result, productivity has increased as 

evident by an increasing Gross National Product, Reduction 

in costs may be attributed to research in new production 

techniques, A similar type of basic research conducted in 

the office could help to control office costs and to 

increase production. 

Universities conduct research on efficient production 

methods. Too often businesses and universities, whose 

basic objectives are parallel, do not help each other to 

solve common problems. One unfortunate aspect of this 

lack of cooperation is that results of research studies are 

not readily available to interested persons in both areas. 

Many projects, apparently, lack the critical analysis and 

evaluation which would make them more significant. If 

these studies were conducted in a closely supervised 

atmosphere under the auspices of competent research 

authorities using improved standards and sounder pro

cedures, there is a greater chance that businessmen as 

well as office educators would more willingly accept and 

implement changes needed to update programs and procedures. 

An Office Research Institute may solve these problems by 

providing pre-service and in-service training programs for 



industry, consulting services, continual research on the 

role and function of business, and basic research to 

develop new knowledges and new applications of existing 

knowledge regarding the office. 

Technology, Data Processing, and Systems 

Business data processing means simply the process of 

collecting, analyzing, reporting, and disseminating 

information. Since 1930, technology has made such rapid 

advances in the field of data processing that some people 

believe the field itself is of recent origin. Actually, 

the processing of data has progressed from a time when 

only pen and paper were used to today's sophisticated 

electronic computers. 

The office is a subsystem of a total business system. 

Techniques used in the office to process data must be 

examined to determine ways of increasing efficiency of 

handling paper work. The magnitude of the quantity of 

business data demanded makes faster handling of information 

mandatory. Since increasing the efficiency of handling 

paper work decreases fixed costs, profits are thereby 

increased. New developments in the handling of data are 

needed not only to increase profits directly by decreasing 

costs but also to facilitate the decision-making process of 

management through prov^iding information faster. Research 

can provide the means to implement new management tech

niques which will peimit more effective control of current 



activities and more effective planning of future activities, 

There is a need for continuous research within the 

office to improve the old techniques and to discover and 

implement new techniques to expedite the work load. It is 

necessary to devise newer and better techniques of handling 

paper work to improve the services of the firm. In 

addition to the quality of the products and services of an 

enterprise, the company's survival may depend on the way in 

which it manages information--the sureness with which it 

maintains control over costs, and the speed and resiliency 

with which it reacts to shifts in demands, actions of com

petitors, emergency needs of customers, and/or the develop

ment of its own technology. 

Office managers should be conscious of problems in the 

field of office management and try to implement solutions 

as soon as possible. As shown in Figure 1, page 7» the 

longer a problem exists the greater the gap in knowledge of 

the solution, A research institute could assist in closing 

this gap in knowledge by anticipating the problems and 

their solutions even before the problems exist. Recent 

advances in technology (such as computers, automatic type

writers, and electronic calculators) and changes in occu

pational patterns due to these advances are presenting 

vexing problems and responsibilities for which solutions 

must be found. 

Management literature abounds with reports on specific 

techniques applied to various business problems, but too 
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Figure 1 

The Knowledge Gap Between The Recognition 
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of a Solution 
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often the articles deal only with techniques and completely 

ignore the most vital problems of systems installation--

people, 

In the development of an information system for the 

handling of data in the office, the Office Research 

Institute should consider the development of a technique 

whereby industry could use the systems approach, yet pre

serve individuality within an office. There are tremendous 

benefits from using the systems approach within an industry, 

/Katz and Kahn, THE SOCIAL PSYCHOLOGY OF ORGANIZATIONS, 

1966, p, 4l/ At the same time it is necessary to maintain 

the concept of the individual within an enterprise. The 

office can benefit from the factory experiences of develop

ing, through research, systematic ajjproaches to solutions 

of basic problems; however, office administrators, includ

ing researchers and managers, must recognize that along 

with the systems problems (such as work flow, forms design, 

and equipment utilization) there exist sociological and 

humanistic problems such as motivation, morale, and train

ing of the workers. These "people" problems are apparently 

not so prevalent in the factory as in the office, because 

of the type of work and the relationship among the workers. 

The systems approach, modified to emphasize people, could 

give the individual a greater feeling of responsibility, 

yet utilize the advantages of the systems approach. 



Automation 

Automation is important to the processing of office 

data, but it can cause problems. Properly used, automation 

can reduce paper work, but often the application of auto

mation has resulted in much useless paper manipulation. 

There has been too much emphasis, wrote Burkhead, on 

obtaining expensive equipment and not enough emphasis on 

more economical techniques employing source data automation 

in fairly integrated systems, /Burkhead, A STUDY OF THE 

PERSONNEL RECORDS OF THE UNIVERSITY OF TEXAS AND SELECTED 

ORGANIZATIONS IN THE CITY OF AUSTIN, TEXAS, Unpublished 

Master's Thesis, I96I, The University of Texas, p, 133/ 

The gap between the acquisition of automated equipment 

and its application in the office should be a prime concern 

to management. An Office Research Institute could develop 

techniques of handling problems of this nature. 

Need for Office Education 

What is the impact of the paper explosion on education? 

The immediate future promises an increased need for edu

cation. The Bureau of Labor Statistics estimates that by 

1975 there will be 22 million more people gainfully 

employed than in 1970 despite the fact that increased 

efficiency from technological improvements will make it 

possible to produce more products with fewer workers, 

/"Road Maps of Industry No. I632," NATIONAL INDUSTRIAL 

CONFERENCE BOARD, Decembei", 1969, p. l/ There are two 
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reasons for this increase in employment: l) an absolute 

and percentage increase in the population growth; and 

2) an increased demand for additional services. 

As office procedures and production methods change 

through the application of new techniques which should be 

developed, there will be an increasing need for clerical 

personnel to operate computers and office machines, and to 

keep records necessitated by the implementation of the new 

techniques, 

It is estimated that in 1975 (Table 1, page ll) over 

one-sixth of all employees will be in the clerical occu

pational group. In i960, there were 2,4 million stenogra

phers, typists, and secretaries, composing about 3«5 per 

cent of total employment (Table 2, page 1 2 ) , By 1973, this 

occupational group will compose 4,4 per cent of the total 

employment, /"Road Maps of Industry No, I632," NATIONAL 

INDUSTRIAL CONFERENCE BOARD, December 15, 1969, p. 2/ 

Compare this percentage with the farmers and farm laborers 

which, in I96O, comprised 8,1 per cent of the gainfully 

employed and who by 1975 will be approximately 3*8 per cent 

of the total occupational employment group, a decrease of 

4,3 percentage points, decreasing from 5*4 million workers 

in i960 to 3.4 million in 1975 (Table 2, page 1 2 ) , 

Another appropriate comparison of the clerical occu

pation group can be made with the category of managers, 

officials, and proprietors who in J-960 constituted 10,6 per 

cent of the total employment (7*7 million employed) and who 
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Table 1 

Employment By Broad Occupational Groups^ 

Occupational Groups Per Cent of Total Work Force 
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Employment of Selected Occupational Groups 
As A Per Cent of Total Employment^ 
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by 1975 will constitute only 10.2 per cent employed, a 

decrease of .4 percentage points. However, the number of 

people employed in the managers, officials, and proprietors 

occupational group will increase from 7«7 million to 9«1 

million (Table 3, page l4). 

These occupational shifts will result from changes in 

the demand for goods and services, from increased use of 

technology, and from uneven increases in productivity 

among different sectors of the economy. According to the 

National Industrial Conference Board, increasing automation 

and mechanization have enabled the goods-producing indus

tries—where blue-collar workers predominate--to harvest, 

extract, build, or manufacttire larger volumes with the same 

number of workers or even with fewer workers. There has, 

however, been fast growth in the demand for services and 

an increased need for workers in the service industries — 

where white-collar workers predominate. /"Road Maps of 

Industry No. I632," NATIONAL INDUSTRIAL CONFERENCE BOARD, 

December 15, 1969, p. 3/ 

Inasmuch as the occupational shifts have generally 

been toward jobs with higher formal educational require

ments, the shifts have contributed to a coincident rising 

educational attainment of people in the labor force, 

/"Road Maps of Industry No, I632," NATIONAL INDUSTRIAL 

CONFERENCE BOARD, December 15, 1969, p. 4/ New technology 

will require an increase in the educational level for those 

in clerical occupations, due to the complexity of the new 
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Table 3 

Number of Employees in Selected 
Occupational Groups-^ 

Occupational Groups Millions of Employees 
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machinery and procedures that will be used in the handling 

of information. 

One of the critical concerns for both businessmen and 

educators may be, "What type of curriculum is needed for 

office administrators and clerical workers to prepare them 

for the modern office?" "What type of curriculum is 

needed for business teachers to prepare them to instruct 

students about the modern office?" An Office Research 

Institute could assist in answering these questions. 

Evaluating the impact of change, however, on the 

office system and the field of business education is as 

difficult as picking a single colored thread from a complex 

plaid. Interwoven like various colored threads throughout 

the fabric are such factors as the rapidly changing 

economy, businessmen's attitude toward the office, tech

nology, and the need for research. The impetus for supply

ing newer techniques must come through research from both 

industry and institutions of higher learning. 

Statement of Problem 

The major problem of this study is the development of 

a model for the establishment of an Office Research 

Institute at Texas Tech University, 

The related subproblems are: l) to justify the Office 

Research Institute for Texas Tech University; 2) to 

determine the relationship of the Office Research Institute 

to the College of Business Administration, Texas Tech 
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University; 3) to ascertain what type of program (organi

zation, facilities, and projects) would be needed to 

conduct research in office procedures; and 4) to develop a 

prospectus (justification, funding, organization, and 

administration) for establishing an Office Research 

Institute that will lead to research in the methodology of 

improving and increasing office productivity. 

Delimitations, Limitations^ and Scone 

Information sources for the study were delimited to 

businessmen and educators in the field of business who were 

interested in office research, 

A main limitation to the investigation was the lack of 

information about office research institutes. An Office 

Research Institute seems to be an entirely new concept. 

The study considers the feasibility of developing an 

Office Research Institute and the necessary steps for its 

establishment. No attempt was made to establish the 

institute physically. 

Methods and Procedures 

Factors pertinent to the development of a systematic 

model for the development and operation of an Office 

Research Institute were ascertained by: 

1, An intensive search of the literature, 

2, Correspondence with knowledgeable individuals 

in education and business, 

3, An analogy of fann and factory production with 
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office production, 

4. A study of selected educational and business 

research and development centers. 

Using the data that were gathered, a model for an 

Office Research Institute was developed, including specific 

objectives; long-range goals; articles of incorporation; 

and provisions for the continual accumulation, dissemi

nation, and implementation of the research findings. 

Definitions 

Major terms used in the study are defined: 

Administration 

The function of management v;hich is concerned with 
the determination of the general objectives or 
goals; major policies; organizational structure of 
the enterprise, /Becker, DICTIONARY OF PERSONNEL 
AND INDUSTRIAL RELATIONS, 1938, p, 6/ 

Administrative Management/Office Management 

The organizing, planning, and controlling of 
office activities and the leading of people to 
achieve the objectives of the business firm, 
/Neuner and Keeling, ADMINISTRATIVE OFFICE 
MANAGEMENT, 1966, p, 4/ 

Automation 

1) Tlie implementation of processes by auto
matic means, generally through the use of a 
mechanical device, /Randall and Burgly, SYSTEMS 
AND PROCEDURES FOR BUSINESS DATA PROCESSING, 
1968, p, 603/ 

2) The theory, art, or technique of making a 
process more automatic, /Randall and Burgly, 
SYSTEMS AND PROCEDURES FOR BUSINESS DATA PRO
CESSING, 1968, p, 605/ 
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Data 

Any representations such as characters or analog 
quantities to which meanings mij'iit be assigned, 
/Randall and Burgly, SYSTEMS AND PROCEDURES FOR 
BUSINESS DATA PROCESSING, I968, p. 6O8/ 

Data Processinjg; 

Rearrangement and refinement of data into a form 
suitable for further use; often involves file 
processing to update files for transactions that 
occur, /Gregory and Van Horn, BUSINESS DATA 
PROCESSING AND PROGRAMMING, I963, p, 37l/ 

Execut ive 

A person possessing the ability of executing, 
administering, governing and carrying out ideas, 
rules, laws, and orders. An executive is some
one who is responsible for the direction and con
trol of others and for the work performed by them 
/Becker, DICTIONARY OF PERSONNEL AND INDUSTRIAL 
RELATIONS, 1938, p. lOO/ 

Inte^^rated Data Processing 

A process whereby data are recorded at thei'^ 
source by some manual method, but is simultan
eously captured in a machine language by means of 
punched cards or tapes. /Van Ness, PRINCIPLES OF 
PUNCHED CARD DATA PROCESSING, 1962, p, 2l/ 

Normative Model 

1) Norm 

A standard model or pattern for a group 
/WEBSTER'S NEW WORLD DICTIONARY OF THE 
AMERICAN LANGUAGE, I96O, p, lOOl/ 

2) Normative 

Of or establishing a norm or standard. 
/WEBSTER'S NEW WORLD DICTIONARY OF THE 
AMERICAN LANGUAGE, 196O, p. lOOl/ 
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3) Model 

A preliminary representation of something, 
serving as the plan from which the final, 
usually larger, object is to be constructed. 
/WEBSTER'S NEW WORLD DICTIONARY OF THE 
AMERICAN LANGUAGE, I96O, p. 943/ 

4) Normative Model 

A standard model or pattern which is used as a 
preliminary representation of something, 
serving as the plan from which the final 
object is to be constructed. 

Office 

A place in an organization where information pro
cessing work is performed; numbers are accumulated, 
classified, calculated, and summarized; letters 
are written; budgets are duplicated and distributed; 
bills are paid; minutes of meetings are typed and 
filed; and progress reports for complex projects are 
organized. /The Center for Vocational and Technical 
Education, The Ohio State University, BUSINESS AND 
OFFICE EDUCATION, March, 1966, p. 34/ 

Office Cost 

The dollar amount expended for the ownership, use 
or service of every component making up and employed 
in the execution of office work. /Terry, OFFICE 
MANAGEMENT AND CONTROL, I966, p, 54l/ 

Office Function 

The normal or characteristic operation of an office 
activity. /Terry, OFFICE MANAGEMENT AND CONTROL, 
1966, p. 594/ 

Office Procedures 

A series of related clerical steps, usually per
formed by more than one person, which constitutes 
an established and accepted way of carrying on an 
entire major phase of office activities, /Teiry, 
OFFICE MANAGEMENT AND CONTROL, 196(J, p. 20l/ 
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Office Work 

The recording, processing, and storing of infor
mation, /The Center for Vocational and Technical 
Education, The Ohio State University, BUSINESS 
AND OFFICE EDUCATION, March, I966, p, 4/ 

Profit 

1) Accounting Profit 

The difference between the total revenue of a 
firm and the total expenses incurred in the 
operation, /Ferguson, MICROECONOMIC THEORY, 
1966, p, 163/ 

2) Economic Profit 

The accounting profit minus what could be 
earned in the best alternative use of money 
and w^hat could be earned in the best alterna
tive use of time, /Ferguson, MICROECONOMIC 
THEORY, 1966, p, 163/ 

Real-Time 

Providing information promptly and abundantly 
enough to control the circumstances while those 
circumstances are developing, /Burck, "On Line 
in Real Time," >L'\NAGERIAL ECONOMICS AND OPERATIONS 
RESEARCH, I966, p. 20l/ 

Research 

Careful, systematic, patient study and investi
gation in some field of knowledge, undertaken to 
establish facts or principles. /WEBSTER'S NEW 
WORLD DICTIONARY OF THE AMERICAN LANGUAGE, I96O, 
p. 1237/ 

Subsystem 

A part of a larger system. The linkage or inte
gration with the system affects its mode of oper
ation and its level of activity, /Katz and Kahn, 
THE SOCIAL PSYCHOLOGY OF ORGANIZATION, I966, 
p, 38/ 
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System 

A set of objects together with the relationships 
between the objects and between theii- attributes 
Everything is related to everything else, 
/Seller, SYSTEMS ANALYSIS IN ORGANIZATIONAL 
BEHAVIOR, 1967, p, 4/ 

Systematic Model 

An abstraction from reality which serves as a 
sequential plan for the development of any 
activi ty, 

Systems Approach 

The utilization of the concept that l) there is 
a relationship between subsystems and a firm, 
2) Each subsystem has an influence on the behavior 
and performance of the other subsystems, /Awad, 
BUSINESS DATA PROCESSING, I968, p, 49/ 

Total Cost 

The summation of the total fixed cost and the 
total variable cost. /Bober, INTERMEDIATE PRICE 
AND INCOME THEORY, 1933, p. 139/ 

Organization of the Dissertation 

The purpose of Chapter I was to define and introduce 

the problem of the study. An explanation of the need for 

the development of an Office Research Institute is pre

sented in Chapter I. This chapter briefly describes the 

problem ana methodology for deriving a solution. 

Chapter II reviewed the literature relative to the 

basic problem. Contained within the chapter is information 

which will establish the framework for the development of a 

prospectus. Also, related research laboratories are dis

cussed for the purpose of establishing the bases of an 
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Office Research Institute. 

The purpose of Chapter III was to identify the need 

for an Office Research Institute. This section identifies 

the contribution that an Office Research Institute could 

make to business and education. Chapter III outlines the 

basic benefits which will be derived from an Office Research 

Institute with emphasis on the contributions to be made to 

Texas Tech University and to business. 

Chapter IV included the development of the basic 

organizational structure and administrative operation of an 

Office Research Institute. This chapter is the heart of 

the study and becomes a prospectus for the establishment of 

an Office Research Institute, 

Chapter V was a review of the basic cost of the Office 

Research Institute along with a discussion of possible 

means for funding it. Recommendations regarding the scope 

of the Institute and possible types of research projects 

are presented. 

Projections into the future of the office are pre

sented in Chapter VI, Recommendations regarding the 

office of the future are discussed, 

A summary of the study and conclusions regarding the 

study are contained in Chapter VII. A plan for the utili

zation of the study is proposed in this chapter, also. 

The Appendix of the study contains the following: 

1, A government proposal for funds 

2, A list of proposed research projects 
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3, A charter of the Office Research Institute 

4, A description of the Business Education 

Learning System 

5, A list of the research institutes surveyed 

Contribution 

It is believed that by identifying relevant factors 

and bringing them into focus, the field of office research, 

which currently is characterized by doubt, optimism, and 

uncertainty, will move from the realm of speculation into 

that of educational rationality. The development of an 

Office Research Institute will provide a guide for the 

orderly interjection of improved techniques of office 

productivity into the office subsystem as well as into the 

office education curriculum, 

Summarv 

Since the office is the "nerve center" of most busi

nesses and since the office function is becoming more 

important in our American economy, it is evident that there 

is a need for organized research in the office area. The 

volume of paper work in today's offices makes rapid access 

to data of prime importance. An Office Research Institute 

could provide research on these problems of the office. An 

Office Research Institute could help management to act, 

rather than react, relative to the mounting cost of paper 

work, 

A basic function of the Office Research Institute 
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would be to gather, analyze, synthesize, and disseminate 

information to assist in increasing office productivity. 

As a result of research conducted on the farms and in the 

factories, productivity has increased. The office has 

apparently been neglected. Even where research has been 

conducted, the results are not often available to inter

ested persons. An Office Research Institute could aid in 

solving these problems. 

The office is a subsystem of the total business 

system; therefore, whatever is done in the office affects 

the entire business. If the handling of paper work can be 

made more efficient, costs are decreased, thereby directly 

increasing profits. Research could provide the means to 

implement new management techniques to improve efficiency 

in the office. The survival of a business may depend on 

how well it manages information. Office managers need to 

be aware of the problems and try to implement solutions as 

soon as possible. Both businessmen and educators must 

change with the times. 

An Office Research Institute should consider the 

development of an information system utilizing the systems 

approach and maintaining individuality within the office. 

Automation, properly used, can reduce paper work, but 

to date there has been too much emphasis on acquiring 

expensive equipment and too little emphasis on more eco

nomical techniques of handling paper. Too many companies 

have more equipment than they know how to use. 
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The major problem of this study was the development of 

a model for the establishment of an Office Research Insti

tute at Texas Tech University. Related subproblems 

included justifying the Office Research Institute, detennin-

ing its relationship to the College of Business Administra

tion, ascertaining what type of programs would be needed, 

and developing a prospectus for establishing an Office 

Research Institute. 

Information sources for the study were delimited to 

businessmen and educators in the field of business who were 

interested in office research. The main limitation was the 

lack of available information regarding the establishment 

and operation of an Office Research Institute, No attempt 

was made to establish the Institute physically. 

The methods and procedures used in this study included 

an intensive search of the literature, correspondence with 

individuals in education and business, analogy of farm and 

factory production, and a study of selected educational and 

business research and development centers. 

The list of definitions includes administration, 

administrative management/office management, automation, 

data, data processing, executive, integrated data process

ing, normative model, office, office cost, office function, 

office procedures, office work, profit, real time, research, 

subsystem, system, systematic model, systems approach, and 

total cost. 

Chapter I of the dissertation defines and introduces 
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the problem of the study and shows the need for the study, 

along with the methodology and procedures used. Chapter II 

reviews the literature. Chapter III identifies the need for 

an Office Research Institute, Chapter IV is a prospectus 

for the establishment of an Office Research Institute, 

Chapter V reviews the basic cost of the Institute, Chapter 

VI anticipates the future of the office, and Chapter VII is 

a summary of the study. 

The development of an Office Research Institute will 

provide a guide for the improvement of office productivity 

as well as that of office education curricula. 



CHAPTER II 

REVIEW OF RELATED LITERATURE REGARDING 

RESEARCH INSTITUTES 

Introduction 

In developing adequate facilities to handle the 

massive information demands of the office, research can 

provide the foundation upon which industry can maintain and 

improve the existing techniques of information processing, 

storage, and retrieval, while evolving new techniques, 

working patterns, and relationships for such data process

ing. More effective means of information processing need 

to be devised as increased automation is used for infor

mation handling. 

There is evidence that companies which have a well-

planned overall approach to cost reduction get impressive 

results. For example, Pittsburgh's PPG Industries brought 

several small groups of employees together in "value analy

sis," in 1969. The analysis resulted in techniques which 

could save the company approximately $200,000 a year by 

trimming paper work. /"The Struggle to Cope with 

Recession," TIME, February I6, 1970, p. 79/ 

A search of related literature reveals that industrial 

organizations rather than educational institutions have 

been responsible for the meager amount of office research 

27 
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that has been done. Programs of educational institutions 

have traditionally concentrated on establishing standards, 

improving curricula, and promoting better instruction. 

These activities by themselves do not provide the proper 

ingredients for studying the effectiveness and efficiencies 

necessary to reduce cost in an office. 

Review of the related research institutions provided 

the information upon which to build a solid foundation for 

the Office Research Institute, Currently, there seem to be 

no research institutes established to study specifically the 

problems of paper work. There are, however, a number of 

institutes which study problems of agriculture, production, 

and education. In developing a model for an Office Research 

Institute, a random sample of these other research insti

tutes have been studied. 

Research Organizations 

The controlled research experiment is vital to any 

kind of research, whether basic (pure scientific) research, 

or applied (development-based), Basic research and applied 

research differ not in how the research is conducted but in 

the purpose for which it is undertaken, /Peterson, Plowman, 

and Trickett, BUSINESS ORGANIZATION AND MANAGEMENT, 1962, 

ps. 279-280/ Basic research generates knowledge, whereas 

applied research is a tested product or procedure. 

In BUSINESS ORGANIZATION AND MANAGEMENT, Albert Hickey 

distint;uishes between basic and applied reseaich as 
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"creative" and "noncreative," respectively, while Voorhies 

divides research into three categories: applied research 

and development, technical service, and basic research. 

Applied research and development is defined as technical 

work directed to the accumulation of scientific data from 

existing sources or by experimentation, and its utili

zation in achieving some immediate and practical end in 

the improvement of existing processes, products, or 

services. Technical service is defined as technical work 

performed in connection with the efficient use of existing 

processes, products, or services; and basic research is 

defined as technical work directed to the finding of new 

facts or new physical and chemical laws without regard to 

their ultimate use, practical application, or immediate 

profit. From these definitions it is easy to see how all 

organizations could engage in applied research and how very 

few of them would do basic research, /Peterson, Plowman, 

and Trickett, BUSINESS ORGANIZATION AND MANAGEMENT, 1962, 

ps. 279-280/ Regardless of the kind of research being 

conducted, controlled experiments are necessary. 

Both basic and applied research may be conducted 

either in a laboratory or in a natural environment, Birn 

states that the laboratory is the alternative to actual 

situations. According to Birn, the laboratory cannot 

duplicate the industrial environment and attempts to trans

late laboratory findings into industrial practice have had 

a uniformly dismal result, /Birn, MEASUREMENT AND CONTROL 
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OF OFFICE COSTS, I96I, p. 217/ The reliability of labora

tory results apparently depends on the kind of laboratory. 

Whether in a classroom situation (laboratory) or in the 

office itself, it is important that controlled experiments 

be conducted. The Office Research Institute could conduct 

such experiments. 

Twenty research institutes (listed in Appendix E ) were 

selected at random from the RESEARCH CENTERS DIRECTORY, to 

be studied. These institutes were then classified as to 

educational research institutes or business research insti

tutes. Also, a selected group of four agricultural, 

economic and vocational institutes were studied. The basic 

research information gained from these studies was utilized 

in establishing the model for the Office Research Institute, 

Educational Research Institutes 

Of the ten educational research institutes surveyed, 

none was engaged in office research per se. Most of the 

institutes were charged with the responsibility of coordi

nating research stimulated and initiated by the public 

schools, 

For example, according to Thomas H, Metos, Director, 

Bureau of Educational Research and Services, College of 

Education, Arizona State University, Tempo, Arizona, the 

general functions of the Bureau are: to encourage, assist 

and review educational research; to provide educational 

services to public education; to facilitate and coordinate 
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all College of Education conferences; and to screen and 

assist in the publication of manuscripts submitted by the 

faculty and agencies of the University, 

The Bureau of Educational Research Services is a 

division within the College of Education with a Director in 

charge. The line responsibility is as follows: Director 

to Dean to Vice-President to President, 

The Bureau maintains its own budget for wages, oper

ations, capital expenditures, and travel. The budget is 

prepared by the Director and approved by the Dean prior to 

recommendations to the Vice President, The Bureau contracts 

to provide services of a research, in-service, or consulta

tive nature where the services promote the interests and 

purposes of the Bureau, the University, and the client. 

The Bureau charges fees for services performed for indi

vidual clients not identified with the University, while 

providing the services free to students, faculty and/or 

staff. These services are limited to resources available 

for such services as staff, equipment, and laboratory 

space. The Bureau also provides many professional services 

to institutions in Arizona without charge as a part of its 

total service commitment, /Metos, letter dated 26 August 

1970, concerning the organization of the Bureau of 

Educational Research and Services, Arizona State University, 

to Derrell W, Bulls/ 

The purpose of the Bureau of Educational Research and 

Service, College of Education, The University of Tennessee, 
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Knoxville, Tennessee, is to stimulate, coordinate and 

assist the professional staff of the College of Education 

with educational research and field service activities. 

The Bureau is charged with the following general 

functions: 

1. to develop policies and procedures with respect 

to educational research and field service of the 

College; 

2. to render assistance to professors and departments 

in developing research and field service projects; 

3. to coordinate research projects and field service 

activities between and among departments; 

4. to coordinate research and field service activi

ties between the College of Education and other 

colleges, divisions, and departments within the 

University and the State Department of Education; 

5. to coordinate research and field service activi

ties between the College of Education and outside 

agencies. 

The Bureau is operated by a Director, appointed by 

and responsible to, the Dean of the College of Education, 

An Advisory Committee, presided over by the Director of the 

Bureau, appointed by the Dean of the College of Education, 

is charged with the responsibility of guidance for the 

Bureau, /Southeastern Regional Center for Educational 

Facilities Laboratories, Inc., SCHOOL PLANNING LABORATORY, 

THE UNIVERSITY OF TENNESSEE, July 1, I968, p. l/ 
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Business Research Institutes 

Of the twenty research institutes surveyed, ten were 

business research institutes. Of these none, as was the 

situation with the educational institutes, was engaged in 

office research. 

The Institute of Business and Economic Research, 

University of California, Berkeley, California, and The 

Bureau of Business Research, University of Texas, Austin, 

Texas are typical of the business institutes surveyed. The 

Institute of Business and Economic Research, University of 

California, according to Joseph W, Garbarino, was founded 

in 1941 as the Bureau of Business and Economic Research for 

the purpose of stimulating and facilitating research into 

problems of economics and of business with an emphasis on 

problems of particular importance to California and the 

Pacific Coast, /Garbarino, letter dated 11 September 1970, 

concerning the organization of the Institute of Business 

and Economic Research, University of California, Berkeley, 

to Derrell W. Bulls/ 

The Institute of Business and Economic Research ( I B E R ) 

operates in four general areas: 

1. The administration of programs of research 
centered around particular subject areas with 
the Institute's role ranging from that of 
research entrepreneur to that of housekeeper. 

2. The support of research projects by individual 
faculty members through provision of research 
assistance, ancillary support and, on occasion, 
direct financial support, 

3. The provision of a large amount of informal aid 
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to members of the faculty of the two departments 
in the form of typing, clerical, editorial, 
drafting, illustrating, and translating services, 

4, The continuingly important role of the Institute 
as a publisher, /institute of Business and 
Economic Research, University of California, 
Berkeley, THE LAST PROFESSOR, ANNUAL REPORT, 
1968/69, p. 7/ 

The Institute is administered by a Director selected 

from the faculty by the Dean, The Director serves on a 

one-third, released-time basis, A Faculty Advisory Com

mittee of the Institute has an active part in the programs 

of the Institute, The committee includes the Dean of the 

School of Business Administration and the Chairman of the 

Department of Economics, along with other members of the 

faculty chosen by the Dean, Principal functions of the 

committee include reviewing the applications for grants 

from IBER funds, deciding on the type and amount of sup

port to be given, evaluating manuscripts for publication, 

and advising on Institute policy generally, /institute of 

Business and Economic Research, University of California, 

Berkeley, THE LAST PROFESSOR, ANNUAL REPORT, I968/69, p. 33/ 

A primary interest of the Bureau of Business Research, 

The University of Texas at Austin, is to conduct research 

that would be of value to the economy of the state. The 

Bureau collects statistical data on the economy of the 

state and publishes monthly reports concerning these data. 

The Bureau does a limited amount of "outside" research, 

primarily for other state and federal agencies. Such pro

jects are financed by a grant oî  contract. The Bureau, 
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according to Florence Escott, Assistant to the Director, 

does not compete with private market research firms. 

/Escott, letter dated 10 August 1970, concerning the 

organization of the Bureau of Business Research, The 

University of Texas at Austin, to Derrell W, Bulls/ 

The Bureau is a part of the College of Business 

Administration. A director, who has faculty rank, is 

responsible for the activities of the Bureau. The Director 

is appointed by, and reports directly to, the Dean of the 

College of Business Administration. The Director receives 

funds through the budget for organized research to The 

University of Texas at Austin granted by the State Legis

lature, The Bureau is not incorporated as a separate 

entity to receive outside support, /Escott, letter dated 

10 August 1970, concerning the organization of the Bureau 

of Business Research, The University of Texas at Austin, to 

Derrell W, Bulls/ 

Agricultural Research Institutes 

The Agriculture Research Bureau at Texas Tech 

University, Lubbock, Texas, has been planned with the 

following major objectives: 

1. To strengthen the teaching mission of the 

college at the graduate level and for the bene

fit of advanced undergraduates; 

2. To provide an opportunity and stimulus for 

faculty to keep current in their respective 
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scientific fields; and 

3. To help solve problems facing the agricultural 

industry, /School of Agriculture, Texas 

Technological College, ACTIVE RESEARCH PROJECTS, 

March I967, p. l/ 

Most of the research conducted by the Bureau is perfoxmed 

in cooperation with private industry or various other state 

and federal agencies. Several departments of the School of 

Agriculture along with a l4,000-acre research farm near 

Amarillo, Texas, are utilized in the research projects. 

The Textile Chemical Research Laboratory at Texas Tech 

University is an example of the type of research the 

Agricultural College is conducting. The laboratory is used 

not only for intrainstitutional research (within the 

University), but also for interinstitutional research (out

side the Liiiversity) . 

Other areas of research include weed, brush, and 

mesquite control research projects conducted by the Range 

Management Department of the School of Agriculture, 

Economic and Vocational 
Research Institutes 

The Center for Economic Education at Texas Tech 

University is typical of the vocational and technical 

education research institutes included in the survey. This 

Center was established for the purpose of promoting economic 

literacy. The principal activities of the Center for Eco

nomic Education include: 
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1. sponsoring of research, and the development and 

distribution of improved instructional techniques 

and materials in economic education; 

2. disseminating information; 

3. sponsoring of institutes, conferences, seminars, 

and workshops in economics and economic education; 

4. providing consulting services to teachers, school 

systems, and all other interested groups; and 

5. carrying out of all other activities beneficial 

in the development of economic literacy. 

The Center for Economic Education is under the juris

diction of the Dean of the College of Business Adminis

tration. The Center is governed by a five-man board, one 

of whom serves as director. /Texas Technological College, 

PROPOSAL FOR A CENTER FOR ECONOMIC EDUCATION, April I963, 

p. 2/ 

The Center for Research and Leadership Development in 

Vocational and Technical Education, The Ohio State Uni

versity, Columbus, Ohio, is an independent unit on The Ohio 

State University campus charged with the responsibility'- to 

service not only the broad, comprehensive needs of the 

total vocational and technical education programs but also 

the unique needs of specific and related vocational services. 

The Center has formulated several objectives: 

1. To provide continuing reappraisal of the role and 

function of vocational and technical education in 

our democratic socit^ty; 
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2. To stimulate and strengthen state, regional, 

and national programs of applied research and 

development directed toward the solution of 

pressing problems in vocational and technical 

education; 

3. To encourage the development of research to 

improve vocational and technical education in 

institutions of higher education, and other 

appropriate settings; 

4. To conduct research studies directed toward the 

development of new knowledge and new application 

of existing knowledge in vocational and technical 

education; 

5. To upgrade vocational education leadership 

(state supervisors, teacher educators, and others) 

through an advanced study and in-service education 

program; 

6. To provide a national information retrieval, 

storage, and dissemination system for vocational 

and technical education linked with the Edu

cational Research Information Center located in 

the U. S. Office of Education; and 

7. To provide educational opportunities for indi

viduals contemplating foreign assignments and for 

leaders from other countries responsible for 

leadership in vocational and technical education. 

/The Ohio State University, INFORMATION ON THE 
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CENTER FOR RESEARCH AND LEADERSHIP DEVELOPMENT 

IN VOCATIONAL AND TECHNICAL EDUCATION, p, 3/ 

The responsibility for the over-all coordination and 

supervision of The Center program lies with The Center 

Director, who reports to the University Provost and the 

Vice President for Academic Affairs. 

A continuing advisory committee assists the University 

and Center staff in the development of a comprehensive pro

gram to serve the vocational and technical education needs 

of the nation. This committee is composed of representa

tives from the U. S. Office of Education, the American 

Vocational Association, the National Council of Chief 

State School Officers, State Directors of Vocational 

Education, and the Association for State Universities and 

Land-Grant Colleges, along with state-level representatives 

from selected, related vocational services, such as the 

Director of the State Vocational Education Office. /The 

Ohio State University, INFORMATION ON THE CENTER FOR 

RESEARCH AND LEADERSHIP DEVELOPMENT IN VOCATIONAL AND 

TECHNICAL EDUCATION, p. 4/ 
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Summary 

Of the twenty-four research institutes studied, none 

was engaged in basic office research. 

The establishment of an Office Research Institute 

utilizing some of the basic characteristics of the twenty-

four Institutes surveyed may be able to assist in eliminat

ing this void in the field of research. 



CHAPTER III 

JUSTIFICATION FOR THE OFFICE 

RESEARCH INSTITUTE 

Introduction 

According to Wroe Alderson, one of the basic steps in 

the organization of a firm is the establishment of goals 

which guide the firm in its operations. An organized 

behavior system, such as a business firm, normally behaves 

as if survival were the core objective or goal of the 

system, /Alderson, "A Normative Theory of Marketing 

Systems," THEORY IN MARKETING, edited by Cox, Alderson, and 

Shapiro, 1964, p. 93/ In this respect, sub-goals result 

from the core goal. Typical sub-goals may be growth, 

market penetration, cost reduction, greater efficiencies, 

and/or power to act. Figure 2, page 42, shows that 

intelligent plans followed by proper implementation lead to 

the accomplishment of one sub-goal of the firm, reduced 

costs. Research is Alpha and survival the Omega within a 

complex organizational structure. 

Societal change is inevitable; hence, the business 

world needs a foundation upon which planned change may be 

based. Accurate information is the basic foundation for 

intelligent planning. Research can provide accurate infor

mation upon which business can base its decisions (see 

41 
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Figure 2, page 42), Through research, management can 

increase the probability of the success of a decision. 

However, if a planned change results in a mistake, it is 

still a mistake, and management needs some way to decrease 

such pathological systematic indispositions. Through 

proper implementation of strategies, the firm can obtain 

its basic sub-goals: reduced cost, increased profit, and 

improved services. The accomplishment of these basic 

sub-goals will lead to the obtainment of the overall goal 

of the firm, survival. 

Since research is a basic tool, it merits the 

attention, interest, and study of all management levels. 

Full and active support of top management is required for 

innovative research. 

Since the office is the "nerve center" of the firm, it 

must be more than an appendage to the company. To 

efficiently serve the total needs of the company, the 

office must be an integrated functional part of the 

company. 

Organizational charts in themselves do not make an 

organization function effectively. Rather, it functions 

effectively because management is confident of its goals 

and imparts a sense of direction to all members of the 

organization. 

The development and administration of an office system 

is highly dependent upon the information flow and its pro

jected influence on company operations and objectives. The 



44 

amount of intelligent detailed planning determines the 

success of any information system. 

As indicated by Figure 3, page 45, intelligent plans 

are reflections of accurate evaluation of the historical 

activities of a firm, the awareness of the present con

ditions, and the forecast of future needs. 

By anticipating the necessity for innovative research 

in the field of information handling and paper work, 

Chapter III establishes the need for a research institute 

charged with the responsibility of continuing research in 

the field of office systems. Also, this chapter considers 

the contribution of an Office Research Institute to busi

ness and education. 

Need for an Office Research Institute 

Harold Sholder, President of Mobile Steno, Inc., 

stated, "America may lag in missiles--but it certainly 

doesn't lag in missives," when he estimated in I965 that 

$175 billion per year is spent by industry on paper work, 

/Sholder, "Spiraling Office Costs," Speech presented at the 

Office Management Association of Chicago, 22nd Annual 

Seminar and Business Show, April, I965/ Since the Gross 

National Product of I965 was $789.7 billion, /Board of 

Governors of the Federal Reserve System, FEDERAL RESERVE 

BULLETIN, October, I968, p, A67/ the ratio of office costs 

($175 billion) to total goods and services produced in 

1965 was 1 to 4.3129 (estimated paper work expenditures/ 
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Figure 3 

Intelligent Plans Are a Reflection of Accurate 
Evaluations Concerning Ma.ny Inter-related 
Factors of the Past, Present, and Future 

Accurate Documentation Complete Awareness 
of Past Experience of Present 

Conditions 

Reliable Fore
casts of Future 
Requirements 
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Gross National Product). 

America is an industrial nation and managers have con

centrated their talents on improving the movement of goods 

through factory assembly lines. Their w^ork has had a favor

able influence on the relative per unit cost of factory 

production; however, managers have apparently overlooked a 

large expenditure: paper work and office production. 

They have not reduced the relative cost of the movement of 

business paper through an office, an important item on the 

income statement of a firm. According to Sholder, in a 

recent 10-year period, output per factory employee doubled 

while output per office employee remained essentially 

unchanged. /Sholder, "Spiraling Office Costs," Speech 

presented at the Office Management Association of Chicago 

22nd Annual Seminar and Business Show, April, I965/ 

Some office managers appear to be looking for quick 

and easy solutions to the problem of spiraling office 

costs. Seemingly they believe the "magic formula" lies in 

the utilization of new, glamorous pieces of equipment. The 

solution, however, more likely lies in a corps of hard

working people who are actively seeking rectification of 

the flaws and defects in the office information system, 

through continuous innovative research, 

A statement showing the ratio of net profit to office 

costs would probably indicate that financial consideration 

should be given to the reduction of office costs. The real 

problem in preparing such a ratio is to identify office costs. 
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Businessmen would probably be astonished if all office 

work variables could be identified so that a cost function 

could be plotted for office work. As an illustration, the 

Boeing 707 plane weighs 115,000 pounds. To produce this 

aircraft, it was estimated that 50,000 pounds of paper v;ork 

was necessary. If this paper work v;ere placed upon the 

aircraft, the weight would prevent it from f lyin,-, /Selden 

and LaSalle, "Data Processing and the Paper Explosion," 

ADMINISTRATIVE MANAGEMENT SOCIETY BULLETIN, Augtist, 1968, 

p, 15/ On the maiden voyage of the Boeing 747, paper work 

delated the departure for three hours. An Office Research 

Institute could assist in the identification and allo

cation of costs to the office. 

For example, Pittsburgh's PPG Industries initiated new 

office techniques which resulted in savings of $200,000 per 

year. A savings of $200,000 a year is fine in any company; 

but, if the company has sales of $100 million, a $200,000 

saving isn't likely to have a great impact on management. 

If the company, however, was netting only 1 per cent on 

sales, at the present level, it would need $20 million more 

sales to net $200,000. If the firm were approached with a 

plan to produce an additional $20 million in sales, manage

ment would be most enthusiastic. Yet, the additional $20 

million in sales would have no more effect on net profit 

than the $200,000 not spent in the office. Thus cost 

reductions could have more direct effect on net profit than 

does increased sales volume. 
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Industry can cope with the increase in cost of oper

ations in several ways: l) A reduction in the profit 

margin. This would place the firm in a precarious position 

with regard to stockholders and financial statements, 

(2) An increase in the price of the product to the con

sumer. An increase in price could be an obvious strategy 

change to both the consumer and competitor, (3) A decrease 

in office costs by improving efficiency, A decrease in 

office cost could have an effect on the profit margin with

out a noticeable change in strategy to the consumer or 

competitor. The expenses of an office should be determined 

so it is possible to separate the office expense from the 

total expense of the operation of the firm. One of the 

major responsibilities of an Office Research Institute, 

however, would be to answer the question, "What is an 

office?" in order to facilitate this separation of expenses. 

In 1964 Dr, William Pasewark stated: "Office work must 

be analyzed to eliminate, simplify, and/or combine office 

work to decrease time, effort, and/or materials to increase 

profits." /Pasewark, "Hov>r Much Time Does It Take to Write 

That Letter," TEXAS TECHSAN, October, 1964, p, 32/ 

Unfortunately, the end of the paper work problem is 

not in sight and the situation will become more critical 

for the following reasons: l) more people, 2) more people 

at work, 3) more products and services, 4) our way of doing 

business, 5) our government organization. /Becker, 1\TL\T A 

SECRETARY SHOULD KNOW ABOUT AUTOMATION, I96I, p, 12/ 
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In our society, ideas are born on paper, nurtured on 

paper, patented on paper, advertised on paper, and 

marketed on paper, /Selden and LaSalle, "Data Processing 

and the Paper Explosion," ADMINISTRATIVE MANAGEMENT SOCIETY 

BULLETIN, August, 1968, p, l4/ Every business, no matter 

what its size, requires paper work to function. The number 

of written records necessary to operate a business today 

has rapidly grown over the past few years. Without some 

type of continuing research system, it is difficult for 

management to know just where the waste in paper work lies 

and how effectively or ineffectively the work is being 

handled. Through research, data is gathered, analyzed, 

and synthesized for the purpose of obtaining and diffusing 

knowledge. Knowledge is power in that it provides 

information with which to recognize that a problem exists 

and to construct a solution. 

As businessmen learned about the factory long ago, 

research is the difference between progress and stagnation. 

By means of an improved program of research to increase 

office production, the firm can improve its profit margin. 

Office managers find themselves caught up in an 

information explosion that has taken the form of desks 

piled high and files jammed tight with forms, memos, 

reports, and letters. There seems to be no end to infor

mation processing in today's business life, and a major 

problem confronting offices today is the abundance of data. 

The business information explosion is testing the 
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ability and effectiveness of various facets of management, 

In "Managing the Information Explosion," ADMINISTRATIVE 

MANAGEMENT SOCIETY BULLETIN, August, I969, p. 53, Lynett 

claims the information explosion can be attributed to many 

factors: 

1, The additional employees required by businesses 
to do basic record keeping and reporting, 

2, Greater governmental reporting requiremicnt s--
both business and government controlled con
tracts . 

3, Raising legal requirements for record retention 
by businesses, its customers, employees, and 
stockholders, 

4, More complex business operation requiring more 
data input for decision-making. 

5, The greater need for writing instructions for 
operating personnel, 

6, More diversification within many companies, as 
well as more reports and data compilation and 
communication required with branches and other 
remote locations, 

7, The ease of making multiple and/or additional 
copies brought about by today's tools and 
techniques, 

Because paper is the major medium for conveying infor

mation within a business, there is a need for innovation and 

creativity to devise newer, faster, and more efficient tech

niques for handling this paper work. 

While many businessmen are becoming increasingly aware 

of the volume of paper work, the situation becomes more 

critical each day. 

An example of the paper work crisis was that 

encount«.>j^(ui by the New York Stock Exchemge in 1968-10()9. 
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The normal work week for the Exchange was five and one-half 

hours a day, five days a week. During the height of the 

paper crush of I968-I969, the market was opened only four 

days a week. Wall Street firms hired about 23,000 new 

employees in 1969, A shortage of employees was created, 

resulting in an annual personnel turnover of 40 per cent 

and more in the operations departments, /Barnes, "Exchange 

Prepares Request for Help in Battling Huge Paper Bottle

neck," THE AUSTIN STATES>UN, 18 April I969, p. 26, Col, 1, 

Austin, Texas/ During this rapid turnover, there was a 

rise in lost or stolen securities. The Securities Exchange 

Commission has taken twenty-seven steps designed to ease 

the paper work problems. These steps included shorter 

trading hours to curtail the volume (the stock market is 

now open five days a week, four hours a day), restrictions 

on some firms' trading, and changes in technical operating 

procedures. During the pressure period of I968-I969, 

three firms failed. According to Barnes, the basic reason 

was the backlog of paper work. Some brokerage firms are 

also taking steps to eliminate or cut down paper work 

through increased fees to investors who purchase in less 

than lot sizes or 100 shares. 

Ultimate solutions to the paper problems, however, do 

not exist simply through curtailing trading volume or 

hiring more clerks to process securities if the same anti

quated methods are used. 

According to Dick Barnes, the answer to the problem of 
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the Stock Exchange would be an anticipatory system, some

what like that used in an auto factory. The correct number 

of bolts needed to get the fender to the frame at the right 

point in the assembly line is anticipated and ordered from 

a supplier. The long-range objective of the Stock Exchange 

would be to develop a computer-controlled "anticipatory 

system" so all information would be fed into the computer 

at the outset. Then certain steps, now existing, could be 

meshed, eliminating the present system of duplication and 

disunity of work, /Barnes, "Exchange Prepares Request for 

Help in Battling Huge Paper Bottleneck," THE AUSTIN STATES

MAN, 18 April 1969, p. 26, Col, 1, Austin, Texas/ 

The ability to handle the increasing volume of paper 

work today is one of the greatest challenges to the office. 

Through research, office productivity could be increased 

which would result in a reduction of expenses and an 

increase in profits. These developments would add to the 

economic growth of the nation as a whole. 

If industry does not keep up with research in the 

development of technical means of handling data by auto

mation, the gap between the problems and the solutions will 

widen even more as indicated by Figure 1, page 7« An Office 

Research Institute can be a partial solution to the closing 

of this gap between discovery of a problem and the imple

mentation of a solution. This solution could be the 

"anticipatory system" for the office. 

An Office Research Institute could investigate such 
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new communication devices as micro-recording, graphic dis

plays, taped storage, disc storage, tele-communicating 

processes, and computer terminal units. 

The basic emphasis of an Office Research Institute 

would be to develop new approaches to the processing of 

information within an office. These new approaches would 

help provide the creative research necessary to solve 

office problems in the present and future. 

There is an urgent need in business to be able to look 

ahead as well as behind and to place some probability on 

the changes in the market and profit situations. Thus, a 

system is necessary that will provide better and faster 

information retrieval for decision-making. 

The contribution to profit, and the cost of implemen

tation and utilization should, therefore, be determined in 

the installation of new- equipment and systems in an office 

complex. 

Contribution of An Office 
Research Institute 

The fast pace of modern business places new demands on 

management for accurate and rapid responses to changing 

conditions. The effective control of large organizations 

requires that executives make daily or even hourly decisions 

about many matters. An executive who is deprived of up-to-

the-minute information by inefficient processing methods 

is, therefore, seriously handicapped. 

The increase of labor saving office machines and 
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procedures will not greatly diminish the need for office 

workers during the 1970's, The 1970's quite likely will be 

a decade of increasing demands for office workers, 

/Cuniff, "Growing Demands for Office Workers Expected in 

70's," LUBBOCK AVALANCHE-JOURNAL, 17 June 1970, sec A, 

p. 6, Col, 1, Lubbock, Texas/ 

An Office Research Institute could, through research, 

provide basic concepts for curriculum changes in the high 

schools, in the private business colleges, and in the 

colleges and universities. New curricula can provide the 

basic skills, attitudes, and knowledges needed for future 

office workers. 

Business and education should be catalysts for the 

deterTnination of the best and most efficient techniques of 

information processing (paper work), 

As shown in Figure 4, page 55, the input to the Office 

Research Institute could be problems regarding education 

and/or business. The output would be solutions to the 

input problems. As an assurance that the output is an 

actual solution to the input, a system of cybernetic feed

back would be incorporated into the system for evaluating 

the impact of the solution on the change agent--education 

or business, 

As an example (see Figure 5, page 5 6 ) , a high school 

contacts the Director of the Institute for assistance in 

the establishment of a simulated office system (SOS), The 

Institute would study all the controllable variables sucli 
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Figure 4 

The System of Input, Output, and Feedback 
to the Office Research Institute 

Input 
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as type of students (s), type of curriculum (c), equipment 

( E ) , room ( R ) , funds ( M ) , school administration ( A ) , and 

objectives of the program (o). The program (SOS) would 

emerge from the manipulation of the controllable variables 

for the purpose of affecting the output of the Simulated 

Office System such as job preparation for the students. 

The program could be stated as follows: 

SOS = f(S,C,E,R,M,A,0, n) 

The Institute would develop a program taking into consider

ation the fact that the simulated office system (SOS) is 

some function (f) of the controllable variables, S,C,E,R,M, 

A,0. From the cybernetic feedback the Institute could 

adjust the program to reflect better opportunities for the 

school system. 

From the field of business, a firm may refer problems 

such as office layout to the Institute, The same basic 

procedure would be used to solve these problems. The 

Institute may adopt a prepackaged solution to the needs of 

the firm or it may have to generate a new solution. These 

solutions would depend entirely on the situation within the 

firm. 

As Figure 5, page 56, indicates, the Office Research 

Institute will serve as a filtering agency for the data 

flow of both education and industry. Problems which face 

the field of business education (la) (example: office 

education curriculum) w*ould be reported to the Institute, 

The solutions (lb) would be transmitted to personnel in 
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education. Feedback (6) would provide the Institute with 

information regarding the implementation of the solutions. 

These data (feedback) would give the Institute an oppor

tunity to test the effectiveness of the programs which the 

Institute initiates. 

The same pattern could be used for business. Prob

lems which confront business (2a) (example: office layout) 

will be supplied the Office Research Institute for determi

nation of solutions (2b), The solutions in the form of 

information will be relayed to business. After implemen

tation, the results will become feedback (5) to the Insti

tute to determine the success or failure of the project 

such as redesigning an office layout. 

Business and education v.ill benefit from the exchange 

of ideas for the solution of mutual problems (3a, 3b, 4a, 

4b). The feedback (7, 8) will assist in the measuring of 

the success of the program of the Institute, 

Business and education would serve as facilitators of 

data and information to assist in the development of a 

cybernetic system, an automatic system of feedback regard

ing the effectiveness of the solution. The results would 

be improved business procedures and improved educational 

techniques and curricula to assist people to live better 

lives. 

The benefits of the Institute to both business and 

education are unlimited. Firms could direct their economic 

resources toward those activities to which they are best 
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suited, and the Office Research Institute could concentrate 

on basic research to solve the problems of the office. 

Education would benefit from applying the research findings 

to curriculum improvements. The Office Research Institute 

could furnish business education with experimental labora

tory facilities for determination of those office skills, 

attitudes, and information needed by future office workers. 

The office must be able to grow and change as the 

company grows and changes. This growth includes not only 

the information system, but the handling of all office 

activities. The ability and effectiveness of business is 

being tested every day due to the demand for information. 

Government continues to request from the private sector 

more and more reports. These reports, along with the paper 

work that private enterprise initiates, swell the volume of 

paper that is used. More than any other single agency, the 

federal government is responsible for compounding the prob

lems of paper processing, /Selden and LaSalle, "Data 

Processing and the Paper Explosion," ADMINISTRATIVE >UNAGE-

MENT SOCIETY BUXLETIN, August, I968, p, l4/ 

Notwithstanding the quality of the product or service, 

a firm's competitive survival may well hinge on the way it 

manages information--the sureness with which it maintains 

control over costs and the speed and resiliency with which 

it reacts to shifts in demands, actions of competitors, 

emergency needs of customers or developments in its own 

technology, /lynett, "Managing, the Information Explosion," 
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ADMINISTRATIVE MANAGEMENT, August, I969, p. 54/ 

It is easy to say that paper work can be microfilmed, 

and statistical data can be handled by an electronic com

puter. The total problem is much deeper than this, how

ever, and a concentrated effort is needed to analyze the 

total situation. The ability of the office to handle paper 

work problems is one of the greatest challenges to the 

business office. This era is sometimes called the Tech

nological Age, the Atomic Age, the Nuclear Age, or the 

Electronic Age, Perhaps a more descriptive term would be 

the Paper Age, 

Summary 

Accurate information is a necessity for the business

man. Societal change has caused the business world to be 

aware of a need for a foundation upon which to build. 

Research can provide information upon which to build that 

foundation. 

Business survival depends upon a sequence of events 

beginning with research. Research is one of the basic 

tools of the executive. For research to be successful, 

however, it needs the full and active support of top 

management. 

The office unit, being the "nerve center" of the firm, 

should be integrated into the mainflow of the company's 

activities. The office system provides information which 

influences the company operation. 
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Industrial managers have recognized the importance of 

research to the factory. Management, however, apparently 

has not recognized the importance of research to office 

production. 

Some managers believe that the solution to the problem 

of spiraling office costs lies in the utilization of new, 

glamorous pieces of equipment. The problem is more compli

cated than just utilizing new equipment. The solution 

comes from continual innovative research into the problems 

of the office--mechanical and humanistic. 

The business information explosion is testing the 

ability and effectiveness of administrative management. 

One of the challenges of the administrative manager is how 

to handle the volume of paper work. Through research, 

solutions to these problems can be derived. 

Business and education should be the catalysts for the 

promotion of research to determine the best and most 

efficient techniques of information processing (paper 

work). 

The benefits of research to both business and edu

cation are practically unlimited. An Office Research 

Institute could provide a centralized facility for the 

purpose of concentrating on research to solve some of the 

problems of the office. The Institute could provide 

experimental laboratory facilities for determining the 

skills, attitudes, and knowledges of the office workers 

of the future. 
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An Office Research Institute could assist in solving 

some of the paper work problems in the office and some of 

the problems of training personnel in the public and pri

vate educational institutions. 



CHAPTER IV 

OPERATION OF THE OFFICE RESEARCH INSTITUTE 

Introduction 

Research is a careful inquiry or examination to dis

cover new information or relationships and to expand and 

verify existing knowledge, J, Francis Rummel wrote that 

research is the "manipulation of things, concepts, or 

symbols for the purpose of generalizing and to extend, 

correct, or verify knowledge, whether that knowledge aids 

in the construction of a theory or in the practice of an 

art," /Rummel and Ballaine, RESEARCH METHODOLOGY IN 

BUSINESS, 1963, p, 3/ 

If research is to be performed effectively, a physical 

and conceptual framework must be established from which all 

forms of returns to the organization are maximized. The 

degree of maximization of the returns is determined by a 

combination of the efficiency of the organization as a 

system and its success in obtaining on advantageous terms 

the inputs it requires. 

The effectiveness of the organizational structure of 

an activity depends upon the aggregate return to the 

members of the set. The effectiveness of the system can 

be judged in terms of its contribution to society. 

The purpose of Chapter IV is: l) to establish a 

63 
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systematic model from which an Office Research Institute 

may be developed; 2) to show the relationship of the Office 

Research Institute to the College of Business Administra

tion, Texas Tech University; and 3) to identify the type of 

facilities and projects which are necessary for the success 

of the Institute, 

Development of the Office 
Research Institute 

The Office Research Institute was conceived by the 

faculty of the Department of Business Education, Texas Tech 

University, in I963, A number of institutes have been 

established in universities to research the areas of eco

nomics, agriculture production, factory production, and 

education; however, institutes charged with the responsi

bility of office production research have not been 

established, 

At the outset of the planning for the present College 

of Business Administration building in I965, a room con

taining 454 square feet was designated for an Office 

Research Institute, 

An outline of the Office Research Institute was pre

sented in the ten-year plan of the Department of Business 

Education, THE PAST, THE PRESENT, AND THE FUTURE, 

September 1, I968, page 20, The research program of the 

Office Research Institute could be utilized to provide 

industry with needed basic research in the area of office 

work. The Institute could also provide educators with a 
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conceptual framework for change in curriculum to meet 

future needs of business. 

Relationship of the Office Research Institute 
to the Colle/^e of Business Administration, 

Texas Tech fJniversitv 
I I II I I I _. _ .. I I • 

As shown in Figure 6, page 66^ the Office Research 

Institute is a subsystem of the total university system in 

a line relationship to the Business Education Department. 

The Office Research Institute has an advisory relationship 

with other departments of the College of Business Adminis

tration, This relationship provides the needed inter

disciplinary foundation for the professional development of 

the Institute, The Director of the Office Research Insti

tute will work closely with the Director of the Institute 

for Business and Economic Research for the College of 

Business Administration. 

Purpose of the Office Research Institute 

To establish a conceptual model, the first step is to 

ascertain an overall purpose for the Institute. The basic 

purpose of the Office Research Institute is: 

to focus on relevant problems in the field of 
office management, both practical and theoreti
cal. The Institute will be comprehensive in its 
commitment and responsibility, multidisciplinary 
in its approach, and both intrainstitutional and 
interinstitutional in its programs. 

Major objectives of the Institute to guide its develop

ment are to: 

1. conduct continual research about the role and 
function of the office; 
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2. stimulate and strengthen applied research and 
development toward the solution of problems in 
office management; 

3. encourage the development of research to improve 
office education in institutions of higher edu
cation and other educational areas; 

4. stimulate basic research to develop new 
knowledges, and new applications of existing 
knowledge, regarding the office; 

5. gather, analyze, synthesize, and disseminate 
information about the office; 

6. provide an international depository for 
retrieval, storage, and dissemination of infor
mation regarding the office; 

7. develop instructional materials (training loops, 
video tapes, etc,) for educating and upgrading 
office workers; 

8. encourage continual training for those persons 
in the field of office systems, both in industry 
and education; 

9. conduct pre-service and in-service programs 
for office workers, for supervisors, and for 
executives; 

10. provide training programs for the handicapped 
(socially, economically, academically and 
culturally) and disadvantaged (physically and 
mentally) in the field of office procedures; 

11. develop the talents of those who will conduct 
office research; 

12. conduct training programs for the upgrading of 
instructors in the field of office systems; 

13. provide continuing training for teachers who 
have been in the teaching field for a period 
of years thereby not having had the opportunity 
for exposure to the new technology in business. 

The Office Research Institute which will be managed 

by a director will consist of three parts: the Office 

Research Laljorat o ry, the Office Media Center, and the 
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Office Consulting Service. 

Director of the Office Research Institute 

Figure 7, page 69, shows the administrative relation

ship of the segments (subsystems) of the Institute to the 

whole (system). The administrative responsibilities of the 

Institute will be directed by a qualified individual with 

the title. Director of the Office Research Institute. 

Duties and responsibilities of the Director were derived 

from an analysis of the objectives of the Institute. From 

the basic analysis, a job description was developed: 

Director of the Office Research Institute 

Reports to: 

Chairman of the Department of Business 
Education, College of Business Administra
tion, Texas Tech University 

Duties: 

a, promoting and coordinating the total 
research and consulting efforts of the 
faculty and staff of the Department of 
Business Education, College of Business 
Administration, Texas Tech University 

b, administering the public and private 
research grants awarded to the Depart
ment of Business Education 

c, developing public relations on behalf 
of the Institute, Department of Business 
Education, and College of Business 
Administration 

d, maintaining a depository of research 
materials, sources of private and public 
research grants and procedure for appli
cation for grants from education and 
Indus trv 
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e, expediting the completion of research 
projects by people associated with the 
Institute 

f, editing research publications of the 
Office Research Institute 

g, coordinating the Office Research 
Laboratory, Office Media Center, and 
Office Consulting Service 

h, solicitating funds 

i, preparing and disseminating materials 
for In-service Training Programs 

j, disseminating research information to 
business and education. 

Qualifications: 

a. Terminal degree in the field of office 
management or the equi v'alent 

b. Familiarity with research methodology 
and its application 

c. Familiarity with statistical techniques 
and their application 

d. Ability to develop, organize, and 
implement research proposals 

e. Ability to meet the public 

f. Teaching experience in office management 

g. Practical experience in office manage
ment or the equivalent 

Conditions of employment: 

1. Twelve-month contract 

2. Academic rank and tenure when earned 

3. Teaching load not to exceed three credit 
hours per semester 

4. Classes assigned on a one-class cycle 
(e.g. MWF or Saturday) 
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5. Classes scheduled as early in mornings 
as possible 

The Director will coordinate the activities of the 

Institute with the cooperation of the Chairman of the 

Business Education Department. In so doing, the Director 

will not assume, nor will he be delegated, any functions, 

responsibilities, authority, or relationship belonging to 

the Chairman. 

Organization of the Office 
Research Institute 

The subsystems as shown in Figure 7, page 69, will 

include the following three units: 

Office Research Laboratory 

An Office Research Laboratory has as its fundamental 

purpose the conducting of basic research concerning men, 

methods, machines, and materials in office work. There is 

no evidence that any other university has such a laboratoiy, 

The Laboratory would provide the various users of the 

Institute (government agencies, educational institutions, 

business associations, faculty, undergraduate and graduate 

students) with the facilities to conduct research in the 

fields of office production. The Laboratory will provide 

employment for both graduate and undergraduate students. 

On the farm and in the factory, production has 

apparently increased and costs per unit have remained 

about the same, due in part to the research conducted by 



universities. On the farm, for example, Schools of 

Agriculture have increased production b̂ - studying and 

experimenting with soils, seeds, and fertilizers. 

A corresponding type of research apparently has not 

been conducted in the office. Consequently, unit office 

costs continue to rise. International Business Machines 

Incorporated claims that in the fifteen years from 1954 

to 1969 the cost of a business letter has jumped from 

$1,17 to $2,34, /"Imagine If American Industry Turned 

Out Products the Same Way the American Office Turns Out 

Paperwork," BUSINESS VEEK, March 22, I969, p. 13l/ 

Every indicator leads to the belief that the unit cost 

of a business letter will increase further, Dartnell 

Corporation indicated that the cost of preparing the 

average letter in 1970 was approximately -53.05. This 

is an increase of 20,07 per cent over the cost in I969, 

/Levin, "What It Costs to Communicate," THE OFFICE, 

April, 1970, p, 62/ Research must be conducted in an 

attempt to control office costs and increase production. 

Office Media Center 

The Media Center will be a depository for materials 

about the office. The Center would gather, analyze, 

synthesize, and disseminate information about the office, 

A depository of materials (written materials, visual aids, 

audio aids, models, etc,) will be catalogued and available 

to business and education. The Center will provide a source 
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of information for use by the students in their courses and 

in their research. The Center will be a reservoir for pre-

service and in-service training films and courses to be 

used by industry and education to upgrade their personnel. 

The Center will be an interface to encourage and 

facilitate communication and cooperation between industry 

and education. 

Office Consulting Service 

An Office Research Institute will provide the business 

faculty the opportunity to share experiences v;ith business 

and education. By utilizing the consulting service, prob

lems of mutual interest can be solved. The faculty (see 

Figure 7, page 69) will aid in planning and conducting pre-

service and in-service programs for office workers, for 

supervisors, for executives, and for teachers in the field 

of business education. The faculty will assist in the 

development of various solutions to problems of office 

paper work such as information flow and office landscaping 

and provide educators with guidance in curriculum develop

ment and revision. 

As shown by Figure 7, page 69, the faculty will assist 

in formulating and conducting research regarding problems 

of the office. 

The experience that faculty gain from contacts with 

business and education should help improve their teaching 

and re.seaich while at the same lime provide an avenue of 
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communication to the business and education communities. 

Advisory Cotincils 

To assist the leadership of the Institute, two Advisory 

Councils will be established: the University Advisory 

Council and the Community Advisory Council (see Figure 7, 

page 69). 

The University Advisory Council will be composed of 

the following: 

1, Director of the Office Research Institute--
Chairman 

2, Chairman of the Department of Business 
Education--Ex-officio 

3, Representatives from the following departments 
and/or areas: 

a. Accounting 
b. Classified Personnel 
c. Economics 
d. Education 
e. English 
f. Finance 
g. Foreign Language 
h. Industrial Engineering 
i. Management 
j, Marketing 
k. Psychology 
1, Sociology 
m. Special Education 

n. Testing and Consulting 

The University Advisory Council would be an avenue of 

communication between the disciplines related to activities 

of the Institute. 

The Community Advisory Cotincil will act in an advisory 

capacity to direct the thinking of the Office Research 

Institute personnel toward applied research. The membership 
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of this committee will be composed of the following: 

1. Director of the Office Research Institute--
Chairman 

2. Chairman of the Department of Business 
Education--Ex-officio 

3. Representatives from the following areas: 

a. Business 
b. Government Agencies 
c. Parents 
d. Professional Organizations 
e. School Counselors 
f. Students 

g. Teachers of Business 

The duties and responsibilities of these Councils will 

be established through the Office Research Institute by the 

director with the advice of the Board of Governors. The two 

Councils are separate and distinct from the Advisory Com

mittees established to direct the Business Education 

Learning System. The membership, however, of these Com

mittees and Councils may overlap in certain instances. 

Infonnation Flow 

An organization, regardless of size, must establish a 

two-way communication flow in order to survive. An organi

zational structure similar to the behavior patterns of the 

human must have both positive and negative feedback. Shown 

in Figure 8, page 76, is a flow diagram of the information 

process of the Institute. Basic information in the form of 

policies and procedures regarding the activities 6f the 

Institute flow^s from the Department of Business Education 

to the Office Research Institute (la) through the Director, 
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who then disseminates these data to the three subsystems 

(office Research Laboratory, Office Media Center, and 

Office Consulting Service). 

Data regarding problems in the office or office edu

cation are referred to the Office Research Laboratory in 

the form of research projects (5a) by government agencies 

(4a), colleges and universities (4b), business offices 

(4c) and professional organizations (4d). The findings of 

these research projects are filed with the Office Research 

Institute and then disseminated to the agencies in the form 

of reports regarding improved systems, education or train

ing programs, or informative dissertations on subjects per

taining to the office. To facilitate information flow, all 

findings of both the Office Research Laboratory and the 

Office Consulting Service will be distributed through the 

Office Media Center to the agencies involved (3)« This 

will enable the other two subsystems (Office Research 

Laboratory and Office Consulting Service) to concentrate on 

their primary functions and not become involved in the 

problems of the distribution of the findings. The positive 

or negative feedback from these agencies feeds the cyber

netic system. The infonnation flow for the Office Research 

Laboratory is similar for the Office Media Center and the 

Office Consulting Service. 

There exists a two-way informational flow between the 

subsystems (2a). The feedback received by the Department 

of Business Education (2c) pennits that department to 
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supply the information needed by the agencies and organi

zations it serves. A two-way flow of information exists to 

and/or between the University Advisory Council (6a) and the 

Community Advisory Council (6b). This interface will estab

lish the coordination of these areas necessary to accomplish 

the objectives of the total program. 

Business Education Learning System 

To understand the subsystem relationship of the Office 

Research Institute to the Business Education Learning 

System, an explanation of the Learning System is necessary. 

/ B U S I N E S S E D U C A T I O N LEARNING SYSTEM, Unpublished Depart

mental Report, Business Education Department, College of 

Business Administration, Texas Tech University, 1970/ A 

flow relationship is indicated by Figure 9, page 79. 

Relationship of the Institute to the Curricula 
of the De})artment of Business li.clucation 

By the fall of 1972, the Department of Business Edu

cation, College of Business Administration, Texas Tech 

University, contemplates conducting its education program 

through a Business Education Learning System (see Figure 9, 

page 7 9 ) . The Office Research Institute is a major sub

system of that learning system ( B 8 ) . 

The major objectives of the Business Education Learning 

System which are adapted from a detailed description of the 

Business Education Learning System shown in Appendix D ai^e: 

To prepare students for many careers vital to the 
nation's economic and social progress within these 



Figure 9 

Business Education Learning System* 
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Block Code 

Degree 

Student 
1 

A. 

B. 

C. 

D. 

F. 

F. 

G. 

Line Code 

Student Career 
Path 

Information 

Work Input 

Advise and/or 
Learn 

Manage 

Consult 

Paid Work 

Simulated 
Work 

BlJ 

Researchers 
On and Off 
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Grad 

with 

:̂ PA, 

iate 
BBA, 

MEd 
Ig 

High Schools 
and Special 
Programs 

A22 
Noncollege 
Student 

A23 

PI 

"BUSINESS EDUCATION LEARNING SYSTEM, Unpublished 
Departmental Report, Business Education Department, 
College of Business Administration, Texas Tech University, 
1970 
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major classifications: 

!• Degree students--Prepare competent business 
teachers and administrative managers. 

a. Business teachers--for positions in: 

(1) Educational Institutions such as 
junior high schools, senior high 
schools (comprehensive and techni
cal), junior colleges, senior 
colleges and universities, and 
private business schools, 

(2) Special Programs such as Job Corps, 
Manpower Development Training Act 
programs, and Neighborhood Youth 
Corps. 

(3) Training Programs in Companies 
such as pre-service and in-service 
education for office workers and 
executives. 

b. Administrative Managers--for positions as: 
office managers; office administrator; 
administrative assistant; office analyst; 
administrative services manager; executive 
secretary--legal, medical, or technical. 

2. Non-degree students—prepare office workers 
and executives in extension courses and one-
and two-year programs. 

The Business Education Learning System will coordinate 

program activities into a meaningful, comprehensive program 

area. The system (see Figure 9, page 79) shows the relation

ship of activities in their entirety and their impact on 

preparing citizens for careers. The system was developed to: 

1. Plan for optimum utilization of facilities by 
many programs and activities using the sa.me 
facilities. 

2. Aid in judiciously utilizing financial resources. 

3. Plan short-range and long-range objectives and 
activities for the Business Education Department. 
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4. Direct faculty and staff of the Business 
Education Department toward predetermined 
objectives. 

5. Help explain the programs and activities 
of BELS to educators, administrators, and 
the public. 

6. Coordinate and extend present Business 
Education departmental activities. 

A more complete and comprehensive explanation of the basic 

precepts of the Business Education Learning System may 

be found in Appendix D. 

Terminal Employment Programs 

As indicated by the Line Code in the upper right 

corner of Figure 9, page 79, the Lines labeled A indicate 

student career path. 

The courses labeled 3a-3e are core courses. All 

students in the field of Business Teaching and Office 

Administration will enroll in these areas. The nondegree 

students (2a), however, will terminate after the courses 

(3a) and (3b) (office Production and Office Practicum). 

After these two courses the nondegree student will follow 

the career path A4-A5 which leads to Business Offices in 

the United States. 

Business Education and Administrative Management 

students will enroll in Office Production (3a) to develop 
> 

competencies that will be necessary to perform work in the 

Office Practicum (3b) course which will be conducted in the 
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Office Service Center (4). Passing the competency tests 

will be a prerequisite for admission to the Office Practicum 

course. Students can advance from the Office Production 

course to the Office Practicum course as soon as they pass 

the competency tests. Advancement, is based on competency 

rather than the traditional procedure of requiring all 

students to remain in a course for the same amount of time. 

The Office Service Center (4) will be operated on 

campus and organized as an actual business service company-. 

Sophomores in the Office Practicum course (3b) Avill com

plete "live" work from offices on campus and from businesses 

off campus (6a). Simulated work (6b) will be introduced 

when necessary to give students experiences not provided by 

"live" work. 

Seniors in the Administrative Management course will 

have the unique and enriching experience of supervising 

others while analyzing and improving the Center through 

supervising sophomores in the Office Practicum course (3b) 

and some paid workers (7) in the Office Service Center. 

The performance of the seniors will be evaluated by pro

fessors and by fellow workers. ^Sophomores in the Office 

Practicum course should be highly motivated because they 

know that when they are seniors in the Administrative 

Management course they will be responsible for supervising 

the Office Seivice Center. 

Educationally, the Office Service Center combines the 

benefits of coojjerative, directed, and conventional learning 
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The Office Research Laboratory (5a), the Office Media 

Center (5b), and the Office Consulting Service (5c) repre

sent parts of the Office Research Institute. As a part of 

the Office Research Institute, the continuing programs of 

research sponsored and coordinated by the Office Research 

Laboratory will be an ideal vehicle to provide training and 

education in the techniques of research for undergraduate 

and graduate students. The Laboratory will also provide 

the faculty with facilities such as research equipment 

needed to enhance their research experiences. 

The Office Media Center (5b) will be the depository 

for information developed in the Office Service Center, the 

Office Research Laboratory, and the Office Consulting 

Service (5c). 

The Office Consulting Service will provide information 

to business offices in the United States (9e) and will 

charge consulting fees for such information. Also, con

sultant work will be performed for the field of education 

in the form of program development and evaluation. Infor

mation that consultants acquire will be used as feedback 

into the Office Media Center. 

An extensive program is included for nondegree 

students (2a) including Texas Tech office employees. The 

program will consist of pre-service and in-service office 

instruction, 2-year office education programs, and contract 

training for youth and adtilts. The education of youth and 

adults would include students who are disadvantaged and 



84 

handicapped students. 

Special program teachers (9d) such as those working in 

the Job Corps; MDTA Programs; adult programs; and state, 

area, and city supervisors of business education will 

profit from working in the Office Service Center or in 

supervising the Center. 

The Business Education Faculty (8a) will supervise 

senior students who in turn will supervise the Office 

Service Center. To plan for and evaluate the Office 

Service Center, the Business Education Faculty will 

periodically meet with two groups; 

A. The Tech Advisory Council (8c) with repre
sentation from areas related to office production 
and behavior. 

B. The Community Advisory Council (8b) with repre
sentation from business, students, parents, high 
school business teachers, junior college 
teachers, community agencies. Administrative 
Management Society, and government. 

These two advisory groups are similar to the advisory 

committees for the Office Research Institute. The groups 

are separate but may overlap in membership. 

A more complete explanation of the Business Education 

Learning System developed by the Department of Business 

Education may be found in Appendix D. 

Potential Projects 

In August, 1966, the United States Office of Education 

sponsored a conference at Shippensburg State College, 

Shippensburg, Pennsylvania. As reported by Gratz in 
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"Research Priorities in Office Education," AMERICAN 

VOCATIONAL JOURNAL, April, I967, ps. 33-34, representatives 

from labor, management, and education met to discuss prob

lems of mutual interest regarding the area of office 

education and make plans for the establishment of priori

ties and guidelines for this research. Each group ap

proached the problem of research in the area of office 

education from a different viewpoint, and each group 

developed a list of needed research studies ranked in the 

order of importance. A list of topics resulting from the 

conference follows: 

1. A study of skills and knowledges in data pro
cessing needed by office occupation students. 

2. A study of the skills which office workers need 
to develop in the area of communications. 

3. A study of the duties and responsibilities of 
workers in new or emerging occupations. 

4. A study to determine what office jobs, if any, 
are available to those who drop out of high 
school. 

5. A study to develop education experiences within 
the curriculum that will stimulate and encourage 
school drop outs to continue their education 
after initial employment. 

Teacher organization representatives from both state 

and national levels identified these needed studies: 

1. The value of actual office experiences and 
whether experience should be required for 
teacher certification. 

2. In-service training that should be required to 
keep teachers of office education up-to-date on 
technological clianges. 
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3. Reliable criteria for teachers to use in the 
selection of office equipment for instructional 
purposes. 

4. Criteria for selecting mu].tisensory teaching 
devices such as computer-assisted instruction 
equipment on which business should be competent. 

Topics selected by the management group were: 

1. An in-depth analysis of office jobs. 

2. An experimental study of office situations 
directly affected by changes in technology, 
reorganization, or by the introduction of new 
products. This study would review techniques 
now used by management in helping workers accept 
changes. Findings of the study should be made 
available to office educators to help them pre
pare future office workers. 

3. A study of the changes which need to be made 
to upgrade women to meet job opportunities. 

4. A study of programs designed to educate the 
disadvantaged for office jobs. 

5. A study to determine the impact of data pro
cessing on both small and medium-sized offices. 

6. A study to determine the feasibility of planned 
in-service training for advancement based on 
merit. 

Research topics chosen by representatives of labor 

follow: 

1. Research to identify and define terminology in 
the field of office education. 

2. Research to determine what educators should 
know about labor relations as these relate to 
office education. 

3. Research to determine what information is avail
able relative to labor sui)ply and demand, skill 
studies, and studies on unionization. 

A recurring topic throughout the conference dealt with 

office work c^xperience lor both the teacher and the student 
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The labor group stated the need for labor relations 

instruction in office education. Also of importance to the 

group was the need to determine employee mobility in office 

occupations. 

All groups agreed on the need for research in the 

areas of job requirements, job opportunities, occupational 

changes, and their effects on education. Research of value 

in these areas might bring about changes in curriculum, in 

certification, and in the office itself. /Gratz, "Research 

Priorities in Office Education," AMERICAN VOCATIONAL JOURNAL, 

April, 1967, ps. 33-34/ 

One project could be a testing service where ratings 

of different types of office equipment and supplies would 

be made. Businesses v/ith particular problems would hire 

the office research personnel to make studies and experi

ments using some measuring device such as Time Measurement 

Units to determine what type of equipment would give the 

best service at the least expense. In this way customers 

would learn what different types of units and possibly even 

brands and models were capable of doing. They could also 

get estimates as to operating expenses and repairs. This 

service could save the business itself the expense of 

investigating products and of trial and error methods. 

Businesses could minimize the chance they would overlook 

new equipment or worthwhile equipment. They could base 

their decision to buy or not to buy on reports resulting 

from these impartial studies. 
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This service to potential buyers would serve as a 

learning experience for students working on the research as 

well as a source of income for the Institute. 

Other experiments and studies using Time Measurements 

Units could help determine improved methods and materials. 

Examples would be developing improved methods for carrying 

out tasks dealing with paper work. The Institute could 

revise forms by eliminating and/or combining the present 

forms to provide just needed information. These new forms 

could save by preventing repetition, thus saving time. 

Increased use of window envelopes and more functional letter 

styles, also, could improve the handling of paper work. 

Other studies could experiment with innovations in office 

equipment such as a nub on the "f" and " j " keys on the 

typewriter so the typist knows his fingers are on the home 

row. The Institute could develop a more effective location 

for the numbers on a typewriter, such as a keyboard similar 

to that on a ten-key machine built to the side to be used 

when typing all numbers. Another suggestion to help speed 

up- procedures and cut down unnecessary motions in office 

work would be the development of an envelope that could be 

easily opened. 

Studies need to be made into the possibilities for 

making changes in certification of business teachers--

whether they should be certified in individual subjects, in 

certain fields, or in all business subjects. 

Would actual work cxperience provide the practical 
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background a teacher needs to be able to speak with 

authority when teaching? Research should determine the 

kind of experience needed and the length and depth of such 

experience. Would compulsory work experience cause busi

ness education to lose some of the potentially better 

teachers to the business field permanently? In some areas 

such as Distributive Education work experience is required 

but, is the benefit gained enough to warrant such a 

requirement? These are problems bothering educators; per

haps some of them can be solved in the Office Research 

Institute. 

Research in the area of student teaching, according to 

Calhoun, may determine whether or not innovations need to 

be made. /Calhoun, "Business Education Research in Action," 

NATIONAL BUSINESS EDUCATION QUARTERLY, Spring, I966, ps. 

14-15/ 

Other problems which would be studied involve retrain

ing and upgrading programs for business teachers; develop

ment of programmed instructional materials in many subjects; 

methods to reduce student drop outs. /Calhoun, "Business 

Education Research in Action," NATIONAL BUSINESS EDUCATION 

QUARTERLY, Spring, I966, ps. l6-20/ 

Could office education be improved by students observ

ing and reporting different types of businesses? 

Many projects such as these can be studied by graduate 

students and practicing teachers with i^esearch specialists 

and representatives of business serving as consultants. 
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This double function of combining teacher growth both in 

methods of research and in teaching procedures, plus the 

growth in professionalism, can do much to bring needed 

improvements into the field of education and as a result 

into the office itself. 

For the Office Research Institute to be successful 

research objectives must be established. The purpose of 

each research project must be consistent with the Insti

tute's objectives. The major emphasis should be placed on 

the overall contribution the findings will make on the 

development of knowledge. 

There are innumerable possibilities (see Appendix B, 

for a more complete summary of proposed projects) for 

research that would result in answers for many of the 

problems in the office. 

Summary 

Research is the foundation for expansion and improve

ment in the field of business. If the research is to be 

effective, a physical and conceptual framework must be 

established to maximize the efforts of individuals. 

The effectiveness of a research structure such as the 

Office Research Institute is dependent upon its contribution 

to the societal system. 

For eight years, the concept of a unique organization 

to provide the needed guidance for research into office 

problems has been contemplated by the Department of Business 
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Education at Texas Tech University. A number of insti

tutes have been formulated in other subject matter areas; 

however, institutes with the responsibility of research in 

office production have been overlooked by universities. 

The Institute will be formed as a subsystem of the 

total University system. The Institute will be supervised 

by a director charged with the responsibility of developing 

a structure that will focus on relevant problems in the 

field of office management, both practical and theoretical. 

An Office Research Institute will be composed of 

three areas—Office Research Laboratory, Office Media 

Center, and Office Consulting Service. 

The Office Research Laboratory has as its fundamental 

purpose the conducting of basic research concerning men, 

methods, machines, and materials in office work. 

The Office Media Center will be a depository for 

research materials. The Center v>̂ ill gather, analyze, 

synthesize, and disseminate knowledge about the office. 

A Center of this nature will provide a vital communication 

link between the university and industry. 

Consulting opportunities available to the faculty 

through the Office Consulting Service will provide business 

and education the chance to share in varied experiences. 

Consulting opportunities not only will assist education and 

business but would also contribute to the teaching effective

ness and research or writing of the faculty. 

To take advantage of varied experiences, two advisoi^' 
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councils (University Advisory Council and Community Advisory 

Council) will be established to provide guidance toward 

meaningful projects for the Office Research Institute. 

The Office Research Institute will be a major sub

system of a new concept in business education. The system 

is entitled "A Business Education Learning System." The 

major objectives of this learning system will be: 

1. To prepare competent business teachers and 
office managers and 

2. To prepare nondegree students for useful 
employment. 

Research projects available to the Institute are 

unlimited. Possibilities exist for research that would 

result in answers for many of the problems of the office. 

The major task is the implementation of the system to pro

vide a grassroots foundation for organization of research 

in these areas. The Institute itself cannot be a panacea 

for the ills of the office and office education. New 

concepts, however, can be developed which may be able to 

close the gap between the recognition of a problem and 

the implementation of the solution. Through research, 

industry and education can get to the core of the problem 

rather than wasting time trying to cure the symptoms of the 

problem. The Office Research Institute may provide the 

guidance and leadership to serve as a multidisciplinary 

organization charged with the responsibility of the 

development of solutions to complex problems of both 

business and education rt^garding office production. 



CHAPTER V 

FUNDING THE OFFICE RESEARCH 

INSTITUTE 

Introduction 

Adequate funding is a prerequisite to the successful 

accomplishment of research. Inadequate funding results in 

only superficial investigation which produces inadequate 

data for decision making. Proper funding for the Office 

Research Institute, hence, becomes one of the major cri

teria for the success of the Institute. 

While it is hoped that in the long run the Office 

Research Institute will be self-supporting, the Institute, 

at the outset, will need basic support from the general 

budget of the College of Business Administration, Texas 

Tech University. In addition, support funds for the 

operation of the Institute can be generated either intern

ally (from within the University system) or externally 

(from outside the University system). 

The $25,650,000 estimated appropriation available for 

vocational research and innovation in 1971 from the Depart

ment of Health, Education and Welfare seems to suggest that 

monies are available for research from many external 

sources. /u. S. Government, THE BUDGET OF THE UNITED 

STATES GOVERNMENT, FISCAL YEAR, 1971, 1970, p. 425/ 

93 
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In Chapter V, possible sources of financial support 

for the Office Research Institute, both internal and 

external, will be explored. Also, a first-year's operating 

budget will be proposed in this chapter. 

First-Year Budgeting 

The Office Research Institute operations could begin 

in the room designated in the Business Administration 

building for that purpose (see Chapter IV, page 64). This 

room, which contains 454 square feet of floor space, should 

be equipped with typical office equipment, furniture, and 

appliances (desks, chairs, file cabinets, book shelves, 

typewriters, telephones, dictating machines, and work 

tables). 

Figure 10, page 95» proposes a first-year operating 

budget, to be funded as a line item of the internal 

University budget. These funds are necessary to support 

the Institute in its infancy. As indicated, the Director 

of the Office Research Institute would be paid from the 

Institute budget at a rate of three-fourths of an annual 

salary, $18,000. Other employees of the Institute would be 

a part-time instructor ($3,800) and a secretarial assistant 

($1,280). Other basic costs of the first year of operation 

would be travel, supplies and materials, services, equip

ment and computer time. The total budget for the initial 

year of operation would be $27>562. 
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Figure 10 

PROPOSED BUDGET 

FOR THE OFFICE RESEARCH 

INSTITUTE 

TYPE OF PROJECT: Office Research Institute 

INITIATOR: Derrell W. Bulls 

DEPARTMENT: Department of Business Education 

BEGINNING DATE: September, 1972 

Item 

Amount Required 
for the Year 

1972-73 

A. DIRECT COSTS 

I. Personnel 

A. Director, Office Research 
Institute: Three-Fourths 
time in Institute, One-
Fourth time classroom in
struction. Annual Salary 
(l2-month), $18,000 

B. Part-time Instructor 
(DBA or EdD Candidate) 
12-month 

C. Secretarial Assistant 
20 hours per week, 40 weeks, 
rate, $1.60 (average, rate 
based on classification) 

II. Employee Benefits, OASI, 5.2^ 
of salaries up to $7,800 

A. Institute Director $4o6 
B. Part-time Instructor 198 
C. Secretarial Assistant 67 

; i3 ,5oo 

3,800 

1,280 

671 
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PROPOSED BUDGET, DEPARTMENT OF BUSINESS EDUCATION continued 

V 

B. Institute Materials 

Instructional 
Materials 

Miscellaneous 

Services 

$980 
120 

VI 

Duplicating and Reproduction 

Instructional and Study 
Materials presented by 
instructors $380 

Duplication of Projects 65O 

Equipment 

A. Desk, Executive (2) 
($289 per desk) $578 

B. Chair, Executive (2) 
($130 per chair) 260 

C. Chair, Standard (2) 
($65 per chair) 130 

D. Table, Typing Mtl, 
w. (1) 65 

III. 

IV. 

Item 

Travel 

Travel--fares and/or mileage 
rates , number of days, per diem 
and rate for Director of Insti
tute 

Supplies and Materials 

A. Office Supplies 

Telephone $500 
Postage 180 
Office Supplies 720 

Amount Rt^qtiired 
for the Year 

1972-73 

1,500 

1,400 

1,100 

1,030 
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PROPOSED BUDGET, DEPARTMENT OF BUSINESS EDUCATION continued 

Item 

E. Chair, Typing (l) 

F. Cabinet, File (3) 
($65 each) 

$ 35 

195 

G. Typewriter, Selectric, 
IBM 500 

Amount Required 
for the Year 

1972-73 

H. Typewriter, Smith 
Corona, Model 250 

I. Dictaphone, T. C. 

VII. Rental Equipment 

Computer, 36O, IBM, Model 
50 ($50 per hour--esti-
mated 15 hours) 

VIII. Other Direct Costs 

Staff Travel (Estimated 
1250 miles at 12^ per mile) 

TOTAL DIRECT COSTS 

235 

J81 2,381 

750 

112 
127 ,562 
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Introduction to the Funding of 
the Institute 

Each individual, agency, or institution contracting 

for Office Research Institute services would be required to 

submit budgets which would balance the revenues against the 

expenditures of that project. It is hoped that, eventually, 

revenues from services performed through the Office Research 

Institute would be sufficient to make the Institute self-

supporting. 

Office educators are encouraged by the following 

statement made in support of a research institute by the 

Policy Commission for Business and Economic Education. 

This Commission recommended 

. . . the establishment, b3^ appropriate agencies 
and procedures, of an Academy or Institute for 
research in business and office education. 

One objective of this Institute would be to band 
together the best research talents for the pur
pose of identifying objectively problems deserving 
research in business and office education. Even 
more important would be a searching analysis of 
the contribution of business and office education 
to the growth and vitality of the American economy. 
. . . /"The Role of Research in Business and 
Office Education," BUSINESS EDUCATION FORUM, 
December, 1967, P. 20/ 

Local Funding 

The Office Research Institute would utilize the 

University's resources (faculty and facilities) to improve 

office procedures, which, in turn, should contribute sig

nificantly to the growth and vitality of the local economy. 

Thus, local businessmen might be approached for funds to 
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conduct office research. 

The Textile Chemical Research Laboratory at Texas Tech 

University is a prime example of area contribution to 

research. Because of the competition which exists between 

natural and synthetic fibers for the consumers' market and 

because Texas is the nation's leading producer of cotton, 

wool, and mohair, Texas Tech University now has an 

apparently unique laboratory equipped to study these pro

ducts. Projects such as finding new functional uses, 

creating various blends, and/or devising better finishing 

techniques for these Texas products are researched. The 

laboratory is used not only for research and instruction of 

Texas Tech personnel and students but also for research 

contracted with outside organizations. 

Cotton growers across the nation provide a part of the 

financial support for this laboratory through a tax of 31 

per bale of cotton. The revenues from this self-imposed 

tax is designated for research. /THE UNIVERSITY DAILY, 

Texas Tech University, September 19, 1967, p. lO/ 

The apparent success of the Textile Chemical Research 

Laboratory should prove to those interested in the field 

of office education--both representatives of business and 

educators--the value of a similar research laboratory to 

study problems related to the efficient functioning of the 

office. 

The City of Lubbock is involved in different types of 
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office work. In comparison with other cities of similar 

size, Lubbock appears to have a larger proportion of 

office-type businesses, than manufacturing businesses. For 

example, Lubbock has an "Office Park," whereas, many cities 

have "Industrial Parks." The larger the number of office-

type businesses in the city, the greater the amount of 

office service work w^hich might be performed by the Office 

Service Center for a fee. This money, earned in the Office 

Service Center for office services rendered for downtown 

businessmen, could be used to assist in the financial sup

port of the Office Research Institute. 

Interested office managers probably would willingly 

buy valuable research information published through the 

Institute. Subscription fees might be charged for reports 

published regularly. 

Contracts for research comparable to those entered 

into by the Textile Chemical Research Laboratory could also 

be classified as a possible source of financial support for 

the Office Research Institute. 

Research proposals submitted by faculty members, pro

cessed through the Organized Research Committee of each 

college and the Graduate School (which handles all state 

appropriated organized research monies at Texas Tech 

University), and funded under the State Technical Services 

Act, might contribute to the financial support of the 

Office Research Institute. Under the Technical Services 

Act, matching federal funds are provided for qualified 
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institutions to inaugurate programs through which valuable 

research findings can be disseminated to business and 

industry. 

A good program of disseminating research results to 

those within the trade area who need research results and 

in-service training programs could encourage local funding 

for an Office Research Institute. This type of program of 

dissemination is comparable to the past program regarding 

the training of minority secretaries by the Department of 

Business Education, Texas Tech University. In-service 

training programs will be a major responsibility of the 

Institute. 

Industrial Funding 

Because of the growing shortage of technically quali

fied workers, business apparently is finding it necessary 

to develop in-service training programs. These programs 

may be evidence that business leaders and educators should 

work together in planning opportunities relevant to the 

needs of office workers. The door should be opened between 

business and education since both are vitally interested in 

well-trained workers. 

As only one example of a cooperative venture between 

education and business, in I966 a new corporation, sponsored 

jointly by Time Magazine and General Electric Company, was 

created. This Corporation was concerned primarily with the 

development of instructional media and materials which would 
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promote easier and faster learning. It was reasoned that 

easier and faster learning would discourage students from 

dropping out of school, and that fewer dropouts would 

eventually result in less unemployment. 

Representatives from business and industry worked with 

educators to develop books, periodicals, motion pictures, 

videotapes, educational games, electronic teaching machines, 

and information storage and retrieval units. Early 

research efforts were directed toward the creation of these 

media and materials for the public schools; later efforts 

were directed toward colleges and universities, as well as 

for government and industrial programs. /"The Impact of 

the V. E. Act of I963 on Business Education," NATIONAL 

BUSINESS EDUCATION QUARTERLY, May, I966, ps. 54-59/ This 

project was funded entirely by interested industry. 

Several major publishers of business textbooks, such 

as Richard D. Irwin, Incorporated, and South-Western 

Publishing Company, sponsor institutes and seminars or have 

foundations which sponsor research. 

Companies which are directly related to office edu

cation, such as International Business Machines Incorpor

ated, National Cash Register Company, Undei^wood-Olivet ti, 

and other manufacturers of office machines, may be willing 

to make grants available for deserving projects carried out 

under the direction of the Office Research Institute. 

The Ford Foundation, an agency whicli lias done much to 

promote researcli, is anotlier source of financial suppoj^t 
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from industry. The Ford Foundation has helped with pro

jects of the International Center for Arid and Semi-Arid 

Land Studies (iCASALS) by sponsoring foreign students' 

study at Texas Tech University. Since the Ford Foundation 

is normally interested in worthwhile research projects, it 

may be willing to help support research efforts sponsored 

by the Office Research Institute. 

Many other members of business and industry are seek

ing answers to common office problems, thus may be willing 

to support research related to the office. 

Professional Organization Funding 

Professional organizations which are interested in 

office research are possible sources of support for the 

Office Research Institute. 

The Research Division of the National Business 

Education Association ( N B E A ) , directs efforts toward the 

formulation of nationwide research projects. 

Any support, verbal and/or financial, received from 

important professional organizations may help strengthen 

the proposals presented by the Office Research Institute to 

other prospective funding agencies. For example, support 

for the Office Research Institute by a well-known organi

zation such as NBEA should impress favorably both industrial 

and federal funding agencies w'hich contribute monies to 

conduct useful research. 

In 1965, Delta Pi Epsilon, an honorary business 
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education fraternity, exhibited its willingness to support 

research efforts by furnishing $l60,000 with which the 

implications of data processing on the business education 

curriculum could be determined. This two-year project was 

conducted through the University of Minnesota. /Anderson, 

"Application of Research Findings in Business Education," 

NATIONAL BUSINESS EDUCATION QUARTERLY, December, I965, 

p. 85/ 

Delta Pi Epsilon continued its interest in research 

by sponsoring a training institute in March, I967. This 

project was also partly funded by a research grant from 

the South-Western Publishing Company. The objectives of 

this institute were l) to develop two potentially fundable 

research programs for Delta Pi Epsilon to undertake on a 

national scale, and 2) to teach members to prepare success

ful research proposals. /Cook, "Research Training Insti

tute," DELTA PI EPSILON JOURNAL, August, I967, ps. I5-I7/ 

Both Delta Pi Epsilon and the National Business 

Education Association annually remind educators that they 

value research by jointly publishing a summary of business 

education research studies completed or in progress during 

the year. 

The Administrative Management Research Foundation, 

created by the Administrative Management Society in 1964, 

has voiced an interest in special research projects con

ducted by research professionals in areas of interest to 

business. This foundation is financed by chaptei and area 
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contributions. /Administrative Management Society, 

ADMINISTRATIVE MANAGEMENT SOCIETY NEWS, December, I967, 

p. 1/ 

Any organization which must deal with paper work 

should have a basic interest in a research organization 

such as the Office Research Institute. The Institute 

would have trained professional researchers on its staff 

as consultants and should be well-equipped to work 

cooperatively with all professional groups in solving 

problems common to office management. 

Government Funding 

One of the most important tasks facing business edu

cators is planning projects which justify to the taxpayers 

the use of money set aside under federal legislative 

programs. As of 1971, $18 million a year will be 

available to all phases of vocational education, including 

business education. If research projects can be organized 

to combine effectively the efforts of many people, the 

research results should prove to be much more valuable to 

both business and business education. 

Critics have questioned the inherent value of the 

traditional approach to research that promoted many segre

gated individual projects which are not a part of any 

organized master plan for research. Some even wonder if 

formal research studies for requirements for graduate 

degrees might well be deleted. /Fries, "Planning Research 
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Study in Business Education," NATIONAL BUSINESS EDUCATION 

QUARTERLY, December, I966, ps. 10-l4/ 

The Office Research Institute would assure that 

studies related to office problems would be well organ

ized, carefully conducted, and properly directed under the 

guidance of personnel especially educated in both research 

techniques and office problems. This leadership provided 

through the Office Research Institute should accomplish 

the following: l) improved quality of research and 2) 

development of more capable, research-oriented professional 

personnel. The improved quality of research should enable 

more valuable contributions to the field of business 

education; the capable research-oriented professional per

sonnel produced should assure bettei^ quality research in 

the future. 

Specific federal legislation sponsoring either indi

vidual or institutional research studies includes the 

following: 

1. Cooperative Research Act or Title IV Funds 

2. Vocational Education Act of I963, as amended 

3. Higher Education Act of I965, as amended 

4. Manpower Training and Development Act of 1962, 
as amended 

5. Economic Opportunity Act of 1964, as amended 

6. Mental Health Centers Construction Act of 
1963, as amended 

7. George Harden Act 

8 . Smi th-Hughe .s Act 
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The Office Research Institute would be eligible to 

apply for grants under the following specific sources of 

government financing: 

1. Mental Retardation Facilities and Community--
Mental Health Centers Construction Act of I963 

The intent of this program is to determine new 
and improved methods for educating mentally 
handicapped children and to develop systems by 
which educational personnel can make use of 
these new methods and techniques. 

2. Captioned Films for the Deaf 

This program performs specific services in 
terms of development, design, production, and 
training in the use of media and materials 
for the deaf. 

3. Vocational Educational Personnel Training Act 

The Vocational and Technical Education program 
supports projects that provide in-service and 
pre-service training to meet the needs for 
qualified vocational and technical education 
pers onnel. 

4. Elementary and Secondary Education Act, 
Bilingual Education 

This program is designed to stimulate and 
encourage the development and operation of 
new and imaginative programs, services, and 
activities which meet the special educational 
needs of children 3 to 18 years of age in the 
bilingual education area. 

5. The Manpow^er Development and Training Act of 
1962, as amended 

This act provides for occupational training, 
basic education, counseling, and supportive 
services for unemployed persons who without 
training cannot secure appropriate full-time 
employment. 

6. Federal Credit Union Amendments of I968, 
Consumei^ Credit Training 
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The Federal Credit Union Amendments of 1968 
provide for promotion, among the poor, of more 
effective operation of credit unions and related 
consumer programs. 

7. Vocational Education Act of I963, as amended 

This act was instituted for the purpose of 
providing opportunities in the following areas: 

a. Vocational Education Research 

b. Basic Grants to States for Vocational 
Education 

c. Vocational Education for consumer and 
homemaking 

d. Cooperative Education 

e. Vocational Education Curriculum Development 

f. Vocational Education Innovation 

g. Vocational Education--Planning and 
Evaluation 

The Bureau of Research of the United States Office of 

Education could prove to be a prime source of financial 

support for the Office Research Institute. This bureau 

now has five operating divisions of which two are labora

tories and research, and training and dissemination. 

Through the Bureau of Research, efforts are made to improve 

higher education by stimulating and funding educational 

research; and to support research activities at all levels 

by grants, contracts, and other arrangements financed 

jointly with the state or institution. 

The Bureau of Research is receptive to funding many 

types of projects which relate to both basic and applied 

research. This Bureau is especially interested in 
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stimulating innovations in the field of research training. 

/"U. S. Office of Education, Bureau of Research," BUSINESS 

EDUCATION FORUM, February, I966, p. I9/ 

Summary 

Adequate funding is a prerequisite to the success of 

any research project. Inadequate funding will lead only 

to a superficial investigation of research problems. 

Proper funding will be a major determinant of the 

success of the Office Research Institute. The amount to 

be requested as a line item on the University budget for 

the first year's operation of the Office Research Insti

tute will be 327,562. This budget covers the salaries of 

the professional personnel, as well as travel, supplies, 

materials, services, equipment, and computer time. 

The Office Research Institute, through research 

grants and consulting operations, however, should become 

self-supporting at the beginning of the second year. 

Supportive funds for the Office Research Institute 

may be solicited and obtained from both internal (within 

the University system) and/or external (outside the 

University system) sources. 

Internally, the funds could be allocated from either 

a general budget appropriation or as a part of the 

University institutional research monies. 

Externally, the svipport could be derived from the 

following sources: 
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1. Business 

2. Professional organizations 

3. Federal Government organizations 

4. State and/or local government organizations 

Industrial funding would be a possible source of 

financial support for the Office Research Institute. The 

monies that companies spend for the development of in-

service training programs could be routed to the Office 

Research Institute. Also, companies directly related to 

office education, as IBM Corporation, A B Dick Corporation, 

and Dictaphone Corporation, should be most interested in 

the research activities of the Office Research Institute. 

Support by professional organizations such as the 

Administrative Management Society could aid in strengthen

ing proposals to other prospective funding agencies. 

The federal funds could be requested from such acts 

as the Manpower Development Act, the Economic Opportunity 

Act, the Vocational Education Act, and/or the George Barden 

Act . 

The Bureau of Research of the United States Office of 

Education is another prime source of financing for the 

Office Research Institute. Bureau of Research funds are 

allocated to accomplish the stimulation, at all levels, of 

educational research. 

Local funds could be derived from companies which 

would benefit from researcli in the office. Also, support 

monies could be generated fo3^ research through the Office 
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Service Center. Companies which have office work to 

complete would be indirectly contributing to research by 

contracting for the services offered in this Center. In 

addition, funds collected as subscription fees from local 

businessmen for Office Research Institute publications 

would assist in the support of the Institute. 

Any organization which must deal with paper work 

should have a basic interest in a research organization 

such as the Office Research Institute. Since the Office 

Research Institute could be tmsted to perform adequately 

the research necessary to promote efficient functioning of 

an office, agencies of business, industry, and government 

could well afford to support, financially, the Office 

Research Institute, the personnel of which would be 

experts in both research techniques and office management. 



CHAPTER VI 

THE OFFICE OF THE FUTURE 

Introduction 

Tomorrow . . . Tomorrow . . . Tomorrow . . . 

The world is witnessing the birth of a new decade 

full of change. Change is the theme of today and the 

action of tomorrow in the business world. Change, growth, 

and progress will take place in all phases of business--in 

the research laboratory, in the factory, in the office. 

Where will change and progress take business? Where can 

we expect to find the office in ten, twenty, or thirty 

years? It is hard to predict when the office will be a 

total electronic control center linking all phases of the 

business together. At the present time, the office is a 

linking device for the total business system through the 

use of terminal units to connect the branches to the cen

tral office. The probable answer to the problem of change 

in the office is continued research and development, time, 

and a great amount of patience in order to refine and fit 

the many parts of the future office system puzzle together. 

If the changes and accomplishments of the next thirty 

years equal or exceed the changes of the last fifty years, 

predictions of the future regarding the anticipated develop

ments in the office are hardly adequate. Present knowledge 

112 
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may not be broad enough to cover the possible range and 

extent of improvements and innovations of the year 2000. 

Consider, as an example, the almost unbelievable 

changes since 1900, in office equipment. Research has con

tributed to the change in equipment in the past; research 

will continue to contribute to office equipment changes in 

the future. There is a constant flow of new equipment 

into the market. New equipment and techniques are replac

ing old equipment and techniques at a rate that is growing 

faster. For example. Eastern New Mexico University's 

Computer Department has progressed through five different 

automated data processing systems in eight years. 

The function of the office is "to perform a service 

for various operations of a business." /jones, TRENDS IN 

OFFICE MANAGEMENT AS REVEALED IN THE LITERATURE, 1913-

1962, WITH IMPLICATIONS FOR THE FUTURE OF OFFICE >L4NAGEMENT 

AND FOR A COLLEGE CURRICULUM, unpublished doctoral disser

tation. University of Colorado, 1964, p. lO/ Since busi

ness operations are growing at an ever increasing rate, it 

is logical to assume that the subsystems of business will 

become more dependent upon the office of the future. "The 

continued development of the economy will result in demands 

for steadily increasing amounts of information, which the 

office will be expected to supply." /Jones, TRENDS IN 

OFFICE MANAGEMENT AS REVEALED IN THE LITEl^TURE, 1913-1962, 

WITH IMPLICATIONS FOR THE FUTURE OF OFFICE MA.NAGEMENT AND 

FOR A COLLEGE CURRICULUM, unpublished doctoral dissertation. 
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University of Colorado, 1964, p. 323/ 

The Office Research Institute will be concerned with 

change in the office. In order to effect major changes in 

the office, many problems must be solved, including the 

development of the required technology; design of new sys

tems; and, perhaps most important, social adjustment by 

the workers. All of these challenges indicate a genuine 

need for an Office Research Institute to instigate inno

vation in the office. The technological and systems design 

for the future office can be planned through continued 

research and development. 

Projections into the future of the office with 

emphasis toward research by the Office Research Institute 

are presented in this chapter. Speculations regarding such 

facts as office personnel and productivity, humanistic 

aspects of the office, future administrative manager quali

fications, future office personnel, future office design, 

training of future office workers, and equipment of the 

future will be briefly outlined. 

Office Personnel and Productivity 

Versatility will be an essential feature of tomorrow's 

office workers. Secretaries will be given increased amounts 

of responsibility and authority. Dr. Donald B. Roark, Dean 

of the Institute for Certifying Secretaries, said: "In our 

enlightened era, there is no such thing as a learned secre-

tarv--only learning secretaries . . . tlie secretaries must 
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become 'think oriented'." /Englund, "Change and Challenge 

Ahead," THE SECRETARY, June/July, 1967, p. 50. 

The potential shortage of office personnel is becoming 

a serious problem to industry. According to Table 1, page 

11, clerical or office workers will increase to I6.7 per 

cent of the total labor force by 1975- The educational 

level of the office employees of the future, wrote Payne 

and Swett, will increase. By the year 2000, the extent of 

specialization will require much more education and train

ing than is necessary today. /Payne and Swett, OFFICE 

OPERATIONS IMPROVEMENTS, 1970, ps. I3-I5/ 

According to Charles Henderson, Vice President of 

Marketing for Art Metal Corporation, office workers in 

I98O will represent 50 per cent of the employment work 

force. The number of office jobs will double again by the 

year 2000. /"The Offices of the 70's," MODERN OFFICE 

PROCEDURES, January, 1970, p. 20/ 

The productivity of office workers, according to 

Sylvia Porter, could become management's biggest headache. 

In an interview with James H. Duncan, chairman of Wofac 

Company, a leading international management consulting 

firm, Sylvia Porter stated: 

We have learned over the years that workers want 
to be productive rather than merely to put in 
time on the job. It follows that the more pro
ductive they are; the better paid they are. 
Since this country for so many years was pro
duction oriented, we were able to develop and 
install various methods of measuring and con
trolling^: production. However, we tended to ignore 
the white-collar worker. Thus, today some 80 10 
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85 per cent of all production workers are sub
ject to work standards, while this is true of 
only about 5 per cent of all office workers. 

White-collar and service workers now form the 
fastest growing economic groups in terms of 
employment, yet show the slowest rate of increase 
in productivity. During the past two decades, 
while total man-hours worked in the U. S. rose 20 
per cent, service man-hours, including the white-
collar group, increased 40 per cent, but with no 
improvement in real output per man-hour. 

Studies show that at least 17 per cent of the 
time the average businessman's office employees 
are literally doing nothing except walking around 
or talking. 

In addition, there is an average loss of 28 per 
cent through plain inefficiency. 

Productivity not only can be measured, but it then 
also can be controlled if you have proper incen
tives and disciplines. /Porter, "Time Key in 
Offices," LUBBOCK AVALANCHE-JOURNAL, 4 May 1970, 
sec. A, p. 7, col. 1, Lubbock, Texas/ 

With increasing demands upon the office, what will be 

the effect on the human elements of production, the office 

workers ? 

Humanistic Asnects of the Office 

Basic management theories of the future may be based 

on the concept of systems and subsystems. Management will 

probably involve systems of people as well as systems of 

machines. People, wrote Kleinschrod, will be an integral 

part of the future management theory, the "new humanism." 

Management will involve more than the problems of designat

ing work for employees to do and trusting them to do it. 

Management will involve motivational drives. The manager 
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must understand the inner person within the worker--his 

hopes, needs, aspirations, and pleasures. Management will 

break away from the traditional form of supervision. The 

employee will not be given work with strict instructions of 

what to do and/or what not to do. He will be given the 

responsibility of planning and making the decision based on 

his own creativity. The office will generally ha.ve a 

liberal attitude. Flexibility will be a unifying factor in 

all phases of the office. Such flexibility and freedom is 

a motivational measure for encouraging self-actualization 

on the part of each employee. /Kleinschrod, "Management 

and the New Humanism," ADMINISTRATIVE MANAGEMENT, January, 

1970, p. 24/ 

These ideas could be stated conceptually as shifting 

personnel policies. The major shifts, according to 

Kleinschrod in "Management and the New Humanism," ADMINIS

TRATIVE >L4NAGEMENT, January, 1970, p. 25, will be along the 

following lines: 

1. "Management will be less a matter of delegating 
limited responsibility and more the art of 
motivating open-ended creativity." 

2. "People will be fitted less into pre-set jobs; 
but, rather by talents and the things they like 
to do." 

3. "Work will be performed less out of duty and 
more out of self-satisfaction." 

4. "Working arrangements will become more flexible. 
The jobs will be brought to the part-time 
people, for instance housewives, instead of 
biingin^^ the people to the work. This will 
mean more people with less hours." 
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5. "Companies, within limits, will allow more 
individuality in matters of dress and groom
ing. " 

6. "Companies will reach out to youth and more 
readily accept their values." 

These policies will allow administrative management to 

utilize the factors of human motivations, drives, pleasures, 

and emotions. To obtain maximum effort from an employee, 

these factors must be taken into account so that personnel 

will not look at the job as a chore; but, as something they 

enjoy doing and enjoy doing well. 

The manager's relationship with the new machines is 

going to be important in the future office. He will know 

how to utilize these machines efficiently. In "Management 

and the New Humanism," ADMINISTRATIVE MANAGEMENT, January, 

1970, p. 25, Kleinschrod claims that managers of the future 

will have to understand that profits and management have 

their own ecologies and that they grow or wither in balance 

with all the interrelated elements of the surrounding 

system. Therefore, managers will have to answer such 

questions as: 

1. "How healthy is our profit picture if predicted 
on processes detrimental to the outside environ
ment?" 

2. "How productive is our inside environment if 
we subject our best people to a crushing 
corporate rat-race?" 

3. "Are we doing things to people that people 
shouldn't have to take--what's this costing 
us ? " 
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4. "Are we getting the best return on our human 
capital--or is the growth of this human 
potential stultified in a barren organi
zational climate?" 

The manager of the future will need to be a generalist 

with fields of interest to include ecology, but he will 

also need a healthy kind of introspection, a tolerant kind 

of empathy, and a creative instinct for getting the best 

from the staff. 

Some of the issues with which administrative manage

ment theory will have to concern itself are pace of changes, 

overload of services, tension of minorities, extension of 

leisure time, shortage of workers, women liberation move

ments, and positiveness of youth. The manager must make 

sure he is able to cope with these developments or he will 

not be able to meet demands for personnel and production in 

the future• 

Management Theory as Applied 
to the Office 

The office environment is a concern of administrative 

management and an important segment of the future office, 

Douglas McGregor, late professor of management at MIT, 

recognized two theories on human nature--Theory X and 

Theory Y--people need controls vs. people can be trusted. 

/"Socio-Physical Design," OFFICE DESIGN, March, I969, p. 26/ 

Theory X relies on authority as the primary means of control 

in industry. McGregor stated that resistance, restriction 

of output, indifference to organizational objectives, and 
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refusal to accept responsibility which results in inade

quate motivation for human growth and development are 

characteristics of Theory X. 

Theory Y is developmental and uses knowledge about 

human motivation and organized effort to encourage greater 

realization of both individual and organizational goals. 

McGregor believed that this theory encourages creativity, 

fulfillment, innovation, and identification of the indi

vidual with corporate goals. /"Socio-Physical Design," 

OFFICE DESIGN, March, I969, p. 26/ 

Offices have traditionally been managed on the basis 

of Theory X; but Theory Y should be utilized in the office 

of the future. Theory Y will be instrumental in explain

ing the action of management in the future because office 

workers, being more highly educated and better trained 

than the present, will demand the goals identified with 

Theory Y. If creativeness and innovation are desired, 

only management in accord with Theory Y can provide the 

proper climate. 

According to Zinser, authoritarian management (Theory 

X) will cease. In the future, the office will depend upon 

"increased cooperation brought about by a higher level of 

education and a more intensive evaluation of scientific 

knowledge." /Zinser, "Changes in Office Administration in 

Industry," THE BASF REVIEW, October, I969, ps. 152-133/ 
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Qualifications of the Future 
Office Mana,',ers 

The duties of the office manager will have to be 

expanded to encompass the full scope of a manager's 

enlarged tasks and responsibilities. The manager's 

position will be elevated to a higher, more prestigious 

level commensurate with his responsibilities. The manager 

will be relieved of the routine work so that he will be 

free to concentrate on creative planning. The routine 

paper work will be handled by computer systems or elec

tronic data processing systems. In addition to automation 

and computerization, specialization of employees will take 

much of the routine jobs out of the scope of the manager 

through the use of the concept of management by exception. 

There will be specialists in every area of the office. All 

of the specialists will be interrelated or connected by 

their common knowledge of the long-range objectives of the 

business. 

The future administrative manager, according to 

Fulmer, cannot restrict himself to his own department, to 

his own corporate branch, to his own company, or to his own 

country. He must be a communications specialist whose 

decisions are communicated far outside his immediate range. 

Because he is a subsystem within a total system, his 

decisions will affect other departments, other branches of 

the corporation, other firms, the economies of other 

countries, even the research and progress made outside 
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earth's planet. In short, all managers within a firm are 

interdependent. /Fulmer, "Juggernauts to Systems Synchro

nizers," ADMINISTRATIVE >LA.NAGEMENT, January, 1970, ps. 45-

47/ 

Although the administrative manager, relieved of 

routine work, will be able to be more highly specialized, 

he will never escape the need for flexibility''. He must 

always have the qualities of adaptibility and flexibility. 

He will need to take a broad overall view of the goals. A 

manager of a certain department must be able to see his 

department as a subsystem of the total system. The manager 

of the future must recognize the scope of his responsibili

ties as a decision-maker. 

Administrative managers of the future will integrate 

and coordinate productivity, profitability, and people into 

the "new humanism," according to Kleinschrod. To coordi

nate these factors, to communicate the results of the 

factors, and to plan accordingly, more education and 

training will be required than ever before. The learning 

process will be continual. Knowledge must be increased 

constantly to avoid obsolescence of ideas and theories. 

Kleinschrod wrote that the manager of the future must be an 

organizer, integrator, and an implementor of systems and 

subsystems. /Kleinschrod, "Management and the New 

Humanism," ADMINISTRATIVE MANAGEMENT, January, 1970, p. 24/ 
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Future Office Personnel 

Seemingly, all office personnel will be affected by 

the changes of the future. The clerical segment of the 

office will probably be the most directly affected group 

because of the changing technology of the office. The 

clerical employees of the business world carry a variety of 

occupational titles. Highly specialized secretaries, 

skilled title searchers and examiners, electronic computer 

operators, bank tellers, office machine operators, book

keepers, typists, receptionists, telephone operators, and 

messengers are all considered to be clerical workers. 

/"Office Workers in the 70's," THE SECRETARY, February, 

1970, p. 22/ The fact that all of these groups share the 

same broad classification, even though there is such a 

variety of educational and skill requirements, probably 

causes confusion. The National Industrial Conference 

Board, however, has attempted to eliminate this confusion 

by refining the categories as indicated by Table 2, 

page 12. 

Routine duties for office workers will include plan

ning, organizing, making decisions, and negotiating. The 

office worker must be able to work methodically and be 

able to assist in detennining the aims of the company by 

realizing the interrelationships between the various tasks, 

/zinser, "Changes in Office Administration in Industry," 

THE BASF REVIEW, October, I969, p. 132/ 

The secretary v.ho uses good judgment and who takes 
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initiative in and responsibility for accomplishing the 

goals of the organization will never be replaced by a com

puter. /"Office Workers of the 70's," THE SECRETARY, 

February, 1970, p. 22/ Technological innovations and evo

lutions will upgrade the secretary to a more influential 

position. Since she will be relieved of routine and 

repetitious tasks, she will be in a position to become a 

communications agent, a public relations agent, and an 

administrative manager for her company. She will be faced 

with new challenges brought about by computer-oriented 

businessmen and computer-oriented systems and procedures. 

Additional education and training will be necessary for 

her to meet these challenges. Just as the secretary of 

the past w^as expected to convert to electric typewriters 

from manual typewriters, the secretary of the future must 

convert from electric typewriters to automatic typewriters 

and computer systems. 

As indicated by Table 4, page 125, secretaries and 

stenographers make up the largest portion of clerical 

workers. The employment of clerical workers will increase 

as the size and complexity of the business organization 

progressively increases. /"Office Workers in the 70's," 

THE SECRETARY, February, 1970, p. 22/ Secretarial duties 

will never remain constant. By the late 1980's, voice-

controlled typing may become a reality; thus, changing the 

complexion of the secietary's Job. /"Office Workers in the 
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70's," THE SECRETARY, February, 1970, p. 23/ However, the 

literature has been advocating the voice-controlled type

writer since the 1950's. The voice-controlled typewriter 

will make it possible for more work to be done in a much 

shorter time due to automation and specialization. The 

logical outcome will be an increase in output per worker. 

Use of photocopy machines and interoffice and inter-city 

electronic communications devices will greatly- reduce the 

amount of time spent on routine, time-consuming duties. 

/"Office Workers in the 70's," THE SECRETARY, February, 

1970, p. 22/ 

TABLE 4 

SELECTED CLERICAL EMPLOYEES^ 

Percentage 
Change 

Occupation 1965 1975 1965-1973 

Electronic Computer 
Personnel 100,000 240,000 +l40.0 

Office Machine 
Operator 325,000 660,000 +103.1 

Typists 640,000 875,000 + 36.7 

Secretaries and 
Stenographers 2,223,000 2,825,000 +27.0 

Bookkeeping 
Personnel l,l60,000 1,350,000 + l6.4 

Telephone 
Operators 375,000 430,000 + l4.7 

^"Office Workers in the 70's," THE SECRETARY, 
February, 1970, p. 24. 
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The number of bookkeeping employees, the second larg

est group of clerical employees, is expected to increase 

in the future, but at a slower rate than in the 1960's. 

The use of more and more automated bookkeeping systems will 

slow the rate of increase of employees. In contrast to the 

relatively small increase in bookkeeping workers of the 

future, there will be a very high increase in the percent

age of electronic computer operators. 

Some members of the office staff probably will resist 

change until they are forced to change or retire from the 

organization. Businesses must strive to change workers' 

habits prior to installing new methods or machinery. 

/Nowalki, "The Importance of Automated Control," AUT0M4TICA, 

September, I969, p. 547/ Office workers will need to 

become accustomed to living in a continually changing 

world. They will need to forego old habits, fields of 

activity, and procedures in which they had become experi

enced. /Zinser, "Changes in Office Administration in 

Industry," THE BASF REVIEW, October, I969, p. 152/ 

Requirements for future office leaders will include 

a good general education, adequate knowledge of the job, 

and an understanding of the relationships within the labor 

force. /zinser, "Changes in Office Administration in 

Industry," THE B-A.SF REVIEW, October, I969, p. 153/ 

Employees will alw^ays be motivated by social purposes , 

and businesses musi allow for this factor in their attitudes 

and actions. /Dawson, "The Human Concepts: New Philosophy 
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for Business-Marketing Concept Outmoded Today," BUSINESS 

HORIZONS, December, 1969, p. 38/ Businesses must find a 

way to correlate the motivations of employees with the 

goals of the company. 

Future Office Desi/^n 

Layout of the Office 

The "new humanism" of the business world will be 

reflected in the physical layout of the office. The needs 

of men will probably be the basis upon which office layout 

will be determined. Man must be able to adjust to his 

environment before he can use the tools of his environment. 

The office must be more than a neutral area for performing 

work--it must be a flexible institution capable of moti

vating workers to create and communicate. /"The 'Office 

Look' of Tomorrow," ADMINISTRATIVE MANAGEMENT, January, 

1970, p. 30/ 

The physical surroundings of the office should be 

flexible so as to change with the changes in patterns of 

work. Therefore, as office work becomes more oriented 

toward integrated systems approach, the office will also 

become a systematic whole. The office will become the 

integrated part of the total system. The office will be a 

unified system allowing face-to-face contact among people. 

Each employee should be able to relate to all other 

employees for tlie accomplishment of unified goals. /"Small 

Private Offices, More Color," ADMINISTRATIVE MANAGEMENT, 
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January, 1968, p. 26/ To promote free employee contact and 

communication, the office will be "landscaped." This 

arrangement involves dividing a large office space into 

many semi-private work areas with the use of portable 

screens, plants, storage units, and desks. The open-area 

office allows for a saving of money and floor space. 

Supervision will be more effective when managers are in 

close contact with employees. The openness of the office 

should induce openness of work and ideas, thus breaking 

down traditional barriers between managers and employees. 

/"A Democratic Landscape," OFFICE APPLIANCES, May 1, 1969, 

ps. 74-76/ 

An office layout must be stimulating as well as 

functional. Man needs more than a chair that doesn't give 

him a backache and an adjustable desk. The layout will 

cease being a neutral environment and will become a stimu

lating place to communicate effectively. /Kleinschrod, 

"Management and the New Humanism," ADMINISTRATIVE MANAGE

MENT, January, 1970, p. 30/ Objects such as plants, 

sculpture, and pictures will be used to increase stimu

lation. Executive offices, according to Kleinschrod, will 

be furnished to allow more freedom of movement and to 

provide an informal atmosphere. The executives will no 

longer be separated from the ebb and flow of the organi

zation, but will be able to have their fingers on the pulse 

of operations. Thus, they A%-ill be able to meet key people 

whom thev would ordinarily meet only by chance. 
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Offices where decision making is the primary function 

will be divided into two main areas. One area will serve 

as an information center; the second, an informal setting 

for meeting and discussion. Offices will be designed to 

facilitate human interest and understanding. Employee 

participation will be solicited from all departments. 

/Kleinschrod, "Management and the New Humanism," 

ADMINISTRATIVE MANAGEMENT, January, 1970, p. 31/ 

Because office layout will encourage individualism 

through neater informal design, large office areas will be 

designed to motivate the worker to perform well for the 

lulfillment of his own personal goals. The worker's per

sonal goals can be identified with the company goals 

because of the more personal atmosphere of the new office 

concept design. /"A Democratic Landscape," OFFICE DESIGN, 

March, I969, p. 28/ 

Experimental Offices 

One major approach to future physical appearance of 

the office is called the Quickborner approach. /"Making 

Office Walls Come Tumbling Down," BUSINESS WEEK, May 11, 

1968, ps. 56-8/ Basic to this approach is the belief that 

findings of behavioral scientists can be of assistance to 

office planners. Traditional office buildings often 

follow the corporate organization chart, that is, executives 

on the top floor, sales people on a lower floor, accountants 

on still another floor and so on. Less attention probablv 
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is paid to the interaction of people than to their place 

in the hierarchy. 

Some businessmen call the Quickborner concept "office 

landscaping." The idea is to arrange this landscape to 

follow natural lines of work flow and communication. The 

walls of many a private office could be replaced by 

planters and free standing screens. In the cause of a 

smoother flow of communication, some executives may not 

have a name-plated door ,to go with the carpet on the floor. 

Even a president may have a space in the middle of an 

office with only a bit of shrubbery between him and his 

accounting department. /"Making Office Walls Come Tumbling 

Down," BUSINESS WEEK, May 11, 1968, ps . 56-58/ Another 

saving in the Quickborner method comes when offices must be 

rearranged to make space for new ones. 

Another development in office appearance is modern

istic decor. Drab furnishings do not fit into the office. 

Buildings will be specially designed to fit a company. 

Companies will become more anxious than ever to establish 

distinct identities. An identifying image works both 

inside and outside the company. As companies open more 

branches, they can use their unique decor to create 

identity. 

The new furnishings revolution has just begun. Busi

ness is now confronted with a technological revolution and 

a swelling demand for sophisticated office furnishings to 
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accommodate the electronic era. /"Putting a New Face on 

the Office," BUSINESS WEEK, September 13, I969, ps. 152-58/ 

In the future, the average office probably will have a 

much more distinctive appearance than it has today. As 

American homes become more interesting and more individual, 

people are transferring these same demands for individu

ality to the environment in which they work. Businesses 

no longer are afraid to vary their offices from the typical 

ones of the past. Offices of the future Avill portray more 

informality, more warmth, and less intimidation. 

To consider a specific area of office design--desks, 

one can see that changes will occur. Most management con

sultants, office planning specialists, and ordinary busi

nessmen probably foresee dwindling use by top executives of 

the conventional desks. More and more the trend is to the 

deskless office for the chief executive of the firm. 

Emphasis is now placed upon an intimate grouping of chairs 

and a homey atmosphere. 

Lawrence Lerner's and Douglas Wheeler-Nicholson's con

cepts of an ideal office support the basic ideas of the 

Quickborner approach. Each office is shaped in a circular 

pattern. Wheeler-Nicholson prefers an area which is void 

of walls, as shown in Figure 11, page 132. Lerner, as 

shown in Figure 12, page 133, employs a basically open-

office design, but, he specifies each area with a two-step, 

sunken room and sliding glass doors which afford him 

privacy when desired. 
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Figure 11 

Wheeler-Nicholson's Executive Suite* 

AftklSTAMT 

Pta^LAV KIOSM 

pucMOCNr a 
o r r i c « 

•^Lerner and Wheeler-Nicholson, "Revolutionary Ideas for the 
Executive Suite," BUSINESS MANAGEMENT, October, 1968, p. 36 



133 

C\i 

u 

•H 
fa 

* 
CD 

- P 
•H 

m 

> 

•H 
-P 
O 

o 

W 

U 
Q) 

-I 

0) 
> 

^ 
y 

::; 00 

O (D 

CD C 

M Iz; 
-^ W 
0 S 
^ W 
o O 

• <! 

CD (/) 

^ iz; 
:2 H 

O 0) 
^ -p 
H •-' 



134 

The conference room, wrote Wheeler-Nicholson, is an 

integral part of the office complex, to be used when large 

groups have to confer or be briefed. A tiered seating 

arrangement lets people sit and relax on more than one 

level. "People can stand if they wish," Wheeler-Nicholson 

observes, "and move in and out as they are needed or inter

ested." It has been found that this less rigid approach to 

the conference promotes a free exchange of ideas without 

sacrificing control from the center of the floor. /Lerner 

and \^^heeler-Nicholson, "Revolutionary Ideas for the Execu

tive Suite," BUSINESS MANAGEMENT, October, 1968, ps. 28-33/ 

For an informal meeting, the kiosk (a folding display 

unit) (see Figure 11, p. 132) can remain closed to provide 

a sense of easy access. With its two wings opened up, the 

unit fills the enclosure between the conference area and 

central foyer, giving the group an atmosphere of privacy. 

"Just as important," notes Wheeler-Nicholson, "the unit is 

used to present displays or whatever graphic illustrations 

a briefing may call for." /Lerner and Wheeler-Nicholson, 

"Revolutionary Ideas for the Executive Suite," BUSINESS 

MANAGEMENT, October, 1968, p. 36/ "The podium at the cen

ter of the office is a focal point for the executive. It 

is a good place for a quick exchange of information, or 

for the executive to have a few words with a visitor when 

there is no time for a prolonged discussion. This may not 

be the latest commtmications miracle of the electronic age," 

l\Iieeler-Nicholson admits, "but it does suit the sittiation. " 
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/Lerner and W^heeler-Nicholson, "Revolutionary Ideas for the 

Executive Suite," BUSINESS >LANAGEM£NT, October, 1968, 

ps. 37-39/ 

A large dome--made with alternating vertical sections 

of fiberglass, reinforced plastic, and tinted, tempered, 

solar-bronzed glass--covers the office complex of Lawrence 

Lerner (see Figure 12, p. 133). The smaller work areas to 

the right and left of center protrude from a large dome and 

are covered by smaller domes. In the center of the large 

dome is a cylindrical skylight. The office contains a 

conference facility to accommodate seven people efficiently, 

yet informally, at a round table. An 80 square foot area 

provides Lerner's secretary with all the working, filing, 

typing and communicating space she needs. This private 

niche can be closed off in the same manner as the other 

four areas with a sliding, pie-shaped panel of clear, 

tempered, electronically operated glass. According to 

Lerner, at the management information center, data on the 

corporate, manufacturing, accounting, financial and market

ing functions will be available through an on-line, real

time computer terminal. Data can be viewed either in 

printed form or by cathode-ray tube projection. The dome 

is equipped with a microfilming retriever and reviewing 

station and an electrostatic copier. A battery of 

television-typo tubes is hooked tip to the intracompany 

telephone system. "An adage in our company says that, if 
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your airline bill is higher than your telephone bill you 

are doing something wrong," Lerner stated. "The face-to-

face telephone conversations among executives spread out 

all over the country will run up quite a telephone bill, 

but it will be a worthwhile expense if we can cut travel 

delays and airline costs." /Lerner and Wheeler-Nicholson, 

"Revolutionary Ideas for the Executive Suite," BUSINESS 

MANAGEMENT, October, I968, ps. 38-39/ 

Wheeler-Nicholson's design. Figure 11, page 132, for a 

$24,000 office is considerably more modest than that of 

Lerner's $55,000 office (Figure 12, p. 133). /Lerner and 

Wheeler-Nicholson, "Revolutionary Ideas for the Executive 

Suite," BUSINESS MANAGEMENT, October, I968, ps. 28-33, 

36-37/ Wheeler-Nicholson uses movable partitions to 

separate sections of his building. This design makes his 

office more functional and less decorative than Lerner's 

which has a private living room, sliding glass doors, and 

an elaborate skylight. 

Another speculation as to the composition of the 

future office was imagined by William A. Lape in "The Home 

Office of the Future," JOURNAL OF SYSTEMS MANAGEMENT, 

April, 1970, p. 28. According to Lape, the home office of 

the future will be a combination of two elements: l) a 

centralized electronic data processing operation containing 

the company's data bank and message-switching center, and 

2) electronic tie lines to homes of the company's employees. 
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Technology, however, will not permit the establishment 

of an office complex of this nature for many years. The 

core of a system of this nature would be the centralized 

computer complex. The computer would store, process, and 

retrieve all of the company's information requirements and 

act as the main control device. 

To handle the enormous amount of information gener

ated, an almost unlimited amount of memory storage would be 

required. With the cost per unit of computer storage being 

too expensive relative to the traditional methods of 

storage today, the requirement for an office system of this 

nature would be an inexpensive memory storage. As the cost 

per unit of computer storage is reduced drastically and 

internal speeds improved, an information system of this 

type would become economically feasible. 

There have been three generations of computers; the 

fourth generation is in the planning stage. It is probable 

that continued research in memory systems could yield the 

required storage at a practical cost. 

With a concept of decentralization of this nature, 

the traditional office complex would be obsolete. 

There has been much conjecture as to the future layout 

of the office* The following question, however, needs to 

be answered: What is the most feasible layout to provide 

the necessary information flow for decision making? One 

function of the Office Research Institute will be to 
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investigate office layouts, to determine the most feasible 

one. 

Equipment of the Present and Future 

The procedures of data processing have advanced 

through history from manual operations to mechanized oper

ations. By the end of the twentieth century, emphasis will 

be mainly upon automated systems with some inclusion of 

manual and mechanical operation when necessary. 

Machines of the future will vary from the most compli

cated engineered computer system to an easy-to-operate 

copying machine. Manufacturers of office machines, however, 

are tending to base their machine designs on the principle 

of ease-of-operation. In the future, office machines will 

not be separate pieces of equipment. The office machines 

will be a part of an integrated information system. 

Systems designs stress "doing the whole job" whether it is 

in the area of data processing, duplicating, or typing. 

/"Simpler to Operate, Systems-Designed," ADMINISTRATIVE 

MANAGEMENT, January, 1968, p. 24/ 

In future generations, a total information, real-time 

system will be developed which will be faster, smaller, 

and more versatile than the system utilized today. Com

puter systems will appear in desk units. Desk-sized calcu

lators are at the present equipped with information display 

screens and small serviceable memory units. Paper will 

still be necessary--for some correspondence and to make 
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hard copies of information from microfilm--but more effi

cient systems of information handling will lessen the 

volume of paper required. For example, a direct computer-

to-computer system has been developed to allow for auto

mated travel arrangements. 

Communications systems in the business world must 

change and improve at a greater rate than ever before as 

the need for better informed employees increases. Tele

phone equipment will improve to the point that telephone 

companies will be able to handle the increase in calls with 

a small increase in the number of operators. However, the 

use of PBX services will necessitate a big increase in 

operators outside telephone companies. /"Office Workers in 

the 70's," THE SECRETARY, February, 1970, p. 22/ 

"Custom" communication services may be fed into the 

home, office, or school through a coaxial cable or "micro

wave pipe." This will permit direct access to the office. 

This service will be designed specifically for each client 

and transmitted by microwave to the needed area. Tele

phone users will be able to find whatever information they 

desire from the computer file system. /Booker, "Profiles 

of the Future," BUSINESS HORIZONS, April, I969, p. 8/ 

By 1978, a "National Institute of Learning" will probably 

be created as a national research and development center. 

/Booker, "Profiles of the Future," BUSINESS HORIZONS, 

April, 1969, p. 9/ The Office Research Institute could 

contribute to this t esearch and developmojit center. 
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Interoffice communication will improve as systems 

operations become more familiar to employees. Improvements 

such as computer storage for records, will permit central

ized record keeping for large firms and governmental 

agencies. /"Office Workers in the 70,s," THE SECRETARY, 

February, 1970, p. 22/ The law profession is studying the 

feasibility of a central law library at the present. This 

library would be accessible to all lav/yers for a fee. 

Centralized filing departments will be almost revolution

ized by the use of closed-circuit television equipment. 

Closed-circuit television will make it possible to project 

documents and information on screens located in all offices 

and conference rooms of the company. /jones, TRENDS IN 

OFFICE MANAGEMENT AS REVEALED IN THE LITERATURE, 1913-1962, 

WITH IMPLICATIONS FOR FUTURE OF OFFICE MANAGEMENT AND FOR A 

COLLEGE CURRICULUM, unpublished doctoral dissertation, 

1964, University of Colorado, ps. 323-25/ 

The question of economical storage of information 

comes to the forefront. Will the information be stored on 

microfilm, videotape, or computer disk? At the present, 

microfilming appears to be one of the efficient and 

economical methods of information storage. Information 

stored on microfilm will be centrally placed in libraries, 

so as to facilitate rapid retrieval. Transmittal of the 

information will be accomplished by either the use of 

facsimile equipment (the transmission and reproduction of 

printed matter by a process involving the use of radio 
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broadcast), by closed-circuit television equipment or by 

computer transmission equipment. The compact storage of 

microfilm will greatly reduce the space and the cost 

presently involved in bulky filing cabinets. /"Management 

and the Information Revolution," ADMINISTRATIVE MANAGEMENT, 

January, 1970, p. 28/ As an example, Texas Instrument 

Supply Company installed an information retrieval and file 

management system utilizing microfilm. According to Mrs. 

Nina Webber, branch services supervisor, Texas Instrument 

Supply Company turned a macro-paperwork problem into a mini-

miracle of efficiency--through microfilm. /"The Mini Look 

Solves Macro Paperwork Problem," BUSINESS AUTOMATION, June-

December, 1969, p. 42/ The information retrieval system is 

a complete retrieval system spanning the entire cycle fî om 

entry of data to retrieval of desired information. The time 

required to answer inquiries was cut from I5 minutes to 2 

minutes on the average. According to Mrs. Webber, Texas 

Instrument Supply Company required before microfilm, I3 

order expediters to provide answers for customers and execu

tives. At the present, one full time retrieval station 

operator and a camera operator are required to operate the 

Microcode System. This has eliminated the need to hire 5 

more expediters. The system also eliminated 23 five-drawer 

file cabinets that occupied l45 square feet of floor space 

and 8 open-shelf files of previous-year history files. 

/"The Mini Look Solves Macro Paperwork Problems," BUSINESS 

AUTOMATION, June-December, 1969, p. 42/ 

Microiilm has already started to gain increasing use 
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in the computer field. An intriguing application is that 

of computer-generated information produced on microfilm 

from magnetic tape. /"Microfilm's Growing World," THE 

OFFICE, January, I969, p. 126/ Also of major significance 

is the establishment of service centers designed to handle 

processing of this computer-generated information from 

magnetic tape to microfilm as printout. A new aspect of 

this system is color microfilm which will be significant 

for future systems. /"Wider Use of Microfilm," THE OFFICE, 

January, I969, ps. 104-105/ 

Closely related to microfilm is videotape. Videotape 

is presently being used to store and display information in 

very limited areas, but it promises to be one of the most 

effective means of communication in the future. 

/"Investigating Videotape," ADMINISTRATIVE MANAGEMENT, 

July, 1968, p. 85/ 

The storage of information is a vital problem, con

sidering the need for speed in access to information, 

together with the large capital investment in storage 

facilities. According to Crane, terminal and communications 

costs, which are now the most limiting factors, will be 

lowered by reducing software costs through the distributed 

data processing concept such as the current upsurge of 

time-sharing. /Crane, "Impact of Fourth Generation Com

puters Upon Management," AUTOMATION, January, 1970, p'. 12/ 

In 1957, it cost $130 per month to store a computer with 

one million characters; in 1966, it cost only $8.75; and by 
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the 1980's, it will cost approximately $.10 per month. 

/Bolger, "Horizons in Education--What Will Commtmications 

Be Like in Ten Years From NOAV?" BUSINESS EDUCATION WORLD, 

November, I967, p. 3/ Another problem of the office, how

ever, is the technique to be used in capturing the origi

nal information. 

Since the typewriter is one of the basics of office 

communication, efforts are being made now to increase the 

efficiency of typing systems. The Office Products 

Division of International Business Machines Corporation 

has introduced the Magnetic Tape Selectric Typewriter and 

the Magnetic Tape Selectric Composer. This equipment has 

the potential of completing a greater amount of work in 

less time. 

The I B M - M T / S T is an IBM Selectric typewriter with a 

magnetic tape console. The typist can type at her maximum 

speed, automatically correcting by backspacing and typing 

over mistakes. With such equipment the typist has the 

ability to type with the speed and ease of rough-draft 

typing, thus eliminating the tension and pressure caused 

by the need to produce a perfect copy. The reduction in 

time spent retyping copy provides additional time needed 

to perform important planning functions. The tapes make it 

possible for the typist to reproduce copy many times in a 

variety of forms--as carbon copies, as stencils, or as 

offset masters. The magnetic tapes are then stored for 
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future use. The IBM Magnetic Tape Selectric Composer types 

proportionally spaced characters and justifies lines auto

matically. The composer has applications for a variety of 

job requirements including preparing manuals, pamphlets, 

catalogs, newspapers, legal briefs, magazines, journals, 

books, and/or newsletters. /"Two New Products Announced," 

IBM SCHOOL NEWSLETTER, No. 3, Vol. 3, 1970, ps. 2-4/ 

As the IBM M T / S T and the IBM Composer are improved 

even more, different applications will become possible. 

By 1980 automatic typewriting will be the most widely used 

form of typing systems. The reduced cost of equipment will 

make it possible for offices of all types to use this 

equipment. 

The future typewriter could be completely aiitomated 

by tying it to electronic data processing systems. Research 

may produce a typewriter with a built-in eraser key. Tech

nicians and engineers are researching the use of a photo

graphic principle so a typist can type with a beam of light 

trained on a piece of film. The film could be reproduced 

in endless quantities, thus eliminating the need for carbon 

copies, /"Typewriter Will Have Built-in Key," LUBBOCK 

AVALANCHE-JOURNAL, 22 March 1964, Sec. B, p. 1, Lubbock, 

Texas/ 

What is the future of the transcription machine? In 

1967, Englund suggested having tiny receivers, sensitive to 

a transcription machine, installed in the secretary's 
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earring. /Englund, "Change and Challenge Ahead," THE 

SECRETARY, June/July, I967, p. 49/ This would be a more 

efficient and less cumbersome means of the transmission of 

information to the secretary than the current system which 

involves earphones and a restraining cord connected to the 

transcribing machine. In the future, there could be a 

greater use of dictation equipment that would allow execu

tives to transmit dictated information electronically to a 

central communication center regardless of his location. 

The correspondence can be ready for his secretary to check 

and mail in two hours or less. 

By 1980, there will probably be machines and systems 

that are sensitive to the human voice. As a person dic

tates, the machines automatically type what is being 

spoken, /"Simpler to Operate, System-Designed," ADMINIS

TRATIVE MANAGEMENT, January, I968, p. 24/ Voice response 

systems will probably grow at an extremely rapid rate. 

The Dubold Research program predicts that by 1975> $1.5 

billion per year will be spent on 19,000 voice response 

systems. What is the reason for this growth? Information 

retrieval via a voice response system is as simple and 

inexpensive as picking up the telephone. The voice readout 

system provides users with immediate information for quick 

reference. Telephones are available when expensive termi

nals teletypes or cathode ray tube devices--are not. 

Voice readout devices are presently used to a very limited 

degree. By the 1980»s reliable word recognition systems 
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(vocabulary developed for a computer) will be in use. 

/"Voice Response Loud and Clear," ADMINISTRATIVE MANAGE

MENT, February, 1970, p. 6o/ 

Machines could be developed that would carry a dic

tated tape from the executive's dictating machine to the 

secretary's transcriber, insert the tape in the transcriber 

and activate the typewriter. The dictation will be trans

cribed. The secretary merely proofreads the copy. If she 

wishes to correct portions of the draft, she need only 

insert the corrections by voice on a new tape which, when 

automated, will merge with the original tape. The execu

tive may check the finished copy when the secretary places 

it on a closed-circuit television screen. By pressing a 

button, the executive could automatically have his signa

ture legibly and properly positioned on the report. 

/Englund, "Change and Challenge Ahead," THE SECRETARY, 

June/July, 1967, p. 49/ 

Computer applications are increasing such that, in 

the future, all operations in a company may be centered 

around the computer system. The electronic data processing 

industry has grown faster than any other major industry, 

and it is nardly a decade old. Some people see no definite 

end to the increase in demand for computers. Once a 

company buys or leases a computer for a specific purpose, 

it discovers that it can be put to numerous other uses. 

The computer is becoming a device for enlarging brain 



l47 

power. /"The Computer Industry's Great Expectations," 

FORTUNE, August, 1968, ps. 92-97/ One study clearly indi

cates a trend away from restricting the computer to 

research, finance, and/or administration. It is and will 

be used more often in major operating areas such as 

marketing and production. In the future, companies expect 

to direct over half of the total computer effort to serving 

operating areas. Computer activity is becoming a more 

integrated and established part of company operations. 

/"The Computer Comes of Age," HARVARD BUSINESS REVIEW, 

January/February, I968, ps. 83-9l/ 

The service bureau offering complete data processing 

services to companies is expected to make a greater impact 

in the future. Time sharing is one of the services that 

these bureaus now offer. Some computer industry execu

tives regard the service bureaus as the key to the 

computer industry's future. They foresee a kind of 

computer utility that will serve everyone with thousands 

of remote terminals connected to central processors. A 

computer utility will integrate diverse activities now 

scattered around in the industry--systems engineering, 

applications, engineering, programming, time sharing, on

line data processing, financing, and leasing. Because the 

potential of the computer has been only partly realized, 

the industry is sure that the business market for its 

computer systems will grow faster than business itself. 
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One problem that must be solved is how people will fit 

into the computer system. People are still good at making 

many kinds of decisions that are very difficult for com

puters. There are still parts of the decision process that 

a person can do better. People cannot be eliminated from 

the scene. They are still the best resource for solving 

difficult problems, /"Better Ways to Use People," THE 

OFFICE, January, I969, ps. 73-74/ One company executive 

predicts the emergence of a top computer executive. He 

would be responsible for the company's computer effort. 

He would coordinate the activities of other computer 

managers and be responsible for overall quality, perform

ance, and forward planning in the company's computer 

system. /"The Computer Comes of Age," HARVARD BUSINESS 

REVIEW, January/February, 1968, p. 83/ 

Roger Crane, Vice-President for Wofac Company, wrote 

an article called the "Impact of Fourth Generation Com

puters Upon Management." He felt that this fourth era in 

the history of computers will be present until 1977 or 

1980. One of Crane's areas of concern deals with a dis

tributed information system. This network of compatible 

systems would be interconnected by a data-voice and 

possibly even include a picture communications system for 

central, regional, local, and individual business groups. 

/Crane, "Impact of Fourth Generation Computers Upon 

Management," AUTOMATION, January, 1970, p, lO/ 
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Roger Crane predicted that a data bank and a central 

file will allow all information to be grouped together and 

placed in one central computer-based file. This central 

computer-based file will replace files containing typing 

and dictation printouts. The creation of an extensive 

time sharing system was presurmised by Crane. Such a time 

sharing system will need adequate file protection, a user 

security system, high reliability and equipment failure 

protection, adequate communications and processor loading 

abilities to prevent long waits, and the ability to service 

many terminals or systems. /Crane, "Impact of Fourth 

Generation Computers Upon Management, AUTOMATION, January, 

1970, p. 10/ 

Interactive systems such as the finance and marketing 

areas of an operation and information centers will work 

together, according to Crane, to permit direct contact 

between managers and systems. For example, a terminal 

will tell the computer what the manager wants to accomplish 

merely by means of the manager's touching a television 

screen with his finger tip. Until this becomes a reality, 

a light pen will be used as a communication medium. The 

terminal will also have a voice-communication capacity and 

a real-time system terminal. The manager will be able to 

ask the terminal: "What if we did this?" The system net

work would then simulate the necessary operations and send 

the answer back to the manager's terminal, displaying it in 

a language and a format understandable to human beings. 
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/Crane, "Impact of Fourth Generation Computers Upon 

Management," AUTOMATION, January, 1970, p, ll/ A combina

tion of voice, picture, and data communication system which 

are entering the business scene will allow for direct com

munications between humans and the information system. 

It has been said that: 

The computer is amazingly fast, accurate, and 
stupid! Man is amazingly slow, sloppy, and 
brilliant! And it is the marriage of these two, 
through the linkage of communications--the vital 
link--that will make this world that we're dream
ing about closer and closer to reality. /Bolger, 
"Horizons in Education--What Will Communications 
Be Like in Ten Years From Now?" BUSINESS EDUCATION 
WORLD, November, I967, p. 35/ 

Development, Training, and Education 

Development of Future Office Workers 

Generally, in the future there will be more demand 

for office workers in business (see Table 3, page l4). 

Increasing use of more advanced office equipment is not 

expected to decrease the employment rate of secretaries, 

according to the Bureau of Labor Statistics in the U. S. 

Department of Labor, /"Road Maps of Industry No, I632," 

NATIONAL INDUSTRIAL BOARD, December, I969, p. 3/ The type 

of secretarial duties and the amount of time spent on 

these duties, however, will continue to change. The need 

for secretaries who can exercise initiative and good judg

ment will prevent any significant decrease in employment 

as a result of technological developments; however, greater 

use of automatic equipment is expected to increase output 
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requirements for each employee. The secretary of the 

future will undoubtedly be expected to handle greater 

quantities of work. 

As modern businesses continue to expand, more typists 

will be needed, although automatic equipment will probably 

be used more frequently for routine work (see Table 3, 

page l4). There will be a much greater need for typists 

who are able to do relatively difficult work. 

General business expansion, wrote Zinser, is a major 

factor in the growing recognition of the importance of the 

receptionist in promoting good public relations. 

Employment of office machine operators is expected to 

increase rapidly because continued growth of size and 

ntimber of business organizations will cause the volume of 

billing, computing, keypunching, and duplicating to 

increase. 

The highest rate of growth in the clerical field is 

expected to be the electronic computer operators. As com

puters are adapted to an increasing number of uses, more 

organizations will use them. There will be less demanding 

qualifications required for a beginning operator since the 

machines will be simpler to operate. The effect that tech

nological advances in business procedures will have on 

workers is difficult to predict. Automation could have an 

effect on some jobs that would make them routine and 

unappealing. /Zinser, "Changes in Office Administration in 
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Industry," THE BASF REVIEW, October, I969, ps. I5O-53/ 

Training and Education of Futtire Office Workers 

As changes take place in every area of the business 

environment--in the type of management theories, in the 

type of machines used, in the type of work done--the 

education required for office personnel will also change. 

Training will be necessary to teach persons to operate the 

many machines. All employees will need to have at least a 

general knowledge of systems and procedures and of com

puters. /Jones, TRENDS IN OFFICE MANAGEMENT AS REVEALED 

IN THE LITERATURE, 1913-1962, WITH IMPLICATIONS FOR FUTURE 

OF OFFICE MANAGEMENT AND FOR A COLLEGE CURRICULUM, unpub

lished doctoral dissertation, 1964, University of Colorado, 

p. 236/ 

The first prerequisite for managers will be a college 

degree and preferably more than one. Already one needs a 

diploma just to obtain admission to opportunity. Adver

tisements in periodicals such as the PERSONNEL JOURNAL and 

in newspapers now list degrees as job entry requirements 

for office positions. Degrees are a necessity, of course, 

where top management is concerned since they operate and 

control businesses. Sylvia Porter advises the executive 

secretary to get a four-year education if at all possible. 

She thinks the executive secretary should have some 

acquaintance with courses like economics, accounting, 

statistics, securities analysis, creative writing. 
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psychology, and speed reading. /Porter, "Secretaries On 

Way Up," LUBBOCK AVALANCHE-JOURNAL, 6 April 1970, sec. A, 

p. 6, Lubbock, Texas/ 

Kamla Chowdhry in a PERSONNEL JOURNAL article 

expresses views on selecting executives and administrators, 

analyzes the executive as to ability, personality, adjust

ment, and values, and examines the job as to its demands 

and its dimensions. Chowdhry tells of the future require

ments of an executive's job as consisting of judgment, 

knowledge of immediate situation, ability in problem solv

ing, analysis of available information, development of 

alternate solutions, creativity and organization, uncer

tainty absorption, and value assertion. /Chowdhry, 

"Selection of Executives and Administrators: Implications 

of Recent Research," PERSONNEL JOURNAL, February, 1969, 

ps. 102-106/ These concepts are broader than the 

traditional function of management of planning, organizing, 

controlling, evaluating and supervising. 

As management goes through the stages of development 

in abilities, so do all workers follow similar patterns of 

development due to the fact that they must communicate, 

understand, and follow through to maintain a level of 

efficiency. 

A key to the use of the basic job entrance skills is 

the proper training. Bernard Baum and Peter Sorensen, Jr., 

explain the idea of maximizing positions by employing a job 
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organizational analyst. The idea of maximizing the 

effectiveness of positions within an organization 

encompasses three steps: l) to define the analyst as one 

who gives support and not enforcement, 2) to establish a 

training and development program for the organizational 

analyst, and 3) to include the analyst, supervisor, and 

manager in the programs which the company conducts. /Baum 

and Sorensen, Jr., "Total Approach to Job Classification," 

PERSONNEL JOURNAL, January, I969, p. 3l/ 

Training programs are important for all positions 

within an organizational structure. Training should be 

conducted at all levels to increase the probability of 

efficiency and productive results from all subsystems. 

There are, however, three drawbacks in all training pro

grams which are difficult to correct. The first is that 

all personnel do not need the same program, the second is 

that training should be continuous, and the third is that 

executives also need training. /Scheer, "A Practical 

Approval to Supervisory Training," PERSONNEL JOURNAL, May, 

1969, ps. 369-71/ 

The question arises, "Is a college degree necessary 

for initial job entrance?" Marilyn Wade discusses the 

opposite views of college graduates and non-college per

sonnel. College graduates are more interested in variables 

such as recognition, achievement, advancement, responsi

bility, and the work itself. The non-college personnel 
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are concerned with factors such as interpersonal relation

ships with peers and supervisors, company policy and 

administration, supervisor's technical competence, working 

conditions, job security and salary. /Wade, "Personnel 

Research," PERSONNEL JOURNAL, April, I969, ps. 38I-82/ 

According to Kleinschrod, education and training in 

the future could be institutional and practical. Office 

administration theories will be studied at the same time 

that the theories are being applied to actual office 

situations. Work and college for an individual will 

alternate throughout one's career. People will enter the 

business world at an earlier age than at the present, 

receiving coordinated training on the job and in the 

classroom continually during the full course of their 

business careers. Such an arrangement will help to bridge 

the present gap between what the university teaches and 

what the business world expects. Businessmen and business

women will need to be flexible to keep up with the swift 

changes that will always be taking place. They should 

acquire the knowledge to accept and implement change. 

/"Will We Call Them The 'Sensitive Seventies'?" ADMINISTRA

TIVE MANAGEMENT, January, 1970, p. 23/ 

Since men and women may be entering the business world 

at an earlier age than in the past, young people should be 

encouraged to participate in and contribute to decisions 

made by management teams. The business world ostensibly 

must be youth-oriented if it is to attract new ideas, new 
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people, and new technology, A Textron campaign used the 

following advertisement aimed at the younger segment of the 

business world: The great priority is to get the new 

people and the new technology together. Beyond the immedi

acy of business we believe the core of the problem today is 

to find new formulas to relate man to his environment. 

/Kleinschrod, "Management and the New Humanism," ADMINIS

TRATIVE MANAGEMENT, January, 1970, p. 24/ 

Summary 

Change is necessary and inevitable. Basic technology 

needed for growth in this period of change may be obtained 

through a planned program of research. 

Changes within the office in the past have been 

phenomenal, but the changes for the future are destined to 

be even greater. Continued development of the economy will 

result in demands for steadily increasing amounts of infor

mation, which the office will be expected to supply. The 

office of the future will be flexible, progressive, and 

htimanistic—not rigid. 

The distinguishing characteristic of future office 

personnel '/ill be versatility. Greater responsibility and 

opportunity w^ill be extended to the office workers. An 

existing problem is, how will the office worker be able to 

cope with the increased responsibility? 

The "new humanism" concept includes changing the 

physical layout of the office. The office will bo designed 
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more along functional needs of men rather than merely to 

accommodate machinery. Man must be able to adjust to his 

environment before he can use the tools of his environment. 

The office must be more than a neutral work area--it must 

be a flexible environment in w^hich the workers can create 

and communicate. 

The office will be an integrated function of the whole 

rather than a segmented part of it. The future office will 

be stimulating as well as functional. 

An Office Research Institute may investigate the 

functional office layout based on the conceptual objectives 

of the office. 

The demand for office workers will increase in the 

future. The preparation and training of these people will 

change along with the change in the relationship of the 

office to the total system. There will be a need in the 

future for office workers who have the ability to exercise 

initiative and judgment. The office worker of the future 

will be one who can handle some decision-making. The 

education necessary to handle these increased responsibili

ties must be varied. Training of the future office worker 

must include an appreciation for ecology. The training 

program should be institutional, practical, and flexible. 

An Office Research Institute could develop curricula which 

would incorporate the interdependency of all areas of 

business operations for the purpose of training a 
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well-rounded office worker of the future. 

Not only will the training of the office worker 

change, but also the equipment used by these people will be 

drastically altered. Machines of the future will vary from 

the most complicated computer system to an easy-to-operate 

copying machine. These machines will become an integrated 

subsystem of a total information, real-time system. 

Electronic information systems, the information 

explosion, and radically new management concepts are 

causing change in the field of office systems. Indications 

are that the transition to the new concepts will increase 

at an increasing rate. The Office Research Institute has 

as a responsibility the problem of developing these new 

concepts. The new technology is forcing change. The 

Institute has the potential of creating a tremendous impact 

on the business world by providing basic solutions to the 

problems of change. 



CHAPTER VII 

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 

FOR FURTHER STUDY 

Introduction 

Since the demand for business data is of such magni

tude, faster handling of information is necessary, and 

predictions are that the demand for business data will 

increase during the next decade. Since the problems of 

managing a modern office information system are multi-

tudinous, a study seemed advisable to construct a model 

for an Office Research Institute which would assist, 

through research, in the discovery of solutions to the 

problems of information handling. 

The purpose of this investigation was to identify and 

appraise the factors that were pertinent to the structure 

of an Office Research Institute. The ultimate objective 

of this investigation was to establish a systematic model 

for the development of an Office Research Institute at 

Texas Tech University. 

The purpose of this chapter is to restate the problem, 

summarize the procedures, present the findings regarding 

the subproblems, draw conclusions, and make recommendations 

for further study. 

159 
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Summary 

Statement of Problem 

The major problem of this study was the development of 

a model for the establishment of an Office Research Insti

tute at Texas Tech University. 

The related subproblems were: l) to justify the 

Office Research Institute for Texas Tech University; 2) to 

determine the relationship of the Office Research Institute 

to the College of Business Administration, Texas Tech 

University; 3) to ascertain what type of program (organi

zation, facilities, and projects) would be needed to 

conduct research in office procedures; 4) to develop a 

prospectus (justification, funding, organization, and 

administration) for establishing an Office Research Insti

tute that would lead to research in the methodology of 

improving and increasing office productivity. 

Delimitations, Limitations, and Scope 

Information sources for the study were delimited to 

businessmen and educators in the field of business who were 

interested in office research. 

The main limitation to the investigation was the lack 

of information about office research institutes. The idea 

of an Office Research Institute seems to be an entirely 

new concept. 

The studv considered the feasibility of developing an 
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Office Research Institute and the necessary steps for its 

establishment. No attempt was made to physically establish 

the Institute. 

Methods and Procedures 

The significant factors pertinent to the development 

of a systematic model for the development and operation of 

an Office Research Institute were ascertained by: 

1. An intensive search of the literature. 

2. Correspondence with knowledgeable individuals 
in education and business. 

3. An analogy of farm and factory production with 
office production. 

4. A study of selected educational and business 
research and development centers. 

Using the data that were gathered, a model for an 

Office Research Institute was developed, including specific 

objectives, long-range goals, articles of incorporation, 

and provisions for the continual improvement, accumulation, 

dissemination, and implementation of the research findings. 

Review of Related Literature Regarding 
^ ^ ^ ^ ^ — i " — i ^ • — - ^ B ^ ^ . — i ^ — — ^ • • • • • ! • w i l l • • ^ - ^ • ^ •! I • • — • 1 — ^ — — ^ ^ < • — ^ ^ i ^ ^ ^ 

Research Institutes 

In developing adequate facilities to handle the 

massive information demands of the office, research can 

provide the foundation upon which industry can maintain and 

improve the existing techniques of information processing, 

storage, and retrieval, while evolving new techniques, 

working patterns, and relationships for such data processing 
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A search of related literature revealed that industrial 

organizations rather than educational institutions have 

been responsible for the meager amount of office research 

that has been done. 

In developing a model for an Office Research Institute, 

a random sample of twenty-four research institutes were 

studied. Of the twenty-four research institutes studied, 

none was engaged in basic office research. 

Justification for the Office Research Institute 

Business survival depends upon a sequence of events 

beginning with research. Research is one of the basic 

tools of the executive. For research to be successful, 

however, it needs the full and active support of top 

management. 

The benefits of research to both business and edu

cation are practically unlimited. The Office Research 

Institute will provide a centralized facility for the 

purpose of concentrating on research to solve some of the 

problems of the office. The Institute will provide experi

mental laboratory facilities for solving some of the 

problems in the office. 

The benefits of the Institute to both business and 

education are unlimited. The Institute would have the 

potential of creating a tremendous impact on the business 

world by providing basic solutions to the problems of 

change. 
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The Operation of the Office Research Institute 

The Office Research Institute will be a subsystem of 

the total University system. The Institute will be super

vised by a director charged with the responsibility of 

developing a structure that will focus on relevant problems 

in the field of office management, both practical and 

theoretical. 

The Office Research Institute will be composed of 

three areas--Office Research Laboratory, Office Media 

Center, and Office Consulting Service. 

The Office Research Institute will be a major sub

system of a system entitled "A Business Education Learning 

System." The Office Research Institute will provide the 

guidance and leadership to serve as a multidisciplinary 

organization charged with the responsibility of the develop

ment of solutions to complex problems of both business and 

education regarding office production. 

Funding the Office Research Institute 

Adequate funding is a prerequisite to the success of 

any research project. Inadequate funding will lead only to 

superficial investigation of problems. 

Proper funding will be a major determinant of the 

success of the Office Research Institute. Supportive funds 

for the Office Research Institute may be solicited and 

obtained from both internal (within the University system) 

and/or external (outside the University system) sources. 
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Internally, the funds could be allocated from either 

a general budget appropriation or as a part of the 

University institutional research monies. 

Externally, the support could be derived from the 

following sources: 

1. Business 

2. Professional organizations 

3. Federal Government organizations 

4. State and/or local government organizations 

The Office of the Future 

Change is necessary and inevitable. Basic technology 

needed for growth in this period of change may be obtained 

through a planned program of research. 

Changes within the office in the past have been 

phenomenal, but the changes for the future are destined to 

be even greater. The office of the future will be flexible, 

progressive, and humanistic--not rigid. 

The distinguishing characteristic of future office 

personnel will be versatility. Greater responsibilities 

and opportunity will be extended to the office workers. An 

existing problem is, how will the office worker be able to 

cope with the increased responsibility? 

The office will be an integrated function of the whole 

rather than a segmented part of it. The future office will 

be stimulating as well as functional. 

Not only will the training of the office worker change. 
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but also the equipment used by these people will be drasti

cally altered. Machines of the future will vary from the 

most complicated computer system to an easy-to-operate 

copying machine. These machines will become an integrated 

subsystem of a total information, real-time system. 

Conclusions 

Justification for the Office Research Institute 

Accurate information is a necessity for the business

man. Societal change has caused the business world to be 

aware of a need for a foundation upon which to build. 

Research can provide information upon which it builds that 

foundation. 

The office unit, being the "nerve center" of the firm, 

should be integrated into the mainflow of the company 

activities. The office system provides information which 

has influence on the company operation. 

Industrial managers have recognized the importance of 

research to the factory. Management, however, has not, 

apparently, recognized the importance of research to the 

office. 

Some managers believe that the solution to the problem 

of spiraling office costs lies in the utilization of new, 

glamorous pieces of equipment. The problem is more compli

cated than just utilizing new equipment. The solution 

comes from continuous innovative research into the problems 
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of the office--mechanical and humanistic. 

The business information explosion is testing the 

ability and effectiveness of administrative management. 

One of the challenges of the administrative manager is how 

to handle the volume of paper work. Through basic research, 

solutions to these problems could be derived. 

Business and education promote research to determine 

the best and most efficient techniques of information pro

cessing. The benefits of such research to both business 

and education are unlimited. The Office Research Institute 

will provide a centralized facility for the purpose of con

centrating on basic research to solve some of the problems 

of the office. 

Relationship of the Office Research Institute 
— I ' - - - _ _ _ _ - - . — _ . - • - — — — — . . 

to the College of Business Administration, 
Texas Tech University 

The Office Research Institute will be a subsystem of 

the total University system. The basic relationship of the 

Institute to the total system is shown in Figure 6, page 66, 

The formal organization shows a line relationship between 

the Office Research Institute and the Business Education 

Department. Other departments of the College of Business 

Administration will serve in an advisory capacity to the 

Institute. This relationship provides the needed inter

disciplinary foundation for the professional development 

of the Institute. 
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Type of Programs Needed to Conduct 
Research in Office Procedures 

Organization.--The Office Research Institute will be a 

unit of the Department of Business Education, College of 

Business Administration, Texas Tech University. The basic 

purpose of the Office Research Institute will be to focus 

on relevant problems in the field of office management, 

both practical and theoretical. The Institute will be 

comprehensive in its commitment and responsibility, multi-

disciplinary in its approach, and both intrainstitutional 

and interinstitutional in its programs. Figure 7, page 69, 

shows the administrative relationship of the segments 

(subsystems) of the Institute to the whole (system). The 

administrative responsibilities of the Institute will be 

guided by a qualified individual with the title, Director 

of the Office Research Institute. The duties and responsi

bilities (see page 68) of the Director were derived from an 

analysis of the basic objectives of the Institute (see 

pages 65-66). 

The Director will coordinate the activities of the 

Institute with the cooperation of the chairman of the 

Business Education Department. 

The Office Research Institute will be composed of 

three areas--Office Research Laboratory, Office Media 

Center, and Office Consulting Service. The Office Research 

Laboratory will have as its fundamental purpose the con

ducting of basic research concerning men, methods, machines, 
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and materials in office work. The Office Media Center will 

be a depository for research materials. The Center will 

gather, analyze, synthesize, and disseminate information 

about the office. A center of this nature will provide a 

vital communication link between the University and 

industry. 

The Office Consulting Service will provide opportuni

ties to the faculty to share in varied experiences with 

business and education. Consulting opportunities not only 

will assist education and business but will also contribute 

to the teaching effectiveness and research or writing of 

the faculty. 

To take advantage of varied experiences, two advisory 

councils (University Advisory Council and Community Advisory 

Council) will be established. Guidance provided by these 

councils will serve as a guide toward meaningful projects 

for the Office Research Institute. 

The Office Research Institute will be a major sub

system of a new system in business education. The system 

is entitled "A Business Education Learning System." 

Facilities.--In the planning for the present College 

of Business Administration building in I965, a room con

taining 454 square feet was designated for an Office 

Research Institute. This room could serve as the starting 

point for the Institute. The room would be equipped with 

typical office equipment, furniture, and appliances (desks, 
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chairs, file cabinets, book shelves, typewriters, tele

phones, dictating machines, and work tables). As the 

operation of the Institute expanded, there would be a need 

to increase the occupied space. 

Projects.--The projects available to the Institute are 

unlimited (see page 84 and Appendix B ) . There are possi

bilities for studies and experiments that would result in 

answers for many of the problems of the office. The major 

task would be the implementation of the system to provide a 

foundation for organization of research in these areas. 

The Institute, itself, could not be a panacea for the ills 

of the office and of office education. New concepts, 

however, could be developed v/hich might be able to close 

the gap in knowledge and time between the recognition of a 

problem and the implementation of the solution. Through 

research, industry and education could get to the core of 

the problem rather than wasting time trying to cure the 

symptoms. The Office Research Institute could provide the 

guidance and leadership to serve as a multidisciplinary 

organization charged with the responsibility of the develop

ment of solutions to complex problems of both business and 

education regarding office production. 

Prospectus for Establishing an Office 
Research Instittite 

Justificat ion.—Research is the foundation for ex

pansion and improvement in the field of business. If the 
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research is to be effective, a physical and conceptual 

framework must be established to maximize the efforts of 

individuals. The effectiveness of a research structure 

such as the Office Research Institute is dependent upon its 

contribution to the societal system. 

For eight years, the concept of a unique organization 

to provide the needed guidance for research into office 

problems has been contemplated by the Department of Busi

ness Education at Texas Tech University. A number of 

institutes have been formulated by other (subject matter) 

areas such as agriculture and engineering; however, insti

tutes with the responsibility of research in office 

production have been overlooked by universities. 

Funding.--Proper funding would be a major criterion to 

the success of the Office Research Institute, The prelimi

nary budget request of $27,562 would be included in the 

total University budget. This budget would cover the 

salaries of the professional personnel as well as travel, 

supplies, materials, services, equipment and computer time. 

The Office Research Institute, through research grants 

and consulting operations, however, would become self-

supporting. The funds to be used as support for the Office 

Research Institute would be derived from internal and 

external sources. 

Internally, the funds could be allocated from either a 

general budget appropriation or as a part of the University 
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institutional research monies. 

Federal funds could be requested from such acts as the 

Manpower Development Act, the Economic Opportunity Act, the 

Vocational Education Act, and/or the George-Barden Act. 

The Bureau of Research of the United States Office of 

Education could be another prime source. The basic purpose 

of these funds would be to stimulate educational research 

at all levels. 

Local funds could be derived from companies which 

would benefit from research in the office. Support monies 

. could be generated for research through the Office Services 

Center. Companies would be indirectly contributing to 

research by contracting for the services of the Office 

Seirvices Center. Locally, funds from subscription fees for 

publications would assist in the support of the Institute. 

Industrial funding would be another possible source of 

financial assistance for the Office Research Institute. 

The monies that companies spend for the development of 

in-service training programs could be routed to the Office 

Research Institute. Also, companies directly related to 

office education should be interested in the proposed 

research OJ.̂  the Office Research Institute. 

Support by professional organizations such as the 

Administrative Management Society ( A M S ) could aid in 

strengthening the proposed Institute. 

Any organization, regardless of its affiliation, which 

must deal with paper work should have a basic interest in a 
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research organization such as the Office Research Insti

tute. With the trained personnel of the Institute 

concentrating on new concepts in the office the businesses 

could place their working capital into solving other prob

lems . 

Organization,--The Department of Business Education 

has developed a unique educational system entitled the 

Business Education Learning System ( B E L S ) . The proposed 

date of implementation is the Fall of 1972. The Office 

Research Institute is a major subsystem of that learning 

system as indicated by Figure 9, page 79. 

To function as a non-profit corporation which permits 

the receiving of monies from private external sources, the 

Institute would be incorporated under the title. Office 

Research Institute, Inc. 

The corporation would be organized and operated 

exclusively for educational, scientific and charitable pur

poses, and in furtherance of these purposes and for no 

other purpose. 

Appendix C provides a list of the objectives to which 

the corporation would be dedicated. 

The corporation would be administered by a Board of 

Governors. The officers of the corporation, other than the 

Director, would be appointed by the Director w^ith the 

approval of the Board of Governors. The Director would be 

appointed by the Board of Governors, 
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Recommendations for Further Study 

This study was limited to a preliminary investigation 

that identified and evaluated some of the variables that 

are relevant to the organization of an Office Research 

Institute. The primary area of investigation of this study 

was a consideration of the feasibility of the development 

of an Office Research Institute and the necessary pro

cedures for its establishment. No attempt was made to 

physically establish the Institute. Consequently, areas 

for further research are apparent. 

A. A need is apparent for an integration of the 

findings of this research in the design of a 

method or formula for evaluating the Office 

Research Institute investment. Classical invest

ment decisions are made almost wholly from the 

standpoint of actual costs. This research implied 

that a more correct evaluation must consider the 

impact of the Office Research Institute upon the 

entire business system. 

B. The organizational consequence that follows the 

introduction of an Office Research Institute may 

be of particular interest to the student of 

administrative management. A new pattern of 

office operations could be created through the 

implementation of the findings of the Institute. 

Organizational research would identify the 
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functions and the proper sequence of functions 

in any program. 

C. An in-depth study of the changes that take place 

in training of personnel by the use of simulation 

techniques is suggested. Simulation may help 

reduce the training time of office employees. 

The success of these employees could also be 

predicted through simulated techniques. 

D. Because of the great diversity of methods of 

classifying fixed and variable costs , an in-depth 

study is suggested to determine the total office 

cost equation of a firm. Such a study would show 

conclusively the shifts in both fixed and variable 

cost as new techniques are applied in the office. 

E. Research to determine the type of individuals 

and the required training for the efficient oper

ation of an Office Research Institute would be 

especially valuable to the organization antici

pating the establishment of a research institute. 

New knowledge in these areas would aid in the 

proper selection of personnel and would facilitate 

the development of training and retraining pro

grams necessary in preparing qualified employees. 
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PROPOSAL FOR TRAINING PROGRAM SUBMITTED TO THE 

U. S. COMMISSIONER OF EDUCATION UNDER THE 

PROVISIONS OF SECTION 4 (c) OF THE 

VOCATIONAL EDUCATION ACT OF 1963 

AS REVISED 1968 

Title: Summer Institute to Train 
Business Education Teachers 
in the Area of Electronic 
Data Processing 

Cooperating Agency 

Initiator: 

Texas Tech University 

Mr. Derrell W. Bulls, 
Associate Professor, College 

of Business 
Eastern New Mexico University 
Portales, New Mexico 8813O 

Area Code 505: 356-3764 
Ext. 2852 

Transmitted by: Dr. Grover E. Murray 
President 
Texas Tech University 

Contracting Officer: Dr. G. C. Gardner, Jr., 
Vice-President for Financial 
Affairs 

Texas Tech University 

Duration of Activity: May 15, 1972 through 
September 2, 1972 

Total Federal Funds 
Requested: 

Date Transmitted: 

$51,366 

September, 1971 
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ABSTRACT OF PROPOSAL 

TITLE: Summer Institute to Train Business Education 
Teachers in the Area of Electronic Data 
Processing 

INITIATOR: Mr. Derrell W. Bulls, Associate Professor, 
College of Business, Eastern New Mexico 
University 

CONTRACTING AGENCY: Texas Tech University 

TOTAL FEDERAL FUNDS REQUESTED: ^51,366 

DURATION: Beginning May I5, 1972. Ending September 2, 1972 

Objectives: To train thirty business education teachers in 
the area of electronic data processing. The institute has 
been established to accomplish the following: l) to develop 
an understanding and an appreciation of the importance of 
information handling; 2) to provide a basic understanding 
of the three methods of data processing--manual data pro
cessing, mechanical data processing, and electronic data 
processing; 3) to develop, among prospective electronic 
data processing teachers, a practical philosophy of electronic 
data processing education and an understanding of the 
teacher's role in an automated society; 4) to establish 
criteria for measuring an individual's aptitude, interest 
and ability to teach electronic data processing on the high 
school and post-high school levels. 

Procedures: 

1. Contact personnel in industry and education seek
ing advice and guidance for developing criteria for teacher 
participants. 

2. Employ consultants in the field of education to 
develop and define course content. 

3. Employ instructional staff to conduct institute 
and to develop instructional materials. 

4. Ten-week summer institute to train business edu
cation teachers in the field of electronic data processing. 

A. Seminars, Participants will attend seminars 
from 8 a.m.--noon Monday through Friday, in which 
they will receive instruction in the areas of 
electronic data i)rocessing. Those seminars will 
be conducted by qtialified instructors. 
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B. Laboratory. Participants will attend labora
tory sessions held from 1:30 p.m.--4:30 p.m. 
Monday through Friday, in which they will apply 
those concepts discussed in the morning sessions. 
These laboratories will be conducted by qualified 
instructors in the area of data processing. 

I. Purpose 

A. Statement of Problem. To develop qualified high 
school and post-high school teachers for the 
area of electronic data processing. 

B. Need for Training, The significant and dramatic 
development in the fields of business and 
industrial automation that have occurred during 
the past two decades have aroused great interest 
and concern. Technological advancements that 
challenge the imagination are occurring with 
increasing rapidity and impact upon our economy. 

Because of its varied and extensive appli
cations, business electronic data processing in 
particular has received much attention from the 
general public with a resulting demand for 
knowledge about this dynamic new field. The 
demand has been partially met in schools and 
colleges throughout the country. There is, 
however, a great need to train those teachers 
who have been in the teaching field for a period 
of years thereby not having the opportunity for 
exposure to this field of electronic data pro
cessing as have those just entering the field of 
teaching. 

Because it is generally conceded that the 
education and preparation of our teachers is a 
functional responsibility of educational insti
tutions, an increased demand is being placed on 
all areas to train teachers in the area of 
electronic data processing technology. 

Electronic Data Processing has become such 
an integral part of today's business functions 
that we cannot separate it from the curriculum. 
We may expect virtually the entire range of 
existing courses to undei-go some revision in 
order to make room for the inclusion of data pro
cessing related content. The effect of data 
processing on the business field means that all 
of our teachers should have an orientation to 
concepts and theories, to logic and systems, to 

h^ 
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procedures and paper flow. Electronic data 
processing has become a part of the business 
area of instruction. 

Texas Tech University will meet the demand 
for training through the encouragement of 
teachers to include in their curriculum programs 
related to the field of electronic data pro
cessing. 

C. Specific Objectives. 

1. To develop an understanding and an appreci
ation of the importance of information 
handling. 

2. To provide a basic understanding of the 
three methods of data processing--manual 
data processing, mechanical data processing, 
and electronic data processing. 

3. To develop, among prospective electronic 
data processing teachers, a practical 
philosophy of electronic data processing 
education and an understanding of the 
teacher's role in an automated society. 

4. To establish criteria for measuring an 
individual's aptitude, interest and ability 
to teach electronic data processing on the 
high school and post-high school levels. 

D. Expected Contributions to Vocational Education. 

This institute will provide 30 business education 
teachers with the skills, knowledges and atti
tudes to integrate the area of electronic data 
processing into their programs at the local 
level. In addition each participant will be 
expected to assist in the development of similar 
programs of electronic data processing in his 
geographical area. This training institute may 
be used as a pilot project for the feasibility 
study for establishing programs of this nature 
at the regional, state and local level. 

II. Content. 

A. Outline 

1. History and Evolution of Data Processing 
(4 Hours) 
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1.1 What is Data Processing 

1 . 1 1 
1.12 
1.121 
1.122 
1.123 

Definition 
Types 
Manual 
Mechanical 
Electronic 

1.2 History of Punched Card Machines 

1.3 Development of Electronic Computers 

2. The Recent Developments of Vocational 
Education on the High School and Post-High 
School Levels and its Relationship to Data 
Processing (4 Hours) 

3. Vocational Education, Data Processing and 
Federal Assistance (4 Hours) 

4. The Unit Record (3 Hours) 

4.1 Card Format 
4.2 Card Code 
4.3 Control Punches 
4.4 Card Fields 
4.5 Types of Cards 

5. The Card Punch and Verifier (8 Hours 
Lecture - 6 Hours Lab) 

5.1 Function and Features 
5.2 Alphabetic and numeric punching 
5.3 Duplicating 
5.4 The Control Card 
3*5 Verification 

6. The Sorter (8 Hours Lecture - 6 Hours Lab) 

6.1 Features 
6.2 Operating Procedures 
6.3 Numeric and Alphabetic Sorting 
6.4 Block Sorting 
6.5 Short-Cut Sorting 

7. The Interpreter (16 Hours Lecture - 12 Hours 
Lab) 

7.1 Functions and Features 
7.2 The Column Split 
7.3 Interpreting 
7.4 The SeJector 

i^ 
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7.5 Zero Elimination 
7.6 Control Panel Wiring 

8. The Reproduction Punch (20 Hours Lecture -
15 Hours Lab) 

8.1 Function and Features 
8.2 Operating Procedures 
8.3 Reproducing 
8.4 Gangpunching 
8.5 Mark-Sensing 
8.6 Ve ri Tying 
8.7 Control Panel Wiring 

9. Data Processing Curriculum -- What, When, 
Where (8 Hours) 

10. The Collator (20 Hours Lecture - 15 Hours 
Lab) 

10.1 Function and Features 
10.2 Operating Procedures 
10.3 Sequence Checking 
10.4 Selection 
10.5 Merging 
10.6 Matching 
10.7 Control Panel Wiring 

11, The Accounting Machine (20 Hours Lecture -
15 Hours Lab) 

11.1 Functions and Features 

11.11 Group Control 
11.12 Group Printing 
11.13 Counters 
11.14 Summary Punching 
11.15 Selectors 

11.16 Forms Control 

11.2 Operating Procedures 

11,21 Group Control 

11.211 Comparing 
11.212 Classes of Totals 

11.2121 Minor 
11.2122 Intermediate 
11.2123 Major 

11.213 Sorter and Accounting 
Machine Relationship 
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11.22 Printing 

11.221 Detail Printing 
11.222 Group Printing 

11.23 Counters 

11.231 Functions 

11.2311 Add or Subtract 
11.2312 Total or Clear 
11.2313 Printing 

11.232 Size and Number of 
Counters 

11.24 Summary Punching 

11.25 Selectors 

11.26 Forms Control 

12. Design of Data Processing Systems and the 
Supervision of Data Processing Instal
lations (8 Hours) 

13. Principles and Procedures of Computer 
Programming (8 Hours) 

13.1 Programming 

13,12 Definition 

13.2 Procedures 

13.21 Define the Problem 
13.22 Devising Procedures 

13.221 Flowcharting 

13.23 Coding 

13.231 Machine Language 
13.232 Fortran 
13.233 COBOL 

13.234 P/L 1 

13.24 Debugging 

13.25 Conversion 

14. The Electronic Computer (l4 Hours) 
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14.1 Classification of Computers by Use 
and Size 

14.2 Functions of Computers 

14.21 Input of Data 

14.211 Methods of Input 

14.22 Memory 

14.221 Working Memory 
14.222 rile Memory 
14.223 Random Access 
14.224 Serial Access 

14.23 Arithmetic 
14.24 Output 

l4.24l Methods of Output 

14.25 Control 
14.26 Concept of Stored Program 

15. Machine Language (8 Hours Lecture - 6 Hours 
Lab) 

16. Common Business Oriented Language ( C O B O L ) -
(22 Hours Lecture - 17 Hours Lab) 

17. Formula Translation Language (Fortran) -
(22 Hours Lecture - I6 Hours Lab) 

18. P / L 1 (8 Hours Lecture - 6 Hours Lab) 

19. System Analysis and Design (8 Hours) 

19.1 Total Systems Concept 

19.2 Objectives of Systems Study and Design 
19.3 Planning the Systems Study 
19.4 Analyzing,the Present System 
19.5 Defining System Requirements 
19.6 Designing New Systems 
19.7 New Systems Proposal 

19.8 New Systems Plan 

20. Systems Study Aids (15 Hours) 

20.1 Organization Charts 

20.2 Flow Charts 
20.3 Process Charts 
20.4 Decision Tables 
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21. Examinations (8 Hours) 

B. 1. The Project Director will contact personnel 
in both industry and education, who have 
exhibited leadership in the area of data 
processing education, to seek their advice 
and guidance for developing criteria to 
determine an individual's aptitude, inter
est, and abilities for becoming a data 
processing teacher. 

2. The Project Director will employ several 
consultants in the field of education for 
the purpose of developing instructional 
materials for the institute. 

3. The Project Director will work with the 
data processing center at Texas Tech 
University and the instructional staff of 
the institute to develop the course 
content of the institute. 

4. The following course of action will be 
established in order to accomplish the 
objectives of the institute: 

4.1 Participants will attend seminars from 
8 a.m. - noon, Monday through Friday, 
in which they will receive instructions 
in the areas of electronic data pro
cessing and related subjects. Topics 
will be presented by the consultants 
and instructors selected for the 
institute. 

4.2 Instructors and consultants employed 
to teach in the institute have selected 
areas to present according to their 
knowledge and background of data pro
cessing and related subjects. 
Instructors have a thorough knowledge 
of data processing programs, needs, 
and objectives so that, in teaching 
the summer institute, they may 
develop, in the teacher participants, 
a practical philosophy of this field 
and its place in the economy. 

4.3 The Project Director, in cooperation 
with the instructors and consultants, 
will develop, prior to and during the 
institute, teaching materials to be 
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used by the data processing teachers 
in their various programs in the 
local school during the regular 
school year. 

4.4 Laboratory. Participants will 
attend laboratory sessions held from 
1:30 p.m. - 4:30 p.m., Monday through 
Friday, in which they will apply 
those concepts discussed in the 
mo rning s e s s i ons. 

4.4l Two laboratory assistants will 
be employed full time to be 
utilized as needed at the data 
processing center and will be 
reimbursed under the proposal. 

4.5 One part-time secretary will be 
employed for the period of the pro
posal to handle all clerical activi
ties needed for the project. 

C, College Credit. 

The Institute may be taken for college credit 
or non-credit. If a participant wishes credit, 
he must meet all the requirements of a regular 
graduate student. Requirements are related on 
page 12 of the Graduate Bulletin of Texas Tech 
University. The course carries 9 graduate 
semester hours credit in Business Education. 
The title of the course is Vocational Business 
Data Processing, BEd 535. 

Ill, Schedule. 

The institute will operate for 10 weeks. The dates 
are June 12, 1972 through August 18, 1972. The 
teachers will be in sessions 5 days a week, Monday 
through Friday, for a total of 50 days or 350 hours 
of instruction. 

1, Orientation. From 6-7 p,m,, Sunday, June 11, 
1972, there will be an orientation meeting 
attended by all participants and on-campus 
instructors. This meeting will be conducted in 
the LH 202 of the Business Administration 
Building, Texas Tech, Lubbock, Texas, 

2. Institute. Classes will meet from 8 a.m, -
12:00 noon, Monday through Friday, Laboratory 

| £ ^ 
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sessions will meet from 1:30 p.m. - 4:30 p,m., 
Monday through Friday. Laboratory instructors 
will be available for consultation until 10:00 
p.m., Monday through Friday and 8:00 a.m, -
5:00 p.m. on Saturday. 

3. The following subjects will be discussed: 

3.1 History and Evolution of Data Processing 
(4 Hours) Harold C. Hill 

3.2 The Recent Development of Vocational 
Education on the High School and Post-
High School Levels and Its Relationship 
to Data Processing (4 Hours) 
William R. Pasewark 

3.3 Vocational Education, Data Processing and 
Federal Assistance (4 Hours) William 
R. Pasewark 

3.4 The Unit Record (3 Hours) Sam Carter 

3.5 The Card Punch and Verifier (8 Hours 
Lecture - 6 Hours Lab) Gene Newton 

3.6 The Sorter (8 Hours Lecture - 6 Hours Lab) 
Sam Carter 

3.7 The Interpreter (16 Hours Lecture - 12 
Hours Lab) Derrell W, Bulls 

3.8 The Reproduction Punch (20 Hours Lecture -
15 Hours Lab) Gene Newton 

3.9 Data Processing Curriculum - What, When, 
Where (8 Hours) S, J. Wanous 

3.10 The Collator (20 Hours Lecture - 15 Hours 
Lab) Sam Carter 

3.11 The Accounting Machine (20 Hours Lecture -
15 Hours Lab) Derrell W. Bulls 

3.12 Design of Data Processing Systems and the 
Supervision of Data Processing Instal
lations (8 Hours) Aylmer V. Nichols 

3.13 Principles and Procedures of Computer 
Programming (8 Hours) David McClary 

3.14 The Electronic Computer (l4 Hours) 
Gene Newton 
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3.15 Machine Language (8 Hours Lecture - 6 
Hours Lab) Sam Carter 

3.16 P/L 1 (8 Hours Lecture - 6 Hours Lab) 
Gene Newton 

3.17 Common Business Oriented Language (COBOL) 
(22 Hours Lecture - 17 Hours Lab) 
Gene Newton 

3.18 Formula Translation Language (Fortran) 
(22 Hours Lecture - I6 Hours Lab) 
Derrell W. Bulls 

3.19 System Analysis and Design (8 Hours) 
J. D, Shiverdaker 

3.20 Systems Study Aids (15 Hours) Derrell 
W, Bulls 

3.21 Examinations (8 Hours) 

IV, Personnel. 

Program Director. 

Derrell W. Bulls 

Associate Professor, College of Business, 
Eastern New Mexico University. M.B.E. from 
North Texas State University. 

Member: New Mexico Business Education Associ
ation; New Mexico Education Association; 
National Business Education Association; M-P 
Business Education Association; Phi Beta Lambda; 
Phi Delta Kappa; Delta Pi Epsilon. 

Three years experience as director of data pro
cessing center at Eastern New Mexico University; 
Thirteen years college teaching experience. 

Institute Instructors 

1. Gene Newton 

Instructor, College of Business, Eastern New 
Mexico University; M.B.A., University of 
Tennessee. 

Work Experience: Four years experience as 
programmer for industry. 
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Teaching Experience: Six years college 
teaching experience, 

2. Sam Carter 

Instructor, College of Business, Eastern 
New Mexico University; M.B.A., University 
of Tennessee. 

Work Experience: Two years experience as 
programmer for industry. 

Teaching Experience: Five years college 
teaching experience. 

Consultants 

1. Harold C. Hill 

Chairman of the Data Processing Department, 
San Diego City College. 

Work Experience: Managerial and Data 
Processing positions in military, 
industrial, and financial organizations. 

2. David McClary 

Director of Production Data Processing, 
Eastern New Mexico University. 

3. Aylmer V. Nichols 

Coordinator of electronic data processing 
services for county of San Diego. 

Nineteen years in design of data processing 
systems and supervision of data processing 
installations. Pioneer in the field of data 
processing education. Nichols holds the 
certificate of data processing from DPMA, 

4. J. D. Shiverdaker 

Systems Analyst for International Business 
Machines Corporation. 

5. William R. Pasewark 

Head, Department of Business Education and 
Secretarial Administration, Texas Tech 
University. Ph.D. from New York University. 
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6. S. J. Wanous 

Chairman of Business Education Department, 
University of California, Los Angeles. 
Professor of Education 

Author of many articles and books in the 
field of business education including 
Automation Office Practice Practice Set. 

V. Trainees. 

The candidates for the thirty positions in the 
summer institute will be requested to apply through 
their respective principals in order to assure 
authentic interest in the field of data processing. 

The candidates will be selected from the following 
areas: l) West Texas, 2) New Mexico, 3) Colorado, 
and 4) Arizona. 

No person shall, on the ground of race, sex, creed, 
color or national origin be excluded from partici
pation in, be denied the benefits of, or be sub
jected to discrimination under the conditions of 
this program. 

Applications will be distributed to all principals 
of high schools and trade schools of the area 
covered by the institute. Candidates will transmit 
their application and transcript of college credits 
through their principals to the project director on 
or before May 15, 1972. Thirty participants will 
be chosen along with ten alternates. Selection will 
be on training, desire, and interest along with 
recommendation from their principals. In selection 
of the participants, no distinction will be made 
between the candidates who wish to take the insti
tute for college credit and those who wish to take 
the summer institute for non-credit. 

VI. Facilities . 

1, Classrooms and Equipment. The institute will be 
conducted in an air-conditioned building com
pleted in 1969. Classrooms will adequately 
accommodate the institute participants with the 
following equipment and training aids available: 
1) 029 Keypunch, 2) O56 Verifier, 3) 082 
Sorter, 4) 557 Interpreter, 5) 5l4 Reproducing 
Punch, 6) 085 Collator, 7) 402 Accounting 
Machine, 8) 36O Computer, 9) Overhead 
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Projectors, lO) Electric Typewriters, 
ll) Movie Projector, 12) Opaque Projector, 
13) Film Strip Projector, l4) Tape Recorders, 
15) Fluid and Stencil Duplicating Equipment 
and 16) Zerox Machine. 

2. Residence Hall. University housing will be made 
available for the participants; however, they 
will be required to pay the regular rental rates 
in effect at the time of the institute. The 
participants will be housed in an air-conditioned 
twelve-story residence hall completed in I967. 

^' Library. The collections of the College Library 
are intended to meet the research needs of 
faculty and students in support of the academic 
program, and are housed in an air-conditioned 
building completed in I962. Holdings now total 
more than 1,000,000 items, including books, 
periodicals, government documents, and other 
materials. The Library maintains the open-shelf 
principle so that its holdings may be readily 
available to students and faculty alike; 
individual study tables are distributed through
out the stacks. The Library is designated as 
one of the two Regional Depositories for U. S. 
Government Documents in Texas and as a deposi
tory of the Atomic Energy Commission. The 
Library facilities include microfilm readers, 
microprint readers, and photocopy machines. 

The Library is a member of the Texas Information 
Exchange, offering Teletype Communication with 
thirty libraries in Texas and others out of 
state which have TWX equipment. 

4. Training Material. 

4.1 Arnold, Hill and Nichols, Introduction to 
Data Processing, 1966, John Wiley and 
Sons, Inc. 

4.2 Chapin, Programming Computers for Business 
Applications, I96I, McGraw-Hill Book Co. 

4.3 Fortran Manual, IBM Corporation. 

4.4 P/L 1 Mantial, IBM Corporation. 

4.5 COBOL Mantial, IBM Corporation. 
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4.6 029, 514, 082, 557, 085, and 402 Manuals, 
IBM Corporation. 

4.7 Wood, The Teaching of Automated Data 
Processing in the High School. South-
Western Publishing Co., Monograph ll6, I967. 

4.8 Wenner, A High School Orientation Course in 
Data Processing. South-Western Publishing 
Co., Monograph ll4, I966. 

VII. Evaluation. 

Examinations (6 one-hour exams and 1 two-hour exam) 
based on the subject-matter content of the summer 
institute. For those participants who are enrolled 
for credit, these exams and their laboratory 
evaluations will be the basis for the determination 
of a grade. 

All participants will be required to compile a 
resource notebook which can be used for reference 
when they return to their respective schools. 

An evaluation sheet will be completed by each 
participant at the conclusion of the institute. 
These will be beneficial to the project director 
in the preparation of his written report. 

VIII. Other Information. 

1. Amount of support available for this purpose 
from sources other than the transmitting 
institution. None 

2. This proposal has not been submitted to any 
other agency or organization. 

3. This proposal is not an extension of, or addition 
to, a program previously or currently supported 
by the Office of Education. 

4. This proposal has not been previously submitted 
to the Office of Education. 

IX. Consideration by State Board for Vocational Education, 

Preliminary plans for this proposal have been dis
cussed with the State Board for Vocational Education. 
A letter of support will be delivered to the U. S. 
Office of Education under separate cover. 
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PROPOSED BUDGET 

TYPE OF PROJECT: Training Institute 

INITIATOR: Derrell W. Bulls 

INSTITUTION OR AGENCY: Texas Tech University 

BEGINNING DATE: May 15, 1972 

ENDING DATE: September 2, 1972 

Amount Required for 
the First Year 

Grant Applicants 
Item Funds Funds 

A. DIRECT COST 

I. Personnel 

A. Derrell W. Bulls, Project 
Director, (25^-15,000) $3,750 

B. Gene W. Newton, 
Instructor (20^-13,000) 2,600 

C. Sam Carter, Instructor 
(20^-12,000) 2,400 

D. Consultant's Honaria, 
$100 per day 

Harold C. Hill, 
1 day $100 

David McClary, 
2 days ~ 200 

Aylmer V. Nichols, 
2 days 200 

J. D. Shiverdaker, 
2 days 200 

William R. Pasewark, 
2 days 200 

S. J. Wanous, 
2 days 200 1,100 

E. S e c i-e t a ry , 8 Ô'o time, 
16 weeks, $80.00 per week 1,024 
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PROPOSED BUDGET, TEXAS TECH UNIVERSITY 

Item 

Amount Required for 
the First Year 

Grant Applicants 
Funds Funds 

II. 

F. Laboratory Assistants, 
100^ time, 10 weeks 
2 X 150 Hours X 
$1.75 per hour 

Employee Benefits, OASI, 5.2^ 
of Salaries 

$ 525 

A. Project Director $195 
B. Seminar Instructors 26O 
C. Secretary 42 
D. Laboratory Assistants 28 525 

III. Travel 

Transportation 

1• Participants 
Round Trip Air Coach 
Fare from partici
pants' home to Lubbock, 
Texas. Average Fare 
$100 X 30 Participants 3,000 

B 

2. Consultants 
Harold C, Hill, 
San Diego, Cal. 

David McClary, 
Portales, N.M. 

Aylmer V, Nichols, 
San Diego, Cal, 

J. D. Shiverdaker, 
S. J. Wanous, 
Los Angeles,Cal. 

Per Diem, $15 per day 
Harold C. Hill, 1 day 
David McClary, 2 days 
Aylmer V. Nichols, 

2 days 
S. J. Wanous, 2 days 

;200 

30 

200 

200 

15 
30 

30 
10 

630 

10 J 
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PROPOSED BUDGET, TEXAS TECH UNIVERSITY 

Amount Required for 
the First Year 

Item 
Grant 
Funds 

Applicants 
Funds 

IV. Supplies and Materials 

A. Office Supplies 
Telephone 
Postage 
Office Supplies 

B. Institute Materials 

$175 
80 

260 

Instructional Material $980 
($32.50 per partici

pant ) 
Data Processing Cards 
Machine Paper 
Rental of Films 
Overhead Projector 
Transparencies 

Miscellaneous 

$ 90 
150 
40 

40 
60 

$ 515 

1,360 

V. Services 

Duplicating and Reproduction 
Course Outline $150 
Study Materials Pre
sented by Instructors 380 

Duplication of pro
jects presented by 
each participant 300 

Final Report Costs, 
(225 copies required 
by governmental agency, 
50 copies required for 
the participants and 
staff, 40 copies of 
abstract--final report 
estimated to be 45 
pages) 650 1,480 



208 

PROPOSED BUDGET, TEXAS TECH UNIVERSITY 

Item 

Amount Required for 
the First Year 

Grant Applicants 
Funds Funds 

VI. Equipment 

VII 

029 
082 
557 
514 
085 
402 
360 

Oth( 

Keypunch 
Sorter 
Interpreter 
Reproducing Punch 
Collator 
Accounting Machine 
Computer 
($50 per hour --
estimated 4 hours 
participant) 

3r Direct Cost 

per 
$6 

N/C 
N/C 
N/C 
N/C 
N/C 
N/C 

,000 

staff Travel (Estimated 
1250 miles at 12?̂  
per mile) 150 

$6,000 

Subsistence for 
Participants. 
$75 per week for 10 weeks 
$750 X 30 participants 

22,500 

SUBTOTAL 

B; INDIRECT COSTS* 

C. TOTAL COSTS 

i|22,6^0 

$47,440 

31702 

$51,366 

*Texas Tech University computes indirect cost as a ratio 
of 36.74^ of Direct Cost relative to salaries of per
sonnel. This is in accordance with the Office of Research 
Services• 
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PROPOSED RESEARCH PROJECTS 

Chapter IV contained several types of projects which 

could be studied in the Office Research Institute. 

Prospective projects for the Institute are practically 

unlimited. Appendix B is a list of topics which could be 

used as the primary research projects for the Office 

Research Institute. This list, in part, is adopted with 

permission from a research project classification report 

developed in the Department of Business Education, Texas 

Tech University. Ideas for other topics were derived from: 

1. Gratz, "Research Priorities in Office Education," 
AMERICAN VOCATIONAL ASSOCIATION JOURNAL, April, 
1967 

2. Harvard Graduate School of Business, RESEARCH 
TOPICS SUGGESTED BY SIXTY-FOUR PROMINENT 
BUSINESSMEN, I966 

The projects are divided into several categories for 

clarity. The categories are not listed in order of 

importance, nor are the projects within each category 

listed according to priority. The priority should be 

established by the Office Research Institute personnel. 

Following are suggested studies: 

Office Abilities 

1. Office machines abilities necessary for begin
ning office workers 

2. The improvement of typewriting skill as measured 
by mailable words per minute 

3. The measurement of achievement on calculating 
machines 
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4. A prognosis of student's probable success in 
typewriting 

5. Competencies needed by a beginning office 
worker 

6. A qualitative analysis of secretarial duties 
and traits 

7. Humanistic and technical factors associated 
with successful adoption of the secretarial-stenographic 
role 

Recruiting, Selecting, and Training 
of Office Employees 

8. Methods used in recruiting, selecting, and 
training of office personnel 

9. The relative status of secretaries in business, 
real and imagined 

10. The amount of responsibility that should be 
delegated to secretaries 

11. The role and status of the office supervisor in 
employee training 

12. The value of self-appraisal in the office 

13. The value of employer evaluation of employees 

14. Techniques employed in motivation of office 

employees 

15. The effects of the implementation of a given 
change on the employee environment 

16. A comparison of the performance of office 
employees with specialized training and of those with 
generalized training 

17. The effectiveness of "funded" training programs 
to prepare l6-21 year old youth for entry into office 
positions 

18. Problems involved in the employment of the 

unqualified 

19. The role of business in increasing omploymt>nt 
opportunities for minority groups and in employing workers 
trained under the anti-poveity program 
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20. Employment possibilities for the disadvantaged 
and handicapped 

21. A system for equating performance with salary 
and rank of office employee 

22. The impact on business of equal pay and equal 
employment opportunities for women 

23. The effects of fatigue on office workers 

24. The unionization of office employees and its 
effect on the office 

25. Salaries and responsibilities of office 
employees in comparison with employees in other occupations 

26. Computerization versus mechanization in the 
office 

27 • The effect of work improvement programs on 
office employees 

28. Pre-service instructional materials for various 
levels of office employees 

29. The importance of pre-employment training to 
the success of an office worker 

30. The value of in-service education program for 
office employees 

31. Programmed instructional materials for 
in-service education for office employees 

32. Administrative and technical knowledges and 
concepts workers need to be successful in the changing 
office atmosphere 

33. Improvement of employment tests for office 
occupations with the idea of improving the tests 

34. The loss of comprehension in transmitting 
written communications 

35. The communication knowledges and skills needed 
by office workers 

36. Competency requirements of office workers in 
the future 

37. Learning time for office employees for specific 
operations 
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38. The problem of skill obsolescence 

39. The economic concepts that should be understood 
by office employees 

Office Equipment 

40. Built-in eraser key for an electric typewriter 

41. Optical scanner for typewriters 

42. Feasibility of purchasing an automatic type
writer 

43. Date key for electric typewriter 

44. Comparison of duplicating methods for an office 

45. Comparison of standard file cabinets, micro
filming, and computer tape as information storage 
techniques 

46. Efficiency comparison of recording information 
for storage 

47. Analysis of machine repair 

48. Value of service contracts 

Information Flow and System Design 

49. Work simplification in an office 

50. Basic characteristics of office work 

51- The total system concept and the office 

5 2 . Telephone systems, procedures, and cost for 
varying size offices 

53. Application of interoffice and intraoffice 
communication techniques 

54. Development of efficient systems for recording 
office communications 

55. Analysis of the problem of job clusteis and job 
hierarchy in the office 

56. Mobility of office employees within the 
organization 
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57. Development of management information systems 

58. Effective utilization of staff services in a 
decentralized company 

59. Measuring the effectiveness of office operations 

60. Organizing the systems operations for effective 
management of the office 

61. Analysis and evaluation of quantity controlling 
efforts of the office and the problems of quantity 
variation 

62. Analysis of work flow as a key to efficient 
office procedures 

63. The best filing system for varying size of 
offices 

64. Controlling and organizing records retention 

65. Techniques of information retrieval for internal 
reporting 

66. Work measurement as a method of controlling and 
reducing office costs 

67. Identification of problem areas regarding 
implementation of a real-time system 

68. Standard procedures for the development of 
office manuals 

69. The need for cost control and reduction in the 
office 

70. The impact of emerging computer and communication 
technology on basic business functions 

71. A formula for determining the equitable allo
cation of office employee support to departments of an 
enterprise 

72. Theories of office productivity 

Design and Layout of the Office 

73, Analyzing location factors of an office 

74. Effective layotit and equipment 
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75. Designing efficient office furniture 

76. Analyzing office lighting and its contribution 
to efficiency 

77. Designing office layout to minimize traffic and 
maximize information flow 

78.. Seating arrangements in office layout 

79. Art in the office 

80. Music in the office 

81. Office landscaping 

Measurement in the Office 

82. Identifying office costs 

83. Analyzing office costs 

84. Analyzing the effect of interruptions on the 
performance of office work 

85. Measuring the quality of office work 

86. Improving measurement devices to determine 
standards for the office 

87. Determining the effectiveness of Time 
Measurements Units ( T M U S ) in proving the importance of 
work simplification 

88. Measuring the fallout between hearing and 
actually recording information 

89. Comparing cost of using shorthand versus cost 
of using a dictating machine 

90. Determining procedures for budget preparation 
in the office 

91. Identifying the effect of quality of office 
work on office costs 

92. Measuring profits in the office 
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Office Education Curriculum 

93. Pilot study by employers and office educators 
in selected localities to determine performance standards 
for employment and to suggest curriculum changes 

94. Course outlines for office administration 
courses 

95. Office supervisor training program 

96. Ideal high school curriculum for students 
planning for office occupations 

97. Status of labor relations instruction in office 
education 

98. Educational facilities and curricula needed to 
meet the requirements of the unskilled 

99. Curriculum implications of electronic data 
processing for educational institutions 

100. The high school business curriculum with 
emphasis on change for the future 

101. A model office administration curriculum for 
colleges and universities 

102. Articulation between high schools, junior 
colleges, and senior colleges for shorthand and type
writing 

103. An office information systems curriculum for 
colleges and universities 

Teacher Education 

104. Effective and ineffective performance of 
student teachers of business subjects 

105. A comparison of the preparation of teacher-
coordinators and a regular classroom business teacher 

106. The importance of data processing as a require
ment for certification of business teachers 

107. The current supply and demand for business 
teachers with projections for the future 
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108. Criteria for the selection of equipment on 
which prospective business teachers would be expected to 
have competency 

109. Justification for city supervisors for business 
education 

110. Procedures to be used by guidance counselors in 
presenting information to students about potential office 
employment 

111. The utilization of video tape for instruction 

112. Team teaching for the preparation of office 
personnel 

113. Preparation needed by new-media (computers and 
other new technical equipment) technicians to support the 
classroom teacher 

Miscellaneous 

114. The function of an office 

115. Decreasing time, effort, and materials to 
perform office work 

116. The effect of procrastination in the office 

117. Analyzing office accident occurrence and 
managerial safety action 

118. The effect of a "Quiet Hour" for the office 

119. Office education in the United States and 

foreign countries 

120. The analysis of. repetitious tasks 

121. Controlling office supplies 

122. The basis of allocation of budgetary funds with 

an office complex 

123. The values of paper work 

124. A bibliography on office administration 
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OFFICE RESEARCH INSTITUTE, INC. 

Articles of Incorporation 

We, the undersigned natural persons, all of whom are 

over the age of twenty-one years and all of whom are 

citizens of the State of Texas, acting as incorporators of 

a corporation under the Texas Non-Profit Corporation Act, 

do hereby adopt the following Articles of Incorporation for 

such corporation: 

ARTICLE ONE 

The name of the corporation is Office Research 

Institute, Inc. 

ARTICLE TWO 

The corporation is a non-profit corporation. 

ARTICLE THREE 

The period of its duration is perpetual. 

ARTICLE FOUR 

The corporation is organized and will be operated 

exclusively for educational, scientific and charitable 

purposes, and in furtherance of these purposes and for no 

other purpose. 

The corporation serves a catalytic role in establish

ing a corsortium to focus on relevant problems in the 

field of office management, both practical and theoretical. 
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The corporation will be comprehensive in its commit

ment and responsibility, multidisciplinary in its approach, 

and both intrainstitutional and interinstitutional in its 

programs. 

The objectives of this corporation are to: 

conduct continual research about the role and 
function of the office; 

stimulate and strengthen applied research and 
development tow^ard the solution of problems in 
office management; 

encourage the development of research to 
improve office education in institutions of 
higher education and other educational areas; 

stimulate basic research to develop new 
kriow^ledges and new applications of existing 
knowledge regarding the office; 

gather, analyze, synthesize, and disseminate 
information about the office; 

provide an international depository for 
retrieval, storage, and dissemination of 
information regarding the office; 

develop instructional materials (training 
loops, video tapes, e t c ) for educating and 
upgrading office workers; 

encourage continual training for those persons 
in the field of office systems, both in 
industry and education; 

conduct pre-service and in-service programs 
for office workers, for supervisors, and for 
executives; 

provide training programs for the handicapped 
(socially, economically, academically, and 
culturally) and disadvantaged (physically and 
mentally) in the field of office procedures; 

develop talents of those who will conduct 

office research; 
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conduct training programs for the upgrading 
of instructors in the field of office systems; 

provide continuing training for teachers who 
have been in the teaching field for a period 
of years thereby not having had the opportunity 
for exposure to the new technology of business. 

The corporation will ensue the following procedures 

which are to: 

make and enter into agreements of every sort 
and kind permitted by law with individuals, 
firms, associations, and/or private, public 
or municipal corporations or any other agencies 
or departments; 

convey, exchange, lease or encumber, transfer 
upon trust, or otherwise dispose of all 
property, real or personal; to borrow money, 
contract debt, and secure the same; 

conduct its affairs, carry on its operation 
and have officers and exercise the powers 
granted to it in any state, territory, 
district or possession of the United States; 

have and exercise those general powers 
granted to non-profit corporations by 
Article 1396-2.02 of the Texas Non-Profit 
Corporation Act; 

perform all other acts necessary or expedient 
for the administration of the affairs and 
attainment of the purposes of the corporation. 

Notwithstanding any of the aforementioned purposes 

and powers, this corporation will engage, otherwise than 

as an insubstantial part of its activities, only in activi 

ties that in themselves are in furtherance of educational, 

scientific and charitable purposes. 
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ARTICLE FIVE 

The corporation shall have no members. 

ARTICLE SIX 

No part of the net earnings of the corporation shall 

insure to the benefit of or be distributable to its Gover

nors, officers, or other private persons, except that the 

corporation shall be authorized and empowered to pay 

reasonable compensation for services rendered and to make 

payments and distributions in furtherance of the purposes 

set forth in Article Four hereof. No part of the activi

ties of the corporation shall be the carrying on of propa

ganda or otherwise attempting to influence legislation, and 

the corporation shall not participate in or intervene in 

(including the publishing or distribution of statements) 

any political campaign on behalf of any candidate for 

public office. Notwithstanding any other provision of 

these Articles, the corporation shall not carry on any 

other activities not permitted to be carried on (a) by a 

corporation exempt from Federal income tax under Section 

501 (c) (3) of the Internal Revenue Code of 1954 (or the 

corresponding provision of any future United States 

Internal Revenue law) or (b) by a corporation, contributions 

to which are deductible under Section I70 (c) (2) of the 

Internal Revenue Code of 1964 (or the corresponding pro

vision of any future United States Internal Revenue law). 
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ARTICLE SEVEN 

The address of the registered office of the corpo

ration is Texas Tech University, College of Business 

Administration, Department of Business Education, Lubbock, 

Texas, 79409, and the name of its registered agent at such 

address is Director of the Office Research Institute. 

ARTICLE EIGHT 

The number of Governors constituting the initial 

Board of Governors of the corporation is ten. 

ARTICLE NINE 

The title and street address of each incorporator is 

Title 

Dean of the College of 
Business Administration 

Chairman of the Department 
of Business Education 

Director of the Office 
•Research Institute 

Address 

College of Business Adminis 
tration 

Texas Tech University 
Lubbock, Texas 79409 

College of Business 
Administration 

Texas Tech University 
Lubbock, Texas 79409 

College of Business 
Administration 

Texas Tech University 
Lubbock, Texas 79409 

ARTICLE TEN 

The corporation shall have the power ot indemnify any 

Governor or officer or former Governor or officer of the 

corporation for expenses and costs (including attorney's 

fees) actually and necessarily incurred by him in connection 

i-.̂ . 
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with any claim asserted against him, by action in Court or 

otherwise, by reason of his having been such Governor or 

officer, except in relation to matters as to which he shall 

have been guilty of negligence or misconduct in respect of 

the matters in which indemnity is sought. 

ARTICLE ELEVEN 

The corporation shall have the patent rights to any 

invention developed with the use of the Office Research 

Institute laboratories by any Governor, officer or 

professional employee of the Office Research Institute. 

Scientific research may lead to the discovery of 

some new process or the invention of apparatus having a 

commercial value. While the Office Research Institute is 

not conducted for profit, it has a large investment in 

its laboratories and physical plant, the benefits of 

which cannot properly be assigned to or exploited by 

personal or private interest. To prevent the appropriation 

by private interests of the results of discoveries or 

inventions connected with a cooperative investigation, 

patents should be secured in accordance with the preceding 

regulations. The cooperating agency, therefore, will 

first be afforded the opportunity to purchase or lease 

the patent rights, or in other manner shown preferential 

treatment, in recognition of its financial assistance in 

the conduct of the investigation. 
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The regulations shall not be construed to include 

questions of ownership in copyrights on books or of 

inventions or discoveries made by members of the teaching 

or scientific staffs outside their regular duties or at 

their own expense. 

ARTICLE TWELVE 

Upon the dissolution of this corporation for any 

reason, all remaining property, both real or personal, 

shall not revert to any individual, but shall be distributed 

to the Texas Tech University Foundation, Lubbock, Texas, a 

non-profit corporation, or its successors or assigns. 

IN WITNESS WHEREOF, we have hereunto set our hands 

this 

Dean, College of Business 
Administration 

Chairman, Department of 
Business Education 

Director, Office Research 
Institute 
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OFFICE RESEARCH INSTITUTE, INCORPORATED 

By-Laws 

ARTICLE I -- OFFICES 

The principal office of the corporation in the State 

of Texas shall be located in Lubbock County, Texas, on the 

campus of Texas Tech University, its successors or assigns. 

The corporation may have such other offices, either within 

or without the State of Texas as the Board of Governors may 

determine or as the affairs of the corporation may require 

from time to time. 

The corporation shall have and continuously maintain 

in the State of Texas a registered office, and a registered 

agent whose office is identical with such registered 

office, as required by the Texas Non-Profit Corporation 

Act. The registered office may be, but need not be, 

identical with the principal office in the State of Texas, 

and the location of the principal office, the registered 

office and the registered agent may be changed from time to 

time by the Board of Governors. 

ARTICLE II — BOARD OF GOVERNORS 

Section 1. General Powers. The affairs of the 

corporation shall be managed by the Board of Governors or 

by an officer or officers designed by such Board. 

Section 2. Number and Composition. The number of 

Governors shall not be more than ten. The Board of Governors 
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shall be composed of the President of Texas Tech University, 

the Chairman of the Board of Directors of Texas Tech 

University, the Dean of the College of Business Adminis

tration, Texas Tech University, the Chairman of the Depart

ment of Business Education, Texas Tech University, and of 

other persons in the fields of business, science, education, 

government, and the like. 

Section 3. Election of Governors, Governors, other 

than the President of Texas Tech University, the Chairman 

of the Board of Directors of Texas Tech University, the 

Dean of the College of Business Administration, Texas Tech 

University, and the Chairman of the Department of Business 

Education, Texas Tech University, shall be elected by the 

affirmative vote of a majority of the incumbent Governors, 

Section 4. Composition and Election of Officers for 

the Board of Governors, The officers of the Board of 

Governors shall consist of the Chairman, Vice-Chairman, 

and Secretary. Officers shall be elected at the first 

meeting of each fiscal year by the affirmative vote of a 

majority of the Governors present. 

Section 5. Terms of Office. The terms of office of 

Governors shall be two years, except that the President of 

Texas Tech University, the Chairman of the Board of 

Directors of Texas Tech University, the Dean of the College 

of Business Administration, Texas Tech University, and/or 

the Chairman of the Department of Business Education, 
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Texas Tech University, shall be members during their 

respective appointments. 

Section 6. Filling of Vacancies. Vacancies in 

unexpired terms due to resignation, death or termination 

shall be filled by an affirmative vote of the majority of 

the Governors, except that a vacancy occurring due to the 

death, resignation or termination of a Governor who is 

also the President of Texas Tech University, the Chairman 

of the Board of Directors of Texas Tech University, the 

Dean of the College of Business Administration, Texas Tech 

University, and/or the Chairman of the Department of 

Business Education, Texas Tech University shall be filled 

by the person appointed to succeed him in the respective 

position. 

Section 7. Meetings. Meetings of the Board of 

Governors shall be held at least annually and from time to 

time and at such place as designated by the Chairman of 

the Board of Governors. 

Section 8. Notices. Notices of any meeting of the 

Board of Governors shall be given at least thirty days 

previously thereto by written notice delivered personally 

or sent by mail or telegram to each Governor at his address 

as shown by the records of the corporation. If mailed, 

such notice shall be deemed to be delivered when deposited 

in the United States mail in a sealed envelope so addressed, 

with postage thereon prepaid. If notice be given by 
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telegram, such notice shall be deemed to be delivered when 

the telegram is delivered to the telegraph company. Any 

Governor may waive notice of any meeting. The attendance 

of a Governor at any meeting shall constitute a waiver of 

notice of such meeting. Neither the business to be 

transacted at, nor the purpose of, any meeting of the 

Board need be specified in the notice or waiver of notice 

of such meeting. Notice of meetings shall be issued Vjy the 

Secretary or, in his absence or upon his failure to act, 

by an office designated by the Chairman of the Board or, 

in his absence, by the Vice-Chairman of the Board, 

Section 9« Quorum, A simple majority of the Board 

of Governors shall constitute a quorum for the transaction 

of business at any meeting of the Board; but if less than 

a majority of the Governors is present at said meeting, a 

majority of the Governors present may adjourn the meeting 

without further notice. 

Section 10. Manner of Acting, The act of a simple 

majority of the Governors present at a meeting at which a 

quorum is present shall be the act of the Board of Gover

nors, unless the act of a greater number is required by 

law or by these By-Laws. 

Section 11. Chairman of Meetings. At each meeting 

of the Board of Governors, the Chairman of the Board, or in 

his absence, the Vice-Chairman of the Board, or in the 

absence of both, the President of Texas Tech University 
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shall act as Chairman. 

Section 12. Compensation. Governors as such shall 

not receive any stated salaries for their services; but 

by the simple majority vote of the Board of Governors, 

expenses of attendance, if any, may be allowed for 

attendance at each meeting of the Board, but nothing herein 

contained shall be construed to preclude any Governor from 

serving the corporation in any other capacity and receiving 

compensation thereof. 

ARTICLE III -- OFFICERS 

Section 1. Officers, The officers of the corporation, 

other than the Director, shall be appointed by the Director 

with the approval of the Board of Governors, The Director 

shall be appointed by an affirmative vote of a simple 

majority of the Board of Governors, 

Section 2. Removal. Any officer appointed by the 

Director may be removed by the Director whenever in his 

judgment the best interest of the corporation would be 

served thereby, but such removal shall be without prejudice 

to the contract rights, if any, of the officer so removed. 

Section 3. Director. The Director shall be the 

principal executive officer of the corporation and shall in 

general supervise and control all of the business and 

affairs of the corporation. He shall be subject to removal 

by the Board of Governors whenever in its judgment the best 

interest of the corporation would be served tliereby, but 
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such removal shall be without prejudice to his contract 

rights, if any. He may sign, with the Secretary or any 

other proper officer of the corporation authorized by the 

Board of Governors, any deeds, mortgages, bonds, contracts, 

or other instruments which the Board of Governors has 

authorized to be executed, except in cases where the sign

ing and execution thereof shall be expressly delegated by 

the Board of Governors or by these By-Laws or by statute to 

some other officer or agent of the corporation; and in 

general he shall perform all duties incident to the office 

of Director and such other duties as may be prescribed by 

the Board of Governors from time to time. 

Section 4. Secretary. The Secretary, who shall be 

elected from the Board of Governors by a simple majority 

affirmative vote of the Board of Governors present, shall 

keep the minutes of the meetings of the Board of Governors 

in one or more books provided for that purpose; see that 

all notices are duly given in accordance with the pro

visions of these By-Laws or as required by law; be 

custodian of the corporate records and of the seal of the 

corporation and see that the seal of the corporation is 

affixed to all documents, the execution of which on behalf 

of the corporation under its seal is duly authorized in 

accordance with the provisions of these By-Laws; keep a 

register of the post office address of each Governor; and 

in general perform all duties incident to the office of 



232 

Secretary and such other duties as from time to time may be 

assigned him by the Board of Governors. 

ARTICLE IV -- COMMITTEES 

Section 1. Committees. Committees not having and 

exercising the authority of the Board of Governors in the 

management of the corporation may be appointed by the 

Director w^ith the consent of the Board of Governors. Any 

member thereof may be removed by the Director whenever in 

his judgment the best interest of the corporation shall be 

served by such removal. 

Section 2. University Advisory Council. This council 

is appointed by the Director with the consent of the Board 

of Governors with expressed duty of acting as an avenue of 

communication between the disciplines affected by the 

corporation. 

The University Advisory Council is comprised of the 

following: 

1. Director of the Office Research Institute, 
Incorporated 

2. Chairman of the Department of Business 
Education -- Ex-officio 

3. Representatives from the following departments 
and/or areas: 

a. Accounting 
b. Classified Personnel 
c. Economics 
d. Education 
e. English 
f. Finance 
g. Foreign Language 
h. Industrial Education 

XdST' 
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i. Management 
j . Marketing 
k. Psychology 
1. Sociology 
m. Special Education 

n. Testing and Consulting 

Section 3» Community Advisory Council. The Director 

shall appoint a Community Advisory Council with the 

approval of the Board of Governors. Advice and recommen

dations about meaningful research projects will be the 

basic purpose of this committee. 

The membership of this committee would be: 

1. Director of the Office Research Institute, 
Incorporated 

2. Chairman of the Department of Business 
Education -- Ex-Officio 

3. Representatives from areas related to 
office research including the following: 

a. Business 
b. Government Agencies 
c. Parents 
d. Professional Organizations 
e. School Counselors 
f. Students 
g. Teachers of Business 

ARTICLE V -- CHECKS, DEPOSITS, AND FUNDS 

Section 1. Checks, Drafts, Etc. All checks, drafts, 

or orders for the payment of money, notes or other evidences 

of indebtedness issued in the name of the corporation shall 

be signed by such officer or officers, agent or agents of 

the corporation and in such manner as shall from time to 

time be determined by vote of the Board of Governors. 

Section 2. Deposi ts. All funds of the corporation 
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shall be deposited promptly to the credit of the corporation 

in such banks, trust companies or other depositories as the 

Board of Governors may select. 

Section 3. Gifts. The Director, acting on behalf 

of the Board of Governors, may accept on behalf of the 

corporation any contribution, gift, bequest, or devise for 

the general purpose or for the special purpose of the 

corporation. 

ARTICLE VI -- BOOKS AND RECORDS 

The corporation shall keep correct and complete books 

and records of account and shall also keep minutes of the 

proceedings of the Board of Governors and committees, and 

shall keep at its registered or principal office a record 

giving the names and addresses of the Board of Governors. 

ARTICLE VII -- FISCAL YEAR 

The fiscal year shall begin on the first day of July 

and end on the last day of June in each year. 

ARTICLE VIII -- INDEMNIFICATION 

The corporation shall have the power to indemnify any 

Governor or officer or former Governor or officer of the 

corporation for expenses and costs (including attorney's 

fees) actually and necessarily incurred by him in connection 

with any claim asserted against him, by action in Court or 

otherwise, by reason of his having been such Governor or 

officer, except in relation to matters as to which he shall 
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have been guilty of negligence or misconduct in respect of 

the matters in which indemnity is sought. 

ARTICLE IX -- SEAL 

The Board of Governors shall provide the form of 

corporate seal to be used by the corporation. 

ARTICLE X -- WAIVER OF NOTICE 

Whenever any notice is required to be given under the 

provisions of the Texas Non-Profit Corporation Act or under 

the provisions of the Articles of Incorporation or by the 

By-Laws of the corporation, a waiver thereof in writing 

signed by the person or persons entitled to such notice, 

whether before or after the time stated therein, shall be 

deemed equivalent to the giving of such notice, 

ARTICLE XI -- AMENDMENTS TO BY-LAWS 

These By-Laws may be altered, amended or repealed and 

new By-Laws may be adopted by a simple majority of the 

Board of Governors at any meeting called for that purpose, 

ARTICLE XII -- DISSOLUTION 

Upon the dissolution of this corporation for any 

reason, all remaining property, both real or personal, 

shall not revert to any individual, but shall be distributed 

to the Texas Tech University Foundation, Lubbock, Texas, a 

non-profit corporation, or its successors or assigns. 
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BUSINESS EDUCATION LEARNING SYSTEM^ 

Chapter IV presents the subsystem relationship of the 

Office Research Institute to the Business Education Learn

ing System. The explanation of the learning system is an 

adaptation from a report prepared by the Department of 

Business Education, Texas Tech University. Appendix D 

contains, by permission, parts of that report in order 

that depth studies may be made of the Office Research 

Institute as related to the Business Education Learning 

System. 

OBJECTIVES 

To prepare students for many careers vital to the nation's 
economic and social progress within these major classifi
cations : 

1. Degree students--Prepare competent business 
teachers and administrative managers. 

a. Business teachers--for positions in: 

(1) Educational Institutions such as junior 
high schools, senior high schools (comprehensive and 
technical), junior colleges, senior colleges and universi
ties, and private business schools. 

(2) Special Programs such as Job Corps, 
Manpower Development Training Act programs, and Neighbor
hood Youth Corps. 

(3) Training Programs in Companies such as 
preservice and in-service education for office workers 
and executives. 

b. Administrative Managers--for positions 
including office manager; office administrator; 

^BUSINESS EDUCATION LEARNING SYSTEM, Unpublished 
Departmental Report, Business Education Department, College 
of Business Administration, Texas Tech University, 1970 
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administrative assistant; office analyst; administrative 
services manager; executive secretary; legal, medical, or 
technical secretary. 

2. Non-degree students--prepare office workers and 
executives in extension courses and one- and two-year 
programs. 

Block Code 

1. (la) Degree Students, beginning with their 
Sophomore year, will take five required courses preparing 
them to be business teachers or administrative managers. 

a. (3a) The Office Production course develops 
competencies that will be necessary to perform office work 
in the Office Practicum course (3b). Passing competency 
tests will be a requisite for admission to the Office 
Practicum course. Students can advance from the Office 
Production course to the Office Practictmi course as soon as 
they pass the competency tests. In other words, advancement 
is based on competency rather than the traditional pro
cedure of requiring all students to remain in a course for 
the same amount of time. 

b. (3b) The Office Practicum course is conducted 
in the Office Service Center (4) where Sophomore Degree 
Students (lb) complete "live" work from offices on campus 
and from businesses off campus (6a). Simulated Work (6b) 
will be introduced when necessary to give students experi
ences not provided by "live" work. 

c. (3c) Office Management is a basic junior-
level course to develop the student's understanding of how 
planning, organizing, actuating, and controlling functions 
apply to the office. 

d. (3d) Controlling Office Costs is a senior 
course to develop the student's understanding of how the 
measurement and control of office costs can decrease 
expenses and increase profits. 

e. (3e) Seniors in the Administrative Management 
course will supervise students in the Office Practicum 
course and some Paid Workers (7) in the Office Service 
Center. Seniors in the Administrative Management course 
will have the unique and enriching experience of supervising 
others and analyzing and improving the Center. Their per
formances will be evaluated by professors and student 
workers enrolled in the Office Practicum course. Sopho
more degree students in the Office Practicum course should 

I*. 



239 

be highly motivated knowing that as seniors in the 
Administrative Management course they will be responsible 
for supervising the Office Service Center. 

2. (2a) Non-Degree Students are those preparing for 
office positions and those presently employed who are 
improving their competencies, but not enrolled at Tech for 
a baccalaureate degree. 

These students would be in special programs including: 
Texas Tech pre-service and in-service office programs, 
2-year office education programs, and programs with business 
and government agencies for training youth and adults. 
Education for both youth and adults would include programs 
for minority groups and those who are disadvantaged 
socially, economically, mentally, or physically. They 
would use the same facilities as degree students but 
instruction would be developed to meet the needs and 
capabilities of the special group of students involved. 
After this training they are employed in Business Offices 
in the U. S. (9a). 

3. (4) The Office Service Center will be conducted 
on campus and organized as an actual business service 
company. The center will be a cynosure for all American 
offices. In fact, it would be the best managed office in 
the United States, because it will be studied and improved 
upon by many students, faculty, businessmen, and research
ers. The ntunber of arrows directed toward the Center 
emphasizes this point. 

4. (5) The objective of the Office Research Insti
tute is to increase office efficiency as Schools of 
Agriculture have improved farm efficiency and Industrial 
Management departments have improved factory efficiency. 
There is no University now doing this type of research. 
The Institute will have three parts: 

a. (5a) The Office Research Lab will conduct 
basic research in a laboratory. Research Projects (6a) 
will come to the Lab from Business Offices in the U. S. 
(9b) and (9e) and Colleges and Universities (9c). 
Approximately 200 potential research projects have already 
been classified. See Research Project Classification, 
page 5. 

b. (5b) The Office Media Center will collect, 
prepare, classify, and disseminate information in the 
form of written materials, visual aids, audio aids, and 
models. It will be the depository for information 
developed in the Office Service Center, the Office Research 
Lab, and the Office Consulting Service (5c). The faculty 
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and students will prepare programmed instructional 
material, training loops, and video tapes based on actual 
work and instructional activities in the Office Service 
Center. 

c. (5c) The Office Consulting Service will pro
vide information to Business Offices in the United States 
(9e) for consulting fees. Information that consultants 
acquire while employed by business will be fed back into 
the Office Media Center. 

5. (7) Full-time and part-time Paid Workers will be 
employed to maintain continuity when students are not 
operating the Office Service Center. 

6. (8a) The Business Education Faculty will super
vise senior students who will be managing the Office 
Service Center. To plan for, develop policy, and evaluate 
the Office Service Center, the Business Education Faculty 
will periodically meet with two groups: 

a. (8b) The Business Advisory Council will have 
representation from business, students, parents, high 
school business teachers, junior college teachers, com
munity agencies, the Administration Management Society, 
and the Texas state legislature. 

b. (8c) The Tech Advisory Council with repre
sentation from areas related to office production and 
behavior: Sociology, English, Psychology, Engineering, 
Special Education, Foreign Languages, and Classified 
Personnel. 

7. (9a) (9b) (9e) Business Offices in the U. S. 
employ 11,780,000 full-time office workers. Many persons 
not classified as full-time office employees (editors, 
executives, lawyers, salesmen, and teachers) spend much of 
their time in office activities. 

a. Non-degree Students (2b) would perform office 
work. 

b. Graduates with BBA degrees (id) would manage 
offices after acquiring appropriate experience and 
maturity. 

c. Graduates with BBA, MBA, or MEd degrees (ig) 
would teach in Junior and Senior High Schools or in Special 
Programs (9d) where they would educate Non-College Students 
(10) who would become gainfully employed in Business Offices 
in the U. S. (9e). 
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d. Graduates with MBA, MEd, DBA, or EdD degrees 
(le) would manage offices (9b) or teach in Colleges and 
Universities (9c). 

8. (if) Other Tech students enrolled in related 
courses would offer advice to the Office Service Center 
related to the subjects they were studying. For example: 

a. Advertising students would advise Adminis
trative Management students managing the Office Service 
Center on how to advertise the services the Center will 
sell to offices, students, and faculty on campus and 
businesses off campus. 

b. Special Education students would advise on 
planning and conducting training programs for physically 
and mentally disadvantaged students. 

9. (ll) Researchers On and Off Campus in other dis
ciplines could use the Office Service Center as a laboratory 
to study people learning and working together and indi
vidually. The Center will have one-way glass, video tape, 
and tape recording equipment. The Office Research Lab 
will have measuring devices. Knowledge about measuring 
and controlling human activity in the office will be 
developed in undergraduate and graduate Business Education 
courses. 

10. (3f) Graduate Courses will include: 

Office Simulation 
Advanced Office Practicum 
Foundations of Business Education 
Seminar in Business Education 
Organization of Learning for Business 
Teaching Business Subjects 
Administration and Supervision of 

Vocational Education 
Cooperative Vocational Education Programs 
Office Administration and Supervision 
Office Instructional Media 
Advanced Administrative Management 

The Office Service Center will be a laboratory for graduate 
students in which to do research about the office. 

Line Code 

1. Degree Students ordinarily enroll in Office Pro
duction ( A 1 ) , but they can pass the Office Production tests 
and proceed directly to the Office Practicum ( A 2 ) . The 
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Office Production course will then be waived. 

2. Information about the office and about students 
flows freely from course to course ( B 1 - B 4 ) and from courses 
to the Office Service Center ( B 5 ) . This is desirable 
because the Office Service Center is the focal point of 
the system and competencies must be developed in all under
graduate courses to make the Office Service Center operate 
effectively and efficiently. Information from the Office 
Seirvice Center will flow into and be stored in the Office 
Media Center ( B 7 ) . Information is exchanged between the 
Office Research Lab, the Office Media Center ( B 9 ) , and the 
Office Consulting Service ( B I O ) . 

Information moves from the Office Media Center (the reservoir 
of all information about the office) to the Business Edu
cation Faculty, Business Advisory Council, and the Tech 
Advisory Council ( B 1 3 ) . This should result in a constant 
updating of systems and procedures in the Office Service 
Center. 

Information about corrections, additions, and deletions in 
the Office Service Center is also recycled to all of the 
undergraduate courses ( B 1 2 ) . 

3. Business Offices in the U. S. (9e) that have con
tracts with the Office Consulting Service will become 
acquainted with the Business Education Learning System and 
will contract for Research Projects (C5) with the Office 
Research Lab. 

Business Offices in the U. S. (9b) and Colleges and 
Universities (9c) that come in contact with Graduates with 
MBA, MEd, DBA, and EdD degrees (le) will become acquainted 
with the Business Education Learning System and will con
tract for Research Projects (C2 and 03) to be conducted in 
the Office Research Lab. 

PRECEPTS 

The Business Education Learning System is based on these 

precepts: 

1. It is a subsystem of other major educational 
systems, and its objective must be compatible with the 
objectives of these major systems. The objectives of the 
Business Education Learning System is based on the assumed 
objectives of these major educational systems: 
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System 

American Education 

Texas 

College of Business 

Business Education 
Department 

Objectives 

Perpetuation of freedom 
through democratic processes 

Anticipate major societal 
issues and prepare students to 
cope with these issues in their 
personal and professional lives 

Anticipate major business-
societal issues and prepare 
students to cope with these 
issues in their personal and 
professional lives 

Prepare competent business 
teachers and administrative 
managers 

2. It will directly and indirectly develop desirable 
character and personality traits for students including: 

Dedication to work 
Managerial ability 
Initiative 
Cooperation 
Dependability 
Honesty 
Accuracy 
Enthusiasm 

Creativity 
Judgment 
Adaptability 
Self-Discipline 
Foresight 
Poise 
Re s ourc e fulne s s 

3. Effective learning is a developmental sequence of 
facts, concepts, attitudes, and action. 

4. Faculty and students will develop an appreciation 
for modern office concepts including: 

Traditional Concept 

Office is a place 
Paperwork 
Office work 
Individual office tasks 
Office supervision 
Office is expense 

Modern Concept 

Office is a function 
Information 
Infonnation handling 
Information systems 
information management 
Office can be a profit 

center 

5. Less-than-college education prepares students as 
office workers; a college education prepares students to be 
administrative managers. 
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6. Service to students and society is the function of 
an educational system. The major responsibilities and 
opportunities for the system are inexorably linked with 
significant societal trends and issues of the immediate and 
long-range future: 

3;. Emphasis on the Office Function 

The office function is becoming more important in our 
economy: it is the focal point of most businesses. No 
business decision is better than the information upon which 
it is based, and the office provides this information. 

In the past much attention has been concentrated on system
atically studying production on the farm and in the factory. 
Now business is recognizing that office productivity must 
be studied systematically. 

There is a critical need for professional administrative 
managers because office employees are the second largest 
occupational classification in the United States. 

Phases of our economy that are expanding most rapidly, such 
as banking, government, publishing, insurance, and edu
cation, are involved with processing information, and 
therefore, require competent office employees to conduct 
their activities. The Texas Employment Commission in the 
publication LONG-RANGE PREDICTION OF THE JOB MARKET shows 
that 186,880 office workers will be required by 1975. This 
is the second largest occupational classification in Texas 
and the largest occupational classification nationally. 
Business teachers will be needed to educate these office 
personnel and administrative managers will be needed to 
supervise them. 

bi. National Social Unrest 

The nation's most serious domestic problem of social unrest 
is caused by the sequence of inadequate education, unemploy
ment, and poverty. 

Disadvantaged citizens aspire to office occupations because 
of its "white-collar" image. 

The Business Education Learning System prepares teachers 
to educate youth and adults with wide ranges of ability for 
office occupations so they can earn a living. 

c. Women's Liberation Movement 

Increasing numbers of young women continue to attend college 
for longer periods of time. Colleges must provide these 
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daughters of tax-paying parents with opportunities, equal 
to male students, to utilize their talents. Administrative 
assistant and executive secretarial positions are admirable 
careers for women because these careers permit graduates to 
utilize their talents to the highest degree. Most top 
executives are college graduates. To maximize their pro
ductive output, top executives must have assistants with a 
knowledge of business operations and functions; with at 
least as good a command of the English language as they 
have; and with the maturity, understanding of human behavior, 
and broad general knowledge basic to sound interpersonal 
relationships. Administrative assistant and executive 
secretarial jobs are excellent positions from which a woman 
(or a man) can move into top executive posts. 

FEATURES 

1. Undergraduate and graduate students will receive a 
realistic business education because the system focuses on 
the Office Searvice Center, which is a genuine business 
operated for a profit. 

2. The total educational experience of the student 
will be integrated into a capstone managerial experience in 
the Office Service Center. 

3. Sophomores and juniors will be preparing for a 
managerial position in their senior course. Administrative 
Management. The senior managerial experience is preparing 
them for their occupational careers. 

4. It will be necessary for Business Education faculty 
to keep abreast of developments in business because they 
will be supervising students who will be managing the Office 
Seirvice Center which is a profit-oriented business. 

5« The Business Education Learning System may be a 
prototype for learning systems in other disciplines. It is 
^ model for a self-correcting, developmental system of 
curriculum renewal. 

6. The Center C£ui be evaluated continuously and 
realistically because: 

a. The Office Service Center is a focal point 
for evaluation; 

(l) Senior students in the Administrative 
Management course will be evaluated as they actually help 
manage a business. The performance of a doctor is 
evaluated as an intern; a lawyer in mock trials; and a 
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teacher in student teaching. The Office Service Center 
will be one of the very few instances where prospective 
businessmen and business teachers can get actual business 
experience in a controllable situation and be evaluated. 

Seniors will utilize competencies they have 
acquired during their 4-year college education as they 
manage in a "live" environment. Their perfonnance will be 
evaluated by the Business Education Faculty, the Business 
Advisory Council, and the Tech Advisory Council. For 
example, the senior student-manager would make a report to 
his colleagues about the improvement of an office pro
cedure and the presentation would be video taped. If the 
presentation were not satisfactory, the video tape would 
be viewed by the Speech professor who is a member of the 
Tech Advisory Council. If the student did not receive 
appropriate experiences in his junior-level Speech course, 
this would be apparent to the Speech professor who would 
relay the information to the Speech faculty. The content 
of the Speech course could then be adjusted. 

(2) The sophomore Office Practicum students 
and senior Administrative Management students will be 
processing "live" work for which the Center will be paid. 
The students' performance will be evaluated on the 
effectiveness of the Center in completing the work with 
the least amount of time, effort, and material. 

(3) Personnel in the Office Research Lab 
will be analyzing the Center probably more precisely than 
any office has ever been analyzed. 

(4) Students in the Office Management and 
Controlling Office Costs courses will be evaluating the 
Center as they relate their textbook instruction to the 
Center's work. Term papers can be prepared about activi
ties in the Center. 

b. Because of the uniqueness of the Center and 
the Curriculum, it is anticipated that businessmen, who 
are responsible for their own office operations, and 
educators, who will be preparing office workers, will 
visit and analyze the Center. 

c. Professors involved in the Office Consulting 
Service will be in constant contact with Business Offices 
in the U. S. and be evaluating the Center in comparison 
with business offices throughout the country. 

d. The Office Media Center will contain a compre
hensive collection of information about offices. Much of 
this literature will involve evaluating office operations. 
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e. Each Non-Curricular Activity brings business
men and educators to the campus or sends faculty and 
students off campus to visit business and educational 
institutions. 

7. Administrative advantages include: 

a. Provides optimum utilization of Texas' 
resources by making one facility available for many pro
grams and activities. 

b. Aids in judiciously utilizing budgets. 

c. Helps explain programs and activities to 
legislators, educators, administrators, and the public. 

d. Coordinates activities into a meaningful, 
comprehensive program area. 

e. Explains the relationship of activities and 
programs in their entirety and their impact on preparing 
citizens for careers in Texas. 

f. Focuses faculty and staff efforts toward 
predetermined objectives. 

g. Coordinates and extends present activities. 

h. Aids in plajining short-and long-range 
objectives and activities. 

8. Articulation with office administration courses 
in junior colleges is improved. None of the required 
courses are offered in junior colleges, and competencies 
students may have acquired before entering Tech are 
determined by competency tests in the Office Production 
course. 

9. Manpower, management, and productivity are 
critical concerns of our national and state governments. 
The Office Seirvice Center can be a model for studying 
these topics. The Center may help Tech win research grants 
because it would provide researchers with a genuine 
laboratory to study manpower, management, and productivity. 

10. It is a comprehensive, long-range system but it is 
not necessary to implement all phases simultaneously. 

11. Educational experiences will be based on tasks 
performed in several levels of the students' careers. 
Examples of these levels and typical positions are: 
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Entrance Jobs 

Office machine or computer salesman 
Secretary 

Intermediate Jobs 

Administrative Assistant 
Office Manager 
Systems Analyst 
Executive Secretary 

Eventual Jobs 

Owner of Business School 
President of Company 

12. Positions in the Office Practicum and Adminis
trative Management course may be based on office positions 
identified in the Dictionary of Occupational Titles. 

13. The Office Service Center combines the benefits 
of cooperative, directed, and conventional learning. 

14. The Office Seirvice Center will be under constant 
scrutiny of undergraduate students in all required courses, 
the Business Education faculty, the Business Advisory 
Council, the Tech Advisory Council, Other Tech Students, 
Graduate Students, and Office Research Institute Personnel. 

15. Undergraduate elective courses may include: 

Methods of Teaching Business 
Office Administration 
Office Systems 
Shorthand 
Typewriting 

16. Teachers may satisfy state requirements for work 
experience by enrolling in Advanced Office Practicum or 
Advanced Administrative Management. 

17. Schools of Agriculture have improved farm pro
duction and Industrial Management departments have improved 
factory production. Both have received ample support from 
American business and governmental agencies. Every busi
ness in the U. S. is involved in office work, but universi
ties have received negligible outside support to improve 
office production. The major reason for this lack of 
support appears to be that no university has undertaken 
this area of study despite the fact that our country is 
becoming a "paper economy." 
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The Business Education Learning System synergizes the 
theoretical and practical aspects of research, education, 
and application into a meaningful, comprehensive program. 
Organizations which desire to improve office production 
are potential supporters of the program. These organi
zations might include: 

a. Businesses in Lubbock, Texas, and the U. S. 
b. Business Education and Management professional 

o r gani z a t i ons 
c. Educational agencies 
d. Governmental agencies 
e. Management consultant firms 
f. Office equipment and supply manufacturers 
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LIST OF RESEARCH INSTITUTES STUDIED 

Twenty research institutes were selected at random 

from the RESEARCH CENTERS DIRECTORY to be studied. These 

institutes were classified as to educational research 

institutes or business research institutes. Also, a 

selected group of four agricultural, economic, and 

vocational institutes were studied. The basic information 

sought was organizational structure, type of funding, and 

type of projects. Also, information regarding organi

zational incorporation was requested. 

Education Research Institutes 

Bureau of Educational Research 
Brigham Young University 
Graduate Education Department 
Prove, Utah 

Bureau of Educational Research 
University of Denver 
Denver, Colorado 

Bureau of Educational Research and Field Seiwices 
Arizona State University 
Tempe, Arizona 

Bureau of Educational Research and Service 
Ohio State University 
Columbus, Ohio 

Comparative Education Center 
University of Chicago 
Chicago, Illinois 

Educational Research Bureau 
Southern Illinois University 
Carbondale, Illinois 

Educational Research Center 
East Texas State University 
Commerce, Texas 
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Field Service Center 
University of California 
Berkeley 4, California 

Horace Mann-Lincoln Institute of School Experimentation 
Columbia University Teachers College 
New York, New York 

Institute of Educational Research 
Indiana University 
Bloomington, Indiana 

Business Research Institutes 

Bureau of Business and Economic Research 
Northeastern University 
Boston, Massachusetts 

Bureau of Business Management 
University of Illinois 
Urbana,- Illinois 

Bureau of Business Research 
Haarvard University 
Cambridge, Massachusetts 

Bureau of Business Research 
Indiana University 
Bloomington, Indiana 

Bureau of Business Research 
University of Colorado 
Boulder, Colorado 

Bureau of Business Research 
University of New Mexico 
Albuquerque, New Mexico 

Bureau of Business Research 
University of Texas 
Austin, Texas 

Center for Business Management Services 
Wichita State University 
Wicliita, Kansas 

Center for Programmed Learning for Business 
Bureau of Industrial Relations 
University of Michigan 
Ann Arbor, Michigan 
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Management Institute 
University of Wisconsin 
Madison, Wisconsin 

Agricultural. Economic, and Vocational Institutes 

Agriculture Research Institute 
Texas Tech University 
Lubbock, Texas 

Center for Economic Education 
College of Business 
Texas Tech University 
Lubbock, Texas 

International Center for Arid and Semi-Arid Land, 
Incorporated (ICASALS) 

Texas Tech University 
Lubbock, Texas 

The Center for Research and Leadership Development 
in Vocational and Technical Education 

The Ohio State University 
Columbus, Ohio 


