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Education Made Practical 

D OES education pay? The affirmative answer 
to this question is so nearly unanimous and 

the proofs from disinterested sources are so abun­
dant and so surprisingly convincing that it may 
seem useless to discuss it. But some still think 
that because, as beginners, they may get work 
that pays as much as that done by educated peo­
ple and get it sooner, education is a waste of time 
and expense. 

They ignore the fact that, as education increases 
your usefulness as a citi,zen of your country, gives 
you greater satisfaction in living, and makes you 
a finer, nobler man or woman, it proves its worth 
aside from any financial consicferations . They 
forget also that any one who can succeed without 
~ducation would be a much greater success with 
lt. 

But these people unconsciously point out three 
important facts that educators know ought to be 
seriously considered in every school program. 

The first of these facts is that education should 
be practical. The day when thinkers advocate 
studying a subject just as mental gymnastics is 
passing. What does it contribute to the life of 
the student and to society at large? That is the 
important question . This does not mean that 
culture is to be sacrificed; it need not be . What 
can contribute more to general culture than 
courses in Personality Development, Leadership, 
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Salesmanship, World Economic History and Con­
ditions, the Management ofWorld Enterprises, or 
the Psychology of Human Relationships? Yet, 
nothing can be more practical in view of the 
world's call for men and women educated for 
leadership, than such studies. 

The second fact thus indicated is that in educa­
tion, the amount of time required is a serious 
consideration. Young people are fast assuming 
the most important ,places in the commercial 
world, so no one should waste a year and have 
to live all his life just a year's progress short of 
what he might have been. But even better than 
saving a year in preparation is the plan of getting 
a much broader, more thorough education in the 
same time through conservation of time and 
energy in school. With the need of so much 
knowledge concerning so many things, it ill 
becomes schools to leave the impression on any 
student that his time could be spent more profit­
ably elsewhere . 

The third fact alluded to is that education 
should be made to cost as little as possible con­
sistent with high quality. It should be inexpen­
sive, not only as to income missed while taking 
the courses but in financial outlay for tuition, 
books, and supplies. 

It is with confidence that The School of Com­
merce meets the present need as indicated by these 
facts to a most unusual degree, that it respectfully 
presents for your consideration the courses de­
scribed in this catalogue. 



Advantages of a Business Education 

AMERICA leads the world. In how many 
ways and to what extent may be debated but 

that she is the world's business leader is freely 
conceded. It rna y have taken a World War to 
make her that, but the World War proved it. 

In the reconstruction years after the war her 
power and worth as a nation among nations were 
again demonstrated and the factors that will per­
petuate or terminate her leadership were re­
vealed. This brought a new appraisal of America 
as a homeland. Foreigners saw it and new immi­
gration laws had to be made to check the flood of 
people that would have come; Americans saw it 
and schools of advanced education are filled with 
young people preparing to take a prominent place 
in her future activity. 

Why should she not be great? Her natural 
resources are all that mineral deposits, climate, 
sC?il, vegetation and shape and location could 
gtve. 

Her population is made up of the most daring 
and most progressive from all nations of the 
earth. 

Her spirit is unique. It is marked by a funda­
mental commonsense but with a tendency to 
pioneering. It demands that everything have 
practical value and so is given to exploitation . 

America 
Leads 

America 
Means 
Opportunity 

Why 
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Great 
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This brings about advanced ways of doing things 
such as standardizing of products, mass produc­
tion, and the free use of machines. 

America has come to the front at a time when 
those characteristics count for most. Today, 
information is universal, and each country and 
each individual uses things produced in every 
country of the world, thus producing a great need 
of transportation. Travel has become general and 
Americans are travelers and sing the praises of 
their country as they go . Higher standards of 
living are found in all civilized countries (and the 
highest is in America) with a corresponding in­
crease in demand for goods, and so world markets 
are made for all countries. 

The history of Modern America is the history 
of Modern Business, and as America spells the 
greatest opportunity in the world so business 
spells the greatest opportunity in America. 

The business man is paid, and paid well. If he 
is efficient, he may set his own salary or operate 
for himself and make an income that would make 
a salary, even a high one, seem insignificant . In 
honor, he is named among the first and more and 
more is he given the high political positions . 
No other profession (and business has become a 
profession) offers such independence, such rapid 
promotion, nor asks so little time or expense in 
preparation. 

Nor is there lack of demand for those who grad­
uate from schools giving advanced business train-



ing. Hundreds of positions paying high salaries, 
some as high as $so,ooo per year, are waiting for 
people with the training and experience to fill 
them. It has been said that Ioo,ooo men and 
women die or retire from the commercial field 
annually . This means the recruiting of a tre­
mendous army fitted for all positions from the 
lowest to the highest every year, and business is 
so broad in scope that there is a place where every 
one will fit and where his talents will be rewarded . 
If one type of business is not satisfactory he can 
move to another and another, again and again, if 
necessary, until he finds the place for his career 
and that without returning to school or going to 
another school as is necessary for anyone who is 
disappointed in any other profession . 

Nor is Business Education good only for those 
entering business as a life work- it is needed by 
any one entering any profession or vocation . If he 
ever owns property or manages property for 
another, a knowledge of modern business is 
essential. For this reason the plan followed by so 
many students of taking a business course so as to 
finance their way through college proves doubly 
profitable. 

There is a side to business education which is 
ignored by critics of America and of business 
schools . It is the high cultural value of advanced 
business courses . What could enlarge one· s vision 
more than a study of Psychology of Social Rela­
tionships , The Essentials of Leadership, The 
Development and Worth of Personal Efficiency , or 
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a sympathetic study of Advertising, Salesman­
ship, or the miracles of Modern Industry? 

What could encourage forming helpful associa­
tions more than to be trained in studying people 
and appraising human values, which is a primary 
function of such courses? 

In these courses ample opportunity for self ex­
pression and application of the principles taught 
is given, the lack of which is so regretable in 
most types of education. 

If you want to help America to maintain her 
leadership, if you want to be prominent in the 
nation's affairs; if you want to be a more efficient, 
more refined, happier man or woman, an ad­
vanced course in Business Education will help 
you and the expense of time and money is such 
that you can well afford it. 

Aeroplane View of Kodak Park, Eastman Kodak Company 
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Rochester Your Opportunity 

ROCHESTER is the best advertised city in 
America but every one who resides in it feels 

that not half enough has been said. Every city 
and village of the world uses its products but only 
those who live in Rochester get all the benefits it 
has to give. It is a city of over three hundred 
thousand, an industrial centre, and a leader in 
commerce,-but Rochester is much more than 
houses, stores, factories, and office buildings . It 
is a liveable, likable city noted for its love of 
flowers, of music, and of education . 

Its five hundred miles of streets are mostly in 
front of beautiful homes most of which are owned 
by those that live in them. 

Its thirty-three parks total 1777 acres and their 
beauty draws visitors from all the world. 

Its government is the most modern and efficient. 

But Rochester is no boom city. Its prosperity 
has been well founded and its future growth is 
assured by its great commercial and industrial 
enterprises . 

Its clothing and photographic industries alone 
employ approximately twenty thousand people 
and produce goods to a value of nearly half a 
million dollars for each working day in the year. 

Some of the inventions made and patented in 
Rochester are The Voting Machine, The Kodak, 

Not Enough 
Said 
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Time Clocks, The Thermometer, The first Ameri­
can Typesetting Machine, The First Gas Engine 
for Automobiles, and numerous patents in Optical 
Machines. 

Rochester is the largest producer in the world 
of cameras, films, photographic plates, optical 
goods, enameled steel tanks, filing devices and 
office systems, check protectors, mail chutes, soda 
fountain fruit and syrups. It ranks very high in 
the manufacture of high class shoes and clothing 
and paper boxes. 

Because of its 40 nurseries Rochest_er is the 
center of the nursery business of America. 

This means that Rochester is selling, not only 
to all America, but that the whole world is her 
market, approximately $roo,ooo,ooo worth of 
her products being exported every year. 

Her industries and interests are of a type which 
require and attract an unusually high class of 
people-the chief reason, perhaps, why people of 
ambition and of refinement are proud of the city 
and plan to make it their lifelong home . 

Rochester is proud of its schools, which have 
inspired the establishing of similar schools in 
other cities. In addition to the University of 
Rochester (the operating expenses of which are 
nearly two million dollars a year) with its new 



nine million dollar School of Medicine and the 
Eastman School of Music, there are the Colgate­
Rochester Divinity School, St. Bernard's Semin­
ary, The Rochester Athenaeum and Mechanics 
Institute, and, of course, the McKechnie-Lunger 
School of Commerce. 

To quote John H . Finley, the great educator, 
''Whatever Rochester does, she does in the best 
way. America has no better example of a pro­
gressive, loyal, happy community to show the 
world.'' 

If you want to live in a city you will be proud 
of, a city that will inspire you to try for high 
goals and will help you to reach them, come to 
Rochester, get the business training that will 
make you efficient, then grow with Rochester as 
it becomes greater and greater. 

Part of a School of Commerce Class in Advertising . 
Largest of its Kind in Rochester. 

Schools 

America 
Proud of 
Rochester 

.. Welcome .. 
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Where Some of the Students Live While Attending the School 



The School of Commerce-Its History 

THE school was founded in 1917 for the par­
ticular purpose of training young men and 

women to become efficient stenographers. 

Always on the watch for methods and ideas for 
improving the courses, the management quickly 
realized how much business executives needed 
graduates who were qualified to assist them in 
their most important personal duties besides hav­
ing adequate training in the ordinary technical 
subjects such as shorthand, typewriting, book­
keeping, English, etc. 

After carefully investigating the requirements 
of these more advanced positions, the school in­
troduced the course in Secretarial Science, accept­
ing for it only such students, as, because of their 
previous academic education or business experi­
ence, were able to qualify for the remunerative 
but exacting positions as secretaries to executives. 

The course in Business Administration was 
added because of the present opportunities for 
men and women whose business education pre­
pares them for a career leading to the higher 
executive positions. 

So, also, the course in Accounting was offered 
to help graduates to succeed in this interesting 
field, and the course in Salesmanship to meet the 
need of salesmen. 

School for 
Stenographers 

School for 
Secretaries 
and 

Executives 

Accountants 
and 
Salesmen 
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As the courses have grown the school has 
grown in faculty , in equipment, in organization, 
and has removed to better buildings- in fact the 
present school has ten times the capacity of the 
original and is as beautiful and convenient as 
could be desired. 

New departments have been added as needed so 
that every need of the rapidly growing student 
body is satisfactorily supplied. 

Two interesting features of this growth are 
. noticeable; one is that the addition of courses has 
kept pace with the demand for those with more 
and more advanced business training; the other, 
that these courses have been calculated to prepare 
students for higher and higher places just about 
as fast as such places have been opened to women. 

The original name of the school, ''The Phono­
Syllabic Shorthand School ,'' was changed to 
·'The Phono-Syllabic Secretarial School. ' ' Later 
the name "The Rochester School of Commerce" 
was adopted and finally its present name: "The 
McKechnie-Lunger School of Commerce.'' 

These changes have been made in order that the 
name may indicate the nature and scope of the 
courses offered by the school . · 

Services Offered 
The School of Commerce helps you to get part time work 

while in school. 

The school hours are nine to one o'clock, study 
hours two to four o'clock . Many students help 
defray their expenses by working afternoons and 



Saturdays in posuwns which the Placement 
Secretary of the school helps them to secure. 

This service is free. 

It helps you to get a home while in school. 

For all of the girls who stay in the city while 
taking their courses, fine homes ate secured if they 
desire them, where they are given room and board Homes 

for helping with the home work or caring for the 
children. Boarding places are secured for the 
other students . 

This service is free. 

It helps you to secure positions. 

All students are placed in good positions upon 
graduating. But if at any later time they need 
assistance in getting a new position or getting 
deserved promotion, the school gladly helps 
them. In fact all the services offered by the 
Placement Department are free to the students. 

It helps you to solve your personal problems. 

The school is interested in you personally and 
helps you in every way in which you need help. 
All the technique subjects, the ones that take 
most of the students' time, are taught individually 
so that each student is given just the help he 
needs, when he needs it . The course is adjusted 
to his particular requirements, and even after he 
grac!uates, he has the right to come back to the 
school for help in the new problems that his 

Positions 
Secured 

"Helping 
You To 
Make Good" 



position may present. His course in the school is 
a life scholarship and this applies to the Service 
Department, too. All these services to the student 
are free. 

A Class in Accounting 

A Class in Personal Efficiency 
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Policies 
Quality First 

THE paramount aim in the School of Commerce 
is quality. Nothing is considered if it will 

mean a sacrifice in quality, regardless what else 
there may be to commend it. 

The school has an unusually fine body of stu­
dents, the faculty is one to be proud of, the build­
ing and its equipment unusually fine and attrac­
tive, and the courses offered and the work done in 
the school are of the highest type. Every system 
adopted, every text book used, every student 
interest, athletic or social, must first pass criticism 
as to quality. Employers expect much of the 
school's graduates and the goals and standards 
kept before the students, the principles inculcated, 
ana the interest of the management in the success 
of every graduate has produced a group of alumni 
that justify their expectations. 

Complete Courses 

The student enrolls for a definite complete 
course in the School of Commerce and his tuition 
covers a life scholarship in that course. No mat­
ter how long his course takes him the price is the 
same and he has the privilege of returning to 
review his course at any time as long as the 
school gives that course or take it over without 
additional cost. He has also the service of the 
Placement Department free whenever and as long 
as he needs it. 

"You Never 
Regret 
Getting 
the Best" 

A 
Business-like 
Method 
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Individual Instruction 
The technique subjects in all courses are taught 

individually throughout. This means that the 
students can enter at any time (any school day of 
the week, any week in the year) , that he pro­
gresses as rapidly as he can do the work well , that 
he graduates as soon as he finishes his studies, and 
that necessary absences do not mean loss of part 
of his course . It means, too, that each student 
gets just the help that he needs and experience has 
shown that no two require the same aid . 

Cultivating Business Habits 
The school aids the student in forming habits 

of industry, co-operation, promptness, courtesy, 
etc ., such as are necessary to success. Mere learn­
ing of facts and developing skill are not deemed 
sufficient, nor, in fact, the most important . 

Actual Experience 
The courses of the school call for a large amount 

of practical as well as theoretical work, in order 
that the student may become familiar with condi­
tions as they actually exist in the well regulated 
office and thus a void, in a large measure, the nerv­
ousness and lack of confidence usually experienced 
when entering upon the duties of the first position . 

Interest In Each Student 
The limited number of students in attepdance 

at one time practically makes each desk a minia­
ture office in itself. The simple but thorough and 



direct manner in which the duties of the sten­
ographer, the secretary, the accounta,nt, the sales­
man, and the executive are explained . to each 
student, and the varied assignments of work that 
must be completed just as they would be com­
pleted in a well-regulated office, familiarize the 
student with office duties and give him the con­
fid~nce in his ability to perform them that soon 
wins the respect and gratitude of the employer. 

Faculty 

Each teacher is chosen for his or her special 
department and employed only after the manage­
ment is sure of his special fitness for that place 
because of his education, business experience, and 
natural ability to teach, to lead, and to inspire. 

How valuable this policy is can be seen in the 
rapid growth of the School, in its popularity with 
both students and employers. How wisely the 
teachers have been chosen is seen in their loyalty 
to the School and the loyalty of the students and 
graduates to them. Some of the teachers have 
been with the School since its organization and 
the students reap the benefit of their growing 
expenence. 

Equipment 

The school is amply supplied with all machines 
and furniture of the most modern type to make 
instruction most practical and efficient and to 
make the student's life most pleasant and 
profitable. 

Your Future 
the School's 
One Aim 

Teachers 
That Train 
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Monuments to Oppor tunity 
Buildings that Surround The School of Commerce 

Lincoln-:\lliance Bank Building 
Case Bui lding 

Commerce Building 
Granire Building 
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General Information 
School Sessions 

The school is in session throughout the year, 
five days a week, except legal holidays . 

Attendance 
Students are required to be prompt and regular 

in attendance and to conform to the rules of the 
School. Leaving the rooms during school hours 
without written permission is forbidden . 

Home Work 
Each student is expected to do about as much 

home work as is usually expected of high school 
students. If more is done, the student 's progress 
is that much more rapid and his grades are corre-
spondingly higher. · 

Interruption Forbidden 
Members of the student's family may v1s1t 

students at the school but other visitors must wait 
until after school hours. Students will not be 
called to the telephone during school hours, but 
important messages will be received and delivered 
at the end of the sessions. 

R eports 
All reports are mailed directly to parents in­

cluding grades, deportment , attendance, excuses 
·granted , etc. The school feels that parents should 
know the progress the student is making and 
where and how they spend their time. The 
co-operation of parents is earnestly requested . 

Features 

of a 

High Class 

S chool 



Valuables 
The School is not responsible for valuables 

belonging to students unless they have been 
checked at the office. 

Registration 
The advantage of the School of Commerce plan 

of individual instruction is that a new student 
may begin any course at any time and pursue his 
studies entirely independent of the progress of the 
other students . Reservations should be made in 
advance to make sure there will be· a place ready 
at the time preferred, because as students gradu­
ate they are sent out to positions and new ones, 
who have previously filed applications and been 
accepted, are assigned the vacated seats . It is 
important, therefore, that those who contemplate 
enrolling, should register as early as possible to 
a void delays in entering. 

Reservation Fee 
The School of Commerce plan of individual 

instruction makes it necessary to limit the enroll­
ment to a definite number decided upon and pro­
vided for in advance. To follow this plan it is 
necessary for the school to know definitely what 
students are coming and so the School requires a 
reservation fee to be paid with the application for 
registration . If the student takes the course for 
which he registers and begins it within a reason­
able time after the date specified, this fee is 
credited on the tuition for his course. It is not 
returnable under any circumstances, nor is any pay­
ment which has been made on tuition returnable. 



References 

The duties of the executive, the salesman, the 
accountant, or the private or social secretary 
carry responsibilities much greater than those of 
the ordinary office worker . The employer seeking 
such services is usually as much concerned about 
the character and integrity of the applicant as his 
ability to perform his duties satisfactorily. For 
this reason and for the protection to the student 
body, applicants are required to furnish personal 
references. 

Tuition Rates and Scholarships 

The tuition rates, which are shown on our 
special Tuition Rate Folder, cover complete 
Scholarships, regardless of the time required to 

complete the courses. Since registration in the 
School of Commerce is on the plan of the life 
scholarship, students may take part of their course 
in day school and part in night school, or part by 
home study, and no extra charge is made. The 
price for any course is a definite amount, no mat­
ter how taken. In addition, graduates are extend­
ed the privilege of returning to the School at any 
time, to regain lost efficiency, or for assistance in 
securing a new positiOn. Payments made on tui­
tion are not returnable. 

Your School, 
Day, Night, 
or Home 
Study 
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Diplomas 

Diplomas or certificates are issued to graduates 
as they complete their courses and satisfactorily 
pass the required examinations. 

Because of the high standards maintained and 
the completeness of the courses in The School of 
Commerce, a diploma from this School is readily 
accepted by business men and women as a testi­
monial of efficiency and an assurance of the ability 
of the graduate to perform satisfactorily the 
duties that may be assigned to him. 

Eastman School of Music of the University of Rochester 



Stallding-Left to right: Ruth Schwartz, Marjorie Stryker, Lucille Earls, 
Helen Brockmyre, Helen Geer, Malla,e;er. Seated-Left to right: Dorothea 

Nolte, Ruth Sullivan, Kathryn McCarthy, Miss Cloyes, Coach . 

Top Row-Left to right: Kenneth Campbell, Frederick Mossgraber , Dexter 
Ebertz, Donald Harscher , Harold Marsh, William Torrey. Seated-Left to 
right: Lester Cofran, Seymour Jones, Walter McCaughey, Manager, Robert 

Warfield, Allen Steffen, A.rsistam Manager. 
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Athletics 

I T is one of the established policies of The School 
of Commerce to encourage every legitimate 

student interest. Prominent among these is 
Athletics . This presents a form of recreation 
that is both popular and profitable. It is not, 
however, allowed to conflict with the student· s 
work. In fact, high class standing is required of 
all participating. The clean sportsmanship and 
the large percentage of victories further illustrate 
the high quality of the student body . 

Social Activities 
There are informal parties in the School each 

year culminating in the annual Alumni and 
Student dance. These, however, are not allowed 
to interfere with the student's study program . 

The School Library 
The School maintains a growing library of 

carefully selected books for the use of students 
pursuing their courses. These books consist of 
the works of eminent authors who are authorities 
on subjects pertaining to business and social ac­
tivities of interest to the private or social secre­
tary, the accountant, or, in fact, to anyone about 
to enter upon a business career . Students are also 
instructed in the proper use of books of the public 
libraries, and in building up a worth-while 
library of their own. 
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Placement Department 
One of the unusual features of the McKechnie-

Lunger School of Commerce is its Placement 
Department . The work it is doing requires the 
full time of the Placement Secretary in his efforts 
to make it as valuable to the students and to the 
public as possible. This department has several 
functions, first and most important of which is to 
place each student in the position for which he is 
best prepared upon graduation. It then follows 
up the graduate as long as he desires it, finding 
new positions for him or helping him to secure 
promotion when he is ready for them, or giving 
him any other assistance in his climb up the lad-
der of success . 

It helps students in The School of Commerce to 
get homes either as boarding places or where lady 
students are given room and board for helping 
with the work in the home or for caring for 
children . It also helps students to secure work 
for afternoons and Saturdays which will help 
defray their expenses . 

Not all Work. Some of the Students on a Lake Trip. 

Under 
a 
Specialist 

Here to 
Serve You 
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Choosing a Course 

I T has been said that one hundred thousand 
business men and women die or retire from 

business every year. What this means as to need 
for new workers , and opportunities for advance­
ment in business is evident. There are thousands 
of places, from the lowest to the highest, waiting 
for young people of ambition , education , and 
proper business training . The courses in The School 
of Commerce are all exceeding! y economical as 
to both time required and expense . This makes 
it possible for each student to take a much more 
advanced course than most could afford other­
wise, and so prepare for a more successful future. 

The more advanced course taken, the more com­
plete the student's training, the better he will be 
in any position and the more rapidly he will be 
promoted and the higher he will probably go 
ultimately . 

That is why the Business Administration course 
is the very best for those looking forward to 
careers as Executives, Secretaries, Accountants, 
Advertisers, Salesmen, Bookkeepers or Sten­
ographers. 

For this reason, too , the Business Administra­
tion course includes all that is given in each of the 
other courses , and in addition those other sub­
jects needed by anyone who hopes , ultimately, to 
reach the highest position in his chosen field. 

Fifteen months is certainly not too much to 
spend in preparing for a life work and the low 



cost makes it exceedingly economical. But what­
ever your limitations, take the most complete 
course you can , otherwise you will regret later 
that you missed such an opportunity. 

More Opportunities in These Three Buildings Than in the Average City 
Temple Building 

Kodak Offices Gas & Electric Building 

A 
Reasonable 
Investment 
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A Typewriting Classroom 

Two of the Recitation Rooms 
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Get Ready 
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Business Administration Course 

THE great demand in the business world today is for people 
to fill the positions of highest responsibilities , highest 
honors, and highest salaries. Even for the less advanced 

positions , men and women are sought who are capable of 
filling the highest executive offices eventually . Many of 
the best places are vacant , many more are filled by a tem­
porary appointment until the right talent can be found. The 
reason for the shortage is that in the past so few with the 
proper academic education have been able to secure the 
necessary executive training for the more advanced positions, 
and that business and business methods have advanced so 
rapidly that mere experience and observation could not 
prepare the employees for promotion fast enough to keep up 
with the demand . 

To fill one of these better positions satisfactorily requires 
a training quite different from that of the usual business 
school graduate. One may be a good stenographer or secre­
tary, or even an excellent salesman or accountant but not be 
able to act as head of a business , or to supervise a depart­
ment, because his duties in these fields would demand a dif­
ferent training. Ordinary business education prepares him 
to work for some one else,- to be obedient, efficient, useful. 
What the executive needs is initiative, the power of leader­
ship, and a knowledge of the science of business organiza­
tion and administration. 

He should have a good working knowledge of Accounting, 
Banking, Salesmanship, Advertising, how to use the mails 
most efficiently , and kindred subjects so he will know when 
he is getting service in the departments under him , be able 



to choose wisely in selecting employees for these depart­
ments, be able to organize an efficient working force, and be 
able to train his better grade employees in· such a way as to 
make them more valuable from year to year. 

It is to meet this demand and to give this training, that 
the Business Administration course in The School of Com­
merce was first offered . How well it is doing its work is 
seen in the rapid growth of the school, ( 7o% increase within 
the last year) ; the large percentage of boys among those who 
take the course; the fact that students take no other course if 
they can afford this one; the overwhelming demand for 
graduates, and their success and rapid promotion . Then, 
too, it is the course invariably taken when students are pre­
paring to go into business with their parents or relatives or 
to go into business for themselves . 

Of course, most graduates do not go immediately into 
executive positions, though some do . But they understand 
the higher duties even as beginners and when experience has 
given them the needed skill, they are ready to step up 
rapidly and surely to the highest and best. 

The short time in which the course can be taken- with 
the corresponding financial saving- is due to the high class 
of students taking the course, to the fact that all the tech­
nique subjects ( the ones that take most of the student's time) 
are taught individually, to the education and enthusiastic 
interest of the faculty, and to the fact that the systems used 
are so modern and simple. These facts help, also, to explain 
the surprising success of the graduates of the course. The 
subjects listed below constitute the course. You will notice 
that it includes all the subjects covered by all the other 
courses in the school except the Advanced C. P. A. Course. 

Why a 
50% to 70 % 
Increase in 
Attendance 
Every Year 

An 
Economical 
Course 
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That is necessary because the executive has secretaries, 
accountants, salesmen, etc., working under him and should 
know how their work should be done if he wants to get 
efficient service and be respected as chief. 

This is the course of training everyone should have to 
make the most complete success, as it gives a thorough 
understanding of every phase of modern business. On the 
following pages this course is subdivided into smaller 
courses for those who are unable to take the Complete 
Business Administration course, but if it is in any way pos­
sible for the student to take this complete course he cer­
tainly should do so. His future success undoubtedly will be 
greater for his having done it. 

Subjects Taught in the Business Administration Course 
Personal Efficiency A and B Advertising A and B 
Economics Salesmanship A and B 
Business Law Business and Social Amenities 
Effective Speaking Shorthand 
Secretarial Training Touch Typewriting 
Bookeeping I and II English and Spelling 
Advanced Accounting I, II and III Filing Methods 
Cost Accounting Office Appliances 
Banking Penmanship 
Income Tax Reports Rapid Calculation 
Advanced Business Letter Writing Lectures by Business Specialists 

Time Required, Approximately Fifteen Months. 
All Courses subject to change at the discretion of the Management. 

Memorial Art Gallery 
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Secretarial Science Course 
There is a constantly increasing demand for secretaries 

who have had the proper training to qualify them to become 
capable assistants to leaders in business and in the profes­
sions . Business has become so complex and intensive and the 
demand on the executive has become so great that he has to 
employ a secretary who is trained to take many of the details 
from his shoulders and thus leave him more time to devote 
to his most important administrative duties . 

For the ambitious young man or young woman who is 
looking for the best opportunities for advancement in the 
business world, who is not satisfied with securing simply a 
job or position, but who wants to advance by the shortest 
route to that coveted state which the world calls ''success,'' 
this demand presents the greatest opportunity of this 
generation . 

Consider, if you will, the length of time, the cost, the 
years of preparation that are necessary to graduate in Law, 
Medicine, or any of the other professions, the time that 
must be served as an "apprentice," and the final struggle in 
setting up of one's self. 

Or, consider the professions of Teaching and Nursing with 
their comparatively small pay and their lack of opportuni­
ties for future advancement, though they require years of 
preparation. 

And then consider the opportunities that are open to the 
competent private secretary. He is the confidential assistant 
of the executive, his "other self' as it were . He has the 
opportunity of meeting and mingling with educated and 
highly trained men and women . The details of the work and 

Opportunities 
Offered 
Efficient 
Secretaries 

"Quickly 
Trained" 

"Needed" 



" Valuable 
Associations'' 

methods of these important people pass through the brains 
and fingers of the secretary every day, providing a liberal 
education in itself and laying a firm foundation for a broad 
business career. 

The secretary, from being in close association with those 
at the head of the business, has the distinct advantage of 
learning the business thoroughly and quickly without the 
delays and the struggles that must be met by those who begin 
at the bottom. He is personally trained in the important 
problems of the business by the head of the concern himself; 
and since he gains such thorough knowledge of the execu­
tive end of the business, he is in direct line for promotion 
when a higher position is open that requires someone who 
knows the details of the business and the "chiefs" particu­
lar methods or policies in conducting it . 

In addition, the private secretary has the opportunity of 
meeting important persons who call on his employer and if 
they are frequent callers, his intimate contact with them 
soon places him on a friendly personal footing with them . 
An acquaintanceship of this kind is of untold value to any 
ambitious young man or young woman on the threshold of a 
business career. 

Secretarial work is not a limited vocation in itself. To be 
trained to do secretarial work means to have a preparation 
for life which is not limited in its use to any one field. When 

"Independence" this training is acquired, the secretary has many fields from 
which to choose-business, social work, education, reli­
gious work, agriculture and many others. 

The training a private secretary should have differs wi.dely 
from that of the ordinary stenographer. The stenographer 



usually executes the thoughts of someone higher up whereas 

the secretary must not only be able to do this, but also to 

think independently, and must have initiative and executive 

ability. The thing that has the highest value in the business 

world today, and will always have, is the ability to think 

and act when thought and initiative are necessary. 

The School of Commerce Course in Secretarial Science 

provides thorough, intensive training in all of the subjects 

necessary to qualify its students for real secretarial positions. 

In planning this course full attention has been given to the 

importance of a thorough knowledge of the technical sub­

jects, such as shorthand, typewriting, English, etc., but in 

addition to this, special attention has been given to the 

necessity of providing training in executive subjects, so that 

the student may understand the viewpoints and duties of his 

chief and be qualified to assume and successfully handle a 

considerable proportion of his duties, thus leaving him free 

to perform his larger and more important duties. 

Subjects Taught in the Secretarial 
Science Course: 

Personal Efficiency A 
Economics 

Secrecarial Bookkeeping 
Shorthand 

Business Law · Touch Typewriting 
Secretarial Training English and Spelling 
Advanced Business Leccer Wricing Filing Mechods 
Advertising A and B Office Appliances 
Business and Social Amenities Lectures by Specialises 

Time Required , Approximately Ten Monchs. 

11 Thinkers 
Needed" 

"A REAL 
Secretarial 
Course, 
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Accountancy Courses 
The day of guessing and presuming is passing, and the day 

of scientific management is being ushered in. The new man­
agement is based on facts- facts which must be made mean­
ingful and usable by the accountant. So the duties of the 
professional accountant are much more varied and complex 
than they were a few years ago, and the value of his services 
is being recognized more and more by government officials, 
bankers, credit men, stockholders, and the general public. 

There are few other professions that offer a more promising 
future to men and women of character, ambition, and ability 
than Accountancy. In itself it offers unusual opportunities 
and it leads directly to such high grade positions as office 
manager, cashier, corporation treasurer, manager of credits, 
auditor, comptroller, production manager, etc. 

Training in Accountancy given in the School of Commerce 
is divided into two courses. 

The Junior Accounting Course offers thorough training in 
the principle and practice of accounting as applied in the 
most progressive business concerns . This course is espe­
cially ad4pted to those who wish to acquire a knowledge 
of accounting as a part of a well-rounded business education. 

The Senior or C. P . A . Course is provided for those who 
wish to prepare for the Certified Public Accounting exam­
ination of any state; for a career as a professional or public 
accountant or for a position as head of the accounting de­
partment of a large industrial organization . 

The text material embodies a very original and successful 
feature developed at Northwestern University- the unit 
method described below. Emphasizes practice and tech­
nique, and concentrates the student's attention on definite 
accomplishment lecture by lecture through a very effective 
loose leaf arrangement of material. 

The two courses are especially designed for students pre­
paring for C.P.A. examinations , as well as for those work­
ing for a general operating knowledge of the subjects . 



The Unit Method was designed for a three-year college 
course, but this time has been materially reduced by the 
School of Commerce methods of teaching. The complete 
work consists of six units . Each of these units contains IS 
lectures, printed on strong paper and punched to fit a 
standard binder. These lectures include text material to be 
studied, review questions for that lecture, problems to be 
worked out, and solutions to problems in preceding lec­
tures . Material has been shaped through years of classroom 
use and has proved eminently successful. 

The lecture, text, and practice materials are undoubtedly 
the finest , most practical and most complete to be found 
anywhere. The fact that they are used by such well-known 
universities as Northwestern, Yale, Leland Stanford, Val­
paraiso, Baker, Ohio, Ohio State, Oklahoma, Baltimore, 
and scores of other leading educational institutions is 
evidence of the high regard in which they are held . 

Junior Accountancy Course 
The Junior Accountancy Course covers the work of two 

sections of Bookkeeping. It then takes up Accounting in 
its broader aspects, covering the work of Units I, II and III, 
equivalent to one and one-half years of accounting in a 
university. 

Unit I takes uf such accounting principles and practices 
as the books o accounts; adjusting and closing; work 
sheets; financial statements; handling of cash, commercial 
papers, discounts , receivables, purchases , sales controlling 
accounts, inventories, partnerships. Text includes IS lec­
tures with a total of 194 pages besides the various outside 
reading assignments and accounting problems . 

Unit II takes up the problems of a large manufacturing 
establishment, ana the corporate form of organization. It 
covers valuation reserves; components of manufacturing 
cost ; financial statements; inventories ; sundry funds , capital 
and revenue ; voucher systems ; sinking funds and reserves , 
etc ., through designing of bookkeeping systems . Includes 
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IS lectures totaling I96 pages, many reading assignments 
from various o~her tests, and many accounting problems. 

Unit III explains and illustrates the principles underlying 
accounting practice insofar as they apply to the balance 
sheet and profit and loss account; depreciation; consign­
ments; instalment sales, domestic and foreign branch ac­
counting; estate accounting;!artnership dissolutions; con­
solidated balance sheets, an similar problems . Includes 
I 5 lectures totaling 2.90 pages, reading assignments, account­
ing problems, etc. 

Subjects Taught in the Junior Accounting Course: 
Personal Efficiency A 
Economics 
Business Law 
Bookkeeping I and II 
Advanced Accounting I, II and III 
Banking 
Cost Accounting 
Income Tax Reports 

Approximate Time Required Ten Months. 

Advanced Business Letter 
Writing 

Advertising A and B 
Touch Typewriting 
Rapid Calculation 
Penmanship 
Lectures by Specialists 

C P. A. Accountancy Course 
The Senior Accountancy, or C. P. A. Course, comprises 

Units IV, V and VI and follows through the various phases 
of Advanced Accounting and Auditing, Cost Accounting, 
Federal and State Tax Accounting and Advanced Business 
Law. 

Unit IV teaches the purpose of auditing and illustrates 
the standard procedure through a co-ordinated set of audit 
working papers applicable to a balance sheet audit of a 
commercial concern . This Unit consists of I 5 lectures, com­
prising 359 pages, .many outside reference assignments , 
auditing problems , etc. 

Unit V takes up the most advanced phases of Accounting 
including the study of the form and content of industrial and 
non-industrial balance sheets and profit and loss statements; 
surplus; problems in preparation of consolidated balance 
sheets and profit and loss statements; statements of affairs; 



receiverships ; realization and liquidation accounts; reor­
ganizations; problems in formation and dissolution of 
partnership and of corporations, etc . Comprises 15 lectures 
of 264 pages, C. P. A. problems, etc. 

Unit VI teaches Advanced Auditing, including notes on 
investigations for credit purposes; problems of inventory 
valuation; appraisals; appreciation; depreciation, refinanc­
ing balance sheets; audit procedure for a club and other or­
ganizations, for municipalities and other public organiza­
tions, for Banks and other financial institutions; insurance 
and fire losses; defalcations; detailed audits, etc . Comprises 
15 lectures, totaling 32.8 pages, C. P. A. problems, and 
various other material. 

Subjects Taught in C. P . A. Accounting Course: 
Accounting IV Federal and State Tax 
Accounting V Accounting 
Accounting VI Ad vanced Business Law 

Approximate Time Required , Eight Months. 

Salesmanship Course 
Great needs in the business world mean great opportunities 

for those able to fill them . The more a thing is wanted, the 
greater the rewards, and the higher the honor to the one 
who can supply it. The present great problem in the busi­
ness world is selling. Why this is so is no secret. 

A few years ago a firm secured orders and then made the 
goods to fill them. This meant part time work, and the few 
machines in use working at only part of their capacity. The 
result was high cost of manufacturing. Today, machines 
have been developed to a high degree of efficiency and they 
are kept running at full capacity. The result is an exceed­
ingly low manufacturing cost even though wages and over­
head expenses are much higher. To follow the modern plan , 
-it is necessary to sell,- to sell new kinds of goods, to new 
customers, over new territory, and in very large quantities. 
The goods must be sold , the life of the business depends on 
it . The manufacturer can get all the raw materials he wants; 

"A Great 
Opportunity'' 

The Growing 
Field of 
Salesmanship 

..New Times, 
New Methods" 
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transportation facilities are adequate; he can manufacture as 
large quantities of the goods a:s he wishes- if he could only 
sell them. 

It is not that salesmanship is difficult, nor does it require 
exceptional talent- It is because the demand for salesmen 
has been growing so rapidly and so few have been fitting 
themselves to do the work well, that such high prices are 
being paid and such rapid promotions made. Salesmanship 
is a science as well as an art and the salesman should know 
at least these essential things before entering on his work: 

How business is organized and managed, so he can make 
his efforts fit into the company's general program and will 
know how to get all the help from the other departments 
that he has a right to have; 

Something of the financial side of the business- knowledge 
of which comes in the early part of a bookkeeping course; 

Advertising, since his success will depend largely on the 
support he gets through publicity; 

How to use the mails to get results; 

How to make himself efficient as a man, as a leader, as a 
thinker, and in self expression; 

The science of selling, including basic psychology and a 
careful trajning in mind l.eadership. 

The striking success of those who have gone from The 
School of Commerce into this inviting field, even those with 
very ordinary ability, shows the value of this training. 

A greater value, however, consists in the fact that it sup­
plies a need felt by leaders in every vocation. They may not 
be selling goods or securities· or protection, but personal 
services or ideas. Mind leadership, self expression, and a 
knowledge of people and of values are essential to leadership 
in any field. One High School Principal , after reading our 
text book on Salesmanship, said he had discovered that he 



was a success in his work just in proportion as he was a 
salesman. Inducing students to do what is best for them, 
winning over offended patrons, developing a school spirit, 
securing the co-operation of his teachers and of the school Needed By 

board, and enlisting community support and good will re- Everybody 

quires salesmanship of a high order. Every leader of people, 
whether advertiser or teacher, executive or minister, man-
ager or doctor or lawyer, needs a good course in the Science 
and Art of Selling. 

Subjects Taught in the Salesmanship Course: 
Personal Efficiency A and B Advanced Letter Writing 
Economics Advertising A and B 
Business Law Salesmanship A and B 
Bookkeeping, 1 and 2. Touch Typewriting 

Approximate Time Required, Ten Months. 

B. Forman 
Company 

McCurdy & 
Company 
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Vocational Course 
This course has been provided for those who, because of 

educational or financial limitations, want to get a course 
quickly and economically and yet a course better than the 
stenographic or bookkeeping. The demand for students 
with this preparation and the satisfaction of those who have 
taken the course, show the value of this training. 

This course opens the door to many more and better posi­
tions than the Stenographic alone. In fact, it is the course 
which in many schools is spoken of as the Secretarial Course, 
as you will note by comparison, but it must not be con­
fused with the Secretarial Science Course of The School of 
Commerce. 

The short time in which the Vocational Course can be 
completed and its low cost place it easily within the reach 
of any one who could affora to take any kind of course in 
ordinary business schools. 

Subjects Taught in the Vocational Course: 
Shorr hand 
Touch Typewriting 
English 
Spelling 
Filing Methods 

Office Appliances 
Bookkeeping 
Penmanship 
Rapid Calculation 
Lectures by Specialises 

Approximate Time Required , Nine Months. 

Stenographic Course 
Since the early day, when shorthand was studied merely 

as a fad and before its commercial value was ever anticipated, 
down to the present day, stenographers have had visions of 
one perfect system to come that would be easy to learn, that 
would be as natural to use as longhand , that would make 
possible remarkable speed in reporting, and that could be 
transcribed as readily as longhand . These hopes, now become 



facts, are fully realized in the new, modern Phono-Syllabic 
Shorthand, which expresses whole syllables with one small 
stroke of the pen or pencil and complete words with one, 
two, or three easy movements of the hand. 

Phono-Syllabic Shorthand belongs to the new age . It is 
the first real departure of a practical nature, in over twenty 
years, from the old way of writing shorthand by sounds. It 
can be mastered in one-third to one-fourth the time required 
by former methods. There is very little to memorize, so it is 
easy to use in writing, easy to remember and easily reviewed 
if necessary. It has proven its worth in all kinds of secre­
tarial and stenographic positions. It is used and praised by 
government employees, city, state and national, and by 
employees of all types of business and professional men. 
Nearly fifty per cent of writers of Phono-Syllabic Shorthand 
previously studied other systems, and these are the most 
enthusiastic in their praise of the Phono-Syllabic system. 

The time and expense saved through the efficiency of this 
system makes it possible for practically all students to take 
more advanced courses instead of merely the Stenographic. 
The system is superior in every way to the common systems 
and is preferred by those who are acquainted with it whether 
employer or employee. 

Never in the history of business has there been so great a 
demand for competent stenographers as there is today, and 
the demand is constantly increasing. 

The School of Commerce Stenographic Course adequately 
prepares one for the most exacting stenographic positions. 
It offers unusual advantages to those who wish to become 
proficient in the shortest possible time-who have no time 
to waste on old-style methods . 

A Modern 
Method for 
Modern Times 

Little 
Memorizing 

An 
Economical 
System 

An 
Efficient 
System 
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The splendid success and the growing popularity of The 
School of Commerce is due largely to the thoroughness and 
simplicity of this course, which is also a vital part of the 
Secretarial, Vocational, and Business Administration courses. 

Subjects Taught in the Stenographic Course: 

Shorthand 
Touch Typewriting 
English 
Filing Methods 

Office Appliances 
Spelling 
Lectures by Specialists 

Approximate Time Required, Three Months. 

Bookkeeping Course 
As business becomes more and more complex an ever 

increasing number of people are coming to realize the im­
portance of having a thorough knowledge of bookkeeping 
principles. The young man or young woman about to em­
bark on a business career, or who expects to manage either 
property of his own, or that of some other person, must know 
how to keep a systematic record of financial transactions and 
how to draw up in proper form financial statements and 
reports. 

This course is especially recommended for lawyers, doc­
tors, stenographers, business managers or others who realize 
the need of a thorough knowledge of bookkeeping methods 
whether they intend to make bookkeeping a profession, or 
just to secure greater proficiency in other positions . 

Subjects Included in the Bookkeeping Course: 

Touch Typewriting 
Filing Methods 
Office Appliances 

Bookkeeping 
Penmanship 
Rapid Calculation 
Lectures by Specialists 

Approximate Time Required, Pi"e Months. 
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Evening School 

Many prominent men and women owe their success in life 

to the training they received in a good evening school, and 

many take advantage of our evening classes each year to 

prepare for good positions or to earn promotion· with their 

present employers. 

The evening school is in session every Monday and Thurs­

day evening from seven to nine-thirty throughout the year, 

except during July and August. 

This arrangement makes possible the plan which the 

students usually adopt; two nights a week for recitation and 

instruction; two nights a week for study; and two nights a 

week for recreation. 

All regular courses are gtven m Night School and also 

special courses which are announced from time to time. 

Some students take .advantage of the night school to take 

complete courses . Others cannot enter day school until later 

but come to night school and so invest their spare time until 

they can come. On the other hand, many students go to day 

school until they have finished all executive subjects, then go 

into positions and finish their courses in night school while 

earmng. 

Because of the nature of the instruction and because of the 

fact that thousands find night school their only chance for 

advanced education, the entrance requirements are not so 

stri~t as for day school. 

Secret of 
Success 

A Good 
Program 

Any Course 
At Night 

Taking Part 
of a Course 
at Night 
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Of course, it takes a bit of determination to work day­
times and go to school at night, but no one would be a suc­
cess without it no matter w:hat school he attended. That 
fact explains, perhaps, why such a fine class of students 
attend night school and what a large percentage of them are 
so successful in life. 

Home Study Courses 

Special Home Study Courses have been arranged in many 
subjects whereby students may pursue the study and practice 
work at home and report, if possible, at the school at certain 
times for review and criticism of work completed, and to 
receive assignments and explanations of new work. 

This plan is practically the equivalent of private instruc­
tion, and has been found particularly advantageous to those 
who cannot attend the day sessions regularly on account of 
business or home ties, those who live out of the city and pre­
fer to attend school two or three days a week in preference to 
boarding in the city, those who have registered in the Day 
School but are waiting for a vacancy in the class rooms be­
fore they can take up the regular work of the Day School, 
and those who for some reason can not enter school until 
later. 

This plan has become particularly popular with teachers, 
who may pursue their studies in their spare time while 
teaching until they are free to attend the regular day school 
sesstons. 

Full credit for work done in the Home Study Department 
is allowed on the regular courses . 



Stenographic Course For College Use 

The simplicity of Phono-Syllabic Shorthand, the short 
time in which it can be mastered and its unusual adaptability 
to any kind of stenographic or reporting work have attracted 
the attention of many college students and prospective 
college students who realize the value of a knowledge of 
shorthand for reporting their college lectures, or as a means 
of paying their expenses in college by acting as secretary to 
one of the professors, the librarian, or some other official of 
the institution. 

Many students are now using Phono-Syllabic Shorthand 
in college class rooms with marked success. 

To make this feature of Phono-Syllabic more practical, we 
have prepared a special "Lecture Reporting Course for Col­
lege Students.'' This course is similar to the Stenographic 
course with the exception that much additional work is given 
in reporting special lectures, memorizing and practicing the 
shorthand outlines for scientific terms peculiar to the various 
subjects to be reported, and transcribing these lectures on 
the typewriter quickly and accurately. 

Each year, more and more young people, as they graduate 
from high school, are taking advantage of this opportunity 
to master shorthand before entering upon their college 
courses, and many are now paying part of their expenses in 
college by the use of their stenographic or secretarial train­
mg. Many students who contemplate taking a college 
coqrse enter the school as soon as they graduate from High 
School, and are able to complete the College Reporting 
Course before the college course begins in the fall. 

Cash 
Returns 

Saving 
Time 
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Department Scores of 
Duffy-Powers Company, E. \V. Edwards & Sons, 

and Sibley, Lindsay & Curr Company 
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Scope of Subjects 

On the following pages will be found brief descriptions 
of the subjects included in. all of the courses offered. The 
Business Administration Course includes ALL of these sub­
jects, while other Courses are made up of certain subjects as 
indicated under their respective headings on preceding pages. 

Personal Efficiency A and B 
Possibly the greatest difference between the successful and the unsuc­

cessful men and women lies in their methods of planning and executing 
their personal and business affairs. Some people live more, do more, enjoy 
more in one year than others do in ten because they have develoPed the 
ability to accomplish each task in the minimum of time and with the least 
effort, and set their goals high enough tO make their efforts worth while. 

This course takes up in an interesting and instructive way such points as: 
Will Power, Leadership, Self Expression, Self Management, Health, Devel­
oping Personality, Mentality, Attractiveness , System, Effecti veness, Social 
Sense. 

The course requires twenty weeks, beirig divided into two sections, A 
and B, of ten weeks each, one subject being studied each week . This is 
supplemented by outside readings and personal tests and exercises for devel­
opment of each quality. 

Business Organizatio11; and Administration 
The purpose of this course is tO instruct the student in the fundamentals 

of business, from the initial organization of an undertaking through to its 
successful adm inistration. The course brings before the student those bigger 
business problems upon the proper solution of which success in business 
largely depends. 

Among the topics studied in this sub ject are the following: 
The Fundamentals of Business Success; Kinds of Business Enterprises­
Extractive, Manufacturing, Commercial; Forms of Business Organizations­
Individu al, Partnership, Corporation, Trust, Holding Company; Financing 
a Business-Working Capi tal , and Bonds and Mortgages; Financial Institu­
tions, including Banks, Trust Companies, Insurance Companies, Stock 
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Exchanges, Clearing Houses; Management and its Problems; The Wage 
Question-Day Wage, Piece Race, Bonus System, etc.; The Service Depart­
ment, including the Employment Office, the Educational Office, the Healch 
Department; Selecting a Site and Planning a Building-for Factory, Whole­
sale Business or Retail Score; Purchasing; Marketing; Selling; Advertising; 
Credit Extensions; Foreign Trade. 

Secretarial Training 
In this department, the student is employed as Secretary co an official 

in each of nearly a score of different lines of business including Banking, 
Real Estate, Shoe Manufacturing, Investment and Speculation Brokers, 
Electrical and ochers. In each posicion the student makes a practical study 
of the details of business, always from the viewpoint of che execucive, and 
also of the relationship between execuci ve and secretary. First, the studenc 
is caught how the various duties should be performed, and chen, by many 
assignments, is required co perform these duties just as though he were 
employed in an actual secretarial posicion. Thus the studenc learns co "do 
by doing.'' Following is a partial lise of che ducies thoroughly mastered by 
each pupil upon the completion of the work in chis deparcmenc: 

Letters 

Arrangemenc or s cy le 
Writing sales, collection and 

ocher business leccers 
Social correspondence 
Form leccers 
Handling mail 
Remiccing by mail 
Postal informacion 

Preparation of Legal Papers 

Abstract of Tide 
Lease 
Bond and Mortgage 
Power of Accorney 
Proxy 
Guaranty Bond 
Affidavit 
Will and Testament 

Telephone and Telegraph 

Outgoing Telephone calls 
Incoming Telephone calls 
Writing and forwarding telegrims 
Remitting money by telegraph 
Cabling, and cable codes 

Use of Reference Books 

The Dictionary 
Business and House Directories 

'Telephone Directories 
Encyclopedias 
Magazines and Trade Journals 
World Almanac and ocher Refer-

ence Books 
Collecting Data for Speeches, 

Reports, etc. 



By-Laws 
Estimates 

Preparation of-

Pay Rolls 

Agency Contracts 
Requisition Orders 
Inventories and Stock Lists 
Patent Specifications 
Building Specifications 
Machinery Specifications 

Business Reports 
Financial Statements 
State and Federal Income Reports 
Reporting Speeches, Court 

Proceedings and Testimony 
Alphabetizing 

Oth~r Secretarial Duties 

Arranging itineraries and se­
curing travel accommoda­
tions (including foreign) 
Interviewing people 
Making and cancelling appointments 
Preparing minutes of meetings 

Each student is required to spend a certain amount of time in the school 

office as secretary to the principal. This provides an excellent opportunity 

to put into actual practice much of the work that has been studied in the 

classroom. 

After completing the work of this course, the student is required to 

prepare a Self-Analysis Chart, and to give himself a definite rating on the 

qualities which characterize a good secretary as distinguished from an 

ordinary stenographer or routine worker. 

Accounting 
The purpose of this course is to provide training in the more advanced 

bookkeepi'ng and accounting methods and J:lroblems . It includes the applica­

tion of the principles of accounting especially affecting a corporation, and a 

study of accounts reculiar to a corporation, as Capital Stock, Surplus, 

Dividends, Trading Accounts, Good Will and Depreciation accounts. The 

course also includes instruction in the use of srecial ruled journals, control 

accounts, vouchers, preparation of comprehensive financial statements, and 

a study of the condition of the company from these financial statements. 
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Office Management 

This course is designed to teach the student the problems of the execu­

tive in conducting the business from his office. Also his problems in keeping 

his own office modern and efficient. 

Topics studied in Office Management: What to Do First; How Much 

Will Better Light, Ventilation, and Office Conveniences Save; Why Stand­

ardization of Equipment Pays; Planning the Work; Finding the One Right 

Way; How to Set Tasks; Handling Supplies Like Money; Putting the Work 

Through on Time; Does Inspection Pay; The Office of Advertising and Sales; 

Making it Easier to Handle Shipping; Getting More from Accounting 

Department; Increased Production from Typists; The Office Side of Credits 

and Collections; Files That Really Remember; When to Use Card Files; 

Putting the Messenger Boy on His Toes; Saving Thousands with Standard­

ized Forms: How Much Lost Motion is Costing You; Weeding Out Waste 

Motions; Making It Worth While to Break Records. 

Advanced Business Letter Writing 

Letter writing is one of the important duties of the secretary or the 

accountant. The employer may be an excellent letter writer, but he seldom 

has time to dictate each letter that leaves the office. Anyone who can dic­

tate or write a good business letter, whether it be a general routine letter, a 

sales letter, a collection letter, a letter to adjust a complaint, or simply one 

to arrange for or cancel an appointment, is therefore a valuable asset to any 

institution. 

This course deals with the psychology of expression in letters; how to 

write letters that will command favorable attention, that will induce the 

desired action on the part of the recipient. An intensive study is also made 

of the best letters of several recognized authorities on letter writing, special 

attention being given to the effect of the various statements on the readers' 
minds. 

It also takes up the different kinds of business and social correspondence 

and in addition the student is given varied assignments in writing each type 

of letter, and methods are outlined whereby he can criticize and improve 

upon his own efforts . 



The great value of the course will be most appreciated when the student 

has advanced to the ownership or management of a business and has to dic­
tate letters or to criticize letters written by his employees. 

Advertising A and B 

This course is designed to give the student a training in the fundamentals 

of advertising. The subject is carried far enough to enable him to enter the 

advertising field as a life work if he wishes. Its usual use is to make him 
more useful to his employer as an assistant by teaching him to criticize the 

firm's advertising, to test the results of the advertising campaigns which it 

constantly conducts, and to make constructive suggestions. 

Even more important is the fact that one who has studied this subject 

will find it exceedingly valuable to him when he goes into business for him­

self, or fills an executive position with any important firm. 

The course is divided into two parts, Advertising A and B, each covering 

ten weeks of work. 

The subjects treated in both parts are : 

The Development of Advertising; The Functions of Advertising; Analysis of 

the Product; Channels of Trade ; Steps in the Advertising and Personal Selling 
Process ; Present-Action Advertising; Future-Action Advertising;The Appeal; 

Style; Types of Illustrations; Methods of Preparing Illustrations for Printing; 
The Headline; Typography and Printing; Color; The Layout; General 

Magazines; Magazines for Special Fields; Newspapers; Direct Advertising; 
Outdoor Advertising; Specialty Advertising and Other Media; Advertising 

Agencies; Advertising Tests; Working with the Dealer; Advertising Cam­

paigns. 

Salesmanship A and B 

Salesmanship is a subject that should be studied by everybody, regard­
less of his or her position or goal in life. Every one has something to sell,­

personality, services, merchandise,-and in the business field, selling is by 
far the most important function of all his activities. 
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The entire subject requires twenty weeks, and is divided into two equal 
divisions: Salesmanship A and Salesmanship B. 

The course includes the following subjects: 
Salesmanship as Science and Arc; The Reason for Business; Trade Relations; 
Everyone a Salesman; The Work of the Salesman; Success Qualities-How 
Developed; Knowing Yourself; Developing Ability in Thought, in Memory, 
and in Imagination; Developing Reliability, Endurance, and Action; Finding 
the Customer; Knowing the Customer; Knowing the Goods; Service; The 
Source of Profit; The Sale Defined and Analyzed; Getting the Interview; The 
Interview; The Selling Talk; Suggestive Argument; Retail Selling; Wholesale 
Selling; Specialty Selling; Geography for Specialty Salesmen; Practical 
Hints; Promotion Selling; Selling by Mail; Credits and Selling; Selling Your 
Services. 

Banking 

In this course the student rerforms the work of all the various clerks 
and officers of a modern national bank, and occupies successively the posi­
tions of Receiving and Paying Teller, Exchange Teller, Collection Clerk, 
Clearing House Clerk, Discount Clerk, Correspondent Clerk, Individual 
Bookkeeper, General Bookkeeper, Ass istant Cashier, and Cashier. He 
studies the different kinds of banks, such as National Banks, State Banks, 
and Private Banks, their use of Funds, and methods of handling Deposits, 
Discounts, and Exchanges. 

During the course, the student keeps the following books of record: 
Individual Ledger, Discount Ledger, Stock Ledger, General Ledger, General 
Cash Record Book, Remittance Register, Draft Register, Collection Register, 
Certificate Book, Certified Check Book, Teller's Book, Daily Statement 
Book, and Depositor 's Pass Book. 

Cost Accounting 

The student learns the principles of cost accounting by keeping the cost 
records for a manufacturing corporation. Includes the Elements of Cost and 
Methods of Costing, Overhead Expenses, Distribution of Manufacturing 
Expenses, Direct and Indirect Labor, Raw Materials, Factory Supplies, 
Machine Hour Rates, Labor Percentage Rate, Installation Cost, etc. Some 
of the special forms and books used in this course are: Production Order, 



Requisition Order, Workingman's Time Ticket, Hour Record Sheet, Vouch­

er Jacket, Job Cost Sheet, Vouchers Payable Book, Sales Book, Requisition 

Journal, General Ledger, Sales Ledger, Materials Ledger, Job Cost Ledger. 

Income Tax Reports 

Special training is given each student in the proper methods of preparing 

the Income Tax Reports required by both the State and Federal Governments. 

These reports include the various forms necessary for submitting reports of 

personal income, as well as reports of incomes of Partnerships and Corpora­

nons. 

Business and Social Amenities 

The aim of chis course is to develop in the student the moral, mental, 

personal, and physical qualifications chat characterize the ideal business 

employee. 

It cakes up, in a series of interesting lectures, such important subjects 

as trustworthiness; initiative; tact; reasoning power; alertness; concentra­

tion; foresight; skill; agreeable personality; correct and easy speech; pleasing 

appearance, and correct dress. 

In addition, the assignments review the various business and social 

customs for all occasions, and the distinction between formal, semi-formal 

and informal correspondence. 

Shorthand 

Because of the brevity and simplicity of Phono-Syllabic Shorthand, 

and because chis system expresses the language, even the most technical 

terms, so completely, it is taught exclusively under our personally trained 

tnstructors. A careful investigation of Phono-Syllabic Shorthand will 

quickly prove that its characters express words more fully, and with shorter 

outlines than ocher systems; and since words are expressed in their natural 

forms-by syllables instead of by sounds-notes never grow "cold, " but can 

be read like longhand at any time, even mmths after they are written. A very 

high speed in writing can be quickly acquired because outlines are so easily 

formed, and because of the absence of separate vowels, docs, dashes, shading, 

posicion writing, and long lists of wordsigns, contractions, and rules. 
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Phono-Syllabic is the ideal system for the secretary, because, unlike 
the old-style, phonetic or "sound" systems, it is extremely easy to learn, but 
hard to forget. Facility in writing and reading it does not require constant 
use or practice, but once thoroughly learned it can be used at any time with­
our the necessity of having to recall long lists of wordsigns, rules, and separ­
ate vowel sounds. 

Scientific Touch Typewriting 
Touch Typewriting is also taught by new scientific methods based on 

the elimination of lost motion and thorough drills on common as well as 
unusual words, phrases, and sentences. 

English and Spelling 
Special care is exercised to help the student develop a full, rich vocabu­

lary, ability to discriminate between words, and a practical knowledge of 
proper sentence structure. Attention is also given to the value of expressing 
ideas, either in writing or speaking, in simple, clear, understandable lan­
guage--an important asset to the prospective private secretary or business 
executive. 

Office Procedure, Filing, and Office Appliances 
The work of this department is provided to give the student the equiva­

lent of actual office experience; how to organize and manage an office. 
It includes actual practice in writing and handling checks, notes, drafts, 
trade acceptances, invoices, statements, credit memoranda, leases, agency 
contracts, insurance policies, bills of lading, shipper's receipts, etc . 

The work of this department also includes thorough courses on the 
Adding Machine, in Billing, and in the following systems and office equip­
ments: 

Filing 

Card filing 
Catalogue filing 
Vertical filing 
Alphabetical system 
Numerical system 
Alphabetic-Numeric system 
Geographical system 
Chronological system 

Office Machines 

Adding and listing machines 
Addressing Machines 
Multigraph 
Mimeograph 
Beck and Ditto Duplicators 
Check writers 
Envelope sealers and stampers 



Penmanship 

A carefully planned course designed to train the student to write a neat, 

rapid, legible hand. Composed of muscular drills, in correct forms; speed in 

figure making; round hand writing and plain lettering. 

Rapid Calculation 

Teaches short cuts to the accurate figuring of business problems. Special 

emphasis is placed on mental Arithmetic, and quick figuring of percentage, 

trade discount, commission, insurance, interest, etc. 

Lectures by Specialists 

Besides the above subjects, a special senes of lectures on important 

business subjects is given by prominent business and professional men and 

women throughout the school year. These lectures have proved of inestima­

ble value to the student body, as they bring it into close personal touch 

with business conditions and business methods as they actually exist in the 

business world. 

Ritter Dental Manufacturing Company 



Bausch & 
Lomb 
Optical 
Company 
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Taylor Instrument Company 
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Enrollment I927-I928 
Name 

Anderson, May 
Ameele, Lester 
Ades, Eugene . 
A very, Roger . 
Aldrich, Dorothy 
Andrews, Isabel 
Arner, Kathryn 
Amish, Chester 
Armstrong, Margaret 
Ameele, Edwin 
Adair, Charles 

Batt, George . 
Bater, Roy 
Bennett, Kenneth 
Breheny, Raymond 
Bausch, Annette . 
Brennan, Florence 
Barrett, Kenneth 
Brower, Colonel 
Brown, LeVere 
Beaman, Allan 
Bushart, Grace 
Brady, George W. 
Bauman, Genevieve 
Brady, George F . . 
Brewster, James 
Barnhardt, Homer 
Bel , Floyd . 
Burnham, Florence 
Burkhart, Minnie 
Baker, Ronald 
Berridge, Floyd 
Burnett, Lucy . 
Bohrer, Lucille 

Address 
. Springwater, N .Y. 

Walworth, N .Y. 
Rochester, N .Y. 

Canandaigua, N.Y. 
Shortsville, N.Y . 
. Holcomb, N .Y. 
Groveland, N.Y . 
Rochester, N .Y. 

. Geneseo, N .Y. 
E. Williamson, N.Y . 

Wyoming, N.Y. 

Albion, N.Y. 
LeRoy, N.Y. 

Portville, N .Y. 
Rochester, N.Y. 

Webster, N.Y. 
. Oakfield, N .Y. 

Hornell, N.Y. 
Spencerport, N .Y. 

Waterport, N.Y. 
Churchville, N .Y. 

Ontario, N .Y. 
Saranac Lake, N .Y. 

W. Webster, N.Y . 
Rochester, N.Y. 

. Rose, N .Y. 
Ontario, N.Y. 
Ontario, N.Y . 

Mumford, N .Y. 
Mumford, N .Y. 

Binghamton, N.Y . 
Brockport, N.Y. 

Spencerport, N.Y. 
Rochester, N .Y. 



Burson, Roland 
Baker, Virginia 
Burns, Mrs . Daisy 
Boyd, Marie 
Burson, Helen 
Borland, Ruth 
Brown, Guy 
Blum, Albert . 
Bandhold, Edith 
Brundage, Stella 
Baldas, Mrs. Hazel 
Briggs, Edward 
Bendschneider, Ruth 
Brown, Eva 
Bonsignore, Rose . 
Birgstrom, Carl 
Barrows, Donald 
Bahmer, Clifford 
Bush, Thelma . 
Bull, Florence 
Brazzell, Bertha 
Brisbane, Frederick 
Beaumont, Walter 
Beaumont, Olive . 
Bigler, Harley 
:erockmyre, Helen 
Bauch, Luther 
Buholtz, Mabel 
Bauman, Irene 
Brainerd, Kenneth 
Bassage, Howard . 
Bryant, Frank 

Carson, Loring 
Cook, Virgima 
Childs, Elizabeth . 
Custer, Howard 
Cardella, George . 

Clifton, N.Y. 
East Rochester, N .Y. 
East Rochester, N.Y. 

. Pavilion, N .Y. 
Clifton, N.Y. 

Sea Breeze, N.Y . 
Rochester, N .Y. 
Rochester, N.Y. 

. Fairport, N .Y. 
Canandaigua, N.Y. 
E . Rochester, N.Y. 

Perry, N.Y. 
. Fairport, N.Y. 
. Holcomb, N.Y. 
Rochester, N.Y. 

Jersey Shore, Pa. 
. Lakeville, N.Y. 

Rochester, N.Y. 
Leicester, N .Y. 
Batavia, N .Y. 
Medina, N .Y. 
Livonia, N.Y. 

East Rochester, N.Y. 
East Rochester, N.Y. 

Hilton, N .Y. 
Clyde, N.Y . 

Spencerport, N .Y. 
. Pittsford, N.Y. 

East Rochester, N .Y. 
Castile, N.Y. 

Walworth, N .Y. 
Mt. Morris, N .Y. 

Rochester, N .Y. 
Rochester, N.Y. 

Spencerport, N.Y . 
Rochester, N .Y. 
Rochester, N.Y. 



Curtis, Margaret 
Corner, Gladys 
Curtis, Harry . 
Cornelius, Wm. 
Casey, Ralph 
Clapper, Dale . 
Christensen, Charles 
Cragg, Daniel 
Cursi, lone 
Crane, Eleanor 
Christmann, Mary 
Chapman, Earl 
Chapman, Robert 
Carson, Ethel 
Chapin, Lowell 
Clark, Bertha . 
Cornish, Minerva 
Cary, Ed ward . 
Curran, Alice . 
Chamberlain, Willard 
Crane, Carolyn 
Craven, David 
Campbell, Kenneth 
Colacino, Theresa 
Crist, Alberta . 

DuCrest, Rosa 
Dispense, Louis 
Davies, Gwendolyn 
Delmonico, Gilda 
Doyle, Dorothy 
Davis, Ruth 
Darling, Ethel 
Dayton, Minnette 
Dixon, Ralph . 
Davis, Henry . 
Deneen, Donald 
Diedrich, Norman 

Marion, N.Y . 
East Rochester, N.Y. 

Branchport, N .Y. 
Rochester, N.Y. 

Ontario, N .Y. 
Hilton , N.Y. 

Penn Yan, N.Y . 
Wallace, N.Y . 

Rochester, N .Y. 
Rochester, N.Y. 
Rochester, N.Y. 

Marion, N .Y. 
Rochester, N.Y. 
Caledonia, N.Y. 
Rochester, N.Y. 
Walworth, N.Y. 

Hilton, N.Y. 
. Fairport, N.Y. 
Shortsville, N.Y. 

Livonia, N .Y. 
Rochester, N.Y. 

Ontario, N.Y. 
Port Gibson, N .Y. 

Newark, N.Y . 
Opp, Pa. 

Portville, N.Y. 
Batavia, N.Y. 

Macedon, N.Y. 
Rochester, N .Y. 
Rochester, N.Y. 

Spencerport, N.Y. 
Webster, N.Y. 

W. Webster, N.Y. 
E. Rochester, N.Y. 

Rochester, N .Y. 
East Rochester, N.Y . 

Fairport, N.Y. 



Diedrich, Iona 
De Roos, Francis 
Dimmick, John 
Dantz, Herman 
Dunlap, Marion 
Dickinson, Gertrude 
Denton, Arthur 

Ey, Mildred 
Erwin, Marjorie 
Edmonds, Stuart 
Ebert, Norma 
Ellison, Gladys 
Earls, Lucille : 
Edic, Richard 
Ebertz, C. Dexter 
Emmi, Anna 
Echter, Helen 

Fessler, Carlton 
Farkas, Martha 
Fisher, Gladys 
Folk, Frederick, Jr . 
Flood, Letah 
Fish , Elizabeth 
Ferguson, Ada 
Fellows, Harriet 
Fountain, Lillian 
Fess, Cyril 
Ford; Homer 
Fuller , Mabel 
Frine, Raymond 
Flannery, Margaret 
Foley, Esther . 
Ferrington, Doris 
Fleig, Rosalia 
Foos, Dorothy 

. Fairport, N.Y. 
East Rochester, N .Y. 

Dansville, N.Y. 
Rochester, N .Y. 

Black Creek, N .Y. 
Rochester, N .Y. 

Castile, N.Y. 

Rochester, N.Y. 
E. Rochester, N .Y. 

Penn Yan, N .Y. 
. Fairport, N .Y. 

Spencerport, N.Y. 
Pittsford, N.Y. 

Hilton, N .Y. 
Newark, N .Y. 
. Avon, N.Y. 

Rochester, N.Y. 

Williamsport, Pa. 
Rochester, N.Y. 
Rochester, N.Y . 

Canandaigua, N .Y. 
Livonia, N.Y. 

Manchester, N .Y. 
E. Rochester, N.Y. 

Rochester, N.Y. 
Middlesex, N.Y. 
Rochester, N.Y. 
Rochester, N .Y. 

. Fairport, N.Y. 

. Sodus, N.Y. 
Rochester, N.Y. 
Rochester, N .Y. 

. Cuba, N.Y. 
Point Pleasant, N .Y. 

Rochester, N.Y. 
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Freeling, Paul 
Furber, Mrs. Wilhelmina 

Gebhardt, Cora 
Goyette, Bert 
Goossen, Gertrude 
Giffin, Elva 
Garnsey, Olin 
Gregory, Frank 
Gledhill, Elizabeth 
Giglio, John 
Gnage, Katherine 
Ganung, Elizabeth 

Hilner, Helen . 
Hundredmark, Earl 
Harrington, Kenneth 
Hale, Betty 
Hansen, Grace. 
Hovey, Flora . 
Hill, Bertha 
Humiston, Blanche 
Harscher, Donald 
Hesler, Virginia 
Hilfiker, Russell 
Harris, Grace . 
Hickok, Doris 
Horton, Ellen . 
Horton, Rachael 
Hartley, Frederick 
Haffiey, La Verna 
Hagaman, Celina 
Hale, Henry 
Heffer, Mildred 
Hoffmeier, Delilah 
Howie, Ida Mae 
Hurwitz, Hyman 

Walworth, N.Y. 
East Rochester, N .Y. 

Batavia, N.Y. 
Fairport, N.Y. 
Marion, N.Y. 

Rochester, N.Y . 
Spencerport, N.Y. 
Spencerport, N.Y . 

Rochester, N .Y. 
Caledonia, N.Y . 

Webster, N .Y. 
Livonia, N .Y. 

. Opp, Pa. 
Elba, N.Y. 

Rochester, N.Y . 
E . Rochester, N.Y. 
E. Rochester, N.Y . 
E . Rochester, N.Y. 
Adams Basin, N .Y. 

Rochester, N.Y . 
Pittsford, N.Y. 

Canandaigua, N.Y. 
Webster, N.Y. 

Rochester, N.Y. 
Clifton Springs, N.Y. 
. . Clyde, N .Y. 

Penn Yan, N .Y. 
Castile, N.Y. 
Renovo, Pa. 

Rochester, N .Y. 
E . Rochester, N.Y. 

LeRoy, N.Y. 
Rochester, N .Y. 
Rochester, N .Y. 
Rochester, N .Y. 



Harwood, Floyd 
Hill, Lyle . . 
Hodges, Graden 
Hance, Clinton 
Horton, Coburn 
Hettrick, Agnes 
Hand, Robert . 
Howden, Donald 
Hungerford, Earl 
Hart, Ruth Alma . 
Hartman, Jairus . 
Hardy, Nellie . 
Hammon, Marion 
Hanson, Ruth 

Isaacson, L. E . 
Isaman, Claude 
Iveson, Helen . 

Jackson, Evelyn 
Judd, Sherman 
Joslin, Johanna 
Jankowiak, Walter 
Johnson, Josephine 
Jones , Seymour 
Johnson, Leonard 
Johnson, Mabel 

Kr_ase, Herbert 
Keefe, Francis 
Kemp, Beatrice 
Kellogg, Stanley 
Kittleberger, Anna 
Kregal, Helen 
Kern , Julia 
Klick , Lillie 
Kerry, Susanna 

Perry, N.Y. 
Hughesville, Pa. 

Williamson, N .Y. 
Williamson, N.Y . 
. Naples, N .Y. 
. Pavilion, N.Y . 

. Bath, N .Y. 
Fillmore, NY. 

Dansville, N.Y. 
Churchville, N .Y. 

. Milton, Pa. 
Rochester, N .Y. 
Rochester, N.Y. 
Rochester, N .Y. 

Rochester, N .Y. 
. Arkport, N.Y. 
Brockport, N .Y. 

Avoca, N .Y. 
Rochester, N .Y. 

E. Rochester, N.Y. 
Rochester, N .Y. 
Rochester, N.Y. 

. Arkport, N.Y. 
Rochester, N .Y. 

. Fairport, N.Y. 

Rochester, N .Y. 
Mumford, N .Y . 

. Oakfield, N .Y. 

. Clyde, N.Y. 
. Webster, N.Y. 

Mumford, N .Y. 
Byron, N .Y. 

E. Rochester, N.Y . 
Rochester, N .Y. 
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King, Ralph 
Kuppinger, John 
Kennedy, Donald 
Kuney, Homer 
Klafehn, Leona 
Klafehn, Elmer 
Kenyon, Roger 
Kelley, Hodges 
Keefe, Mrs . Marion 

Lariton, Eleanor 
Lee, Eleanor 
Lunn, Fred 
Lovo, Elisa 
Lawson, Alvah 
Lawrence, Lyal 
Lundfelt, John 
LeFevre, Mildred 
Le Fevre, Raymond 
Lambert, Alma 
Lewis, Jocelyn 
Lettis, Robert . 
Loudenslager, Marian 
Le Frois, E . Viola 
Ladd, Marian 
Lyons, Cleo 
Lane, Dorothy 
Locke, Mary . 
Les Collett, Virginia 
La Salle, Beth 
LeFevre, Ethel 
Lindsley, Martin 

Maywood, Alice 
Michaels, Sidney 
Maginley, Clyde 
McConnell, Laurimore 

Byron, N.Y. 
East Rochester, N .Y. 

Jersey Shore, Pa. 
Seneca Falls, N.Y. 

Hilton, N.Y. 
Hilton, N.Y . 

Williamson, N .Y. 
Seneca Falls, N.Y. 

Fairport, N.Y. 

. Retsof, N .Y. 
Rochester, N.Y . 
Penn Yan, N .Y. 
Rochester, N.Y . 

Hilton, N.Y . 
. Wayland, N.Y. 

Renovo, Pa. 
Rochester, N .Y. 
Rochester, N.Y. 

Hall, N .Y. 
Rochester, N .Y. 

Albion, N.Y. 
Painted Post, N .Y. 

Webster, N .Y. 
Henrietta, N.Y. 

Millville, Pa. 
Newark, N.Y. 
Livonia, N.Y. 

Rochester, N.Y. 
Rochester, N.Y. 
Rochester, N.Y. 

Livonia, N .Y. 

Rochester, N.Y. 
Rochester, N.Y. 
Dansville, N.Y. 
Pittsford, N.Y. 



Moose, Docia . 
Miller, Paul 
Martin, Ida May 
McCarthy, Dorothea 
Mehlenbacher, Adelaide 
Morley, Muriel 
Mancuso, Napoleon 
Marsh, Viola 
Minisci , Leo 
Mulvey, Isabelle 
Mullen, Laura 
McMath, Alma 
McCaughey, Walter 
Mason, Dorothy 
Mooney, Eugene 
Marella, Loretta 
Martina, Sarah 
Maiorani, Domenick 
Miller, Emilienne 
Moynes, J. W. 
Marshall, Clyde 
McCarthy, Kathryn 
Manion, William . 
Miller, Gile . 
McFarland, Russell 
McMahon, Ellen 
Morris, Henry 
Millard, Marian 
Mason, Charles 
Marchner, John 
Miller, Helen 
Mossgraber, Frederick 
Miller, Bernard 
Martz, John 
Milanette, Mary 
Maginley, Paul 
Myers, Fred 
Madden, Grace 
Misener, Clifford 

Dansville, N .Y. 
Brockport, N.Y. 

Rush, N.Y. 
Ontario Center, N .Y. 

Hornell, N.Y. 
Webster, N .Y. 

E. Rochester, N .Y. 
Renovo, Pa . 
Retsof, N .Y. 
Retsof, N .Y. 

Rochester, N.Y. 
Webster, N .Y. 

Retsof, N .Y. 
Rochester, N.Y . 
Rochester, N .Y. 
Rochester, N .Y. 
Rochester, N.Y . 

East Rochester, N .Y. 
Rochester, N .Y. 

Retsof, N.Y. 
Clyde, N.Y. 
Renovo, Pa . 

Rochester, N .Y. 
Rochester, N.Y. 
Rochester, N.Y . 
Rochester, N .Y. 

LeRoy, N .Y. 
Ontario Center, N .Y. 

Shortsville, N.Y . 
Webster, N.Y . 

Hemlock, N.Y. 
Webster, N .Y. 

E. Rochester, N .Y. 
Cuylerville, N .Y. 

Rochester, N .Y. 
Dansville, N .Y. 

Muncy Valley, Pa. 
Rochester, N.Y . 

Medina, N .Y. 



Messner, Sherwood 
McCabe, Helen 
McMahon , Madeline 
Meyers , William . 
Meagher , Kenneth 
MacComb, Kenneth 
Marsh, Harold 
Martin, Irene 
Mathews, Ruth 
Mingus, Leonard 
Moore, Nelson 

Nolte, Dorothea 
Nalley, Thomas 
Newman, Gladys 
Niermeyer, Lester 
Nowak, Nettie 

Oswald, Alfred 
O'Brien , George 
Oakes , Leonard 
Osborne, Florence 
Ohlau, Thelma 
Oliver, Earl 

Prowant, Harry 
Perry, Albert . 
Peck, Anna 
Parshall, Rodney 
Pfromer, Louis 
Patchen , Donald 
Pundt, Albert . 
Phillips, Franklin 
Portukalian, Marie 
Peters , Gladys 
Pike, Estelle 

Williamsport , Pa. 
Rochester, N .Y. 

. Fairport, N .Y. 
Spencerport, N .Y. 

Livonia, N .Y. 
Castile, N.Y. 

Fairport, N .Y. 
Greece, N .Y. 

Rochester, N.Y. 
Rochester, N.Y. 
Sea Breeze, N .Y. 

Rochester, N .Y. 
Rochester, N .Y. 
Cohocton, N .Y,. 
Rochester, N .Y. 

East Rochester, N .Y. 

Penn Yan , N .Y. 
Brockport, N .Y. 

Webster, N.Y. 
Rochester, N .Y. 
Sea Breeze,. N .Y. 
Hughesville , Pa. 

Watsontown , Pa. 
Rochester, N.Y. 

Phelps, N .Y. 
Penn Yan, N.Y . 

Victor, N.Y . 
Jersey Shore, Pa . 

Point Pleasant, N .Y. 
East Bloomfield, N.Y. 

. Webster, N.Y. 
Rochester , N.Y. 
Middlesex, N .Y. 



Potter, Hugh . 
Petersen, Ruth 
Pellett, Lee 
Pooley, Sherman 
Pyfrom, Hilda 
Plant, Dorothy 
Platt, Eva 
Pitts, Ida . 
Pagel, Milton 
Paulson, Madeline 
Paul , Esther 

Richens, Laurence 
Reed, Elbert a . 
Raup, Dorothy 
Rayton, Bessie 
Robertson, Marion 
Rhone, Lester . 
Rosenthal, Archie 
Ramsey, Jessie May 
Rogers, Eugene 
Rafferty , Ruth 
Rafferty, Marie 
Reed, Wheeler 
Russell, Harold 
Roesch, Earl 
Robbins, Harry 
Rose, Ruth Irene 
Rutherford, Ainslie 
Ranke, Robert 
Randolph, Ruth 
Rago, Teresa 
Roberson, G. Wendell 
Rogers , M . Elsa . 
Rotnour, Loretta 
Rylott, Ralph 
Ricketson, Albert 

Jasper, N.Y. 
E. Rochester, N.Y. 

Webster, N .Y. 
Rochester, N.Y. 

E . Rochester, N .Y. 
. Pittsford, N .Y. 
Rochester, N .Y. 

Clifton, N .Y. 
Rochester, N .Y. 

Hilton, N .Y. 
Rochester, N .Y. 

Rochester, N.Y. 
Macedon, N .Y. 
Whitedeer, Pa . 
Livonia, N .Y. 

Mumford, N .Y. 
. Arkport, N .Y. 
Rochester, N.Y. 

Albion, N.Y. 
Shortsville, N.Y. 

Spencerport, N .Y. 
Spencerport, N .Y. 

Livonia, N .Y. 
Rochester, N .Y. 
Rochester, N .Y. 

Milton, Pa. 
Cuba, N.Y. 

East Rochester, N .Y. 
Rochester, N .Y. 

Alfred, N .Y. 
Holley, N .Y. 

Newark, N.Y. 
. Alfred, N.Y. 

Port Gibson, N.Y. 
Pittsford, N.Y. 

Naples , N .Y. 



Stone, Lucille . 
Stryker, Marjorie 
Schmucker, Edmund 
Spangenberg, Clarice 
Sloan, Mary Alice 
Shipman, Mabel . 
Sullivan, Lillian 
Sternberg, Mrs . Adah 
Sones, Mildred 
Spadafora, J elsomina 
Sprague, Mary 
Snyder, Harold 
Sherwood, Fred 
Sutter, Hazel . 
Smith, Eleanor 
Streb, Clara 
Spittal, Magdalena 
Scholes, Georgianna 
Sklov, Mary 
Smith, B. M . 
Stickney, Georgia 
Stringer, Josephine 
Schifino, Donald 
Smith, Ethel 
Stalker, Mrs. 
Smith, Virginia 
Statt, Fred 
Smith, Charlotte 
Schneider, George 
Schwartz, Gladys 
Stevenson, Howard 
Shults, Lyman 
Swick, Glenn 
Scott , Emil 
Simpson, Florence 
Schwartz, Ruth 
Scheible, Raymond 
Scharett, Ruth 
Schwartz, La Verne 

Canton, Pa . 
Avoca, N .Y. 

Rochester, N.Y. 
E . Rochester , N.Y. 

Allentown, N .Y. 
Hughesville, Pa . 
Rochester, N .Y. 
Rochester , N.Y . 
Hughesville, Pa . 
Canastota, N.Y . 

Industry, N .Y. 
Renovo, Pa. 

Penn Yan, N .Y. 
E . Rochester, N .Y. 
Spencerport, N .Y. 
. Pittsford, N.Y . 

Retsof, N.Y . 
Angelica, N.Y. 

Rochester, N.Y. 
Rochester, N .Y. 
Brockport, N.Y. 
Rochester, N.Y. 

Cuylerville, N.Y. 
Jersey Shore, Pa . 
Rochester, N.Y. 
Rochester, N .Y. 

Coldwater, N.Y. 
Dalton, N .Y. 

Rochester, N .Y. 
Webster, N .Y. 

Rochester, N .Y. 
Avoca, N .Y. 

Wayland, N .Y. 
Caledonia, N.Y. 

Piffard, N.Y. 
. Pittsford, N .Y. 
Rochester, N .Y. 

Webster, N .Y. 
. Rush , N .Y. 



Shacter, Nettie 
Smith, Helen . 
Smith, Lloyd 
Syskowski, Helen 
Staller, Frances 
Sedler, Arthur 
Spangenberg, Mertice 
Schaefer, Wilbur . 
Simpson, Kenwood 
Shepherd, Isabelle 
Sullivan , Florence 
Sullivan, Ruth 
Snyder, Arvilla 
Stiller, Isadore 
Steppy, Irene . 
Sanford, Carmen 
Steffen, Allan . 
Sovia, Margaret 
Shuler, Rodwell 
Smith, Gordon 
Southworth, Mary 
Spencer, Henrietta 
St. Helens, Annette 
Selicari, John . 
Seargeant, Wilfred 
Smith, Charylene 

Trescott , Victor 
Tanner , Phyllis 
Trumble, Burwell 
Thomas, Dorothy 
Trautman, Hazel 
Teute, Mabel 
Torrey, William 
Tozier , Dorothy 
Thompson, L. Winfield 
Thurmon , Bradley 
Thacker, Willis 

Rochester, N.Y. 
Adams Basin, N.Y. 

East Rochester, N .Y. 
Rochester, N.Y. 
Rochester, N.Y. 

Hilton, N.Y. 
Shortsville, N .Y. 
Rochester, N.Y. 

Jersey Shore, Pa . 
Williamson, N .Y. 

Olean, N .Y. 
Pittsford, N .Y. 
S. Renovo, Pa. 

Rochester, N .Y. 
Jersey Shore, Pa . 

Hornell, N.Y. 
Fairport, N .Y. 

Hilton, N .Y. 
Lyons, N.Y . 

Adams Basin, N.Y. 
Rochester, N .Y. 
Rochester , N .Y. 
Rochester, N.Y. 
Rochester, N.Y. 
Rochester, N.Y. 

Dalton, N .Y. 

Livonia, N .Y. 
Rochester, N .Y. 
Rochester, N .Y. 
Rochester, N .Y. 

. Macedon, N.Y. 
Rochester, N.Y. 

Sodus Point, N.Y. 
Johnsonburg, N.Y. 

Rochester, N.Y. 
E. Rochester, N .Y. 
Seneca Falls, N .Y. 
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Uffelman, Chester 
Upchurch, Florence 

Van Arsdale, Marian 
Van Ingen, Jessamine 
Ver Dow, Max 
Vacanti, Peter 
Van Blaricum, Delilah 
Van Vleck, Eleanor 

Waterbury, John 
Wolf, Beatrice 
Wahl, Ruth 
W ey lman, Ellen 
Welch, Harry, Jr. 
Walters, Lava 
Wernham, Joseph 
Ward, Ruth 
Worden, Howard 
Wemett, Elmer 

_Wesley, Gordon 
Walter, Marjorie 
Wilcox, T . R .. 
Walzer, Charles 
Wheeler, La Verne 
Webb, Marian 
Willis , Ruth 
Wagner, Elizabeth 

Wahl, Elsa 
Ward, Clarence 
Warfield, Robert 
Watt, Robert 
Weir, H. Eldridge 
Werline, Louise 
Winter, Mabel 
Wilbert, Marian 

Youtzy, William 
Yaeger, William 

Zimmer, Ruth 

Rochester, N .Y. 
Phelps, N.Y. 

Rochester, N .Y. 
Webster, N.Y. 
Ontario, N .Y. 

Rochester, N .Y. 
Rochester, N .Y. 
Rochester, N .Y. 

Rochester, N.Y. 
Jersey Shore, Pa . 

Lyons, N .Y. 
Rochester, N.Y. 
Rochester, N .Y. 

Webster, N .Y. 
. Perry, N.Y. 

Spencerport, N.Y. 
E. Rochester, N.Y. 

. Lima, N .Y. 
Hornell, N.Y. 

Shortsville, N.Y . 
Binghamton, N .Y. 

Rochester, N.Y. 
Hilton, N .Y. 

Geneseo, N .Y. 
Fairport, N.Y. 

Rochester, N.Y. 

Rochester, .N.Y. 
Greece, N.Y . 

Shortsville, N .Y. 
Rochester, N .Y. 

Belfast, N .Y. 
Jersey Shore, Pa. 

Hilton, N.Y. 
Webster, N.Y . 

. Lima, N .Y. 
Webster, N .Y. 

Fairport, N .Y. 
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High Schools and Colleges Which These 
Students Have Attended 

Albany 
Albion 
Alden 
Almond 
Angelica 
Arkport 
Atlanta 
Avoca 
Avon 
Alfred College 

Batavia 
Bath 
Belfast 
Bergen 
Binghamton 
Brockport 
Brockport Normal 

Caledonia 
Canandaigua 
Canaseraga 
Canisteo 
Canton, Pa . 
Carthage 
Castile 
Chandler, Okla . 
Chili Seminary 
Churchville 
Clifton Springs 
Clyde 
Cohocton 
Cook Academy 
Cuba 
Cornell University 

Dalton 
Dansville 

East Bloomfield 
East Rochester, N.Y. 
Elba 
Elmira College 

Fairport 
Fernie, B. C. 
Fillmore 

Geneseo 
Genesee Wesleyan 
Geneva 
Girrgent, Italy 
Greigsville 
Groveland 

Hamilton, Ont . 
Hammondsport 
Hilton 
Hemlock 
Holcomb 
Holley 
Holy Name Academy 
Homer City 
Honeoye 
Honeoye Falls 
Hornell 
Hughesville, Pa. 
Houghton College 

Irondequoit 

Jamestown 
Jersey Shore, Pa. 
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Leicester 
LeRoy 
Lima 
Livonia 
Lyons 

Macedon 
Manchester 
Marion 
Medina 
Middlesex 
Millville, Pa. 
Milton, Pa . 
Mt . Morris 
Muncie, Penn. 

Naples 
Newark 
North Rose 
Nunda 

Oakfield 
Olean 
Ontario 

Painted Post 
Palmyra 
Pavilion 
Peeks ville 
Penfield 
Penn Yan 
Perry 
Phelps 
Pittsford 
Portville 
Pratts burg 
Poulteney 

Rochester 
Charlotte High 
East High 

West High 
John Marshall 
Monroe 
Jefferson Junior 
Washington Junior 
Madison Junior 
Aquinas Institute 
Mechanics Institute 
Rochester Dental 

Dispensary 
Nazareth Academy 
Nazareth College 
University of Rochester 
City Normal 
Technical High 

Renovo, Penn. 
Richburg 
Rush 
Rushville 

Sackets Harbor 
Saranac Lake 
St. Catherines, Ont., Can . 
Scottsville 
Seneca Falls 
Shortsville 
Silver Springs 
Smithport, Penn. 
Sodus 
South Byron 
Spencerport 
Springwater 
Syracuse Un-iversity 
St . Lawrence University 

Troy, Penn . 
Temple University 

Victor 
Vassar College 



Walworth 
Warsaw 
Washington, D.C. 
Watertown 
Watsontown , Penn. 
Wayland 
Webster 

Wellsville 
Williamsport, Penn. 
Williamson 
Wilsonia 
Wolcott 
Wyoming Seminary 
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