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KEWANEE BUSINESS COLLEGE PAGE ONE

PLANNING YOUR CAREER
Many young people who will receive this catalog 
are honestly perplexed as to the choice of 
occupation. There are so many influences to be 
considered - the place one hopes to fill in 
life, the time necessary for preparation, the 
cost - that it is sometimes difficult to come 
to a wise decision. With a realization of this 
fact, and with a desire to be helpful, we have 
endeavored, in preparing this catalog, to pre
sent in as clear a way as possible the oppor
tunities open in the business world.

The appeal of business is particularly strong 
because it offers such a wide and diversified 
field. Not only may the beginner find a place 
for all the talent, ability, and skill he pos
sesses, but there is no other line of attrac
tive work for which preparation can be made in 
so short a time and at so reasonable a cost.

Employers are constantly on the lookout for 
young people who are highly trained in impor
tant skills and who can be intrusted with re
sponsibility; and the path to success in busi
ness, as in any other vocation or profession,

calls for character, for real effort, for ad
equate preparation.

The greatest opportunities come to him who is 
best prepared. For this reason, Kewanee Busi
ness College lays special emphasis on highly 
developed skills. High speeds in typing, abil
ity to take dictation much faster than the 
average, accuracy in reading your notes and in 
transcribing them - all these qualities will 
help you to secure and to hold the better type 
of positions where opportunities will open for 
your advancement.

Young people having had a training such as Ke
wanee Business College gives will find open to 
them the door to office positions, such as Sec
retaries, Stenographers, Bookkeepers, Office 
Clerks, and Machine Operators. And it is from 
the ranks of these positions that Private Sec
retaries to big business men, that the Execu
tives of tomorrow, are selected. Wherever 
ability is shown, advancement and excellent pay 
are easily won.

“A School of Unusual Excellence”
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THE FACULTY

Mr. Harold J. Stott, the Principal of Kewanee 
Business College, is a graduate of Olivet Col
lege, Olivet, Michigan, and holds an A. B. 
degree in Education. Mr. Stott is an author of 
a text in Rapid Calculation that has been in 
use in a large number of schools. He teaches 
Accounting, Business English, Business Mathe
matics, and Business Law.

Mrs. Ellen Rice Lucas, the head of the Secret
arial department, is a graduate of Ohio State 
University of Columbus, Ohio, and holds an A.B. 
degree in Education from that Institution. 
Mrs. Lucas has had wide experience both as a

teacher and as a Private Secretary, which make 
her instruction and advice valuable to those 
starting a business career. She teaches Short
hand, Stenotypy, Office Practice, Secretarial 
Science.

Miss Aphrodite Ylahos, as head of the type
writing department at Kewanee Business College, 
has produced many fine typists. She has that 
ability to transmit to her students her enthu
siasm for this work. She is a very rapid and 
accurate typist. She also teaches Shorthand, 
Stenotypy, and Dictation classes.
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KEWANEE BUSINESS COLLEGE PAGE THREE

SELECTING YOUR SCHOOL
Before you definitely decide upon your school 
for business training, it may he well to con
sider the many advantages offered by Kewanee 
Business College*

LOCATION: Kewanee is located in a busy indust
rial community that has four large major in
dustries and many other smaller industries and 
business enterprises that look to us for their 
office help. In addition Kewanee is the center 
of the richest agricultural district in Illi
nois, which tends to make business always good 
in Kewanee. The school is located downtown 
directly across from the Peoples National Bank, 
on the second floor of the Bondi Building in 
quarters that were built for business school 
purposes.

FACULTY: Two-thirds of our faculty are college- 
trained and hold degrees in Education, in ad
dition to having had years of experience in 
business doing what they are now teaching.

COURSES: In keeping with the rapid changes in 
business practices and the coming of the ma
chine age in offices, we have made our courses 
flexible so as to fit modern conditions.

LENGTH OF COURSES: A complete course or special

subjects may be taken as desired. Our courses 
range in length from nine to eighteen months. 
The Secretarial Course which takes about twelve 
months is the most popular course.

EMPLOYMENT: Every graduate has the services of 
our Employment department at no added cost. All 
graduates who have taken Stenotypy may utilize 
the Employment Service of the Stenotype Company 
if they desire to find employment in Chicago. 
Our students and graduates know they have 100$
co-operation in finding employment. Not one 
graduate is out of a position today and many 
of our students have been placed in positions 
before their courses have been completed.

SAVINGS: At Kewanee Business College, you com
plete a Secretarial Course in twelve months 
that requires from fifteen to eighteen months 
in other schools. With us, you take your Short
hand or Stenotypy along with your Accounting; 
in other schools, you finish your Accounting 
before you start your Shorthand. We save you 
six months1 time which is worth at $25 a week, 
$600 and the time saved at $15 a month is $90. 
Can You afford to lose these SAVINGS in your 
cost of a business training?
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A VIEW FROM 

THE GENERAL OFFICE 

LOOKING TOWARD THE 

ASSEMBLY HALL

EMPLOYMENT BUREAU
Kewanee Business College maintains a placement 
service for its graduates. No charge is made 
to either the student or the employer for this 
service. During the year we contact the of
fices that employ office help. A monthly pub
lication is sent to employers so that our name 
is ever before them.

The school feels a two-fold obligation to its

students. The first obligation of the school 
to its students is to see that the training is 
of such nature that it qualifies the student to 
successfully hold office positions. The second 
obligation of the school to its students is to 
see that they are placed in office positions 
upon completion of their courses.

Many business men have learned by experience
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that they can depend upon Kewaneefs graduates, 
and when they are in need of office help, look 
to us to supply them. Our interest in the stu
dent does not end when you have been placed in 
the first position. If you later desire to 
change to a different type of position, the 
school will be glad to assist you.

In normal times the Employment Department has 
been able to place its graduates as soon as 
their courses are completed. In periods of de
pression, the school has been able to place Its 
graduates with a reasonable amount of effort.

Charge for tuition stops when a student has 
earned his last credit; if a position is not 
immediately available, the student is asked to 
keep up in his skills by attending classes so 
that he will be available when a position opens 
for him.

The greatest opportunities come to him who is 
best prepared. For this reason, Kewanee Busi
ness College lays special emphasis on highly 
developed skills. High speeds in typing, abil
ity to take dictation much faster than the 
average, accuracy in reading your notes and in 
transcribing them - all these qualities will 
help you to secure and to hold the better type 
of positions where opportunities will open for 
your advancement.

The success of the graduates of this school who 
have either been placed in positions by the

school or who have found opportunities through 
their own initiative and efforts reflects cred
it to this institution. Truly, the success of 
this school depends upon the success of its 
graduates.

A group of students receiving 
individual instruction on the 
Multigraph Duplicator.
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KEWANEE BUSINESS COLLEGE

STENOTYPY
A CAREER ABOVE TEE CROWD?

Then---------------------ENROLL FOR STENOTYPY

The Stenotype is science’s newest, most rapid, 
and most accurate method of recording speech - 
the liACEENE WAY of taking dictation.

The STENOTYPIST, upon graduation, passes quick

ly through and beyond the proverbial Door of 
Opportunity to a field of highly specialized 
stenographic and secretarial effort. Positive
ly NO WAITING- ON the threshold of business 
accomplishment. Business executives are keenly 
alert to the advantages of Stenotypy not only 
in the daily routine of business correspondence 
but in the recording of directors* meetings,

“A School of Unusual Excellence99



KEWANEE BUSINESS COLLEGE
PAGE SEVEN

conversations, and interviews involving matters 
of legal import.

The Stenotype is a small compact machine weigh
ing four pounds which records dictation in 
plain English type. Some of the outstanding 
features of this "LITTLE MARVEL" machine are —

SPEED A system of "touch" piano-like operation 
renders possible a SPEED almost beyond limit. 
Absence of the necessity for watching one’s 
notes and the automatic feature of writing 
eliminates the element of fatigue, making the 
operation of the Stenotype a matter of ease and 
comfort. Because of the possible phenomenal 
SPEED RESERVE, scores of today’s Congressional, 
Supreme Court, Convention, and general Court 
reporters are Stenotypists.

notes as readily as he can read his own. The 
late Democratic Convention, the Bauptman trial, 
and many others were reported by Stenotypists. 
All these, by virtue of the inter-readability 
of Stenotype notes, were turned out in almost 
speaking time by a corp of Stenotype-typists 
who transcribed in sections while the recording 
reporter was doing the "taking”*

Miss Alberta Ryan, a graduate of the Sec
retarial Course took Stenotypy at Kewanee 
Business College. In her Secretarial 
position with the Earm Loan Board, she has 
been called to take two conventions of 
over 600 people each on her Stenotype. 
She enjoys the opportunity of doing this 
type of work.

ACCURACY The plain English type feature in the 
writing of Stenotypy eliminates for the Steno
type Secretary the major obstacle of every 
Shorthand writer — the fear of COLD NOTES. 
Notes are as easily readable ten years from 
now as they are today. More than two-thirds 
of the conventions of the country are reported 
by Steno typists because of this 100£/t> accuracy 
in verbatim reporting—no guess work — exactly 
What was said, when it was said, as it was said.

INTERCBANCrEABILITY QE NOTES Stenotype notes 
are as readable as the printed page, and one 
Stenotypist can read another Stenotypist’s

Miss Kathleen Cowles, a graduate of Wood- 
hull High School, enrolled for the Secre
tarial Course at Kewanee Business College. 
She went to Chicago where she has used her 
Stenotype training to good advantage. 
She left a position at the University of 
Chicago to take a better position.

Miss Laila Hyper, another product of Ke
wanee High School, attended Kewanee Busi
ness College, completing the Secretarial 
Course in ten months. When her course 
was completed, she accepted a position 
with the Kewanee Private Utilities Corpor
ation.
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.......... .......................... ■ ...KEWANEE BUSINESS COLLEGE

ONE OE THE 

SHORTHAND DICTATION 

CLASSES IN THE 

SHORTHAND ROOM

SHORTHAND
ANSWERING THE CALL - -

We are frequently called upon to fill employ
ment requirements of some business executive- - 
an able young person who can take dictation 
rapidly, accurately, and well. Eor an ever- 
welcome entrance} into the myriad departments of

business lift, choose SHORTHAND as one of your 
leading skills.

Shorthand, Typewriting, and a knowledge of 
secretarial procedure serves as a dignified 
and remunerative profession to the young per
son. Recently, the president of a great rail
way system told young people who found it dif-
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ficult to know what to do, to do as he did - 
STUDY SHORTHAND.

We teach the Gregg System, the most easily 
learned and most widely used standard system 
of Shorthand.

Graduation Requirements are: Dictation, 120 
words a minute; Transcription, 45 words a 
minute; 50-Letter Test, 50 mailable letters 
to be transcribed at the rate of 45 words a 
minute.

COMPTOMETER TRAINING

While the Comptometer is included in some of 
the courses described later in this catalog, 
it may be taken alone in ten weeks* time. It is 
recommended that the Comptometer be taken in 
combination with other subjects so that the 
student's opportunity for employment will be 
greatly enhanced. The school will make every 
effort to place the student in a position.

Night School Opens the Way for 
Your Business Education

Perhaps you are so situated that you cannot 
attend the day classes at our school.

That need not stop you from getting a business 
education. You can take our school work with 
the evening classes — getting exactly the same 
instruction from the same instructor you would 
have during the day sessions.

Perhaps you are now working during the day and 
wish to take some special work to enable you to 
earn more money on your present job . . . per
haps you would like to get out of your present 
work and do not want to give up the job until 
you have something else that pays you more 
money . . . you can come to our evening school 
and fit yourself for these higher paying posi
tions.

Two evenings each week will soon give you a 
business education that will pay a big profit 
on your investment.

niss Bette Cobb, after graduating from Ke- 
wanee High School, enrolled at Kewanee 
Business College. As soon as her course 
was completed she was selected for a fine 

I position at the Chamber of Commerce. Miss
Cobb likes her work very much and she has 

■ ^ been very successful.

Come in and let us show you how a few hours of 
your time each day spent with us will raise 
your earning power . . . and we*11 assist you 
in getting the better position.

Tuition in Evening School is six dollars and 
fifty cents a calendar month, payable in ad
vance.
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RECREATION
MA11 Work and No Play makes-------" Yes, we do school room at Kewanee
make a very special effort to bring the home this end, as a student 
atmosphere of healthful diversion into the during the coming year

A GROUP GATHERED 

AROUND THE PIANO 

DURING THE NOON 

PERIOD

Business College. To 
family, we will enjoy 

such pleasurable acti-
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KEWANEE BUSINESS COLLEGE PAGE ELEVEN

vities as —

STUDENT ASSEMBLY: On the third Friday of each 
month, our student body convenes in the spa
cious Assembly Hall for an hour’s diversion in 
the way of music, student speeches, discussion 
of current events, and the presentation of 
advance methods and practice in business. These 
programs, in the main, are designed for the 
purpose of bringing our students in direct 
contact with representative leaders in the 
field of business.

SCHOOL PAPER: The little school magazine will 
appear to brighten student effort and break the 
study routine of passing days, informing the 
student body as a whole of the outstanding 
achievements of individual and class routine. 
Under student editorship, the school paper will 
afford a very pleasurable and informative medi
um for student self-expression, a feature of 
student development much stressed in this in
stitution.

A.S.A. CHAPTER: Kewanee Business College Sten- 
otypists enjoy the distinction of being one of 
the early chapters of The Associated Stenotyp- 
ists of -America. The A. S. A., an organization 
national in scope, is designed mainly for the 
promulgation of interest in the Stenotype as 
an advance medium of secretarial and reporting 
efficiency, featuring selective placement for 
Stenotypists everywhere.

Kewanee Business College Stenotypists are or
ganized twenty-eight strong — and to all those 
contemplating enrollment for Stenotypy, our 
Chapter promises much in the way of secretarial 
accomplishment, and, as the year advances, a 
rollicking gDod time at our periodically sched
uled meetings.

Miss Celia Brown, who graduated from Brad
ford High School before enrolling for a 
Secretarial Course at Kewanee Business 
College found a position waiting for her 
in the Mail-o-Craph division of the Star- 
Courier Company as soon as her course was 
completed.

Miss Bette Ringstrom, another graduate of 
Kewanee High School, found that she was 
needed at the Chamber of Commerce when her 
course was completed at Kewanee Business 
College. Miss Ringstrom is a graduate of 
the Secretarial Course. She likes her 
work with this civic organization.

Miss Lois Spiegel took a position with the 
Kewanee Boiler Corporation as soon as her 
course was completed. Miss Spiegel enjoys 
her work with this large corporation and 
has now been in her present position for 
nearly a year. This company employs many 
of our people.

!Jy
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A LABORATORY PERIOD 

FOR AN ACCOUNTING 

CLASS IN THE ASSEMBLY 

HALL

OUTLINE OF COURSES
Students may select any subject or combination of subjects to meet their individ
ual requirements. The courses outlined on the following pages are the standard 
courses for which diplomas are granted upon completion. Upon referring to the 
outlines of the various courses, you will notice that they include only subjects 
that are absolutely essential in fitting our young people to meet the requirements 
of business men of this community or to meet the requirements necessary to pass 
the examinations given by either the state or federal government Civil Service.
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ADMINISTRATIVE SECRETARIAL ADMINISTRATIVE ACCOUNTANCY

The Administrative Secretarial Course is de
signed to equip a young man or a young woman 
with a business and accounting training that 
will serve as a profession for life. It quali
fies one for rapid advancement. The time re
quired to complete this course is 18 months. 
Graduates are able to choose either the secre
tarial or accounting approach or a combined 
approach to a business career.

This course is designed primarily for the young 
person who desires the accounting approach to 
a business career. Graduates secure positions 
as bookkeepers; their training is such that 
they may advance to accountants through junior 
accounting positions. The average time to 
complete this course is 18 months.

SUBJECTS REQUIRED FOR GRADUATION

SUBJECTS REQUIRED FOR GRADUATION

College Accounting I Cost Accounting 
College Accounting II Penmanship 
College Accounting III Business Law 
Machine Bookkeeping Typewriting 
Rapid Calculation Secretarial Science
Business English Speed Dictation
Business Punctuation Speed Transcription 
Busihess Correspondence Office Appliances 
Spelling and Word Study Filing and Indexing 
Shorthand or Stenotypy Dictaphone 
Office Training Mimeographing
Billing and Filing Comptometer
Multigraph Duplicator

For those who are interested in taking the 
work in Machine Bookkeeping, the school offers 
special instruction. Two sets of Accounting 
are a prerequisite to the machine course.

College Accounting I 
College Accounting II 
College Accounting III 
Machine Bookkeeping 
Fundamentals of Accounting 
Constructive Accounting 
Income Tax Accounting 
Social Security Accounting 
Business Punctuation 
Business Correspondence 
Spelling and Word Study

Rapid Calculation 
Business Mathematics 
Penmanship 
Business Law 
Business English 
Typewriting 
Comptometer 
Cost Accounting 
Bank Accounting 
Adding Machine

Miss Elizabeth Buell found employment with 
the North American Pipe Line Company as 
soon as her course was completed. Miss 
Buell is a graduate of Geneseo High School 
She has been very successful in her work 
with this large organization.
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■

A CLASS IN 

ADVANCED TYPING 

TAKING A SPEED 

AND ACCURACY TEST

BOOKKEEPING COURSE SUBJECTS REQUIRED FOR GRADUATION

This course is designed for the young person 
who is mathematically inclined and does not 
like work that involves manual dexterity as 
required in Shorthand and Stenotypy. This 
course enables the graduate to prepare for an 
Accounting job in the minimum time of nine 
months. It attracts young people who would 
like accounting work with large corporations.

College Accounting I 
College Accounting II 
College Accounting III 
Cost Accounting 
Machine Bookkeeping 
Business Punctuation 
Business Correspondence 
Spelling and Word Study

Rapid Calculation 
Business Law 
Business English 
Typewriting 
Bank Accounting 
Penmanship 
Comptometer
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SECRETARIAL COURSE STENOGRAPHIC COURSE

The Secretarial Course is designed to fit young 
people for secretarial duties from which they 
can advance to a Private Secretary to a busi
ness Executive. The course is so well-rounded 
that the graduate may do many kinds of work in 
an office. Prom the very nature of the respon
sibilities involved, the position of a Secre
tary serves as a stepping-stone to the highest 
positions. This is our most popular course. 
About 12 months is required to complete this 
course.

SUBJECTS REQUIRED FOR GRADUATION 
(*Elective Subjects)

College Accounting I Business Law
College Accounting II Penmanship 
Secretarial Accounting I Rapid Calculation 
Secretarial Accounting II Typewriting
Shorthand or Stenotypy 
Spelling and Word Study 
Billing and Tabulating 
Business English 
Business Punctuation 
Business Correspondence 
^Machine Bookkeeping 
*Multigraph Duplicator 
^Social Security Acc*y

Speed Dictation 
Speed Transcription 
Secretarial Science 
Filing and Indexing 
Dictaphone 
Mimeographing 
Office Appliances 
Office Training 
*Camptometer

In offering the Stenographic Course, we have in 
mind the training of young people for purely 
stenographic positions. Graduates of this 
course are able to adapt themselves to work in 
smaller offices where the work of the stenogra
pher is combined with general office work. 
About 9 months is required to complete this 
course.

SUBJECTS REQUIRED FOR GRADUATION

Shorthand or Stenotypy 
Typewriting 
Business English 
Business Punctuation 
Business Correspondence 
Spelling and Word Study 
Billing and Tabulating 
Mimeographing 
Rapid Calculation

Office Training 
Secretarial Practice 
Penmanship 
Speed Dictation 
Speed Transcription 
Office Appliances 
Filing and Indexing 
Dictaphone

DICTAPHONE TRAINING

The school has the latest type of Ediphone 
equipment. A rapid speed in typing is essen
tial to become a good operator. This training 
is included in most courses.
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GENERAL INFORMATION
REGISTRATION: Students may register to start 
any Monday. A student is given individual 
instruction for the first few days after start
ing his course until he can be brought up to an 
advanced class. It is advisable, however, to 
register in advance so that books may be order
ed for the student.

SCHOOL SESSIONS: Day School sessions are held 
during the Fall, Winter, and Spring terms from 
8:30 to 11:30 A.M., and from 1:00 to 4:00 P.M. 
During the Summer term, the sessions are from 
8;00 to 1:30. Night School sessions are held 
on Monday and Thursday Evenings from seven to 
nine.

BOOKS AND SUPPLIES: Books and supplies are sold 
to the student as needed. The cost of books 
for the Secretarial Course is about $15*

TUITION: The Day School tuition is fifteen dol
lars a calendar month; the Night School tuition 
is six dollars fifty cents a calendar month; 
Tuition is payable in advance. Books and sup
plies are paid for when secured.

ABSENCES: Credit will be given for absences of 
one week or more. No tuition will be refunded 
except in case of illness.

BOARD AND ROOM: While board and room may be 
secured in private families very reasonably, 
many prefer to go in with others and do light 
housekeeping. Many good rooms may be secured 
quite close to the school.

WORKING: If you desire to work for your board 
and room, a plaee will be secured for you in a 
good family. Boys may earn their board by work
ing in restaurants. Notice should be given the 
school at least four weeks in advance so that 
a place may be found which you will like.

EMPLOYMENT: No charge is made for securing Em
ployment for our graduates. It is understood 
that tuition payments are for tuition only, 
and no part of these payments is for securing 
positions after graduation.

TERMS: The school year is divided into four 
terms. We advise prospective students to en
roll at the beginning of a term.

Miss Mary Greeling, who is a graduate of 
Macomb High School, secured a position in 
her home city with a prominent firm of 
attorneys as soon as her course was com
pleted. She writes that she enjoys her 
work very much and gives credit to her 
training at Kewanee Business College.
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