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CHAPTER I
INTRODUCTION
Place of Public Relations in Schools
Public relations in schools has grown from a minor
school function in colonial times to a major function at the
present time.

Today, with the growing school population,

the schools are asking for greater support than ever before
in their history.

One of the major aids in securing this

support is a good public relations program.

It is just as

important for the schools to sell the merits of their products as it is for a commercial enterprise to advertise.
Annual Report in Public School Relations

"

w

One phase of a public relations program is the annual
report.

It is very nearly the oldest, and certainly it is

one of the best, means of telling the public what the schools
2
are doing or are trying to do.
It is not a new phase, be- •
cause the evidence shows that the first written and formal
1. lowery, fl.S. and Goodall, R.B. '"flais Annual Report is
a Cooperative Enterprise.** Nation's Schools; 29:4244 (January, 1942).
2. Grinnell, J.E. Interpreting the Public Schools, p. 1 9 7 .

2
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school report was made in 1738.

The origin of the use of

the annual report for securing increased support for educa
tion is to be found mainly in the New England states of
Massachusetts, Connecticut, Rhode Island, New Hampshire,
and Maine.

.

.

The published annual school report in these states may
be considered as a direct descendant of the New England town
meeting.

From the earliest colonial days in this section of

America it was the custom to consider matters of public con
cern in the town meetings.

Among these matters was the con

duct of the local schools.

At the annual meeting, when the

policy for the coming year was to be determined, it was

•;

usual to have the selectmen or school committee report by
word of mouth to the voters assembled about the conduct of
schools for the past year, the existing needs, and the-ap
propriation required for the next year.

As the number of

children increased and schools became more numerous and the
conduct of schools more expensive and more complex, it came
to be the custom of school committees to present written re... .
4
ports to be read at the town meeting.
Some of the other
states have followed the example set by these New England
states and require that an annual report be made, but this
is not universal throughout the nation.
......
...
..........
3. Reeder. W.Cr.

P« 85.

...

...

An Introduction to Public-School kelatlons,

.-r

■

.

.

4. Neale, M.G-. School Reports as a Means of Securing Addi
tional Support of Education Tn American CltiesT p. "2.

•r•••:

3

The annual report normally has.several purposes, in
cluding the current reporting of conditions and needs and
the laying up in condensed foim an archival,record of
achievement.

At times, when there is special need, it can

be used to promote public support for special programs or

There are two main kinds of annual reports that are
more frequently used:
tistical report.

the vitalized report, and the sta

The latter report is usually found to be

purely statistical in nature, and is meant for the use of
only the school officials such as the superintendent, board
of education, business manager, and other technicians of the
school.

It is of little or no interest to anyone except

those closely connected with the school,.and is of little
value except to these few.

The former type of report is

found in many different variations, but in any form is read
able and is understood by most of the school clientele. ...
This type of report has a maximum of pictures and a minimum
of statistics.

It merits larger printing and distribution

because it is readable and illustrated and will be under
standable to the majority of the school clientele.

Printed

material is of no value unless read by the majority of the
’ '

'■

•i

-

"

—'

- • Jjjjj

v

.

people to whose attention it is directed.

.

'

3. Rice. A.it. today's Techniques."
irst Year Book.
. School Public Relations Association, 1943, PP. 109.

-

■■

•

'

"
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Problem of this Study

-

The problem of this study is to determine the content
and general utilization of the annual reports of school
superintendents in New Mexico, to evaluate these reports
and practices according to definite criteria, and to make
recommendations based on the findings.

:

:

Limitations of this Study
The public schools— the seventy-nine (79) municipal
school systems and thirty-one (3 1 ) county systems— were the
only schools studied.

Privately owned schools and parochial

schools were not included in this study.
- Related Studies and Materials
Several studies of school public relations have been
made, most of which have included the annual report.
Neale made a study of the annual reports of the New
England states, in which he found that with the growth and
expansion of the schools the complexity of the school sys
tems increased, which caused the schools to publish an an
nual report in order to furnish the proper information to
the people of the school district concerning their school
and its administration. Prior to this time, the reports

'

were given orally once a year at the town meeting. . He also
found that these new England schools included in their
printed report the activities for the past year, the present
status of the school, and the needs for the coming year.

5

These reports were: purely statistical In nature, written
for the ’♦Town Fathers”,to read and for an archival purpose.
Neale found that even though the annual reports are re
quired by law in the New England states, the schools were

.

using them as a tool, by which they could tell the people
about their achievements, their needs, the appropriation re
quired for the coming year, and about special problems with
which the schools were confronted.
Grinnell made a study of the annual report, and found
that the most notable, developments in the annual report have
been due to the rapidly spreading conviction that the report
is for the public; .that it should, not be so much archival
as interpretive; that it should be much less a detailed
record of repairs made, money spent, and fuel consumed, and
much more a revealing story of the activities that make a
school.

In short, it must deal not with figures but with

children.

The annual report is no longer prepared to be

filed, but to be read.
School men of today have been studying the public mind
and interests of the public.

They have turned to photog

raphy and art for vivid presentation.

They have familiar

ized. themselves with typography cind paper stock, with color
and design.

Most important of all, they have grasped the

principle that nothing else is so interesting to parents
and tax payers as children in action.

They are learning

that facts, to be understood, must be simply stated, and

6

that they must be repeated in picture, graph, or chart.
They have discovered that public action in support of school
needs waits on public feeling of appreciation for the work
of the school.

They are discovering that the annual report

is an excellent means for achieving public support for the
school.
Lowery and Goodall discuss some of the techniques and
results of reports used in the school system of Detroit,
Michigan.

-

The Detroit schools are using the annual report from a
practical point of view, that of selling the merits of their
school to their clientele.

Detroit is making an annual re

port in a form that can be sent to each home in the school
district and which will emphasize the effective program of
the schools in such an interesting way that the message will
reach every parent.
This report is made in picture form with descriptive
captions.

Each department of the system has a representa

tive who is responsible for selecting the subject matter of
his department, and for keeping of the general theme of the
report.

They let the students do as much of the work as

possible in order to create an interest and build a morale.
The theme is chosen, the data selected and gathered by
the school personnel, and the work is done by the whole
b. Grinneil, J.ET

op. cit., pp. iffi-Slff.

7

system taking an active part.

It is a product of the entire

school system, and is published for the "reading enjoyment"
of the whole community.
The annual report has been carefully studied by the
schools of Denver, Colorado; Detroit, Michigan; Lincoln,
Nebraska; Madison, Wisconsin; Montclair, New Jersey, Pasa
dena, California; Rochester, New York; Seattle, Washington;
and others.

...^

' ■

In addition to these studies that have been made, sev
eral of the leading authorities on school administration
have expressed their concepts regarding the annual report.
Therefore the writer presents a txrief summary of some of
these materials.

-

' •

;

.

•-'-'-'In connection with the administration of the public
school Reeder says that the annual report has an archival
value, but it never completely realizes its potentialities
unless it is read by a large number of people of the present
generation as well as by research students of future genera
tions 1

Annual reports are infrequently read by school em

ployees, and laymen who read them are as scarce as dodos.
The remedies for this situation are: first, to make the
reports worth reading by a large number of school employees
and laymen; and, second, the use of better publicity media
V. Lowery. Hl.£. and Coodall. H.B.

op. cit.

8
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to get the material of the reports before the reader.
Moehlman states that this popular type of report attempts
to maintain balance between archival, and interpretative inter
ests by preparing a complete report in light journalistic
style with a tersely written narrative and twenty-five to
fifty per cent of illustration.

A recent variation of this

type,presents the annual report in two .sections:

the .first

a popular pictorial survey of all school activities, and the
second part devoted to a satisfactory description of the
year's events.
The essential editorial need is timeliness.

The sooner

an annual,report is published, the,greater its value.

Re-, ,

ports that appear a year or more after the close of the
school year have only, archival value, but those which can
be published within ninety days have direct news as well
as current interpretative value. .
As is true with all school publicity media, the purpose
of the annual report is to inform the school employees and
the general public of the aims, accomplishments, and the
needs of the schools.

Possessing such information, the

people are better qualified to appraise the work of the.
schools and the stewardship of school employees.
$. Reeder, W.G. The fundamentals of Public School Adminis
tration, ppl ?4b-5^b.
. . .... .
9« Moehlman, A.B. Social Interpretation. pp. 407-410.
10. Reeder, Vf.G. Introduction to Public-School Relations.
p. 8 8 .
~
=
*--------
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Engelhardt divides school publicity Into the purposes
for which It Is to be used.

All of the activities of the

school and community must be taken into consideration,
studied, and the publicity possibilities taken from these.
A plan must be developed so that each person in the school
system will take a part and contribute his share.

No

agency that may contribute to the program should be over
looked or left out.
The purpose of publicity is enlightenment, and for a
long time the formal annual report represented the sole of
ficial means of bringing the schools to the people.

In re

cent years, marked improvement in these reports has resulted
from intensive studies of the problems involved, and they
bring to the home in an informal manner information with re
gard to the work of schools, costs, and educational needs.
Publicity material of this kind should be well printed
and well illustrated.

The printed document carries with it

an air of authority, and contributes in no small measure to
creating favorable responses in the minds of readers.

The

formal survey report serves an excellent purpose, and brings
to the discriminating citizen the facts regarding the school
and gives him the opportunity to formulate his own conclu
sions.

Many citizens desire to do their own thinking, a fact

which must not be overlooked.

Others must have ideas pre

sented to them in the most elementary maimer.

10

Education has been somewhat slow to appreciate fully
the possibilities in publicity and the obligations which
the schools have in bringing to their patrons the problems,

11
the work, and the achievement of the schools.

:

i';

..

.'V

li. Engelhardt, Fred. Public School Organization and
Administration, pp. 533-5^2.

,

.
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After.the selection and approval of this .thesis topic
for study, it was necessary to plan just how the study would
be carried out. With the scope of territory so great, the
chances of interviewing each administrator were practically
impossible.

Therefore, personal correspondence and the

questionnaire were used in gathering the data.

An effort

was made to obtain as accurate a sampling as possible of
the public school systems of New Mexico.
Selection of Schools
The writer knew that the public schools would represent
the total area of the state, so he decided to use only the
municipal systems and the county systems for this study.
This brought 110 school systems under the study.
- Construction of the Questionnaire
r,

Realizing that questionnaires take up the adminis

trator *s valuable time, the writer decided to first find out
which schools did make the annual report.

This was done

through the use of a personal letter and a short question
naire consisting of four brief questions, so constructed
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that each could be answered by deleting a word.

To those

administrators who said that they did make an annual report,
a second personal letter and a second questionnaire were
sent. ' ; '—

-;

. -

■

■■■'•■ -

' -

Realizing that informatlon secured by questionnaires
is subject to many errors, careful consideration was given
to the construction of the questions asked!

The questions

of the second questionnaire were so constructed that ho
writing was necessary.

A series of plausible answers to

each question was given, and all that was required of the
respondent was to check the one or ones which most nearly
fitted his case.
was checked.

In some instances, more than one answer

Space was provided for voluntary comment if

the respondent wished to use*it.

As a result, comment was

generous and contributed much to the understanding of exist
ing conditions.

The questionnaire contained nine questions.

Also, there was a request for the administrator to list the
main topics used in the school's report, if a copy of the
report could not be furnished the writer for use in this
study.
A complete set of the two questionnaires may be found
in the appendix of this study.
The writer felt some concern about the attitudes of
administrators toward answering questionnaires.

He felt

that unless an attractive appeal was made, most of the
blanks would be thrown into the wastebasket.

A mimeographed
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letter, although Important to the sender, looks like a cir
cular and has little chance of being read by a busy superin
tendent.

A personalized typewritten letter, addressed di

rectly to the superintendent.by neuae, seemed a better means
of contact.

The latter approach was used.

The letter and two copies of the questionnaire, with
a stamped self-addressed envelope for returning the re
sponses, were mailed to each of the prospective respondents.
One copy of the questionnaire was marked "file copy" and
was intended for the superintendent to keep if he wished
to; the,second copy was to be returned to the writer.
The cost of mailing each letter to the superintendents
was six cents, which included the return postage on the en
closed envelope.

The total cost of postage was #10.10; the

cost of paper and envelopes was #1 0 .3 6 .
Treatment of the Results
The first letters and questionnaires were mailed out
November 1 and, to the writer's good fortune, responses be
gan coming in the first week.
long.

However, that did not last

The responses came at intervals up to and including

February.

The writer considered sending a follow-up letter

for the purpose of reminding those who had not responded,
but decided against such a move since there had been a re
sponse of 9 2 .4 per cent from the municipal systems and a
response of 100 per cent from the county systems (Table I).
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TABLE I
NUMBER 01 SUPERINTENDENTS RESPONDING
: TO THE FIRST QUESTIONNAIRE

Total
number
replying

System
MMcipal

73

County

_____ 3 1 .......

Per cent
replying

Total number
of schools
questioned

92.40

79

1 0 0 .0 0

31

A second personalized letter, along with two copies of
the second questionnaire, was mailed April 1 to the super
intendents who had indicated that they did make the annual
report.

This letter and questionnaire were sent to fourteen

superintendents, twelve municipal and two county.

The

writer received eight responses from the municipal systems
and no response from the two county systems.

This gave a

66^7 per cent response from the municipal systems, and no
response from the county systems on the returns for the
second questionnaire.

-

'As the responses came in, the writer tabulated the re
sults on master charts,: one showing the data of the first
questionnaire and one showing the data of-the second ques
tionnaire.

From these charts were taken the data for the

discussion which is presented under Major Findings.: :

15

v.v'-'. TABLE II

•

■ vv

NUMBER OF SUPERINTENDENTS RESPONDINGTO THE SECOND QUESTIONNAIRE

Total
number
replying

System
Municipal
County

•.
;

8

.:
-

0

* , :
Per cent
replying

. Total number
of schools
questioned

6 6 .6 6

12

0 0 .0 0

■ •. : .. .z 2

:
.

.

Major Findings
Municipal Systems:

Seventy-nine schools were consid

ered in this division of the study.

As a result of the

first questionnaire, this number was reduced to twelve
schools.

As has been stated, only eight of these twelve

responded to the second questionnaire.

It is from the in

formation furnished by these eight schools that the follow
ing data are derived.
The majority— 6 6 .6 6 per cent— of the schools made the
annual report to be used by the local board and people; a
few— 3 7 .5 0 per cent— prepared the report for use only by
the local board.

The larger number of the schools that pre

pared their report for the use of both the board and the
people also stated they used the report for various other
reasons such as advertisement of the school, popularization
of building programs in the community, and as a means of
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letting people know the important issues and needs that
confront the school.
•

Of the schools which reported that they make em annual

report, all state that it is made every year as a supple
ment to the report made to the State Superintendent of Pub
lic Instruction.

With the exception of the two schools

whose reports are given orally at the commencement program,
all used the school facilities for printing a part of the
report.

In addition to the use of school facilities, 15

per cent of the schools used the commercial jobber for a
part of their printing.

There were only two schools which

printed any appreciable number of copies.

Socorro printed

500 copies, and Lbs Alamos printed 200 copies.

Socorro has

about 6,000 people in its school district and Los Alamos has
about 8 ,0 0 0 people in its district.

The rest of the schools

printed from one to seven copies, and their district popula
tions ran from Tirden's 500 to Las Crucesr 20,000.
Four schools set aside a definite means of financing
their reports.

Socorro and Los Alamos used an appropria

tion set aside by the school board.

Artesia and Raton used

other sources for financing the reports, but did not state
what these sources were.

The remaining schools did not

report any source of finance for their reports.
In all schools that responded, the superintendents were
responsible for making the reports.

In one school, Artesia,

the superintendent had the help of a business manager.

He

17

also used the teachers and the pupils to help in the prepara
tion of the report, as did 50 per cent of the other schools.
Raton, Jal, and Artesia used other help besides the types
already mentioned.

"

......

There were 6 2 .5 per cent of the schools making a sta
tistical report.

In addition, Las Vegas gave an oral report

at the commencement program.

Two schools, Artesia and Los

Alamos, used a combination of statistical and pictorial
reports.

Virden made only an oral report given at the com

mencement program.
,

As Table III shows, there were sixteen major topics

included in these reports.

Pupil progress was the most

popular topic, with enrollment, body of the state report,
and buildings and grounds ranking next in popularity.

Sur

prising as it seems, needs, costs, and teacher information
were not mentioned by 50 per cent or more of the schools
reporting.
:

County Systems:

There were thirty-one school systems

considered in this division.

As a result of the first

questionnaire, the writer found that only two of these sys
tems made an annual report.

The second questionnaire was

sent to De Baca and Mora systems, but they did not respond.

A personal letter was written to each as a follow-up, but
to no avail.

So the writer knows nothing about the types

of reports made or about the contents of the reports.
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TABLE III
MAJOR TOPICS USED IN THE ANNUAL REPORTS OF NEW MEXICO

Number of
schools using

Topic
Transportation

-1

k

.; GOS"bS

.2

■ Needs

2

Pupil progress

.

Per cent of
schools using
5 0 .0 0
2 5 .0 0

..

2 5 .0 0
87.25

7

Enrollment

75.00

Cost and finance

5 0 .0 0

4

Activities

. 4 .. ' • ■

5 0 .0 0

Body of state report

6

75.00

Teacher information: .

4

5 0 .0 0

Attendance.

5

6 2 .5 0

= •

_=

Buildings and grounds

6

New .departments

2

2 5 .0 0

Needs

3

37.50

History of school

1

1 2 .5 0

'""l

1 2 .5 0

••

Library
Nursing service
Summer recreation program
Night school

...

1
■^ •
.1

..

75.00

1 2 .5 0
1 2 .5 0
.1 2 .5 0

;

CHAPTER III
SUMMARY
This study of the annual reports, based upon the re
turns of questionnaires sent to the superintendents of the
public school systems in New Mexico, is summarized in this
chapter.

Evaluations and recommendations are presented ac

cording to the opinions of the writer, based upon the data
received, v
Should the results of this survey of the annual reports
of the New Mexico public schools cause, any administrator to
analyze his program critically and then, through long-term
planning and a better understanding of its scope, strengthen
his public relations program, the survey will have accom
plished its purpose.

Conclusions

The outstanding fact which this study brings to light
is that New Mexico is failing to fully utilize all of its
possibilities in the field of school public relations.

There

are too few schools of New Mexico that use any type of an
annual report.

Of the total public school systems in New

Mexico, only 12.72 per cent use an annual report of any kind.
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The municipal systems have the highest percentage with
1 5 .1 9 per cent, while the county systems have only 6.45 per
bent.
The New Mexico systems are required by law to furnish
the State Superintendent of Public Instruction'with enough
general information and statistical data to serve as a basis
for an annual report.

However, only 1 2 .72.per cent of the

public school systems capitalize on the possibility of using
data that are required to be compiled by law.

School ad

ministrators should use every possibility to sell their
school to the people of their school districts.

Support of

the people comes through the activities of the school.
-

Of the reports that are made, only three schools take

the time and spend the money to make enough, additions to
the report required by law to make their reports an active
part of a school public-relations department.

Artesia,

Los Alamos, and Socorro make this addition with the inten
tion of its serving to benefit the schools as a medium of
their public-relations program.

Each of these schools has

made some definite plan to finance its report.

Eaton spends

money for a certified public accountant to help compile its
report, but there is only one copy of this report made.
Only two schools print enough copies of their reports
to be able to receive much public-relation value or school
publicity from them.

Los Alamos prints 200 copies and

Socorro prints 500 copies.

In a notation on the questionnaire,
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Artesia stated that they hope to print at least 500 copies
of their next report, although only seven were printed the
past year.
The two schools which make oral reports at the com
mencement program do not receive the full public relations
value of their time and work.

Along with the body of the

state report, they could add the data which they have col
lected and organized for their oral report.

These two

could be printed through school facilities at a very small
cost.

When the report has been printed, then it could be

distributed over the school district so that the people
vrould be able to study the information.

People often mis

construe word-of-mouth information.
Only two schools use a combination of the statistical
report and the pictorial report.

Both administrators made

about the same comment— that people are more interested in
seeing pictures of the children's progress than they are in
seeing the cold statistical figures of this progress.

So

these schools are going to give them, the people, both the
statistical figures and the pictures.
On the return of the first questionnaire one superin
tendent reported that they did not make the annual report.
He then added this note:

"We had to discontinue our annual

report because of the lack of trained personnel."

He did

not state whether he was unable to find trained personnel
to employ, or whether the school was not financially able
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to employ this personnel.

The writer is inclined to believe

that all school personnel should he able to contribute to
the editing of the school*s annual report.
In a survey of the public school relations programs of
New Mexico, Hosmer stated as one of his conclusions that a
majority of the superintendents felt their programs could

12
be improved.

The use of the annual report certainly could

be one step they could take toward improvement of their pro
grams. ’

■ ,:

'

:■■■•;

.. V :

' :

; • •

A majority of-the schools which do use the report use
it as a means of showing the public the progress that the
children have made.

.1

;

Superintendents use it as a way to show the school
patrons the physical aspects of the system.

Seventy-five

per cent reported using this topic in their report.
The size of the local school population- has little to
do with whether a school makes an a n m m l report or hot .

The

schools reporting that they use the annual report start with
a community population of 500 and run to a community of
20.000 people.

The size occurring most frequently v/as

1 0 .0 0 0 population.

I£. Hosmer. b.H. A dritical Analysis of the Methods tfsecL
in Public-School Relations-irT^ew IExico, p. 8TT»
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Recommendations
It is the writer's belief that the annual report is one
of the largest and strongest tools of a school's publicrelation program.

Even so, as this study shows, there are

many schools.which,are turning their backs on a golden op
portunity.

The size of the school makes little or no dif

ference when the question arises as to whether or not there
is a need in the school for additional planned publicity.
To the best of the writer's knowledge there is not now, nor
will there ever be, a school that can not use additional
advertisement.

Selling a school 100 per cent to 100 per

cent of the community has not yet been accomplished.

"Big

business" has to advertise in order to be successful, and
the public, schools are "big business."
The writer presents the following recommendations for
the making and publishing of the annual report in New
Mexico's public school systems. He keeps one fact foremost
in his mind while he is making these recommendations.

The

fact is that every school system in the state is required
by law to compile certain pertinent information for the
-■ ... :" " .'
, 1: : V
State Superintendent of Public Instruction. This same in
formation can well be used as a basis for the annual report
of the local school to its patrons.
The annual report has to be planned from the first of
the school's business year and carried through to the end
of the year, with the definite aims and purposes set forth
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to be achieved.

The administrator has to see to it that

these aims and purposes are carried out.

Just as soon as

these are established, then the procedure to be used in
the collection of the material must be planned.

Some re

ports are written from mteriai gathered in a matter of
hours; others are written from material that is carefully
gathered over a long period of time for the purpose of using
it in the making of the annual report.

-

One of the best, and probably the most effective,
methods of compiling the data for the annual report is to
print the report in sections.

Let each section be printed

at the time the action of the material takes place.

In this

manner the facts and other important data are at hand and
are fresh in the minds of those doing the work, therefore
more human interest and enthusiasm will be retained in the
report.

The older the material is at the time of the writ

ing, the less data that are remembered other than the sta
tistical facts and figures.

Some schools print a bulletin

on each school activity that is to be contained in the an
nual report.

As each section or bulletin is printed, it can

be put into a limited circulation, should there be any bene
fit that could be derived by doing this.

If no benefit

could be received from putting it into immediate circula
tion j then it will be kept and when the time comes for the
annual report, all that has to be done is to put the various
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sections together, making one report for the planned school
year.

The number of sections in the final report will be

the same as the number of topics required to attain the
aims and purposes of the report.
Since each administrator in New Mexico is required to
report statistical information on attendance, teachers,
buildings, school grounds, library and other items ^ the
writer believes that it would not take much more time or
be too much of an added expense for each school to rearrange
this information for reading by the school patrons. fTo re
arrange this information, the school would simply mke; it
into a journalistic story with pictures of the children in
action inserted at the opportune places.

There is nothing

that a parent likes to see better than a picture with a
caption of his child.
and the child.

It is recognition to both the parent

'

V:

This rearrangement could be,done by the section method
previously suggested.

If done in this manner, the personnel

working on the project would never have na mountain of work"
to be done on rush order.

The practice of "rush work" drains

more enthusiasm from a group of school employees than any
other one thing that the writer knows about.

Through poor

planning, administrators often give employees more work to
do on short notice than can possibly be done.

This is con

ducive to poor morale and works counter to effective public
relations.
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The complete edition of the annual report, containing
all sections, should he released for distribution to the
public as soon after the close of school as possible.

If

too much time elapses, the report loses much of its value.
In summarizing, the writer makes the following atate■t.
ments:
1.

The administrators of New Mexico school systems

should use their report to the State Superintendent as a
basis of their annual report. '> : 2.

-v •

The annual report should be printed in sections,

each section being printed at:the time the subject matter
takes place.
3.

These sections could then be combined to make the

annual report.
4.

The annual report should be written in a journal

istic style for the people of the local school district.
5.

The annual report should be a combination of a

statistical report and a pictorial report.
6.

It is best to have the annual report ready for

distribution before the end of the month of June.
7.

Administrators need to plan their programs on a

long-range basis, at least twelve months in advance.
8.

Administrators should make definite assignments

concerning the annual report to their personnel, so that they
will be able to plan their work and get their work done in
the time allotted.
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Copy of Letter Sent to Superintendents
with the First Questionnaire

Hachlta, New Mexico
November 1, 1947

Mr. John Doe, Superintendent
Hachlta Public Schools
Hachlta, New Mexico
Dear 'Mr 1 Doe:
I am making an analysis a n d ,evaluation of the annual
reports of school superintendents of the state of New
Mexico, and I would appreciate your furnishing me with the
information on the following page.
This study is being made as a partial fulfillment of
graduate work.
Thank you for your cooperation and consideration.
Sincerely yours,

Marvin D. Cowan, Jr.
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Copy of the First Inquiry Blank
Sent to the Superintendents

________________________ School System
Please delete the word or words in the parentheses
that are not applicable in each of the following questions.
Example: If yovi use the annual report in your school
system, Question 1 would read: "We (do, de-net) use the
annual report in our school system."
1. We (do, do hot) use the annual report i n .our school
system.
2# I (am^ am not) able to send you a oopy of our annual
report.
3 . 1 (do, do not) wish the copy returned after the study
has been completed.
4. I (do, do not) wish a summary of this study.

Superintendent of Schools
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Copy of Letter Sent to Superintendents
with the Second Questionnaire

Hachita, New Mexico
April 1, 1948

Mr. John Doe, Superintendent
Eachlta Public Schools
Hachita, New Mexico
Dear Mr. Doe:
Enclosed is a questionnaire seeking additional in
formation on the "Annual Report” that you stated you make.
" Please check all statements that apply to your report,
and feel free to make any comment that you wish to make.
The questions, one through nine, pertain to informa
tion that I need from all of you, as the reports which I
have received do not have this information.
Thanks again for your cooperation and trouble.
'"' ; ''

;

Sincerely yours ,

Marvin D. Cowan, Jr.
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Copy of Follow-up Letter Sent to Superintendents
with the Second .Questionnaire

Hachita, New Mexico
May 4, 1948

Mr. John Doe, Superintendent
Hachita Public Schools
Hachita, New Mexico

[
.

-

Dear Mr. Doe:
A few weeks ago I sent you two questionnaires, one
for your files and one to be returned to me which, when
filled out, would answer some general questions on the
annual report that your school makes. As yet I have not
received your response.
I am enclosing another copy of the questionnaire for
your convenience. If you will fill it out and return it to
me in the enclosed stamped and addressed envelope, I will
appreciate it very much. This response will also help me
toward completing a survey of the public school systems
of New Mexico, and will give a fair picture of the work
being done with the annual report over the state.
Thank you for your consideration.
Sincerely yours,
Marvin D. Cowan, Jr
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Copy of the Second Inquiry Blank
Sent to the Superintendents

Town

Name

Number of students enrolled In system
Jr. High

________

Grades

Senior High

1. What are the aims of your report?
a. Information for local board ( )
b. Information for board and clientele
o. Advertisement of school ( )
d. Others

( )

Comment:

2. How often are your reports made?
a. Yearly ( )
b. Every three years ( )
o. Every five years ( )
Comment:

3. In what manner are your reports published?
a. Printed-— commercial jobber ( }
b. Printed— school facilities ( )
o. Mimeographed ( )
d. Other
Comment:

How many copies do you make?

' . ,
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5. Approximate number of people in School District
6. Method of distribution
a. Mailing list { )
b. Through students ( )
c. News stands ( )
d. Others
Comment:

7. Method of finance
a. Appropriation by school board
b. Sale of report ( )
o. Advertisements ( )
d. Other

( )

Comment:

8. Preparation of report
a. Superintendent ( )
b. Business manager ( )
c. Teachers ( )
d. Pupils ( )
e . Others
Comment:

9. Type of report
a. Statistical ( )
b. Pictorial ( ) .
c . Combination of a and b
d. Oral ( }
e. Others

( )

Comment:
If you have been unable to send me a copy of your report,
would you please list the major topics included in your
report. Use the back side of this sheet if necessary.
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Copy of Mailing List
Municipal and Independent School Superintendents
1947-1948
Alamogordo
Albuquerque
Anthony
Artesia
Aztec

B a m i e Caton
John Milne
W.S. Stewart
Tom Mayfield
C.V. Koogler

Bolen

Adeline Sanchez

Cap!tan
Carlsbad
Carrizozo
Cimarron
Clayton
;
Clovis
Corona

Edwin Hawkins
Irwin P. Murphy
L.Z. Manire
Ual Servis
Raymond Huff
R.E." Marshall
L. Parker
.

Dawson
Deinihg 1‘
Des Moines
Dexter

George C . McBride
J. Cloyd Miller
Earl Nunn
Benwood Field

Elida
El Rito
Ehcino
Espanola
Estancia
Eunice r

H.E. Morgan
L. R. Trujillo, Jr.
C.C. Sitze
Hubert Prather
H.P. Brunnell
C.H. Conway

Farmington
Fort .Sumner

F.R. McKinley
Burton T. Williams

=aiupGrady
Grants
Grenville
Hagermah
Hatch
Hatch UHS •
Hobbs
Hot Springs
House
Hope
Hurley
:Hondo

Charles Emery
Agrie Jones
H.E. Alexander
3.U. Scott
R.A. Welborn
M. E. Linton
F.E. Ferguson
Charlie Mills
Ray Stinnetts
N. Parker
John R. Moore
John S. Wright
F. Montes
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Jal

J.L, Burke

Kirtland

Mrs, Grace B. Wilson

La Joya
Lake Arthur
Las Cruces
Las Vegas
Las Vegas (Town)
Lordsburg
Los Alamos
Los Lunas
Lovington ; *.
:

T. C. Jaramillo
R.C. Waltrip
C.S. Coulee
W. J, Robertson
Phillip Ludi
.
Wesley Freeburg
J, Robert Wegner
A.C. GSalaz
H.C. Pennell

Magdalena
Itexwell
Melrose
Monument
Mosquero
Mountainair

Odie Ludlow
C.T. Watkins
Ray Lofton
U. G. Montgomery
Don N. Lemmon
Paul M. Dillener

Pecos
Penasco
Portales

'

Sister M. Irma
Sister Maura
M.G. Hunt

.

Raton
Reserve
Roswell
Roy
Ruidoso
San Jon
Santa Fe
Santa Rits
Santa Rosa
Silver City
Socorro
-Springer

E.E. Harrison
Hoy Chaddick
J.D. Shinkle
C.M. Wishard
Tom Grume
•
' -

Taos
Tatum
Texico
Tucumcari
Tularosa

,:

Joe Otero
W.D. Castor
- B.A. Rogers
L.H. Rhodes
John L. Larkin
Creighton Brown
J. LaVar Lines

Vaugn
Virden
Wagon Mound
Williard

W.D. Stafford
T.C. Bird
H;I. Nunn
Donald B. Morrison
W.G. Stout
Rex F. Bell
J.W. Wilfreth

.

Charlie Wood
Mrs. Mamie Fowler
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Copy of Mailing List
County School Superintendents
1947-1948
County

Superintendent

Address

Bernalillo

Mr. Tom Wiley

Albuquerque

Catron
Chaves . •
Colfax
Curry

Mrs. Chapin Wiley
Mrs. Jim P. Reese
Mrs. Emily G. Long
Mr. A.I. Metcalf

Reserve
Roswell
Raton
Clovis

De Baca
Dona Ana

Mrs. Eva Tooker
Mr. C.W. Clark

Ft. Sumner
Las Cruces

Eddy

Mr. R.N. Thomas

Carlsbad

Grant
Guadalupe

Mrs. Edna Lowe
Mrs. Julia Tenor!o

Silver City
Santa Rosa

Harding
Hidalgo

Mrs. Lolly Bias!
Miss Katherine Richards

Mbsquero
Lordsburg

Lea
Lincoln
Luna

Mrs. Mary Lou Carson
Mrs. Lucille Patterson
Mrs. Rachel Simonds

Lovington
Carrizozo
Deming

McKinley
Mora

Mrs. Aileen Roat
Mr. Alfonso Medina

Gallup
Mora

Otero
Quay

Mrs. Frances E. Godley
Mr. Fred S. Whitty, Sr.

Alamogordo
Tucumcari

Rio Arriba
Roosevelt

Mr. Albert Amador
Mr. L.K. Pinnell -

Tierra Amarilla
Portales

Sandoval
San Juan
San Miguel
Santa Fe
Sierra
Socorro

Mr. Steve Gurule
Mrs. Ora B. Douglass
Mr. Luis Encinias
Mr. Frank Lopez
Mrs. Frances Elkins
Mr. J.M. Barela

Bernalillo
Aztec
Las Vegas
Santa Fe
Hot Springs
Socorro

Taos
Torrance

Mr. Abiguel Maes
Mrs. Ethel Hawkins

Taos
Estancia

Union
Valencia

Mr. Glenn Daves.
Mr. Manuel Baca

Clayton
Los Lunas
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Schools to which the Second Questionnaire
was Sent

Municipal Schools
11. Artesia

5. Las Cruces

2. Helen

6. las Vegas

3. Grady

7. Los Alamos

4. La Joya

8. Raton

.

County Schools
1. De Beca

2. Mora

