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BOARD OF EDUCATION OF THE CITY OF NEW YORK

MANPOWER DEVELOPMENT TRAINING PROGRAM

110 LIVINGSTON STREET
BROOKLYN, N. Y. 11201

MAURICE D. HOPKINS
ASSISTANT SUPERINTENDENT

February 1, 1968

Mr. Carl Rerenati, Chief
Bureau of Manpower Development
State Education Department
Albany, New York 12224

Dear Mr. Benenati:

HERMAN A. KRESSEL
DIRECTOR

TEL, NO. 596-6934.6258

I take pleasure in transmitting to you the report on cur-
riculum materials developed under contract with the New York State
Department of Education. The report is accompanied by 18 Appendices
(designated Appendix A through Appendix R) each of which is an
item produced under this contract.

I assigned direction of the project to Dr. Herman Slotkin,
Coordinator of the Multi-Occupational Project, and he was ably as-
sisted by Mrs. Rose Sealy, and Dr. Evelyn Sussman.

The work we have done has been arduous and time-consuming.
Dr. Slotkin, Dr. Sussman, Mrs. Sealy, and other members of my staff
have devoted many uncompensated hours to bring this project to fruition.
However, the response of your department and other agencies that have
seen drafts of these materials has indicated to us that our labors
have been worthwhile.

I should like to take the occasion to express my appreciation
to the New York State Department of Education for its support, and to
the members of my staff involved for the creative and practical results
of their efforts.

Finally, I should like to point out that these materials are
but a beginning in the process of meeting the instructional needs of
M.D.T. Programs. Should funds for continuing curriculum activity
become available, the recommendations in our report merit your con-
sideration.

Very truly yours,

HERMAN A. KRESSEL,
Director-M.ILT,Program



BACKGROUND

In the fall of 1966 the Manpower Development and Training
Program of the New York City Board of Education requested funds to
prepare curriculum materials, the need for which had emerged from
training programs then being 'conducted. Cost estimates were sub-
mitted and, in January, 1967, authorization to proceed was re-
ceived from the State Education Department. Or. Herman Slotkin
was assigned to direct the various curriculum projects to be
undertaken. Mrs. Rose F. Sealy assumed responsibility for pro-
jects in Counseling, and Dr. Evelyn Sussman for projects in Basic
Education.

GOALS

In the planning stage the goals for the Curriculum Project
were to develop:

1. Materials on three different levels for shop-related
language and mathematics in three to five of the
occupational areas listed below:

. Office Occupations
. Distributive-Merchandising Occupations
. Woodworking Occupations
. Metal-Working Occupations
Electro-Mechanical Occupations

2. Occupationally-related daily lesson materials for
remedial classes for illiterates, semi-illiterates and non-English
speaking trainees in I/T/A and in traditional orthography in-
cluding parallel sets of graded, occupationally.related reading
lessons in each of the orthographies for three to five broad
occupational areas listed below:

. Auto Services

. Office Occupations
Distributive-Merchandising Occupations

. Woodworking Occupations
Metal-Working Occupations
Electro-Mechanical Occupations

3. Discussion materials for occupationally-related group
counseling sessions involving typical trainee problems and experi-
ment with the use of audio-visual techniques for presenting situ-
ations for self-evaluation and job seeking.
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These goals were modified after consultation with repre-
sentatives of the State Education Department as a result of changing
and newly emerged curriculum needs, as well as revised cost estimates
based on actual experience. These modifications were peripheral
rather than substantive:

These modified goals were:

1. The production of occupationally-related language
arts and mathematics course of study materials in
three to five multi-occupational "specifics" oc-
cupations.

2. The production of occupationally-related remedial
lesson materials for native born illiterates, in
I/TiA and in traditional orthography; and for non-
English speaking trainees in traditional orthog-
raphy in three to five occupational areas.

3. The production of discussion materials for oc-
cupationally-related group counseling, and ex-
perimentation with audio-visual techniques for
presenting situations for trainee self-evaluation
and job-seeking.

2.
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IMPLEMENTATION

The greater proportion of the materials created were in
the area of basic education. Three levels of literacy were
involved:

. Level I -Below grade 4.0 (Functional illiterate)

. Level II -Grades 4.0 to 6.0

. Level III -Above grade 6.0

In developing materials for English as a Second Language
trainees we found that they fall into four groups:

. Those who neither speak, read, nor write English
and cannot read or write in their native tongue

. Those who speak some English, cannot read or
write English, and cannot read or write in their
native language.

. Those who neither speak, read, nor write English
and are literate in their native language.

. Those who speak some English, cannot read or
write English, and are literate in their native
tongue.

Until recently the bulk of our ESL trainees have fallen
into the last category and, for the most part, the materials we
have developed mirror this. Now we are getting trainees in all
four categories, which change is reflected in the section on
Recommendations.

The counseling materials have been designed to meet the
two principal needs of counselors doing group work:

. To pinpoint significant, common problems of
trainees that must be the focus of concern in
group work.

. To provide models for planning group work sessions.

L.



GOAL 1: Production of occupationally-related language and
mathematics materials in three to five multi-oc-
cupational "specific" occupations.

Completed Items

1. Occupational) - related language arts and
mathematics materials in five Commercial

TSperm,ypi st, Keypunch-
Verifier kee.ing2Machir art.
Medical
Levels II, III. This consists of two parts:
an outline of the materials covered, and an
appendix with daily lesson plan materials.
The units are graded in order of difficulty
and the appendices are keyed to the demands
of the specific occupations involved. The
appendices also include samplings of specific
occupational vocabularies, spelling demons,
word elements, as well as vocabulary test
questions for teacher guidance. This format
was chosen so that it would not be necessary
to duplicate common elements in each of the
specifics. (See Appendix A)

2. Occupationallx:related lan ua e and mathe-
matics materials in three 3 Distributive-

Merchandising Specifics Grocer Checker
Shipping Clerk, Sales Clerk Levels ri, III.
Thi consists of two parts: an outline of
the language arts and mathematics materials
covered, and an appendix with daily lesson
plans materials. The units are graded in
order of difficulty and the appendices are
keyed to the demands of the specific oc-
cupations involved. For the guidance of
teachers, the appendices, also include
trainee rules, sample forms, occupational
vocabularies, discussion and comprehension
questions, occupational arithmetic aids
and a list of free materials. This format
was chosen so that it would not be necessary
to duplicate common elements in each of the
specifics. (See Appendix 0



3. tiabSsivalfqyiyAlsriIcWorkBoolsand
Teacher Guides. WoElAte2halsirlagpli
rehension Literature Correctness of
Ex ression
Mathematics

Social Studies. Gu
Correctness of Ex

ides: Science,
ression,

ReadinSE2MPL2122nAi2EPialliaL9121:0.
Level III. These additional items were
prepared because we desperately needed
these materials for the ongoing Police
Cadet Program and for six (6) proposed
specifics in MULTI IV. (See Appendices C
through J).

In alleelated basic education materials were prepared
for fourteen (14) occupations.

GOAL 2: Production of occupation :Illy-related remedial lesson
materials for native born illiterates, in I/T/A and in
traditional orthography; and for non-English speaking
trainees in traditional orthography in three to five
occupational areas.

Completed Items

1. Graltiskassuetlialaitxmrtlattdremedial lesson
materials for native born illiterates in
Auto Services . Level I

1.1 Twenty-Nine (29) Units completed
1.2 Each Unit contains the following:

. Introductory Teacher Guide

. A vocationally oriented original
reading selection, sequentially
developed

. A vocationally oriented Discussion
Guide with comprehension questions
and language arts emphasizing
vocational vocabulary

. Homework assignments bas44d on the
reading selection and language
lesson.

(See Appendix K)
2. p2ralltilarale4acleationally-related,

-----remedial lesson materials for native born
illiterates, in traditional orthography

(Auto Services . Levels I,II.

I A
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2.1 Twenty-Nine (29) Units completed
2.2 Each Unit contains the following:

. Introductory Teacher Guide

. A vocationally oriented original
reading selection, sequentially
developed

. A vocationally oriented Discussion
Guide with comprehension questions
and language arts emphasizing
vocational vocabulary

. Homework assignments based on the
reading selection and language
lesson.

(See Appendix L)
3. 8r122aletimoll:Esipted remediation course outline

for English as a seczaklammtatAIEEEsy2atim...
icAlminTsleaccuprons, Merchandising, Machine Shop,
Metal Fabrication . Levels I, II, III. (See Appendix M)

*4. Sample occimatipnally-related language
for use with En lish as a Second Language

trainees in thel_Lks,tiansecific, Level III--
which includes-

4.1 Introductory Teacher Guide
4.2 A vocationally oriented original reading selection
4.3 A vocationally oriented Oral Discussion Guide

based on comprehension of reading selection
4.4 Language lesson derived from reading selection
4.5 Dialogue

(See Appendix N)
5. A sam le of occu ationall -related lesson materials

for reading improvement Level I and language skills
upgrading (Level III in CommercitlAssuatiens.
(See Appendix 0)

*We are producing sample lessons in these instances rather
than complete courses of study because the preparation of
remediation materials and the preparation of instructions
for teachers is so time consuming.

6.
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GOAL 3: Production of discussion materials for occupationally-
related group counseling and experimentation with audio-
visual techniques for presenting situations for trainee
self-evaluation and job seeking.

1. Discussion materials for occupationally-related
group counseling (See Appendix P)

2. Sample group work materials using tape-recorded
items (See Appendix Q)

Sample group work materials using visLols. (See
Appendix R)

1



OUTCOMES

The curriculum materials developed in this project have
been designed to meet the instructional needs of New York City
Anti-Poverty Programs that cannot be met by commercially avail-
able publications. Draft copies of the items we have developed
have been shown at various State Education Department Conferences,
and have generated great interest. We have submitted to the New
York State Department of Education, at its request, additional
draft copies of materials for local and national distribution.
Requests for thousands of copies have come from State bureaus,

communities in New York State, and several States on the eastern
seaboard. Clearly there is every reason to believe that we have
broken new ground and opened new possibilities in curriculum
development for programs for the undereducated and under-
motivated.

In addition, some enormous,concommitant benefits grew
out of the process of producing curriculum. For one thing, it
made for the total involvement of teachers and counselors in
the goals of the program and the means for achieving these goals.
For another, :( made possible the most meaningful kind of
supervision and in-service training. And, what is perhaps most
important, the creative energies of the entire staff were given
encouragement in a significant and productive context.



RECOMMENDATIONS

The materials developed in this1project are already in

great demand. For our own purposes, large quantities of most
items are needed, and, when we add to this the demand for copies

from other agencies, bureaus, and communities, we find that we
face an impossible publishing task.

We tried to produce the High School Equivalency Workbooks

in sufficient quantity for our own use and the process proved

to be costly and disruptive. Therefore, it is important 'that,

after appropriate review, funds be provided for the reproduction

in quantity of as many items as possible.

In a number of instances, the materials we have produced

are first steps in a process that begs continuance. In addition,

new curriculum needs have emerged since our last planning session.
We, therefore, urgently request funds to accomplish the following:

1. The preparation of occupationally-related, sequen-
tially graded language arts and mathematics in-
structional units for English as a Second Language
trainees as well as instructional guides for
their teachers. These would be accompanied by an
English-Spanish glossary of occupational words and
phrases. (Level II). This would be the logical
development of the Non-English Basic Education
Outline (Appendix M) using as a model the items in
Appendix N.

2. The preparation of parallel, graded, Level I reme-

diation lesson materials for functional illiterates
in TO and I/T/A in Building Services, Distributive
Occupations, Health Occupations and/or other demand

occupations.

3. The production of additional supplementary materials
for group counseling. This would amplify the reper-
toire of group counseling plans available and con-
tinue the development of plans using audio-visual
media.

1+. The production of programmed, sequentially-graded,
occupationally-related Workbooks and Drill Sheets
for use in a Basic Education Remediation Laboratory
for Levels I, II, III.
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5. The production of "Good Impressions" materials
to enable us to provide greater impact in pre-
paring our trainees in good grooming, manners,
poise, and job interview techniques. Our pilot
efforts in this direction justify an investment
of curriculum time to prepare appropriate plans,
illustrative materials, worksheets, etc.

Respectfully submitted,

HERMAN SLOMIN,,Coordinator

/
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b
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c
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c
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c
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i
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c
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r
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p
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i
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c
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c
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A. GETTING ALONG WITH COWORKERS
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OFFICE PROTOCOL:AND CONDUCT
WHAT COWOMMIRS EXPECT OF YOU

2)

3) EVALUATING YOUR PERSONAL

QUALITIES
P., MEETING THE PUBLIC

IF TELEPHONE PROCEDURES
A, COURTESY
0. TELEPHONE PERSONALITY AND SPEE

(PRONUNCIATION AND USAGE)

C. MAKING CALLS
RECEIVING & RECORDING CALLS

E, DIRECTORIES AND DIALING SYSTEMS
2) RECEPTIONIST TRAINING

A.QUALITIES
B. GENERAL DUTIES EX, RECEIVING

CALLERSONSWERING TELEPHONE
C.CLASSIFY CALLERS . ESSENTIAL

INFORMATION
DANNOUNCING VISITORS
E, RECEPTION RECORDS

F,RESPONSIBILITIES TOWARD:

L EMPLOYERS
. CALLERS
OTHER EMPLOYEES

I. READING TO UNDERSTAND HUNAN,

RELATIONS IN OFFICE WORK

A. READING FOR GUIDE RULES +
WINNING FAVORABLE REACTIONS
EX. PEOPLE ARE DIFFERENT,
MEET OTHERS HALF WAY,
RESPECT THE FEELINGS OF OTHE
USE EXAMPLES TO FIND GENERAL
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B. SELECTIVE READING
OREY1EW: AUTHOR'S USE OF
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MARY SENTENCES TO HIGHLIGHT
MAIN IDEAS IN HUMAN RELATI
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ARE SOME PEOPLE HARD TO

. PLEASE?
C. INTERPRETING READING CONTENT

THROUGH ROLE+PLAYIMG:
1)OFFICE SITUATIONS MENTIONED

IN THE TEXT
2)FAMILIAR BUSINESS FACE TO

FACE OR TELEPHONE SITUATI
D. READINGS TO HILO YOU UNDER.

STAND YOUR PERSONALITY EX,
DO I EXPECT TOO MUCH OR TOO
LITTLE OF MYSELF OR OTHER
PEOPLE? WHAT TRAITS DO PEOPLE
HAVE IN COMMON? DO I RECOGNISE

THE DIFFERENCES IN PEOPLE?
E.REVIEWING TEXT CONTENT FOR

SPECIFIC OFFICE PRACTICE IN.

FORMATION
1),KINNING OR FAST READING TO

SEPARATE DETAILS NEEDED TO

A. SPECIAL SITUATION, EX.
HOW DO YOU CLASSIFY A
CALLERFFRUND OF THE BOSS?

CUSTOMER? CREDITOR?

I. CLASS DISCUSSION OF WORD ERRO

"TriIRITING Mb NortrAxiNG
A. CONFUSION OF MEANING OF WORDS

THAT SOUND ALMOST ALIKE EX.

MORAL.MORALEMERSONAL+
PERSONNEL

B. SPELLING ERRORS DUE TO INCORm

RECT OR INDISTINCT PRONUN.
CIATION EX.CO.OPERATION
CORPORATION; PERSECUTE+

PROSECUTE
C. SPELLING ERRORS DUE TO CON.

FUSION OF COMMON PREFIXES
AND SUFFIXES. EX.

(DES.DIS)CRIPTION
(PER,PRE,PRO)PAID
RESPONS(AELE,IBLZ)

DEP. END(ANT, ENT)

D. WORDS :THAT MUST BE PRO.

NOUNCED AND SPELLED CAREFULL
EX.OEFINiTELY, ESTIMATE,

INTELLIGENCE
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CIATION FX.CO+OPERATION
CORPORATION; PERSECUTE+
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Co SPELLING ERRORS DUE TO CON.
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G. SELECTION TOT OF CO
swum, onus: beau .

pj, et9CMON TEST IISINa'WORta
OF 1.151X4* THAT IND IN *YR
OR IN SILENT "VI 2. an IS
lta Mat ME IN THE
OFFICE
CLASS VALUATION OF.40ILITY
TO IDENTIFY ONESELF WITH
ROLE IN OFFICE SITUATION ja,*

MOM MAX ASKED A CO.
WORKER TO TYPE A LEYTE* AT
ENO Of THE DAY, 411$ PDX:
$001 ASKS VOW TO OVE4 ml
SVITCHNOMIINILE SHE TINS
THE LETTER.

POE 6

tb



,_e9AT OF EDDCATION r YVK,

PthiliPfgER DEVELOPPM PgraANI

couRsE. COMPERCIAL OCCUPATIOM, SPECIFICS LANGUAGE
....My.",

TYPIST KEYPPNCH VEI1F1E9 nCKKEEPING MACHI

APPLIED READING COMPREHENSION
11119,11=MI

UNIT V.

rICE PAIL OPERATIONS

IIANOL1NG INCOMING MAIL
I) PrcEIVING MAIL

1) OPENING MAIL
A. PROTECTING CoNTENTs
B. EXAMINING CONTENTS; HANDLING

ENCLOSURES

.C) SORTING MAIL

O, TIME AND DATE STAMPING
E. FOLLOW-UP RECORDS
F, SPECIAL PROBLEMS

OETURN RECEIPT, INSUFFICIENT
POSTAGE)

,1 ROUTING MAIL

A. To INDIVIDUALS OR DEPARTMENT

O. "REFERRED TO" SLIPS FOR THE
ATTENTION OF SEVERAL PERSONS

G. PREPARING MEMORANDA

HAMM OUTGOIIC MAIL
t) COLLECTING MAIL

2) DISPOSITION OF CARBON COPY
3) CHECKING ADDRESSES, SIGNATURES,

ENCLOSURES
A) SORTING MAIL tCLASS OR TYPE)
3) FOLDING AND INSERTING

WINTAININGTHE MAILIN0 LIST

I) REMOVING NAMES OF NON! - RESPONDENT

2) CHECKING LIST WITH NEW DIRECTOR,
AND SALES ACCOUNTING RECOP

I. READING TO UNDERSTAND OFFICE
WETWONTWE---

11. VISUAL2ttirRCESSES DURING
READING OF TEXT IMAGINE
YOURSELF PERFORMING TASKS.

EX. OPENING MAIL SAFELY WIN
MECHANICAL LETTER OPENER
EX. FOLDING AND INSERTING
LETTER.

D. DESCRIBE PROCESSES WITHOUT
REFERRING TO TEXT

CORPEsPoNDEUCE DIFFICULTIES:
TWAFFIlts AND MUM--

I. USE OF C
S

A, TO SEPTA
PARTS OF

OSERIES: TH
WORDS, PH
CLAUSES I

2)CompouND

Two OR MO

CLAUSES
3) USE OF C

IN PLACE
EX.FISH OR

Tr AFTER-7
WORD,FHRA

EX. ACTUALL
MVO F

WILE TH
AVAILABLE

O. To SEPARA
STRICTIVE
WORDS OR

OPARENTHETI
EX, MR, JONE

COURSE,

2)EXPLANA4
EX, R, JONES

CONING, W
IT TO YOU

3)APPOSITIV
EX, E. JONE

MAN, WI LL

4)CALENDAR

AND CITIE

A. COt /OILY C NFU 0 VO', NDIUGS

I) "ABLE . IBLE"
EX, PERmissitz PERMISSSABLE

DIvIELE
DEPEND - DEPEND E4
RECEIVE RECEMILL

2) "FULL" AS AN ENDING
EX. HOPE K HOPE 11,

SKILL.SKILLFuL.SKILLFukLy

WSEDE0CEED, CEDE"
EX, DEDE-supERSEDE(ONLy ONE WORD)

CEED,PROCEED,SUCCEED,EXCEED
fONLY THREE WORDS)

ALL OTHERS USE "CEDE"
...EX4 PRECEDE, CONCEDE

ADDING PREFIXES: DIMING
WORDS TO DETERMINE IF CONSONANT
DOUBLES

EX. USE OF S AND SS
SW-SPELL w MISSPELL
DIS+APPEAR "I DISAPPEAR

EX, USE OF AND NN
UN+ABLE = UNABLE
UNfNECESSARY UNNECESSARY

WORDS COMMONLY MISSPELLED DOE
TO CONFUSION OF MEANING)

MALE a MAIL
FORMERLY « FORMALLY
COUNTRIES cODNTiES

OILLED0BuILB0BU/LT
ACCEPT' - EXCEPT- EXPECT
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. CORRESPONDENCE DIFFICULTIES:
ORD AFtl'E A 111 P

.;$A, C NL Co F D

I) "ABLE m IDLE"
. EX. PERMISSION » PERMISSSABLE

Drvisau
DEPEND . DEPENDME
RECEIVE REGINAm

a) "FULL" AS AN ENDING
G.K. HOPE » HOPEM,

SKILL*SKOLLFUL.SKILLEWIX
WSEDE*CEED, CEDE"

EX, SEDE.SUPERSEDE(ONLY ONE WORD)
CEED.PROCEED,SUCCEED,EXCEED
(ONLY THREE WORDS)

ALL OTHERS USE "CEDE"
...EX.4 PRECEDE, CONCEDE
B, ADDING PREFIXES: DIVIDING

WORDS TO DETERMINE IF CONSONANT
DOUBLES

EX. USE OF S AND SS
MIS SPELL a MISSPELL
DI APPEAR *;' DISAPPEAR

EX, USE OF AND NN
UN+ABLE a UNABLE
UNMECESSARY a UNNECESSARY

C. WORDS COMMONLY MISSPELLED DUE
TO CONFUSION OF MEANING.
MALE . MAIL
FORMERLY FORMALLY

COUNTRIES . COUNTIES
BILLED*BUILD*OU/LT
ACCEPTEXCEPT.EXPECT

NI:4W

STENOGRAPHER

APPLIED GRAMR . USAGE METHODS AtiV MATERIALS

I. USE OF COMMA AS A

A, To TO SEPARATE SUCCESSIV

PARTS OF A SENTENCE*

OSERIES: THREE OR MORE
WORDS, PHRASES OR
CLAUSES IN SUCCESSION

2)COMPOUND SENTENCE:
TWO OR MORE I NDEPENDE

CLAUSES

9) USE OF CONJUNCTIONS
IN PLACE OF COMMA

ELFISH OR MEAT OR EGGS
Tr AFTER-INTRODUCTORY

WORD, PHRASE OR CLAUSE

a. ACTUALLY, WE DO NOT
KNOW FOR THE PRESEN
WHILE THE RETURNS ARe
AVAILABLE

E. TO SEPARATE NON.RE.
STRICT1VE (UNNECESSARY,

WORDS OR EXPRESSIONS)
ORARENTHETIc REMARK,

EL MR, JONES, WILL OF
COURSE, CALL YOU

2)EXPLANkTORY CLAUSES
EX,MR, JONES, WHO IS

COMM, W/EL EXPLAIN
IT TO YOU!

))APPOSITIVE
EX, I4. JONES, OUR SALE

MAN,WILL CALL YOU

4)OALENDAR DATES, STATE
AND CITIES

',OFFICE MA L OPERATIO
A, READING TO UNDERSTA

OFFICE MAIL OPERATIO
GENERAL OFFICE PRACTICE

HAP. 20-22
CLER CAL OFF CE PPACTIC

UNIT 9, ART 1,2
Dle SPELLING & WANING 0
COMMONLY CONFUSED WOR
)AFFt xEs.SHEFTER,
PP4

2)PRONUNC54"IA,e1TI ON AND

MEANING OF NEAR
HOMONYMS

WORDS.WORDS-WORDS

tit CAPITALIZATION OF

NAMTS AND TITLES
202 win 17,18

1)CLASS4IADE LIST OF
IMPORTANT GRAICATICAL
TERMS EX

,GRAWTTCAL TERM
' AY SERIES
B) COMPOUND SENTENCE

LIST OF THINS OF THE
SAME MIND (STEPS)
HAS Two OR MORE INDE-
PENDENT CLAUSES
OUST OF USES OF THE

COIt1A ONE EXAMPLE
OF EACH USE(REFERENCE

MAJOR UNIT V,FUNCTIO
GRAMMAR USAGETTAW I

EVALUATIOW

, OFFICE MAIL OPERATION AND USE
F DC

A, TEXER-Wsrs
I) INFORMAL EVALUATION TO VISUALIZE

AND REMEMBER ROUTINE MAIL Mo.
CEOORES,

2)CHART INTERPRETATION
8, VOOADULARY SPELLING TESTS OF

FPWENTLY CONFUSED WORDS:
I)DICTATING SPELLING WORDS (IN cONTE
WITH CONFUSING AFFIXES.

2)MATCHING VOCABULARY WORDS WITH
DEFINITIONS

C. GRAMMAR USAGE TESTS

OCAPITALIZATION TESTS
PERSONAl. NAMES, TITLES,

PUBLICATIONS, PLACES,
OUSES OF THE COMMA TEST
A)PUNCTUATING SAMPLE SENTENCES
REFERENCE REED, UNITS 17, 16

0, WRITING MEANING OF :

11 KEY GRAMMATICAL TERMS USING rOMMA
2) FAMILIAR TERMS: CLAUSE, COMMuND

SENTENCE, AND PHRASE
3) NEW TERMS: PARENTHETIC, EX.

PLANATORY APPOSITIVE
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,........... ..........aaaar.W.ofteoroMW.

T V,

.

.

ITED IN LIST,E. FORMAT OIarribtrilett 2. SPE Iukase% Mom NNW 2,CAPITALIwor_PRES
TO 60, SpELLING OF NAME DIFFERS FOR

INDIVIDUALS AND PLACES Ex,
SmITHSMYTHE Joll*,./04

EX._ ST. JOIN'S PLACE
,.......

SAINT JOHN'S STREET
13. ABBREVIATIONS OF GEOGRAPHICAL

NAmES HAVE TO BE CHEcKCO WITH
DICTIONARY OR ATLAS

C. CLASSIFIED DIRECTORY TO FIND
A TYPE OF BUSINESS
0 POST 0FFiCE DIRECTORY OF

ZIP CODE NUMBERS
2) SPECIAL PRoEms.BL

AP/ORE MAN ONE SPELLING
OF NAME

!)RECOGNIZING DIRECTORY
ABBREVIATIONS

.

S
70-1U114.1211n..0.0221141.1ela A. ISimsr-77-6----oulStima or7/

LISTS.
OUSTS USED AS A SAMPLE OR
ILLUSTRATOR: How ONE MIGHT

A. S or

--OPREFI 4-'

FoLL. 2"

LETTER
MCI,
MoINTY'w

2)FREFIX
MACMUR

e. NAMES o
MAIN
PARKS, ;,

C. NAMES o
GOVE'
ROJO

D. HOLIDA
DAY, CH

E. TITLE 0
CAPITAL
-WORDS I
MM."'

A. KM. CLASSMA
I) POSTAL RATES ey Umer, BY WIGHT
2) MAILING RERIXATION FOR SEALING,

SIZE, CONTENTS, WRAPPING
IL roLK NAILING: METERED, STANK.,

Fz 144$ T IMPRINTS

C. (..43ECIAL POSTAL SERVICES: AIR MAIL,

tqREIGN, INSURED, REGISTERED.
SPECIAL DELIVERY

DISTRIBUTE MAIL IN A
PARTICULAR BUSINESS OFFICE

EX. SAMPLE MAIL DISTRINTIoN
LIST (REFERENcE-VMAI FFL1LE

ZILIA P. all)
2)LiStSOF EXACT INFOI44ATION

EX, kW OFFICE LISTS OF RATES
AND REGULATIONS

8. INTERPRETING CHARTS.
DREADING TITLE, USING COLUMN
AND ROW HEADINGS TO LOCATE
NEEDED INFORMATION

!IL COST OF ,i. POUND AIRMAIL
PARCEL TO ZONE 6

2)UsING POST OFFICE MANUAL WHEN
EXCERPTED CHART IN TEXT LACKS
REQUIRED INFoRMATIoN

X. FINDING INFOPIIATION IN
DIRECTORIES.
I) TELEPHONE DIRECTORY
A)ALPHABETICAL NAME DIRECTORY

TO FIND NAME OR ADDRESS

.

F.6THER
Al, CATHOLI

17. TITLE
PRES.

KERNEL
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PREHENSION
'AllrOMPSOINI

APPLIED VOCABULARY SPELLING
1111.0.1011111.729~004110.11110.611611.11.00..4016.4,

rsON OF

'LIE OR

rE NWT

OFFICE
MON

FF CE

*NATION
RATES

;COLUMN
LOCATE

IMAM

iNUAI. WHEN

IV LACKS

IN

DIRECTORY

>DRESS

APPLIED GRAMM « USAGE

r.

2. S_1101.1.414)4ES (PROPER Noun)
As SPELLING OF NAME DIFFERS FOR

INDIVIDUALS AND PLACES EX.
SMITH*SMYTHE, JOHNJON,

24 ST, JOHN'S PLACE
SAINT JOHN'S STREET

B. ABBREVIATIONS OF GEOGRAPHICAL
NAMES HAVE TO SE CHECKED WITH
DICTIONARY OR ATLAS

Si. CLASSIFIED DIRECTORY TO FIND
A TYPE OF BUSINESS

E) POST OFFICE DIRECTORY OF
Z100 CODE NUMBERS

2) SPECIAL Psomms.
APDRE THAN ONE SPELLING

OF NAME

ORECOGNIZING DIRECTORY

ABBREVIATIONS

2.CAPITALC2AT1ON OF NAMES

A:Mirror PERSONS
-opREnns r AND

FOLLOWS BY A CAPITAL
LETTER WITHOUT EXTRA
MC1140434/ ROME,
MCINTYRE

2)FsErix MAC: 141,01.1RPHY,

MACMURPNY
B. Noel OF GEOGRAPHICAL

LOCATIONS: STREETS,
PARKS, RIVERS A BLOGS0

Si, NAMES OF ORGANIZATIONS

GOVERNMENT, BUSINESS,
RELIGIOUS t SOCIAL

D. HOLIDAYS IIPEW YEAR'S
WI CHRISTMAS

E. TITLE OF PuoucATioN:"
CAPITALIZE ALL MAIN
WORDS IN TITLE
EX.WORDS-WORDS.WORD$

Le7THER TIVE
14- cavnioLte, ENGLISH

TIILE WITH NAMES
PRES. JOHNSON, SEN,
KENNEDY

METHODS AND MATERIALS. EVALUATIONS

O. CotTALIZATtom OF
NAMES AND TITLES
ils UNITS 17,18:
CLASS MADE LIST OF

g. IMPORTANT GRANMATI
TERMS

1.

COMPOUND SENTENCE
LNEANING
LIST OF THINGS OF
SAME KIND, STEPS HAS
2 OR MORE INDEPENDE
CLAUSES

2.14,1L INFORMATION

A. TELEPHONE DI RECTO*
RIES: CLASSIFIED i
NAME LISTINGS; MA
MADE LIST OF TELE.
PtIONE ABBREVIATIONS,

B.POZT OFFICE ZIP CODE
DIRECTORY

C.CAPtuLtrATIom OF
NAMES AND TITLES
REED UNIT 22

2. POSTAL SERVICES t 1EGULAT101
A. EACHEPANADE TESTS OF

DIRECTORY USAGE
I)Tb SELECT NAMES, ADDRESSFF
MAILING INFORMATION

2)70 READ AND WRITE DIRECT--
ABBREVIATIONS

B. VOCABULARY SPELLING TEST$:

ACCURATE LISTINGS OF NAMES
PERSONS, FORMS, PLACES

C. INFOVNAL EVALUATION OF

UNDERSTANDING AND USAGE OF
REFERENCES: DICTIONARY,
DIRECTORY, TEXTBOOK INDEX
AND CHART

PAGE 8
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UNDENSTANDIW3 ANDMARIAL

ECTIONAL ;VISIONS FOR RELATED

INFORMATION
unwilrYIND EatisoNAL-tivist

STIWCTURE AND TYPOGRAPHI

AIDS (HEADINGS awns)
2) Common INFAMATION OF

RELATED SECTIONS. PARTS
OF BUSINESS LATTER A SEQUENT
LIST OF PARTS OF LETTER
11) SPECIFIC INFORMATION FOR

(ACii SART OF LETTER

NEFFICIENT RUSIN TECHNIQUES
AiJITERMINIMO USE FOR LETTER

INFORMATION
RiOELP MUM FOR KNOW ASO

UNKNOWN ESSENTIAL IMFORMATIO
I PAM SECTION WEST MOWRY
3A M% vim PRINTED PATER,

C)APPLY APPROPRIATE READING
TECHNIQUES FORAEIDED
'EMPHASIS AND SPECIFK DEMI
(SU METHODS & MATERIALS OP
THIS UNIT)

APIVED VOCABULARY SPELLING

IroLREQUENTLY MISSCELLILD NORM

A. SIMPLI MGM:Moos
IliRmummtiocies.EX:FORIY,
STRAIGHT

2)11 GROMMES EX: NOUR0OUR; THEW
THEIR

Er DIFFICULT AND Walken
1)CCGIMORLY ammo woos tot

L WORD PARTS ID some,
NMI& csnotammata
Antswg

*moms EX: COURCIL*COOMSNA.

PERSoNNELFAMSONAL
SINGLE A MU cites

ASIMPATeitinagARLY

APPLICATION OF 0/CTIONARY USAGE
OWING PRONUNCIATION ASO
SYLLABICATION TO VISUALIZE
WORD 1DNGTIFy WORD DIF0-
FICULTIEAST PARTS, law
REGNLARITIAE)

*tows Parents SPALIAND EX:
CATALINIecATALONE;MINONNINNIOUN

09FELLIWG RELATED 1002$ EX:
COMM MIMES
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Ile STUDY Of LETTER STYLES
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INFORMATIONAL MATERIAL
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EACH PREMED SY A ROW
EXPLANATIGN

OSVAGGNITIon OF FORPAT OF

BASIC wars
shocigtowortssm, PLACEM ENT,
SPACING

2)PuNCIATION OF PANTS OF I

2)1NDERSTAMDIK VARIATIONS IN
LITTER STYLES DY COMPARIPS

PITH BASIC LIMA
A)OVFRA&L d
BiStKPLICOY 1; PROVOCTiON
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APPLIED WiCADMARY MUDS

.a.ta, (comma)
j ANALYZING SPECIFIC IMSTRUCTI

EC: slows OR MIMS& AN,
KICATION IF A TYPED COMPANY

SIGNATURE IS PART OF THE
CLOSING, IT SHOULD el TYPED IN

ALL0CAPITAL LETTERS."

A4 PRODUCTION OPERATIONS

manna AND SETTING MARGINS
A)TYPEWITIMO SCALE

E)FOLDING AND CENTERING
Z)TADULATING
A)VERTI CAL PIACEMENT

B)BACKSPACE0CENYERING METHOD
0)COLUMWMADINGS .

,)ROUGH DRAFT
A)REPORTS

8,PROOF Rw*r's NARKS
7,4 SPECIAL ivaiNt Tv:mums

,TH404Avtua: 2)CHAINFEEDING;
FILLING.IN FORMS AND REPORTS

11. otuasu
&Rum TO !TENT I AND AMY
.PROOF READER'S MARKS

1)SELF TESTING AND STUDYING
OF UNFAMILIAR SYMS

2)1WLATING Of SYMBOLS TO
ROUGH DRAFT AND TO CORN.

RECTION OF BUSINESS LETTER
Co SPECIAL TYPING TECHNIQUES

1)RELATING PLACEMENT AND
CENTERING TECHNIQUES TO
COLUMN HEADINGS

2)RECOGNIZING AND USING SPEC!

INSTROCTIONS
AITECHNICAL AND LEGAL FORMS

AND REPORTS
GI vINAMCIAL SrAWMfurs

PROCWR.,142.,

Al STEPS IN CHECK FOR ERRORS
I)MOST FREQUENTLY MISSPELLED
WORDS

2)CONTENT, 0404E,PLMICTUATION
j)FINAL SPELLING RECHECK

go VEINS PROOFREADING SYNSOLS TO
INDICATE ERRORS: CHANGES,
DELETIONS, CORRECTIINIS

04,4114411.41110, ow do iek ,
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A TYPED CoMIPANY

INT OF MI
KED BE TYPED IN
OARS."

TYPIST BOOKKEEPINS WHINE OPERATOR KEYPUNCH VERIFIER . WDItAL RECORD CLERK STINOGRAFtER

APPLIED VOCABULARY . SPELLING APPLIED GRAMMAR . MAW

FaY/ENT
E IS

THE GIRL W H O IS Ow'

PEtTiO ID-DO HER TYPI
WITHOUT ERRORS

Wm "D40" AND NNW
I) IN QueDrIoNtl EX:

Wm) as THE MN
OPERATING MI

2) eN &AMA EX: PINT
SUPERVISOR OS THE
vows (was) gig
EVERYONE RESPECTS*

MEDICOS AND MATERIALS

AOREEMENT OF PRON-

NOUN IldIff ITS ANTE.
COUNT (PERSON NUMBER,
AND OENDER)
ONEANINE OF "AWN
2)REVIEW or CASE OF

PRONOUN UNIT 6
BUS NESS Ai
AT:711ELNIET UNIT'
17, 180

REVIEW OF COMPOUND
SUBJECT-VERB AORE2im

msmr REED UmiT 0;
. 4'A S,

-i...=1-L 7 if Iv%

pp MONNE Amour
pitoftelee

IIINKFINITE NOUNS
21cowicTIva NOUNS
Wont* NOUNS
ERIELATIVE CLAUSES

UNIT 9, II;Fri C, UNIT t6,

Usms woo AND WINCO.

UNIT 7;
F CiNoNssooNt

UNIT 9.

EVALUATIOP6

!WU nm: PeoFf__Lues.atuabs.
G

AND Y
F BARKS
S AND STUDYIWO

AR SYMBOLS
SYMMS TO

'AND TO COR-,

MOUSINESS LETT

$ meows
CEMENT AND
CNNIQUES To

Ne$
AND WINO SPEC)

AN* LEOAL FORMS
S
sTATawas

a. STEPS IN MOM FOR ERRORS
FREQUENTLY MISSPELLED

WORDS

.2)CONTOffi USAGEPUNOMTION
PFINAL 'SPED INC RECNIO

Ap USING PROOFREA0116 SYMBOLS TO
INDICATE ERRORS: MANES,
DELETIONSt COMEECTIONS

nno,N.eremnAtwohr0000mmoAnwrano

REFEP TO ABOVE fl. GT. TEOIN S

.READIED REVIEW ON

LETTER PRODUCTION
ipa.ASsiomos CHART

OF PROOF READIED
MARKS

&REVIEW OF DICTIONA.-
=ILIA

31:
T it
TEST ON DICTIONARY US$

)FINDING WORDS

2)USINO PRONUNCIATION KEY
OWRITINO Name OP BASIC

DICTIOPOY ABBREVIATIONS
Pmemnfreou) POMMY OR
READING COMPREHENSION IN LETTE
PRODuCrION TECHNIQUES

PAGE fa
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COURSE; COMMERCIAL OCCUPATIONS, SPECIFICS - LANGUAGE A

TYPIST BOOKKEEPING MACHINE OPERATOR . KEYPUNCH

NIT .CONTENT

Ww.4.e..,...-........I.1.4.1......17.140..t.l...4...

I VII.

k iSMAMILAND DATA MESS)

CLOCK HOURS APPLIED REAM; COMPREHENSION APPLIED VOCABULARY . SPELLING APPLIED 6 'i

). UNDERSTANDING CALCULAT NG AND 1 LEARNING TECHNICAL TERMINOLOGY I. ADJECTIVESg. A -, 1 PA It OF CALCULATING AND DATA PRO-
A. USE OF ADJE

DESCRIBES OR
D voTHREE DEN

COMPARISON
BIGGER '.81

LONGERKONGE
FASTER4

MEIMERRRE -NO
WITH ANYTHI
THE MACHINE I

BUICOPCUKRUE
TWO THINGS, «.

CESSING MACHINES!t. ADDING AND CALCULATING MACHIN

I. OVERVIEW
A) PURPOSE

OSAFETY FEATURES
C)COMPARISON WITH DATA
PROCESSING MACRINES
I)PUNCH-CARD
2)ELECTRONIC

2. BASIC OPERATING PARTS
A)KEY BOARD ARRANGEMENT

ONuMERICAL KEYS
2)0pERATION KEYS
')READING THE DIALS
4)mAcH1NE PROCESSES
/ARITHMETICAL

0; TYPICAL SEOUENCE-CLEAR,

ALIGN, ENTER, DEPRESS

KEYS, CHECN, TOTAL
DATA FILING AND MACHINE PROCESS

p FILING SYSTEM
A)REVIEW FILING BY NAME OF

PERSON, FIR% OR ORGANIZATION
o)susacT, evmeRICAt, olvoN0-

LOGICAL, GEOGRAPHICAL SYSTEMS
c)TERMINAL DIGIT-NUMERIC
VARIATION SYSTEMS ARR SOUNDER

D)FINDING PROCEDURES
KEY SORT AND I.O.M. PUNCH-CARDS
OPREPARING CARD-NOTCHING,
VERIFYING, ASSEMBLING

3 )FuNCTION- ACCOUNTINOIRREPARING

REPORTS, REPRODUCING DATA

$

NG

INOORMATION
A FW. 'RBI/ire/kr --T E R II $ ARE EXPLAI

"*I* P I CTURE OR 0 I AGRAM

2*DESCRIP1ION OF APPEARANCE,

FUNCTION, OPERATING PROCEDURE,
OR USES

'*DEFINITION, DIRECTLY GIVEN OR
BY COMPARISON To FAMILIAR ITEM

ER DETERRING THE MEANING of uN-
EXPLAINED TERMS

, 101SIN4 CONTEXT EX: MACHINE

REGISTER - EXPLAINED BY "CLEAR
THE MACHINE REGISTERS" AND "THE
REGISTERS CONTAIN NO FIGURES FR«
PREVIOUS COMPUTATIONS"

2.ottATINo KNOWN USE OF WORD TO
TECHNICAL USE EX: MACHINE KEY..
BOARD To TYPEWRITER KEYBOARD;
DATA PROCESSING TO PROCESSING

'MAIL
',COMPARING TERM WITH KNOWN WORDS
A)COMPOUND ADJECTIVES EX: FULL-

A. ADDING AND CALCULATING MACHINE
OFORMATION

I*SELECTS KEY STATEMENTS FOR

A)SUMMARIZING PARAGRAPH EX:
"SPEED OF oPERATION"

"RECORDS BECOME UNIFORM.'

B)OUTLINING ESSENTIAL. ITEMS OR
SEQUENCE EX: "MACHINES MAY

TIE PACKAGES, SUPPLY PRINTED
LABELS SEAL AND STAMP ENVELx-
FOR BILLS AND CONVEY SHIPWE
AND BILLS TO DELIVERY TRUCKS"

8, REVIEW OF RELATED MATERIAL
1,ScANNING oF FUTURE MATERIALS

2,RELATioNSHIP BETWEEN PRESENT
AND LATER INFoRmATIoN EX:

HIGHER OR L'
EX:THIS LETTE; \,*

iciAN YOUR
.

C)SuPERLATIVE
LOWEST DEGREE
OR MORE THI -

SHE IS THE RA
IN THE OFFICE

2,MAKING COmPAR
*ADJECTIVES

AMORE AND «-

fon---E 1 t.

B)LESS AND

FASTLESS F
FAST

;ADJECTIVES WHI
FROM EX:GOOD

. ADJECTIVES .44A

BE COMPARED, .*(

CORRECT, PERFEvi

:, USE OF ADVERB

DESCRIBES, NOD
EXPLAINS A VERB
OR ANOTHER ARV

l*MOST ADVERBS

A)CHANGIN3 ADJE,
ADVERB BY ADDA

EX: Stow . Si. S

ETSIMPLE ADVERB,
"LIE" ENDING '

RELATE CHART OF MACHINE JOB

FuNCTIMS (6*0,4:, P.60 To
CHAPTERS OR CALCULATING

mACHINEt AND AuTOMATIoN
(CH 6-7)

'a-THOROUGH STUDY OF CHART AFTER

READINS EXPLANATORY CHAPTERS

C. COMPARING MACHINE LAYOUT AND
OPERATION

I.USING PICTURES To CLARIFY
TERRINOLOGY AND iNFoRmATION EX:
DIFFERENCE IN LAYOUT AND KEy--
DEPRESSION IN FULL -BANK AND 7E
KEY ADDING MACHINES

2.SELECTVEG APPROPRIATE MACHINE Fo
A SPECIFIC PURPOSE EX: TEN-KEY
MACHINE IN FASTER WITH SMALL
NuMBERS

9aCoNPARE KEY SORT WITH I.B.M.

PuNCHCARD (REFER TO ABOVE)

BANK MACHINE; fatelwir, DATA

B)COMPOUND NOUNS EX: Ime1621,

FLEXOWRITER, COMPUTyPER
AAEORGANIZING RELATED FORM OF
KNOWN WORD EX: AUTOMAT/ON «,

AUTOMATIC; CONVERTER*CONVERT;
RoTARY0RoTATE; ELECTRONIC-
ELECTRICITY

Ca RELATING TECHNICAL TERMS
A)RELATING MEANING OF WORDS TO
USE EX: ROTARY MEANS IT GOES
AROUNDmROTARY FILE

B)RELATING PRONUNCIATION AND
SPELLING TO WORDS
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APPLIED VOCABULARY . SPELLING
11141404.1.11.

APKIED GRUM . USAGE METHODS AM MATERIALS EVALUATIONS

I. LEARNING TECHNICAL TERMINOLOGY
OF CALCULATING AND DATA PRO-
CESSING MACHINES

Aila-TetTNIC"."77TERMS ARE EXPLAI

IPICTURE OR DIAGNAAI

2DESCRIPTION OF 4PPEARANCE,
FUNCTION, OPERATING PROCEDURE,
OR USES

E.DEFINITION, DIRECTLY GIVEN OR
BY COMPARISON TO FAMILIAR ITEM

DETERMING THE MEANING OF UN0.
EXPLAINED TERMS

;.USING CONTEXT EX: MACHINE
REGISTER - EXPLAINED BY "CLEAR
THE MACHINE REGISTERS" AND "THE
REGISTERS CONTAIN NO FIGURES FR
PREVIOUS COMPUTATIONS"

2.RELATING KNOWN USE OF WORD TO
TECHNICAL USE EX: MACHINE KEY-
BOARD TO TYPEWRITER KEYBOARD;
DATA PROCESSING TO PROCESSING
NAM

.COMPARING TERM WITH KNOWN WORDS
A)COMPOUND ADJECTIVES EX: FULL-
BANK MACHINE; Lualtge DATA

B) COMPOUND NOUNS EX: gartz
FLEXOWR1TER, COMPUFYPER

4,PEORGANIZING RELATED F_ oRM OF

KNOWN WORD EX: AUTOMATION
AUTOMATIC; CONVERTER-CONVERT;
ROTARYRoTATE; ELECTRONIC.
ELECTRICITY

G. RELATING TECHNICAL TERMS
A)RELATING MEANING OF WORDS TO

USE EX: ROTARY MEANS IT GOES
AROUNDROTARY FILE

B)RELATING PRONUNCIATION AND
SPELLING TO WORDS

T. ADJECTIVES AND ADVERBS IOATERSTAPVING CAL..

A. USE OF ADJECTIVES:

DESCRIBES OR MODIFIES
D $.THREE DEGREES OF

COMPARISON EX:sio=
BIGGER *BIGGEST, LONG
LONGERELONGEST, FAST
FASTER...FASTEST

Otelum NOT COMPARED
WITH ANYTHING ELSE, EX
THE MACHINE IS BIG

OSENNAEATE11 - COMPARES
TWO THINGS, OR EXPRESSE
HIGHER OR LOWER DEGREE
EX:THIS LETTER IS LONG
THAN YOUR ENVELOPE.

CI SUPERLATIVE HIGHEST
LOWEST DEGREE OF THREE
OR MORE THINGS.

talTiti=frIM
Mffire-A-RWr"

FILING TE
A. CALCULATING AND DATA

PROCESSING MACHINES
1)SUMMARIZING.AEOITING
WHILE READING
A)LISTING KEY STATE-
MEETS WHILE READING
TO NOTE ESSENTIAL
ITEMS OR SEQUENCES

BUSING NOTES TO
ORGANIZE INFORMATION
AND TO SPEED READING
FOR REVIEW

OREEATING PRESENT
READING TO OVER*ALL
INFORMATION A) TO
COMPARE KEY FEATURE

SHE IS THE FASTEST TYP1ST
IN THE OFFICE

OF MACHINES B) TO

2,,MAKINO COMPARISONS WITH
ADJECTIVES THAT REQUIRE

A)MORE AND MOST EX:C
MORE CONMON0MOST COMMON
B)LESS AND LEAST EX:

FASIE.LESS FASTLEAST
FAST

ADJECTIVES WHICH CHANGE
FROM EX:GooD,BETTER,BEST
ADJECTIVES THAT CANNOT

BE compARED, EX:CCMPLETE

CORRECT, PERFECT, SIPA I

USE OF ADVERBS:

DESCRIBES, MODIFIES,

EXPLAINS A VERSADJECTIV
OR ANOTHER ADVERB

I,MOST ADVERBS END IN "LY"
C, LEARNING TECHNICAL

A)CHANGING ADJECTIVES TO Mullmfuntetay

ADVERB BY ADDING "LYE --T-----0AN;No:Discmo tc
EX: SLOW - SLIMLY 10

iirsiNPLE ADVERBS lifTriOuT °
C RIVa; IOr' " 'E;'

"Or" ENDING EX:ALWAYE, c
TE 4;NOLOGY

; NEVER, THERE, mt.,soch-?.

FIND CLARIFYING AND
ADDITIONAL INFORMATI

REF. GE RILL OFF CE
crici7uNcfs 3,

PARTS ).4

FILLNO SYSTEMS (APPLY
Aeon)

ORELATING FILING SYS
TO PURPOSE AND CONTE
OF FILE
)LISTING ROUTINES NEE

FOR FILING:EASE OF

LOCATION, UNIFORMITY
REF,GENERAL OFFICE

"rts7-17,72Eral
OFFICE Pg4CTIEL. UNIT
71 PARTS )14,506

...-410.4....watorwroommnOom

. UNDERSTANDING MACHINES AND F LING
rffltr4

A. NOTEBOOK CHECK FOR ORGANIZATION
IISELECTION OF KEY STATEMENTS
2)MAKING INDIVIDUAL OUTLINES

8. INFORMAL TEXTBOOK TEST TO DETERMINE
INDIVIDUAL PROGRESS I)ORGANIZING
AND SELECTING APPROPRIATE READING
TECHNIQUES 2)COMPREHENDING TECHNICAL

INFORMATION

C. TEACHEADE TEST OF TECHNICAL
VOCABULARY (SEE SYLLABUS/APPENDIX;
*ADS WORDS WORDS, PART IV,
UNIT I IP 2

D. STUDENT SELF CHECK LIST
;)READING COMPREHENSION -SPEED

2)GENBRAL AND TECHNICAL ECCABULARY

))SPELLING $YLLAoICATtoN
4)WORD AND SENTENCE USAGE

E, EXAMINATIONS FOR COMPARISONS WITH
STUDENT EVALUATIONS TO PLAN FOR
INDIVIDUAL PROGRESS,

ICE

PAGE II
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TYPIST NEYRCII VERIFIER BOOPMEEPING MACHINE OFERATOR MEDICAL WORD CLEF; STENOGRAPHER

APPLIED VOCAOULAR't s'tap EIMLUATIOIG
101.40.0116.11...111.114.10,40,

NM ABM)
ICU. MR

130 USE OFADVERFAS(tarta)

EASSITIOR of AnvERRS:.
Al CLOSE Al POSSIBLE
TO THE WIND IT NOINFI

EESSNLY IN we'LY ml
SICIIETAW1 CAR Mir
ONLY SECRETARY CM rm.

).1111111 TO USE A41111141:
AMNOVER11111 quauTIGN$
11113111111NO WITH OEM
NOW

BIT
SUCH. TO *AT

ESTI
OMNI SuREANRELT
110004ILL 2411MALNOST;
3101404011114NAT

C)AVOIDINS BOWLS
NESATIVES U:SCARCELY
111 A IIIBIATIVB NORD P
"SNE COLD SCARCELY
TIM"

*ATE

4 AND OMR

i
ILIEFLAININS AND

LAMM MI 1TEN.
ACTIVITY OR CONDIT!

PAULIN@ 01A010.11 OF
MACHINE POTS FOR
TERNINIESOY
*Yawing*
EliCALCULATINO MACHINE

KIMOARD AND DIALS

CHART Sc ROUTED
TUNS eV PART OF
MICR EX:Amis ADVE

ELECTRICITY ELECTRICAL ELECTRICALLY

ELEcTRANICS fLacTROOlc ILEcTRANIcALLT

1)PROIREICIATION DRILL
*)SYLLABICATION NR

SPELLING AND MD
STUDY

L. ADJECTIVE AND *1W
F01111 AND PIACENENT

REED BUSINESS I

NEM to a. 11
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COURSE:
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OPINIMWMP.O.ele..WalOp0MINOMMIPP......~.111MswillS.1...1MK

TYPIST - KEYPUNCH VERIFIER - BOOKKEEPING WHINE OFEIA102

READING COSIFREHERSION APPLIED VOCABULARY SPELLING APPLIED al

NG AIM 3 TED OFF
I

icequirftlo"
A. INCOMIND AND *MINS FUNDS

1,0ANtuto moms rums
A)COUNTINS AI EXAMININO
OTRANSACTIONS:RECEIFTS, MAKIPIS
CHANCE, DISCOUNTS, CUSTODY

ORECORDIMAIASH RECEIPTS JOURNAL

OCOEE= ma IN ociss isnootsusts,
SAFEOUARDS AN CAMINO, MOROI
AND OSMIUM

E.HANDLOO OUTOOIND FUNDS
A)AUTHORIZTION TO 'MAYA

voiricArlos
0)0ISOORSINO DY CHECK,. VOUCHER
CHICKS

C)RECORDINOACASH DISSURSENONTS
JOURNAL

MERINO ACTIVITIES

I. CREDIT: REFUNDS, ALLOWANCES,

CREDIT CARES, CRAM RECORDS

2. HAMLIN. mom CERTIFIED
OWNS, FORNARDINO FUNDS.* STOP
PAYMENT

). PETTY CASH A VOUCHERS

IIAMK BALANCE AND RECONCILING RAMICE

. SALES PROC2DURIS MID RECORDS

I. MIN PRO S: TAXIES ORDERS,
1100FY/NS, PRIMO, MUMMA
CREDIT

E.OILLINO AND INVOICINS

NREEPIND CialDNER ACCOU, ITS,JOURNAL
MI MS AND STATEMENTS

A. FUSIN, IRDINPAI, PURPOSE. FOR A
pontaust EX: witis way, is
TURNED OVER TO YOU DIff COVET
IT IMMEDIATELY?

O. Imattsoms IODINE RATE BY
ANTICIPATINO THE CONTENT

I.NDTIND RHICH PANT OF A
psoogpqat.sup is

Paw AND aim PART ROTATES
1144 PURPOSE OR IS ALREADY
ITANILIANT) WEYER IF THE
TELLER AMES WITH THE ORDEN

op". 119

2.NOTINO PARTS OF SENTENCE WHICH
ARE NOT NECESSARY TO NEANIN$
EX: it MOVE, NITH The Mgr
VD FOR EXTRA SAFEle, SEIM
WOULD St UNDERSTOOD EVEN IF
atirlst.
INCREASING READINO amt AND
CO4PRIIIENSION BY igebson

: THIS DOES NOT MEAN EYE
MN" OR "VORD war) EX:proa
P ROCIDURES OF CUSTOMER CCHTRAC
BY FULL swum TO GET BASIC
INFORMATION: I)TO OBTAIN sia.
Nan MID 9 ;;I ENT FRICE LIST!
ESSENTIAL tIORDS ARE C.ATALODUESt
PRIM (E(P PC. 408) 2) TO
ASK SPECIFIC QUESTIONS *sow Ti
PRODUCT OR SERVICE ESSENTIAL
MORD OR QUESTION.

4 ko.*K
"11,iiDLIALE;

APPLY TECHNIQUES OP 1 IT
IND FOULOW,NO WOES LISTS SEE
ApPINDIR)
CASHIERING

I. seirrisms-ittwirseti rpm)
.141111,44011NIESS DAY*

1. ENDORSENIXt etisosts-asoRG
4. anTODYRESPOHSISLE

AUTHORIPATION4UTHOENAUTHORI
vosaitmtuo:

7. cumrinacemric4ERT1 F I CATE
S. "EXPENSEAREINBORSINENTS* A

mousse,

B. SALES
I. CONSOLIDATEASOLID

S. FROSPECTAPROPECTIVO
). "ESTABLISHED CUSTOMER"
A. "CASHAEOISTIR AMPTATIONIC,

MAIM
5. "VERIFICATION OF POSTIMOff-

I, SPE

A.

MtSTWS
THOUSITTS'

14 $201

STOP

COMAS
CLAUSE

STA
DIFFERS
MUM
TOP LI
MURES
OM THE

AFIS

SETS
SPECIAL
AND
MEM
Same

64 "'CYCLE EILLINGAOUSINESS CYCL
LOWINOAL
MERIT

VERIFY; POSITION

7. "LEDSENLESS sootompition - STA
LEDGER cHARDE

C. STOCK AND SHIFPlia ,) DASH
I. ISSAWCEISSUEISINJINO COLON

2. FORMARDEDAFORWARD WHIM
3, "AssemoLts ORDER" ITEM 0,

4. CONSIONESCOHSIONENTSIONe THOUGHT

SIGNATURE MITA,
$4, "SULK CONNODITIErACCONNODA SUPPLIE

b. DISPATCHINODISPATCH, PATCH ------,
ERASERS

B. B, PMENThg
AssiTi
YOU MUST
(THE tor
YOU DISH
THE
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TYPIST - KEYPUNCH VERIFIER - BOOKIEEPING øcHINE OPEITOR I(DICAL SCO CLERK SItNOGRPIER

ION j APPL1EDCA8IJLAYSPEU.I

11 IEP1I I. I4III TEcHrncAzr VOCA8UL

*PCSE FIN A TEOSUW1 OPtksT7 ro
MIIIEY

ThE cou4wiIN WORI LISTS (on
*w cou,ir

a CA$HIERtN

I NATE IV Is flTASTT*D
ONTPN' *aN$$ MY
OF A

4. a*TOcy.RU,o,mIaLE
Nf$TAES 5. AutNePI7MI*&uThONAuTtsQrnT

IF ThE CTIFIEDYCERTSF$CATE
11* a. EXPtN$E.EUUNSINEIIT$"

0* EXTM
BLnc . SALES

I. CONSILIDATEISOLID
rriio ucn z
o **INS , jpft
'fl* ONIIW' 4 "c ISTIR AEW'TAT ION"-
T, UJIT(Nl

IF
. YINIFICATIOI! OP PSITINS"'
VI*$FY; POSITION

PATE ANO 6. "cyau 5 u-ot*isan cyas
7. '1,EDIZIE.1S$ aOOKKEEPINV'

LEDEER
NE EYE
% 1p.c4,1 Xe

III I$$NcE.I$suS4s$uvpsS
C

air IA$t
p. f ILVri*$$ 4lmh 4. CoNSIarnE.coNs$atsT.sIss

$IINATIRIE
CATALC$Ut* . "ILK C4IS4OWTIU"-AccCI.IOOATi

6. DIATCHINS.D$$'ArrM, PATcH

UsanIAL

AtlE1 IDWR USE 1HETHOUS *113 $øTERIAIS I EVAL1O!

3 T19-AN i.oc PRQCEIIURES
COMP

TUIED TEST TO ENT$FY CONTEN

Sr*'s wmsw COLETE I.T$$VID AJ1 UNTIMED
moussrrs READINI PRACTICE TO B5 INFOWIU. EVALI$TICN OF TRAINEE

14 $INI'OCLON AS A P*4TI QUESTIONS READING TIC*VJE$
$T IN cCOI EASED 011 REFERENCE

LIST SOLON
C *ITCIU$G WORD W"'

OGPEIA$ ARE IN EITHER
CLAUEE I)THE OMK

2flc*ij cAsuLgy
A)FJTflNG DEFINITION

T
I IPL CHOICE TO SELECT-

$TATI*1!T EALANCE TO coNyixr (ORAUX I. CORRECT $PEU.ING AO$R*VMTf S
DIFflP$ FROM THE alEC AND IFUITEII) PIPROPRIATL PART OF SPEECH
00* I,4UJNCS 013 ThE
TSP LIW1 OUT ¶*

B)O*CKI PIG SPIUPlE

CJHNDING RELATED WOPD '
FISUERE ARE THE SANE *14 WORD BOOKS IJID 7pp14J TEST To EVJp.iMEON TIlE 0017CM LiNE DICTIONARIES £'
AFTER ADJ**Thøfl$ HAV, DRIUc IN EZPLAINIP* SPECIFIC WEAKNESSES-
ins .wo, z)CoI.ow 1*0 0? PUNCTtViTICI* I PUNCTUATION
SETS OFF PATIRIAL FOR (REED, UNITS i6, 20,
SPECIAl. CONSIDERATION 21)1 AND AIDREVIATI 2.$PELLINS

AND BEFORE LISTED (REED, LWIT *)
flub. EX:k NP40 4, UNIP* UNPt$CTUATED
BROW!: Ts IN LETTER L011ER FOR PUNCTUATI I

$ALUTATh$N3 MYE ro. PRACTICE
LOWING READY TOMY:
HOSPITALIZATION FOI4IS REFERE*ES
TATEIILNT$, AND 01$- LINFOmIAT$CNAND $( )

CHARIE SMlARIE*. $IADINS PRACTICE
DASH REPLACES SEMI. 4)E1RA1. O[CEPC ,

29,7U,I,Z,7COLON OR COLON TO .
'

EMPHASiS ADDITIONAL jrlC QF!ICE P!JI ,

ITERORCHAIIGEOF
ThO*$HT EX: m DESK

IJflT$I4
e)PETER LASNoW AND

COTA$NSTATI0NERY PHILIP SpATNINSON,

$IW%.IE$-TYP1NG PApER 1çFIcEM$CTIcF
CAROOKS,PVICILS, JØ 5.11. RB. CC, CM0,

lu.,ERASERS, t9$6

B. PARENThES$S ENL0U$
ADDITIONAL

pIs IwrrPI,, -
INFOONATION

'01 *1*1 ENCLOSE *0%
IMUI FOR PEDIfLI

LtAMJA
(ThE U**L DePosiT) IF iojt

I 0YOUWI$HU$TOSHIP
Cø '0$ i6

' ' "'ThE ORDER UIbDIATEIX
PARE

J -

*1

I

a
' r

-

-s
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APPLIED VOCABULARY SPELLING

JAM. (Cartoon)
RECELAAle TED OFF CE

E. NactiAstNo Pommes AND RECORDS

1,1equIsmos FRON STOCK: ISSUANCE,
PURcHASI ORDERS

**REVIEW*, RECORDS411PINO ACCOUNT
OF RECEIPTS, TRANSfER OF OOODS,
PAVNENTS AND ADJUSWENTS

D* TIMED READrn
IONTRODUCTION:LESTINS 3010

PARAORAPH
**FIND ANSWERS TO qualloms EX:

HOW To PACK A SHIPMENT THAT
IS TOO HEAVY FOR SUMMED TAP**

PARA
MONGGR ER SELECTIONS OF SEVERAL

APHS

AOURPoSE AND TYPE OF INFORMATI
OR EAGN PANAIRAPH

D)FINSIMO PARAGRAPH AND
INFoRMATION TO ANSWER quesTt

4, HOW TO FOLLOW-UP ORDERS THAT
HAVE SEEN SNIPPED (G.O.P., PO*
446)

* OVERVIC -'1AcK MD SHIPP**
PROCEDV

t* ORDER P t iJl

rt MI PP NS POI ...;41?ARAT I ON AND

FOCLOWAJP

D. MEDICAL RECORDS CLERK
',BIRTH-CHILDBIRTH, AFTERBIRTH

**VERTI00-vERTICAL

NIESPIRATION-RESPIRATE,
RESPIRAToRY-RESPIRATOR

4*VACCINATE-VACCINATICS

1NAUSEAAAUSIoui
NOONSCIOLI*UNCONSCIOuS,
UNCONSCIOUSNESS

POSTRO

CONTRA
SUS I SOS

COI HID

I CONTRA
1960

t.NMSS1
WOW II
OE I
HOSPITAL

). PLURALS*.
LOOK AL I

4.como
OOMt T!

NABORV/ I AT
USI

I or LETTIRS
OF IMES

2031fORT
AD FOR

NCHINIcAL
Os
iIATER
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'Imo 3-80 4/!'r}

10118TioNs EX:
pHINT THAT
*OM TAPE*

OF SEVERAL

Of MORNAY!

AND
MI **Vs
Mos THAT
i:(0.0P, Pe.

D. MEDICAL RECORDS CLERK
6BIRTH-CHILBOIRTH1 AFTERBIRTH

WIERTIOO-vERTICAL

NNEDFIRATION-RISFIRATE,
RESPIRATORY-RESPIRAToR

4.VACCINATE-VACCINATION

toNAUSEAsNAMEouS
6,EoNsciv0-uNcosscsom
UNCONSCIOUSNESS

AP LIED GRAMPAR - USAGE

AFOSTROFHE use FOR
CONTRACTIONS, PO**

4 SLIMES, PLURALS AND
WINED VERBS EX:

coNTRAcTioNs-Dar T?
1964

E.POSSESSIVCS-GIRLS, AND

WM'S uNIFORNS WILL
OE HMCo BY THE
HOSPITAL

NPLURALSiyOuR EIS AND 20
LOON ALIKE

4,COINED VERBSHE c4(11)

OUR Timbicoutss

NASeREvIATIONS THAT DO
MDT USE PERIM
ILETTERS unD INSTEAD
OF NAMES EX: WWII A

2,S1oRTENED FORMS EX:

AO FOR ADVERTISEMENT

NCNENICAL symeoLs EX:
Os MOEN, IIKO

WATER

POWFMINWINO

METHODS MO MATERIALS

4Miaeargi.''
A)CLARENCE 8 CAREy

USINESS SIZE R

c

NO,

METHODS AND MATERIALS

T OFTE
s ." ALAuvriwarl 4
t77!7"4.it

M S

ENaLLiA/4 E. Dux, KEY-PUNCH
MINING COUILSE,337:7R48.0
5515W-illr"

F) ION, of ED CARD s TA
IBM co-7.,"

OWLPH S. limery,8 CDR-
RESPONDEICE iEt

Enger o" 1962

H)U,S. DEPT, OF HEALTR,EoucAyloN
a WELFARE, 0 T P 5 HIM
SEC AR AL 'A ' :warm

,LL Boot Co.,
NEN YmK, 1961

DEPT', FLEX, ELECTONIC
BUS HMS DATA PRoC444.r

ILL, I INSTON, 19
0408MAL cum, RECORDS mo

REPORTS

WORDS

WEAK* REED-BegiRlaMit
F)DENEVIEVI SMITH AND
DEAN DAvis

On TEM OGY

N)JoHN WILEY & Sox,
N.Y., 19621(8)
LIEDISLMINRY

in4,11. E S.K. MAviR
THE

r
OFF CE 4 4.

MON & SCHuSTERt
N.Y., $966

SOECIFIC

A)SYLLABUS-APPENDIX
e)8ERYL Rosimuo,
UWE 'ALI MODERN

- 4..

Woo Hiu.A.Y
c)ROOT4yEBS,

i
0:1 .4 7.

012seurr FISHER,
AND CIVIL SERV
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TYPING » KEYPUNCH VERIFIER BOOKKEEPING OPERATOR

UNI,10.11/00...yenpoupenvoyma4161.10100119.04.#-.1...ONFIl.

PRE.ENPLEfilENT !MERVIN AV

1.

ErBENI:
A, hatoviow TUT

PIERSEDOL FAcTo$41
MoNoomiso APPEARANCE
WITITEDES

CONNUNICATION !MILLS
APABILITY TO SPEAK CLEARLY.

CORSIDELY. conFloom
strom COWPDX

PATTERN
ABILITY TO FOLLOW DIRECTIONS

fp Worn's Pooromooku TEST
I.PLANNIND TIME SWUM

A)OVERYlaw
a)rAwiLIAN gunned FIRST
ChOWMILAR OR DIFFICILT

4wESTI01M LATER
WINE ALLOWANCE FOR FINAL

CRICK c qUINITIONSAIMANS
NIONEERINS QUESTIONS

AbOIDERSTANDINO-INWOWCTIONS*
DIMeTIONS

1)TYPE or AMEN RWIRED
C)ANENERINS WITH Rowe) FORM

IN APPROPRIATE SP*CE

Ito ANSWERING SIMS ON P116. II.
A.

1,14 SPLEMI'IWO NADI IDEA OR TOLE
1.140 ST SIDIERAL STATEMENT THAT

VMS too CONTAIN INCORRECT OR
ADDITION4 INFORMATION

20DEFINITION OF WORD TO FIT
CONTENT wooT CLOSELY

1FINDiNE A *Kam DETAIL
iyart READIED moo
OR PAPAW"

4. INFERENCE
A)FINDINO coRoacT STA
ofrouowtwo ot000rlowss
CMNSWIRINO TO Fit ROME
10P4ACINa commis* omen

TWO OR MORE TERMS AFTER
SOSITIFYINO RELATIONSHIP

WIXACK IS TO MITE AS DAY
IS To Wow)

SigniSAME
ELININATIVos OSTIoulLY woo
ANSWERS IN IDA.TIPIA CHOICE

MONS

SpoujooWORD FRfal MOWRY
WITHOUT LOOMIS AT TOT

IDDITIFYINS IWO 1WT
COPRECT WORD IN SWIM,
SPRUNG. OR RUM*
a:ACCEPT* EXCEPT
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QUESTICNS
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COURSE: COMNIOCIAL OCCUMTIONS SPECIFICS

...REM.911...MAERrntls....YERE191naraILEURSAILM
ADDITION AND SUOTOACTION: DECIMAL NUMERATION. SYSTEM

APPLIED SUSI'
I) SASE Teo AND PLACE VALUE; EX: 90, 01,79.0 is 9.00, 9.09 1,001 H0 misty

el"ZERO* AI OLACEHOLDER II; 9 TO 90, .9 TO .09
HORIZONTAL AND VERTICAL ADDITION AND MOTRACTION

DCBRIMA,MILL

Ai CARRYING IN ADDITION
. I

REOROUPING AND BORROMING IN IMPACTION
14, MEDIATION

AND BACON,C) CHECK/MG ARITHMETIC

I) PLACEMENT AND LABELING OF ENTRIES Co TEIHNIER.TESTI

21

CHECKINO ADDITION AND SUBTRACTION
RIMEDIATION

CHECKING PLACEMENT OF DOLLAR AND CENT SYMBOLS
4) APPLICATION: CHECKBOOK AND CASHBOOK

A) ADDITION is DEPOSIT SUPS
B) SUBTRACTION Iwo CHANGE
c) KEEPING CHECKBOOK OR PETTY CASH

E. USING PRICED) PROVING (RECONCILING) CHECKING ACCOUNT BALANCE re. OEM NM
ESTAOLISMINO
1* ESTINAXE

R. Nom ARP
,* :Mem 5
4,0 s

1

*ELY
MASSE
I. SECISINA:
E. DECIONIterf-
% OUT

We RIME

OINANiZATi
IMMO MD

INTemmaTING
STATEMENT.

NUNTIPLICATION AND DIVISION.

MULTIPLICATION
A) SHORT CUT ADDITION USING BASE 10, ZERO AI PLACEHOLDER
8) MASTERY OF 111101,1 MOM MULTIPLICATION INCLUDING DECIMALS

I) PLACING DECIMAL POINT IN me PRoDuCT
5) ROUNDING NUMBERS TO THE NEAREST CENT
)) CHECKING PLACEMENT OF FIGURES IN PARTIAL PRODUCT

C. APPLICATION: SALES SLIPS AND TAXES
II MULTIPLYING WITH Ps MINIMS y,L. SALES TAX ON A *IMO AVGAtIE
2) COMPLETING SALES SUP BY WOWING SALES AND EXCISE TAXES

a) DIVISION
A) REVERSE OF NuLTIPLICATIoN.PReCESS
B) SAVOY OF SHORT AND LONG DIVISION INCLUDING DECIMALS

1) ESTIMATION

2) ROUNDING NUMMI/MTH A STATED NUMBER OF DECIMAL PLACES
C) APPLICATION . UNIT PRICE

I) UNI T QUANTITIES: Meat ouNces.RoINIES, TENS.NuNCREDS
5) FINDING UNIT AND AVERAGE PRICES

D. RONAN NUMBERS

1, * C L O C K H O U R S (1411) ( I

E. vETI4C SYSTEM

spitcIN AND TYP * ARIDOETIC CEIffERING

I.
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sli..0111/...010WO.OW

t. REv F INNERS
Lean EXAMPLES MN EDWIN B. PIPER, JeSEPII GRUBER, PRESTON E. Cum,

C S.M. lsoma COMP ' CNICA010; HARRyRuFFNAN,
SS, .011,1, C FO EUS USE

kGRA$.Htu. BOCK Caw" New Yew, I AND DooK

NENEDIATION INSTWIEN USING EtmaN I. STEIN, LEFILESSLIAJERsume tives
AND BACON, BOSTON, $966, INIT 14

C. TEROIDOESTINO AND RETESTIOP3 OF WPM R$VEALED IN PRETESTS AFTER
ROIEDIATION

Q. INTERPRITINN SAMPLE MRESS FORMS: CHECK:STUN-CRECKDOCK, DANE
STATENENT0. RECERICIVIATION STATEMENT

E. mum PRICE AND TAR CHARTS TO PREPARE AND 4,410i DILLS

A. ow POSERS US INS MIK
1. ESTABLISH'S WITS OF SYSTEMIC ARITIBIETIC AND /CCOIRCY

I. Erman JONES
2 Atworne mum
N. MEM NSW, eteisass ZPOS, LAtt.2 In MAKER
40 CHEM SUBTRACTION BY ADDING; INLYIPLICATION SY DIVIDING DIVISION ICI'

PRILTIPEVIISE.
14, CLASSIRDI CHARTS 10 UNDERSTAND EQUIMENIS (Um sow curs)

1. stator as: c,. 7000 - 7.1"710"70$000
2* DeolNALenceirs 20f 20 203
AN INT qUAIrriTIES, as. ID 04 10 I t " *04 I ishe " tat;

OMIE DINE 4I WAR 10 ClINTS

ONANIZATION OF STUDENT NOTEBOOK F0 Itfoomtext USK TERNS SAMPLE
Nemo PROILENS, COWS OF NUNERATION, EQUIVALENTS AND quiaritilts.

Oa tO PURCHASE
TARES
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A. SPEED NU WITH TEACHERAMADE MARIS OF COMMONLY USED FRACTIOIG,DECIPAL AND
PEACE/ GE EQUIVALENIS0
1) Fannon ix equArton ram

A) tams, timurrani Emus, smarms
1/4 1111 4/0 IVO aft6

m) TWIN& Slant warmsn, 4/6 VIE
c) UN MOMS

11. .11
D) Mao OfultOWATOONAOSINO. 4/ArAwAcrime, RULTIPLYINO

(1) f+ 1. //4/ 5/6 10 1.116 1113 41* 3; oi
(4) Vie x iI5.

t) Cep PARtkio VALE MOM AND ROM* SWIM* Ego(t) 000 +AO - 100 (MO
$106 - on 250 (agrue), $5,00 $600 (Musa)
gr(a) 1 0 3 * *$200, 100 A 150, 1 .deh 2.13 411 los
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COME: COMIENCIAL OCCUPATIONS MIMS
..11111111111111MINIIIIIIIiMlialimm11.101.1114

MtlaraMASIEWOM (CoNTINueb)
APPLICATION
1) PAMELA.

Al COMPUTING HIKIRS yam Mitt: I f)
+

it&T1PLY1118 y 110UNLY PATE; 1.05 X ROWS in %It 11101 UMW

2) F1KEINS CENNISSIENS
Al Tom comorssiom(EX: $)00 SALES X $ CON11111111014 01
I) MTh of COMMISSION (EX: S)00 SALES . CONISSION 9)

fl upwr Cosi (at: NE now eons of PAPER cups cosr $2.40 - FIND Con
of 11 *oust I eon)

R. 11ETRie SYSTEM
1) *LAM* TO mom. OR TENS41111EKEPS MIK

st) Nsasomm or mom, ARIA, VOLUME, moors WINO mot urns 4112
1/1114 EACINAL

him tom + 1/10, CENT1 1/100, OKLLI 1/1000i
F MISICAL RE00E0 CLERK

1. COMMIE METHODS

atalat $930

Sl*B"
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AMMER TRA M NG PROGRAM

COURSE: COMMERCIAL OCCUPATIONS - SPECIFICS

JHOMEELEMOLLIKAREBRAWNE
INTEREST, DISCOUNT, Mao Elmo PRICE
i) DEFINITIONS

Al INTEREST, PRINCIPAL., TOTAL Mom
B) Ti, RATE, YEARLY RATE COMMERCIAL YEAR 060 °Ars)

2) INTEREST FommuLAs, DISCOUNT SERIES

)) AvoLIGATios OP FORMULAS TO BUSINESS PROSLOMS

A) INTEREST IN Louis AND SAYINGS ACCOUNTS
I) INTOstr FOR ONE YEAR
2) INTEREST SY DAYS, MONTHS
3) FINDING INTEREST RATE

15) DISCOUNT AND PURCHASING PRICE
I) SINGLE DISCO," COMPUTING DISCOUNT, FINDING DISCOUNT RATE

2) Meow SERIES *, FINDING THE Rumen. SINGLE DISCOUNT RATE

EXI 20 TRADE DISCOUNT + 101 CASH DISCOUNT 1000 (LIST PRICE)

(Ism DisoouNT1 $O (CASH DISCOUNT) mg 4E80 DISCOUNT goi

no/moo-04 (ANSWER)
1) AMOUNT SAVED EY BORROWING TO SECURE CASH DISCOUNT

B. SALES: PROFIT AND LOSS, PRICING GOODS

I) DEFINITIONS

AlMums
PRICE, GROSS PROFIT, NET PROFIT

PRICING OODS SALE PRICE BASIS, COST PRICE BASIS

2) APPLYING SALES FORMULAS
A) CROSS PROFIT AND RATE

I; GROSS PROFIT SELLING PRICE COST

2 RATE (%) OF CROSS PROFIT GROSS PROFIT
SELLING PRIM

NET 'PROFIT AND RATE
I) NET PROFIT - SELLING PRICE . COSTdbOPERATING EXPENSES
g RATE (%) OF NET PROFIT', *T PROFIT

SELLING PRICE

C) PROFIT PER ARTICLE TOTAL PROFIT
SUMER OF ARTICLES

PROBLEM SOLVING APPLYING SALES FORGULAS

AN AUTO SUPPLY COMPANY PURCHASED 25 TIRES AT $10 EACH AND SOLD THEM FOR

413 EACH

A) MOSS PROFIT FIND TOTAL *mow, FIND RATE
a) RELATED BUSINESS EXPENSES TOTALED $30 FIND NOT PROFIT, FIND NET PROFIT

RATE
C) FIND MET PROFILPER 11R4

r

DI APPLYING INTE

A. REFERENCES: I)

B. TEACHER -Ilist

I) FAMILIAR
EX: 5 + 3

7 moos
2) Folsom.* is

A) SENTENCE
II) COLUMN

;0, MING FORMULA
I) SELECTION
2) DRILL IN
) COMPARING

EX: RATE (

(I

D DRILL ON

2 ADDING
I STANDARD F

FIND

RTE(
E REVIEWING

0 RATE OF

2) GROSS POW

,) COST

F CLASS D
a
iscusl

1) com
2) MIT 00 ME

Sp PRACTICE DRI

I) swans

H. MATNCIAU TEST

j. PRACTICE IN
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BOARD OF EDUCAT
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COME: COINEICIAL OCCUPATIONS . SPECIFICS . NA11 TICS

lirmigombrimomegmatWanmil.a.00.64.0Oloalil Va00....,100,1.46....dedro.

S MA E A AND E U A

DI APFLY PS REslL_M:t!L_SE._MLSCOAND SA F ANUS

A. REFERENCES: 1).,;ft/RAMILS, UNITS 6,7,11,12,15 APO CHART P. 200

2) MIS MIT IV FOR REMEDIAL INSTRUCTION IN EQUIVALENTS
AND APPLICATIONS OF FORMULAS

Oa TEAcm-lOot Form.* CHARTS: WORDS TAKING THE PLACE OF ARMEN IN EQUATIONS

1) FAMILIAR NUMERICAL EQUATION

EX: 57 3 - so,
vsHOURSx PA (I WORK WEEM) IN 55 HOURS

2) FORMULA IS GENERAL STATEMENT OF METHOD
A) SENTENCE FORMULA EX: TOTAL YEARLY INTEREST a. INTEREST RATE X PRINCIPAL

9) COLUMN FOINEILA EXTNTIvioe PRICE as if50.
ilSttOUlfI RATE X.
DISCOUNT 41:00

gfr WINO FORMULA CHART WITH VERBAL PRosime
I) SELECTION OCAPPROPRIATE FORMULA
2) DRILL IN SUSTRACTING NUMBERS IN FORNuLAS By IDENTIFYING INTEREST, COST, PRICE

5) COMPARING VERO& STATEMENTS

EX: RATS (PERCENT) COMPARED TO AMOUNT $100 AT 4 (INTEREsr RATE) Iv $6

(w meta)
D ORM, ON PROBLEMS INVOLVING EXTRA STEPS4.

: FIND INTEREST FOR ONE MONTH ON $200 AT

I roam FORINUI: PRINCIPAL X INTEREST RATE oli INTEREST + (YEARLY)

2 ADDING EXTRA STEP (ONE MONTH INTEREST RATE) TO FORNIXA: PRINCIPAL X Mow

RATE (MONTHLY) .

E REVIEW,* RELATED FORMULAS...P ,
II RATE OF OROS PROFIT ,e, VIOSS PRoF)T

MOM PRICE
R) GROSS PROFIT SEILINS Pe!'* - COST

5) COST SEWN: PRICE GROSS LOSS

F. CLASS Discus:nom ON ABOVE
I) COULD GROSS PROFIT BE EQUAL. TO OR BREATHER THAN 100%?

2) WHY DO WE SUBTRACT THE SELLING PRICE PROM COST TO GET A LOSS? . ale

fip PRACTICE DRILLS SUBTRACTING IN RELATED FORMULAS

I) NUMBERS 2) maws 5) MOMS AND PERCENTS

H. Mums TEST OF DEFINITIONS OF BUSINESS ARITHMETIC (MATS M)
14, PRACTICE IN MING COMM INTEREST, Tours,MagD BUSIJEs)UFABEWS Pe 200

I
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COURSE: CONFJCIAL OCCUIPATIOSS SPECIFICS

T

I

ILLuitit.,,ALL..Attia
AMITIONAL RELATED BUSINESS ARrrniertic SKILLS Al D PROBLEMS

A. L:Pi INSURANCE AND TRAVEL EXPENSES

I) DEFINITIONS
A) LIFE INSURANCE PREMIUM RATE, DIVIDEND, SNORT TERN 1.00." CANCELIN

SETILINERT, ,lesse-INP, DEPRECIATION, AVERAGE RATE,

s) TRAVEL EXPENSES= MILES PER SAWN
0 APPLYING INTEREST Mom FORMULA SKILLS TO RELATED remelt

EX: OLD FORMULA FOR INTERECT DAME Ire INTEREST RATE X PRINCIPAL.

NM FORMULA FOR PREMIUM CHARGE .1r INSURANCE RATE X NUMBER OF UNITS

FINDINO AVERNUS MIMI&
A) MIME DEPRECIATION PER YEAR * WIDER OF YEARS

AVERASE MILES PER MUM Irr yoTALMIS
TOTAL NUNS.

c) Massa Rites PER HOUR imitatja.
TOTAL MUM OF DRIVING

0) COST 'IRMA TOTAL CCM'
TOTAL MILES

OUNG STREOLS OR NUMB IRS FOR 'Room SOLVING

EX: RATE X TIME DISTANCE RATE X TIME DISTANCE

.
INN TRAVELS 30 MILES AN HOUR FOR) HOURS )0 MILES X) HOURS 90 MILES

jr OEPNINETTE-STPRACTICE

I 4
O NOM **ET DRILLS ON PRE+ENPLOYMENT ARITHMETIC SKILLS
O PRACTICE TESTS INCLUDING MISER ARE VERBAL PROBLEMS

I) NURSER SENSE+A) SERIES B) COMPARISON OF (FRAem" DECIMALS, PERCENT

Si- WHAT
PARTOWE *MIR IS OF ANOTHER + FIND THG =NOIR *MN A rXACTIONAL

PART.

D) Toms PREocuiTNENT SMPLE TESTS
E) WOMEN PIRPoRmvicE TEST

I) KAMM; TIME SCMOULE + A)OVERVIEV e) EASIER QUESTIONS FIRST C) FINAL

MICK OF QUESTIONS ANSWERS
0 TYPE. °FANNERS REQUIRES- + A) LABEL EX: $ 0$ SYMBOLS S) NUMERICAL PORN

EX: $6 Olt 6 C) PLACEMENT OF ANSWER IN APPROPRIATE SPACE

4.

I AkJD T

I

FE

if A E

BUS

A, PRACTICE IN READING
WITUTIM moms. A

ORIU. ON (NDERSTANDI
I) COMPARING STA

EX: INMOST RATE
DEPRECIATION 1.

2) COMPARING AVERAN
EX: RAN TRAVELS 20

N0NAj WHAT I

Co PRACTICE IN SELECTIMS

Ek, EVALUTME TEM OF
MIS MD aiArrift
APPLIED DIMNESS ARI

.4 1,

.80.1.0.0.411~airlamorNININI

griiRMIS.
Moo, Net TORR,

S PUMLI$HING
FOR ROSIIESS

1; MAHER DRILL

Co SAMPLE PRE+EMPLOYED

TicmioNE OF
I! ESTIMATE AllOMI

OF A IWO PINT
()) mown m

4) ET SITS
(s) BY Nu

ifig..21d, +111
1

I

E T I I

M.
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COURSE: COMMENCIAL OCCUPATIONS SPECIFICS NATHSIATICS

ADMISALS14111US SS AR K

AA PRACTICE IN READING VERBAL pROILEMS, *ELWIN APPROPRIATE FORAREAt Aso stop

WITUTINS *mem APPLIED ROSINESS ARITIKTIC, UNITS 7,9
11, DRILL ON (IMEMSTANDINo AND FINDINs AVERADES

I) CoNPARINS STATISM Or AVERAGE WITH MEREST
St Imam RATE IS *MOLY OR $6 PEI! *ma

DEPRECIATION (AUTO) 5,..th yeioiLy OR $103.33 PER $10000

1) COMMIS AVMS( FAD Worm RATE
EX: NAN TRAVELS ES NILES FIRST HOUR, 40 NILES MONO NouR

Mom WHAT IS AVERAGE RATE? (;10 NILES PER HOW)

E. PRACTICE IN SELEcTINO FORMULA FVE AVERAGE OR TOTAL MOM .

D. EVALUTIVE TEM OF MASI* ARiTHINETIC WOW MD MODLEN SOLVINI *DAMNS INVENTORY

TESTS AND ~UR TESTS IN STEIN MagaltAZ AU) END OF CHAPTER PRODLEM

$PPLIED NINE% ARITHMETIC

41,,,my004M0

A.,nliwomsiftwomlihognordpo

AND 30 MUSES THIRD

IONS DECimALS, PERCENT
OWEN A PRAcTIONAL

IONS FIRST C) FINAL

6) ROMERICAL FoRN

AT INP,ACE

FOR CLERICAL TYPIKAND__z_S113100MPIIICTESTS

ARA, NW TOM. 196; rir ? isuairMirIar

OP 9 INEZ PM* HILL, New Yaw 1962 (ramooK woRmat)Sit Paxton*/ Comm Ono" 1959, () taWNKIMEEMNM,

to TEACHER DRILL ON CLASS AND innivisUAL ARITHMETIC AREAS OF niAnness

C. SAMPLE Pas.Enpuito Terrs (AmPasailt)
go Tactsmoa OF ANSIMNIND woos

.) WHAM ANWER 2) 11.1101441i OlIVIOIEILY wens WEARS (3) AsWERINo sow PARTS

OF A NO PART PROLE* (4) MUTH* WPM'S? WAY oF MIRO ARITHMETIC

(5) aiewitis ARITincric co TINE PEWITS

(A) DT ESTIMATION
(II IV FILL ARITHMETIC PROCESS

PARE
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Fes' QWWLY =MUM WAS
abbreviate
absence
absurd
accept
access
accessible
accidentally
accommodate
accumulate
accustom
achievement,
ac of

acquainted
acquitted
across
advantageous
advice (noun)
advise (verb)
airplaee
affect

aggravate
aisle'

allotted
all right
already
altar
alter (verb)
altogether
alumna
alumnae
alumnus
alumni
always
amateur
ambiguous
among
analogous
analysis
analyze
alt3e1
angle
annual
antecedent
aicxxiety

apparatus
appearance
appropriate
arctic
argument
arising
arithmetic
arouse
ascend
ascertain
athlete
athletic
audible
audience
auxiliary
mekward
bachelor
balance
barbarous
baring
barring
baseball
based

APRODIX

battalion
bearing
becoming
beggar
begging
beginning
believe
benefited
biscuit
blamable
borne
boundaries
brilliant
Ykritain

Britannic*
buoyant
bureau
business
buey
cafeteria
calendar
candidate
can't
captain
carburetor
ceiling
cemetery
certain
changeable

chsaging
chrscterietic
chargeable
chauffeur
choose
chose
chosen
cite (verb)
clothes
coarse (adj.)
column
coming
commission
committee
comparative
compel
compelled
competent
competitive
complement
comprehensible
concede
conceivable
conferred
confidant (noun)
confident
connoiaseur
conquer
conqueror
coped:ends'
conscientious
considered
continuous
coOrol
4Ontztaliisd

cooperate
corps
council
counsel

MY

course (noun)
courteous
courtesy
coal
criticise
cruelty
cram,
cylinder
dwelt
deceitta
40fendent
deferred
deficiency
definite
dependent (noun
dependent (veerb4
derived,
descendent
describe
description
despair
desperate
destro
develop
development
device,

devise (verb)
dictionary
difference
diggin
dilspidated
dilemma
dining room
dinning
diphtheria
disappear
disappoint
disavowal
discipline
disease
dissatisfied
dissipate
distribute
divide
divine
doctor
don't
dcriitories
drudgery
dyeing
dying
ecstasy
effect
eighth
eligible
eliminate
embarrassment
eminent
emphasize
employees
encouraging
enemy

ViriPed
erroneous
especially
etc.
exaggerate

exceed,

excel
excellent,
except
exceptional
exhaust
exhilarate
existence
4,v:orbit:Imp

expense
experience
explanation
extension
familiar
fascinate
feasible
debrmme/
fiery
fifth
Filipino
final3
fineacier
foregotnT
forfeit
formally
formerly
forth
fourth
frantically
fraternity
freshman.
friend
fulfil
fulfill
furniture
gaiety~

gayety
gallant
galoshes
gambling

gauge
gage
generally
goddess
government
governor
granuaar

grandeur
grievous
guard
guidance
harass
having
hazard
height
heinous
heroes
hesitancy
holy
hoping
humorous
hundredths
hurriedly
hygienic
hypooriX7
Imaginary
imitative

0,3
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Flibi.:0112 MISSFELLED WARDS (continued)

immediate4
immigration
imminent
impromptu

incident
incredible
incredulous
indefinite
independence
indict
indigestible

indieponeable
infinite
influence
ingenious
ingenuous
innocuous
inoculate
instance
intellectual
intelligible
intentionally
intercede
invitation
irrelevant
irresistible
isthmus
its (possessive)
itte (contraction)
itself
judgment
kidnaper
knave
knowledge
laboratory
ladies
laid
later
latter
lead
led
liable
library
lightning
likely
literature
loath
loneliness
loose
lose (verb)
losing

Ong
maintain
maintenance
maneuver
Manila
mantle (cloak)
manual
manufacturer
many
marriage
marriageable
Massachusetts
material
mathematics
mattress
meant

messenger
mileage
miniature
minutes
mischievous
Mississippi
misspelled
momentous
murmur
muscle
mysterious
naive
paphtha
naval (adj.)
nave/ (noun)
necessary
Negroes
neither
nickel
niece
nineteenth
ninetieth
ninety
ninth
noticeable
nowadays
oblige
obstacle
occasion
occasionally
occur
occurred
occurrence
oiclock
officers
emission
omitted
opinion
opportunity
optimistic
origin
outrageous
overrun
paid
pantomime
parallel
paraphernalia
parliament
particularly
partner
pasteurize
pastime
peaceable
perceive
perception
peremptory
perform
perhaps
permiesable
perseverance
personal
personnel
perspiration
persuade
pertain
pervade
physical
picnic
picnicking

planned
pleasant
pOlitio
politics
possession
possible
potatoes
practically
pra'ie
precede
prededence
precedents
preceding
preference
preferred
prejudice
preparation
pretension
pretensious
prevalence
primitive
principal
principle
prisoner
privilege
probably
procedure
proceed
prodia
profession
professor
proffered
prohibition
promissory
pronunciation
propaganda

prophecy
prophesy
propitious
prove
psychology
purchase
vurenze
putting
quantity
questionnaire
quiet
quite
possible
potatoes
practically
quizzes
rapid
recede
rarefy
ready
really
receipt
receive
recipe
recognize
recoand
reference
referred
regard
region
religion
religious
reminiscent

renaissance
rendezvous
repetition
replies
representative
reservoir
restaurant
rheumatism
rhythm
ridiculous
rite
sacrilegious
safety
sandwich
satiric ,

schedule
science
scream
screech
secede
secretary
Beanie
seize
sense
sentence
separate
sergeant
several
shiftless
shining
*one
shown
shriek
siege
similar
simultaneous
since
smooth
soliloquy
sophomore
speak
specimen
speech
statement
stationary (adj.)
stationery (noun)
statue
statute
steal
steel
stops
stopped
stopping
stories
straight
sivretch

strait
strictly
succeeds
successful
summarize
superintendent
supersede
surer
surprise
syllable
symmetrical
temperament
tenant
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tendency
than
their
thsre
therefore
they're
thorough
thousandths
till
to
today
together
too
track
tract
tragedy
tranquillity
transferred
transient
translate
treacherOus
treasurer
tries
trouble
truant
truly
Tuesday

typfic al.

tyramy
universally
unmanageable
until
using
usually
vacancy
vengeance
vigilance
vili4
village
villain
visibly ..

mar
weather
Wednesday
weird
welfare
where
wherever
whether
which
whole
wholly
who's
whose
wintry
wiry
without
women
writing
written
yacht
your
you Ire
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typist

secretary, secretaries
stenographer, stenography
bookkeeper
office manager
keypunch operator
verifier operator
private
Wednesday
Satu$day
Thursday
Tuesday
typewriter

t ping
posture
December
August
January
February
fourth
fourteenth
for.ty

twenty-six
twenty-sixth
ninety
one hundred
eight thousand
one million
billion
merchandise
Respectfe4 yours,
Very truly yours,
Sincerely yours,
,address

parallel
,Heparate

space bar
carriage
backspacer
invoice
unit
amount
custemer
enclosed
enveloped
attention
received
interview
attached
experience
ordering
receipt
check
personal
appearance
training
duty, duties
materials
business
manuals
machine
instructions

APPENDU U

industry
efficient
electricity
customer
horizontal
vertical
statement of account
debit
credit
balance
folio
amount
appreciate
govern, government
reference
withdraw, withdrawal



APERIDIX III

CASHIER -

appearance innediattly
personnel collected
merchandise. notify
deodorant function
courteey several
emPloYee prepare
truebrorthy minimum
customer instruct
supermarket assistant
industry occasionally
responsibility handling
checkout transaction
operation notation
service column
schedule verify
assign en: authorized
equipment . accepted
booth certain
cOmplaints approved
cooperate deviation
cashiering permitted
opportunity discrepancy
register completion
supplies covpona
receipt expiration
routine prescribed
department compute
demarcation entry
conveyor available
pedal touches
denomination circular
machine frequently
technique utilized
accuracy packaged
procedure wrapping
fatigue whether
heel , hurriedly
motor bar valuable
benefit precaution
notice inadequate
bagger appreciate
taxable apparent
subtotal equally
efficient distribute
special assigned
eontention positioned
groceries parcel
argument pleasant
satisfy containers
multiple upright
basis irregular
receive operation
benefit vertically
possible citrus
purchase cabbage
different potttoes
Imriety appropriate
attention aluminum
eaparate ammonia
amount similar
yreviously fragile
necessary
obtain
additional



ampersand
card column
collating
comparing
control panel
detail printing
duplication
error correction
gaig punching
grip printing
interpreting
listing .

merging

punching position
punching station
release
reading station
reproducing
selecting data
sequence

source (Lodi:Mont
sunmua7 punching
tabulating
verification
cone punch
auto-ooldag

IIPPENDIX IV

program contra, lever
cable
card gage
card jam
card lever
card weight
carriage
column indicator
ejection
fanning the cards
feed knife
joggle
mark sending
manual raplacement
electrographic pencil,
laming
multiple punching
needle checking
character
space her

normal alternate switch
delete
data processing
chip box
fortran

APPENDIX V

COMMON MEDICAL TERMINOLOGY W Ward Elements

A suitable word to express a medical concept can often be quickly aelectel
by following these rules:

1. Define the word for which you are 1c4king. For ozampleo suppose' thatyou want a word meaning a condition of the blood characterised by increasedmgms,

2. Choose an appropriate suffix (a word element Lesiaam with a hyphen)from this list. For example a suffix meaning condition of the bleed isemias

3. Choose one or more suitable prefixes (word elements gong with ahyphen).: For example, a prefix meaning increased is *per-, and onemeaning sugar is Apo-.

t, Arrange prefixes in order of increasing importance .amilextthe suffixafter the last of the prefixes. Pot, example, sinc ar is moreimportant than increased, g.10/to follows hyper-, thui o-, rper-A, and7emia are arranFriglyco-emia.

5. Drop all the hyphens, and, if the suffix begins with a vowel, dropthe final vowel of the prefix directly' before the suffix. For example,since -emit begins with a vowel, hyper-glyto-emia becomes whyperglyeenia.01

6. To check on the word so obtained, look it up in a medical dictionary.For example, hygorglycetnia" is listed in all good -sized medicaldictionaries, and fits the definition with which we started.



OOMMCN MEDICAL TERMINOLOGY . Mord Elements (continued)

N.H. .. In this list, alternative word elements of idential amiring aro liated
in order of pareference,

Abnormality
above
after
air.
anus
are
*rood
before
below
beside
between
bvpaid
bladder
blood

bone
breathinz

- .pant}'

hyper-, super-
post-, seta-

sera-, pneumo-, psnumato-

brachio-

Part-
pro-

hypo-, sub-
pera
interme

para-%
aysto-

"--. hemoto-
homo-1,,,hens-3; -emia

ostoo-
pneo-
toa

alate=4.3
C000»

thora°o-
nolo-, cplono-3

-osis
blood -amiss

urine -n rig

OW2111

chest
colon
condition
condition of the
condition of the
deficient
decreased
difficult
discharge
disease
disordered
duodenum
ear
excreted in tho
exterior
eye

. falling
fear
field of medicine
flow
foot patio?, pedi3
gall bladder cholecysto
AS aero-0 pnoumo-1, pneumato.2

steno-
esphalo-

cardie.- cordi-3,
ilea-

4.4, 401.510 ar-

bi7PO4
dye-

-rrhea
-pat

dye-, sal-
dnodeno-

oto-, anriculo-3
urine uria-

sato
ophthalmo-,oculo-3

.ptosis
-phobia

-logy, -iatrics

-rrhea

and
hglead

heart
ileum
increased
inflammation
interior

hyper-
-itis
endo-

intestines, entero-, See also anus,
cams, colon, duodenum, ileum,

mtuay Or rectum

jejuna
joint
kidney
lackisIg

larynx
liver

artbre-
nephro-,Amil
am(4, art.,0

larimto-
blotto

paatmono-
pnenso4, pnlmeni-3

menstruetion
mortal
mind
mouth
muscle
neck
nerve
nom,
ovary
over'

pain
painful
pharynx
condition of the blood -milk
presence in the urine -aria
pus
rectum recto-
respiration pnewmoo.
science 4.4gi
skin demote-, derma-3, -derma
skull crania-
specialist -legist

-istrist2, -iatrician3
stomach gastro-
study -logy
sugar 61100-
surgical cutting terry'

surgical opening
surgical removal -act olv
testicle orchio-perchido-/
threat See larynx; neck

pharynx, or trachea
troche°.

elkUt

hypo-, sub-1
cywto

ure-I
phlebo-
hydri

ends-, intra-2

mono-

psycho-
psycho.:

stomste-,
myo-

carvino-
mum:

rhino-, naso-z
ephero-t evario-1
hyper-k super-1

0dynia
dym-

phaxynga-

trachea
tumor
meter
urinary bladder
urine
vein, venoms
water
within

1Often,

20ccasionally.
ifisrely*

413efore any consonant but h or
5Before h or any vowel*
6Beers



ai:evaDIX Vi

DICTIONARY OP BOOKKEEPING TERMS

A

A. B. A. numbersthe identification numbers assignod to
banks by the American Bankers Association.

abstract of accounts payable--a list showing the account
titles and balances contained in the accounts payable
lodger and the total of the balances.

abstract of accounts receivablea list showing the ac-
count titles and balances cohtainod in the accounts re-
ceivable ledger and the total of the balances.

acceptancea term used to describe an accepted time
draft.

account- -a bookkeeping form that is used to sort and summar-
izo tho changes caused by transactions.

account balancethe difference between the two sides of an
account.

account form of balance sheet,--a balance shoot with the assets
at loft and the liabilities and proprietorship at the right.

account in balance- -an account in which tho debit and credit;
footings are equal.

accounting period--a time interval at the end of which an
analysis is made of the information contained in the book-
keeping records. It is also the period of time covered by
the profit and loss statoment. It may be any length of time
desired, but it is usually a month, three marstk, six months,
or a year.

account sales--a special report that is prepared by the con-
signee and sent to the oonsignor to show the disposition of
a consignmont.

accounts payable accountthe summarizing account in the gen-
eral ledger for all accounts with creditors in the separate
accounts payable ledger.

accounts payable ledgera subsidiary lodger containing the
individual accounts with creditors.

accounts receivableamounts to be collected from customers,

acoonnts 1,eceivable accountthe summarizing account in the
general ledger for all accounts with customers in the separate
ace&unts reeivable ledger.

accounts receivable carda punched card giving tho customers5
name or account number, or both, and the date and amount of
the sale.

accounts receivable lodgera subsidiary ledgQv containing
the individual accounts with, customers.

account title--the name given to an account.

accrual basis--a method of keeping accounts that shows expen-
ses incurred and income earned for a given fiscal period,
oven though such expenses anti. income have not boon totally
paid or received in cash.

accrued expenseexpense incurred but not yet paid.
11111Pv"
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uthori4edeNapital etooktho total amount of stook that a
corporation is pormittod by its charter to,,iailluo

automated equipmentequipment that does.reearding-and posting
automatically from an original,reeerd.

automationthe use of automated equipment to replace some
hand operations in business or industry.

*B*

bad debtsaccounts receivable that cannot be collected.

bad debts collectedamounts previously written off as unoele
lectible that are subsequently collected; a finanoial.income
account that shows by its credit entries the collections of
accounts that had been previously, written off as uncollectible.

bad debts expense--the expense account to which the amount of
loss on uncollectable debts is debited.

balanae-oolumn ledger -- three -- column ledger ruling that provide
a debit column, a credit column and a balance column. The
balance column is used for showing the balance of the :account
after each entry has been posted.

balance sheet--same as "3tatement of 'inanoial Condition.;
a financial report that presents a detailed picture of the
financial condition of a business on a specified date; a for-

mo statement that shows what an individual (or business)
owns, what ho owee, and what he is worth;' a financial report
that shows the nature and the amount of the assets and the
liabilities and tho amount of the proprietorship on a.speci
fled date.

balancing an accountthe process of determining the balance
of an account, writing it on the smaller side, totaling and
ruling the account, and bringing the balance into the new
section, of the account below the double lines.

balencoslipaa itemized list prepared daily of ooin and
paper mpney to verify the correctness of the cash register
audit tape atrip,

bank balancethe amount in a deposl.tor's account after adding
all deposits to tho previous balance and subtracting the depo-
sitor'e checks and service charges.

bank discountinterest charged in advance by a bank.

bank passbook--small book issued by the bank to a depositor
in which the receiving teller records the date and amount of
the deposit.

bank service chargea monthly charge made by a bank when a
depositor's- balance is less than a fixed sum in order to cam-
pensaterthe bank for the expense of handling a small account.

bank statement -the report the bank roakes to a depositor show-
ing his deposits, his withdrawals, and his bank account balance.

bar graph--a graph with solid bars that shows clearly the
comparisons of two or more amounts,

bill of lading a special form of receipt issued to the shipper
for goods delivered to the transportation company.

blank endorsement--an endorsement that consists only of thename of the~ endorser.



a

board of directors a. group of perso °tad by the stock-
holders from their own number to manage tho businoes of.the
corporation.

bondan intereet-pbearing negotiable, instrument representing
a unit of a largo loan,

bond sinking fundan amount set aside anually for tho retireaunt of a bond issue at maturity

book inventoriesrecords maintained so that they show a
continuous inventory of such items as raw materials, goods
in process, and finished goods.'

bookkeepera p.vson who records .l1 e business affairs
of a business in an orderly manner.

bookkeeping 4clethe imtire bookkosping process applicablto a fiscal period (jouraalizing, posting, preparing a trial
balance, prepering financial statements).

bookkeeping equation »a one-line summary of the balance Sheet
in mathematical form. The fundamental bookkeeping equation is:

Assets = Liabilities Proprietorship

bookkeeping machinea piece of office equipment that, will
add, subtract, and carry forward balances,

book of final entry--a book to which information is transferredfrom a book of original entry* The ledger is a book of final
entry*

book of original entry--a book to which transactions'art:re--Corded completely, one after another, in the order in whichthey occur. The journal is a book of original entry.

book valuethe estimated present value of a fixed asset as
shown by the records; the difference between thc. cost price
of the fixed asset and the acoumulated estimated depreciation(the debit balance of the fixed asset account minus the or'edit
balance of the reserve adcount0 (of accounts receivable) the
differenca.between the debit balanoe of Accounts Receivableand the credit balance of Reserve for Bad Debts; the. value
of a share of stook shown by th corporate books.

budgetan estimate of the income and expenditures for a future
period Cf"time, usually one year; it systematic estimate or
plan for a future fiscal period of,a business,

busintes.liability a debt that is incurred in the operation
.of a business,

business transactionin business, any exchange of one value
for another,

*0*

canceled checks -checks that have been paid by the'bank during
the month and returned to the depositor with the monthly bank
statement,

capital assets-- assets of a permanent, tangible nature, used
in the eporatien of the business. They are otherwise kr.own
as fixed assets or permanent 4ssets,

capital expendituresexpenditures for the original cost of
fixed assets and expenditures that increase the value of
fixed assets.



capitalnsapenditures budget an estimate of e'h expenditures
for purchases of new equipment or other fixid-assets during
a future fiscal parried of C.',131181,11,0010

capital stock'- -the total shares of ownership of a corporationo

capital stock subscribeda temporary capital aocount:that
contains a record of capital Stock, subscribed for but mot
issued because tho subscriptions have not been fully paid

cashthe amount of money on hand and in thec bank.

cash balancethe amount of cash on hand.

casibasisa method of keeping accounts under which no entries
are made for income until cash is actually recOivod, and noi
entries are made for expenses until cash, is actually paid.,

cashbooka book of original entry in which the cash receipts_
journal and the cash payments journal are brought together-
to form one book.

cash budget--an estimate of cash re oeipts and disbur04004t0
for a future fiscal poried of a business; a budget in,which
the estimated expenditures for the coming year aro aUooated
to the months in such a manner that the expenditures, planned
for any given month do not oxceed the cash that will be avail
able (from. collections or borrowing) for that month'

.caSh discounta deduction that the seller offers to,allow
on tho amount of an invoice to encourage prompt payment by
tho purchaser.

cash itema business form that is regarded .as oanh, such as
a bank check, bank draft, money order, or cortified,ohook.

each journal--a journal in which all cash transaotions and
only cash transactions aro recorded.

cash method of handling purchasesthe mothed of reoording
purchases only when they are paid by recording:the invoice
in the oast payments journal.

cash over--See cash short and ova*.

cash short and over--the variation of the cash on had from
the balance of the cash account or cashbook. If the email on
hand is more than the balance of the cash account or cashbook,
the cash is over If the'cash on hand is less than, the bal-
anoe, the each is short; the title of the account in which a
record id kept of the variations of tho'cash on hand from e
the balance of the cash account or cashbook as rovilealod,by
the daily cash proof. The account is debited for all short-
ages in the each and is oreditod for all overages.

cash payments journal--a special journalin which only cash
.payments are recorded.

cash receipts journala special journal in which all cash
receipts, and only cash receipts, are recorded.

cash payments transaction--a transaction in which cash is paid,

cash registera business machine that is used to provide an
Immediate record of each cash transaction; a business. machine
that provides quickly an immediate record of transaotiono4
It also provides a convenient place for sorting and )010046
the money used in daily transactions.

cash register totalsthe daily totals for each type of trans-
action, snch as cash sales, charge sales, reeoiptt (maw:fount,
and

*aid
outs.



each saleono in which cash is received Zro the full amountat the time of the sale.

cash she cash short and ovor.

cash surronder valuethe amount that may be received.if alife insurance policy is canoeled,

cash transactionstransaotions in which each is receivesOr paid,

certificate of ineorporatian--a written application to thestate for permission to incorporate,

charge customera customer to whom msrchandise is sold onaccount,

charge saleone in which morohandise is sold with tho agreement that the amount is to b paid at some date later thaathat of, the sale.

oha:rtera certified or approved copy of the certificate ofincorporation that has been properly recorded.

chart of accountsa list of acoount titles showing the armagement of the accounts in the ledger and the numbor assignodto each account; a classified list of accounts usod by, a busi-ness as a guide in recording transactions,

shook. a written ardor, signod by the depositor, iauthorizinga bank to pay cash from his account.

check rogistorthe name frequent lipe'd to describe the 'ramof the cash payments journal that is used with the vouchorsystem.

chock stubthat part of the cheek form that is bound permanontly in the checkbook. It is used far retaining a rocor6of the check that is attaohod to,it,

chocking accountan account with a bank that permits the-depsitor to withdraw cadh by cheok,

ohronologioal orderin tho order cle occurrences.

circle graph (or pi* graph) --a graph in the form of a circlethat is divided into piecos or sections that indicate prOtwettions,
clostbd accountan account that has had its balance transferred to another account.

closing entryn entry made at the end of a fiscal periodto transfor tho balance of one account to another,

closing the ledgerthe procoss of recording the closing entriesin the general. Journal, posting thorn to the lodger, and rulincand balancing the lodger accounts; the entire process of trans-forring tho not profit or the not loss to tho capital,accaumtn._

0,0.D.--colloot an delivery, meaning that tho customer areasto pay for merchandise at tho time of delivery.

O.Q.D. accounta general lodger account that is maintainedto show the amount to bo oolloctod on 0.0,D, salos, It isdebited for all C.O.D. salos. It is oroditod for all C.O.D.colloctions and for all returned C.C.D. shipmonts,

0.0.D, dolivery shoota form that is fillod out daily toshow the details and the totals of the C.O.D. sales, oulloc-tions, and roturns for the day.



o .0.1). purohasos-wmparchases that are ma with, the undorstan.4.-
in that tho merchandise will bo paid tor at Um tiima it is
reoeived; .

0.0.14 salessales that are made with the maderstan4i4 that
tho merchandise will be paid for at the time it is delivored.

collateral surett--oommercial paper, suOh as Stook dt bonds)
which is plat:ad with he len.der, as socurity :for the payment
of a loan.

collection agencya business organized for the purpose of
oolleoting socounto fer other busins

oollatora machine that automation mergei pAno4A4 oards
for a mast= file.

colleotioL dooket-m.the record whioh an attorney keeps with
olieats who engage him to make colloations for the!**

oolliwtion 4)moms/8-4he expense incurred in the oollsotion
of notes, draft, or am:founts.

oollootion ratiothe ratio of receivables (accounts, notes,
and interest) to not solos and indioatos the efficiona.of
a business in colleoting its accounts with customere.

columnar cash payments journala cash receipts journal in
which Ipooial columns are providod.

columnar cash receipts journala cash receipts journal in
which speoial columns are provided.

columnar general journal general journgi,ln which t.pecial
oolumns'are provided.

columnar journala journal with special columns for the
classification of transactions*

columnar purchases journala purchabes journal in,whioh
special columns are provided*

columnar returned purchases and allowances journala returmod
pin and allowances journal.p which special columns
arc provided.

,

oolumnar returned. sales and alloWances,joilrnala returned
sales and allowanoes journal in which special columna are
provided.

columnar sales journala sales journal in which special
columns are provided»

'4
combination journal.uMa multi-column journal that combines
several journals or all journals into one book of original
entry.

combined cash journala combination of the cash receipts
journal and the cash payments journal with one or more Of
tho other journals.

combined cash journalsee combination journal.

combined entry.( 000und entry) one that contains more than
two bookkeeong elements. Suoh an entry may consist of two
or more debits, or two or more credits.

commercial drafta written order signed by one person or
firm requesting another person or fix xi. to pay a stated sum
of money to a third party*

0
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commissiewm-a percentage of the
ment that the oonsignee retains

oommission marohanta business
purpose of selling goods as the
ohantsp and manufacturers*,

t.

sellingprioe .'of ..a consign-,
as the fee for his s'ervicos*

that is established for tha
consigaee for producers, mer

common dividends payablean account that contains record
o the amount owed to the o °mon: stoc ktolders for dityidends..

common language machines--office maohines that wan o4-4mtztracate
with each othor through, the tedium of punched paper. tape or
cards

comm.= stockthat part of the capital stook that does not
have special preferences or rights. If a corporation has and
one 'kind of stook, it is known as common stook*

comparative balance shoot--a balance sheet that show, infor**
motion for more than one fiscal period,

comparative profit and loss statemont--a profit and loss_
statoment"that shows information for more than one fisOal
period.

comparative reports -financial reports that show the ;figures
for more than' ono fiscal period*

oompound.entryT-ssee combinod entry.'
comptrollermo-the official of the business whose approval of
the payment of a voucher must be obtainod before the check
may be issued*

conditional sales contract an installment contract which
stipulates that title to the property referred to in the
contract shall not pass to the purchaser until the price is
fully paid in cash*

consign3eone with whom a shipmont of goods is plaoed.to
be sold for the owner (oonsignor)*

consignheata'shipment of goods t at is Placed by the owner
(oonsignor) with another (consign ) to be sold for the owner*

consignment ledaara subSidiary ledger containing the indi,
victual nocuunts with consignors .

consignment sale--a sales transaction completed by a consignee
whereby goods are sold for a consignor,

.

consignor--tthe owner of goods sent to a consignee,

contingent liabilitya liability that does, not actually
exist at the time of preparing a balance sheet but that may
matorialize upaa,the.happening of some avant*

contra balancesbalances in accounts that, are the opposiU
of the:normal balances of such accounts.(as an account payable
with a .debit balance)*

controlling accounta general ledger account that summarizes
all the ocounts in a subsidiary lodger*

cooperative a type of buSiness enterprise that is owned by
its customers,

copyright-- -'a speoial license issued by the :Federal goveram4at
that insures to authors and pUblishers the exclusive rightP
to publish written works or trademarks for a poriod of twenty-
eight years*
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Corporationheea form of business organization that may have
many owners with each owner liable only for the amount of
his invest dent in the business. It is an artifioialipersen
created by state or Pederal law, As defined by the Supreme
Court of the United States, a corporation is flan artificial
being, invisible, intangible; and existing only in contem-
plation of law."

*orreoting entries--entries made in the general journal to'
correct errors in two or more ledger accounts,

cost of merchandise soldthe result obtained by subtracting
the ending Merchandise inventory from the sum of the beginning
merohandise inventory and the net purchases for the month.

cost sheeta special sheet containing space for recording
the detailed costs of each production order.

Orathe abbreviation for credit,

credit an amount that is to be recorded an the right-hand
side Of axxaapount.

credit balancethe amount by which the right side of an
account exoeeds the loft side.

credit amount column the right-hand side of an account or
journal column.

credit entryan entry that is placed on, the right-hand side
of an account.

credit footing of an accountthe columnar total that it
written at the foot of the credit money column in the aocount.

credit for dependentsan exemption that is allowed for each
minor child under eighteen years of age and, in certain oases,
for others who are dependent upon the taxpayer for their chief,
support. The amount of this exemption is subtracted from the
taxpayer's not income in the computation of the income tax.

oredit.memeranduma special business form that is issued
by the seller to the buyer and that contains a reourd of the
credit whioh: the seller has granted folareturns, allowances,
overcharges, and similar items.

t

oreditorane' from wham merchandise is purchased on ex'edit
or on account.

credit sidethe right-hand side of an account.

cumulative preferred stockpreferred stock that acoumulatep
the claim for unpaid dividends from year to year.

current assetsassets that are iii. the form of cash or that
can be converted into cash within a short period of,$ime
usually less than one year,

current liabilities liabilities that are to be paid within
a relative short time, usually within a year,

current ratiothe ratio of current assets to current liabi-
litiee; indicators, the ability of a business to pay its current
liabilities in cash as they fall due.

customer a person or firm to whom a business sells morchandiwaa

onsteuer master file--a file of accounts receivable runched
cards.



data processing any Landliag of figures to provide Aesil,edinformation.,

daily memorandum reeord-lse. record of a doctor or a dentist
showing the names of the patients served an eaoh day, the nayturn of the serviees rendered, the charges to the patientstaceounts, and the cash colleetions from the pationtsV,

date the time at which a transaetiaa
It is indicated by specifying the year

date of aceeptance~ythe date an which
or accepted*

date of draft-44h* date on which a draft As drawn,"
.

date of paYment ..0.0the date on which deoldrAd
dividends are Te4able

date of record bedividendsftwethe date on which the recordednames of stockholders are listed for dividend payments*
.

or event takes place*
'1110 month. and the ay,

a time draft is honored:

date of the, note --the date of issue,*

debit.0-an amount that is to ,11, recorded on the leftfahand sideOt ft4 account*

debit amount column~the leftw-hand aide of ort, aceouit orjournal column*

debit balancelemethe amount by which the left sido of au a000untexeeeda the right side.

debit entri-van entry that is placed on the lefthand sideof an account*

debit footing of an aceount-,00.the columnar total that as writtenat the foot of the debit money oolumn in the aocount.

debit sidethe leftNhand side of an aceount*

debtor ore to whom merohandise is sgld on aecount*

deoreasessUbtraetions from an amount. Decreases are arediteto asset accounts and debits to liability acaounts or the
proprietorship account*

deductible items--items that the taxpayer slay subtract fromhis gross imams*

deferred charges-wassets that *± be consumed within a ohdrtperiod of time through use; supplied and serviees purchasedthat will, be consumed in the operation of the business*

deferred eonsignment expenseswgoexpanses recorded by a consignorthat apply to oonsigned goods that till be sold in e fatursfiscal period.

deferred creditsineOmes that have not been, lamed but forwhich cash has been colleeted*

deferred grosS profit on installment sales -the gross profiton installment sales that will not b realized until futurefiscal period*

defieite title sometimes used in oorporaiimi. aceouating.sys-tems to indicate a not loss and the title off` an, account towhich this may be charged.
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depletion -40the Feast in he value of aof exhaustion or cOnsumtion
depositorono Se's cash is dopositsk
deposit tioket0400 business or on which, the depositor listsall the items tWt he wishes to deposit in the banks
depreciation,the co3Istant decrease the talue of tizetli assetsbecause of wears-. the passage of titles and obseiesotfneoo
detailed aud4t strip.--the paper tape on which there i tutto-;matically printed a record of each transa0tion watered en thecash register.
digital (tempo:term-ma electronic conputer that deals nthalphabetic) letters and with numbers..
direct labor-,0the amount o the wages 15aid to employees Whose)tine may be charged to. specific finished products.
disbursement "oouchor0.-a

discounte(17-Q, term usod
advance.

4

utandard order for making payments.
when interest on a note' is takon,421

discounting a note reeeiveble-00selling a note receivable toa bank or t'd somaixe else .

dlscowat an, purOaSes040a cash discount taken by the bilyor.
discount on saileiwi-o-a cash discount iranted'by the seller.
dishOiler--to refuse to accept or to pay; said in respector a draft, bills chocks or nato.
dishonored' check-p-a check that a bank refuses to pay.
dishonored ,note --.a note that the maker refuses or is unableto pay when it is due.
divided-polumn journala Journal in which the debit. Amountcolumns are at the :loft tot. the account titles and explanation,col n it and the credit amount columns are at the right of theaecoUnt titles and =planation colurra.
dividend--"that portion of the 'earnings ,to be .distributed. tostockholders.

donated 'surplus-4.a capital surplus account that contains arecord of the par value of donated stock that is in the trea-
sury of the corporation and of the proceeds .from donated(stock that has boon sold.
dormant partner one who is not known to the public, as a,nenber of the firm and who does rot take an active 'Part inthe managenont of the business. ;

dot3ble-entry bookkeepingthat system . of bookkeeping underwhich-both the debit and, the credit olononts ofn.,oach trians.i.;action avre recorded.

double posting -the posting of a debi. count or a credit,amount to two acoeunts.

down payment--the- cash payment that the parch oror nerothan;m4dist) sold on the Installment plan is, required to make at thetine of the sale.
Dr.--the abbreviation for debit.
draWee--413t person who orders the bank to pay cash rem, hisaecount,



drawing accountan account with the proprietor or with eachpartner in which a record is kept of the temporary changesin the proprietor's or each partner's capital, due to withdraw-als, profits, and losses.

earned income credit- a. pereentage of the' individual taxpayer'searned inoome which he may subtract from his net income in
the oomputatian of his income tax.

earned surplus --the undistributed corporation profits, resulting from the regular operations of the business.

eleotronio coomputerw.wo oommon
tal oomputer that can be used
ing purposes.

omploymont'ItaXetitaxes based
employees

term used to describe the digi-
for record keeping and account-

on the wages and salaries of

endorsement-with() signature on a negotiable tnstrument or thestamp on a.oheok that transters tolls-to the instrument orcheck.
;.

endorsement in fullan endorsement that states on whose orderthe oheok is to be paid, together with the name of the endorsor.

endorserone who signs his name to a note, a check, or other
similar instrument for the purpose of transferring it to ano-ther person.

endorsingthe act of signing a note, chock, or other similar
instrument for the purpose of transferring it to another person,

entryeach record in a journal.

equipmentsuch fixed assets as display cases, desks,; type-writers, adding machines. and cash registers.

equitythe value of a claim that ap. individual or a business
may have 'against an asset or a group of assets.

estimated balance shoot--an estimate of the assets, liabili-tics, and proprietorship at the end of a future fiscal period,

estimated profit and loss statement--an estimate of the income,
expenses, and net profit for a future fiscal period.

exemptionan amount of money on which a person does not have-to pay income tax.

expense ay decrease is proprietorship resulting fron'theoperation of a business.

expired insurancethe cost of ineuranoe premiUms the benefitof which the business has received during the fiscal period.It represents. an expense for the period,

explanationa clear, eoneise, and complete description ofa transaction.

express C.O.D. envelope- a special envelope, supplied by theRailway Express Agency, that the shipper attaches to a C.O.D.express shipment after insetting in the envelope the originalcopy of the sales invoice-,
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general journal usually a two culumn journal that maytibe usedin reeording all types of transactions.

general ledgerthe ledger that contains all the aecounts
needed to nake the income statement and the balance sheet&

going concernan enterprise that is already established and
engaged in busineas.

goods .in processgoods in the factory an whielt'some operationshave been performed but that have not been Completed.

goods in process inventory an inventory representing the
total cost of unoompleted products on which sane operations
have been performed.that are on hand in the factorye

goodwill--an intangible asset that represents the difference
between, the book value of a business and its purchase (ox'
sale) price when the latter is greater than the book valmei
en asset representing the value of the proprietorship of a'
business in excess of the amount of proprietorship appearing
on the books; the amount by which the price that a'corporation
Pays for the assets of a business exceeds the proprietary
interest of the owners.

grapha chart that is used to show mathematical figures in
diagrammatic form.

gross ineone--the total taxable ineume.

gross profit an salesthe amount b the not sales exeeeds
the cost of the merchandise sold.

honored--a tern, when nit refers to a draft or a note, meaning
that the paper was either accepted or paid,

horizontal bar graph--a bar graph on which the bars aro plot-
ted horizontally.

*1*

immediate record a business paper prepared at the time of
a transaction that describes a transaction.

balancete= meaning that the total of th debits is the
same amount as the total of the credit6.

incomean increase in ploprietership resulting on the ober
ation of the busineee.

income and expense summarythe account to which the balances
of. all income and expense accounts aro transferred at the and
of-e6oh fiscal period.

income statementthe report showing the-income the exponsoe0
and the net income or net loss.

increasesadditions to an aMounte Increases are debits to
asset accounts and eredits to liability aceoutts or the pro-
prietorship acceunt.

indirect laborthe amount of the wages paid to employees who
work in the factory but whose time may net, be charged to
speeific finished products.

inputany acceptable means of presenting information to an
ttutonated machine.



input mediarecords from, which an automated machine tan read
information as data.

installment accounts receivable --the title of the eentrolling
account in the general ledger that controls the installment
ledger.

installment contracta contract that sets forth the Bondi-
Lions of an tnstallment sale and the payments on it

installment ledger--a special ledger in which are kept the
accounts with oustomars who purchase merchandise on the in-
stallment plan.

installment sales--sales that are rade on terms by which the
customer pays part of the selling price at the time of saleand signs a written eontract oovering the settlement of the
balance in periodic payments*

intangible asset.an asset of an intangible nature that bone-,
fits the business for several fiscal periods; an asset of an
immaterial, nonphysical nature that adds value to the businessonly as a going concern.

interestthe amount paid for the use of money.

interest-bearing note--a note in which the maker has agreed
to pay the face of the note with interest.,

interest expense--tha expense incurred for interest on anydebt.

interest incomethe income realized from interest on any
claim against others.

interest payable--a liability representing accrued interestowed by the business.

interest rate ---a percentage that expresses the relationship
between the interest for no year and the principal.

interest receivable-ern asset representing accrued interest
to be collected.

inventory sheet--a form that shows tho quantity, description,
unit price, and total value of each unit of merchandise instock.

invoicea business fen; listing goods sold, the method of
shipment, and the cost of the items.

invoice (approved)--ah itemized statement already cheched for
accuracy, carrying the signature of the proper person auther7..zing payment.

issue value --tho valuer of a. share of stock at which it is
isaued by the corporation.

*3*

job cost ledgera ledger containing all the cost sheets for
tho various jobs in process.

journal--a book in which any of the records of a business
are First written.

journal entry-the record of a transaction in any journal.



journalizing--the process of recording a transaction in a
journal. It consists of two steps: ta) the meatal process
of determining the deigts and the credits, and (b) the recordu
tag of the entry in the journal.

*L*

ledger--a group of accounts (usually all the accounts) .

legal feesamounts charged to or collected from clients for
legalrcounsel or services.

liabilityan amount that is owed,

limited partnerone whose liability for the debts of the
firm is limited.

lihe graph--a graph that uses a single line to indicate in-
oreases and decreases in an item from one period to another.

.

liquid assetscash and other assets that in the nyrnal caper- ,

ation of. a business will be converted into cash in a reason-
able length. of time, usually within a. year. They are also
known as currant assets or floating assets.

liquidationthe process of paying the liabilities of a busi-
ness, selling the assets, 'and distributing the remaining cash
to the owner or owners of the business.

livestock purchased costthe amounts paid for livestock that.
is purchased for the purpose of resale within a few weeks
or mYnths.

livestock purchased sales-uthe amolints received from the sale
of livestock that was purchased for the purpose of resale.

long term liabilitiessame as fixed liabilities.

loss on bad debts--an expense that results from failure to
collect amounts due from charge customers.

loss on fixed assets--a term applied to the loss, or expense,
that reedits when the book value of a fixed asset is greater
than the actual value at the time the asset is sold.

loss,on sale of assets-.7an expense account used for recording
losses that result when assets are sold fcr less than the
book value.

*M*

magnetic ink character reader--a machine that can read and
use information that has been properly printed in magnetic
ink.

maker --the person who signs a promissory note, agreeing to pay.

making a depositplacing cash with a bank.

manufacturing budget--an estimate of the manufacturing costs
for a future fiscal period.

manufacturing statementa special statement that is prepared
to giVo detailed inforation about the cost of the goods
manufactared

Varket valuethe value of a share of capital stock or mer-
chandise at which it may be sold by a stockholder.
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,,Itarity datethe date on which the note is due.

maturity valuethe amount that must be paid ad the date thenote becomes due.

membership recordone,that lists the names of all the M42Ximwbore of an organization and shows the dues that eaoh has paidto the treasurer.

memorandum entry--an entry that records information that isnot to be posted.

merchandisegoods carried in stock for sale,

merchandise inventorythe value of the merehandis on 'hand.

merchandise received for produee-o-a special income aopount.(The Federal income tax law provides that morehandise received
in exchange for farm produce shall be reported as an income
itom separate from produce sales, thus necessitating thisspecial account.)

meriohandiwturnpverthe number Of times that a business buys,and sells a.stock of geode during a year.

MORan abbreviation for magnetic ink character reopgaition.._Magnetic ink numbers are used to process bank checks auto-matically.

Minus asset--a tern applied to the ameunt that must be subtrac-ted from the original value of an asset in order that the
present value of the asset may be known.

minus incomean amount that is to be deduoted frau the balanceof an income account.

minute book-- -a book in which is kept a record of the proceed-ings of stockholders' meetings and board of directors' meeting

miseellaneous entriesentries that cannot be reeorded,in aspecial journal.

mixed accountsaccounts whose balances are part abset arid
part expense er part liability and part income.

monthly sun marya form similar to tihe cash Jourr 1 to whicL .

the footings in the cash journal are transferred at the end
of each month. The columns in the monthly* summary are exactat
the same as the columns in the cash journal, except that oneadditional °elan= is provided ,for the cash, balance,

*N*

net cost of merchandise prachasedthe not amount of purchasesplus Transportation of Purchases,

net decrease in capital-- when the withdrawals exceed the net
profit, the net profit is subtracted from the withdrawals and
this difference is called net decrease in capital,

net inconee-the amount of the difference if the ineome is lar-
gar than the expenses.

net incorie fr. Operationsin order to distinguish betweenincome that cones from the regular operations of the business
and moons that does not, the net income obtained when the
Total Operating Expenses arcs subtracted frOn the Gross. Income
on Sales is called Not Income frau Operations.



not loss- the ;mount of the diaerence if the expense re
larger than the income.

net profit- -sea net income abov

net purchasesthe gross amount of purchasee less the aftount
of the returned purchases.

net sales-the gross amount of sales less the amount of the
returned sales.

nominal partner-gone who represents himself or permits others
to represent hiie to the public as a partner, but who in real
ity is not a partner.

non-interest-bearing note-ea note in which the mgker not
Yequired to pay interest.

nonopereting expenseseedecreases in the proprietorship of a
business that are incurred through the financial' control of
the business. They are also known as financial expenses,
nonrecurring expenses, or other expenses.

nonoperating inoeme-ean increase in the proprietorship of a
business that is derived from gains through the financial
control of the business, It is also known as financial incone,
nonrecurring incone, or other incane

no -par valueehaviag no face value.

no-par-value stockeeeteck that does not have a value for each
share printed on the stock certificate.

"no sale" transactiane-a term used to show that the cash
register was operated fur some other purpose than to record
a sale or to make a payment*

notes payable.promissory notes issued to creditors.

notes payable register-ea special book in which a detailed
record. of ail notes and acceptances payable may be recotdede

notes receivableprole issory notes received by the business
frau its elastomers.

its

notes receivable register- a special book in which a detailed.
record of all notes and acceptances4receivable may be recorded.

*0*

obsolescence the decrease in value caused by changes in
models and new inventions that render fixed assets out of
date.

old-age insurance benefitse-annuities or pensions, paid to
employees who have been taxed under the Social Security Act.

opening an accountgetting aa account ready for use.

opening an account in the ledgerwriting the account title,
on the heading line of the ledger page reserved for the scoaant,

opening a ledger--getting a oamplete ledger ready for use.

opening entryan entry that is made in the general journal
to record the assets, liabilities, and proprietorship of a
now business 4t the tine the business is organised, or of a
going concern et the tivevea new set of books is opened; the
first entry that is leede in opening a new set of books. It
is recorded in the general journal and presents a °caplet°
record of the assets, the liabilities, and the proprietorship
as of the date ,of the entr

AMMO



`if

-19

operating expenscsdecroasos in the proprietorship of a busi-
ness that are incurred in carrying un the normal operations
of the business; any expenses incurred, other than the cost
of (.50.)do sold, in conducting the normal operatims of the
business.

operating inconethe increases in the proprietorship of a
business that Era derived fron the principal operations of
the business.

.irder bill of lading- - special form of bill of lading that
ik; used in C.O.D. freight shiprk.ents. It is negotiable and
is ,sod only to the pers,,n in whose favor it is drawn or
tho p,,rson to whiR it is (,,,ndorsed.

order blank--a printed furi.,1 furnishcA by the seller to the
buyer for the buyer's use in ordering nerchand.ise.

organization expensescosts of organizing a corporation,
such eLs the incorporation foe and attorneys' foes.

ostensible partnerone whz; is openly recognized by the pub-
lic as a partner.

other exp,,nsean expanse not considered to be one of the
r,:walar operating expenses of a business4

output- -the result or infort:ation given by an autonated nachino.

outstanding checka check tht has been issued but not pre-
sented to the bank fur payment.

overabsorbed overhead--.th44 excess of the extinatod overhead
charged to the- goods in process over the actual overhead
in a manufacturing business.

overheadthe expenses other than raw naterials and direct
labor that are incurred in the ranufacturing process.

*ph

paid invoices file--an alphabetic filo for paid invoices.

parcel-post 0.O.D. tag--a special tag, supplied by the Pust
Office Dopartnent, that the shipper attaches to a parcel-post 0.0,D. shipnont. It shows the custoLler's nano and ad-
dress and the aneunt to bo collected on delivery.

participating preforred stookpreferred stock that has th,,
right to share with the connon stock in profits above a fixed
anount.

pr:rticipation dividondsearnings of a cooperative that aro
distributed to .ach no or in proportion to the anount of
inv6stnent in the cooperative.

partner--a person who is a r.eLlber of a partnership; one who
has entered into a verbal or written agrcenent with one or
noro persons to operate a business.

partnershipa :Com of business organization in which two or
llore persons cunbine their property or their skill, or both,
in one venture:_ and agree to share in the profits or the losses
of the business.

par valuethe value of a share of stock printed on the stock
certificate.; the face value of each share of stock is stated
in the corporation charter and on each stock certificate.

N.
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par-value stock stock that has been ass ignod a definite valuo
and tho value is printod on the Stock a% wtificatos.

passbook.0-a small book, supplied,to the depositor by #le bank,
in which the receiving teller enters-the amount and date. of
each deposit. Bach entry in the passbook is the depositor's
receipt for a deposit,

patonta special license issued by the Pederal government
that insures to an inventor thenuplusive right to nanufao-.
lure his invention for a period of seventoon years.

patients' receivablo ledger--a .edger containing a dentist's
or a physician's accounts with his patients.

patients' receivable summary-0a supplementary record form of.
a dentist.or a physician tt which the accumlated totals of
the daily memorandum record sheets are posted at the end
of each week and at the and of the month for the purpose
a. providing a proof of the posting to the patients! receiv-
Ole ledger.

DAYee--the person or firm to whoh a promissery note or a check in
peyablei, r.

payroll, -a special Ipusinees form' listing all eoployees enti
tied to pay for a certain period, with the amounts due each.

payroll clerkse-in large businesses, office workers who spend
all or nest of their time keeping payroll records. In snallor
businesses the bookkeeper usually keeps the payroll records.

payroll taxese-taxes.basod on the wages and salaries of filpo
ployeee. They are also known as employmant taxes.

pencil footingscolumnar totals that are written in small
pencil figuros at the bottom of motley teluans.' In a journal,
pencil footings are used to prove the equality of debits and
credits ih the mney columns.

pensionsstated allowances nade by the government or a busi!-
noes organization to those who nave retired from service. .

peg board systema standardized system of nanual accounting
(also called writing board er accounting beard.)

poreentage bar graph -a. bar £aph inkwhich each bar, repro-
senting 100 per cent, is divided to indicate the proportions.
of the items that rmke up the total. 'or example, a bar
representing total income nay be divided into percentage
proportions to indicate cost of merchandise sold, operating
expenses, financial expenses, Pederal incone taxes, and not
income.

perpetual inventory--(book inventory) an inventory record that
shows changes in amounts on hand as the changes occur.

personal asset -mss asset that is owned for personal use.

personal exemptionan amount determined by the taxpayer's
status as a single person, married parson, or head of a fam-
ily which he nay subtract fran his net income in-th4 oompu-
tatian of his income tax.

personal surety --a person who agrees to be financially res-
pensible for the debt of another persok.

petty cash book--a memorandum, book for keeping a record of,
sorting, and summarizing the miscollaneous small wish pay-
ments paid out of a special office fund rather than throughthe regular checking accoUnt.



petty ()ash fund--a small fund of cash that is kept on hand
to provide tho money needed fsr naking small payuants or
for making change at the beginning of the day.

petty °ash recurda term 'seed to describe the classified
record that is kept of payments made by cash in situations
where it is tho practice -kx deposit all cash receipts in tho
bank and 1 make all majos, disbursements by check.

p -tty cash vouchera written Born that provides an in mediate
record of a petty cash payment.

physical inventsryan actual ecounttof itens on hand,

physisian's case recorda record sheet for each patient which
contains a complete case history of the patient.

pictorial grapha graph that makes use of pictures, drawings,
or cartoons ,to make the figures or proportions more interesting.

plant and equipmentsame as "Fixed Assets."

pocket memorandum booka small book that one carriss with
him for making a pencil notation of the nature and the amount
of each transaction at ths time' it occurs.

post-closing trial balancea trial balance taken after the
closing sntries have been posted and the accounts have been .

raled.

postingthe process of transferring journal entries to the
ledger.

posting referenoe column of the journalthe culunn that
provideS space for writing the number of the ledger page
to which d debit or a credit amount in a journal entry has
been pasted.

preferred stock that part of the capital stock that has sone
special rights or preferences.

propaid'insurascethe oust of insurance premiums paid in
advance, the benefits of which have not yet been received by
the business;

prepaid transportation charges- transportation charges paid
at the shipping point by the person who is sending the shipment,

present capitalthe proprietorship at the and of the fiscal
period.

principalthe amount of msney borrowed; the unpaid balance
of a loan.

proceeds the amount that the borrower receives for a note
when it is sold to a bank or individual at a discount.

professional feesamounts charged to or colloctsd fron eli-s
ents for servj,ses rendered in a licensed field ur profession.
(Dentist, Doctor, etc) .

profit and loss statement see income stssement.

profit and loss summary accountincome and expanse,summaryaccount .

profit on fixed assets--a term applied to tho. profit that
results when the bosk value of a fixed asset is less than theactual value at the time the asset is sold.



promissory nett -8n unconditional written promise to pay a
fixed &meant of money at a definite time. It is signed by
the person or persons agreeing to make the payment.

preprietershipownership. Its value is measured by the di:Cot
ferenee between the total value of the assets and the total
amount of the liabilities. It represents the owner' >s equity
in his assets.

proving cashdeteraining that the amount of cash oar band
agrees with the bookkeeping records,

provision for Pederal income,taxesa current liability ac-,
count that contains a record of the estimated amount to be
paid to tho Pederal government for income taxes.

purchase allowancea credit received by the buyer, often
because of inferior or damaged marchandise.

purchase invoieea formal business paper prepared by the
seller and delivered to t7la buyer that tells the, buyer what.?
has been sent, and when it was sent, and the total cast of
tho purchase.

purchase on aecounta transaction in whicherterchandiSe is
bought with a4 agreement that it is to,be paid fur at a later
date,

purchasf iorder a business fora prepared by the buyer that
deSorib the merchandise to be purchased.

purchases the account used to record all purekases of more
ohandise in a merchandising business.

purchases accountan account in tho general lodger where they
total purchases for the month as shown in the purchases jour'
nal are recorded as debits,

purchases budget--an estimate cf the purchases that will
provide for the anticipated sales of a future fiscal period.

purchases journala special journal for recording purchases
of merchandise on account, (Also called purchases book and
purchase regIsterc).

purchases return--the credit rocs:11W by the buyer because
merchandise is.returned to the seller.

*Q*

quick assetscash and other assets that can be readily oon-
verted into cash,.

quick ratiothe ratio between the quick assets and the cur-
rent liabilities.

*R*

rate of estimated depreciationthe annual depreciation of
a fixed asset expressed as a percentage of the cost price;
a percentage obtained by dividing the annual depreciation
of a fixed asset by the eriginal cost.

ratio--the relationship of one item to another items

raw materialsartieles that are either changed in form or
united with other articles in a ma nufaeturing business to
became a part of the finished products of the factory.
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raw nateriale inventory--an inventory representing the total
cost of natorials that are on hand in the storeroom of a
nanufaoturing business.

receipt book--a bound book of blank receipt stubs with detach-
ablo blank receipts,

reconciling tho bank atatoment--the process of bringing into,
agreement the bank balance as shown on the bank statement and
the balance as shown on the chock stub,

repossessed installment sales--the title of the general ledger
account in which the returned installment sales are recorded.

report form of balance sheet--a balance with the assets, the .

liabilities, and the proprietorship in a vertical arrangonent.

repossession the process of taking back merchandise sold on
the installment plan on which payments have not been cunpletedi

requisition journala special journal in which a record is'
riade .of. each stores requisition honored by the stores clerk
in a nanufaoturing buainess.

reserve for bad debts- -sane as "Allowance for Bad Debts."

reserve for depreciationsane as "'Allowance fur Depreciation."

restrictive endorsementan endorsement that limits the rec-
eiver of the check as to the use he nay make of the funds
collected.

retained earnings--the amount earned by a corporation and'nut.
yet distributed to stockholders. (Also called "earned surplus,
"retained inoome," "accumulated earnings.")

retirement of partners--the withdrawal of partners from a
partnership.

returned purchasesitems of merchandise that the business
has returned to.tho creditors from when the narehandise was
purchased.

returned sales -itens of norehandise that tho customers of
the firm have returned for credit.

revenue expendituresthose expenditures that do nut increase.
the value of the fixed assets but that are neoessary to nain
tain the assets in an efficient operating condition.

reversing ontriosgeneral journal entries nude at tho be-
ginning of a new fiscal period to reverse the adjusting entries
that wore recorded at the and of tho preceding period.

sale on accountsales that
tho, amount is to be paid at
sale or a sale on credit.)

are made with an agreement that
a later date. (Also called charge

salesa bookkeeping term that refers to all nerchandiso sold.

sales allowancea, credit allowed to a customer often because
Of inforiar or damaged morchandiso.

sales budget- -an estimate (' the incone fron sales for a fu-
ture fiscal period.



saleb invoioeabusiness form prepared by the seller that
lists the goods that are to be shipped to the customer.

sales journala special journal it which all sales of nor.-
chandise on account are recorded.

sales on account sales that are made with the agreement that
the anount in eaoh case is to be paid at some date later than
that of the sale.

sales quota- a statement of the amount of silos that each
salesman, supervisor, and branch ranager is expected to con ,-,
plete during a future fiscal period.

macs returnthe return to the seller of goods previously
sold to a customer,

sales slip or sales ticket a 'business form that shows all
details about a sale.

sales tax--a tax on sales that the seller collects frog cus-
tomers and pays to the state or Federal government

savings accountan account with a bank on which a bank pays
interest to the depositor.

schedule of accounts payablea list showing the balance owed
to each creditor and the total count owed to all credlters.

schedule of accounts recoivabloa list showing the account
titles and the balances in the accounts receivable ledger.

schedule of farm income and expenses a special form, showing
the details of the farms, intone and expenses and the resulting
net farm profit, which the farmer must fill out and attach
to his. Federal income tax return.

school treasurerthe school faculty x.ienber who is direetor
of the student activities office.

school treasurer's fundthe, title of the account that is set
up to take card of all inoomannd expenditures resulting from
the uperatiun of the school activities office.

secret partner --one.whose. membership in the firm is not known
to the public, 'although he nay have. 6n activepart in the

.

management of the businese.

self-balancing subsidiary ledger a subsidiary ledger fron
which a trial balance may be taken.

selling expense-budgetan estimate of the cash expenditures
that will be required for the expanses of the sales activitieb
of the business during the budget period.

sensinga term that describes the reading of information
from input media 'by an autunated nachine.

service! charge--(bank service charge) an amount that t1
bank charges to the. depositor each month to 'cover the oust
of the, clerical work and supplies connected with handling
the depositer's acceunt.

sharesthe units into which the uwnership of a corporation
is divided.

sight draft--a commercial draft payable upon presentation.

signature carda card that a depositor signs to provide the
bank with a copy of his authorized signature.



silent partner --one who is known to the public as a member
of the firm but who does 'not take an active part in the man-
agement of the business.

simplified invoice forma form of invoice that conforms to
the standards recommended by the National Bureau of Standards
and the National Association' of Purchasing Agents.

single-entry bookkeeping--a system of bookkeeping in which
only the debit part or only the credit part of a transaction
is recorded.

single -ledger system of accountsa system of accounts in
which all the aCcounts are contained in one ledger.

Social. Security Actthe Pederal law under-which taxes are
imposed to provide funds for old-age insurance benefits and
grants to states for the administration of unemployment come
pensation.

social security card- 0e. small card issued by the Social Se-
curity.Board to each employee who comes under the provisions
of the Social Security Act. It shows the employee's name,
his permanent identification number, his signature, and the
date of issuanee.

mocial security taxesa general term that is used to rota
to taxes imposed under the terms of the social security laws.

solid area graph--a bar graph in which the bars are joined.
together so that comparisons may be made more conveniently.

sorter--a machine that automatically groups all punched cards
of a. similar kind, and arrnages them in numerical or alpha-
betical order.

special columna special column used in the journal to save
labor. It has as its heading the title of an account in the
lodger. It is used whenever an account in the lodger is
debited or credited frecinently during the month.

special journala book of original entry in which transac-
tions of only one kind ere recorded.

special partner--the same as a limited partner and is one
whose liability for the debts of the firm is limited.

standard ledger rulihgtwo-column lodger ruling that provides
a debit money column at the left of the center of the page
and a credit money column at the extreme right.

state employment tax--a tax paid to the state, usually by
employers only, for use in paying persons temporarily employed.

statement of account- -a business form that shown the charges
to a custemsr'a account, the amounts credited to his account,
and the balance of his account.

statement of financial conditionsame as "Balance Sheet
Statement."

statement of income and expensesa summary report which shows
the amount and sources of the incomes the amount and kind
of each expense, and the not increase in proprietorship.

stock certificatethe printed evidence of a stockholders'
ownership in a corporation*

stock certificate book--a book of blank stock certificates.



tockholder.riIpersons owning one or more shares of the capi-
, sock of a corporation.

tocholers, ledoara subsidiary ledger that contains de-
tAilsd 1-;Aformation about the stock owned by each stockholder.

stc,ck leder--a lodger containing an account with each typo
.roduct idallufactured

stock tmmsfer book--a special journal that is used to record
triasZors of stock Its entries are posted to the stockhol-
durls ledzev.

stop paymentto request the bank on which a check is drawn
to r us to pay the chock when it is pr.ese0cd for payment
(also applieiJ to stopping payment on money orders or other
similr negotiable instruments).

stores led3ura ledger containing an account with each itemof raw material.

sti)res requisitiona special form showing an itemized listof me,terials to be withdrawn from the storeroom for us
in thQ f4otory.

str,Liht-lino methoda method of calculating depreciation
that distributes tho total amount of the estimated depreciation
over the probabls lifo of the fixed asst in equal annual
ixist::,11ments.

subscriberspersons who promise to buy stock to organize
a csrporation.

subucrib&roi ledgera subsidiary ledger that contains all
information about the subscriptions and the payments of -each
subscriber.

subocription book--a book consisting of the subscription blanks
that haw. been turned over to the bookkeepor. It contains,
the; is that serves as a basis for recording the
subcriptions receivable in the 6,,:noml journal.

subscription cash record--a memorandum cash record of down
paymsnts tuld installment payments received from subscribers
to stock.

subscription listan agreement signed by subscribers indi-
cs.ting the amount of stuck that each subscriber has agreed
Ito pilrchase.

osossriptions reseivablea current asset account that shows
the amount to be collected from subscribers to capital stockin a corporation.

subsidiry ledger---a ledger that is summarized in a single
account in the general ledgQr.

summspizing entry--an entry in juurnal form that is written
below the footings in a columnar journal to show that the
debit.; and the cr4;:dits are- equal.

suppdrtint; schedule-sadditional lists of facts or financial
re arts that Lxe used with the balance sheet or profit andloss stLtumont as uupplementary reports.

sus: Dlussume as "Riatainod Barnings;° the title of the account
that summarizes the- changes in the proprietorship of a cor-
portion; surplus plus proprietorship is the net worth; undi-vii profits.



°V accounta form of lodger account that shows only the
account title and the debit and credit lidos.

taking inventory --the process of ascertaining the prosent
value of the merchandise on hand.

temporary proprietorship accountsincome, cost, and expense
accounts that are summarized at the end of each fiscal period
so that. the net profit may be transferred to the.permanent
proprietorship accounts through the profit and'loss summary
account.

terms of sale--the understanding arrived, at between the buyer
and the seller as to payment for merchandiqop

thirty days after datephrase meaning that the amount is due
for payment on a time draft thirty days after the date of
the. draft.

tickler Pilo --a card record of invoices arranged accorUng
to their duo dates; a card filo of tixings to be done, arran-
ged chronologically according to the dates on which the items
should receive attention.

time draft- -tone that is payable a certain number of days after
the date of the draft or after the date of acceptance.

time of the notethe number of days or months from the date
of issue to the data of maturity.

trade acceptancea written promise drawn by the- seller of
merchandise at the time of sale and signed by the purchaser.

trade discount- -the deduction from the list prices.

transplacement--(or a slide) an error caused by moving all-
the digits of an amount to the right or the left without
changing the order of the digits .

transportation on purchasesthe cost of all transportation
charges on merchandise purchased.

transpositionan error caused by the interchanging of digits
in an amount.

treasurer ---one who handles the financial transactions of
an organization.

treasury stock- stock that has been issued and that is later
reacquired by the corporation.

trial balancethe proof of the equality of the debits and
the credits in the ledger.

trial balance footings--the columnar totals written at the
foot of the debit and credit money columns on a trial balance.

trial balance in balancethe two totals of the trial balano4
are equal.

trial balance of balanoesa list of account titles showing
the balance of each account in the ledger.

trial balance of totals--a list of account titles showing the
debit total and the credit total of each account in the ledger.

trial balance out of balance the two totals of the trial
balance are not equal.
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*U*

uncollectibleaccountsaoouunts with charge customors who
will not or cannot pay what they owe.

underabsorbod overhead--(for a manufacturing busiLnass) the
excess of the actual overheesa over the estimated overhead char
ged to the goods 'in process.'

unemployment compensationoompensation available under car-
:tain circumstances for those who are unemployed and who are
unable to obtain employmont.

unpaid vouchers filea file containing all the unpaid vouch
ers. Ih unpaid vouchers are usually arranged 'in the order
of their due dates.

*V*

valuation accountan account that is used on the balance
shoot in calculating the present value or book avlue of an
asset account to which it is relatod; a reserve account*

verifying the extensions proving multiplication and addition
on a purchase invoice.

vortical bar grapha graph in which the bars are plotted
vertically.

voiding a checkwriting the word ,,voidu across the face of
the check and the- stub to indicate that the- check and the
stab are- not to be used.

vouchera business form that provides written authority for
a bookkeeping transaction.

voucher checka check that contains on its face a brief sum
wary of the voucher to show the purpose for which the check
is issued,

voucher clerka clerk. who prepares the vouchers of a business
that usee the voucher system.

voucher rogistera special book of original entry in which
all the- vouohers of a businees using the voucher system aro
reourded.

vouohers payabloa general ledger account that provides a
summary of all the unpaid bills of a business using tho vou-
cher system. It is in the nature of a controlling account,
as it provides a check upon the sum of the vouchers in the
unpaid vouchers file,

voucher systema method of controlling expenditures through
the use of approved vouchers.

*W*

wasting assets -fixed assets, such as standing timber and
mineral deposits, that decrease in value because of the ex-
haustion or depletion of the. resource.

withdrawals asse.ts taken out of the business by thek proprio-
tor for his personal uses

working trial balancea bookkeeping device for arranging and
classifying the trial balance itoms in terms of the financial
reports to which they apply.
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work sheet--analysis papPar that provides for the sortingand the intorprsting of the trial balance, on a single sheetof paper.

write-it-once principal- the procedure of using carbon paperor other means of producing more than one copy with only onewriting.

written offrterm meaning that a custaaeris account that isconsidered uncollectible is closed by transferring its balaireto Reservo for Bad Debts.

RJE/iao

0



APPLDI.,:.

vf OCAY3IY,11,./1).;.ii

Date

1 31exible mp.,sins lost nearly
n. oreaicaole

b. iaaatiAlac
e. plir.ble

weak

2. 71.ilant mems most net
a. sensible
b. watchful
C. suspicious
d. restless

ee' * Innr)to means most nearly
a. eternal
b. well- developed
c. az-Itive

d. prospective

Precedent means most nearly

b.
example
theox'y

ce

d. conformity

:) The employer was alaaa to
rmployees0

a. amicable
b. accessible
c. tender
d.

M40.0a

his

'The vas much dixpssik in the
suestions subaitted."

a. sinilarity
b. triviality
c. value
d. vaxiety

:rite, the letter of

13.
r3s.

proceed

14. z.. existence

15. a. weit,

a. noticable

17 . a. balansin:s

n. a. spesific

16.

1). R, referance

20. 1 dolictible

21. A. toansoint

9 0

C.

el 1

herataip

(1, ezbn.bfiti

c. sfuaillar

QU.P.,3r21.01IS

the word which

b. procede

b. existense

b. vie(sht

b. noticeble

b. balanceilk;

b. specific

b. referrance

b. deductable

b. .br.,?lisient

herita3e

b. mthibition

b. similar

I *

Te,cher

"He vrs surprised at the temerit,
of the new emloyee."

shyness
b, rashness
c. enthusi,sm
d. self-control

3. A reolltion which is r7id is
most 1.1.enqy

. precisely stated
b. -strictly enforced
c. rnrely applied
d, clearly expressed

5ome people invest money un-
wisely because they are too

P. credible
b. critical
c. creditable
d. credulous

:Lo. Fall-cious means not necrly
A. falterim:;

b. deceptive
c. stumblin
d. foolish

11. Anticip-te means most nearly
P. foresee
b. rnnul
C. pprove
d. conceal

12. To sry thl:t work is tedious
moms most nearly that it is

v. technical
b. tiresome
c. interestina
d. confidential

is spelled correctly:

c. proseed d. none of these

C. existence d. none of these

c. waLjht d. none of these

c. noticeable (1. none of these

c. balancin3' d. none of these

c. specefic d, none of these

c. reference d. none of these

c. deducteable d. none of these

c. tvancient d. none of these

c. heiritaze d. none of these

c. exibition d. none of these

c. similar d. none of these

r.



TaY-OUT ON mut SPELLING AND VOCABULARY QUESTIONS

1. Y4220.aa2aLE291.altIl
a. obstruct
b. accelerate
c. advise
d. demolish

2. 2,22)Lata. means most nearly
a. retaliation
b. warning
c. advantage
d. denirl

3. Capitulate means most nearly
a. repeat
b. finance
c. surrender
d. retreat

4. Extenuating means most nearly
a. excusing
b. incriminating
d. opposing
d. distressing

5. 14221919112 means most near 34y
a. favorable
b. free
c. well-known
c. option

6. Ara means most nearly
a. responsible
b. conciliatory
c. despotic
d. argumentative



APPENDIX VIII

A.;;; PetITIMETIC iiEVIEW PROBLEMS

The purpose of the AMS Arithmetic Program is to encourage students to
develop skill and accuracy in the arithmetic computations that they Will use
frequently in their adult life regardless of the type of business they may
enter.

Emphasis is placed upon the use of knowledge and skill in arithmetic.
However, many of the problems are stated in terms of simple application to
business situations since the ability to use arithmetic in practical situa..
tions is important. The problems are the type that should be understood by
students regardless of whether they have had any training in business.

The following review problems are typical of the types of problems to
be included in the Arithmetic Program test. It is recommended that these
problems be reviewed with the students and by the teacher, using the customary
classroom approach. Because the review problems are provided, students are
expected to make a perfect score on a test in order to qualify for an ANS
Certificate.

1. The following problem requires you to determine the amount of cash re..
ceived by a business, the amount of cash paid out, and the balance of
cash remaining. The cash balance is computed by subtracting the total
amount of cash paid out from the total amount of cash received.

Cash Received gmbigid out

$397.98
148.77

2.63

45.50
838.74

a. Total Cash Received

b. Total Cash Paid Out

c. Cash Balance

$139.71
386.69

72.28
109.03

4.17

2. An operating business starts the month with some cash on hand, takes
in additional cash during the month and pays out cash. Determine the
cash balance at the end of the month. To solve the problem: (1) add
the cash balance at the beginning of the month to the amount of cash
received; (2) subtract the amount of cash paid out during the month.

$1 367 42 Cash balance, January 1
Cash received during January

a. Total Cash
. Cash paid out during January

b. Cash balance, January 31

3. Businesses generally deposit cash received in a commercial, bank account
and make payments by check. Cash "deposited's is the cash put in the
bank against which ',checks') are written. The company keeps a check
stub or other record upon which it keeps a"running balance of cash in
the bank. It adds eachtemit to the balance and EnLetLa.ctil each cheek
that is written. In the following problem you are to compute the bank
balance after each transaction.

$150676032

a.

b. $
2 6 9 2

c.

d.

0.28
C. 4r--------

__._Jagagt
f.

Balance
Check # 682
Balance
Check # 603
Balance
Deposit
Balance
Check # 684
Balance
Check # 685
Balance
Deposit
Balance



4, 0ocasionally it is desirable to determine thew..trm of a series of
figures. To find the average, several numbers are added together and
the total divided by the number of terms that were added. For example,
the average of 30, 42, and 60 is 44. (30 42 + 60 = 132. 132 3 = 44)
Determine the average in the following:

a. A store sold 620 hi.fi records in April; 846 in May; 730 in Jitne;
548 in July. What was the average number of records sold per
month?

empolluolowarromiallmlINNImmirmarbripalOWW.P....--...1W410*

The sales of a store for one year were $70,963.20.

1. What .4rere the average monthly sales?
orfaawmiriosartor moin..0000maymemmmilormelsocv

2. What were the average daily sales if the store was open 308 days
during the year?

The following problems provide a review of arithmetic processes involv-
ing decimals.

a. Add the following:

1. .620 .42, .250 04 =

2. 1.20 .063, .45, 1.0

3. $4.50, $.67, $.82, $14

b. Subtract the following:

1. .059 from .128 =

2. .546 from 1.48 =

3. .48 from 2.0

c. Multiply the following:

1. .32 x .56

2. .66 x 1.2
arommmamblwaiaeftwepammosvm01~~~ftleb

3. 2.55 x 12.4 =

d. Divide the following:

1. 1.75 by .25 al

2. .63 by 4 3,*

3. .69 by 3.0

.110"......0.111.04.01.10NOMINSIIMMIK~Mainnftsme

ordolumewhwatelPilmoosominossurr,

e. A company paid $653.64 fo7.-. gasoline. The gasoline cost 31.2 cents
per gallon.

How many gallons were purchased/

f. A man purchased a TV set on which he paid a sales tax of $14.25.
The rate of the tax was 3 per cent.
What was the cost of the TV set?

6. Solve the following problems involving fractions and reduce the amount
to the lowest denominator:

a. Add:

1. 6 2/3 + 3 1/4 t=

2. 12 1/2 + 5 2/3 + 6 5/8

3 c 1/6 + 21 3/4 + 9 2/5

b. Subtract:

1. 15 3/4 6 2/3

sofxsawrimuoweareftwassiserewsiattokastrus



6, b. Subtract (Continued)

2. 9 1/3 - 4 5/8

3. 21 5/6 9 3/5

c.

1. 5 5/6 x 7 3/8

2. 14 7/8 x 8 1/3

3. 6 x 12 3/7
OMONINAMMOINOWALMOIONANIONSIMO.71",

d. Divide:

1. 14 2/3 4, 51./2 ic

2. 21 3/5 4 10 1/8
44wawanostomammaromminWaws000000Ma.0601.1.

3. 42 1/2 4 18 1/3 m
04141~101604111"MMUm.6100.1111.11140.006N111,

7. a. 50 is 1/2 of 100. What fractional part of 100 is:

1.

2.

3.

4.

5.

6,

25

33 1/3

16 2/3

12 1/2

6 1/4

37 1/2

b. The information above can often be used to simpltfy computations.
For example, the cost of 144 ball, point pens at $.33 1/3 each can
be computed as follows:
144 x $.33 1/3 = $48. However, since $.33 3./3 is 1/3 of $1, the
same result can be obtained by taking 1/3 of 144 which is also
$48. Compute the following problems by this method:

Amount of Cost

1. 36 paper back books at 25 cents each:

2. 120 pencils at 12 1/2 cents each:

3. 48 packages of paper at 16 2/3 cents each:

4. 60 pens at 66 2/3 cents each:

.m..wawriftersimorm~araroars

usomimosommrftwaremvormoserimi

orromommemeromommormirwarm.

warewilemerMIIMMONONW/WNWWassaammosn

8. The following problems involve the use of percentage:

a. If you purchased items upon which a sales tax was charged, what
would be the amount of the tax?

1. jacket, $22, rate of sales tax 3%:

2. Radio $114.50 rate of sales tax 2%:

3. Used car $875, rate of sales tax 2 1/2%:

lensuatedie

WoNSIMAIMPISMIAINOWMORSIMINMWINII.

IMPIIIIIIMNININEMPOOOMIN11111111110014.0

.0.011WOMINawasamisWialollaNIOWINNINI

b. Some businesses give customers a discount if the merchandise pur-
chased is paid for within a specified period of time, such as 2%
if paid within 10 days. What is the amount of the cash discount
for the following:

Amount of
temastiatalatit Rate of Discount agaInglat

1. $362.00 2% MMINIMNOMINIMMON10000ft,"".



8. b. (Continued)

Amount of
Amount of Purohase klAl2.111.2221.M. gilLAIMA

2. 4') 493.85 2 1/2%

3. $10678.80 3%

c. Determining the "mark-up" en werchandise is a computation that is
made frequently by retail stores. Markeup is the sum that is added
to the cost price to arrive at, the retail price. Markup may be
figured as a percentage or the cost price or as a percentage of the
sales price, When it is tigured as a percentage of the 22d price
it is called "mark.up on coat." When it is figured as a percentage,
of the pgall price it is called "markieup on retail" or "mark 'up on
sales." For example;, a store wants to sell an article at a price
equal to 33 1/3% more than the $15 it had paid for the article or,
in other words, at a 33 WA markup on cost. Such mark 'up would
be $5. It is computed by mittiplying the $15 cost price by 33 1/3.
The sales price based upon the mark-up is then $20. It is computed
by adding the $5 markup to the $15 cost price. Instead, however,
the store might prefer to establish the sales price of the article
on the basis pfa 33 1/3% 'markup on retail." Such mark-up would
be $7.50. Here is how it is arrived at: The retail price should
be considered as equivalent to /00%. Since 33 1/3% is the desired
mark.up the balance remaining (66 2/3%) represents the $15 cost
price. Therefore, since 66 2/3% equals $150 33 1/3% is 1/2 of $15 zo
$7.50 which is the dollar value of.the 33 WI% markup. The sales
price based upon that mael.up is then $22.50. It is computed by
adding the $7.50 markup to the $15 cost price.

What would be the selling prices of the following items?

SelIing.Priee Selling Price
Article g9Plittarl 21.9.1A02:12 19.121169B.226. ItA2140.M1111

1. Electric fax $ fA.00 30%

2. Carpet $120.00 25%

40111A0~~~411**1011/A01141111111 4111110111011~061KON001101001101mMe

owareavatiarearreporms soserylorommeormihismoftworedmkoram

d. If a store purchaaea ;4 lamp for $50 and sold it for $75:

1. What was the per.cent of mark-sup based on cost?

2. What was the per cent of mark-up based on selling price?

e. What was the per cent of mark-up on a table that cost $75 and sold
for $100?

1. Based on cost

2. Based on retail

NNI1.011104~1001010foriMai

9. When a person borrows monay he is charged interest on the loan. The
interest rate is bad upon a percentage of the amount borrowed (called
principal). The interest rate is quoted on an annual basis. If you
borrow $100 for one year (360 days) at 4%, the interest would be $6;
for six months, it wevld be $3; for 60 days (60/360) it would' be $1.00.
Hence, the interest is computed by multiplying the rate by the principal
and by the time. Compute the interest on the following;

Pringtki

a. $200

to. $300

c. $190

d. $440

e. $500

112 Liat

6% 6 months

7% 6o days

6% 45 days

6% 3 months

5% l years

teLtimeLt

OWWWWWOOMMOIWOMMIONIMMOWASOM

Or4.00~0.1.01,001001100~A".14*

allINOWSMAINOMINIONIMFORNMPOMMIMI

omermarftimIMIMINIVIONME110116ffigaggrAll

Oneilteltelia414101101410O01110010,00

10. Some employees in business are paid on an hourly basis and are paid a
higher rate when they work ovcrtimeo Me Wilson worked 46 1/2 hours



10. (Continued)

one week. His regular hourly rate is $1,80 per hour. He is paid timeatd one.half for all hours over 40 that he works in one week. aisearnings for the week are computed as follows:

Regular eumings - 40 x $1.80
ist $72.00Overttne earnings . 6 1/2 z. $2.70 CI 1/2 x $1.80) 1

Total earnings 9

Compute the earnings for the following persons. The regular workweJek is forty hours and time and one.half for overtime.

Hours Worked ,max
af, boa Crialer 43

b. Albert Allen

c. James Whitfield

d. Mstry Stone

45

40

36

$1.50
YliblorairmilharaWlearrir4kr~Mr

1/2 1.90
40..40100016.0400.0.10MOlolOair

2.12 1/2

1.66 2/3



ANS Arithmetic Review Problems KEY

3.

5.

6.

a. $1,433.62
b. 748,88
c. 684.74

LM

a. $110212.61
b. 3072046

a. eii4,952.03

b, 13,733.39
160383.12

d. 16:35346
a. 15,863.08
E. 160813.58

a. $686
b. (1) $5,913.60

(2) $ 230.40

a. (1) 1.33
(2) 2..713

(3) $19.99

b. (1) .069
(2) .934

(3) 142

0. (1) .1792
(2) .792
(3)31.62

d.(1)7
((B :723

0, 2,095

f. $475

a. (i) 9 11/12
(2) 24 19/24

(3).36 19/60

b. CI) 9 5/12

(2) 4 17/24
(3) 12 7/30

c. CO 43 1/48
(2) 123 23/24

(3) Y74 4/7

d. (1) 2 2/3
(2) 2 2/15
(3) 2 7/22

8.

9

a. (L) 1/4
(2) 1/3

(3) 1/6
(4) 1/8
(5) 1/16

(6) 3/8

b. (1) $ 9.00
15.00

(3 840
04 40.00

a* (1) $ .66
(2) 2.29
(3) $21.875

or $21.88

b. (1) $ 7.24
(2) $ 12.346

or $32.35
(3) $50.364

or $50.36

CO $65.00 $71.43
(2) $150,00 $160,00

d. CL) 50%
(2) 33 1/3%

6. (1) 33 1/3%
(2) 25%

a. $6.00
b. 3.50
c. $1.425 or $1.43
d. $6,60

0* $37.50

a. 6.75
b. 91.675 or $91.68
a. 85.00
4. 60.00



APPENDIX IX

SAMPLE AEtITIEGMELTEAT_VSTIONE

Mather She ., an__zsdere!..anektizl of numbtrr elati...54,11:W.

1. 10 is beer much grerlter that 5? How Iamb less than 10 is 5?2, 35 o e 1-
,, ..,.....

of 14 " ......
3* 20 * It to 0 ageiftliNelf

10 50 le 4 114 , a: osoommon 4 II " " 50 is 30?5.: 100 s IQ ft * " 8C? IS " W " 100 ie 80? ...........:

6 5 30 $ x
0111WINUMNO 41WOMII406

7 4 7. x 2 2 z
0 4 '6 It 4 4 x

,.......
......,,,,,, 1-,..12 z

9* 8 x 6 6 x .. ... Ower440100

440,4,0, .r.:
wommosa zg

liumumumso.. 5z9 9 z .15 3:......7: ....... 411814kiwilW,

Arrange in &scolding order (ntat e get smallor)s

11, 8, 11, 4, 9
12. 2/3, 3/5, 1/2, 3/1

otkaolilfgs.n49.12.2%
150 36 3, .003, .03

Wibilo.6,AWW 4100101410Min WiGssysisCWIMMO fUlliugiiollaSW

1611011160,100 arifiNINMeaho tromprilailial Illmillialvala

Wiloadirmit4041 4310/1/~iiiagek4 figismagool~ iiiiMeWirdwirwolv

KWWWWIM 0110411.4WW.

olIONmesitalwinim tworamomoirt

Arrange in ascenang order Wawa getUng larger

16. .7, .777, 7.7, 7.007, .07
170 5/6, 5/12, 5/110 5/8, 5/17

alwal.111101.111 1111101004011101 GOV.14111iaMds 110070100/11040

almaraliNAINM Osivalliwistretaf #111roamoilikait

eh nuther in each greup is greater Ana`

18. Ws 1, 'At ailgs) 004%
29. 1.040t .9%, 0204 .050 1, 09820. 100%/t 50%, 1.1%, 1.1, X/2, 7/18.
21. 50%?t 3/40 1/20 3/6, 1/25, 3/822. 6001 4/50 2/5, 3/8, 1/2

Whiff nenber in emeh group is.the greeter ameast?

230 3, .35, 301, 03330 095
240 1/2's 50%, 3/50 075# 90%

amber. IA each ;,.:etip is the SI Alest

25* 3, 2, M 05, .555, 016
26. 401A0 4) 404% 4/5, 44

Which pairs are exact duplicates (the' se MAIM

270. . 4567 76514
28. . 33103 nhi3
29. 886522 886522
30. 1010210, 1010210
314 98768797, 98678797
32. 332013012 .. 132013012

One limber in each *f the folloving * le
is twitted. lihat are the ambers?

330 '2, 4, 6, 8,
34* 3, ......0 90 120 !rm..
350 50i, 45# 35)
360 4# 9# Tr,'" 19# 3°
374 5, 50, 5000 5600#
380 70 21, 63, 367
390 120, 60, 30,
400 40
44.....". 1/3: 2134, L Ls/30 7,75

illivik#100110.0

Offtwommiiiiimo

041111141111111111111101

.101101110141,1*

otamffilmerawr avuolioriorritto

100111aliorimmtlat alilowasesuaNawrr

ONIONSVONIWirdla {0010



Page 20

Which number in each series does net fit in with the pattern set by theethers?

1126

4346,'

hits

6,

2,
2143,

7,
4,

81,

13.,
8,

27,

12,
16,
35,

16,
32,
3,

17,
720

1,

18
128
1/3

VONOWIMOMMOMMW

WINMAINIWWM

011.10WOMMO.M

45.

46.

Which two of the following figures may be fitted together tomake a pertect square?

A B C

Which three of the fellerimg figures may be fitted
tegethei to rake .a triangle?'

A

and

Logic. If A aT: B and. B Cif does A v. C?

Amine that the first tut) statementa are ,true. Is the final vas(1) true (2) Woo (3) net certain.?
ta., Blinds have more tun than brunettes, !ate is a blond. and

Marlene, is a brunette. Evelyn has more. fun than Marlene,

480 The trumpet is in tune with the trombone* The trimbene is iiatune with the piano. trunpet is in tune with the piano,
490. ..A31 boys are wild. Joe is a boy.. Joe is wild.
SO. John hit 'Harry, Ferry. bit Nall. flOhri atti not hit Max.

51. best New Yorkers are democrats. Meet New Yorkers are
biseball fans.. Some democrats are baseball fans.

',B Fundayitents3; Arithmetic Per Retail Sellias
Add (group 10's tegathert 7 4- 3, 5 .24. 5, etc.)

10 7

50 1140
202

9. 18,75
086

1089
126.50

26 7 3 9 28
5 . 46
3 12

70 198075.h9
.76 .22g9

10. 25099 11. $ .98
2.98 .69.

5.49 .75
1.75

dat

4. 93768

19

Meek

9000
800
120

80 385.29 119.97

894.77 11021E

12, $ 609
, .25

G69
1.98



Subtract.

13. 8

18.. $ 5.89
"1.98

27. 3.59
x 3

Page 3.

115.

19.

36
..1""12

$ 27.50
'12.75

15. 135-6

20.$5.255.25
1.79

1641

21.

3897

$ 8.00
-1.75

17. 2070
-378

23. 6 21i. 5 25x2 x9

28.., 8.76
2E21

26. .12
x

29. 16 x ; 30. 9 x 100 31. 265 x 1C00
(Multiply with 10, 100, 3000, etc. by adding series)

$ 1.45 Per v...0x 6 ties 33. $ 2.60 per yd. 34. $ 8.79 des.JUL

35. 8.25 36. 19.39 37. 7.89 38. 32.69
x.15 x .20 x.10 x .05

What is the total coat to the -customer for the following itoon?
8 cups at
7 saucers at
6 dishes at

15 plates at

39. TOTAL COST

Divide

Q.LI% 9 I $14095

h2. .2 r 18.50

$0.48 ea.
$0.35 ea.
$0.69 ea.
$0.98 ea.

101.111111101110101MMOMWai

481111110MNININIMIllt111180

ANNIMINNINOIrMIMMINION

t ..gotaterrememeasi

lap 5 ttW""--
43. 1.67 534. 104. 1.08 167

O. ,210.41.11riej.ftim.1 eisjoilt,,x Ax fi eti.c fox seta glen.Arl,zge& iambs

Time due Nate.N.nownrei01.0.0111
swawarIVONPON

Ten will be, allowed 15 minutes in which to do these problems. W.* serapidly as rwou can but dsa not work so faat that you will **e unotecessalyerrors.

Please :ttestezt,pitz Sales ,Tax On All Problems

Adds 1. $0.75 2. $0.98 3.. $19.85 15. 2983.07»69 .89 7.38 1840.62....0,2 .LI 12.97 ..11,22,
2.02,

Subtracts 5. $ 13,85
.98

6# $11.15 $10.00



%4,

ratigy: 8. $2.88 per yd.

Page If.

9* $545 per 0.10z,

TaTiodsummommak.:Le e 6 J $33.95 12. 9 $1410.50

10. $1.99 per lb.
x8 aakt,...

13. An employee selects one sport coat $4445, 3. pro slacks at $2i.99 and
6 pairs of seeks at 3 pairs for $2.790 %bat is total coat to the
employee if a 20% discount is allowe?

140 that is the total cost to austoiaer An' the following it

5 shirts at t179 ea.
.3 ties at .914 ea.
2 pro socks at 1.49 pr.

Total Cost

oromumimmorms

44801010~4milommunrinaning

owCW:uowr.414014411

aworrotowineewmieworamale

3.50 if a $20.00 b&U is presented by the customer far the above purnhase,
how much change is due him?

16. Sales taxes vary in different parts of New York State. Rev loch )aoro
would a customer have to pay for the same coat at $69.95 in Now !fork
City where the sales tax is 5% them in a branch store where a 3% sees
tax is required?

17. A store allows its emple7ees a 20% discount on personal clothing and 10%
discount, wa all other nom. An employee buys a pair at shoes for Vassal
far $114.77 Raw much Tidal the shoes cost his?

Ilirossour4410.1Wateinwemarsokonwieurreiflefterwesomenerce

18. Towels are on sale at 5 for $14.98. Row web will 9 cost?

19. Find the total cost of the following items:

a*tttr Article At Dollars;Mir 4759
shirts 7,47

3. shirt

Total Costs'

20o Mad the total cost of the folleming item

Article At Dollari
Wilir". for*WO
toothpaste 2 for 790

Tote Costs

Cents
011.14171,011,1411~1W11111010

Cents
H'IRIMMVOIMMINowanlelt

crusavnawitemisvorro
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APPLIED READSIC CiNiPREIRNS)014

. SPECUICS

Grocery Checker - Shi

Unit One

1. OVIALWITON. AND
ORGANIZATION

A. Purpose of Course
10,Summary of job duties
and objectivee of
course

2.Physical demands of
the job
a. Health
b. Appearance
c. Speech

Marking conditions
on the job

a. Hours
b. Public contact
c* Routines - policies

B. Safety and Performance
Standards in Marketing
Occupations

1. Work habits and.
attitudes

2. Accident and fire
prevention and re-
porting

GENERAL AND SPECIFIC
COMPREHENSION

A. Reading for Paragraph
Interpretation

1. Responsibilities
2. Physical demands and

working conditions
3. Training objectives

B Rereading - picking
out the facts

1, Difference between
selling and non-
selling jobs

2. Various parts of a
department store

C. Reading for General
Information

1, Types of retail jobs
2. Types of retail

outlets

e. Types of manufactur-
ers and wholesalers

ORUNTATION TO
VOCABULARY AND SPELLING FILL

FORMS
A. Orientation Terminolo
1. Business vocabulary

EX.wholesaler, pre-
approach, initiebive
(see vocabulary list
in appendix)

2. Use of context clues
for meaning anew
werds
k. "The cashier was
negliegpt when she
forgot to include
the sales tax."

3. Spelling -"ie-elprule
"1i" before 'e'
except after '0
or when sounded
like 'a' as in
neighbor or weigh."

A Abb
found
merit A

and
Empl

pll cat

dep.te0

sal.

2. Sale
a. no.

St
nam

month

tatio
month

B. Prac
folio
tuns
out Ac
Repo
"In u
meet
miss



IMIVE-MERGHANDISING OCCUPATIONS, SPECII ICS - BASIC ItaRtON LOGUAUS LIZIS.1..00111mo
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KINOM AN KTERIALS

SPECIFIC
SION

for Paragraph
tation
bilities
demands and

conditions
objectives

picking
acts
ce between
and non-
jobs
parts of a
nt store

or General
on
retail jobs
retail

manufactur
wholesalers

ORIENTATION TO
VOCABULARY AND SPELLING

A. Orientation Terminolo_
I. Business vocabulary

EXewholesaler, pre-
approach, initiative
(see vocabulary list
in appendix)

2. Use of context clues
for meaning of new
words
EX. "The cashier was
asalamt when sh&
forgot to include
the sales tax."

3. Spelling -"ie-ei"rule
mil before 'e'
except after 'c'
or when sounded
like 'a' as in
neighbor or weigh."

ORIENTATION 74.)

FILLING OUT
FORMS

A. Abbreviations
found on Employ.
went Application
and Sales Slip

Ea ployment Ap.
plication EE.
dep.dependants
sal ."salary

2. Sales S14
a. nowenumber

SterStreet
b, names of
months(Feb. 6)
numerical no-

tations of
months (2/6/67)

B. Practice in
following direc-
tions by filling
out Accident
Report EX.
"In which depart-
ment did the
mishap occur?"

RIENTATION

A. Comprehension
1. Read an answe
questions per.
taming to
"Rules for
Trainees "(apps
2. Read for
general content
and comprehonsi
TEXT;John Wing
Carroll Nolan,
Fundamentals of
Selling0SW Pub.,
New Rochelle,N.

19641 pp.31 -38

B. Filling out
'department star
application af-4
ter class dis.
cussion of
procedures

EVALUATiONS

. ORIENTATION

A Observation of grouk

and individual re-
sponses to determine
student needs and
language skills
lw General Comprehene an
2. Word Knowledge
3. Usage

4. Spelling

B. Selection of
comprehension exer-
cises in 11.41daniental
of Sellinz

Dictation, quiz
on words of Employ-
ment Application
and "Orientation
Vocabulary List"
(see appendix)

D. Evaluation of
abbreviations bt
filling out of
sales slips
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lint Two

1. CHANNELS OF DISTRIBUTION

A. The Processes of
Distribution

1. Manufacturers and
wholesalers

2. TY,. .eatributors

DISTRIBUTIVE-LERCHANDISING, OCCUPATIONS, SP CIFI CS

Grocery Checltraluin Clerk

APPLIED VOCABIJIARY SPELLING APR. IV) 0

3. T: ensumers;
ree Lmate,
indut

B. The Functions of
Distribution

1. Buying and selling
2. Transporting and

storing
3. Financing

G. The Chain of
Distribution

I. Producer to retailer
to consumer

2. Producer to wholesaler
to retailer to consume

STEPS IN READING

A. Survey. Reading to get
General Information
1, Types of producers

and consumers
2. Types of supply house

and wholesalers

B Rereading to Underst n
Individual Procedures
1. Methods of buying

and selling
2. Financing as an

important part of
distribution

C. Combining individual
Procedures
1, The "2-step" chain
of distribution (no
middle man)

2. The role of the
middle man in "3-step"
distribution

DIAGNOSIS AND REVIEW
OF WORD BUILDING

A. Initial diagnostic
Evaluation of Spelling
Difficulties
1. Review and correction
of word s on Unit One
Spelling Test(appendix

2. Discussion of indi-
vidual spelling needs

3. Review of steps in
word learning: See,
Think Say and Build
the word
a. Pronunciation by

syllables
b. Studying difficult

parts of words EX.
manufacturere,
ultimate, carriage

B, Basic Structure of
Multi-Syllabic Words
1'. Root

2. Affixes(prsfixes
and suffixes) EX.
spending, shiming.

3. Compound words EX.
whole-s, ;eunder-stand

NOUNS

A. Fo
of no
in:

1. X,C
Box.

Benc
Rush

2. 04.40.

Zero
Carg
Y;
Comp
vey

4 F,
Half
Chic

B. Fo
of
Nouns
1.

EX.
taxe
guid

2. Ti
Miss
Mr-
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ADING

ding to get
orniation

producers
era
supply house
salers

to Understan
Procedures
f buying
ng
as an
part of
ion

Individual

ep" chain
:ion (no

of the
in "3-step'
on

DIAGNOSIS AND REVIEW.
OF WORD BUILDING

A Initial diagnostic
Evaluation of Spelling
Difficulties
1. Review and correction
of words on Unit One
Spelling Test(appendix

2. Discussion of indi-
vidual spelling needs

3. Review of steps in
word learning: See,
Think, Say and Build
the word
a. Pronunciation by

syllables
b. Studying difficult
parte of words EX.
manufacturers,
ultimate, carrtagt

B. Basic Structure of
Multi-Syllabic Words
1'. Root

2. Affixee(prefixes
and suffixes) EX.

Vending, shialra
3. Compound words EX.
whole-sa5e,under.stan

"

NOUNS

A. Forming plurals
of nouns ending
in:

1. X,CH,SH; EX.
Bexp.Boxes

Bench-Benches
Rush-Rushes

2. 0; EX. Zero-
Zeros, Cargo-
Cargoes

3. Y; EX. tompany
Companies,Sur-
vey-Surveys

4. FJFE,i El.
Half-Halves
Chief-Chiefs

B. Forming plurals
of Compound
Nouns and Titlos
1. Compound Nouns
EX. Freight
taxes, Pocket
guides

2. Titles; R.
Miss-Hiss es
Mr. - Messrs.

1. DISTRIBUTION

A. 2b2 .9A

1. Read and an-
swer questions
pertaining to
distribution in;
TEEE.G. Henry
Reichert, btaili

lci les pal
ractices Gregg,

N.Y.,1962,Part 54
2. Make charts

showing flow of
erchandise from
raw material to
consumer(based on
reading in above

text021.111448....

EVALUATONS

DISTRIBUTION

A. Selection of
omprehension exer-
ises on Channels
f Distribution
ference;Retailiqg
rincialE and
actices Fart 54

B. tent matching
names of types
of wholesalers
with their
function

1
. vocxa a
1. Notebook

charts of word
structures and
efinitiona ee
scab. column and
ppendix for list

C. Informal evalua-
tion of class
understanding of
relationship be-
tween producer
and retailer

D. Spelling test of
ability to form
plurals and use
suffixes
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Unit Three

1. Shipping and Receivin

A. chipping
1. Manufacturer and
Wholesaler
a. Purchase orders

and invoices
b. Marking, weighing
and packing

C. Selecting and
using various meth-
ods of forwarding

d. Shipping documents
and procedures

e. Physical handling
of goods
at

READING FAMILIAR
CONTENT MATERIAL

A. Identifying the
Structure
1. Meaning of chapter
titles
2. Locating main section
3. Locating sub-sections

B. Receiving

1. Manufacturer and
Wholesaler
a. Accepting, record
ing and checking
incoming shipments

b. Expediting and
storing goods

c Controlling the
stock

B. Rereading for General
Information
1. Checking goods for
weight, number and
condition

C. Examining kinds of
Invoices, Purchase
Orders and Shipping
Documents

1, Different variations
of forms serve differ-
ent'firms

2. Use of special forms

a..Requisitions
b. Inventory forms
ca Railway Express and

other shipping fares

REVIEW OF DICTIONARY
USAGE WITH WORDS OF
LESSON

A. Locr ig words

1. Alpe-oetical ceeder
2. Locating page

(guidewords)
3. Locating word on
page

B. Selecting Correct
Form of Word
1. Parts of speech
2. Plurals, Verbs,
Infloctions

C. Correct Pronunciation
1, Understanding
phonetic symbols

2. Reading familiar
words

A. Revi
Punctu
Eunctu
Commas

1. Ehd
to cl
ing
sente
a. Per
a st

b. Que
for

C. Ex
Poin
stro

d. 3th
the
abbre
dec
ber
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LIAR
IAL

g the

f chapter

main section
sub-sections

for General

goods for
her and

kinds of
Irchase
Shipping

variations
erve differ-

ecial forms
ions

forms
press and

ipping forms

1. REVIEW OF DICTIONARY
USAGE WITH WORDS OF
LESSON

A. Locating words
1. Alphabetical order
2. Locating page

(guidewords)

3. Locating word on

Page

B. Selecting Correct
Form of Word
1. Parts of speech
2. Plurals, Verbs,

Inflictions

C. Correct Pronunciation
1. Understanding
phonetic symbols

2. Reading familiar
words

1. REVIEW OF BASIC
IPUNCTUATION AND
RULES FOR
CAPITALIZATION

A. Review of Basic
Punctuation- End
Punctuation and
Commas
1. End punctuatio
to clarify mean
ing in ending
sentences

a. Period - for
a statement

b. Question Mark
for a question

0, Exclamation
Point- for
strong emotion

d. Other uses of
the period;
abbreviations,
decimals, num-
bering items

SHIPPING AND
RECEIVING

A. Comprehension
1. Reading to

understand proced
volved in ship-
ing and receiving

; Edward Recn
d Robert Feldman

sic EgAillago
itman Pub, N.Y.
960 pp.90-96
2. Filling out

packing slips
after discussion
of procedures and
reading Vnitt 13
in Reich and
Feldman Basic

go. Dictionary
Usage
1. Dictionary
usage with wo
of lesson most
often misspell

rispronoun

EVALUATIONS S

LAMING AND
RECEIVING

A. Comprehension
1. Teacher made

roe completion or
multiple choice
test on the
various shipping
and receiving forms
El. An invoice is
used for

B. Vocabulary
Dictation test

using words of
lesson in context
EX. It is the
receiving clerks
job to expedite
incoming goods as
quickly as possible.

C. Dictionary
1. Teacher made
test of ability
to locate word

d information(see
ed. Vocah r!o3n.,In Pt.D)
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2. Retail Store aid
Distribution Center
a. How orders are made

by stores axed filled
by suppliers

b. Receiving and mark-
ing goods for sells

e. Stocking and
Distributing goods

DISTRIBUTIVE,MERCHAN)ISING OCCUPATIONS, SPECIFICf:,
vaaaar44.

Grocery Checker . Saes Clerk

CLOCK IIOUZ APPL 1ED READ I NG COIPIPRVENS ION

,s

alliMaleaa..a."0011.

APPLIED VOCABULARY SPELLING

D. Recognizing Important
Details
10 To improve general
comprehension

2. Making motes of
important details to
remember or record

3. Selecting important
details of problems
for class discwsion

D. Class -made Chart of
Information

for Words of Lesson
EX.

WORD . expedite
SYLLABIFICATION-

ex-pe-dite
PRONUNC^IATION-

ke dit
SYNONYM -

facilitate

WORD - invoice
SYLLABIFICATION .

in-voice
PRONUNCIATION -

in vois
SYNONYM -

statement of
shipped goods

5 ,

S

2. The
Stpua
a.Serie
more
succe

b.Appos
Harry,
sale

call o
c.Parent
expres
Harry,
course
you.

B. Review
of Capi
1. Names

Places
Organi

rx. Jo

The

Smi
2, Holi

Chris
3. Tit/
a. Pu

4 I
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ON AC h: ARTs

g Important

e general

tea of
details to

record
important
problems
discUssion

D. Class -made Chart of
Dictionary Information
for Words of Lesson

EX.
WORD - expedite
SYLLABIFICATION-

exfampe-dite

PRONUNCIATION...
Mks pg dit

SYNONYM -
facilitate

WORD - invoice
SYLLABIFICATION -

in-voice
PRONUNCIATION

vois
SYNONYM -

statement of
shipped goods

APPLIED MAWR. USW
1144114404w4.1,11

2. The Comma as a
Separator
a.Seriest Three or
more words in
succession

b.Appositive; EX.
Harry, our new
salesman, will
call on you.

c.Parenthetical
expression EX.
Harry, wal of
course, dell oz
you.

B. Review of aules
of Capitalization
1. Names of Person
Places and
Organizations
EL John Doe

Franklin St.
The Distribut

Building
Smith & Son

2. Holidays
Christmas

3. Titles
a. Publicall n

2. Vocationally
oriented dic-
tionary exer-
cises in TEXT;

Albert Jochen
Ben, . Shapiro,

Globe Pub., N.Y.
1952, p.17-32

C. Grammar
1. Practice
exercises on

use of end punc-
tuation and com
as found in TEXT
Jerome Carlin;

&Aid' On The J
Globe, N.Y. 1962
pp.402-11

Ve

44 4 4 t

2. Dictionary
achievement tests
in 31.9101121-41,

Raid, P-32

D. Gre r -Usage

h 1. Capitalization
Test; Personal ,

names, Places,
Titles, Publications

2. Punctuation
Test; Using commas
and end punctuation
marks to punctuate
sample sentences
Reference- CARLIN,
Unit 10

4.111.11111P11511
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Unit Four

1. -§ntediattleg Rest

)411012M14.2bagis

A. Stockolerk(Depart-
ment and Specialty
:Stores Retail Ontlets)
1. Receiving FUneions
a. Necessary forms
b. Care in handling

2. Reserve Stock Care
3. Movement of goods

to forward stock
areas

4.110r-ward Stock Care
3. Unit Control Metho
6. Maintaining a

VOsical Inventory

B. Stockclerk(Wholesal
Distribution Center

1. patforre Receiving
2, Physical. Distribuk

tion and Sorting
3. ?rice ticket mark-

ing and attaching
4.Dispatching and

and distribution
with4in a center

5. Packirk, labeling
and Shipping of
geode

IdisTR3 ,01.1.1h,4 AERCHANDISING Occur. spliakuz

ANL IED KAM COMPREHENSION

1. Beam to Understand
the Duties of a Stock-
clerk

A. Reading for guide
rules - expediting the
movement of stock EX.
How does reserve stock
differ from forward
stock? How should
invoices coincide with
order forms?
Use examples to find
general rules for
understanding stock
movement and storage.
( rs. Movement of goods
fry platform to Si
floor)

A. Selective Reading
1. Review: Author's use
of headings, topic an
summary sentences to
highlight main ideas
in stockroom proved awl

2. Selection of problems
for group discussion

Which unit control
methods might apply
in special situations
nich as Christmas Rum
Ind ir.eler5w: Wr et.lr

Grocery Checker - Shipping Clerk -

APPLIED %O MAN SPELL De

1, Cl ui Discussion of
.lircaxiErrors in Writing
and 12111,WHOut Store
Forms

A. Confusion of moaning
of marketing *,rdathat
sound alike EX. accept-
except, canvas-canvass,
addition-edition

B. Spelling errore due
to incorrect or indis-
tinct pronunciatipn P4.
co-operation-corpratio
for

C.Spelling errors due to
confusion of common
prefixes and suffixes
EX. (des-010) cription
Tier-pre-pro)paid
reapons(able-ible)

D. Words that must be
pronounced and spoiled
careful y EX. estimate,
department, inventory,
distribution

O

.4

ecti
Adverbs

A. Use of
describes
modifies
1.Three d

of compari
light4gh
lightest
cheap chea
cheapest
a./pesit

compared
anything e
The stock
clean,
b. Com
compares t
things or
higher or
degree EX
staples a
than the
c. Su

Highest or
degree of
arm:we t
EX. He is
fastest pa
the stock
2. Makin5
parisons

,1

,



laSTRI,CTIM-MERCHANDISING OCCUP. spLat:NJ w,ac
.410.11/1040

Grocery Checker - Shipping Clerk - Sales Clerk

a Stock-

guide
ting the
o'ck EX.

a stock

rou d:rd

tide with

for
find

stock
torage.
of goods
to se

ing
ores use
topic an
noes to
ideas

proced
problems
cession
p control

t aPAY
tuations
firms Ru

w,e,her

I. 91114. Discussion of
Word Errors in &Wm
BO., Out Store
?bras

A. Confusion of meaning
of marketing studathat
sound alike EX. accept-
except, canvas-canvass,
addition-edition

B. Spelling errors due
to incorrect or ines-
tinct pronunciati9n
co-operation-corp ratio
formally-formerly

C.Spelling errors due t
confusion of common
prefixes and suffixes
EX. (des-dis)cription
Tier-pre-pro)paid
resvne(able-ible)
D. Words that must be
pronounced and spelled
carefully EX, estimate,
department, inventory,
distribution

Adjectives and,
Adverbs

A. Use of Adverbs;
describes or
modifies
1.Three degrees

of comparison E.
light-lighter-
lightest
cheap-cheaper-
cheapest
a.gultlylr not

compared with
anything else EX
Me stockroom is

nclea.
b.

E.......ccttLramstsi..?...e...-

compares two.
things or express
higher or lower
degree EX. These
staples are udder
than the machine.

c. ...151M1M1127
Highest or lowest
degree of three
or more things
EX. He is the
fastest packer in
the stockroom.
2. Making, ccsl-

parisons that, re

1. aggcclork

A,Reading to
understand the
duties of a
stockclerk
antaRetailing,
Unit 15

Pract;tces s,
Parts 22 & 23

C.Filling out the
various fsrms
used for receiv-
ing goode(after
classroom read-
ing and discusai

D. Practice in the
interpretation
of coded privy
tickets after
reading Part 21
Retailin Prin.
. Devising and
filling. out

inventory forms
for the various
kinds of stock.
Selecting the
forms best suit
ed Zor,sArticu

t *54"4

"WCIONM".4104,01.41.114011111111/1.

A. Teacher evaluation
of accuracy in record..
ing different types
of inventories on
various inventory
foras.

B. Matching quiz on
coded tickets. Coded
mtssage must be matched
with its English
transliteration

C. Teacher -made quiz
on changing the fox
of adjectives and
adverbs when osUng
comparisons EX;.. Martin

n is (strong) the-:s I.

D, Evaluation of oral
answers to such group
questions. as: sc WWI%

of your goods are on
permanent display.
This leaves you very
little room for
forward stock. How
would you overcome
this problem and
supply your customers
with merchandise
quickly?

PA4
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DLSTRIBUTIVE-MERCHANDISING OCCUPATIONS, SPECIFICS

Grocery Checker - Shipping Clerk -

,4,44.4rolow.m4.444441:40444,041.111.....4*

1. alel Clerk (Chain,
Department and Specialty
Store)

A. Channels of Intra-
Store Distribution

1. Types of Retail. Stores
and their Departmental
Organization

C Understanding Custom
ere and Giving Merchan-
dise Information

D Selling Techniquea

E. Traits of a Success
Salesman,

CLOCK HOURS APPLIED KADIN« COMPREHOISION AMAMI 'MCADAM SPELLIND
111014WomiNine

1,, BELDLEg.22.uNDFarme,
THE DUTIES AND SUCCESS-
rui. Damn a
SALESCUIRK

A« Visualizing Troceeses
During: Reading of Text',
Imagine yourself in
these situations EX.
Approaching a customer
and greeting him,
Suggesting additional
merchandise,

B. Reading for Main
Ideas-General ?Laura
1. How the different
kinds of retail syste
affect a Salesmanws
techniques
a. counterless stores
b. salesmanetist-
cashier system

2. The Basic Steps of
a Retail Sale
(approach, finding
customerts needs,)

3. Persona). Ouelitles
of e,

34, WatD AnUltS AND
limmesimy trnATE

Momo.h.VA

Comae nly confined

warden:lingo
1. "ABU ...IMP
EX. Pormission-permiss
able, rec eive-receiv-
able, sale-salable

2. MIL" as as ending
Hope-kopefal, skill-
skill skillfully

B, adding prefixes:

dividing words to de-
terndre if efonsesant
doubles
SX. Use of 0811 and 0SS
mix spell - mieepell

misuse
XX. Use of NNI1 and "N P'
un 'able - unable .

to necessary-unneeossa

C. Words censicniy -
spelled due to cone
feef_eft of mtunik,7,

1. DISCUSS
SPIE A
167fflb

A. How do
ere ripe
addresse

B. Hew do
workers.,

customer
you''y
speeds?

C. How d
enunciat
vest mix
standing
aid sale

D. Aiding
-by using
emphasis
the macr
xpeeck(r
pitch, v



AltatA.Olusolan AUABSLISSRAL

IBUTIVE-MERCHANDISING OCCUPATIONS, SPECIFICS -- BASIC EDUCATION

Grocery Checker - Shipping Clerk - Sales Clerk

LANGUAGE ARTS

EVALIATIC46

le1WORD AFFIXIS AND
HoMENIMIMATEFM=°FA

Processes
of Text,
If in

one EX.
customer

him,
ditional

Main
#cture
fferent

eyat

moan's

es stores
ist-

tem
Steps of

inding
eels)
Mies

1. DISCUSSION OF
SPrerwrom
isMtlern rinS

A. Hew de custom.
ere erpeet tear be

addressed?

A. Commonly eonfneed
mord endings
1. !ABU
XX. Permiosion-perniss-
Me, receive-receiv-
able: sale-selahle

2. *FULL" as an ending
Hope-hopefal, skill-

B Adding prefixeat
dividing words to de-
termine if einsenant
doubles
XI. Use of "So and "SS"
mix spell -
'define - misuse
XX. Use if "N" and "NW'
lii'able - usable .

necessary-unnecess

1. SALES ICH-
NAUEr

A. Reading to
understand sales
techniques
Retail Prim-

es anCFNet.
raf17--"

FUndamentals of

B. Reading en4
Discussion if the
necessary traits
of a salesmen
etailin Prize
les and ',mt

arteql and

B. Haw de fellow-
workers aid
cuitters evalua
you by your
speech?

. Haw does
enunciation pre
vest wiousder-
standings and
aid sales?

D. AidiLg sales
by using
emp hasis through
the mechanics of
wpeech(raising
pitch, ye:0mq

C. 'Words commonly mis-

spelled due to eon-
fee,4_ee of wultipz n.
aft% folt1(.

C. Out1ining,afte
reading, the
basic steps if a
retail sale

D. Spelling and
defining ef
eammenlyeenfasel

us: :;

.

1. SALES pLERK

A. Reading Tests
1. Informal evaluation
to visualize and
remember routine
sales procedures
2. Understanding
and filling out
rexographed sells
checks

B Vocabulary-
Spelling tests of
frequently confused
words (homonyms)

. Teacher dictate-:
sentences containing
words with con-
fusing affixes

2. }fetching quiz
of hoeonyms with
their definitions

C. Group evaluation
of each other's indtvie
ability to cope with
problems arising in
role: -pleyi%g eitIK.%ion



11
.n

ra
W

,g
ra

l..
..m

., 
.-

;,
17

A
0t

hr
et

!
C

LO
C

K
 li

O
U

R
q

r)
 R

E
A

M
 C

ili
Pt

ee
si

or
an

o.
.,.

4
a,

* 
vo

ew
 m

a.
, ,

r.
O

..+
m

r.
.m

on
m

es
r.

sa
m

om
ps

~.
.,

U
n
i
t
 
F
i
v
e
 
_
(
C
c
n
t

C
.
 
R
e
r
e
a
d
i
n
g
 
f
o
r
 
S
p
e
c
i
f
i
c

I
n
f
o
r
m
a
t
i
o
n

L
U
n
d
e
r
s
t
a
n
d
i
n
g
 
p
r
e
c
i
s
e

m
e
a
n
i
n
g
 
o
f
 
w
o
r
d
s
;
E
:
C
.

W
h
a
t
 
d
o
e
s
 
"
c
o
n
s
a
m
e
r

v
a
l
u
e
"
 
m
e
a
n
?
 
S
e
n
t
e
n
c
e
:

"
S
a
l
e
s
p
e
o
p
l
e
 
o
f
t
e
n
 
r
e
f
e
r

t
o
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s
 
a
s

c
o
n
s
u
m
e
r
 
v
a
l
u
e
s
.
"

2
.
 
R
e
l
a
t
i
n
g
 
t
o
 
s
p
e
c
i
f
i
c

m
e
a
n
i
n
g
 
o
f
 
c
o
n
t
e
x
t
:
 
E
X
.

W
h
a
t
 
d
o
e
s
 
"
o
f
t
e
n
 
r
e
f
e
r
"

m
e
a
n
 
i
n
 
t
h
e
 
a
b
o
v
e

a
e
n
t
e
n
c
e
?

D
.
 
A
p
p
l
i
c
a
t
i
o
n
-
 
R
e
a
d

s
e
c
t
i
o
n
 
o
n
 
t
r
a
i
t
s
 
o
f
 
a

s
u
c
c
e
s
s
f
u
l
 
s
a
l
e
s
m
a
n
 
a
n
d

f
i
n
d
 
r
e
a
s
o
n
s
 
w
h
y
 
l
o
y
a
l
t
y
,

a
n
d
 
i
n
d
u
s
t
r
i
o
u
s
n
e
s
s
,
 
a
s

w
e
l
l
 
a
s
 
c
h
e
e
r
f
u
l
n
e
s
s
,

a
r
e
 
i
m
p
o
r
t
a
n
t
.

E
X
.
 
W
h
a
t
 
k
i
n
d
 
o
f
 
a
t
t
i
t
u
d

d
o
 
s
u
p
e
r
i
o
r
 
s
a
l
e
s
m
e
n

h
a
v
e
 
t
o
w
a
r
d
s
 
c
u
s
t
o
m
e
r
s
?

W
h
a
t
 
p
r
a
c
t
i
c
e
s
 
d
o
 
t
h
e
y

a
v
o
i
d
?

rg

...
A

., 
Y

. A
...

.a
+

 4
* 

W
I.

- 
u 

M
oe

. .
...

tw
o.

,
I

V
. '

,m
a

,r
00

.I
.

G
r
o
c
e
r
y
 
S
h
e
e
a
e
r

b
h
i
p
p
i
a
a
 
C
a
e
r
L

-
 
S
a
l
e

C
l
e
.
r
7
,
.

A
PR

 1
E

D
 V

O
C

A
B

U
tA

R
Y

SE
M

 M
G

iE
D

 G
 &

J
U

SA
G

E

11
11

",
11

1.
0.

0.
10

11
,..

.

O
V

ili
fi

M
 A

N
D

 P
A

T
E

M
A

L
S

X
I
.
 
A
 
w
e
l
l
 
w
r
n
p
p
e

d
u
r
a
b
l
e
 
p
a
c
k
a
g
e

w
i
l
l
 
a
r
r
i
w
e
 
a
t
 
i
t

d
e
s
t
i
n
a
t
i
o
n
 
i
n

o
n
e
 
p
i
e
c
e
.
 
(
W
h
a
t

&
t
e
e
 
d
u
r
a
b
l
e

m
e
a
n
?
)

C
l
a
s
s

u
s
e
s
 
e
e
n
t
e
x
t
 
e
l
u
e

i
s
 
d
e
f
i
a
e
d
u
r
a
b
l
e

L
.
 
M
u
l
t
i
p
l
e

i
l
e
i
e
e
 
e
x
e
r
c
i
s
e
s

e
n
 
h
o
m
o
n
y
m
s
I.

/
*
e
r
g
 
s
a
l
e
s
m
a
a

w
o
r
k
s
 
e
x
 
a

c
e
m
m
i
s
s
Z
e
a
 
b
a
s
i
s

(
a
c
c
e
p
t
,
e
x
e
e
p
t
)

M
e
e
 
S
m
i
t
h
.

a
s
k

O
n
 
T
h
e

1
1
1
5
 
P
a
r
t
 
j
7
W
e
i
t
l

7
.
 
R
o
l
e
-
p
l
a
y
i
n
g
 
i
n

c
u
s
t
o
m
e
r
-
c
o
n
t
a
c
t

s
i
t
u
a
t
i
o
n
s
 
a
s

p
r
e
-

s
e
n
t
e
d
 
i
n
 
t
e
x
t

c
h
a
p
t
e
r
s

an
r
e
l
a
t
i
o
n
s
a
l
u
l
d
a
-

m
e
n
t
a
l
s
 
o
r
g
i
r
r
i

Z
1
7
7
.
7
-
0
;
-
R
;
t
a
i
l
i
n

T
:
4
1
4
4
2
.
1
.
1
1
,

n
i
t
i
O

A
N

A
P

O
IN

/1
11

11
11

.

D
.

T
ea

ch
er

: -
m
a
d
e

q
u
i
z
 
o
n
 
t
h
e
 
s
t
e
p
s

o
f
 
a
 
r
e
t
a
i
l
 
s
a
l
e
;

S
t
e
p
s
 
a
r
e

er
as

 r
at

ed
o
u
t
 
o
f
 
o
r
d
e
r
,

c
l
a
s
s
 
r
e
a
r
r
a
n
g
e
s

t
h
e
m
 
i
n
 
c
o
r
r
e
c
t

o
r
d
e
r
.

c
l
a
s
s
 
I
m
o
 
o
f

p
e
 
r
e
c
o
r
d
e
r
 
o
r

.

T
a
l
e
-
T
r
a
i
n
o
r
,
 
i
n

o
r
d
e
r
 
t
o
 
a
l
l
o
w

t
r
a
i
n
e
e
s
 
t
o
 
e
v
a
l
u
a
t
e

t
h
e
i
r
 
o
w
n
 
s
p
e
e
c
h

i
n
 
e
v
s
t
o
m
e
r
-

c
e
n
t
a
e
t
 
s
i
t
u
a
t
i
o
n
s
.

(
P
r
i
n
t
e
d
 
d
i
a
l
o
g
u
e
s

a
r
e
 
a
v
a
i
l
a
b
l
e
 
f
r
o
m

t
h
e
 
N
.
Y
.
T
i
e
l
e
p
h
o
n
s

C
o
.
)

F
.
 
E
v
a
l
u
a
t
i
o
n
 
o
f

t
r
a
i
n
e
e
 
a
b
i
l
i
t
y
 
t
o

f
i
l
l
 
o
u
t
 
s
a
l
e
s

s
l
i
p
s
 
a
n
d
 
c
a
s
h
i
e
r
'
s

r
e
c
e
i
e
t
s
 
a
f
t
e
r
 
r
e
a
d
-

i
n
g
 
B
a
s
i
c
 
E
l
l
t
1
1
1
1
1
1
,

u
n
i
t
-
7
7
7
m
t
A
L
L
I
B
E

P
a
r
t
 
1
5

P
a
g
e

1
0



wook matirari
Axil.,01.4 Arr.,.47140,11tr

Unit gir,

1. caigttill.M429.E
1.nd

galearChecker

A. Types of Retail
Stares and their
Wrapping qyatems

B Wrappin3 and
Bagginq of Goods

DISTRYJUTI4E,aMERCHANDISTNO OCCUPATIONS, SPECIFICS

Ai 1Ei 1116 aNsiTifirkfiEfiSION

Grocer Checker Shy,

APPLIED VOCABUtAftY SPELL OS

&DING TO UNDERSTAND THE
DUTIES AND lagi-Mati GP
OF A CASHIAR7VRAPPER AND
GROCERXcHECKER

A. Identifying problems
while reading. How would
you handle t;hese
situations? fiZ1,:. Wrapping

oddly shaped packages)
punching the wrong key
on the rogister and
having to adjust
customeros receipt.

LEARNING THE TECHNICAL
TERMINOLOGY OF THE
CASHIER AND CHECKE4

IAA1. PRESE

IS C

DIRECTO
A. How technical terms
are exPlained
1. Picture or diagram

Photo of register
to explain the part

2. Step by step descrip
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c
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c
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c
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.
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p
l
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c
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.
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p
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b
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b
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p
r
o
b
l
e
m
s
 
b
a
s
e
d
 
o
n
 
o
n
 
t
h
e
 
-
j
o
b
 
s
i
t
u
a
t
i
o
n
s
 
u
s
i
n
g

q
u
a
n
t
i
t
i
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c
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.
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p
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b
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p
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p
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c
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p
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c
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c
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APPENDU I
RULES FOR TRAINEES

In this type of work where the school, the store and
you, are all concerned and cooperating together, it is
essential that certain rules and regulations be observed.

1. Trainees should speak with their counselor about any
part-time employment needed while attending this program.
Any difficulties arising in regard to your participation
in the program ehouldbe discussed with your counselor.

QUnSTION: What kind of problems should you take to your
counselor?

2. The employer (and the school) expect you to report on time.
Failure to do so may cause other employees to work overtime.

QabTION: Why do employers object to lateness?

3. If you'are ill, immediately notify your counselor that you
will be absent. Only serious illness can be considered a
legitimate excuse for remaining away from school or work.

QUESTION: When should you notify your counselor if Oft will
be absent?

4. You should dress properly for your work. Your shop teachers
will discuss proper dress with respect to public contact
and safety,

QUESTION: What two things influence your dress while at school?

5. Fire laws prevent the permission of smoking in the classroom.
Due to the nature of many of our rooms (machines, storage)emoking
is permitted only where designated.

QUESTION: For what reasons is smoking allowed only in certain
. areas?
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APPENDIX Iv

kXEROISE

tglitr.:. outs sur'. h 'MT kali'

Top

-016 15 60,603.751VA
-016 16 $00000.3011 B
.014 15 601000.191UB
-013 15 $0,005.081VD
-012 16 $0t,006.00111E
-011 15 $0,000.15 I A
-016 16 $0010.7511 B
-000 1,6 $0,000.75 I D

Bottom .

/

Etch sales slip gives a record

The tape used in cash registers

may be called a. eldit satte, a Elea

jazaz an Eat Altig or simply,. a

mat=
Sales slips comiung from different

registers say look a little difterest

in the way they are set ups but they

all is the same basic information.

sales made by salesperson B.

of each rtegistration$ shots the

Oorientilitj lf. number of the trims*.

action; the register *umber; the
.1

amount) the *deportment number; and

the salesperson's initial.

sales

,transactions.

cash re glatery

*.,008 sntooliZZis
.4147 15 10.000.45IVE

made alenperson A
I .005 15 $0;002.3911 B

-004 14 S0.000. 98IVE
sales made in Dept. 1:3-"Pm I A
-002 1$ $0,1Y00.5011ID
401 15 $00001.A511 A

sales made/
in Mit ILNo. 15

Fig

is .detailed sales slip gives a permanent

printed rem of the dies business.

allaMaga

1* What does a sales slip show?

24 Why do sales checks show all the intonation shown the above aurae
List the department keys she in fig, 1.

4. List *)he kegs salesperson shown in rig. 2.

5 What keys mpuld you press down on to ring up $2.39?

(Look at thetliagrias, on your InformAion, Sheet.1)

Page 5
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APPENDIX VII

Acyln1oToiLI'Vocab,.aula Bus.e.ness Term You Should Know w

from

"TAT -14ORKBOOK FOR DISTRIBUTIVE OCOMATIUNSta prepared by

Eugene J. Oorenthal and Elias S. Tyler
for M.D.T.P. - Board of Education

manufacturer
wholesaler
retail stores
channels of distribution
physical distribution
business forms
selling jobs
non-selling jobs
standards of performance
shipments
work habits
accuracy
cooperative
initiative
trustworthy
shipping documents
carriers
progress chart
sharp-edged tools
crates
stock
refine
daily
safe working habits
producer
final user
made to order
direct selling
middleman
retailer
packaged bread
distributors of goods
system of distribution
catalog
advertising 'matter
order forms
mail-order selling
direct retailers
coin-operated machines .

locations
convenience good
shopping goods
specialty goods
brand. nose

central shoplAng districts
shopping canter
single-line store
spccialty stores
department stereo
variety stores
cash
credit
super; arket

self-Oervice stores
disco ant stores
chain stores
wholesale distributor
ors lite of products
exclusive distributor
credit terms
jobber
brokers

percentage

independent business
commission basis
stock on hand
supplier
want slip
master stock list
stock record card
bin ticket
purchase requisition
legible
accurate
abbreviation
vendee
vendor
unit price
extension
trade discount
cash discounts
invoice
allowances
extra dating
F.O.B. point
in-transit
purchase order register
permanent record
order clerk
approved
processing
shipping memorandnn
order picker
perfect condition
out-of-stook
itemized
authorization
shipping copy
customerts copy
packing slip copy
office copy
back-order copy
approximate shipping date
billing clerks
fragile
regulations
shipping container
cardboard
corrugated board
plastic
cushioning
shredded paper
excelsier
gummed tape
coated

check-off
partition
line-a-box
NIP wrap
bulky goods
gift box
cut-to-size
narking
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weighing

carrier
apecial care
marking material
renting
parcel pest
fourth class mail
exceeding
stakolard parcel pest
special handling
air parcel post
addressee
Railway axpress Agency
freight
eeneignor
consignee
doer-to -deor semace
trailer truck
forward the shipment
tariff
zoning system
local zone
deltvery zone
carload let (CL)
truckload let (TL)
L.C4.
L.T.L.

classification tariff
rate tariff
registry
shipping record
shipping documents
bill of lading
contract
straight B/L
order B/L
express receipt
freight waybill
in-transit
arrival notice
on hand notice

delivery receipt
incoming shipments
carrierta receipt
receiving book
receiving record
quantity
packing, list
direct check
blind check
quality
price-ticketing
forward stack
prearetailing
taking inventory
gummed label
string tag
clip ticket
marking cede
coded price tag
marking **Chine
electronic data processing
reserve stock
stook control
stock rotation
inventory value
physical inventory
book inventory

S

shortage
takeawith purchase
check-out deak
regoarking
"oagging

sat goods
gativ4.11
roll paper
sheet paper
double tie
inner wrap
double wrap

grocery chadaor
multiple pricing
tradiag stamps
sales tam
cash register keys
classification
department
floor audit
male indicator
listing
change fund
non-feed, item

Page



ftlrociAons: The sentences in Column 2 can be completed correctly with
a word or words from Column 1. Write the word or words you
select in the blank space provided at the end of the sentence.

Column 1

standards of performarce
shipments
work habits
accuracy
cooperative
initiative
trustworthy
shipping documents
carriers
progress chart

Column 2

1. An employee will advance on the job
if he develops good -

.1.11.4111114.00.1.1.....M.1.414,0

2. Helping your fellow workers is a
way of being

3. Rules and regulations set by an
employer for doing a particular
job are called -

41.1111.0164~......n.MIWYNIVOMMINVOIMA

4. Checking and making entries
correctly are examples of -

5. Goods being transported by
carriers are known as -

6. The bill of lading is one of
the most important -

7. A record of your accomplish-
ments in school is kept on.a

8. Going ahead on your' own with
work that should be done shows
that you have -

9. Railroads, trucking companies
and the R.E.A. Express are
known as

10. A person who is honest and
dependable is lso

=1.0...........Wagoe,

Directions: 81e

co
an
se

Column 1

distributors of
system of distr
retailing
catalog
advertising mat
order form
mail-order sell
direct retailer
coin-operated
locations

These are example
what a teacher cap
in order to evnlua
vocabulary lesson.



eted correctly with
'the word, or words you
e end of the sentence.

e on the job

kers is a

011101111/1.1.10010.011nt

t by an
ticular

0.104~1.0,64008,NOWNVI*Ing..0.11W

ries
-

111.1WIIVINo...**MOMMIMIV.MMOINI..1.N....*W11*

me of

one a

with
e shows

anies
are

and

Directions: Select the word or words -,7"rost Column
'I thet best

complete the sentences in Column 2. Write your
answer in the space provided at the end of each
sentence.

Column 1 Column, 2

distributors of goods
system of distribution
retailing
catalog
advertising matter
order form
mail-order selling
direct retailer 3.
coin-operattd machines
locations

1.

2.

These are examples of
what a teacher can do
in order to evaluate a
vocabulaey lesson.

The middleman who sells to
is in a business known as

The consumer who buys from a

order house selects the goods
to buy from a

he consumer

Another name for'bhannels Of
distribution,' is

4. A retailer is an Amportant

mail-
he wants

5 In addition to catalogs, the mai3
order retailer may send his
customers other

nMpw01,

6. Automatic vending achines are

7. In order to buy from a mail-order
retailer, the coLsumer met fill
out and mail an .*****-

8. Vending machines placed in train
terminals and subway stations
are in good

9. The U.S. Mail is used for

10. The retailer who goes to the
heme of the consumer to sell
his goods is known as a

40Mteera 401,54.1.1.0000 .
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APPENDIX IX

DISCUSSION QUE3TICa

Why does the approach have such an important influence an the sale?

II. For what reasons do customers enter a retail store?

III i1014 can a salesperson make a customer feel welcome?

TV. What can a salesperson do in his approach to make his customer feel he
will get good service?

V. What can a salesperson do to acknowledge a customer who has not been
served?

VI. What should you do if the customer says he only wants to look around?

VII. Why is it so important that customers be given prompt attention?

VIII. What are two expressions to avoid when first approaching the customer?
Why?

IX. What is a good way to greet the .customer that is a more positive approach?

X. Describe how a customer should feel when he is approached in the right
way by the salesperson.

Page 11



APPENDIX X

An example of comprehension questions that teachrr can design after selecting
a jdb-related reading selection.

Questions for Understanding

1. How does each of the following types of retailers reach the
consumer?

a. Store operators

h. Diiect retailers

d. Mail-order retailers

Wanall.0.40.1.41101.0.7...11.1.1011.1.4.1.1.1.1W11.01041.414.4a

d. Automatic vending machine retailers

140.4.4.111.sama...41.10.1

2. Name four products that are sold in automatic vending machines:

a.

b.

C.

d.

4.1101040.1.Y vomooftWimovr.o.....ory

1,180*.$11.00.-4.104.4141.14,140.6440.10.4.0...0104,....4.1.0.1.1.4.4.111.001mn

3. a. Explain the difference between mail-order retailers and direct
retailers.

ftwooprov.......0asarto 001601........116.0.4.101.1111*.WOMO.rive

b. F lain the difference between retail store operators and
automatic vending machine operators.

INIMIS../....1.1.1t.4414110.11...1100110.101.5411.

4. What type of retailer is each of the following -,e11-knowA firms?

Name of Firm

Macyls

Avon Products

Sears-Roebuck Company

The Canteen Corporation

Fuller Brush Company

Montgomery Wad

L21. Retailer

.111.1110,11.



A;aTHMETIC PRWielM

Review Problem'

The purpose of the ANS Arithmetec rogram is to encourage otudents to
develop skill and accuracy in the arithmetic computations that they will aoe
frequently in their adult life regardlees of the typo of businees they may
enter.

Emphasis is placed upon the u! of knowledge and skill in arithmetic.
However, many of the problems are stated in tem; of simple application to
business situations since the ability to use arithmetic in practical situa-
tions is important. The problems are the type that should be .enderstood by
otudents regardless of whether they have had any training in businese,

The following review problems are typical of the types of poblems to
be included in the Arithmetic Program test. It io recommended that these
problems be reviewed with the students and by the teacher, swing the custom
classroom approach. Because the review problems are provided, students are
expected to make a perfect score' on a test in order to qualify for an ANS
Certificate.

The following problem requires you to determine the amount of cash re-
ceived by a business, the amount of cash paid out, and the balance of
cash remaining. The cash balance is computed by subtracting the total
amount of cash paid out from the total amount of cash received.

Cash Received ggth1114.211

$397.98 $139.71
148.77 386,69

2.63 72.28
45.50 109.03

838.74 41.17

a. Total Cash Received

Total Cash Paid Out

c. Cash Balance

An operating buethess atarte the month with some cash on hand, takes
in additional cash during the month and pays out cash. Determine the
cash balance at the end of the month. To solve the problem: (1) add
the cash balance at the beginning of the month to the amount, of cash
received; (2) subtract the amount of cash paid out during the month.

a.

b. .$244-4423141)

$1,367 .42
845. 1

- Cash balance,
Cash received
Total Cash

- Cash paid out
- Cash balance,

January 1
during January

during January
January 31

Businesses generally deposit cash received in a cemmercial bank account
and make payments by check. Cash "deposited" is et, cash put in the
bank against which 'checks are written. The company keeps a check
stub or other record upon which it keeps a running balance of cash in
the bank. It Agga each gier oa.t to the balance and subtracts each check
that is written. In the folloudng problem you are to compute the bank
balance after each transaction.

a.

C.

a.

$15 676.32 - Balance
262 - Check # 682

Balance
Check # 683

- Balance
2 - Deposit

Balance
. Check # 684
- Balance

_24224.2r2 . Check # 685
e, ir Lalance

.12,2412 'flcPrit
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Occasionally it is desirable to determine the avetage Df a series of
figures. To tina the average, several numbers arcs aJe4 tegether
the total divided by the number of terms that were added. For example,
the average of 30, 420 and 60 is 44. (30 .4- 42 q 60 132. 132 e 3 r/' 1,11

Determine the average in the following:

a. A store sold 620 hi-fi records in April; 846 in May; 730 in June;
548 in Jay. Wit was the average number of records sold per
month?

1040.1.10s.0.01.1140.0041.1111/01014.101..~111.4....1.4.

b. The sales of a store for one year were $70,963.20.

1. What were the average monthly sales?

2. What were the average daily sales if the store was open 308 days
during the year?

5. The following problems provide a review of arithmetic processes involv-
ing decimals.

a. Add the following:

1. .62, .42, .25, .04 th,

2. 1.20 .063, .45; 1.0 *e

3. $4.500 $.67, $.e2, $14

Subtract the following:

1. .059 from .128 mg

2. .546 from 1.48

3* .48 from 2.0 ==

e. &lap ly the following:

1. .32. x 056 ' OMININOMO.~.41WalloofialAu~NOIPOW

2, .66 'x 1.2

3 2.55 x 12.4 le

MarelliaMagMene**Ms040

Divide the following;

1. 1.75 by .25 $0

2. .63 by .9 ta
4.101001MOOMMINIAMilek

3. .69 by 3.0 m

e. A company paid $653.64 for gasoline. The gasoline cost 31.2 cents
per gallon.

How many gallons were purohaeed?

A man purchased a TV set on which he paid a sales tax of $14.25.
The rate of the tax was 3 per cent.
What was the cost of the TV set?

14.01141"..4100410111 MORAINI

Solve the following problems involving fractions and reduce the amount
to the lowest denominator:

a. Add:

1. 62/3+3l/4 =

2. 12 1/2 + 5 2/3 6 5/8 =

3. 5 1/6 + 21 3/4 + 9 2/5 =

b. Subtract:

1. 15 3/4 - 6 1/3

00410410sraMliftalenu*NaNOWIftwierir~nOr

1.4.4.6.0.00t0o



Subtract (Conuirkusq)

2. 9 1,6 4 5/8

3, 215/64*93/5
c. Hnitiply:

1. 5 5/6 x 7 3/8.

2. 14 7/8 x 8 1/3

3. 6x 12 3/7

d. Divide:

1. 14 2/3 4. 5 1/2 m

2. 21 3/5 4. 10 1/8

3. 42 1/2 18 1/3 at

.....i64.4.varroorweiws4

IbannyirkawwWwbs*ra.mormatiamet.04****Ior

#0440/0.0.1.1041deolkdaWnoanal.4001014.r.

ar*//0.101.1.44**Xforlii**AWYMINVANIIIII.e..11.1.

a. 50 is 1/2 of 100. What fractional part of 100 is:

1. 25

2. 33 1/3

3* 16 2/3

4. 12 1/2

5. 6 1/4

6. 37 1/2

b. The information Osove can often be used to simplify computations.
For example, the cost of 144 ball point pens at $.33 1/3 each can
be computed as follows:
144 x $.33 1/3 21$ $48. However, since $.33 1/3 is 1/3 of $1 the
same result can be obtained by taking 1/3 of 144 which is also
$48. Compute the following problems by this method:

MiligeOsatdMINHIPIWINSON.ONI.W04.01.1I

1. 36 paper back books at 25 cents each:

2, 120 pencils at 12 1/2 cents each:

3. 48 packages of paper at 16 2/3 cents each:

4* 60 pens at 66 2/3 cents each:

Arctxit of Cast

IWWW101111.1.04011.0061.0111101.INIM4

WAHMAW.lefIrwi......11MOVONMOMOM

01110.0.411~11110"WIMINIMOVOMPINVOIMPOWIN

The following problems involve the use of percentage:

a. If you purchased its upon which a sales tax was charged, what
would be the amount of the tax?

Jacket $220 rate of sales tax 0:

2. Radio $114.$0i rate of sales tax 2%

3« Used car $875, rate of sales tax 2 1/2%

Some businesses give customers a discount if the merchandise pur-
chased is paid for within a specified period of time, such as 2%
if paid. within 10 dam What is the amount of the cash discount
for the following t

Amount of
se BA11.121.2141921.115. gtAgLaggPABI

0111.114atlaiR~MIMIOT4I141/4/MMP41...

Vt.

$362.00 2%
.117.0.0,10..1.1.040006.S.%041*.w.



F.)

8. b. (Continued)

h

runt of
Ameunt of :trchase bk24dits count katLpi.zsount

4a .4 493.35 2 1/2%

3. $1,678.80 3%
RaVAININOrieWL.Wadefiluoalwitabow.

Determining the "markup" on merchandise is a computation that is
made frequently by retail stores. Mark-up is the sum that is added
to the cost price to arrive at the retail price. k-up may be
figured as a percentage of the cost price or as a percentage of the
salea price. When it its fegured as a percentage of the 291t price
it is called "mark-up on coat." When it is figured as a percentage
of thil Mkt price it is called "mark-up on retail" or "markup on
seise," For example, a store wants to sell an article at a price
equal to 33 1/3% more than the $15 it had paid for the article or,
in other words, at a 33 1/3% mark-up on cost. Such mark-up would
be $5« It Ira computed by multiplying the $15 cost price by .33 1/3.
The sales price bared upon the mark-up is then $20. It is computed
by adding the $5 marks. up to the $15 cost price. Instead, however,
the etcre might prefer to establish the sales price of the article
on the basis of a 33 1/3% "mark-up on retail." Such mark-up would
be $7.50. Here is how it is arrived at: The retail price should
be considered as equivalent to 100%. Since 33 1/3% is the desired
mark-up, the balance remaining (66 2/3%) represents the $15 cost
price. Therefor*, since 66 2/3% equals $15, 33 1/3% is 1/2 of $1 7

$7.50 which is the dollar value of the 33 1/3% mark-up. The sales
price based upon that markup is then $22.50. It is computed by
adding the $7.50 markup to the $15 coat price.

What would be the eellieg prices of the following items?

Selling Price Selling Price
Agal Zit-WM LSEAStka2 ihig2.4.2atak tlang.22.121,1/1

1. Electric ten $ 50.00 3C$

2. Carpet $120.00 25%
latoolastOonimmellOorromatorrosiookorma

d. If a store purchased a lamp for $50 and sold it far $75:

1. What was the per .cent of mark-up based on cost?

2. What wts the per cent of markup based on selling price?

What was the per cent of mark-up on a table that cost $75 and sox d
for $100?

1, gamed on cost .

2. Based on retail

When a person borrows money, he is charged interest on the lean. The
interest rate is based upon a percentage of the amount borrowed (called
principal). The interest rate is quoted on an annual basis. If you
borrow $100 for one year (360 days) at 6%, the interest would be $6;
for six months, it would be $3; for 60 deys (60/360) it would be $1.00.
Hence, the interest is computed by multiplying the rate by the principal
and by the time. Compute the interest on the following:

1141111 Ala Time AtMot
a. $200 4% 6 months

b. $300 7% 60 days

c. $190 6% 45 daya

d. $440 6% 3 months

e. $500 5% 34 years

10. Some employees in business are paid on an hourly basis and are paid a
higher rate when they work overtime. Mike Wilson worked 46 1/2 hour,

trz...IMMillemerle11111WISMNOYININI

allweiramill1/01011.101110M.114141MiliMele/M11.



0

Review .41oblems

ontinued)

one weeks His regular hourly rate 4.s $1.60 per hour. He is paid b.
and one-half for all hours over 40 that he works in ole week. His
earnings for the week are computed as followst

Regular earnings - 40 x $1.80 , $72.00
Overtime earnings

Total earnings 89.55

Compute the earnings for the following persons. The re ar work
week is forty hours and time and oue-half for overtime,

EMMA Crisler

b. Albert Allen

c. James Whitfield

4. Mhry Stone

His
Worked

L3

145

40

36

Regular
gate

Total

Eltstagt

4.444maramkasmor.4140.1.

1111111411110W1001.10141001710411.1111
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FOR tucous

$1,433.62
748.88
684.74

$11,212061
0. 3,720.56

. :.)14,952.03

,. 13,733,39
16,,383.11

16,353,36
150863.08

I:. 160813.58

$ 686.

,,(1)$5913.60
(2) 230.40

.91.33

.f2 2.71)

(3)19.99

ii(1) .069

(2) .934
(3)1.52

.1792
(2 .792

(3) 31.62

i.(1) 7

(2) .7

(3) .23

20095

$475

a.(1) 9 11/12
(2) 24 19/24

(3) 36 19/60

o.(1) 9 5/12
(2) 4 17/24
(3) 12 7/30

..(1) 43 1/48
(2) 123 23/24

(3) 74 4/7

=FOR REVIEW PROBLEMS
AMS Arithmmtie Program

d.(1)
(2)

(3)

7. a. (1) 1/14

2 2/3
2 2/15
2 7/22

:(0 1/3
(3) 1/6

(4) 1/8
(5) 1/16

(6) 3/8

b.(1) $9.00
(2) $15.00

(3)*$ 8.00
(4)440.00

4((1) $ .66
(2) 2.29
(3) $21.875 or $21.88

b. $7.24

3) $0.364 or 450.36
2) $12.346 or $12.35

c.(1) $65.00 $71,43
(2) $150410 $160.00

d.(1) 50%
(2) 33 1/3%

6.(1) 33 1/3%
(2) 25%,

9. a. $6.00
b. 43.50'
0. $1.425 or $1.43
d. $6.60
4437.50

10. a. $66.75
b. $91.675 or 491.60!
0 $85.00
d. $60.00

Page 18'
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APPENDIX XII

Free Pamphlets to Be Used ae
Supplementary Materials in
Merohandise-Distributi,ve-Occupation:

"Your Grocery Dollar
Grocery Manufacturers of America
205 East 42nd Street
NewYork$ N.Y. 10017

Your ABC18 of Careful
Dept of Law

PO Centre Street
New York, N.Y.

,'Bet ter Retail Selling"
Marketing Services
The National Cash Register Company
Dayton, Ohio

"Tips on MakineCtlange"
The National Cash Register Company
Dayton, Ohio 45409

lying

"Budget and Expense Reeord-Where Does Your Money Co?
Union Dime Savings Bank
1065 Avenue of the Americas
New York, N.Y.

"Stock Clerk"
Department of EMployment
Sacramento, Calif.

7. "Some Motivators of Managers"
By Kahier and Williams
Alpha Kappa Psi Fraternity
111 East 38th Street
Indianapolis, 5, Ind*

"Cashier"
Department of Employment-Labor
Bureau of:Statistics, Womens Bureau"
Washington'2% D.C.

"The Story of Fibres, Yarns and Fabries"
E.L. DuPont deNemours CO.
Public Relations Department
350 Fifth Ave.
New York, N.Y.

70."Man Made Fibres"
Man made Fibres Producers Association
350 Fifth Ave.
New York, N.Y.

How to Pack and Wrap Parcels for Ma' ing POD Publication 2"
Post Office Department
Washington, D.C. 20260

12. "Hidden Valves" Series (Specialized Titles, Ex: "Bedding9
Consumer Education Division
Sears, Roebuck and Co.

Chicago 74, Ill.
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STUDENT WORKBOOK

READING COMPREHENSION

UNIT I. DICTIONARY SKILLS - PRONUNCIATION (Phonetic Spelling)

Accent Marks

A word that has only one syllable has no .accent mark.

most such true

When a word has two or more syllables, ope:syllable is usually pro-
nounced louder than the others. It is accented. The louder, or accented
syllable is marked with a heavy accent 71;71WFr behind the.accented syllable.

cie ny' dir° ty price' less con firm'

How to Pronounce Vowels

The vowels (a,e,i,o,u,y) are each pronounced in several ways. In
addition vowels combined (ai, ay, oi, etc.) have various sounds. The
dictionary uses a standard set of markings for each vowel sound in the
language, no matter which vowels are used to spell them. The explanation
of these sounds is found in the front of your dictionary, and is sammari zed
at the foot of each right hand page in the dictionary.

KEY TO PRONUNCIATION OF VOWELS

i as in Tee TO as in ftrOd
........

i as in ill 66 as in foot
Y
i as in birds G as in cube

d 72
u
:a as in am g as in '4nd bur

as infinite

in arm
wd

a as n rm a as in mak.6 o as in add d as in 'slim)

a
.

as in ask u
.. Jsk a as in per pdr g as in soft as in le

silent e with le,able, oi as in oil z as in ssi (Erb)

ou as in out vetc., as in able: abl
x as in bea. (babi)

as ir 5te eas in gve
"a as in vacation as in bfre

Aa as in care e as in event

schwa ( )

When vowels are not in the accented syllable in the word, their sounds
are slurred over to make an unclear sound (similar to the sound of u in nut).
The name given to this sound is schwa and it is indicated by a symbol which
looks like a n upside-down (..P). he schwa can stand for any vowel sound
which is blurred.

ago go' ) china (chi' na )
lemon (lem'an) mountain (moun't.on)

-2-



UNIT I. DICTIONARY SKILLS - PRONUNC1AT:ON (Phonetic Spelling) (Contod )

DICTIONARY MARKINGS PRACTICE SHEET

Location of Information About Pronunciation

The spelling of a word in these symbols is called the phonetic spelling.
It is found in parenthesis directly after the original spelling of the word
in your dictionary.

Referring to the symbols for vowels given on previous page, rewrite each
of the following words, using the correct sound symbols, rather than the
regular spelling. Be sure to indicate the accented syllable.

unit

struck

surge
womonmensmon

travel

trip,

impact

concur

mainstay

know

room tank melon

fan perhaps resent5lMMIIMIIMIN.M~Mls =,...
giant

shark

support orbit

churn decided

dance contatt

condemn

express
Amompra_

moment precise

simmer climate precision

producer mate decide

possible danger decisive

sympathy 7
compliment

consumer malicious

condemnation

disturbing

MIMMIII

WIIMINIMIN=01111...

element humidity

bloodstream mentality

democracy amusement

president critical

prejudice critique

pencil consultation

indicate

indication

admire

admirable

- 3 -



UNIT II.

WORD ATTACK SKILLS

A. SYLLABICATION

Long words which appear readable often turn out to be words which
you know, when they are broken into small parts. The first thing you
must do in order to understand what you read is break these difficult words
into parts so that you can pronounce them. This process is called
syllabication.

Each syllable, or small word part, must have a vowel sound in it. This vowel
sound may be made up of one vowel, or two vowels sounded as one. Each new
sound makes a new syllable. A silent vowel (like e on the end of a word
like rule) does not usually make a separate syllable, except in certain
'pedal cases.

Directions Read the rules for breaking words up carefullyoDo each practice
group of words, after you have studied the rule and the examples.
Rule 1 - Divide a word made up of complete little words between the

little words.
Examples Practicrl
handbook hand book boathouse lightweightsilkworm silk worm
freshman fresh man mainstay

sportsman

Rule 2 - When words are made up of root words, prefixes, and suffixes, the
prefixes and suffixes are split off from the remainder of the word as separate
syllables. Then whatever is left of the word is divided into syllables.

Examples

treatment treat mr,:.t dullness farmer...AONO ...1.10denote ae note inbred insightfulstriking etrik ing
discover dig cover prejudge

Rule 3- If a word has double consonants divide between the double consonants

rw
..IMONIMILO

Examples Practice

approve ap prove follow

mammoth mam moth collective

billow bil low vaccine

accept

coffee

accent

- 4 -
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UNIT (Continued)

WORD ATTACK SHILLS

A. SYLLABICATION

Rule 4- If two separately sounded consonants come between two sounded
vowels, divide between the consonants.

Examples

welfare wel fare
circuit cir cult
purpose pur pose

Practice

public cactus
ultra stigma,

carbon wisdom
Rule 5- When a single consonant comes between two sounded vowels, divideTheGrd in front of the single consonant, so that it goes with the vowel
following it.

Practice
adult a dult Zerear climate
detail de tail patience decay
deny de fly legion label
student stu dent

Rule 6- Consonants very often are paired together and when this is done, they
make a new sound, which is different from the separate sounds each makes by
itself. Some of these combinations which act together as one letter are:

fl sp cr Er scr sh wh ch th P1 t and many more.
When you break a word into syllables, treat these blends as if they were single
consonants, and use Rule 2, 4 or 5, (whichever one applies.)

Examples Practice
fragrant fra amt progress comply
father fa ther athlete .program
surprise lur prise substance improve
machine ma chine

express e_ x"

Exceptions to the Rules Above- Endings like die, bie, cle, pie on a word
are separated from the rest of the word as if they were syllAbles, even
though the vowel in them is silent.

k2M2itE Practice
ladle la die baffle ample
struggle strug gle tremble crackle
dazzle daz zle brittle

- 5 -



UNIT II. (Continued)

WORD ATTACK SKILLS

B. Practice Sheet

Directions; Divide the following
on the previous practice sheets.

distortion

holocaust

words into syllables according to the rules

Crucifixion

dissension

characteristic

population

disturbance

exchange

contumely

cam.m1M1110..

411111 vaccinate

unprofessional

phrenologist

physician

haphazard

fascination

capacity

judgmental

reimburse

responsible

porcelain

resemblance

superintendent

unconscious

unmanageable

rearrangement

productive

111=11.

-6

relinquish

wholehearted

evaporate

unfashionable

%candidate

embarrassed

kindliness

knowledge

MOO

,m.ffil=.1.111M

anesthetic

anachronism

dazzling

tickle

unconcerned

appropriate

foreign

growismift%

.71111.1=10



UNIT II.

C. REVIEW: SYLLABICATION & PRONUNCIATION (Phonetic Spelling)

I. Syllabication
Directions: Break each of the following words up into syllables.
Rewrite he word, leaving spaces between the syllables.

II. Use of phoneticlymbols
Directions: Rewrite each word a second time, using the phonetic symbols
to TOTrihe word, rather than its usual spelling. Check with your
dictionary on the more difficult ones. Be able to read each of these
words aloud.

pleasantry

didacticism

collusion

simile

rhetorical

compilation

connotation

romanticism

pentameter

fallacious

precious

ownership

autocracy

persuasive

extravagantly

fastidious

metaphor

paleontology

uncidUs

Federalism

destitute

coagulation

symbiosis

SYLLABLES PHONETIC SPELLING

.11=11111111110I, 41111....

.._..__ammo

?,imesialaine

4111111.f.

...

41.1M11111111111i
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UNIT III.

VOCABULARY SKILLS-CONTEXT CLUES

A4Anallizinsthepeanin of Words in Context

The context of a word is the sentence or group 0 other words in which it
appears. Very often the meaning of the word can be discovered from the other
words in the sentence. On this sheet you will find a number of words with
three correct meanings for each. On the right are three sentences in which
the word is used.

Directions* When you have read the definitions, read each sentence, and write
the letter of the correct definition for the word, as it is used in that
sentence in the space at the right.

A. correspondence means
a. agreement
b. letters
c. similarity

1. We kept up a heavy correspondence while he
was overseas. 1

2. There is no correspondence between the
facts as you tell them and as I know them
to be. 2

3. There is a close correspondence in each
of our life experiences, isn't there. 3

B. dr means 1. B7aw F-1-71-Yaristhe greatest draw
a. thing that attracts among folk-rock singers. 1

b. tie: stalemate 2. He had to draw the boat carefully
c. pull; drag toward the dock so it would not
d. paint; sketch float off. 2

3. They fought to a draw.
3

4. Most people think they can't draw. 4
1111.11!

.111SIIMMIIMMS111111

C. support means

a. comfort
b. provide for
c. endure

O. descent means
a. ancestry
b. sudden attaciA
c. fall

-roan. vawaseawarsamffirmaa.

1. He could hardly support the con-
stant strain on his resources. 1

2. Very few people can support them-
selves in the style to which they
want to become accustomed. 2

3. Her kindness provided a great
deal of support-during my dif-
ficulties. 3

1. During the descent of the plane I
always get airsick.

1

2. The descent of the forces of Genghis
Khan upon China meant disaster to
the people. 2

3. He traced his descent back to the
Pilgrims. 3

E. minor means
a. under legal age
b. lesser
,. sad; melancholy

711.11.1.

-Im,..wwfor talimem

1. Music in a minor key is appropriate
when you have been unlucklin love /

2. The minor poets are those( not often
well read by the average reader. 2

- 8 -
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UNIT III. (Continued)

VOCABULARY SKILLS-CONTEXT CLUES

B. NORTH OF THE ARCTIC CIRCLE

Read the following passage. Then follow the instructions for answering the
questions.

(1) The land of the Lapps stretches eastward from Finland into Russia, and
westward across the top of Sweden into Norway. In this interesting corner of
the world, the Lapps follow a way of life that was old and traditional long
before any of these four countries existed.

(2) The origin of the Lapps and their strange Stone Age culture is lost to
history. It is known only that they came from Asia many centuries ago and
that they were driven north by the Finns.

(3) But even before the Lapps moved into their wild northland there were
reindeer grazing there. The Lapps are completely dependent on these reindeer
and the deer in turn are dependent on sparse deer moss that makes up almost
all their diet. Where the reindeer go to graze,the Lapps must follow, year
after year; settled villages are almost unusuable except for brief periods
during the dark winter months. A family of five needs two thousand deer for
the bare necessities of life; and such a herd may need up to two hundred
square miles of grazing land.

(4) The Lapps, who call themselves Samied, are short -- hardly more than five
feet tall--and have pleasant alert features. They are sturdy and courageous;
only the fittest survive their rugged life, which is as specialized,, as un-
touched by modern civilization as any on earth.

(5) As hardy as their masters are the reindeer that roam the frozen wasteland.
Both male and female have horns--great branching antlers which they shed
once a year. These, along with the reindeers' shovellike hoofs, are most use-
ful for digging through deep snow to the moss beneath. A.deer can sniff the
moss through a three-foot fall of snow, and can shovel through to reach it.
During the winter, when the deer cluster around the winter cabins of the Lapps,
they plow pathways in the snow so deep that only the tips of their horns
can be seen.

1. In paragraph 1, which word means

5.211212U-K

2. In paragraph 2, which word means

Forced, made to go

In paragraph 4, a word meaning

strong, robust is

4. In paragraph 5, a word meaning

gather in a bunch is

,,71

-9

For each of the words which follow
there are three correct meanings given.
Choose which meaning is used in the story

1. bare in paragraph 3 means
a. revealed
b. empty
c. mere

2. features in paragraph 4 means

a.traits; characteristics
b.facial appearances
c. special attractions



UNIT III. (Continued

VOCABULARY SKILLS-CONTEXT CLUES

C. GENEVA

Reading the followina_aulas:

On the shores of a pale blue lake, there is a town rimmed by mountains and
gay with flowers and fountains. In this town diplomants of the Western world
and of the Communist world are deep in the realities of the rasping relations
between the United States and the Soviet Union, fear of war and the hope of
avoiding it. All over the world, newspaper stories datelined Geneva,
Switzetland, will appear on front pages and they will deal with issues that
one way or another concern all the world's people.

It is a town the world thinks of only in terms of headline-diplomacy and theforeigner. But it is a town that is quite aware of its on past, its own
apeeeable present and its own plum future, that has its own special attitude
toward the foreigners who have made it famous--a blend of careful helpfulness
and careful unconcern.

As a setting for living, Geneva is startlingly, almost unreally perfect. The
delights of this town are spread out every day -- mountains for climbing and
gazing, a lake for sailing, streets and hills for rambling, fine restaurants,
cafes for the reflective hour, good company and good talk and decency of
manner.

In this society a man contributes not by searching for adventure and goals
and great opportunity by doing his own job well and seeing to it that the
existing machinery is never thrown oat of gear.

Propriety is a reflection of what Switzerland is all about. This is a country
that has existed because it has taken care to live within small, secure
horizons and has made the Emervaaion of propriety almost a matter of
national security.

All this starts young. "Swiss children are over-disciplined and sat-upon
little things, "the mothers of boisterous American youngsters complain.
"When our small fry return from a party the first question is, Did you
have funi, For the Swiss child it is, 'Were you good?' "

Iv

"Being good"--behaving modestly, not pushing, speaking pleasantly--is some-
thing every member of a small, prosperous society that intends to remain
small and prosperous must practice, end training starts in childhood.
Switzerland livms b' the safety of tradition, and this does not make for
exuberance in children or adults. It is not a question of fault or
virtue--but the way a country is.

- 10 -



UNIT III (Continued)

VOCABULARY SKILLS-CONTEXT CLUESNr.71...111NSIMIIMIIIIIMINRO

C. GENEVA (Continued)

Further Directions: Find one of the underlined words in the selectionabove to fit each of the following definitions. Write the word on the lineat the right.

1. rough, noisy, and rude; loud, clamorous, and unruly 1.

2. walking or wandering 'n a leisurely way; strolling 2.,.

3. state of mind; disposition; readiness to act in a 3.
particular way

4. a sense of what is fitting, proper or suitable;
decorum

5. engaged in thought; deliberating; meditative; 5.
contemplative

6. joyous or enthusiastic behaviour; not being 6. All.w0

11111111=111.1111/110111

restrained or inhibited

Mark the following statements True or Falseon the line at the right.

1. A man who behaves with propriety is one who has lots of 1.
property,

2. A refl,.fAve man spends a great deal of time meditating.2.

3. A society which believes in tradition wishes to preserve3...,
its past customs and beliefs.

4. Someone who lacks enthusiasm is not likely to be 4. 01.0.=11.exuberant.

EMilIiilimm

.2.1=16.111111101.71

5. People with a sense of propriety are likely to very 5.---------boisterous.



UNIT III (Continued)

VOCABULARY SKILLS-CONTEXT CLUES

B. THE WORLD O E WANDERER

(1) You may think that the shabby wanderer who comes to the back door for a
handout has no place in society. Actually he belongs to a society of his own.
It is a fellowship with its own customs, education system, community center and
even it own language. It was this basis of the wanderer's life, this hobo code
of the road, that first aroused my interest in the men who use it.

(2) One morning I watched as my neighbor came down the highway and turned into
my barn road. To my surprise, he stopped near the barn and studied something for
a moment. As he neared the house, he laughed loudly and shouted "How do you
like feeding every bum in the vicinity?"

(3) I conceded that we had been feeding an unusually large number of hungry
tramps and hobos lately. Times must be getting harder, I explained, for most
of the men who came to our door said that they couldn't find work anywhere.
(4) "It's not hard times that brings them here, " grinned my neighbor. "You've
got a sign on your barn advertising that your wife has a soft heart and falls
for a hard luck story."

(5) "What sign?" Naturally I was startled, and I demanded that he explain.
Still laughing a little, he beckoned me toward the barn and showed me the sign
scrawled there. It was just a crude chalk drawing of a fat cat and some triangles,
the kind any kindergarten child might produce, but my neighbor assured me that
for all the hobos and tramps who came by, the cryptic symbols were clear. They
indicated that any passerby could probably get a handout here. The cat meant
"kind woman"; the triangles could be translated as "A sob story will wind a hand-
out." One of our first "guests" had left this message for those who followed
him.

(6) That incident was my introduction to the secret hobo code, and it started
me doing some fascinating research. I found that the hobo code is an extremely
simple one. It uses neither numbers nor letters; all the code symbols are
rough drawings that look like a child's first efforts with a crayon. A circle,
for instance, means "Nothing doing--no hand-outs here"; two lines pointing up-
ward mean "The sky is the limit--the people here are generous indeed." The
simple symbols are quite incomprehensible to persons who have not been taught
to use the code, but they are immediately understood by hobos everywhere. The
hobo picture language is an old code and one that is worldwide. It was probably
brought to the United States from Europe at least a hundred years ago. Old-
timers in the hobo jungles, or camps, teach it to the young punks--those who are
new on the road. For all the men who regularly tramp the roads, the code is an
almost indispensible tool for living.

- 12 -



UNIT III. (Continued)

VOCABULARY SKILLS-CONTEXT CLUES

O. THE WORLD THE WANDERER (Continued)

(7) Most people use the terms hobo, /Lam and bum interchangeably to describeany wanderer who asks for a handout. Actually, although all three types of menmay follow the roads, there are differences among them. St. John Tucker, formerpresident of the Hobo College in Chicago, defines the hobo as.a "migratoryworker," the tramp as a "migratory nonworker," and the bum as a "stationarynonworker." Another authority, Dr. Ben L. Reitman, makes just about the samedistinction. He says, "The hobo works and wandersv the tramp dreams and wanders,and the bum drinks and wanders." Both agree that the hobo differs from the trampand the bum principally in that, he is actually a worker. He may not remain longin any one place, but he earns most of his living legitimately.
(8) When offered his choice of two jobs, the hobo will usually head for the onefurthest from where he is. He does serve society in his travels; mans/ in-dustries, including lumbering, mining and agriculture, make use of him duringtheir busy seasons. Furthermore, whenever a catastrophe occurs--fire, flood orearthquake -.the hobo is on call for work. He constantly seeks variety of ex-perience, something to brag about back in the jungles where he joins his fellowsat night.

(9) There are many reasons why a man may become a hobo. Hard times or seasonalunemployment may force unskilled worker to take to the roads in search of jobs.Low mentality, physical handicaps, or old age may make steady work impossible forsome men. Discrimination because of race, color or creed may be an obstacle forothers. Many men who become hobos are unable to hold a steady job because ofsevere personality problmes, alcoholism, drug addiction, or simply the inabilityto get along with others. Then there are some--and they are nume'ous- -who trampthe roads because of an overwhelming wanderlust or restlessness.
VocabullaSaations
In each of the following questions a definition is given, followed by a paragraphnumber. Look in the paragraph and write the word which properly fills the
description on the line at the right.

1. gift of food or clothing (paragraph 1)
1.2. Collection of rules, ways of behaviour or customs (paragraph 2) 2.

3. admitted (paragraph 2)
3.4. summoned; called (paragraph 5)
4.

MMWEIWOONOW nONIIM/001/1.

5. rough; unpolished (paragraph 5)
6. unintelligble; not understandable (paragraph 6) 5.
7. essential; necessary (paragraph 6)

6.8. wandering; nomadic (paragraph 7)
7.9. fixed; motionless (paragraph 7)

10.calamity, disaster (paragraph 8) 8.

9.
10.

- 13 -
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UNIT III.(Continued)

THE WORLD OF THE WANDERER (Cont'd.)

For each of the following words, found in the reading, three definitions
are given. Go back to the paragraph in which the word is found and decide
which is the correct meaning of the word in the paragraph. Circle the
letter of the answer.

11. sign (paragraph 5)

a. gesture; motion
b. mark; symbol
c. omen; portent

12. first (paragraph 6)

a. earliest
b. of best quality
c. most important

13. authority (paragraph 7)

a. one with special knowledge
!*. government official

c. power; influence

14. steady (paragraph 9)

a. firm: unshakeable
b. calm; controlled
c. regular; continuous

4



UNIT IV.

VOCABULARY SKILLS-WORD BUILDING
A. Lesson #i

A. dict - speak
elude - close
tend - stretch

Directions: Combine each word part on the left with dict, elude andtend to make nine words that fit the definitions below. Write thewords on the line at the right.

pre )

in ) elude dict tend
e,e? 1

1. keep or leave out

2. have in mind as a purpose

3. stretch out reach

4. contain; comprise

5. official proclamation; decree

6. foretell

7. shut out or hinder, especially in advance

8. make believe; claim falsely

9. charge with a crime, accuse

'WAIN"

aMIGMi..,1401MIEWMPAMMENOMM11

.O.YWM

/011MOMW.M.

AMOY

.1.11.11.

4111.11M

NMIIMM1.1111

B. omni - all Use the prefix omni-, ambi-, or semi-,
ambi both; around to complete each word so that it fits the
semi - partly definition.

VINNIMI..... dextrous (able to use both hands equally well)

INIOOMOma.lan= __present (in all places at once)

automatic (partly automatic and partly hand controlled)111.1111

valent (having conflicting feelings,as love and hate)

4111110MinflIMENOM.

sci2nt (knowing all things)

conscious (not fully conscious)

vorous (able to eat everything)

civilized (partly civilized)

- 15 -



UNIT IV,(Continued)

VOCABULARY SKILLS - WORD BUILDING

A. Lesson #1 (Continued)

C. The root don comes from the Latin donare, meaning "to give." The
root grad comes from the Latin gradus meaning "step." %Emu or secu
comes from the Latin

as
"to follow," These roots are found

such English words as donate,, grade, and sequel.

DIRECTIONS: Use the roots don, grad, and sequ or secu to complete each
word so that it fits the definition. Write the word on the right.

1. or (one who gives)

2.con ence (result; effect)

3. ually (little by little)

4.pro to (follow through, as a court easel

5. ence (coming of one thing after another)

6. uation (completion of a course of study)

7.0r (release from punishment)

8.de ation (a lowering in rank or station)

D. tain - hold
fer -c carry

serve - serve

DIRECTIONS: Combine each word part on the left with tain, fer and terve
to make nine words that fit the definitions below. Write the words.

de )

con ) tain fer serve
re )

1. Have inside; enclose; include

put off to future time; postpone

3... keep from being damaged, lost or wasted

4. hold or keep in possession; hire; keep in a fixed condtion

5. keep in custody; confine; delay

6. keep bock; set apart for later use

7. meet ,!for discussion; converse

8. be worthy of; merit

9. be related; direct a person to someone



UNIT IV.

VOCABULARY SKILLS - WORD BUILDING

B. Lesson #2

A..Aster and astro are roots from the Greek word aster, meaning "star."
Ater and astro are found in many English words, such as astrology
Wetufttelling by the stars) adn astronomical (pertaining to the
study of the stars.)

Other Greek roots that can be combined with aster and astro to make
English words area

leux- measurement ofd i like; similar
wows - law or system of laws 'isk small
naut - traveler luma - art; practice; study

DIRECTIONS* With these meanings in mind, write the word from Column
that matches each definition in Column I.

COLUMN I.
0:11111.6.1. science of space travel

2. measurements of stars

3. spacd traveler

4, starlike flower

5. like a star

6. small star used in printing

411111111111111111111

10111111111WINIV

4111111.11111.11.1%

NM&

aster
asteroid,
astronaut
asterisk
aAtronomy
astrometry7 person wno tells fortunes
astronautics

by studying the stars astrologer

8.. study of the natural laws
governing stars & planets

B. Each word below has three correct definitions given for it. Choose theletter of the best definition for each sentence and write it on the line.
1. ,accent, a. believe in 1. I can't accept your kindness

b. take when offered 2. You didn't accept what he
c. agree to said as the truth, did you?

3. I accept the committee's
suggestion.Lsolution a. answer to a problem

1. He solved the problem andb. mixture
gave the class the solution

2. A good solution to put on a
sprain is epsom salts in water

3.stort a. beginning 1. He wss in on things at the
b. sudden movement start
c. advantage 2. Please give us a heed start

3. 'When the door slammed, she
gave a start



UMIT IV.

VOCABULARY SKILLS-WORD BUILDING

C. LESSON tu.
A. Mono is a root from the Greek word mono, meaning "one." Mono is found

in many English words, such as monotone (repetition of the same tone).
12211 is a root from the Greek word polys, meany "many." A polyclinic
is a place where many diseases are treated. Other Greek roots that can
be combined with mono and poly aret

mania - madness, preoccupation
- shape

,gamy - marriage
theos - god

- writing
gram writing

Directions: With these meanings in mind, write the word from column II.
which fits each definition in column I.

COLUMN

1. control of one over mAN1 eitino

2. marriage to one person

3. worship of one god

4. having many shapes

5. a craze for one thing

6. worship of many gods

7. design using one letter

8. book or article on one subject

9. writing many things at once

.11114MIIINk

iNon

COLUMN Ii
11.1011101011VW....,1.././...W10.,111.01.

polygraph
monogram
monopoly
montheism
polytheism
monomania
monograph
monogamy
polymorphic

B. Each word below has three correct definitions given for it. Choose the
letter of the best definition to fit each of the accompanying sentences.

1. late a. tardy 1. The late president is much missed even today
b. dead 2. He was so late he was embarrassed.
c. recent

2. revolving a. shocking
b. rebellious
c. nauseating

3. properties af, possession
of value

b. qualities

3. The late edition of the paper is out.

l.Ai.r pollution causes many revolting odors.
2.The revolting peasants stormed the castle.
3.There is a revolting murder story in the

paper.

1. He sold all his properties before leaving
2. Be careful. That drug has special

properties which may ca., a trouble.

- 18 -

.
V11.1010.011/Ille



UNIT IV°

VOCABULARY SKILLS-WORD BUILDING
D. Review Exercise #1.

Directions: Circle the letter of the right answer
1. In the word evict, the prefix e most nearly means

a. in b. beyond c. cut d. against

2. In the word extend, tend means

a. speak b. stretch c. plan d. have in mind

3. In the word indict, dict most nearly means

a. demand b. speak c. do d. accuse
4. In the word ambidextrous, ambi means

ae together b. ambitious c. both d. uncertain

5. In the word transfer, fer means

a. send b. across c. carry d. prefer

6. In the word confer, con means

a. meet b. carry c. with d. against

7. In the word detain, tain means

a. hold b. against c. carry d. continue

8. Theolon refers to the study of

a. Greek roots be religion c. earth features

9. A culture which practices Polytheism

a. has one god b. has many gods c. does not believe in any gods

10. A book referred to as a monograph

a. is a study of several subjects b. is a study of handwriting
c. is a study of one subject d. deals with history

11. A monogamist is likely

a. to be prosecuted in the U.S. b. is likely to teach in a university
c. is likely to have no legal problems because of being one here

12. In the word substandard, sub means

a. above average b. below average c. below or under

13. In the word aspire, as means

a. toward b. against co under

- 19 -
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UNIT IV.

VOCABULARY SKILLS-WORD BUILDING

E. Review Exercise #2

Directions: Circle the letter of the right answer to each question.
. Something inaudible

a. cannot be seer. b. cannot be heard. c. is too strong. d. cannot be judged.
2. A malefactor most probably

a. has done something special. b. has done something wrong
c. is a master craftsmen. d. has bad thoughts.

3. In ancient times, a scribe was most probably kept busy
a. writing letters for people. b. describing what happened to those who
c. told stories. missed it. d. painted pictures.

4. A subterranean roadway probably
a. is not long enough. b. takes up too much room.
c. has fewer lanes than it needs. d. will require good lighting.

5. A translucent fabric at the windows
a. will block out the light. b. will let light through.
c. will fade too easily. d. will be too expensive.

5. A man with poor credibility
e. does not express himself well. b. does not speak well.
-, is very unusual d. is not likely to be believed.
'As taken concurrently by the Senate and House on a bill indicate that
that the actions were opposite in effect.

b. the actions were taken one after the other.
c. the actions were taken at the same time.
d. the actions were taken in spite of resistance.

d. A good color contrast is one in which
a. the colors are very close in tone.
b. the colors stand out against each other.
c. the colors are very light colors.
d. the colors clash with each other.

9. A respiratory infection is one which
a. effects the hearing.
b. effects the blood circulation.
c. effects the breathing system.
d. would be serious if alcohol is taken at the time.

10. An imperfect piece of work
a. is far superior to most others.
b. is not perfect.

c. is less perfect than most others.
d. is unattractive.

11. An all-inclusive policy
a. takes in every possibility.
b. leaves out most possibilities.
c. only lets some people in.
d. can be changed when necessary.
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UNIT V.

VERBAL ANALOGY
A. Exercise #1

(JUST AS)

Read each sentence. Think how the words in the boxes belong
a word in the WORD BOX that will go with the underlined word
There are more words in THE WORD BOX than you will need. Wri
fits best.

1, Close is to shut just as stay is to

2, Sleep is to slept just as stick is to

3. Smart is to stupid just as friend is to

4.

TH':1:1::YiSst:o

bird just as bee is to

gallop just as cloud is to

together. Find
in the same way.
to the one that

a
IMMM4101.11111.10

6. lilt is to ocean just as !ita is to

7. Meet is to Est just as shine is to

8. Chicken is to rooster just as turkey is to p
9. Hundred is to dollar just as five is to

10. Present is to gift just as ask is to

11. Shout is to whisper just as wide is to
1=111., ANMIImxImall

12. Leave is to enter just as danger is to

13. Bright is to flame just as dark is to

14. let_ tuce is to vegetable just as cabin is to

15. Touch is to thump just as tall is to

16. Jacket is to co. vei just as insect is to
,1111111011101...M

17. Warm is to hot just as crack is to

18. Twelve is to eleven just as winter is to
.11111110

19. Between is to among just as pair is to

20. Quiet is to silent just as tell is to

THE WORD BOX

shone nickel shadow several maybe
beast autumn remain stuck insist
gobbler spring insect drift desert
shelter towering creature reply inquire
break safety amount enemy narrow
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UNIT V.

VERBAL ANALOGY
B. Exercise #2

(JUST AS
Read each sentence. Think how the words in the boxes belong together. Find
a word in THE WORD BOX that will go with the underlined word in the same
way. Th,oe are more words in THE WORD BOX than you will need. Write the
one that fits best.

1. Straight is to 042Ely just as master is to
2. 'Stool Es to imjust as pail i s to

3. Sti nc i s to bee just as cut is to

4. Break is to broken just as bear is to
41.7.111/1111110

5. Rattle is to sound just as salty is to

6. Teeth is to chew just as alarm is to

7. Shell is to beach just as kettle is to

8, Tale is to story just as but is to

9. Lean is to thin just as match is to

10. Think is to thought just as sumeis to

11.. Bean is to seed just as potato is to

12. Clear is to sleadY just as War is to
13. Baggage is to suitcase just as machine is to

dor

1111011111111113,

jaallataltawamela

14. Dust is to dirt just as tolis to

IS. Round is to shape just as beyond is to

16. Silent is to noiseless just as direct is to

17. Hum is to sing just as spark is to

18. Thousand is to number just as harbor is to

19. Pen is to corral just as stray is to

20. During is to following just as understand is to

handlehandle
order
jacket
distance

beast
crept
root
cloud
except

THE WORD BOX

gather kitchen
taste boil
spread servant
knife warn
flame wander

=i1.111.1C ,n1M1116
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UNIT In.

MAKING INFERENCES

A. Exercise #1

Directions: Read each selection. Circle the letter of the answer which
best completes the thought.

1. Plants, like animals, must be fitted for the places and climates in whichthey live. In dry desert regions they must be able to exist for long periods

A. without much cultivation. B. without water.
C. during harsh windstorms. D. under a hot sun.

2. After many thvilling escapades and wondrous adventures in new lands, the
retired sailor was dissatisfied with life at home, which was to him extremely
A. frightening. B. refreshing.
C. dull. D. exciting.

3. Domestic animals are often capable of leaning tricks, but they are
unable to pass these acquired skills on to their offspring. Thus, each
animal knows only those tricks that

A. his trainer likes. B. he has been taught.
C. his ancestors knew. D. he can learn easil,

4. Examples of gold handicraft are rare because that metal always has been
very valuable. When gold objects ceased to be fashionable, they were often
melted down, and the metal was

A. used again. B. thrown away.
C. exhibited. D. confiscated.

5. Color coordination is the important thing to watch in selecting a travel
wardrobe--that is, planning outfits which can be worn with one set of
accessories. For extra shoes and handbags can take up much of the space in

A. color schems. B. suitcases.
t. trains. D. closets.

6. Your informants are mistaken where they tell you that Galileo believed
that the moon was inhabited. In 1616, Galileo wrote a letter clearly
stating his belief that the moon was not

A. stationary. B, inhabitabie.
C. rotating. D. cold.

7. The wind, which came from the North, brought the first snow. For several
days the snow fell. On the first afternoon of the storm the snowflakes
melted as soon as they touched the ground. However, soon the wind grew
colder and more biting, and the snow no longer.

A. melted. B. fell.
C. froze. D. blew.
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UNIT IV.

MAKING INFERENCES

Bo exercise #2

Directionst Read each selection. Circle the letter of the answer which best
completes the thoueht.

I. The little village had been settled only about fifteen years, and the
people had to make whatever they possessed for themselves since there was no
way to reach the valley except by horseback over the ridge of the mountains.
There were little, low cabins of two rooms each; and the furniture, such as
it was, was

A. mainly old mahogany heirlooms. B. roughhewn out of native woods.
C. rather ornate a d fancy. D. brought over the ridge.
2. Regardless of the skill with which one describes the giraffe or the
quality of the photographs of the animal, its unusual appearance cannot be
realized unless

A. the animal itself is seen. B. the pictures are in color.
C. moves rather than still pictures are seen. D. you go to Africa.

3. Since the word "Senate" comes from the Latin for "old man," it implies
that, in the time of the Romans, the Senate was made up of men who were

A. educated. Bo honest. C. elected. D. elderly

40 We are prone to think of democracy as a system of government rather
than as a form of human relationship in which men and women of every class
and creed live together in

A. discord. B. peace. C. America. D. cities.

5. For three days, dense fog had covered the city of London. It hung over
the Thames River like a heavy veil. It was impossible to see more than a
few feet ahead into the gloom. On the bridge over the river, houses were
lit up by candlelight even during the

A. day. B. winter. C. night. D. fog.

6. Characters in radio serials are sometimes regarded as real people by
enthusiastic listeners. In one case, an upstanding young hero was unjustly
accused of murder. A listener volunteered her services as witness, explaining
that she had heard the show on the day the crime was committed and

A. deplored its effect on young listeners. B. considered the plot contrived.
C. had turned the radio off. D. knew who was guilty.

7. Primitive decorators were impressed by the beauty of green grass, blue
sky, and golden sunset, so they tried to imitate Nature's radiant bright-
ness. Both the sculpture and the architecture of early times were lavishly
adorned. with

A. gems. B. colors. C. flowers. D. flour .hes.
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UNIT VI.

MAKING INFERENCES

C. Exercise #3

Directions: Read each selection. Circle the letter of the answer which
best completes the throught.
1. Red squirrels are far from antiscoical, but they do not cooperate with
one another in times of danger. When an enemy appears on the scene, the first
squirrel to see him makes a lot of noise, but the purpose of the noise is to
scare the enemy away rather than to

A. enhance his own fear. B. warn his other squirrel friends.
C. bolster up his own courage. D. put the enemy on the defense,
2. A submarine submerges by opening valves which allow water to flow into
tanks. The valves are closed when enough water has been taken into make
the vessel.

A. lighter than the surrounding water. B. ready for battle.
C. sink to a desired depth. D. safe from attack.

3. Rescue planes have radioed that several survivors of the crash were
A. killed. B. picked up. C. dropped. D. fractured.

4. From almost every household in this small town, volunteers went to the
front. Many never returned; those who did come home bore lasting physical
and emotional scars. The whole community, for a long time, experienced
intense emotion at any mention of the

A. pestilence. B. hospital. C. prison. D. war.

5. The city is bypassed on two sides by large bodies of water, so that there
is always a brisk breeze. Sadly, though, the streets Ore so covered with dust
and grit, and the air is so laden with soot that the sity's inhabitants who go
for a stroll in the evening air invariably return home

A. dewy with dampness. B. covered with grime.
C. tired from their hike. D. full of good spirits.

6. The dog sled traveled stalwartly toward its destination. The dogs plodded
on through the blizzard, often through dangerous snow drifts in which, if they
had stopped to rest for a minute, they would have been immediately.

A. mistreated. B. buried. C. relaxed. D. detected.

7. Self-styled vigilantes betray the fundamental principle of lawful
government. Better that a few guilty men escape punishment than that a ban
of private citizens execute immediate vengeance without permitting the accused
A. absolution, by law, of his crime. B. a fair trail under law.
C. a gun for self-protection. D. a chance to escape undetected
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UNIT VI.

MAKING INFERENCES

D. Exercise #4

Directions: Read each selection. Circle the letter of the answer which
best completes the thought.

1. The new bookkeeper tried to do his job, but he made so many errors that
the rest of us wondered why the manager had hired a man of his

A. sincerity B. age C. ability 0.nationality

2. People now watch television much more than they listen to the radio. Even
when we are just finding out what tomorrow's weather will be, we like to be

A. told B. shown C. entertained D. informed

3. The early Babylonians wrote on soft clay tablets. They made signs on these
tablets with the tip of a reed. These tablets were then baked in the sun
until they became hard. Thus the written record was made

A. longer B. easily C. permanent D. correct

4. The old hitching post belongs to the past, but we still have many of the
"horse and buggy" roads that went with it. The unfortunate fact is that,
although motor vehicles have improved rapidly, development is lagging behind in

A. roads B. courtesy C. production D. industry

5. Originally there was an abundance of white pine in American forests.
However, so many uses have been discovered for this wood that the supply of
white pine is becoming more and more sparse. As a result of this situation,
white pine is becoming increasingly

A. expensive Bouseful C. abundant D. expendable

6. Soon after we had begun building the cabin, the group of us functioned
like a well-ordered machine. Since time was at a premium., we had to be

A. careless B. leisurely C. Daring D. efficient

7, The grotesque blurs which appeared where he had hoped to see the smiling
faces of his handsome children told the amateur photographer that his
A. instrument was too expensive B. children were truly ugly
C. camera had not been correctly focused D. photography was improving

8. The praying mantis was given this name because it frequently assumes a
position with its front legs raised which suggests prayer. This attitude is
no true indication of the disposition of the insect, which is one of the most
cruel and vicious, feeding not only on other kinds of insects but also on

A. its own kind B. plant juices
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UNIT VI.

MAKING INFERENCES

E. Exercise #5

Good reading comprehension encompasses thinking fast and logically as
one reads. One must try not to 'fragmentize" the text; try not to see parts
of the idea being presented, rather look at the whole thought in its in-
tegrated form. Develop a questioning attitude. Try to recognize the writer's
purpose, to detect his prejudices or underlying points of view, to check
the sequences of his logical analysis. Frame mental questions such as: lilt
does the writer sa that? Has he drawn a logical inference? How do the
facts support his conclusions? Cultivate the art of drawing logical in-
ferences once the facts and assumptions have been presented by the writer.

Below you will find several statements, each consisting of a number of
facts and assumptions. At the conclusion of each statement are one or two
sets of inferences based on the facts or assumptions presented. From each
set of three possible inferences, you are to select the one which can
logically be drawn from the information in the statement.

1. Some of the books in the display window of this store have yellow jackets.
All of the books that are best sellers have green jackets. Some of the best
sellers in the window were placed there this morning, but none was placed
there after this morning.

INFERENCES

a. All of the books in the display window are either yellow best sellers
or green.

b. Some of the books in the window are best sellers and have neither
yellow or green jackets.

c. There were some books with green jackets in the window prior to this
morning.

2. Coleridge's personality is full of eccentricities. His life was one of
integrity. However, he seldom completed a task on which he embarked.

INFERENCES

GROUP I

(a) Coleridge lacked nobility of character.

(b) Coleridge lacked perseverance.

(c) Coleridge never completed an important project in his

GROUP II

(a) Coleridge seldom engaged in normal activities.

(b) Coleridge's eccentricities diminished his stature

(c) Coleridge was an honest man.
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UNIT VI.

MAKING INFERENCES

E. Exercise #5 (Continued)

3. A famous general has said that, in his view, politics is far too serious
a matter to be left on to politicians. An economist, on the other hand, is
too limited in training to operate effectively in politics. Moreover, a
lawyer who is trained in politics usually makes the best government office-
holder.

INFERENCES

a. Economists as a class should be excluded from politics wherever possible.

b. A man with long and successful experience in the law may not be an
effective politician.

c. Training in politics is not essential for success in governmental
activities.

4. English, German and Dutch are examples of Germanic languages. Germanic
languages are a sub-family within the Indo-European family. Other families
are the Semitic languages (e.g. Hebrew and Arabic) and the Malayo-Polynesian
languages (e.g. Malayan and Tagalog). The Romance languages, such as French,
Spanish and Italian are another Indo-European sub-family.

INFERENCES

GROUP I

(a) It is possible for two languages to belong to the same family of
languages, although they do not belong to the same sub-family.

(b) It is possible for two languages to belong to the same sub-family
of languages, although they do not belong to the same family.

(c) English is more related to Tagalog linguistically than it is to
Spanish.
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UNIT VI.

MAKING INFERENCES

gzgmEsatIE (Continued)

GROUP II

a. Some Malayo-Polynesian languages belong to the Indo-European family,

b. There are some Romance languages which are not Indo-European languages,

c. There are some Indo- European languages which are not Romance languages.

5. A granitarian is an herbivorous bird that loves to fly at night. All

birds that love to fly at night will attack salamanders in the dark. How-
ever, no bird, unless it is a palmigrast, will attack salamanders in the

dark.

GROUP I

a. All birds that will attack salamanders in the dark are herbivorous.

b. Only herbivorous palmigrasts love to fly at night.

c. Not all palmigrasts are necessarily herbivorous.

GROUP II

a. There are some herbivorous birds that will not attack salamanders
in the dark.

b. Some herbivorous birds are palmigrasts.

c. Palmigrasts love to fly at night.

6. All the volumes of poetry on this shelf are bound either in red leather

or in green cloth. All the leather-bound books of poetry are new and were

purchased abroad. But some of the books on this shelf are at least 100

years old.

INFERENCES

GROUP I

a. Some volumes on this shelf may be bound in green leather.

b. Some poetry volumes on this shelf are bound in paper.

c. None of the green-cloth books on this shelf is a century old.

GROUP II

a. All of the books in red leather are volumes of ooetry.

b. Some of the red books on the shelf were purchased abroad.

c. None of the green books was purchased in this country.



WIT VI.

MAKING INFERENCES

F. Exercise #6

Io

Emerson said "Why should we have only two or three ways of life, and not
thousands?

1. Emerson is here pleading for greater
(a) tolerance (b) individualism (c) faith (d) agressiveness
(e) courage

2. On the basis of this passage, we may infer that Emerson would be most
likely to favor
(a) the American two-party system (b) imprisonment for nonconformists
(c) enlightened censorship of the press (d) absolute liberty of action

even for criminals (e) the right of everyone to speak his mind
freely on all kinds of issues

IIo

War alone keeps up to its highest tension all human energy and puts thestamp of nobility upon the peoples who have the courage to face it.

1. This statement was probably made by a
(a) pacifist (b) militarist (c) father of a son who fell in war
(d) chauvinist (e) king

2. We may infer from this statement that war
(a) ennobles as well as destroys (b) tests a nation's strength
(c) challenges the traditional moral principles of mankind
(d) leads to technological progress (e) makes everyone tense

and courageous

III.

It wwld seem that the more placid, detached and solitary a manes outerlife, the more strenuous and violent his inner experiences are bound to be.It comes to the same things if you take care not to be a man of action,if you seek peace in solitude, you will find that life's viciss4tudes fallupon you from within and it is upon that stage you must prove yourself ahero o a fool.

1. Solitude provides
(a) escape from life's vicissitudes ::$3) a stage for inner struggle(c) an active life (d) the more heroic way of life (e) a fool's paradise

2. Life's vicissitudes
(a) cannot be avoided (b) are avoided only by the hero (c) are thepeculiar provinCe of the solitary life (d) are imaginary (e)fall upon the man of action from within
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UNIT VI.

MAKING INFERENCES

F. Exercise #6 (Contirwed)

"In the land of the blind, a one-eyed man is king."

1. Which of the following most nearly expresses the idea of this maxim?

(a) We never appreciate anything fully until we have lost it
irretrievably.

(b) There is no one so blind as the person who does not wish to
see.

(c) Courage and determination will enable us to triumph over
even the most severe obstacles.

(d) All human weaknesses and strengths must be regarded as relative.
(e) Misery loves company.

V.

A man that should call everything by its right name would hardly pass
through the streets without being knocked down as a common enemy.

1. The writer is pleading for

(a) honesty (b) tact (c) hypocrisy (d) scholarship (e) frankness

VI.

William Jennings Bryan declared: "You shall not crucify mankind on a
cross of gold:"

1. Bryan here is tell us:
(a) not to sacrifice human rights for material gains
(b) to adopt more humane punishments for lawbreakers
(c) to wage war for our religious principles
(d) to become pacifists
(e) to condemn a man without giving him a chance to defend himself

2. The style of the speaker may be best characterized as:
(a) metaphorical (b) sarcastic (c) sacrilegious (d) pious
(e) prosaic
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UNIT VI.

MAKING" INFERENCES

G. Exercise #7 (Cont'd.)

Directions: Below you will find several statements, each consisting of a
number of facts and assumptions. At the conclusion of each statement are
one or more sets of inferences based upon the facts and assumptions presented.
From each set of three possible inferences, you are to select that one which
can be logically drawn from the information in the statement.

1. Matrils and patrils are two different types within the same species. All
matrils are green. No patrils are green.

GROUP I.

(b)
(c)

GROUP II

1W--
(b)

(c)

INFERENCES

All matrils are patrils.
Some patrils may be matrils.
No patrils are matrils.

All non-green members of this species are patrils.
A non-green member of this species cannot be a matril.
All green members of this species are matrilso

2. Finally, I am often asked what this book is like. I always reply "It
is nci good asking me. I am not a good judge. You must ask other people.
They will tell you. I have no doubt that when the reviewers get down to it,
they will tell you exactly what they think about this book and about me in
no uncertain words." The last person I told that to said: "That is all right,
but I want to know what you think." I said: "It is no good.if I say it is a
good book. People will say that I.am.just a conceited person. You cannot
expect me, having spent about five years on it, to say it is a bad book. It
would hardly be right to say so."

INFERENCES

GROUP I.
The person making this statement does not think highly of the
book under discussion.

(b) The person making this statement does have opinions about the
book but refuses to divulge them.

(c) The person making this statement has a high opinion of the dis-
cernment of reviewers but a rather low opinion of their honesty.

GROUP II.
-7w The person making

(b) The person making
book.

(c) The person making
under discussion.

this statement has just written a book.
this statement has just read an interesting

this statement is reluctant to read the book
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GROUP I,II,

(a)
(b)

(c)

UNIT VI.

MAKING INFERENCES

G. Exercise #7 (Continued)

The person making this statement thinks very well of himself.
The person making this statement is trying to give an impression
of great modesty.

The person making this statement is taking pains to avoid the
impression of either conceit or excessive modesty.

3. No lamp in this showroom is expensive unless it has been imported. More-
over, no lamp is made of nylon unless it has been hand-stitched. Only
lamps made of nylon bear the signature of the designer.

INFERENCES

No lamp made of nylon is expensive.
Some lamps that are hand-stitched bear the signature of the designer.
Nylon lamps are not imported.

GROUP II,
(a) A lamp in this showroom that is imported from Italy may or may not

be inexpensive.
(b) Every imported lamp is made of nylon.
(c) A lamp which bears the signature of the designer is not necessarily

hand-stitched.

4. Some of the players on this major league baseball team come from the minor
leagues. None of the bonus players on the team has had experience in
the minor leagues. However, all the bonus players on this team have been
in the major leagues for at least three years.

INFERENCES

GROUP I.
--7Z All the basebal; players on this team have had experience in the

minor leagues.
(b) There may be players on this team who are not bonus payers and

have not had minor league experience.
(c) The players on this team who are not bonus players have been in

the major leagues for less than three years.

GROUP II.
---"Cir No bonus player n this team has been in the major leagues for

more than three years.
(b) Some of the players on this team have been in the major leagues for

at least three years and have never had minor league experience.
(c) Many former minor leaguers are members of this team.
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UNIT VI.

MAKING INFERENCES

G. Exercise #7 (Cont'd.)

5. All the satires written this year by the "Swift group" of writers are
personal and vituperative. Some of the satires in this year°s output
were written by women. However, none of the satires written by women
this year may be considered vituperative.

INFERENCES

GROUP I.

(a) Some of the vituperative satires written last year were the
work of women.

(b) Mare men than women have written satires this year.
(c) No satires written this year by members of the "Swift group"

are the work of women.

6. All of the writers in this association who have been active novelists
for at least 10 years have received an award at least three times.
Thompson, who was admitted to this association last year, has been
active as a novelist for five years.

INFERENCES

(a) No writer in the association with less than 10 years of
experience as a novelist has received as many as three awards.

(b) Thompson may not have received any award.
(c) All the members of this association are novelists.
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UNIT I

LITERATURE

INTRODUCTION - How to a Poem

A. The Tools of Analysis: four kinds of meaning
1. Plain sense: the writer presents items for consideration.
2. Feeling: expressed by the writer about these items.
3. Tone: the writer's attitude to the reeler.
14. Intention: the aims the writer tries to promote.

B. The Object of Analysis: six aspects for discussion

1. SUBJECT. What the poem is about:
(a) God, religion, philosophy
(b) Nature, landscape, beauty
(c) Man's life, destiny, birth, death
(1) Human love, friendship, romance
(e) Childhood
(f) Patriotisrl, war, peace
(g) Politics, social verse
(h) Satire, hatred
(i) The past, fantasy, supernatural,
i) Time

(k) Say what the subject is.
(1) Sum arize the bane meaning.
(n) Decide if this is a valgable subject .!:or poetry.
(n) Say if it is a common subject and if you have met it

in any well-known poem.

2. TREATaNT. How the theme is pleseeet
(a) pure statement or evocative?
(b) by rhythm or ima;eryl
(c) obvious or subtle rhythel?
(d) what kind of iwaory? Rature? art? olassios? machinery?

medicine? religious? etc.
(e) what kind of mood? serious humoroue? sincere? insincere?

Realistic? symbolic? sentimenbar i.,aauous? satirical?
light? heavy? straightforward? obligee? modern?, out -of.-
date?

3. RHETORIC. What technical means are employed:
(a) Words evocative without deep emotion?
CO Figures of Speeeht similes, methaphors, hyperbole,

personfication.
(c) Onomatopoeia, alliteration assonance, etc.



I. FORM. The literary medium adopted:
(a) Epic

(b) Dramatic: Comedy, Tragedy, History, Romance
(c) Narrative: long (the Romance) and short (the Ballad)
(d) Didactic: long (in blank verse) and short (Epigram)
(e) Satiric: Personal or Social satire
(f) lyric: Ode, Song, Sonnet (Petrarchan or Shakespearean):

Elegy, etc.

5. METER AND RHYTHM. The texture of the verse:
(a) Blank. verse
(b) Heroic couplet
(c) Free verse
(d) Spensarian stanza
(e) Ballad stanza
011 Terza rima
(g) Ottava rima
(h) iambic, trochaic, anapaestic, dactylic
(1) strict, monotonous, unvaried, end-stopped, with or with-

out enjambment
(j) Is the rhythm subtle or obvious?
(k) Is it suited to the subject?

6. VOCABULARY. The raw materials of the verse:
(a.) Simple or elaborate?
(b) Mixed, complex?
(c) Specialized? technical terms of trade, profession, war,

church, art



UNIT II

LITERATURE

STRUCTURE OF POETRY

One dictionary defines poetry itself as follows:

"the embodiment, in appropriate language), of beautiful
or high thought, imagination or emotion, the language
being rhythmical usually, metrical, and adapted to arouse
the feelings and imagination..."

A. Rhythm: A key factor of poetry is the rhythm or beat of the
language. One way t' :,hieve this rhythm is by using
the natural flow of the language. There are also several
more technical ways.

1. Hater: poets have made up certain formal rhythms. There are
several types of beats, and a certain number to each line
of poetry.

(a) Beatv
iamb
trochee (A.,)

dactyl (404.4

anapest (....-.040

(b) Number of Feet,itsP9r Line
trimeter - three beats or feet
tetrameter - four beats
pentameter - five beats
hexameter . six beats
heptameter - seven beats

(c) Parallel Construction: Sometimes Rhythm is created by a
repetition of the way a line is written, or the way in
which words are arranged.

Where the bricks are fallen
We will build with new stone
Where the beams are rotten
We will build with new timbers
Where the word As unspoken,
We will build with new speech.



2. rhythm or beat is increased by the use of rhyme, in
Which the sounds of several words are the same.

(a) End rhyme: the most common pairing of sounds comes at
the ends of lines of poetry. It is usually a vowel
sound followed by a consonant.

Row, row, row your boat, gently down the stream
Merrily, merrily, merrily life is but a dream.

(b) Alliteration: Here the repetition of sound comes
throughout the lines and is usually made by consonants.
This is used to create a mood, picture or feeling in
the reader.

In a sourer seson. When soft was the sonne,
I shrope me a shrouds. As I a shepe were,

(c)&mSsmne: When the End rhyMes (final word rhymes)
are arranged in a special, repeating order, in which
the last words of certain lines rhyme with the last
words of other certain rhymesathe poem is said to have
a specific rhyme scheme. Each new repeated sound is
designated by a new letter of the alphabet. Example:
if the first and third lines of a four line poem rhyme,
that sound will be called a. If the second and fourthline of the same poem rhyme, that rhyme will be called b.
The rhyme scheme of the poem is thus abab.

3. atructuret Poems are arranged into groups of lines, comparable to
paragraphs in regular writing. These groupings are calledstanzas.

two line stanza - couplet sestet - six line stanza
four line stanza - quatrain octave - eight line stanza

4. Special types ofpoems,

Poets have established formal rules, setting the number of lines,the arrangement of rhyming sounds and the number of beats to eachline. The thought they wish to convey in the poem is then ex-pressed. within the limits they have set. The most frequently usedforms have special names.

(a) Sonnet: A poem of exactly lb lines.
/17IThe Italian or Petrarchean sonnet. The first eightlines of the sonnet, usually called the octave

present and develop the poet's ideas The idea ispresented in the first quatrain (first four lines),



developed in the next quatrain. The last six lineso
known as the sestet reflect on the idea in the first
three lines and bring the sonnet to a definite close
in the last three. This type of sonnet usually has
one of the following three rhyme schemes:. the first
eight lines are always abbaabba, while the last six
may be cdcdcd, cdecde, or cdedoe.

(ii.) English or Shakespearean sonnet. Shakespeare
divided the sonnet into four independently rhvraed
quatrains and a fthal two lines, which in effect present
the punch liLa of the.thought presented and developed
in the first twelve lines. The rhyme scheme is
generally abab, cdcd, efef,gg.

(iii) There are other, less common types of sonnets but the
above are the most basic ones which were widely used by
poets.

UNIT III

HUMOR

Humor Ow both prose and poetry) is used in a variety of ways in
lkterature.

A. Humor for fun

example: Reflection on Ice-Breakina by Ogden Nash

Candy
Is dandy
But liquor
is quicker.

B. Humor whi,,21 makes a social oliticalhilosoa....coyA,
Humor which deals with human issues of different types and makes
comments about these issues is called wit.

If the witty poem or piece of writing is used to put down, or
poke fun at the stupidity, badness, etc. in a situation it is
called satire.

Sometimes wit is used to insult, sometimes to clarify something
we know, usually to make a serious point by catching the reader
by surprise,.

.6.



LESSON #6

GROWIH OF DEMOCRACY

Topic - Meaning of Democracy

A. Democracy is rule by the people.
1. Political democracy

a) right to vote
b) choice of candidates
c) government of, by, and for tr people

2. Social democracy
a) all equal in eyes of the lew
b) equal opportunitv
c) Bill of Rights
d) Civil Rights

1) equal educational. opportunities
2) equal access to housing, transportation, redreation,

job opportunities

B. Majority Rule and Minority Rights
1. Discussion of rights

2. Importance in a democracy

C. Responsibilities of a citizen in a democracy

D. Civil Rights Act of 1964
1. strengthened voting rights

2. racial discrimination prohibited in public places

E. Related Vocabulary Lesson #6,

1. prejudice
2. discrimination
3. disenfranchise
4. integration
5. segregation
6. defacto
7. filibuster
8. rights
9. duties
10. responsibilities

- 7 -



LESSON #8

FOREIGN AFFAIRS

Topic - background of our Foreign Policy

A. Early policy
1. Isolation

a) Washington's policy of no 'entangling alliances"
2. Monroe Doctrine

a) Prevented further colonization of the Americas
b) Led to United States domination in the Western Hemisphere
c) Modern usage - Cuba, Dominican Republic

3. The Spanish-American War
a) Turning point in American foreign policy

Acquired Puerto Rico, Philippines, and building and owing
of the Panama Canal

Foreign policy- Caribbean became an American lake
a) Theodore Roosevelt

1) dollar diplomacy

2) "big-stick" policy
b) Franklin 0. Roosevelt- good-neighbor policy

B. Related Vocabulary Lesson #7,

1. isolation
2. intervention
3. nationalism
4. imperialism
5. colonization
6. uyellow press"
7. dollar diplomacy
8. big stick

9. annexation
10. territory



-

Review exercise: Each quotation belowHcontains a metaphor, a simile;,
or personification. Read each line. If it contains a metaphor write 114
if it contains a simile, write S; and if it contains personification,
write P. Pat your answer in the space on the right.

1. Ax blows out the air/like thawing ice.

2. The wind 'swept by, 'counting its money and throwing it
away.' 2.

3. As idle as a painted ship, upon a painted 'ocean. 3
4.Springilascome home with her world wandering feet. 4.

5* swift ague snake. 5.

4. The hemlock hills/ Against the denim sky. 6.

7. The tiger sun will ]Leap upon you and. destroy you. 7.

8., The lord. is 4T shepherd. 8.

9. Every root is shaken/ By the cry of dying trees. 9.

10. Fish in the water gleam/ By.silver reeds in. a silver
Stream.

11. Slsai.4; ailenty, now the moon/ Walks the night in her
siWer sheen.

10.

11
1111=101111110

12. Proud words wear long boots, hard boots. 12.

13.. Scatter the milky dust of stars. 13..

14. The moon was,aghoStly galleon.

15. Come see the north.winds masonry. 15.

16. I am the'captain of my

'

bt



.1,4%

Review Exercise: All of the following questions refer to tha above
lines of poetry. Write your answers on the space provided after each
question.

1. In line 1, what two things are being compared?,
ammwwxwwriPPOOffs!..

. . MINWSIMINNwONIMIAIRII/MPWSPIII,~81

line 3, how fast is the ship moving?

issaromsf..stamparliosimpiplip/r

3. In line 14, what does the poet mean when he speak* of spring as
coring home?

ILYwros.romper,

4. In line 6, what color stands out in the Image?

5. In line 7, what two things are being comparod?

limartiMaissmilafflowirigiNJOIMerwilia

1111111111111911.1ININI11111WW111111111=TOMMO.

6. In line 8, why is the Lord referred to as a shepherd ?,,

7. In line 10, what two things are being compared!..

JIMINC21.1111MINWPORMIN

8. In line 11, how does the moon walk in "silver sheen,' ?

9. In line 12, what happens to proud (angry, haughty, sr,ornful, etc.)
words once they are spoken?

-4=Lammftsmiermilimum..m.m.AINCWWZWWWMWMMMOVI..0!111M

AlkwORIMEIIMOINV/0=ar

10. In line 16, explain in what way this is a comparison. That is, what
two things are being compared, and that is the relationship between
the two things?



Review Exercise: Convert the following poem (or its meaning) into
prose. Write as much as you like, but do not simply repeat the
lined of the poem. Write on this paper.

Melt Clouds

The white mares of the moon rush along the sky
Beating their golden hoofs upon the glass Heavens;
The white mares of the moon are all standing on their

hind legs
Pawing at the green doors of the distant Heavens
Fly, mares!

(A mare is a swift horse,)



Review Exercise: Each quotation below contains a metaphor, a simile,or personification. Read each line. If it contains a metaphor write
H if it contains a simile, write S; and if it contains personification,
write P. Put the answers on the space to the right.

1. Freedom is a habit and a coat worn. 1.

2. People clean as the prayers of Jesus. 2.

3. The fog comes on little cat feet. 3.

4. The moon is a lovely lsdy.
4.

5. The letters squirmed like little snakes. 5.

6. The sea creeps to pillage. 6.
affidwi

7. We whisper together..as wind in dry grass. 7.

8. I heard the trailing garments of the night
Sweep through her marble halls. 8.

9. At last she came to his hermitage
Like the bird from the woodlands to the cage.

9°

10. The soul selects her own society. 10.

11. Here the embattled farmers stood
And fired the shot heard round the world. 11.

12. But the sea, the sea in the darkness calls. 12.

13. The old moon is tarnished.. 13.

14. Sleep that knits up the raveled sleeve of care. 14.

15. The worlds revolve like ancient women
Gathering fuel in vacant lots. 15.

16. Take arms against a sea of troubles. 16.

17. When the evening is spread out against the sky 17.
Like a patient etherized upon a table.

18. And, in the powerhouse, the singing dynamos
Make no more noise than cotton. 18.

19. No man is an island, entire of itself. 19.

0 4,
11.0.



Review Exercise: The following questions are based on the above
lines of poetry.

1. In line 2, how clean are the people referred

2. In line 3, what two things are being compared?

3. In line 6, to what is the sea being compared?

L. In line 7, what mood is suggested by the linking of such differentideas?

$01.
5. In line 10, what qualities of the soul are suggested?

6. In line 13, what is the moon scoloi?

7. In line 16, describe the kind of man who could follow suchadvice.

3. In line 18, describe the scene depicted by the image?

'11111,11101111=MIMINOi
......1.....1110=111.110ftrir...11.,

9. In line 19, explain why this thought is 'considered a *universaltruth.*



UNIT V - LITERARY SELECTIONS

Exercise; Circle the letter of the right answer to each question, after
reading the poem.

THE MAN HE KILLED

1 Had he and I but met
By some old ancient inn,

3 We should have set us down to wet
Right many a nipperkin!

5 But ranged as infantry
And staring face to face,

7 I shot at him as he at me
And killed him in his place.

9 I shot him dead because- -
Because he was my foe,

11 Just so: my foe of course he was;
That's clear enough; although

13 He thought he'd 'list perhaps
Off-hand-like -- just as I -,

15 Was out of work -- had sold his traps
No other reason why.

4-7 Yes; quaint and curious war is!
You shoot a fellow down

19 You'd 'reat if met where any bar is,
Or help to half a crown.

(by Thomas Hardy , 18)40-1928)

1. Lines 3 and 4 mean
a. have a drink together
b. have a few drinks together
c. to brew ale or beer
d. none of the above choices

2. The word "because" is used twice in a row (lines 9 and 10),

shows that the speaker
a. had poor grammar
b. was wounded and found it difficult to speak
c. was unsure of the real reatlon he Ulled the man
d. was trying to delay so he might conceal the truth

3. Lines 20 means
a. lend him some money
b. borrow some money for him
c. aid him in stealing jewels
d. help him steal money



L. The speaker killed the man because
a. he had a long standing grudge against him
b. he liked war and killing
c. he was compelled to kill him because of circumstances
d. the poem does not say why he killed him

5. why does the speaker repeat to himself his "clear" reason for
killing a man?

a. he was wounded and stammered when he spoke
b. to convince the reader
c. to convince himself
d. to be.sure he was heard

6. The poet implies that the two foes
a. were completely different
b. had a lot in common
c. were distant relatives
d. none of the above choices.

7. The man he killed was
a. heavily armed
b. unarmed
c. taken by surprise
d. shooting at him simultaneously

8. The speaker in the poem is a
a. soldier
b. trapped
c. killer
EL unemployed

9. The speaker lc,

a. an amgry, cold person
b. a friendly, kind person
c. indifferent to his surroundinzs
d. a deliberately cruel person

10. The speaker had

a. never killed a man before
b. killed many men before
c. the poem does& indicate

11. The purpose of this poem is
a. to present a picture of what war is like
b. to make us realize the irrational quality of war
c. to show that killing i$ illogical
d. to relate the experience of what it feels like to kill a man.

12.. The speaker in the poem got his "job" (see question 8)
a.. after great deliberation
b. quite ',5r accident

c. egainst his will
d. due to circumstances



O

THE KING JAMES BIBLE

THE IDEAL UIFE

Who can find a virtuous woman? For her price is far above
rubies. The heart of her husband doth safely trust in her, so that
he shall have no need of spoil. She will do him good and not evil
all the days of her life. She seeketh wool, and flax, and worketh
willingly with her hands. She is like the merchants! ships; She
bringeth her food from afar. She riseth also while it is yet night,
and giveth meat to her household, and a portion to her maidens. She
considereth a field, and buyeth it; with the fruit of her handri she
planteth a vineyard. She girdeth her loins with strength, and
strengtheneth her arms. She perceiveth that her merchandise is
good; her candle goeth not out by night. She layeth her hands to
the spindle, and her hand to the distaff. She stretcheth out her
hand to the poor; yea, she reacheth forth her hands to the needy.
She is not afraid of the snow for her household, for all her household
are clothed with scarlet. She maketh herself coverings of tapestry;
her clothing is silk and purple. Her husband is known in the gates,
when he sitteth among the elders of the land. She maketh fine linen,
and selleth it; and delivereth girdles unto the merchant. Strength
and honor are her clothing, and she shall rejoice in time to come.
She ooeneth her mouth with wisdom, and her tongue is the law of
kindness. She looketh well to the ways of her household, and eateth
not the bread of idleness. Her children arise up, and call her
blessed; her husband also, and he praiseth her. Many daughters
have done virtuously, but thou excellest them all. Favor is
deceitful, and beauty is vain, but a woman that feareth the Lord,
she shall be praised. Give her the fruit of her hands, and let her
own works praise her in the gates.

(Proverb 31)

1. The expression "She is like the merchants' ships is a
a) simile
b) hyperbole
c) metaphor
d) personification

2. All of the following qualities have been attributed to the
woman except

a) zealousness
b) generosity
c) parsimoniousness
d) wisdom

-16-



3. The author implies that such a woman's husband
a) would beome a rich merchant
b) is a senator
c) need turn to no one else
d) is always dressed in s:arlet

1 The expression "She eateth not the bread of idleness" indicates
she is

a) etiose
b) indolent
c) industrious
d) frugel

OZYMAUDIAS

I met a traveler from an antique land
Who said: Two vast and trunkless legs of stone
Stand in the desert. Near them, on the sand,
Half sunk, a shattered visage lies, whose frown:
And wrinkled lip, and sneer of cold command,
Tell that its sculptor well those passions read
Which yet survive (stamped on these lifeless things)
The hand that mocked them and the heart that fed;
And on the pedestal these words appear:
fl.tiy name is Ozymandias, king of kings;

Look on py works, ye Nighty, and despair!"
Nothing bcdes remains. Round the decay
Of that colossal wreck, boundless and bare
The lone and level sands stretch far away.

Percy Bysshe Shelley (1792-1822)

1. In line 1, antiland means
a) place where antiques are found
LI) the ?addle East, near the ancient city of Antioch
co) very old land

2. In line 1, shattered visam means
a) a broken face
b) a broken mirror
c) strange locking scenery

3- trullJ_L12_1ta are
--iTifidold trunk, abandoned
b) an old tree trunk
c) legs without a body attached

-17-



I. The poem describes
a. the dead body of a king
b. the ruined statue of a king
c. the camp of a desert king

5 Pedestal refers to
a. the feet of a statue
b. the base of a statue
c. the high place of the king, in his lifetime.

6. In line 6, 222.212nE refers to
a. love
b. passing feelings
c. strong human emotions

7. The poet is trying to tell us that
a. everyone dies
b. earthly paler finally means very little
c.even a king must die
d. no civilization can last in the desert

8. Ozymandias seems to have been
a. a friendly ruler.
b. a cruel and powerful ruler
c. cannot tell

9. His character is shown by
a. the end he has come to
b. the deserted location of the statue
c. the expression the sculptor captured in the stone

10. The mood of the poem is
a. light and gay
b. angry
c. bitter
d. somber and thoughtful



L

ACQUAINTZDITM THE NIGHT

1 I have been one acquainted with the night.
I have walked out in rain--and back in rain.

3 I have outwalked the further city light.

I have looked down the saddest city lane.
I have passed by the watchman on his beat
And dropped my eyes; unwilling to explain.

I have stood still and stopped the sound of feet
When far away and interrupted cry

9 Came over houses from another street,

But not to call me back or say goodbye;
11 And further still at an earthly height,

One liminery clock amainst the sky/

13 Proclaimed the time was neither wrong nor right
I/have been one acquainted with the night.

1. The poem appears to be a
a. sonnet
b. couplet
c. iambic pentameter

2. The rhyme scheme is
a. aba aba cdc cdc ee
b. aba bob cdc ded ee
c. aab bbc ccd dde ee
d. none of the above

3. The 41uminary clock in line 12 most probably is
a. a searchlicOt
b. a large clock on a skyscrapu.e
c. the moon
d. none of these

14. The mood of the poem is
a. angry
b. lonely and sad
c. cheerful
d. cannot tell

-19-



5,, The writer seems to be a
a. thoughtful and solitary person
b. one who likes company
c. cannot tell from the selection

6. The repetition of the many lines which begin with the words
haveu shows a way of creating rhythm through

a. alliteration
b. metaphor
c. parallel construction

POEM - WORDWORTH

The world is too much with us; late and soon,
Getting and spending, we lay waste our powers:
Little we see in Nature that is ours;
We have given our hearts away, a sordid 'Joon!
This Sea that bares her bosom to the moon;
The winds that will be howling at all hours,
And are up-gathered now like sleeping flowers;
For this, for everything, we' are out of tune;
It moves us not. - Great God! I'd rather be
A Pagan suckled in a creed outworn;
So might Tp standing on this pleasant lct
Have glimpses that would make me less forlorn;
Have sight of Proteus rising from the sea;
Or hear old Triton blow his wreathed horn.

Wordaworth,(1770-1850)

-20-
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Approaching the Poem:

1. The theme of the poem, is most nearly
a) human love, friendship, romance
b) man's spirit, religion, beauty
c) patriotism, war, peace

2. The form used is
a) the Ballad
b) the Petrarchan, or Italian Sonnet form
c) the Ode

3. Yure statement of the theme may be found
a) in the octet
b) in the sestet
C) nawehere in the poem

4, An example of pure statement in the poem would be the line
a) "This Sea that bares her bosom-to the moon"
b) "Or hear old Triton blow his wreathed horn."
c) "Getting and spending, we lay waste or powers:"

5. An example of evocative poetry would be in the line
a) "For this, for everything, we are out of tune;"
b) "The winds that will be howling at all hours,"
c) "We have given out hearts away, a sordid boon!"

6. In line nine, the exclamation "Great God!" expresses
a) reverence and adoration
b) awe and surprise
c) indignation

7. Line 5, "This Sea that bares her bosom to the moon,"
exemplifies
a) onomatopoeia
b) metaphor
c) personification

8. The names Proteus and Triton are
a) classical allusions
b) nautical terminology
c) theological references

9. The reader might infer Wordsworth's attitude to be
a) pompous and insincere
b) sentimental and humorous
c) serious and sincere

O. Wordsworth's vocabulary is /eneraAy
a) highly technical and complex
b) simple with ornamental touches
c) syMbolic and mystical

-21-



WASHINGTON IRVING

Read the selection. Circle the letter in front of the best answer.

"There are two opposite ways by which some men make a
figure,in the world; one, by talking faster than they think,
and the other by holding their tongues and not thinking at all.
By the first, many a smatterer acquires the reputation of a man
of quick parts; by the other, many a dunderpate, like the owl,
the stupidest of birds, comes to be considered the very type of
wisdom."

From Wouter Van Twiner
By Washington Irving

1. How many ways are mentioned here for making a figure in the world?
a. one; b. two; c. quite a few; 4. none.

2. The ways of making a figure in the world most nearly means
a, similar b. alike c. exactly opposite d. quite similar

3. Making a figure in the world most nearly means
a. carving a statue b. making a drawing
t. gaining a reputation d. gaining great wealth

L. Raking a figure in the worlds, as discussed here, is applied to
a, everyone b. men only c. many men d. only some men

5. The beet word or words that may be substituted for the word pin
in line one and still retain the author's meaning would be

a. people b. young men c. young ladies
d. several particular people the author has in mind

6. The start of the listing of the ways is signaled by
a. a comma b. a semi-colon c. the word and d. the word by

7. The ways mentioned in the paragraph have to do with
a. thinking b. talking c. both a 82 b d. birds

3. A smatterer is
a. a thing b. a person c. a bird d. none of these

9. A man of quick parts, as used here, means
a. a fast moving person b. an athlete
c. a magician

10. 13y the other refers to
a. the other man
c. smatterer

d. a good thinker

b. the other way
d. the world

(continued next page)
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11, A isildunderpateLe
a. intelligent b. stupid c. halfway between. a & b

d. a man of quick parts

12. To be lathe very type of wisdom?' means to be
a. very dull b. very wise c. very stupid

d. very quick

13. The reason that the dunderpate is compared to an owl is
a. the owl is also thought to be intelligent although it is

actually ver7 stupid
b. the owl is also very wise
c. the owl acts dnd looks very wise
d. the author had to compare a dunderpate with a bird

14. The author seems to be
a. expressing a very silly idea
b. expressing a humorous idea in a serious way
c. expressing a serious idea in a humorous way
d. not expressing any idea at all

15. The smatterer acquires his reputation by
a. holding his tongue b. looking as vise as an owl
c. talking faster than he thinks d.talking after he thinks

16. The dunderpate makes a figure in the world by
a. thinking silently b, imitatin e! an owl
c. talking very fast d. saying nothing

17. The author seems to say
a. that the smatterer is not as bad as the dunderpate
b. that the dunderpate is not as bad as the smatterer
c. that the two are equally bad
d. that neither is bad at all

18. The author

a. approves of these ways of making a figure in the world
b. disapproves of these ways
c. finds these ways to be very good
d. doesn't know any dunderpates.

19. This is a good example of a
a. parady b. satire c. burlesque d. alliteration

20. Judging from the way Irving stated this idea, he is
a. very much annoyed by it
b. amused by it
0. going to do something about it
d. advocating an immediate improvement

(continued next page)
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21. If this paragraph is a typical example of Washington Irving's
writing style, it can be seen that hie style contains'

a. many short simple sentences b. many simple words easily
grasped

c. many involved sentences d. a very limited vocabulary

22. Although Irving wrote this more than 150 years ago, the modern
reader can still enjoy it because

a. it is a funny story
b. it can be applied in modern times
e. it shows that Irvtny was really quite stupid
d. the language is easy to understand

23. Some of the humor here comes from
a. sudden surprises b. quick changes of mood
c. a pompous way os stating the idea d. a good sudden ending

Read the following poem. Answer the questions which follow by
circling the letter of the correct answer.

THE LATEST DECALOGUE (Decalogue: the 10 Commandments)

Thou shalt have one God only: who
Would be at the =pens° of two?

No graven images may be worshipped,
Worshipped, except the currency'

Swear not at all; for, for thy curse
Thine enemy is none the worse:

At church on SUnday to attend
Will serve to keep the world thy friend:

Honour thy parents; that is, all
From whom advancement. may befall;

Thou Celt not kill; but needtet not strive (strive: try hard)
Officiously to keep alive: (officious: interfering)

Do not adultery commit;
Advantage rarely comes of it:

Thou shalt not steal; an empty feat (feat: effort)
(lucrative: profitable)When it's so lucrative to cheat:

Bear not false witness: let the lie
Have time on its own wings tn fly:

(continued next page)
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Thou shalt not covet, but tradition (covet: long for)
Approves all forms of competition.

1. Each of the Stanzas of this poem is a
a. couplet b. quatrain c. metaphor d. simile

2. In stanza two, the currency refer to
a. current events h. today's news c. money d. current or

a river
3. Stanza two says that

a. it is right to worship money
b. that it is important to keep up to date.
c. that only what happens today is important.

4. Stanza three says
a. it is all right to curse your enemies.
b. that ytm.aight as well not curse your enemy, since doesn't

effect him one way or another.
c. that swearing is bad.
d. that swearing is a good thing generally.

5. Stanza four indicates that it is important to go to church on Sunday.
a. because it is important to maintain your religion
b. because it impresses others
c. because it makes others feel better when you are there.

6. Stanza five says that parents
a. mean your own parents
b. means anyone older than you.
c. means anyone in a position to help you get ahead,
d. are not important anymore

7. Stanza six suggests that

a. killing is bad but saving lives is good
b. killing is bad, but saving your awn life is good
c. killing is bad, but on the other hand, working too hard to

save anyone's life is rather overdoing things.
4. killing is not a sin.

8. The last stanza rzaests that
a. wishing for thingi is wrong
b. wishing, for thingsmvbe Wrong, but if you get them through

business competitiweiou. can accept them, since tradition
.aIlows this

c. competition Is a bad thing
d. tradition does not permit us to wish for earth4 thins.

12i



9. The poem indicates

a. a scrims beliof in the ten commandments
b. a belief that the ten commandments are kept for other reasons

than the original ones.
c. neither of the above.

10. The poem seems to show that
a. people do right when it is to their advantage
b. people never do anything as the Bible ways they should.
c. people still follow the Bible
d. none of the above

11. The author is using one of the following to make his point.
a. tragedy b. a sonnet d. satire d. a simile

12. If, your answer to the above question is correct, then you can
conclude that
a. the author goes along with the new commandments he is outlining.
1), the author is criticizing people who seem to follow his new
commandments.
o. the author has no real feeling one way or the other about how

people follow the ten commandments today.

13. Satire in modern times may he found in one of the following:
a. TV westerns b. radio and TV newscasts
c. political cartoons in newspapers d. in the gossip columns

SONNET BY EDNA ST. !IN= KEILAY

Here Is a wound thatnevervill heal, I know,
Being wrought not of. a dearness and a.death,
BUt of a lore turned ashes and the breath
Gone out. of beauty; never again will grow
The grass on that scarred acre, though I sow
Young seed there yearly and the sky bequeath
Its friendly weather down, far underneath
Shall be much bitterness of an old woe,
That April should be shattered by a gust,
That August should be leVelled by a vain,
I can endure, and that the lifted dust
Of mart should settle to the earth againi
But-that a dream can die, mill be a for tit
Between my ribs forever of hot pain.
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1, The expression "the breath gone out of beauty" is an example of
a)metaphar b) simile e) personification d) hyperbole

2. The poets "wound" is an example of
a) metaphor b) hyperbole c) simile d) personificatio

3. The poet implies that a "healing" might have been more possible
a) had she been more faithfUl.
b) were dreams not as brittle
c) had she suffered a tangible, physical love
d) had love turned to bitterness

4. The poem's rhyme scheme is
a) abba, abba, ode, ode
b) ab, ab, cd, cd, ef, ef, gg
c) abba, abba, cd, cd, cd
d) ab, av, cd, de, ef, ef, gg

5. The poetess cannot endure
a),the natural changs of seasons b) human mortality
c) unrequited love d) emotional mutability

6. The last line could not be given better am "Of hot pain between
ribs forever" because

a) the change is meaningless b) the change violates the lines
meter (beat)

c) the change distorts the sense of the line.
d) the change is not called for

7, The poem is an example of
a) Shakespearean sonnet form b) Petrarchean sonnet form
c) Shakespearean sonnet formwith small changes
d) Petrarchean sonnet form with small changes



SONNET - EDNA ST. VINCENT BILLAY

Not with libations, but with shouts and laughter
We drenched the altars of Love's sacred grove:
Shaking to earth green fruits, impatient after
This aunching of the coloured moths of Love
Love's proper myrtle and his mother's zone
We bound about our irreligious brows,
And fettered him with garlands of our own,
And spread a banquet in his frugal house.
Not yet the god has spoken; but I fear
Though we should break our bodies in his flame,
And pour our blood upon his altar, here
Henceforward is a grove without a name,
A pasture to the shaggy goats of Pan,
Whence flee forever a woman and a man.

Circle the letter of the correct answer.

1. The first quatrain might be paraphrased

A. Patience is essential for genuine relationship.
B. We tried to induce love rather than to await its growth

patiently.
C. In our impatience with love, we destroyed each other.
D. Patiently and joyfully, we awaited the advent of love.

2. The phrase "green fruits" in line three represents

A. anxiety B. immaturity C. hatered D. love

3. What might we infer from line nine, "Not yet the god has spoken "?

A. Prayer is ineffectual B. Joy and love are antithetical
C. Certain love is irreligious D. Love cannot be accelerated.

1. "The shaggy goats of Pan" indicate that the relationship is fixed at

A. bestiality B. mutual concern C. sexuality D. selflessness

5. The poetess' overall attitude .oward her experience might be termed
one of

A. regret B. despondency C. inafference D. anxiety

6. The rhyme scheme of the poem is

A. ab, ab, cd, cd, ef, ef, gg B. abbe, abbe., ode, cde
C. ab, ab, cd, cd, ee, ff, gg D. abbe, abba,ad, bd, cd, gg
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SPRING - EDNA ST. VINCENT MIL LAY

To what purpose, April, do you return again?
Beauty is not enough.
You can no longer quiet me with the redness
Of Uttle leaves opening stickily.
I know what I know.
The sun is not on rly neck as I observe
The spikes of the crocus.
The smell of the earth is good.
It is apparent that there is no death. 9
But what does that signify?
Not only underground are the brains of e,e:; 11
Eaton by maggots.
Life in itself 13

Is nothing.
An empty cup, a flight of uncarpeted stairs. 15
It is not enough that yearly, down this hill,
April 17
Comes like an idiot, babbling and strewiig flowers.

3

1. What things does the writer name which evoke the feeling of sprJn

4.11011111MINIMM.M1M11.11111111111111111111111.111.111.011mroormwommwrommommemem,

2. Nbich things does the author use as metaphors to describe the wa7
she really feels about life?

411NOMMINIONIIMIMMININI001001110mna,,t,

3. The overwhelming tone of this poem is
a. anger b. disillusionment c. sadness d. bitterness

4. Lines 11 and 12 seem to say that
a. all men must die
b. mer begi n. to die before death

c. living menus brains are as decayed as those of dead men

5. 'Which two lines make the author's Beelines most stunningly clear?
a. lines 3 & b. lines 11 & 12 c. lines 17 & 18 d. lines 849

The image in lines 17 & 18 is a figure of speech known as
a. a metaphor b. a simile c. a rhyme scheme d. none o f t hew.

7. At which point in the poem does the mood change?
a. between lines 9 & 10 b. between lines 13 &
c. between lines 6 & 7
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DOLOR

I have known the inexorable sadness of pencils,
Neat in their boxes, dolor of pad and paper-weight,
All the misery of manila folders and mucilage,
Desolation in immaculate public places,
Lonely reception room, lavatory, switchboard,
The unalterable pathos of basin and pitcher,
Ritual of multigraph, paper-clip, comma,
Endless duplication of lives and objects.
And I have seen dust from the walls of institutions,
Finer than flour, alive, more dangerous than silica,
Sift, almost invisible, through long afternoons of tedium,
Dropping a fine film on nails and delicate eyebrows,
Glazing the pale hair, the duplicate gray standard faces.

Comprehension: Underline the letter of the correct answer.

Nost of the objects named by the author fall into a class which
tends to localize experience. Which one of the following seems
to fall outside that class?

A. "inexorable sadness of pencils"
B. "misery of manila folders and mucilage"
C. 1=B:1.y-reception room, lavatory, switchboard"
D. "pathos of basin and pitcher"

2. In line 7, the handling of "multigraph, paperclip, comma" is
called a ritual because

A. businessmen attach a high religious importance to such things.
B. it has no literal, practical meaning, only a symbolic one
C. it tends to assume a ceremonial rigidity of pattern
D. it is accompanied with traditional formal speeches, seldom

varied to fit the occasion

3. The expression which nould best be substituted for "immediate"
in line 4 is

A. crowded B. bare, unfurnished C. untouched D. *alias

I. The purpose of this poem , which is negatively implied but not
stated, may be identified as

A. a protest against the poverty and disagreeable work which the
ateehor suffered in his youth

B. a plea for freedom, spontaneity, and the pursuit of human
rather than mechanical ends.

(continued next page)



C. a plea for better working conditions in budxest and
professional offices

D. a protest against the cynicism and hypocrisy of commercial,
motives

5. The use of the first person point of view gives the reader a
heightened sense that he shares the author's

A. exaggeration and prejudice
B. authority and credibility
C. personality and peculiarity
D. identification and involvement

w l-



DOVER BEACH

by Matthew Arnold

1 The sea is calm tonight.
The tide is full, the moon lies fair

3 Upon the straits;-- on the French coastthe light (strait: narrow
Gleams and is gone; the cliffs of England stand way between two

5 Glimmering and vast, out in the tranquil bay. stretches of land)
Come to the window, sweet is the night-air!

7 Only, from the long line of spray
Where the sea meets the moon-bleached land,

9 Listen! you hear the grating roar
Of pebbles which the waves draw back, and fling,

11 At their return, up the high strand,
Begin, and cease, and then again begin,

13 With tremulous cadence slow, and bring (cadence: rhythm)
The eternal note of sadness in.

15 Sophocles long ago (Sophocles: Greek playwright)
Heard it on the Aegaean, and it brought Degaean: ocean off Greece)

17 Into his mind the turbid ebb and flow (turbid: muddy & agitated)
Of human misery; we

19 Find also in the sound a thought,
Hearing it by this distant northern sea.

21 The Sea of Faith
Was once too, at the full, and round earth's shore

23 Lay like the folds of a bright girdle furled.
But now I only hear

25 Its melancholy, long, withdrawing roar,
Retreating, to the breath

27 Of the night-wind, down the vast edges drear
And naked shingles of the world.

29 Ah, love, let us be true
To one another! for the world, which seems

31 To lie before us like a land of dreams,
$o various, so beautiful, so new

33 Hath really neither joys nor love, nor light,
No certitude, nor peace, nor help for pain;

35 And we are here as on a darkling plain
Swept with confused alarms of struggle and flight,

37 Where ignorant armies clash by night.



1. tremulous in line 13 most probably means
a. earthshaking
b. timid
c. quivering and shaking
d. none of these

2. strand in line 11 most probably means
a. string
b. mountains
c. shore
d. desert
e. none of these

3. The Sea of Faith in line 21 most probably means
a. an ocean near England
b. belief or religion
c. neither of these

14. The Sea of Faith is an example of
a. a.simlle
b. a metaphor

c. parallel construction
d. alliteration

5. various in line 32 most probably means
a. confused
b. different
c. full of variety
d. vicious

6. certitude in line 34 most probably means
a. desire
b. certainty
c. uncertainty
d. certification

7. alarms in line 37 most probably means
a. something to wake up the reader
b. fears
c. warnings

8. The mood of the first stanza is mostly
a. angry and sad
b. thoughtful and happy
c. gar and cheerful
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9. The mood begins to change on line
a. 15
b. 10
c. 1)4

d. 11
e. none of these

10. Sophocles, the ancient Greek writer is most probably brought in,
as .is the Aegaean Sea, to

a. show what the writer knows about ancient culture and
history

b. remind the reader that life doesn't change much
c. indicate the conditions of human life the writer speaks of

were also known to Sophocles
d. to refer the reader to Sophocles writing to confirm his

opinion

11. The third stanza shows that the writer believes
a. faith and belief are stronger than ever and helping the

world
b. faith and belief

and lonely
c. faith and belief
d. faith and belief

have been lost, leaving the world desolate

are not important to the modern world.
must .be renewed to help mankind

12. The author refers to "love" in the last stanza. Tile is speaking
a. to the reader
b. of the emotion of love
c. to the person he loves

13. The author's main idea in the poem is
a. that in a world without love, faitY is necessary
b. that in a world without love, we must turn to one

another
c. that love and faith are meaningless ideas
d. that love and faith are the same thing
e. none of the above

14. The predominant mood of this poem is
a. sarcastic and bitter
b. pleasant but thoughtful
c. reflective and sad
d. resentful and unhappy
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LESSON ON SOLILOQUY

Read the passage and circle the letter of the right answer to each
question which follows the selection. Base your answers on the
selection.

A large number of Shakespeare's soliloquies must be considered as
representing thought, not speech. They are to make the audience
understand what is passing through the mind of the character, not
what, under the circumstances, he would have said aloud. A
maiden would not say aloud Juliet's speech, "Gallop apace, you
fiery footed steeds," which represents the secret passion of her
body and soul. And her soliloquy when she takes the drug is also
a representation of her thoughts; it was not spoken in reality.
The dramatist is compelled to put it into words and the actress
to speak it--but to add to it gesture or great changes in the
voice or outward show is to mistake altogether the idea of the
dramatist.

1. A modern expression which might define a soliloquy is

a, "thoughts without words."
b. "speechless with confusion."
c. "all talk and no action."
d. "thinking out loud.,"
e. none of the above.

2. In a written story, a section of the story comparable to a
soliloquy might be introduced by the following wards:

a. "He said,"..."

b. "He walked quietly toward her and spoke softly..."
c. "He smiled and waved at her."
d. "He thought, ft..."

3. The title which best expresses the ideas of this passage is:

a. gestures and changes in the voice.
b. the difficulties of Shakespearean actors
c. Misunderstanding the Shakespearean play
d. Revealing thought through the soliloquy
e. Unfolding the plot through the soliloquy
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I. The writer assumes

a. actors have used poor enunciation
b. Romeo and Juliet is the most popular play by Shakespeare.

c. his writers are familiar with Shakespeare's play
d. Shakespeare is only for "highbrows,"

5. Which statement can be made on the basis of the passage?

a. The role of Juliet is more difficult than other roles.

b. The role of Juliet is only one example of the point made.

c. Audiences have no feeling for characterization.
d. Shakespeare was an incompetent dramatist in many respects.

e. There are too many soliloquies in Shakespeare's plays.
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Read this excerpt from Shakespeare's play, Hamlet, very carefully.
Read the definitions of unusual words at the right, as you read.
Read it again and then answer the questions. Circle the letter of

the best answer to each question.

HAMLET'S SOLILOQUY

1 To be, or not to be; that is the question.
Whether 'tis nobler in the mind to suffer

3 The slings and arrows of outrageous fortune,
Or to take arms against a sea of troubles,

5 And by opposing end them. To die; to sleep;
No more: and by a sleep to say we end

7 The heart-ache and the thousand natural shocks
That flesh is heir to. 'Tis a consummation(consummation:

9 Devoutly to be wish'd. To die; to sleep;-- conclusion)
To sleep? Perchance to dream! Ay, there's the rub; (perchance:

11 For in that sleep of death what dreams may come, perhaps)
When we have shufflid off this mortal coil (mortal coil:

13 Must give us pause. There's the respect human troubles)
That makes calamity of so long a life.

15 For who would bear the ships and scorns of time,
The oppressor's wrong, the proud man's contumely, (contumely:

17 The pangs of dispriz'd love, the new law's delay, contempt)
The insolence of office, and the spurns

19 That patient merit of the unworthy takes,
When he himself might his quietus make (quietus: settlement)

21 With a bare bodkin? Who would fardels bear, (bare bodkin:dagger)
To grunt and sweat under a weary life. (fardels: burdens)*

23 But that the dread of something after death,
The undiscover'd country from whose bourn

25 No traveller returns, puzzles the will
And makes us rather bear those ills ro have

27 Than fly to others that we know not of?
Thus conscience does make cowards of us all; (conscience:

29 And thus the native hue of resolution thought)
Is sicklied o'er with the pale cast of thought, (native hue:

31 And enterprises of great pith and moment natural color)
With this regard their currents turn awry, (awry: twisted and

33 And lose the name of action. confused)
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1. A Soliloquy is a part of a play in which the character

n. is talking to another 61rActer
b. is thinkirg out loud
c. is not speaking At all
d. none of the above

2. Reread lines 1-5 (to the period),In these lines Hamlet is trying
to decide

a. what he should be in later lift
b. whether he should tolerate the paAn of life or kill himself
c. what sort of action to take
d. none of the above

3. Reread lines 5 (middle) to 9. In these lines Hamlet speaks of
a. taking a long rest
b. suicide
c. leading a quiet life

h. Rearead lines (5-9). In these linei hamlet describes suicide

a. as restful, like sleep
b. as a terrifying thing
c. as on Active direct way to behave in trouble
d. none of the above

5. Reread lines 10-15. In these lines Hamlet thinks of

a. the beautiful dreams of death
b. the possible dreams, more terrifying than any nightmare,

in deathls sleep.
c. the possibility of a beautiful life after death.

6. Reread lines 13 (middle) to line 21 (middle). In these lames
are described

a. some of the difficulties of life
b. some of the terrors of death
c. some of the problems Hamlet has encountered in his own

life
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7. In reference to these things (mentioned in lines 13-21) Hamlet
questions

a. Why anyone would stand for them when death is so easy a
way out

b. why he has troubles no one else has
c. why he can't handle his own problems.

8. Reread lines 21 (middle) to line 27. In these lines Hamlet
reflects

a. that known terrors are better than possible unknown ones.
b. that life and death are equally terrible
c. that death is preferable to life

9. Reread lines 26 to 33. In these lines HaMlet thinks of

a. how his gloomy thoughts and fears of worse trouble has
made him hesitate instead of act to kill himself.

b. how men in general allow their fearful thoughts to turn
them from what they planned (of which his hesitation
about suicide is an example).

c. how being alive to think is better than dying;.
d. the wrong he would do by killing himself.

10. Hamlet seems to be

a. a decided and resolute person
b. a person who sees more than one side of the issues and

thus hesitates
c. a thoughtless, impulsive person
d. none of the above

11. This soliloquy

a. has no meaning unless the
b. speaks of a hurm dilemma

today
c. has meaning for the past,

res of the play is known
which is still meaningful

but no meaning for today.

-39--



UNIT VI

ADDITIONAL POETRY SELECTIONS

ADDRESS OF RUTH TO NAOMI

(B00% of Ruth,'Ch.1, 16-17)

And Ruth said:
"Intrent me not to leave thee,

Or to return from following after thee:
For whither thou goost, I will go,
And where thou lodgest. I will lodge.

Thy people shall be my people,
And they God vv,. God.

Where thou diest, will I die,
And there will I 116 buried.

The Lord do so to me, and more also,
If ought but death part thee and me."

-4o-
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PSALM TWENTY-THREE

The Lord is my shepherd; I shall not want.
He maketh me to lie down in green pastures;
He leadeth me beside the still waters.
He restoreth my soul;
He leadeth me in the paths of righteousness for his name's sake.
Yea, though I walk through the valley of the shadow of death,
I will fear no evils for thou art with me;
Thy rod and thy staff they comfort me.
Thou preparest a table before me in the presence of mine enemies:
Thou anointeot my head with oil; rffy cup runneth over.
Surely goodness and mercy shall follow me all the days of my life,
And I will dwell in the house of the Lord forever.

. The BIBLE

CHARITY

Though I speak with the tongues of men and of angels and have
not charity, : am become as sounding brass or a tinkling cymbal.
And though I have the gift of prophecy, and understand all mysterie
and all knowledge; and though I have all faith, oo that I could
remove mountains, and have not charity, I am nothing. And though
I bestow all my goods to feed the poor, and though I give my body
to be burned, and have not charity, it profiteth me nothing.

Charity suffereth long and is kind; charity enVieth not;
charity vauntet% not itself, is not puffed up; doth not behave
itself unseemlY, seeketh not her own, is not easily provoked,
thinketh no evil, rejoiceth not in iniquity, but rejoiceth in
the truth; beareth all things, belieleth all things, hopeth all
things, endureth all things. Charity never faileth; but whether
there be prophecies, they shall fail; whether there be tongues,
they shall cease; whether there shall be knowledge, it shall
vanish away. For we know in part, and we prophesy in part.

But when that which is perfect is come then that which is
in part shall be done away. When I was a child, I spake as a
child, I understood as a child, I thought as a child; but when
I became a man I put away childish things. For now we see through
* glass darkly, but then face to face; now I.know in part, but
then shall. I know even as also I am known.

And now abideth faith, hope, charity, these three; but the
greatest of these is charity.

I Corinthians 13
The BIBLE



SONNET Lax

When, in disgrace with Fortune and men's eyes,
I all, alone beweep my outcast state,
And trouble deaf heaven with my bootless cries,
And look upon myself, and curse mrfate,
Wishing me like to one more rich in hope,
Featured like him like him, with friend possest,
Desiring this man's art and that man's scope,
With what I most enjoy contented least,
Yet in these thoughts myself almost despising- -
Haply I think on thee: and then my state,
Like to the Lark at break of day arising
From sullen earth, sings hymns at Heaven's gate;
For thy sweet love rememb'red such wealth brings

That then I scorn to change my state with Kings.

Wm. Shakespeare

SONNET CXVI

Let me not to the marriage of true minds
Admit impediments. Love is not love
Which alters when it alteration finds,
Or bends with the remover to remove:
0, no! it is an ever-fixed mark,
That looks on tempests and is never shaken;
It is the star to every wand'ring bark,
Whose worth's unknown, although his height be taken.
Love's not Time's fool, though rosy lips and cheeks

Within his bending sickle's compass come;
Love alters not with his brief hours and weeks,
But bears it out even to the edge of doom: -

If this be error and upon me proved,
I never writ, nor no man ever loved.

Wm. Shakespeare
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HOW DO I LOVE THEE

How do I love thee? Let me count the, ways.
I love thee'to the depth and breadth and height
Hy caul can reach, when feeling out of sight
For the ends of Being and idea Grace.
I love thee to the level of everydayls
Moat quiet need, by sun and candle-light.
I love thee freely, as men strive for Right;
I love thee purely, as they turn from Praise.
I love thee with the passion put to use
In Ylff old griefi, and with n childhood's faith.
I love thee With a love I seemed to lose
With my lost saints,--I love thee with the breath,
Smiles, tears, of all life!--and, if. God choose,
I shall but love thee better after death.

Elizabeth Barrett Brawling (1806-1861)

0 CAPTAIN! NI CAPTAIN!

0 Captain! my Captain! our fearful trip is done,
The ship has weather'd every rack, the prize we sought is won.
The'port is near, the bells I hear, the-people all exulting,
While follow eyes the steady keel, the vessel grim and daring,

But 0 heart! heart! heart!
0 the bleeding. drops of red,

Where on the deck my, Captain lies,
Fallen cold and dead.

0 Captain! rry Captain! rise up and hear the bells;
Rise up..for you the flag is flung --for' you the bugle trills,
For you bOuquets and ribbon'd wreaths..for.you the shores a-

, crowding,
For you they call, the Swaying masb their eager faces turning;

Here Captain! dear father!
Thi,s arm beneath your head!

It is some dream that on the deck,
You've fallen cold' and' dead.

IV Captain doe's not answer, his lips are pale and still,
'It father does not feel .my arm he has no pulse nor will,
The ship is anchorid safe and sound, its voyage closed and done,
trom fearful trip the victor ship comes in with object won:

Exult 0 shores, and ring ,0 bells!
But I with mournful tread,

Walk the deck ay Captain lies,
Fallen cold and dead.

Walt Whitman (181.9.1892)



FOG

The fog comes
on little cat feet,

It sits looking
over harbor and city
on silent haunches
and then, moves on.

Carl Sandburg (l878-

FATHER WILLIAM
(After Southey - "- )

"You are old, Father William," the young man said,
"And your hair has become very white;

And yet you incessantly stand on your head- -
Do you think, at your age, it is right?"

"In my' youth," Father William replied to his son,
"I feared it might injure the brain;

But, now that I'm perfectly sure I have none,
Why, I do it again and again."

"You are old," said the youth, "as I Mentioned before,
And have grown most uncommonly fat;

Yet you turned a back-somersault in at the door--
Pray, what, is the reason of that?"

"In my youth," said the sage, as he shook his gray locks,
"I kept all my limbs very supple

By the use of this ointment--one shilling the box--
Allow me to sell you a couple?"

"You are old," said the youth, "and your jaws are too weak
For anything tougher than suet;.

Yet you finished the goose, with the bones and the beak..
Pray, how did you manage to do it?"

"In my' youth," said his father, "I took to the law,
And argued each case with my~ wife;

And the muscular strength which it gave to my jaw,
Has lasted the rest of my life."

"You are old," said the youth, "one Would hardly suppose
That your eye was as steady as ever;

Yet yog balanced an eel on the and of your nose- -
What made you so awfully clever?"

"I have answered three questions, and that is enough,"
Said his father; "don't give yourself airs!

Do you think I can listen all day to such stuff?
Be off, or I'll kick you downstairs."

Lewis Carroll (1832-1898)
-44-



Lesson #8

FOREIGN RELATIONS

Topic - Formulation of Modern Foreign Policy

A. United States becomes a Pacific power
1. Purchase of Alaska
2, Annexation of Hawaii
3. Trade with China and Japan

a) "Open door" policy.with respect to trade with China
b) Early relations with Japan-Perry's visit

B. The United States and World War I
1. Long period of neutrality
2. Entered on the side of the Allies
3. Fear of German victory

4. Wilson's idealism as expressed the idea of "making the
world safe for democracy."

C. Foreign policy after World War I
1. Return to isolation

a) failed to join League of Nations
b) disillusionment with results of World War I

2. Some involvement with rest of world
a) joined in armaments limitation conferences
b) joined peace movementsrkellogg Briand Pact, World Court

O. Related Vocabulary Lesson #8,

1. interdependent
2. arbitration
3. neutrality
4. blockade
5. autocracy
6. sedition
7. attrition
8. secret diplomacy
9. mandate
10. collective security
11. disarmament

- 9 -



LESSON #9

MODERN FOREIGN AFFAIRS

Topic - Events from World War II to Present

A. World War II
1. Rice of Totalitarianism

a) Japan'.s domination In the Pacific
b) Germany's domination in Europe
c) Communism gains control of Russia

Causes of World War II
a) Nazi German's expansion in Europe
b) Japan's conquests. in China
c) Weakness of the allies

3. The United States enters the war
a) Pear) Harbor (Dec. 7,1941) reasons for Japanese attack
0 The United States declares war on both Japan and Germany

4. Results of World War IX
a) Victory causes problem*

1) "cold war" between U.S. and U.S.S.R.
2) Occupation of Germany and Japan
3) The atomic age

B. Related Vocabulary Lesson #9,

1. aggression
2. Fascism
3. appeasement
4. Communism
5. lend-lease
6. Axis
7. offensive
8. defensive
9. "iron-curtain"
10. NATO

10 -



Sixteen
sees and laughs,
listens and sighs,
sleeps mid eats,
aches and cries,
babies, thinks,
loves and hates,
stretches, lives
and hopefully waits.

Carolyn Cahalan

GITANJALI

The songthat Icam sing remains unsung to this day.
I have spent my days in stringing and in unstringing may instrument.

The time has not come true, the words have not been rightly set;
there is only the agony of wishing in my heart.

The blossom has not opened; only the wind is sighing by.

I have not seen his face, nor have I listened to his voice;
I have only heard his gentle footsteps from the road before my house.

The livelong day has passed in spreading his seat on the floor;
but the lamp has not been lit and I cannot ask him into my house.

I live in the hope of meeting with him; but this meeting is not yet.

From "Gitanjalin
Rabindranath Tagore



A PRESENTATION OF TWO BIRDS TO MY SON

Chicken, How shall I tell you what it is,
And why it does not float with tangers?
Its ecstasy is dead, it does not care.
Its children huddle underneath its wings:
And altogether lounge against the shack,
Warm in the slick tarpaulin, smug and soft.

You must not fumble in your mind
The genuine ecstasy of climbing birds
With that dull fowl.
When your grandfather held it by the feet
And laid the skinny neck across
The ragged chopping block,
The flop of wings, the jerk of the red comb
Were a dumb agony,
Stupid and meaningless. It was no joy
To leave the body beaten underfoot;
Life was a flick of corn, a steady roost.
Check. The sound is plain.

Look up and see the swift above the trees.
How shall I tell you why he always veers
And banks around the shaken sleeve of air,
Away from ground? He hardly flies on brains;
Pockets of air impale hith hollow bones.
He leans against the rainfall or the sun.
You must not mix this pair of birds
Together in your mind before you know
That both are clods.
What makes the chimney swift approach the sky
Is ecstasy, a kind of fire
That beats the bones apart
And lets the fragile feathers close with air.
Flight too is agony,
Stupid and meaningless. Why should it be joy
To leave the body beaten underfoot,
To mold the limbs against the wind, and join
Those clean dark glides of Dionysian birds?
The flight is deeper than your father, boy.

From The Green Wall
James Wight,
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UNIT I

DIAGNOSTIC TEST IN GRAMMAR AND USAGE

I. Identify each word group, using the following letters:
F- fragment Susentence RSurun-on sentence

1. The spaghetti has been served, the dinner was over.
2. Trying desperately to climb the hill.
3. Which made me laugh when I thought of it.
4. The boy came up three times, then he stayed down.
11. Diesel engines run on oil, a much cheaper fuel than

gasoline.

1.
2

3

5

II. Write the letter of the correct sentence in the space to the right.

6. a) Every pen that we sell has been thoroughly tested. 6
b) Every pen has been thoroughly tested that we sell.

7. a) Ny plans include going to college and to become an
engineer.

b) Zr plans include going to college and becoming an
engineer.

8. a) His knowledge of motors is as good as any mechanic. 8
b) His knowledge of motors is as good as any mechanicts.

9. a) You may have the medallion if you take it off the car.9
b) If you take the medallion off the car, you may have it.

10, a) Courage is when you stand your ground against all odds.10
b) Courage is the standing of one's ground against all odds.

11. a) I never have ridden and never will ride a motorcycle. 11
b) I never have and never will ride a motorcycle.

12. a) Being a heavy eater, the diet would have been helpful.12
b) Being a heavy eater, he found the diet helpful.

III. Copy the correct word in each pair.

13. We would have (chose, chosen) better seats.
14. (Your, You're) always blaming someone else.
15. Yesterday the letter finally (came, come).
16. They handled the crowd as (efficient, efficiently)

as ever.

17. (That, Those) kind of trousers is no longer popular.
180 The pond had,(frozen, froze) during the night.
19. Thejsubscribe to more magazines than (us, we).
20. After (whop whom) were the American continents named?

-2-
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21. We were unable to see (its, '.fs) license number. 212q. There (were, was) no gas stations for sixty miles.23. The clean dog (lay, laid ) right down in the mud puddle.23.......24.0ay one of these elevators (go, goes) to the top floor.2425. (Us, We) students want a course in rapid reading.
/v. Write the letter of the item which is correctly punctuated.

26.a) The driver obviously a beginner, started and stoppedthe bus jerkily.
26b) The driver, obviously a beginner, started and stoppedthe bus jerkily.

c) The driver, obviously a beginner, started, and stoppedthe bus jerkily.

We saw a film about
deaf in infancy.
We saw a film about
deaf in infancy.
We saw a film about
deaf in infancy.

28.a) Tomatoes, which are grown in a hothouse, are of coursemore expensive.
28b) Tomatoes which are grown in a hot house, are of course,more expensive.

c) Tomatoes which are grown in a hothouse are, of course,more expensive.

29.a) The wind, and rain, and fog delayed us, but we finally
arrived safely.

29b) The wind and rain and fog delayed us, but we finallyarrive safely.
c) The wind and rain and fog delayed us but we finallyarrived safely.

30.a) On July 17, 1961, we moved from Dallas Texas, to a small
30town in Iowa.

b) On July, 17, 1961 we moved from Dallas, Texas to a small
town in Iowa.

c) On July 17, 1961, we moved from Dallas, Texas, to a smalltown in Iowa.

31.a) Although my father never attended college, he knows more
about history, literature and science than most people. 31

b) Although my father never attended college he knows more
about history, literature, and science than most people.c) Although my rather never attended college, he nows more
about history, literature, and science than most people.

27.a)

b)

c)

Helen Keller, who became blind and
27

Helen Keller who became blind, and

Helen Keller, who became blind, and

ourairorrommurio



plaostinGrammar and Usage

V. Write the letter of the sentence in which apostrophes are used
correctly.

32. a)The Lofts's hi-fi doesn't sound as good as yours. 32.

b)The Lofts' hi-fi does'nt sound as good as your's.
o)The Lofts' hi fi doesn't sound as good as yours.

33. a)The girls' chorus sang their voice teacher's composition.33
b)The girl's chorus sang their voice teacher's composition.
c)The girls' chorus sang their voice teachers' composition.

34. a)Ladies' dresses
fleor .

b)Ladie's dresses
floor.

c)Ladies' dresses
floor .

and children's shoes are on the fourth

and children's shoes are on the fourth

and childrens0 shoes are on the fourth

VI. Write the letter of the sentence in which

35. a)A Professor will speak. on Negro art
Oak Street.

b)A professor will speak on Negro art
Oak Street.

.c)A professor will speak col. negro art

0a4 Street.

36. a)Because of my flu t
Shorthand.

b)Because of my au
shorthand.

c)Because of my flu t
shorthand.

34.

capitals are used correctly.

at the Poe libr4ry on
35.

at the Poe Library on

at the Poe Library on

his fall, I fell behind in English and
36.

this Fall, I fell behind in english and

his fall, I fell behind in English and

37 a)On completing High School,
Kent College.

'Oa completing high school.
Kent, college
c)On completing high school

Kent College.

my Uht.le Ben studied Law at

nr. 11.nole Ben studied law at

my Uncle Ben studies law at

38. a)In the north, migratory birds
slope of the mountain

b)In the North, migratory birds
slope of the mountain.

c)In the North, migratory birds build nests
slope of the mountain.

build nests on the south

build nests on the South

on the south

-4-
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SENTENCE STRUCTURE

1

I7-"Identify each word group, using the following letters:
Fan fragment S= sentence RS= Run-on sentence

1. The doors were closed, the concert had already begun.
2. Waiting impatiently far the game to begin.
3. Diesel, engines run on oil, a much cheaper fuel than

gasoline.
1. Which reminded him of a funny experience in the Army.

5 The motor turned over twice, then it went dead.

110,110IIIMUMIONNIMINIONAII.

2

3
4

II. Write the letter of the correct sentence in the space to the right.

1.a) Every car that we sell has been thoroughly tested.
b) Every car has been thoroughly tested that we sell.

2.a) Jr plans include going to college and to become an
engineer.

b) My plans include going to college and becoming an
engineer.

a) His knowledge of motors is as good as any mechanic.
b) His knowledge of motors is as good as any mechanicgs.

4.a) You can have the lace if you take it off the dress.
b) If you take the lace oft the dress, you can have it.

5.a)

b)

6.a)
b)

7.a)
b)

Alliteration is when words close together begin with
the same sound.
Alliteration is the repetition of the same sound et the
beginning of words that are close together.

I never have ridden and never will ride a motorcycle. 6I never have and never will ride a motorcycle.

Being a light sleeper, the noise awoke my dad.
Being a light sleeper, my dad was awakened by the noise.

1

2
4110.611111111/1WW11011.0VO

3

UNIT II

Freguent]..y miss ,elled words

7

List 1

abbreviate accidentally acquainted airplane
absence accommodate acquitted affect
absurd accumulate across aggravate
accept accustom advantageous aisle
access achievement advice (noun) allotted
accessible acknowledgment advise (verb) all right

-5-



List 1 (continued)

already
altar
alter (verb)
altogether
alumna
alumnae
alumnus
alumni
always
amateur
ambiguous
among
analogous
analysis
analyze
angel
angle
annual
antecedent
anxiety
apparatus
appearance
appropriate
arctic
argument
arising
arithmetic
arouse
ascend
ascertain
athlete
athletic
audible
audience
auxiliary
awkward
bachelor
balance
barbarous
baring
barring
baseball
based
battalion
bearing
becoming
beggar
begging
beginning

believe
benefited
biscuit
blamable
borne
boundaries
brilliant
Britain
Britannica
buoyant
bureau
business
busy
cafeteria
calendar
candidate
can't
captain
carburetor
ceiling
cemetery
certain
changeable
changing
characteristic
chargeable
chauffeur
choose
chose
chosen
cite (verb)
clothes
coarse (adj.)
column
coming
commission
committee
comparative
compel
compelled
competent
competitive
complement
comprehensible
concede
conceivable
conferred
confidant (noun)
confident

-6-

connoisseur
conquer
conqueror
conscience
conscientious
considered
continuous
control
controlled
cooperate
corps
council
counsel
course (noun)
courteous
courtesy
cozy
criticize
cruelty
cruise
cylinder
dealt
deceitful
defendant
deferred
deficiency
definite
dependant (noun
dependent (adj.
derived
descendant
describe
description
despair
desperate
destroy
develop
development
device
devise (verb)
dictionary
difference
digging
dilapidated
dilemma
dining room
dinning
diphtheria
disappear

disappoint
disavowal
discipline
disease
dissatisfied
dissipate
distribute
divide
divine
doctor
don't
dormitories
drudgery
dyeing
dying
ecstasy
effect
eighth
eligible
eliminate
embarrassment
eminent
emphasize
employees
encouraging
enemy
equipped

)erroneous
)especially
etc.

exaggerate
exceed
excel
excellent
except
exceptional
exhaust
exhilarate
existence
exorbitant
expense
experience
explanation
extension
familiar
fascinate
feasible
February
fiery
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List 2

fifth
Filipino
finalr
financier
foregoing
folefeit

formally
formerly
forth
fourth
frantically
fraternity
freshman
friend
fulfil
fulfill
furniture
gaiety
gayety
gallant
galoshes
gambling
gauge
gage
generally
goddess
government
governor
grammar
grandeur
grievous
guard
guidance
harass
having
hazard
height
heinous
heroes
hesitancy
holy
hoping
humorous
hundredths
hurriedly
hygienic
hypocrisy
imagt,tax7
imitative
immediately
immigration
imminent

impromptu
incidentally
incidents
incredible
incredulous
indefinite
independence
indict
indigestible
indispensable
infinite
irfluence
ingenious
ingenuous
innocuous
inoculate
instance
intellectual
intelligible
intentionally
intercede
invitation
irrevelant
irresistible
isthmus
its (possessive)
it's (contraction)
itself
judgment
kidnaper
knave
knowledge
laboratory
ladies
laid
later
latter
lead
led
liable
library
lightning
likely
literature
loath
loneliness
loose
lose (verb)
losing
lying

maintain
maintenance
maneuver
Manila
mantle (cloak)
manual
manufacturer
many
marriage
marriageable
Massachusetts
material
mathematics
mattress
meant
messenger
mileage
miniature
minutes
mischievous
Mississippi
misspelled
momentous
murmur
muscle
Mysterious
naive
naphtha
naval (adj.)
navel (noun)
necessary
Negroes
neither
nickel
niece
nineteenth
ninetieth
ninety
ninth
noticeable
nowadays
oblige
obstacle
occasion
occasionally
occur
occurred
occurrence
o'clock
officers

-7-

omission
omitted
opinion
opportunity
optimistic
origin
outrageous
overrun

paid
pantomime
parallel
paraphernalia
parliament
particularly
pater
pasteurize
pastime
peaceable
perceive
perception
peremptory
perform
perhaps
permissable
perseverance
personel
personnel
perspiration
persuade
pertain
pervade
physical
picnic
picnic%ing
planned
pleasant
politic
politics
possession
possible
potatoes
practically
prairie
precede
precedence
precedents
preceding
profe-ve
pred
prcinClee



List 3

preparation religion statute two
pretension religious steal typical
pretensions reminiscent steel tyranny
prevalence renaissance stops universally
primitive rendezvous stopped unmanageable
principal repetition stopping until
principle replies stories using
prisoner representative straight usually
privilege reservoir stretch vacancy
probably restaurant strait vengeance
procedure rheumatism strictly vigilance
proceed rhythm succeeds vilify
prodigy ridiculous successful village
profession rite summarize villain
protessor sacrilegious superintendent visibly
proffered safety supersede wear
prohibition sandwich surely weather
promissory satiric surprise Wednesday
pronunciation schedule syllable weird
propaganda science symmetrical welfare
prophecy scream temperament where
prophet'' screech tenant wharever
propitious secede tendency whethr
prove secretary than which
psychology seems their whole
purchase seize there wholly
pursue sense therefore who's
putting sentence they're whose
quantity separate thorough wintry
questionnaire sergeant thousandths wiry
quiet several till without
quite shiftless to women
possible shining today writing
potatoes shone together written
practically shown too yacht
quizzes shriek track your
rapid siege tract you're
recede similar tragedy
rarefy simultaneous tranquillity
ready since transferred
really smooth transient
receipt soliloquy translate
receive sophomore treacherous
recipe speak treasurer
recognize specimen tries
recommend speech trouble
reference statement truant
referred stationary (adj.) truly
regard stationery (noun) Tuesday
region statue tunnel



UNIT III

THE SOUNDS OF ENGLISH

Correct Usage - Phonics Les__,n 1

There are languages in which the spelling indicates the sounds a
the lettere:, Such languages, including Spanish, Italian, Russian,
Greek, and 'Hingarian, are said to be spelled phonetically. In others,
notably Gaelib, French, and English, it is not always possible to
determine the wad from the spelling. These languages are said to
be spelled unphoneticallya

PHONETIC INCONSISTENCIES OF ENGLISH SPELLING-

Examples of phonetic inconsistencies abound. What has happened is
that twenty -six letters in the written alphabet have had to be adjusted
to approximately forty4ive sounds in the spoken language. The follow-
ing discussion will indicate some of the problems that arise beeaDee
of the variations In spelling and sound.

VOWEL SOUNDS- In English, for example, it is commonly said that
therelanEgliiwels. An examination of a few simple words will
show that there are more than five vowels. The "a" of ate; the Han of
at; the "a" of calm; the nen of care; the "a" of walk, and the flan of
alone all represent separate and distindt sounds, only one of which
contains the sound "a" that was represented by the letter of the
alphabet. To add to the confusion, there are many words, such as
they and eight, in which no letter ma" appears, but in which the
sound may be heard.

An analysis of the sound of "e" presents similar problems. Thesingle "e" in be; the double nee" in bee; the "eo" in people; theNoe in.phoenix; the neon in Caesar; the "ea" in lease; the "ua" inquay; the nin in fatigue; the nie" of believe, and the nein of
receive represent one sound. These same spellings, however, may also
represent a great many other sounds.

A single nen in met is different from a single "en in be or they
'lean in leather differs in sound from "ea" in lease, ear, and earth;
nell!t in reign, from nein in either and reiterate; "eo" in George, from
neon in people; nue in quarrel and quart, from "ua" in quay; nin of
machine from "i" in light and lit; and nien in believes from 'lien in
sieve.

This same kind of inconsistency may be found in the spellingsand sound values of i, o, and u.

CONSONANT SOUNDS - Consonants, like vowels, frequently represent
more rirEaTh-Trir'eu= The !inn and "g" in a word like congratulatev
for examelei join to form a sound to different from the nn" or Ug4in a word like sing. The 'es" at the beginning of sees looks like tilefinal nen, but sounds quite different. The "ti" of tire differs froethe "tin of notion. Likewise, the nein of circus differs from theof facial. Such illustrations might be given for almost all consonantsin the language.

est



THE USE OF SILENT LETTERS- Another problem that adds to the
complexity of English. is the prevalence of silent letters, many of
which were pronounced at some time in the history of the language.
letters such as "k" in knee; lb" in debt' le end or in psalm;
Pwo in wreck (as.well as oco); "gh" in night! "g" in.gnaw, and "b"
in.numb are examples of common words containing one or more silent
letters.

THE USE OF TWO LETTERS FOR ONE SOUND- A sound may not only
have more than one value, but it may also be represented by more
than one letter as in the case of "th" in thin and "th" in then.
Conversely, cne letter frequently represents two sounds, as in the
case of oio in side, 'goo in go, and "a" in ale. Those who think of
oiY or "oo, and "a" as vowels may find it difficult to think of them
as diphthongs. In the words indicated, there are two vowels, said
very quickly, constituting a diphthong,

LETTERS WITH DIFFERENT SOUND VALUES- To heighten the difficulties,
not all the twenty-six letters have sound values. The letter oco has
no value of its own, but becomes oso in city of oko in cook; oqo whch
must be followed by nu" in spelling may have a value of "kw" in quick,
or "k" in bouquet; and oxo assumes the value of !goo in exit, ogs° in
exist, "z" in xylophone, and "ksh" in luxury. The twenty-six letters
have thus been reduced to twenty-three, but the fact remains that
there are approximately forty-five sounds.
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.....mCod..olics Lesson 2

GeneralPhorrinciles: The use of silent letters.

1. When "b" follows omP in a word, and is in the same syllable, it
is silent. Examples: climb, dumb.

2. When "b" precedes oto in a syllable, it is silent.
Examples: debt, doubt.

H

3. When oho is the first letter in a word it most often sounds as it
does in. the word "he" but it is sometimes silent.
Examples: heir, hour.

14. The letter oho is silent when it follows "g" at the beginning of
a word. Examples: ghost, ghetto.

5. The letter "h" is silent when it follows "k" at the beginning
of a word. Examples: khan, khaki.

6. The letter ohtt is silent when it follows "r" at the beginning of
a word. Examples: rhetoric, rhubarb.

K

7. The letter "k" is silent when it is the initial letter in a words
and is followed by "n ". Examples: know, knit.

8. In certain instances a silent "k" helps to distinguish visually
between homonyms. Examples: night-knight, not-knot.

The letter "10 is sometimes silent when it follows om" in a
syllable. Examples: calm, folk.

10. The letter "n" is silent when it follows "rn' in a syllable.
Examples: solemn, condemn.

P

11. The letter opo is silent when it is the initial letter in aword, and is followed by "s". Examples: psalm, psychology.

0

y

0

4

..



T

12. The letter utn is silent when it precedes uch" in a syllable.
Examples: catch, pitch.

13. The letter nt" is sometimes silent when it follows nen.
Examples: listen, castle.

W

14. When nwn follows "on within a syllable, it is sometimes silent.
Examples: bowl, low.

General Usag. Phonics Lesson 3

Geneal Phonics Principes

C

1. When "cn is followed in a syllable by e, i, or y, it has the sound
of usn at the beginning of the word " "seven"".
Examples: certain, city, cylinder.

2. Whenne is followed by any other letter, or is the final letter
in a syllable, it uswoly has its hard sound--the sound nk" as
in kangaroo. Examples: cord, fact, arc.

A sound commonly recorded by ne is best represented by the
letter combination "ks". Examples: mix, axle.

4. Often, and especially when it is followed by a vowel or by a
silent NIP, "xu records a sound represented by the letter combina-
tion ugzn. Examples: exact, exhaust.

5. When ex" is the initial letter in a wordmost of these will be
highly technical wordsit records the sound associated with the
letter uzn. Examples: xylophone, zylem.

G

6. When He is followed in a syllable by nen, nin, or nye it
usually has the sound of njn as in Jim. Examples: ginger, gentle.

7. When ng" is followed by any other letter, or it is the final
letter in a syllable, it usually has the sound of ugn in the word
ngon. Examples: gallon, wig.

8. When "g" is followed in a syllable by "n" it is silent.
Examples: gnat, reign.

-12-



Gene,cal Usage - Phonics Lesson

Exercise: Complete the following words by adding the correct silent
letter.

1. thum
16. nook 31. epis le

2. cram
17. not 32. lis en

3. can
18. night 33. of en

4 de t
19. psa m 34. cas le

5. dou t
20. sa mon 35° bo t

6. eir
21. fo k 36. lo

7. our
22. solem 370 ertain

8. etto
23. autum 38. fa

9. ost
24. colum 39. entle10. han
25. sa m 40. plum er11. haki

26. sychic 41. nead12. r eumatism

27. sychotic 42. ock13. r etorical

28. condem 43. avier14. nowledge

15. nuckle
29. ca ch 44. e haunt

30. pi ch 45. sten il



UNIT IV

VERB REV=

Search each of the following sentences for main verbs, auxiliary
verbs and linking verbs. List them in the appropriate column at
the right.

1. He could have elected another subject.

2. The dog seemed ill.

3. The exception proves the rule.

4. Hardship turned him into a patient man.

5. The captain must have crossed his signals.

6. His credulity stemmed from his naivete.

7. I will not attend the lecture.

8. The prisoner remained placid despite his
ordeal.

9. He had misplaced his textbook.

10. The awl had been hooting in the elm tree.

11. April is the cruelest month.

12. They will have marched several miles by
Tuesday.

13. I placed a jar in Tennessee.

14. He was called the "moonlight gambler."

15. Does the Army recognize conscientious
objectors?

16. Drink to me only with thine eyes.

17. Shall these bones live?

18. How have the mighty fallen!

19. There once was a place called Camelot.

20. The quality of mercy is not strained.

-1)4-



1INIT V
...3....11.na.e#1R,

ei and ie. Use ie when the sound is long e (as in see):

believe grief niece priest
relieve thief field chief

A few common words are exceptions: either, neither, leisure, seize,
weird.

Use ei after c, or when the sound is not long e:

receive perceive height skein
deceive sleigh weight foreign
conceit neighbor heir sovereign

The most common exceptions are friend, mischief, handkerchief,
sieve, view, fiery, financier.

Exercise #1 - Write the following words, supplying the missing
letters (e and i) in the correct order:

1. for.gn
2. rel ve
3. cone ve
4. v
5. gr..f

6. rec....pt

7. s ze
8. ach ve
9. th f

10. I sure

11. sl gh
12. n ther
13. Pr st
14. der- ve
15. h r

Exercise #2 - In each of the following, only one of the words is
misspelled. Write the number of the misspelled
word in each group on the line to the left:

1. 1)achievement 2)belief 3)frieze 4) weird

2. 1)preist 2)chief 3)thief 4)brief

3. 1)conceive 2)ceiling 3)conciept 4)receive

4. 1)freight 2)sleigh 3)reign 4)vien=ouralell.er

0111011.1111110

ONNOINNIIMplellIar

1)fiendish 2)handkercheif 3)inconceivable 4) sovereign

6. 1)fiery 2)friend 3)mischeif Wheight

7. l)relieve 2)niece 3)sieze 4)Piece

8. l)leisure 2)feild 3)grief 4)sovereign



SS 13th Rule #2 Lengthening words ending in z

(a) If there is a consonant before the 25 change to i before adding
a suffix (-ed, -er, -est, -ful, -ness, -less, etc.7.

(Examples: hurry ---hurried pity --- pitiful)

(Exceptions: hurry --- hurrying pity
dry -- dryness lady

M7.10

WOMM

pitying
ladylike

(b) If there is a vowel before the 25 do not change the zjefore
adding a suffix.

(Examples: joy --- joyful convey conveying}

Exercise 1 - Apply rules 2a and 2b as you add each designated suffix,
and rewrite the word correctly in the space provided to
the right:

1. extraordinary + ly = 7. defy + ant a

2. gratify + ing a 8. likely + hood

3. modify + cation = 9. rely + able =

4. necessary + ly mm 10. ply + ant =
V/MmIsarroare

5. fortify + cation = 11. comply + ing =

6. purify + ing = 12. merry + ment =

Exercise 2 - In each of the following, only one of the words is
misspelled. Write the number of the misspelled word in
each group on the line to the left:

1. 1) trying 2)alliance 3)denial 4)carryed

2. 1)glorifyed 2)secretarial 3)application 4)satisfied

3. 1)supplior 2)amplifier 3)certifycate 4)mm1tiplication

4. 1)sillier 2)icisst 3)heavyness 4)merciless
dOSILINNIN~..

5. 1)wortivnees 2 )worrying 3)strayed 4}annoying
.11111111MM111111111111

6. 1)betrayed 2)temporary4r 3 married 4)loyalties

7. l)arbitrarily nmpongdbilities 3)monies 4)babys

8. 1)obeying 2)tarrying 3)hastay 4)fiftyeth
-16-
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(a) Drop the final e before a suffix beginning Edith a vowel.

(Examples: care + ing caring use able + usable)

(Exceptions: noticeable, courageous)

(b) 'Seep the final e before a suffix beginning with a consonant.

(Examples: care + ful og careful care + less = :areless)

(Exceptions: true + ly - truly argue + ment = argument)

Exercise 1 = Apply rules 3a and 3b as you add each designated suffix,
and rewrite the word correctly in the space provided to
the right:

1. announce + ment 7. desire + able =

2. treasure + er = 8. revere + ent =

3. imagine + ary

4. definite + ly

5. write + ing

6. virtue + oue

9. safe + ty

10. arrange + ment =

11. have + ing

12. lose + ing =

Exercise 2 - In each of the following, only one of the words is mis-
spelled. Write the number of the misspelled word in each
group on the line to the left:

1. 1)usable 2) truely 3)argument 4)careful

2. 1)becoming 2)continuous 3) surprised 4)guideance

3. l)careing 2)famous 3)awesome ).)entirely

15admiraticn 2)forceible 3)sensible 4)valuable

5. 1)perseverance 2)creator 3)shining Ogrieverms

6. 1)achievment 2)shaping 3) using )4) movable

7. 1)fiercely 2)forcing 3) noticable Ocareless

8. 1)lovely 2)couragous 3)fierceness Onineteen

-17-



Doubling Final Consonant:

Double the final consonant before a suffix that begins with a vowel
if both of the following conditions exist:

1) the word has only one syllable or is accented on the last syllable

2) the word ends in a single consonant preceded by a single vowel

Examples:
drop + ing = dropping
plan + ed = planned
sit. + ing = sitting

occur + ence
propel + er
control + ed

= occurrence
=propeller
m controlled

If both of these conditions do not exist, the final consonant is not
doubled before a suffix:

dm) + ed m Jumped tunnel + ing = tunneling
appear + awe = appearance travel + er = traveler

Exercise 1 - Apply rule 4 as yoga add each designated suffix and re-
write the word correctly in the space provided.

1. run + er =

2. defer + ed =

3. swim + ing =

4. begin + er

5. expel mt. ed

6. hot + est to

7. expect + ationm

8. travel + ing m

9. riot + ous IN

10. exist + ence m

Exercise 2 - In each of the following only one of the words is
misspelled. Write the number of the misspelled word
in the line at the left.

l. 1) committing
1) talked

7`F3 1) sailing
1) dropping

5. 1) compelling
6. 1) recurence
7. 1) planner
8. 1) condemning

2) stopping
2) halted
2) hottest
2) tunneling
2) runing
2) bragged
2) sliping
2) sitting

-18-

3) traveling
3) refering

3) planned
3) stopper
3) jumping
3) faster
3) recoiled
3) wetest

4) offerring
4) kneeled
4) conoroled
4) regreteble
4) swimmer
4) appointed
4) regretting
4) whitest



(a) The -fa rule
lisrworria at the end of a word is spelled with only one 1.

Examples: careful, graceful, healthful, hopeful
Ekceptiont the word full itself

(b) The -ceed or -cede rule
Will are only t4Werbs in English ending in -ceed. All other
verbs with that sound end in -cede.

-ceed: succeed, proceed, ex -ceed

-cede; secede, recede, intercede, concede, etc.
Exception: supersede. This is the 212.4: verb ending in -bede.

(c) The k after c rule
Ircords ending in 2, insert k before adding ed, er, Ill& or z.

Examples: picnic - picnicked, picnicking, pdgnicker
panic - panicked, paacky
mimic - mimicking

Exercise 1 - Some of the following words are spelled correctly: some
incorrectly. If the word is correct as is, write correct
in the space to the r5ght. If misspelled, rewrite the
word, correcting the error.

1. hopeful
2. proceded
3. carefu4r
4. picknic
5. recede
6. dreadful].
7. acceed Nrumet moserawloo

8. frolicking
9. supercede
10. conceed
11. succeed
12. mimiced
13. cede
114. traffigrar---'-'''''--

AIN11111111M

Exercise 2 =Write the number of the misspelled work' on the line at
left.

L. 1) trafficking 2 )supersede
2. 1) recede 2)mimicked
3. 1) wrathful 2 )exceed
4. 1) precede 2)truthful
5. 1) secede 2 )froliced
6. panicking 2) awfull
7. 1 frolicking 2)comical
8. 1) doubtful 2)epoonfull

-19-

3)flavorful 4) succede
3)panicky 4)soulfull
3)stoickal 4)Proceed
3)conceed Obaleful
3 )intercede 4)tasteful
3)cede 4)heroic
3 )antecede 4)conickal
3)artful Utruffle



UNIT VI

COMPARISON OF WECTIVES AND ADVERBS -

When we compare persons or things in order to see which contains more
or less of a certain quality, we express.relationship tn three ways:

1. POSITIVE - denotes the simple quality: He is tall.
2. COMPARATIVE - denotes a higher degree of the quality: Charles is

a taller boy.
3. SUPULATIVE - denotes the highest degree of the quality: Peter is

the tallest boy.

To form the comparative of adjectives and adverbs, add er to the
positive or precede, the adjective or adverb' by the word or less.

To form the superlative of adjectives and adverbs, add -est to the
positive or precede the adjective or adverb by the word most or least.

Examples:
Positive - old, studious, beautiful
gaiparative - older, more studious, less beautiful
Superlative oldest, most studious, least beautiful

Some adjectives and adverbs have irregular comparisons:

Positive -

Res ective
nri

22.92221Pre

bad, far, good, little, many, much, several., some,
well

- worse, farther, better, worse, less, more,
morel more, more, betti!!kr

superlatives - worst farthest best worst least m t
most, most, most, best

ji s

RULES. FOR COREECT USAGE OF COMPARISONS .

(a) Never use both forms of the comparative (-er and more), or the

superlative (-est and most) together. Ex: prettier, prettiest

(NOT more prettier, or most prettiest)

(b) Use the comparatlm degree when two persons or things are

Ex: Of the two bos, John is the less ambitious.

(c) Use the superlative degree when more than two persons or

are compared. Ex: John is the oldest of the three boys.

(d) When the comparison is used for more than two, exclude from the

group the object compared by using ANY OTHER, WEISE. Ex: He

runs faster than anyone else in his class.

compared.

things

-20-
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Exercise: Underline the correct exprOseion in the parentheses.

1. icy dog is the (more, most) playtal of the three.
2. This glove is (more betters better) than that. one

3. The damage on_my car was (lworser, worse) than that= his.

4. This is the (coziest, mast cosiet0 room in the house.

5. Hers WAS the (least, less) attractive of the two hats.

6. Ton are the (most beaatifulest most beautital) girl I know.

7. Texas is larger than (any, any other' state in the United States.

8. Of all the gradaatess.he received the (better, best) grades.

9. The side that has the ta..70, most) runs wins.

10. She talks longer than (anyone, anyone else) in her Speech Claib.

11. drawing was the (bestest, best) in the class.
12. Mrs. Smith is a (stricter, more stricter) teacher than

Jones.

13. Nbich cf the two books is (best, better) for me to read?

UNIT VII
ME DOUBLE NEGATIVE

Do not use the negative words NO or NOT, and words ending with -nit,
with other negative words like NOBODY, . NOTHING, NONE, HARDLY: SCMELY,
BARELY, NEVER, ONLY, NO ONE, NEIL, NOS, BUT (when a means only).
Using two negatives makes the sentence .positive Meaning.

Example:
I. don't like any (NOT none) of these.

couldn't go anywhere (NOT nowhere) .
He was (NOT wasn't) barely conscious.
I could (NOT couldn't) hardly move.

Exercise: Some of the following are incorrect and some are correct.
Rewrite the incorrect sentences.

1. I haven't nothing to read.
2. I was not allowed to go nowhere.
3. didn't see no one in the car.
IL. There was no time left for. dancing,
5. I've never been to no hamming.
6. Laura hasn't given. Me or*, neither.
7. Ravenit you forgotten something?
8. Leonard hadn't never seen Cafe Figaro.
9. Brother couldn't hardly hear me. ,

10. We did nothing but dance all night.
11. We could scarcely hear the actors.
12. sure I lost nothing, neither day.
13. There isn!t but one maritime training high school in New York.
14. We couldn't hardly talk.
15. I'm not going no.more.
16. She couldn't hurt nobody.
17. They can't come, neither.
18. They haven't nobody to play with.
19. I haven't any suit to wear.
20. In our country we haven't but four kinds of poisonous snakes.
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UNNECESSARY WORDS

Some words add nothing significant to the meaning of sentences; others
are merely repetitious. Omit all unnecessary or useless words, as
those underlined in the following sentences:

gy brother he joined the Navy.
This bare pencil, is herd.
That there house is mine.
Where i the teacher at?
Take your feet off of the desk.
You had ought to study.
What kind of a girl are you?
He had no Annoy with which to pay him with.
She is a woman of about sixty years of age.
In the Bible it says there were giants on earth.
I want a wedding party of about the site of Lucy Johnson's.

Exercise: Draw a line through all unnecessary words.

1. Jack one day he broke his leg.
2. Where have you been at the last few days?
3. The '123 had ought to be here.
4. That ,here man is my fathqr.
S.. Get off of that there car
6. She the kind of a person who looks for the bad in people.
7. In the Constitution it guards your right to carry weapons.
8. A hero is a person to whom we look up to.
9. Mrs. Floyd is a motherly-looking woman of about forty year*,

of age.
10. Where's the mauls roan at?
11. He tore it off of his own shirt.
12. These here plants need to be watered.
13. He's got a ring on of about the size of a walnut.
14. You really had ought to see that there doctor I told you about.
15:: This here town is very narrow minded.

-22-



UNIT VIII

WORD PAIRS

1. already - means previoUsly.
all ready - means all are ready (or wholly ready)

2. . This is the only accepted spelling. There is no word

alright.

3. B - a table or stand in a ohurch, or a place for outdoor offerings
Ajax- means to change

4. satedlat - entirely
,1,, together - everyone in the same place

5. born - given birth
curried

6. brake - device to stop a machine
break . to fracture or shatter

7. c,, - of major importance; punishable by doath; chief or govern-
ing city; goods or stock

cap l - the building-in which a state legislature meets; g state-
house

the Capitol - the building in Washington, D.C. in which the Congress
of the United States holds its sessions

8. cloths - piece of cloth
clothes - wearing apparel

Underline the correct word in each of the following:

1. The damage has (all ready, already) been done.
2. rather was (all_together altogether) too surprised to protest.
3. Events have (barn, borne) out my predictions.
4. Pete is an (alter, altar) boy at 'St. Annels Church.
5. If you (brake, break) a window, you will pay for it.
6. When you are (all ready, already) I will help you.
7. Belgrade is the (capitol. capita],) of. Yugoslavia.
8. If you will (alter, altar) the neckline, I will order the costume.
9. My mother was (born, borne) in France.
10. Was his work (alright, all right)?
11. We used old sheets for cleaning (clothes, cloths).
12. We will (alter, altar) the building to suit tenants.
13. The dome on the (capital, Capitol) is illuminated at night.
14. Cars are (borne, born) across the river on a ferry.
15. The members have been waiting for an hour (already, all ready).
16. Everyone was wearing his best (cloths, clothes).

(continued next page)
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17. Do you believe in (capitol, capital) punishment?
18. I applied the (breaks, brakes) immediately.
19. Are you feeling (all right, alright)?
20. The family was (all together, altogether) on nw birthday.
21. The (nauseous, nauseated) student was oxemod from science class.
22. They (adapted, adopted) a supercilious attidolde towards the poor.
23. The senator (inferred, implied) that official was corrupt.
21&,. The boy was (borne, born) to a concentration can during the War.
250 Can human beings (alter, altar) their warlike tendencies?

- means to change in order to fit or be more suitable, to
adjust

Adept - means to take something and make it one's own.

10. allusion - is a reference to something
illusion - is a mistaken idea

11. discover - means to find something which has been in existence but
unknown

invent - means to make something notknowntefore, to bring something
into existance

12. ply - means to suggest something
infer - means to interpret, to get a certain meaning from a remark or

an action

13. which - refers only to things
that - refers both to people and to things
who - refers only to people

Choose the correct expression in each of the following:

1. To survive, an animal must (adopt, adap,,, to its environment.
2. Some adult novels have beenja&pted, tdapted) for young readers.
3. This is a girl (which, that) has"baleat.
4. The speaker (implied, inferred) that he vas i friend of the President's.
5. I implied, inferred) from the speakertsremarksthat he was the

President's friend.
6. His writing was full of classical (illusions, allusions).
7. Edison (discovered, invented) the electric light.
8. Is an author to blame for what the public (infers, implies) from his

work?
9. His comments (inferred, implied) that he did not believe in socialism.
10. In spite of the evidences he clung to his (allusions, illusions).
11. This ii a Look (which, whom) I recommend to any reader.
12. Einstein (invented, discovered) the principle of relativity.
13. Astronomers are still (inventing, discovering) names for spatial

bodies.
U.. What were you (implying, inferring) by that comment?
15. He wanted to (adopt, adapt) Athens as his city.

(continued next page)
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16. The term "Sign of Jonas' is a biblical (illusion, allusion)

17. Alekander Graham. Bell (discovered, invented) the principles of

telephone communication.
18. I acquired a great respect for the Romans (which, whom) we studied

in Latin class.
19. This is a book (which, that, whorl) you would enjoy.

20. I (4 ay, infer) from what you say, that you, dislike carrots.

21. Psychoanalyais can assist in ridding one of his (allusions, illusions).

22. 4101115 (invented, discovered) the principles of Christianity.
23. Polar bears are able to (adopt, .adapt) themselves to the Arctic

climate.
24. Re harbored the grand (allmion, illusion) that he was God.
25. Are you (implying, inferring) that he is omniscient?

Homo as

14. coarse - rough, crude
course - path of action; part of a meal; a series of studie8

15. complement - something that completes or makes perfect
compliment a remark that says something good or flattering about

a person; to say something good.

16. consul - representative of a foreign country
- a group called together to accomplish a job

E70707- advice; the giving of advice

councilor - a member of a group organized for an activity
counsenri7- one who gives advice

17. de,sert - a dry region (the accent is on the first syllable)
desert A'to leave ( the accent is on the second,syllable)
dessert - the final course of a meal

18. formailE - conventionally, properly, according to strict pules
formerly - in the past, previously

19. its - (possessive) indicates ownership
it's - Lt is

20. later - more late
latter - the second of two



Exercise - Underline the correct choice of word.

1. Our (counsel, council, consul) in Romania has returned to Washington.
2. I enjoyed the dinner but not the (dessert, desert).
3. Try to avoid (coarse, course) language.
4. Mr. Abrams was (formally, formerly) vice-president of the bank*
5. No (counselor, councilor) may nerve more than three years on the council.
6. I do not enjoy parties 'conducted as (formally, formerly) as this one.
7. The walls of the room were papered but (its, it's) ceiling had been

painted.
8. Some people are distrustful of (compliments, complements).
9. We are not sure which (course, coarse) to follow.
10. (Desert, Dessert) soil is often fertile if irrigated.
11. Are YOU sure (itiss, its) not too late?
12. I spent five summers working in a camp as a (counselor, councilor).
13. A golf (course, coarse) requires continual care*
14. I spoke to the major and the superintendent; the (later, latter) Was

more cooperative.
15. I can't recall his ever giving me a (compliment, complement) on my

writing.
16. The soldiers who (deserted, desserted) were finally caught.
17. The guidance (counselor, councilor) advised me to take the test.
18. During his senior year, Albert (lead, led) the team to a championship.
19. Have you finished your (course; coarse) in hygiene?
20. These supplies will (compliment, complement) those you (already, all

ready) have.
21. Are you feeling (all right, alright)?
22. By his sarcasm, we (inferred, implied) that he was (annoyed, aggravated).
23. Be has (born, borne) his hardships bravely.

IX
SPELLING REVIEW

UNIT

In each of the following cases only one of the words is misspelled. Re-
write it correctly in the space at the right.

1. access, accept, abreviate, advice
2. accidentaly accustom, aisle, already
3., absurd, affect, angle, accomodate
4o aggrevate, altar, across, among
5. anxiety, acquainted, slotted, always
6. artic, argument, arouse, analyze
7. accessable, alumna, alter, ambiguous
8. appropriate, arising, amatuer, airplane
9. arithmetic, ascend, ascertain, athelete

10. audience, auxiliary, audable, annual
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In each of the following spell out the word by supplying the proper

"is" or Hein combination.

1. ach vement 6. rel ve

2. pr ....t 7.

3. conc ve 8. 1 sure

h. alovergn 9. S Ze

5. fr nd 10. n ce

In each of the following cases only one of the words is misspelled.

Rewrite it correctly in tile space at the right.

1. becoming, bis cLt, borne, boundaries
2. busy, captin cemetery, choose
3. chargeable, corse, coming, committee
4. cafeteria, begging, blamable, based
5. athletic, Britain, baring, clothse
6. announcement, baseball, balence, cozy
7, bagger, chose, chosen, cite,
8. bureau, brilliant, business, coium
9. calinder, benefited, compel, concede

10. corps, conqueror, course, counsel

3.

4.

5.
6.

7.
8.

4111.011011111011111110.1111.101.1../M.

4900

A14nta.

9.
10.

SnSl Aar*

....010,MWOW.PAPROMmilW411.0...

In each of the following write E in the space at the right if an fie

needed. Write N if it is not needed. Write C if the word is correct as is.

1. announcement

2. treasurer

3. writeing

h. virtuous

5. haveing

1111.1011NOWINII

swipmerswour
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6. arrangement

7.. losing

8. guideance

9. desireable

10. definitly



ELtiarbatial
In each of the following only one word is misspelled. Rewrite it
correctly in the apace to the write.

1. defendent, derived, describe, develop
2. digging, disease, diasipline, don't
3. eigth, eligiblep eminent, employees
4. ecstasy, eliminate, embarassament, eneMY
5. excellent, except, exagerate, expense
6, fiery, fascinate, Febuary, familiar
7. forgeing, formAily$ fourth, friend 7.
8. furniture, fifth, fullfil, forfeit 8.
9. gauge, grammer, grandeur, guard

10. heroes, hypocrisy, harrasa, hesitancy

1.

2.

3.

4.

5.
6.

ONVIIIIMINVNINIIIIIIIMIIIIIM1111111111111111111111111111011

9
10.

Combine each of the following words and suffixes. Write the new word
in the space at the right.

1. joy and full

2, hurry and ed

3. scurry and ing

4. buoy and ed

5. spoon and full

6. mercy and less

7. shy and ness

8. allay and ed

9. day and ly

10. baby and ish

3.

4.

5.

6.

7.

8.

9.

10.

..111111.11111.1110
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gpening Drill Li.

In each or the following cases only one word has been misspelled.
Rewrite it correctly in the space to the right.

1. imediat4y, incidents, infinite, influence
2. intelligible, indispensible, itself, instance
3. irresistible, lightning, libary literature
40 loose, lying, labratory, kidnaper
5. mantle, maneuver, maintinence, manual
6. marrige, muscle, mattress,' naive
74 necessary, neither, Negros, nickel
8. niece, ninth, noticeable, nowadays
9. occasion, omission, origin, occured

10. partner, peaceable, permissable, persuade

1.
2.

Li.

5.
6.

9.
10.

.1111M10011111101110111NWOOPINIMIMM

In each of the following cross out the word in which the final
consonant has been incorrectly doubled before a suffix.

1. dropping, travelling, levelling, gallopped.
2. dinning, planned, sailling, occurring
3. containning, wetting, stopper, limitting

expelling, offerring, regrettable, debitted
5. hitter, slippery, planning, talkking
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Spelling 202115.

Write the letter of the misspelled word in e *cy > group on the line at
the left.

1. A) worthyness B) annoying C) ladylike D) liklihood

2. A) friend B) responsiblities C) handkercheif D) moccasin

. 3. A) symmetrical B) naptha

4. A) accede B) dryly

5. A) usable

6. A) stoical

7. A) doubtful

8. A) truffle

B)

B)

B)

B)

9. A) embarrassing B)

10. A) entirely

11. A) priest

12. A) prophesied

13. A) baby's

B)

B)

B)

B)

achievment

conceed

artful

irrelevant

sieze

couragous

millionaire

antecede

betrayed

C) mediocrity

C) parallel

C) lovely

C) align

C) picnicked

C) playright

C) anesthesia

D) parliamentary

D) grievious

D) argument

D) awful

D) pr '3ceed

B) sestet

B) colossal

C) perseverance D) pedagogue

C) occurrence D) supercede

C) soulfull

C) tarrying

D) innocuous

D) merriment

14. A) indispensable B) predjudico C) idiosyncrasy D) hypotheses

15. A) recommend B) rococo C) occurrance D) sensible

16. A) connoisseurs B) panickey C) judgment D) counsel

17. A) wierd B) rilybhm C) government D) calendar

18. A) forty B) altogether C) interseed D) representative

19. A) regretabie B) forfeit C) maintenance D) dissatisfied

20. A) pronunciation B) aggravate C) category D) accidentaly



UNIT X

TROUBLESOME WORDS - PARALLEL STRUCTURE

IA. Preliminary Exercise: Underline the correct choice:

1. (Can, May) we register for two classes at the same time?

2. Would you please (bring, take) this check to the bank?

3. Einstein (immigrated, emigrated) to America from Germany.

4. The Smiths live (farther, further) down the street than we do.

5. Emily won't go (without, unless) her friend is invited also.
6. Will you please stop (aggravating, annoying) me?
7. (Almost, Most) everyone there knew the candidate.
8. Please do (as, like) your teacher says.
9. We have sold an unusually large (number, amount) of tickets.

10. Harry does (good, well) in most subjects.

IB. Egplanation of Usage

la.Maz we come home late?
b.Can you fix carburetors?

MILmeans permission or possibilik.

2a, Take this la over there.
b. Bring me that magazine.
Take.meansca.
Br. means carrying tciward speaker.

3a. Brawalziimalito America from Germany.
b. Few Americans are emigrating to Canada.
mil..ctaIn means come into a counta.

Emigratemeans go from a county'.

La. The plane got farther away.
b. Lit's get further in our work.
c. Further work will be assigned.
Farther means mater distance in eroaoe.
Farther means listaeatercimpide-ee° it also means additional

5a. Don't leave without your gift.
Don't leave 1=e74111yoll, must.

Without, 4 prep. istriLkatizs.
Unless, a conj. means ex pt when or except

6a. Noise ,apavated his headache.
b. Ed's remark toyed Mom.
Umell,x means m*;ey2rse.
Anrica mans ALTIVies3 ytals221,22.

Can means abbility.
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7a. We were almost finished on time.
b, Most people voted at night.
Almost, eiv. means nearly.
Most., adj., means latest in number.

8a. Fe runs like a champion.
b. He does as he is told.

Like, a prep., takes an object.
As, a conj., does not take an object.

9a. They asked a large number of questions.
b. Give us any amount of sugar.

Number is used with a lural word.
Amount is used with a singe. ar word.

10a. He dances well.
b. He is a zed driver.

We 11 is an adverb.
Good is an adjective.

IC. The following sentences are numbered to correspond with the order
of the usage problems given above. Insert in each blank the word
that would be appropriate for the sentence.

1. you prove you are a licensed driver?
2. I'll -this note to n father when I go home.
3. The government tried to discourage

A' .....
into this country.

eaMMINNOWIL

1. I think I live from town than you do.
. , it stops raining, the march will have to be canceled.

6. She was, that Betty had not accepted her idea.
7. Carnegie 411 ...always has capacity crowds.
8. Play your part the director tells you.
9. This game may be played by any of players.......--

10. Mr. Harrison recited poetry very



TROUBLES= WORDS C11-20j

IIA. Preliminary Exercile: Underline the correct choice:

11. Your instructor shall (learn, teach) you some diction.
12. This was a (real, really) good book.
13. To pass the course, you must try (and, to) do better.
14. The reason you can't see the eclipse is (that, because)

clouds are covering the sky,
15. (Since, Being that) Wilson High's group practiced so much,

they won easily.
16. The parade is on(regardless irregardless) of what Mayor

Franklin says.
17. Philip Ariello has never been (anywhere s anywhere) .

18. A book report (is when you write, is) an essay on a book
you have read.

19. Harold is very different (than, from) his brother.
20. Browning (sure, surely) was a great poet.

IIB.Explanation of Usage (11-20)

11.a. We learn much from books
b. Mr. Fox teaches Us math

Learn means to gain knowledge.
Teach means to give instruction.

12.a. Our dog is a real collie.
b. He 1222.22:1noWirEis subject.

Real, adj., means genuine.
2.2222.4p adv., means ma or truly.

13... Wes: These days one must try and do something for himself.
Rlght: These days one must try to do something for himself.

14... Wrong: The reason we're not going is because it's raining.
Right: The reason we're not going is that it's raining.

15... Wrong: Being that the weather is so bad, we'll stay.
Right: Since the weather is so bad, we'll stay.

16... Wrong: The show goes on irregardless of who shows up.
Right: The show goes on regardless of who shows up.

17... W_ r They can't go aarwheres.
Right: They can't go anywhere .

18,.. ploav Folk-rook is when you mix folk music pith rock and roll.
Riqhtt Folk-rock is folk music mixed with rock and roll.
*Don't use is when in da initions.

19... Wrong: Boxers are difTerant than poodles.
Boxers are different from poodles.
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20... HEons: It friends were sure delighted by my performance.
Light; My friends were sure delighted by my performance.

IIC, Insert in the blanks one of the two words from the correspondingly
numbered sentences above (11-20),

11, Last year's experiences us a great deal.

12. That was a .beautiful day.

13. Our parents hope we work make something of ourselves.

14. The reb.son for our poor performance was_ we were tired.

15. The event was canceled. no one registered on time,

16. of why it happened, someone will be accountable.

17. iiiitliout suaicient funds, a vacationer can't go
NUNN,

18. Metaphor one tang compared...to another without using
like or as

19. Eugby is different in all of its rules and activities
cricket,

20. The delegates were happy that their man won,

III. Parallel Structure
Parallel structure means that two or Acre :ideas in a sentence are
expressed in the same grammatical form.

Ex. Not: Anthony enjoys running, wrestling, and to bcx.

But: Anthony enjoys running, wrestling, and boxing.



Exercise III . (Parallel Structures) Underline the correct choice in the

following;

1. The doctor recommended plenty of food, sleep, and (exercising,

exercise).

2. Passing the oral test is usually more difficult than (to pass,

passing) the written test.

3. The poem makes you feel the rolling of the cannon, the running

of the horses, and (how afraid the solders were, the fear of the

soldiers).

4. His stories are exciting, fascinating and (they baffle na,

baffling).

5. Our neighbor is helpful, friendly, and (he talks a great

deal, talkative),

6. Paperback books are handy, inexpensive, and (you can get them
anywhere, easily available).

7. To climb the mountain is much more fun than (to go, going) up
by the scenic railway.

8. The modern automobile has the advantages of strength and
(being speedy, speed, moving swiftly).

9. To play fair is as important as (playing, to play) well.

10. To gala entrance they tried both persuasion and (force,
to force their way in).
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WORD USAGE UNIT XI

Note that answer no. 1 is identical in each case with the
expression in the passage.

Read the passage in its entirety before answering the questions.

Irreganiless of critical trends, T:S. Eliot 1. 1)Irregardless
1 2)Begardless

surely stands high among the Twentieth Century's
2 2. 1)surely

principal poets. One reason, however, that his 2)eure
3

greatness has been recently questioned is 3. 1)principal
2 )principle

because todays' authors tend to distrust Eliot's

4, 1)because
highly controlled, tradition-conscious similes. 2)that

Since most all poets try to create real effective 5.

7
comparisons, were Eliot's efforts any different

than today's? Can present-day poets say that

9 10
Eliot tried and experienced only failure? A

,.....,

33.

quick look will show that nothing could be

6.

7.

8.

further from the truth.
12
A similelawten a comparison uses like or ae.9.

13
When it takes the imagination to an extravilaga

15 10
new perspective, a simile shows its power--like in

17
this example, written by a young poet in 1958: 11

"The archaic ivory chessman are terrified. / Like

1)Since
2)Being that

1)most
2)almost

1)try to
2)try and

1) al
2)really

1)than
2 )from

. 1)Can
2)May

. 1)experienced
only failure

2)failed

snowmen, they melt in your mind's white glare." To 12. 1)further
2 )farther

pursue our point, lets compare this to a line by
13 13. 1)correct as is

Eliot: °The world revolves like ancient women/ 2)is a compari-
son using like

Gathering fuel in vacant lots." Unless you insist or as.
19

on engaging in an aggravating argument, Eliot's line 14. 1) takes
20 2) brings

is certainly not the worser of the two.
21
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heres in the literature of our century, can 15. 1)extraordinary2 2)extraordinaray
one find the number of quotable similes appearingEC 16. 1)its
in T.S. Eliot's works. In fact, both before and Oit's

after he immi grated to England, Eliot's works 17. 1)like
2)as

18. 1)lets
comparisons could do. My even the young poet 2)letis

quoted above owes a great artistic debt to Eliot's 19. 1)unless
2)without

rat innumerable young poet; what poetic

earlier lead. Sure, T.S. Eliot will be remembered
20. 1)aggravating

snot for an age, but for all time. 2)annoyidg

21. 1)worser
2)worse

22. 1)Nowheres
2)Nowhere

23. 1)can
2 )may

24. 1)number
2)amount

25. 1)immigrated
2)emigrated

26. 1)taught
2)learned

27. 1)young
2 )youngev

28. 1)Sure
2)Surely

-37-



WORD USAGE REVIEWam.smormorrmak.

IA. Preliminary Exercise: Underline the correct choice in each of
the following sentences.

1. In schools, teachers (advien;, advice their students
to listen closely.

2. We were (altogether, all tegother) wrong in our opinion.
3. I felt the (effect, affect) If the explosion.
4. No one could (of, ) ued the skipper from the

reef.

5. The dog wagged (it's, it:)
6. Following the divine comma14,,'3, Moses (lead, led) the

tribes of Israel.
7. The escapee managed to (lose; loose) his pursuers.
8. Did you see that horse gallup (passed, past) the finish

line.
9 At our graduation the state senator was the (principle,

principal) speaker,
10. He was (quite, quiet) tired from working overtime.

lB Explanation of Uskx (140)

1.a)Lawyers advise their-clients.
b)Lawyers give ad,ric to us.

Advise, a verb, mean; to counsel
Advice, a noun, means 2pinicli.

were pl ...bot6c.bhe wrong.
bYWe went home 21.1tsether.

AlIntit2r means ca2L13=-/:.
All imna means all of them.

3.a)He seers to affect our emotions.
b)We shall effect the change.
OWe 1031 the effect of smog.,

Affect, a verb, Weans influence.
Effct, as verb, meanskaliaapaut
Effect, as noun, means result.

4.0You should have been there.
b)The rest of US protested.

Ave is often a helping verb: should have, would have.
Of, a prep., takes an object.

5.a)It's a beautiful day,
b)The bird emitted its cry.

It's means it is.
Its means kelmaiula.
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6.a) The general led his troops.
b) We may lead the way.

Led.is the past tense of to lead.
Lead is the present tense of to lead.

7.a) Did you lose your purse?
b) Why is your cat loose?

Lose, a verb, means art with accidenta14.
Loose, an adj., means free, unattached.

80 a) We p a s_ our school.
b) We went past our school.

Passed, a verb, means to go by.
Past, as preposition, takes an ooject.
Past, as noun, means tiatjoleja.
Past, as adjective, means owe12

9. a) Review each p...2912.12rix of good usage.

b) Theitriala:I. cause of failure is absence.
Principle, a noun, means fundamental law.
Principal, a noun, or adj., means main.

10. a) That was Isaite a party!

b) A sleeping child is a quiet child.
Quite, an adverb, means .cam
Quiet, an adjective, means stilllsoundless.

IC. The following sentences are numbered to correspond with the
order of the usage problems given above. Insert in each blank
the word that would be appropriate for the sentence.

1. You had best your friends to go early.
4 2, The team was mistaken in choosing Ralph as captain.
3. The crisis may of the election.
4. If you had practiced, you could ...played with our group.
5. true that an animal will show worst side if

cornered.
6. Has Er. Roberts the Sunday morning choir?
7. connections may result in faulty electrical

operation.
8. Paul skated his friends as they rounded the turn.
9. Unity is a idea in aesthetics.

10. Although she talked little, Alice was at ease.
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Troublesome words a1 -20)

IIA. Preliminary Exercise: Underline the correct choice.

11. (Besides, Beside) this method, we tried three others.
12. As the procession came (inpinto) the stadium, the crowd

roared.
13. We divided the work (among, between) three people.
14. Although hostile, the audience listened (respectfully,

respectively).
15. Our new plan is better (then, than) our old one.
16. Concentrate not only on the moves but on your opponent

(to, too).
17. (Leave, Let) him do what he wants to do.
18. (Their, There) home was purchased through a G.I. loan.
19. Muzak provides (continuous, continual) music for clients.
20. He earned money by selling boxes of personalized (stationary,

stationery).

IIB. Explanation of Us ast (11-20)

11.a) We stood beside the highway.
b) Besides this method, we tried one other.
c) MEM, I'm already late.

Beside, a prep., means b
Besides, as prep., means in addition to as adverb, moreover.

12.a) They are meeting in his office.
b) We walked into his office.

In means within.

Into men movement from outside in.

13.a) The ball went between Phil and him.
b) She s never at ease among boys.

With two things.
h. more than two.

pech, they applauded respectfully.
rid, and yellow sweaters belong to Jo, May, and

Barbara respective'..
Respectfully means with proper respect.
Respectively means in the.order stated.

15.a) I walk faster than you.
b) Then the car broke down.

Than, a conj., is used in comparisons.
Then, en adv., means at that time.
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16. a) Please, go to the door.
b) We attended the dinner too.
c) The price was too high.

To, a prep., takes an object.
Too, means 21E; it also may mean excessive

17. a) Let US go with you.
b) Leave the house at nine.

Let means allow, permA.
Leave means 22.4222:, 19.21.ELLIME-

18. a) There is no one here.
b) Put the table over there.
c) Their request was granted.

There fills out a sentence (a); also indicates place (b)
It shows ownership.

19. a) Skating requires continual work.
b) The rain was conanuous for hours.

Continual means 1129pently repeated.
761767:33561.. means without interruption.

20. a) Most railroad signs are stationaus
b) Write your letters on good stationea.

Stationary,, an adj., means fixed.
a notui; refers to writing mar

IIC. Follow-up Exercise. Fill in the blanks by inserting' one of the two
words from, the correspondingly mudbeyedeentence above (11-20)

11. I managed to park the zurb.
12. Hoover was drafted----711 array where he stayed boot camp

for 10 weeks.

ou and ne, this team canst possibly win.
14. Grades of B, A, and C were given in math, English, and art, .

15. Isd rather, read 'the paper watch TV.
16. There were marcy people going the show.
ly. Will you please me bring desert.
18. If were no arguments, his motion would pass.
19. Prof . Windhax visited the Folger Library .

20. Fine makes correspondence more pleasurable.



Use. aril five troublesome words (1-20) in original se/Amines.



Troublesome Words:

Circle the letter of your choice in the numbered queOtions to
the right. Each question corresponds to a numbered word in the
passage.

When we see difficult word pairs, it's not 1. a. correct as is
b. its

easy to be altosether, sure of which word to choose. 2. a.

The advise of others is often to confusing to help

us. The affect of their help is usually to make

us lose chat little memory we have of the things

7

we learned in the passed. In all liklihood, we

could of eliminated our mistakes long ago had

9

such people not intruded there ideas.

10

Its very hard to tell your friends to

leave you alone. They're quiet sure they know

12 4-173-6.

the beet way to study. They have been led to

believe they have discovered the basic principals

underlying easy study habits.
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correct
all together

3. a. correct
b. advice

4. a. correct
b. too

5. a. correct
b. effect

6. a. correct
b. there

7. a. correct
b. loose

8. a. correct
b. past

9. a. correct
b. have

10. a. correct
b. their

Li. a. correct
b. itts

12. a. correct
b.. to let

13, a. correct
b. quite

1I. a. correct
b, lead

15. a. correct
b. principles



Having been through the struggle himself, 16. a. correct
b. past

a friend may demand,.114hoi the one who has.

already passed tbrough thisV Then he
17

proceeds to help, whether yougre prepared to

accept help or not.
18-

17. a. correct
b. then,

18. a. correct
b. except

Troub7eldome Words

Circle the letter of your choice in the rambered question to the
right. each question corresponds to a numbered word in the passage.

Those alLite late-night chats between dust 1. a.correct
1 2 b. quiet

two people lead us into a more meaningful

73 -4-"`
2. a. correct

b. among

friendship then either had ever experienced 3 a. correct
b. led

before. Beside engaging in numerous dialogue 4. a. correct
b. in

about fundamental personal IiEsp....arixas, we 5. correct

7 b than

listened res ectfull too each others private 6. a. correct

9 b. besides

hopes and dreams. There seemed to be continuous 7. a. correct
10 11 b. principles

growth, rather than the stationery balance that 8. a. correct
12 13 b. respective

marks a loser relationship. We were alto ether 9 a.. correct
b. to



crxtain that if we let our mutual probings run
117"

there, natural course, the affect would be
17 18

10. a. correct
b. their

11. a. correct
b. continual

salutary. Now that its all in the z.2221, we 12. a. correct

19 20 b. then

know we were right,

- 45 -

13. a. correct
b. stationary

14. as correct
b. looser

15. as correct
b. all together

16. a. correct
b. left

17, a. correct
b. their

18. a. correct
b. effect

19. a. correct
b. it's

20. a. correct
b. past



co

NZ)

re%

CD

OaleINI4a.IMMINON.V*14wwow.,
BOARD OF EDUCATION OF THE CITY OF NEW YORK

BERNARD E. DONOVAN, SUPERINTENDENT OF SCHOOLS

MANPOWER DEVELOPMENT TRAINING PROGRAM
110 LIVINGSTON ST. BROOKLYN, N. Y. 11201
MAURICE D. HOPKINS, ASST. SUPERINTENDENT HERMAN A. KR 9 I



ACK'NOWLEDGMENT

The High School Equivalency Diploma Tests, Teacher Guides and Student
Work, Books were prepared by the Police Cadet Project of the Manpower
Development Trainin4 Program under the direCtion of Roger Russell,
Project Coordinator; Evelyn K. SusSmin, Basic Education Supervisor;
and Rhody McCoy, Basic Education ProjectSuOervisor

The research and writing were done by the following High School
Equivalency staff members: Anthony Giordano, Louis Insalaco,
Christopher Kittrell, Jay ,ShapSro, Robert Stoddard, Eva Kerr and
LaVerne Thornton.

Al High School Equivalency materials weretried in actual teaching
situations0'evaluated, revised and rewritten ih final form. Spatial
gratittide is expressed to'Herman A. Kressel, DireCtor, and Herman
Slotkin, Coordinator, for their guidance and support in the, preparation
of the High School Equivalency materials..:,

Thanks are extended to Cecilia Chandler for assistance in preparing
the Guides and Work Books.

7

**************Alrk

Produced by the trainees of 'the Puplicating Machine Operator Course of
the New York City Adult TratningACenter under the supervision of Lloyd
Williams, Instructor, and Algernon, P'. Henry, Teacher7in-Charge.



STUDENT WORKBOOK

SOCIAL STUDIES CONTENT OUTLINE

(Topical Information, Concepts, Related Vocabulary)

LESS . Topic

1.

2..

U.S. Constitution-Background and Division of Powers

U.S. Constitution4asic Principles

3. ECOmnoic Growth of U.S. - Industrial Revolution

Economic Growth of U.S. - The New Deal

Si Economic. Growth of U.S.-Labor Unions

6 Growth of Democracy - Meaning

7. FOreign Affairs - Background

8. FOreign Affairs-Formulation of Modern Foreign Folic

9. Modern Foreign Affairs

10. Modern ioreign Affairs

11. Problems Facing Modern

12. Problems. Facing. Modern

13. Problems Facing Modern

14. Our Heritage.- Ancient

- World War II to Present

Recent Developments

America-Domestic Prob/czms

America-Foreign Problems

America-World Areas

Civilization

IS. Our Heritage- Renaissance

PAGE

1

2

3

4

5

6

7

8

9

7 0

11

12

13

14

15



LESSON #1

THE UNITED STATES CONSTITUTION

Topic - Background and Division of Powers

A. Events leading up to the Constitution
1. Brief overview of causes and result of the Revolutionary War.
2. Constitutional Convention.

a) In Philadelphia, 1787. Present were Washington, Franklin,
and Madison, etc.

B. Basic concepts in the Constitution
1. Division of Powers - Federal government is divided into three parts.
2. Executive Branch - President of the United States

a) Qualifications - over 35 years old, native born.
b) Duties - appoints heads of departments, Commander-in-Chief of

the Armed Forces, controls foreign relations, Signs =or vetoes bills.
3. Legislative Branch - Congress.

a) Senate - two from each state, regardless of the, size of the state.
b) House of Representatives - 435 members according to population

of the state s.

c) Duties of Congress - pass laws, make taxes, regulate interstate
commerce

4. Judicial Branch - United States Supreme Court
a) Eight justices and a Chief Justice appointed.by the President fee

1 i fe.

b) Duties - rifles on laws made by Congress by process called judicial
review. Court decides on constitutionality of a law.

C. Relayed Vocabulary Lesson #1, 1 - 14

1. democracy
2. bicameral
3. veto
4. suffrage
5. representative
6. impeach
7. majority

-2

8. minority
9. unanimous'
10. ratify
11. interdependent
12,, liberal

13.conservative
14. cabinet



LESSON #2

U.S. CONSTITUTION

Topic - Basic Principles

A. Checks and Balances
1. System used in order to prevent the rise of dictatorship. Each

branch of government checks the other while they are also inter-
dependent. (Review Lesson #1).

2202211- both parts of Congress are needed to pass a law, the
President may sign it or veto, the Supreme Court is
the final judge of a law's consitutionality.

B. Separation of Powers
1. Oelegated powers - powers given only to the Federal government.

exa le - coins, money, declares war, post office

2. Residual powers - powers reserved only to the states.

example - education, marriage and divorce laws, licenses

3. Concurrent powers - powers shared by both the Federal and
State governments.

example - taxation, police powers

C. Bill of Rights - the first ten amendments to the Constitution
guarantees important civil and political rights.

example freedom of speech, religion, right to assemble,
right to bear arms, etc.

Separation of Church and State
1. Congress is forbidden to set up an established religion or

support one religion.
2. Great importance in a democracy.

E. Related Vocabulary. Lesson #2, 1-11

1..delegated
2. concurrent
3. police powers
4. states rights

5. petition

- 3 -

6. implied
7. dictatorship
8. totalitarianism
9. custom and tradition
10. amendment



LESSON #3

ECONOMIC GROVITH OF TIME UNITED STATES

Topic - The Industrial Revolution Changes America

A. Life before the Industrial Revolution
1. Most people were farmers - an agrarian society.
2. Most products were made in the home.
3. Transportation consisted of human, 'wind or animal, power.
4. Small towns and villages were predominant.

B. The Industrial Revolution
1. Definition - a change from man-made to machine-made goods;

a change from home-made to factory-made goods.
2. Changes caused by the Industrial Revolution.

a) growth of cities
b) new means of transportation
c) a predomincnce of urban dwellers and people working in

jobs other than farming
d) social and cultural changes

1) air and water pollution
2) slums
3) need for more education
4) more leisure time

3. New busirless forms

,t) growth ef s :..t,rporation

1) a corporation is a business form in which stock is sold
and there is limited liability

b) big business
1) giant corporations form monopolies in the latter half of

the 19th and early part of the 20th centuries
2) some famous men of this period-

Rockefeller - oil
Carnegie - steel

Morgan - banking
Ford - autos

C. Related Vocabulary Lesson #3, 1-12

1. rural
2. urban
3. suburban
4. homespun
5. capital (money)
6. tariff

-4

7. mass production
8. assembly line
9. trust (monop1y)
10. resources
11. competition
12. liability



LESSON #4

ECONOMIC GROWTH OF U. S.

Topic - The New Deal of Franklin Roosevelt

A. Conditions leading to the New Deal
1. Business cycle

a) constant change from prosperity to depression
b) worst depression in 1930's

2. Causes of Ole Great Depression
a) overproduction .

b) readjustment after World War
c) foreign competition
d) stock market crash

B. Election of Franklin Roosevelt
1. Public dissatisfaction with Republican leadership
2. Election of 1932
3. Problems facing Roosevelt

a) 13 million unemployed
b) banking failures
c) low national morale

C. New Deal Legislation
1. Three.R's. releif, recovery and reform

a) relief- public works, C.C.C., W.P.A.
b) recovery-pump priming,getting industry moving
c) reform- social security, F.D.I.C., N.LOR.B.

D. The New Deal and President Johnson's War on Poverty
, 1. Comparisons

2. The New Deal as a forerunner to the Great Society

E. Related Vocabulary Lesson #4, 1.12

1. speculation commodities
2. self-sufficient
3. laissez-faire
4. security (stock)
5. deficit
6. surplus
7. moratorium
8. consumer
9. collective bargaining
10. strike
11. boycott
12. minimum wage

- 5 -



ECONOMIC GROWTH OF U

Topic - Growth of Labor Unions

LESbON #5

A. Early labor conditions
1. long hours and low wages
2. unsanitary conditions
3. lack of job security

B. Early labor unions
1. reasons for failure

a) immigration added much cheap labor
b) land available for dissatisfied workers

2. Knights of Labor
a) first large union
b) failed to help workers
c) organized with both skilled and unskilled workers

3. American Federation of Labor (A. F. of L.)
a) succeeded because of.all skilled workers
b) leaders - Samuel Gompers and William Green

4. Congress of Industrial Organizations (C.I.O.)
a) formed to organize unskilled workers
b) leaders - John L. Lewis, Walter Reuther

5. Organized labor in the United States
a) right to strike allowed under Wagner Act
b) limitation of powers under Taft-Hartley Act
c) AFL and CIO merged in 1955
d) present status

6. Labor versus management
a) weapons used by labor

1) strike, picket line, boycott
b) weapons used by management

1) lockout, scabs, injunction, profit-sharing

C. Related Vocabulary Lesson #5, 1-8

1. collective bargaining
2. militant
3. federation
4. injunction
5. sabotage
6. profit-sharing
7. vertical union
8. horizontal union

- 6 -



IESSON #§.

GROWTH OF DEMOCRACY

Topic - Meaning of Democracy

A. Democracy is rule by the people.
1. Political democracy

a) right to vote
b) choice of candidates
c) government of, by, and for tnkt peopie

Social democracy
a) all equal in eyes of the law
b) equal opportunipf
c) Bill of Rights
d) Civil Rights

1) equal educational opportunitiea
2) equal access to housing,,transportation redreation,

job opportunities

Majority Rule and Minority Rights
1. Discussion of rights

2. Importance in a democracy

Responsibilities of a citizen in a democracy

D, Civil Rights Act of 1964
1. strengthened voting rights

2. racial discrimination prohibited in public places

ReNted Vocabulary Lesson #6, 1.10

1. prejudice.
2. discrimination
3. disenfranchise
4. integration
5. segregation
6. defacto
7. filibuster
8. rights
9. duties

10. responsibilities



LESSON .#8 .

FOREIGN AFFAIRS

Topic - background of our Foreign Policy

Ao Early policy
1. Isolation

a) Washington's policy of no 'entangling alliances"
2. Monroe Doctrine

a) Prevented further colonization of the Americas
b) Led to United States domination in the Western Hemisphere
c) Modern usage - Cuba, Dominican Republic

3. The Spanish-American War
a) Turning point in American foreign policy
b) Acquired Puerto Rico, Philippines, and building and owing

of the Panama Canal
4. Foreign policy- Caribbean became an American lake

a) Theodore Roosevelt
1) dollar diplomacy
2) "big-stick" policy

b) Franklin D. Roosevelt- good-neighbor policy

B. Related Vocabulary Lesson #7, 1-10

1. isolation
2. intervention
3. nationalism
4. imperialism
5. colonization
6. "yellow press"
7. dollar diplomacy
8. big stick
9. annexation
10. territory
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Lesson #8

FOREIGN RELATIONS

Topic - Formulation of Modern Foreign Policy

A. United States becomes a Pacific power
1. Purchase of Alaska
2. Annexation of Hawaii
3. Trade with China and Japan.

a) "Open door" policy.with respect to trade with China
b), Early relations with Japan-Perry's visit

B. The United States and World War 1
1. Long period of neutrality
2. Entered on the side of the Allies
3. Fear of German victory
4. Wilson's idealism as expressed the idea of "making the

world safe for democracy."

C. Foreign policy after World War 1
1. Return to isolation

a) failed to join League of Nations
b) disillusionment with results of World War I

2. Some involvement with rest of world
a) joined in armaments limitation conferences
b) joined peace movements-Kellogg Briand Pact, World Court

D. Related Vocabulary Lesson #8, 1-11

1. interdependent
2. arbitration
3. neutrality
4. blockade
5. autocracy
6. sedition
7. attrition
8. secret diplomacy
9. mandate
10. collective security
11. disarmament

- 9 -



LESSON #9

MODERN FOREIGN AFFAIRS

Topic - Events from World War II to Present

A. World War II
1. Rise of Totalitarianism

a) Japani.s domination in the Pacific
b) Germany's domination in Europe
c) Communism gains control of Russia

2. Causes of World War II
a) Nazi German's expansion in Europe
b) Japan's conquests in China
c) Weakness of the allies

3. The United States enters the war
a) Pearl Harbor (Dec. 7,1941) reasons for Japanese attack
b) The United States declares war on both Japan and Germany

4. Results of World War II
a) Victory causes problems

1) "cold war" between U.S. and U.S.S.R.
2) Occupation of Germany and Japan
3) The atomic age

B. Related Vocabulary Lesson #9, 1-10

1. aggression
2. Fascism
3. appeasement
4. Conimunism

5. lend-lease
6. Axis
7. offensive
8. defensive
9. "iron-curtain"

10. NATO

- 10 -



LESSON #10

MODERN FOREIGN AFFAIRS

Topic - Recent Developments

A. Containment of Communism
1. Marshall Plan . build up Post-war Europe
2. Military Alliances
3. Peaceful coexistence

B. Korean War
1. International army under the United Nations helped stop aggression
2. No final solution - a stalemate

C. The United Nations
1. The UN attempts to maintain international peace and security
2. Organs of the UN

a) Security Council
b General Assembly
c) International Court or Ju,t
d) Secretariat
e) others

3. Successes of UN
a) Prevented World War III
b) helped independence of various countries - Israel, Indonesia
c) fought hunger and disease in underdeveloped areas

4. Failures of the UN
a) no real disarmament
b) Cold War
c) Hungarian Revolution
d) war in Vietnam

D. Related Vocabulary Lesson #10, 11

1. amphibious operation
2. armistice
3. negotiations
4. unification
5. sovereignty
6. summit conference
7. censure
8. genocide
9. conventional arms
10. unilateral
11. multilateral



LESSON #12

PROBLEMS FACING MODERN AMERICA

Topic - Domestic Problems

A. War on Poverty
1. Some basic facts

a) millions of families live on a poverty level
b) technological unemployment is a growing problem
c) poverty is greater among Negro families than white families

"Great Society" - War on Poverty
a) Job-Corp Training Centers
b) Manpower Development Training Programs
c) Anti-poverty agencies

B. Civil Liberties and Civil Rights
1. Areas of prejudice

a) religious - Catholics and Jews
b) ethnic - Negroes
c) housing
d) employment
e) political

2. Campaign against discrimination
a) Fair Employment Practices Comm:4ttee
b) Voting Rights Bills

1) 23rd Amendment-voting for Washington, D.C.
2) 24th Amendment-abolished state poll tax
3) Civil Rights Act of 1964-unnecessary literacy tests

c) Racial segregation in public schools
1) Supreme Court Act of 1954
2) progress toward integration

C. Related Vocabulary Lesson #11, 1-9

1. poverty
2. affluence
3. inflation
4. Appalachia
5. technological unemployment
6. automation
7. literacy test
8. "token" integration
9. public accommodations

- 12 -
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LESSON #12

PROBLEMS FACING MODERN AMERICA (Continued)

Topic - Foreign Problems

A. The War in Vietnam
1. Background

a) originally french Indo-China, until 1954
b) American involvement begins in the ePrlv 1960's with

advisers and aids.
American involvement grows,
a) due to deteriorating situation, Pres. Johnson sends more

roops tb Vietnam
b) bombing of North Vietnam

3. Domestic disagreements over U.S. policy
a) Doves - stop bombing and start peace talks
b) Hawks - bomb further and possibly invade North Vietnam

B. Relations with Communist China
1. China feels that Vietnam is In I-heir sphere of influence.

2. problem of the two Chinas.
a) United States support of Nationalist China in the UN.
b) non-support of Communist China

3. Relations between China and Russia.
a) recent events between the two Communist ,giants show a

split in ideology.,
b) over war in Vietnam

C. Relations with the Union of Soviet Socialistic Repuolics - U.S.S.R.
a) easing of the Cold War
b) limited ban on nuclear testing
c) space rivalries
d) commercial agreements

D. Related Vocabulary Lesson #12, 1-7

1. satellite
2. hotline
3. peaceful coexistence
4. Red Guard
5. unconditional
6. neutralists
7. ideology

- 13 -
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LESSON #13

PROBLEMS FACING MODERN AMERICA (Continued)

Topic - Understand World Areas

A. Africa-
1. History of Africa and its relations with Europe - Imperialism

in the 19th century
2. Tribalism-

a) problem today of tribes being divided into various national
states against their choice

b) leadership
3. Africa today-

a) Africa is of great importance in world affairs
1) growing population
2) great natural resources
3) role of African nations in UN.

4. Geography of Africa-
a) North of the Sahara

1) mostly Moslem and Arabs
2) climate like southern Europe
3) mainly agricultural

b) South of the Sahara Desert
. 1) mostly Negro
2) climate varies - mainly hot and humid
3) mainly agricultural, also mining of gold and diamonds

5. South Africa-
a) policy of apharteid
b) world relations

1) strict segregation of the races
6. Conditions causing strife in Africa today-

a) lack of trained leaders
b) racialism
c) rising nationalism
d) economic underdevelopment

B. Related Vocabulary. Lesson #13, 1-8

1. apartheid
2. turmoil
3. civil strife
4. missionaries
5. mercenaries
6. coup
7. self-determination
8. confederation

-14-



LESSON 1114

OUR HERITAGE FROM THE PAST

Topic - Ancient Civilization and the Middle Ages

A. Egypt
1. Contributions

a) geometry
b) architecture
c). engineering
d) the cradle of Western civilization

B. Ancient Greece
1. Contributions

a) intellectual and artistic genius
b) Plato, Socrates, Aristotle - Literature

C. Ancient Rome
1.

2.

D. Fal

1. .

2.

Contributions
a) Roman law
b) architecture
c) Roman government
Rise of .Christianity during the Roman Empire

1 of the Roman Empire and the Middle Ages
Reasons for the fall of Rome.
a) extent of Empire made it too difficult to govern.
b) Romans grew too weak
c) Barbarians from Germany swept into the Roman Empire.
The Middle Ages
a) a connection between ancient and modern times
b) period of constant warfare and little learning
c) Feudalism

E. Related Vocabulary Lesson #14, 1-10

1. heritage
2. ancient
3. monotheism
4. barbarian
5. pagan

6. martyr
7. anarchy
8. heathen
9. serf
10. monastery



LESSON #15

OUR HERITAGE FROM THE PAST (Continued)

Topic - The Renaissance and the Dawn of Modern Times

A. The Renaissance- the rebirth of learning

1. The Renaissance was the time between the Middle Ages and
Modern Times.
a) period of reawakening and relearning
b) great artists, sculptors, writers and scientists.

1) da Vinci and Michelangelo
2) Shakespeare and Dante
3) Copernieus and Gallileo

B. Modern Times

1. Developments that caused the modern era.
a) The Reformation-the beginning of the Protestant religion
b) Development of national states

1) nationalism helped to end the Middle Ages
2) growth of the Middle Class

c) the discovery of America
2. The beginning of the Industrial and Scientific Revolution

C. Related Vocabulary Lesson #15, 1-6

1. exploration
2. individualism
3. revolution
4. evolution
5. divine-rights monarchy
6. limited monarchy

- 16 -
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TEACHER GUIDE.

SCIENCE

CONTENT

DIRECTIONS TO TEACHERS:

The following 'topics have been selected and organized in
order to provide a survey course in general science concerning
the basic conceptual elements while building the necessary
scientific vocabulary. They help the trainees understand
natural laws, specialized vocabulary, concepts and inferences.

Each topic consists of one or more complete lessons. Each
lesson contains one or more basic concepts. Exercises are
provided for reinforcement, assignment and review, Although
each lesson represents a class session, the actual number of hours
per lesson will vary according to specific class needs.

REFERENCES:

1) Page Reference for Content Outline: Amsel, Bernice &
Stanger, Robert, peneral Science, Monarch
Press, New York, 1

Additional General Referencrq Le in William, Visualized
General Science, Oxford Book Company:TY:704.

C. SUGGESTED LESSON SCHEDULE

D. INTENSIVE REVIEW

E. CONTENT OUTLINE - 27 units

F. SCIENCE VOCABULARY LIST



a.

UNIT

I.

IIw

IV*

V.

VI,
VII.
VIII.
IX.

X.

XI.
XII.

XIII,
XIV,
XV

XVI.
XVII.

XVIII.
XIX,
XX,
XXI,
XXI'.
XX/II.
XXIV,
XXV.
XXV/4
XXVI/.

TEACHER GUIDE

C. SCIENCE - SUGGESTED LESSON SCHEDULE

CONTENT

Life
The Plant Kingdom
The Animal Kingdom
Nutrition in Man
The Systems of Man
The Systems of Man Continued
Keeping Our Bodies Healthy
The World of Matter
The Amazing Atom
The Amazing Atom Continued
Familiar Chemical Reactions
Importance of Water
Magnets
The Magic of Electricity
The Magic of Electricity Continued
The Science of Light
The Physics of Gravityand Friction
The Physics of Gravity and Friction Continued
Modern Transportation
Our Neighbors In Space
Our Neighbors In Space Continued
The Changing Seasons
Time Location on Earth
The Rocks of The Earth
The Changing Face of The Earth
Our Ocean of Air
Our Cirbang'_ng Weather

- 2 -
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TEACHER GU/DE

SCIENCE - INTENSIVE SCIENCE REVIEW

UNIT CONTENT
mioulnedworoftwommiNrooror

I. Life

II. The World of Matter

III. The Amazing Atom

IV. Familiar Chemical

V. Importance of Water

VI. Magnets

VII. Electricity

VIII. Science of Light

/X. Gravity and Friction

X. The Changing Seasons



TEACHER GUIDE

E. SCIENCE - CONTENT OUTLINE

Reference, Teacher and Student
GENERAL SCIENCE HIGH SCHOOL LEVEL,
Bernice Amato Robert Stanser, Monarch
Press, Inc, New York, New York, 196g.

U 17 ORME
LIFE***** AO ** ***** 1,2

A. Definitions ... 006.0*
0. Life Activities. . .. ...
C. Protoplasm and cells. . .

D. Cell reproduction. .

E. Test Yourself. . ** ****** 3.

F. Matching Test (optional). . 44' 3

G. Discussion Questions . 3

H. M.W. - Review Test (fill in) is . 4 :14 als 4

PLANT KINGDOM
A. Definitions. . ******** 4
B. Flowering Plant. . * ...... 6
C. Fertilization 0 8
D. Multiple Choice Test. , . 8
E. Matching Test (optional). . . . 9
F. Discussion Questions. 9
G. H.W. Review Test(Completion). ..... . 9

ANIMAL KINGDOM
MPTTITITons. . .... 10

B. Classification of Animals, . . 10

C. Characteristics of Chordata. 12

D. Multiple Choice Test. . ...... .0 13

E.. Completion (Optional) WM., 0 . 13

IV NUTRITION IN MAN
A Daini tions a a Oa a a 14
B. Nutrition (living things). 14
C. Multiple Choice. . . ... 16
D. Completion (Optional) H.W. 16,



E. SCIENCE - CONTENT OUTLINE (Continued)

UNIT CONTENT

V. THE SYSTEMS OF MAN.

it7Tritirrwail 4, 4 17

O. The Human Body. ... ........ 17

1. The digestive system
2 The circulating system

aYthe heart
b) the blood

C. Multiple Choice. .

U. Completion (optional) HaL

VI. THE SYSTEMS OF MAN-Continued
A. Definitions. . .

B. The Human Body. . 9

1. The respiratory syatem.
2. The excreting system. .

3. Behavior. . . .

C. Multiple Choice.
O. Completion (optional) HW. r

.

K 0 *

.

r .

20
21

17

941, 17

.19

20
20

0 20,21

. 21

E. Review Test. . a *040006* . * 21,22

VII. KEEPING OUR BODIES HEALTHY
A,TWFWOra= 4 * 23

B. Taking Cara of Yourself. . 23

C. Disease and Man. . 4 0 * 23,24

D. Multiple Choice .. R .. 24,25

E. Completion (optional) It. W. . 25

F, Review Testa a 46 0 a * 25

VIII. THE WORLD OF MATTER
A. Definitions. . ... 4 000

BO Matter 10006.9o* *6* 00* 40

C. The Three States of Matter. ..... 6 0
O. The Molecular Theory. a . s 0
E. The Effects of Heat on the States of Matter 26

F. Molecular Arrangement' in Each State of Matter 27

G. Evaporization and Condensation. . 0. 27

H. Expansion and Contraction. 27

I. A Solution. 4 . .. 28

J. Suspensions...... . ... 28

K. Soluble and Insoluble Materials. . 28

L. Multiple Choice. * . 0 . 29

M. Matching (optional). . 0 . 29



UNIT

IX.

E. SCIENCE - CONTENT OUTLINE (continued)

CONTENT P..AGE

THE AMAZING ATOM
A* Definitions. . 4 0 31

B. Elements 0 00 31

C. Composition of Atoms. 0 . . .. 31

D. Electrical Charges, . 4 0 .. 31

E. Parts of the Atom. . 4. . * 4 31

F. Atomic Number and Atomic Weight* 32
G. Diagrams of Atoms. . 0 0 do 32
H. True-False Questions. . .. 33
I. Matlehing Test (optional) H.W. 34
J. Completion Test.. . ***** 34

X. THE AMAZING ATOM -Continued
A010M117177* 0 * .

B. Isotopes. . . do 0 * * goo

C. Molecules (molecular structurcof.water)
D. Atomic Energy. . 4

1. Radioactive substances
2. Radioactive disintegration
3. Nuclear fission and nuclear fusion

E. True False Questions. . .

F. Completion Test. . r

XI. FAMILIAR CHEMICAL. REACTIONS
A. Detinitions. ..... . 35

35
35
36
36
36
36

37
I. Oxides. . w **** 37
J. Acids, Bases and Salts. . 4 it 37
K. Kinds of Chemical Reactions 38
L. Working Safely with Chemicals. 38

38,39
39
39,40

31

31

32,33
33

33

B. Elements***** .

C. Compounds. .

D. Formulas and Mixtures. . a *

E. The Properties of Matter. *0

F. Physical and Chemical Changes.. .

G. Control of Chemical Changes. .

H. Chemical Equations***** . .

M. Test. . . 0 6 ***** 4 0 0 0*

N, Matching and True-False Questions.
0, Review Test (optional) H.W.

MI. IMPORTANCE OF WATER
A. Definitions. 40 000 00 . 46
B. Importance of Water. . . , . . . . 46
C. Occurrence, Properties. ****** It 46
D. Water Pressure. . 0 ***** 4 46,47

Archimedes Principle and application 48
E. Purification. . . . . 49
F. Water Cycle. * . . * . . 49
G. Completion. , . 4 0 0 4 0 * 50

H. Matching Test. . * . . . . . 4 . 50

I. Discussion. . . . . . . . * 50
Jo Review Exam H. 5. 4 * 4 * * o 51
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E. SCIENCE - CONTENT OUTLINE (continued)

'UNIT CONTENT 'PAGE

XIII. MAGNETS.

A. Definitions. . . 52

B. Magnetic Materials. « 6 52

Non-Maynetic Materials
C. Behavior of Magnetic Forces. . 52

04 Kinds of Magnets. . .. . . . . 53
E. Behavior of Magnets. . . . 53
F. Like and Unlike Magnetic Poles. * 54

(The Compass)
G. Explanation of Magnetism. . . I 54

H. True-False, Matching .. . . . . .. 54,55
I. Discussion, Completion H.W. . . * 55,56

XIV. THE MAGIC OF ELECTRICITY
A. Definitions. . 0 * 0 0 4, . 0 0 . 6 . 57
B. Static Electricity. . . . e* 57
C. Electric Current. . . . ***** 0 .. 57
D. Electric Cells. . . . * . 57

E. The Storage Battery 58

F. Electromagnetic Induction. .... 59
59
62
62

XV.

XVI.

G, The Generatore
H. True-False . . *

** ***
I. Completion, Discussion H.W.. . .

THE MAGIC OF ELECTRICITY (continued)
..................

A. Definitions. . . . . **** . 57
B. Measurement of Electricity. . . . .. 59
C. Solving Problems in Electricity. . 59
D. Transformers . 60
E. Uses of Electricity. . ***** 60
F. Electricity at Home 61
G. Series and Parallel Circuits.. z, 61

H. True-False . . . di II 62,

I. Completion, Discussion H.W. ***** . 62-

J, Review Tern y' . . , .. . 4 * es 63

THE SCIENCE OF LIGHT
A. Definitions.. . . ** . *6 64

B. Light. 60* * 0 4 . 0 64
C. How Light Travels. . . . . 64
D. Reflection. . . . . . 64

E. Refraction. . . . . dfr 64
F. How We See. . e * * # 65

G. Good Lighting........... . . . 67
H. Sunlight Contains Many Colors. 67
I. Pigmentation . 68
J. True-False, Matching. . 40 lb 68
K. Discussion, Completion H.W. . . . . .. 68,69

L.. Test. 00 ******* 69
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UNIT

XVII.

XVIII.

XIX.

XX.

E. maga=sminyt OUTLINE (Continued)

CONTENT PAGE

THE PHYSICS OF GRAVITY AN0jRICTION
A. DefinitionS, . 0 4 70

B. Energy......... 70

C. Law of Conservation of Energy. . 70
70D. Forces. . *******

E. Inertia. w a * a *****
F. Work ,0 6 a SO

G. Resistance. . 4 0 *
H. Multiple Choices Matching. .

I. Completion HW. . 0 WO'

71

71

71

74,75

75

THE PHYSICS OF GRAVITY AND FRICTION(Contid.)
A. De . . . . 70

-B. Machines. . ***** . * .. 71

C. Simple Machines. . . . . . . 172

1. Pulley, 2. Lever, 3. Wheel and
axle, 4. Inclined plane, 5, Wedge,
6. screw

0. Multiple Choice, Matching. . . 74
E. Completion. . 4 **** . .. 75
F. Test . .. 75

A. Definitions. . . . . *****

K. Test.

OUR NEIGHBORS IN SPACE

B. The Spectacular Sky

M. Space Transportation. . . .

G. The Airplane.

J. Discussion. . . . ****** d,.

F. Navigation. * . . . . 4

I. True-False, Completion

2. Studying the stars
1. Astronomy

. ***** . . . . 00

******

80

81

79

81

78

78

77

79

MODERN TRANSPORTATION
A. Definitions. . . . . 0 . 76
B. Resistance to Movement. . .. 76
C. The Automobile . 76
D. Railroads. . . *04 00,* 76

E. Ships***** , . . . 77

C. Multiple Choice, Matching HW. 83

XXI. OUR NEIGHBORS IN SPACE (Conti rued)
A. Definitions.... .. 87

B. The Spectacular Sky...... 87
1. Our solar system
2. Planet facts
3. Solar and Lunar eclipse

C. Multiple Choices Matching. . 84,85
D. Discussion Questions 85

E. Test. . 4, 0 86

8



UNIT

XXII.

XXIII,

E. SCIENCE - CONTENT OUTLINE (Continued)

CONTENT PAGE

THE CHANGING SEASONS
A. rrinIrs77,7**** 87

B. Why We Have Seasons. . . 6 . 0 . 88,89,90

1. Earth's Orbit
2 Earth's Axis
3. Rays of the sun
4. The seasons

C. Multiple Choice, Completion H.W.. . 91

D. Matching, Discussion . . 91,92

TIME LOCATION ON EARTH
A. DO M.' or17 . 0 . 93
B. Reference Points for Locating Places 93,94

95
96
96
97

1. Latitude
2. Longitude

C. Time , ******
D. Multiple Choice, Completion HW.

isi

E. Problems. . * .
F. Test ***** * 0

XXIV.' THE ROCKS OF THE EARTH
A. Dm"anitiOtTis=711 di *****
B. Depths of the Earth
C. The Earth's Crust. *****
DO Rocks Of the Earth. . 4r

98

98
98
98,99,100

1. Igneous rocks
2. Sedimentary rocks
3. Metamorphic rocks

E Multiple Choice, Completion H.W. . 101

F. Matching. . ** ** 101

G. Review Test . ***** ***** 101

XXV. CHANGING FACE OF THE EARTH
A. Definitions. ***** . ..
B. Changing Face of the Earth

1. Destructional forces
c. Constructional forces

C. Multiple Choice, Completion H W
D. Matching. *****

E. Test. *****

103
103-106

107
108
108,109



UNIT

XXVI.

XXVII.

a

SCIENCE - CONTENT OUTLINE (Continued)

CONTENT

OUR OCEAN OF AIR
A. Definitions. .

B. The Ocean of Air. w a **
1. The atmosphere
2. Properties and composition of air
3. Layers of the atmosphere
4. Activities of air

C. Completion, Matching H.W. 4 IP

D. Discussion Questions. a a

OUR CHANGING WEATHER
A. DeffiTitions. .

B. Elements of Weather. a a Y « a a

1. Air temperature
2. Air pressure
3. Moisture
4. Clouds

5. Winds
6. Measuring Elements of Weather
7. Weather Maps
8. Forecasting weather

C. Multiple Choice, Completion H.W. «

D. Review Test. ..... 0 a ...

- 10

PAGE

110
110,111,112

112,113
113

114
114,115,116

116,117
117



SCIENCE VOCABULARY LIST

F.

Lesson Is assimilation, respiration, reproduction, stimulus, response
cell, protoplasm.

Lesson 2: classification:, phylum (plural Phyla), chlorophyll, parasite
saprophyte, spore, osmosis, embryo, germination.

Lesson 3: host, review vocabulary of lessons 1, 2.

Lesson 4: nutrients, green plants, photosynthesis, calories.

Lesson SI& 6: digestion, circulation, respiration, excretion, sonsitivity.

Lesson 7: disease, antibodies, infectious diseases, non.infectious diseases.

Lesson 8: matter, volume, property, state of matter, molecule,
evaporation, condensation, expansion, contraction, solubte,
insoluble, solute, solvent.

Lessons 9510: element, atom, compound, molecule, mixture, atomic number,
atomic weight, isotopes, atomic energy

Lesson Ils symbol, formula, property, chemical equation, energy

Lesson 12:

Lesson 91

Lessor:

Lesson 15:

underground water, water table, ground water, pressure,
buoyancy, potable water, dissolved, suspended, aqueduct, precipitate.

m4gnetic material, non-magnetic material, force, alloy,
magnetized, circuit.

amber, electron, conductor, insulator, galvanometer,
electrolyte, alternating current, direct current.

volt, ampere, ohm, watt, watt hour, series,parallol*

Lesson 16: luminous, illumination, vacuum, diffused, concave, convex *focus,
photoelectric cell, ammeter, opaque, translucent, transparent,pri sm.

Lesson 17 & lesbody, fulcrum lever, effort, radiant energy, heat energy,
sound energy, mechanical energy, chemical energy, electrical
energy, atomic energy.

4
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SCIERCE VOCABULARY tag (Continued)

Lesson 19:

Lesson 20:

Lesson 21:

Lesson 22:

Lesson 23:

lubrication, inertia, acceleration, lift, thrust.

astronomy, stars, telescopes, spectroscopes, magnitude,
incandescence, light years, constellations, galaxies,
solar system, revolution, rotation, orbits, eclipse,
umbra, meteors, comets, penumbra.

photosphere, chromosphere, corona, planetoids, satellites.

rotation, angle of inclination, parallelism, equinox,
solstice, vertical rays.

earth grid, latitude, parallels, meridians, longitude,
international dateline, chronometer, apparent solar day,
sideral day, mean solar day.

Lesson 24: mantel rock, outcrop, minerals, igneous rocks,sedimentary
rocks, metamorphic rocks.

Lesson 25: M weathering, erosion, glaciers, snow line, diastrophism,
vulcanism

Lesson 26: air, atmosphere, northern lights, troposphere, stratosphere,
ionosphere, exosphere.

Lesson 27: conduction, convection, radiation, hums di ty,tthermoters,
barometers, aneroid.

- 12 -
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MATHEMATICS

A. DIRECTIONS TO TEACHERS:

The following units have been selected and organized in order
to provide essential fundamental arithmetic skills and its application
to problem solving.

Trainees with arithmetic deficiencies must be taught the use of
the number system in addition, subtraction, multiplication, and
division. Without this firm foundation, instruction in essential
calculations with whole numbers, fractions, percentages and higher mei.'
emetic; is of little value.

Trainees with an adequate basic skills can then be taught to
understand concepts and practices as a means of solving mathematical
number and verbal problems.

The INTENSIVE REVIEW and the SUGGESTED LESSON PLAN SCHEDULE
will help the instructor organize his teaching. Although each lesson
represents a class session, the actual number of hours per lesson will
vary with specific class needs.

B. REFERENCES:

1. Page references for Content Outline

a) Dressler, Isidore, Preliminar Mathematics, Pmsco

9 5.Publishing Co., New York, I

b) Robbins, Jack and Finkelstein, Milton, Ninth Yepr
Mathematics, Cambridge Book Company, New York) 1960.

2. Additional Test Reference

Arco Publishing Compay, New York, 1966.

C. CONTENT OUTLINE - 13 Units

D. INTENSIVE REVIEW

E. SUGGESTED LESSON PLAN SCHEDULE



PART C.

"NIT CONTENT

TEACHER GUIDE

MATHEMATICS - CONTENT OUTLINE

Arithmetic of Whole Numbers
(4 lessons)

A. heading + representation
B. addition
C. subtraction
D. Multiplication + (Zeros)
E. Division + (Zeros)
F. Rounding off

Fractions (9 Lesson0
A. Meaning
B. reduction to lowest terms
C. mixed numbers to improper fractions
D. improper fractions to mixed numbers
E. fractions to equivalent & higher

finding L.C.D.
G. comparing fractions
H. addling like fractions
I. adding unlike fractions
J. subtract like fractions
K. subtract unlike fractions
L. multiplication of fractions
M. division of fractions

REFERENCE PAGE

PRELIMINARY MATHEMATICS
-754ssleri Isidore

PRELIMINARY MATHEMATICS
Dressler, Isidore

terms

III Decimals (5 Lessons) PRELIMINARY MATHEMATICS
A. Meaning Dressler, Isidore
B. comparison of (rounding off)

decimals
Adding decimals

subtracting decimals
multiplying decimals
dividing decimals (by 100)
figuring with fractions & decimals
changing a fraction to a decimal
changing a decimal to a fraction

C.

D.

E.

F.

G.

H.

I.

13

16
19, 21
25.2?
10

32
34
36

30
39
42
41
43
145

48
50
52-59
61.66

69.71

720 73
74
77

79-83
84-870 90
91

93
96



,NIT CONTENT REFERENCE PAGE

IV. 111=1= (4 Lessons) PRELIMINARY MATHEMATICS
A. meaning Oressleri Isidore 98

B. percents to decimals 99
C. Decimals to percents 100

D. percents to fractions 101

E. fractions to percents 103

F. finding percent of a number 106, 107
G. finding percent of i ncrease

or decrease 111, 113

H. percents larger than 100%

Al ebra-Lan ua «e of Si ns & S bols NINTH YEAR MATHEMATICS

A. Srlser Lessons TIWOR770170171Witein, 1

1. alga numbers Milton 2

2. expressing products 3

3. writing algebraic equations ,3-8

4. order of operations 8

evaluation of algebraic
expressions 9

B. fasstDIA (2 Lessons) 12

1. more about parentheses 14

2. evaluating algebraic
expressions containing
parentheses 15

3. factors, coefficients,
combining terms 17

4. addition & subtraction of
like terms 18

C. The Formula (3 Lessons) 23

1. writing formulas from verbal
statements 24

2. variables & constants,
dependence in variation 27.28

3. evolution of formulas
(solving a formula for one
of its terms) 33

4. problem solving by formulas 35-39

a. simple ints.'rest; b. income;

c. compound interest

.. A lication of Formulas to Geometry NINTH YEAR MATHEMATICS

A. Polygons if Lesson Robbins, Jack &Finkelstein, )4L

1. trianges; 2 quadrilaterals; _Milton 44-47

3. circles; 4.parallelograms;
5. trapezoids

3



UNIT CONTENT REFERENCE PA E

VI. B. Areas & Perimeters of Plane NINTH YEAR MATH.
Planeauttl 1 lesson

C. 'Geometric Solids (1 lesson)
I. prime
2. right circular cylinder

O. Volumes of Solids Surface
Areas of Solids 2 lessens

E. 11.--IEWssons)
1. Pictograph-interpeting a

pictograph
2. broken-line graph-interpreting

a broken-line graph
3. bar graph-interpreting bar graph
4. circle graphs-interpreting circle

graphs
5. graphing a formula

VII. Addition Subtraction Multi lication NINTH YEAR MATHEMATICS
and Division o St.1=UL= Robbins & Finkelstein

A. Definition-Review (1 Lesson)
B. Monomials & Po1ynomials(1 lesson)
C. Addition of Si fined Numbers with

Trarfils78.F171Gritein

.L.ke (1 Lesson
1 ddition of positive numbers
2 addition of negative numbers

1 Lesson

Ad ition of signed numbers with
unlike signs

E Addition of polynomials
1 Lesson -

F. Subtraction of SismitAumbers
rsmsubtracti7r61-f monomials &

polynomials
2. exercises

1 Lesson

G. Militielzingglionomials (3 Lessons)
1. raising a power to a power
2. multiplication of signed numbers
3. multiplying more than two numbers
4. removing parentheses of a monomial

by multiplication
5. evolution of signed numbers
6. raising negative numbers to powers
7.. multiplying a plynomial by a

monomial

14

50-56

57

58

72.

72,

75
80

84

90
92
92

92
92
93

93
96

99-102

103
105
105
108

10
110
112

122



iljil,T
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VII.

REFERENCE

H. Division of Monomials (1 Lesson)
rdiviirnir7ronoral by a monomial
2. division of signed numbers
3. dividing a polynomial by a monomial
4. division by zero

VIMY. Equations (6 Lessons) NINTH YEAR MATH
A. Soiving equations by division ETEIRMSEastein
B. Solving equations by multiplication
C. Literal equations (Mult.&Div. only)
D. Solving equations by subtraction
E. So/ving equations by addition
F. Literal equations ( ad. & sub. only)
G. Solving equations by using a com-

bination of axioms
1. unknown on one side
2. unknown on two sides
3. parentheses in equations

IX. Solving Verbal Problems Using one
Unknown 11 Lessons
Air problems
B. Motion problems
C. Age; problems
D. Coin problems
E. Consecutive number problems
F. Mixture problems
G. Investment problems
K. Solution problems
I. Perimeter problems
J. Area problems
K. Comprehensive problems

X. Al ebraic Solutions of Simultaneous

..net_teattims es sons

A.-iltMtmatfori-by subtraction & addi
B. Solution by substitution
C. Verbal problems involving simulA

taneous equations
1. investment problems
2. mixture
3. motion
4. digit
5. review

111

ft

XI. Ltitila.:tallteettien (4 103"")
A. Expanding ratios
B. Proportion
C. Ratio to percents
D. Using ratios

1. standings
2. profit margins
3. tax rates
4. prict index

E. Ratio problems
F. Direct variation

1. variation problems
5

NINTH YEAR MATH

PAGE

120
120
122

135-140
242-144
139-147
153
'151

15R

155
157
158
161

IMIZZWnicelstein and
High School Equivalency
04ploma Tests, Arco,1966.
(supplementary for units
900,1102113)

NINTH YEAR MATH
Robbins & Finkelstein and

tion High School Equivalency
Diploma Tests, Arco, 1966.

NINTH YEAR MATH
TOUSTMUNiatein and
High School Equivalency
Diploma Test, Arco, 1966.

164
165.167
167-172
172-176
176-178
176-178
181-183
183-185
185-189
189-190
190-192
193-195

220
221-223
223-225

227
228
229
231
232
235

276-277
276,279
279"

280
281
282.

283

284
285
287
289



UNIT

XII.

CON TENT

tatEMEL229EV,(3 Lessons
A. Square root of a number
B. Pythagorean theorum plus uses

XIII 0 Geometric Definitions(k lessons)

A. Points and lines
6. Angles
C. Sum of angles in triangle
O. Plane figures
E. Kinds of polygons
F. Reasoning with triangles
6© Quadri laterals
H. Other plane figures

6

RUERENCE PAGE

NINTH YEAR MATH. 334
Robbins & Finkelstein ge, 334-338

High Scnool Equivalency 338-341
Diploma Test, Arco,1966.

NINTH YEAR MATH
ITSb17ra7 Fi=lstein &
High School Equivalency
Diploma Test, Arco 1966

351-353
355-359

368
368

370
374
374



LESSON

TEACHER GUIDE

PART D. MATHEMATICS - INTENSIVE REVIEW

CONTENT

I. Basic Math

A. Fractions
B. Decimals
C. Percents

II. Interest,Profit and Loss

REFERENCE

High School Equiv.
Diploma Tests, Arco,
1966.

PAGE

225-228
229-231
232-233

240-241

III. Profit and Loss, 236-238

Tax 243-244

245-248
Problems P.248

V. Work Problems 249-252

Tank' Problems Problems P.252

VI. Distance Problems 253-254
Problems 255

VII. Fraction & Mixture 234.235
Problems 235

VIII. Geometry 256-258
Problems 259

IX. Series, Symbolic Math 260-261
Problems 261
262-264
Problems 263-264

IV. Ratio & Proportion

X Review

7



TEACHER GU/DE

PART E. MATHEMATICS - SUGGESTED LESSON PLAN SCHEDULE

AIM

1. Warm Up Drill

2. Homework Check

Review Oral Drill

4. Motivation

TIME

5 min.

5-10 min.

5 min.

METHOD

two problems based on previous work

problems worked on chalkboard by
students

Short questions involving basic
math e.g. 74, ZT, etc. Last few
problems based on new concept for
motivational purposes

Derived fromoral drill

5. Demonstration of new technique 5-10 min. Fresented by teacher at chalkboare4

6. Praptical apiplication

7. Review

8. Assignment plus individual
assistance

10 min. live problems solved by students,
Problems on chalkboard corrected
reworked

5 min. Method or procedure restated and
demonstrated

Remainder* of Problems assigned at start of peri--
period to be orked at seats

8
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CORRECTNESSOf EXPRESSION
(Gramar, Usage, and Spe lling)

DIRECTIONS TO TEACHERS

The following Content Outline integrates the essential elements
in Correctness of Expression: grammar, us ge, sentence improvement,
vocabulary and spelling. Listed page references are to the Student
Win rk Book, Drill for Skill, and The Elig1102.:Workrtga. They include'
discussion Topics and drill exercises which, can be used for class
sessions and homework assigaments. In addition to spelling lessons
on rules and plural formation, there is a Word List section, A
minimum of 20 words should be taught weekly and followed by-periodic
testing.

The lesson sequence provides for specific achieveent testing
to evaluate student strengths and weaknesses and to indicates areas
for additional study, Teachers will prepare tests in addition to
those found in the basic sources. Although each lesson represents
a class session, the actual number of hours per lesson will vary
according to specific class needs.

REFERENCES

1) Page References for Content Outline

a) S.WM m Student Wbrkb ok--Correctness of Expression
Supplemamt.

b) I). S. m Rickett, C00, Drill for Skill, Avoca Publications

New York, 1946.

c:) m Warriner, John E. and Blumenthal, Joseph C.,

The En lisp Works (3rd Edo): Grade 12

Waew curse. Harcourt, Brace & World,

New York, 1964.

2) Additional Teacher References

a) Simpson, Louis, An Introduction to otqa, St. Martin's

Press, New York, 1967,
This paperback book ($3.95) includes an introduction

to poetry and a complete glossary of terms. The glos-

sary is especially helpful in the preparation of lessons

because it contains may useful examples illustrating

the terms,

b) Warriner, John E., Enate Grammar and Co osition$

Harcourt, Brace & World, NeirlS'ig5764. can

Course,

C. Ian 'EttaglIONT:EN OUTLINE n 55 Units

D. BAS IC WORD LIST



22..r,g,WS":11Egg..91.1=115:12121..

C. LESSON SCHEDULE CONTENT QUIL/NE.

Unit Content Reference

1. Diagnostic Tests
Analysis of Results

2. Frequently misspelled words . S.W.

(approximate) y 20 newwordo Der week)

3. Phonics

L. Types of Sentence D.8.74-75
EW12

5.'; Subject and Predicate D. 5.61.63

6. Noun and Pronoun E.W.2-7
Adjective D.S. 2- 7-94 12-14

7. Verb--active E,W.8-9
Adverb D.S. 15-16, 10-20

8. Linking Verb D. S.140-143
Helping Verb D.S.177-178

9. Use of comma in a series
Use of corona with breaks: appositive, direct address,
parenthetical expression, dates, and address

EN.47-50

10. Interjection D.S. 29
Verb Review

11. Preposition E.W.15
D.S.22-23,

Conjunction D.S.25-28

12. Spelling Rule #1 -Itaifien S.W.

E.W.79-80

13. Use of commas with non-restrictive modifiers, intro-
ductory expressions, compound sentences E.w.54-59

14. Parts of Speech Test DS.30-35

15. Sentence Review (review units 4-5) D.54.65.66

D.S.77-79
Subject - Predicate test
Simple, compound, fragment, run-on sentence

16. Spelling Rule #2 - lengthening words ending in
(review rule #1)

2

y .6Wo

-r



17. Subject complement with linking verb D. S.176-177
EX.82-84

Run-on and fragment sentence practice Ea.85.86

18. Semicolon and colon E.W.66-67

19. Review test: subject-verb, subject complement-linking D. 5.63.64

verb 67.68
178

Spelling Rule #3 - dropping final "ett20. E.W.112 -113

(review rule #2)

2L Phrase . verb. phrase, prepositional phrase, phrase as

Modifier E.W. 15-17

22. Clause and Relative pronoun E04.18.20

23. Review clause and phrase-difference D.S.50-51

Review relative pronoun E.W V19.20

Subordinate con juntion

21. Dash D.B.95

Quotation Mark E.W.68 .70

25. Spelling Rule #4 - Doubling final consonant EN.133-135

(review rule #3)

26. Review test - parts of speech, sentence; phrases, clauses

27. Use of apostrophe.--oontractions, plurals of numbers

and syMbols, possessive nouns E.W.70-73

.28. Agreement - Singular and plural, subjects and verbs', D4 S.182.185,

Prepositional phrases, Compound Subjects E.W./39-140.

29. Spelling Rule #5 - "fur; "ceed-cede tt, "K after c" S W.

(review rule #4)

30. Sdbject-lerb agreement using:
a) 'ties "or", "n "9 "either...ar" E.W. -1I3

b) compound subject D. 5.186 -187

c) singular eubject in meaning but plural in form

31. Indefinite pronoun D. 5.189 -191

Pronoun agreement with antecedent E.W.148-149

32. Nominative and objective pronoun D.S.193.196



33. Noun plurals - Part I

34. Objective pronoun
Review use of subject pronouns

35. Possessive noun apostrophe
'4 Rbview usage - :lesson 27

36; Who-WhoM
He-him review test

37. Possessive pronoun (before gerund)

Personal pronoun review

38; Review Spelling rules
Period Review Test

39. Noun Plurals - Part II

40. Principal parts of regular and irregular verbs
Auxiliary with past participle

41. ' Verb Tense - past perfect, present perfect

42. Principal parts of difficult irregular verbs
lie-lay/ rise-raise, set-sit

43. Irregular verb practice
Perfect tense review

Comparison of regular adjectives and miverbs

45. Comparison of irregular adjectives and adverbs

Double negative
Unnecnssary words

47. . Word Pairs

48. Spelling Review

49. Grammar and Word Usage Review

50. Dangling modifiers--phrases, clauses, words

ILL.157-158

D. S.194-195

1-20

D.S.22h -225

EX.70-73

D. 5.195 -202

200 Exercise II:

D.S.195-251
202.203
163-164

L114.207-209
Teacher made

E.W.180

E.W.182-183
1614 -185

D. S.135 -136

L14.197-198

D. S.157 -l64

149-153

E.W.185-189
D.s.1.38 -139

D.S.211-212

S.W.Unit 6
D.5.212-213
D.S.214-215'
S.W.-Unit 7

S.W.-Unit 8

S.W.-Unit 9

E.W.60
MS.99-102
S.W.-Unit 10

D.S.83-84
E.W.116.117



51. Parallel Structures

52. Conciseness: unnecessary wordiness and repetition EX.102-103
235-236

E.W.123-126
S.W.-Unit 10

53. Co-ordination and subordination

54. Main and subordinate ideas

55, Word Usage Review
General. Review

Ex.93-95

EX.95-98

S.W.-Unit 11
Teacher-made material



. BASIC WORD LIST41.1.06~.60161101100p1M4/0/ .

accept
exoept
adrise
advice
,affect
;effect

'uses
bias
loose
lose

TEACHER GUIDE

CORRECTNESS OF EXPRESSION

4

assure proof council
*sure prime COURfai
quiet grammar personnel
vine mama persons,:

Valera aeon', assist:Ines

forwarded exceed assistant:
seen went remit
scenes wear violated
west "r *aces; strict'.

Aiether 6=638 .UN&
,

6 7 8

man . forth write sees
women fourth right seise
formerly passed way wholly
foralli pant weigh hely
theri7ugh guessed sent waive
_"ugh guest scent wave
wag hear cent threw
arctic here *semi through

ciithes see ascend wear
,

close sea ware

9 10 11, 32

aisle appeared surprised please
isle guess usuall7 weather
piece request prepped profit
peace straight *Tide leather
block judge height justified
bloc letterhead quart purpose
course dear jewels yield
coarse. jagged glee efficiency
male slight equipped justified

it .
adjusted prefer delightful

.11 a g 3.6

garage freed precaftre aoquaint
pleasure blue favorite weeks
ought reply desirable envelope
quotes believe graduates discus
supports Census annual carried
high sea enrollment realise
;purpose new eptimism erganisatien
quick wise views approve
suggested twelve equal meeting
previous science night inquiry
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quotation
debt
,committee
candidate
-e ease

batqaet
indicted
embezzlement
hectic
obellesconca

21

mine
mini
abate
abet
abide
abject
object
abjure
custemersv
abrupt

occasionally
referred
unsuccessfUl
circumstances
separate
recommeadation
oritieism
judgment
Wailer
overdue

calendar
assistants
assistance

1160813sary
cannot
sorcerer
notwithstanding
reference
remedied
re tprisition
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hest
eberratten
aboysace
abscess
*Wade :ace

accessible
accumulativa
acquaint
across
actually
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employees
break
metal
exhibit
superior
canceled
fiftieth
decorative
preferable
arouse
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Est
convenience
privilege
compkimeatary
edition
description
exhibit
manufacturiag
manufacturer
facilities

inasmuch as
principal
principle
repetition
overpaid
therefore
today
reinforcement
remittance
resign

adage
addressee
adjunct
adoption
advise
aggravate
allege
amendment
amplify
ancient

arraignment
ascertain
assessment
aversion
baccalaureate
bankruptcy
beatitude
belligerent
biased
quotation
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assistance
protipeses

procedures
&vices
equipment
undavabbeely
refrigerator
permanegt
Blidatename
territory

whony
advise
advice
accommodating
oversight
furthermore
tomight
roimburee
remit
remitted
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anecdote
anemia
angle
anspows
antipathy
apologetic
apparatus
appellate

appetite
aquatic

luxury

siPPIr
authorized,
allowance
occurred
cooperate
experience
acquire
capital
capitol

go

opportunities
experience
organization
scarcity
adequately
personnel
proceeds
occurred
subscriptiwa
magazine

correspondents
carrespostdence
develop
acktaeledgmeat
overlook
nerrartholess

do not
did not
representative
respectfully



'xittgiAjtej4 Page 3

2a1

respectively
restaurant
nalutation
passers
separate
similar
fsmiliar
souvenir

statement
strenuous

27.

subsidie
succeesful
surplus
syndicates

to axdency

transparent
typewriter
unanimous
verification
voucher

nhatever
privilege
equipment
through
throughout
reference
probability
desirous
desirable
pamphlet
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explanation
acquaintence
inquiry
practically
warehouse
cheese
chose
Connecticut
adjustment
succeeding

competition
ridiculous
sanitary
secretarial
several
sinetaneaus
society
specialize
stationary
stationery

2.
substantial
suggestion
rurgrise
systematize
testimonials
treasyrer,

written
unmistakable
visible
waive

wholesale

equipped
develop
quantity
quantities
definite
manufacturer
criticism
exhausted
substantial
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expiration
decidedly
transferred
apparently
whether
weather
ninety
particularly
annuity
annual

"sel

committee
rural
satisfactory
seourity
signature
sineerely
selein
epecify
statistics
otrictly
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substitute
summar7
susceptible
tangible
together
triplicate
typographical
uglities
vicinity
warrant

familiar
occurrence
shipped
shipment
guarantee
recommendation
bulletin
wear
ware

advertising
eccaeionally
congratulate
procedure
formerly
formally
ninth
accidentally
compelled
excuse
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responsibility
sacrifiee
schedule
seize
significance
sociable
owaree
spectacular
straightened
sublet

subtle
superiutentent
syllable
tariff
transferred
to ever
typical
utilize
volume
cement

woman
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receipt
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accommedatien
occasion
existence
all right
acquainted
corporation
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prove
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lose
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eCOROICLOS
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immediately
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athletic
although
committee
divide
government
proceed
until
benefit
magnificent

across
verify
incentive
resistance
nuisance
reality
cancel
exaggerate
aehievoment
bazaar

allotted
development
reasonable
immediately
laborat&ry
manual
noticeable
acquaintance
all right
becoming
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comparative
discipline
exceed
succeed
proceed
precede
investigation
majority
Obstacles
partiality
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absence
mathematics
argument
comfortable
erliest'
height
recommend
inconvenience
altegethor
noticeable

despair
prejudice
beneficial
sponsor
ascertain
realise
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sufficiently
a/lort
miscellaneous

rdsspelled
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height
incidentally
license
miniature
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accommodate
athletic
beneficiary
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description
eligible
exorbitant
financier
ideany
injunction
justifiable
maneuver
official
patient

volume
column
TAM=
decision
entitle
length
stopiwil
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Messrs.
compel

embarrass
aisle
disappoint
indebtedness
in dispensable
dissatisfaction
changeable
raoently
arctic
occurring

nineteen
admission
hundredtho
irresistible
lesing
memorandum
o'clock
addressed
acknowledgment
benefited

disappear
eliminate
familiar
similar
indebted
install
legitimate
minima
opponents
peculiar

allege
beginning
destrey
entire
judgment
surprise
losing
advisable
tiodgot

technical
tact
fascinate
leisure
economic
biased
defeLdants
statieties
attendance
anise den
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offered
Massachusetts
hygienic
judgment
maintenance
stiscollansui
accidentally
accumlated
apparatus
chauffeur

64

disappoint
embarrassment

new
forcible
industrial
interrupt
machinery
minority
paragraph
politician
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possession
preparatiesk

proprietor
rodeo:WM*1!
specimen
superintendent
temporary
agreement
arrangement
bookkeeper
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circular'
consequence
customary
deferred
efficiency
exhibition
finally
illustration
inquiries
watches

appreciate
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sincerely
enclosure
dropped
alms
fare !ell

en route
cashier
mtalysis

77

conscience
auxiliary
apparent
cemmit
livelihood
emOhaeize
encoarage
literature
accessory
inetallation
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possibility'

presidency
qiestioanaire
reliability
structure
supersede
unusuaDI
anticipate
assist
area

70

aempetiters
eontroversy
things/woes

delegate
elinanatien
existence
feveign
increasing
assortment
enabling

74

careful
extension
believe
material
concern
Whereas
indoors
piece
peace
clothes

78

courteous
career
carrier
eontrelled
eblige
Pobruary
fascinate
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admittance
movable
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privilege!

receipt
routine
subsidy
suspicious
valuable
appropriate
associate
candidate
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conference
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decieion
difficulty
especially
extravagant
frequent
merit
pleasure
tomorrow
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esti ate
anolegize
modelo
applicant
cataleg
addition
edition
accompanYing
freight
copies
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dictionary
consciousness
aaseciatien
eighth
emitted
January

perhaps
campaign
parcel
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premium
probably
receive
soliciting
successor
sympathize
accept
arehitecture
available
characteristic
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confident
creditor
defendants
disposal
exclusively
financial
haphazard
instructors
pleasant
explain
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relations
opinion
dealers
use
regarding
almost
likewise
relieve
handkerdhief
cylinder
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arrival
courtesy
'balance

grammar
Physician
knoWledge
intentionally
recognize
collateral
Pittsburgh
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pursue
writing
distinct
Vegetable
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necessity
truly
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handsome
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turnover
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edition
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adcidentally
interfere
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genuine
precious
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transferied
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letterhead
recurrence
counsel
council
blueprint
meantime
semiannual
facsimile
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statue
statute
safeguard
mortgage
passed
past
layout
prepaid
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per cent
himself
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accommelate
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volume
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secretary
advaetageoue
rartial
advertisement
issuing
scholastic
adjevenent
delinquent
eileage
aceede
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promiesery
°bonen
bankruptcy
rhythm
diary
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carload
nickel
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cooperate
switchboard
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precede
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textbook
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itself
yourself
achievement
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condemn
friend
recomment
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occurred

specifically
ballet
terrible
beneficial
manuscript
safety
appointment
enterprise
opposite
amendment
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suite
suit
clientele
subpoena
trial
trail
downtown
offhaut
exaggerate
waiver

92

process
nineteenth
nineteen
itinetieth

timekeeper
cempliment
besineselike
ceurthouse
network
timetable

96

viewpoint
somehow
livestock
appointment
bulletin
Committee
independence
shipped
occasion
remitted
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restaurant
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balance
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emission
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pleasant
definite
merit
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separate
seise
receive
representative
extravagant .
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enclosure
benefit
accidentally
secretarial
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explanation
judgment
committee
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cancellation
repetitfion

102

description
truly
successfully
criticism
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careful
pursue
reset,
source
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eMbarrass
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acknoWledge
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receipt
inquiries
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de not
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surprise
carefully
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regarding
always
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description
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current
sincerely'
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privilege
acquaintet
freight
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TEACHER GUIDE

READING COMPREHENSION AND LITERATURE
Social Studies, Science & Mathematics)

A. DIRECTIONS TO TEACHERS:

The following units in the Skills Outline have been
selected and sequentially organized in order to provide
essential vocabulary and reading comprehension skills. They
4re applied to the literature, social studies, mathematics
und science areas in the Content Outline.

The sample lesson contains its basic elements of a
a reading comprehension lesson and how to apply them.

Although each lesson represents a class session, the
actual number of hours per lesson will vary with specific
class needs.

B. REFERENCES:

1. B.R.O. = Wilcox, Gilbert & Doris, BREAKING THE
READING BARRIER, Prentic Hall, N.Y., 1959.

2. S. W. = Student Workbook - Reading Comprehension

3. S. S. = Social Studies Content Outline

*idekirieklektekiektrit*Itirkidefrecir

C. SKILLS OUTLINE

D. LESSON SCHEDULE CONTENT OUTLINE - 62 Lessons

E. SAMPLE LESSON

a. Essential elements

b. Application: Vocabulary) Reading Selections, and Questions.



PART g4 TEACHER MOE FOR READING COMPREHENSION

AND LITERATUPE

SKILLS OUTLINE

(Social Studies, Literature, Science)

The following outline gives the essential reading
comprehension skills needed flr the literature, social
studies and science sections of the High School
Equivalency Exami nation.

UNIT CONTENT

I. ' WORD ATTACK SKILLS
A. Pr'~onunc ati on

1. Dictionary guide to pronunciation-phonics
2. Phonetic pronunciation

B. Syllabication
1, As an aid to pronunciation
2. As an aid to word recognition
3. As an aid to spelling

VOCABULARY BUILDING
A. Context Clues
B. Definitions and sample sentences
C. Related words in other word forms

(ex; anger, angry, angrily)
O. Synonyms
EA Antonyms
F. Word parts: prefixes, roots, suffixes

III. THINKING AND ANALYSIS SKILLS
armAirGrairgwrinferences
B. Distinguishing factual sentences, key words
C. Recognizing categories of information
0. Verbal analogies

IV. . ANALYTIC READING SKILLS

v.

A, Recogn z ng Am n it ea

B. Recognizing supporting statements
C. Irrelevant material

READING FACTUAL MATERIALS IN SOCIAL STUDIES & SCIENCE
A. Finding specific acts
Bw Distinguishing. facts from opinion
C. Drawing accurate conclusions
D. Learning basic concepts of the field and essential

subject vocabulary

2
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ttise(Ccmtinued)

UNIT CONTENT

VI. READING LITERARY MATERIALS
A. Technical aspects of prose and poetry

1. How to approach a poem
2. Structure of poetry
3. Humor in literature

B. Interpetation



PART IL

LESSON

1.

TEACHER GUIDE FOR READING COMPREHENSION

LESSON SCHEDULE CONTENT OUTL/NE

*The following outline intludes lessons for building
vocabulary and reading skills in factual subject areas
and literature. General skill lessons in reading will
be found in Eilgicilut1121A10=i5E supplementary
materials in literature and social studies will be
found in the Student Workbook.
Notes B.R*B. chapters are developmental and should

be used in sequence.

CONTENT
ihyormigonmedrmowummoomorowirmiemdmartroisehariverwhiso

Word Attack Skills: Dictionary Use
(Pronunciation)

2. Word Attack Skills: Syllabication

3. Word Attack Skills: Review

4. Vocabulary Skills: Context Clues

5 ( Vocabulary Building ) Testing Student
( Thinking & Analysis Skills) Skills in these

6. ( Analytic Reading Skills ) areas

7. ( Vocabulary Building )

( Thinking & Analysis Skills)
8. ( Analytic Reading Skills )

( Type of Vocabulary )

9. ( Covered: General for all )

C Subject Areas

10. ( Skills as Above )

( Type of Vocabulary 1
11. ( Covered: Scientific )

12. (

(

13. (

Skills as Above )

Type of Vocabulary )

Covered: General )

14, Social Studies Content Lesson

15. ( Literature: Introduction!, How to)
Approach a Poem )

16.

SUGGESTED SOURCE

Student Workbook 6
Dictionary

S.W.

S.W.

S.W.

B.R.B.; Chap. 1

S.W.

B.R08.41

Chap. 2

B.R.B.;
Chap. 3

B.R.B.;
Chap. 4

Topic #1
S.S.Outline

S. W.



PART D., (Continued)

LESSON CONTENT SUGGESTED SOUR g,

17.

18.

( Vocabulary Building )

( Thinking & Analysis Skills)
( Analytic Reading Skills )

( Type of Vocabulary 1
/

( Covered; Mathematics & 4)

( Science.

B.R.B.;
Chapt, 5

19. ( Skills as Above BoR.B.;

( Type of vocabulary Chapt. 6

20. ( Covered: scientific

21... Social Studies Coratent Lesson Topic #2
S.S. Outline

22. ( Literature: The Structure of Poetry)

( Revi ew: How to Approach a Poem ) S.W.

23. ( )

24. ( Testing Student Progress on Reading) B.R.B.;

( Comprehension Skills and Analyzing.) Chapt. 7

2$. ( Results )
.

26. Social Studies Content Lesson Topic #3
Outline

27. Literature: Figures of Speech Part I. S.W.

28. Literature: Figures of Speech Part II.. S.W.

29. ( Vocabulary Building )

( Thinking & Analysis Skills ) B.R.B.;

30. ( Analytic Reading Skills ) Chapt. 8

( 'Type of Vocabulary )

( Covered: Social Studies )

31. Social Studies Content Lesson Topic #4
S.S. Outlino

32. Social Studies Content Lesson Topic #5
S.S. Outline

33 ( Vocabulary Building )

( Thinking & Analysis Skills ) B.R.B.;

34. ( Analytic Reading Skills ) Chapt. 9

( Type of Vocabulary
( Covered: Social Studies

35. Literature: Interpretation Part 1.

36. Literature: Interpretation Part It.

S. W.

S.W.



PAR 0. (Continued)

LESSON CONTENT

37. Vocabulary Building
Thinking & Analysis Skills
Analytic Reading Skills

38. Social Studies Content Lesson

39. (Social Studies Content Lesson )

(Social Studies:Review of Content)

400 Vocabulary Building
Thinking & Analysis Skills
Analytic ReedIng Skills

41. Literature: Figures of Speech Part II/.

42. Literature Review Lesson: How to Approach

a Poem

43. ( Review Lesson: Vocabulary Building )

( Thinking & Analysis Skills )

44. ( Analytic Reading Skills )

( All Subject Areas )

Social Studies Content Lesson

46. Literature: Interpretation Part !II.

47. Literature: Interpretation Part IV.

48. Social Studies Content Lesson

49. Social Studies Content Lesson

50.

51.

52.-

53.

Literature: Interpretation Part V.

Literature: Humor in Literature Part I.

(Student Reading Skills Review )

)

)

54. Social Studies Content Lesson

6

SUGGESTED SOURCE

B.R.B.;
Chapt. 10

Topic #6
S.S. Outline

Topic #7
S.S. Outline

B.R.B.;
Chapt.10

S. W.

S.W.

B.R.B.;
Chapt. 11

Topic #8
S.S. Outline

S. W.

S. W,

Topic #9
S.S. Outline

Topic #10
S.S. Outline

S. W.

S. We

B.R.B.:
Chapt. 12

Topic # 11
S.S. Out



ar,

122 ALL, (Continued)

LESSON CONTENT SUGGESTED SOURCES

55. Social Studies Content Lesson Topic #12
S.S. Outline

56. Literature: Humor in Literature Part /I S. W.

57. Literature: Interpretation Part VI. S. W.

58. Social Studies Content Lesson Topic #13
S.S. Outline

59. Social Studies Content Lesson Topic #14
S.S. Outline

60. Literature: Interpretation Part VII. S. W.

61. Literature: Interpretation Part VIII. S. W.

62. Social Studies Content Lesson Topic #15
S. S. Outline

7



BASIC OUTLINE OF A SAMPLE READING COMPREHENSION LESSON

.onten octal t7 ies, cience

The following is an outline containing the basic elements which

should be part of a teacher-made reading comprehension lesson.

I. ESSENTIAL ELEMENTS
A. Essential vocabulaL2E22pnted: this vocabeary should include

key concept words and words whose meaning cannot be derived

from their context in the reading selection.

Format: a. Pronunciation
b. Definition
o . Sample sentence illustrating use of each word

according to the definition used ia the given

selection).

B. #.effijrxj....electica

C.

Formats multiple choice

Vocal SIVIAtallee..29.1011..tat
ammesa

Type A: The word in paragraph 1 which most nearly means

of great advantage" is

abcdenone of these
Type Bt Ma line 1, the word "peculiar" most nearly means

abcdenonefof these
2. ac.L.b.sue,...2a2ns

3. 490231Laypstions

Type A Finding the main idea.
Type B: The author's point of view,
Type C: The mood (literature).
Type D: Valid conclusions or inferences to be drawn from

the material.

Content of Answer Choices

a. The right answer
b. A plausible answer, but one not drawn from the

material.
c. An answer using terms or vocabulary words similar

to those in the material, but not related to the

material.
d. An answer which is a true statement, but too

general.
6. An answer which is too specific.

9



aa (continued)

Ii. APPLICATION: Vocabulary, Reading Selections, Questions

A. Vocabulary

Read the selection, after making sure you know what the following words
mean, haw to pronounce them, and hors they are used.

word

enable

characteristic

Definition 28.1101.Pentence

let, allow The extra money will enable him
to take a trip.

feature, distinguish- One characteristic of rubber is
ing trait that it will, stretch.

c(2L..'uner
business, trade The old traders, as well as modern

merchants tode, made their living
in comnerce.

B. ReadinLkealtalga

On its fifty eight million square miles of land, the earth has over
2 three billion people. On the average, there are now about 52 people for

every square mile of land. Actually, of course, the population of the earth
4 is not distributed evenly. In New York City there are about 25,000 to the

square mile, while in Antarctica there are none. Population tends to be
6 dense where natural advantages combine with tradition and skills of the

people to enable a large number of people to make a living.

8 Geographic features that encourage population density include favorable
climates, where temperatures are highlmough for farming and where the

10 rainfall is evenly distributed during the growing season; good soils, where
the natural resources are available, and low elevations which make

12 transportation easy and encourage the accumulation of rich top soils.
Characteristic places of dense agricultural populations include those

14 favorable geographic factors already mentioned, settlement along river
valleys and deltas, intensive agricultrual (in which every bit of land is

16 used, and every means is used to coax the last bit of food from available
land) and subsistence farming, in which almost all of the crop raised is

18 used to .feed the family of the farmer and the small surplus is used bo buy
clothing, fuel and other necessities. There are also certain characteristics

20 which account for dense industrial populations. There has to be accessibility
of natural resources which are the raw materials used in industry. Because

22 modern industry produces much more than can be used by the populations of
industrial regions alone, there is a production of surplus goods which are

24 then made available to larger markets* High standards of living are created
because the workers can sell their skilled labor at a price that will buy

26 not only the ,necessities of life, but comforts and luxuries as well. Unlike
the areas of dense agricultural populations, industrial regions must look

28 elsewhere for food to feed their people. There is dependence, therefore,
upon commerce.

10'



PART E, II (continued)

C. &Male
1, dense (in line 6) most nearly means

a. thick b. closely packed

2. geographic (line 8) means
a. having to do with maps b. having to do with natural feature

of the earth
c. related to the study of geology d. none of these

30 for elevations (line 11) most nearer mans
a, without uphill transportation b. close to sea level
0. in the mountains d, no elevators e. none of these

c. condensed d, none of Vse

L. raw (line 21) most nearIymeans
a. ,uncooked b. unprocessed c. sore d. none of tht. se

# comforts (line 26) most nearly means
a, kindnesses b. consolations c. enjoyments d. none of 'a-3e

6. In the area of dense farming populations., every bit of land is used
a. intensive farming
b. extensive farming
vc. heavy tradir4
d. use of heavy machinery

7. Dense populations are likely to be found in all of the following amen
a. river valleys
to, basins

0. plains
d* plateaus

8. In the taro groupings below, underline the item in each group that does
not belong with the others.

A. nloH STANDARDS OF LIVING: Industrial regions, production of
surplus goods, heavy commerce, subsistence farming.

B. AREAS WITH HIGH FOPDLATION DENSITY: Independent of commerce,
natural resources, favorable climates,. low elevations.

11
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COMM c7)fr EDUCATION OF THE CITY OF NEW YORK

MANPOWER DEVELOPMENT TRAINING PROGRAM

110 LIVING TON STREET
BROOKLYN, N. Y. 11201

MAURICE , HOPKINS
ASSISTANT SUPYRINTSNDICHT

CO
C)

FOREWOR 0

HERMAN A. KRESSEL
bititC:7012

TEL, NO. 15966914460M5

This is one of a series of Basic Education materials developed
et> under a special curriculum grant from the New York State Department of
e4) Education. The items have been produced or three levels. Level I

1 materials are designed for trainees functioning below the 4th grade

CD reading level; Level II for trainees at the 4th to 6th grade; and Level

C:5 III for trainees above the 6th grade of literacy.

The following items have been developed:

Basic Education Outline for Commercial Occupations
Specifics (Typist Keypunch-Verifier, Bookkeeping Machine
Operator, Medical Record Clerk, Stenographer). Levels

. Basic Education Outline for Distributive-Merchandising
Specifics (Grocery Checker, Shipping Clerk, Sales Clerk).
Levels TI, III.

. High School Equivalency Workbooks and Teacher Guides Level III.

. Remedial Lesson Materials for Auto Service Station Attendant
in Traditional Orthography and Pitman Initial Teaching
Alphabet. Levels I, II.

. Non-English Basic EducationeVaried Occupations (Commercial
Occupations, Merchandising, Machine Shop, Metal Fabrication).
Levels I, IX, III.

. Sample Language Arts Lessons for English as a Second Language
trainees related to the occupation of Picture Framer.
Level

Two sample Commercial Occupations Basic Education Units for
reading improvement, Levels II and III.

This series was prepared by the Basic Education staff of the
Manpower Development Training Program under the general direction of Herman
A. Kressel, Director of the Manpower Development Training Program.

The research and writing were done by Evelyn K. Sussman, Basic

. Education Supervisor, and Vera L. Hannenberg and Helen R. Weinberg,
Assistant Basic Education Supervisors.

Special thanks are extended to the Basic Education teachers who
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REMEDIAL LESSON MATERIALS

for the

AUTO SERVICE STATION ATTENUANT PRE-VOCATIONAL COURSE

in

TRADITIONAL ORTHOGRAPHY (T.0.)

and

PITMAN IN TEACHING ALPHABET (I/T/A)

Parallel remedial lesson materials in I/T/A and T.O. for pre-

vocational trainees in the Auto Service Station Attendant course have

been prepared in two separate books. The materials are intended for

adult functional illiterates with a reading score less than 4.0. These

original reading selections.follo4 the sequence of pre-vocational

occupational training and have been graded in order of difficulty after

trial with 'classes in the Manpower pevelopment Training Program.

These materials consist of 29 Units, with each unit divided into

5 parts:

I. A Teacher's Guide including a chalkboard wo&up of
phrases and sentences to introduce the selection.

2. An original Vocational Readin' Selection relating to
a specific area o shop training.

3. Reading Comprehension questions based on the reading
selection.

4. A Language Arts lesson derived from the reading selection,
stressing shop vocabplary and shop language usage.

5. A Homework Assignment based on reading comprehension
and language arts lessons.

* * * * * * * * * * * * * * *



Ile

remedial radio cur*.ticmium

for iie

and d" mte servis stahon attendant

it te. v. I. hannenberg

1. job opportmnitis for le aute
servis attendant

2. ar y le man for ie job?

3. ywr job as an at 'servis attendant

4. lie attendant iS a SX1SMan

5. gettirg dresst for work

6. te servis staPon iieWt

7. e servis stxpon leland

a. hauskepirg (Ors

9 le gasolen pump

10. gasolen hau dao wee get it?

u. le feny eXcues

12. liftirg le car

13. danjer spots in le Pop

14 le history ov le tler

15. jeneral tier car

J.45. henry ford

17. jeneral aito mantenans

18. le luebricapon system

19. enjln luebricapon

20. trublitutirg

gajes and meters

22. le paler tran

23. hmldirg tires twgeter fasenirg devWses

24. steppiN on to brinks

25. stoppirg distanses

26 mr polltepon

27. le return ov te electric car

ywr gas mlelaj depends on y(to

29, winterlezip lie car



r
II/ 00

man pier development traniq prmgram
rwklyn adult tranis senter

a. s. a. - "e and d"

i/tia

blackbord frseses tw introit's selecffion

"

is a portmj ov men

if he is kwolified

dmsent tak-hmm salary

start a beginner

commifhon on sals

a gwd fuetaer in atm servis

in all Wends ov weher

oppo4uenitis for gwd wui4keiis

keep an le on him

aosessori and rale parts

reguelar mvertiem wqrk

a second Shift



hay tw wurk he niet

tw pick up supplies

a man interested in cars

get a1o4 wish pepl

lwkilifor deelers

becum stmffion manajers

o d t
1) sum attendants get a 1p persent

commiffion on the sEel ov acsessoris

and nue parts

with mvertem, commiThons, and tips,

as

an attendant can ern a desent salary.

3) an attendant needs a drieyer's liesens

tw peiform rced servis, and tw pick

up supplies.



s. a. -'"e and d"

-i/t/a

4) a man hop 1.7 inter:ested in cars,

and can get aloR wit peep, will

duo well as an attendant.

5) she oil cumpanis pick gwd attendants

job oPP.)

tw manmj nue servis stmffions.



manpmer develo
brwklyn adu

a.s.a.-"e and d"

lit/a

men trmnig prmgram
t trmnig center

empidment servis reports Pm, That

Tyr is a Shortmj ov men tw fill jobs

as atm servis attendants. Ms mens,

That The man hao trmns tw be an at

servis stmffion attendant, is liekly tw

fiend a job, if he is kwolified. meny

stmffions hay mvertiem work for Saar

empldes. an atm servis stmffion atten-

dant can mmk a fmr.ly desent tmk-hmm

salary, if he is w i ii ig t wurk

mvertiem.

and ur ond°

in nue York ty, wmjes for a be

nig atm servis stm. on attendant start

at 101.50 an our.



a.s.a.-"e and d"(j b opportmnitis) -2wm

sumtiems, opprmtors ov a servis stmflion

will start a beginner at a hirer

in jeneral, The salary for a beginnig

attendant will rmnj between 60.00

and #80000 a week.

he ant servis stmftion attendant can

main muny from commiffion on sml sum

stmffions pm a 5 tw 10% commiffion on The

eml ov Imbricmilion jobs, acsessoris, and

nue parts,

an attendant can ad m mmk kstra

muny on tips. in sum stmilions, tips

run between j8000 and 410.00 a week.

wurk week in a servis stmftion is

siks dms, mt or nien ours a d. sum
vYMr

stations hav regmlar mvertiem wui: k for

far men. sum stmffions hav a 45 our wurk

week, and hav part tem emp oiees, tw

cuver ov the tiem.



a.s.a. e and d" (job opportnnitis) -3

in sum stahons tar is a second ,hint tw

louver aull ov The curs that ft stallion is

mpen.

week- end wurk is part ov the job .

wurk on holidms is aasm port ov /he job.

as log as The servis stmflion is mpen, bar

must be attendants on dlety. if The stallion

is aspen aull niet, ten sum attendants will

hav tw wurk The niet Shift.

an atm sermvi staffion attendant
tro

must havt or be .89131 tw get, a nn york

stmt dr:ieve's liesens. he mm need tw

driev tw giv rmd servis, or tw pick

up supplies.

for The Het kiend ov man, tmr may be

a gwd fuetuer in atm servis. Tie Het Wend

ov man is a man h is interested in

cars, and is willir tw wurk between

0".



a.s.a.-"e And e job oppOrtmitis)

45-54 tors a wEek. The n e kiend ov man

must be willig tw wurk all jhifts, on

week- ends and holidas, and in all Mends

ov weter. Oast ov all, he must be mbl

tw get aloe wiA pepl, wit Me bosses

and The Liter men --- and with the customers.

a hefty man, h4 can wurk under is

condiffions mx hav a gwd bletmr ahed ov

him. Thar ar meny opportenitis for gwd

wurkers. nicest stmpion managers started

as attendants. the Qi,l cumpanis ar alwas
4

Iwkirp, for nue delers. when ft se a man

he is a gwd atm servis attendant, Am
`M1

keep an ie on him. tees ar the men he or
uo

pickt tw becum stmffion manajers.

the end



a.s.a.-"e And d"

1) AMT nr not meny jobs mpen for atm

servis attendants. trio or tats?

2) autce servis stmftion attendants nut-tally

wurk:

1) a straet 8 our the

2) dmrig the week, it nm weekends

or holidm wurk.

3) all Plifts inolodig sundms and

hc)1 dms, if the stmftion is mpen.

3) as lot as The stiftion is mpen, taw must

bee attendants

4) it is important that an attendant be

mbl tw wit pepl.

5) nr matter h gwd a wurker a man is,

he can never becum a stmffion manajer.

tray, or falls?



manpmer development. trmnig pr mgram
brwklyn adult traanig senter

a.s.a.-"e and d"

laggwxj lesson for

d

QR

stop siens

bisness operalhon

operator's liesens

top kwolity

mop up the flor

ittia (1)

Mit more

ob

job opporttnity

radim nobs

locals the problem

trobbN rncetor

di globtels

bigghlArLfenlmgli

0 mS

om

comet ikon on smls

mercury comet

competent job

a job wit promis

hledrometer rediq

a. we had tw order nue nobs from le manmfactierer for

the customer's radims

b. an operator's Ilesens, or drlever's liesens,Ts neded

tw wurk in meny servis stmjhons.

the customer complmnd abort a trobbip mmtor Olen he

stoppt for a red liet.

d. in lis stmhon mnly top kwolity mcetor of i s a.r wsd .

e. a hWdrometer reedit.? will indict Meter ihe ridie,or

waiter is W hot.



ma'n pDoer development trvIirg pmgram
brwk adult tr2anir? senter

a.s.a. - "e and d" i-t-a

hmmwurk assnmen1_fo'ob_anpslEILLnitiL

rim__ class

a. when ail drips on the ground, it forms circls ov

01 which ar .1011111.1100.1.40/10..111111.4101,10.16.1.11.0.0

le temperatwr ov le waiter in le mediator is

(fieckt bie twkiN a ../.114.4140~M0004.00.04.0 ..fihrtoworarrolraaarrus......soverWalworawar

c. a job in titii(f) p) can get abed ma beE

..10.1.111.111111M.N00...0.40114.... amins.1.4.100.1.4*1110.10.010.0.

d. attendants in meny st4ons mwk eXtra muny trw

....110.1p. 011.00.4/0.anolo 40.010.11111.411....1.11111.0114111,1.0...0001101.10

aul I attendants _fowl' in le clEniN thors and must

symtiems



manpmer development trwilq prcegram

a.s.a.
e. and I.

blackbord frEezes tw introdues--

ar
Y(52)

1st-ea.
v.1. hannenberg

.ihe man for ihe job? 41.

mk up rx tiOnd

last on job

hevy and hard wurk

the dianses ar...

mcow tw nue york

warm and cumfortabl

gres and 01

dirty hands

tmnii-g on the job

cranky customers

cosygmit'g person

kwestions on

a got kiends ov jobs

b. not dus it men glen

from the bottom"?

c. h® c1 y(a) thirgk pwd do the clenirg up in the Pop ?

serUn kiend ov wurk

consider yor heft

gwd condiPon

hevy maThenery

get mst tw the cceld

espeThially important

important tw remember

led tw better [)

poliet and plesant

wAirg on pepl

get alorg wil he customers

She blackbord

in the Pop do w fiend hard?

peep I "yo must start



I.t.a.

manpmer development trviiN prmgram

v I. hannenberg

ar y le man for 1e job?

lmr is a lot tat yc Pad nm about a job b. for~

yo) can mak up y(or mend tat it is le job for yo.

Jar is aulsm a lot tat y must nce abwt ywrself

befor yco can desied tat yop) ar fit for a sertmn

kiend ov wurk. it is just as important for yw tw

be riet for ihe job as it is for le job tw be riet

for y6.0).

ihe first tat y(p) must consider is ywr he lei.

befor y;D can 4esie tw trmn for a job, yo must bw

sertmn tat y(a) ar in gwd Ike!), and scat yc hav Itiot

it tasks tw dco le job.

a wek, sick man will not last on a jc)b tat has

a lot ov hevy and hard wurk. even if yGo ar a big

man, y must still be stror? if y6or wurk rekwier

a lot ov liftirg and carryirg ov hevy mapenery and

Wls. hevy wurk is mnly for a man he is hilt for

itµ if y(4) tmk a job tat is W hard for yo, le

dianses ar tat yth will not last very loN on le job.

lmr ar aulsce meny pepl h cannot stand very hot

or very mid weiher. for sui pepl, a job fat has a

lot ov wtdor wurk mm bee very hard. pepl mcsi>v tw

nue York from wairm plmses, liek the scut, or porto

rice, fiend it hard to get test tw le mid. an wt-

dor job mm be very hard for las pepl, espePially in



ar y(0) Ile man for ie job?

-b-

winter.

an auto servis st2Pon attendant, wurks wtdors a

gr2t part ov his wurk dx. he is rnv i r ail 1 &ie tiem pump-

ir.g gas, (t)eckirg tiers, gmirg insied for donj and stamps.

he must be 2b1 tw t2k lie het ov lie summer and he cmld

ov le winter if hee is gmirg tw last on lie job. sum

pepl get wst tw wtdor wurk very fast and lern tw 1 Lek

it. meny pepl wtdor wurk better Ian insied jobs.

le wtdors givs hem a sens ov fredom.

an attendant must Iwk net and clen. he is he man

hw 'vets he customer. hee must aulsm dress tw be c(41 in

he summer and warm and cumfortabl in le winter. an

attendant must never overdress. if hee wxrs Up) mu(ji

clmtirg,' hee will not be 21)1 tw row and tw wurk.

a man h cannot stand gettirg his hands dirty will

not be very happy as an atm servis attendant. grees and

di, and le smell ov gasoleen ar part ov he job. no

matter hai net and clen y ar Aen yo start he (12, yo)

will end he (12 wit dirty hands. remember tw tat a gas

stxPon dus not smell liek a garden, nm matter hw clen

and we it is.

n auto attendant is not le only wurker No gets his

hands dirty on le job. doctors d(o a lot ov dirty wurk.

so d arcitects, enjinErs, artists, and even techers.



ar ygo le man t'-6r le job?

c
aull ov les pepl need a lot ov scup and waiter at ihe end

ov a wurk da. nee matter hw dirty yo get, yw can mlws

woh at ie end ov the da3. spehial sTpS for grees and di

ar kept at te st4on. an attendant can ley le stwhon

wilmt a trays ov grees and dl on his hands and 'Ns.

in eny job, a man hw is interested ir le wurk, and

enjoy's le wurk, will w3wally dco well. tis is try in

mtce servis. a man h las cars, will enjd wurkN as

an attendant. If a man enjds wurkirg wit his hands,

he will get alorg in a sends stwhon. an interest in

ihe job mm led tw better pay and tw mor tmnirg on le

job.

an aria servis attendant spends a larj part ov his

wurk day wit pepl. he is the wun ho) meets le customer and

has tw be nies to le customer. if yc do not liek wAtrg

on pepl, iuis is not a job for yo. yor job as an auto

servis stxhon attendant is tw giv servis wit a smiel.

if y hay a nasty customer, it m becum hard to smiel.

but forteutly, not mll customers ar nasty. If y ar

an eery gceirg person, wit nies manners, y will get alorg

wit Ile customers. ,liis is Tod for ya) and god for bis

ness.

ihe end



ar yo le man for die job?

d
kwestions

eny job tat pis well is ihe net job for y&.

try or faul s?

an mtce servis sUpon attendant spends a larj part

ov his dm...

Insied ihe Pop

swepirg and clenirg the st4lion

In and out, in au I kiends ov weler

c. te mor cl(Bll@ an attendant wars in ihe winter,

ihe better off he will be.

tru or fmls?

d. meny jobs hav dirty wurk. nap t(2) ov tem.

e. a man w3wally en jail his wurk in a gas stxpon If...

he cannot stand gettirg his hands dirty

lieks tw wurk on cars

cannot stand wxtirg on pepl



a.s.a.

i.t.a.

mabpwer development trvisig program

v.l0 hannenberg

laqgwxj lesson-- "ar 10 le man for iie job?"

e l

hel
sme I

e le\mtor
e lectric

et

better
metal
settl

ed

credit
sediment
edwcaPon

en

enjd
enjiner
attendant
jenerxtor

ev

hevy
seventy
evaporat

22
kept
september
deposit

helt rowans
wellkept
smell liek a garden
do ) well on le job
remember well
evaporated water
essm gas stallion
leler belt
dirty sediment
altomobel enner
tecnical matter

em

remember
memberPip card
empty cans
emplde

es

dress
espepially
test

ec

section
second
tecnical

el
'weler
twgetter
!eller

get better pa
hevy mapenery
hevy ekwipment
dress for the weher
espe:Iiially in winter
reed test
ail deposits
weld twgeler
credit card
e lectrical system
e lementary edwcajhon



t

.manpwer development traniN pregram

a.sa. v.1. hannenberg

hcemwurk assienment "ar y ie man for le job's 1

fill in le correct anser--

a. it is just as important for wilt) tw b riet for

le job, as it is for Jr job tw be

b. an wtdor job ma be hard, espejilially

an auto servis stallion attendant is movir? wIl the

tteni, and pit? insied

for and

in le winter, an attendant must dress tw be mum,

but he cannot

e. gres and dl, and le smell ov

part ov an wtea servis stjion.

f. a man flea) Ileks

ar

will

w3wally mak a gwd autce servis starion attendant.

g. an interest In a. job may led tw

and mar on :he job.

h. an wtm servis stapon attendant must not miend

watirg on pepl, and must nce hat tw get



/

r

f.

manpmer development tranig prmgrarn

broklyn adult tranNg seater

ass.a. 'le and d" i t a

tidertsAieg introductory Erases to accompany redig

e'vr_job as, an aitm servis attendant*

befor Y begin tranig

le attendant's dtetis

greet to customer

attach le pump hms

set to pump rejister

wiep off to

le work ticket

ras,te lift

rig up le sals

replas te radiator k)ms

car hod jhod b recd

Then te customer is convinst

if te car neds dl

check le ar in iie tiers

-Eimer out kot le car Awls

le stallion manajer or mecartic

ie cost ov repar

inspect le ble-b system

a stmlen or canselld card

pick up suppl



"pm- job as an a.s.a."

t erts ged

blackbord_sentepspsK

L a stmhon manajer will w3wally tell le nie

attendant exactly tot his dmtis ar.

befor gas is pumpt into) le car,e attendant

must remember to set le pump rejister.

3. a. clen dip stick will hat if le car neds; di.

ic an attendant will never estimat le cost ov'

repar.

dwrig le drWvwx servis, le car hod Nod be

rasd tm inspect le

If

rj
Ii ,



&4044,A*

mnit to

lotoa1

.mangier development trmnit'g prmgram

braklyn adult tmntq senter

ymr. job I an mtm setvis attpnjant

Ay,

it is mlwas a god !e4ma to lern as much as. possibl

abmt to Job )m plan to tTk. it is a go4 ledea t fiend

mt as. moth a yo can abed to wurk even befor A) begin

trans' q for a nm Job. le mar inform on y hay abaft

le wurk, and abut kot will be eXpected ov y on te job,

le tester it will be for y to desed meter the job) or

job trani4 is net for ywo

a stapon manajer will w3tally tell le nue attendant

mll abaft has is sta.flion 'is run, and ilot le attendant's

dietis ar. le Job is admmst to sam in all sta.flions, but

sum stagOons ar run a littl differently from Liters. le

manajer will w3mally tell ye yoned to nm.

in ad! staftions it isle job ov to mtm servis

staPon attendant to gret le customer he driems up t

e pump for gas. it is ad war a gad Ada to get to

to customer as, kwieldy as possibi, and to mink him fel,

tat yo ar happy to s him and wet on himo-



yr job as an arta servis attendant

if a customer hay to wmt becms yo ar bisy, let

him nm at ylicio will tmk cmr ov him as. scn as yo ar

he ilmor lieRly to wmt for servis and not drlev awm,

if yao gret him and tell him tat ya will be with h!m

in a fw minits.

if a customer hay cum in for gas, the attendant

will Jim him vier to driev one car. he will ten task, off

die gas cap and attach the pump hoes to the tart. befor

le gas starts to flm, te attendant must set ie pump

rejister.

it is ail sae the job ov one attendant to wisp off

the windheld and ,fie rcer windm. le car hod hod be

rmsd to check the all and waiter levels. if le car needs

dl, or a nw fan belt, or an all filter, le attendant

Illwd tell le customer. a cicn dip stick, wtt the cal

111,

level hmiri, hod be hmn to te oust er. he can len

se for himself %for ,tae di level iy. viten le customer iL

convinst tat the car nerds.: ail , yon must nee int grid ov

di ie car tasks. the manwal will tell ywo

le mtm servis attendant is, mIsm eXpected to)

check ie air in to tWrs; with a tier gam j, if .the customer

asks for it



, I
,t

y6r job ax an mtm servis attenaini,

le attendant pwd mls,m fiend of t user servises

te customer mm wont. if to customer dus not sem to

n Aot te car neds, le attendant M4 offer servises

and trie tw fIgmr out Aot te car needs. sumtiems le

attendant mm ned te help ov te stmjhon manajer or le

mecanic In fiendig le .rub 1.

to attendant must ret up le work ticket. he

its titiot, le car neds but he dui not estimmt le cost

ov repmr or lmbor.

a car i i. bract in for a Imbricapon may be

driven onto) le lift bleite attendant. he rn ails rms

the lift.

if to oil has too be dimnjd, tis too m be ie job

ov ite attendant. for to Imbricmjhon, te manmfactuereOs

manmal or chart must be follmd.

an mtm attendant m ails hay t check Jie transmipon,

le differenftial, te.brmk fl id, and user flmids, in le

pcuer parts.

te attendant inspects le sels on bmriras, inspects

and clens te blm-bie system in le enjin, if lwr is wu.

sumtiems an attendant will hay t d(a) user jobs

two he miel hay to) repack or replms frunt Iel bmrigs,

replms te mr filter, or dixnj le oil filter.



RIT.112.r.
lkor job ay. an mtm servis attendant

an attendant mm al sae work with die battery. hee

mm test or tharj to battery, or replms ,fie stormj

battery. hee mm replms a seld bem mnit,

windpeld weepers, rep lies the rmdlmtor and hater hmses,

and replays a thermostat or fan belt.

after an attendant has pumpt gas Into ie car,

or mad a sml ov sum supplies, hee tmks cajh, mks chmnj,

and thapks le customer. In sum cmses he mx rip up le

smls himself. sumtiems he will turn siie muny over tw

le manajer tw rip, up. if a credit card is rd, he

must riet up a credit slip with mll le informmpon tat

is needed. he must check tw see tat lie credit card im.

not a ferny, and is not a steel en or canselld card.

tmr ar meny tkolswfildi the attendant must nce hou

tw ms. heec must bee familiar with the scrudriever, adjustabl

and socket rendies, and plieers. liar ar,mism meny yeses

ov ekwipment 4ach he wises, sudi as the hie4rometer, tier gmjl,

battery tester, hiedrailic lifts, and jacks, revers HO
majheen, gel balansiq majhen, and the mr maperr, for dis

maintip tiers .

4.



rIMM/....7....MINMPT.,

Piney yaw job as an autos servis attendant

a lot ov informmhon about servisirg a car i found

in the menmes prepmrd bI autos manmfactwrers0 an

attendant must Imk at les manwals often0

an attendant m3welly has tw hav a drWver's

Ilesen4 he mm hav tw drlev a customer ts car, he mm,

mtsm hav tw gm cut wt l stmjhon truck or stmhon wagon

for rd serv!s, or to pick up supplies.

le end



war job as an mtm servis attendant

kwestionss

Jie less yoo nm about whot is expected ov yilD on

die job, le better off yo will bee.

trco or fails?

2. in mll stmjhons, it is die job ov she mtm servis

attendant tw

drWvs

M. ~ 11.1. *MI

a customer will wmt for servis

a.' if he has a lot ov tlem

b. if he must hav le servis

c. if yo greet him and promis to) be wit him in a

fm minits.

&Briny drlevwm servis, an attendant Pwd not boi'er

Elie customer with usher car neds.

tr® or fails?

5. informmpon on servisiq a car ihwd be gotten from

a. le stmlbon manajer

b. the mecanic

c. te mama!, whenever possibl

v.,



manpmer development trmnig prmgram
brwklyn adult trmnig senter

a.s.a.-"e and d" iitia (3)

la@gwej lesson for Lcer....1.91.1.§,_LaJulta

aaniia.elitanlant

v V

blackbord frmses: Short "a" forms

an

station manajer

ectm mecanic

canselld card

servis manual

annual tier sal

Iws fan be

as

gas tank

worn gaskets

assistant manajer

passenjer car

cors rasp

master sylinder

ARL

rxdiator cap

,applic*on form

self-tappN scrws

recappt tiers

hces adaptor

rced map

ac

egsact amount

cliarj account

WI rack

steel brackets

sprx lacker

practical eksperiens



a.s.a.-"e and d" i/t/a (3)

laggwmj lesson for (or as an

EL, hiAgichacA.magniaaaaxi

1. The dons ov The car wwd not cloys

properly becalm ov The worn gaskets.
V V.

2. he uesd a cors rasp insted ov a

Tien -at-tml

3. tea nine steel brackets wer instaald

tw he id The tml piep in plas.

4. meny stmffion manajers will giv ter

men a rms after he hav gotten sum

practical eksperiens on The job.

5. complet instrucffions on hou tw servis

<II car model mm be found in The

manuefactorers servis manueal.

-2--



manpmer development trmnig prmgram
brwklyn adult trmnig senter

a.s.a.-"e and d" iitia (3)

hmmwurk assienment for yza.....dob as an

tae servis at tendant

nmm, claw deet.......techer.......tIn
1. an attendant must be cmrfwl tw dieck

he customer's credit card tw se That

it is not a
MIONAWN.09~^W.N~A.W.W.,MA.OM.006 raworwroo.o.a..rwoosvo,

a well-run servis stmplon has all

ov its tuck netly hug on a .

3, he cap Stud alms be replmst on The

sm That nm brakgewleslomaiarfterredroloyokaromMis....sona..,

fl id leeks mt.
v n

he stmThon redmst The pries on all ov

Its tiers dorig :he
NIVONV**MUIMOOP 01.400~00.00.61.041.0.010*

5. a gwd atm servis stmfilon attendant

mm sum the becum a
01008.41111.1.411.10.010111111.1101MOHNOWIMIMIN 411



manpowr 'development tram! ram

broklyn adult'trante en ei..

mtm servis attendant 1 t a
*e and d* v. annenberg

liderls.084

introductoryblackborsUrases

le attendant is. a salsman

responsibl for runniq ie stalhon

the sucsess or falmr

meets the customer

hav contact wit the customer

cum in for gasolen

check to mart system

serims ekspens or injory

drWvwa serv.is

ie windbeld

a lot ov travelltrl

mcovci millions ov tlems

betwen gas stapon visits

dmnier pants

ie minimum servis



I

gaLitto
ttetheres.gLeg

b I ackbord sen tenses

9

411

'the a endant 11. a salsmant'

1* he proper servis ta a car will prevent smrius

dammj.

e sucsess or fialter ov a stajhon depends a lot,

on Jie attendant*

3. the car parts maw mi I I ions ov tierns betwen

gaso leen f i I 1-ups.

be man hop meets le customer, will Imp le

,customer or giros him.

drievwm servis wi tl miler malt or bred( a sery i s

stapion.



manpme'r development Iran tq prmgram

broklyn adult tranig seater

mtm servis attendant

lie and d"

be attengAntis a sad saran

I t a,

an mtm servis stallion manajer is a very important

person. he is responsibl for runnig be stallion, for

manajig le wurk, and for kepig be rtaition :n bisness.

but 'ar Irj part ov be sucsess, or fmlwr ov a servis

stajlitn"depends on be attendant.

be attendant Is, le man h wets le Is tourer. it

is his servis and manner lead) will kap le customer and

brig in wurk, very often, be attendant is be mnly perso

to, Lay contact viii be customer. a Parp attendant will

giy god servis, and will ails =hal to sell be customer

parts and servis. kapiti be car in god Pimp is god for

be customer, goci for be attendant, and god for biness0

mmtorists cum in for gasolen mor often tan for

eny utter servis. bat i s the drlevwa servis is say

Important,

bar is mu& mor to drlevwm servis tan pumptg gas,

dlechig all and waiter, and clenig be windpeld and rer

winds.



*e attendant I a salsman

mmst often a car travels a hundred Weis or.mor4

befor it is brit in to fill it up wit gasokelo durii

his tiem, betwen fIlls-ups, le car ha dun a lot ov

travellIg, and its parts hay amid millions ov t10024

les parts hay gotten hot enuf to melt,

te mma* parts, te mapenery, pod be dieckt every

wuns in a *lel. ler Is a lot tat can happen to a car

betwen gas st4on vtsits. tar 11,a lot tat can gm

rot,- wit le tiers, (ultra system, le enjin, or le brak

system. if les danjer points ar not clleckt, tar m be

series eks.pens or injury*

le minimum servis at jlgocf be given at le pump

1. deliVer the gasoten

2. don le winc011eld and rer winds

3. check, le colliri system

4. check, le mmtor di

Oeck uler ineds

lie gratest apportianity for selli4 cum s from

"Iliecktrg neds. lis ma turn cut to be le mast important

seilvls given ble le attendant. a taiglc foil ow gas,

and cten windms ar important, but ta will not help



pmj *re le attendant Is a salsman

Abe driever very mud), he is in for se rius mecanical

trubi.

an attendant he Isservisiri a car has be

opportmnity t fiend cot if lmr ar trubts. if be

fan belt Wks worn, If le car is mverdm for a

Imbricmhon, le attendant juod cmll le drWver's

attention to les Important needs. in (WI* sue,,, h!.

Is holpig le drWver and helpIR be bisness ov be

at is why smls and servis gm hand in hand.

le ,harper be attendant's W in spottir car needs,

le better be servis and le better be smls.

kwestions

1. a Tod staehoi manager Is: mil bat Is,neded for

be success ov a servis

tiv or fails?

20, kepiri le car i In Tod imp is Tod for le

gad for le and Tod for

motorists drlev in tiw a stmilion mmstly:,

a. farenitn-ton up
b. for a tier check

c. for gasoten

fr. a car inmally travets: mor tan

betty =n f i 1 tups.

...... OSPOSOOOMOOMOOMMOO.W

***. thecktil,le dmnjer points can prevent serius

m00 ....... omom*oiwww0 or

O..

..... 4110 ONO



manpower development treenig prmgraffi
brwklyn adult trmnig setter

a.s.a.-"e and d". lit/a (4)

lagwmj lesson forbtLaii0SIMLLAA_Milaal

1. blackbord Erases:

el

sterirg

Wit? part

windpeld wipers

auto deler

stmnless stel

blackbord

1fll

mwv ihe creper

drev a jell

theper model

step hill

met pepl

s'entenses.

et

gret lie customer

safty set-belts

check the meter

retml prIeses

rmdim and heter

1) to car had very sIt2 pick-up ion

2) an attendant is expected tw greet

customers in a ale art manner.

3) a set ov ma blmds had tw bee

it had tw cliem a steep hill.

91 W

instmIld on The windfteld wiepers.

The customer desizded tw smv muriy

bie trmdig in his big car for a

*per model.
The attendant I'm That he wwd hav to

mcrov Mc creeper awl Aen he emptid
The enjiri crat3kca?s.



".)

110

man crier development trmnig prwgrarn
brwklyn adult trmnilg center

a.s.a.-"e and d" i/t/a (4)

hmmwurk assienment for to attendant Ls.

A.AlIMAYI
nam class dmt tedier

i=ia

1) if The attendant is tco hisy tw wmt

on The nue customer, it is a gad iedea

parmomyes~00..."1..m.. , and ask himtw

tw wmt.

2) tmr is less dmnjer ov rust, .dion

aut parts ar maid ov

3) The -ato smfty 'us rekwiar That mm cars
bee ekwippt wiTh

011.10,011410~~1.010M. MIWW.ONWWWWlf

41,
y

4) ien the mamfactmrer roses The pries

.ov atm parts, The d:lers mzually rms
The

WINAMIMMOMMIIIMMON1710Ww*IonVOININOINIMONlift

5) ite mecanic wurnd The driever That to

much ins ov The and

wwd mus a dran on :le battery.



manpmer development trants prmgram
brcoklyn adult irmntall seater

a.s.a. *e and d t t

tedierts gled

blaskbor4.frmse, for

*.gettis dresst facaude

eedi tiep ov work

smf jobs dmnjerus jobs

toms a lot ov trubl

strorg par ov Nos

*slat giv nm support

mmk le grmnd slippery

gresy and dirty

a bad imprellon

tm gardsbiit in

all; and wmter* resistant

matdarg work pants and

a mniform rental mtfit

embralderd nmm

fifty-fifty bmsis

tmkIrg muny and =kit? dm.]

keep resonably clen



.212.12a)

a.s.a "e and d'
ter' . Ie

blackbord sentenses,

"getttri resst for wurk"

I. eedi tiep cv wurk, has its sp,eihial txolki and speial
c labs.

2.. Jim tat giv rue support ar uncumfortabl, and
danjerus.

3. oil and waiter mak, lie flors in le gas stmjhon
very slippery.

meny tenliforms: ar suppliexf bEe a teniform rental
ittf It.

.6-; hands Pcod bee cleen when takir muny, mkt!?
or Nattily cut a credit slip.



manpmer development trmAm prmgram

broklyn adult treentm senter

a.s.a. se and 0'

otti9 dresst for wurk!'

bar ar spOial twls for every trend. tar is

mlsm spehial 01 a i r Midi is proper for 01 tiep ov

wurk. yaw smfty at wurk mm depend on yaw belq

properly dresst for the job. dress its smfly is just

as important in *le smcmild ssmf" jobs as it is in

Je scimnjeruss jobs.

very ins Cketiri may kip owl in be summer,

but Ices cimbi4 can get cat in a p s ov mwvip.

mapenery, and cars a serius acsident. a loll ti

tat hair dawn, or torn slevs can cars:, a lot ov

trubl. pictters ov attendants nmally pm ahem wmrim,

bay ties. betties ar peen not mnly because be lok god,

but becms to ar safer.

an attendant must be cmrfol about be pan he

wmrs to wurk. he needs a god, strop pmr ov ilxos

to support hlis feet beds he will be on his feet

ail! dm. nu hip spoils a dm Ilk feet bat hurt becms

ov uncumfortabl poos.

t a



snekers or sport :Ifw

it for le mtm servis sta on att

fet nay support, and can be danjerus.

in le winter, snekers giv te att

protection from le mid. if a bevy artici Pod

fall from a jlielf and land on an attendant's PA,

he ma hav serius trubt. the di, waiter and gasolen

iat ar fmnd on le fior in a servis stallion mask

le ground very slippery. wmkira on slippery grmnd

wit sneekers is danjerus.

speftial wurk hua ar mad for te trail. tes

tuls m3mally hav a neopren sml and het, and ar

NI and waiter relistant. sum ov tes jos ar ails

mad steel tm.4gards bilt inn

in well-run servjs stallIons, le men m3mally

dress alkik. the dress ma consist ov maWq wurk

pants and jh i r t, wurk pus, and a ske-cap. in sum

plases mit ov the attendants war cuver-mlls, ov 1e

sam culor. the culor will depend on lie gas stajhon.

hell attendants will war wun culor, mmbil attendants,

anuter culor, and essm attendants, anuter culor.



213110. wgettiiri dresst for wurk'

trntforms
merry mtm servis stallion attendants war wniforms,

at wurk. yr hav probably nmtist has nies tees Wniforms

lokiken la ar frejl and clen, in sum cases, iie

empider gets le wniforms from a wniform rental

mtfit. edi man is meterd for sws, and often his

nm is embrdderd on te left pocket ov the Pirt or

jacket. sumtwms le nam ov te stmpon is printed on

the

at sum stallions to attendant has to) pm for

the cieniq or Imnderiq ov ate LEniform. in uter

caser, ate attendant and le empider te cost ov

cieniq on a fiftyfifty basis.

at a smmll,stapon, an attendant ma hav to)

ble h Vs mn wniform and pm for its upkcp.

the upkep, or car ov a wniform 11. as important

as te wniform itself. even to finest wniform will

get gresy and dirty, will ned mendir na and ten if

it is to) continm to) la* Tod. a messy-10(N ueniform,

and a messy-10aq attendant giv le customer le

feral try tat le stallion is a mess. Iris III& it is

important for le attendant to) be dresst properly

and bee net and clen.



Yu,

2J for gettiq dresst for.wur*"

hair must be cut and cmmd. handijkod be wiept

after job sm bat bm lok fmrly clen den be attendant

is tmki muny and mmktof then), or NAIR out a credit

slip

y can*t ekspect too wiep a windPeld clen if

wag% hands ar gresie and dirtier tan the winciPeld.

an attendant ho needs a key Icoks messy and will mask

a bad impreflIon on le customer.

ov cors, nm attendant can kok spotless after

a des wurk. but it is possibl tc keep resonably den

itel on le job bie wiepiR le hands and fms after edi job.

le customer and iie boss want a clen attendant.

3*

kwestions

proper dress I. important not mnly for the smk

ov kks, bwt for wr on le jobs

snekers and sport firia ar Tod for wurk in a servis

stmclion.

try or fails?

at sum stmilions, le attendant pms for be clentri

ov hiss, tniform, and at tilers, fie cost is ihmrci

ble le stajhon and le attendant.
000.4111110001.6.04....~01.1~1010



RmLfWv get. 1 dre st for u k"

a messy loldni attendant mmks bie customer feet

bat a ervls is:

a. gwd and Otep

b. messy and carless

c. dun ble) mverwurkt attendants

an attendant Ilud never worst tern cleentrg up

after est job.

try or falls?

L



Cy 0
thanpuer development trmnig prmgram

bruklyn adult trmnig senter

a.s.a.-"e and d" i/tia (5)

laggwmj lesson for agniaA±A-11±i6Egg-Ek

1. blackbord frmses:

commipon on smls

water peel

brmken tmljoiep

enjin faeluer

fifty-fifty basis

enjin cragkems

rms The enjin

west gas

parkig spas

spmr tier mmk dienj

brigs Omnj ov
fmr pries drmn the cragkoms

mr filter dmnjerus jobs

on ends

map informmflion servis dmnjerus ocompalan

enjin luebicmPon vacmflion pm

job appli041011 nue yorksity
popelmflion

car rejistrmpon parkig vieolmflion



and d" iitia (5)

laggwmj lesson -'agAA12...gilimat.faiLlwriL
re

11. blackbord sentenses:-

1) every servis stmfhon 'eland ffiwd hay

a waute-r: pml with distilld wmte'r"4

for the battery.
i

a/

2) grmt cmr must bee tmken tw protect

the ies then The attendant has t03

armn the cragkoms.

3) the lift is alms mad for an enjin

lueb r I caeition.

.60

4) customers or liekly tw return tw

a servis stmffion if the servis is
10 00

gwd and the prieses or far.
r, roe

rerr r

5) it is a dmnjerus practis to driev

a car without a spar tier in The

trugk.

-2-



manimerf,Jevelopment trmnri prcegram
t

brwklyn adult trmnig center

a.s.a.-"e and d" i/tia (5)

hcemwurk assenment for aliiil.itgRat

iati.ltuEk

nmm class deft tedler

1) if a car caner wmts to log tw tmk

the car in for a
aossiwassaatatal**1011asaisitftlamO,

Thar mm be serius dammj to the enjin.

2) nicest servis stmitions or prep rd tw

help drievers plan a trip bie pro-

viedil3 a

3) in many stmThons, te cost ov die

attendant's uniform is fiord bie to

emploie and ife stmllon on a

valmfiromougemilemonmorgesmrow Vilifal.........016.0......4000..M.11..0.00

gwd atm mmntenans is the best wm tw
avaid

5) an attendant ma mmk extra puny eth

wee k thrco
.



0

manpaier development trmnip prmgram

broklyn adult trmnil senter

"e and e

ita

tether's gedtico.

ie servis sIghon.tmmt

blackbord freses introdtesig le selpspon

..tie, warn ekwipment

lie lad is plannd

convergent for servis

waiter mikst wit 01

a poptelar product

rust inhibitor

keep track ov te supplie

block traffic

remlend le customer

interfer wit Liter cars'

le stormj ov twlm

radimtor sailer

a deck ,ov supplwm

a Itebricmpon job

ka



t. er.,s.geg

black4uLaentenses;

. .

. .

i;fio.,. I,. ---, .,,,4

3
.,. t o; 1 nn 'tnt P. net 114,':`/11 r, . 4

tti .,..... v d (..kilt di

ie seem ekwipment is m3mally faind in te

amm plas in mast wt m servis stmPons.

2A supplies and tols ar kept on a rack, sm tat

an attendant can fiend tem msily.

36 waiter mikst wit dt mks le ground slippery

qt.

and dmnjerus.

le supptie r6)m will m3mally contmn oil filter,

spark plugs, fan belts, windPald wiepers, mirrors.

and uJer poplar letems.

5. an attendant often kaps track ov ie supplicov

materials.



.1

ilanpmer development tram q program

brwklyn adult tranirg senter

a.s.a, oe and d"

t a

le.serv1s.stabon l,amt

hav y ever notist tat mmst servis stallions

lcok allek, and sem to hay to sam ekwipment in te

sam plas? las i nm acsIdent. servis stalhons

ar lad wt in te sam way bet= le lit is plannd

le lama. is plannd to mak ail 1. be parts ov a stapon

convenient and practical.

e pumps ar located in te senter f ©r a very

gcod reson, mmst drievers WI up to) a servis

starrion bee s, tti ned gas. plasiq to pumps in fe

senter is convenient for servis and for advert Lire.

le gas pumps can be scn esily.

the ar compressor, or xi.' dispenser is, off tto

a sled. in lis wa, cars nedirg ar for to tiers can

not block traffic armnd te pumps, imajin iot a

mess tar mod be, if a car stoppt tco get ar for iie

tiers in front ov to gasolen pumps!



2mi_bco. the servis station !mut

the Itibricmhon bm

le Iwbricmhon bm is w3wally found on le net

hand sled ov the stmillon as yol) drWv in from the stret.

tis to was plannd for a god reson. it wos probably

dun to remiend the customer drWvilin for gas, lat

he nods a Iwbricmpon job. sins a Iwbricmpon job

dus. not tack, too log, le customer ma desWd to stop

and hav it dun..

le_w2hig_bm

the wolliirg bm in the stmilion is; often in .fie back

ov le stmpon. phis: too was descend to avdd traffic

jams up frunt. if the waiter sprmswer operated in

frunt, tm mWt wise interfer wit usher cars. waiter

mikst wit oil and gas around the pumps wood mmk at

area very slippery and dmnjerus.

the supplie rums, le offis, le rest rims, and

.le emplde wojliqg areas:, ar mIsm pot lm ar needed

to mit le stEepon a convenient plms Var wurkip.

mll servis stAltionshav a plms set asled for

she stormj ov tools and ekwipment. char is a twl

rack to which mll tools jhood bee returnd after ws.



emlIrs ie servl.s stmpon Imot

supplies ar kept 'on racks to, mast staPons

kip on hand aged supplis ov parts and acsessorts

tht ar ost. Ae suppile mom oamaily contmns, di

Filters, spark plugs., fan belts. Ondlield Wipers,

eirrors1 batter's, and titer popolar totems.

supplie rum will aiis contan many afferent kiend:

Dv motor oils. redimtor seder and rust inhibitor,

and clento compondu a Check ov supplies is kept,

and an attendant ho nottses tat a poplar product

is runnir mt. pod remtend te manajer abort orderts

his btem.

in sum stmpons an attendant keps track ov

he supplie ov matriertals. h will be askt tø check

In an order ov supplas, and to mak an order ov

patertals Aft ar in *port supplle.

Ams4

hmllgue
I. most $t4ions, 10k ie smm Incax !

a. wun stmhon cop's Lie Wier

b/ Aar Is no piannt*

c. Jo fast Is plannd for $e best and

mast convenient me ov spas*



ml.f2r le servls stwillon !ant

. le pumps ar allwws cut in frunt becms:

a. kw ar tm big tm be enyikwr els

b. mmst customers cum in for gas

c4 le manajer wonts to) kep an le on le men.

3. (4 bw: Is locwted in a plws sm tat te stwition

traffic will flm eIlly.

tru or fails?

f%) twts and aito supplies ar nmally stord on

s' he wail bw is often faind in le ov te

stmjtion.

I

^".

4
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man suer~ development trmnig prmgram
brwklyn adult trmnig center

ats.a.-"e and d" iitia (6)

laNgwmj lesson for The , ry i s staff on

1. blackbord fuses : "i" forms

IP

testir ekwiprnent servis stxition

trip over twls list ov supplies

01 dip stick repls distribittor points

get a tWt grip piston Per

trigger grip handl

slippery grairid

ib

rust inhibitor

distribmtor cap

smmkirg prohibited

mtm acsessory distribmtor

\



a.s.a.-"e and d" iitia (6)

la9gwj lesson for" tA.A161.11.Itabin Laut

11. 1aokbord sentenses:-

1. it is dmnjerus tw war snekers at

work Amr he ground mm be slippery

becus ov grey and oil.

if te gas mixtrar is not he riet wun,

te pistons will not fier properly.

if a stmilion is not run well, and

attendants forget tw pwt tads awm

sumwun ma be seriusly hurt trippig

mver tols.

a gwd rust inhibitor added tw The
4 V

rmdim or, will prevent rust and

dammj tw The i.mdimtor.

"smwk la prohibited" siens veer gas

pumps flud aniwms be observd bie kotil

The customers and the stmilion empldes.

2-



manpmer development trmnig prcegram
brwklyn adult trmnig senter

a.s.a.-"e and d" lit/a (6)

hmmwurk assienment for tgalLyia

±MbAn.lali

nmm dmt :tether

fill=in

1. it is nesessary tw wiep the

cien, befor pwttig it into

he enjin cragkoms.

2 an attendant mm sugjest That a

be added tw te

rmdimtor when it is fluffit and r.efilld.

3. in sum stmThons, an attendant mm bee

askt tw prepmr a

for The boss tw order.

sneek ?r ar dmnjerus in an to set~'vis

stmffion becaus gres and ail mmk the

ground

he battery vmltmj mete, and The

Kedrometer ar peses ov

tiesd in a servis stffion.



4*

manpmer development trmnig program
brwklyn adult trmnig senter

a. s. a. - "e and d"

ied o

11M.A2LYILAIMBISO 'eland

blackbord frmses:

mmat important part

ekwippt with an dl spout

a battery wauter dispenser

ftuld bee wiept clen

distilld wauter

attractiv tw he customer

mks the porit osier

prevents tpillil

4
4

4

iit/a

The rmdimtor ov a care

speThially perified

blackbord sentenses:

1) tw he attendant, the ieland is the

mwst important part ov The. stallion.

rre'
"r^).

,1/4

tr,ver!



a. s. a. "e and d" -2- i/tAa

the sery s s t.g.)

2) te customer sees the Leland first, and

gets his impreffion ov staffion from

he apperans, ov

3) after he 41 spout is mmd, it fficod bee

wiept clen.

4) The wauter for the battery is distilld

wmter.

5) bees or msmally off tw he sled ov a



r1 i

rwk
W ,AP4s ww e g.*

adult.trthnla

s. a. sw. "e and d" i/t/a

ta.lalail.Atagajtaml

The servis stmffion ieland is he spot

vier he gas pumps ar located. it is

catald an ielaffd probably becaus it is

surrounded bie The titer parts ov The gas

steftion. S ally he ieland is in be middi

ov The stffion. troche attendant, he Wand

is he mmst important part ov The stmffion.

Almr ar nany user this found' on a
MP

servis staftlon iele..nc besieds he pumps.

an ieland is mamally ekwippt wit an dl

spout, a wauter pa,, a battery wter
dispenser, and a tmel hider.

he ieland is be first spot a

customer sees . it flud lick net and

attactiv tw be customer.



a.s.a.- he And d" pg. 2 i/t/a

1112A611.1ial2n!Leallid

he oil. spout is inserted intro a can

ov Aen be enjin need s rnor dl. the spout

mmks The porig eerier, and neter, and

prevents after the spit is uesd,

INt *ell be wisipt clen, and pwt back in its

propieNr,plms.

the wailter pml is msd tw add wmter

tw Me or- ov a cas this pml must

be kept clen and /re ov dirt ov enykiendw
vf,

a battery wmter dispenser is
411, .111

mamally tmnd on he too. the muter

for The battery is distilld w ter. it

mod" be smvd for ms in he battery mnly .

distilld meter is walter that has been

speftlially perified.

mmst ielands alsm contmn a tel
10+1 OA

holder, belted tw a pmt-. proper tmels

pim a very important reel in the attend-

ant's word.

v.



as.

;

a.s.as- "e and d" Pgb 3

a peeper tmel is ueld tw wiep he windffield

and rer windmo be attendant aasm mmks

ms ov piper timels tw clean his hands

160.1

-11.1za

meny parts ov a stafhon

ka. mces t s tmittons hav a Italia...kat a

1112,6.2allmja., and a Amallxuar.L.111.

bms or inmally off tc the sied ov a stalhon,

wilh a sien indiostiq Almr edi bae is located.



manpmer deyelopment.trmniq pilogram
brwklyn adult trmnig senter

a.s.a-"e and d"

ialatiams.

1) the 'ieland is bilt tw hold manly he gas

pumps. truo or furls?
4 1+

2) distilled wader is kept in a °l en

purl f or the

(1) windffields

(2) she i:mdimtor

(3) battery

) the WI spcit prevents the oil from

4) the first plms a customer sesAien he

drievs in is te

5) in addiftlon tw the pumps, Me island is

ekwippt wit: a)

b)

c)



manpcuer development trmni9 pr gram
brwklyn adult trmnig senter

a.s.a.-"e and d" iit

laggwacji lesson for tg_agLyia_atalgn

[eland

1. blackbord frm:es: "ie" forms

servis stalion ieland

meter dieals

hiedrameter redig

hie-test gas

hiedrulic brmks

Fier ekstiqgwOler

tier treds

off tw a sled

purified miter
increest mielmj

wuns in a Aka

fiels and rasps

wineeld wiepers

top or model

dieagonal cuttig pikers wiept clen

pBeers

hiedrulic lift

servis pied

-1-

Ael alienmerit

dmnjer dens

fhieny and Glen



man suer development trmniig pregram
brwklyn adult trmnig center

a.s.a -"e and d" iitia (7)

lalmwmj lesson for hgaglAilgtalan

11. blackbord sentences:

1. fier ekstiggwifners or plant
troomt the servis sto hon for
kwick ms in an emerjensy.

fiels and rasps, for Tien and
corn flit, or kept on racks
in The tad rwm.

3. slip-jdnt plieers or adjustabl
and mm be uesd merry differemt
tieps ov jobs, and for different
sieses ov nuts and belts.

pax Ael alienment mm cuss uneven

war ties.

a gwd attendant will spot dmnjer

siens in a ca. befor Me trubi

gets serius.

-2-



mane or development trmnig prcegram
brwklyn adult trmnirg center

a,s.a.-"e and d" i/t/a (7)

hcemwurk assienment for bAItuaattqhm.
ieland

nam class dmt techer

1. mematic brinks opermt with air , and

opermt with flwid.

2, if the tiers or wmrit3 unevenly, The

car mm need a
0.MONNA11.6.1.ANN~M~Wa.m.,

3. has aWIN4d*...Ma.~0~0.00.14.

omfak*ONISIrajawsailillimie0

hieer octmn rmtit3 tan regular gas.

Aen miter is needed in The car battety,

wnly distilld or
WOWNaorwawri~~~ M.OMMISMIMMMINNO

fficad be msd.

5. The proper tiep ov gas, and the proper

servis will giv The driever



manpauer development trmnig prmgram
brwklyn adult trenh, senter

a.s.a.-"e and d" te er's gied iftia

klgHgskar:s,LjzaLg.z.±s.jLInjudues spaubm

bspakegaia jjiot;:.s

cleen-up jobs ar fiord

men task turns

tudl-up pant jobs

mmntenans ov tols

skilld mecanics

in mammst every trmd

tuts and ekwiptlient

a gwd apperans

wmst tiem huntig

led tw trubl

the pocket ov a ueniform

start at the bottom

brmken-in

a sloppy' wurker

a sloppy woihrum

left in a mess



s.a.-"e and d" (Lg.) pg.2 iitia

britligUila.d2rs

gets on everywun's nervy

back on The rack

hay mor confidens

not very popelar

reassembl te job

fwer acsidents

blackbord sentenses:

1) in meny Pops, a nue man has tw start

at The bottom.

2) The clen-up jobs ar mveally flimrd bie

ull ov The men.

3) a sloppy attendant is not very

popelar wit his felice wurkers.

4) even skilld mecanics clen-up in

The pop.

5) hen tolls and ekwipment or replmst
+4.

on The rack, tear or, fueer acsidents.



()
manpatier, development trmni@ 3rixgram

brwklyn adult trenirg senter

aes.a.-"e and d" iitia

hNAktaia.09111.

every servis stmflion must be kept

net and clen. this is important not

mnly for he customers, but for the pepl

wuk in The stmfhon as well. in incest

stJhons, he bseep ig chors, or clen-up

jobs,or ffimrd hie all the attendants. be

men tmk turns at cleniri and swepill. The

stmffion and woThricoms. ter or tub_ up pent

jobs, windm-wofilig, and The mmntenans ov

tads and ekwipment. aal ov Ales hors or

fimrd bie The men.

cleniri up is part ov aammst every

job, in every Jhop. a boss ekspects The

men tw clen up after temselvs. This is

.

even trw av very skilld mecanics in

majbeen "hops, in metal Shops, and in almmst

every trald.



a.s.a -"e and d" pg.2 ilt a

balAiW a.d1prz

lhar or meny fliov. in Aich a man has

tw start at The bottom nc matter hou mud,

trmnig or skill he has. in meny

the last man tw be hierd has the job ov

clenig and swepig. Ms is part ov beig

"bi.mken in". mmy after a man has

wurkt at The clen-up jobs for a Aie1,

dus he get tw dco the skilld wurk in the

'hop.

in an atop servis stmffion, he cleen-up

fors ar mipeally Mmrd hie aal ov tie. attend-

Pants. the man he is a sloppy worker,

will get into trubl not cenly with the

boss, but with The titer men in the ffiop.

nobody lieks tw ma a wo, rum that has been

left in a mess be sumbody els.



a.s.a.-"e and d" pg.3 iitia

boaktoiLLItau

nmbody lieks tw gm lwkig for 'has That hav

n ot been °lend properly or replst, after

ues. This kiend ov sloppiness gets on

e verywun's nervy, and ueyeally ledtc
trubl.

TIA.PACJAJals

speffiial tools and peses ov ekwipment

ekwier speffiial car. but as a jeneral

aal tols and aal ekwipment mod' be

clend after edi ues, and pwt back on the

rack.

aril Jhops hay tool racks and tog rcz s.
tai racks that or net and orderly giv the

stfhon a grad apperans. customers hop,

get out ov Almr cars. Ala The servis is

beig given, hav mor confidens in the

stmffion's wurk, if Mx see an orderly tua

rum. a net fop is very grad for bisness.



a.s.a.-"e and d" pg.4 lit,/`a
ask ors

an orderly tl mom is alasm a greet

help tw he attendant. if tols ar Amr

Thee flud be, hen The attendant dus not hav

tw worst tiem huntig armnd for Me twls

That he needs. an attendant can get very

hot under The collar if he cannot fiend

he -NA he needs, when he needs it. if yea

or he "slob" he never pests thirgs back,

wotch putt yul will hav tw lwk for teas

When yap need ahem , and ye ar not gmi4 tw

be very popmlar wih ycor fella attend-

ants, or wih The boss. saner or lmter;

This sloppiness will led tw trubl.

fleetness is espeplially important

When yco or wurkirg wih small parts -

lugs, nuts and bits, or wopies, or

caps. hes small parts get lost very

ily When yco or wurkig with tees small

Pa rts, remember.tw keep hem twgeter in



(

a.s.a.-"e and d"

hgatmalajtau

()

Pg-5 lit/a

wun plays , Astir yao can fiend item esily. yup

will need tem en yao or reassemblig The job.

never pwt lugs or nuts and bmits in

The pocket ov yur ueniform. is mm be sf
liver, but i if The job is not finiffit bie The

end ov The d, yuo may forget That The parts

or in yor pocket.

the nekst dm, when 140 gm back to Me

job, yw mm be wmrig a frejb ueniform. The

parts for the job on Aidi yto wer wurkig

mm be on Thar wa tw the laundry wit yur

dirty mniform, and po m be out ov luck.

if, for sum reson, yclo cannot get tw

wurk The d after yco hay pwt The parts

in por pocket, The man hco tacks aver war

wurk will never be bl tw fiend the parts

tw finijh The job.



a.s.a. d d"

0121211tail...NC1

it is very dmnjerus tw leev tads

around. a scroodriever or rend), an

ekstenJhon cord, or liet, a dolly or a

jack left out, can cans a serius full.

if tools and ekwipment or pwt back

properly, tear will be fixer acsidents

in the Aop, and the wur.1 will gm mor

kwickly and moi. effi*ntly.

Pgi '1 i/tia



a.s.a.-"e and d" (h.chors) lit/a

kwebtLau

1) speNai men or empldd tw Glen up in

an atm servis stThon. trm or fads?

2) sum ov The mmntenans fors ov The auto

servis attendant or:

1).

2).

3) a sloppy attendant will get on The

boss'es nervy and on The nervy ov

The uMer
000111111MIMININIMMI.01P.MOMMINIMIP0111011M101~M11010

4) never prat small parts in yur

Aen yrso or wurkig on a job.

5) tads That or left lieig around:

a) or esy tea trend Aen yco need tem

b) smv tem on The job

c) or a dmnjei. too everybody in The fo.



man suer development trmnig prmgram
brwklyn adult trmnig senter

.s.a.-,"e and d"

larnwmj lesson for

1. blackbord

iitia (6)

or

"au" fo:ms

hcuskeepit duetis wmrhms supplies

houshmld supplies tad stohms

hmswmrs department county oorttxus

hmsreckig or hothms timers

hmsmmds chors 30 dms in ihe .wurkhaus

hmsiq ority

mmtor hmsig

mtgwig orders

aut40 p nt

oors. mtlien

outrmjus prkses

wurk outfit

outbord mcetor

dmly wurlout

witmt p

=ler blackout

:hop lmmt

tier sellout

hie.sowl dropout



a.s.a.-"e and d"

laggwmj lesson for

out- re

(Risk

do

tia (3)

lors
.111,

t t e or or
1*

outsell :the competitor

outsmart The tedier

crutwurk The boss

Gut do The best ov hem

mtlast frie *per brand

mtwmr aal uther tiers

11. blAsktord sen ens s

1. the mceto hausig wos mad ov hevy stel,
A

Aidl can tmk a lot ov %vim% and tmr.

4 mtsied pent u3ually contmns led Aid'

masks it tut and strog.

3. The werhais w s out ov supplies.

4. customers will not cum back tw a

stajhon that oarjes mtrmjus prieses.

5. ta :hop ].mot is desiend tw wok wurk

eesier and mor convenient.



1

( )
4

.man Ozer development tresnirj prmgram
brwklyn adult trmniig senter

a.s.a.-"e and d" iitia (8)
410hmmwurk assienment for ors

neon class dmt, teder

141.10 Ale compound wurd that fits The

sentens:-

t rrrr r1. a coffee Pop that sends out feed orders

has an department.
2. the desen ov a shop is aasm caulid

be Shop
.

a brand that lasts logger than Liters

is sed tw the idler brands.
4. a person ha) dus not compieet scull

mm be descriebd as a sowl

a pies in supdlies or me4andies

or stord is mild a or

a
OMOMMIONNOW~M~MOOMMWWle



ar

manpmer development tranil pro gram
brwkiyn adult trmnil senter

aos.a.-"e and d"

1111.S (AllslagaLiathla411

te sies ov storaj tagks

he sies limit

The lam dus not permit

in gwd wurkit condiffion

opermt he numbers

utomatip addira ma," n

keep track ov, The gasolen

dianj The figatts

nee-r The he connecThon

The pump rases

The harder he skwezes

automatic nozzl

result in an eksp1m3on

cum in contact

Check be pump fivers



()

aes.a.4-"e and d" (b.frmses) iitia

1 ) Ma largest gasolen storm j tagk

hmlds .550 gallons.

2) The Beers insied Ae pump opermt The

numbers on the fags ov te pump.

3) the pump cannot murk unless aull the

fipers or set at zerm.

4) the pumps or semented and beated

dmin and,cannot bee blmn dawn .

5) an attendant .must keep a record

v his swls bie checkiq The pump

figms.



man poue.r development,trmniq pr gram
moklyn adult trmnig center

a.s.a.-"e and d"

0 ritgea _jai=

e man bisness at eny atm .servis

stmlhon is, ov cors, the sal ov gasoleen

fuel . The pumps on The 'eland ar thmtfor she

mn attacffion ov she staffion,

The storm i tatik for ech pump is

berid about ten feet underground . ech

storkmj tatik,heelds 550 gallons ov gaso-

len. gor is nay differ ens in the siez ov

stoi:mj tagks. tm ar she sum Aeterillie

ar located in a smull gas stmffion or a

larj wun. a larj staefhon will hav mor

talks, but ee0 tagk hmlds nce mor than

550 gallons.

she sies limit on she tagk set bie
IRO

she fier department The lau this not per-

mit lorjer tasks.



a.s.a.-"e and d" (gas pump) -2- ill/a

a gascilen pump is semented'arid

baited din on The pump ieland. it cannot

be pught dmn or blmn thin bie a strog wind.

insied The gasolmn pump, Mmr is an

electric mmtof*, pmei. for This mmtor cums

from insied The stmffion off is. the mmtor,

operaets the pump, forsiti the gasolen from

he storaj tarok beim, tw cum up.. Witt

The mmtor tw pmer the pump, the gas will
.14

not fiw. te,mmtor ffiwd be dieckt and

kept in gcsd wurki condifions at all tiems.

insied he pump or the gers That opermt

The numbers on the fms ov he pump.

numbers ar liek an automatic additi When

or rejister, wIiij bmth ft customer and The

attendant must wotch. The pump Mwd rejis-

ter Me correct amount ov gasoleen Aid) gms

in, and Me cost.



a:s.a.-"e and d" (gas pump) -3- i/tia

the numbers auisc act as a call reji.ster

and help the attendant keep track ov the

amount ov gasolmn he has smld for the dm.

an attendant must keep a record ov

the gas he has scald eh dm. he can check

his smls b rietiq be numbers in the main

at the beginnii and end ov eth dm.- if the

pump dams that thmr- ar. 450 gallons ov gas-

olen in the mornig, and 375 at niet, ten

the differ:ensAntwen ties numbers is the

amount ov gasolen Which has been scads in

this cms the amount smld wwd be 75 gallons.

just as the smlsman checks his caffi

register in the morni@ and at the end ov

the dm, ste tw must an attendant (Peck the

pump f guers

the ke for The pump is jenerally held

bie the empider or manajer. cenly he can

cepen The pump tw dimnj the figuer%s.



'4;..11 6'.1i-44, e and d"
, "

(gas pump) -4- iii/a

wuns she pries is set, the pump dus not hav

tw be mpend.

tw opermt a gas pump, yap must first

pa* a swill leve, or button on he sled

ov Me pump, ncer The his connechon. wuns

he button is presst, ft attendant must

check. Amfigmrs on te fms ov the pump tw

be That ha ar all set at zeem. the

pump cannot wurk unless will the figmrs

ar set at zerr . if hmr is eny kwestion

about the numbers, call the manajer or boss.

wuns Me numbers ar set, the pump is

redy for acffion. The attendant Mwd tmk The

he and nozzle out ov the pump resess.

neer the loges resess, Thasr is a small handl

or bar. his handl must be turnd haf way

40 IN.

tw pct electrisity on. ten Ale met or

starts tw opermt and the pumpil ov gasolem

can begin.



tijA E..e and du (gas pump) -5- iitia

The attendant hmlds on tw she end ov

hays wit he nozzl on The end. he.

inserts The nozzi into The gas mpenig ov

the cai4. The attendant must skwes he

n ozzi for Me gas tw begin tw flm. The

harder he skwezes, be faster tie gas

w ill fl m. an attendant must get he feel

ov Ms, and wih a littl practis, he can

contkel The fl-c very eerily .

if The nazzl is automatic, spejhial

cmr must be taken en it is inserted.

w it an automatic nozzi, the gas mm spill.

This is a wmst, and an unnesessary ekspems

tw The stmffion and The customer, it is aulsce

a fier hazard.

Me enjin fficod be turnd off in the

automobeel befor gas is dispenst.



04"

e and d" (gas pump) mss 1;i

At attendant. "brad se to) it That filmr is nm
s

smmkig or lieted flat enyAmr ner The pump.
4. .

Mes smfty rods or The laul and eny person

hop dus not follm hes lm. oan be fiend

#500 and get 6 munths in jml or bmt.

brmkiq Ales smfty Ins is dmnjerus and

costly*

be "fur tw get The nozzl grounded in
I

The filler neck ov The. car* this will pre-

vent sporkig*, an utomobel Aich has been

driven trot) The streets bilds up a sertmn

amount ov static electrisity* ien The:

gasolen nozzl maks contact with The car,

a spark can gm off A4 mm result in an

eksp1m3on*

de.) not spill eny gasolen on.te car

or on the ground. gasoleen will harm the

car finijh and mm catch fier if it cumin



'eles.a.-"e and d" (gas pump) -7- IA/a

contact wit a hot surfs. if gasolen

leeks on The car, get a pml ov waiter tw

por cever it sm it will not harm The pent

finilbe wmter pord on The spilid gasolen

aasm helps tw get rid ov the gas films.

lumailo4

1) eech gas stmffion gets tanks ii hmld

550 gallons or moi. treo or tmls?

2) if The numbers on The fs ov The pump

or not aull set at zerZce.:

l) the ammnt ov gas pumpt will not

be correct

2) The gas will fice to) fast

3) The pump will not begin tw wurk.



a

.1i r?'6 and d" (gas pump lit/a"

kinato
befor Al a gas can flm, be small hand.

must:

1) be puAt all he we down

2) be puftid all he we up

3) be turnd of wm, to) start

electrisity.

4) The floe cv gas will depend:

1) on hm mud gas is in The tack

2) on Aeter The numbers ar set
.1

correctly

3) on him hard Me attendant skwazes

nozzl.

5) a person can be fiend
4 and.............

get ...- in jml for not

follmill he smfty r4 s.



) )

manpwer development trmnip prmgram

a.s.a. "e and d" Wa #9
laggwmtlesson ie
I. blackbird Frames:

um

numbers on le rejister

check le pump

WI cumpany

bumper jack

mtnimum wmj

un not
SX =

port forms ov "u"

YR

car uphmlstery

rupturd Vas

mtm supplWs

supplementary incum

brass cuplirg

us

gret Jie customer

suspenjhon system

internal combustion enjin

rust and Oud3

trust te customer

under - beneth beim

unlockt, rejister

unpad bills

unfilld gas :.ark

uniesd parts

unlimited supply

underneth to hid

undersell le competitors

winter underwmr

underground gas tanks

underpmd wurkers



a.s.a.-"e and d"

laggveljesson

II. blackbord sentenses:

i /t /a #9

le gasolen pun

1. le attendant must mlwas be cxrfwl tc protect

the car uphmlstery from gres and di stns.

2. le minimum wkj for an auis servis ste*on

attendant is $1.50 an car, or $6o for a forty

cur wcEk.

3 the bumper jack is msd tc lift le car *en

a t[er Nenj is mwd.

4. an attendant mw ern supplementary incum thr(o

commiThon on sxls and tips.

gasoIan is considerd a very gwd fr..l for an

internal combustion enjin.

-2-

1



manpcuer development trailp program

a.s.a.-"e and d" ip-Wa #9

haona..42aingni "le aasolen pump2

nom class dwt teener

fill-in

I. ie oil must be chxnjd regwlarly sm tat harmfcl

and will not get tw iie enjin.woome...014swieummerrameiwar,

2 tiel the car is standN at le p;ump, le attendant

poxf inspect to parts le

3. an enjin in whiff le fuel is burnd witin is callid

an

4 an attendant's incum sever and abuv his curly

is mild

5. befor gas Is pumpt intw ie customer's car, the

attendant must check t se tat le

all! red zerm.



manpower development tvmniq prmaram
brwklyn adult trmniti senter

S.

a.s.a.-"e and d

blackbord introductory frmses for

solea iLiaJI kft.saLlit
The mmn acffion

mmst important industry

speffiial propertis

internal combustion enjin

prmmium gasoln

The enjin 's sylinde1fts

hie 6ompi.efflon enjin

block hesflm ov fuel,

vmporiezig in The gas tagk

1m mr prefter

different blends

prevent vapor block



as,a-fle and d" (teee.r gied)

.12.11Siko d

modern industry depends on transpor-.

tallon and muvment.

2) gasolen is very well smted tw an

internal combustion enjin.

speThial gasolen is sumtiems amild3)

pretmium gas, and costs mar.

4) for aammst every kiend ov

condiflion, tar is a speThial gasolten

desiend 'Up help he enjin wurk best.

5) enjin ruts is te result ov improper

burniq in the enjin' s sylinders.



.s. a. -"e an d"

hmAwmataidtl40,0

be sae], ov gasolen is the main bisness

71;7.01y 'Ir wt. VW 7 7f ',ell ,18/ T

ov Ae servis stmhon. ,ov cars, Mmr ar

meny uMer servises and smls iii tack plaes

at a stmhon, but The main acffion teaks plays

at The pump.

the gasolen bisness is wun, ov the

larjest and mast important industris in

she wurld. it has been sed, That wmrs ar

wun as mud) bie gas glen as bie guns. the

reson for This is That modern wow, liek mod-

ern industry, depends on transportmffion

and mcovment. The mcovment ov cars, trucks,

and usher vehiols depends on fuel. gaso-

len is he main fuel,

Mar or several sorses ov gasolen.

the mmjor sors is intrmleum. in iggland,

the nmm mad for gasolen is 91.1;LC.



a.s.a-"e arm d" (gasoleen) i/tia

gasolen has spefilial propertis vhioi

mask it a very, gwd fuel for an atomobel

enjin, for mrplmn enjins, and for mmtor

bcet enjins. becalm it burns kwickly, ,and

burns very hot, gasoleeeen is very well

sueted an intiernal combustion enjitt.

the autce, the m rpimnil, and Ale Rotor bcat aull

hay internal combustion enjins. 4,,
6:4

sifts thaer ar, di.fferent kiends ov

ternal combustion enjins, and meny dif-0

ferenses in he wm ash enjin is tiesd, Aar

ar alsm meny, different tieps ov gasolen .

gasclens act* mmd tw fit meny different

sitmaftlons and condiffions.

latjhalt4m.rsapagLir?

a driever pwlli ti up to a s rvi s staejhon

pump for gasoleen will bee askt if hee wonts

speThial or regmlar gas.



u.s.a. 'e anu d" (gasolen) i/t/a

speftlial gasolen is sumtiems mild premium,

and costs mor* he attendant will fill

The tarok wit The tiep ov gas of di the cus-

tomer worsts .

e mmn differens between reguelar and

spehial gasolen is in The amount ov anti .

nook compound ech contmns. spejhial

gasolen contmns mar anti-nociecompound.

The mor compound, The hieer The octmn number,

octmnenumber is a wee ov meuerir

he amount ov nook or piR ov The enjin as

te fuel burns. enjin nds is she result

ov improper burniq in the enjin's

indes. mymally a nook or a pig mens

that he gasolen is not egsactly riet. far

he enjin* a hie comprejhon enjin needs hie

octmn fuel tax operant without nooks or

pits.



a.s.a. 'e anu d" (gasolen) 14- iitla

ZMAg±..w.Atdatl.gAlalma

gasolens or mmd to order for all

Wends ov enjin and for all Wends ov

wether condiffions. gasolens air speffilally

maed for hot and cmld climmts, for hie and

lm altitmds, and for nil ov the sesons

the yer. for almmst every kiend ov drieviig

condiffion, hmr is a speThial gasolen desiend

tw help the enjin wurk best.

for very hot cliemmts, cemists hav

mikst a gasolen AW1 can tmk a grat del

ov het befog it begins tw stem. then gas-

olen gets hot enuf to turn tw stem, or

vapor, it blocks Me floc ov fuel tw the en-

jin. the vapor will taus he enjin tw

stall. gasoleen that turns tw stem or

vapor is also, a west ov fuel. maamalaal

or yallarjLeezH' in the gas tank, causes a



4:4 13 40; ( gas °leen ) t.) -5- i it/a
loss ov gas, just as evapormition muses a

loss ov muter in a water talik.

in order tw sim dmn the evapormftion ov

gasolen in hot wether, a spefhial combi-

nmflion ov gasolens wos mmd, gasolens for

winter us, us in °mid clienimts ar
desiend tw inores the sped ov burnii. fast

V Or r vor rot

burnig mks for kwicker enjin starts in

frezil weter.

speffiial g0asolens ar uesd in mauntmn

rejons, beams ov the ice ar~ prePuer in hie

plmses. This gasolen is desiend tw sine

the evapormffion ov the gasolen and prevent

vmpor-blook.

sum gasolen refieneris prod ms as nieny

as twenty different blends ov gasolen tw

met different kiends Dv oondipons.



ass.a.-"e and d" (gasoline) lit/a

1) gasolen is gcod for internal combus-

tion enjins beaus it is:

a) sl burnig

b) fast burnig

c) very dap
4.

the mar anti-nock compound in a gasp n,

he the octmn number.
4/

3) a nook or a pig telmally mens that the

gas tarok js ice. trao or fuls?

4) anuiher wurd four stem is:

1) evapormffion

2) hot waiter

3) vapor

he plms Amr gasolen is blended and

prep rd for ues is amild:

a) an ail tagker

b) the man stmffion

c) a refienery
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manpower development trzenirg prcegram

a.s.a. ne and d" 4kAa

lagDwxj_lesson: Dasolen has Jo wee get it?

1. blackbord frzeses, swndov"h"

bra!kirg acjhon offiThial inspecjhon

spepial or premium gas daanjerus sitmPons

comprejhon enjin auto servis st4on

ice xr prejhuer enjin luebric4lon

drievirg condipons

pock absorbers

mapen Mop

.112

bisness partnerpip

stxion cenerlhip

Tod sxlsmanPip

movirg vieolxPon

modern transport4on

muter evaporxMon

ArLdis_

net wurkmanjhip

credit club rnemberjhip

hardPip drievirg condiThons

II. blackbord sentensest

1. Tod sielsmanihip will pcot extra muny in an

attendant's px drecka
2, it is important tw check le drWver's credit

club member-Pip befor fillip out le credit slip.

3* winter drWvirg condipons ar a harctjhip, and

cms war and ter on a car.

4* le rxdixtor and battery jilwd be theckt for

waiter evaporxMon.

worn pock absorbers ar bceth harmful and

dwijerus tea a car.



( )

manpauer development trmnirg prmgram
a.s.a. "e and d'

bcemwurk assienment

VtAk#1.0

"aasolen hm gw we aet.iPf

nmm class dmt *her

fill:in

I. hie octmn gas is often referrd tw as

or premium gas.

dr1evir4 condillions ar a

on a car.

3. le waiter level in le rxdixtor and battery mm
due tw

4. Wien star is mar tan wun-mner in a bisness, it

is w3mally mild a

5.
OWOWWOWWWPO.COMVAM.MmdoloW.I..W. is very important in Ihe

proper mmntenans ov a car.



manpower development tramifv. praigrnam

brwklyn adult trmnN senter
ti

a.s,a. "e and d

t a

lectierts_gled

introductory blackbord fr?ssem for

,tlejosiny_eks.,:cumi

out ov bret

mor tan an our

terribl stumac cramps

dybld up wit Nen

to hmm-mmd remedis

he Roopit his luck

understandi0 and sympathetic

te bd/s condlihon

rappt In a blailket

hospital emerjensy rwm

le boss had wmrnd him

finny ekscmses

neabody we d belev him

got a rotten brink

y



Piej.140.

teethe r s gecJ
b 1 a ck cd_ sgn

le f'flany ekscws

I. ien he ran intw he hop, he wo . completly fa,

ov bret,

2 te diecf wo dubld up wit pan.

3. le parents tried aul 1 ov ;ter hmm-mad remedi&

on te. sick Nfld.

le boss wos mad at him insted ov beip under.-

standUR and sympatettc.

5. he wc4 sorry nim almit ail 1 ov tces Reny ekscwses,

e].



manpmer development trmnirg prmgram
brwklyn adult trmni4 senter

i*toao

aosoao e and 4"

v. I hannenberg

le...fmn.y..ekscws i/I
ed gibbs ran into le mtm servis stmliton. h

was wt ov bretibeems he had run mil be wm from te

subw stmjfion9 le subwm wos ree log blocks from le

essm station on marsy avenue r ed had wurkt for

mimmst tre mut*. ed wos mar Mn an mr ht for wurk0

it had ben 'a terra)l mornig for ed. everyillig

had gon roe he had ben up haf le Met wit his sun,

jimmy. in le middl ov te nWt jimmy wwk up wit

terribl stun cramps. he wos dubld up wit pmn he

wmk le hml hats up wit his cries.

for cir ed and his wief tried mil ov le hmm.mmd

remedis tm nw but nutig mod to) help. te cramps

continued for mrm. fena1iy, ed and his wief becmm

frietend bW le bolts.. condiPon,and desteded tat lm had

to) hay a doctor Iwk, at him .

ed and his wief rappt jimmy in a blanket and WI(

him dmn talc car0 lmfwer gmig- to) le hospital to)

hay Jie doctor IA at jimmy0 te bd cried mil le wae

too ie hospital0 he cried haf at ov pmn and haf mt

ov feer ov gmig to) le hospital. after watt% for an our



teimny_ekzcms

in le hospital emerjensy rom, le doctor fknally,

egsamind, jimmy,. he cmd not find enytip seriusly

rop. wit to bol and gali him a pill. 1-le sent ten hmm

wit instrucllions tc pot le bra t bed, fed him het

hods, and 'rip him back for Xt.rqrorm as son as he was

better.

Wm le tiem ed 9ot hmm, he was: dedfltlerd. he had

ben up mstov te nkt and he wom nm !t for wurk.

bei4 ;at for wurk was nu it nm for ed. he wos

last at lest wuns a welt,. te first fm tiemtnmbody in ie

st4ion sed enytiq try him., but le last tkm he got mar

tan just a 'dirty IA from be boss. le last tam hec

had cum Imt,le bosa had wmrnd him liat anuiier fatness

mkt men htm job,

le lOt fm .kms he had given lesjmny ekscmseso

he Cmd se tat le boss didn,t belev him.. he nm is

Was sumtip rorywil his ekscmses,then a men smkld as,

tae ii dido t belev him,eter. it was funny hm he wom

ailwamin te.pasnion QV havtiv to lk abet his Imtness..

ed had le feltri tat .he had pcoPt his: tuck:to

far le ast tkm.' nm, Oren he had .a real Tod meson

for his, !wetness, he 'wom afra4 nmbody v611 belev him.



fr

D j three

he fOny Pikscms

ed wmkt strmt inta te offis t talk tw le boss

when he of to) wurk0 h had to) tell him abwt his

trubls0 but insted ov h- it understand and

sympalletic abwt te boss just hwk

his had. he tmld him at he wos fiord befor ed mid

even tel le he story abwt his miserabI net

ed left te pop wit a sick fell@ in his stumac.

Mot a rotten'br*! le first gcod res6n for beita lat,

and he never Even got a dians to tell it.

le end
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manpmerdevelopment trmnir4 pregram

a.s.a."e and d" i/t/a #11

lagawmj lesson for the fmny &Cues

I. blackbord fmsess

replms the cues

pwriflod waiter

job wit a fuetuer

chassi Imbricelon

hevy duety WI

semerity benefits

servis manmal

regmlar gas

human nxtmr

matuer peep I

secuer job

tier endi2s

Io! tie

enjin tun up

bmick hardtop

pwroIxtor WI filter

mnion dues

mmtor vehicl bmrm

duerabl parts

manuefactuerer's instrucThons

adjust the carbwmtor

job tenor

gwd postwr

gas miXtuer

II. blackbord sentenses:

I. te manwfactwrers instrucilion manwal recommended

a hevy duety all for winter ties.

2. sum mnions hav a check-off system for uenion

dues .

3. the car semd to) Ned smwter and better after

the (pass! Imbric*n.



manpmer development tralirg prcegram

a.s.a."e and d" le fceny eXcws i/t/a #11

II. blaokbor,d sentenses:

4. an applic4Ion for a lerner's permit must be

maul at ie offis ov ihe mcetor vehicl bwro3.

5. le muter for ,he mdiaAor must be distilld or

pwrifled.

6. it IS often better in the lot? run tw tat( a

job Aid') offers secuerity or tenuer, rater tan

a Meer fpN job wit nce tenuer.



manpower development tranirp prcegram

a.s.a."e and d" 04 ea

hamwurk assienment the fmny eXcies

nam class dart teftr

1. parts ov an automobel 4)44 ar mad tw last a

lor3 tlem ma be des criebd as

2. gasolen cumpanis blend ingredients tw mxk a

tat is spOially suited tw

welercondipons.

1 a lerrer's permit must be obtand from ,fie

.1mcal

4. lorgger war and better performans can be

eXpected when Jie car is given a

regxlarly.

5. sum peepl ar mor inLerested in

than in Meer



manpuer d( felopment trmni% prmgram
brwkiyn adult trmnirg sthsler

a.sea -"e and d, tediers gied iitia

blackbord frmses tw introdms selecffion

a convenient posiftion
*IP

insloect the brmkig system

vehicls

ills The horses correctly

wurk on The egAmmt system

tracks runnig alogsieJ edi Liter

a lockirg mecanism

compresst wr pc er

beet ends ar collapsibi

remcov a muffler

he responsibility ov The attendant

servisig and mmntmni@

ti



k/t/1.A

blackbord sent nsez: (lifttg :the coi.)

1) horses ar adjustabl and a thre tun
00

hors can lift a car up tw 18 indles

off The graund.

2) The smfty ov The man wurkig on he car

depends upon tees horses.

3) her is alwes The dmnjer ov lekiig gas

or dl and ov tuallg dirt.

4) her ar itire standard lifts fwd in

most stebons.

5) The lift is alwms uesd for wurk on The

egsast system, and for luebi.icefilons

and fires jobs

/3* ends ov The adjuo abl lift ar~

collapsibl



mo I*

1:r Y nt triani prmgram
moklyn adult trmnig senter

a.s a..-"e and d" lit/a

Thar or meny peses ov ekwipment in

the mite Jhop wbich.or desiend tw hceld te car

in a convenient poskon for The job That

has tw be dun. the peses ov ekwipmqnt

or boat larj and smil. rmnj from

smull jacks tw larj lifts. The jacks
40

and The lifts or intended tw rms a part

ov The atomobel off The dI:ound sm That work

can bee dun on a pert ov a car.

a humg111.1gak is attadit tw The front

or ref' bumper ov the car tw its The car
for a tier tw be dimnjd. if a Awl has tw

be remcfuvd inspect The brmkig system,

The car is rd and horses must be plmst

in posiffion unde Me "A" fimm.



If p dP' (, till car( 2 iitia

he horses provied gwd support and held Me

car in a. stelly posiPn. The hors uesd mms 4

often can hid up tw three tuns. horses
.

ar adjustabl and The three tun hors can
no,

lift a car up tw 18 indies off the ground.

for hevier vehicl a 5 tun adjustabl
*0.

hors can bee tesd.

the proper plmsment cv The horses is

very important. he smfty car the man

wurkig on tevcai. depends upon then horses.

he must plms he horses correctly, under

the 'IP, fi-mm and be that the ca sits

stelly and du not rock. wuns she atten

dant is ftifir that the horses or in plms, he

can maw under The car on a creeper with

sfty, and can consentrmt on the wurk

That has tw be dun.



t amT d" (iiftie oar:),)-3 l/t /a

die' he is under The car, tmr is

aawms The dmnjer ov lekig gas or ail, and

ov faaliri dirt. goggls Width will protect

te ies from fmllig dirt)Awd be worn diet

The attendant is in Ms posiThon.

if The fuel pump has tw be remcovd,

tar is sertmnly gmitai tw bee lekig and

the ies must be protected bie goggls.

Mmr ar *Owe standard lifts found in

mast stmfhons. ft lift is auiwa mad for
f

wurk on The egsaust system, and for luebk

cmffions and grees jobs. cars ar bilt sce

lee twdm That merry jobs rekwier The ms ov

a lift.

Me cliev on lift

has to tracks runnig alogsied ov ech uter.

The Aels ar driven ontw Ale tracks and The

lift opermffion is redy tw begin.



a.s.a.-'e a g d" (liftig car) -4- iitia'

The seater pmst on ft d4v-on lift is

ekwippt wilh a lockit mecanism. te lift@

is dun bie compresst mr. it tmks a fix

minits ov opermffion befor he lock i set.

even if The compresst mr pmer ffiwd fml,

after The lock i set, The lift cannot

#111.4AjS1 has grips Aid) can be

adjusted to.) The legit' and widt ov eny car.

The lift has The Pep ov a dubi "Y", wit

a senter xest bath ends or colla, sibl

sre That The frunt end or The rmr end can

be wukt cn frunt end jobs and rer

end jobT or m5mally dun on The adjustabl

lift.

1 d is msd Aen ether te frunt

end or The veer~ end need tobe wurkt on

separtly.



s. . -"e an )d" (liftig car)() 5 Lit/a

bmth ends can be elevated (rmsd) together.

the dubl lift mism has rim center pmst and

is Ifiarfor very convenient for wurk on te

e gsmst system.. with The 'enter free, it is

esier t. in troll or remoav a muffler and

tat piep

401=1.1iii faind mnly

sum s tafh ns as its na tells y w , it has

for p is t support he rasd are trans-

sembly.

miftion wurk is mad esie r~ it lift
becaus i evs free wurkig spas under The

e nter

the lifts rn a servi stallion r a very

important part ov The mtm servi e kwipmemt

te lifts ar The nicest ekspensiv geese s ov

e kwipment found in The 'hop. proper mante

nans ov the lifts is part ov to responsi

bility ov the attendants



ri
oar -6 iitia

lifts need tw be kept len and properly

luebHcmted
i or to wurk effiffilently,

in meny 'hops mmntenans ov lifts IA

dun on a rm mtig bmsis just Itek te

r Nmskep g (hors edi attendant has

a turn at s rvis;r4 and mmntmnirg the

lifts.

Me area around The lifts has a ten

densy tw get very dirty.

fuel leeks ar often found Aar

reel and al

r is wurk

on the car. If The area gets a y or

gresy, a compound ffiwci be spred around tw

absorb The green .a in a well-run auto op

The comps nd wwd bee spred around at the end

ov The wurk dm and swept up in the

mornig.

4c1



s*a. -"e ar d" iftig car.( a

on

a bumper jack is tre d to lift The

car for

a) a lehr cmftion

b) a reel' end job

c) tier d.an'

The horses can hmld a car, rice matter

hal tm or pims treo or als?

alms I jo need a li dm

be as

a) mmst cars or bait very Ice wdm
b) it is smfer

c) The attendant cannot dcw eny

without it.

4) te dubl lift

on te egsast

net

on een nt or wurk

tem ca it has

5) the nicest ekspensiv pegs ov ekwip
ment n the fhop or:

a) The pmer tua

b) te lifts
c) he testis a ns

4
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manpouer development trmn r pr ram
brwk].yn adult trnn i r center~

a. .a.-"e and I iftia (12)
aamiLLie,..u.cm f or I

. iimAgAl, "au" f
Paull penes

smaull jacks

4. Vr

egsaust system
.

hiedraul i c brceks

aulwms a dmnjer automobeel mecanic
staulld car authoriezd deeler

aulternmti ig current automatic transmifhon

awkward pas ifhon

hand can

clan hammer



a.s.a.-"e and d" lit /a C1 2)

1.14laAgialalaa latiamIllagi

i. hlarelhAbliAgnionlul

he attendant flud aulWms protect

himself agmnst fallig peses,

espePially Aen he is under he car

The lift is aawms msd for work on

he egsaust system and for luebrimo

coon jobs.

3. mast autos jhops hay a Laundry semis

for taxis and attendants' mniforms.
Yr

4. automatic transmiflion smvs he driever

The job ov Piftig peers' manueally in

forward speeds.

5. mull jacks ar msd for tier denjes.



v

manpmer development trmnig prcegram

i/tia a.s.a. v.1. hannenberg

hgatuLLAAailnamai "liftig be car" (12)

fill in The correct anser:-

1. traffic wos backt up on Ale hiewm for

mver a oriel becas ov a

101.14.0.1,00044 in Ale net lmn,

2. an attendaht 1114 is very gwd at his

job, ma sumd x. be cum an

if he tmks speftlial trmnig,

3. wurk on te muffler, tml piep, or eny

titer part ov te

must be dun wilt The help ov a lift.

4, mmst electrical appliaanses in he

mrated stmt opert on
amilM111.111110MMMINYINIMPOIMM1101111111bk.0

rather Than on direct

current.

5.
IMOININA WAPIONOWNSMINAWNWIII.MoONNMMO1~1

cannot opermt

flwid in The master. sylinde.



manpmer development trmni grar
brwklyn adult trmnitg senter

a.s.a.-"e and d" techer s gied lit/a

introductory black or frmses for

The dmnjer ov fauIU peses

on a crepet

the c o ni p r t mr hmses

smfty ceviese"'

a serius injury

Thorp ed3Ls

invitmffion tw dmnjer

The ov yclor hand

last yc a lieftiem

The proper levies

di1rt and gree

prevent ie trmn

fier extiR wiffiers

y risk yul:;!. lie f



a.s.a.-"e and d" t s gied ilt a
h:jaakja..A. n p n cken jer spots op )

1) eeven The lif t s hay mft y clevieses

grit ear must be thken Aen uesil? tem.
2) protect ycor es from dIrt and grees

when yao ar wurkirj

3) if yco sarok on The job, ri k not
cenly or job, but yaor lie

4) The proper. ,ti levies wi l prevent
iestrmn.

her s a damjer Wiler fa r is
gasolen dl or gres.



manpmer development trmnig prizgram
brwklyn adult tr senter

a,s.a.-"e and du

Aen yco ci r wurkiq wit hevy ma Emery

ift/a

and hevy par Aar is allwms The dmnjer

o peses and ov injury., imajin

hu it mod fel t h a car 11 p off the

hors 6131 yw wer on a creeper undernet!
a

if yc fml tw (Peck hat the car sittig

on to horses properly, yco mm fiend the car

on top ov yam.

te twis to a r msd in ilie Pop th

K.en es hacksus hammers, the jack,, the

compre st mr eases, must aai be handld

cmrfully, even Ificet the lif s hay salfty

devieses bill intw tem, grmt care mur-t

be tmken Aen unig.tem.

pictmr t wwd fel tc .0 hav a

larj ren full on wsx tm or foot.



and d",d' 'je )

yw 6'0: suffer a s rt; nrt y even if

yco or wPQrttl me proper AWS ml-can ,mots

hay Sharp x ci.69, f yco ar omrles yu)

diet fiend yursel outtitg into fieft ov

yaw" hand in ttd ov she ca ov

:the wun par v that yta) hav muot

last y a lieftiem. protect tem from it

and gres ie n pa a wurkiri liet up the

part ,ov The ar on Aid', yc (3 wurkiq it

the proper~ lietiq devies. it will prevent

iestrmn and mlse.

ar dwig.

fier alwa w.

will 'let yco see Aot pi)

a dmnjer Am thee'r is
gasolen ail or gres. every to n must

be ekwippt with fief- extiq wi<thers. keep

tem handy Aen yco ar testi@ te enjin.

fie minits That 'yc lum gettiq the fiei: ex

tiggwt er A pro need it at mmk adl The

differens in Me wurld.



an even 1' J' r development is a si

tueb caulid a tmbless tero it not

mnly givs iiie servis ov a regmlar outer

tier and inne *bleb, but it is putgctmr-

selig and hmlds mr better an he 1d
171.0.0

stiel tier and twat



a.s.a.-"e and d" (history ov tier

an even 1' J' e r development is a

11

raj Ia

tueb tier caulid a tmbless ter. it not

mnly giv s iiie servis ov a reguelar outer

tier and inner tueb, but it is putgetmr-

selig and hmlds mr better an he 1d

stiel tier and tie'



kW; to RI

1) Me first thrs wer mod ov:

1) elastic

2) solid rubber

3) nielon
ft .4

I

2) better tiers wer needed Aen cars began

tw get mor pmerful and travel at hieer

speeds. trap or fads?

3) anuter naem for r tier ter

4) the best cwition for bumps is 4mtill:

a) an innel- tieb

b) compresst Tr

c) a biesycl tier

5) Aen cars travel at hie speeds, tiers

get:
fte

a) very hot from The fricpon

b) worn out

c) better treds



'I

a.s.a.--"e and d"(history 1J tier -5-i

..14g.stiorkI
- ,

1) Me first tier s wer mmd ov:

1) elastic

2) solid r bber

3) nielon

2) beite1:. tiers wer needed en cars began

tw get mor pmerful and travel at hiear

speeds. trco or fnls?

3) anulher naem for mr tier tier.

4) The best cwJbon for bumps is still:

a) an inner tieb

b) co re Tr

c) a biesycl tier

5) Aen cars travel at hie speeds, tiers

get:

a) very hot from The fricffion

b) worn out

c) bettet:.



040

lat....14M1J--essoll for tahiliaraRM.tt.

11. blaglthLo d senense

1. nm car is sef unless the brmk

a

system is wurkirg properly,

a siks sylinde cat. is 03mally mor

economical tw run tan an mt

cylinder car.

3. a miindpeld fhwd bee wiept until it

is crystal deer tw giv the driever

a cleer yin ov te raid .

4. synthetic mateerials ar man -maid

mateer.ials,

5. an attendant Plid ask The driever

about trubl symptoms in The car

duerig servis at the pump.



of

a.s.a.-"e and d" i/t/a (14

lAllagiatalal for 1121hiliaraRM.tt.

11. higskbiarlaantluall

1. nm car is sef unless the brmk

a

system is wurkirg properly,

a siks sylinde cat. is 03mally mor

economical tw run tan an mt

cylinder car.

3. a miindpeld fhwd bee wiept until it

is crystal deer tw giv the driever

a cleer yin ov te raid .

4. synthetic mateerials ar man -maid

mateerials,

5. an attendant Plid ask The driever

about trubl symptoms in The car

duerig servis at The pump.

PIO



a.s.a.-ne and d" (.injer pop) -3- iitia

smoaiti and lietiR mat vs nmr The enjin

ner te pumps, or nee tie ii and gres or

not mnly agmnst The lau, but or nvtfhon s

tw dmnjer. ,if yao smcek on'he job

risk not mnly ycør job but ycilr

Yu)



a .s .a. e and d" Cd -rjer plop) 4 iltia

1) 1 f yrm or wavrill te proper Ns yco or

fwlly protected a mnst faiiiii tols.

2

.11

So Fs S Sr

trw or fua

speffiial car must be 'taken wit oil

can spouts becus:

1) Me dl will lek

2) Are cuver cum of

3) the spout and can ha v ftl rp ed3es

The lifts need tw be handld wit cmr

even toe tm or ekwippt witU
1) on and off switft

2) locks

3) smfty devieses

4) proper lietig is needed tua duo a job

well and tw prevent

5) all gas s tajho n keep

cices bie in cms ov

omen maw ans ea yr. w re wawa on 01 nun kogiimalli Nowt mva am ww, way In

410111M125W

1 A



Joanpmer development trxnN prmgram

aus.a."e and d"
iitha 1$2,3

kar.4gliaj lesson for: qmjer_alts_inAle.lop,

1Ili biackbord fr4ses:

le wurld ov wurk

burst .pen

surpries endlrg

burnip oit

kNp ycor ward

burnifiliq

spurtlq as

urn- sound

turner te corner

urban development

urjent bisness

sturdy wurkhors

furniPt mom

turbien enjIn

common curtesy

II. Wac.4bord sentenses:

I. Jhe IYDSS left te pop tw attend tw sum

urjent bilnOSS,

2 it ls Mes slm dmn befor turni4

le corner.

3. common curtesy and a plezant manner wIll heip

:die attendant in gfittirg alot, wit le customers.

4. a turblEn enjIn it a rmtary enjin lat converts

a noviril gas or likwid intw enerjy.

5. Imr (ar meny dIfferent burnk i r, twis msd tw

g i v a hit polip tw metals.



malnpaler development trzeniq prmgram

a.s.a. He and d"

hmmwurk assicnment:

daanjer
pINK

in le bo

i11t /a #13

mem clas, daet techer
1 um. 0.14.4.4... 444 *MI

I IP yo fad to

pcepl not trust yw.

2. a r msd to) finifht and polip

:)4

meta l .

a is a rmtary enjino

4* a plesant manner Ind will
114+6 #1111 1040 5410.111 114 1441 41* 1fMY 4111 1 YIi SINS CMM AIM. IIMI +MIA

help a man get, aloro on te
11Job.

le dMeren ial gers stedy te car viten

011,114.*414.0.00041114I1444 5414040 1441nmio..~.04614 m44011101

0.4 40444 14114»1 MA. Oft 4414.1.4.10,



I

manimer. development trmnig prmgram

lorwklyn adult trmnig senter:

a.s.a.-"e and d" tedleris gied i/tia

introductory biackb ord irases tuy,:

The histgu cv The tier

mmk The differens

a sm.& and cumfortabl red
aull ffimken up

Rokt dmnuts

solid rubber

nmmatic tier o mr tier
cwffion The bumps

ell@ tw The rim

grips The rmd

stro and rugged

synthetic materials

tred desiens

espeThially deep treds

better tracffion



a.s.a.-"e and d" tEe6ler's rfied i/t/

(blackbord fmses - history ov tier)

pu9ctuer prof tiers

puigctw. seed,

help prevent acsidents

road grippig acifion

hi1.9112171.1taignags:

1) merry substitmts bay been tried, but

compresst mr is still he best cogrion.

2) he inner tueb hmlds he compresst ar
W 'WI

ands the outer tier protects the inner

tueb.

3) the cuter part must bee stola and rugged

enuf tw tmk the constantfricffion.

4) synthetic mateeials we'r. added tw the

rubber tw mmk a strogger tier.

5) snm tiers provied better tracillon, or

rmd grippita acilion, in sncy or

slippery' wetter.



a.s.a.-"e and d"

jho
11,

a

tiers ar a very important part ov the

automobeel. not mnly du The car mcov aloe

on tem, but Itim can mmk the differens

between a smut, cumfortabl ried and a ried

that is bumpy and leevs yci all. Pmken up.

artomobeel tiers did not aawms lwk he

wm tm dico twdm. te first tiers lwkt sum-

tig 1iek dmnuts. that is, Ito wer mad ov
w w. - .

solid rubber. hm held tw he rced and

lasted a log tiem, but Aim gmv a nies,

smug' rigid,

as cars becam mor pmerN1 and began

tw gm at hieer speeds, tar was a grant need

for a better kiend ov tier. the "mr tier",

or nmmatic tier, we s developt. tis was

filld with compresst mr tw The bumps.



a.s.a.-"e and d" (history o tier ) -2- 1it il

sins ten meny substitmts hay been tried,

but compresst mr is still to best m on.

The first er tier wos a sing, tb msd

on biesycls. this wun tueb had tw hold the

cliff tw Ale rim ov The wheel, and aasm

grip the rmd. i t wos later tried on auto-

mobels, but it was not sucsessfool.
giw

ten tier manmfactuerers had the iedea ov

mwkig The tier in to parts. wun part hoelds

Ae compresst mr. it is amlld the inner

tueb. The titer part fits acts d. it

attaches tw te rim ov the bad, grips the
ti 00 00, 0

road, and protects The inner bleb.

this miter part, or cmsig, is considerd
.ok,

tw be the actueal tier. it must be strog

and rugged enuf tw bee mbl tw tmk the
400 001.

constant fricffion ov The rmd.



a.s.a.xe and d" (history ov ties)-3- ittia

it has a desien in it rubber iji helps be

tier grip The rd better, This desien is

mild The tred,

as automobels wer driven faster and

faster, The tiers wer heted mor in drieviR

and wor mit faster. synthetic materials

wer added tw The rubber tw mask a stronger

tier, tred desienswer thmnjd sce That less

DV The tier grippt The rmd. Imter,desiens

wer danjd agmn tw mmk tiers skid proof.

tiers wit espe ally deep treds wer devel

opt for winter ties. tees sn tiers provied

better tracpon, or rmd grippig acjhon,
- .

in snag or slippery weter.

blmtamprd tiers wit sperhial inner

blebs wer desiend. tm did not Los tmr mr

immeediatly den tm wer pugctxrdm This

helpt prevent aesidents.



a.s.a.-"e and d" (history ov tier)-

an even lmter development is a

tueb tier mild a beh.ess ter. it no

1011,111.11...Milt

mnl givs te servis ov a rPoTlqr outer"

tier and inner tmb, but it is puigctuer-

seliR and hmlds mr better an he mid

stiel tier and bleb.



a.sea..ttp and d"(history o v tier f u,n 5-

SIA:stioRI

1) te first tiers wer limed ov:

I) elastir

2) solid rubber

3) nielon

better tiers wer nmded Ain cars began

tw get mor pmerful and travel at hiear

speeds. try; l or fluis?

3) anute naem for, r tier LI

4) he best cooThon for bumps is still:

a) an inner tueb

b) compresst mr

c) a biesycl tier
.44 49. 144

5) hen cars travel at hie speeds , tiers

get:
44,

a) very hot from The fr i c on

b) worn mt

c) better treds



a.s.a.-"e and d" lit /a (14:

ilanialatUREI for IlatilLailra21filttP,

.b......gsbsr....)dialser

1. rice car is smf unless The brmk

system is wurkig properly.

a, a siks sylinder car is w3mally near

economical tw run Than an mt

sylinder car.

3. a mrindffield fhwd be wiept until it

is crystal cler tw giv te driever

a cler vue ov te rmd.

4. synthetic materials ar man-mmd

materials.

5. an attendant Acod ask the driever

about trubl symptoms in the car

durig servis at he pump.



manpmer development trmnig prmgram
brwklyn adult trmnig senter

a.s.a. - "e and d" (:L4) i/t/a

n or h iist oich

1. blackbord frases: then y=i(Port i)

brak system mystery story

mwtor rytm acrylic pant

six syiinder car jypsy cab griever

trubi symptoms synthetic materials

plymuth sedan stmflion symbol

crystal cicer fysical labor

.1



r.

a.s.a.-"e and d" i/t/a (14)

1412=11PAIga for tIS...tili2LLAY The t

11. hilQkb0121141aan112111

1. nm car is smf unless The brmk

system is wurkirg properly.

2'. a siks sylinder car is ukocally mar

economical to run an an mt

sylinder car.

3. a itindpeld flud be wiept until it

is crystal deer tw giv The driever

a cler vue ov The rmd.

4. synthetic materials ar man-mead

materials.

5, an attendant Pwci ask te driever

abcdt trubl symptoms in the car

&wig servis at The pump.



man mer d evelopment prmgra
wklyn adult trxnig senter

i/t/a a.s.a. 'e and d" v.l.hannenb

hmxgrkAggilmment "Me history ov he .1

-fill in The correct anser-- (

1. The first tiers lwkt lick dcenuts and

wer mxcl ov mausproprimmuserisoolimftw.010........swal

2 .. the mr 'tier is find with

ar which acts as a cwThon,

a tier wit can

grip The rmd properly.

4. The addiffion ov

mks the tier strogger.

5. The to parts ov The tier ar:

a)

b)



)

manpmer development trmniR prmgram
brwklyn adult trmnig senter

a.s.a.-"e and d" te&r's gird iitia 0(

introductory blackbord frmses for:
IV

eneral
ge

turn customers aurae

suspenflion system

!hock absorbers and sprigs

misalienment ov the Aels

proper inflmilion level

bald tiers

periodic rmtmffion

not mnly a conveniens

improper inflmflion

bild-up ov prefilter

33r c jhcn tiers

varius stmjes

mmntig and dismintirs

ov tiers

sugjested patterns



a.s.a.--e atiu a teoerws gie

blackbord sentenses: (jeneral tier car)

1) gwd tier servis is not mnly a conve-
1.

niens, but very important for smfty.

sum drievig habits cis tiers tw wmr

cut unevenly.

3) hie-speed drieviti, fast turns on curvy,

4

improper infixfhon and the misalienment

ov Wheels, will cam war and tmr on The

tiers.

as he car is driven, the fricpon

betwen the tier and The rmd will het

be tier.

theckig tier prey .er is partiumlarly

ipiportant with ar =Pon tiers.



manpauer development trmnig prmgram
brwklyn adult trmnig senter

a.s a.-"e and d" iitia

dtam11,..titc.gBil

tier servis is sumthig That customers

e xpect tw get from rhar servis stmftione

ya cannot turn customers awm or dw a

pr job and expect tw hceld the customer's

gasolen bisness. gwd tier servis is not

cenly a conveniens tw The customer, but it

is alsm very important for his sa3fty.

the tiers ar part ov the suspenjhon

system ov The car, alog wiTh Pock absorbers

and sprios. gwd tiers ;mod absorb mmst ov

The rced bumps that meek for a ruf ried.
*A

tiers ar expected to wmr out in be

n ormal cors ov tem. but iter ar sum tigs

Calls tem tw wmr at faster or tw wer

u nevenly:- hie sped drieviu fast drievig
_W.

o n curvy or around corners, improper



a.s.a.-"e and d" (jen.tier car) -2- lit/a

inflmffion; and misalienment ov The '1 els.

7 7.

performig sum tier servis, nm matter

hm small. , givs The attendant The opportm-

nity tw inspect a tier mor clmsly. it

can reeally "pwt The f i h ger on" tier needs.

gwd tier servis includs thees girls :

1) regular beckig for proper inflmThon

level. This ffiwd bee dun Aen the tiers

or owl. as The car is driven, The

frichon between the tier and The rced

will beet :the tier This causes a bild-

up ov prefter and mm mils The tier tw

lwk rover - inflated . checkii tier

preffior is particularly important

wit mr cwjo n tiers. mmk fiver tat

Loth yur hand gmjes and tier in-

fl tors or accmrmt.



a.s.a.-"e and d" (jen. lit/a

2) correct repmrig ov tuebs.

3) correct mmntig and dismmntig ov

tiers.

4) cmrfwl inspecfhon ov treds, sied-

waulls, valvs, etc. lwk

for nmls, brwses, or cuts. lwk

for "bald" tiers, tiers Amr the thd

is dmnjerusly worn mt. if eny Dv

tees condijhons or present, tiers ilud

be regard or replmst befor th beoum

unsaf for drievig.

5) periodic rmtmplon ov tiers. this will

legten the lief ov the tier bie mmkig

Jhier that ech tier gets ekwal wmr .

tiers flud bee rtted every 5,000

Weis.



a.s.a.-"e and d" (jen. tier car) -4-iit/a

kzagja.ro

I) dievig habits deo not affect hau log

the tiers will war. trw or falls?

2) to tiers ar part ov the

3)

4

yc
001111111MMMIMOINOMMIONOWM

can leg then to lief ov a tier bie:
*V' V.

a) pwttig an extra pound ov air in
tem

b) woglig tem reguelarly
c) carfwl drievig and proper

mntenans.

an attendant pud mmk fter that the hand

gmjes and tier inflators ar .

as lolg as yao ar not havig eny

seer i us trubl with ytor celd tiers ,

du) not need tw replays tem.

trw or fauls?



manpower development tralni r prcegram

a.s.a."e and d" i/t /a
laagwaj lesson for jeneral tier car

1. blackbord frases: 2refiXes menig "not"

un in

war out unevenly inconvenient ours

unsaf car incorrect balans

unekwal war incorrect chanj

unimportant matters incredibl prieses

unbisnessiFek manner insuffibient prehuer

unpad bills

im nis

improper inflailion misalienment ov gels

impossibl wurkir? condiftions misinformd attendant

immatuer empluies misplast autn parts

mismanajd stallion

II. blackbord sentenses:

1. unless one gels ar balanst and properly

aliend, tar will be unekwal war on le tiers.

2. an attendant hca) Rols around Uth much and acts

in an unbisnessliek manner ma ices his

customer and his job.

3 le car will not rind properly if tar is

insuffiThient ar prejhuer in the tiers.



a.s.a.w"e and d"

II. blackbord sentenses contide

ft' 15

4 ire attendant ma hay tw wurk nets,

holidas, and inconwenient ours on the job.

5 a carless attendant ma hay to spend un

nesessary tiem Iwkip for misplast art parts.



manpouer development tmnip prmgram

a.s.a."e and d"

liCemwurk assienment for jeneral tier cmr

i/t/a 1115

naem class dxt *ler

cfmlj le follmip sentenses bie fillip in the pm-FIX
chat will rmk "not"

1. le stxMon went out ov bisness becaus ler wer t(lo

meny bills.

2. a lot ov tiem is wa=sted Iwkip for lost or

plxst autce parts.

3. le mecanic cwd tell from Iwkip at le tiers

tat Iv' wos suffiPient xr preNer.

2, a car ihat is not properly servist or repxrd

mar becum an saf car.

5. sum st4ons ar cepen d and niet and the

attendants must wurk convenient curs.



m6.firler dAvelopment trmni(,)prmgram

a.s.-a.-"e and d" teterls.gled ovia6

blackbord fmses tw introdws:

henry ford

mecanical this

espOially liekt

wurki@ w i mapenery

repay wurk

enjin pop

detroit edison cumpany

wotdies and clocks

meny sacrifwses

rwm and bord

eXtra muny

stem enjins

manmfactwr atomobels

f ends and nmbors cumpany stockhcelders

gmtese,contribmPon mass producjhon metods

standardWzd ;he atomobel in grit kwontitis

assembliN parts ie averej man

blackbord sentensest

1. ford developt mass producjhon metods helpt

standardie.z ie automolud.

2. he developt a belt system for assembliq altm

parts kwickly.

3. a belt system is allsm nmn as an assembly lien.

4. one ford mentor cumpany wos organiezd in 1903.

3. a man hob had invested $2,500 in fordts cumpany

mid his leers for 3o million dollars siXten

yers Ixter.



4. e

manpmer 4evelopmenl tribi

biratcLisri

progr4m,

lit/a 16

from the tem he 'mos very yu@,
_4 :

henry 'ford wos interested in secanical.
WW,4 MA,VV, WV.,

ligs be was born neer tferborn miibigan
l

WW1. 41..40 4

in 1863. as adie14, hce helpt his fattier wit
farm wurk, but be espeffitally liekt wurke.

40 WO,

with majhenery0 he often 4i4 repmr wurk

on watches and clocks with:gait pm.

he mid meny sacrifieses Oeous
ovkii interest in mecanios. viler) he win

WISP*

16 yeers celd, hm wakt tw detmit and got
a job with a mecanic for 01050. aiomeeka. his

ream an4 bor4 cam tcg A63;..500, hi order too
.11000 **MI ...ofget the ekstra muny, h wurkt for curs

yo
1...4,0

every niet for a wotdmaker at #2:00 a
we*. 'later hee wurkt in an enjinjhop,



nw. r

4,41 .

. .

Amr hee,set up stemer jins. fipna14,
he beam an enjifter at te detroit e4ison

1

oumpany.

in 19031 for organies4 a company

marufaotuer atommbe1s. it wos nmn as

the ford mmtor oumpany. he started

cumpany wit 28 fimsan4 dollars rmsd fram
rr

frends an4 nmbors. Am beomm siookhml et

in his oumpany sikstmn yers lmter, a

man hot ha4 invested* 0.500 in far
r 400,1er

company sm14 his Herz for 30 mfllion
VOW.

ford' grtest contribagion wos

that bee fke4 hou uesful mass producilion
a r

methods owl be in Ale utommbel in4ustry.
re I

wrokar

he stan4ar4ies4 every part ov The utommbel

sm that it ow4 be turn4 out kwickly and
4

in grmt kwontitis. he Alen 4evelopi



belt system for assembliq ties parts

kwickly this is ran a The assembly

lien* wit This system, he prochest cars

in suldi larj numbers tat Its owl be scold

dieply enuf for The avermj man tw We.

The en4

.sigatufill
re. o.

w4.4, W I

1, henry ford wos alwms interested in

....177..00awans-momwommw~wooemmummook 4

2, his first job wit a mecanlo wos in

; Aer he mm4 Af

3v heny ford wos a gw4 bisnessman tics

nue nut I g about atm enj I ner ira. ,

tw. or fads?

bie stanclar46e4 utm parts, it beam

possibl tw turn al parts and

I
1.



) (_)5, a belt system ov produofhon is
aid.= an



fli .ipctier

a.s:a. "e and d"

laggwaj lesson:

organlezd labor

ford mmtor cumpany

order a car

porselan fin

pets cor

jh

or endi le man

doctor

maor

calcwlator

contractor

distribmtor

development trait praigram

lit/a #16

henry ford

or

weldig torch

larj corpora#Ion

forjd std

leron or

mid stork]

dus le job

mediator

arbitrator

estimator

depositor,

edmcator



0
manpower development trmnirg prmgram

a.s.a. "e and d" iittAg6

hmmwurk assienment for: henry.forg

nmm class dmt tuber

I. le man hoo givs a ruf figwr on le cost ov a

job is cmlld an

2. the ford mmtor cumpany supplies cars try Imcal

awl l never the wurld.

3. a majhen ghat can add, subtract, multiplie and

diyied Is mild a

4* le bar* promist a gift tto every nt

for le neXt wek.

5. a stmt helpt to) settl le labor

dispwt between le cumpany and le wnion.



manpmer Jevelopment pr gram
brwklyn adult trmniig senter

a.s.a.-"e and d" (teedier's gied) 1/./a

introductory blackbord frmses for

H.1111Sar aLsliASILJELUIVAIDA

acsessory allm products

stagy in bisnes

e ksper enst atm miners

eguelar servis

ecommend his Trend

protected from wmr

parts,tat need Ltbric on

The manwfacterer's direcfllons

lekmj on te flor

a guni adver esment

applied jenerusly

a complet i Omnj

e njin cratakcmses

speffiial collecffion servis

clenig compund



)

a.s.a.-"e and d" (tedier s gied) i/t/a

blackbod frmses:-

collet ran ov trafh

emptyii the enjin

inter proper servis

protectiv mats

atjattniong..:Ln (7

regmlar gresig

blackbord sentenses:

1) it is a mistmk tw i@k That hmr is

mor many tw be mmd bie not servisira

a car well.

wun ov The mest important servises

nesessary for eny main it movig

parts, is greig and Lmbricm on.

Gres fficod be applied jenerusly, sm That

aal parts ar completly cuverd.

4) tw much dl will clog and harm The parts

bid ar even -aiid .

The dirty That has em pt d intw e

can is pord intw a fifty gallon

drum whidl is collected eguelarly.



maripmer LJvelo meat trmnr prmgram
brwklyn adui t trmnig :center

a s.a.-"e and d" lit/a
*OW

n a

an atm servis stmflion is in bisness

not mnly tw sell gas and oil and aosesso-

ry atm products . perhaps its mmst im-

portant bisness is sellird servis tw Me

alomobel mner. the experiens ov the atm
gm,

servis stmftrons stm in bisness for

a to tiem isotat The better servis,

Are better te'bisness, and the better the

dians for the staPon tw stm in bisness.

experienst aim servis stmffion mners
tor

sae, fat it is a mistmk tw tigk that lior

is mar many tw be maid be not servisir a

car well. the iedea that sum pepl hav, that

the mor often a oar brmks dmn, the mor

bisness a servis stmffion will hav, is

fads .



1 n..11,01;

as

d' (jen.atm mea(A lit/ -2

if a oar tat a stmffion is servisiq

larly)brmks down very often, Ale customer
ha

will probably task his bisness elsAmr.
v.

a customer No can feel the different in

the wm his car rieds after has ben

properly servist, will not cenly be a

stedy customer, but wun he recommends

his frends tco the st&Jhon.

mecanics sae , that wun ov Ale mmst

important servises nesessary for eny

maThen with muovig parts, is gresiti and

luebtlomMon.
al.

mwvig parts must bee greest reguel,arly,

or thae will wmr agmnst arch Liter and brmk

daunt en all maDvig parts ar protected
So a 1.0 .1.41

from weer bie grEes, tm wurk better and

last logger.
414



a.s.a.-"e and d" (jen.autm man.) -3-s

compresst mr forse the gres frau

v.

trigger handl into the parts that need

limbrioaflion. grees Pod be applied jene

usly, sm that all parts or compleetly

cuverd. exsess drippi *el be wiept
V' 4

441.

awm, but Char i nm danjer from tco mu

gres. mecanics clam that yots cannot

mvergres.

parts that need dlig, on the uther hand

hay tw be treted mor ceafwliy. tai mud)

(Al will clog and harm the parts Aidi or

mver-aild.

reguelar tmnjes ov di or aasm very

important to The mamtenans ov an utomobtel.

d1 That gets dirty with ues and mj will

thicken and becum harmfeal tw the enjin. It

is recommended That a compleet all Jiang talk-

plias after edi 2,500 miels.



a.s.a.-"e and d" (jen.alm mmn.) -4-i/t/a

in order tw donj The W1 in The enjin

cralkoms, she car must be jackt up. sum

oragkomses ar matt mor esily than ears.

if The ail cragkoms is hard tw reft, a

flexibl tg tw por in the ng dl must be

misd.

after the car is jackt up intw posilhon

for the oil denj, te plug is removd firGm

he cragkoms and te mid dl is ail d' tai

empty intw a can. The dirty. oil That has

emptid intw Me can is ten pord intw a

fifty gallon drum Mkt. is collected regg

lat41y. the collecffion ov l drums in a

gas stmffion works very mudi lick Me collec-

Aon ov trash. it is dun reguelarly be a

speffiial colleopon servis.

n matter Nu cmrfwl yap ar Aen y ar

emptylig The enjin crarikoms ov the dirty ail,

sum ov it irm drip ontw The flor.



d

a.s.a.-"e and d" (jen. atm mmn.)-5-i/t/a

a clenig compound 4101 is ks very much liek

smdust Prod be pord on be flor tw absorb

the d i rt e dl and keep be flor c en.

enjin crarikoms fwd be refilid

nue oil accord 113 tw The manmfactmr r

i:di ecftions. cans with spouts ar msd tc po

The oil.

se

oil filter, flud be inspected eddi tem
The ail is dimnjd. if the filter is claggd

or dirty, it cannot do its job. ml

filtes mlma ly need tw be denjd after

throe oil chmnjes

every car Aid! is servi t Mwd hav a

sticker att4 w Me insied cv the dor veer

he driever's set, an attendant Mwd met

the dmt cv te servis and the kiend cv servis
given, s that The stmlbon and the car timer

will hav a record cv the sere s.



a.s.a.-"e and d" (jen. ate

This smvs tiem and will i nflim rw pr opera servis,

at The proper tiem.

a Imbt.icmflion o rw an W1 denj,

iter is gmi@ tw be lekmj on te flor ov Me

stmftion, and sumtiems on TheM i n ied or body

cv the car whenever possibi a cuverig

pwd be msd tw protect Me car from sterns

and dirt. a customer will not be happy

about tmkig a stand and dirty-lwki@

out ov he staaPon. he mm deskd That the

wurk is as sloppy as the lwks cv The car.

nil stmitions hav protectiv mats too
,

cuver be different parts cv the

Ales mats pwd be msd tw avmd st

dammj tw the body ov the car Aiel

beig dun.

The car aft

car.

nit# and

wurk is

s wuriji The tem tw protect

r The dammj i s dun, it mm

n up.tmk a lot cv tem and wurk tw c



1

a.s.a.-"e and d" Oen. atm mmli.)0.7- lit/a

mast gwd stelons will not turn /J. car

sever tw it cener witout clenilg it first.

dl and green must be cmfwlly remcvd from

dor locks sm That the driever will not stmn

his °lobs. windms, uphml tery, mirrors

and The dapbord and floc pita be clend Aen

wurk is finiffit.

a clen lwkii car is a gwd adverb
meat for The wurk dun at The st Iron. i it

will mmk and keep a customer;



a.s.a..-"e and d" (jen. atm mmn.)-

1) a stJhon will lvis bisness if The

repmrs and servis ar gcod.

trw or fails?

2) ZThe mner ov a car That br ks doun very
often:

a) will keep cumiR back for repmrs
b) wil g tcp anuter stmffion tc get

bettor servis
c) will sell his car . and bie a nue wun.

3) uesd and dirty it is collet ted in

drums.

4) gr:es flud bee applied s that

aull parts ar compl tly cuverd.

5) a nue car due not need r gmlar mmnte

nans and servisiR.

trol) or fauls



manpwer development trmnip prm6c1m

a,s,a,"e and d"

larggwxj lesson fort

I. blackbord frmses:

get tw wurk erly

servis le enjin

personal property

starter trubl

cheep

Port

hard

bevy

4060. # 14/

jeneral.lictimpn,ten,ans

er

(*per product

mercury comet

perspirmpon mdor

ern mor muny

er compri§on.endig

(*per

barter

harder

hevier

tuf

strorg

messy .

dirty .

tufer

stronger

messier

dirtier

er referria..1w.a.job.or_profelon

truck drtever

carpenter

welder

Iwyer

soderer

manufacturer

"1.



manpmer development trmnip prmgram

a.s.a. "e and d" i/t/a # 17

hmmurk assienment fors jeneral altm mmntenans

nmm class dot tether

1. a man hco mmks a l ivii weldir? is mild

a

it Is not aulwms wies t@ bie a product just

'Decals it is
MA 0141. ONO MN Aft. WM O.M V*0 000 MM. ,MC OWN WY

3. spepial instrucPons for servisi ach car ar

given in te is manueal.

4. Mint Sta*OnS ar not responsIbl For

left in ke car.
MINNIMMINNeMMOW0.0MONIMM0.1104WWNMNM,

MirdimeMMeNOMMOWN.mmONMAMOMM

add "er" endis tw follmip wurds and

Net a sentens an:4g wurci.

smart dirty

wWd cad

happy hie



manpauer d Ie1opment trmnig rmgram
broklyn adult trmnig center

a.s.a.-"e and d" techer's gied iltia

01

d

enjin lue r i con

sircuelmted ihe enjin

fn met screen

enjin mverhall

1 prefter relef va v

en inodammj

flues t ys em

harmfwl matter

loss ov all prefter

fluffi mt dust

dipstick marki@s

an addiThonal kwur ov oil

ventilmflion system

cloggig wii slud3



a s w a a. and d yb t ee ther
s

gie

the *wk.!: n ster

kjarlichsict. s ,e ntg.n2a,La.

1) The ail trai ner r. olend or re "ixst

tithene ver The en j i n i s mverhuld.

he nue oil filter Ml fixed he dieckt

oxrfcelly btu) awn e kxj and los

ov enjin ol pr err

wauter,vxpor and gases orm

1ud3 in The enjin cra r tf Mx

or not remowd.

4) from The dipstick an attendant can

tell The coed gory ov The ail

a gx will wurn te drever ov lm

Sip

prefter.



manpwer development trmniR pratgram
brwklyn adult trmniri serter

a.s.a.-"e and d" iltAa

several kwmrts ov d1, tored

in te enjin oraRke s luebriomt the muovig

ports ov ire enjin,

the enjin iayeb r i caJh on depends upon the

follmiR mmn par

1) We h msd tw pump ail tw

mcoviii part 11 dl Aich is sircue

lmted bie he "I pump Is first passt trot)

a fien rneJh s reen caulld The .L217.ALIC:

i strmner Pica bet cleend or replmst

Aenever the enji rr is mver

2) an 41..actoma..Lue.swix is bilt

intw the c.ystem tw prevent the dl preftm
from bildiR up t hie. a gmj on drie-

ver's instrament panel misd t wmrn

the driever that the it prej ler tC41



a.s.a. and d (te lueh $
tlrm

tis can resul in' jin dammjs

oil gets dirty roar ov dirt

dust and other thirg

f1ww trim) the system. just as a i g ett

filter is uesd tw screen cut ha mfwl. matter

get intv. te ail a it

in the tobacco, sm

scmn mi harmfwl p

an clia.,113,t9,, uesci tw

rticols in te di.
I

order tul 0..o its job well an ail filter

must bee cilmnjd every 3 000 tw 5,000 miels

the flue oil f it: r e 1 fwd be eckt

tw avmd leel<mj and los ov en j I n

prefter at The smm tem te filter is

jd, an dl (mnj d be mmd, tis will

a m help in fluittiR out dust and titer

harmful matters

ifie 12.14.3111..41thii) o

an impOrtant part ov luebric:' hen

system. it is msd :tw Rio :the ail j ev el
N

n te cragkcms.



* s. tve trql lueb em tia

the d ps ick has markigA on Aich J1 Cwn

The crIgkcan fwil and .When d needs tw

bee added.

bie lwe'g at The di on The dips iok, an

attendant can aasm tell mjilig about Me

ov th it e attend nt freed
, r

aawms br te dThe i I ek around t

customer that he can see for himself
WO

Alie an ail donj or an lddiffional kwurt ov

1 i% recommended.

muter vmpoi: and ufler w I
form sluda in to enjir cragkoms hay

ar not remowd. a craQkcms ventilmflion

system remaws tees vmpors



.a.-"e and du (ihe lueb s y stem)-4 Lit/a

The klagfilul_m4 and aull uter parts ov the

ventilxilion system flud bee cleend a recom-

mended be the rnanuefactuerer clenird will

prevent cloggig with slud3 or dirt.

AAAii2A1

1) itiebicaffion is very impor4ant to The

proper oper jto n ov:

a radiator

b) he v e n t 1 aUb o n

c) rocovig parts

2) The customer flud never be boterti tw

'RA al: :the dip tic . tew o fads?

water vapor and Wri ases form

in The enjin crarkoms, if

the ar not remcovd.,

4) an important part ov The ventilalhon

system is the
0,4fatOOMMVISMIWITOMPUAR"1011111014.1110,W,

tree mmn parts ov The hebricmfhon system

a



(41*

manpmer development tranirg prmgram

a.s.a.-oe and d" Vt/a #18

larggwaj lesson for: le.Imbricallon.sys,t2m

I. tliackbord.fras-,e,s: at --4 *on

operat the opera Pion

ventIlat he ventilabon

rscdixt radiaihon

sirmlat

litbric'at Imbrica:hon

vacsinat vacsinaPon

acselerat acselieraPon

satwrat satwrallon

calcuelat calcuelailion

partisipat partisipaillon

11.. biackbpLg_sennsst

I. mister tomas did not understand hou tw

operat she nue lift. or

1. (a) mister tomas did not understand ;lip

operato ov ihe nw lift.

2. le ail must bee all :d tw s i freely. or

2. (a) to 01 must b a!lwd free sIrcmlapon.

3. te customer askii, die attendant La? Iwbricat

te enjin.

3. A le customer askt le attendant for an

enjin luebricaPon.

.111.411,



d.t.p.

and d" OA #2
larggvmj lesson for: le.lwbrictbsucuslem contld.

4. le mecanic mend le customer not tw acselemt

suddenly.

(a) the mecanic wairnc( le customer abmt sudden

acseler4on.



manpwer development trmnit? pr mgram

a.s.a.-ole and d" #18

hmmwurk assenment for: te...1wbric4on~ustgm

class cfat techer

add le Jon endira tc) te folkeira'wurdst

assmsie,

jierwt

meediat

gravitat

fassinzet

Met tire sentenses unira av ,ire wurds y hay

maxio



manpmer development trmnig prwgram
brwklyn adult trmnig center

a.s.a.-"e and d" tedleiis gied i/t/a

itLtuLQAILQtQrsI-Iaslae:kiL-- cgr.i.wiCAILIAQE

an uncumfortabl irr tmion

crem or ointment

elev the pen

hay tw be replmst

n ot properly luebricmted

a tin cmthi ov dl

absorbig Ale het

all viscosity

classified he oil

oil fhwd be. mnjd

in :the form oar slud3

e njin wmr and bmrig fmluer



ass a.-"e and d" ether s gied l /t /a

kilrabar.A4JliaMIU: (enjin

a) enjin parts mod constantly hav tw be
tal

replAst it wer not properly

litebicwted.

b) enjin oil is me ;rd bi its tickness

or its ability tw tip.

c) after ms, of scums fwil ov wmter

particls, and peses ov dust, dirt

and metal.
wat

d) tw get gwd performars from a car,

and tw protect its enjin, flud

be chaanjd from tiem tw tiem.

e) under mvermj drievig condiffions, it
ine

is recommended that the Al be dienjd

every 1,300 tw 2,000 miels.



manpauer development trmnig program
brwklyn adult trmnig center

hav yw ever worn a pmr ov Plum that

wer tao tit or did not fit properly?

befog lot3 the iubbig agmnst be heel

ov ycr fwt, can ens an unoomfortabl

y is beig won awm

bie the rubbilg. this acflion is maid frjan

prod es het and wm. a 1 i ttl

creem or ointment applied tw the scar spot

will mlueally releev the pmn and mmk yoo much

mor cumfortabl.

an enjin is and up ov meny mcvir

parts. as Am mcov agmnst ech uher, a Brat

del ov fricffion and war tmk plms. enjin

parts wwd constantly hay tw be replmst

if tm wer not properly luebricmted. a

thin cmtig ov oil is uesd between sill mcoviR
yri or . r

parts tw prevent wmr.



a.s.a.-"e and d" (enjin luebicilion)2i/tA

dl uesd in the enjin has usher jobs, tw.

it helps owl the enjin he absorbig sum ov

the het given off Aen The enjin is in oper-

mffion. it aasm helps tw clen the enjin bie

absorbira dirt peses and hmldig tem until

hae a r drmnd out wit the di,

enjin dl is me3uerd bie its thickness

or its ability tw floe. is kwolity is

caulld "viscosity". the americmn petrm-

leum instituet has classified dl accordita

tw the kiend ov servis it givs. the three

classificmffions ar.

di markt ml is recommended for liet

servis. mrit is recommended for normal

drievig, and ms is desiend for hie speed

drievig and hevy servis.

tw get gwd performans from a car, and

tw protedt its enjin, dl pwd bee donjd

from tiem tw tem,



luebrirlmjbonn/t/a3

Vie

This is not becu wars at wit ms, but

becaa dl gets dirty.

after ties, becums fwli ov muter

part leis, and peses of dust, dirt, and

metal, from The enjin. sum ov the parti

cl settl tw The bottom ov The it pan in
O.

The form ov slud The smiler, lieter

particl ar carri-d aioi wit the dl. if

ito a r allaud t sta9 i in The hebr i caet i ta

system teo log, tees particis can Gus

kwi ck en jin war and bmri falter.

The proper fem tw dimnj te depends

on three es The condiffion ov the car,--

drievig condijbons and drievig h bits,--

and weter condipons.

under averaj drievh condiffions, it is

recommended That The i be d'enjd every

1,000 tw 2,000



d" (enjin luebricmThon)4i/t/a

drievirg in °mid weber, under "stop and

start" condiffions, in the dusty city, mm

mmk it necessary tw Omnj The ail as often

a every 500 miels. on the uter hand, on

log trips, cever goad, dust-free rmds, the

enjin opermts better , and The 41 can bee

Omnjd every 2,300 tw 4,000 oriels



a.s.a.-"e and d"(enjin lmbricmffion) i/t/a

het That

cal d

2. if enjin parts wer not lmbricmted,

kEtIttaal.

is mad bie Tubbira is

ohm wwd:

a. never get dirty

b. never wmr aut

constantly hav tw bee replmst

3. ail msd in The enjin allsm dus to)

Liter thigs:

11111111111
the enjin

he enjin

The three til classificmhons ar,

and

5. every car needs an dl Omnj after to)

thatisand ne matter trot The

drievig condiffions wer.

fro) or fads?



manpwer development trmnirg program

a.s.a.-"e and d" i /t /a #19

lar9gwmj lesson for: enjinjwbric42n

I. blackbord_frases.: le sand ov_ d

all crargkcas

skin dntment

empldment offis

truck convd

destrd le enjin

alwminum fail

doctor's appointment cicn te toilet

emplde benefits mdstuer-pruf

H. plAckpord..sentens2s:

1. kep haiskepirg (tors ar Jhard, everywyn tmks

turns clenirg te toilet.

2s ,he men got increst emplde benefits insted

ov a rase

3. le attendant mad a doctor's appointment for

le evenip, after wurk.

4. ire 'doctor prescrlebd a skin ointment for

his raTI.

.5. le men in te car wofh department wmr

mdstier-prwf c1altitg



manpwer development trwirg prmgram

a.s.a.-"e and d"

hamwurk for enjin Imbricahon

fill-in

ilt/a #19

rim c I ass diet techer........

I. a grup ov trucks travelliri twgeler is caulld

a
1.001op.111.1.1,000W10011100.0111.4101.0111061101

2 le doctor ccd not se him becai he had forgotten

tw mak an

3, if te dirty di is not dlanjd, it will

0
16. MOO 44.0 00. hIPIWOI. Mar MON 4.00 W.Wall,....WW.4.011WWWWWWW4

Namorm.1.01,000,1411.044010111.1001.1.1.1111.

4. le attendant Pad protect his ks from lekirg

di ten he is drani@ le .......... ..........

5. clatirg pwd be worndw00.14VarmO 4,40*~Nrol.0, 4~5.1.100M....0.14M*4...0,MM~

In damp or' wet plases.



N

0010,00Mrlie",!0,1t"rtlif00,62,0,0,1*****.**-1*,666-6

RIP 11 .1,

manpmer delopment trmnigOrmgram
brwklyn adult tranig seater

a.s.a.-"e and d" tmener's gied lit/a

blackbord fmses tw intodues:

iraLWARIILI

keep a fhGrp lwkout

The customer comp ins

from The symptoms

mmk a dieagnmsis

locmt The an

wpeffiial testig ekwipment

emerjensy treetment

refer a pmfilient

The car spefhiaiist

OPck th

J

eareas

ud3 The ca s ov The brmkdatin

an

The

60

accleret or egsact pictmr

vmit and ampmr tester

Thee omp'eet repalr

2-0

7



a.s..
Yl

blackbord sentenses:

I) it can't hurt tw ask the customer hal

the car has hen behmvirj

2) from the symptoms, he ricer Act tests

or needed tw get t e catty ov The trubl.

yao wi lern ues meny peeses

ov te tird ekwipment liek ihe

eter, Me battery check, h volt and

amper tester.

4) Thmr or tieps Aen ate caul ov ;c trub
is to complicted for The a tendant

tw ha dl.
5) an attenuant refer Ae car tw he

car speThiall t The mecanic Aen he

fiends trubl he cannot handl.

2.

40



I W41

manmer velopm nt trmnin prmgram
brwKiyn adult trmnig egnter

a.s.a.-"e and d" i/t/a

a gwd attendant has te opportmnity

to lwk for and fiend trubl spots in a

car Aiel it is beii servist at be pump.

but, in addifhon tw kepi@ a Tharp lwkmt

for trubl spots, it can't hurt tw ask
OR

te customer film The car has been behmviril
Air

and Whether it has given him eny trubl

lmtly.
Pe

if he cu tomee. complmns tat The car

has been actil3 funny, or That tear seems tw

be sumtirj rog sumAmr, This is an oppor-

tmnity for The attendant tw (fleck tw fiend

not is roe,

if a man gms tu a doctor wit com-
of

plants about pan in his chest, The doctor

begins tw e k fps areas Aidi he thigks

i;



6 1-d"-( rubl mt4 2- iitia

mm be The cis ov the chest pan. he has sum

iedeas about The alus ov the etru131 befor: he

begins to mmk te tests. from Me symp

toms, he nms Amt tests or neded to get

tw The ams ov Me trubi.

in The cl.mm w That a doctor msks a

dieagnmsis ov an illness trublThrotig is

uesd tw fiend the taus ov a car' brskdimn.

trublfficotirg mai y dun befor the

car is tmken apart. This is dun s that

the customer will hay an est i mart, or an

iedea about the siez ov Me repar bill. trubl

ffiwtig helps tw loom The ams, and smvs
41, 4

tom on the reps
44..

Mmir ar tc,tips ov t u g in

wun tiep ov trublikpothg the attendant will

Judi The ems ov the brskdoun witmt Lesig

testi ekwipment.

Vr"'



r:uoctibaot ) -3 1 /±/a

wens he has an iedea abmt The cams ov The

fmlmr, he can ten Les te proper testir

ekwipment. The ms ov modern ekwipment

givs The attendant an accuermt and egsact
10

piotmr ov The trubl.

but tmr.' or tem and sitmeffions Aen

it is impossibi tw do a complet test,

and a kwick test has tw be mmd. speftlial

medical ekwipment cannot be taken tw he

seen ov an acpident Aen a pmThient has ilyw

be given emerjensy tretment. The smm is
1.

trw ov a car. if a car is stuck on The

rmd, a kwick test is The best servis that

can be given.

Aen The car is brut int) The stmffion

it will be possibi tw mmk au 1 ov The

nesessary tests, tw &cid< te cis ov The

breekdain. The complet repmr can ten be mmd.



ea. tt ary d" (tublfhwtirk) -4 i/t/a

hmr ar meny kwick tests for trubl

Aid) I'm can lern tw do . yco will alsm

lern tw ma meny peses ov testig ekwip

ment, lief< te Me klittgliyijkuko

the yLelt and Ampuc tester, (tw check she

output ov The jenerator),

but beer ar tiemm When The calls ov Me

trubi is to) complicmted for file attendant

tw handl. in sudi cases The help ov The

manajer or stmffion mecanic i needed a

doctor will refer a pmfilient to a spelhial
.

yr u.

ist for speThial tretment after he has

found That he cannot tret 'llnessm an

attendant refers The car tw The car spOlial-

ist, The mecanic, Aen he fiends trubi he-

cannot handl.



d" (trublfluti fty lit/a

1) tr4ubifficotig helps tw locmt the
a 4.

ov car trubi, and sees tem on the repo%

if a car is stuck on Me rmd te

attendant flud:

a) giv te car a complet check

b) mmk a mull tw a tmili servis

mmk an appaintment with the

cus ler for a tuen-up
* 4a 4

d) &JD a kwick test tw fiend the trubl.

3) tw Oeck te outpust ov te jenerator,

an attendant fhwd ues.

a) the hiedrometer

b) tie vmlt and ampeiv tester

c) te dipstick.

if the attendant cannot ocmt the caul

o The trubl, he fluo get the help ov

te stmffion

5) a kwick test tw fiend te true is te

best servis That can be given tw a

car in a rod emerjensy.

trw or fouls?



manpalef; development trxnire plagram

a.s.a."e and d"

laggwmj lesson for: trublbaig

I. blackbord frmses:

compound wurds

lwkwt turn

outlwk bedricom

brmklmn batman

brmkihru raommat

hartbrmk cortrum

trublftotig cum

triOlmmker incum

cutcum

welcum

4or

cutdor wotth

indor ristwotd)

dorwm wotdman

Borman wotchmmker

dorstop stopwotch

hws

corthws

hmswmr

hmsliceld

hwskeper

i/tia #2o



manpmeA 'development trmnir? p )gram

a.s...a."e and d"

hcemwurk assienment for: trublhwtig

iltia # 20

nmm class dat *her

combien wun part from colum "a" wit a part from

colum "b" tw form a compwnd wurd

list a wurds w) hay mad.

a

dor wotch

cort trubl

maker tires

brmk mom

wotdi mt

mat hoes

in rist

stop cum



man suer developmeni.trmniti prmgram
brwklyn adult trmnig senter

a.a.a.-"e and d"(teeche's gied) iitia

blackbord Ea se tw intr dms:

agidrat....41a

a meygrig devies

approk immt aunt

The inconveniens

indict enjin temperatuer

pumpt thricto The enjin

vices tw the bdlig pdnt

clodgd or puRctuerd hoses

fmluer ov the thermostat

defectiv 1 pump
so

incorrect as mixtmr
. 41

normal ail prefer vmris

abnormal redig

electric enerjy

the ammeter Shoes di dcij



a.s.a. a7a aJu tc dler s git ) l/t/a

blaokbol.d sentenses: (gmjes and m ter s)

1) eny wurd that has gmj or meter in it

has tw 6-4 it me wrird.
v.

G ild water from The rmdimtor is
10.

pumpt fraa the enj i n conttantly, tw

help prevent mverhetitg.

3) the oil prehuer g j .mss ',tether or not

Almr is enuf pre ur tw pump the lmbri

c tii i tw par Amr: it i needed.

4) he i n i ca tor on The ammete flu" NIu

The supplie cv electric enerjy in The

battery is beig uesd.

the battery Mwd be theokt

and supplied water abu

battei.y p t

uelarly



manpauer 4 -yelopment, trmn prcegram
brwklyri adult trmn sLAter

a.s.a0-"e and d" gxjes and meters iitia

cars ties ga olen miter, dl and

electrisity. Thar ar several gmjes and
.1^

meters on ibe instraoment panel cv a car

Ai eh giv informftion about tees letem
rH- I

later gages The ear sped and di stans

traveld.

a JILL, or =tat, is a m e Suer i devies

yeD can be Ner That eny wurd tat ha

or meter has tw dco wit meneriR,

gzei

The films The approksimmt

ammnt cv gasolen in The talk. The tat

Jived be kep well filid tw avoid the incon-

veniens ov runnig at ov gas aa ae, The

vmpor in a tagk That is not well fi ld

tends t eendens, and this prodaeses wm er

in The gasolen.



111111.11IIV4111111M111111

a.s.a.
W VW

U g-jes meter)s) 2-i/t/a

the car 61111v:a ha a ImarAtAL.igal. a
V 2

error enjin normally gets hot Aen it runs,

and a gmj i needed tw indimst enjin tem
w

W

,peratmr. ld water from :the rmdimtor

is pumpt ru the enjin constantly tw help

prevent over ti mmst mtomobel enj ns
W

overmt normally with muter temperatmr

between 160 and 180 de/Ljres farenhiete if

temperatur rieses clm tw te Qil i Ont-
(212 re the ca s ov trubl must be

fmnd. it mm be eny ov Ae foll ce ig:
,

1) not enuf wmter in the raidradiator

2) log d, putctuerd, c)..1" or

weekend hmses

3) a worn or brmken waiter pump

4) a lekig rmdimtor

5) f .,t r ov The oermostat tw

oper,t properly



C)
a. .a, - "e and d" (gmjes meters)-3- litia

414 414, OP 4

6) a broken Or slippig fan belt

7) redimtor cloggd with mud or insects

8) not enuf oil. In the cragkoms

9) cloggd oil lien or defectiv oil, pump

10) improperly tiemd i gniftion

11) incorrect gas" mixt2r

12) to) mudi henry lad ig

the 4142caper.gzi films Aeher or not

:ter is enuf prear to pump The Diebricm
4.

tw parts Amr it is mededo normal ml

pre r. vmris in different mks and models

ov cars. eny abnormal retditg on Ms gmj

indicats trubi. on sum cars a red bet

,0102S alen prefur is ftn.

the mimilt me ars Me flm ov electric

current tu.) and from to stormj battery.
4. 44 4

The indicetor on the ammeter films Nu the

supplie ov electric enerjy in te battery

is beeiR recd .

t



AM

a.s.a.-"e air du (gmjes metrs)-4- iltia
4!

on sum cars, a red ]Jet flajhes on Aen
V/ VI. V Iv v V

current is uesd faster than the jenermtor
V IV

produeses i it

If the ammeter nos Aigbard 'lien aai
V V

e lectrical switdies or turrid off, or A n

he enjin is runnir4 rapidly, The battery

will run dam and hav tw be r.ediajd.

the battery itself Mood be checkt

eguelarly and

w ith distilld er, if possibl. The

level ov The wat ter Nod be Kept Ahmy.

tudasul4 ilmts if The pl -s drie, The ii

Jpplied with clen muter,

o v the battery is grmtly Thor end. it is

a gwd '-%ractis tw (fleck to battery wmter

e very tiem the gas tagk is filld.

he aactOomipr Nod be neckt frekwent4

Aen rivin



a.s.a.-"e and d' wjes metes)- lit/a
VP

with twdm s fast, a sy-drievig cars, manly

The speedometer can tell yco that yo) car

drievig faster tan yco thigk. this is

espeplially trad on hiewas and turnpieks

the mclQsAgr, Which is located next tw

the speedometer, indicat Ale number oar

miels the car hay avelld.



a.s.a. e aria d' (gmjes metes 6-lit/a

kAlltLaal

it is a gwd iedemtw kep Ihe gas tagk

well filid been s:

1) i it is *per

2) be car will run better with a

fwll talk

3) it is inconvenient and tie w sti9

try run cut ov gas.

te temperatmr gmj in a car is wilwms

The sawn as te tsed temperatmr.

trw or fmls?

3) tare pos.zr causes ov enjin mverhetirg
or:

1)

2)

3)

4) The level ov water in Ale battery .mod

be The battery piety*

5) The ced ometer. me:luers The dievig sped.
04.

trau or tads



manpwer development trmniq prceam

a.s.a."e and d"

lainwmi lesson for:

I. blackbord frmsess

hWdrometer

spedometer

thermometer

ammeter

odometer

vok

gmjes and meters

meter - a mew

barometer

falometer

cemmeter

multimeter'

defWn le ws ov ov le abuv meters. what dui Jim mew?

hledrometer - mews waiter (hledro)

speedometer mews sped

thermometer mews het ortemperatwr

ammeter me3wrs electric current floe tw

and from stormj battery

mdometer

barometer

falometer

mmmeter

multimeter

mews
Mews
me3wrs

fathoms

mews
- mews

mielmj travelld

mr prePwr.

depth ov le mfhean in'

- (6 WS)
gems - or resistans

current, a.c. and d.c.

vmltmi, and resistans.'

a commend =meter and ammeter



manpwer development trmn i N program

a.s*.a.fle and d" itt/a #22

homwurtc. assienment for:

le per trmn

nom class d t techer
44.. WM 44

fillin

a wurd ,fiat descriebs a condiPon gnat is better

an befor is
0,4004004444.4.4444114404044,

he ger Is best for

PM. MINS ONO IMO

04040.410004/.1M400.44, speeds.

dl tat has not ben reflend is mild

di.

befor a gel can be , the lugs 11J-0,

be

ywr dijest!on will im

ycor -Rod mor cmrfwIly.

if yco
4444110140444.440~0444.4.44,,,,.,.....

4



wpmer Qevelopment trmnig prream

a.s.a."e and d"

laggwmj lesson for: le.2mer trmn

blackbord frmsess le sand ov

creposig sped the cwlirg system

bmoses and cuts tholrwm helper

mow le lever mod WI

remov le slud3 Ow pot

impruvd performans blw pant

Jigs le ger scroos and bmIts

loosen le lugs wr food

brink fIcold

i/t/a #22



a.s.ao-e and d" (nuder tram) 4 lit
sum wropean oars hay frunt Ael driev, away

kAgAiianl

1) The clutffi acts ick a craubrid3 con

necth The oragOlaft and The
trwspnowoompoidtworsisunirtseWnammampol.1144

2) The transmiflion cv a car is a1was found

up frunt. trw or fauls

3) mmst often te tra nsmilhon has to bee

repmrti beaus:

a) The car: has been driven mar
Than 50 000 miels

b) The bmrigs or brmken
or worn out

c) The rer axl is brmken

4) !Auer for the reer Aels is'provieded be

The
NorkaillelftmetigokoonrnrasOalmiligumrwance ...0111WWWPWWW.MAIIMITM aers.

5) the gers allm wun Aml tw

turn faster than the ute.



a.s.a.- e and u lower trmn)tt

in mmst cars, Me trammi

a

is minted

in he frunt ov te.car. the pmer travels

from the trarismi or back tirrso-te driev

tw the rear axl. The rer axl mvivs up and

cimn Aen the car gos over bumps.

tmr ar sum cars Amr the transmiflion

plxst in the rer ov The car. in tees cars

tier is no rand part on The aor, that gms

dour The sener olhe car. The balans ov

The car is auis m imprulvd.
1.4

back ov The driev haft ar,ft rer axl

gers. Am carry The pmer tw the rer Amis.

The differenPial gers ar located between

tao rer axis. then a co gms armnd a

corner, tees gees aliau wun tw turn

faster Mei The uther.

liver ar cars and trucks hicJ hay

fgr-Agljide., Amr pmer is SEflt tw mil The

Aels.



a.s.a.-"e and e(pmer trxn) 400 iitia

in standard fllift cars, the drive S
R.

te riet ger hie mooviii a leever caald a

ger-filft he steps on te clutch pedal

and lees es The clutdi at the smm tiem that

he molvs ft ger MM. he: ueses 1ALmm,

tw start the car; .te,unA.agr tw gmn speed;
4,,MO nor R.,

hil....atc for crwsiN and rjy a for

backirg up cars with automatic ,rans-

milt= $ mv the driever the job ov Omnjig

ger in forward speeds:

transmiffion repor i a hiely

ezd tiep cv wurk very often the trans-

mill= has tw be taken apartbecam ov

worn or brmken brigs or gers in fhops

transmijlion wilk is dune only a soft

fms hammer, or a soft steel drift is msd

on the oms hardend parts.



manmer development. rmnig prTgram
brwklyn adult trmni senter

a and d"

the pmer trmn is a sr is ov parts

!Akio carry Me pmer from The (Iluakpott ov

The enjin t The rr ne1 s.

Ale port, that mmk up the prier tmn,

or in order: The clutO, rhe tranimiflion,

the dr4iv Thaft rh e d I fferenj1i xl geer-, and

The rer axl.

te ciJ41 is The par that connects 41
441%0

enjin tw the pier trmn. The c1ut0 acts
liek a dr-atibr d5. When yoo ties she olutd) pedal

twjhif.t wrs, yclo or connec IR or di

connectiR he crarakffiaft and The trans

miJhon

Me paler travels from te c I u t tw

The transmijhon. The transmifhon s a box

hat. cont ns pePS ov different eiees.



a.s

4 MIR

#11

t 6,11 edk.$44 qi -2 - i/te and d" tY.

be...pmer iram.011(109W4Vel 41.WOROKV~.407

blackbord entenses:

I) we yw ues; The clut(jh pedal tw hi ft

gers yu) or connectiT or disconnect

h the craRkpalt and ta transmiffilon.

in standard rnift cars, The drever .

(Imes The net ger hie mcov ro a Dever

3) The pmer travels from he transmiglon

back Iru The driev 'haft

axl.

4) Me differen jh I a I e.r. c r

. str

. between the tc rer axl

SUMP 44,7

the rer

0ted

5) Maar an sum cars Amr the transmUlion

is plmst in The mr.



manpuller development..treanird
brwklyn adult trmnig sen

rmgram
er

a.s.a.-"e and d tedler qed litta

bl ckbord frmses tw introdms:

ba..amiLican

acts ltek a drubrid3

disconnect The cra4kThaft
iv V

gers ov different sieses

releses Me clutch

from The c1utd1 ta) ta,transmi ion.
v-

Oua the riet ger

hie-ger for crusig

revers.-ger for blckita up

a soft stel drift

cms hardend parts

mmnted in :the frunt

the balans ov The car

the differenjhiai gers



*

ro,

manpmer development trmnig prmgram
brwklyn adult trmnig senter

a.s.a.-"e and d" i/t/a

introductory blackbord ft.ases for

'Y

jasenia de_y_tau

a partiomlar fasener is Omsen

be familiar wig The faseners

in repmrig or replasig parts

mak desi5ons abcut twls

The mmst common teps ov faseners

bcElts and sort= ar similar
1.

int ends or treded

The expmsd end
WA SI/

accordig tw tar legit)

me3tler- be pitch ov 6reds

fillips -bed scrcn

uns dammj tw The finiffi

The rivet is flattend

4f

ti



a.s,a -"e and d" techer's gied -2- i/t/a

blackbord sentenses: (fasenig devieses)

1) mmst stmfhons star faseners in

cabinets with meny drawers which

or Imbelld with to nmm ov the fasener

found

2) tmr or meny va.4eetis ov bmits,

soma, pins and rivets.

3) bmIts and screws cr niftily markt
v..

accordig tw thar leg #1, ,fir av bed,

dieameter, and the number ov threds

per inch.
ft A,

4) the pitch is The distans from wun

thred cw anuter.

5) jn addiftion tw the familiar strmt

slot scrw, the fillips-hed scrw,

and The allen-tiep scrco or often

uesd in mtommtiv wurk.

,



elf

manpauer development trmnig prmgra.m
brwklyn adult trimnirg seater

a.s.a.-"e and- d" i/t/a

JaAania.AgYies_u

Ihair ar meny different devieses uesd

for fasenig different parts twgeiher in

she modern automobel. Aie a particuelar

fasener is Omsen for a sertmn job can

depend on meny he materials it

is hmldit3 twgeMer; its posiflion in The

ear Aleter it will ever hav tw be

taken out or Omnjd; whether or not it will

Thm; and one kiends ov tuals msd in in-

staalig The fasener.

it is important for enywun wurkil
.1.

in a servis stmcnon tw be familiar with

faseners and /ter use mcest stmflions

stor faseners in cabinets with meny

small drawers whicji or lebelld wit The nam

ov the fasener found insied.



a.s.a.-"e and d"(fasenit3 devieses)-2-iitja
in reparir or replmsig parts in a

WV,

car, it is often nesessary tw brmk The

It or rivet that is hmldig a part in

plms. This is particuelarly tram in

cider cars Amr the parts hav had a grmt

del ov wmr. It is aawms a gwd iedea for

an attendant tw tmk a gwd lwk at te part

he is servisig befor beginnitg eny wurk.

This will enmbl him tw se Aot te trubi

is, and let him get a gwd lwk at u the

part is plmst, and se Act kiends ov

faseners or uesd; mask desi3ons abet Aot
NO

twls and parts he will need tw do the

job; and desied of his plan ov wurk

will be.

The mmst common tips ov fasteners ar

belts, scrus, pins and rivets. tmr ar

meny varieetis in eh gray.

...1VIVUOM



a.s.a.-"e and d"(faseniri devieses)-3-iitia

beelts and scrws or similar in That

ihzo bmt hay bed and iireded parts. a

bolt ueyeally extends beyond The matmrials

it is hmldig twgetei and needs a nut on

The expmsd end ov The bmit tw finifh The

job.

a 1±10 is a speffiial tiep ov Limit

Aid) has ria hed. it is often fmnd in

e njin bmth ends ov The stud

or ireded. wun end is set-cod intw The
4

sylinder, anuter part is p1ast on -he

stud, and hen a nut is plmst on The

e xpmsd end ov The stud and tietend. in

This w all The parts or held twgei'her.

bs,eata and lg.= or ue3Joally markt

accordig ttc twr legth, Pimp ov hed,

dieameter, and The number ov tlreds per

inch.



a.s.a.-"e and d"(fasenig devieses)-4-iitia
a speffiial tiep ov gmj is mad tw me3uer be

ov 61eds. te pitch is the distans

from wun tgyred tw anuther.

west bmits hav hexagonal or six-

sieded heds. thm ar m3mally maid "hex-

hed" bolts. main scrms hav beds that

cum in meny flaps and or installd wilt) a

scrudriever. in addipon tw the familiar
4.

strmt slot scrw, te iilliaa=hALLagra,

and the a len ie. (set scrc), or

often msd in alomothre wurk.
1. 0

rekwier spefhial scrmdrievers and or msd

becns ter installmffion is less ]iekly tw

caul dammj tw .the finiP ov Me car.

wun spelbial tiep ov scram is nten as

a filet metal scrm or a s

it has a tmperd pint and will cut its

cen (reds as it is sccod into the Met

metal.



a.s.a.-"e and d"(fasenig devieses)-5-iALA
4.

bees soma ar find tw hmld Sheet metal parts

twgeMer. a hml is first pundit or drilld

intw The filet metal, and ten The serer is

turnd intw The hml.

a dig" is a metal pin wit a h'ed on

wun end. it alsm holds tw parts twgeTher.

after The rivet is past thrw The hmis in

parts tw bee jdnd, The small end ov The

rivet is flattend intw a hed bye wens ov

a rivet-set, or the peen end ov a baull-peen
tlw

hammer.

in addiffion t mldig peeses ov metal
1,06

twgeMer, rivets ar adsm mld for fasenig
41.-

brak Beni tw brmk



a.s.a.-"e and d"(fasenig devieses)-6-1/0.

141Aiianx
Or

1) in most stmffions, faseners car stord

in in cabinets.

2) sumtiems it is nesessary tw brink Jhe

!omit or rivet, particmlarly in:

a) *per model cars

b) sports cars

c) wider cars

3) a stud has a larj hed.
..

trap) or fails?

4) luelts and scrws or msmally markt

accordig tw:

a)

b)

c)

a self-tappig scrw is nwn as a

scrw.



manpwer development tmnir? prmgram

a.s.a. "e and d"

la@gwj.lesson:

i/01 #

hmldigAlios twgeter-fasenia devieses

I. blackbord fmsest the sand ov -w-

pwill and pwll fwt braeks

lift the hwd pwily system

crwked lien Thwgar-cceted

worn bwpirg hwk and ladder

set cwIlion wwd finip

II. blackbord sentenses2

I. le mecanic replst. the worn bcolhirps in the mmtor.

2. dwal-contrcelld mtms hav dubl fwt brxks.

3. sumtlems a set cwpon helps giv a driever a better

vue ov le rued.

4. leekip gas stand the wwd finip ov i.e stxpon

wagon.

5. a pwIly system was wsd tw lift smmll twls to) le

second flor tkolmom.



manpmer developmen± trmnig pr gram
brwklyn adult trmniq senter

40,

a.s.a0-"e and d" IBLENTLILJki i/t/a
fr.

r

introductory blackbord frmses

goad brmkig is on

hiedrulic prefilter

fors :s The brmk fluoid

pistons in he Awl sylinders
.6. V/ .16.

antGunt ov premier applied

(ever a period ov tiem

set ft brmks frilly
I/ V/

improper luebr i cmlnon

mmkig brink adjustments

duerig This inspecffion

the brak flwid level

e manmfactmrer's spesified level

manual b.ced i r method

prefter tank method

cleend satisfactorily



a.s.6.-,"e and d" ±tOIELIogigsj lit/a-2-
..

blackbord sentenses: (steppig on brmks)

I) steppitg on The brmk pedal forses

fl rd mt ov the master sylinder,
W ner,

fro) The tubig, or bre< rens, and

intw The Ael

ech tiem Me brwks or applied, a small

amount ov brak lienig is worn awa.

3) The first step in checkirg, or mmkig

brmk adjustments, is tw remwv wun

ov The frunt and inspect the

brmk

4) from tiem tw tiem Nico get a "spunjy"

fel Aan The brwk pedal is pwffit dun.
W SW,

5) "bledie j a prosess uesd tw remwv

mr from Me hiedrulic system.



4,44 .eW

manpmer development trmnig pro gram
brwklyn adult trmnig center

a.s.a.-"e and d" iitia

c.g.441aspzubs.tum....ks

wit gwd brmks and a drie rod it

tmks almmst The legth ov a fwtbull feld

tw stop a car mcovig 70 mels per hour .

even at slmer speds, The ned for gwd

brmkig acffion frod be a major consern ov

bceti The driever and The man hco services

iiie car.

erly atomobels had banks cenly on

:the rer Aels. cars tudm hay brmks on

ull for Aels.

incest brmks twdm opermt bie hiedrulio

prefter. The hiedrallic brmkig system

consists ov a master cylinder and brmk
'WI

pedal, wun or to Ael sylinders at edi

Ael, tuebit3 Aich connects The master

sylindet tw The Ael sylinders,



a.s.a.-"e and d "(steppit brmks)-2-iitia

the bmk !Eros, The brink drums, and The

brak

stepig on Ihe brak pedal forse

bra:k flwid mt ov Me master sylinder,

thrco The tuebit or bra3k liens, and into

The Ae s inderwyr (hiedradic bra3ks can

be compmrd to a rubber luv at is filld

with walar then it is skwesd an eekwal
ie

prefur is sent tw aul]. The figgers. Aen

The brink pedal is pwffit Limn, ekwal prefter

is 0.4..nt t aull parts QV The bi:mk system.

pistons in The del sylinders fors

the brmk fr.os ntward agmnst The brat

drums. be fricffion between the brak Mco

lieniig and the brk drums muses The car

tw slm dam or stop, dependig on the

aunt ov preflur applied.



a.s.a.-"e and d"(steppig brmks)-3-i/t/a

peer brmks ues pmer from the enjin to

fors the fladd tw the sylinders ien the

driever presses the brek pedal. puuer

brinks mask stoppi@ the car mace, eerier and

rekwier less fwt preihmr.

eep tiem te brinks or applied, a smaull

amount ov the brmk Vwdnig is worn awm.
*to

Oaf NY

never a period ov tiem Ms normal war

cremts a larj spas between the brmk

and The brink drum. tis larj spas meens

that Me brink pedal must bee pwilit down

tw get The net prefilue.N. jenerally,

if the driever has tw pufh The 13rmk pedal

mar than haf-win tw Me liar ov te car,

he can tell That his spas is ixo larj.

The brink pedal flud never bee "pumpt" tw

set the brinks fwlly.



()

a.s.a.-"e and d"(steppig brmks)-4-i/tea

A±Aaaia.mlimhaka

The first step in Oeckig or mmkig

brmk adjustments, is tw ream wun ov

he front Aels and inspect the bank len ii.
,

if to lienig is worn, The bank Plum ,mod be

replmst. car must be taken &twig this

inspacflion tw avoid gettig dirt, fires or

oil on to The amount ov wer

found on Ads wun lel is a gwd
,10. O. w V/

ov the amount ov war on he O'er tire Aeels.

te Beni toickness on The first Ael is

all net, the usher Aeels will not hay tw

be remoLvd for inspecftion.

sumthms the brmk nerd tw be

adjusted. a star Ael adjustig son)) is

uesd tw mr.ov The Pco closer tw The brmk drum.
NO

Ael ma be jackt up separmtly or all

for mx bee rmsd off he flor t mmk This

adjustment.



a.s.a.-"e and d"(stepp i 9 brieks)-5 irt/a

the next step is tw Oeck the brmk

fluid level in the master sylinder and

add flwid, if nesessary, tw the mann-

factmrer's spesi -Hed level.

from tiem tw tiem, yc get a "spunjy"

fel Aen The brek pedal is pwffit dom. this

is dm tw ar in the brmk system. ar can

e nter the system len The fluid level in

The master sylinder be curs lm, or vihenever

e ny part ov The system is taken apart,

o r girco leeks in the system.

'bledie is a prosess uesd tw remcov

ar from foe hiedrulic system tis can

be dun bie eter The maniacal d me od

o r te 4210:Elker.+a k me od Aen uesi eter

method car must be taken tw avoid gettir3

dirt and gres intw rine system.



and d (stoppilg briJks)-6-i/t4

uber trubis, such as uneven or grabbii

bra2kc,, mm be cal ad bie gres and ml on The

lieniu; due tw improper luebricmflion, worn

gres seeks, or cmrless handlig ov brmk

lieniRs. a lekig Ael sylinde will aulsm

caus gr bbir beaks wien The beak fluid

gets on The smkt with

greet, oil, or brmk flwid, most be re-

plmst sins ihm cannot bee clend satis-

fac orily.

The brxkig system Jhwd bee dieckt

peeriod i cally for war, leeks, and smf
',et

bra3ki .cjhon.. repmril3 brxk trubis

kwickly will giv everywun The infhnrans

ov smf dv'fevig.



a.s.a.-"e and d (steppig brmks ) 7-1/t/

klmajticAa

1) mmst brinks twdm opermt bie

2) the brink flmid is in

3) the car is stoppt becau ov:

a) the fricThon between the brmk peda

and the master sylinder

b) the fr i cjhon between the pmer brm

and The gels

the between The 13tmk ffico

lienig and the brink drums.

hiedraaic brinks mm be comps rd tw:

a) a rubber firo

b) a premier meter

c) a rubber giuv

pistons in the el sylinder.s fors

brmk Aum tward agmnst the brink dn.

treD or fads?



yr

(

manpweri )evelopment tr nira p yam

a.s.a. "e and d"

langwkj lesson:

#

steRRIE1 on le b,r4ks

a,

I. blackbord fmses: prefiX - man (hand)

maraca! labor wituut mapens

manwal operxMon

cxrfwl manjpwl4on

manwscript

prefiX - auto - (self)

t
III

automatic - automxPon

mtomobel

auto - suggestion

mtograf

autob!ecgrafy

autonomy

autopsy

autotiep a prosess ov permanent fmtografic

printiq 04ch reprodueses wurks ov art

in monocrmm.



manp)development gram

"e and d" i/tia #24

hcemwurk assienment: steppig on the braks

nxm class clxt tedier

I. ajob tat is dun wilout le help ov mallens is

cmlld a operxPon.

2. le opposit ov manwai v;.ontrcel is

contrcel.

3. anuter nan for signatxr is

4. a najhon lat is independent or self-guvernip

is an

5. the act ov mceldip or Pawl@ an object ble hand

6. experts fer tat meny wurkers will Iws jobs

becaa ov



manpuuer )velf4aden

a.s.a.-"e and d"

ilosthatlaaitig

i/t/a 25

blackbord Tr es tw introdues:

modern passer jr cars

kwolified driever

a tremendus effect

te rmd adhw6on

be operetillo effiffilensy

maximum stoppiR acjhon

direcffional contrvm1

a considerabl amount ov 'tiem

be reacflon tem

applie the brmks

exsept for emerjensis

vmrius red condiffions



a.s.a.-"e a id d" (t.g.) i/i-ja 25

atuaia.liAtImus.

41.1.121442cA.§sn±Anlaxl

1. exsept for grmt emerjensis', te gwd

driever brinks wilt slieditg his dels.

2. wun ov The raciest important pdnts tw

remember i The tremendus vmrimftion

in stop pig distanses.

3. pwr brink adjustment liners the oper-

mtig effilhiensy ov to treks.

4. the stoppig distans sped mm be thirteen

tiems as loR on an iesy r d as 2nder

gwd rcd oondiffions.
.41

5. as oar sped inoreses, the rmd adhe3on

is less.

9



manpmer development trmnitg prmgram

a.s.a.-"e and d" iit/a

a &rt has been prepmrd Aich films stoppirg

distances for modern passenjer cars under

different kiends ov road condiThons. he
,s u, or

diart films minimum stoppilg distanses for

skilld opermtors under iedeeal test con-

diplons, avermj stoppiri distanses ibith MT

be obthnd bie avermj drievers ov cars in

gwd dondiplonrhon normal, drie, pa'i'd rceds,

and stoppig distanses under winter con-

dipons on packt n or drie
vt -

with grid brmks and a kwolified driever,
vEt

the distans rekwierd tw stop a mmtor vethicl

depends on free factors:- 1. speed, 2. the

nmtnr ov te rmd surfms and 3. te condi on

ov The tiers.



, 4a$S0a411 anc, d"

the effect ov rmd condiffions on stopph3

is very grmt. The stoppiR distans sped

ma bee tirten tisims as log on an iesy rmd

as under gwd condipons. car sped wasm

has a tremendus effect on stoppiq dis-

tans. The brakig distans from 40 oriels

per mir is almmst fiev terns grater Than

That from 20 miels per cur. mormver, as
.31. .1.

car speed increses, The rd adherion is

less, and The stoppig distans logger .

WM,

tier condiffion is ov grat,importans.

on wet reds, badly worn or "bald" tiers

ar not as smf as tiers wit grid treds.

worn brak lienigs or pwr brak ad-

justment leers ilie operati effiffilensy

ov The breaks, m akig it impossibi tc get

maximum stoppig acfhon between The tiers

and The



)

a.s.a.-"e and d" iitia.

Aisa2LIALItgalu

in practis, Morte Copp i.r distances

ar obthnd when he tiers clr sliedig, but

direcftlonal contrml is lost completly.

except for Brat emerjensis, the hod

driever banks without sliedil his Fels,

brigitg the car t a stop under direc-

fhonal contrml.
.

anuter important Ont tw remember

is Ifiat ihe total stoppig distans is not

n1y tat distans ever the banks ar

applied, but :rile extra distant traveld,

inchodig the reacjhon tiem ov Me driever.

a considerabl ammnt ov tie m is rekwierd

tw mcov The feet tw The brmk pedal and appbe

The breaks. for The aver mj driever Ms diem

is abet ire: kwarters ov a second-- diem

enuf for The car to travel a considerabl

distans.



a.s.a.-" s,2 r? d" (nr
v. )

s o d anse

ware ov Ae me st important paints tw

remember is lhe tremendus vmrim on in

stop pig d i stans iTh speed and under

vmrius rmd condiffions,

when drievig a car in traffic, or at

hie sped on The cepen rmd duo not tmk for

granted That a stop can bee mmd on a diem.

itimr mm bee meny factors wurkir against yc.

tors 1 a fec s o

1. speed

driever skill and alertness

3. condiffion ov brmks

4. surf ms ov brmks

5. 1mvs, mud or dirt on The

0. +or

tier condiffion-- tred wmr

7. reacffion tiem
V*

8. ins on ies or snm

rced surf ms



a.s.a.-"e and d" Lit /a

d "arise

klaatian..

(25 )

1. the condiNn ov the -Tad is ov littl

importans in stoppig a car.

trco or faas?

2. a gwd driever brinks wibmt sliedig his

Aels, and stops Ae car under
HOWINIONSMIONMIWINI.,...***0000

#011.1101e/its.00*.atorrioesgases.Wearftwor

/.

3. for The avermi driever, it its

tw mcov The fwt tw the brmk

pedal.

a) about fiev minits

b) abmt tiree kwmrters ov a second.

c) about wun second.

4. stoppiri distanses never vmry.

trw or fads?

5. the t m it taps for he driever tw

applie The brmks is mild the

tem.



man.. develoJment trxhig prmgram
a.

a.s.a.-"e and d" (25 )

sop for ligapig An.se_s_

1. blaokbord frmses: The mind ov

auto colli3on
ov.

rcd adhe3on

presi3on instruments

tnBon ov parts

loss ov vi3on
%It

expmser too weter

pleyer trip

smfty mevuers

final desi3on

metal corraon

drab a conclu5on
of

job revi5on

cloy televi3on

lezmr tiem

meyler te

unmyeal condiffions



a.s.a.-"e and d" iitia (25 )

ilaaladallaan for aikaaiLliltlaall

11. wasLAhsTAItatIms1

1. the tm truck braut in the to cars iidi

had been in an autm colli3on.

2. gwd tiers will proved gwd road adhe3on

and help prevent skiddig.

3. weldi@ and soderig or methods ov pro-

&".asig trd3on ov parts at or mmd ov

saetal.

4. a larj selecpion ov rod maps is kept

on the rack for summer pleper trips.
of

5. proper greesig and dilig will help
N. r

prevent corrmson ov metal ports.



manpuder a)0 veiodment tmcnr ormgram

iltia a.s.a.-"e and d' (25 )

hmmwurk assienment: stoppig distanses

nmm rap a t.... techer

a
1. a clen dip stick is uesd tw

in te craigkoms

2. modern testig ekwipment and

wow Iwar m k i sier for foe mecanic

tw fiend mecanical trubls.

atui travel has incr!es t sins depl

wurk fter G11-.1 and hay mor

olowerroodemompeonoiWnuo.4.600.00.

4. safty me mrs must be &ken tw protect

The ies and tw prevent

Aliel on The job.

5. an aim servis attendant must dress

droperly sm That he can task



manpwer development tranip prmgram

a.s.a.-"e and d" tether's gied i/t/a #26
introductory blackbord frases for: ar_pollulon

met< and fog the smog capital

a serius problem angry sitizeis

a sever cars the federal guvernment

weier -trap ar kwolity act

brat dirty ar (decal mtoritis

ponds ov prison control me fwms

cars and uiher vehicls strop meyers

protect our he 11j stop burnip traP

blackbord sentenses

I. weiher -traps prevent le prisons in the ar from

blceip awa.

2. los anjeles a gwd egsampl ov a sity tat

fiets ar poll4on.

le president has askt congress tw pass a strop

anti-poll4on

4. insted ov burnip trap, we pwd ws trap for land

fill.

5. we nod tw tak strop meyers tw contrml ar

pollupon.



manpmer development trmnip prmgram

a.s.a.-"e and d" //26

smog is a wurd mmd up bie to pepl in lu

te wurd is a combinmilion ay. etc wurds,

smmk and fogz. smcek and fog twgeler giv us smog,

dirty mr, in le mnieted stmts dirty mr is tosally

ar pollupon.

nm matter what y call it, dirtymr is dmnjerw

,cis is alredy a very serius problem in meny tarns ar

sitis.

twenty, yers agm, a twn.in pennsylvania had su(l':

a severcms ov smog, tat meny pepl le tom becmM

sick., twenty pepl

Olot maks pollwited or dirty mr? furnmses,

factoris, tray -burn ip, atomobels, trucks, and buses

ar smmk mmkers.- Via' send dirt up intw ie r. on

*est dais le winds carry enuf dirt awm sm tat pep'

&.o not -becum sick. houever, on sum dms, tar ar

"wear- traps." lien le dirty mr is not blmn awm.

it stms ier pepl hay t bred

a sity l kak nw york IRAs t(1)) pounds ov poison intGi

the mr for Ee er. pers6n ech dm. nu~ york had a scar aroc,_

ttmaksgivirg tiem in 1966. a weter trap kept mil tat

Olson from blmirg away. .nm wun nos when such a ti am ma

cum agmn.



M, d. t. p.
a.s.a.7fle and d cont,d. -.00642,6

los anjeles has been caul id le "smog capital" ov

the wurld. the er becmm sc bad liar tat arggry sitizens

sed tat sumpirg had to bee dun. tm hav ben NOr smog

for a lorg tiem and hay dun a lot to Stop mr

los anjeles is nm a gwd egsampl for usher sitis wig

dirty mr.

mil ov us ned to bred pwr mr and drirgk pier

waiter. 'le federal guvernment has left te.clenig

up ov dirty watter to ie stmts. le stmtsHailsm task

cmr ov le waiter, but ar is harder tO contrml.

corggress passt ,die clen mr act ov 1963. lis

heipt le fiet, but it wos not enuf. nw the' president

has askt for a nm lmr he askt copgrest tw pass tie

m kwolity act ov 1967, if congress passes its act,

wee can he p for le follmirg results:

I. industris will hav to contrml le mount

ov pdson tm al 1w to gm into le mr.

Imcal authoritis will contrml le pollwilion

ov mr.

3. cars and user vehicls will hav tw Contrml

:fie 'Rms. tm mmk.

enforsrnent ov le nw 1m will be- speeded up.

mar studis will bee mmd 6.) fiend wt hou tw

reds s poll4on from ;Leis-.



4

a.s.a.-"e and d"

15

m. d. t. p.

_zer.pollubon. cont'd. vo,o6

6. mor effort will bee mxd tw understand and

contrml au I klends ov polluihon.

SWentists tell us we can hav clen nce
ally

hay tw get it. we must wont tem very stroNly stroply

enuf tw se tat air polifthians do vet is nesessary.

we will hav tw stop burni@ trajh. we can cis it

for land fill. we mx hav t@ stop wsirg gasolen or dale!

tw run cars. we inlet ws electric cars, at lest in

sitis. we need tw t k strorg mews. sum will be

eXpensiv. but ilotever it costs* tw protect car helth

must be spent. lief Itself Is at stork.

kwestion

1. tea sorses ov dirty ear ar:

a.

b.

.

2. nue york sity had a serlus smog scar:

a. dwrirg ie summer drle spell

b. tialgksgivirg tWm, 1966

C. cristmas tiem, last yer.

Elie smog capital Lest tw be in

4. wun anser tw itr pollupon is tw uex
01.611.1*mi0000.1millWO .11..01:.440.401.0.11WWWW.

5. insted ov burnitg tr li wel can Les it for
q1414.1,4010 AW64001041,114004A15I.Oft.



manpouer development trxnN program

a.s.a."e and d" i/t/a #26

laagwxj_le§son for: xrpoll&lion

bret per ar la cal altoritis.

weiher traps plymuh sedan

brele'r cap thapksgivirg tiem

user vehicls helt hazard

bet in di all bat

operator wer fat

II blackbord_sentensest

xr poll4on is considerd a ma3jor heft hazard.

2, after a fue munths ov tmnirg, mister smith

becalm a first class WI operator.

te plasterer pcot te first coat ov

plaster on arse wer lam.

weler traps prevent te dirt'in le ws from

beir,j bleu awae.

Imcal a4oritis need help i K solvip ine

problem ov r~ poll4on.



manpwer development, trmni@ prmgram

hmmwurk assnment fore f-....pollAion i/t/a, #26

nmm class d2at_..._.__

fillzin

1. mister witers wos redy tw trmd in his brick

stxpon wagon for a nir ms.mrM.ww.m4,1W,K

it is nesessary for pep[ tw

*g...O.PXdpO4.4mwl,NOooW~OWA.V..IIWAO,WM tw prevent fUrg dises.

30 le federal guvernrnent has had t help

to contrtei ar poll4on.

4. befor plaster can be applied, a

must be set up.

5. ihe attendant forgot tw repls lie

4.0.*OWOO*WIIeW on le car.

0.0004.400.00000.01.00410040,0,14.001.00o

A.ma.m*Ism.mdaro..



terj)erfs gect

blackbord frmses tw introdies:

o
iitta #27

_411._return_ov_le_eictrjc_car_

history repEts itself electric self arter

hie sosieety nwmatic tier

battery-pwerd cars grmter curnfort

land sped record retharj le batteris

hand-f` iniffit refill le gas tai*

gasolen-driven car car desieners

hundreds ov pc lds (arj it up!

blackbord,..sentenses._

I ble i9 ,electric cars wer on le wm wt, and

gas-pwerd cars wer on lie wm in,

wit 'lunatic tiers a car can travel grmter

distanses In grmter cumfort.

3. air pollUThon Is wun ov le main Mesons electric

cars mw be curry i back.

40 lie electric car Ts sielent and dus not pollut

le mr.

le problem wit lie electric car has wives been

le sies ov le battery.



,) ()
rnanpwer development trmnirg prmgram

a.s.a.-"e and d"

the return ov ihe electric car

i/t/a #27

lm sa tat history repets Itself, and history is
about tw repot te introducPlon ov te electric car.

at wun tiem the electric car wos very popuelar.

Ipgland-began uesi r electric taXi cabs and buses in

teiciso's. Jhe electric car wos the "ins i r for he

sosieety in lundon, paris, and nue York. battery-

(Hord cars wer everywhr.

,fie wurldis first land sped record wos mwd
bie a battery pwerd car. it traveld at an amzezip

sped ov 39 miels an our.

at wun tiem, mver .8() cumpards wer mmkirg cars

in the mnieted stmts. ihe cars wer bilt bie hand and

fini;ht wit as meny as 23 ccets ov varniM. .ihar wos

even a vms for flwers on te dajibord.

but inc electric car disappurd. le gas pouerd

cars we nce twdm replst it. gia

tmr ar meny resons. wun ov tem wos cost. a

goad electric car cost about $3,250. yo) cod bie a

gwd gasolun driven car ov ihe sal kwolity for about

$1,700 or $1,800,

the battens wer anuiher problem. the battens

went ded after so ivels or less. yoo cwd not travel

far unless m whir tea get teem recharjd a l of ine wm,



a.s.a."e and Cl"
M. CI.

bie 1925, electric cars wer on ihe wm wt, and

gas pwerd cars wer on Ile wmln. to development ov

be electric selfstarter and be lunatic tier ailm

helpt tw kill be electric car. ties tiers ment y(s)

cwd travel fariher in grater cumfort and mnly ate gas

pcuerd cars cwd travel bees distanses. i t twk cenly

minits try refill., be gas tank. it trek cars tw recharj

the batteris ov an electric car.

but nw the electric car is cumin back. ford

mcetor cumpany eXiDects tw produes el'ectric cars bie

1977. user cumpanis ar wurkir? on ihe smm iedea.

mr poluOion iswun ov be mmn resons. Osolen
mcetors Cam 50 tw 60 persent ov aull mr poliwPon. wun

eXpert ses, lief for man will end witin 100 yews

unless sumthip ia dun abwt mr poll4on nat.

we must h'av transportmPlon. but tw .stop mr

poll4on we must cut darn on gas enjins. 'hw can wee

hav transport *on anci.n(M 01160on? ihe anSer mm bee

be electric car.

the electric car is osier tw bi ld and run than

the cars wee hav twdm. it .is sielent and olus not

polka She mr. it needs very littl repmr wurk. he

mxtor will wurk for yeer., witmt attenpon.

car desieners nce electric cars wurk. he problem

has allwma been he sies ov te.battery. it is big

2"
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a.s.a"e and d" i/t/a #27

(hundreds ov pwnds) and runs dawn esily.

his problem is wImmst solvd. ie ford mmtor

cumpany has desiend a nx tip ov battery. it is hie

in energy and liet in wit. ihe battery can paver a car

for 125 mie 1. uier cumpanis ar wurkl rp on u4er forms

ov battery peer.

in 10 yeers yco won't sm, "fillit up pies," when

y driev into) a servis stmhon. insted, yo will say,

"char,] it up, ples."

kwestions

.1he electric car is a nue ledea for the fuetuer.

tm or fauls?

2. .ate reson at electric cars disappurd wos:

a. pepl wer afrxd ov battens

b. cars wit gas enjins cost ailmmst haf as much

c. electric cars mark t much nois.

3. wun ov te problems wit electric cars wos le ned

try

very often.
the biggest problem with electric cars is te

ov te battery.

5. ihe ford mcetor cumpany has ail rely developt a

battery tat can paler a car for



manpwer 4evelopment trmnip prfgram
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a.s.a. le and d" iitia #

laagwmj lesson for: le return ov le electric car

blackbord frames

repet le kwestion

le retuirn ov le car

replms the parts

tier retred

refiniP le body

rester le finip

blackbord sentensess

le prefiX "re" lback4 agar+)

refill le gas tarok

recharj le batteris

redoes le sped

dl reflenery

repmnt le Nod

recap le tier

I. le car ccod not be repmrd until Shaer was a

replwsment ov le brceken parts.

2. ihe defer tried tw sell him a tier wil a retred.

3. le car Pmn after le body wos refiniPt.

4. in bad weiher, it is wles to) redms'drievirg sped.

5. le man bract his car in to) hav le battery rediarjd.
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a.s.a.ne and e iit/a #

hmmwurk asslenment

le return ov le elEictric car

name 4 class dart Wier

fillin

I. a plxs tier gas and WI ar pwrifled is mild

a

2. in bad weler, siens on turnpieks warn drivers

to

3. insted ov a nw set ov tiers, mister riot bait

ed tiers.

4. a gwd cmt ov waX will

on a dull car.

5. after travel lira 400 miels, mister jonson had

tw
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a.s.a. "e and d"

blackbord frmses t introduas

4)

tedte r s giecf ift/a #28

ycor gas mielmj depends on yra)

ws mor gasolen

cars ar hevier

enjin effiPiensy

larjest sirgl factor

an economical model

not brio mudi prellner

gren-llet jack rabbit

blackbord sentenses:

mv from a stand-still

best performans

pcor drievir? habits

keep it rcelli@

dmn't impress enywun

depress yor gas targk

stop and gce traffic.

I. year car enjin burns Ile mcest gas Olen it has to)

get wor car movi@ from a stand-still.

2. properly filld tiers hav neler tw much nor tw

littl prepmr.

3. a driever can cut his gas mielmj in haf if he has

per drIevirg habits.

4. get intw hie ger and,stm in hie ger as loR as possibl.

5. an lecilip enjin burns abet a sent's wurt ov gas

every for minits.
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a.s.a.

ow gas mielaj depends on yih)
Mr............. . ....

e.
i.t.a.

cars twda ms mor gasolen tan le cars ov ie

030Rs, even tm enjins ar bilt better twdm. the

mmstimportant reson for tis Is tat cars WU. ar muctl

hevier, and ar bilt for grater spuds. enjins twdm

.ar msd tw mwv the grater wmt ov te car, and ar not

4b1 tw provWd mor mielmj for every gallon ov as

t' te wun west JImportant factor in le number

ov Weis tw le gallon a car taks.is the driever'.

mabe he dr}evs a smmll, lid car-- an economy

model. his car has an enjin just big enuf .try

carry he Imd. It duz not hav a hotrod enjin

which ets a lot ov gas,'

mabe he drWver keps the tiers ov economy

car filld wit he Net amwnt ov mr au l I le tiem---

not to mud) prejhuer, nor tw littl prelter in he tiers.

mabe he driever mlwos has she enjin properly trend

up for best performans. even wit le car in top

condiPon,.poor drievig habits can cut gas melzJ In

haf.

her ar sum gwd mielaj tips--

a. dcen't ras he car tee mask he gran IWt. fast

starts ar not gwd for pwr tiers, and tak a lot ov

10
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a.s.a.
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ywr gas mielaj depend$ on y00

e
i.t.a.

cars twda les mar gasolen tan the cars ov le

t'1 O's, even 1m enjins ar bilt better twda. the

mastimportant reson for Ils Is at cars twda ar mini

hevier, and ar bilt for grater speds. enjins tw im

.ar ;s11 tw mw le grater Wat ov be car, and ar not

w provWd mor mleIaj for every gallon ov gas.

wun mmst important factor in le number

ov miels tw le gallon a car taks ts le driever'.

rube he drWvs a smmll, ket car-- an economy

model. bis car has an enjin just big enuf try

carry le Iced. It duz not hav a hot rod enjin

kid) ets a lot ov gas,

mabe le driever keps the tiers ov Ili economy

car filld wit le Net-Amount ov mr mll be tiem---

not bm much prepter, nor t littl prePwr in be tiers.

mabe le driever mlwos has she enjin properly twnd

up for best performans. even wil le car in toP

condijhon .poor drIeviR habits can cut gas mielaj In

haf.

her ar sum gwd mielmj tips--

a. dmnIt roes le car tw mock le gran het. fast

starts ar not gwd for pwr tiers, and tack a lot ov gas*



gas mielaj, b
re enjin burns be mmst gas `when It has tw get

rwr car MWVIrg from a standstill. las is title sm

much gas is lad in stopp:ndtgm traffic. wens be

car is rcellirg, Je car's wat helps to kap it gmiN.

less gas is tesd.

b. drievi@ in hie ger is g leest ammnt ov gas. get

intw he "ger as fast as yw can and to tar as lorg

as yoo can. every tiem y( hift to a larjer, slmer.

ger, yc burn mor gas.

kep a stedy sped. pas ror drieviR if y * a

Het a block moat *s up on le gas pedal. very

often le 1 fet will hav chanjd to) gran bW be tlem

tech the corner, and yoo will not hav to stop at ml l.

wilen'yclo avoid .the complet stop say on gas. re

member, every tlem y(.0 hav tw stepon yer braks,

yoo wast ie gas it to* tw get y movirg.

d. dmn't yaw car en it iz not nesessary. an

enjin bat Is Cedl i byrns about a sent's wurt ov gas

every for minits. tis is gritty eXpensiv %ten pw

consider bat yap) haven't gon en



gas mielij

kwestianss

a. enjins twdx ms mor ga becms--

a. cars ar much Ileter

b. rases ar not gwd

c.. ov le grater wat ov is car

b. a hotrod enjin helps &) sxv gas.

tru or fails?

c. an enjin (as le lest arrant ov gas Wien it is

in---

a. IT ger

b. Wdliri

c. iR hie ger

d. If a car is In top condiPon, le drieverfs

habits cannot redms le gas mlelxj.

tr& or fails?

a grxt del ov gas is msd

traffic.

-and
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vrimgram

iitia #28

laggwj lesson fore yor gas mielmj depends on ylv

blackbord frses: consonant blends - dr and jr

pleyer trip gwd driever

hevy traffic drunken drievir?

truck driever drip Brie clets

tier retred pacer drill

on le job trmnirg trunk ke

entrans brinks

wnion contract ieron foundry.

wintry weier laundry bills

blackbord sentenses:

I. stop and gm drievirg in hevy traffic treks a lot

ov gas.

2. he ccod not fiend a smiler bit for le pacer drill.

3. his siX mull) corn wos fol Iced ble anuler siX

munts ov on-le-job trmni@.

his liesens wos suspended after h wos arrested

for drurgken drievirg.

5. wintry welter drievirg is hard on le driever and

hard on le car.



manpouer development trnir program

hmmwurk assfenment

nam class

a.s.a.-"e and d"

el J11 depends on yo

...mormAW**4a*O.. dat taper..........

I. mister porter wsd a bit liat wos W smaull in

2 le men wwkt out ov te Mop of ter ire boss refwsd

to) sfen te

3. te par,

-re

were sent wt U.)) he

for cas.._________.

in sum st2Mons, 0.*4.4 *.*Ow4444m4W01

bie le attendant and

master sylind r r.

ar Pard

b 's operA. w is f 1(4.1)1 d in a
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a.s.a."e and d" tEcher's gfed i/t/a #29

blackbord Frases tw introduess

winterfeziq the car

stran on le enjin cepen the petcocks

winter servisirg a cemical ciener

normal operatirg temperatuer revers fluPt

mverhed valv clErans manwfactwrers recommenda*ons

applie prePwr transmilhon flcoid

spunjy brak acjhon egsaust system

replas defectiv parts suspenpon system

Mock absorbers frunt wheel alfenment

carbon monoXied be reservwor

blackbord sentenses:

I. servisirg for the winter is eXtrEmly important.

2, the ccaIN system is drand bie mpeniig the petcocks

in te block and radiator.

3. if tar is sum kwestion about whether the thermostat

is wurkirg properly, it pcod bee taken out and checkt.

4. check te hiedraulic iabel in the reservwor and add

fluid if nesessary.

5. the enjin prodwses carbon monafed, a dedly gas.
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e.s.a.-e and d" i/t/a # 29

winteriezij le car

cceld we her drievir? pats a grit stmn on to enjin

ov a car. cmld weer starts and cceld weter rmd

condipons tak a lot wt ov a car. servisN for :fie

winter is txrfor eXtremly important. preprirg a

car for ,his kiend ov weier is mild winteriezirA.

le Follmi@ oper4ons ar w3wally inciwded in

winteriezip a car.

I. aolio system - the enjin must be brmt tw

normal operxtirg temperatur. tork ihe hed bcelts

accordir? tw the manxfactierers direcMons. mverhed

valv clerans ma3 be chaljd after tis Is dun, and it

is best tw check the clerans at lis tw. check le

col ire system for leeks befog dramir . spepial testers

Mwd be Lesd tw applie prePuer tw le system and .he

rviiwtor cap po( ail see bee theckt.

ie wlirg system is drxnd bie mpeni(0 ie petcocks

in ihe block and rmdixtor. waiter is run tau le system

until ihe waiter tat dmis wt is clan. if ihaer is a lot

ov rust in le system, te system and heeter .11wd bee fiuPt

wit a cemical claner in the waiter or revers Huila tw

bee jhwr tat mll ov le rust deposits ar remcovd. hmies

tat Iwk soft or crackt or swmllen Ihwd be replxst. null

clamps pwd be tietend.
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if for i s sum kwestion about tieler the iermostat is

wurkir properly, it jhwd be taken cut and dieckt for

proper opermhon and correct mpeniq temperatuar.

vetlen to fluhirg is finiht, ;1111 petcocks hwd b

clmsd. anti-fres and waiter ,fwd be pord intw the

rmdimtor. an anti-frez at will not dammj the car

finih jliwd be added if windheld wipers ar

2, fuel system - le sediment bcel and filter

scren hwd be rermvd and ciend turoly. if a cork

gasket is uesd, le gasket hwd be replmst wit a flue

wun tw inhier proper selip. le fuel pump hwd len be

tested for correct prehmr and delivery rat.

le carbuerator ar clener hwd be servist cmrfwily.

folly to instrucjhons in Jie manuefactuerer's manueal.

after le clener is removd, run iie enjin and wotcfi

le acjhon ov the automatic cfleak and le het rieser valv.

If i nerd servisirg, tmk cmr ov it at ibis tier. tieten

ail l manifmld nuts tw ibe correct tork.

3. ignihon system - tan up the ignihon. cmld

wejier can interfeer with kwick startirg. it is lmrfor

adviesabl tw replms le pdnts, condenser, and spark

plugs for maXimum effiPiensy in performans.

2
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winter1ezi9 me car contid.

4. electrical system - ie jenerator-regitlator

system ,dead be checkt for proper operapon. check she

jenerator artkt and test lie reguelator for correct

settirgs. inspect lie wierirg and connecjhons and servis

whotever neds repar. check lie condilhon ov the storaj

battery. check lie condiPon ov le fan belt for war

and tenjhon, lie fan belt is important in fie proper

operapon ov bmt lie battery and the waiter pump. ilieck

uter driev belts as well.

5. liets- check aull lamps for brIetness and am.

repla's defectiv bulbs. adjust hedliets for proper

em, if nesessary.

6. luebricatirg system - ihe all filter be d be

removd and enjin crargkcas drand for w inter ws.

Instaull a nue di filter and refill the crargkcas wit

winter grad ail. clen and servis be breter cap and

lie crargkcas ventilapon outlet

Iwbricat lie mtomobel diassi and body accordirg tw

lie manwfactwrer's recommendaPons and perform mll usher

checks stigjested. lie differenDial and transmiThon

flwid M4 be drand and refilfd at .his tier, If nesessary.
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a.s.a.-"e and d" winteriezig ie car cunt' d. VOL #29

brxkirg system - gwd brmks and gwd tiers ar

nesessary for smf stoppirg on a dile reed and espepially

on a wet or slippery rind. tw deck ihe brinks , mwv wun

41el and inspect Ihe brink lieni1:4s. if iha ar worn and

less tan tea inches tick, tin must be replmst. adjust

ibe brinks. check te hiedrallic [mbel in inc reservwor

and add fl(siiid if nesessary. tack inc car on a rind test

tw check le brinks for even brmkirg acjhon. if spunjy

brak ac:hon is fwnd dwrirg le rmd tet, y pwd"bled

ihe system."

examin ail! tiers for gwd tred, cuts, and proper

prey wr. if snce tiers ar uesd, mount tem at ibis tier.

di or nesessary, inspect and repair tier dawns.

8, eXaust system - ihe eXaust system must be

inspected turoly for leeks. defectiv parts pwd be

replmA. le enjin prods ses carbon monoXied, a dedly

gas. his gas is carrid awm from Ihe car inter te mpen

air be the eXaust system. if im4 is eftst lekmj, ler

is dmnjer tat le gas will not be carrid awm from inc

car, but back into inc car. ibis is dmnjerus. it is

important tw remember, tat even if ire eXaust system is

in perfect wurkirg order, it is aulwms safer tw see tat

-4-
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frejh ar gets intco le car whenever le enjin is runnirg.

9. suspenpon system - check te steerirg system for

waver which met creat unsmf .drvirg and sterirg. check die

pock absorbers and sprirgs and mak dillotever replasments

ar nesessary. frunt gel alienment and WEI balans will

gIv yco better tier servis, but wil

smf contrml ov le car.

aulsw help tco proved

acsessoris check te winc0Eld wiper blads.

if la ar worn, replms tem. ail sr (fle0< le hater and

defroster, le contrmls and le ar dampers.

IL body, car - cmid weler, snm, and sleet caul

war and tar on le site body finqh. wolhirg the body and

waXip i t wit a hevy cmt ov waX will protect le car

finip duerirg le winter munts. waX pod aulsm bee applied

tw le bumpers and uler crmm acsessoris too prevent

rusti
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kwestions

I. temperatars do not affect le performans

ov an automobel enjin. tru or fails?

2 te COOlirg system 1%- drwd bye wpenirg the

petcock in the and

3. antifres pwd be pord into te

4. le fan belt is important in be proper

operwPon ov:

a. lie rvlio and hceter

b. le windlheld wiepers

c. le battery and Ile waiter pump.

if le brA ar less tan

indies thick, lia must be repist.
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laagwmj le.,,,son for yyintrtezig_tfLicigE

fez end tgs tw male, tw accordir? tc :be

rwt ov te wurd

galvantez mmbiliez

}eoniez winteriez

sterinez enerliez

san I tfez pulveriez

crystalkez spefrilaliez

mecaniez organlez

penaliez uenioniez

regudariez pwlartez

anodiez jeneraliez

subsidiez industrWiez

enterpries franOes

merandies leOwles

adverties eXersies

smperWes

biackbord en tenses

ahminum is protected from weler when

it is anodiezd.

mister peters eXersiesd p(Dir 1.1d3ment in2

hierip a man wit nm eXperiens.



a.s.a.-"e and d"

winterif,zia_te ccr cont'd iith, #29

blackbord sentenses:

entier Mop had to be mxbiliezd tw get

it lie big ruP order.

in atomic enerjy plan ,s, aull ekwipment

and wil wniforms ar sterIlIezd.

5. sum autT sta0ons ar Tnd b e boss and

liters ar Fran iesd bie ,1145 di cAmpanis.



manpeuer development trxni
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hmmwurk assienment a.s.a."e and d"

winterlezIELjegar i /t /a #29

mem class des tier

I. inc metal worker m c te mistak ov cuttirp te wcod

in ine wid'tn, insted ov WWarsvonvftvi..e. 4v

2. mister peters tried for t yers tw get a

from ie Pell all cumpany tco open a st4on,

when the tier cumpany vwwore..vamavvv.O.vit'S SW11

bisness went up bie fifty persent.

4, le wurk woz dun twies a fast after le Pop

WO3

5. meny st.11or- get a larj part ov bisness

from le swl ov
awe OVA. Wu* vow Oa. was h.:. ^sae 4: avv4 vs.* Pvvry vv. ilk.
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MANPOWER DEVELOPMENT TRAINING PROGRAM

110 LIVINGSTON STREET
BROOKLYN, N. Y. 112.01

MAURICE O. HOPKINS
AC161l1TANT SUPPAMINTICNIONNT

F REWORD

HERMAN A. KRESSEL
alitteTOR

TEL. NO, 596-69544We,

This is one of a series of Basic Education materials developed
under a special curriculum grant from the New York State Department of
Education. The items have been produced on three levels. Level I

materials are designed for trainees functioning below the 4th grade
reading level; Level II for trainees at the 4th to 6th grade; and Level
III for trainees above the 6th grade of literacy.

The following items have been developed:

CK)
Basic Education Outline for Commercial Occupations
Specifics (Typist Keypunch-Verifier, Bookkeeping Machine

et)
Operator, Medical Record Clerk, Stenographer). Levels II,I11.

et)
Pri

. Basic Education Outline for Distributive-Merchandising
C.) Specifics (Grocery Checker, Shipping Clerk, Sales Clerk).
C.7.) Levels II, III.

LU
High School Equivalency Workbooks and Teacher Guides Level III.

. Remedial Lesson Materials for Auto Service Station Attendant
in Traditional Orthography and Pitman Initial Teaching
Alphabet. Levels I, II.

. Non-English Basic EducationeVaried Occupations (Commercial
Occupations, Merchandising, Machine Shop, Metal Fabrication).
Levels I, II, III.

Sample Language Arts Lessons for English as a Second Language
trainees related to the occupation of Picture Framer.
Level II.

Two sample Commercial Occupations Basic Education Units for
reading improvement, Levels II and III.

This series was prepared by the Basic Education staff of the
Manpower Development Training Program under the general direction of Herman
A. Kressel, Director of the Manpower Development Training Program.

The. research and writing were done by Evelyn K. Sussman, Basic
. Education Supervisor, and Vera L. Hannenberg and Helen R. Weinberg,
Assistant Basic Education Supervisors.

Special thanks are extended to the Basic Education teachers who
cooperated in developing and testing these materials, to Richard O'Connor
Brooklyn Adult Training Center Automotive Supervisor, and Sidney Huchital,
TeachereineCharge, Brooklyn Adult Training Center, for technical help in
developing and evaluating the Auto Service Station Attendant material. Thanks
are also extended to the Bureau of Community Education for its assistance.

HERMAN SLOTKIN,

Protect Coordinator

January, 1968
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REMEDIAL LESSON MATERIALS

for the

AUTO SERVICE STATION ATTENDANT PRE-VOCATIONAL COURSE

in

TRADITIONAL ORTHOGRAPHY MO.)

and

PITMAN INITIAL TEACHING ALPHABET (I/T/A)

Parallel remedial lesson materials in I/T/A and T.O. for pre-

vocational trainees in the Auto Service Station Attendant course have

been prepared in two separate books. The materials are intended for

adult functional illiterates with e reading score less than 4.0. These

original reading selectionsiollo4 the sequence of pre-vocational

occupational training and have been graded in order of di fcreulty after

trial with classes in the Manpower Deveictilt Training Program.

These materials consist of 29 Units, with each unit divided into

5 parts:

1. A Teacher's Guide including a chalkboard workup of
phrases and sentences to introduce the selection.

2. An original Vocational Reading Selection relating to
a sp2cific area of shop training.

3. Reading Comprehension questions based on the reading
selection.

4. A Language Arts lesson derived from the reading selection,
stressing shop vocabulary and shop language usage.

5. A .......cmmillALLijeltrA based on reading comprehension
and language arts lessors.



MANPOWER DEVX.OPMEN T TitAINING PROGRAM

A. S. A. - HE and IP'

NUMBER '1232a,

1. JOB OPPORTUNITIES FOR THE AUTO SERVICE ATTENDANT

2. ARE YOU MON' FORTHE JOB?
3. YOUR JOB AS AN AUTO SERVICE ATTENDANT

4. THE ATTLUDANT IS A SALESMAN

5. GETTING DRESSED FOR WORK

6. THE SERVICE STATION LAYOUT

7, THE SERVICE STATION ISLAND

8. HOUSEKEEPING CHORES

9. THE GASOLINE PUMP

10. GASOLINE - HOW DO WE GET IT?

11. THE PHONY EXCUSE

12. LIFTING THE CAR

13. DANGER SPOTS IN'THE SHOP

14. THE mum OF THS TIRE

15. GENERAL TIRE CARE

16, HENRY FORD

17. GENERAL AUTO MAINTENANCE

18. THE LUBRICATION SYSTEM

19. ENGINE LUBRICATION

20. TRCUBLESHOOTING

21. GAUGES AND KETERS

22. THE POWER TRAIN

23. HOLDING THINGS TOGETHER-- FASTENING DEVICES

24.. STEPPING ON THE BRAKES

25. STOPPING DISTANCES

26. AIR POLLUTION

Ir

V. L. HANKENBERG

27. THE anuax OF THE ELECTRIC CAR

28. YOUR GAS MILEAGE DEPENDS ON YOU

29. WINTERIZING THE CAR



MANPOWER bEVE,OPMIKZT TRAINING PROGRAM
BRCOMAN ADMT TRAINING CENTER

Basic Education Department

L Blackboard prase s to in' ?due e

JOB OPPORTUNITI2°, FO THE

a shortage of men in all kinds of weather

ASA - E. & D.

Teacher's Guide

if he is qualified

a decent take home salary

start a beginner

commission on sales

a good future in auto service

work the night shift

pick up supplies

a man interested in cars

II. Blackboard sentences:

1) Some attendants get a ten percent commission on the sale of

accessories and new parts.

2) With overtime, commissions, and tips, an attendant can earn

a decent salary.

3) An attendant needs a driver's License to perform road service,

and to pick up supplies.

4) A man who is interested in cars, and can get along with people,

will do well as an attendant.

5) The oil companies pick good attendants to manage new service

stations.

opportunities for good workers

keep an eye on him

accessories and new parts

regular overtime work

a second shift

get along with people

looking for new dealers

become station managers



MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department
ASA E. & D.

JOB OPPORTUNITIES FOR THE AUTO SERVICE STATION ATTENDANT

Employment Service reports show
that there is a shortage of men to fill
jobs as auto service attendants. This
means that the man who trains to be an
auto service station attendant is likely
to find a job, if he is qualified. Many
stations have overtime for their em-
ployees, which means that a man can
u sually make a decent take-home salary.

wAau.Aaa.cluitm.attaiiiKata

In New York City, wages for a be-
ginning auto service station attendant
start at $1.50 an hour. Sometimes,
operators of service stations are will-
ing to hire a promising beginner at a
slightly higher rate. In general, the
salary for a beginning attendant,wiil
ange between $60 and $80 a week, for a

40 hour week.

The auto service attendant can make
money from commission on sales. Some
stations pay a 5% to 10% commission on
the of lubrication jobs, accessor-
ies, and new parts. An attendant can
also make extra money on tips.. In some
stations tips run between $8.00 and
$10.00 a week.

Auto service station attendants
u sually work a six day week, and an 8
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ASA rL &D.

or a hour day. Some stations have regu
lar overtime work for their men. Some
have a 45 hour work week and employ part-
time employees or a second shift to
cover all of the hours that the station
is openi.,

Week-end work is part of the job._
Work on holidays is also part of the job.
As long as the service station is opens
there must be attendants on duty. If

the station is open all night, then
some attendants will have to work the
night shift.

4,

An auto service attendant must have,
or be able to get, a New York. State
driver's license.

A man who is interested in cars,
who is willing to work between 45-54
hours a week, on different shifts, on
week-ends and holidays, may be able to
find a good future as an auto service
attendant. He must be willing to work
outdoors in all sorts of weather, and
be able to work with other people.

A min, who is in good physical
health, and ie willing to work under the
conditions listed before, may have a
good future ahead of him as an auto
service station attendant. There are op
portunities for good workers to become
station managers after a while. The
major oil companies are always looking

0
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for new dealers. When they see a man
who is a good auto service attendan 0

they keep an eye on him. These are the
men they seek to become station mama
gerso

4,
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MANPOWER DEVEWPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department
ASA - E. & D.

Name Class Date

la.aEogimuNITIE1

Teacher..Irmv..wonswevaannus.,...ormas

QUEalials

1) There are not many jobs open for auto
service attendants. True or False?

2) Auto service station attendants
usually work:

a) a straight 8 hour day
b) during the week, with no week-

end or holiday work.

c) all shifts, including Sundays
and holidays, if the station
is open.

3) As long as the station is open, there
must be attendants

0$004011016,00.0.00.$060.14*,~0.11011.4.0141.0,01.440WWWWWW0MOWAIMM

4) It is important that an attendant be
able to with
people.

5) No matter how good a worker a man is,
he can never become a station manager.
True or False?



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

a.s.a.-"E and D"TEACHER'S OUTLINE

LANGUAGE LESSON JuB OPP02,TUNITIES IN A. S. A.

I. BLACKBOAIth EXERCISE:- SH(,RT "0" FORMS

ob am

stop signs job opportunity commissjon on sale::

business operation radio knobs Mercury Comet

operator's License locate the problem competent job

top quality throbbing motor a job with promise

mop up the floor oil globules hydrometer reading

II. BLACKBOARD SENTENCES::

1. We had to order new knobs from the manufacturer for the

customer's radio,

2. An operator's license, or driver's License, is needed to

work in many service stations.

The customer complained about a throbbing moor when he

stopped for a red Light.

4. In this station, only top quality motor oils are used.

5. A. hydrometer reading will indicate whether the radiator

water is too hot.



o,

MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKM ADULT TRAINING C2NTER

JOB OPPORTIJAITIES IN A, 6. x . W1

HO{ WORK ASS1GH,IENT:-

NAME agh65 DATE

TEACHERtS OUTLINE

TEACHEA

1. When oil drips on the ground, it forms circles of oil which

are called

2. The temperature of the watec in th' radiator Is checked by

taking a
114yearimmar..........101,....1 110

3. A job in which you can get ahead may be called

0.60....00/nvewriv.040,

4. Attendants in many stations make extra money through

5. All attendants share in the cleaning chores and must sometimes

01.11........0..10.141111M.11.11.41.0.



EAAPOhER DEVELOPMENT-TRAINING Pk0Ga&K

1''..a001(AN ADULT TRAINING CENUA

TEACHEPS GLIDE TO INTWDUCE:- a.s.a.-"E and D"

.ARE YOU THE SAN iOR THE JOB? #2

BLACKBOARD PHRASES:

make up your mind

last on the job

heavy and hard work

move to New York

warm and comfortable

grease and oil

dirty hands

training on the job

cranky customers

easy-going person

VESTIONS ON BOARD FOR MOTIVATION:

certain kind of work

consider your health

in good condition

heavy machinery

get used to the cold

especially important

important to remember

lead to better paw

polite and pleasant

waiting on people

getting along with the customer

.rat kinds of jobs in the shop do you find hard?

What does it mean when people say

bottom?"

(C) Who do you think should do the cleaning in the shop?

M10.10 MO& "You must start from the



iG Education Dapartamont ASA E. & D.
,14Ing Comprehenn

ARE./DILIaL.MAILE2R.IHE.411111?

There is a lot, that you should
know about a job before you make up your
mind that it is the job for you. There
is also a lot that you must know about
yourself before you can decide that you
are fit for a certain kind of work. it

is just as important for you to be right
for the job as it is for the job to be
ight for you.

The first thing that you must con-
sider is yodr health. Before you can
decide to train for a job, you must be
sure that you are in good shape, and
that you have what it takes to do the
job. A small, weak, man will not last
o n a job that has a lot of heavy and
hard work. Even if he starts off in
good condition, he may not be able to
take a job that requires a lot of lift
ing and carrying of heavy machinery and
tools. Heavy work can only be done by
a man who is built for it. If you are
not very., strong and you get a job with
a lot of heavy work, the chances are
that you will not be able to take it
for very' long.

There are also many people who can-
n ot stand very hot or very cold weather.
For such people, a job that keeps you
o utdoors for much of the time, may not
be the right job. People who move to
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and wel I kept it is.
It is important to remember that

there are many types of good jobs where
a. man gets his hands d irty. The auto
service station attendant is not the
o nly workman with dirty hands. Doctors
do a lot of dirty work. Architects,
e ngineers, sculptors, art ists, and even
teachers need to scrub wel I at the end
o f a work day. No matter how dirty you
get, you can al ways wash c lean at the
e nd of the day. There are soaps made to
wash off h09.VV crease, and every autoservice station has a place for the mento wash up.

A man who likes cars, and working
ound cars, will usually make a good

auto service station attendant. People
who are interested in the ir work and en-
joy their work', usual ly do a good job.
If you are interested in cars, and enjoy
work ing with your hands, it wi l I help
you get along in .an auto service station.
Your interest in your 'work will certain
ly give you a good start. This interest
may lead to better pay and even to more
training on the job for a better ski .

An auto service station attendant
spends a large part of his work day with
people. He is the one who meets the
customer and has to be nice to the cus'
tomer. If you cannot. bear wait ing on
people, you may have a prob tern. Customers



MANPOWER DEVELOPMENT TRAINING PROGRAM
mom ADULT 'TRAINING CENTER

Basic Education Department
Unit I - Stage x - Homework Assignment

Class Date Teacher

neat and clean
read the instructions
please and thank you
steam and vapor
leaking crankcase

ASA - & D.

heavy mo,chinery

weather conditions
heavy grease
measure the oil,
dead end job

Salatt.iht.pbtase.tha±.fita.±111.121anka.in the

1. An attendant should always use a dip
stick that is wiped clean to

in the crankcase.

2. In order to find the proper directions
to service each car, an attendant must

I n the

manufacturer's manual.

3. If you use the words and
often, the cLs

tomer will feel that the service at
your station is polite and good.

4. An attendant and a station must ahnays
look to

attract customers.

5. Every service station has soap or de-
tergent in the washroom to help the
attendant remove the

from his hands.



MANPOWER DEVELOPMENT TRAINING PROGRAV
BROOME ADULT TRAINING CENTER

Basic Education Department ASA - E. & D.
Unit I - State I

AEI -29AmtAiluanaga&AnLtpund varietie8 of "4"

DI. aga: Phrases to be written on the board separately and exploited *
separately. Trainees to copy into notebooks in cases where
facility in writing is evident.

Buono= piimaga

11211saLle Bound 141.:LtsaLICIAmal

grease and oil

summer heat

neat and clean

lead to better pay

easy-going people

read the instructions

teachers manual

please and thank you

cheat the customer

the leading car manufacturers

steam and vapor

leaking crankcase

reasonable prices

heavy machinery

good health

weather conditions

leather jacket

polite and pleasant

in a sweat

wear a sweater

heavy grease

measure the oil

worn tire treads

lead de site

dead end job

steady job

The following sentences, employing some of the above phrases are to be written
on the blackboard, and read by the class.

1. Leading car manufacturers publish su'vice manuals with in-

structions on the care and service of their cars.

Steam and vapor from an overheated radiator can cause serious

damage to the engine.

3. A clean dip stick will give an accurate measure of the oil

in the crank case.

4. Reasonable prices, good service, and a polite and pleasant

staff are necessary for the success of an auto service station.
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tJnit I - Stage I - Homemork Assignment

Name Class Date

neat and clean
read the instructions
please and thank you
steam and vapor
leaking crankcase

heavy machinery
weather condition%
heavy grease
measure the oil
dead end job

Salazt.the.phcaza.that.fits.ilaa.bianka.in.tha
figiisaing.umiluel

An attendant should always use a dip
stick that is wiped clean to

in the crankcase.clIMMIftMMWM80 sommolommormaimmmmmumwmaimalmWmMmom

2. In order to find the proper directions
to service each car, an attendant must

i.r the

manufacturer's manual.

3. If you use the words and

often, the cus-
tomer will feel that the service at
your station is polite and good.

4. An attendant and a station must always
look :to

attract customers.

5. Every service station has soap or de-
tergent in the washroom to help the
attendant remove the

from his hands.



MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department ASA - E. et D.

TeachitrIaAgdt

I. Blackboard phrases to introduce:

Your Job As An Auto Service Attendant

attach the pump hose

wipe the windshield

ring up the sales

the customer is convinced

check the air in the tires

figure out the carts needs

II. Blackboard sentences:

the manager or mechanic

cost of repair

inspect the blowsy system

a stolen or cancelled card

the work ticket

replace the radiator hose

1) A station manager will usually tell the new attendant exactly what

his duties are.

2) Before gas is pumped into the car, the attendant must remember to

set the pump register.

3) A clean dip-stick will show if the car needs oil.

4) An attendant will never estimate the cost of repair.

5) During the driveway service, the car hood should be raised to in-

spect the inside.
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ft is always a good idea to learn
as much as possible about the job you
plan to take. It is a good idea to
find out as much as you can about about
the work even before you begin training
for a new job. The more information
you have about the kind of work you
will have to do, the easier it will be
for you to decide whether the job or
the job training is right 'for you..

A station minager will usually tell
the new attendant how the station works,
and.what the attendants' duties ire.
The job is almost the same in.all sta-
,tions, but there may be a. little diff-
erence in the way things are done in
each station, the manager will
usualaly tell you what you need to know.

In all stations it is the job of
the auto service station attendant to
greet-the customer whwOrives '013.to the
pump for.,gas. It is always a good.
idea to get to the customer quickly and
to make him feel that you are happy to
give him service. If a, customer has
to wait because you are busy, let him
know that you will take care of him as
soon .as you are finished. He is more
tike,ly to wait for service and not drive
away, if, you o+ et him and tell him that
you will 4e with him- in a few minutes.
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If a. customer has come
the attendant will show him where to

drive the car. He Will then take off
the gas cap and insert the pump hose

into the tank. Before the gas starts
to flow, the attendant must set the
pump register.

It is also the job of the attend-

ant to wipe off the windshield and the

rear window. The car hood should be
raised to check oil and water Eevels.

If the car needs oil, or a new fan
indite or anloit filter, the attendant
should tell the customer. A clean dip
stick with the oil tevel showings
should be shown to the customer. He

can then see for himself where the oil

level is. When the customer sees tha
the car needs oit, you must know what
grade of oil his car takes.

The auto service attendant is also
expected to check the air in the tires
with a tire gauge, if the customer asks
for it.

The attendant must find out what
other services the customer may want.
If he does not know what he needs, the
attendant may offer services, or try to
figure out what the problem is. He may

need, the help of the service manager or
of the mechanic if there is trouble
that he cannot spot.
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The attendant has to write up the
work ticket. Ke does,aotestimate the
cost of repair or of iabor.

A car which is kirought in for a
lubrication, may be driven onto the
lift by the attendant. He may also
raise the lift.

If the oil has to be chang'ed, this
too, may be the job of the attendant..
For the lubrication, the manufacturer's
manual or chart must be followed. An
auto attendant may also have to check
the transmigsion, the differential, the,
brake fluid and other fluids in the
power parts.

The attendant inspects the seals
on bearings, inspects and cleans the
blow-by system in the engine, if there
is one.

Sometimes an attendant may have to
do other jobs such as repacking or re-
placing front wheel bearings, replacing
air filters, and changing oil filters.

An attendant may test, charge and
install a storage battery, replace a

sealed beam unit, install windshield
wipers, replace radiator and heater
hoses, and replace a thermostat or fan.
belt.

After an attendant has pumped gas
into the car, or made a. sale of some
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supplies, he takes cash, makes change,
and thanks the customer. In some cases
he may ring up the- sales, turn the
money over to the station manager to
ring up. If the credit card is used for
payment, he must write up a credit slip
with the information needed. He must
check to see that the credit card is
not stolen or cancel led.

There are many tools which the at-
tendant must know how to use, such as
the screwdriver, adjustable and socket
wrenches, and pliers. There are also
many kinds of equipment which he uses,
such as the hydrometer, tire gauge,
battery tester, hydraulic lifts and jacks
reverse flush machine, wheel balancing
machine, air machine for dismounting
tires*

A lot of information about servic
ing a car is found in the manuals pre
pared by auto manufacturers* An attend-
ant must look at these manuals.regularty.

An attendant may have to drive a
customer!.; car. He may also be asked to
drive the station car or truck itorroad
service or to pick up supplies*
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MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department ASA - E. & D.

YOR JOB AS AN AUTO SERVICE ATTENDANT

aulailoa

1) The less you know about what is ex-
pected of you on the job, the better
off you will be. True or False?

2) In all stations: it is the job of the
auto service attendant to

who drives in.

3) A customer will wait for service

a) if he has a lot of time.
b) if he must have the service.
c) if you greet him and promise to

be with him in a few minutes.

4) During driveway service, an attendant
should not bother the customer with
other needs. True or False?

5) Information on servicing a car should
be gotten from

a) the station manager.
b) the mechanic
c) the manual, whenever possible.



MANPOWER DEVELOPMENT STRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

a.s.a.-e and duTEACHER'S OUTLINE

LANGUAGE LESSON FOR YOUR JOB AS AN AUTO SERVICE ATTENDANT

PHONEMES WITH SHORT ua"

BLACKBOARD PHRASES:-

an

station manager

auto mechanic

cancelled card

service manual

annual tire sale

loose fan belt

as

gas tank

worn gaskets

radiator cap

application blank

assistant manager self-tapping screws

passenger car

coarse rasp

master cylinder

recapped tires

hose adaptor

road map

ac

exact amount

charge account

tool rack

steel brackets

spray lacquer

practical experience

BLACKBOAUD SENTENCES-

1. The doors of the car would not close properly because of the

worn gasket e.

2. He used a coarse rasp instead of a fine rat-tail file.

3. Two new steel brackets were installed to hold the tail pipe

in place.

4. Many station managers will give their employees a raise after

they have gotten some practical experience on the job.

5. Complete instructions on how to service each car model maybe

found in the manufacturer's service manual.



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

YOUR JOB AS AN AUTO SERVICE ATTENDANT 12 TEACHER'S OUTLINE

HOMEWORK ASSIGNMENT:-

NAME CLASS DATE TEAC}II

1. An attendant must be careful to check the customer's credit card

to see that it is not a

2. A well-run service station has all of its tools neatly hung on

a

3. The cap should always be replaced on the

so that no brake fluid leaks out

4. The station reduced the price on all of its tires during the

ftsworua........1.04..e.ww".

5. A good auto service station attendant may some day become



MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ALUM TRAINING MITER

Basic Education Department ASA - E. & D.
Teacher's Guide

I. Blackboard phrases to introduce:

THE ATTENDANT IS A SALESMAN

responsible for running the station

the success or failure

meets the customer

have contact with the customer

come in for gasoline

check the cooling system

serious expense or injury

II. Blackboard sentences

driveway service

cleaning the windshield

a lot of travelling

moved millions of times

between gas station visits

danger points

the minimum service

1) The proper service to a car will prevent serious damage.

2) The success or failure of a station depends a lot on the

attendant.

3) The car parts move millions of times between gasoline - fill -

ups.

4) The man who meets the customer, will keep the customer or

lose him.

5) Driveway service will either make or break a service.station.



MANPOWER DEVELOPMENT TRAINING PROGRAM
mown ADULT TRAINING CENTER

Basic Educition Deportment
Reading Comprehension

ASA . E. & D.

A.SALUMAN

An auto service station manager is
a very important person. He is respon-
sible for running the station, for manag-
ing the work, and for keeping the station
in business. But a large part of the
success, or failure, of a service station
depends on the attendant.

The attendant is the man who meets
the customer. It is his service and
manner which will keep the customer and
bring in work. Very often the attendant
will give good service, and wi II also
know how to sellithe customer parts and
service that will keep the car in good
shape, and bring business to the shop.

Motorists come in for gasoline
more often than tor any.ny other service.
That is why driveway service is so im
portant. There is much more to drive-
way service than pumping gas, checking
oil and water, and cleaning the.wind-
shield and rear windowo

Most often a car travels a hundred
miles or more before it is brought in to
fill it up with gasoline. During this
time between fill-ups* the car has done
a. lot or travelling, and its parts have
moved millions of times. These parts
have gotten hot enough to melt.

The machinery parts should be
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checked every once in a wh i i e There
a lot that can happen to a car between
gas station visits. There is a lot that
can go wrong with the tires, cooling,
system, the engine, or the brake system.
If these danger points are not checked,
there may be serious expense or injury.

The minimum service that should be
given at the pump is:

10 Deliver the gasoline.
2. Clean the windshield and rear

window.
3. Cheek the cooling system.
4. Check the motor oil.
5. Check other needs.

The greatest opportunity for sell-
ing comes from "checking needs on This
may turn out to be the most important
service given by the attendant. A tank
full of gas, and clean windows are im-
portant, but they will not help the
driver very much if he is in for seri-
ous mechanical trouble, An attendant
who is servicing a. car has the oppor-
tunity to find out if there are :troubles.
If the fan belt looks worn, if the car
is overdue for a lubrication, the atten-
dant should call the driverfs attention
to these important needs. rn doing so
he is helping the driver and helping
the business of the station.



That is why s les and service go
land in hand. The sheoper the attend.
ant's 'eye in spotting car needs,
better the service and the better' the
sales.



MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department

Nam. Class Date Teacher

ASA . E. & D.

IHE.AIIEmmai.ia.A.aAluaamm

aumioa
I) A good station manager is all th

needed for the success of a servicc
stations True or False?

2) Keeping the car in good shape is good
for the .., good for the

and good for Iftwoodow,04milimamiowiemiKwelmolmmoduNik

3) Motorists drive in to a station mostly:

a) for an engine tune-up
b) for a tire check
c) for gasoline

4) A car usually travels more than moribermaiwoolmwmouwftirox

between fill-ups

5) Checking the danger points can prevent
serious or
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A.S.A. "E and

Language Lesson for .._....LITherAttuxgtLAAJLALIINEE,

TO. (4)

1. Blackboard Phrases: ee forme,

eel
, valet

steering wheel move the creeper greet the customer

peeling paint drive a jeep safety seat-belts

windshield wipers cheaper model check the meter

auto dealer steep hill retail prices

stainless steel meet people radio and heater

11. Blackboard sentences:

1) The car had very slaw pick-up when it had to climb a steep hill.

2) An attendant is expected to greet customers in a pleasant manner.

3) A set of new blades had to be installed on the windshield wipers.

4) The customer decided to save monoy by trading in his big car for

a cheaper yodel.

5) The attendant knew.that he would have to move the creeper away when

he emptied the engine crankcase.



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

THE ATTENDAN'IS A SALESMAN #I

HOMEWORK ASSIGNMENT:-

TEACHERIS OUTLINE0.0000.0000000.0.:0000110**00

a.s.a.-"e and du

NAME CLASS DATE TEACHER

1. If the attendant is too busy to wait on the new customer, it is

a good idea to

him to wait.

0000040010010.1101...601000400..006000000% 1.11101.010.00,1000100101,0000100s

2. There is lest danger of rust when auto parts are made of

000owoomme00.....404009000.000000004.00
0

and ask

3. The auto safety laws rcrlt. e that new cars be equipped with

00001004100.100001M110.0110000.004000.1.40000. 1.000./00.0.0.na0000,1.04.00000060400.00.0000. 0010000.0.

4. When the manufacturer raises the price of auto parts, the dealers

usually raise the
00000.00010000.0000.0000.0000000.001000.0 00000000.000000m00.

5. The mechanic warned the driver that too much use of the

and would cause a drain on the battery.--------------



I

I. Blackboard phrases to introduce:

GETTING DRESSED FOR WORK

each type of work toe guards built in

safe jobs dangerous jobs

cause a lot of trouble

strong pair of shoes

shoes that give no support

make the ground slippery

greasy and dirty

a bad impression

11. Blackboard sentences.

oil and water resistant

matching work pants and shirt

a uniform rental outfit

embroidered name

fifty-fifty basis

taking money and making change

keep reasonably clean

1) Each type of work has its special tools and special clothes,

2) Shoes that give no support are uncomfortable and dangerous.

3) Oil and water make the floors in the gas station very slippery.

4) Many uniforms are supplied by a uniform rental outfit.

5) Hands should be clean when taking money, making change, or

writing out a credit slip.
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There are specia i too
trade. So, too, is there special Clpth
ing which is proper for each type of
work. Your safety at work may.depend
on your being ro ert dressed for the
job. Dressing safely is just as impor
Cant in the iowcalled "safe" jobs as it
s in the "'dangerous" jobs.

Very tooee clothing may keep you
cool in the summer, but is clothing
can get caught in a piece of moving
machinery, and cause a serious accident.
A tong tie that hangs down, or torn
steeves can cause a lot of trouble.
Pictures of attendants usually show them
wearing bow ties. Bow ties are shown
not only because they look good, but.be
cause they' are safer.

An attendant must be careful about
the shoes he wears to work. He needs a
good, strong pair of shoes to support
his feet because he will be on his feet
aIrdaye.0 Nothing spoils a day tike
feet that hurt because of shoes that
give no support.

Sneakers or sport shoes of any
kind are definitely out for the auto
service-station attendant. They give
the feet no support, and can be danger
ous. In -khe,winter44 sneakers give the
attendant no protection from the cold.
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Vf .a heavy article should fall from a
shelf and land on an attendantlgs, foot
he may 'be in serious trouble. The oil

water, and gasoline that are fpund 'an
the floor in a service station sake the
ground very.lippery. Walking on slip
*pery ground with sneakers is always
dangerous.

Special work shoes are made for the
trade. These shoes usually have a neo
prene sole and heel_and are oil and water

resistant. Some of these shoes are aiso

made with steel toe guards built in.

In welt-run service stations, the
men usually dress alike. The dress may
consist of matching work pants and shirt,
work shoes and a ski cap. in some

places all of the attendants wear cover
ails of the same eolor. The color will
depend on the name of the as st tion.
Shell station attendants swili year one ,

color, Mobil station attendants another
color and so on.

mnsamaumcaumm6mummim

Many auto service station attend-
ants wear uniforms at work. You have
probably noticed how nice these uniforms
look when they are fresh and clean. In

some cases the employer gets the uni
forms from a uniform rental outfit.
Eich man is measured for size, and often
his name is embroidered on the left poc
ket of the h irt or jacket. Sometimes



the name of he station is printed on
the shirt

At some station the attendant ho's
to pay for the cleaning or laundering
of the uniform* in other cases, the at
tendant and the employer share the cost
of cleaning on a fifty f i ty basis.

At a all station, in attendant
may have to buy his own uniform and pay
for its upkeep*

The upkeep of a uniform i q as im
portant as the uniform itself Perhaps
upkeep is 6,/en more important 1. because
even the finest

, uniform will get greasy,
and dirty, will need mending now and
then, if it is to continue to look good*
A messy-looking uniform, and a messy-
looking attendant give the customer the
feeling that the ,station is a mess or
poorly run* That is why it is important
that the attendant be dressed properly
and be neat and clean* Hair must be .

cut and combed* Hands should be wiped
after each job so that they look fiirly
clean when the attendant is taking
money and making change* or writing out
a credit sl ip* You cantt expect to wipe
a windshield and get it clean, if your
hands are greasier and dirtier than the
windshield, An attendant who needs a
shave will make a bad impression on a
customer* Of course, it is not possible



!irrING MINSILLMSnw

to keep your uniform and hands and face
spotless while you are working, ut it
iS; possible to keep reasonably clean
while on the job. The customer expects
to be greeted by a clean attendant, and
the boss will usual ly insist upon it.



.MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHEtts ourran

LANGUAGE LESSON FOR GETTING DRESSED FOR WORK

LONG He FORMS

I. BLACKBOARD PHRASEL:

commission on sales

water pail

broken tail pipe

engine failure

retail price

as

fifty-fifty basis

a.s.a.-oe and du

a.r an

spare tire make change

engine crankcase wheel bearings change of oil

race the engine

waste., gas

parking space

2411a1121121nu

dangerous occupation

vacation pay

New York City population

parking violation

map information service

engine lubrication

job applicaLion

car registration

II. BLACKBOkRD SENTENCES:-

1. Every sr.rvice station island should have a water pail with distilled

water for the battery.

2. Great care must be taken to protect the eyes when the attendant has to

drain the crankcase.

3. The lift is always used for an engine lubrication.

4. Customers are likely to return to a service station if the service

is good and the prices are fair.

5. It is a dangerous practice to drive a car without a spare tire

in the trunk.

fair price drain the crankcase

air filter dangerous jobs
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MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHER'S OUTLINE a.s.a.-"e and d"

HaMEWORK ASSIGNMENT FOR GETTING DiESSED

NAME CLASS DATE TEACHER

FILL-IN

1. If a car owner waits too long to take the car in for a

, there may be serious damage to the

engine.

2, Most service stations are prepared to help drivers plan a tr4p by

providing a 01mo.....
3. In many stations, the cost of the attendant's uniform is shared by

the employee and the station on a
.1.1110.

4. Good auto maintenance is the best way to avoid

014.16/110111111111101411616111111110/0.1.

5. An attendant may make extra money each week through.

1011116 MIMONIONO
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Basic Education Department

Name Class Date Teacher

Blackboard phrases to introduce:

The Be ry a..,119149.n.1.14aput

the layout is planned

convenient for service

will not black traffic

remind the customer

the customer may decide

keep track of the supply

ASA - B. & D.
Teacher's Guide

avoid traffic jaws

interfere with other cars

parts and accessories

radiator sealer and rust ihibitor

reordering an its

a variety of motor oils

II. Blackboard sentences.

1) The layout is planned to make all the parts of a station convenient

and practical.

) Placing the pumps in the center is convenient for service.

3) Imagine what a mess there would be if a car stopped in front of the

gasoline pumps.

4) If the water sprays were up front, they would interfere with the cars

getting gas.

5) The supply room will usually contain a variety of motor,oils, radiator

sealer and rust inhibitor.



WOOKLUI ADULT TRAINING asmiik

Education Department ASA - E. &

IHE.fiERDIE.LIALUELALQUI

Have you ever noticed that most serv-
ice stations look alike, and seem to have
the same equipment in the same place? This
is no accident. Service stations are laid
out in the same way because the layout is
planned. The layout is planned to make all
the parts of a station convenient and
practical.

The pumps are located in the center
for a very good reason. Most drivers pull
Up to a serveY., tati an becausp they need
gas. Placing vs4 pumps' in the center is
convenient for service, and for advertis
ing. The gas pumps can be seen easily'.

The air compressor, or air dispenser,
on th'e other hand, is off to a side. In

this way, cars needing air for the tires,
will not block traffic around the pumps.
imagilie what a mess there would be if a

car stopped to get air for the tires in
front of the gasoline primps 1

The Cubrication Bay is usually found
on the right hand side of the statiori, as
you drive in from the street. This too
was planned for a good reason. This was
probAbly done: to remind the customer driy-
ing in for gas, that he needs a. lubrica-
tion job.' Since a lubrication job does
not take too long, the customer may decide
to stop and have it done.



ABA - E. &

The washing bay in the station is
often in the back of the station. This tin
was designed to avoid traffic jams up front.
If the water sprays were operated in front
they might also interfere with other cars,
Water mixed with oil and gas around the
pumps wiould make that, area very slippery
and dangerous.

The supply rooms, the office, the
rest rooms,.and the employee washing areas
also are put where they are needed to make
the station a convenient place for working.

All service stations have a place set
aside for the storage of tools and equip-
ment. There is a iool rack to which all
tools should be returned after use.

Supplies are also,kept on racks.
Most stations keep on -hand a gpod supply
of parts and accessories which, are used.
The supply room will usually contain oil
filters, spark plugs, fan belts, wind-
shield wipers, mirrors, batteries, and
other ,popular items. The supply room will
also conta.i n a variety of motor oils,
radiator sealer and rust inhibitor, and
cleaning compounds. A check of supplies
is kept, and an attendant who notices that
a.. popular product is running out should
remind the manager about reordering this
item*

n some stations an attendant keeps

wr



track of the supply of materials. He will
be asked to check in an order of supplies.
and to make an order of materials which are
in short supply.
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Basic Education Departamt
Spelling Drill

None

MANPOWER DEMIOPMENT TRILININCI, PROGRAM
BROOKLYN ADULT TRAINtNa CENTER

E. & D.

Clam Date TeacherYool.S.MINMONOW~1.10.44g.wa.mom

IHE aulu.auccalLungi
When a syllable with a short vowel ends in
a nkli sound, the spelling is always ack".

upply check
dip stick
tool rack

house wrecker
engine block
trucking business

Words of more than one syllable that end in
'lige are spelled nicno

hectic weekend fantastic bargain
traffic jams drastic reductions
plastic wrapping antiseptic bandage
acrylic paint auto mechanic

Eiii.in.Wiih.ilig..020119.41.1gAiiiria

I) He was worn out on Monday after his

............ weekend.

2) You may wash the brushes' in water
after you use an paint.

3) The food wiii stay fresh if you put
it in a

4) After the fire, the manager made

MOW WOW Mae Mt* nom AMY 111111011114111111 WNW 0116111111111111111.11111111 41110 NAM OMNI 4111120.11NIIF
on ail damaged

items.

5) Some of the damaged items that are
reduced, are a

6) The doctor dressed the wound with ab
to prevent infeition.torbiolimimememswom.066.**Amic



IBLIERYIULIIALLULLAIDO: ASA - Eddl.

QUESI101

The pumps in the center are convenient
for and for

2. It is more important for a station lay-
out to be reautiful rather than prac-
tical. True or False?

3. The air compressor or air dispenser is
located:

4) in the middle of the island.
b) next fo the gas pumps.
c) off to a side, away from the

pump traffic.

4. A customer may decide to have a lubri
cation job done if he is told that it
will not take

5. Tools and supplies are stored.on



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHER#S OUTLINE a. .a. te and du

HOMEWORK tSSIGNMENT FOR THE SERVICE STATION LAYOUT '6

SHORT uiu FORMS

NAME CLASS DATE TEACHER

ILL-IN

1. It is necessary to wipe the

before putting it into the engine crankcase.

An attendant nay suggest that a

11411.400.0,110.11.11**

added to the radiator when.it is flushed and refilled.

In some stations, an attendant may be asked to prepare a

clemn

be

for the boss to order.

4. Sneakers are dangerous in an auto service station because grease

and oil make the ground

5. The battery voltage meter, and the hydrometer are pieces of

.1111101110011.01.11.0.11.1.1.11110re.s.ra.11.1116 used in a service station.



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHER'S OUTLINE a.s.a.-"e and d"

LANGUAGE LESSON FOR THE SERVICE STATION LAYOUT

SHORT "i" FORMS

1. BLACKBOARD PHRASES:-

is

testing equipment service station

trip over tools list of supplies

oil dipstick replace distributor points

get a tight grip piston fire

trigger grip handle

slippery ground

lb

rust inhibitor

distributor cap

smoking prohibited

auto accessory distributor

II. BLACKBOARD SENTENCES:-

1. It is dangerous to wear sneakers at work where the ground may be

slippery because of grease and oil.

If the gas mixture is not the right one, the pistons will riot

fire

If a station is not run well, and attendants forget to put tools

away, someone may be seriously hurt tripping over tools.

4. A good rust inhibitor, added to the radiator, will prevent rust

and damage to the radiator.

5. "Smoking prohibited" signs near gas pumps should always be

observed by both the customers and the station employees.
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Basic Education Department AA E. & D.

TaragarlEsgat

I. Blackboard Phrases To Introduce:

land surrounded by water

equipped with an oil spout

battery water dispenser

inserted into the can

play an important role

The Service Station Island

distilled water

specially purified water

bolted to a pole

attractive to the customer

completely surrounded

II. Blackboard sentences.

1) For the attendant the island is probably the most important part of

the station.

2) An island is usually equipped with an oil spout, a water pails a

battery water dispenser, and a towel holder.

3) The spout is inserted into the can of oil and makes it easier to pour

the oil.

4) A paper towel is used to wipe the oil dip stick so that the attendant

can read the oil level.

5) Bays are usually off to the side of a station with a sign telling you

which bay it is.

I.
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Basic Education Department ASA - E. &D,

IBE.aausz.aiaLlm.iaisaa

Unlike an ordinary island, which is
a. stip of land surrourlded by water, the
service station island is the spot in which
the gasoline pumps are located. It prob-
ably got its name beeause it too is com-
pletely surrounded. The service station
island is usually in the middle of the
s-Eation. IheHsland is a very important
part of the station. To the attendant, it
is probably the most important part.

Thpre are many other things found on
a sle,ryservice station island besides the pumps.
An island is usually equipped with an'oil
spout, a water pail, a battery water dis-
Onser, and a towel. holder. .

The island is:the first spot a. cus-
tomer sees. It should look neat and at-
tractive to the customer.

The oil spout is used when oil has to
be added to the. engine. The spout is in-
serted into the can of oil, and makes it
easier to pour the oil. After it is used,
it should be wipe.d clean, and replaced in
its normal place.

The water pail is used to add water to
the radiator of a. car. It too must be kept
clean and free of all dirt.

A battery water dispenser is usually
found on the island too. The battery water



THE SERVICE STATION ISLAND

ASA.- E. & D.

is distilled water, and should be kept es-
pecially for the kattery. Distilled water
is specially purified water. Of course,
dirt, must be kept )ut of the battery watertoo.

Most islands also contain a tower
holder, bolted to a pole. Paper towels,
play a very important role in the atten-
dant's work day. A paper towel is used to
w ipe the oil Op stick so that the atten-dant can read the ofl level. Towels mayalso be used to wipe the windshield and
ear window. The attendant also makes useo f the towels to clear his hands while

working.

IL
Many parts of aservice are calledBay. Most stations have a wq.shing bay,'a.lubrication bay, and a small repair bay.Bays are usually off to the side of astation, with a sign telling you which bayit is
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Nw Claes Date Teacher

IHE.agiEL.aIAI10.1451a12

Quail=
The service station island is important
because:

a) All of the big jobs are done there.
b) The station signs are on the island.
c). The largest part of the station's

business takes place on the island.

The pumps are the only things found on an
island. True or False?

1) A spout makes it to pour the oil
into the engine crankcase.

I-) Clean or distilled water may be needed in
the:,

a)

b)

In most stations, the towel hoider is
to a pole.AWOMMOVOMMAPWWWWIIMIGMBIONIPANAWAINWAION,
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TEACHER'S OUTLINE

LANGUAGE, WESSON Foil THE; SxRVICE STATION ISLAND /

LONG ni9 FORMS

a.s.a.-fle and (In

1. BLACKBOARD PHRASES:-

service station island

meter dials

hydrometer reading

high-test gas

hydraulic brakes

fire extinguisher

tire treads

diagonal cutting pliers

slip-joint pliers

hydraulic lift

service guide

off to a side

purified water

increased mileage

once in a while

files and rasps

windshield wipers

type or model

wiped clean

wheel alignment

danger signs

shining and clean

II. BLACKBOARD SENTENCES:-

1. Fire extinguishers are placed throughout the service station for

quick use in an emergency.

2. Files and rasps, for fine and coarse filing, are kept on racks in

. the tool room.

3. Slip-joint pliers are adjustable, and may be used for many

different types of jobs, and for different sizes of nuts and bolts.

4. Poor wheel alignment may cause uneven wear on tires.

5. A good attendant will spot danger signs in a car before the

trouble gets serious.



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHERS OUTLINE
a.s.a.-"e and d"

NAME

LONG "i" FORMS

CLASS
TEACHER

FILL-IN

1. Pneumatic brakes operate with air, and

operate with fluid.

2. If the tires are wearing unevenly, the car may need a

seele~e.eolla.orseesrMomee"..ememmeartofteake

3.

has a

higher octane rating than regular gas.

4. When water is needed in the oar battery, only distilled or

should be used.

5. The proper type of gas, and the proper service will give the

driver
1.1.Weeemme.eel*WellOarow.ea**Me.woom
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Basic Education Department ASA - B. &D.

Teachpos Guide

Blackboard Phrases To Introduce:

12221151.keia Chores

clesa-up jobs are shared properly cleaned and replaced

maintenance of tools and equipment reassemble the job

skilled mechanics quickly and efficiently

an orderly tool room gets on everyone's nerves

touch-up paint jobs have more confidence

. Blackboard sentences.

1) in most stations, the housekeeping chores, or clean-up jobs are

shared by all the attendants.

2) Nobody likes to go looking for tools that have not been properly

cleaned, or replaced, after use.

3) Sooner or later someone is going to tell him off because of his

sloppy habits.

4) A screwdriver or wrench and extension cord or light, a dolly or

jack left out, can cause a serious fall.

5) Never leave small parts in the pocke; of your uniform.
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ASA &

Every service station must be kept
n eat and clean. This is important not
only for the customers, but for the people
who work in the station as well. In most
stations, the housekeeping chores, or
clean-up jobs are shared by all the atten
dants. The men take turns at cleaning
and sweeping the station and washrooms.
There are touch up paint jobs, window-

.

washing, and the maintenance of tools and
e quipment. These chores are usually shared
too.

Cleaning up is part of almost every
job, in every shop. A boss expects the
men to clean up after themselves. This is
e ven true of very skilled mechanics in
machine shops, in metal shops, and in a

most every industry.

In an auto service station the clean
u p chores are usually shared by all of the
attendants. The man who is a sloppy worker
will get into trouble not only with the
boss, but with the other men in the shop.
Nobody likes to use a washroom that has
been left in a mess by somebody else. No
body likes to go looking for tools that
have hot.been cleaned properly or replaced
after used. This kind of sloppiness gets
on everyones nerves and usually leads to
trouble.
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Basic Education Department ASA - E. 4cD.

liQuEuzeitta.adou

aualisma

1) Clean-up chores are all the

attendants.

2) Neatness and orderliness on the part of
an attendant is important because:

a) the boss will be pleased.
b) the customers will not soe the

mess
c) it makes ale station work easier

and smootWer for all the attendants.

3) in an auto service station, cleaning up
is part of the attendant's job even
after he is broken in. True or False?

4) If small parts are not kept together:

the attendant will have trouble finding
them when he has to K

the job.

5) Nobody likes to work with a
attendant.

/
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aunt=

ASA - E. & D.

I) Clean-up chores are by all the
attendants.

4
_ , y

2) Neatness and orderliness on the part of
an attendant is important because:

a) the boss will be pleased.
b) the customers will not see the

mess.,

c) it makes the station work easier
and smooth'er for all the attendants.

3) In an auto service stations cleaning up

is part of the attendant's job even
after he is broken-in* True or False?

4) If small parts are not kept together,
the attendant will have trouble finding
them when he has to the job.

5) Nobody likes to work with a

attendant.
ommummemmishommillimousyramerawormognimm.
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TEAGHWS OUTLINE

LANGUAGE LESSON FOR HOUSEKEEPING CHORES 441

II. BLACKBOARD SENTENCES:-

a.e.a.-11.E and Do

1. The motor housing was made of heavy steel which can take a lot of

wear and tear.

2. Outside paint usuaity.contains lead which makes it tough and strong.

f,

3. The warehouse was out of supplies.

4. Customers will not come back to a station that charges

outrageous prices.

5. The shop layout is designed to make work easier and more

convenient.
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BROOKLYN ADULT TRAINING CENTER

TEACHER'S OUTLINE a.s.a.-HE and Du

LANGUAGE LESSON FOR HOUSEKEEPING GHGRES a

I. BLACKBCARD EXERCISE:- Compound words-noun forms

housekeeping duties warehouse supplies

household supplies tool storehouse

housewares department county courthouse

housewrocking team hothouse flowers

housemaid's chores 30 days in the workhouse

* housing authority

* motor housing

"out"

outgoing orders

outside paint

course outline

outrageous prices

work outfit

outboard motor

outsell the competitor

outsmart the teacher

outwork the boss

daily workout

without pay

power blackout

shop layout

tire sellout

high school dropout

out - prefix meaning to do better or more

outdo the best of them

outlast the cheaper brand

outwear all other tires

- 1 -
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MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHER'S OUTLINE a.s.a.-8E and Du

HOMEWORK ASSIGNMENT FOR HOUSEKEEPING CHOitES #8

NAME CLASS DATE TEACHER

FILL IN the compound word that fits the sentences.

1. A coffee shop that sends out food orders has an

department.

2. The design of a shop is also called the shop

3. A brand that lasts longer than others is said to

the other brands.

4. A person who does not complete school may be described as a

school

5. A place in which supplies or merchandise are stored is called

a or a IMM.11===.4.111111.101.40.
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Basic Education Department ASA - EL & D.

Teacher's Guide

I. Blackboard Phrases to Introduce:

TC.}1EGASNEDPIP

cemented and bolted downthe mail.: attraction

buried underground

the size limit

register the correct amount

squeeze the nozzle

power the pump

II. Blackboard sentences.

an electric motor

automatic adding machine

chock the pump,figurea

static electricity

the hose connection

1) The size limit on the storage tanks is set by the Fire, Department.

2) The numbers on the pump are like an automatic adding machine or

register.which both the customer and the attendant must watch.

3) To operate a gas pump you must first push a snail lever or button

on the side of the pump, near the hose connection.

Thee hzndle mist be turned half war to put the electricity on.

5) An automobile which has been driven through the streets builds up

a certain amount of static electricity.
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Basic Edcation Departuent ASA - E. & D.

T.O. # 9

IHLAAULIIIE.ELIME

The main business at any auto service
station is, of course, the sale of gasoline
fuel. The pumps on the island are there-
fore the main feature, or the main attrac-
tion of the station.

The storage tank for each pump is
buried about ten feet underground. Each
storage tank holds 550 gallons of gasol inee
There is no difference in the size of stor
age tanks. They are the same whether they
are located in a small gas station or in a
large one. A large station will have more
tanks, but each tank holds no more than
550 gallons.

.

The size limit on the tank is set by
the Fire Department. The law does not per-
mit larger. tanks.

The gasoline pump is cemented and
bolted down on the pump island. It cannot
be pushed down or blown down by a strong
gust of wind.

Inside the gasoline pump there is an
electric motor. Power tor this motor comes
from inside the station office. The motor
operates the pump, forcing the gasoline
from the storage tank below, to come up.
Without the motor to power the pump, the
gas will not flow. The motor should be
checked and kept in good working condition
at all times.
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Inside-the pump are the gears that
operate the numbers on the face of the
pump. These numbers are like an' auto-
matic adding machine or register which both
the customer and the attendant must watch.
The pump should register the correct amount
of gasoline which goes in and the costa
The numbers also act as a cash register
and helps an attendant keep track of the
:mount of7gappine he has sold.for.the day.

An attendaiit needs-to'keep track of
the affiount of gasoline which he has sold
for the day. He can check his sates by
writing the numbers in the machine at the
beginning and end of each day. If the
pump shows that there are 450 gallons of
gasoljne,in' the morning, and .375 at night,
when he leaves, then the difference be-
tween these numbers is the amount of ga
line which has been sold. In this case,
the amount sold would be 75 gallons. An.
attendant must keep a record of his sales
by*checking the pump figures, just as a
salesman checks his cash register in the
morning and at the end of the day.

The key for the pump is usually held
by the employer. Only he can open the
pump tb change the figures. Once the
price is set, the pump does not have to be
opened.

To operate a gas pump you must first
push a .small lever or button on the side
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of the pump, near the hose connection.
Once the button is pressed, the attendant
must check the figures on the face of the
pump to be syre that they are all set at
zero. The pump cannot work unless all the
figures are set at zero. If there'is any
question about-the numbers, call the mana-
ger or boss. ,

Once the numbers are set, the pump is
ready for action. The attendant should
take the hose and nozzle out of the pump
recess. Near the hose recess there is a
small handle or.bar. This handle must be
turned half way to put the electricity on
Then the motor ,starts to operate and the
pumping of gasoline can begin.

The attendant holds on to the end of
the hose with the nozzlJe on it. He in-
serts the nozzle into the gas opening of.
the car. The attendant must squeeze the
nozzle for the., gas to begin to flow. The
harder he squeezes, the faster the gas
will flow. Ah attendant must get the feel
of this, and with a little practice he can
control the fjow .very 6asily.

If the nozzle is automatic, special
care must be taken when it is inserted*
With an automatic nozzle the gasoline may
spilt. This is a waste and an expense to
the station and the customer. It is also a
dangerous fire hazard.
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Ihe Gasoline_Pump

WEILAI.IBLEUME
The engine snould be turned off in

the automobile before gas is dispensed.
The attendant should ,see to it that there
is no smoking or lighted' flame anywhere
near the pump. These safety 'rules are the

law, and any person who does not follow
these laws can be fined $500 and get 6
months 0 jail, or both. Breaking these
safety laws is dangerous and costly*

Be sure to get the nozzle grounded
in the filler neck* of the car. This will

Oevent sparking. An automobile which has
been driven through the streets builds up
a certain amount of static electricity.
When the gasoline nozzle makes contact
with the car, a spark can go off which may
result in an explosion*

Do not spill any gasoline on the car»
or on the ground. Gasoline will harm the
car finish and may catch fire if it comes
in contactswith a hot surface. If gasp

line leaks on the car, get a pail of water
to pour over it so it will not harm the,
paint :finish, Water poured on the spilled:
gasoline also helps to get rid of the gas
fumes,*
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1) A large gas station has extra-size

tanks to take care of its business*
True or False?

2) The gasoline pumo is .and

, down on the island*

3) The electric motor in the pump:

a) powers the pump, forcing the gaso-
line up.

b) keeps the gas from overflowing*
c) is a safety device,

4) The pump cannot work unless all the
nunOers are set at

5) With an automatic nozzle, there is a
danger that the gasoline may
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LANGUAGE LESSON FOR

1. BLACKBOARD PHRASES:.

um

the numbers on the meter

check the pump

oil company

bumper jack

minimum wage

THE GASOLINE PUMP

short forms of "u"

car upholstery

ruptured hose

auto supplies

#9

us

greet the customer

suspension system

internal combustion engiae

supplementary income rust and sludge

brass couplings trust the customer

prefix un - means not prefix under - means below

unlocked register

unpaid bills

unfilled gas tank

unused parts

unlimited supply

underneath the hood

undersell the competitors

winter underwear

underground gas tanks

underpaid workers

2. BLACKBOARD SENTENCES:

1. The attendant must always be careful to protect the dar
upholstery from grease and oil stains.

2. The minimum wage for an auto service station attendant is
$1.50 an hour, or $60.00 for a forty hour week.

The bumper jack is used to lift the car when a tire change
is made.

4. An attendant may earn supplementary income through commission
on sales and tips.

5. Gasoline is considered a very good fuel for an internal
combustion engine.
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HOMEWORK ASSIGNMENT "THE GASOLINE PUMP"

NAME CLASS ,DATE TEACHER

PILL IN THE CORRECT ANSWEIL-

1. The oil must be changed regularly so that harmful and

will not get to the engine.

2. 'While the car is standing at the pump, the attendant should inspect

the parts the
1.11111MOI*41.11INSIAMII...110.~

3. An, engine in which the fuel is burned within is called an
11101111111011101111~111111141111.0,..00.0101.......

MINNO...4}0101110.111111

4. An attendant's income over and above his hourly pay, is called

5. Before gas is pumped into the customer's car, the attendant must

check to see that the
porANGamoodo.amenomme.....n awe aol........mgoaumune*. to*Vommos.10.40011*MIIIIII

all read zero.
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I. Blackboard phrases to introduce:

gAggLINE Hamig GET IT?

the main action

most important industry

special properties

internal combustion engie

premium gasoline

the engine's cylinders

II. Blackboard sentences.

Teacher's

block the flow of fuel

vaporizing in the gas tank

low air pressure

different blends

prevent vapor block

high compression engine

1) Modern industry depends on transportation and movement.

2) Gasoline is very well suited to an internal combustion engine.

3) Special gasoline is sometimes called premium gas, and costs more.

4) For almost every kind of driving condition, there is a special

gasoline designed to help the engine work best.

5) Engine noise is the result of improper burning in the engine's

cylinders.
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ahmau - HOW 02 WE aET

The sale of gasoline is the main
business of the .service station. Of

course there are many other services and
sales which take place at a station, but
the main action takes place at the pump.

The gasoline business is one of
the largest and most important indust-
ries in the world. It has been said
that wars are won as much by gasoline as
by guns. The reason for this is that
modern war, like modern industry,depends
on transportation and movement. This
movement of cars, trucks, and other
vehicles, depends on fuel. Gasoline is
the main fuel.

There are several sources of gaso-
line. The major source is petroleum.
In England, the name used for gasoline
is alttgl. Gasoline has special proper-
ties which make it a very suitable fuel
for an automobile engine, for airplane
engines, and for motor boat engines.
Because it burns quickly and bourns very
hot, gasoline is very well suited to
an internal combustion engine. The autos
the airplane: and the motor boat all
have internal combustion engines.

Since there are different kinds of
internal combustion engines, and many
different conditions under which each
engine is used, there are also many
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different kinds of gasoline. Gasolines
are made to fit many different situa
tions and conditions.

ausiALAR.E.Guutaz

A driver pulling up to a service
station pump for gasoline uflil be asked
if he wants "special" or "regular" gas.
Specialgasuline'is sometimes called
premium, and costs more. The attendant
will fill the tank with the type of gas
which the customer wants.

The chief difference between regu-
lar and special gasoline is in the
amount of anti-knock compound which each
contains. Special gasoline contains more
anti-knock compound. The more compound
the higher the octane number. The octane
n umber is a way of measuring the amount
o f 'knock' or 'ping' of the engine as the
fuel burns. Engine noise is the result
o f improper burning in the engine's cyl-
inders. Usually a knock or a ping means
that the gasoline is not exactly right
for the engine. A high compression en-
gine needs high octane fuel to operate
w ithout knocks or pings.

MADE.J0.2apia.161QuaE

Gasolines are "made to order" for
all kinds of engines,and for all kinds
o f weather conditions. Gasolines are
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specially made for hot and cold cli-
mates, for high and low altitudes, and
for all of the seasons of the year. For

almost every kind of driving condition,
there is a special gasoline designed to
help the engine work bests

For very hot climates chemists
have made a gasoline which can take a
great deal of heat before it begins to
steam. When gasoline gets hot enough
to turn to steam or vapor, it blocks

the flow of fuel to the engine. The

apor will cause the engine to stall.
Gasoline that turns to steam or vapor,
is also a waste of fuel. EvaporlAion,
o r vaporizing in the gas tank, causes
a loss of gas, just as evaporation
causes a loss of water in a water tank.

In order to slow down the evapora-
tion of gasoline in hot weather, a
special combination of gasolines was
made.

Gasolines for winter use, or for
u se in cold climates, are designed to
increase the speed of burning, making
for quicker engine starts in freezing
weather.

Special gasolines are available
for use in mountain regions, because
o f the low air pressure in high alti-
tudes. The gasoline is designed to
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slow the evaporation of the gasoline and
prevent vapor-block.

Some gasoline refineries produce
as many as twenty different blends of
gasoline to meet different kinds of
conditions.
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Name Class Date Teacher

ahaQuaz.zalaw.u.w.E.aliaTz

Quail=
I) Gasoline is good for internal combus-

tion engines because it is:

a) slow burning
b) fast burning,
c) very cheap

2) The more anti -knock compound in a

gasoline, the the octane
number.

3) A knock or a ping usually means that
the gas tank is low. True or False?

4) Another word for steam is:

a) evaporation
b) hot water
c) vapor

5) The place where gasoline is blended
and prepared for use is called:

a) the oil tanker
b) the main station
c) a refinery
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"Gasoline ...r.M.kysS.......1et ?Il

Blackboard Phrases:

braking action

special or premium gas

high compression engine

low air pressure

driving conditions

shock absorbers

machine shop

1.13.p. ending

business partnership

station ownership

good salesmanmhip

sound 0=01

official inspection

dangerous situations

auto service station

engine lubrication

moving violation

modern transportation

water evaporation

neat workmanship

credit club membership

hardship driving conditions

T.O. #10

11. Blackboard sentencem:

1) Good salesmanship will Put extra money in an attendants pay check.

2) It is important to check the drivers credit club membership before

filling out the credit slip.

3) Winter driving conditions are a hardship, and cause wear and tear

on a car.

4) The radiator and battery should be checked for water evaporation.

5) Worn shock absorbers are both harem.l and dangerous to a car.
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He rework Assiatt_, eni "Gasoline - How Do We Got It?"

NUM Class to Teacher.

Fill-in

1. High Octane gas is often referred to as or premium gas.

2. Winter driving conditions are a on a ear.

3. The water level in the radiator and battery, may fall due to .

4. When there is more than one owner in a business, it is usual]; called a

5. is very important in the proper

maintenance of a car.
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Imberts Guide

1. Blackboard phrases for: The Phpzy.DsLg.0

out of breath

more than an hour late

terrible stomach cramps

doubled up with pain

the home-made remedies

he pushed his luck

understanding and sympathetic

# 1.

the boys condition

wrapped in a blanket

hospital emergency room

the boss had warned him

those phony excuses

nobody would believe him

what a rotten break

II. Blackboard sentences:

10 When he ran into the shop, he was complostay out of breath.'

2. The child was doubled up with pain.

3. The parents tried all of their home-made remedies on the

sick child.

The boss was mad at him instead of being understanding and

sympathetic.

5. He was sorry now about all of those phony excuses.
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IHE.EIMEX-

Ed Gibbs ran into the autoservice
station. He was out of breath because
he had run all the way.from the subitay
station. The subway was three long
blocks from the Esso station on Marcy
Avenue where Ed had worked for almost
three months, Ed was more th n an hour
fate for work*

ft had beep a terrible morning for
Ed* Everything had gone ,$w/rong. He had
been up hail' the night with his son,
Jimmy* In the middle of the night
Jimmy woke up with terrWe stomach
cramps. He was doubled up with pain.
He woke the whole house up with his cries.

For hours Ed and his wife tried all
of the,home made remedies they knew.
But nothing seemed to help. The cramps
continued for hours. Finally, Ed and
his wife became frightened by they boyts
condition and decided that thai had to
have a coctor look at him.

Ed and h4s wife wrapped Jimmy in a
blanket and took him down to the car.
They were going to the hospital to have
the doctor hook at Jimmy. The boy cried
all the,way to the hospital. He cried
half out of pain and half out of fear
of going to the hospital. After waiting
for an hour in the hospital emergency
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room, the doctor finally examined Ji my.
He could not find anything seriously
wrong with the boy and gave him a pill.
He sent them home with instructions to
put the boy to bed, feed him light foods,
and bring him back for rays as soon
as he was better,

By the time Ed got home, he was
dead tired. He had been up most of the
night, and he was now late for work,

Being late for work was nothing new
for Ed. He was late at least once a
week. The first few times nobody in the
station said anything to him. But the
last time he got' more than just a dirty
look from the boss.. The last time he
had come late the boss had warned him
that another lateness might mean his job*

This was the first time that Ed had
a real good excuse for being late, but
he was worried abyway. He wondered
whether the be would believe this ex-
cuse after all of the phoney excuses he
had used before.

The last few times he had given
those phoney 'excuses, he could see that
the boss didn't be him, He knew
there was something wrong with his ex-
cuses when the men smiled as though they
didn't-believe him either, it was to

he was always in the position of
having to. lot about his lateness.
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Ed had the feeling that he had
pushed his luck too far the last time.
Now, when he had a real good reason for
his lateness, he was afraid nobody would
believe him.

Ed walked straight into the office
to talk to the boss when he got to work.
He had to tell him about his troubles*
aut instead of being understanding and
sympathetic about Jimmy's illness, the
boss just shook his,head. He told him
that he was fired before Ed could even
tell the whole story about his miserable
night.

Ed left the shop with a sick feel
ing in his stomach. What a rotten brea.
The first good reason for being late,

and he never even got a chance to to
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. Ed Gibbs was out of breath because:

a) he was overweight.
b) he had run all the way from the

station.
c) he was carrying a heavy suitcase.

2. Ed Gibbs was late because he had over-
slept. True or False?

3. Ed and his wife drove Jimmy to the

4. The child cried all theway, half
o ut of , and half
o ut of

The boss refused to listen to Ed
because:

a) he was too busy.
b) he trusted Ed.

c) he had heard so many lies before.
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1. Nagmaju=gt (long nui, sounds)

replace the fuse

purified water

job with a future

chassis lubrication

heavy duty oil

social security benefits

service manual

regular gas

re endings
NOWOWNIMba~.415,1/.11VIAVOMVAI.A

human nature

mature people

secure *lob

engine tune4ap

Buick hard top

Purolator oil filter

union dues

Motor Vehicle Bureau

durable parts

manufacturers instructions

adjut,t the carburetor

job tenure

good posture

gas mixture

2. MapA.RD SEN1.'ENCV:

1. The manufacturer's instruction manual recommended a heavy

duty oil for winter use.

Some unions have a check-off system for union dues.

The car seemed to ride smoother and better after the

chassis lubrication.

4. An application for a learnerls permit must be made at the

office of the Motor Vehicle Bureau.
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Augyjmajutzim: (Contid.)

5. The water for the radiator nit be distilled or purified.

#11

6. It is often better in the long run to take a job which offers

security or tenure rather than a higher paying job with

no tenure!

-2-
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....gticaloggLammigg THE PHONY EXCUSE

Name Class Date Teacher

FTLL IN THE CORRECT ANSWER: -

1. Parts of an automobile which are made to last a long time may

be described as
revoralor...****.orodowav....awarrograwfro.

Gasoline companies blend ingredients to make a

that is specially suited to weather conditions.

1. A learner's permit must be obtained from the local

4. Longer wear and better performance can be expected when the car

is given a
regularly.

5. Some people are more interested in

than in higher pay.

0.0.0.0.0.,...111.11.1111111101111101111..ol



Teacher ,s

14 Blackboard phrases to introduce

LIFTING THE CAR

a convenient position a locking mechanism

inspect the braking system compressed air power

heavier vehicles both ands are collapsible

place the horses correctly remove a muffler

work on the exhaust system the responsibility of the attendani

tracks running alonside each other servicing and maintaining

II. Blackboard sentences.

1) Horses are adjustable and a three ton horse can lift a car up to 18

inches off the ground.

2) The safety of the man working on tne car depends upon these horses.

3) There is always the danger of leaking gas or oil and of falling dirt.

4) There are three standard lifts found in most stations.

5) The lift is always used for work on the exhaust system, and for lubrica-

tions and grease jobs.

6) Both ends of the adjustable lift are collapsible.
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There are many different kinds of
equipment in the auto shop which are de-
signed to position the car in a way that
is most convenient for the job that has
to be done. These pieces of equipment,
which range from small jacks to large
lifts, are intended to raise a part of
the automobile off the ground, so that
work can be done on a part of the car.

A bumper jack is attached to the
front or rear bumper of the car usually
to raise the ci.r for a tire to be changed.
if a wheel must be removed to inspect the
braking system, and the car has been
raised with the jack, horses should be
placed in position under the A frame.
The horses provide good support and will
h6ld the car in a steady and firm posi-
tion. The most commonly used horse will
holdup to 3 tons. Horses are adjust-
able, and the 3 ton horse can hold a car
as high as 18" off the ground. For
heavier vehicles, a 5 ton adjustable
horse can be used.

The proper placement of the horses
is very important. The safety of the
man working on the car depends upon
these horses. He must place the horses
correctly, under the A frame, and be
sure that the car sits steady and does
not rock. Once the attendant is sure



LiElitta.IHE.aAR ASA - Es&Ot

that the horses are in place, he can
move under the car on a creeper safely
and concentrate on the work that has to
be done.

While under the car, there is always
the danger of leaking gas or oil, and of
falling dirt particles. Goggles which
w ill protect the eyes from anything
falls should be worn while in this posi-
tion. If the fuel pump has to be removed
there is certainly going to be leakage,
and protection of the eyes is absolutely
n ecessary.

There are three standard lifts
found in most stations, The lift is
always used for work on the exhaust sys
tern, for a lubrication or grease job.
Cars are built so low today, that many
jobs require the use of a lift.

Ocixezgn.Lift has two trAckc pvtin
ing parallel or alongside each other.

The wheels are driven onto the tracks
and the lift operation is ready to_be-
gin. The center post on the drive-on
lift is equipped with a locking mechan-
ism. The lifting is done by compress
air. It takes a few minutes of opera-
tion before the lock is set. Even if

the compressed air power should fail
after the lock is set, the lift cannot
fall.
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Ih Ad, ustable Lift has grips which
can be adjusted to the length and width
o f any car. The lift is in the shape of
a double Y with a center post. Both ends
are collapsible so that the front end or
the rear end can be kept free for work.
Front end jobs and rear end jobs are
u sually performed on the adjustable lift

The.aouble.lift is used when eithe4
the front end or the rear end need to be
worked on separately. Both ends can be
e levated together. The double lift also
has no center.post making it very conven-
ient for work on the exhaust system.
With the center free it is easier to in
stall or remove a muffler and tail pipe
assembly.

The.auc.12ster...Lift -This lift:
found in only some stations, has four
posts which support the raised auto.
Transmission work is made easier with
this lift because it leaves free working
space under the entire car.

The lifts in a service station are
a very important part of the auto ser-
vice equipment. They are also among the
most expensive pieces of equipment found
in the shop. Proper maintenance of the
lifts is part of the responsibility of
the auto service attendant. Lifts need
to be kept clean and properly lubricated.
if they are to work efficiently. in

many shops maintenance of lifts is done
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on a rotating basis, as are other house
keeping chore; o Each attendant has a

turn at servicing and maintaining the
lifts.

The area around the lifts has a
tendency to get very dirty. Grease anu
oil and fuel leaks are often found where
there is work on the car. If the area
gets oily or greasy, a compound should
be spread around to absorb the grease.
In a well-run auto shop, the compound
would be spread around at the end of the
work day, and swept up in the morning.

"".""11.-----..--`.---._
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(,sTioNs)

1) A bumper jack is used to lift the car
for:

a) a lubrication
b) a rear end job
c) tire changes

2) The horses can hold a car, no matter
how they are placed. True or False?

3) Almost all jobs need a lift today be
cause:

a) most cars are built very low
today

b) it is safer
c) the attendant cannot do any job

without it

4) The double lift is convenient for work
on the exhaust system because it has
no

5) The most expensive pieces of equipment
in the shop are:

a) the power tools
b) the lifts
c) the testing machines
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LANGUAGE LESSON FOR LIFTING THE CAR

"au" FORMS

BLACKBO&RD PHRASES:

falling pieces

small jacks

always a danger

stalled car

alternating current

awkward position

hand saw

claw hammer

A.S.A."E and D"

exhaust system

hydraulic brakes

automobile mechanic

authorized dealer

automatic transmission

BLACKBOARD SENTENCES:

1. The attendant should always protect himself ,gainst falling pieces,

especially when he is under the car.

2. The lift is always used for work on the exhaust system and for

lubrication jobs.

Most auto shops have a laundry service for towels and attendants'

uniforms.

4. Automatic transmission saves the driver the job of shifting gears

manually in forward speeds.

5. Small jacks are used for tire changes.
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LIFTING THI1CAR
L1.2

CLASS DATE TEACHER

1. Traffic was backed up on the highway for over a mile because of a

in the right lane.

2. An attendant who is very good at his job may someday become an

if he takes special training.

Work on the muffler, tail pipe, or any other part of the

11.11111.101111..10111..00011 must be done with the help of a lift.

4. Most electrical appliances in the United States operate on

rather than on direct current.

5. cannot operate without fluid in the

master cylinder.
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Basic Education Department

I. Blackboard phrases to introduce:

DANGER SPOTS IN THE SHOP

on a creeper the flesh of your hand

the danger of falling pieces

the compressed air hoses

safety devices

a serious injury

sharp edges

invitations to danger

II. Blackboard sentences.

ASA - & D.

last you a lifetime

the proper lighting device

dirt and grease

prevent eyestrain

fire extinguishers

you risk your life

1) Even though the lifts have safety devices, great care must be taken

when using them.

2) Protect your eyes from dirt and grease when you are working.

3) If you smoke on the job, you risk not only your job, but your life.

10 The proper lighting device will prevent eyestrain.

5) Fire is always a danger where there is gasoline, oil or grease.

I.3



Basic Education Depart:

BROOKLYN ADULT TRAINING CENTER
FOWER DEVELOPMENT TRAINING PROGRAM

A
"V

ASA E. & D.

DIANEEILIEM.ILIHE.a1DE

When you are working with heavy
machinery and heavy parts, there is al-
ways the danger of falling pieces and of
injury. Imagine how it would feel to
have a car slip off the horse while you
were on a creeper underneath! If you
fail to check that the car is sitting
on the horses properly, you may find the
car on top of you.

The tools that are used in the
shop, the wrenches, hacksaws, hammers,
the jacks, the compressed air hoses,
must all be handled carefully. Even
though the lifts have safety devices
built into them, great care must be
taken when using them.

Picture how it would feel to have a
large wrench fall on your toe or foot.
You might suffer a serious injury, even
if you are wearing the proper shoes. Oil
can spouts have sharp edges. If you are
careless you might find yourself cutting
into the flesh of your hand instead of
the can of oil.

The one pair of eyes that you have
must last you a lifetime. Protect them
from dirt and grease when you are working.
Light up the part of the car on which you
are working with the proper lighting de-
vice. It will prevent eyestrain and also
will let you see what you are doing.
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ASA -

Fire is always a danger where
there is gasoline, oil, or grease. Every
station must be equipped with fire ex-
tinguishers. Keep them handy when you
are testing the engine. The few minutes
you lose gettingthe fire extinguisher
when you need it, may make all the dif-
ference in the world.

Smoking and lightina matches near
the engine, near the pumps, or near the
oil and grease are not only against the
law, but are invitations to danger. If

you smoke on the job you risk not only

your job, but your life.



NA,.. EWER DEVELOPAENT TRAINING PROGIL
BROOKLYN ADULT TRAINING CENTER

Basic Education Department ASA E. & D.'

Name Glass Date Teacher

amaza.ania.ih.iu.ada

au mina
1) If you are wearing the proper shoes,

you are fully protected against fall-
ing tools. True or False?

2) Special care must be taken with oil
can spouts because:

a) the oil will leak
b) the cover comes off
c) the spout and can have sharp

edges

3) The lifts need to be handled with
care even though they are equipped
with:

a) on and off switches
b) locks

c) safety devices

4) Proper lighting is needed to do a

job well and to prevent

5) All gas stations keep

mmosimArmsoreiftwerrimegsgWomerOmiftdmivAINMOONIOMO.

orm.~..miatermagehomaftwommitslmsoftrammeommsammi*

close by in case of
fire.



MANPOWER DEVELOPMENT TRAINING PROGRAM

A.S.A.-HE and Du

Language Lesson for: DANGER. SPOTS IN TUE SHOP #13

1. Blackboard Phrasest OF SOUND

the world of work

burst open

surprise ending

burning oil

keep your word

burnishing tools

spurting gas

2. Blackboard Sentences:

turning the corner

urban development

urgent business

sturdy workhorse

furnished room

turbine engine

common courtesy

1. The boss left the shop to attend to some urgent business.

2. it is always Wise to slow down before turning the corner.

3. Common courtesy and a pleasant manner will help the attendant

in getting along with the customers.

4. A turbine engine is a rotary engine that converts a moving as

or liquid into energy.

5. There are many different burnishing tools used to give a

high polish to metals.



MANPOWER DEVELOPMENT TRAINING PROGRAM

A

A.S.A.-flE and Du

HOMEWORK ASSIGNMENTt

DANGER SPOTS IN THE SHOP #13

NAME CLASS DATE TEACHER

2.

If you fail to

not trust you.

wolOAAWANIAdlodelml WOAlossaasmolYAMAANAOWO

0...5Mom.YONIMIAMON. rIONAAIMAIWIA

people will

are used to finish and polish metals.

3. A is a rotary engine.
MAA*AAAAPNA.A.........001*AA.

4. A pleasant manner and will help a man

get along on the job.

5. The differential gears steady the ear when



MANPOWER DEVELOPMENT TRAINING PROGRAM

TEACHER'S GUIDE

INTRODUCTORY BLACKBOARD PHRASES

make the difference

a smooth and comfortable ride

all shaken up

looked like doughnuts

solid rubber

pneumatic tire or air tire

cushion the bumps

cling to the rim

grips the road

BLACKBOARD SENTENCES:

A.S.A.-"E and D"

TO: THE HISTORY OF THE TIRE

strong and rugged

synthetic materials

tread designs

especially deep treads

better traction

puncture-proof tires

puncture-sealing

help prevent accidents

road gripping action

#14

1. Many substitutes have been tried, but compressed air is still the

best cushion.

2. The inner tube holds the compressed air, and the outer tire

protects the inner tube.

3. The outer part must be strong and rugged enough to take the

constant friction.

4. Synthetic materials were added to the rubber to make a

stronger tire.

5. Snow tires provide better traction, or road gripping action, in

snowy or slippery weather.



A. S. A. - n and D" T.O.

THE HISTORY OF THE TIRE #14

Tires are a very important part of the automobile. Not only does the

car move along on them, but they can make the difference between a smooth,

comfortable ride and a ride that is bumpy and leaves you all shaken up.

Automobile tires did not always look the way they do today. The

first tires looked something like doughnuts. That is, they were made of

solid rubber. They held to the road and lasted a long time, but they

gave a nice smooth ride.

As cars became more powerful and began to go at higher speeds, there

was a great need for a better kind of tire. The "air tire", or pneumatic

tire, was developed. This was filled with compressed air to cushion the

bumps,. Since then, many substitutes have been tried, but compressed air

is still the best cushion.

The first, air tire was a single tube used on bicycles. This one tube

had to hold the air, cling to the rim of the wheel, and also grip the road.

It was later tried on automobiles, but it was not successful.

Then tire manufacturers had the idea of making the tire in two parts.

One part holds the compressed air. It is culled the inner tube. The other

part fits outside. It attaches to the rim of the wheel, grips the road,

and protects the inner tube.

This outer part, or casing, is considered to be the actual tire. It

must be strong and rugged enough to be able to take the constant friction

of the road. lt,has a design in the rubber which helps the tire grip the

road better. This design is called the tread.

As automobiles were driven faster and faster, the tires were heated

more in driving and wore out faster. Synthetic materials were added to the

rubber to make a stronger tire, tread designs were changed so that less of

the tire gripped the road. Later, designs were changed again to make tires

skid-proof.



A.S.A.-"E and flU (T.O.) THE HISTORY OF THE TIRE (Continued)

Tires with especially deep treads were developed for winter use. These snow

tires provide better traction, or road gripping action, in snowy or slippery

weather.

Blowout-proof tires with special inner tubes were designed. They did

not lose their air immediately when they were punctured. This helped

prevent accidents.

An even later development is a single tube tire called a tubeless tire.

It not only gives the service of a regular outer tire and inner tube, but

it is puncture-sealing and holds air better than the old steel tire and tube.

Itifojaa
1. The first tires were made of:

1. elastic

2. solid rubber

3. nylon

2. Better tires were needed when cars began to get more powerful and travel

at higher speeds. TRUE or FALSE?

3. Another name for air tire is tire.

4. The best cushion for bumps is still:

a) an inner tube

b) compressed air

c) a bicycle tire

5. When cars travel at high speeds, tires get:

a) very hot from the friction

b) worn out

c) better treads

-2-



MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING CENTER

TEACHER'S OUTLINE

LANGUAGE LESSON MR THE HISTORY OF ThT CAR

NIACKBOARD PHRASES:-

brake system

motor rkythm

six cylinder car

trouble symptoms

Plymouth sedan

crystal clear

A.S.A.I&E and to"

mystery story

acrylic paint

gypsy cab driver

synthetic materialt

station symbol

physical labor

BLACKBOARD SENTENCES:-

1. No -a- is safe unless the brake system is working properly.

2. A six cylinder car is usually more economical to run than an

eight cylinder car.

3. A windshield should be wiped until it is crystal clear to give

.the driver a clear view of the road.

4. Synthetic materials are man-made materials.

5. An attendant should ask the driver about trouble symptoms in the

car during service at the pump.

.1.



MANPOWER DEVELOPMENT TRAIN= PROGRAM

A.S.A.-"E and D"

HOMEWORK ASSIGNMENT "THE HISTORY OF THE TIRE"

FILL IN ThE CORRECT ANSWER:-

1. The first tires looked like doughnuts aria were math of

2. The air tire is filled with

a cushion.

3. A tire with
ra.owrirmwomermirs.4.....rommo en11.6610.109.0.1111.0..M.M1*

4. The addition of

5. The two parts of the tire are:

a)

b)

air which acts as

#14

cannot grip the road properly.

makes the tire stronger.
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MANP(,A ofa DLVVia,PM2AT TRZINLIG ritOGRAM

A.o.A. "is and Du Teacher's Guide T. 0. #15

Introductory blackboard phrases for:

ChAE

turn customers away

suspension system

shock absorbers ana springs

misalignment of the wheels

proper inflation level

bald tires

periodic rotation

not, only a convenient,le

improper inflation

build-up of pressure

air cushion tires

various stages

mounting and dismounting of tires

suggested patterns

Blackboard sentences:

1) Good tire service is not only a convenience, but very important

for safety.

2) Some driving habits cause tires to wear out unevenly.

3) High-speed driving, fast turns on curves, improper inflation and

the misalignment of wheels, will cause wear and tear on the tires.

4) As the car is driven, the friction between the tire and the road

will heat the tire.

5) Checking tire pressure is particularly important with air cushion

'tires.



MANPOWER Dr VELOP:m.1AT TRAINING PROG;Vjq

A. S. A. 'FE and D" #15

GENERAL TIRE CARE

Tire service is something that customers expect to get from their service

station. You cannot turn customers away or do a poor job and expect to hold

the customer's gasoline business. Good tire service is not only a convenience

to the customer, but lb is also very important for his safety.

The tires are :)art of the suspension system of the car, along with shock

absorbers and springs. Good tires should absorb most of the road bumps that

make for rough ride.

Tires are expected to wear out in the normal course of time. But there

are some things which cause them to wear out faster or to 1Near unevenly:

high speea driving; fast driving on curves cr around corners; improper

inflation; and misalignment of the wheels.

Performing some tire service, no matter how small, gives the attendant

the opportunity to inspect a tire more closely. It can realuy "put the

finger on" tire neaas.

Good tire service includes these things:

I. Regular checkitw., for proper inflation level. This should be done

when the tires are coot. As the car is driven, the friction between

the tire ana the road will heat the tire. This causes a buildup

of pressure and may cause the tire to look overinflated. ChecKing

tire pressure is particularly important with air cushion tires.

Mnke sure that both your hand gauges and tire inflators are accurate.

2. Correct repairing of tubes.

3. Correct counting and dismounting of tires.



A. S. A. - UE and Du
#15

GEWEaAL TIrth CAL-1E (Centsd.)

4. Careful inspection of treads, sidewalls, casings, valves, etc. Look

for ubaldu tires, --tires where the tread is dangerously worn out.

If any of these conditions are present tires should be repaired or

replaced before they become unsafe for driving.

5. Periodic rotation of tires. This will lengthen the life of the tire by

making sure that each tire gets equal wear. Tires should be rotated

every 5,000 miles.

QUESTIONS

1) Driving habits do not affect how lonp, the tires will. wear.

TEWE or FALSE?

2) The tires are part of the
111,011406.1000.1100.0.1Mis

3) You can lengthen the life of a tire by:

a) Putting an extra pound of air in them

b) Washing them regularly

c) Careful driving and proper maintenance.

4) An attendant should make sure that the hand gauges and tire

inflators are

As long as you are not having any serious trouble with yotr old

tires, you do not neecz to replace them.

TAW, or gAL6L?



NANPOWER DINE.1,0111 IfT TRAINING McGRAK

A.O.A.-"E and. Du
T.C. #15

Language lesson for

1, BaLCKBUL VHAASES:- Prefixes meaning ',not,'

UN

out

unsafe car inconvenient hours

unequal wear incorrect balance

unimportant matters incorrect change

unbusinesalike manner incredible prices

unpaid bills insufficient air pressure

improper inflation

impossible working conditions

immature employees

HIS

misalignment of wheels

misinformed attendant

misplaced auto parts

mismanaged station

2. BLACKBOARD SENTENCES:-

:,. Unless the wheels are ba.,anced anu properly aligned, there

will be unequal wads on the tires.

2. An attendant who foo.Ls arouno too much and acts in an

unbusinesslike manner may lose his customer and his job.

3. The car wili not ride properly if there is insufficient air

pressure in tha tires.

4. The attendant may have to work nights, hoi.idays, and

inconvenient hours on the job.

A careless attendant may have to spend, unnecessary time

looking for misplaced auto parts.



HANKMER DEVELOPMENT TRAINING PROGRAM

A.S.A. - "E and D"

HOMEWORK ASSIGNMENT POR GENERAL TIRE CARE

T.O. #15

NAME CLASS DATE TEACHER

CHANGE THE FOLLOWING SENTENCES BY FILLING IN THE PREFIX THAT WILL MAKE HNOTI:-

1. The station went out of business because there were too many

aid bills.

2. A lot of time is wasted looking for lost or ...placed auto parts.

3. The mechanic could tell from looking at the tires that there was

ININOW401101.11,
sufficient air pressure.

4. A car that is not properly serviced or repaired may become an

safe car.

Some stations are open day and night and the attendants must work

convenient hours.
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A.S.A-ia and I . . # 16

?ram this-I:Um& be was 'very young, Henry Ford was

interested in meehainical things. Norms bora aver ;Warm

WM, Hiebigan.'in. 1863. As a. ebild he helped his father

with the farm, *irk, but he especimillY liked working with .

naehinery. He often did repairjErk ea watches and, cloaks:

wi.thout pay

Hs made maky saerifices.bsaause of this interest in

mechanics.., When he was 16, reors old, he walked to Detroit

and gat a job with a mechanic for $2.50 a week. His roma

and board same to $340. pi order,to get the extra money,

he worked four hours every night: for a watchasinsrat $2.00

a week. Uter, he worked in an engine shop, where be set

up steam engines: FinaUy, he became an engineer at the

Detroit Edison Company.

In 19Q3, Feed organised a company to ma nufaeture

automobiles. It was known as the Ford Motor Company.

H. started this company with $2800 raised trait friends

and neighbors,. They became stuakholders in his company.

Sixteen years later, a men who had invested $2, in

nrdts oompouky sold his shares for 00,000,000;



Ford's greatest contributionicie that hs showed how

useful mass production mathOds could be in the automobile

industry'. He standardised every part of the automobile so

that it could be turned cut quickly and in grosit quantities.

He then developed a bolt .systom for assembling these parts

quickly. This its kPown as the usably line. With this

system, he produced cars in mash large numbers that they

could be sold eheaply enough for the average mit to buy.

1. Where was Henri Ford born?

2. What was his. special interest?

3. When did he organize his auto company?

4. What was his greatest contribution?



MANPOWER LIVELOPMENT TRAINING PROGRAM

A. S. A. HE and D'

Blackboard Phrases to introduce:

mechanical things

especially liked

working with machinery

repair work.

engine shop

Detroit Edison Company

friends and neighbors

.!,,,9,Asst contribution

.,..Jardize4the automobile

assembling parts

Blackboard Sentences:

Teacherta Guide T.O. # 16

mar FORD

watches and clocks

many sacrifices

room and board

extra/am:ay.

steam engines

manufacture automobiles

company stockholders

mass production nethode

in great quantities

the average an

.1. Ford developed MASS production methods which helped standardize

the automobile.

2. He developed a belt system for assembling auto parts quickly.

3. Abelt system is also known as an assembly line.

4. The Ford Motor Company was organized in 1903.

5. A man who had invested $2,500 in Fordis COmpany sold his shares for

O million dollars. sixteen years later.
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NAMPO= LeOLOPMENT TRAIffING PROGRAM

A.S.A. ire and d"

LANGWE LESSON: HENRY FORD

or

organized labor

Ford Motor Company

order a car

porcelain finish

peace corps

welding torch

large corporation

forged steel

iron ore

cold storage

or ending man who does the job -

doctor mediator

mayor . arbitrator

calculator estimator

contractor depositor

distributor educator

i/t/a # 16



MANPOWER DEVELOPMENT TRArNING PROGRM4

A.S.A. ne and d" T. O. #16

HOMEWORK ASSIGNMFAT FOR: PtENRY FORD

CLASS DATE TEACHER

1. The man who gives a rough figure on the cost of a job is

called an
0111141.a..011.1110001.0*....1.0.44.11.1101.1.16110.111.

2. The Ford Motor Company supplies cars to local

over pe world.

3. A machine that can add, subtract, multiply and divide is called

a
011.=.1110.4.10.01111WWM~00.......6m.1.1,10.1W.

The bank praised a gift to every new for the next week.

5. A state 'helped to settle the labor dispute between
"11410ftirrONINIMA010.1".~

the company and the union.
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A..3.1.-7.02,and Du .
. TdO. # 16

NAMP.992

From -the time he was very young Henry Ford *Ls

"'' ""r iatirootod meeheirdeal things* Re wu bora men' Dear,.

born, Xichigan'in :1863. As a. ehild he helped his fatlwr

with the fare work, but he especially liked working with .

machinery* He often did repair-work on watehos and clocks:

without pay*

He meads many saeritiess because of this Lac in

**Cherries* When be was 16 yeetrs old, her 'milked to Detroit

and got a job with a aerch&aie for $2.50 a week. His room

and board eau to $3.50. In areelor,to est the extra money,

he worked four hours every night: for a watchmaker at $2.00
..A .

a week* Inter4 he worked in an argAno shop, where he set

up steam engins* Finally, h.:became an engineer at the

Detroit Basco Cowan"...

I 1903, Ford organised a company to is nufactur

automobiles* It was keos* as the Ford Motor Caapar7*

He started this easpany with $28,000 raised frost friends

and neighbors* They became stoekholders in his company*

Sixteen years later, a wen who had invested $2,500 in

Ford's comparky sold his shafts for $30,000,000.
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1

Ford's greatest contribution was that he showed bow

useful mass production methods could be in the antonobile

industry. He standardized every part of the autostobile so

that it could be turned at quickly and in great quantities.

He then developed a belt system" for assembling these parts

quickly. This is known as the easeably line. With this

antes' he produced cars in such large numbers that that

could be sold ekomply enough for the average tp buy4

1.4.1.7.0fiS

1. Where was Henry ,Ford born?

2. What was his special ilatereiFt?.

3. When did he organize his auto Commute

4. What was his greatest contribution?,
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A. S. A. - DE and DR

Blackboard Phrases to introduce:

mechanical things

especially liked

working with machinery

repair work. .

engine shop

Detroit Edison Compakr

trien.de and neighbors

greatest contribution

standardiz41 the automobile

assembling parts

Blackboard Sentences:4110111kommaririmensissarMarmemow~10

1.

2.

3.

4.

5.

Teachertei Guide T.O. # 16

mar map

watches and clocks

many sacrifices

room, and board

extra money,

steam engines

manufacture automobiles

company stockholders

sass production ;methods

in great quantities

the average man

Ford developed mass production methods which helped standardize

the automobile.

He developed a belt system for assembling auto parts quickly.

A belt system is also known, as an assembly line.

The Ford Motor Cavan 3r was organized in 1903.

A man who had invested $2,500 in Ford's Company sold his shares for

mil sixteen years later.



A.S.A. "e and do

LANGUAGE LESSON:

organized labor

Ford Motor Canpapy

order a car

porcelain finish

peace corps .

DEVELOPMENT TRAINING PROGRAM

HENRY FORD

br

welding torch

large corporation

forged steel

iron ore

cold storage

Itt_laitag wan who does the job

mayor .

calculator

contractor

distributor

. mediator

arbitrator

estimator

depositor

educator

i./t/a # 16



MANPOWER DEVELOPMENT TRAINING PROGRAM

A. 5.,. us and du T. O. #16

HOMEWORK ASSIGNMENT FOR: HENRI FORD

Nikla CLASS DATE

1. The man who gives a rough figure on the cost of a job is

called an
011.016110.11.1.111.1011400101111...IMINI

The Ford Motor Company supplies care to local

over ithe world.

3. A machine that can add, subtract, multiply and divide is called

bank promised a gift to every new for the next week.

3. A state 'helped to settle the labor dispute between

the company and the union.
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MAkeOWER DEVELOPMENT TRAINING PROGRad
BROOKLYN ADULT TRAINING CENTER

Basic Education Department

I. Blackboard phrases to introduce:

GENERAL AUTO MAINTENANCE

accessory auto products

stay in business

experienced auto owners

regular service

recommend his friends

protected from wear

parts that need lubrication

the manufacturer's directions

leakage on the floor

a good advertisement

applied generously

a complete oil change

engine crankcases

special collection service

cleaning compound

collection of trash

emptying the engine

insure proper service

protective mats

regular greasing

ASA - E. & D.
Teacher's Guide

II. Blackboard sentences.

1) It is a mistake to think that there is more money to be made by

not servicing a car well.

2) One of the most important services necessary for any machine with

moving parts is greasing and lubrication.

3) Grease should be applied generously so that all parts are completely

covered.

4) Too much oil will clog and harm the parts which are overoiled.

5) The dirty oil that has emptied into the can is poured into a fifty

gallon drum which is collected regularly.



MANPOWER DEVELOPNBiT TRAINING PROGRAM
BRoonnT. ADULT TRAINiNG CENTER

sic ?Education Department ASA - B. & D.

aEHERAL.AULLMAINIEMAKQE

An auto service station is in busi-
ness not only to seligas and oil and ac-
cessory auto products. Perhaps its most
important' business is selling service to
the' automobile owner. The experience of
the auto service stations which stay in
business for a long time isIthat the
better, the service, the better the busi
ness, and the better the chance for the
station to stay in business.

Experienced autb serviatstation
owners say that it is amistae to think
that there is more money to baemade by
not servicing a car well. The idea that
-some people have, that the more often a
car breaks down, the more biteiness a
service station will have, is false. If
a car that a station is servicing regui,.

larly, breaks down.liery often, the cus---

'comer will probably take his business.
elsewhere. 'A 'customer who can feel the
difference in theway hks carerides after
it has been properly, serviced, will not .

only be a steady customer, but one who
recommends his friends to the station.

Mechanics say, that one of the most- .
important services necessary -for any,
machine with moving parts, is greasing,
or lubrication.

Moving parts must be greased regu"
lar y, or they will wear against each
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WIERALAUELMAINIERAkE ASA:Ce&O*

other and break down. When al l moving
parts are protected from wear by grease;
they work better. and last longer.

Compressed air forces the grease
through the trigger handle into the
parts that :need lubrication. , Grease
should, be applied genitrious y so that al I..;
parts... areeoinp Iete ;.y..ciriverec14, Excess
drippings '6:hou.10 be wiiped away, but
there is no danger..fr6m too much :grease.
Mechanics claim that you cannot oyer-;
grease.

Parts that need i 1 1ng, on the
other hand, have to bei treated more care.70,0
fully; Too much oil c log and harm
the parts which are over:oi led*

/.

Regular changes of oil are also very
important to the maintenance of an autogn.
mobile. Oil that get dirty with use and -1
age will .thicken and Ilecome harmful to
the engine. It 1s rec!ommended that a
complete 0 i ! change take place after each
2,500 miles.

In order to change the ofoil in the
engine crankcase, the. Icar must be jacked
up. Some crankcases are ,reached more
éisil.y than others* If the 01 I cran*--
case is hard to reach,: st flexible tube
to pour the new oi I mukst be used*

After the arisJad.upi
position. for the all cihange, the :plidag is

.
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WIERAL.WQ.MAAIEBAUE ASA:E.&13.

time and will insure proper service, at
the proper time.

.
. .

Ouring a lubrication or an .oil
change, there is going to be leakage on
the floor of the station, and sometimes_.
on the inside or body of the car. When
ever possible, a covering should be used
to protect the car from sta!ns and d!,t.
,A customer will not be happy about tak-
ing a stained and dirty looking car out
of the station. .He may dec!de that the fl.

work is as sloppy ks the looks of the car:

Al! stations have protective mats to
'cover the different parts of the car..
These mats should be used to avoid stain-
ing and damage to the body of the car
while work is being done. It is worth
the time to protect the car, Afterthe
damage is done, it may take a lot of
time and work to clean up.

Most good stations will not turn a
car over to its owner without cleaning
it first. Oil and grease must be care-
fully removed from door locks so that the
driver will not stain his clothes. Win-
dows, upholstery, mirrors and the dash:
board and floor should be cleaned when
the work is finished.

A clean-looking car is a good ad-
vertisement for the work done.at the
station. It wirl'A1/4amk-% and keep a custe.4
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emoved from the crankcase, ard the old
o il allowed to empty into a can. The
dirty o that has emptied into the can
is then pourer: into a 50 gel ion drum
which is collected regularly. The collec
tion of oil drums in a ga station works
ery much ;ike the collection of trash.
It is done regulariy by a special collec-
tion service.

No matter how careful you are hen
you are emptying the engine crankc se of
the dirty oil, some of it may drip onto
theefIcer. A cleaning compound which
loolcs very much like sairldest ehoula be
poured on the floor to absorb the dirty
o il and keep the floor clean.

The engine crankcase should be r.e-
filled with new oil according to th
manufac.,.ui%er!s directions. Cans with
spouts are used to pour the oil.

The oil filter should he inspected
e ach time the oil is changed. if the
filter As clogged or dirty, it cannot do
its job. Oil filters usually need to be
changed after three oil ch ngeso

Every car which is serviced should
have a sticker attached to the 'inside of
the door near the drivers seat. An at
tendant should note the date of the ser-
ice and the kind of aervice given, so

that the station and the car owner will
have a record of the service. This saves
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Name Ciaeo Date Teacher

ASA - &D.

aERERAL.AUELMAINIEMAKQE

aumina
I) A station will lose business if the

repairs and ,service are goodo True

or False?

2) The owner of a car that breaks down

very often:

as will keep coming back for re-

pairs.
b) will go to another station to

get better service.
c) will sell his car and buy a

new one.

3) Used and dirty oil is collected in
drums.

4) Grease should be applied
so that.all parts are completely

covered.

5) A new' car does not need regular main

tenance and servicing. True or False?
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A. S. A. - DE and Du

LANGUAGE LESSON for:

1. Blackboard Phrases:

gat to work early

service the engine

personal property

starter trouble

GENERAL AUTO MAINTENANCE

er0

cheaper product
1

Mercury eaglet

perspiration odor

earn more money

T. 0. #1L

cheap - cheaper tough - tougher

short - shorter strong - stronger

hard - harder messy - messier

heavy - heavier dirty - dirtier

er referriri912,...ofession

truck driver

carpenter

welder

lawyer

solderer

manufacturer
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MANPOWER DEVELOPMENT TRAINING P

A. S. A. - US and Du T. O. #17

HOMEWORK ASSIGNMENT for: GENERAL. AUTO MAINTENANCE

NA CLASS DATE TEACHERME

1. A Kan who makes a living welding is called a 0

2. It is not always wise to buy a product just because it is .

3. Special instructions for servicing each oar are given in the

manual.
IMM11111.11111ralbielseaft11111.0111111...10.1d.01160

4. Most stations are not reaponsible for

left in the car.

3. Add ueru endings to the following words and write a sentence using

each word.

mart dirty

wide cool

happy high
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MANPOWER LAVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department

I. Blackboard phrases to introduce:

THE LUBRICATION SYSTEM

engine lubrication harmful matter

circulated through the engine

fine mesh screen

engine overhaul

oil pressure relief valve

engine damage

flows through the system

loss of oil pressure

flush out dust

dipstick markings

additional quart of oil

ventilation system

clogging with sludge

.- 1

ASA - E. & E.
Teacher's Guide

II. Blackboard sentences.

1) The oil strainer should be cleaned or replaced whenever the

engine is overhauled.

2) The new oil filter seal should be checked carefully to avoid

leakage and loss of engine oil pressure.

3) Water vapor and gases will form sludge in tho engine crankcase

if they are not removed.

4) From the dipstick, an attendant can tell the condition of the oil.

5) A gauge will warn the driver of low pressure.
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BROOKLYN ADULT TRAINING CENTER

Basic Education Depariadent ASA 'E. & D.

IHE.Lumiattim.a/aum

Several quarts of oil: stored in

the crank case lubricate the moving
parts of the engine.

The engine lubrication system has
several main parts:

The Silt guma is used to pump oil
to all moving parts All oil being
circulated by the oil pump must first
pass through a fine mesh screen, called
the gall Attainfte. This strainer should
'be cleaned or replaced whenever the en-
gine is overhauled.

An Sail acaaluca caliti nixt is
built into the system to prevent "the
building up of too much oil pressure.
A gauge on the driverts instrument
panel is used to warn of low pressures
which could result in engine damage.

Oil becomes contaminated with
particles of dirt, dust, and various
o ther things as it flows through the
system. Just as a cigarette filter is
u sed to screen out harmful elements in

tobacco, an Qii filtIc is used to screen
o ut these harmful particles in the oil.
In order to work well, oil filters must
be changed every 3,000 to 5,000 miles.
The new oil filter seal should be
checked carefully to avoid leakage and
loss of engine oil pressure. At the
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same time the filter'is changed, an

o il change is recommended. This will

also help in flushing out dust and
o ther harmful particles.

The 211 itiai ands., or Ainatiak,
is an important part of the lubrication
system. It is used to check for the
proper oil level in the crankcase. The

dipstick has markings on it which show
when the crankcase is full and when oil
needs to be added. By looking at the
o il on the.; dipstick; an attendant can
also tell something about the condition
o f the oil. The attendant should al-
ways bring the dipstick around to the
customer so that he can see for him-
self why an oil change or an additional
quart of oil is being recommended.

Water vapor and other gases will
form sludge in the engine crankcase if
they are not removed. A atankaall ma-

system removes these vapors.
The teuthat au and all other parts of
the ventilation system, should be
cleaned as recommended by the manufac-
turer to prevent clogging' with sludge
or dirt.



MANPOWER DEVEUDPMKNT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic EducaticA Department ASA E. & D.

Name Class Date Teacher

IEILLURRialliaLanIEM

auminaa
Lubrication is very important to the
proper operation of:

a) the radiator
b) the ventilation system
c) moving parts

2. The customer should never be bothered
to look at the dipstick. True or
False?

3. Water vapor and other gases will form
in the engine cran.case , if

INNS MIN 611116 OMNI WO
41

they are not removed.

4. An important part of the ventila-
tion system is the

OOMMINtOMOVIWKOOMEhatiedoluiftwommiaremalmisamorsormoloominft

Three main parts of the lubrication
system are:

as

b)

c)
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A.S.A. HE and Du

LANGUAGE LESSON for:

L. Blackboard Phrases:

operate

ventilate

radiate

circulate

lubricate

vaccinate

accelerate

saturate

calculate

participate

11. Blackboard sentences:

1. Mister Thomas did not understand how to operate the new lift.

la. Mister Thos ae did not understand 1.116.2212.4 of the new lift.

2. The oil must be allowed to circulate freely. or

2a. The oil must be allowed free circulation.

THE LUBRICATION SYSTEM

ate; tion

the operation

the ,-entilation

radiativen

circulation

lubrication

vaccination

acceleration

saturation

calculation

participation

3. The customer asked the attendant to lubricate the engine. or,

3a. The customer asked the attendant for an. engine lubrication.

4. The mechanic warned the customer not to accelerate suddenly.

4a. The mechanic warned the customer about sudden acceleration,
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MANPOWER DEULOPKENT TakINING PROGRAM

A.S.A. liE and T. O. # 18

HtMEWORK ASSIGNMENT for: THE LUBRICATION SYSTEM

NAME CLASS DATE. TEACHER

Add the nation ending to the following words:

associate

gyrate_

mediate'

gravitate.

fascinate

Write three sentences using three of the words you have made.

1;2



MANPOWER DEVELOPMENT TRAINING PROGRAM

ASA "Band D"
Teacher's Guide

I.,1Blackboard phrases to introduce:

an uncomfortable irritation

relieve the pain

not .properly lubricated

absorbing the heat

classified the oil

SA the form of sludge

II. Blackboard sentences:

ENGINE LUBRICATION #19

cream or ointment

have to be replaced

a thin coating of oil

oil viscosity'

oil should be changed

engine wear and bearing failure

1,Engine parts would constantly have to be replaced if they were not properly

lubricated,

2. Engine oil is measured by its thickness or its ability to flow..

3. After use, oil becomes full of water particles, and pieces of dust,

dirt and metal.

4, To get good performance from a car, and to protect its engine, oil should

e changed from time to time.

5. Under average driving conditions, it It recommended that the oil be

changed every 1,000 to 2,000 miles.

00.10.1041.



MANPOWER DEVL1OPMENT TRAINING PROGRAM

A.S.A. -"E and D" #18

ENGINE LUBRICATT3N

Have you ever worn a pair of shoes that were too tight or did not fit

properly? Before long, the shoe, rubbing against the heel of your foot, can

cause an uncomfortable irritation. Your skin is actually being worn away by

the action of the shoe on your heel. This action is called friction. Fric-

tion produces heat azd wear. A little cream or ointment applied to the sore

spot will usually relieve the pain and make you much more comfortable.

An engine is made up of many mowing parts. As they move against each

other, ?. great deal of friction and wear take place. Engine parts mould

constantly have to be replaced if they were not properly lubricated. A

thin coating of oil is used between all moving parts to prevent just such

a situation.

Oil used ;In the engine has other jobs, too. It helps cool the engine by

absorbing some of the heat given off when the engine is in operation. It also

helps to clean the engine by absorbing dirt particles and holding them until

they are drained out with the oil.

Engine oil is measured by its thickness, or its ability to flow. This

quality is called 112.22241z. The American Petroleum Institute has clasbified

oil according to the kind of service it gives. The three classifications

are ML, *0 and HS: Oil marked PI is recommended for light service. 7i ie

recommended for normal driving, and MS is designed for high speed driving

and heavy service.

To get good performance from a car, and to protect its engine, oil Should

be changed from time to time. This is not because oil wears out with use. But

it does become full of particles of water, gasoline, dust, dirt, and metal

from engine wear.

-1-

6
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#18

Some of these particles settle to the bottom of the oil pan in the form of

sludge. The smaller, lighter particles are carried along with the oil. If

they are allowed to stay in tilt. lubricating system too long, these particles

can cause qui-* engine wear and bearing failure.

The proper time to change the oil depends on three things: the condition

of the car; driving conditions and driving habits; and weather conditions.

Under average driving conditions it is recommended that the oil be changed

every 1,000 to 2,000 miles. Drivinc in cold weather, under stop and start"

conditions, in the dusty city may make it necessary to change the oil as often

as emery 500 miles. On the other hand, on long trips, over good dust-free

roads, the engine operates better and the oil can be changed every 2,000 to 4,000

miles.

RHEUM
1. Engine wear is caused by between the moving parts.

21 Oil used in the engine also serves to:

a) speed*the engine

b) slow up the enlinv

c) absorb some of the engine heat.

Oil wears out with use.

TRUE or FALSE?

4. The thickness of oil is called its

5. Oil changes are usually recommended every to

miles.

-2--

.11011.1110=1..1.,
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A.S.A.-at and Da

LANGUAGE LESSON for: ENGINE LUBRICATION

1. Blackboard Phrases: the sound of aoia

oil crankcase truck convoy'

skin ointment deett'oy the engine

employment office aluminum foil

doctors ppointment clean the toilet

employee benefits moisture proof

T. O. #19

II. Blackboard Sentences:

1. When housekeeping chores are shared, everyone takes turns

cleaning the toilet.

2. The men got increased employee benefits instead of a raids.

The attendant made a doctor's appointment for the evening*

after work.

4. The doctor prescribed a skin ointment for his rash.

The men in the car wash department wear moistUre-proor.

clothing.
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A. S. A.-11E and Do T. 0. #19

HOKEWaRK ASSIGNMINT for: ....ILIMBTIGINDAP...M,

CLASS DAT* TIIACHNIL

1. A group of trucks traveling together is called a

2. The doctor could not see him because he had forgotten to make

an

3.. If the dirty oil is not changed, it ill

1011.

4.* The 'attendant should protect his eyes from leaking oil when he is

draining the

111Y11111WIMMWA.w ~11

or wet places.

clothing should be worn in damp
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MANPOWER DEVELOPMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTRR

Basic Fducation.Department

Blackboard phrases to introduce:

TROUBLESHOOTING

keep a sharp lookout

the customer complains

from the symptoms

make a diagnosis

locate the cause

special testing equipment

emergency treatment

II. Blackboard sentences:

ASA E. 8c D.

Teacher's Guide

refer a patient

the car specialist

check the areas

judge the cause of a breakdown

an accurate picture

the complete repair

1) It can't hurt to ask the customer how the car has been behaving.

From the symptoms, he knows what tests are needed to get to the cause

of the trouble.

3) You will also learn to use many pieces of testing equipment like the

hydrometer, the battery check, the volt and ampere tester.

4) There are times when the cause of the trouble is too complicated for

the attendant to handle.

5) An attendant refers the car to the car specialist, the mechanic, when

he finds trouble he cannot handle.
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BROOKLYN ADULT TRAINING CENTER

Asic Education Department
ASA - E. & D.

imiaLtanailaa
A good attendant has the opportun-

ity to look for and find trouble spots
in a car while it is being serviced at
the pump. But, in addition to keeping
a sharp lookout for trouble spots, it
can1t hurt to ask the customer how the
car has been.behaving, and whether it
has given him any trouble lately.

If the customer complains that the
car has been acting funny, or that
there seems to be something wrong some-
where: this is an opportunity for the
attendant to check to find what is wrong.

If a man goes to a doctor with com-
plaints about pain in his chest, the
doctor begins to check what he thinks
may be the cause of the chest pain. He
has some ideas about the cause of the
trouble before he begins to make the
tests. From the symptoms, he knows what
tests are needed to get to the cause of
the trouble.

In the same way that a doctor makes
a diagnosis of an illness, troubleshoot
ing is used to find the cause of a cams
breakdown.

Troubleshooting is usually done be-
fore the car is taken apart. This is
done so that the customer will have an
estimate or an idea about the size
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of the repair bill. Troubleshooting
helps to locate the cause, and saves
time on the repair.

There are two types of trouble-
shooting, In one type of troubleshoot-
ing, the attendant will judge the cause
of the breakdown without using testing
equipment. ,If he suspects the cause of
the failure, he can then check the car
with special equipment. The use of
modern equipment gives you an accurate
and exact picture of the trouble.

But there are times and situations
when is impossible to do a complete
test, and a quick test has to be made._
Special hospital testing equipment can
not be taken to the scene of an acci-
dent, when a patient has to be given
emergency treatment. The same is true
for a car. If the car is stuck on the
road, a quick test is the best service
that can be given.

When the car is brought into the
station, it will be possible to make
all of the necessary tests, to check
the cause of the breakdown. The com
plete repair can then be made.

There are many quick tests for
trouble which you will learn to do.
You will also learn to use many pieces
of testing equipment, like the hydrom-



I
IMO

Iguaulugliaa AsA . E. a 0 .

e te: the battery check the volt and
ampere teat r, to check the output of
the generator.

But there are times when the cause
o f the trouble is too complicated for
the attendant to handle. In such
cases, the help of the manager or
station mechanic is needed. A doctor
w ill refer a patient to a specialist
for special treatment, after he has
found that he cannot treat the illness.
An attendant refers the car to the car
:)pecialist, the mechanic, when he finds
trouble he cannot handle.
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BROOKLYN ADULT TRAINING CENTER

Basic Education Department ASA - E. & D.

Name . Class Date Teacher

iamialammitta

guaiima

I) Troubleshooting helps to locate the
of car trouble, and

saves time on the repair.

2) If a car is stuck on the road: the
attendant should:

,

a) give the car a complete check
b) make a call to a towing service
c) do a quick test to find the

trouble

3) To check the output of the generator:
an attendant should use

a) the hydometer
b) the volt and ampere tester
c) the dipstick

4) If the attendant cannot locate the
cause of the trouble, he should get
the help of the station

5) A quick test to find the trouble is
is the best service that can be given
to a car in road emergency. True or
False?



MA k.$ DEVELOPMENT TRAINING ?KUM

A.S.A.-0E and D8 TO #20

Language Lesson for: TROUBLESHOOTING

1. Blackboard Phrases:

vsaunt....Lang

lookout room

outlook bedroom

breakdown bathroom

breakthrough roommate

heartbreak courtroom

troubleshooting

troublemaker come

income

door outcome

outdoor welcome

indoor

doorway watch

doorman wristwatoh

doorstop watchman'

watchmaker

house stopwatch

courthouse

housewear

household

housekeeper



MANPOWEA DEVELOPMENT TRAINING PROGRAM

A.S.A. -"E and B" T. O. #20

HOMEWOR1USSIGNMENT for: TROUBLESHOOTING

NAME CLASS DATE TEACHER

Combine one part from column "A" with a part from column NB" to form

a compound word. List 8 word you have made.

"Au

door

,court

maker

break

watch

mate

in

stop

watch

trouble

through

room

out

house

urist

One
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BROOKLYN ADULT TRAINING CENTER

Basic Education Department

I. Blackbbard phrases to introduce:

GAUGES AND METERS

a measuring device

failure of the thermostat

the inconvenience

indicate engine temperature

pumped through the engine

close to the boiling point

clogged or punctured hoses

ASA - E. & D.
Teachers.. Guide

the approximate amount

defective oil pump

incorrect gas mixture

normal oil pressure varies

abnormal reading

electric energy

the ammeter shows discharge

Blackboard sentences.

1) Any word that has gauge or meter in it, has to do with measuring.

2) Cooled water from the radiator is pumped through the engine constantly,

to help prevent overheating.

3) The oil pressure gauge shows whether or not there is enough pressure

to pump the lubricating oil to parts where it is needed.

4) The indicator on the ammeter shows how the supply of electric energy

in the battery is being used.

5) The battery should be checked regularly and supplied with water above

the battery plates.
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BROOKLYN ADULT TRAINING CEVTER.

Basic Education Department ASA - E. & D.

ablau.na.tutiaa

All cars use gasoline, water; oil
and electricity. There are several
gauges and meters on the instrument parne
o f a car which give information about
these items. Other gauges show the car
speed and distance traveled.

A 2auae, or mgr, is a measuring
device. You can be sure that any word
that has gauge or meter has to do with
measuring.

The 2asoline 2ausle shows the ap-
proximate amount of gasoline in the
tank. The ?tank should be kept well
filled to avoid the inconvenience and
embarrassment of running out of gas.
Also, the vapor in a tank that is not
well filledtendsto condense, and thi,
esults in water in the gasoline.

The car also has a teivetatute
glauu. A car engipejlormally heats when
it runs, and a gauge is needed to indi
cate engine temperature. Cooled water
from the radiator is.pumped through the
e ngine constantly to help prevent over
heating. Most automobile engines operate
normally with water temperature betweer
160 and 180 degrees Fahrenheit. If tem-
perature rises close to the boiling
point -- 212 degrees, the cause of troub!e
must be found. It may be any of the

following:
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Insufficient water in the radiator

Clogged, punctured, soft, or weakened
hoses

A worn or broken water pump

A leaking radiator

Failure of the thermostat to operate
properly

A broken or slipping fan belt

Radiator clogged with mud or insects

Insufficient oil in the crankcase

Clogged oil line or defective oil pump

improperly timed ignition

Incorrect 'gas" mixture

Excessive heavy pu!ling

The pil atgagure 2augte shows
whether or not there is sufficient
pressure to pump the lubricating oil to
parts where it is needed. Normal oil
pressure varies in different makes and
models of cars. Any abnormal reading
on this gauge indicates trouble. On
some cars, a red light shows when pres-
sure is down.

The ammeter, measures the flow of
electric current to and from the stor-
age, battery. The indicator on the am-
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meter shows how the supply of electric
energy in the battery is being used.
On some cars, a red light flashes on

when current is used faster than the
generator produces it.

if the ammeter shows DISCHARGE
when all electrical switches are turned
o ff, or when the engine is running
apidly, the battery will run down and

have to be recharged.

The battery itself should be checked
egularly and supplied with clean water,

preferably distilled, to keep the level
of the liquid above the battery plates.
If the plates dry, battery life is
greatly shortened. It is a good prac-
tice to check the battery water every
time the gas tank is filled.

The gaepolometea reading should be
checked frequently when driving. With
today Ts fast, easy-driving cars, only
the spe(dometer may tip you off to the
fact that you are driving faster than
you think. This is especially true on
highways and turnpikes.

The 2dometec: located next to the
speedometer, indicates the number of
miles the car has traveled.



(4)

MANPOWER D ft), eMENT TRAINING PROGRAM
BROOKLYN ADULT TRAINING CENTER

Basic Education Department ASA - E. & D.

Name Class Date Teacher

ammaJata.mulaa

Quaim
I) It is a good idea to keep the gas

tank we(l-filled because:

a) it is cheaper in the long run.
b) the car will run better with a

full tank.
c) it is inconvenient and time-

wasting to run out of gas.

2) The temperature gauge in a car is
always the same as the outside tem-
perature. True or False?

3) Three possible causes of engine
overheating are:

a)

b)

c)

4) The level of water in the battery
should be the battery
plates.

5) The odometer measures the driving
speedm True or False?



MANPOWER DEVELOPMENT TRAINING PROGRAM

A.S.A.-"E and D"

Language Lesson for: GAUGES AND METERS

1. Blackboard Phrases: meter - a measure

hydrometer barometer

speedometer fathomometer

thermometer ohmmeter

ammeter multimeter

odometer

Define the use of each of the above meters. What do they measure?

hydrometer - measures water (hydro)

speedometer - measures speed

thermometer - measures heat or temperature

ammeter - measures electric current flow to and from

storage battery

odometer measures mileage traveled

barometer - measures air pressure

fathomometer - measures depth of the ocean in fathoms (6 miles)

ohmmeter - measures ohms - or resistance

multimeter - measures current, a.c. and d.c. voltage, and

resistance. A combined ohmmeter and ammeter.

T,O, #21



MANPOWER DEVELOPMENT TRAINING PROGRAM

A.S.A.-E and Du T. 0. #21

HOMEWORK ASSIGNMENT GAUGES AND METERS

NOM CLASS DATE . TEACHER

1. An instrument that measures the depth of the ocean is the .

2. To measure units of resistance, and is used.

3. The number of miles a ear has traveled is indicated on the
.1111.01.01WW1~1.01400000..MIMMIO

4. The is used to test the condition of the antifreeze.arlownor......ftwareo0010.

5. The flow'cg current to tha storage battery is measured by the



putleovrat DEVELOPMENT TRAM-NG PROGRAM
BROOKLYN ADULT TRAINING own

Basic Education Department SSA - EAD.
Teacherts Guide

1. Blackboard phrases to introduce:,

THE POW

Acts like a drawbridge

disconnect the crankshaft

gears of different sizes

releases the clutch

high-gear for cruising

the differential gears

everse-gear for backing up

a soft steel drift

case hardened parts

choose the right gear

mounted in the front

the balance of the car

11. Blackboard sintenceel

1) When you use the clutch pedal to shift gears, you are connecting

or disconnecting the crankshaft and the transmission.

2) In standard shift cars, the driver chooses the right gear by

moving a lever.

3) The power travels from the transmission back throw the drive

shaft, to the rear axle.

) The differential gears are located between the two rear axles.

5) There are soma cars where the transmission is placed in the rear.
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IHELEQWELLIRAIK,

The "power train" is a series of
parts which carry the power from the
crankshaft of the engine to the rear
wheels.

The parts that make up the power
train, in order, are: the clutch, the
transmission, the drive shaft, the dif-
ferential gears, and the rear axle.

The clutch is the part that connects
the engine to the power train. The
clutch acts like a drawbridge. When you
use the clutch pedal to shift gears, you
are connecting or disconnecting the crank-
shaft and the transmission.

The power travels from the clutch to
the transmissions The transmission is a
box that contains gears of different
sizes. In standard shift cars the
driver chooses the right gear by moving
a lever called a gear shift. He steps
on the crutch pedal and releases it as he
moves the gear shift. He uses ilm.ggic
to start the car; Iftgold...nac to gain
speed; high gear for cruising; and al-
etsft zgat for backing up. Cars with

automatic transmission save the driver
the job of changing gears in forward
speeds.

Transmission repair is a highly
specialized type of work. Very often,

0_



the.E2wet.Itain ASA - Es&O.

the transmission has to be taken apart
because of worn or broken bearings or
gears. phi shops where transmission work
is done, only a soft face hammer or a
soft steel drift is used on the case.
hardened parts.

In most cars, the transmission is
mounted in the front of the car. The

power travels from the transmission back
through the drive shaft to the rear axle.
The rear axle moves up and down when the
car goes over bumps. There are some cars
where the transmission is placed in the
ear of the car. In these cars there is

n o raised part on the floor that goes
down the center of the car. The balance
o f the car is also improved.

Back of the drive shaft are the
ear axle gears. They carry the power to
the rear wheels. The differential gears
are located between the two rear axles.
When a car goes around a corner, these
gears allow one rear wheel to turn faster
than the other.

There are cars and trucks which have
four -wheel drive, where power is sent to
all the wheels. Some European cars have
front-wheel drive only.



,A r "
MANPOWER DEVELOPMENT TRAINING PROGRAM

BROOKLYN ADULT TRAINING COM
fteiemueationDepartma

AsA-Eatz.

Nance clasei Data __Teacher

IHE.EMER.IRAIR

The clutch acts like a drawbridge coo-
necting the crankshaft and the

The transmission of a car is always
found up front. True or False?

Most often the transmission has to be
repaired because:

a) the car has been driven more
than 50,000 miles.

b) the bearings or gears are broken
or worn out.

4. Power for the rear wheels is provides
by the gears.

The
aftC MIN Maif 0..***/* 14W. gears allow one

wheel to turn faster than the other.
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LANGUAGE 1.4S0.4 FOE: THE POW .ht TRAIN

Blackboard Phrases:-

cruising speed

bruises and cuts

move the liver

remove the sludge

improved performance

choose the gear

loosen the lugs

The Sound Of "00"

the cooling system

toolroom helper

crude oil

glue pot

blue paint

screws and bolts

chew your food'

brake fluid

T. 0, # 22
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HONEWORK ASSIGNMENT for:

THE POWEIi TRAIN

T. O. # 22

NAME CLASS DATE TEACHER

FILtIN

1. A word that describes a condition that is better than before

is

2. High gear is beet for speeds.

3. Oil that has not been refined is called oil.

4. Before a wheel can be $ the lugs must be

#1...moofefrord

5. Your digestion will im , if you your

food more carefully.
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I. alsekhcard phrase* to introduce:

MAW +HMS TOM= - arrc MOM

a particular fastener ie amen be familiar with the fasteners
in repairing or replacing parts wake deoisiOna about tools
the most, aces= types of fasteners bolts 'and screws) acre
both ends are threaded swum aw pitch of ttirticade
tbo exposest -mud: - -secorczng vir on= length
Phi11ipa4ead screw canoe date/ 'to the gird'sh

the rivet is. flattened

II. Blackboard' Kamm

1) Most etations store fasteners .in cabinets with my men drawers which am
labelled with the now of the fastener found inside.

2) Thar* are nor varieties of bolts, screw, pines and rivets.

3) Bolts and scram are mall; sluiced according to their lengths shape at .4

beads diameter, and thee number of threads per inch.

.4) The pitch is the distance from:one thread to another.

5) In addition .to the fandliar straight slotoecress the Phillipe-hsad screw,
and the Allanotypa *aims In often used in autonotive irk.
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many dUffere
used for fastening di fferent
gether in the: Modern automo
Part iculltr fastener is chosep
tam jib depend on any
materials. ng to
siiion card whether
have to taken
or not i t w i 1
tool 3 uS

ASAP ---E. & D.

dev I ces_
parts tom

e Why a
for a cer -'
i ngs: the
er; ts. po"
w 11 i ever_

oui: or changed; whether
show; and thy,. i nds of
nsta I ! i.ng astener

It i s impotant 'for anyone working
i p a :StryjOe:Stit to be,f**11 l lai06 with
the fasteners 404 . Most
run i.tafrs have cabi sts t hb. I
fasteheett. i r the' too I rave ` base cab
nets kia0marly ems 1 1 ' drawetwhf.cliare.

tabe40:vtith the '006. of the ':+astehei'..
food. 100404.

ln. rep*irillg or rep lac tin parts in
a car o'fttin nece'ssae.y...to break.
the bo I t: or 01. vet. that i is ng a part,
in place. This is particularly tr.ue. it

1o I der cars where the parts have had a
great deal of w.ear. rt..1 s a I ways a 'good
10a for an attendarrt to take. a good look
at the part., he is.servicingi

ping any works This will enable the atm
tendant to se6 what. the troub 16 is, but
also: I.et .h im. get a good look a.t how th6.
part i is placed,' and to see what k i nds' of
fasteners are used; to make. dec.' s ions
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about what tools and parts he will need
to do the job; and to decide what his
plan of work will be.

The most common types of fas.Wlers
are bolts, screws, pins and rivets.
There are many varieties in each group.
Bolts and screws are similar in that they
both have heads and threaded parts,. A
bolt usually extends beyond the materials
it is holding together and needs a nut
qn the exposed end of the bolt to finish
the job.

A stud is a special type of bolt
which has no head. it is often found in
engine cylinders. Both ends of the stud
are threaded. One end is screwed into
the cylinder, another part is placed on
the stud, and then a nut is placed on the
exposed end of the stud and tightened._
In this way all the parts are held to-
gether.

Bolts and screws are usually marked
according Ao their length, shape of head,
diameter, and the number of threads per
inch. A special type of gauge is used to
measure the nitah of threads. The pitch
is the distance from one thread to another.

Most bolts have hexagonal or six-
sided heads. They are usually called
nhex-head u bolts. each screws have
heads that come in many shapes and are
installed with a screw driver. In addi-
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tion to the familiar straight slot screw,
the Phillips-head screw and the Allen
type screw (set screw) are often used in
automotive work. These require special
screwdrivers and are used because their
installation is less likely to cause
damage to the finish of the. car.

One special type of screw is known
as a sheet metal screw or a self-talain2
gtaw. It has a tapered point and will
cut its own threads as it is screwed in-
to the sheet metal. These screws are
used to hold sheet metal parts together.
A hole is first punched or drilled into
the sheet metal, and then the screw is
turned into the hole.

A rivet is a metal pin with a head
on, one end. It also holds two parts to
gether. After the rivet is passed through
the holes in the parts to be joined, the
small end of the rivet is flattened into
a head by means of a rivet set or the
peen end of a ball peen hammer.

In addition to holding pieces of
metal together, rivets are also used for
fastening brake linih6s to brake shoes.
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CUSS .
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1) I n most stat I ons f'astöfli

stored in
. . .

in cabinets. ,

2) Somet I isois..j:.t:11 3 fieceSis: o:::..:.::reak.
the bolt Orri yet, .pitt: ...

a) chOaper.:.iitodel: .C.ik0.:
b) sports .c,rp.. ... ::::.:.....:j

c) older cat's ...:.i....H":,';:.,......

) A stud has a 1 aro.
False?

tie
.

or

4) Bolts and screwt'. itro usually marked
kpqpr.,(11.n.0 to:

a
b)

c)

.

5) A se I" f:tapp I ng screw Is known as a
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T. O. #23

LANGUAGE LESSON: HOLDING THINGS TOGEThER - FASTENING DEVICES

1. BLACKBOARD PHRASES: The Sound Of u000

push and pull foot brakes

lift the hood pulley system

crooked line sugar-coated

worn bushings hook and ladder
a

44

seat cushion wood finish

11. BLACKBOARD SENTENCES:

1. The mechanic replaced the worn bushings in the motor.

2. Dual-controlled autos have double foot brakes.

3. Sometimes a seat cushion helps give a driver a better view

of the road.

4. Leaking gas stained the wood finish of the station wagon.

5. A pulley system was used to lift small tools to the second

floor toolroom.

5.1141414

p.
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A.S.A. "E and fl" T. O. # 23

HOMEWORK ASSIGNMENT: HOLDING THINGS TOGETHER

NAME Class Date Teacher

1. A system of mechanical power which uses a rope or a wheel is

called a dO,11066111001

2. The service station sells many different kinds of

to give the driver a better view of the road.

3. The work on hydraulic power.

4. The mechanics had to and to

remove the broken wheel axle.

5. The attendant must remsiber to the

and check the oil and water.
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Reading Comprehension Teacher's Guide

I. Blackboard phrases to introduce:

STEPPING ON THE BRAKES

good braking action

hydraulic pressure

forces the brake fluid

pistons in the wheel cylinders

amount of pressure applied

over a period of time

pressure tank method

set the brakes fully

improper lubrication

making brake adjustment

during this inspection

the brake fluid level

manual bleeding method

cleaned satisfactorily

the manufacturer's specified level

II. Blackboard sentences:

1) Stepping on the brake pedal forces fluid out of the master cylinder,

through the tubing or brake lines, and into the wheel cylinders.

2) Each time the brakes are applied, a small amount of brake lining

is worn away.

3) The first step in checking or making brake adjustments is to re-

move one of the front wheels and inspect the brake lining.

4) From time to time, you get a "spongy" feel when the brake pedal

is pushed down.

5) "Bleeding" is a process used to remove air from the hydraulic

system.
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With good brakes and a dry road it
takes almost the length of a football
fieid to stop a car moving 70 miles per
hour. Even at slower speeds, the need
for good braking action should be a major
concern of both the driver and the man
who services the car.

Early automobiles had brakes only on
the rear wheels. Cars today have brakes
on all four wheels.

Most brakes today operate by hydrau-
lic pressure. The hydraulic braking
system consists of a master cylinder and

brake pedal, one or two wheel cylinders
at each wheel, tubing which connects the
master cylinder to the wheel cylinders,
the brake shoes, the brake drums, and
hydraulic brake fluid.

Stepping on the brake pedal forces
brake fluid out of the master cylinder,
through the tubing or brake lines, and
into the wheel cylinders. (Hydraulic
brakes can be compared to a rubber glove
that is filled with water. When it is
squeezed an equal pressure is sent to all
the fingers When the brake pedal is

pushed down, equal pressure is sent to
all parts of the brake system.

Pistons in the wheel cylinders force
the brake shoes outward against the brake
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drums. The friction between the brake
shoe lining and the brake drums causes
the car to slow down or stop, depending
o n the amount of pressure applied.

Power brakes use power from the en-
gine to force the fluid to the cylinders
when the driver presses the brake pedal.
Power brakes make stopping the car much
easier and require less foot pressure.

MakimiLarake Adjustment

Each time the brakes are applied, a
small amount of the brake lining is worn
away. Over a period of time this normal
wear creates a large space between the
brake lining and the brake drum. This
large space means that the brake pedal
must he pushed down further to get the
ight pressure. Generally, if the driver

has to push the brake pedal more than
half-way to the floor of the car, he can
tell that this space is too large. The
brake pedal should never have to be
"pumped" to set the brakes fully.

The first step in checking or mak-
ing brake adjustments, is to remove one
o f the front wheels and inspect the
brake lining. If the lining is worn the
brake shoes should be relined or replaced.
Care must be taken during this inspection
to avoid getting dirt, grease or oil on
the linings. The amount of lining wear
found on this one wheel is a good indica-
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tion of the amount of wear on the other
three wheels. If the lining thickness
on the first wheel is all right, the
other wheels will not have to be removed
for inspection.

Sometimes the brake shoes need to be
adjusted. A star wheel adjusting screw
is used to move the shoe closer to the
brake drum. Each wheel may be jacked up
separately or all four may be raised off
the floor to make this adjustment.

The next step is to check the brake
fluid level in the master cylinder
and add fluid, if necessary, to the
manufacturerts specified level.

From time to time, you get a nspongyn
feel when the brake pedal is pushed down.
This is due to air in the brake system.
Air can enter the system when the fluid
level in the master cylinder becomes low,
or whenever any part of the system is
taken apart, or through leaks in the
system. "Bleeding is a process used to
remove air from the hydraulic system.
This can be done by either the manual
bleeding method or the pressure tank
method. When using either method, care
must be taken to avoid getting dirt and
grease into the system.

Other troubles such as uneven or
grabbing brakes may be caused by grease

a
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and oil on the linings due to improper

lubrication, worn grease seals, or care-

less handling of brake linings. A ieak-

ing wheel cylinder will also cause grab-

bing brakes when the brake fluid gets on

the linings. Linings soaked with grease,

oil, or brake fluid must be replaced

since they cannot be cleaned satisfac-

torily.

The braking system should be checked

periodically for wear, leaks, and safe

braking action. Repairing brake troubles
quickly will give everyone the insurance

of safe driving.

ASA - E&D

a
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Name Class Date Teacher
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1) Most brakes today operate by

2) The brake fluid is in the

3) The car is stopped because of:

a) the friction between the brake
pedal and the master cylinder.

the friction between the power
brake shoe lining and the brake
drum.

b)

c) the friction between the brake
shoe lining and the brake drums.

4) Hydraulic brakes may be comared to:

a) a rubber shoe
b) a pressure meter
c) a rubber glove

5) Pistons in the wheel cyliners force
the brake shoes outward against the
brake drums. True or False?
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Blackboard Phrases: - prefix - man - (hind)

r

manual labor without machines

manual. OpCia:tion

careful manipulation

manuscript

TO #24

Prefix - auto - (self)

automatic - automation

automobile

auto-suggestion

autograph

autobiography

autonomy

autopsy

autotype - a process of permanent photographic printing which

reproduces works of art inmonochrome.
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HOMEWORK ASSIGNMENT: STEPPING ON THE BRAKES

NAME CLASS. DATE . TEACHER

FILL-IN

A job that is done without the help of machines is called

a operation.

2. The oppsiteof manual control is control.

3. Another name for signature is
1110101111111M100110111111101111MMONIMMOmMalao.a...01.40/01~10110

4. A nation that is independent or self-governing is an .

5S7he aet of molding or shaping an object by hand is called .

6.. Experts fear that many workers will lose. jobs because of .

1
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E. Blackboard phrases to introduce:

STOPPING DISTANCES

#25

modern passenger cars directional

a qualified driver a considerable amount of time

a tremendous effect the reaction time

the road adhesion apply, the brakes

the operating efficiency except for emergencies

maximum stopping action various road conditions

rI. Blackboard se tepees:

1. Except for great emergencies, the good driver brakes without

sliding his wheels.

2. One of the most important points to remember is the tremendous

variation in stopping distances.

3. Poor brake adjustment lowers the operating efficiency of the brakes.

4. The stopping distance speed may be thirteen times as long on an

ic7 road as under good road conditions.

As car speed increases the road adhesion is less.
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A chart has been prepared which shows stopping distances for modern

passenger cars under different kinds of road conditions. The chart shows

minimum stopping distances for skilled operators under ideal test conditions,

average stopping distances which may be attained by average drivers of cars

in good condition on normal, dry, paved roads, and stopping distances under

winter conditions of packed snow or dry ice.

With good brakes and a qualified driver, the distance required to

stop a motor vehicle depends on three factors: 1. speed, 2. the nature

of the road surface, and 3. the condition of the tires. The effect of

road conditions on stopping is great. The stopping distance speed may be

thirteen times as long on an icy road as under good conditions. Car speed

also has a tremendous effect on stopping distance..

The braking distance from 40 MPH is almost five times greater than

that from 20 MPH, and the distance from 80 MPH is nearly 20 times greater

than that from 20 MPH.. Moreover as car speed increases, the road adhesion

is less and the stopping distances longer.

Tire condition is of great importance. On wet roads, badly worn or

"bald" tires are not as safe as tires with good treads.

Worn brake linings or poor brake adjustment lowers the operating

efficiency of the brakes, making it impossible to get maximum stopping

action between the tires and the road.

In practice, shortest stopping distances are obtained when the tires

are sliding, but directional control is lost completely. Except for great

emergencies, the good driver brakes without sliding his wheels, thus

bringing the car to a stop under directional control.



A.S.A.-"E and D" STOPPING DI6TANCjS (cont td.) #25A

Another important point to remember is that the total stopping distance

is not only, that distance over which the brakes are applied, but the extra

distance traveled including the reaction time of the driver. A considerable

amount.of time is required to move the foot to the brake pedal and apply the
brakes. For the average driver this time is about three-quarters of a second-

time enough for the car to travel a considerable distance.

Cne of the most important points to remember is the tremendous variation

in stopping distances with speed and under various road conditions.

When driving a car in traffic, or at high speed on the open road, do

not take for granted that a stop can he made on a dime. There may be many
factors working against you.

EIGHT FACTORS 6HICH AFFECT STOPPING:

1. Speed 2. Driver skill and alertness 3. Condition of brakes

4. Surface of road; type, wet or dry, rough or smooth

5. Leaves, mud or dirt on the road surface

6. Tire condition; tread wear

8. Chains; on ice or snow

7. Reaction time

The condition of the road is of little importance in stopping a car.
TRUE or FALSE ?

2. A good driver brakes without sliding his wheels, and stops the car
under

3. For the average driver, it takes
to move the

foot to the brake pedal.
a) about five minutes

b) three quarters of a second
c) about one second

4. Stopping distances never vary. TRUE or FALSE ?

5. The time it takes for the driver to apply the brakes is called the
time.

-2-
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landisage lesson for /1'WtglaLlig

Iasi board phrase0 the sound of (rid h)

auto collision

road adhesion

preciSion Instruments

fusion of parts

loss of vision

exposure to weather

pleasure trip

safety. :measures

final decision

metal, corrosion

draw a conclusion

job revision

color television

leisure time

measure the oil

unusual conditions

# 25

r,E. Blackboard sentences:

1. The tow truck brought in the two care which had been in an auto

collision.

2. Good tires will provide good road adhesion and help prevent

skidding.

3. Welding said e:iidering ars methods of producing fusion of parts that

are made o,C metal.

,14. A large selection of road maps is.kept on the rauk for stumner

pleasure trips.

?roper imelasing and oiling will help prevent corrosion of metal

parts,
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Homework Assignment: amingpistances

Name Class Date. Teacher..

Fillin

I. A clean dip stick is used to

in the crankcase.

2 Modern testing equipment and make it

easier for the mechanic to find mechanical troubles.

3. Auto travel has increased since people work fewer hours and have more

4.401001114/041.10~~1~014/06# W

4. Safety' measures must be taken to protect the ems and to prevent

10.110.0~.1.601.1.11411111110 1111,140~410411MINIIIINIMMOINe~11141101pew nourroweirowdorgAmooetinlownwowsmos. while oa the job.

5. An auto service attendant mast dress properly so that he can take

*1411~101.4610141111.1111~MOMIN mulatumnormrooromotire.eintaim0010,41411.1461. 4.101011101WIMIINALWINANYWOMMOOMM14.111.0 W
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TEACHER*6 GUIDE

BLACOCARD PHRASES TO INTRODUCE:

smoke and fog

a serious problem

a severe case

weather-trap

breathe dirty air

two pounds of poison

cars and other vehicles

protect our health

BLACKBOARD S.ENTENC

#26

AIR YuLLUTION

the smog capital

angry citizens

the federal government

air quality act

local authorities

control the fumes

strong measures

stop burning trash

1. Weather- traps prevent the poisons in the air from blowing away.

2. Los Angeles is a good example of a city that fights air pollution.

3. The president has asked Congress to pass a strong anti-pollution law.

4. Instead of burning trash, we should use trash for land fill.

5. We need to take strong measures to control air pollution.
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SMOG is a word which people in
London made up. Letters from the words
SMoke and fOG combine to make SMOG., It

ip smoke and fog which together give'us
dirty air. A, used more often in
the United States is air Typollution"

No matter what you call kt such
air i s Aangerous. Many towns and cities
in the. United States already have a very
.serious problem. As long as 20 years
,ago, a town in Pennsylvania had such a
severe case of smog, that any people in
the town became sick from breathing the
air. Twenty people Aied.

What makes polluted ordirty air?
Furnaces, Jactories, trash-burning,
automobiles, trucks, and buses are smoke
makers. They send dirt up into the air.
On most days the winds carry enough dirt
away so that people do not become sick.
However, on some days there are nweather-
traps.fl Then the dirty air I_ not blown
away. It stays where people have to
breathe it.

A city like New York puts two pounds
of poison into the air for each person
each day. New York had a scare around
Thanksgiving time in 1966. A weather
trap kept all that poison from blowing
away. No one knows when such a time may
come again.
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Los Angeles has been called the
"smog capital" of the world. The air
became so bad there that angry citizens
said that something had to be done.
They have been fighting smog for a long
time and have done a lot to stop air
pollution. Los Angeles is now a good
e xample for other cities which are work-
ing to get rid

All of us
and drink pure
government has
dirty water to

also take care

o f dirty air.

n eed to breathe pure air
water. The federal
left the cleaning up of
the states. The states
o f the water. But air

is harder to control.

Congress passed the Clean Air Act
o f 1963. This helped the fight, but it
was not enough. Now the President has
asked for a new law. He asked Congress
to pass the Air Quality Act of 1967.
If Congress passes this act, we can hope
for the following results:

1. Industries will have to control
the amount df poison they allow
to go into the air.

2. Local authorities will control
the pollution of air.

Cars and other vehicles will
have to control the fumes they
make.
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4. Enforcement of the new law will
be speeded up.

5. More studies will be made to
find out how to reduce pollu-
tion from fuels.

6. More effort will be made to
understand and control all
kinds of pollution.

Scientists tell us we can have
clean air. They know how to get it.
We must want them very strongly - strong-
ly enough' to see that our politicians do
what is necessary.

We will have to stop burning trash.
We can use it for land fill. We may
have to stop using gasoline or diesel
oil to run cars. We might use electric
cars, at least in cities. We need to
take 'strong measures. Some will be ex-
pensive. But whatever it costs to pro-
tect our health must be spent. Life
itself is at stake.
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Name

WNO

auzailoa

ASA - E. &D

I) Three sources of dirty air are:

a)

b)

c)

2) New York City had a serious smog scare

a) during the summerdry spell.
b) Thanksgiving time, 1966.
c) Christmas time, last year.

3) The smog capital used to be in
NOWNOWNO.WOMMONNOW,CNOWNw.

4) One answer to a i r p o l l u t i o n is to use

5) Instead of burning trash, we can use
it for ...........
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MANPOWER DEVELOPMENT TRAINING PROGRAM

ASA "E and D"

I. Language Lesson for:

breathe pure air

weather traps

breather cap

other vehicles

bathe in oil

lathe operator

II. Blackboard sentences:

AIR POLLUTION #26

local authorities

Plymouth sedan

Thanksgiving time

health hazard

oil bath

wire lath

1. Air, pollution is considered a major health hazard.

2. After a few months of training, Mr. Smith became a first class lathe operator.

3. The plasterer put the first coat of fresh plaster on the wire lath.

4, Weather traps prevent the dirt in the air from being blown away.

5. Local authorities need help in solving the problem of air pollution.



MANPOWER DEVELOPMENT TRAINING PROGRAM

Homework Assignment for:

AIR POLLUTION #26

NAME CLASS ...:DATE TEACHER

l. Mister Withers was ready to trade in his Buick station wagon for a

new

2. It is necessary for people to

to prevent lung disease.

....ocaromorom.......ftewmam mummy*

3. The Federal Government has had to help to

control air pollution.

4. Before plaster can be applicyds a _____MMVI..00.1.110wo DMA

be set up.

5. The attendant forgot to replace the on the

0=.

1



MANPCWER DEVELOPMENT TRAINING PROGRAM

a.a.a,-"e and d" TEACHER'S GUIDE

AugsoARD PHRASES TO INTRODUCE:

history repeats itself

high society

battery-powered cars

land speed record

hand-finished

gasoline-driven car

hundreds of pound

ad9912ELLENTENCES:

......2...111RNTHE MEC IC CAR

electric self-starter

pneumatic tire

greater comfort

recharge the batteries

refill the gas tank

car designers

charge it up I

T.Q. #27

By 1925, electric cars were on the way out, and gas-powered ear* were

on the way in.

2, With pneumatic tires a car can travel greater distances in greater owticrt

3. Air pollution is one of the main reesons electric cars may be coming back.

4. The electric car is silent and does not pollute the air.

5. The problem with the electric car hes always been the size of the battery.



A.S.A.-"E and D" t4ontid) #26

But now, the electric car is coming back, Fonilleter Company expects to

produce electric ears by 1977. Other companies are working on the same idea.

Whyl

Air pollution is one of the main reasons. Gasoline motors cause 50 to

60 per cent of all air pollution. One expert says life for man will end

within 100 years unless something is done about air pollution,now.

We must have transportation. But to stop air pollution we must cut

down on gas engines. How can we have transportation and no pollution? The

answer may be the electric car!

The electric car is easier to build and run than the cars we have today.

It to silent and does not Pollute the air. It needs very little repair work.

The motor will work for years without attention.

Car designers know electric cars work. The problem has always been the

size of the battery. It is big (hundreds of pounds) and rune down quickly.

This problem is almost gamed. The Ford Motor Company has designed a

new type of battery. It is high in energy and light in weight. The battery

can power a car for 125 miles. Other companies are working on other forma of

battery power.

In 10 years, you won't say "Fill it up, please" when you drive into a

service station. Instead, you will say, "Charge it up, please."

'2 r.
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MANPOWElt DEVELOPMAT TRAINING PROGRAM

A.S.A.-"E and D"

THE RETURN OF. THE ELECTRIC CAR

#26

They say that history repeats itself. And history is about to repeat the

introduction of the electric car.

At one time the electric car was very popular. England began using

electric taxi cabs and buses in the 1880's. The electric car was the "in"

thing for high Society in London, Paris and New York. Battery powered cars

were everywhere.

The world's first land speed record was made by a battery powered car.

It traveled at an amazing speed of 39 miles and hour. ,

At one time, over 80 companies were making cars in the United States

The cars were built by hand and finished with as many as 23 coats of varnish.

'There was .even a vase for flowers on the dashboard.

But the electric car disappeared. The gas powered cars we know today

replaced it. Why?

There are many reasons. One of them was cost. A good electric car cost

about $3,250. You could buy a good gasoline driven car of the same quality

for about $1,700 or $3,800.

The batteries were another problem. The batteries went dead after

50 miles or less. You could not,,travel far unless you knew where to get

them recharged along the way.

By 1925, electric cars were on the way out, and gas powered cars were

on the way in. The development of the electric self-starter and the pneumatic

tire also helped to kill the electric car. These tires meant you could travel

farther in greater comfort and only the gas powered cars could travel these

distances. It took only minutes to refill the gas tank. It took hours to

recharge the batteries of an electric car.
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MANPOWER DEVELOPMANT TRAINING PROGRAM

A.S.A. - "E and Do THE RETURN OF THE bALECTRIC CAR #26

QUESTIONS

1. The elettric car is a new idea for the future.

TRUE or FALSE ?

The reason that electric cars disappeared was:

a) people were afraid of batteries

b) cars with gas engines cost almost half as much

c) Electric cars made too much noise.

3. One of the problems witli electric cars was the need to

very often.

4. The biggest problem with electric cars is the of

the battery.

5. The Ford Motor Company has already developed a battery that can

power a car for miles.



MANPOieR DEVELOP/MNT TRAINING- PROGRAM

A .S.A,.-t% and DI,

mfigga.,44=29.4 zugutuual=fojaa
1. MWAREM12§..; the prefix tire - (back again)

repeat th question

the return of the car

replace the parts

tire retread

refinish the body

restore the finish

refill the gas tank

recharge the batteries

reduce the speed

oil refinery

repaint the hood

recap the tire

#27

1. The car could not be repaired until there was a re scement

of the broken parts.

2. The dealer tried to sell him a tire with a retread.

3. The car shone after the body was refinished,

4 Xn bad weathers it is wise to redne~ driving'speed.,

5 The man brought his car in to have the battery recharged.
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MANYOWER DEVEL5PMENT TRAINING PROGRAK

A.S.A. -"E and Do

HOMEWORK ASSIGNMENT "THE RETURN OP THE ELECTRIC CAR"

Name

#27

Class Date Teacher

FILL IN THE CORRECT ANSWER:-

1. A place where gas and oil are purified is called a

2. In bad weather, signs on turnpikes warn drivers to

01101.111.0~s~..11~ilsolowegralIMIMMNIOMI.M.

41.11.010110M100

3. Instead of a new set of tires, Mr. Wright bought ed

tires.

4. A good coat of wax will

on a dull car.

5. After traveling 400 miles, Mr. Johnson had to



MANPOWER DEVELOPMENT TRAINING PROGRAM

a.s.a. - He and Teacher's Guide T.O. #28

Introductory blackboard for: YOUR GAS MILEAGE DEPENDS ON YOU

use more gasoline move from a stand-still

cars are heavier best performance

engine efficiency poor driving habits

largest single factor keep it rolling

24 economical model don't impress anyone

not too much pressure depress your gas tank

green-light jack rabbit stop and go traffic

Blackboard Sentences:

1. Your car engine burns the most gas when it has to get your car moving

from a stand-still.

2. Properly filled tires have neither too much nor too little pressure.

3, A driver can cut his gas mileage in half if he has poor driving habits.

4. Get into high gear and stay in high 'gear as long as possible.

5. An idling engine burns about a cent's worth of gas every four minutes.



MANPOWER DEVELOPMENT TRAINING PROGRAM

A.S.A.-"E and D" #28

YOUR GAS MILEAGE DEPENDS ON YOU

Cars today use more gasoline than the cars of the 1930"s, even though

engines are built better today. The most important reason for this is that

cars today are much heavier, and are built for grecter speeds. Engines

today are used to move the greater weight of the car, and are not able to

provide more mileage for every gallon of gas.

Yet the one most important factor in the number of miles to the

gallon a car takes is the driver.

Maybe he drives a small, light ear-- an economy model. This car has

an engine just big enough to carry the load. It does not have a hot-rod

engine which eats a lot of gas.

Maybe the driver keeps the tires of this economy car filled with the

right amount of air all the time-- not too much pressure, nor too little

pressure in the tires. Maybe the driver always has the engine proper4

tuned-up for best performance. EVen with the car in top condition, poor

driving habits can cut gas mileage in half.

Here are some good mileage tips:

1. Don't race the car to make the green light. Fast starts are not

good for your tires, and take a lot of gas. Your oar engine burns the

most gas when it has to get your car moving from a stand-still. This is

why so much gas is used in stop-and-go traffic. Once the car is rolling,

the car's weight helps to keep it going. Less gas is used.

2. Driving in high gear eats the least amount of gas. Get into high

gear as fast as you can and stay there as long as you can. Every time you

shift to a larger, slower gear, you burn more gas.

-1-



A.S.A.'"E and Dft YOUR GAS MILEAGE DEPENDS ON YOU (cont'd.) #28

3. Keep a steady speed. Pace your driving. If you see a red light a

block away, ease up on the gas pedal. Very often the light will have 'changed

togreen by the time you reach the corner, and you will not have to stop at

all. When you avoid the complete stop, you save on gas. Remember, every

time you have to step on your brakes, you waste the gas it took to get you

moving.

4. Don't idle your car when it is not necessary. An engine that is

idling burns about a cent's worth of gas every four minutes. This is pretty

expensive when you consider that you haven't gone anywhere,.

QUEST

1. ftgines today use more gas because:

a) Cars are much lighter

b) Roads are not good

c) Of the greater weight of the car.

2. A hot rod engine helps to save gas.

TRUE or FALSE ?

3. An engine eats the least amount of 6,as when it is in:

a) Low gear

b) Idling

c) In high gear.

4. If a car is in top condition, the driver's habits cannot reduce the

gas mileage.

TRUE or FALSE ?

5. A great deal of gas is used in and traffic.



NANKWER DEVELOPMENT TRAINING PAOGRAM

A.S.A. -'1E and D"

Language Lesson for: YOUR GAS PILLAGS DEPENDS ON YOU

*1. Blackboard Phrases:

pleasure trip

heavy traffic

truck driver

tire retread

on the job training

consonant blends - dr and t

good driver

drunken driving

drip dry clothes

power drill

trunk key

building entrance

union contract

wintry weather

T.0.#28

hydraulic brakes

iron foundry

laundry bills

Blackboard Sentences:

1. Stop and go driving in heavy traffic takes a lot of gas.

2. He could not find a smaller bit for the power drill.

3. His six month course was followed by another six months of

on-the-job training.

4. His license was suspended after he was arrested for drunken

driving.

5. Wintry weather driving is hard on the driver and hard on the car.

vs



41.a..-

MANPOWER DEVELOPMENT TRAINING PROGRAM

HOMEWORK ASSIGNMENT and 1)" #28

YOUR GAS MILEAGE DEPENDS ON YOU

NAME CLASS DATE TEACHER

1. Mr. Porter used a bit that was too mall in the

111001MNONWOOPM.4.1.....

101.004411011.04A.11611....M12

2. The men walked out of the shop after the bees refulPed to sign

3. The parts were sent out to the for casting.

4. In some stations, bills are shared b the

attendant and the boss.

5. . brakes operate with fluid tan a naster cylinder.
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MANPOWER DEVELOPMENT' TRAINING PROGRAM

ASA "E and D"

1. Blackboard phrases to introduce:

Teachers Guide

WINTERSZIIG TIC: CAR

strain on the engine

winter servicing

normal operating temperature

overhead valve clearance

apply pressure

spongy brake action

replace defective parts

shock absorbers

carbon monoxide

II. Blackboard sentences:

open the petcocks

a chemical cleaner

reverse flushed

manufacturers recommendations

transmission fluid

exhaust system

suspension system

front wheel allignment

the reservoir

1. Servicing for the winter is extremely important.

2. The cooling system is drained by opening the petcocks in the block and

radiator.

3. If there is some question about whether the themoatat is working properly,

it should be taken out and checked.

4. Check the hydraulic label in the reservoir and add fluid if necessary,

5. The engine produces carbon monoxide, a deadly gas.



MANPOWER DINMOPMENT 'MINING PROGRAM

A.S.A.-"E and D"
#29

WINTERIZING TRE CAR.

Cel d ea her driving puts a groat strain on the engine of a car. Cold

weather starts and cold weather road conditions take a lot out of a car.

Servicing for the winter is therefore extremely important. Preparing a car

for thin kind of weather is called winterizing.

The following operations are usually included in winterizing a car.

I. Cooling system - The engine must be brought to normal operating

temperature. Torque, the head bolts according to the manufacturers directions.

Overhead valve clearance may be changed after, this is done, and it is beet to

cheek the clearance at this time. Check the cooling system for leaks before

draining. Special testers should be used to apply pressure to the system

and the radiator cap should also be checked.

The cooling system is drained by opening the petcocks in the block and

radiator. Water is run through the 'system until the water that drains out

is clean. If there is a lot of rust in the system, the system and heater

should be flushed with a dhemical cleaner in the water or reverse flushed,

to be sure that all of the rust deposits are removed.

Hoses that look soft, or cracked, or swollen should be replaced. All

clamps should be tightened. If there is some question about whether the

thermostat is working properly, it should be taken out and checked for

proper operation and correct opening temperature.

When the flushing is finished, all petcocks should be closed. Anti-

freeze and water should be poured into the radiator. An anti-freeze that

will not damage the car finish should be added if windshield wipers are

installed.



A.S.A.-ov and Do WINWcIZING Cr h (cunt id.) #29

2. Fuel System - The sediment bowl and filter screen should be removed and

cleaned thoroughly. If a, cork gasket is used, the gasket should be replaced

with a new one to insure proper sealin:. The fuel pump should-then ne tested

for correct pressure and delivery rate.

The carburetor air cleaner should be serviced carefully. Yollow the

instructions in the manufacturerts manual. After the cleaner is removed,

run the engine and watch the action of the automatic choke and the heat riser

valve. if they need servicing, take care of it at this tiAte. Tighten all

manifold nuts to the correct. torque.

3. Ignition System - Tune up the ignition. Cold weather can interfere with

quick starting. It is therefore advisable to replace the points, condenser,

and spark plugs for maximum efficiency in performance.

4. Electrical System - The generator-regulator system should be checked for

proper operation. Check the generator output and test the regulator for

correct settings. Inspect the wiring and connections and service whatever

needs repair. Check the condition of the storage battery. Check the

condition of the fan belt for wear and tension. The fan bolt is important

in the proper operation of both the tattery and the water pump. Check other

drive belts as well.

5. Lights - Check all lamps for brightness and aim, replace defective

bulbs. Adjust headlights for proper aim, if necessary.

6. Lubricating System.- The oil filter should be removed and engine

crankcase drained for winter use. Install a new oil filter and refill

the crankcase with winter grade oil. Glean and service the breather cap

and the crankcase ventilation outlat pipe.

-2-



A.8.A4001E and, D" WItINGA.R (0011V040) #29

Imbticate the automobile chassis and body according to the manufacturer

recommendations and perftra all other checks auggestsd* The afferential and

transmiesiOn fluid may be drained and refilled at this time, if neeessary.

7. Braking System . Good brakes ebd good tires are necessary for sae
stopping on a dry road and especially on wet or slipPery road. To chock

the brakes, move one 'wheel and inspect the brake linings. If they are worn

and less than 2" thick:, they must be replaced. Adjust the brakes. Meek the

hydraulic label in the reservoir and add fluid if necessary, Take the car on

a road test to cheek the barkes tar even braking action. If ',sponge brake

action is found during the road test, you should bleed the system.

Examine all tires for good tread, "cuts, and proper pressure. If snow

tires are used, mount them at this time. Mere necessary, inspect and repair

tire chains.

8. Exhaust System . The exhaust system must be inspected thoroughly for

leaks. Defective parts should be replaced. The engine produces carbon

monoxide, a deadly gas. This gas is carried away from the car into the open

air by the exhaust system. If there is exhaust leakage, there is danger that

the gas will not be carried away from the ear, but back into the car. This

is dangerous. It is important to remember, that even if the exhaust system

is in perfect working order, it is always safer to see that fresh air gets

into the car whenever the engine is running.

9. Suspension system di. Check the steering system for wear which might create

unsafe driving and steering. Check the shock absorbers and springs and make

whatever replacements are necessary. Front wheel alignment and wheel balance

will give you better tire service, but will also help to provide safe control

of the car.



k.o.A.-11 and D" 1 INTaaZ.CA.3 TEI,;,CAR (cont'd.)

IC. Accessories Check the windshield wiper blades. If they are worn,

replace them. Also check the heater and defroster, the controls and the

air dampers.

11. i)ody care Cold weather, snow, and sleet all cause wear and tear on

the auto body finish. .,shing the body ana waxing it with a heavy coat of

wax, will protect the car finish duzing the winter months. 1,:ax should also

be applied to the 1-umpers and other chrome accessories to prevent rusting.

1. Tewperaturos do not affect the perfomance oV an automobile engine.

TRU1; or. liTiZS

2. The cooiine system is drained by opening the petcock in the

and 0

3. Antifreeze should oe poured into the

4. We fan belt is important in the proper operation Of

a) The radio and heater

L) The windshield wipers

ci The '..attery and the water puz p.

5. If the irake linings are less than inches thick, they must

;.1

Le replaced.
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A.S.k.*E and D" T.O. # 29

LANGUAGE LESSON FOR: WINTERIZING THE GAR

1. BLACKBOARD MUSES: (ize or ise endings to makes to do$

according to the root of a word)

mobilize

winterize

energize

pulverize

specialize

organize

unionize

polarize

generalize

subsidize

galvanize

ionize

sterilize

sanitize

crystallize

mechanize

penalize

regularize

anodize

mechanize

industrialize

enterprise advertise

merchandise franchise

advertise lengthwise

supervise exercise

11. BLACKBOARD SENTENCES:

1. Aluminum is protected from the effect of weather when it is anodized.

2. Mr. Peters exercised poor judgxent in hiring a man with no experience.

3, The entire shop had to be mobilized to get out the big rush order.

4. In atomic energy plants, all equipment and all uniforms are sterilized.

5. Some auto stations are owned and others are franchised.



MANPOWER DEVELOPMENT TRAINING PROGRAM

A.StA."E and Du

HOMEWORK ASSIGNMENT WINTERIZING THE CAR

NAME. CLASS _DATE TEACHEaMvta

T. O. #29

1. The metal worker made the mistake of cutting the wood in the width, instead

of

Mister Peters tried fir two years to get a from the Shell

Oil Company to open a station

3. When the tire company ...jtss sale, business went up by

fifty percent.

4. The work was done twice so fast after the shop was orno4ffe.wwwlinolso~awm~vrww.m.

5. Many stations get a large part of their business from the sale of

11.11.0/~11110.01100/10,Ma..Mir,.
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A. BEGINNING NON-ENGLISH SPEAKING TRAINEES

- BASIC ENGLISH12102.201

A. - Verb 'Ito ben - simple sentence structure

offolooef too Md. Of oftwommufsfos ......
1 t 1 I t
I WI name 1 is 1 1

I L&' address ' is '
/ MY/ first name ' is

Wismerdie=000

NY1 last name is r - /
MY' apt. no, ' is
MY' street t is

t
or000l0000for000go ro wo ow. No.

BOARD OF EDUCATION-CITY OF N. YORK

MANFWER DE1OZOMENT TRAINJZVII9GRA14,_

NON IIGLISH BASIC EDUCATION - VARILD 00CUMTIO:-

D. - Contrast: third person
in pr ;sent time--usu
I read a book,

Row% reads a book.
I write a letter.
Re writes a letter.
Contrast:

teEs AWirmative & Negat'
I am a teacher.
I am not a student,
He is a butcher.
He is not a factory. w
This is a good pictur
This is not a good pi

1

MO . ..

1

I

1

- Contrast: Singular and plural

Mo. vorf la.* -
t t t t

of

ft
offooswoomoffomo

t 1 t I
r

I t This 'is to f bock. ft I 1 These 'are ' books.
t

This tis la f chair. I' t
' These !are I windows. t

! This lis la t window. t I These tare ' chairs. 1

Ist thiz t to r glass? TT T Are' these ' t my books?
t

Ist this t tmyv pen? rt I Are! these I ' your pens?
,

' What is! this?! ' II Mat I are! thnse?' t
t

1 t I t1 t f f r

on Pow* La. f OM PM Jo we m... oalfovolmem......0,01.1.........w.W.J.....rot 41.10110011,1

ContietV I - You

0014104. 0.411110.144110 4IMIL gen.

t

PronotAns as subjects.
=Tani-Teacher.
I am a woman.

You arc a student.
You are a, factory worker.
rNat )(01,17

Add occupations of clRss members,

F. - Reverse order question
Singular-plural, - af_
negative.

Is this a book, pen, c
No, this is not a boo

Then teach contraction

No, this isn't a bock.
Yes, this is a book.
Are these books?
Affirmative and negati

G. - Personal pronouns as s
Singular - plural
I am a teacher, studen
You are, -He is, We, Th
What are you? What i

t.



WARD OF-FOUCATION-CITY OF NEW7ORK
HAND WER DEVIOPKENT

f TRAI,NIat1;7RCGRAL4..

NON-ENGLISH BASIC EDUCATION - VARIED OCCUPATIONS

.....-...ommoionsmonwrarcc~PTowcsromommOOMMIO..........

e 'are
e Iare
e 'are
e I
e /

e?'

books.
windows.
chairs.

my books?
your pens?

meubers*

Contrast: third person sing
Th-Wisent time--ate" ending
I read a book,

Rosa reads a book,
I write a letter.
He writes a letter,
Contrast:

Affirmative& Negative
I am a teacher.
I am not a student*
He is a butcher.
He is not a

factory worker.
This is a good picture.
This is not a good picture.

F. - Reverse order questions & responses
Singular-plural, - affirmative -
negative.
Is this a book, pent card, etc.?
No, this is not a book, etc. (at first)'

1

I

Then teach contractions:

No, this isn't a bock*
Yes, this is a book.
Are these books?

Affirmative and negative response

G. - Personal pronouns as subject
Singular - plural
I am a teacher, student, etc.
You are,-He is, We, They,
What are you? What is he? etc,

I.

- Tag answers - Affirmative &
Negative.

Yes, I m) to I'm not.
Yes, he is, No, he isInttetc..

Contrast:
nouns

sive pro-

This is my hand*

your ,his/her
and plural";
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. BEGINNING Now4mapitjmugggammoi

vocABErmor

Name, address, apertmont,
number, write, reads table,
chair, desks book, papers
cards blackbcard6 floor,
ceiling, light, hand, eyes,
ears, fingers! nose, NIAnth,,
faces headl teeth, streots
mans womans ehildi boys'girl,
baby, peneill pen,, this,
these, what, open, clove,
stand, sit, teacher, students
go, father, mother, arm,
watch, here, there,
newspapers penAys nickel,
dime, dollar, mys your', his,
her, we, they, factory,
worker machine, cperatorp
doctor, nurse, policeman,
ixtrber, secretary, warm,
itot000ld, good, bad, fine$
today.

The nOmbers: cne thre ugh 14;
the days of the week; the

months tf the year; the
seasons.

Expressions of weather;
simple expressions of
greetiMgt4

111I1- VOCABULARY

tKeep reviewing words taught in firs

quarter,, especially:
1* expressions of greeting-
which should be varied.
2. Personal identification - ohich
should be expanded gradually.
3, Object identification - add
necessary words as situations and
themes demand.

a. Further parts of the body:
hair, nails, shoulder, neck,
toes, etc.

b. Vocabulary for American hol-
idays: independence, colonies,' 4.
revolution, fight, fought, eta;

'ill. VOCAFiUTAIff

Continued review of earlier

Expressions about age:

18 years old
18 germ/ of age

2. Expressions of weight and m

3. Expressions about health:

I have a headache.
I don't today.
arm hut--

I have 'a toothache, etc.

Expressions: to be hungry;
to be thirsty; to be tire;
to be worried; to be angry;

toe. be happy, sad, proud, etc

5. Vocabulary for eating in
restaurants.

Teach.new areas:

a. Telling time t

b. Days of the week and months 1

of the year
c. Vocabulary for travelling: 1

bus, train, cars subway, t

token, station, etc., include*
bus and subway signs

d. Rooms in a home and fUrnishii..,
Inge in 'NA room

e, Numerals le-10C; ordinal
nulbers 1-10

I

6. Vocabulary and expressions
filling out applications.

7. Essential vocabulary for

ing an emergency: fir
ce, ambulance.

Y4;



is taint in first

meeting-
cited,

rication -.Which
gradually.
ration - add
situations and

is of the body:
shoulder, neck,

VCCABUIARr

Continued review of earlier vocabulary.

Expressions about age:

1. 18 years old
18 years of age

2. Expressions of weight and measures.

3. Expressions about health:

I have a headache.
I don't feel we14 today.
my atm Wilts.
I have TIE6thache, etc.

Expressions: to be hungry;
to be thirsty; to be tire;
to be worried; to be angry;
tc be happy, 84t, proud, etc.

5. Vocabulary for eating in

E'en. American hol-
pendence, colonies,' 1.
fight, fought, etc;

la
week and months

for travelling:
oar, subway,

4on, etch, include'
may signs 7.

home and furnish+.1-
*I room
-WC; ordinal
V)

restaurants*

6. Vocabulary and expressions for
filling out applications.

Essential vocabulary for
reporting an emergency: fire,
police, ambulance.

:III. vocaBulakkr

t Earlier vocabulary must be continumsky
reviewed to a point ofautamatic controd

lf Teach. expressions needed for servicC
barber shop, plumber,
.beauty shop, laundries,
Laundromats, dry cleaner,
shoe repaixing, etc.

' 2. Vocabulary and expressions
related to finding an apartment.

3. Vocabulary and expressions relatld
to work, social security, union;. .

I
insurance.

I. hi' Income tax and other tax vocabalarys

sales tax, take home pliy, dependantk
etc.

t

Vocabulary for amusements;
hobbies, conmunity recreational
resources.

I

'ago 3



A. BEGINNING NON-ENGLISH SPEAKING 1E11,

Frames used for pontent:
controlled themes developed from
.frames, e.g.
My name
r addresp is,......*********.

Wfirst name illoorefoottse***00,
41 last name ifito*ooes..toes.o..00

Reading of
ash-prall

la4Les.

t.

a few simple signet up-doWnp
uPtoullodcatutom; meroortmen;

I

1

cert reading with teacher.
adividual oral reading
Ca senteonoe per student)

I* Narrative theme developed for
reading after some mastery of the
basic pattern stxucti.trest

I want to speak English; I want
to write English; I want to read
English; I read my ErIglish book;
I write my name.

This is a controlled narrative
the used to teach "1: want, he
wants." Paragraph is changed
to third person singular to shot
the contrast.

2. Continued reading of more complex
signs*

Reccwition orsimpae abbreviations':
e.g* Ur*, Mrs., Dr., No*, Apt.,
Ave: 0 etc*

Concert reading with teacher*
Concert reading without teacher*
Individual oral reading
(a sentence or two per student)

1. Transition to

2. Continued rea
posters*

3. Reading of wea

simple newspaper

Recognition of
abbreviations;

yds*1 dept*o'A0M
C.Q.D., P.S*, qt
etc*, Mop

Concert reading
Concert reading
Individual oral
(a sentence or
Want Rea



DING

ve theme developed for
after some mastery of the 1

attern structurest
to speak English; I want
e English; I want to read

I read my English book; t

*y name.

I

tion otsimple abbreviations/.
Mrs., Dr., No., Apt., v

x.

a controlled narrative
sed to teach n wants he
Paragraph is changed

d person singular to show
trast.

ed reading of more complex

too

ading with, teacher.
ading without teacher
. oral reading
e or two per strident)

I.

MOM
1« Transition to reading text.

2. Continued reading of signs and 1

posters.

3. Reading of weather reports and

simple newspaper headlines.

4. Recognition of more complex
abbreviations; e.g. lbs., oz.,. 4

yds., dept.s'A.Mii P.M., pkg.,
C.000, P.S., qt., pt.: yriks bldg.,/
etc., NC*,

.7

I
I

Concert reading wtth.teacher.
Concert reading without the teacher1
Individual oral reading
(a sentence or two per student)
Silent Readinresall =mute

BEADING

1. More difficult text selec4 tion

2. Simple hews itemst e.g.

story of fire.

3. Abbreviations of Eastern 1-..nd
larger states: e.g.

N.!,
N.J.
Conn.
Pa.
Mass*
Calif.
Fla.

4. Reading of Help T1ant,ed
columns.

Concert reading with teact,er
Concert reading without tba
teacher (in groups)
Individual oral reading
(a sentence or two per

student)
Silent Reading of gradually
increasing amounts.

Page 4
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B. INTERKEDIATE SPEAKING TRAINEES

Ret, let quarter

-BOARD a? EDUCATION-CITY OF NEW YORK

PIANKMER DEVELOPNEN
NON-7Nr BAarffiLISHMOWN - VARIED

I. Reading 2nd quarter I. ...Wradix.n are quart

The following sounds in context are covered with begirad.ng readers:
1) Vowels:

as cap, names pay,

pets Pate, feet,
i: pin, pine

ty, hips other,
us cut, mate, put

try citz71

trains walks air, care,waft ~op

leaves nears steady

rat .wh,, work, foot

2) Consonant Clusters: et,. .th, le,

tail. what,

sh, h, tap ATP, :04 oh.
Suggested vocabulary and drills are related to content and graded sequentially for deve

A* ,GoaIt

tevslopment sight
vocabulazy-carefulky selected
words (vccabulaay of signs, .f
application blanks, for example:story go, in, outs name, address,city, state, sex, age; number of
work to be taught, depending onftr.dixt learning rate.)

A* Goals

Development of ability to
read words in short, simple
sentences: to identify individual
words in sentences. (Vocabula
of family, home, neighborhood.

A* Goals

Development of abili
use elements of known wo
aids in recognition of n
(Vocabulary of consumer
education.)



"BOARD a? EDUCATION-CITY OF NEW YORK

MANKMER DEVUOMEN & TRArtilliG PROGRAM
ftpl___,10151 BASIC

2nd quarter I. list. ding 3rd quarter

ed with beginning readers:

aino walk, air, cares

eave, near. steady

At. _who, work, foot

tai;, whatp away

le, sh. ies i, kir. :cts, oh, xt,

ted to content and graded sequentially for development of recegnition bki.1.109

1. Rea itth quarter

of ability to
shorts simple
identify individual
noes, (Vocabulay

Plighborhood.r)

A. Goals

Development of ability to
use elements of known words as
aids in recognition of new words.
(Vocabulary of conststter
education.)

A. Goals

Ability of use skills that have been
developed to make transition fray
reading of chalkboard theme to simple
text. (Vocabulary of werld of work.)

Page 1
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B. INT....M4LEDIATLINEElleLISHSPEkEING TRAINEES

El. IAN GAGE sums 1st quarter

I.Use ,of s in third person
singu3ii" verbs (oral &

. written)
2.Capitals for names, streets,

avenues
3shas versus have

III. WNITING

Manuscript writing
of name, address, telephone
maker

V. A 1,,,,B4RETT.c.

Recognition and
writing of numbers.

iG II. IANGUAGE SKIVES 2nd quarter

I. Irregular noun plurals:
man, foreman, woman

2. Use of this/these;
that %SIT

3. erria

III. WR ITING

Copying short sentences.
Devslopment of sentence,
Cwitalization and punctuation
concepts.

ABITAMETIC

Correct notation of
dollars and cents.
Weights and measures.

ZIT. LANGUOR SKILLS 3rd

I. Abbreviations;
lb.; oz., qt.,
ft., no., ad(apierti

2. Simple word alphabe

SEE PART A SE3 T Ai cojo PAGES 12 .; 14

of missing
letters in, familiar word
(Opelling

IV. AKETHMETIC

Addition of three digit
numbers with decimal po4.
Concept of carrying.
Multiplication as a rap
form of addition.

t%.



KILLS 2nd quarter

ar noun plurals:
man, woman
this/these;

ill. LANGUAGE SKILLS 3rd quarter

1. Abbreviations)
ib.i oz.' qt.,
ft., no., ad(advertisement)

2. Simple word aIOhabetization

bort sentences,
nt of sentence*
ation and punctuation

C

otation of
nd cents.
rid measures.

!Wit, PAGES 12 - 14

rv.

minim

FLU- in of missing
letters in familiar words.

(*ilaellin drill.)

AIXTRETIC

Addition of three digit
numbers with decimal point.
Concept of carrying.
Multiplication as a rapid
form of addition.

XII. LANGUAGE SKILLS itth quarter

The es noun plural for words
endfai in s, shy, otio x

III. WRIT MI

Pining in of pistIOA application
blank, bank epos and withdrawal
slips*

IT1. ARITHMETIC,

Subtraction of sums*
Division by one digit numbers.

Page 9



C. ADVANCM NON-ENGLISH SPEAKING TRAINKES

Anguage Skills &
:itrammatical Structurer

TO

VOW.

let starter, L Language Ski & 2nd quarter:,I,Language Skills &
Grammatical Structures Gramatical Structure

1. Questions beginning with 'did'.
Answers in affirmative and
negative.

2. Short and Tag endings (Yes, it is;
no, it isn't; Don ;t you?; Didn't he;I do, too; neither does she; So do
1.

3. Much, many, a lot of.

4, in4efinite oronouns and modiners
(any, anyone, anybody, anywhere,
some, someone, somebody, no, no one,
nobody, nolhere nothing.)

5* Future (will sneak; am/is /acre going
to speak)

6.'Can'as an auxiliary (can go)

7, 'Like' and 'would like',

B. Ci,atractions: he's, isn't,
doesn't.

9, Past time with auxiliary have/has
(I have lived in many countries)

1. lefloxivess wryself,, yourself,
himself and ",lurals.

2. Continuous oast (was talking,
was working, etc.)

3* Noun.6-as adjective (clothes
closet, bat box, kitchenshar.

cook book, etc.) 5, 'one' and 'ones' a

4. Adverbs with flu!. 6. Other, another, of

5. Adverbial word order:. often, 7. Contractions: won
always, usually, never, sometimes. you'd.

1. There is-there are

2. The 'used to' tens

30 "Pesive voice.

40 Since, for, ago.

6. More irregular verbs (In
phonetically related onirs:
thought.-bought; sleet -wept;
get-forget)

7. Contractions: there's, it's,
the:rire, they'll you've.

8..irregular noun olurals.

B. Past and future of
verbs and irregt
common use eg., mak

'buy, fly, etc.

9. Correct use of pr
between, before, b
over, under, etc.



9.,LOYZEIRIta a ":1.)F .41

2nd quarter!I.Language Skills &
ultructures Grammatical Structures

ss myself, yourself,
/Auras.

oast (VMS talking,
g$ ,etc.)

adjective (clothes
t box, kitchen shelf

etc.)

th

word order: ate%
sually, never, sometimes.

gular verbs (In
lly related oairs:
ought; sleet.'
t)

ons: there's, it's,
they' 110 you' ve

noon olurals.

3rd Vorter,gianguage Skills & hth quarter
Grammatical Structures

1. There is-there are (Review)

2. The 'used to' tense.

3. "naive voice.

4. Since, for, ago.

5. 'one' and 'ones' as nronouns.

6. Other, another, others.

7. Contractions: won't, wouldn't

you'd.

6. Past and future of regular
verbs and irregular verbs in.
common use eg. make, sleep,
=buy, 117,0etc.

9. Correct use of prepositions:
between, before, by, after,
over, under, etc.

1. Say and tell

2, flUst/have/has to/should/ought to;
Idiomatic use cf.:ousts must be
bapoy.

3. More orenositionst until, before,
titter, for, since, by during.

0, Subordinate clauses with-mho,
which, that, when, wberel becaus(.

5. Idioms and idiomatic eNpressions,

PAGE 10



V 81,

1. uttsaltsz 1st quarter

1. Vocabulary of Com tionst
Carpenter, typ s $ s ofra-.
phers chemists laboratory
technicians veterinarians
domestics etc.

2* Vocabulary about social
relbtion bips>t vi3n7

coApany$ invitations
refreshments, etc.

3. Vocabulary' of err 34 ts
salary$Wages$ ons$

tore:vans supervisors advance
promotions etc.

h. Consumer Zducations
q"1571776R7574uality$
choico$ fire insurance, agents
preninms, quarterly' etc,*

$1Worda about achbols:
principal$7EMance,

kindergarten, IVA,

COMMA Resources*
t3r cc r,, playground,

yaiding pool, 03,iding pond*
sviinik etc.

7* American fashions*
Tirral, appropriate,

c1dorashionod$ style$ fuse smart*

Vocab.....2LaUt 2nd quarter

1. Copt, Es:
eap-expens yes acksensIder;

lend - barrow; espty-full; gp-
stay; sive!dtakestrao-false

2. The P29nnnIttoml
naiwww, bactrround,

nationality* aluel, proudwprides
respect*

3. Wards about Govr.,rnmeett
grillts inViceeringtivo

executive, leyislate-leciP-
lature courts law, Pill of Rilhts.

h. 2eLtuttt2 Aesorrces:
emerfen6975ffarclinic, out

patient, ambulances stretcht-.r.

541 Health, Standards:
-"wirrraMtraii;""diet, Check-up,
vitamins, calories,

Consumer Educations
Ran crtoTiVoTrUnd.locds ten-
ants fixed' installed, viola-
tion*

Leisure time
b-regairaIms, life pork,
box offices orchestra, concert
ballet..

8. Words about schools:
coolpulsorfraMhial, public ve*

privzte, advisors ccedaaltionl
hAmhipp

SF,E; PAIC
awin

122.aLyu...d.lar-

1. Synonyms:
before pre
always/fere
compulsory
realhenni

.raro3ar;

2. Vacations:

"Mriarilote
picnicking;

American Cus
-warg; go
manners, inf
fiancees we

4. itt Stand
project,
tioner, co

5* Words built
fixer):

unmeaning
Ws meanin

die
mmeanin

previe

6. Root Familie
.empliagriT
employees e
employer.

ocean, mug
climates ngr



2nd quarter

an to:
Oens ve, disk answer;
row; espty-fulls eo-
n...take; truc-false.

nunityt
o ocd,backrround,

lit y, equal, proud-pride,

but Govornmest
.SS, MaititiVet

leyislato-leels-
i court, laws Pill or Riflbts.

Acsources:
yan69715Fgerclinic, out-
, ambulance, stretchtlr.

Standards:
iet, checkup,

SI calories,

r Education:
FrooliTalrUndlccd, ten.
Occd, installed, viola-

time:

:ratio, life gond,
ice, orchestra, concert,

tout schoolsi
lsor67476Ehial, public vs.
4 advisor: ccedualtion2
Thar, ruditv;!.1w,

jt
GleNtA rovseu..1mox

V.296)2.:DrulP 3rd quarter

1. Synonyms:
beforlreviously;
always forever;
compuleoryirequired;
real/genuine; seldom
reran '"

2. Vacations:
"MTVITEOtel, picnic.
picnicking; bungalow.

Americ4n Customs:
ming. go steady, traditions,
manners: informal: customary,
fiancee, wedding, bride, groom.

zatt§tandardst
project, privacy, air.condi-
tioner, cooperative.

5. Words built with common. BLe.

mownwimprorm

un meaning nett' untrue, unhealthy,
as meaning lack oft dishonest,

disagree, dislikes
En. moaning before: preheat:

preview.

6. Root Families:
ergaggilTunemployed,
employee, employ, en to

fit.

.11. y2221221aa 4th quarter

employer

7, 222EEE 4 :
ocean, mountain, bounder7,
climate, agritmltare.y.

1. Commit tEtiEMELal
ci cand-faitiiiiiI-iii.-

gardzations member, joii/).

discuss, club, minutes.

24'he American Commit
imdgrant, minori

3 -CitizensA Educntiont
1.71Eri; vete7;107.1,eges$
resconsibility, nronagandai
ioarticipate, uphold, re-.
sist, c oonerate.

4..,Consumer, Education:

hen Eh bocciLai
insurance (Blue Cross)

5tWordswith ammo. suffixes.
Lion- action; constructiod,

instruction.
ic.patriotic, democratic4
systematic.
ate ..(as a verb): liberstatt.
segregate, congregate.
al(as an adjective):

national, seasonal,
persona., cultural.

erp'or, ist.(person or
thing performing the
act): typist, baker:
chemist, refrigerator,i
actor, conductor.

6-Collo alisimR:
a e easy, a shot

(injectioc), Ri1 So 1ons4
Raw are t hinge?, Now are
you. doing?, Break it tap.

Mike mon0Vc
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et)
prs, This is one of a series of Basic Education materials developed

CD under a special curriculum grant from the New York State Department of
Education. The items have been produced on three levels. Level I
materials are designed for trainees functioning below the 4th grade

La reading level; Level I/ for trainees at the 4th to 6th grade; and Level
III for trainees above the 6th grade of literacy.

The following items have been developed:

Basic Education Outline for Commercial Occupations
Specifics (Typist Keypunch-Verifier, Bookkeeping Machine
Operator, Medical Record Clerk, Stenographer). Levels

Basic Education Outline for Distributive-Merchandising
Specifics (Grocery Checker, Shipping Clerk, Sales Clerk).
Levels III III.

. High School Equivalency Workbooks and Teacher Guides Level III.

. Remedial Lesson Materials for Auto Service Station Attendant
in Traditional Orthography and Pitman Initial Teaching
Alphabet. Levels I, II.

. Non-English Basic Education-Varied Occupations (Commercial
Occupations, Merchendising, Machine Shop, Metal Fabrication).
Levels I, II, III.

. Sample Language Arts Lessons for English as a Second Language
trainees related to the occupation of Picture Framer.
Level II.

. Two sample Commercial Occupations Basic Education Units for
reading improvement, Levels XI and III.

This series was prepared by the Basic Education staff of the
Manpower Development Training Program under the general direction of Herman
A. Kressel, Director of the-Manpower Development Training Program.

The research and writing were done by Evelyn K. Sussman, Basic
Education Supervisor, and Vera L. Hannenberg and Helen R. Weinberg,
Assistant Basic Education Supervisors.

Special thanks are extended to the Basic Education teachers who
cooperated in developing and testing these materials, to Richard 0.0Connor
Brooklyn Adult Training Center Automotive Supervisor, and Sidney Huchital,
Teacher-in-Charge Brooklyn Adult Training Center, for technical help in
developing and evaluating the Auto Service Station Attendant material. Thanks
are also extended to the Bureau of Community Education for its assistance.

HERMAN SLOTK/N,

Project Coordinator

January, 1968

* * * * * * * * * * * * * * *
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A

ENGLISH AS A SECOND LANGUAGE WITH VOCATIONAL ORIENTATITi

This sample unit consists of four jparts -- a teacher's

readimlielection, 9 129AT.41

lesson, and an oral discussionivide. This unit was designed

for use with foreign born trainees in the Picture Frame shop

in the Manpower Development Training Program, New York. The

majority of trainees in the Manpower Program who are foreign

born, have literacy in their native langauge. Most of the

trainees born in Puerto Rico and in other Latin American

countries have Spanish literacy, and those who come from Haiti

are literate in French.

This sample unit assumes native language literacy and

limited comprehension in English This has been the most

frequent pattern in our program. The object of this teaching

unit is to strengthen reading and oral comprehension skills in

English with the aid of shop and job-oriented materials.

This unit is not intended for use with trainees who are

illiterate in their native language as well as in English.

The teaching procedure for this illiterate group must follow a

different developmental pattern.

* * * * * * * * * * * * *



PART I Teacher's Guide

ENGLISH AS A SECOND LANGAUGE WITH VOCATIONAL ORIENTATION

BLACKBOARD PHRASES to introduce: "MR. PETERS MAKES HIS THIRD MISTAKE"

picture frames

stain finish

a steady job

a temporary job

lengths of wood

the right size

stock sizes

laid off from work

get into trouble

business was slow

business was good

correct the mistakes

your personal problems

mitred corners

BLACKBOARD SENTENCES employing phrases:

1. Almost all picture frames have mitred corners.

2. A dark oak stain finish was put on all of the new frames.

3. Mr. Peters was told that his new job would be a steady

job, not a temporary one.

4. Mr. Peters made mistakes in cutting the lengths of wood

for the picture frames.

5. The lengths of wood must be cut and mitred to the right

size so that they will fit properly.

6. When business in a shop is good, the men are not likely

to be laid off from work.

7. Your boss is interested in a good days work, not in your

personal problems.



MANPOWER DEVELOFMENT TRAINING PROGRAM

Basic Education Department Reacting Selwtion

Woodworking

EEIERs EAKE.c His Swii R f MiaIAKE

Mr. Peters worked in a shop that
made wood picture frames. Many differ-
ent kinds of wood were used in his shop.
Some frames were made of pine, and some
of oak. Some frames were finished with
a stain, and .some were painted. Busi-
ness was good in the shop and Mr. Peters
had a steady job. He worked all year
and was never laid off. Business was
never slow.

Mr. Peters worked at the power saws
cutting lengths of wood for specal pic-
ture frame orders. He had to be very
careful about his measurements. His
measurements had to be exact. If he
yid not cut the lengths exactly right,
the frame would not be the right size.
It is much harder to cut special order
frames than stock size frames.

Mr. Peters had a lot of trouble at
home. He was very worried and could n
keep his mind on the job.

So Mr. Peters began to make mista es.
The first time, he cut two sides of a
frame too long. The second time; he made

were getting angry because he made so

one len.gth too short.

The other men in the shop knew that
Mr. Peters had a lot of trouble at home.
They felt sorry for Mr. Peters, but they

1011111



Woodworting

many mistakes on the job. They got into
trouble because of Mr. Peters' mistakes.
These mistakes made more work for the
o ther men, and a lot of time was wasted
correcting Mr. Peters' mistakes.

The other workers did not complain
to the boss about Mr. Peters, but they
were getting angrier and angrier. The
first time they found a mistake in the
measurements, they said nothing. The
second time, they asked Mr. Peters to
be more careful.

This was the third time in two
weeks that Mr. Peters had measured the
lengths incorrectly, and the men were so
angry they went to the boss with' their
complaints.

The boss told the men to go back to
work and called Mr. Peters into his smaii
o ffice. Mr. Peters was afraid. He was
afraid that the boss was going to fire
him.

He did not look at any of the men
the shop as he walked into the boss's
o ff i ce.

When he was inside the office, the
boss asked him to sit down. The boss
began to talk.

"Look here, Peters", he said, "1
know that you have a lot of trouble at
home. 1 know that your mind is not on
your work and that this is not your fir
mistake but the third in two weeks."



3

LtR.,....SZLR4_USrAA1....jgSRDMISTi
Woodworking

Reading Selection

"1 feel sorry for you, but I am not
a social worker. I can't worry about
your personal problems. 1 have to run a
business. If you can't do a day's work,
will have to fire you."

Mr. Peters sat there and did not
say anything. After a few minutes, he
looked at the boss and said, "1 can't
help it. I keep thinking about my prob-
lems at home."

The boss looked at Mr. Peters and
thought for a minute. Then he said,
"Peters, if you were a new man on the
job, I would fire you right away. But

you have been doing a good job for more
than a year, and I don't want to lose a
good man. Take a week off, and see if
you can take care of your problems. If

you need help, get it. Then come back
to work, and 1 1 I I give you a second
chance."



MANPOWIDR DEITEWPMMIT TRAINING PROGRAM

Basic Education Departmsnt

Ordinal Numbers

one time - the first time
two times - the second time
three times 7 the third time
four times - the fourth time
continue sequence to include one to ten -

Larkg::44,

2rica*
twiQP*

aentences to illustrate thg,..ulage.of

Qtelinal Uumhets

1. The first time Mr. Peters made a mis
take, the men did not complain to the
boss.

2. People who make a first mistake are
usually given a second chance.

3. After the third mistake, the men in
the shop were very angry at Mr. Peters

4. Many European cars have a fourth, high
speed gear.

b. Mr. Johnson took the elevator to the
employment office on the fifth floor.

6. The Avenue of the Americas used to oe
called "Sixth Avenue".

7. It io hard to find a seat on the
Seventh Avenue express during rush
hnurs.



Quinai.aumttca

8. Take the Independent Eighth Avenue
subway to the last stop.

9. The police brought him to the ninth
precinct station house.

10. There are many factories on Tenth
Avenue, between Fourteenth and Fifty-
Seventh Street.

11. The boss made a big party in the shop
to celebrate the Twenty-Fifth anniver-
sary of the business.



PART IV Oral Discussion Guide

MR. PETERS MAKES MIS THIRD MISTAKE

DIRECTIONS: The following questions should be put to the class by

the teacher. The class response to each of the

questions should be summarized in a few simple

sentences and recorded on an experience chart.

1. Why were the men in the shop angry at Mr. Peters?

2. Why didn't the men complain to the boss about his

first two mistakes?

3. How did Mr. Peters make the other men angry?

4. How did Mr. Peters feel when he went into the

boss's office?

5. Why didn't the boss fire Mr. Peters?

6. What advice did the boss give Mr. Peters?

7. What kind of a man was the boss?



MANPOWER DEVELOPMENT TRAINING PROGRAM

BOARD OF EDUCATION

ENGLISH AS A SECOND LANGUAGE

VOCATIONAL ORIENTATION

LANGUAGE LESSON DIALOGUE

THE BOSS:- Please make an oak frame for this picture.

MR. ORTIZ:- Do you want light or dark oak molding for this frame?

THE BOSS:- Use the dark oak molding.

MR. ORTIZ:- How wide do you want thn molding to be?

THE BOSS:- Use a three inch wide molding.

MR. ORTIZ:- What size frame do you w nt?

THE BOSS:- We need a 12 inch frame for this picture.

MR. OR` IZ:- Do we have 12 inch len gths in stock?

THE BOSS:- No, we only have two foot lengths in stock.

MR. ORTIZ:- Them will have to cut them in half for this job.
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FOREWORD

HERMAN A. KRESSEL
Dicarcron

TEL. NO, 106.69E4-6933

411)

et) This is one of a series of Basic Education materials developed

err under a special curriculum grant from the New York State Department e

O Education. The items have been produced on three levels. Level I
materials are designed for trainees functioning below the 4th grade

C:3 reading level; Level II far trainees at the 4th to 6th grade; and Level
Lai III for trainees above the 6th grade of literacy.

The following items have been developed:

. Basic Education Outline for Commercial Occupations
Specifics (Typist Keypunch-Verifier, Bookkeeping Machine
Operator, Medical Record Clerk, Stenographer). Levels II,III.

. Basic Education Outline for Distributive-Merchandising
Specifics (Grocery Checker, Shipping Clerk, Sales Clerk).
Levels II, III.

High School Equivalency Workbooks and Teacher Guides Level III.

. Remedial Lesson Materials for Auto Service Station Attendant
in Traditional Orthography and Pitman Initial Teaching
Alphabet. Levels I, II.

. Non-English Basic Education-Varied Occupations (Commercial
Occupations, Mechndising$ Machine Shop, Metal Fabrication) .

Levels I, 11$ III.

. Sample Language Arts Lessons for English as a Second Language
trainees related to the occupation of Picture Framer.
Level II.

. Two sample Commercial Occupations Basic Education Units for
reading improvement, Levels IT and III.

This series was prepared by the Basic Education staff of the
Manpower Development Training Program under the general direction of Herman
A. Kressel, Director of the Manpower Development Training Program.

The research and writing were done by Evelyn K. Sussman, Basic
Education Supervisor, and Vera L. Hannenberg and Helen R. Weinberg,
Assistant Basic Education Supervisors.

Special thanks are extended to the Basic Education teachers who
cooperated in developing and testing these materials, to Richard O'Connor
Brooklyn Adult Training Center Automotive Supervisor, and Sidney Huchital,
Teacher-in-Charge, Brooklyn Adult Training Center, for technical help in
developing and evaluating the Auto Service Station Attendant material. Thanks
are also extended to the Bureau of Community Education for its assistance.

HERMAN SLOTKIN$

Project Coordinator

January, 1968

* * * * * * * * * * * * *



TOO READING UNITS DESIGNED FOR COMMERCIAL OCCUPATIONS TRAINEES

I. A Simplified Version of The Waiting Game for 4-6 Readers

with accompanying Teacher's Guide. (Level II)

2. A More Advanced Version for Readers above 6th Grade Level,

with accompanying Teacher's Guide. (Level III)

"The Waiting Game" was written in two versions, on two skills

levels. The selection marked 4-6 was written for Commercial Occu-

pations trainees with 'imited reading skills. The accompanying

Teacher'i Guide and Language Lesson focus on basic comprehension

skill building and spelling geared to skill needs on this level.

The more advanced version of "The Waiting Game" was written

for the reader with above 6th year skills. It was designed to

develop skills in'comprehension through the use of contextual

clues,and through directed exercises in paraphrasing. It is aimed

at developing the skill of coping with written matter in which the

language structure is complicated and in which figures of speech

are prominent in the text. These are skills in which our more

advanced Commercial Occupations trainees appear to be deficient.

While the story is identical in both selections, the writing

in each has been controlled, consistent with the reading skills of

Os group for which it was designed. Similarly the lesson plans

are different for each group, consistent with tiles skill goals for

each.

* * * * * * * * * *



MANPOWER DEVELOPMENT TRAINING PROGRAM

TEACHER'S GUIDE

The Waiting Game -- Reading Comprehension
Skill Building (4-6) Level II

Prepared by Vera L. Hannenberg

Motivational Questions to introduce the selection The Waiting Game

Teacher: The title of the selection we are going to read
is The Waiting Game. What do you think this story
is about?

What kinds of games do people play aside from sports?

2. What is meant by the expression "a sharp businessman?"
What other words might we use to describe someone
who is sharp? (clever, shrewd, slick, fast, etc.)

3. The story talks about a boss and a receptionist who
are both hard workers. What kind of people are
usually hard Aorkers? (mamluta people, con-
scientious people, dedicated people, serious people,
eater beavers, ambitious people)

Miss St. Thomas worked in the reception room. What
is a reception room? Where do you think it got its
name?

5. The story tells you that this is a very busy office
with hardworking people. What other words might be
used to describe such an office?
(high pressure, hectic, rush, active, etc.)

6. What steps might a receptionist take to dress up an
office for an,important visitor?
(straighten Up, stack the magazines neatly, empty
the ash trays, etc.)

office receptionist
a 10 o'clock appointment
straightened up the office
something must be wrong
medium build

ff wY Ma- 41111 ..... ,11 F Y NY

CHALKBOARD PHRASES

admired Mr.. Gregory
a pleasant and efficient place
fresh cut flowers
began to panic
he `was restless



MANPOWER DEVELOPMENT TRAINING PROGRAM

Level II.

LANGUAGE LESSON GUIDE .. to follow the reading of the selection

THE WAIT/NG GAME

Motivation: In this story Miss St. Thomas is described as a
Elmlimat. The room in which Miss St. Thomas
works is called the ttasetigp room. Where do you
think the reception room got its name? (a place
where people are received.) As you see, the word
reception is related to the word received. In
many businesses there is a special room or ante-room
set aside for receiving people. In many businesses
there is also a room or even a department set aside
to receive deliveries of goods or merchandise.
Merchandise is delivered to the "tmElyilluitteljvl
A reception room is the room in which Et2Ellt are
received, and the receiving department is the place
where ,fit or merchandise are received.

Notice that the word received is spelled with an "ei" for the ''een sound.

The same "ei" spelling is used in the word receipt. Do you know the

meaning of the word ntsligs' Do you know that the word receive and

re,;.'4ipt have the same root?

Notice the relationship between the following words:

receive reception receipt
deceive deception deceit

conceive conception conceit

Here are some examples of how you can change the form of these words:

1. Goods are received on the third floor -- or The L.:lsgE2p of
goods takes place on the third floor.

2. The customer felt that he had been deceived in the sale -- or
The customer felt that there was destausm in the sale.

3. The plan for the building was conceived by two architects or
Two architscts were responsible for the conse2412a of the
building.

Here are other words which sound like the ones we have just studied. They

have a different irregular spelling.

believe
relieve

Write the following words .five times each:

receive, receipt, deceive, conceive, relieves

belief
relief



MANPOWER DEVELOPMFirr INNING PROGRAM

Reading Comprehension (4-6) Skill Building
Con nercial Operations

IHEALlitia aAME

Reading Selection
Vera L. Hannenberg

Before heleft the office late Fri
day afternoon, Mr. Gregory had given
Miss St. Thomas more than a dozen
letters and reports to type. These were
all rush jobs which had to go out on
Monday.

Mr. Gregory was a very sharp busy
nessman and a very hard worker.

, The
more work he had, the more he seemed to
enjoy it. A lot,of work never seemed to
make him unhappy. Miss St. Thomas was
the receptionist in Mr. Gregory's office,
She too was a very hard worker and was
able to keep up with Mr. Gregory, She
admired Mr. Gregory because he was able
to get so much done, and she was pleased
that she could keep up with him. She
did not seem to mind a lot of work and
rushing either. She got along well with
Mr. Gregory and the office was a pleas-
ant and efficient place.

Mr. Gregory had a 10 'o'clock ap 404

pointment in the office on Monday morn
ing. This was no ordinary business a
pointment. It had taken a whole month
of careful planning to set up this meet-
ing. Mr. Gregory had to use all of hio
business charm and sweet-talk to arrange
this meeting. If this meeting was suc
cessful, it might mean new business for
'Iltqrqpry_in Canada
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Miss St. Thomas understood how im-
portant this appointment was to
Mr. Gregory. She straightened up the
office even though she was very busy
with her typing. She had even found
time to order some fresh out flowers
Which she had set out on her little
table and on Mr. Gregory's conference
table,

It was 9:45 A.M. Miss St. Thomas
began to look up from her typewriter.
and look at the outside door. She had
been expectingMr. Gregory to walk in
since 9:30 A.M. She hoped that he would
see all the nice things she did to
dress up the office.

Miss St. Thomas hau just finished
a three page report. She looked at her
watch again and saw that it was five
minutes to ten. Now she did not take her
eyes off the front door. She was wait-
ing for the Canadian visitor.

The telephone rang and Miss St.
Thomas picked it up right away. It wa

Mr. Gregory on the phone. Miss St.
Thomas had been thinking only of the
Canadian visitor, and she had forgotten
that her boss still had not come in.

When she, heard Mr. Gregory's voice:
she knew that something must be wrong,
and she began to panic.
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Mr. Gregory was called from 4--c-k"e.

Briarcliff Manor stations There had
been an accident on the New York Central
Railroad, and he was waiting for another
train. He would not'be in the office
for at least another hour. Miss St.
Thomas was happy to hear that Mr. Gregory
was not hurt. But then she remembered
that he would not be there in time for
the appointment* She would have to
greet the vi s itor and keep him happy for
an hour.

The door opened and a middle-aged,
well-dressed man walked. He had grey
hair and a medium build* Miss Ste Thomas
got up and walked to the doors She
shook hands with the visitor.

Mr. Jackson, the visitor from Canada
smiled back at Miss St. Thomas. He
shook her hand and sat down in a chair
in the reception rooms Miss St* Thomas
took Mr. Jackson "s hat and coat and hung
them in the closet in Mr. Gregory's
office,

The waiting game hag begun. Miss
Ste Thomas knew that she would have to
figure out ways to keep this busy man
happy for a who hour.

Miss St. began to speaks
n1 know how Mr. Gregory is looking for
ward to this meeting with you n she saids
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Mr Jackson kept,moving in his
chair. It was clear that he was rest
less and nervous, and was not used to

waiting for anyone. After looking a-
round the office, he said to Miss St.
Thomas, ni hope that nothing's happened

to Mr. Gregory. I've gone to a lot of

trouble to get here. I've had a terrible

morning. 1 got up late and haven't even
had time to eat a decent breakfast."

Miss St. Thomas saw her chance to

keep Mr. Jackson from letting angry
about having to wait for Mr. Gregory.
With her sweetest smile, and her most
pleasant tone of voice, she offered to
get breakfast for Mr. Jackson.

"May order breakfast for you
from the hotel next door? They serve
excellent breakfasts."

Mr. Jackson began to smile as Miss
St. Thomas lifted the phone to order
breakfast for him. He had a look on
his face as though he knew that Miss
St. Thomas was up to. He didn't seem to
mind at all.



MANPOWER DEVELOPMENT TRAINING PROGRAM

Basic Education

1.2sart to Phrase to r t....IsebUmvse Waitin G en

to thrive on work

. boundless energy

dampen hie spirits

panic eat in

business breakthrough

careful pursuit

delaying tactics

Romew9rk Aeganment

Commercial Occupations
Reading Improvement

Grade 6 (Level III)

friendly persuasion

oyes riveted to the door

uneasy posture

heave a sigh of relief

there was a plot afoot

seize the opportunity

Define these word and check the definition in the dictionary.

pursuit

persuade

capacity

*its a sentence using each of these words.

3. Find a synonym for each of these words.

thrive

gratitude
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Basic Education Reading Comprehension
Vera L. Hannedberg

Commercial Occupations

THEAALLUUSAME.

Before he left the office late
Friday afternoon, Mr. Gregory had given
Miss St. Thomas a dozen or more letters
and reports to type, all of them urgent
and all of them having to go out on
Monday.

Mr. Gregory was a very sharp busi-
n essman and a tireless worker. The busi-
er and more hectic his schedule, the more
he seemed to thrive on it. No amount of
work seemed to dampen his spirits. Miss
St. Thomas, the receptionist in the
o ffice, always managed to keep up with
Mr. Gregory. She admired Mr. Gregory's
boundless energy, and had a capacity for
work which was a match for his. The
heavy schedule, the pressure of time
n ever seemed to bother her. The two
worked in harmony making the office a
bustling and cheerful place.

Mr. Gregory had scheduled a 10
o 'clock meeting on Monday mornng. This
was no casual business meeting, for it
had taken almost a month of careful pur-
suit to set up this meeting. It had
taken all of Mr. Gregory's business
charm and friendly persuasion to arrange
the meeting. This was Mr. Gregory's big
chance for a breakthrough in the Canadian
market.

Miss St. Thomas was aware of her
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boss's hopes for a successful mee,ing
this morning. In spite of her heavy
typing workload, she saw to it that the
o ffice was neat and clean and everything
in its proper place. She had even
o rdered some fresh cut flowers for the
o ccasion, and set them out in vases in
her little office and on Mr. Gregory's
conference table.

It was 9:45 A.M. and Miss St.

Thomas's eyes began to shift away from
her typewriter to the outside door. She
had been expecting Mr. Gregory since
9:30 A.M. and hoped he would notice her
e fforts to brighten the .)-ffice for the
special visitor.

Miss St. Thomas had just finished
a three page report when she looked
down' at her watch again. It was five
minutes to ten. Her eyes were now
riveted on the front door in expecta-
tion of the Canadian visitor.

The telephone ring interrupted her
thoughts and Miss St. Thomas sprang
towards the phone. It was Mr. Gregory.
In her excitement, Miss St. Thomas had
almost forgotten that Mr. Gregory had
still not come in. When she heard
Mr. GrOory's voice on the phone, she
suddenly realized that there must be
something wrong, and panic began to set
in.



Mr. Gregory was calling from the
Briarcliff Manor Station. There had
been an accident on the New York Central,
and he was stuck waiting for another
trPin. The way it looked, he would not
be able to make it into the office for
at least another hour. Miss St. Thomas
heaved a sigh of relief at knowing that
Mr. Gregory was all right. But then
she realize& that she would have to
greet 'the important visitor alone, and
keep him happy and occupied for an hour.

The door opened and into the office
walked a middle-aged, well-dressed, grey-
haired man of medium build. Miss St.
Thomas got up, walked to the door, and
extended her hand in greeting.

The visitor introduced himself as
Mr. Jackson, from Montreal.

Mr. Jackson responded to Miss St.
Thomas's warm greeting with a broad and
friendly smile. He shook her hand and
followed her to the chair in the recep-
tion room. Miss St. Thomas took Mr.
Jackson's hat and coat and hung them in
Mr. Gregory's office closet.

The waiting game has begun: thought
Miss St. Thomas. It will take all of
the delaying tactics 1 know to keep this
busy man waiting and happy for a whole
hour.

Miss St. Thomas cleared her throat
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to break the silence. "1 know how Mr6
Gregory is looking forward to this meet-
ing with you", she said.

It was clear from Mr. Jackson
u neasy posture in the chair that he was
n ot accustomed to being kept waiting.
After looking around the office, he
turned to Mfss Thomas.

"I hope. there's nothing serious de
taining Mr. Gregory. I've gone to a lot

trouble to be here. As a matter of
act, l had quite a morning myself.

got a late start and haven't had time
for a decent breakfast."

Miss St. Thomas saw her opportunity
and seized it, With her sweetest smile,
and her most gracious tone of voice, she
suggested that a good breakfast might be
just the thing.

"May i order breakfast for you from
the hotel next door? They serve excel-
lent breakfasts."

Mr. Jackson smiled a knowing smile
as Miss St. Thomas lifted the phone to
o rder breakfast for him. There was al
most a twinkle in his eye as though he
knew there was a plot afoot, and he was
an important part of it.
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Q.0E21,11E10110 guaiipaa.

I. What kind of a relationship existed
between Mr. Gregory and Miss St.
Thomas?

2. Miss St. Thomas's duties as a recep
tionist included ---

3. What special efforts did Miss St.
Thomas exert for this special
occasion?

4. Why was this such an important
casion?

. Where did Mr. Gregory.live? How
do you know?

6. Why was Miss St. Thomas so anxious?

7. How did Miss St. Thomas know that
Mr. Jackson was a restless man?

How did Mr. Jackson react to Miss
St. Thomas's suggestion?

9. What was the up!ot"?

10. What other delaying tactics might
she have used?
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3asic 3ducation Department Commercial Occupations

Teacher's Guide to DeveLoping bse of Contextual Clues

"THE 'sAITING GAKE"

gattlalLto beaskalistheitsacher:

Q. What kind of office is described in this story?
A. (hectic, busy, active, rushed, exciting, bustling)

Q. What is meant by "this was no casual meeting"?
A. The meeting was big, important, significant, crucial, decisive)

Q. What is the opposite of a "casual meeting"?
A. The same as for "no casual meeting" see above

Q. Mat other expression could be used for ther eyes were riveted on
the door"?

A. (glued to the door, staring, looking intently, fixed gaze)

Q. What thoughts probably raced through hiss St. Thomas's mind as
the telephone rang?

A. (disaster, panic, fear, worry, concern over 4r. Gregory)

Q. How else might the author have described the 'ay Er. Jackson sat in
the chair?

A. (nervous, restless, i1 -at- ease, uncomfortable, annoyed, edgy, squirm-
ing).

Q. H6w did is St. Thomas feel when she saw her opportunity to solve
her problem?

A. (relieved, relaxed, overjoyed, delighted)

Q. People use a special tone of voice when they are trying hard to please
others. *shat words might be used to describe idss St. Thomas's tone of
voice when she talked to hr. Jackson?

A. (pleasant, sweet, charming, gracious, ingratiating).
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Basic 'education, Department

Commercial Occupations Teacher's Guide

Techniques for developing skills in paraphrasing
"Th. WAITING GAME"

1. Miss St. Thomas had work that could riot wait. What phrase in the
seLection to you this?

The heavier the work Load, the more Mr. Gregory seemed to enjoy it.
Find the sentence in the second paragraph which says the same thing.

3. Miss St. Thomas was able to work as hard and as fast as 1.414. Gregory.
How does the author state this?

4. Mr. Gregory was a master at "sweet talk". Where in the story are
we told this?

5. Miss St. Thomas kept looking for the expected visitor. that phrase
in the selection describes her waiting?

6. Miss St. Thomas was suddenly overcome with fear and anxiety.
What phrase in the story tells you this?

7. After a long pause, Miss St. Thomas began to talk. What is the expression
used by the author to tell you that laiss St. Thomas began to speak after
a long period of quiet?

8. . Mr. Jackson fidgeted in his chair. What is the author's expression for
"fidgeted"?

9. Miss St. Thomas knew that she had to stall the visitor. 1Nhere does it
say this in the story?

10. Mr. Jackson knew that he was helping Miss St. Thomas to put something
over on him.
Where aoes the selection say this?
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FOREWORD

The objectives of the Counse1ing program in the New York City Multi-
Occupational Manpower (Umbrella) Project were designed to meet the principal
goal of anti-poverty legislation: to enable unemployed and underemployed
poor, undereducated people to become employed skilled workers. To achieve
this end, it became the purpose of counseling to assist trainees to achieve
clear, realistic occupational goals, to overcome personal and family problems
that obstruct training progress; to develop the knowledges, social skills,
habits, and attitudes that make for job success. In this context the areas
of counseling concerned were not constricted or reduced; rather were they
focussed on vocational development.

However, this counseling process was restricted by two significant con-
siderations: the type of occupational skill to be learned, and the time
available to accomplish changes in behavior, that lead to training, success
and job, placement. If a man reading at the fifth grade level is to become
a draftsman in a little more than a year, the Counselor must, in that span
of time help the trainee to firm up the occupational objective, assess
chances for success, deal with the obstacles to success, and learn the job-
related problem solving and decision making skills, habits, and attitudes
necessary for training success, job-getting, holding, anJ advancement.

To accomplish these objectives, the Counseling program centered on
trainee self-evaluation and planning; the trainee had to be assisted to see
the world as it is, himseif as he is, relate the two, and make appropriate
plans. The vehicle for this work was closely coordinated, occupationally-
centered individual and group counseling. The key problems for the counselorin this setting were the selection of common significant problems that must
be dealt with, and the planning of group work. It was the goal of the
counseling curriculum project to assist in resolving these two problems.

Under the direct supervision of Mrs. Rose F. Sealy, Mr. Don Brown, and
Mrs. Shirley Ford, a team of eleven counselors reviewed trainees' counseling
records in consultation with some 35 of their colleagues. From this review
emerged 13 consistent counseling problems:

Impulsivity

Inadequate Problem-Solving Behavior
Dealing with Official Forms, Tests, and Procedures
Self-Evaluation (Recognizing handicaps and strengths)
Self-Defeating Behavior (Inappropriate appearance, attitudes, action)
Dealing with Prejudice in Training and On-the-Job
Role-Behavior (Worker-boss, male-female, etc.)
Building a Strong Family
Decision Making (Evaluating a lob in relation to ones

values, abilities, etc.)
Developing Trust
Learning to Adjust to Change (of class, school, procedure, goal)
Developing Tolerance for the Demands of Work and of Organizations
Developing Skills in the Use of Resources (Instruction, Employment

Service, Community Agencies).



What is particularly noteworthy is that these themes strike to the heartof the identified counseling difficulties of the disadvantaged in general andthe minorities in particular. In effect, counselors, in individual and groupwork, are expected to teach significant items of information regarding workand self as well as the coping skills involved in the use of this informationin vocational development.

These Su lementar Materials for Grou Work were designed to focus
counselor activity aroue significant trainee problems and to assist in
counselor planning for the integration of information about work and selfla the development of coping skills.

USING THE MATERIALS

These materials do not constitute a sequential course of study, nor do
they encompass the entire scope of problems encountered in training the dis-advantaged. Rather do they constitute a planning model for counselor activityin group work. Counselors will find groups with other major problems, andwill create better group work plans. This is just a first effort that willhelp to orient the new counselor and focus the experienced counselor.

Counselors will continue to identify the needs of new trainees. Theywill then, utilize relevant items in ....aa...i2SulemeLLLtalatsralliordorkto clarify these needs and problems and teach the appropriate coping skills.As a result of subsequent evaluation these materials can then be sharpenedand amplified. Hopefully, counselors will be encouraged to modify the themesand develop their own repertoire of plans. These can then be shared withothers.

Planning for group work is only a part of planning for counseling whichis essential if counseling is to serve Great Society Programs for the dis-
advantaged within the prescribed scope of time and program objectives. Ifplanning is the lot of trainees in this context, it is as much the lot ofcounselors who must plan, anticipate outcomes, and come to decisionsas to
alternative ways of dealing with trainee problems. ...Suletneriaterialsbutealtedi is a tool to be used in the planning process.

A significant by-product of counselor involvement in the process of
creating plans for groups was their rapid acceptance of the two
essentials of counseling in training programs for the poor: focus on vocationaldirection and.careful planning.

HERMAN SLOTKIN, Coordinator

January, 1968

** * * * * * *

ii
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Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAIN/MG PROGRAM

THEME: Prejudice . Seif.Evaluation

OBJECTIVES: To illustrate the common problems that minority groups have experienced,
to help trainees identify common stereotypes and to begin to change fixedattitudes about people.

SUGGESTED TIME: Variable (appropriate for a group which has successfully worked with
feelings)

IMPLEMENTATION: Distribute a newspaper article and read it to the group

Trainees are told that a story frmm a New York newspaper will be read to themconcerning the problems of minority groups in New York City.

"These New Yorkers are a great burden on the tax payers of the city requiringassistance for food and clothing, the money for which they cannot or will not earnthemselves. Many come to New York from a distance and have difficulty with English.

Their neighborhoods are dirty, their houses are run down, garbage is thrown outthe windows, and in the summer time the noise and dirt are almost unbearable accordingto civilized standards.

Crime is so common as to be almost an accepted way of life and the chances ofyouths getting into trouble with the law are twice those of youths in other areas ofthe city. Strangers entering theso areas at night do so at their own risk and policemenmust travel in pairs after sundown.

Since so many are unskilled, they can only get the jobs no one else wants and ifthey get training they are known to work for less, causing complaints that they aretaking jobs away from people who have become accustomed to higher salaries.

Unless something drastic is done soon, the people in these areas may become sodiscouraged as to no want to rise above their surroundings. Thus the American idealof everyman's right to better himself may be denied to this large number of New Yorkers.

Is it not a danger too, that the anger coming from this discouragement could bea cause of violence and peril to all New Yorkers ?"

COUNSELOR'S QUESTIONS:

1. Does anyone have comments on this article?
2. Do you think it describes any part of the city w*th which you are familiar?Where?
3. Do you think that it is a fair description? Why? Why not?4. Do you agree with the fear that the writer expresses regarding the discourage-ment and possible danger to all?
5. Finally, what group of people do you think is being described here?

EXAMPLES OF ANTICIPATED RESPONSES:

'1. Some may state that every paper is writing about minorities these days.2. Certain group members may identify the area as Harlem, Bedford Stuyvasant, orEast New York. They may recognize that the story is not very specific.3. Some group members might feel that it is too hard on the residents as onlysome are untidy and without ambition.
. 1 .



4. Reactions could vary from realistic anxiety to rejection, or extreme anger.

COUNSELOR

After some discussion, the counselor interrupts to state that the article waswritten November 26, 1877, in the New 'fork World, that the area described is Park Avenuebetween 42nd and 86th Street, and that the minority group described are 'Irish and
German'immigrants, who began settling there 40 years earlier.

r-1.AMPLES OF ANTICIPATED RESPONSES:

1. Surprise, disbelief
2. Relief
3. Recriminations
4. Embarrassment
5. Anger

SUGCESTEO QUESTIONS:

1. Do all people have prejudices, fixed ideas? How do we get them?
2. Are all prejudices concerning race?
3. What is a minority group?
4. Are there many minorities?
5. What prejudices are there about the majority?
6. Why is it important to know our biases? How does bias 1imit us?
7. Whet are the ways to change a stereotyped idea?

SUMMARY

Counselor helps groups to suMmarize the discussion of a variety of kinds of biases,such as not liking a man with a mustache or a woman with green eyes so that members
eventually accept prejudice as a common failing people have, and a starting point forchange.

F040W-UP:

1. Review of job limitations and opportunities of minority group members2. Resources open to minority group members
3. History of minority groups in New York City.

-



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME, Prejudice -- against females and/or males

OBJECTIVES: Teaching trainees that we are all prejudiced in some way and that not
all prejudice is harmful. Prejudice is harmful when it affects the
lives of other people or when it limits what we can do. Helping trainees
to recognize their own strong feelings about males and females.

SUGGESTED TIME: Two Sessions

Broad Area or Specific Phase (for groups which have developed cohesiveness and
some skill in problem-solving)

SESSION I

IMPLEMENTATION: The counselor administers a work reaction exercise to demonstrate
that each person has irrational ideas called prejudice. (see attached)

COUNSELOR:

"I am going to give you a paper with some words on it. You will have a chance
to learn something about yourself when you srite what you think about each
work, Are you ready? Select what you like most in each row. Write M next
to it. Select what you like least in each row. Write L next to it."

(If members of the group have difficulty reading, he counselor may read the
words to the group}

After each trainee has apparently finished, the counselor will ask trainees to
raise their hands to indicate how many liked .21d least, cat leaet, bird least
and so on to each word in each of the six columns. A tai r7 can be Fag.

COUNSELOR'S QUESTIONS:

Why do you like ch.:a less than bird?
2. Why do you like Emil less thargue?
3. How did you arrive at a decisionr

EXAMPLES OF ANTICIPATED RESPONSES:

In some cases a trainee may offer a rational reason or a personal experience
as a reason for selecting one word over another but by and large the choices
will be irrational.

COUNSELOR'S QUESTIONS:

1. What is prejudice?
2. Do you think we are all prejudiced about something?
3. Consider what you liked and Ilisliked. How was your decision reached?
4. HoW will preferring blue over Epm affect your life? 'Life of others you

work with?
5. When is prejudice harmful on a job?

SUMMARY= Counselor should give group time to think about prejudice and the possi-
bility that we are all prejudiced in some way and to some extent. Some
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individuals may resist making any admissions of being prejudiced. Counselor'
and group will develop some meanings of prejudice. (Prejudice is jumping
to a conclusion before considering all the facts.. It is an irrational
rather than a logical decision.)

SESSION II

iMPLEMENTATION: After the group understands what prejudice is and can deal with
the fact that we are all prejudiced in some way, the group can
move into discussions of stereotyped beliefs shared by male trainees
concerning women and female trainees concerning men.

COUNSELOR: Some male trainees have made statements like these:

I. "A women's place is in the home."
2. "Negro women are easy."
3. "It's the women's responsibility not to become pregnant,"
4. "Girls are only after your money."
5. "Married men can have girlfriends, married women must be faithful."
6. "White women never respect Negro men*"
7. "Women bosses are no good."

Some female trainees have made statements like these:

1. "Most men expoct everything and give nothing,"
2. "Most White men want only one thing from a Negro woman."
3. "Most Negro men are no good."
4. "I'd never work for a womant"

00UNSELORIS QUESTIONS:

1. Is this ever true? Is It always true?
2. What do you think can be the effect on a person of ideas like these? At

home? On the job?
3. What can you do to learn whether it's true or not when you're not sure?

SUMMARY: The counselor will encourage the group to consider all the ways in which
"fixed ideas" about males and females interfere with success at home and
on the job.

FOLLOW-UP:

1. Schedule individual conferendes with trainees who withdraw/get very angry.
or have problems dealing with sex roles which are not dealt with in the
group.

a. Suggest trainees role play new ways of acting in situations to which they
have had stereotyped reactions in the past. Examples:

."Everytime a female teacher tells me what to do, I get angry."

."If I go for an interview and it's a woman, I know t w'an't
do well."

3. Assign as homework for trainees who react negatively to males or females
the task of trying a different behavior and reporting their success to
the group.

4
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Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

SECTION

Select what you like most in each row. Write M next to it.
Select what you like least in each row. Write L. next to it.

1. dog cat bird

2. green blce red

cabbage lettuce spinachInorosonern

4. eels snails sharks

5. pig COW

01116.10/./MM

deer .

6. alligator rattlesnake jellyfish



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: aelf-Evaluation - (recognizing handicaps and strengths)

OBJECTIVES: To assist trainees to recognize what behaviors influence o/Aeers to
accept or reject them.
Tp help each trainee (and the counselor) to begin to identify his
strengths in relating to peers.

SUGGESTED TIME: Pre-Vocational Phase (after a group atmosphere has developed)

IMPLEMENTATION: Counselor uses the sociogram during the session to assist the group
to identify why some people are accepted and others rejected.

Counselor uses the sociogram later to identify individuals who are
not selected and who may need individual counseling.

COUNSELOM STATEMENT:

Very often people says "You can choose your friends but you can't choose your
family". We can say the same thing about people we work with. If we could choose
co-workers the way we do friends -- What would we look for?

EXAMPLE6 OF ANTICIPATED RESPONSES:

. A buddy - someone to eat lunch with

. I don't know

. Somebody who's experienced on the job

COUNSELOR:

"Certain people are chosen by all of us. We need to know what kind of people
we choose to be with. All of us want to be chosen by others. I've brought a question
sheet to help us find what we look for in people we enjoy being with. We!rie going
to use our own answers to learn more about ourselves."

PROCEDURE:

Counselor distributes question sheets (see attached) and reads all the instruc-
tions with the trainees.

Counselor answers pertinent questions and allows group sufficient time to
complete the sheets. Counselor collects each sheet from each trainee so that con-fidentiality is maintained.

Counselor lists why people are chosen (reasons for first choice) on a black-
board or on a large sheet of :Japer posted on the wall. He lists the reasons why
people are avoided on a second list.

4
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CHOSEN

Examples: - know the job
- heaps you
- really listens to me
- level headed
- smart
- stays calm
- you can rely on him

SUGGESTED QUESTIONS:

AVOIDM

- doesn't know what he's doing
- thinks he's better than everyone else
- can't keep anything to himself
- doesn't care about anyone else
- has no time for anybody
- real "goof off"

1. What kinds of things does everyone seem to be
2. What kinds of behaviors does everyone like to

EXAMPLES OF ANTICIPATED RESPONSES:

Moist of us
2. Many or us

or are too

SUGGESTED

looking for?
avoid?

want someone who'll help us or who shore he cares about us.
don't seem to like people who stay by themselves all the time,
busy or not interested in us.

1. Where do you find yourself in ;As picture?
2. Do you have any of these streecths ("Chosen" column?? Do you have any of

these weaknesses ("Avoided" an)?

(Counselor encourages individuals to estimate their strengths and weaknesses. Members
help each other by stating whether a trainee's self-evaluation in a particular area
is close to the way others evaluate him.)

SUMMARY

"Probably no one of We has all the qualities other people would like us to have
but it is important for each of us to have some qualities others admire if we are
to get along. The first job for each person is to take long look at himself and
with the help of other members of the group, decide what he already has, his
strengths, and what he needs to have to get along with other people."

FOLLOW-UP

Homework -- Each individual lists his strengths and some things he needs to
improve.

Individual. Conferences M 1M The Caanselor reviews his self-evaluation with the
trainee and asks him to select the area he will
start to work on.

. How Can We Help Each Other to Change -- Group suggests ways of helping each
other with specific common problems.

Wit
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QUESTIONNAIRE

Here is a list of all the members of your group. Use the list and
your own ideas to answer the questions below. Your ideas are very
important but not your name. Do not put your name on this paper. The
group will discuss only the reasons and not the names in your answers.
Do not show your answers to anyone.

I would most like to work with:

1.

2.

Because:

Because:

3. Because:
oanwromwornolsomow....ormarront.lommariaar., .101010.0111.111.0.111.101111.11..111.4.1.11.1......111100=16M1/.1.1

If I could not, work with any of them, I would then want to work with:

b.

5.

6.

=0111111..1.1111.11.11.111M.M.1.11111111111100111101101011111010111111

Ail....IrgMNONOM41.10.011.0

Beeause:

Because:

Because:

f11.11.1....t.arams.........s.

s=001.111.110.04111110...111MIMIMIA.11=100111111...51110

On any job the people I avoid are those who

.11001.111.014.01.0.1.60.0614/

-8
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Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Self-Evaluation (Te ti ng)

OBJECTIVES: To develop in each trainee a recognition of how he reacts to a test
situation. To help each trainee plan how he can perform more adequately
in an anxiety provoking situation.

SUGGESTED TIME: Variable. This technique provides information to the trainee whether
it is given at the beginning, middle or end of the, cycle. A taped
recording of the session can be discussed by the group so that they
can hear their reactions.

IMPLEMENTATION:

The counselor will place a sheet of paper and pencil on each desk before the
group meeting. At the start of the group, the counselor will announce that there
will be a test at the end of the period covering all of the previous discussions.
Each is to write how he has been helped and what he has contributed to the group.
The time for the test is 10 minutes. Put the following on the board:

Starts

End:

Remind each to be careful to spell correctly.

EXAMPLES OF ANTICIPATED RESPONSES:

1. Complete silence and withdrawl due to fear in a test situation.
2. The cliques in the group will mumble to each other about the test.
3. Openly expressed anger about the unfairness of the test. Example: "We were

not informed of a test." "This is not a class, we are not supposed to have
tests in group counseling."

COUNSELOR'S STATEMENT:

"This is not a real test. I arranged this so that you could find out how you
act in test situations. What can you learn about yourself from what just happened?"

COUNSELOR'S QUESTIONS:

1. What did you do during this test? Why?
2. Do you remember yourself behaving like this any other time? What was that

like? (job hunting, school test, etc.)
3. How does fear affect your ability in a test? (physical changes, emotional

changes)
4. Where can we expect to be faced with stressful situations like tests? (job

interviews, vocational placement tests, etc.)
5. What kind of plans do we need to make since we know tests are a part of

training and getting jobs?



FOLLOW-UP:

1. Homework - trainees test themselves and each other frequently.

2. Group compars the course of study with the requirements of the job.

3. Counselor shows sample industrial tests.

4. Role play . job interviews

5. Counselor stages a different phony test situation later in the cycle

- 10



Board of Educetion of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Problem.- Solving Behavior

OBJECTIVE: To help tea pees learn how to deal with an evaluation with which they
do not agree.

SUGGESTED TIME:

IMPLEMENTATION:

COONSELORIS QUE

Mideile of Pre-vocational training cycle (after counselor has had
sufficient time to study records)

Preparation . Counselor explores student records to identify
strengths of each trainee in the group. The counselor prepares
individual letters for five trainees indicating that each has
been rejected for being inadequate in an area in which he is
actually adequate or outstanding. Counselor distributes five
letters.

Letter #1 - Skills: Letter states rejection of employment because
of low (20 w. p.m.) typing speed. This letter is to be
given to a trainee who actually types 40 w.p.m.

Letter #2 Academic: Letter states that achievement is poor and
trainee cannot go to Specifics. This letter is to be
given to a trainee with a good achievement record.

L, #3 - Interpersonal Skills: !otter states termination of
job is due to poor relationships with supervisors and
co-workers, This letter is to be given to a trainee
who has good interpersonal relationships with others.

Letter #4 - Attendance: Letter states termination of job is due
to excessive absences. This letter is to be given to
a trainee who has an excellent attendance record.

Letter #5 - Appropriate Dress; Letter states termination of job
is due to dress, after repeated warnings. This
letter is to be given to a trainee who is well-
groomed at all times.

Each trainee in turn reads his letter to the group and has an
opportunity to talk about his reaction.

TION:

1. Mr. X, what would it be like if you received this letter?

EXAMPLES OF ANTICIPATED RESPONSES:
Angry: This is a Het

TheyAre picking on me.

Passives I guess its so if they say so.
They know better than I know how I'm doing.

Confused: I thought I was doing well.
Something is wrong here.

11 Ng



COUNSELOR'S QUESTIONS:

1. How did you feel when you read the letter? Why?
2. Do you think that the statements are true?
3. Does this information differ in any way with your evaluation of yourself

in this area?
4. Is this what you are really like?
5. How can we know what we are really like (strengths, weaknesses)?

(Exploration of self-evaluation in a discussion with the group)

6. Suppose you think this letter is unfair to you. What would you do about
this situation?

7. What would you do if this happened on the job?
8. How can we correct an erroneous impression others have of us?

EXAMPLES OF ANTICIPATED RESPONSES:

Angry: They're a bunch of liars and I'd go
down there and tell them off.

Passive: I'd forget about it.

Realistic: I really feel this is an unfair
evaluation. I know I am good at
this. I guess I'd cp down to the
employment office and ask to see
the results of my test and then
perhaps ask for another test.

SUMMARY

1. If we're not sure of our own abilities we have difficulty explaining
ourselves to others. If we're tha least bit unsure of our best points,
we become angry or upset when someone tells us we don't have them.

Some people are easily defeated - pet very angry and want to strike out
in anger.

3. A realistic approach involves collecting accurate information about
yourself and getting people to consider it.

FOLLOW-UP:

. sessions with different letters for each trainee.

. role-playing in a situation in which the trainee discusses the letter with
his employer.

12 -



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

Letter #1

DATES

Miss Mary Rose
22 Lafayette Place
Brooklyn, N. Y. 11201

Dear Miss Roses

Your rating in our typing test was 20 w.p.m. The accepted

speed is 40 w, p.m.

We regret that we cannot place you in our organization, If

in the future, your speed increases to meet the minimum standard

for junior typist, you may apply at this office for another test.

JP/hf

Sincerely,

Joan Pleasant
Personnel



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAIMING PROGRAM

Letter #2

DATE;

Mr. John Doe
22 Lafayette Place
Brooklyn, N. Y. 11201

Dear Mr. Doe*

Our records indicate that your academic achievement in

this center does not meet the minimum standard for entering the

Specifics.

We regret that we are unable to place you in the Specifics

for typing. Your termination is effective as of March 11, 1967.

GB/hf

- 14 -

Sincerely,

George Stanford
Teacher-in-Charge



Board of Education a the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

Letter #3

OATS:

Mr. Robert James
54 St. Johns Place
Brooklyn, N. Y. 1120!

Dear Mr. James:

We regret to inform you that your services will be terminated

as of March 15, 1967.

It has come to our attention that you were involved in several

conflicts and disputes with your fellow workers and that this critically

interferes with the operation of our plant.

Cooperating relationships among worker is essential in our line

of work. We believe it is in the best interests of employee and

management that your services be terminated at this time.

Kindly report to the personnel office for your final check.

GH/hf

- 15

Sincerely,

George Hinson
Production Manager



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

Mr. Robert Brown
54 St. Johns Place
Brooklyn, N. Y. 11201

Letter #4

DATE t

Dear Mr. Browns

Please note that your absentee record to date indicates a total

of 34 days.

The Brand Production Company understands the necessity for

absences due to extenuating circumstances; however, your record far

exceeds the maximum number of dats allowed for illness and personal

business.

Under the circumstances, we must ask you to terminate your

services as of the 30th of this month.

We regret the necessity of this action in that your work record

appears satisfactory; however, the management feels they can no

longer maintain your position on the payroll.

16

Sincerely,

George Jensen
Assistant Manager



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

Letter #5

DATE:

Miss Jessie Byrd
22 Lafayette Place
Brooklyn, N. Y. 11201

Dear Miss Byrd:

This is to inform you that your services as receptionist will

be terminated as of March 13, 1967;

The Windsor Company requires a minimum standard of grooming

for the receptionist and typing staff, a standard which, according

to our records, you have failed to meet.

Mrs. Shallow informs me that this matter has been discussed with

you on repeated occasions, and that you have made no effort to improve

in this area. I refer you to the "Windsor Handbook of Good Grooming"

which you, no doubt received, during the first week of your orientation.

Kindly report to the personnel office on the 8th floor for your

final check.

ML/hf

17 -

Sincerely,

Marjorie Lord
Personnel Director



BOARD OF EDUCATION OF TM CITY OF NEW YORK
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEM: Self-Defeating Behavior in a Job Setting.

OBJECTIVE: To help develop understanding and attitudes for better
interpersonal relations on a job.

SUGGESTED TIME AND USE: Two sessions near beginning or middle of cycle.

1142LEMENTATION: Case History Presentation (oral) and Rolm Playing.

METHOD: Counselor statee: A fellow in one of my other groups told the

group that he walked out on a good job the other day. Conditions were

pleasant and easy, the pay nice ee but when his employer one day said,

""Boy. Take this package over to the Shipping Departments el he saw red.

He shouted, "No one talks to me like that. I qpitl" and he slammed the

door.

TI: What do you think about what happened?

Encourage discussion of feelings and thinking about what happened.

EXAMPLES OP ANTICIPATED RESPONSES:

1. "I once quit a job when a boss insulted me. I take no
guff from anyone."

2. RI would say, my name is Andrew, not 'Bo 1."
3. "Maybe it the way you dressed and acted."
4, "Talk it over with the boss ee let himlaeme haw you feel."
5. "Ask him why he treats you like this?n
6. "There's an.ad in the subway that says, 'Boy is what you'll

be called the rest of your life if you don't get an education."
7. "My boss told me my work wasn't good enough, so I quit."
8. "lo one is ever going to talk down to me and get away with it.

I'd fight and show him."
9. "You're already in a 1-down position with an employer, so

you might as well compromise."

EXAMPLES quimarok, (Avoid nyeen and "non questions.)

1. How did you feel when you are ca/ led 4Boy"?
2. What does being called "Boy" mean to you?
3. What do you think it meant to the employer?
4. Haw do you judge an exmployor's attitude toward you?
5. How would you explain to the employer haw you felt and what

his remark meant to you?
6. Why is it not wise to jeopardize a good job just because

of one incident? What things should be tar en into consideration?

.18-
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V

ANTICIPATED RESPONSES:

1. "Everyone has a right to pride."
2. "No one has a right to talk down to you."
3. "If someone insults you -- that's it."

MORE pivariumml (To indirectly lead to attitudinal change.)

1. Is there a difference between healthy and unhealthy pride?
2. Why is it important to talk things over?
3. How many of you find it hard to talk things over when you

feel hurt?
4. Is life always fair? 100%?
5. We understand a situation better if we are sensitive to the

other person's needs as well as our own. Why?
6. Why is compromise necessary sometime?

EXAMPLES OP ANTICIPATED RESPONSES:

1. "If you know your own self-worthl no one can down you."
2. "If you're educated, you won't need to have a. menial job."
3. "If you act with dignity, no one will, treat you with disrespect."

RELEVANT T That may arise

. Racial Prejudice - stereotyped images of people, education,
and respect.
Row to explain oneself without getting angry.
How to leave a job in order to get a better one.
What if you have to leave a job because employer is hard to
get-alongewith?

FOLLOW -ASP TOPICS .COUNSELOR COULD BRING UP DURING NUT SESSION:

How to get a good reference if one has to leave a job.
Haw to develop self- confidence through understanding other
people.
How to disagree amicably.
How to press your point and still remain friends.
Self-cnfidence through responsibility and competence.
How to influence others.

-19.



Board of Education of the City of New York

MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Self-Defeating Behavior - Self-Evaluation (Illness)

OBJECTIVE: To help develop insight into trainee use of illness .as a

self-defeating tactic and skills to cope with attendant problems

COUNSELOR . TO - GROUP:

POSSIBLE

METHOD - Today, I would like to bring before you, a situation about
a student in another group. Maybe you can come up with helpful ways
for him to handle his problem. I am passing around a written summary
so you can each read it before you discuss it.

John reported to his group that he was very upset, since his wife
has again been getting fainting spells and also spells of depression.
When this happens, she either stays in bed most of the day or spends
hours on end looking at TV, completely neglectieg their three small
children and the housework. John states he feels very sorry for
her and does everything, including ironing the girls' dresses and
the shopping and cleaning and cooking. He has already lost one
job because of this, and is now extremely upset, because if he
stays home for her, he will lost out in the program. The doctors
have found nothing physically wrong with her. She saw a psychiatrist
last year for a while, but that didn't help.

John is very quiet, gentle type of person, who states he has a
happy marriage and feels his wife is affectionate and loves him
because she is always asking "Do you love me?"

QUESTIONS:

1. Have you ever come across omething similar? What was i
like? Why does John's wife behave this way?

2. What is your reaction to this story?
3. Is John the strong one because he does all the housework

3n addition to working on a job? Why?
4. How does John feel?
5. Can fainting be a "cop-out" - just like running away from

a responsib4liey? How can you tell?
6. Is John helping her stay sick by catering to her illness?
7. Are there quiet ways of dominating? Is h4s wife really

bossing him?
S. What do you think would happen if John refused to take over

her responsibi:ities?
9. What would you dc if you had a wife or relative like that?

- 20 -



ANTICIPATED RESPONSES:

Trainees should recognize the use of illness as a tactic by John's
wife as well as people they know. Trainees may recognize their own
use of illness as a "cop out" inAaking tests, making a decision,
learning difficult skills. They may draw eet of their own experience
effective ways of dealing with this in others as well as themselves.

FOLLOW-UP:

Present to the Grou the Solution John Acu/2111.Chose:

John reported the next day, that discussing this problem
in the group and with counselor individually was the best
thing that ever happened to him. When he suggested to his
wife that her illness was under HER CONTROL, that she can
decide to be ill or not, and that he is no longer going
to Jeopardize his future Job by taking over for her when
she is well enough to look at TV all daffy she replied, "I
promise never to be sick any more." Several weeks later
John reported a much better relationship with his wife,
who is now concerned with his feelings and needs for the
first time in their seven year marriage, and as things
look now, she is over her fainting spells.

1, What do you think of John's direct approach?
2. What other approaches might he have taken?
3. What are the possible consequences of each?
4. How can you tell which approach is best?
5. Apply the same pattern to other work related situations:

a) using illness as an excuse for poor work
b) using illness to avoid unpleasant work
c) using illness to avoid difficult work
d) using illness to throw the burden on your work partner
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Board of Education of the City of dew York
Manpower Development Training Program

THEME: Self.Defeating Behavior (relating to attendance)

OBJECTIVES: To develop a more positive attitude towards attendance

through the exploration of feelings of why people tend

to be late and/or absent, and their impact on job

relationships.

SUGGESTED TIME FOR USE: Shortly after group has formed. (2 . 3 weeks).

IMPLEMENTATION AND METHOD: The counselor will distribute ard read with the

group any of the following vignettes.

#1. ATTENDANCE AND RESPONSE TO AUTHORITY

George Bane stopped by to visit Miss Calen, the counselor.

"Everything was just fine," he said, quite cheerfully. In the course

of his warm and friendly conversation, he mentioned that he had been

absent one day last week. Miss Calen asked, "Why?"

"I guess I was just too lazy to return in t;me, " he said.

"Can't agree," Miss Calen said shaking her head, "A man who works

weekends and evenings to continue school and support his family isn't lazy."

It was then that Mr. Dane remembered that the day before his

absence, his teacher, Mrs. Bridge, had warned him that he could not be

absent one more time. He recognized the connection and questioned why he

would have done this.

"I guess it's just rebellion," he said, "no one can tell me what

to do."

- 22 -



#2. ATTENDANCE

THE CHRONIC LATE-COMER:

It's been a problem all my life.

I've lost jobs because of it.

The boss iiked me .. but they just couldn't keep me on.

I remembered how angry my teacher always was in elementary

(of High 3chool) when I came to school late.

After awhile I stopped coming.

#3. ATTENDANCE AND FEELINGS ABOUT THE JOB

Ism usually on time. No hang-ups.

I can't stand people who keep me waiting.

But I had a job once -. that I really hated -- I felt

so useless there. It was so dull. And I never, but never came on time.

I even tried getting up early -- but something always seemed to make me

late to work. I couldn't quit the job .. cause at the time I needed the

money. They fired me anyway.

23



#4. "WHY CALL?"

On my last job I worked in the office. It was an O.K. job.

No great shakes. I was only there two weeks when my babysitter left me

to go back home. Her uncle had died. I had to stay home with the baby.

I didnIt bother to call the office to say that I was going to be out. When

I got back to work the job was filled.

These Vignettes may be utilized to initiate

1. open -ended discmssion

2. a buzz group

3. a role-play

Following any one of these activities, the counselor will

ask any or all of the suggested questions.

1. What's going on in this situation?

2. Why do people behave this way?

3. How should he (she) have handled it?

4. How would you have handled it?

5. Sometimes we hear the expression, "self.defeating

behavior". Was this person (these persons) defeating

themselvesl Why?

6. Why do you thitak he (she) acted as they did?

7. Are there any other alternatives?

8. What are the possible consequences of each alternative?

9. If you were the boss or teacher what would you have done?

Why?
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EXAMPLES OF ANTICIPATED RESPONSES:

1. Some trainees may react negatively and reject the

concept of, "self-defeating behavior", by labeling

the prcblem as being outside of themselves.

2. Some trainees may identify closely with these

situations, realizing that this has happened to them.

3. Some trainees may' react negatively by refusing to view

objectively their responsibility in a job on learning

situations.

4. Some trainees may gain insight as to their

responsibilities both to themselves and their job

on learning situations.

FOLLOW-UP:

The counselor may initiate discussion or role-play exploring

how people sometimes "sabotage" themselves in other ways through absence,

belligerence, insubordination, failure to study, etc.
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THEME:

Bawd of Education of The City of New York

MANPOWER DEVELOPMENT TRAINING PROGRAM

impulsivity .. Developing tolerance for the demands of
organizations

OBJECTIVE: To develop rational rather than impulsive ways in which
trainees can respond to disturbing written communications
from organizations.

SUGGESTED USE: At the beginning of the cycle

IMPLEMENTATION: Each trainee in group receives a sealed letter (see
attached letter) with his name and home address on it.
The letter comes from New York State Employment Service
asking the trainee to provide Mr. Volin, of the training
allowance unit, with certain information.

Prior to passing out of envelopes, counselors says to group:
"Make believe that you wake up tomorrow morning, eat break-
fast, wash up, get dressed and leave the house on the way to
school. You stop off at your mailbox and you find this
letter waiting for yourself."

§,AELTELI:IUMTIONS TO GROUP

1. How do you feel about receiving mail? Why?
2. What are your first feelings before opening the

letter? Why?

The group is then asked to open their letters and read them.

SUGGESTELMEMITLIEL

1. What will you do? Why?
2. What will you not do? Why?
3. What is your feeling toward New York State Employment

Service?
4. How will your feelings tor/lards the Employment Service

influence your behavior?
5. What is your general feeling about receiving mail from

agencies? Why?
6. How have your general feelings influenced your behavior?
7. What alternatives do you have? What are the consequences

of each?
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EXAMPLES OF EXPECTED RESPONSES:

Trainees may act passively, impulsively or hostilely.
They may put the letter away and say that they will
respond when they have time, they may gb to the employment
office and deal directly rather than coming to school and
mailing to the employment service the information requested,
or they may tear the letter up and raise a fuss about having
their checks delayed. It is also possible that they will
behave appropriately by doing what the letter suggests. It
is my feeling that most trainees will act impulsively.

FOLLOW-UP:

Counselors may want to follow-up either individually or in
groups with passive, impulsive or hostile reactions of traineesas self-defeating behavior in other contexts:

1. In reacting to failure to learn
2. In reacting to directions from a school aide
3. In reacting to a change in training plan or schedule
4. In reacting to criticism by a teacher
5. In reacting to criticism by a fellow trainee
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NEW YORK STATE DEPARTMENT OF LABOR

SS#

Courses

Starting Date:

LOCAL INSURANCE OFFICE 514
Training Allowance Unit
1841 Broadway
New York, N. Y. 10023

Dear Trainee:

will be
Your Training Allowance payments are being delayed pending receipt of the

item(s) checked below.

Please return this letter and the requested documents in the enclosed
postage-free envelope.

( ) Your Birth Certificate or other proof of age.

Birth Certificate of your

( ) Your Social Security Card or your Unemployment Insurance Book.

( ) Copy of your last Income Tax Return.

( ) Verification of employment.

( ) Other

Very truly yours,

Saul Volin
Manager
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BOARD OF EDUCATION OP THE CITY OF mur YORK
MANPOWER DEVELOPMENT TRAINING PROGRAM

mu: Developing Skills in Handling a Job Interview.

ffaing1: To explore feelings which may develop during a job interview,
and to help the trainee learn effective behavior during
the interview.

LgE§TIMJUGM tNDUs'Eb« Two weeks before completion of Specific training.

imuuma The counselor suggests that the trainees role play a job

interview. The role play will demonstrate how kw! the interviewer and

the applicant behave.

99.02102LELAWiLT: An office manager or foreman has only one job to

fill. He has three applicants for the job. Let's find out which one he

will choose and why.

The counselor selects a job title and duties fran the M.T.I. Manual and

asks for volunteers to play the roles of the employer and the three ap-

plicants. To make the situation realistic each applicant will be supplied

with individual instructions as to how he should behave.

I. Act as if you don't care - angry.
2. You have been looking for two months and you

feel you have to get this job. (act an
worried) .

3. Be yourself - act natural; behave as you think
you will in a real interview.

4. You really don't want this job but you're tired
of looking - act beaten down, defeated; "I'll
take anythine.
You would like the job but you're afraid you
won't get it. Act nervous; no eelfeonfideme,
You just finished training for this work at
Manpower, but you'$e never worked before -
(Act inexperienced; as though you don't know
what you have to do in an interview.)

7. You Just want a part-time job so that you can
stay in the Manpower Program. - (Try to get a
job for only three hours a day.)



Counselor distributes three instructions in separate envelopes to etch of

three trainees who volunteer to apply for the job.

MIRWRI'12a2Mt "Read the instructions about how you are to act

during the interview but don't tell anyone what yourinstructions are.

While the trainess are reading instructions, the counselor should inform

the trainee who will be the employer to spend three minutes on the three

interviews and to act the way he thinks an employer would act. After the

laterviews he names his choice. He will be asked to give his reasons for

it later.

MUZijiagLaLAX4En: "As you watch the interviews, think about which one
of the applicants you would hire if you were the employer? Why?

What do you think about this employer?
What was he interested in?
Did he make a wise choice?
Why do you think he decided not to take the other two?

EMCILZ P30...9112§!,

CratlIMA2:

Applicant #1 looked bored -
Applicant #2 looked nervous
Applicant #3 didn't seem to
time.

he was sitting all crumpled up.
- he kept lighting up cigarettes.
want the job - he was just wasting

"Let's find out how the employer made his decision".

C SPEW.MK OP UR:

ItLEMQLS:

1 selected applicant because he

really wants to wock.
I didn't pick him.; Be didn't have enough

got the feeling that he would. quit the
first week's pay.

acted like he

energy to do the job.
job after he got his

What do you think of his reasons?
What does the employer look for?
What does the employee look for?
How can we show interest in a job during an interview?
Haw can we show confidence in a job during an interview?
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Have trainees summarize what they have learned after discussion of ways to
communicate interest, confidence, and experience in job interviews.

gAtog:
1. The way we feel about the job - or the interview is

often communicated to the interview%
4. Sometimes when person feels worried, he tries to

cover it up by acting disinterested or angry.
The employer can interpret your worried behavior
as disinterest in the job.

.3. The attitude of the applicant affects the attitude
of the employer.

4. If the employer feels that the person doesott
want the job, he may not want to hire htn.

5. Even though a person may have ail the quali-
fications for the job, he may not get it because
of the way he acts during the interview.

31 -

i



Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Reaction to Agency Policy

OBJECTIVES: Learning how to deal with anger and frustrations resulting from agency
policy; improving skills in working effectively with rejection

SUGGESTED TIME: Pre-Vocatioral Phase (Group should have experience role-playing.)

IMPLEMENTATION: Counselor will distribute letters from the Department of Welfare.
Some letters will indicate approval of requests for supplementary
assistance and others will be letters disapproving the application.

(See attached samples)

COUNSELOR:

"Pretend each of you has applied for supplementary assistance from the Dept. of
Welfare because your allowance is so small that you may not be able to stay in the
program. I am going to give each of you a letter of reply from the Dept. of Welfare."

(Allow group sufficient time to read and understand the letters)

I. "What do you think about your letter?"
2. "How does the letter make you feel?"

EXAMPLES OF ANTICIPATED RESPONSES:

1. "Now I know I am getting some money at last."
2. "Only $20.00 a month? Cheapskate."
3. "What do you mean only $20.00? I am not getting anything."
1+. "How come you and not me?"
5. "Why do they give to solee and not to others?"
6. "It'isn't fairs"

COUNSELOR:

"It seems that not everyone received the same letter.. Some people are going to
get assistance and others are not."

1. "What do you this is going on ?,"
2. "What happens now?"
3. "Where does this letter leave Leg,

EXAMPLES OF ANTICIPATED RESPONSES:

1. "You can't fight City Hell!"
2. "Well, I would Want to know why I wasn't accepted. I would like to find out."
3. "I would go down to see the caseworker and ask him what it is all about.

Maybe it can be changed."
4. "Sometimes caseworkers are prejudiced. You never know."
5. "Maybe there are some papers you can bring to prove that you need the money."

COUNSELOR:

"Some of you are saying you would try to do something about it -- that maybe
more information is needed or maybe the caseworker is prejudiced. But you think you
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need to find out about it and work on it. While others are saying that nothing can
be done about it. Why do you suppose some people are thinking of something to do
and others think nothing can help?"

EXAMPLES OF ANTICIPATED RESPONSES:

1. "Cause they are mad. When you get very anger you can't think."
2. "You just want to do something to someone, get back at someone."

SUMMARY:

Counselor assists group to develop the following ideas:

. Dealing with large agencies can often be frustrating

. Sometimes when we are very angry we can't think where to turn and what to do

. We have a right to be angry but we also need to figure out where to go from
there

. Hating doesn't help us

. We have to decide what to do and where to get help

FOLLOW-UP:

1. Trainees who need additional help in working with the Department of Welfare
should be referred to the Social Worker.

2. If many trainees are having difficulty living on their allowances, additional
information about supplementary assistance, qualifications, etc. should be
presented to the group.



DEPARTMENT OF WELFARE
330 Jay Street

Brooklyn, N. Y.

Letter #1

Unit 082

Department of Welfare
Brooklyn Cent.ir

DATE

Case #754026
NAME

Dear Sir/Madam:

This is to inform you that your application for supplementary

assistance has been accepted. You will receive a semi-monthly check

of $10.00.

HJ/hf

Harry Jones
Caseworker



DEPARTMENT OF WELFARE
330 Jay Street

Brooklyn, N. Y.

Letter #2

Unit 082
Department of Welfare
Brooklyn Center

DATE:

Case #754026
NAME

Dear Sir/Madam:

This is to inform you that your application for supplementary

assistance has been denied.

HJ/hf

- 35 -
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Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEMES: Reaction to Agency Procedures
Developing Skills in the Use of Resources

OBJECTIVE: To confront the newly enrolled trainee with a real problem he faces
during his training and to help him begin planning.

SUGGESTED TIME: Beginning of Broad Area Cycle

IMPLEMENTATION:

Counselor distributes letter describing allowance procedures to all newly
enrolled trainees in the group. (see attached letter)

COUNSELOR'S QUESTIONS:

1. Is this something you knew about?
2. What questions do you have about this?
3. How does this affect you?
4. What do you think about the situation?
5. What plans do you need to make?

EXAMPLES OF ANTICIPATED RESPONSES:

"I can hardly manage on this allowance even if it weren't late:"
"Why can't they hire more clerical workers?"
"I guess I'll try to put away a little bit every week."
"I'll try to look for a part-time job."
"I'd better let my wife know about this."

COUNSELOR:

Counselor encourages group members to express their anger and to state all
the problems they anticipate as a result of these procedures. (Silent members
who may be unable to express or work on these problems in a group should be scheduled
for individual counseling later) After the group states most problems, the counselor
guides the discussion to a consideration of what choices trainees have in dealing
with such a situation. Experienced members of the group should be asked to help
others by reporting how they handle their money problems. The services of the
social worker and the Department of Welfare should be explained. The delays occasioned
by absences, incomplete addresses (apartment, floor), missing name from mail box, use
of wrong social security number, etc. should be included in the discussion.

FOLLOW-UP:

1. Necessity for regular attendance and recording all checks received

2. Budgeting ideas contributed by group members

3. Family spending plans

4. Handling frustrations and anger

5. Scheduling individual conferences to help trainees who need it
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NEW YORK STATE EMPLOYMENT SERVICE
MANPOWER ALLOWANCE UNIT

1841 Broadway, New York, N. Y.

DATE:

Dear New Trainee:

Your request for allowance has been granted. However, there will be
a two to three week waiting period before you will begin to receive your
checks regularly. You will be in Broad Area training for 11 to 16 weeks.
At the end of this period, you will be transferred to a specific area of

training according to your vocational choice. During this transfer period,
there will be another delay of two to three weeks before you will receive

your allowance checks again on a regular weekly schedule.

Due to the large number of trainees
requesting allowances, there is a

lot of clerical work involved in processing the necessary papers. There will
be occasional delays in processing your 952 forms when there are holidays or
staff problems in our offices

We would appreciate
your cooperation and patience in these matters.

MM/hf

-37-
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Mr. Mann, Supervisor
Manpower Allowance Unit



Board of Education of The City of New York

MANPOWER DEVELOPMENT TRAINING ,PROGRAM

THEME: Decision Making - Evaluating a job in relation to
one's values, abilities, etc.

OBJECTIVESi Determining reasonable job expectations within limits of
values, abilities, interests, scope of training and re.
quirements of jobs.

suggigulei AND USE

Beginning group (spetific phase) - to stimulate planning.

IMPLEMENTATION:

METHOD:

SCENE:

Tape-Recording from a script.

Listening to the tape and when listing in order of
importance the jab requirements of each trainee after
eiscussien.

Job Information Bulletin Board outside Guidance Office
of Manpower Center. Waiting for interviews with
Employment Service Placement Counselor, are a group of
trainees for Maintenance Men who will now be leaving
training after 30 weeks.

Alt Man, when you see all them jobs on the Board, its hard to
figure out which is the right one.

BILL: I wish I could figure out which would be the one that's
really right for me but there's too many.

AL: I know this one here ain't the one .. Department of
Sanitation - you know what that is -- Garbage Man

How come you have to take a test for it? Anybody can
dump garbage cans into a truck.

BILL: It looks like I could pass the test from what it says
here . but who wants to -' but $104. a week to starts

LEN: Here's the one for me. "Assistant to Managelr-Maintenance
Company Real Opportunity for Advancement" There's where
the action is.

38
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AL: Give me the money. You can have the "opportunity."

BILL: I know one garbage man. He's retired now and gets
half-pay and he's 41 years old.

LEN; Maybe I wouldn't mind being called Garbage Man if I
could retire early and start my own company. But
man I might be old and tired by then too.,

BILL3 Yeah Man. But maybe you'd want to keep taking tests
to advance yourself and you wouldn't want to retire.

LEN: With my family - I got 4 kids - maybe this "Housing
Authority Maintenance Man" is just "Mr. Right."

AL: But look at that alta.

LEN: But look at that aryaltent man.

AL: I wish they'd give us more chances to figure out
what's the best deal around here.

LEN: Yeah. Oh, here's the. Placement Man) may

* * * * * * * * * * *

POSSIBLE mganavuT BY COUNSELOR TO STIMULATE RESPONSES:

How do you feel now that you have heard a group of trainees who
are about 6 to 8 weeks "ahead of you?"

Do you feel that they are ready for an important choice? Why?
Why not?

Is there anything we can do here now so that our choices might
be clearer and in that way easier?

EXAMPLES OF EXPECTED RESPONSES:

How come those guys haven't had a chance to figure out the
right job?

Even if they had the chance, how can you be sure which is
right?

that is the one thing I should look for in a job?

Who can help me pick out the right one and then do Agmttila
about it?

4.11.1.*

FOLLOW-UP t

Distribution of Job Information - e.g. Test Announcements and
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and Requirements, etc. Trainees make a comparison of these
evaluations given by Shop and Basic Education instructors and
their own estimates. These could then be used in group or
individual counseling to prepare for the decision to be made
6 weeks hence.

CHECKLIST OF MOST IMPORTANT THINGS IN A JOB FOR ME

Put (1) next to the tuLtimarlIat, (2) next to Next Most_ITErtant, etc.

gkills required

security ("lay-off proof", retirement, etc.)

money (starting salary, top salary, Chance for Advancement)

Prestige

Independence eing your "Own 11*!)s" after a tima)

Owning the Business

Using Job as stepping-stone (Using it to maintain self
while preparing for something else)

Job conditions (hours, vacations, sick leave, fringe benefits,
physical demands, temperature, humidty, noise-vibration,
hazards, fumed-odors, etc.)
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BOARD OF EDUCATION OF Ti E CITY OF NEW YORK
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Learning to Adapt to Change.

OBJECTIVE: To explore reactions and behavior during change situations.
To rela!A this to change of shifts or departments in the
job situation. To develop a coping point of view in deal-
ing with change.

TIME:, Middle or end of Cycle - One Week.

METHOD AND IMPLEMENTATION: Each trainee in the group receives a circular

announcing a change in Manpower Centers and instructions for traveling

to the new center, (See attached circulars.) The counselor can explore

feelings and anxieties relating to change.

METHOD: Counselor hands out circular to each trainee.

COUNSELOR STATEMENT; I've got some instructions for you. Just pass it
around to each one.

Allow trainees to react to notice of change.
(approx. 3 minutes) .

ossmalmingin: Any questions?

EXPECTED RESPONSES:

Anxious - This is awful. I don't know haw to get there.
Why do we have to move? I like it here.
Why do they have to Mx the building while I'm here?

Negative- Forget iti
They can just forget about me - I'm not going!

Counselor and group explore anxieties.

COUNSELOR STATEMENT: What's wrong, you seem, to be annoyed?

Rupsigmnsmiuggi I don't like to move - I om camfortable here.
Now do you know who they've got over there.
I didn't plan on going to another place.

pOULISEISSONL: If things change rather euddei, we
tend to be upset about it. I wonder why?



EXPECTED RESPONSES: You know were you are now. You don't know what ,
things are like where you are going. You get use(d)

to a place - you know everybody. You have to worry

about starting all over again.

COUNSELOR STATEMENT: When we have to change a place of work . etart a new

job, we begin to think about all the problems we may have to encounter -

all the unknowns. (Meeting new people - haw will they like us . hoerwill

we like them. Finding the comfortable places tceiienii, and esi, etc.)

This is perfectly natural - human beings do not like to change . particularly

when they have adapted to the present place. Can you think of a work

situation where you might suddenly have to change.

EXPECTED RESPONSES:

1. A nurse who has to move to another ward after she has
adapted to her present one.

2. An office worker who has to move to another unit.
3. A machine operatorldue has to transfer to another plant. .

4. An elevator operator who is laid off because of automation.

COUNSELOR STATEMENT. In other words, there are soma situations where we
may have to change - not out of choice. How do we

(Leal with it?

=gyp RESPONSES:

1. Pet be miserable -but I'd go.
2. 1 want the job . I have no choice M. I'd go.
3. We more important that I work at this job . I'll stay

with it,

COUNSEIDR:

1. Encourage group to think about what is important to consider
about many different situations involving change and to
suggest ways of controlling feelings (panic, fear, anger)

so that was do not act on these feelings.
2. Have group meMbers summarize what thery have learned about

change.
a. Most of us get upset when we have to face change .

particularly when we havenTt made the choice.
b. One reason we get upset is that we fear failure.

We have to reaccese our own abilities to see if we
can be effective on the new job.



c. We fear the unknown or the action it takes to adjust
to a new situation once we are comfortable in the pre.
sent one.

d. Once we know why we're upset, we can better accept the
new situation.

e, The fact that we want the job or training helps us to
accept thei change.

FOLLOW -UP DISCUSSIONS:

1. The role of choice in a change situation,
2. The consWeration of needs in a change situation.
3. The rolirbelf-confidence in a change situation,

-43-
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BOARD OF EDUCATION OF THE CITY OF NEW YORK
MANPOWER DEVELOPMENT TRAININC PROGRAM

CIRCULAR #52

July 18, 1967

TO: ALL STAFF MEMBPRS.

FROM: MR. MANN, TEACHER IN CHARGE.

RE: CLOSING OF BUILDING

The entire building will be closed for repairs as of tomorrow.
Report to:

Williamsburg Adult Training Center

34 Arion Place
Brooklyn, New York

See attached circular for trevelirtg instructions.

Mr. Mann
Teacher in Charge
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Williameburgh Adult Training Centfa.
35 Arion Place
Brooklyn, N.Y. 11206

INCUMIZAV2LONMINS:

Broadway-Drooklyn Line, nyrtle Avenue Station
or

Oil' fOrtle Avenue Ell Broadway Station

Eastern Parkway/Broadway Junction Station on IND Line
is a change-over point to the rnT

V OOOOOOOOOOOO

New York City Adult Training Center
45 Rivington Street
New York,N.Y.

&I:bus to Brooklyn Bridge; transfer to bus ma:bridge:
Get off at last stop.

IND - "I)" Train, Second Avenue Station

OW- Broadway-Brooklyn Line. Get off at flowery Station

TAT . Lexington Avenue Local, Spring Street Station

PAdAtnhattan Adult Training Center
212 West 120th Street
New York,N.Y. 10029

.....EMTRAVGINLSRUM0111:

IND - "D" Train, 125th Street Station (This stop is closer
to the school.)

IRT -.Broadway7th Avenue Line, 125th Street Ott Lenox Avenue)
Station

Harlem Adult Training Center
132 West 125th Street

, New York, N.Y. 10027

NagglalEgg0220.2
IND - Train, 125th Street Station (This stop is closer

to the school.)

xaT . Broadway - 7th Avenue Line 125th Street (&Lenox Avenue
Station

V 110 OOOOO 0*-

Jamaica Adult Training Center
150-14 Jamaica Avenue
Jamaica, New York

IRAMMLINELEVALT:
IND -"E" or "P" Train, Parsons nlvd. Station or Sutphin Blvd.

-45 - Station.



Board of Education of the City of New York

MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Learning to Adjust to Change

OBJECTIVE: To assist the individual to learn to adapt to new situations involving
superiors and peers; to confront the group with problem situations
which will develop their capacities to deal with ...char.m. successfully.

SUGGESTED TIME AND USE: Middle and ending groups. This material may be used with
groups which have developed some cohesiveness and some
skill in problem solving.

IMPLEMENTATION:

Method I - In the use of the first method, the counselor will cite a case study to
elaTITit inner feelings of group members concerning their self.worthq

John has been working for the same company for two years. He enjoys his work; likes
the people on the job and is receiving a reasonable salary. John has been employed
in the capacity of an office worker performing such duties as filing, answering
incoming telephone calls, and typing correspondence. One morning John is called
into the office by his supervisor. John was given the following direction:

',Boy, I want you to finish the filing I gave you yesterday. I have
some new work I want to give you.'"

The counselor will lead a discussion involving trainee reactions.

SUGGESTED QUESTIONS:

1. t4listi s .gol p on tiocol
2. Hew ft ft!that a man is called "Boy "?
3. What will happen now?
4. Could you see this as actually happening to you?

ANTICIPATED RESPONSES:

1. I would quits
2. Anger at the supervisor
3. Acceptance of the situation
4. Feeling depressed, inadequate

FOLLOW-UP:

1. Now do you decide what to do in a new situation? (first reaction vs. thoughtful
reaction)

2. Exposure of alternative ways of handling this situation
3. How do we understand the supervisor's behavior?
4. Making plans, decisions while uncomfortable

Method II - Bill began a new job in an insurance firm. He would be working direetty
uNaF-rs; supervisiton of the office manager. The first day Bill arrives at work
and finds himself the center of the office where everyone is involved in his
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own work. After a period of five minutes his supervisor approaches him and asks
"Why are you standing there doing nothing? You know you were to report to me."In the course of the day, Bill notices that the other employees look at him,but have not approached him to engage in conversation.

SUGGESTED QUESTIONS:

1. How would Bill feel? Why?
2. What will Bill probably do?
3. What happens to a newcomer?
4. Is there any way to change such a situation?

ANTICIPATED RESPONSES: Responses may follow the feelingso

I. I would leave
2. Anger at the people involved
3. Questioning the realness of the situation
4. Consideration of feelings of asserting oneself in a new situation
5. Consideration of ability of each to socialize and to deal with "unfriendly

people".

FOLLOW-UP;

1. How do you make out working with individuals in a superior position? With
co-workers? Why?

2. Why do people form groups or cliques at work?

3. Could you see any alternative ways of coping with Billt,s situation?

4. If necessary, plan to direct group activities toward additional consideration
of situations involving change.
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Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

THEME: Developing Tolerance for the Demands of Work and of Organizations

OBJECTIVE: To prepare trainees to deal with one kind of personnel policy relating to
the hiring of minority group members

SUGGESTED TIME AND USE: Toward the end of Specific training. This material can be
used in a group which has already dealt with prejudice.

IMPLEMENTATION: Present the "behind- the - scenes" meeting of a Personnel Manager and
Department Unit Head in a large company. The dialogue is read to the group or tape
recorded.

P.M.: Mr. Smith, I advertised for that stenographer you requested for your Department
Unit and I have two top candidates you can interview today.

Mr. S.: I hope that they are both Negro because, as you know, company policy is aimed
toward getting more integrated departments and it has come to my attention that
my department is lacking in this.

P.M.: Both candidates are qualified but one is white, while the other is Negro. The
white girl's steno and typing speed are somewhat better, while the Negro girl
seems to have a more engaging personality.

Mr. S.: I'll take the Negro girl. No interview necessary.

(Individuals not members of the minorit,/ group might have emphasized to them that the
opposite situation in a company is entirely possible.)

SUGGESTED QUESTIONS:
Vhatcicrink about what 1.1ppened?

2. Are parse inel policies "fair"?
3. Can you see yourself in this situation?
4. What do you think will happen now?

EXAMPLES OF ANTICIPATED RESPONSES:

T7-75-WrIflTliaFTRT17776,al-This.
2. She was not accepted entirely on her merit. She (Negro) is getting better treatment

since the company policy is aimed at helping Negroes.
7 Her co-workers might feel that she is getting special consideration and give her a

hard time. Also, she might be the first minority group member there. In addition,
she might have to prove herself.

4. She probably will get along ("She has an engaging personality").
5. I think the white girl is being treated unfairly.
6. This is a good policy because

ner/. levessworminowo

FOLLOW -UP:

1. How can you learn or 'test" the policy or reputation of a company in relation to
minorities? In relation to whites?

2. How does policy affect the worker? (working conditions, promotions, etc.1
3. What choices do you have and how do you decide what is the best Oen to follow?
4. Schedule individual conferences for trainees who need to change attitudes and cannot

deal with the subject of race in a group.
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THEME: Developing tolerance for the demands of the place of employment and the job

OBJECTIVE: To help trainees learn how to cope with authority figures at work and
to explore alternatives in dealing with threatening authority figures.

SUGGESTED TIME: Middle or Ending groups (Nursing - L.P.N.)

IMPLEMENTATION: The group session can be developed through two methods:

(1) Anecdote - followed by (2) role-phiying

The counselor reads the vignette to identify trainee attitudes about authority
figures.

COUNSELOR'S STATEMENT:

"I'm going to tell you about a nurse trainee who was quite upset by what happened
to her on the job. As you're listening to it, see if you can figure out whet went
wrong."

ANECDOTE

Trainee I:. "There was excitement at the hospital this week.'
Trainee 2: "What heppened?9
Trainee 1: "Well, there I was getting the nipple to feed the baby I was supposed to

take care of when this nurse supervisor comes up to me out of nowhere
and says, 'what are you taking that nipple for?' She actually tried
to pull it right out of my handL She said, 'I'm the supervisor here'.
Who was she anyway? She wasn't even on that section before. I knew
what I was doing. I read the doctor's orders on the chart1 But she
wouldn't stop. I told her I wasn't going to talk to her - she could
go see my instructor. I tried to walk away from her and she grabbed
me by the arm. I don't allow anyone to touch me that wayt

Well, she went and complained about me to my instructor. If I didn't
have my hands full, I would have hit her .0

COUNSELOR'S. QUESTION:

1. Whet do you think about what happened?

EXAMPLES OF ANTICIPATED RESPONSES:

829EV I would have done the same think. I don't like people pushing me
around.

Passive: I wouldn't have answered at all. I would have tried to get away.

COUNSELOR'S QUESTIONS:

1. What do you think the supervisor was trying to do? Why?
2. Can you figure out why she grabbed the trainee's arm?
3. What do you think is the reason this happened?
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COUNSELOR: ''`Let's role play to see why each one felt and behaved the way he did."

The counselor asks for volunteers to play thc. supervisor and trainee.
After the conflict has been enacted, the players reverse roles.

COUNSELOR,S QUESTIONS:

I. How did you feel when you were the supervisor? How did the trainee make
you feel when she tried to walk away?

2. When you were the trainee, how did you feel towards the supervisor? What
did you think she was trying to do?

3. How could you handle this differently?

(Counselor will select some trainees who suggest other approaches to illustrate
their ideas by role - .playing)

Counselor asks group to evaluate second roleplaying session.

COUNSELgRfS QUESTIONS:

1. Will this way work better? How?
2. Did the supervisor become angry in this session? Why not? or Why?
3. What did the trainee do in this situation which stopped the conflict?

SUMMARY

Sometimes we have to understand how people feel about their jobs. Sometimes
a supervisor does things to prove to himself that he is performing his job. The
worker may have to go along with the game so that conflict does not result, So,
if the supervisor is saying, "let me show you that I am in charge herell, we have
to learn to acknowledge this. Even a supervisor can feel unsure of his position.

FOLLOW-UP:

1. Role of L.P.N. trainee vs role of supervisor in hospital

2. Specific problems encountered by trainees in the hospital
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THEME: Developing Trust

OBJECTIVES: To have each trainee become aware of positive trusting relationships
and to recognize the need to relate positively to someone on the Job.

SUGGESTED TIME: Pre-vocational or Specific phase

IMPLEMENTATION:

The counselor will use a word game to help trainees recognize trusting relation.
ships already existing in their lives. A "buzz session" will be used to give each
trainee an opportunity to consider how and why he developed a feeling of trust with
certain people in his life.

COUNSELOR'S STATEMENT:

"We're going to start with an activity today. I'm going to give each one of
you a list with some nomes on it. Circle the name of a person you would go to if
you had a problem and needed to talk it over. Think of the real people in your
life.

Mother Husband Aunt Sister
Teacher Wife Uncle Religious Advisor
Boss Landlord Fellow-worker Brother
Girlfriend Counselor Cousin Grandmother
Boyfriend Neighbor Father Grandfather

Some Other Person

Give the group sufficient time to think about the relationships suggested.
Counselor then asks group to indicate( by a show of hands} their choices. Counselor
can list those persons most frequently selected by counting each choice.

"Most people selected their mothers and fathers (or whatever group proved the
highest frequency) . I wonder why?

EXAMPLES OF ANTICIPATED RESPONSES:

1. Well those are the only people anyone can trust.
2. You must be kidding. I'm not going to tell anything to my landlord.
3. I've always been able to talk to my aunt. She's OK.
4. I couldn't pick anybody on that list.

COUNSELOR'S STATEMENT:

"I wonder what there is about these people you've chosen that make it possible
for you to trust them? Let's break up into small "buzz" groups and try to find
some answers."

Counselor can organize groups in any of several ways. It is important that
trainees who chose no one,or only one person, be placed in groups in which there are
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trainees who chose many persons.

In a group of 12-15 members, "buzz" groups will probably have 4.5 members.
Counselor directs each group to arrange chairs in small circles at different corners
of the room. "Buzz" groups talk for at least 10 minutes. Counselor walks around,
observes the groups, and restates the task for any grow; not working.

After 10 minutes, all groups return to the large circle. Counselor suggests
athat one person from each group tell us some of his group's ideas about how and
why you decide to trust someone. After a volunteer concludes his comments, the
counselor asks if anyone in that group wants to add something.

Each group will begin to notice similarities in trusleing relationships and
comment about them.

EXAMPLES OF ANTICIPATED RESPONSES:

1. People you can talk to about anything are people you can trust.
2. / never realized how often I visited my cousin just to talk things over.
3. Most of us felt we.had one person we could go to when we needed help.

COUNSELOR'S STATEMENT:

"So there are people you can trust. Do you think you could find someone you
could trust on the job as well? Someone you could go to if you had a problem on
the job?"

EXAMPLES OF ANTICIPATED RESPONSES:

Angry: I doubt it. Everyone's out for himself.
Passive: I'd never go to anyone. I'd keep everything to myself.
Realistic: I'd look around and see if there wasn't at least one person.

SUMMARY (Counselor encourages a member to summarize. Other members and/or Counselor
add any important ideas omitted)

We all seem to need someone we can talk to, rely on. They are the people
we trust. Trusting someone makes the whole scene a little less unfriendly; you
don't have to feel alone. Sometimes when we do trust people, we're able to work
on some of the problems that get in our way. Even on the job, we can look for
someone to trust. Job situations have problems too . sometimes we have to work
them out with people on the job. You don't want to to about every job problem
with your family.

FOLLOW-UP:

. Role-playing Session .- trainee has problem with job. He has to ask
someone for help. What did he do? What happened?
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THEME: Developing Skills in the Use of Resources

OBJECTIVE: To help trainees develop a plan for employment searching

SUGGESTED TIME AND USE: Near the end of a Specific cycle

IMPLEMENTATION: The counselor should read the following dialogue to the group
after saying, "Pretty soon you will all be looking for a job
in the field you have been training in. I'd like to read to
you a short discussion two trainees were having, not too long ago;'"

Roberts You know James, we only have another two weeks left in the program.
We better start thinking about a job,

James: The Employment Service is supposed to find us a job.

Robert: Are they? I thought they were going to ilia us find a job.

James: Come to think of it, maybe you're right? What are your plans?

Robert: I was thinking about going around in my neighborhood to see what was
available.

James: That's a lot of leg work; there must be an easier way.

Roberts I've always gotten my jobs that way.

James: maybe so, but what kind of job did you find? I'll bet they weren't suchgreat jobs. I have a Skill now and I want egooejob.

SUGGESTED QUESTIONS:

1. What's going on with Robert and James?
2. What do you think about depending on others to find your job? Employment

Service; neighborhood; friends? (include free agencies)

ANTICIPATED RESPONSES:

I. "I was promised a jobo°
2. "The Employment Service !IAA to get me a job"
3. "I don't know what to do."
4. Ulm going to a private agency and get a 'good' job."

FOLLOW-UP:

1. Have you decided wha is a "good" job in your occupeice
2. What are some ways other people have found these jobs1
3. Now do you begin to plan?
4. What information, assistance do you think you may need?

Counselors should be equipped with a placement agency directory (see files) and
should check out all the agencies since some may have moved or may have been
discontinaed. 53 -
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THEME: Use of Forms and Role of the Applicant

OBJECTIVE: To help trainees become familiar with the contents and u$a of
employment applications and interviews between the employer and
employee.

SUGGESTED TIME: Specific Phase - several sessions

IMPLEMENTATION: Counselor will secure applications (e.g. Macy' s, Korvettes, Post Office)

Trainees should be informed that on the next day they w411 practice applying
for a job. Since they will complete employment applications, they should bring
to the group all materials that they feel would be helpful to them in filling out
the application. They will also take aninterview. Several applicants will have
an opportunity to be selected for mock interviews. After several applicants are
interviewed by the counselor, the group will select the applicant they think will
get the job.

COUNSELOR' QUESTION:

"What kind of informatioe does one need in order to fill out an application end/
or take a job interview?"

EXAMPLES OF ANTICIPATED RESPONSES:

. social security card

. draft card
discharge papers from service
complete list of past employers and dates employed, dates terminated, wages
earned, reasons for leaving

. dates attended grade school and high school, date left school
names and addresses and phone numbers of personal references

. pocket dictionary

. other

COUNSELOR'S QUESTIONS

1. How important is the employment application to your being hired for a job?
Why?

20 What does an employment application tell an employer about a possible
employee?

3. Will your employment application be filled out differently now that you
have a skill trade?. Why?

4. What criteria do you think an employer uses in selecting an employee?

EXAMPLES OF ANTICIPATED RESPONSSS:

. neatness of application

correct spelling of words and correct word usage
manners
presentation of qualifications -. does person have confidence in his ability?
poise . how he carries himself
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week history - is it stable or are there unexplained gape between jobs?
4 education has he completed H.S., or does he have trade training? Is
training applicable to job he is applying for?

. ability to explain his situations clearly
others

COUNSELOR:

The following day, the counseler reminds the group of what was expected of
them in the way of preparing for this meeting and restates what will take place.
Employment applications will when be distributed and sufficient time allowed for
their completion. Counselor describes the type of employment they will be seeking
and kinds of places in which they will work. Counselor collects applications and
selects four applicants (volunteers). All four people will be asked to leave the
room. Boring this time, the group with the help of the counselor, will vat up
criteria they will use in selecting an applicant for the Job. The counselor will
then call in each applicant in turn and interview him. The application form of
each will be placed in the viewer (overhead projector or on a bulletin board) so
that everyone can see it. The same questions should be asked of each applicant.
Questions should deal with .. (U) Education . why left school, or where graduated
from, why take a training eourse? (2) Employment ,. why jobs were taken, why jobs
wore left, what was done in between jobs? (3) Training Program . what was learned,
why select the training you did? (4) Travel - would you consider traveling for Oe
hours to a job? (5) Pollee Record - have you every been arrested or convicted of a
crime? (6) Pay . how much do you expect to make? (7) Hours - hours you prefer to
work? (8) Marital Status . any children; who cares for them, will they keep you
out of work? (9) Health Status (10) Main goal in life (11) How did you get along
with former coworkers?

The group is given the opportunity to ask questions and make comments after the
counselor completes the interviews. Trainees in the group are encouraged to take
notes and to help eadi applicant by assisting him to identify his sf-rong and weak
areas according to the criteria agreed upon.

After all four trainees have been interviewed, a vo is taken. Trainees should
be encouraged to discuss how they decided whom to vote ter.

FOLLOW-UP:

Homework . each trainee should list his strong and weak areas In applying for
a job.

. Individual conferences should be scheduled for trainees who have obvious
problems which they must plan to overcome.

Mock Interviews between trainees should be scheduled for later in training so
that all trainees can practice the skills necessary for applying for jobs.
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THEME% Role-Behavior (Job Applicant)

OBJECTIVE: To develop skill in handling a job interview (motivate'particieation
in mock job interviews)

SUGGESTED TIME: During Specific Training

IMPLEMENTATION: The counselor reads to the group a description of a Manpower trainee
graduated from their training area who is t.,killed and ie recommended
to an employer for a jcb. He is interviewed but does not get the job.

COUNSELOR:

"I'm going to tell you about the experience of one of the trainees who graduated
from the shop in the last cycle."

(The counselor will read a description of a fictitious trainee who applied for a
job related to the shop area of the group. The applicant is to be describedby the counselor as having mastered all of the shop and academic skills included
in the training area. He got along well in school and had a letter of recommen-
dation from the school for the prospective employer)

"Mr. was interviewed but he did not get the job. He was very disappointed."

COUNSE4OR'S QUESTIONS:

L. What could have happened?
2. All his teachers agreed he had reached industry standards and yet he didn't

get the job. Is this possible?

EXAMPLES OF ANTICIPATED RESPONSES:

1. "Maybe he had no experience in this area."
2. "They are not hiring Negroes."
3. "By the time he got to the head of the line, all the jobs were filled."
4. "He said or did something that the interviewer didn't like."

COUNSELOR:

"Let's deal with one possibibility at a time."

(Counselor encourages the group to discuss the anticipated responses such as
1, 2, & 3 above and helps them to clarify any distortions they have. The
following information should be presented by group members with the assistance
of the counselor.)

. Since graduates of the program apply for entry level jobs, work experience
in the field is not required.

. It is against the law to discriminate against minorities, women and older
workers in New York State and neither Employment Service nor the school
will knowingly refer you to a job where open discrimination is practiced.

COUNSELOR'S QUESTIONS: (see anticipated response #4 above)
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1. What else could be important in an interview?
2. What kinds of things do you think interviewers look for? don't liken3. Who has ever taken an interview and will tell what it's like?4. How does a person get ready to be successful in an interview?

SUMMARY:

Group re-states their ideas about how interviews work; how "good" peoplecould fail to het hired and how applicants should prepare for an interview.
FOLLOW-UP:

1. Practice Interviews

2. Visit to Placement Office by group members who can then report to the others.
3. How to make a Good Impression

4. Use of Classified Advertisements
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FOREWORD

In doing group work, counselors constantly seek to extend their

repertoirs of approaches, and techniques. The following sample

items are the result of our experimentation with materials using

visual and tape recorded materials.

There is a need to continue the development of such group work

plans and, to extend their scope to include video .-taped items.

HERMAN SLOTKIN,
Coordinator

* It should be borne in mind that the transcriptions of the

tapes which are included, lack the feeling and tone of the

tapes themselves.
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APPENDIX Q

Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

TAPE All 3 3/4 030-037

THEME: Self-Evaluation

OBJECTIVE: To develop the realization that personality is related to job success.
To identify self-doubts, tow self-esteem, fear of failure, poor personalsocial relations which may result in unfortunate outcomes on the jobi.e., failure to gain advancement or dismissal

SUGGESTED TIME: Three sessions : Pre-vocational,. near end of cycle,or during
Specific phase

IMPLEMENTATION:

SESSION I

Chart: 'They Couldn't Hold Their Jobs presented to group via
blackboard, projector, or individual copies

Tape of role-played on-01-job situation
Form:'°What Would You Do?'on-the-job situations with which groupmembers may identify

COUNSELOR:

Counselor presents chart, "They Couldn't Hold Their Jobs" to group. Counselorsays, "This chart tells us some facts about why many office workers either failto advance on their jobs or lose their jobs altogether." Counselor continuesto ctarify the information provided by the chart adapting the explanation tothe sophistication of the group.

SUGGESTED QUESTIONS:

1. What are some facts this chart tells you about succeeding or failing tosucceed on a job?

2. Does the office worker starting out on a job intend or wish to gain thereputation for being uncooperative, irresponsible?

(Group discusses the ideas presented on the chart which shows that most workers lostjobs because of diffieulty in getting along with other workers and/or supervisors'rather than because they lack specific seills.)

SUMMARY

Group should consider what it means to them to be judged by "how" they work asmuch as by "what" they can do. What plans must they make now to evaluate howthey operate?

FOLLOW-UPI

1. Group rates each member

2. Group decides to learn how to handle "problem job situations".
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THEY COULDN'T HOLD THEIR JOBS

Recently, the personnel managers of 75 of the best known business concernsin the United States were interviewed regarding their employment policies for
office and clerical employees. The results of this inquiry are as

Lack c
Table I

follows:

Table II
% dinariMes

_t_f_Szsitis§cilLs

In Shorthand
In Typing
In English
In Dictaphone
In Arithmetic
In Office Machines
In Bookkeeping
In Spelling

% Most cannon
ca43;-67-73Miasal 22=12.14 promotion

2.2
1.6

1.6

1.3

1.3
.9

.6

.6

3.2
2.4
5.2
1.6

3.0
2.2
1.4
2.7In Penmanship

.0 10.1% 1.8 23.5%

Character Traits

Carelessness 14.1 749Non-cooperation 10.7 6.7Laziness
10.3 6.4

Absence for Causes Other Than Illness 8.5 3.7Dishonesty 8.1 1.2
Attention to Outside Things

7.9 5.6Lack of Initiative
7.6 10.9Lack of Ambition
7.2 9.7Lateness 6.7 4.6

Lack of Loyalty
3.5 4.6Lack of Courtesy
2.2 3.3Insufficient Care of and Improper Clothing 1.6 3.0

Self-Satisfaction .9 4.4
Irresponsibility

.3 .8
Inadaptability .3 1.4Absence Due to Illness

.0 89.9% 2.4 76.5%
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SESSION II

COUNSELOR.

Counselor says, "I would like you to
which has been role-played. A young
of a large public relations firm has
boss asks if he might see her in her

listen to a tape of an on -the -jab situation
girl who is secretary to the sales manager
been on the job about two weeks when her
office". Counselor plays tape.

(Description of tape: The manager after commenting on how pleased he has been
with her work, speaks with his secretary re her apparent reluctance to help him
in emergencies, i.e., arrange papers on his desk, go out for coffee especially
when guests are expected,, The secretary admits resenting the implications that
her boss thinks of her as an errand girl but insists that she likes her job
and does not wish to displease him.)

EXAMPLES OF ANTICIPATED RESPONSES:

e group members may express extreme reluctance to being identified with menial
- ."hers may feel that they would go through the motions to keep the job.

FOLLOt

Counselor should focus discussion on feelings re self, i.e., self-doubts, self-
esteem as they relate to job duties, title.

Suggested Questions

1. Since some people seem to judge a person by his kind of job, do you feel
that you count for less if you have a job which calls for you to do things
like getting coffee and running errands2

2. If you are sure you are a valuable person with improved skills, more
education, does being associated with these tasks (errands, etc.) bother you
in the same ways

SESSION III

COUNSELOR:

Counselor reads from form "What Would You Do?" Counselor says, "I am going to
read about situations that could develop on a job and I would like you to think
about them and decide what you would do. What are your choices and how would
each one work for you?" Counselor may assist group to start working.

EXAMPLES OF ANTICIPATED RESPONSES:

Group may persist in blaming others and making excuses for self-defeating
behavior.

FOLLOW-UP: Counselor
a)

b)

should focus work of group on
how situation being discussed shows negative feelings about self
how these feelings result in behavior provoking unfortunate
results.

--62



EMPLOYER:

GAIL:

Board of Education of the City of New York
MANPOWER DEVELOPMENT TRAINING PROGRAM

I wonder if / might talk to you for a minute -- that's why I called you
in here. You've been here now about a week. I Lust say first off that
I am very happy with you. You're one of the best secretaries I've ever
had. You fill just about every qualification I would like. It seems to
me that during the last several days your attitude has changed somewhat
from what it was. You seem a little more reluctant to do your work than
you were before and a little more unhappier. Is there any particular
reason for it?

Me? I have been..

EMPLOYER: Yah, it seems that you haven't been as bright and as happy as I would
want a secretary to be who is working for me.

GAIL: Welt, I...I do like my job very much and I didn't know, I really don't
think I was aware that I was acting any different than when I first came
here.

EMPLOYER: Ah -- It seems to me that several small errands I've asked you to run
you've seemed rather reluctant to do. For instance, if we have a meeting
as we did the other day and I ask you to go down for coffee it seemed
to me that you were almost a little angry at my having asked you to do this.

GAIL: Well, I hope I didn't give you that impression. I wasn't angry but --
maybe a little "put -out" because I guess I didn't think that a secretary
should have to do this.

-63.



WHAT WOULD YOU DO?

1., It is your first week on a job with a large firm. You would like to make
friends with the other office workers; also, you would like to make a good
impression on your supervisor. What would you

Notice and correct the errors that others make.
Always speak well of the others t© the boss.
Be interested and cooperative in your work.
Ask to be allowed to do those jobs which you can do better than some of
the others.

2. An office worker who has no authority over you tells you to do something quite
differently from the way you had intended. What wouldmiLle

Do it her way.
Ignore her and do it your own way.
Tell her it is none of her business and that you intend to do your own
work your own way.
Tell her to do the job herself.

3. You have been working on the job as a clerk-typist with a large firm for about
two weeks. The supervisor of your section enters the office while you are
reading a newspaper when you should be working. The best way out of this
situation would be ...

To continue reading the newspaper and show no embarrassment.
Fold it up and return to your work.
Pretend that you are making news clippings having to do with your work.
Try to interest the supervisor by reading an important headline to her.

4. Another worker is not doing her job so that you have more than your share of
work to do. Would,m...

Explain the situation to your employer/
Inform her that unless she does her share of work, you will tell the boss?
Do as much work as you can and say nothing about your co-worker?

5. A close friend calls and tells you she is afraid she will be late. She asks
you to punch her time card for her. 1222151122...

Tell her no?
Tell her yes?
Make up an excuse as to why you would not be able to help her?



Board of Education of the City of New York
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TAPE #2 3 3/4 030-040 The Nosy

THEME: Teaching Problem-Solving Behavior

OBJECTIVE: Teaching the use of the group process

SUGGESTED TIME: At the beginning of the Pre-vocational cycle

IMPLEMENTATION: Counselor advises group that the tape describes a conversation
between two trainees who just had their first group counseling
session. Counselor plays tape.

COUNSELOR'S QUESTIONS:

1. What do you think is going on here?
2. What about chatting in the group session as one trainee suggests?
3. Why do y u think the sessions are scheduled? What kind ( lork do you think

this group will be doing? Why?

EXAMPLES OF ANTICIPATED RESPONSES:

1. We have to talk about our problems.
2. The counselor can tell us what to do.
3. I don't care about other people's problems.

SUMMARY:

Counselor assists the group to clarify the task of the group:

Te work on things that interfere with success in the program and on the job.

To share ideas since ideas of others can be helpful.

. To learn to make better choices and decisions than before.

e To learn to be a problem-solving group so that everyone in the group can get
help with his plans when he needs it.

To find out what strengths and weaknesses we have and to begin working to improve
(ourselves.

FOLLOW-UP:
10....111....(00aporYlo

Counselor should arrange for the group to get as much practice as is necessary
to develop a task oriented atmosphere.
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THE NOSY COUNSELOR

BETTY: Gee: What do you think of that counselor today? What a session:
He's so nosy. He always wants to know our business.

JOE: You think he's like that all the time, or just when he's in the
group?

BETTY: Geed I don't care what he's like all the time but boy he sure is
nosy in the group and he's always asking us questions.

JOE: Yeah, sometimes he gets to me too.

BETTY: What do you mean he gets to you?

JOE: Oh, I dunno - sometimes you're right - sometimes he gets a little
nosy and he wants to get into my business, and this sort of thing
I don't like. I've been here a little longer than you have.

BETTY: But he has no right, he's got no right to ask about our business,
that's private.

JOE: Yeah, but I've been here a little longer than you and I noticed
that sometimes he tends to be . He means well, he can't
always help me, but he means viar-

BETTY: Well I don't think he means well. I don't see it that way.

JOE: You don't see any point in having these groups, eh?

BETTY: Yeah, I think it's great. I think it's nice for a change, you know,
to chat, but we can just talk about things that we do, what we did
last weekend, or maybe things about the jobs but why should he ask
us questions about our private lives and about haw we feel about
things?
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THEME: Family Roles

OBJECTIVE: To increase self-understanding and understanding of parents by learningabout the common effects of unemployment and poverty on family relation-ships.

SUGGESTED TIME: Middle groups

IMPLEMENTATION:

The counselor passes two photographs to the group so that each member has achance to study them. (see attached)

. Photograph I - The Family by Paul Strand - scene Italy
Photograpn II - Negro Family by Eugene Smith - Life Magazine

COUNSELOR'S STATEMENT:

"I'm passing two photos around the room. Take your time -- look at them as longas you like and then pass it on."
After group has finished studying photos, counselor states: "What do you seehappening here? Let's talk about the first photo." (Italian family)

EXAMPLES OF ANTICIPATED RESPONSES;

1. They're all out of work. They're poor - they live in a rotten section oftown.
2. How come they don't have any shoes on?
3. It's a family - Right? And they're all standing around because they don'tNave jobs.

COUNSELOR'S STATEMENT: "Let's talk about the second photo."

EXAMPLES OF ANTICIPATED RESPONSES:

1. Somethings wrong. He's lost his job or somebody died.2. He's really lost control of his feelings.
3. They look poor - maybe he doesn't have any money.

COUNSELOR'S QUESTIONS:

"Are you trying to say that when people are out of work or poor, it affects thefamily?"

"What can happen to a family when there are job and money problems?"

"What do you think people feel like when they are out of work? How do they behave?Wny?"

"Do you understand how someone could feel -'low'; could give up?"

"What are some of the feelings you have had when you didn't have a job? If youwere angry, who did you let it out on?"



EXPECTED LEARNINGS:

1. When people are poor and out of work, they sometimes take it out on thewhole family.

2. Sometimes when a family has money problems, the breadmaker (wage earner)
becomes angry at the world.

If the father, (mother) thinks he is a "failure", he may "act out" his
anger at home. In an atmosphere of anger, sometimes even the children
feel angry, and they don't know why. Not everyone shows his anger in.the same way.

FOLLOW-UP:

1. If neither "giving up", nor 'acting out" works, what else can a per; nn
learn to do about anger and/or failure?

2. What is the role of each family member in budgeting, making plans for the
future of the family, and getting out of the cycle of failure?
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