ED 098 428

AUTHOR
TITLE

INSTITUTION
SPONS AGENCY

PUB DATE
NOTE

AVAILABLE FRON

EDRS PRICE
DESCRIPTORS

IDENTIFIERS

ABSTRACT

DOCUMENT RESUNE
CE 002 533

Scott, Ernestine: Love, Doris

How to Keep a Job: Orientation to the World of

Work.

Kentucky Univ., Lexington. Vocational RAucaiion
Curriculum Development Center,

Bureau of Ocrupational and Adult Education (DHEW/OE),
¥ashingtoa, D.C.; Kentucky State Dept. of Education,
Frankfort. Bureau of Vocational Education.

Apr 74

182p.: Por other guides in the series, see CE 002
528-9, CE 002 531-2, CE 02 534-5, CE 002 895-6, and
CE 002 938

Curriculum Development Center, Room 151, Taylor
Fducation Building, University of Kentucky,
Lexington, Kentucky 40506 (Single copies only,
$5.00)

MFP-$0.75 HC-$9.00 PLUS POSTAGE

Basic Skills; Career Education; Career Ladders;
*Curriculus Guides; #Disadvantaged Youth; Employer
Employee Relationship; Employment Qualificatiouns;
*Entry Workers; Grade 9: Grade 10; *Handicapped
students; Job Skills; Lesson Plans; Occupational
Aspiration; Cccupational Guidance; Kemedial
Instruction; *Secondary Fducation; Vocational
Adjustment; Vocational Development

Kentucky; worléd of Work '

Tte guide is one of a series of 10 units composing an

orientation to the worid of work course designmed especiully for
disadvantaged and hapdicapped students in the ninth and tenth grades.
1t is designed to provide basic and remedial instruction in personal
development, math, and lauguage skills while providing information
and skills basic or ccaaon to employment in all occupations. Topics
treated in the course are (1) the first days on the job, (2)
employer-employee relationships, (3) interpersonal relationships with
co~-vorkers, and (4) changing jobs. The course deals with specific
probless and the natural fears of the beginner, discussing forms,
rules, qralitiss necessary to get along with eaployer and co-worker,

and changing jcbs to meet long-range goals. Lesson plan

resent

major and supporting concepts and specify performance objectives.
Suggested resources ate correlated to teaching-learning-evaluation
strategies, wvhich are subdivided to xeet the separate needs of the
disadvantaged and the bandicapped. A resource section specifies
sources and costs of audiovisual aids. The final section offers
student materials which include a variety of supportive classroom

materials., (MW)



BEST COPY AVAILABLE

S80S0 ANIDNILINIXN "NOLONIXI
AMONLININ 40 ALISHIAIHN
OHIATING HOWLYINGI UOIAVL 1S54

ANDJOALNIN HOS
H31N3ID 1ININWdOTIIA3A WANIND.HHND IHL

A8 03iNnAIYLISIO ONY Q3HVd3Hd

RAITHIS MHOR 40 (I'THOMN {HL ol NOTLVENATIO

(T L

=
T
“

%
LA

i,

d33y ©”

ml bl
S D ROA
te

e o

REEN

SEITUTE OF
RFf . F

g AFLFARE
EOUCATION

LIRRYY
)

R TR

OERARTMENY OFNEALTH
R T

EDUCATION
NATIONAL N

e

“p EXLCTLY A.ﬂ
i, PERSANOR TRTAN
e e BN

PP R

us
Cn DOCUMEN

A

Q

IC

E

Aruitoxt provided by Eic:



£on3juady ‘jaojyyueaq
uoijeonpy jo jusmizedag ajeas
JTU[ SUOTIdUng [RUOTIIBOO) [®IJAdg
uoljeOnpy [eu0lled0p JO neaang

young paieuasg yeoN uay
uojlei1is IyjrULOQ STUUll paruldyg

sjuejinsuo)
£yonjuay ‘uozBuixa]
Ayonjuay jo A3rsaaarufy

193u3) juswdo[3Ad(Q WNINOTIIND

Is11ay ‘suanmg sApero 1031pd ‘a3peayds 3Ied
uryuey eIl sjaeds staep

Aq pa3sISsy

Ayonijua)y ‘udexgn Juiimoyg Lyonjuay ‘a11TAuUER(
1ooyss Y3IH 1EeIIUI] udlaep 100yss Y21y LJunoy athog
2A0T 8120( 131005 3urlsaualy

£q uajltap

q0r v d33% 01 MOH
NI
LINJ N¥OM J0 QTdOM JHL OL NOILVINITHO




8T
6S1
9z1

91
7Z1
001
cs
1§
0s
6%
8%
9%
%
1%

1y

o.ooooo.oooo’c-ooom@ﬂ“wm kum.ﬂz Nw”ﬂ‘wﬁs om ooz
..oo.oooooooooooooooooOQOﬁ B QNNM OJ SOm nN 'oz
cecssccecceyprssaaduy poos ® BN OL MOH °1 °“ON
...................Q..............m“mxowm wﬂwgws
ooo.ooooo.oooo.o.ooeoooooonooowg.—vH mvH.WS c.m‘um.ﬁ.mﬂ,—m
l...l....1..............l...'.muwuwuz %oquwQQCﬁHH

.0\...............l..............ﬁﬂ“ﬂ“@umz “ﬂwvzum

...'..............................wwﬁugwum“mawug

......................l.............O....mumumo&

................................wUl“M ml“vmz'lhunham

.........................................F.manu

I.....l..........l....................m&#uawsﬁﬂm
.oo.....to....oo...oo.o....o....o..o.o...oa”ﬁﬂﬂh
ceseeypyIalBN PAIVIIJ IDYIQ pum SUIIBTINng “syoog
..oo.o......oo...o.o.o......o....o.owumﬂA muusommm
l.ll..l.l..l.l...lt......lt..........lmdmﬁm gowwwg
oo.ooooooooo.o.oo.oo.o.SUﬁougﬂ¢ Uﬁ@“@“ﬁH kuwwwwﬁm
l.........ll..l.l..l.l..ll.l..ol...ww>ﬁuuwhno UHd:
.9..!no.o..............o....mﬁﬂﬁuso “0“““2 “omﬁpsm

.....................................'.‘.mHgOﬂug

oooo..o.o-o.oo...owagmawv@HSchu¢ vgm QOHHQ:UOHUQH

SINAINOD

X1
*I11A

‘IIA




7

‘gpiouday Apumy °‘a|{ pur A3[HOA IV LIel ‘SIy
‘sqqoy [19%sny °IW °IIFIJoxd 29 wvueq °*Siy ‘Suyrisal pIa¥I 9yl YITM pIIS8TSSE OYyM SIIYOEI] I3Y]
03 puer ‘yonop Aiey °s1y pue aydsny 2£oueN Sy *s3IsTdL] 2yl o0l pIPUIIXG ST SHURYJ TeRIORdS

sjusudpa(AouUNOY

yoayuded anox Juijpuey

asyaop ayz BuriosvIyy Soaxel

£3310205 xnpn uyp jyIom 3o 210y IYL

Jusuiojdury 103 1esteaddy-3I13S

juaundoTaAd] TBUOSIIJ

¥I0M JO PTIOM @Yl O3 UOTIBIUITIQ O3 UOIIdNpoIJul
qor e 3ur3iLay

sqof JInoqy 3utuledr]

£323eg TerUOTIEBdANODQ

:89719S 9Y3 U] SITuUn ISYJO SUTU I 9IVY], °*SISSBID ATyl UT sjuapri’ paddedsipuey

pue pa3rIjUBAPERSIP IARY OUMA SIIYTEI] UOTIRONPD TBUOTIBOOA eTdads 103 paulysap sITun , MIoM 3O
PIJIOM 94yl 03 UOTIRIUITIQ, Y3l JO SITIX3s 2Y3 Jo auo ST ,“qosy v daady o3 mol, ‘Irun S1YjL

uo13onpoalul




*£371i9® 173yl ujyaM ‘reriuazod jusulojdwad Buypnyoutg
¢juamdoyaAap leuosiad wrunyxXem 2yl Yoeal o3 SIUIPNIS 3yl I[qRuU3 [[IA yoevoadde yenp STYlL ‘SIIPnis
[21208 pue ‘ysyy8ug ‘@ouayds ‘yiew jo SpI3TJ 9yl uy aBpaymouy dIseq se [[aa se ‘qof e Juypioy 03

juautiaad a8paymouy puw sS}TINS Jruoriedoa Buipiynboe jo sariyunizoddo JeuoiiwONpd [Bnp 3y sapraoad
1BY3] UOTIONIISUT OTWIPEIR P3TITPOL PUR JRUOTIRIOA JO UOTIBRUTQUWOD B 3I® JTun 3yl uy papnjauj

*suoyjeniis qofl yenioe uy paseyd axe sjuapnis 3yl axojaq YIney 3q pynoys
11 ‘wex8oad WJHIOM JO plaoM 3yl ol uoiljejuaii(,, ue ug s9ouUaTIadxa jyaom [NJSs8adIONE 103] BIISIN
-bazaxd aae 3ey3l sapnitiie pur °‘sidaduodo ‘a8payasouy 3yl 03 SIUIPNIS IINPOAJUT [[IA ITUN Y]

*332w 3q T4 spaau [erdads 3sayl Jrun s1yl ul °“qol e Burpioy 103 S8IITI}S Aaessadau ayl

doioaap 3snu s3uadpnis 3say3l ‘£OUITDTIINS OTWOUODD JO [IAd[ WNUIXEW B YOBdI 03 I3pIo ul *3uiarg

e ayew 031 £3111qe 9yl uodn K198ae| puadap []IM SS3IONS JO IINSL3w BwOS FUTUTBIE JO SIdUBYD ITIYL
*£191208 1no utp sidquaw Surjedydorized swo33q (114 Sjuapnis paddedipuey pue pa3ejueapesip 1V

*ssaoons qol o3

SATONPUOD S$32LIT12dXd [BIUSWUOITAUD dY] IATII3I Jou Op oys sjuapnis paddeorpury pue padeljueapesip

5S041 03 Pai3dALP ST 1Tun 3yl -"sjuapnis jooyoas-y8ry (e 20J £pnis jo edie juelzodmy ue axe yYaTYyA

suoylevrjI(enb pue sa[ni drseq asoul jo awos juasaxd o3 paudrsap sT Jtun styl ‘qol e Burdasy 103
£1essadau suojjedririenb pue sajna orseq Bwos aie 913yl eyl 927131 jou op s3uadpnis Suey

dTeuorley ‘I

q0r v d3d98 Ol MOH :3Tw}

O

Aruitoxt provided by Eic:

E



uoyjowoxd v Builiag °¢
u3ysay o3 Moy °g
posstusi(g 3uyag 1
sqor Buiduey)

SUOTIBNITS I[NOTIFTIC Buripuey ‘¢
sdiysuotrieyay }acop pooy FUIYsI|qeiIsy °g
Jauuidag v se ur 3urlivry °g

SI3YICMN-0) INCL pue noj

13fo1duy 3yl woay 3123dxy 031 YN °¢
qOoI poo9) B Op 03 MOH °Z

s103adxy 1akojdwy ayz eym °I
sdiysuorie[ay aakojduy-aafoyduy

Jiels pood ¥ 031 JJO 13} 03 MO ¥

sieaq [BINlEN pue swajqold §,1auuidag °¢
pueilsuapu)] pue ing 1114 03 swaog °

30adxy o3 leyy 1

qor ay3l uo sdeq 3Isat1y

aut1Ing x233e 103lgng 11

O

IC

E

Aruitoxt provided by Eic:



awyy 31ed Juiyiom mou ST oya jJuapnis r1awroy v (1)

:suosaad ananosax 21q1ss0d
- z9yiom Jujuuylaq e S S2du3T1adxd STY IIB[31 0] UOSIAd 3JINOSIT ® IITAUT  °Q

‘' ¢S23]A13S [EBNSIA-O]PNY W01l I[qelIRA® , ‘qof ® do9y 01 #MoH, WITF Yl Moys °J ¢

‘M°0 ‘d/a ‘193ua) 3IDINOSIY ,813YDEWI] wWOIY UBO] 331 UO
arqeyreae ,‘qor e Buydeay pue Buyildg jo 8,04V 3yl, driaswyry ay3 moys °d

(*3Tun STyl JO 0TIIBS STBIIIEY

juapnis 3ayj jo @6 °d uvo uaayd axe ooqajou B Yons 3o ucyirxedaad ay3

103 fUOTIONIJZSUl)} ‘3Jrunm STY3l JO Apn3is ayj guranp C1BII9IPW ppe [[IA
juapnis 3yl Yorym o3 yoogajou 1euosiad e jo uoyjexredaad ayj iieas 'V

(*a231e1adoxdde 3sow ay3y 109125}
yoeoaddy 3s31ajul Al

*g1eo08 aSuei-8uo] 133w O3 pur UOIIDEISTIBS 1I3IWD
191e213 403 sqol 23ueys o031 ajqeIIsSap 3aq pINOA I UYA pUB MOY 3qTIIS3] °Y

*s1aj10Mm-05 sty Y3t Juoyre Jurl1a8 ur Azessadau $21317END 9yl 3ISTT °¢
*1ako7dwa ue yira Suoye Sur3iad o3 2ATIB[AI1 SI[NI DYFTYAdS A3t1Iuapl ¢

*15j10M siqudes axow
e aq wyy dIay 114 ,90r 2yl uo skeq 3Isity, Jo apaymouy noy utepdxy °I

111M [uapnis ayl

saatr32algy atuy 111

O

Aruitoxt provided by Eic:

E



¢11 *d ,Sitqey poos Jo A1TSS3d3N AYl JO AXeMy 3modag,,
CIL °*d ,,“30v @M Ley 9yl £q sn jo suoyuydp waoj aydoaq,,
GI1 *d , ;2ananj anoz Zuipeilumoq nox 3y,

:S® SE3pl pieog UIILIING SSNISIQ

{"uoIssnos1p
1Yy ur suoriTpucd (edysdyd pue yijeay pue ‘aoueieadde ‘iorABYy3q
23fo1dua pood jo aduejrodwy 33 13A0d3 pinoys uosiad 3ad>Inosalx ayl)

xafordwe uy ({)
pa{ojdua Ayynjssasons sy oys inpe Sunok v (Z)

O

Aruitoxt provided by Eic:

E



4490 34yl uo %33y 3ISATF AnoA,, "Dl °ON
:dyajswiry

911 'd ,.‘nox uo sy 3ydyriods ayy,,
:eapl paroq UII3|[1q pa3Isad3ng

‘3ues

1o /pue
‘qof e
3uiuuidaq uaym 3dadxe 03 Jeya
$aq1a2S3p Yo7 diajswjil B MITA

*4ep- 1Sa13 3y inoqe

Ino puyj pue op ol paiinbaa

3q [11M a3jyaom a3u 9y, s3uiyy
a3yl jo awos inoqe 3uiyiel Lq
23e3s 3yl 318§ :13yoea] 03 =30\

S404N0s34

3ddVOTANVH

GAOVINVAAVSIA

SA193LVILS NOILVIITVAI-~

ONINYVIAT-ONIHOVIL

1D3dXd OL 1vHM "1 90l JHI NO Sivd IS¥Yid v

*§5320NnS 03 2INqTIIUOD YITym Mol o] o3 s3ajnx aydwuis #3] v LJ1juap] 'y
*SUOY1IBN]IS 3ISED PIIIBIIS Ul pPIQILISIPp SB JIOM YiTm
p31eld0SSe Sieal 3yl SuTwodIaAc O] SUOIIN]OS d[qeyaom 3lqissod 3aT1y ¢

suotrionpap 1joilded °p
pied 3wil o

wiol %3 °q

wIog Hy °®

:Aq jueaw ST 1eYM IYTIISIP 10 /puk INO [[ld ‘¢

*SI3NI0M-0D STY

pue ‘1afoyjdwa sty ‘qol sty yita pajurenboe 3138 o3 13pio ul jyaom
1e fep 1sa1j) STy uo op Isuwm 3y s3ulyl ayl Jo awos 2qrads3dq 1

T114 Juepnis ayj, *SIATLIOATCO0 JONVINMOI¥dd

1IBIS POy B 03 JJO 13D 031 MOY

pueisaapu; pue Ing (114 01 sSwaod

Y
Si1eaj [RANIEN pUB SWA[QOld S,I3UUIGAg ¢
R4
‘1

Isadxg 01 jeyy

qor ayl uo sfeqg 15114

*1dAIN0D ON11¥0ddAas

A - Id3ON0D dOr'WR
=

1

IText Provided by ERIC

PArar



wUoljeuxoguy
pue diay 3uy3zeyn, ¢z adel uossag--
«54eg ma3 1sa1d ayl,, °y ade] uossa -~
«90F 343 ug 1 3aoM jo praopm 3yl °1 °‘oN
:3TA eipaw-13Iny
(H/a) sodea apem-i3yowa]

uoszad adanosay

$33131081d [R1IR1D1ID3S DATI033JJ7 ‘g oy
qor Inox pug A1T1{BUOSI3dJ INOL °g9z °Oy
uey siadojduy Jeyy gz ‘on

P3J1y da,nox °/7 ‘oy

Say1ag syoouy Ajrunjaoddg ‘g1 "oy
:syoog

*A11exo 3dasxa ‘sueg

*BWES

*padde>

-Tpuey 3Yl YIIM (oM 9IBITUNUENOD
ued oys auo sy uosaad 3asanosai
2InS 3g :13ydea] 03 Aoy “‘aues

*S19}a04-0D STY pue J3..07dmad
STIY ‘qol sy1y yaim pajurenbse 323
01 op Isnu 3uo s3uryy ydealSeaed
duo uy 3qIIdS3Q :UOFIEN|RAY

qol 3ay3 uo mau
3xe nof uaym 13adxa 031 swaiqoad
uo ade3 a33388%¥d ®v 03 us3l1s817]

10 pum

‘I0ITSTIA 34l 103 330U nok-jyuwyl

e axrdaig *s3uipuBlISIBpUNS W

Aue £31amy> pInoys aayoway ay3
pue ‘SsSndsyp 13yiany pjynoys sseyd
‘3151A 3Y3 1233Y ‘uoyiwvIussaxd
3yl jo 1no 3wod pinoys [aay Loyl
sjuyod 3aya s13A0d yYITYM auyano
ue dolaaap pinoys sjuapn3s pue
A3yowal 3IY] :18ydwa] 03 SION
*qol ay3 uo sdep 31s113 s1Y Inoqe
1121 03 padojdwa L[juasaad sy oym
uosiad e 3311AU] :Uos1ad 93An0S3y

l1o0/pue

*aafojdwa ay3 jo s3ar3IrIrqQIsSuUOdsax
9qTI2S3p Yoyym sSirIIalEW Yoiwasay

SIDYNos3Iy

4ddVOIQNVH

TIIVINVAQVYSIA

SITIILVELS NGILVATYAI-ONINYVIT~ONIHOVIL

(QIINTINOD) 133dX¥d Ol 1VHM 1 90r dHL NO SAvd LS414d




68 ‘d ., ‘paed auwrl,
gg °d ,,‘yy wiod,
£8-98 "dd ‘yn waog,
:sa93swy Adouaawdsuea]
SuX0J 22UBINSU]

gg °d ,‘urxol #i,

L8-98 *dd :.EHO& V™
:g8X3358)y Louaapdsueraj]

cg °d , ‘yooydfed 1wa1di] vy,
:2331sey Asudaedsuga]

*sueg

*221330 SY1 1390 WOI3 PaUTBIQO 3q
Aow 4y puw yM suiod ‘IqelieAR JIY
SwI0} 83X I8[} :13YOW3] 03 I3I0N
pled 3wyl
2

b {s!
:£{131vIN338 SMIO]

3uIM01103 3yl In0 []F}J :uoljenjerj

*sm103 3s3ayl jo sasodind ssSNISIQ

*3113 uo daay o3 paxynbax
2aw saadiojdma ayl yoirya smiol
20UBINSUT pUR wy) ‘HM SWLIOF MITA

*fed ssoad

pue £ud 132U uU3dIMIAQ 3IUITIIITP Y]
03 LOTIUd3IIEB JI¥D ‘UOCIIONPIP Yowa
uyeydxy :Jaydeal o3 210y “Led
85013 pup 33U u33AI3Q IDUIIIIITIP 3Y]
aiedmo) °GQnis UOYIdNPAP payowile
ue yira yoayosLud ajdmes v MITH

SA3¥N0STH

G3ddVOTANVH

dIOVINVAGYSIA

SAIDALVELS NOILIVATVAT-ONINUVIT-ONIHOVIL




1213004 pAOII}Y JUIPNIg

‘) pue ‘z-v ‘1-v ‘sadel uorssndsIQg
wqof 3yl uQ--jaoM jo pTIOCH,, ‘¢ °ON
*3TN BIp2W-TIT1NN

G204 1y a38uy,, °1 °ON

S R X
, 31O JUNUOY 03 3anTyed,--
1 8uTZBy -~Ws [323Ua8qQY,, -~
wUOTITquy Jo ¥oe,--

wAIOM IV 3rqnoal, ‘6 °"ON

tdyxasmytd

(831128 asueplin) 1331g) uolsSBulAY]
-I3uxn}) qor v 103 Jujuleal ‘Oz °‘ON
saT13a§ sydoouy Ajyunijroddy “*61 °ON
I0iARYDY SBaUIsny °Z °‘ON
233aI0oM pOOY ¥V 9 °"ON
qor ® JUIPJOH ‘8 °ON
:8yjoog

5 *d ,,‘3a131S0d °*SA 2AT11B3AN,,
gc °d ,,“qeads o1 joy a0 yeads of,,
:S[RTId3WN 1UIPNIS

831qeH j20M poo) ‘L °ON

i9jIoM poo9 V¥ ‘9 °ON

g9 ‘ys ‘SInIng Inoi U} sqo[ °Z1 ‘ON
: 8y00¢g

‘qwes

‘Imwes

*S2119§ 2ouBping 133xw)
uo31SBuUIATT-I3UInN] 2yl uyl punoj aq
Aeu sosed ajrradoadde jo sajduexd

12UOIITIPPY :JIdyoea] o3 230N ‘dues

*A37AT10® [¥npIATpuU]
$a9Yyoea] 01 230N ‘aIwmes

uw se 3s))

ﬁ\ - Jmeg

(p<autjuos)

3yl 8SNI8I(Q °‘s9dueuly Suiipumy
pue ‘£333es ‘sjusmudisse iom
BaIX2 Yy3Im Suijweap asoyl sw yons
€Iajaom M3u 3yl JO Saway (eanjeu
amos uc 3adel UOSS3A] ® 03 UI38Y]

io/pue

*$12F[Iu0d qof-ayz-uo

1ed1d43 saiocidxa yorym 3draos
® Jo adej 3331988w3 w 03 UI3IBY|
pue djx31sw]Iy ¥ 20 WITJ © MAITA

lo/pue

*g8apnijlle

pue 83ur(aal 3Jo uojgsaizdxua 3313
pue £3j3uwvjuods sajomoad vyl
axaydsomie aa1ssTwIad » 33waad
suorjeniys Lejd-ajox uy :asydway,
03 930N °SuOoTIeni}s SNOTIABA

3yl uy oa1doad yars Buiyaos uaym
3je3 o3 syauueyd xadoad ayl ESNISYPp
pue 23epIlSuUcCWApP 031 daoqe SIIpnis
2881 3yj azyjeweaq :Awyd 910y

*smayqoxd asayl

03 3ATjeIax1 suolisanb ayy Iamsuy
‘qol ay3y uo 3o3dxa o3 swmayqoad

jo 21pn1s 288D 03 UDISF| pur peday

*aajzomn Suiuurdaq v Aq pase] aaw
eyl swd1qoxd inoj SSNdSIp pue 3ISI]

S$30WN0sId

Idd VO IONVH

QIIVINVAQVSIA

SAIOILVELS NOILLVII'IVAT-ONINEVAT-ONIHOVIL

SHVAT 1vaANLVN ONV SWA190dd S,d4dNNIodd ¢ €0f 44l NO SAVa 1S¥lJd




%°Y2 ,, ‘uBW MIN BYL,,--
3aningd Inox ujl sqor “°Z1 °ON
(H) ®moIS 31 4Bl °1Z °ON
Isyooyg

wSwdrqoad qor Suyiuaanaad,,
‘¢ 98TD13X3 puw SMIIAIDAQ 9yl ufg
u  83STOX93XY Buyuieay,,--
« 3TN SuorljeIaxy uewny, I °‘ON
S3TY erpaw-I3Iny

w21Iqnd ul 31 ,noj,, --
891195 ,,SI9Yip Yty 3uoyy 3urilaey, °¢ °oN
:drajsuyrg
wul 3uri3rg--qor anox,, °G °oy
nodueaeaddy jrUOSIAdd,, ¢ ‘ON
ssuyT4

*j00qajou
2yl uy 1s71 STY3 Xdoj “awes

‘MA0TS 11 9Bl
13700q ayj uyl pagqiidsap aajoeaeyd
zofew » 33witw] o3 paulisse 2q Leuw

S3uapnis :13Yydw3d] 01 a3l0N ‘sues

‘qof 318113 sS1y uUO
sey 9a4o1dwa maou B sBuriaay sy
jJo 2wos 3Inoqe 313[}00q [BUOTIDLF

pP23BAISNI{TI 9yl SSNOSIp puw pway

*ameg

‘auag

‘qol 18113 ayi uvo
392d%a 03 sawaz jwanieu ayj jo swos
PIROQ)I®Yd U0 18T :IZ[Awumng

*qof 18113 87y uwo swy 934o1dmd mau
8 s3uy1333 ayl jo swos Xvyd ayo0y

*axningd Inox U] SqO[ jooq
Y3 Uy S3STIIIX3 3yl Op puw pEay

*838TOI3KD

Sututeay 3urjajdwod y3noayy qof

343l uo smayqoad 3aq o3 aaoad jeyy
8103083 Suiiwuyuild@ jo sdea dojsasq

10/pue

*qo{ ay3 uo sLep 318113 YIM paje
-}20SS® S1B3] [WANIVU UO SWIJ MITA

x0/puw

*3131300q prOIBI
juapnis ayj uy suoyisanb sy3 ISmsuwv
pue ada) uosgal ayi uo sposyds

FI8VIIYAY 140D 1539 SIDUNOSAY -

T3ddVOIANVH

TIAOVINVAAVSIA

SIIOILVELS NOLLVIATVAI-ONINYVIT-ONIHOVAL

(QINNTINOD) SUVAI TVENLYN ONY SWATAOHA Q. bwmin v ¢

M——— -
AL rYr vy e w o oaw s w s




o1

*sSuoT 35933ns
27137109ds aat13y aqiaosaq ‘sues

*qol aya uo

84e¢p 318113 SIY YITA PIIBID0SSE 51B3j
3WOIIIA0 I3YXcA Asu v Suydisy 103
Suo0118333ns 2513109ds ua3z (aaded a3wed
-3uo ¥ UY) 3IJQIII83Q :UOFIPn|LAj

JIEVIUAY Ad0D 1S39

SIANOSIH

(C1dd VO IANVH

TIOVINVAAVSIA

SZI031VdLS NOILVATVAI-ONINIVAT-ONIHDOVAL

SUVad IVdNJUN aNv S Idn




11

{panuytjuod)

331M00g pacdady uapnisg uo1ssnosIp ayl dady ‘uoyssnasip

anoque 313 BIpaW-13NU uado Uy SUOISNOUOD UMO XTIyl 3I®v

aYyl Y3Its apIn3 UOISSNISIP $,13oBa], 3AT21® S3U3IPNI8 SA¥Y :I3YOwdL 03
aSwoisn)y Auedwo) 230y ‘£A11®x0 suorisanb uoyssnasyp

pue sainy Kuedwo), ‘g1 °"oN adey 3ay3 lamsue puw gsadel ay3 uy aposids
u YIOM JO PTIOM BYl,, °Z °ON yoea SSNISY(C °SWOISNI puB SITNI

111 BIpdw-IIINy *dwes fuedmod uo u0883a] pade3 v 03 ULB3IST]

*qof ay3

uo 19jIom ®» FulIFBTA 2IIYA 3AIISqO
03 sjuiod jo apInd v 8w pasn aq Awm
31 “9sayl uy r»e4opdwmd 3q 03 Zuiod
2aw £ay3 Buipuazaad ‘jooyds ay3
uryaltm sqof pajoarag 10 SaATIVIAL JC
sqol azdywue sjuapnis Fuiawvy s8w¥ yons
¢ zanamoy ‘sdem 13y30 uj pazyIiaIn

aq Aem 1] °sqof smyi-jxed aamy
Apwaxle oym sjuapnis 103 aipiadoadde

*1o0yoSs axowm ST 3] °*8SBID JO INO pajdaT[od
9yl uy IaIom B FullITSTA 15938ng 3q 031 uoyjirmaoju}l sasynbax jusm
‘qof aya uo a23iom @ SUIITSTA IITYM -ugisse aluei-3uo] STUL :I3yodway
an1asqo 03 sjutod 103 apyn3 e se | 03 230N ,*s3doej qor ayseq, uo ¢ °d
€9-9¢ °dd , ‘s3oeq qor 21seyq,, «51o8] qor o1sey, 9s) ‘*iuswulisse ‘yoroxdde 3sa133uy aYyz uyl pai1sad3ns
:§1RIIIIWN IUIPNIS joogajou 3IfmQ :Iayowa] 03 I3I0N Juawudisse }ooqajou 33a]dmon
10/pue

*s$8B(D U} yowa 3jo Iosuwixodmy
3yl SSNISIJ “PpIpNIOUT U2Dq 3awy

¢g *d ,‘qor ayi anoqy SWa3] papaau 3yl jo [[e I3Yiaya
Ing purg pinoys nox s3uryl 3o 1ISTT VY, 298 03 3199Yys Jnopuey 8,13Y3w3]
:SIB1I918} JUIPNIS *awes 3yl yata padoyaaap 3ISI] ayl 21edmo)
peayy qof ayr "Il °oN "qof ® inaqe 3Ino pulj pInNOYS
:yooyg ‘awed aaririadwod ajey ‘aues 3uc s3dey 3IBT] pue WIOISUTERIY
TIddVOIANVH aOVIRVAQVSIG
S424N0s3d

SATIIIVELS NOILVATVAI-ONINYVIT-ONIHOVAL
TIVIS QUCY V 05 J40 137 OL iOH % 90l JHL RO SAVA ISUId 'V




A §
. (panuyauod)
103 aawdaag °*s3uryiads 31291100 03
puB SuOT3IIUI;3p 31820} 01 AIBUOTIDIP
ayl as °112d8 031 Moy 10 s3ujuwam
3ay3 mouy ou op noi yoTym 103
sploa 2y3 JO 3I8Y] v do3ay *3run
: 8143 3urdpnis aypya ,qof ay3 103,
1811 Kaeinqeoon paiedaad juapnas *aueg favngqesoa inok 3acadm] :dn-mojjod

qor 3eyj duydeay °yI °ON : w'qor ey, 3uidaay,,
:joog jooqyIom U I UO8S83d 333[dmo)
31T1301d DATINIIXY °H "ON
351108l [¥1dv39d09G 9A1309IJF °E °“ON *‘qof @ya uo shep 18113
8I3UuBy °91 °ON anok a1 3dU3PpTIU0d inok agwaxouy
I0TABYD2g ssaulsng °g °ON PINCA 1IBYI 817qWY puw sIauuwm
:gjooyg ‘ameg |ajqwidaosoew 103 UOTI31TAD B UST1qRISq

16 "4 ,,‘3aels poo) ® 03 IIO 3D,
:1e139a3lBy 1uapnis
Q0L anoj Inoqy 310l 2ujuaed],, ‘¢ "ON 1I3Isqn§

«NI0M IV sIauusy pooy,, °Z “ON 13sqns "qol ® *qol ay3
WNI0M IV Burpaaddng,, g °ON 8uyuuil8aq uaym 333dxd o3 sjutod uo sfep 18113 3yi Buranp ssa3d3Ng

: Aouaaedsuea] 83ST1 YOTUuM 3Inopuvy SSNd8(Q “IueS 3q1I083p YOTyMm 83ayouaawdsuri] MITA

*sjooqpuey

,8994o1dwe ysiyqnd sajuwvdmod amos
38yl 3983 94yl In0 JUjod ‘BOU3ITI3adxd
jIo0M umo Inok woal SWOISNI puw
sainx Auwdmod jnoqe jiel ‘sivraaivm
32anosax se 3[qejleaw jou 3aw sade]
ayl 31 :I3ayowad] 03 330N °IIY00q
pIod3x juapnis ayl uy adel aaoqe

01 p3ie[ax suoyisanb £Apnis 13amsuy
‘uvojuido jO sSnsuaduod> v 1w 3ularaaw
uy dnox® 8uijisysse puw sI1amsuURB
a1q1ssod Ino Buyluiaq £q pasnooy

TIddVOIANVH TIIVINVAQYSIQ

SIDd4N0SIH
SI193LVELS NOILVATVAI-ORINYVAT-ONIHIVIL

(GANNTINOD) 14VLIS d009 V OL 440 Id9 OL MOH % €0l dHL NO SAVA 1S4Id 'V

Lt e IR P*Y 1



£l

*gol ay3z uo 88353n8 03 3jn
-QIa3U0d pINOA JYITYM MO0]103 01 SIINa
*3A13j 03 Twr] 3Idaoxa ‘oumms 31duTs uldl AJIIUAPI :uolIBN[BAT

‘3tun a3yl jo pua ay3
19 1811 Inok uo 31823 LIVINQRIOA B

03ddVOIANVH TIOVINVAGVYSIA

SIID0ILVELS ROILVATVAI-ONINYVAT-ONTIHOVAL GWMW
Tk

S424nosay

(TAMNTIRG])  I3VIS A005 V OX JI0 IdD OL MOH % HOr dHL NO SAVd 1Sdid ‘v



71

*a13foydmd

(panuyiuod) 3yl yata sdiysuvorieyax jaon

umQ Inox uo 3] JUuINe °GI "ON [nJSssadons 03 aduwizoduy I1aYy)
X383®85 qor ‘gl °oN jo sm1al uj 383aY3y SUFIaQ , "UOIS

qor e Juipiol °g °ON *3utwooxld poo? puw “£saj -s21du] pooH B 9wl O3 MOH, SITI3S

11 daay pue qOor ® 139 O] AOH °6 °“ON -anod ‘L3r1eniosund ‘aouppuajye pood [Aouaawdsueai ayj woaj SpIos Iyl 3o
13j100 Po09 § ‘g *oN {‘A3rT1qrsuodsaa ‘£isauoy ‘aaliwrilul YyoBa JO UOTITUIISP 3IIOYS ¥ 913N

juer siakolduiy jeyy €7 °ON ‘A111198 8e yons qol e 3uiproy 03 *sa3fojdud moxy 3d3dx9 siafoydue

qolr ® 3UIpIOH pue 3UuT]1335 G °*ON p®3e[31 31® YOTya swiadl ayjl Jo IATJ JuTy3l nok Ivym 121 puw ‘yelaa]
:sjooq Aq juwaw 81 WUIYl nok 1wym (ol -gm 3uypwax airtadoxzdde yd>iwassy

*3dyaos

ayy 103 pade3 aq Aem Suipxodaux
93319s88D Y :13Ydwa], 03 930N

8%1-911 -dd ‘33ko1dma ue woa3y 329dwd o3 Y31
o ‘uorssaidu] poog w BN 01 MOH, T °"ON 3Yyi sey puw gjuea 1akoydus uw Ipya
:jayoed Buiuiwad] , ‘amrg |9qyIds9p Yo Tym satsuaxwdsueiyl MIA
TdddVOIANVH AIOVINVAQVSIA
SIDUNO0STY

SATOILVELS NOILVATVAZ-ONINEVIT~-ONIHOVEL
S1J3dX2 HIAOTdWI FHL LVHM °T1 SJIHSNOILVIIY FAAOTIWI-UFAOTIWA °4

*s13kojdwd jo 3102dxd Aewm saafojdma 1vym 327[BQId)\ °¢
*sapnirlie pue sS3I1qeY }IoM peq pue poo3 uaamldq Ysin3uliasiq g
*3onpuos jeuosiad pue ‘wsyadjulasqe
‘asueieadde jmucsiad ‘suorisniisur 3urmoyiol “j}ios jo uoriaydwod
01 pae8ax uy s33koljdwa jo 303dx3 siadoyjdwmd 3yl jeym aziyeqrap |

1114 uapnis ayj $SIALLDICE0 IDNYWHOIHEd
1afoyduy ayl woay 1dadxy 03 IBYM °¢
qof poo) v o 031 MOH A

g109dxy 13doydwmy 3ayx zeym °1 tS143ON0D SNIXT¥04dNS

sdriysuoiie(ay a3foydwi-aakoydury -°g $IJAINCD HOI'VH




L89snoxdy,, 4 ‘oy ade]

«83Y3TyY xnog 103 dn W211S,, ‘I “oN adey

«00L ueuny 31y saostaaadng, ‘g oy adej

ujlom Jo praoy ayl, ‘¢ °“oN

‘ITH eypaw-T3Iny

wSI9410 Yata 3uoyy 3urileyn, ‘g "oN

WIIOM JO plIoy 3yl uy 883dd0ng BuTAITYIY,, ‘¢ °‘ON
wQor ® Suideay pue 3uyllsy jo 8,349V YL, ‘T "ON
ssdyxasuyty

wdutputry qgor,, °y °‘oN

wqor e
Sutdaasy pue 3uy33lan jo 8,09V dyl, ‘L °ON
:sdyxasuyrg
1550¢ Inox pu®w nox--qof Inox,, °Q °ON
wqor ® doay o3 mou,, g ‘oy
(suttd

Zg1-051 -dd
‘i1dyaos adey ,qor v daay oy moy, °Z °‘oy

13 1

xo/puwn

*sade] aaoqe
34yl 3uiluwdmoddw 131j00q piaodax
*ames juapnig ayj ur suoclisanb oyl Iomsuy

*31d3adsax 3uiaey ‘s80q 2yl yiia Juoje
328 o3 moy) sdyysuoriwviax 23Lo1dma
-13fo1dma 3noqr 3drxisw]ll #3TA IO

*aweg uoSsa] papiodax adel B 03 UIJ8T]

*SUOTIRT31 Yaom 33Lo1dwa
-13401dma Inyssadons 83aqrIdsap

*ameg yotys d123smIIy 10 WITF ADTA

l1o/pue

*2afo1dma ue
uy 831053dxa 1afo1dma ue saijyyenb

:39yd'd Sulurea] ‘3unsg aYy3 sute(dxa 3wyl adel v 031 UIIST]
¥g9 °d , ‘saaforduy SIH Ul IO SHOOT
19fopduy ue sOTISTI3IdOBIRY) I|qRIISA(,,
:letaalyy juapniyg
d3ddVOI1ANVH QIOVINVAQVSIA

SIDUN0S3Y @)

SdID3LVELS NOILVTIVAI-ONINAVIT-ONTIHOVAL o=

1B

(GINNTINOD) HUR

SIDIIXT ¥IXOTdWT dHL LVAH 1 SAIHSNOILVIZd JdA0TdWA-2dA0TdRd - d



91

{(“uorssnasip 3yl

ajowoad o3 suoyisanb Suypeaj 3yse
pue syeAalajur 3® doias [1IA 101vIXBU
aylL) ‘2aoqe ade)l uOISSNISIp

1T 2a0q® YylIm 3pynd uoysSsSnaIsIqg *aueg 343 mOIJ] SuUOIIBNIIS Y] SSNISIQ

wJudsqy sfeq Ausp 00],,
W2UWIL uQ dp 199 193313g p,noji,,
:ﬂchc “gw Wo H-N“m w-Uﬂﬁ—-

Z-4 °de], uoy1ssnosIQ *jaom
L 5q0r 3yl ug T IOM JO plraIoy, °*Z 'ON 3uisstw JO S3I[NS3ax ayl aqradIsIp
$31) erpam-TaINK *ameg UdTys suossal padel 3yl 03 UIIST]

*sgapl Auw a[noIpI

20 327013112 03 siaagqusu dnoxld
#moj1e jou og °Seapy Aue juam
-17dwod pue a8winoduy :I3yowa}l 03
230N ,,"M2TIA JO urod 8,13dojdmy
ay3 3uyaas,, 1a1wYd> 3Yl JA13I¥VF
*passnasTp sud[qoxd ayl parogyieyd
‘aumes 10 3I'Yd> uO 3I§]7 WAOJISUTRAY

*33foyduma

ue jo 31inej 3yl o3l anp iafojdmd
ug juoajyuos Kwu 3BY]l swajqoad ayj3
*auwesg JO 2wo8 SSNISIJ :UOISSNISI([ dnols

‘uor1EeniIs RIOoM IYJ Ul I0TABRYIQ
$,8s0q 3y3 aouanijul Satirjrqrsuodsax

asayl moy puw 3aawy siakojduwa 311}
-11qIsuodsax ay3 jo 3moS IIPISUOD O3
S1Uapn3s 98eINOdOUY :23YIEB3] 03I BI0N

gg *d ,,‘3uydeid 3aroy, ‘a31a 3o jutrod 8 13Lojdwa ayj Juyzis
:1RTI319N U3pnig . *3ueg -pydwa ‘Suollenlys }IloM IzIIBWRI(
3ddVOIANVH QIOVINVAAVSIA

$32dn0s3y

SITHIALIVELS NOILVNTIVAI-ORINUVIT-ONIHIVIL
: ey



-
I
(AN

L1

°31donpuod (vuosiad puw wgizajuasqe
‘aourawadde (wuosiad ‘suoyjloniisut
3uino1103 ‘jaom jo uor3ajdwmod 03
pae3ax uyp swakojdwa jo suoljeisadxo
,812fo01dma aqyIds8ap Yoyym ¢ Puw

1 8i9ydoud Zuyuxws] jo pua ayj e

*Z puw 1 °sSoN 8313jovd Suiuawa] , S38S10J3axXa3 3IYy3y 933a7dmo) :uoyrIENniwAly

06 °d ,,‘juanm *juawa3euwm 03 L3111TqIsuodsax

-adeuey 03 L1111q78u0dsay 8,33Ko1dug uy,, 8,93401dmwd 3ay3 wo Louaawdsuei]
:1338w Aduaawdsuea] *aueg a3yl 8SNISTp puw MAJA :ZLAvuimmng

*jaom

3uissm 103 suoswax ,d1qeidoddwun,,

*aueg 3yl 11I% paeoqyreyd 3yl uo 3ISY]

*jaom 3uisgym 103 SuOSwIL ,,3[qR
-3dadow,, 1% pavoqyiBy> 3yl UO IST]

u“HI0H BuissTN,,
ISI] 9yl I[ITL °jooqajou anok uy

jooqajoy 3uapnis *3meg wayl Xdo) °paisI] SuOSW3I SSNISI(

TIddVOIGNVH A4OVINVAQVSIA «
FIGVUYAY Ad0D 1S3 sapunosau O
SIIOILVILS NOILVNTVAI~-ONINYVAT-ONIHOVIL DNW

mm] :

(QINNIINOD) STDHAdYT HIACIdRA dHT TVHM T GATH NOTI@IT 7 i (¥ 0wt iy 1er *o



81

‘omwe3 v se pajuasaad aq Ley °3jomax *31 1931100 03 Moy

X333%S qor °¢1 °oN 031 s3iu3apnis jjmaad pue ,33113n pue £13d31100uy auop 3uyaq 81 Jwya
S83y1dn paAojduwdup °1zZ °oN padordwauy, yirm sSpaws ysers 8uyi1a3 aanioid ysea iapun ydeaBvaed
: syoog aaedaig :1343@d], 03 930N °Swes 110Yyd ¥ 33TaA puw SUOO3IIRI MDTA

*gatrxag Losuaaed

198 Aduaaxed ~sSuel1]l 3aoqe a3yl gayuevdmodaew yYoyym
-8UB1] 3A0qe SaTuwdmodde YoTYA YOOqyIOM *ames j00q¥I0M WOIY 38YIXIXI 939]4mWo)
*‘qof ay3 uo
§sa50ng8 aansuy dyay o3 papasu 3yqey
WwAIT1TqY-L3Y 100D, pue ,,‘LIT11qY jIoA 10 Jyex3 [wuosiad d13ydads
-ajowoxd,, ., ‘AIT1¥qQV-£21]RUOSIDdY, :833sqng e Jo juamdoyaaap a3yl o3 pajoasp aaw
n 831335 juamdoiaaag jwuosiad,, "I °ON yo1ya juamdoyasap jwuosiad uo sayjias
:Aausaedsuewaj, *awpg £>uazpdsuvil v wO13 8UOTIDATIS MIIL

10 /puw
wII0M 1e Lyajesy 3Buydaay,--94 3198qng *qof ayi uo s311qwy £3123w8 pawmo;
W204 318 33ws 3urdaady,.--G4# 3138qng . S3pNITIIv puw 8IYQRY HNaoM punosg
w304 1B Burpaadong,, °Z oy doyaasp o031 1apioy qof =myi-isayg ay3
:Louazedsueay *awmeg diay 1114 YoTym Sa}ouaIRdsuUBRI] FEYT

nox 3Inoqy yooq y 1 °‘oN J0/puw

ijooyg

w5310y 3yl Buimoiyod, --9; 13sqng ‘83133 puw ‘sanyeAa ‘gapniyilw jaoa
wdIoM 38 Buipaadong, g ‘oN punos 3uydoyaaap 103 sand 3ald [1IA
:{oudzedsuea] ‘A11earo sajyni asayl pway -auwes yorysa sayduaaedsuwil Io wily ® MITA

wfAeq 94yl saaws 2134,, °1 "ON
:13380d *aups *831¥quy jaoa poo3d uo x3isod Lejdsiq

T18VIYAY 409 1S39 Q3ddYOIANVH QIIVINVAAVSIQ

S3ADUNOSIY ~
SITOILVELS NOILVNTVAI-ONINIVAT-INIHOVAL

AOL (ACNADY ¥ LT DT 0vr 0 avrrr as a0 o .




juapnlg Apniz-jyiom 1dwiog
:uosxad 3asanosaa pajzsading

Ax3snpuy 1e207%

qo[ ® duypjoy ‘g “oN

9113034 B9ATINDBXY ‘y °*oN

SaT1dn padojdwau) gz °‘oN

qof ® 10] dujulel] °1zZ °ox

9 °"ysa ‘aining INOL uyl Sqor °zZi "oy
8311qBH j21opM poGn ‘L °oN
S1e13uassy jeuolledndd]y /1 °ON
jusM s1adojdul IBYM "¢z °ON

1 s)ooyg

Aouaiedsuwil spwui-13Yd283]

61

‘ameg

*3mes

*gjuapnis apind
p3 Adouaiedsumil ®» 3asn puwr aawdaad o3
ysima Ley 112Yydwa; 03 3joN “3ueg

10/puw

‘uoz13d 33xnosax ayl jysw o3
suoyjsanb juauyixad 8uyisyy £q szeyd
a3yl aawdaagd “°iajaoa paisn{pe-]iam
‘pa31oadsax v agsooy) :Iayowa] 03
210N “19jI0A pood e 3aq 03 13pao

uy op 03 8wy 3y Ivym uo suO}3IgaINb
pauywu1233paid iamsuw puw SS®Id 03
j1el 03 4Apnig-j}i0oM wWOl1I 3IJRWSSV[D
12m3103 ®» 3)1jau] :uosiad ao1Inosay

1o0/pue

*3J2U313331p Y3
?21edmod> puw sionpoxd L3yjenb Xeydsyp

pue 103110 °*811qBY jI10M 1004
y3noxya asuvmroziad yxom ajenbapewuy
Jo 81InS3a1 Aoys o3 8ajaIsnpuy

18201 wo1j swa3ly 3I23fax Xejdsip
pue 3129]10) :}jIoA 9933yumR0)
$S3aTITATIOY JuijwurwIng

‘8p¥w jensia y3noayy

S5e> uy pa3juagaid uaaq Lpwsaye

sey IBYM pur S3duaIajal Jujpeax

01 X333y *3ISTI @ Buryem £q qof

3yl uo 83 ,UOCp puw 8,0p 3ZJIVWENG

S324N0SId

QIddVOIANVH

QIOVINVAAVSIQ

SZIOILVELS NOILYTVAI-ONINYVAT-ONTIHOVIL

(U3NN1INOD) 490r 4009 V 00 OL MOH

"¢ SAIRSNOTIVTAY & A0 W -y g0 "™  “m




0¢

‘suoyjleniis {ponutijuo)n)

fe1d-a702 a2yl doyaaap Suapnas 1c 31231103 °qof e pyoy o1 moyio3z

ay3 diay 11IA ysyIym sSuoy3zsaldansg 03 83N 3Y3 S$33VIISNY[T YOIYM

saurzedew pup 313adedsemsu woll Suoolae\) 13330 :I3yd28a] 031 3310y °Sumes moys 31addnd v Juasairg :4Awid 370y
10/pue

*Juauudysse aaoqe
3yl uyl paydoIwagal1 Iyqey MIom Iyl uo
88812 03 ja0dax (w10 uw JUISIAG

*s3xo0dax yeI0

uy uorlwdyydnp ou 8y aa1ayj LYy og
p2iuyodde aq pinoys 83yqey yxoa 3yl
3o yos®d aInq “31d3fqns 113yl 23000
Aem gjuapnigs 10 paudissw aq Lem
383YyJ], :I3ydw3] 6] 30N ‘poolIsIIpuUn
83 UISOoYd 3IIqRY jaom aevndiiaed
Yyl 113Aa acy moys prnoym zaded ayj

*juspudisse 81yl o *310dax v 203 123(qne v se jxeyd
sated ul jaom Aem S Ua3pnilg ‘Iwes 3yl woij 1yqeYy Iom duo 35333
16 °d
w$837qeH jaom Buyldazyy sio3lowy uwvixodmy,,
:x915\ Aouaapdsuera],
831335 Sjoouy Ajrunljxoddg gl "ON
X333eS qof °€1 °oN
83TQUH YIoM poo)  °f °ON u’qor eyl 3uydady, uc yoogjyiom
I9jd04 pooY ¥ “9 °oN *31ey> uo ajsed uy 11 uosgay] a3aydmo) ,,*83iqeEH
11 uossaT ‘qor eyl 3Jurdaay °4yi °OoN 031 S31q®Yy j}21om pood I3IvIISNI]Y HI0H4 PpOOGH,, IIVYD I3YJ IBIILL °SIiqBY
:syo0yg ysrys 8aanioyd 3no IN) ‘awwsg j20m poo8 Suylsyy Ixeyd v dOJaA3Q

*331qey jioa poold
33¥131SN]11 031 PIasSn 3q Lwu 8300q

911 °d ., “Ssasong 03 543y, duyi010d 10 sdurzedeu woay paddyyd *padolaaap aq
L ‘usersnyug,, ,,“88932ng 031 s8dajsjood,, 1 °‘oN 0 LMEIP X3YIY3 S3INIDFA INI] 03 837qeYy MIos 31quaysap Juiasoys
:gwap] pawog uyldyIng -uo0lae) :13ydwa], 03 230N °3uwes Av1ds1p pawroq uylayInq w doyaaag
d3ddVOIaNvH QIOVINVAQVSIA
SIDYUNOSIH

S3IDALIVEILS NOILLVNTVAI-ONINIVAT-ONIHOVAL




padolaaap 1sydeal

S1e13Ud387] Jeuoriedndd(

LT “ON
:jooyg

12

*19j104 pooB ® ST 3Y

mouy a3koydwa ue 3137 ued 13akoydwd
ue Moy suimiIala] °3JIvis pway
1ay3o 3o ‘1a8euew juerd ‘aozjuel

PEaY Yalm md7A293u] adel ‘“ouwg
*saynx
513102ds aa13j XJ13jusp] “*ouwes

*13jx0m pood
e 3uiaq up raquamaa o031 S$3, V0P
9A1] pur §,0p 3AIJ ISTT ‘smeS

. tuolssasdmn] poon e 3uyyey, Jusw
-u3yese STY1 213IFL °‘I3yI0oM poold e
ST 3y eyl mowy 13Lojdumd STy ayem
ugd 22fojdma ue yYoyrym uy s{em uway
Fuy3iTam uyl 3qrIdS3’ :uUOTIERN]BAT

10/pue

*sapniyjae pue
3311qey 3Iom peq pur pood uaamiaq

ysSTN3uIlIsSI(q *a9yjaiom pood v 3uraq 03
9ATIBR[31 p3uxewa] sa[nx 213rdads uaj
Sui3tam uy AJjrjusapl :uvojjenjeaj

*s31qey

jIoM JO 83 ,UOp pur §,Gp 3yl uo
31ys v juasaad o3 aiedaag *aajiom
poo2 v 3uiaq uy si, uop usl pue
§,0p U233 3seay 3v ISy :Aeyd o10%

I1o/puwe

*saynx asay3
33813ISNTIT YSTYM Su0OlI1Rd Meip

S324n0S3y

a3dd VO IaNVH

aaovInRvVAAvVSId

SAIDALVHLS NOILVNTVAI-ONINGVIAT-ONIHOVIL

(QIANIINOD) 90rf (G005 V 04 OL MOH

‘€ SdIHSNOILVI3IY JIA0UIWI-BIAOTLIA




12paodax ade]

Xapaioodaa adey
sjuaxed

921330
juamioydua ajeas ayi woll [BIDIJIO uy--
3213uru0) jO 1IqWeY) WOoiJ IATIRIUISI2dIX Y--
£31Unuawod
ay3 woxy saakordwd yilim uaWSSIUTISNG--
:suosaad adanosaa paisading

L9 'd
,fs9adhorduy o1 L3tiiqrsucdsay s, JuswaSeusiy,,
:1e1aa1lel Juapniy

(44

*s373ouaq a3koydua
Buymoys Leyd<Tn paeoq ulIB[ING
30 193sod v Jolsaaq :ZXisumng

> ameg

*aues

*awes

‘fouaaedsueal v se pasn ag ose
Aew STYL :294yoma] 01 33O\ ‘awes

*szako1dua
3o 109dxo Aevm 23Lo7dmd ue

s8utyl 9Aal3 30 [I°1 :UOT3IBnIBA]

*M3TAIIIUT IY3 woa3 paurel uojrwm
~-10Jul 3Yyi 8seld 3yl Jujayl ‘ade;

ay3 jyoeq Butpded £q 10 L]jwvxo
A3Y3II3 SSBID O] MITAIIJUT Ju3Z3AXY

*‘sajed uy xo0 aucyw

jaom fem 8juUapPNI8s JYJ, ‘uaIlias
20 padel aq Avm majAIaUT Iyl
:19yowa] 031 930N ‘saakojduwd ajay3
wox3 3103dx3 o031 g93fo1dwa 103 juw)
-Jodmy jsom 3yl IIw 83A3T(2q ay
g1032®3 3yl (syaoa ays 3jy1 ‘asyzom
10) a2Yy3e} anok Yijm 8SNO8}Q

suoromoad (L)

K3133es (9)

83133uaq 3duiay (g)

$3}®21q uoouxaije pue 3ujuaop (&)
porxad yosuny 30 yasua (g)
awylaan0 (2)

sanoy 3uryaop (1)

:8uyMor103 9yl Jo swasy ug
paioadxa s1 3vys uo saakojdma pue
saafo7dma [NnJsSsavONS JWOS UIIMIAQ
uoi1ssnasyp (aued v 03 Ud3IS1]

*19fo7dwa 3y3 wmeox3

109dxa pinoys salakoydua Yuiyas nok
I8y (121 pUB WAII Yoed SBNISIQ
' s99n01duz o1 L3171qIsuodsay

s, usuwadsuey, Inopuey 3yl peay

S30YN0SId

QIdd VO IAGNVH

TIDVINVAQVSIA

SITOIALVELS NOILVOTVAZ-ONINYVIAT-ONIHOVAL

dIA0TdINd JHLI NOdd LD3AdX3 OL 1LVHM "€ SdIHSNOILVIZY JIAOTIWI-HIAOTe [

a i

Text Provided by ERI

@)
\Ul
Zlla



z6 d ,‘qor 2 Surdaay

01 [er3Iu3ssy sulaijed I0TARY3aY [BIBUID,,
:I33sel Aouaaedsuea]

siauuey,, ‘9 °‘OX
:dyxgswytyg

,40i «nol 1noqy axof Juiuied], ‘¢ 3Iv8sqNJ
W {A0M 3B saauuel pooy, ‘¢ 32sqng
W10 e spuatal Juiyeyw, ‘1 33sgng
891235 1oy 1B SUIpalddIANG,, "7 °ON
:Louaaedsuea]

2JU313IIT( B Bl

530¥00549d

‘qol » Suidaay n3 [eBII
-u3ss3 sulailjed 10TABU2G 3QIIDS3IP
ydo2Tym sarouaredsupil AaTp  “Bwes

*3WRG

(ponutauod)

yatsa Suoje 3uriilad ‘suoriodsaip Sut
-mpy103 “saapro Buryel se say3rjenb
yons Ino 3ui2uiiq Ul $3IUIPNIS ISTSSY
1I3yde3] 03 330y ‘IArY pInoys
13uutd3q v sar13rpenb ajqearsap
3yl 3ISTT “°J[ISWIY IINPUOI PnCUS
xa)xom Buiuui8aq » Moy SsnosIQ

*s319)a0M
13y10 pue juawafBeuew yitm aapioy qol
A3U JO uorjoersluY Juiiou *sS31a19S
Aduaxedsuea) 10 driiIsw[I] B MITA

e

Q3ddVIICNVH

QIOVINVAAQVSIA

PES R CRAL REN

T IRNNTITV SV X

*md14 JO jutod

sty a3e3s L}(njisel pue ‘1aSue [0a3juca ‘rouny jO ISUIS B ISTIIIXI
ued a4 JBYJ (SUCIIENITS ISEH 03 UOIZoeal YJinolyl) alelisuocwa(

*S1IIOA-0D YI11M Juole

189 01 A11119e s1y uodn sanjen jeuoszad pue ‘apiirije ‘iolavyaq
*quraq-11an (rasuad ‘xiyijeuosiad sty Jo $3124339 Ayl a8Glradsag
*aaeYy pIncts aayaoa fuiuursag e sarjijenb anojy 3s17]

1114 3uapnis

SUOT1BNITS 1[N3¥31ia RuljpueH

sdiysuorieiay 1oy POOY; YUIYSI(qRIS]

J3uuilRey e se ur 3uriIrg

§13410/{-0) JINOX PpU®B NOZ

NOTLVOTVAT-ONINGVAT-ONIHOVAL

Gr.mlau m., MQ.

€
‘C
‘1
Y1l SIATIDATE0 JONVIHOL¥3dd
t
A
‘1 *SLdIONOD ONI1140ddNs
e

O
* LdIIN0D 409
—

IText Provided by ERIC

PArar



(A

wAed Inox Buiuxed,, GT#--
suoliemioyuy 3u¢sseq,, Ql#4--
W SUOTIoNXISUY
2uimno1T1od pue BUIATY,, G-~
nk3TENnIoUNg, G4~
wodouexeaddy jeuosiad,, tg--
w3TY suorjeray ueuwny, °1 *ON

*3iels poold e
03 J30 393 1duur8saq 3yl diay [rIn
YdrTusm ,,ITH SUOTIR[dY Uemny, Y3

13T eIpom-TI[NY *aweg ul sssyoxexa Fuiuleal ayj o390 dwo)
quf 3yl up °*g1 °"ON © *Aue jo wulyi jouued nofk

sa1135 s)ydouy L3junixcddg g1 ‘on 3T suoseal puUlJ O S3JU213J3i [BUOIL
slauuel °9l °*ON -Ippe 3s) *juelxocduy aie UOISSND

I0FAR'J9g SSIUISNE  *7 °ON -S1p 3yl ul Ino 3yanoaq saiiryenb

! 8jooyg 2yl Lym Bururejdxa iaded e a1am

*Inopuey

B Se pasn 3q Aew Aduaaedsuea]
*Inopury YiTa azitivumng *ajdoad

Q3ddVIIANVH AQ4IVINVAGVSIA

T8Iy 1409 1839 SA5UN0SAY

IC

Aruitoxt provided by Eic:

O

SITOALVHLS NOILVATVAT-ONINYVAT-UNTHOVIL

(AAANTINQDY WANNTOTG W QW NT CITTIT T ST euaswian am vAansTt  wwer A~

E




T4

*3AwvyYy
Pinoys zajaom 3ujuuiBaq v sayirienb
B3] 9qTIdS3ap pINOM YOIym sanx

wl-Z/ *dd ,“d12zngd paomssox),, *aaey pInoys Iayaom Juruuidaq B [pur Spaom 3yl JO IWOS JO MITADI B SB
{1eyXd3BK JUIPNIS sat3jy(enb anoy 3ISTT :Uojlenjeag [ayzznd pIomsSsSOID B HAOM iuorjenyeay
69 °d
W 80138T39310BaRY) [BOISAYJ 3JoO mam%aua<nw~wmm
g9 °
1w S12Y30 spaemo] 10iAeydg JO ST8A]RUY-FIS,,
1.-0¢ *dd ,,“saayip yas Suoly Sur3zan,, *38YIAIXD
{81819 UIPNIG s1sd1rPup-] 138 23197dWO) :UCTIBN[BAY
10

‘pamatA Apeaaye ,MIoM

v Juipaadong,, sa1a3e Louaamdsueay
9y3 4Auwdmodde YOTYM SISTIAIXI
jooqyacM dy3 3jajdwo) :UoTIen]eAzy

*330u nof-jueyl B puss pue
2sodmo) °*saaT31o3fqo 30 smiaj ny
"owes |pauaedy sem jeym sSnISYq :dn-ACTl04

*d1x3 sy3 aoj
saaf3oafqo 3193 :I3ydEa] 03 B3ION

PXTH aI,n0X °/7 °ON *sa3do1dws I3yjo pur saamoisnd
I1a¥I0M poOOYH VY *g *ON *3}OO0T PINOYS SIUaIpNIs syl ystym - pienol 10taryaq pue ‘aouraepadde
jI0M JO PIICM 3YL "7 °ON §1031583) JUaX3aIJTIN 3yl no jurod pue ‘sapniilie ,so3dojdmd aAaaasqo 03
: 8j00yg £313Uap] :I3YdE3] 03 230N "oues uorlezjuedio ue I7STIA dIal plold
- TAddVOIGNVH GROVINVAQVS1A «
TI8YIY 1403 153g

L

of
$304N0STY )
SAIOALVELS NOILVATVAZ-SNINIVAT-ON THOVAEL x|

— o ———— - .
fogmiaury 2o Y svr et R -



G01-%01 "dd ,,‘sa3ayip yara Buoyy Buyrizag,,
{8a131smy Acuaawdsuma]

sIaulley

911J01d 3ATIndaxXy

$3>130®1J [E1iB19199G 9A1393]]4

t01-¢6

I0TARY3Y Ssaulsng

‘91 ‘oN
.q 'oz
.m .oz
-z "oy
:8j00g

¢¢ d ,,‘sdyysuorjeiay ssauysng,
:s[eraaley juapnis

10738UNCD 3duepInd TOOCYDS
‘uos1ad 22anosay

*dd | ‘sat1aag sadL] Li1jrBuUOsiag,,

121935y Aduaaedsues

9¢

‘S2IpN1s 28®d SSNOS[( ‘ouwes

*ames

*aueg

*SUOTSS3adXd Uy MBAP SIUIPNIS dARY
pu®R Sase] Numr}q IpPIAOX]

031 310N °31 1Inoqe peq 3O pool
ST leym 3uryjial “odly ajrjeuosiaad

4{oBa INOGER 2DU3JUAS U S11JdY ‘Iwes

:Iayoea]

*0319 ‘jaom

1e drysianod ‘semeu 38173 Jursn
jou 10 3ursn ‘drssol Jurypuey

se yons ‘sdyysuorie(aa ssau

-1Snq UTe312d uy 398 03 Moy Keyd
310y °suojilen3iis qof-ayj-uo 103
3at3idadsaad aadoxd ur L3ravrjlue;
pue ‘A3r1emio3 ‘dyiyspusaray 35e]gd

‘SI9Yl0 YITA (194 Jaom 03 L1y
-11qe STy 031 (vorifpuod [8d1sLyd
pue ‘yiyesay ‘souexeadds) Sujaq
-1194 [ea3ud33 8 ,2u0 jo 2dumlaodm]
3yl utreldxy :00S1a4d IdanoOsoY

*29%20M

aaT1e12dooo v £q passassod s31wal
2yl yaim asayz aiedwo) ‘aawy

01 AT9YTI ST a3ja0M 3aaliwiadoodun
ue s3yea] L3y1wuosaad ayj 181

*33nopuey

se sad3isew Aouaxwdsueil ay3 as(
:39Yydea] 031 910N °p23IBI1ISNIIY
sad{1 £L317B00813d jUa13IIIPp

3yl Jo yoea ,yiym 3uoiw 3138 o3,
Fo)el 17 Jeysd Jnoqe Uiyl °S8I3Ylo
{114 (124 jxom o3 L3111qR STY uodn
sey KLiryeuosaad s,suo 323333 ayj
ssnasIq °*3d4d3 L311ruosaad anof
autwialaq °sadfka Aitryruosaad jua
-13331p 3uiiotrdap saanioid majaay

53054¥n0Ss34d

IddVOIANVH

QIOVINVAQVSIC

SIIILVELS NOILVATVAI-ONINYVIT-ONTHOVIL

IC

Aruitoxt provided by Eic:

Q

S4dIHSNOILVIIY MiI0M Q005 ONIHSITIVISI "2 S¥INHOM-0D dN0A ONW nnt

E



g9/ °d ‘310333 weayl vy,
tjeraaley uapnag

n8214,, ¢€l¢§--

wli8NLL,, Oj--
gsadey ,, ‘37X suoylelay uwuny, ‘| °OR
I erpauw-~-TITNK

:huﬁﬁﬁn¢fm0ﬁzumzll

. ‘8971295 jusmdolaasaQg [BUOSIA,, ‘1 °‘ON
:Aouaawdsuray

qo[ InoX pue A31[BuUO8Iad INOL °‘9¢ °ON
9 ‘Yo ‘L@anang anox uy sqof °ZT °‘©ON
:9joog

L91-991 °dd , ‘so1isyaaioeaey) Jusduewladd,,
:219388p Louaaedsuex]

uS9Nie) [BuU08134d, ‘Y °‘ON
/ N 8% |
#3UTAOYS 8] 3pNITIIY INOX,, °¢ °‘ON

- (3TN erpaw-FIINK

duymoys #] 3pnlylIvy IN0L  “GZ °*ON

qof ANOJX pu® Aj}1ieuosiad anoy ‘97 °ON
qor ayl ug ‘gl °oN

umg Inojx uo 1] SuyYEN ‘G ‘ON
2311301d DATINIIXT *H °“ON

3] da9y puw JOo[ ¥ 199 O3 MOH ‘g °"ON

: 8jjooyg

Le

u 819430 431a sdyysuorie(ay 32233V
UY9TYyM 897318Taa3zdeawy), ‘Suipedy
Iapun j0O0OQaioUu U} I.88J °IABY
a1doad sonywa (rUOSaad 3yl Lexaixod
yoJym 83an3d3d 3no In) ‘awmes

‘JI0M NOA 3XIYA 8SIUIBNG BY3 JO

392130R2d puw 83[nX a3yl aaxasqQ (%)
‘83u0 dATIe3dU UwBYl

I9Yylex sjuawadlels aararsod ayxen (g)
*anoy KL1aad

3ou0 Jueged(d 3uiyiswos Aes (z)

*jueseard joo1 (1)

:sjuyod 8uymoiiol
ayy ano 8Buraq auzapnis ayjl dray
£ 13Ydowa] 03 330N ‘"2palrl1v 3ATITS0d
2 JO S211S11332BIBYD 3yl 3SI']

*lasquowm weal pool
® 59)BW J1vym (W3l v JO 1d2quAm ¥
Se jX0M 03 sSue3m 3T IBYM SSNOSI(Q

‘jrom 3w

£13Yy3o Yayma 3uoie Suyillsld 31s933e
saniea 1ruosiad s, 3uo moy jo
sa1dmexa ajoN ‘sanyea [euosaad
yiwa 3uriesap ade3 » 03 UIISY] 10
£9119%8 Adouazedsuwriy 10 WIJF ® MITA

*9pniT1iie 3aTie30u ® jOo pia

198 03 moy 3aujmIaisq °*nok punoae
?sov] uo sey Ipniylle aayiwdau

B $3033J9 3yl 330N °*IDFSWd

$13430 yayMa Suryiom sayww Ipnijylle
3A13150d B 3ulureiuUIRPW MO MOYS

$37dNn0S3y

J3ddVOIANVH

TIOVINVAQVSIA

SIISILVILS NOILVATVAI-ONINEVIT-ONIHOVIL

Of
GMNW

mm]

{GINNTINOCS) SdIHSNOILVIdd AU0M Q00D ONIHSITEVLSY

"€ SUIA4OM-0D ANOA ANV oA D



08 °d ,,“aspuod 03 sSuOYISINY,,
:1eTa9le Juapnis

6L °d ,i0L SurITIM nOX 3y,

gs °d ,,‘ssaoong 103 8d1IsSTILIdRBARVYD,,
LL *d fyueq

3yl uy ASUOR~~SUOTIBIIIT[BNY [BUOSII{,,
!1era9aiey JU3pnisg

601 *dd ,‘sa3ylp yara Buoly 3urllay,
801 °d ,,‘qor 2yl uo suoliwiay uewny,,
:sJa3sup Louaapdsueay]

8¢

*‘A11ex0 1daosxka ‘aumes

*uo1SSNISTP
ssSeIo uy LJ[BI0 I3MsUY °IBWBS
*awesg

sanyea [PCOSIDd--

apnirlie--~

l01ARYIq=-

Yyijeay--

£311PUOSI2d~

:88 JOon8 “sIaAOM-0D YITM

Buote 3128 03 £L3r11q® %,3u0 uodn

aABYy S11BI1] UIBIISD S3I033I2 9yl

2ur3TaM UT 3qTIISB :UOTIBNTRAY

10

*s1aylo yiia Suoye 3uiillss
Jo swm1al ul 3J(os a3evy :uoyjenyeAzy

*qof 2Yy3l uo suoyle(aa urpuny pood
3uiystiqeasa xoj suorlsadsns
3O 3ST] v dolaaaQ :Aleumng

T1ddVOIANVH

GI9VINVAQVSIAQ

SIDYNOSIH

SdI93LVELS NOILVATVAI-IONINIVAT-ONIHOVIL

(AAINT L

037 SdIHSNOILLVIdd Ad0M dOOJ SNIHSITTHVLSH

"¢ SHIAdON~0D ¥{I0X OGNV [0A




YA
(penuy3uod)

*aAIl

-83au 81 YyorTuam deads 20 Yuly3l
nok 3uryilkiana umop 3JTIH ()

*}UTYI nok

Jeys Aes 03 23a3] aaw nok udym
Lwp ayj uy porzad ®» 3297135 (1)
:jusmasoxdmy yyas 103 sueld INER

18 °d ‘suojjows jo *5UO0TI0Wd
,i5UOTIowT SATIB89N ANOX [OIJUC) X UB), | [0IIUCD U SSB[D ;SISSe 03 dinssaid aa71982u 3O J0OIJUOD BYl SIQTIDS
11811338 JLIDNIS asad asq :35yowa] 03 930N “omesg -3p YOSTym 193Ys Inopuwy SENORIQ

*pa4deajaod suoiieniis 3yl

« 100D INODX MOTY I, uo(,, Gi#-- uy 213M nof J1 op pinom nok Jpym
adey ,,‘jaomM JO pIIOM,, ‘T °ON jnogqe Julyl ‘*jYios 3 193uw Yjym

131 vIpam-TIINY *Iwes 3urieap sade3l uossa] 03 UI3IST]

*ameg *S8BTD YITA UOTIDIT[02 3aBYS

*p33v13SNI]I UOTIBNITS IB[NOTIaed
3yl uy padiay aouny jo asuas

2 moy 8uryyal 2anid>1d yowa lapun
uolieur]dxa 3JI0Ys ® IJTIA pue YHOOq

*aumeg -330U INOA U} SUOCO03IaRd IY] JUNOKR

901330 £31andag Oimouody [eso] *qo{ aya uo xouny
sauyzelew pue siadedsmay *aweg 91BXISNI[T YOTYM Suocolxed 3ID3a[[0)

iNIom

anof uo uOIIBIJUIIUCH 131838
3lqeua 11 Saop MOY ¢SI3YI0 UO
2ABY 11 S30p S$1d23139 juesed[d Jeym
(8aed3 ysyueq di;3y 11 SIOp MOY

:se yons ‘qoel STy pue JenpiAfpul
ur $3103j3® I0WNY JO ISUIS B MOY
*auws; ino 3uraq yorym suoirisanb sSNISIQ

d3ddVOIANVH JIDVINVAQVSIA

S3424n0SIH
SII93LVILS NOILVATVAI~ONINYVAT-ONIHOVAL

SNOILVALIS 1110014410 SRITUNVH '€  SUIN40M-0D ¥N0A ANV NOA




SuoTiBNiIs
3SBD U9II(IMA 10 PaldI[3as-I3aydea],

plouny,, A € ke

nwM3TA JO jutod,, 1l#--
w3 TN SUOTIBTdY uewny, T ‘oy

WATEL YOB OOL,, fi--

w4231 Ay ‘uey 4w, gy--
sade1 ,,“jiz0M jo praom, ‘g ‘ox
DTN BIpBW-TI[NY

0t

‘suor3lvills

9s3Yyl jo yowd ur uojurdo Inok
23318 ATInJiaew] pum [O13UCD-J]3S
pue lomny jO 3SUIS B ISTIAIKD
PInoA nok Moy moys ‘*siowmni

pue jiom 3w xaduw Suiajoaul
SUOTIBNIIS ISBD Paloaas ul
*SSBID 39Uyl 30311p P2q1adsap swayqoad aya Suyajos o3

01 UYsta Apw 13yoeaj 1daoxa ‘ameg UOT30831 INOA BATH :UOCIJBN[BAq

‘paddois aq ue> siouna moy pue
Sacunx Jo $323333 [T 9Y3l SSNISI(
*#491A jJo 3Jurod anek 3urje3s pue
siouni uo sadel uUOSSa] 03 UIIST]

*Aer aar13ysod

B Ul sjuswajels 3yl aseaydsay (y)
*poraad
jeyl duianp aai1jedau axam

nok sawy3l jo xaqunu 3ayj }dayy ()

TIdd VI IQNVH AQI9VINVAQVSIA
$3DUN0SAY -
SAIDILVELS NOILVATVAI-ONINMVAT-ONIHOVAL >R
I
H
| B

(QINNTINGD) SNOTLVALIS I1001dd1d ONIIGNVH "€ SYINYOM-0D ¥00A GNV NOA D



1¢

83ITqEH ¥IOM po0) ‘L °ON
I3)ICH peOO ¥ "9 °ON

qor dnojx PIOH 03 #0H °01 °9N *13aom poo3/aajiom
:8jo04g *ames lo0d ® JO 82718}AIIDVIBYD 3Y3 IS8T

«P3114 Bu1313d9, ‘1-94 adel uoyssndsIQq pue
,P231d nOx 339 1BYL SpIoM d13eY 3l

‘g4 ade], uossaT ,IOM JO PIIOM, T "ON ‘qof e daay/qol ® asoy 01 8dea
$31TM RIpsm-~TITNK *amed 3uiqraosap 3uypaocdax v 03 V3BT

qor eyl auldaay °41 °“ON
JuepM sidhordud 1BYM ‘€7 °ON

S9113n paiojdwaun *ZZ °ON L *qof Inox PICH 03
‘Jof Inoi PIOH 03 #0H ‘Ol "ON mOH ‘jooqiiom 3yl uy g61-L81_"dd
8957130814 ]P1dwl1aI0ag aAT13Id33Id "¢ °ON uo 287513%X3 Iyl 931914LOD puw pway
: syoog
G91-951 °dd ,‘qor ® daay o1 MoH,, T °"ON *qof{ @ daajy/qof ® 3aso] o3 sdea
:g193378d Buruiaedl] - swes aqIaa8ap YdTya 83YdoUdTedsSUBIY MITA
] T3ddVOIANVH QIOVINVAQVSIA
S33YN0sIy

SATHTIVILS NOILVNTVAT-ONINAVAT-ONIHOVIL
QISSIWSIA 9NIdd 1 SHOC ONIONVHD °da

-suoyjowoxd 83AT8 3T uUIYM Juncdde ojuyl s3yel Auedmod B leya 3zAiBUY ¢
*sqof Buiueyo u3YyM I1aquBWAL O3 8I|NI INOJ 3l 3B °¢
*31@SSTWSTP 10J SUOSEaI uU3al 3I8TT 1

111a juapnis a3yl $SAALLDIACE0 JONVWAOIYAd

uoyjowold v Surll’y °¢
ugdysay 031 Mo °2
passtusiq 3ulag °1 {SLdIONOD ONILI0ddAS

sqor 3ujdueyd °q $1dIAONOD 4OI'VH
!
i

o=




A

(panuyjuod)
£31119w38ay 1euctiowy (4)
(939 ‘juandpn{
xood ‘aprad jo jyoey ‘sarl
-giadoosun ‘g8noajanoasip ‘asuw
-awddde Ljayp ‘Apiaun ‘a3jey
fasouoysyp ‘yefoysyp ‘Azey **a'y
83d3dse aayiwdau) aouaijadmodsuy (¢)
asn{pe 3,ue) (7)
£2010uTwa33 puejsaapun
3,u8d ‘uorlwdnpa y3noua oy (1)
iuoyseNIsIp 3yl uy saugrod
Suymoyioz ayal ino Suraq 8juap
‘11eiap -n38 ay3 dyay :Isyowd], 03 930N
yonm sev ojul 03 jou og “sues *‘p2213 31928 aydoad Lym s8NdGIQ

" 9ARY] O] PIYSVY 1Y sI93RI0M Aym,

$38TY 8TYI 3I3ITL °“2ajyiom x00d ®
2uyaq ueyy a3yao qofl v wmox} paxy}
*831ST] I231a0ys 3Inq ‘sueg aq uwd uosxad v Aym suoseax 18]

‘uaAl8 gjxodaa

1810 pu® UMOp U33ITIA 3q pINOD
8MDTAIIUT 3Y] ‘dlqe]ivAv j0U

87 x9paodax adel j] :I9Yydwa] 03
930N °38nd2STp puw Jyovq sadey 3yl
Buife1d £q sseyd YA 282Yy3 3Ieys
‘p2133 3198 ardoad Aym suogwax

3yl jJo uorssnosIp v adel uo pIodax
*amvg pue 813£07dma vIdA38 MITAIIIU]

*juamioydua uy paAyoAuy 83y}
-11qjsuodsax a3yl jo Buypuwisiapun

. 30 3oB] @ pue sapniylie 1ood jo
wqor Apuais,, °1 °ON asne23aq sqol 113yl 3asoy] suosaad
: 3mpY *3upg moy 3157dap yorys auwd e Leyg
Q3ddVOIANVH . QIOVINVAQVSIA
SEDUNOSTY OE
SIIVFLVELS NOILVATVAI-ONINAVIT-ONIHOVIL umNm
] :
(QIANNTINGD) GASSIRSIA ONIdd L Sd0l ONIONVHD a -5




£E

‘paat3y aq prnoys aydoad Aym
*Suoseax 9AlJ 1I18J] "suwes SU08E31 U3] I8Y] :dOTIVN[WAY

*sqof 3801 uwd
a1doad Aym svogwaa Jua133ITp Buy

an8qor aso atdoad Aypm,, -moys 8dia3s uoojawd 10 83an3dyd

‘c-d3-0 :,Aeq 8yl saawg 3334, ‘I 'ON autzedwa Zuisn Leydsyp pawoq
132133804 . *augg uyrladIIng 20 aa3s0d w doysas(q

Z11-011 °‘dd .. *sqor asog aydoag £Luyp,, uw'8qor 3501 ajdoag AypM, 81318VU
:saaisel Aouaawdsuepa] *auwg &>uaawdsueay 8SNOSTp puw MIIA

sjuapnis Aq pappe ‘saaylo (y)
12421 amoduy (¢)

uoy3iysod 1vId08 (2)

(3y3yam “3y31ay) azys (1)
8103583 383yl Ino Burluraq uyg
SJu3pnis 18188y :13ydOw3d] 03 310N
‘gqo{ 3Jo 8go[ 10J Suoswalx 03
‘ameg duyrinqixjucd jou %10328] 88NISIQ

25u3p1I3uod JOo WOWl (9)
ya3uazis 1ea184iyd jo oW (¢)

qidd V2 [ONVH QIOVINVAAVSIA

FIBVIVAY 1409 1838 s3dunos=u A

LOF
STIDILVILS NOILVATVAI-ONINYVIT-ONIHOVEL >l
(GANNTINGD) Q'S TWSTA ANT [ ' §0F coiew & @




7t

w37%31 3883 3YL, ‘41 uossy] *proA® o3 s3ulyl
u39T20N 3uyaln, ‘€1 uossa¥] uo sdj3 owmos puw sqof 23uwyd 03
4104 3O praIoy,, °Z °“ON ap1o9p nof uays nosl dyay o3 8dyl
PIP eIpouU-1ITNK ‘oures amog uo ade] uossa] v 03 UIISTEY

‘Uoys8TIIp 1EN, [ \FpU¥
uw 81 3198 8,%uo0 Jujaoxdmy (g)
*no YA 31osanoi ayel nox (2)
*s3auo poo3 0} 831}qVY AIOoM peq
a3uevy> jou IT¥~ sqof Bujduwyy (1)
Byl INO uyod 13Yowdl 03
230N , °qof wwsa Yarm 3uifeas,
uoss ¢“qor 3wyl Juidasy ° ‘o i¢ U0sSsay] "ISTIIIXR3I NOOQHIoM
a 71 a0 IPAL SHRCesH ¢mxoom *aueg 3391dmo) °*sqof Buy3uwyop SSNOSIQ

Iayjour o031 3uiol pus qof
auo 3utaway Jo poyiam xadoad ()
qof xayjouw
a03 3upvooy 3o L3yssadan (1)
*337do3 :807do3 2s3ayl jo yowo Sujuiejdxo
auo Lyuo asooyd idsoxd ‘oumg xaded (2aom 10) 23wd-suo @ IIFIM

a3et1adoadde 331 123391 v wayy (%)
3a730u ayenbapy (¢)

3utawval 103 suosedy (2)

12£01dma ay3 yoroadde o3 moy (1)
:se $31d03 Yons I13A0)

‘Inopury juapnls Ayl uy pIISIT
sJ033®v] ayl ol Juixaazax ‘juapnig

78 °d ,,“sqor 3duwyj 0], Juey NOZ UIYY, 18F8sy :I3ydoea] o3 230y °qof w»
:87EPIIDW]] JUSPNIS *ames woal ul3ysax o3 sfem 3233102 1811
a3ddVITQNVH AIOVINVAAVSIA
§3D28.10534

SAIDILVIILS NOILVITVAI-DNINYVIT-INIHOVIL

NOIS3Y OL MOH ‘2 S4Or SNIONVHD °da



4 311%3 3sey aylL, “‘#1 uossa]
132130 BurAT),, ‘gl uosSI]
%I0M JO piiop °Z ‘ox

$ITN eIpaN-TIINN

ce

*3$3S1] 133I0YS

' Jwes

*auRg

*3ueg

(panuyiuod)
anvatiadxa piured nok aaey (g)
:qol juasaad ayjy ur ued
nof 11e pauxeay noL aamwy (Z)
;uo13yscd syy3z uy ued ned
s@ 1w} Se paouwApe Nok aABH (1)
ssuosweax
Buimoy11ol ayl ano 3urduraq
vy dnoal ayj 1I8YSSY :Iayoea] o3
230y *suoswal 1ood pue SUOSRAX
pood--sdnoiad oMy 03Ul ST Y3
BPIATQ °Sseld UY asayi 8sSnaSIq
*sqof{ 8ujBueys 103 suoswax
PIlea awos 1§} :uollenieAj

ipaxadwal joy nok 3aay (9)
iyIrm
Buoie 128 01 paey nok aay (¢)
;p~113 3u13398 jo
peaye dmn?{ wuo aawa] nok piq (y)
iqof
ay3y Suirsol 10I suoswdl Luruw
3yl jo axom 10 3uo nok aiay (g)
iAqazomasnay nok 3xy (2)
;21qepuadap nok aay (1)
:13pysuod o3 s3uyyl Suimoriol
3yl Ino UIOo4 :13Yydwa]l 03 IION
*awyl ¥ 1I0YS 0C3 UT INIDO
saBueys qof Auew 003 31 sxafoyduma
031 uaay1l uoyssaaduy 243 SSNISIQ

*siamsue 3yl
8SNOST(Q “13[j00q pIoda1 Jua3pnis
ayl uy suoiisanb ayjy xsasuy

TI8VIIVAY Ad0) IS3g Ssaounosad

{d3ddVO10aNVH

QI2VINVAAVSIA

SIIDIIVYLS NOILVATVAI-ONINYVIT-ONIHOVAL

DS ale ALANS SR I 2R R LT Ty




9¢

(uawuBisse 1al8xwy
B 21pury uwd nok 1933 nok og (%)

¢qof 29339q

2 103 nof sarjrrenb yoyym

S32410S3x%

q1dd VO TGN VH

(IOVINVAAVSIA

SITIILVELS NOILVNTVAI~SNINGVIT-ONIHOVAL

(QANNIINOD) NOISTY OL MOH 2 SHOr ONIONVHD °aQ




LE
(panuyjuod)

,S93UTRBIL Inoj--qof ¥yl ug, ‘L °ON
sooeidamog 8309 3BYL qOr VY, °G °ON

‘sdragsuyrg
wpeaUY fug339n--qor anox,, °9 °CN *qol anoL uy pwaye
‘wy1td *ameg 8ut3193 uo draasmyyy 10 WY MBIA
°jusmadueape qof 30333® YOTYym
£11 °d ,, ‘juswmaduwapy,, 807181193581IBYD Y] 8IqTIIBAP ‘juswaduwvapw qof 32933® YOoIym SOIIST
12338\ Aduaaedsuma] yotuym Aouazedsuril ® M3ITA ‘Iueg -1330%v1BYD 9] FSNI|Y(Q :wIOJISUIBIAY

*ade] ay3 3uydawdmoddw j8T30Nq
PI0231 3U3PNI8 IY]l WOIJ SUOTI
-gonb uorssnosyp 3yz L[1RI0 IPhLsde
pue uorieniys adel ay: SSNOSI(Q

wéIINY pInoys I uiyl nox oq,,

LJuoTiocmoxd ¥ 103 3urysy,,

WqO0° #dN Yy punog ] ssog,,
:sade], uUOIB8SNISIQ

WI0M JO plaoM 8yl,, °1 “ox *uorjomoxad v 103 Sujijse yya
3T vIpSmW-TITNK *amee 3utiwop uorieniys padel v 03 U2IST]

pPeayv qor aylL °I1 °"oxN s WBS YITH
:jooyg * weg uaag 8uyr3l3an,, 28Id219Xd YInoayl YIoM

*831159p

3y uorlowoad v 3apasax jou sa0p
oym 33fo1dma uw jJo §83uIa3371q IY3I
*ames §3q1a283p yd1ym L1033 e Xwvid ajoy

*391j00Q pP10o2321 JUIPN33
‘ca0qeR 3TN 293§ *aumeg uy suotrisanb paawdaid Iamsuy

uSuoyjomoxd, “‘z1l4# adey

adXoM 3o plaoM, °Z °ON *suorjomoxd saa13 Auwdwod v moy
131 RIpAW-TITIN . *awmes Yiia s1eap yoyym adel v 03 UaIS1]
A1ddVOIANVH TIJVINVAAVYSIA
$ADYNOSIY OE
SAINALVHLS NOILVATVAI-ONINYVIT-ONTHOVIL umNm
i
NOTIOWOEd ¥ SNIITIS ¢ 540l ONIONVHD a -




8¢

*uaAld punoadyoeq 3jo
uoridiaosap 031 3urxaazax “sayiyrenb
239Y3 SSNI8TQ °SIaTuwdmod IjaYl

s1adedsmapn £q paiomoad udaq £13ualax aawy oym *qof ay3 uo
yg~-¢g ‘dd bydoad 3noqe sayo7131w 103 saadedsmau | uoyjomozd I03 Lrwssaseu sayouajadmod
w‘uorienieay Iayseal-13Loyduwy, [oieosay ‘uorjwniys qol pajeinmys w 1euosiad uorieniys qof paijeynmys
11811338 JU3apnag 3STA3(Q :Id2Ud®¥3a] 03 30N ‘sues @ Ul 3jrijguUcWS( :UOFIVNTEBAY
‘qol ® doay puw 333 03
pP3aIH @1 ,NOx */Z °ON sdem 33vI3ISNIIT YOSTyMm S2an3old *qol » doay puw 3038
:yoog duysn 31wyd ®v 9ajwu 31dadxa ‘sueg 031 sfem SSNOEIp puw pway :LxwmHng
*qol ® uo juswyyyyIny jwuosiad *jron
031 2Arlela1 suorlsanb o3 siomsuw WOl 3WOD YdIIYa JumIIII[n} puw
pI1od3x pue sdnoi8 yrmwus uy Yaom ssaurddey ywuosaad jo uoyadyassap
spied 193sew aZwn3uey Juelg fem s3juapnig :I9YdWIL 03 B30 8 pa0dax puwr sia3isem a3wndue] 38)
[l1-691 °dd ‘jlom woa3 SWOI uwWd 3IvY3
W 831135 pae) 133sey a3enldue,, °¢ °ON ‘891198 pied 133swu aZwn3uw] JusawI I3 Ny puw ssaujddey aqradsap
:39Y08d Butuaean uo punog piodax 31daoxa ‘suwg YOTYM 8UOTIRIISNIT SSNISIp puw asq

SHILIATLOV ONILVNIWIND

*suoyjowoad
qof 3d233@ prnom yaTym s3%3
*8213181X53108aBYD IATJ IS} “auwe§ -ST1330BIBYD U3 387 :UOYIWNIRAY

1

WqI0M JO praopm
3yl uy ssasong SulAayydy,, 7 ‘ON

31dd VO IOQNVH GIOVINVAAVSIQ

$304n0s3y
SIT2ALVYLS NOILVATVAT-ONINIVIT-ONIHOVEL




§12y2w3] FAS JI0J 131Ud)

6t

20909 111 ‘o3wo1y)
*pald uojduryseMm °*M 0101
*d1oy

32anos89dy ‘urol 2313F L961 1ruOoTlwOonpy 3IIITI0I Jauxn], *H paeysdT1y qor ¥ JUIpIOH °Q
g12ysea)], JAS
J03J I23U3d; 3DaAN08AY {*2A0qe 852appR 298)
‘urvol 3313 ¢6Q°'ZS 1261 *auy “s21812088Y XIJVW WOSTOJ °S BAIUIY 831TqEH }aoM poon *}
L0651 ‘®=d ‘umojlsuyor
839Yy2BaL IAS 616 xog
X0} JX93u3adj) 33AN0CSIY *aAy uoaaeyq I11 -
‘ugoy 2913 00°Z$ 1461 *ouy “sS91vI0088Y XIJE uoSX3pUAdY °J uwor IajI0M4 POOY ¥ °9
819Yd83), IAS 880€T °A°N ‘yoodaaari
J0J I933uUd) 32IN08IY *38 3I8xTI %Z¢E _
a.ﬂwo.m 29xy momo.ﬂw 9961 ‘o) 8pavyITy ‘q yuexq Z9pEFauyosg pleuxay qof e Nﬂﬂvﬁom pue Mﬁﬂuuww om
110€9 °"OW €a9isayduey
‘P I93SIYOSUEBR
833Yowa] JAS 103 IIJU3d) "0) Yoof TI1TH-MBIOON
20anosay ‘ueroy 99213 L961 *ATq 3urysiiand 839x5 |{uosuiyly puw aeymmej 9113034 DATINIAINY ¢
UojIIpo weydod pue 83073 .
posIAdx aAoge SB Jues ‘euuwy ‘xowwayqg 18TIB19I09G 9ATID:._ . °g
9060% A& ‘uo3ldurxal
*£y Jo *apupn
*8p1g °pd 2014elL 161
‘siayowal AAS L2267 OTYO ‘FIBUUTDUT)
I03 193uld) I3DINOSIY peoy uosipen 1016
‘ueoy 23913 ¢0B8'E€S m %961 *0) *‘qngd UIIISIM-YINOS uossny IoTABY3Y SSaulsSnyg °*Z
_ "X°N ‘Aanqpoop
m *ouy ¢“satass
1rUOTlIEBONpY Suolipyg ugoy 1edd nox Inoqy jood v °1
LS00 dLva SSTYAAV YAHST'TIN 424N0S-40HINY TVI4ALYH CIINING

YIHIO QNV SNIIZTING °SM00d




0%

01119 °IT1I °‘paozyood
Lemproxg 0081
961y ®Xog °0°d

8891 uwosuyor °5°H 193YSTH °I plARd 819I3Uas88y [euojlwednody °21
oadag sIauuey °*9l

L0661 “®ud ‘umojsuyor

823Yy983d], IAS 616 ¥od

20} A23U3) I321IN0893Y *aAy uoxaeg 111
‘upoy 9913 ¢g°1$ 893%10038Y XOJWW usg Inox Uy IT SUPNEW °GL

£0909 °11I ‘o3edTyy
*paTg uoiduyysem ‘M 0101

9961 *dxop *onpy 3321104 9310M pue 3axeq qof 1®Yj, JUTdaY °§1
10€T0 °*sser ‘p1ayjyusaay
8131oea], JAS A0J IXI3U3) 1992135 [eIAIP3] GV
921n0say ‘uwoy 2914 *op 93ag °7 Suruuey) X33jes qor ‘€1
¢e9L0
‘LN ¢s33T10 poomayduy
813Yoea] JAS JOF I13]U3) *BAY UBATAS 406
soanosay ‘urol 2913 1261 B®°3A19S joog 211SBIOYDS 297 WeTIIH 8INJNJ INOX UF 8qOr °*Z1
323YdBaL IAS 11909 °11I ‘o3e31yd
303 133Uu3) IDIN0S3IY : *3S 91ad *d 662
‘ueol 9213 :00°9$ €961 “D088Y Y2awagay aoulalds | aswnayg pur 3a3qpiod pe3yy qor ¥yl °I1
sxayowa], 4AS 8949/ Sexa] ‘uyisny
I0J I33u3l3) IVINOSIY Q707 %049 °‘0°d .
‘ueoy @31y  0Z°€$ L961 *0) uy3dnwp-}223S 323ad pue [1apng qor anoX PIOH o MoH °*0
81aYyd>ea], IAS 1948, sSex3] ‘uyisny
203 123u3) dIINOSAY g70Z ¥ogd °‘0°d . _ .
‘ugoy 3313 180°1$ 6961 *0) uy3nep-3233S 91909 °*X Ayioxoq 3] do®)y pue qof ®B 33) O] MOH ‘6
T 1soo q1va SSAUQAY YIHSITANd ADUNOS~YOHLAV TVIHAIVA QIINIUd

YIHIO0 NV SNILTTING ‘S300%




812Yyd2®3a], JAS
X103 a93ud) IIaANOS 9y

1%

‘ugor 2213 $8g°$ ‘aaoqe sy WS YoJuls 121ueRqg | gqOof Inox pue AJ}1vu08134 INOX °QZ
8a3yowva], IAS
103 123U3) 3DINOSIY (°2a0qw SS31ppR 33S)
‘ueol 29a3 {08°ZS$ *2088Yy YoaIeasdy 22Ud2§ usmdey) poomll Juirsoys 8] apn3F3av INOL °GZ
suten ‘puejilzod
.a_.a aSU.HQ»p uojlsam °‘r I13pvayos °q £w§ HI0oM W..lnw. PT1ACHM 9Y], o.wN
11909 "11I “0o3ed1Yy)
819ydoead] JAS 103 I3]uU3) *18 @1ad °*3 64¢ (721300g 821135 20URPINY ¥)
30anos3y ‘urol 2913 *2093Y Yoawasdy IJUIYIS AyjaopM sauef Jurpd siladoldwy IeyMm ¢z
880€T "A°N ‘100d13ATT
gIayowa] 4AS 10J I3aJuad) *18 I8XYd HZE (83293ysiyiom
30an08ay urol I¥3xJ *0) SpavydIy °*q Yuexg JO 83938) 891[3[] plAoTdAmdR] °*°ZZ
8a9Yded], JIAS L0909 “T11 ‘o3wdtyd (sa1ax3g aouwpIngd
I0J I33u’d) I2IN0SIY *pAIg uol3urysem M 0101 a93av) U0IS3UIAJI-IBUINT,)
‘ueol 2913 {0Z°1S *dio)y °onpq 33191104 Jauany, *H pIryYsty qol & I0J JUTUIRL], °1Z
110€9 oW ‘Ieisaydusy
*PY I93183YIUBY
8134yowa]l JAS I0J I23U3) *0) jood [ITH-#BIOO
321n083Y ‘ueol 3914 UOTSIAT( X23899M I23e1s Ined MDIS I O8I °0C
110€9 °OR ‘a23saydusy
839Yyodwa], JAS *pY 193183YOUBK 3T 203 Xed nox
103 I31uUd) IDINOSAY *0) Yooyd TITH-MBINON nox o3 dn 8,31
‘ugoy] 9213 ‘°®d 9¢°1$ *ATq Burysitqnd 8391y gmaxpuy 121e3diey $183113S 8)douy AJyunizoddg °gl
813yowaL, IAS 880€T ‘A'N ‘1o0diaayl
03 133u3d) IDINO8IY *3S 38213 I
‘usoy 2913 16T 1§ 9961 *0) 8pABYIIY °F MuBag 12AwaM puw UOIPRH qor ?Yy3 ug °g1
1S0D 41va SSTUAAV dIHSITINd J0¥N0S~-dOHLNY TVIdILVA TIINTdd

YAHIO ANV SNIXATING ‘SN004




Y

*p3 puz 91001 “A'N “Maox mey
1461 Y3anos anuaay died 19y
PasTAdY *auy “*0) °*qnd ‘Q'd’l PIiIH 93,N0% ;¢
1S0D a1vd SSINAAY ¥AHSITENd 30UN0S~YOHLAY

TVINILIVW GRINI¥d um
¥THI0 GNV SNIXITING °SM00% 8




1%/

8901A138
1ensia-oIpne "} °N
woa3j [rIuadx “0G°ES *uyw 91 (sroqe 8w 2wes) 8509 INOX pue NOx--qOf Inox, °8
S32TAII8
jensia-ofpne "}’
woaj [eIUdX “‘00°€$ ‘utw 91 (2a0qe se 3wes) .S371qeHd jIoM poo--qof anox, L
893IA198
jensta-orpne ‘H°Ql
woxy [eiudx Qg €$ ‘uru 91 ‘ (anoqe se sues) .pE3yy 8urizag--qoL anox,, °9
S301A13S “
1ensiA-ofpne "y N _
woiy jeIudx ‘QgG°Es *utw 91 (aa0qe se aues) WUl 8urllri--qor anoy,, °¢
gaayowa] IAS 103 I33u3d)
354n083Y ‘ueo] 23313 ‘uw 1 suiid Buriiais L.52NTBA 1BUOSIdd,, %
m *0) unoyied wddurapaddy feuosiad, °¢
Sa2TA12S m
[ensia-oypne ' .
woaj (eauaa ‘Q0°z$ ‘utw I (3aoqe se adues) wqor e dady o3 moy, °Z
| 9050% .
; £y ‘uoiBuixa]
§92]A138 *£y 3o ‘*atu
jensia-orpne “y°[l §30TAJd3S
woaj [@Iudx ‘Q0°E€S "uym 12 1eNSTA-OT7NY { LI0M 3y 198uy,, 1
1S03 _ HLONTT SSddaav I04N0S-40HILAV SWI1d




(9a0qe se auweg)

paodax yiia

ugo] 3313 {00°sgs | sdiajzswyily ¢ | “daoqe ssaappe 33§ “2088y 2d2uepiny WI0M IV ayqnoxy,, ‘g
(anoqe ‘0] °qrd u83I113§
se JWES) UBO] 9313 sdriisu]i3 9 | °2a0qe S331ppwW 2995 aouayag aeindod juamdoyaaaqg L3IjIeuosiad, °g
813283}, JAS 203
133ud) 3IDINOSIY punos yiis
‘ueol 9913 f00°6£S ! sdraisuyill 4 |°2a0qe sSsaippe 33§ *J08sYy aouepins . 829UIR1] Inoj--qof 3yl uQg, °¢L
gsaayoseal AAS 103
13]uU3d) 9IINOSIY punos yiis
‘ueoy 2313 {00°19$ sdrajsuyil g |-2aoqe ssaappe 993§ asnoy airy 3Ly 49OUd13IITQ ® OuW SsIdUUBY, °9
0LS01
sIayoea] JAS 103 AN ‘@11TAlumseald .
133u3) 221n083y | SpI0d3ax1 YITA |°92Ay uojdurysepm ¢g
‘ugol 3313 {Q0°SES sdixismi¥y ¢ G xog °‘0°d *2085Y 3asupping woo81damog s309 Iyl qor v, °¢C
. wYI0M 03 09 NOX TaYM--
UOTISTAT(Q [ensSip w3l
09909° 111 ‘o3edT1yD -01pny/° o)y °qnd daay pue qor ®v 133 031 MO{,,--
Ay pOOASUIABY GEZG | aouat1ds aeindog wW3ulpuly qor,, °%
|
siayoeal IAS 9£001 ! w2719nd Uy 21, ,nojx,--
J0J 133U3) 3DaN08IY AN “yaox meN | UOTSTATQ WITI 3911938
‘ueo 23313 106°9$ 1931315 Yigy "M QEE | -IX3L 1TTIH-4BIDON w8I3Y30 Yiim 3uoly 3urizay,, ‘¢
10102 Mﬁummcﬂwv uotljeonpy WAI0M JO PIIOH
00°L$ ‘urw 1 Lasxm £3sxaa1(q GHEL 1eNSTA 10J L39700§ 3Yy3 ul ©53ddng IUIAITYDY, 2
9060y “AM ‘uoci13urixa’
*Ay 3o "atuq
*3p1d -p3 r014el IG1
sxayoea], JAS
10] 133uUd) 32In0SaY GEFIT AN ‘®Oojwumer s2123s ,qor v 3uidaay
‘ueo] 2913 f00°2LS$ *aAy a3ysay 10-9%1 asnoy 331r9 3L7Y pue 2uyilay jo 8,04V 3yl °1
1802 HILONAT ssJqdaav I24N0S-YOHLNVY SdTYLSWIId




00°6¢t$S

punog yiia
sdya3suyIy

04501

" L'N ‘911TAluesSEld
*aay uolduiyseMm €7

1%/

¢ %08 ‘0°d

533812088y IJUBPINY

QO 2yl uo }3I3H ISATI Inog,,

QOﬁ

1S00

HIONIT

SSadaav

324N0S-YOHLAV

SAdIYLSWIIA




saoyoed], IAS 103 133u3)
asranosgsay ‘ueo}l 9313 £66°9S$

9%

906G1 ‘ed ‘umojsuyor
.m>«.~ uoaxaey HHH
831RTID0SSY XaJel

— e m—aa

waor 4peais, °1

150D

$534aqv=-30400S

SIWVO

Q
IC

Aruitoxt provided by Eic:

E



g1ayowva]l ANS 103

LY

*111 ‘o%ed1y)
*35 9137 I 652

11909

(epyn2
3,12pea] pue ‘1a7j00q U2pNIS
¢3x23s0d ‘spaodaa ‘sdiajsuill)

123U37) 232InosSdy ‘uvo] I3xg %961 89]1eID085Y U21eas59y 3IDUITIS W3urMOyS ST IPNITIIV INOZ,,
s1ayodeal JdAS 11001 "A°N ‘3qI0x 43N

303 133u3d) 3DINOSIY ‘urcy IAaJ *31S YILY 1S3 LY (apInd s, 3030n13suy “siaryjooq

¢ (2apacdaa adel YyIIm) 006525 10 *auyl ‘udysa(g uollednply pioda1 juapnis g “83313ssed ()

(13paod>aa ade3l 883]) 06°62Z$ 6961 UOTSTAT(Q $30IN0S3dY TwuoIjednpy »9o0f 343 UQ--}10M JO PTIOM 3YL,,

(qof @2y3 uwo £13a13103339

uoyjduUN} 03 pIpadu SITIAS

110£9 "ol ‘I2asayduey 1v1208 pue S3pniyile “sysel

813Yyd®a], JAS I0J I9]3U3I) *pY aajsaydue] ¢€5287013X3 JO S3Ta1ds 3d1dmod e)

23anos3y ‘ueol 3313 0G°691S 0L61 *0) j009 TI1TH-2BININ/I3ISqIN w31} SUOTIBTIY UBUNY,,
1500 JJIva SSAUAAY-4IRSIT9d VIQIN-1LT0R




s191owa] JFAS 103 IAU3)
ananogay ‘uwol 2313 {00°0%S
‘sjyooq A3ITATIOR U3pNIS
0z 3o 198 B yiya siaisod g

961

8%

i

L0661 ‘“ed ‘umolsuyof
*aay uoixeqg 111
$33BIJ0SSY Xa3jel]

|
|

nsqor aso atdoad Aym, ¢-d3-0
4JAEQ 2431 S3aaes 2134,

‘1

1500

CAA:(

SSTUAAV-¥IHETI 144

SY3LS0d




gayjouaaedsuexl gQ°
jo 33s 3azajdmod 103

00°SLIS 10 *®d 00°SZ$

813ysral JAS JIcJ I3JU3I)
a2anosay ‘upol 9313
fsayouaxedsuerl g jo
sayaas 23ardmod CO°081S
X0 113asqns °*ed (00°Q81$S

1S00

S3ToUd

-1edsue1] ¢

398qns

‘g3 sajoua
-aedsuesy g

6%

¢06¢1
*A°N ‘uojuwey3urg
889 X0y °‘0°4d
*suy “saycua
-Iedsueay paaitun

IXAAY]
o1yo ‘rivuunyduld
OQU cna
uiajsapm-yincsg

- - i e Wt rsmtansinres

SSsddaav

JangapM °*y uuy pue
191e8ae ‘uospny

aayaed
sayxey)y °3 pue
uosu®y 'V Yyiaeo

w108 ¥
&yatesay Suidsay,,
wiI0M

e ajes Zuideay,,
WSaTny

aya BJuimoriod,,
wdef Inax noqy
3ol Juiuaeoq,,
uI0M

1y siauuey pool,,
w1104 3V

spuatag 3Jupiew,,

‘94
"G

“hit

.
Da
E=

“T#

“1#

I98qnNg

J98qng

19sqng

33sqng

3135qQng

19sqng

WOZo0M 1y Suypaadong,

wA3111qV 28wy, -~

wX3TT1qY SO1¥AY,, -~

w£ITTIqQY L3y, end, -~

WwAIT1IqY 2171, -~

WK31119v L111RU0SIRd,, -~
wS2113S jusudoaaa(q [euosadd,,

304n0S-4OH L1V

SAIINIEVISNVIL




Student Materials
Student Exercise Sheet
Name

INSTRUCTIONS: Keeping a Notebook on "How to Keep a Job"

1.

Start the preparation of a personal notebook to which you will add

items during the study of this unit.

a. Writc a title page. It will include the name of this course,
the unit title, and your name,

b. Begin a "Table of Contents" psge. Add categories as you add
items to the notebook throughout the year,

Set aside a section for written class assignments, This notebook
will provide you an opportunity to practice the skills of writing.
organizing, and maintaining good records and reports which you will
need on the job. It will also serve as & personal reference guide
which you can use now and in the future. It will reflect your
personal characteristics, neatness, completeness, and organization.

Include practice forms developed to increase your speed, accuracy,
and knowledge of the world of work.

Include also information concerning your interests and any other
personal and technical information designed to help you advance on
the job.

Do not mix notes and materials from other classes. Include ~nly
material from your "Orientation to the World of Work" class.

Keep your notebook in the classroom available to vour teacher and
fellow students at all times. Keep your notebook up to date and
the table of contents complete. Make it neat, complete, and
attractive. Do a good job., Plan a notebook you will be proud to
show your parents, teacher, and future employer.

Grading Periods 1 2 3
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Student Materials
Student Information Sheet
Name

GET OFF TO A GOOD START

A, Observe working hours.

1. Arrive five to ten minutes early to get organized for the
working day.

2, Find out what's expected in terms of working hours; taking
breaks; possible overtiue; when the lunch period is; possible
Saturday, Sunday, and holiday work; and when the rush periods
are likely to occur.

3. Expect to stay late occasionally and to help out during emergen-
cies and illness of other employees.

B. Understand the following forms relative to your employment:
1. Form W-4; the Employee's Withholding Exemption Certificate
2. The time card )
3. Your pay check
4, Other (ID card, parking permit, insurance, etc.)

C. Learn about your job, the company, and the other workers,

1. Find out who your boss is (who assigns you work and to whom you
are directly responsible.)

2, Learn what the person who held your job previously did. Ask
questions when the answers aren't obvious. Don't remain silent
and ignorant,

3. Watch for the unwritten rules. For example:

a) No smoking or eating on the job.

b) No personal phone calls.

¢) No wisecracks and personal kidding.

e) Refer to your boss as Mr. __

4, Learn and confirm new names by repeating them and using them
in conversation.

5. Learn to handle your routine assignments well

6. Assume more responsib’lity as soon a&s you are able.

7. Improve yourself by taking advantage of company training programs
and adult courses offered at schools and colleges.

D. Conduct yourself in an ethical manner.

1. Do not pass confidential information to anyone.

2. Never use confidential company information for your own profit,

3. Think ahead and do what you think is right,.

4, Do not start anything you know you cannot finish. (False
promises create false hope.)

5. Do not ask a business associate for financial assistance.

Whether he helps or refuses, you have put him in an swkward
position.

6. Respect the authority that your company has vested in your super-
visor. Tf you must disagree with him, do so tactfully and in
private.

7. '"Treat other people as you want them to treat you.'" Beware of the
grapevine and stifle any tendency to pass judgment. Look for good
points.
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Student Materials

Student Information Sheet
Name

(Cont'd.)

E. Be a prized employee.
1. Develop a rcputation for efficiency.
--Plan your work.
--Do your most important work first or when your mind is fresh.
--Complete one job before starting another, whenever possible.
--Whenever possible use shortcuts. (But do not sacrifice quality.)
~~-Have adequate supplies on hand and at work station at all times.
2., «im to please.
--Be dependable. Be someone who can be counted on.
-~-Be neat.
--Start by yourself and work hard,
--Be organized, but be willing to change as needed.
--Show interest and enthusiasm.
~--Do not abuse the good will of others.

F. Adjust personal life to avoid conflict of interest.

1. Find a reliable mode of transportation to work and a reliable
substitute to use in case of emergency.

2, If yei will be living away from home, locate in & reputable
neighborhood. Look for a place which will provide the privacy,
security, and comforts you want and can afford. As a rule, a
month's rent should not exceed a week's income., Consider the
following:

a. Room in a private home vs. upstairs apartment or an
efficiency apartment vs. renting a house with others

b. Distance to work and nearness to city bus lines

c¢. Distance to shopping and laundry facilities

3., Live within your income to prevent financial embarrassment to
yo.rself and your employer who must process the garnishment to
your wages when a creditor collects a bad debt. A budget will
help., Make a list of projected money needs for such items as
the .following:

a. Rent and utilities
b, Transportation

¢. Food.
“&; Taxes

e. Savings
f. Clothing

g. Laundry and dry cleaning
h, Personal care
i. Medical care
j. Recreation
k., Miscellaneous
4. Leave your perscnal life at home. Plan recreational and shopping
~ activities after work or on a break. Save romance and family
grcblems for after work. Do not get involved in an office romance.
5. Locate a doctor and a dentist ncar your place of residence who can
maintain your health as the need arises. Allow time for rest.
6. Plan vecreational activities for enrichment es well as for fun.
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Student Materials
Student Exercise Sheet

Name

——

BEST COPY AVAILABLE

CASE STUDIES

The purpose of studving cases 1s to discuss the proper channels
to take when working with people in various situations,
INSTRUCTIONS

Read through each case study carefully, answer the questions, and

then discuss the questions in small groups. You should complete both
case studies in 20 minutes,

Case No, 1
- TO SPEAK OR NOT TO SPEAK

Marilyn Clark's emplover has had a bad day, He has given repri-
mands to several of the employees and discharged one salesman., When
Marilyn answers his riug to take dictation, he reproves her for being
late, 1lle had sent !arilyn on an errand a few minutes before, and she
could not have returned earlier. When he says, '"Why don't you ever get
here promptly? I alwvavs have to wait for you," it is too much for
Marilyn, She answers, '"ecause I had gone to the filing room to find
those papers you wanted!'" lier employer then says coldly, ''You may go

back to your more important work, I'll dictate to one of the others.”

1. Evaiuate Marilyn's handling of this situation,
2., What would vou do in a similar case?

3., Is it helpful to fix the blame? Why or Why not?
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Student Exercise Sheet

Name

Case No. 2

NEGCATIVE VS, POSITIVE

John Lockyer has been working for the Maurice Clothing Store
for more than two years. He is an excellent salesman and has many
regular customers, He has felt that his opportunities are very
good as the other salesmen are much older and John appeals to the
college fellows, At the end of John's second year, an older sales~
man, Mr, Adams, retires and Mr. Anderson, the owner, hires Bill
Reese, a young man with many of the same abilities and advantages
as John, At the first sight of Bill--a handsome, cheerful fellow--
John decides to make it so unpleasant for him that.he will quit
his job. He is sullen to Bill, refuses to tell him about Mr. Adams'
former customers, and is gencerally unpleasant. Bill recognizes
John's dislike at once. Instead of quitting his job, however, he

resolves to win John's friendship,
1. Do you think this is possible?
2. What steps should Bill take to reach this goal?

3. Why is John behaving as he does?
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Student Materials
Student Information Sheet

SOME THINGS YOU SHOULD FIND OUT ABOUT THE JOB

Directions: Mark the advantages with an "A'" and disadvantages with a '"n."
This will be your own opinion.

1. Long hours
- b J
2. Work shift
3. Working conditions (indoor and outdoor activities)
4, Close association with employees
5. Year round work
6. Holidays and vacation
7. Fringe benefits
8. Salary

9, Variety of types of work

10. Informality of dress

SOME QUESTIONS TO ASK YOURSELF ABOUT THE JOB
1. What are the duties of the job?
2. What hours do you work?
3, Does the job require a uniform or special clothing?
4. Are uniforms furnished or do you have to furnish your own?
5, Do you have to pay for damage or breakages?
6. Is there overtime pay if work is done more than regular hours?
7. Do you have to work evenings, Saturday, Sunday, or holidays?
8. Do you have breaks during working hours?

9. Are there fringe benefits? (accident insurance, sick pay, vacation pay,
discount on food or meals)

10. Is there opportuaity for advancement?

E Q- 11. What training and/or education is needed for acquiring the job?
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Student Materials
Student Exercise Sheet
Basic Job Facts

Name

BASIC JOB FACTS

Job Location

Address

Telephone No.

Supervisor's Name

Telephone No,

The following people work in my area:

Name of area

9.

Note to Teacher: Use this assignment as a notebook project for those
students who have part-time jobs, Have students who do this assignment

discuss their findings with class.
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Student Materials
Student Exercise Sheet
Basic Job Facts (Cont'd).

BASIC JOB FACTS

I. WHAT DO I NEFD TO DO TO START MY WORK?

A. Do I need to take a physical examination before I start work?

B. What kind of training on the job do I need to be able to do the

work assigned me?

Who will give me the training I need?

C. Do I need special clothing and/or special shoes?

What kind of clothing or shoes do I need?

II. THINGS I NEED TO KEMEMBER ABOUT MY JOB
A. Work Information

1. Where do I report for work?

2. To whom do I report?

3, Where can I go to find information about my job?

1s there a bulletin board in my area which has the information

I need? Where is this information board

located?
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Student Materials
Student Exercise Sheet

Basic Job Facts (cont'd)

Time

1. What time do I start work?

2. At what time am I finished working?

Preparation

1, What do I need to do to get ready for work?

2. How much time do I need to prepare myself for work?

3. What should I do after I am finished working? (clean up)

4, How much time do I need to clean up?

Tool and Materials

1. What tools or materials do I use on my job?

2. What do I need to know about the tools?

3, Where do I get these tools?

4. Where do I put the tools after I have finished using them?

Pay

1, How much do I get paid for my work?
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Student Materials
Student Exercise Sheet
Basic Job Facts (Cont'd).

RULES AND REGULATIONS OF MY JOB

(Write a complete statement of the job rules covering the following
points. Add other rules that are a part of your job but which are not
specifically called for below)

General Rules

1., How do I check in for work?

2, How do I check out when I leave my job?

3, What are my dress regulations?

4. Where should I leave valuables? (money, watches, etc.)

5. What should I do if I am late?

6. What should I do in case of absence?

7. What do I do 1if I finish my job before work time is up?
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Student Exercise Sheet
Basic Job Facts (Cont'd).

8. What were the rules my supervisor told me during the fivrst day?

9. Other rules and regulations which I need to follow are as follows:

Conduct Expected

1. 1Is the use of gum permitted on my job?

2, Are my friends allowed to visit with me while I am working?

3. Is eating permitted?

4. Other rules and regulations which I need to remember are as follows:

a.
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Student Exercise Sheet
Basic Job Facts (Cont'd).

Safety Rules Which Must Be Followed

What to Do If an Accident Occurs
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Student Exercise Sheet
Basic Job Facts (Cont'd)

WHAT I HAVE READ ABOUT MY JOB

Books, Magazines, Articles, Newspapers, Pamphlets

Name of Article, Book, etc.

Author Date of Publication

Where Found Date Read

Briefly describe what the article, book etc. was about

Name of Article, Book, etc,

Author Date of Publication

Where Found Date Read

Briefly describe what the article, book, etc. was about

Name of Article, Book, etc,

Author Date of Publication

Where Found Date Read

Briefly describe what the article, book, etc. was about
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Student Exercise Sheet
Basic Job Facts (Cont'd),

MAKE A MAP OF THE AREA WHERE YOU WORK
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Student Materials
Rating Sheet

Name

DESIKABLE CHARACTERISTICS AN EMPLOYER LOOKS FOR IN HIS EMPLOYEES

Does he follow directions?

Always

Usually

Seldom

Never

Sometimes

Does he accept constructive
criticism?

Does he sustain routine?

Does he get along with superviser?

Does he get along with co-workers?

Does he get things done?

Does he like his work?

Is he dressed and groomed
appropriately for the job?

Does he come to work every day?

Does he give nntice of any absence

by calling in?

Does he get to work on time?

Can he work by himself?

Does he take care of tools and othqm

equipment with which he works?

Does he Jdo his share of work?

Does he observe the rules of the

company regarding smoking, eating

on the job, and ete.?

Does he observe company rules and

regulationsg?

Is he courteous?
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Student Materials
Rating Sheut
Name

DESTIRABLE CHARACTERISTICS AN EMPLOYER LOOKS FOR IN HIS EMPLOYEES

EX. GOOD AVRG, FAIR POOR

ATTENDANCE & PUNCTUALITY

ADAPTABILITY TO JOB SITUATION

WORK INTEREST AND AMBITION

COOPERATION

PERSONAL HYGEINE

IMPROVEMENT

FOLLOWS DIRECTIONS

HONESTY

DEPENDABILITY

WORKS WITHOUT
CONSTANT SUPERVISION
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Student Materials
Student Information Sheet
Exercise

ROLE PLAYING

Purpose

The purpose of this activity is to demonstrate and discuss the proper
channels to take when working with people in the varicus situations. It
provides you with an opportunity to use your imagination and creativeness.

Instructions

1, Divide up into groups.

2, Create situations which exhibit examples of both good and bad
interpersonal relations.

3. Participate in acting out the situations created by your group.
4, Discuss some alternative ways of handling the situations dramatized
by your group and by the other groups.
Evaluation
You will be evaluated on
1. Your contribution toward creating the situation dramatized.
2. How well you portrayed the character assigned in the playlet.

3. Your suggestions for slternative ways to handle the created
situations,

4, Your participation in the discussion groups which evaluate the
value of this activity.

Sample Roleplay Situations

1. One day the boss stands and watches you work for awhile. He says
you're doing the work wrong, What should you do?

2, You're told to clean the floor. You didn't understand just quite
how to do it, What should you do?

66




Student Informacion Sheet

Student Materials

Juawasueapy Joj Ajunpodde

sabepy Jie4

sSaulsng ay) nogy uoljewoju|

67

suolipuc) buiyiom poo9

S3IA0TdWI OL ALITIGISNOdS3Y S.INIWIDVNVYW




Student Materials
Student Exercise Sheet

Name

Self Analysis of Behavior Toward Others
Check List
If you need to work more i{n the area of interpersonal relations,
maybe it is because you do not fully understand yourself or your be-

havior toward others. Give this self-analysis check list a try--but
answer honestly for this is for your benefit!

INSTRUCTIONS: Answer each question by checking either YES or NO,

YES NO
1. Are you dependable?

2. Do you control your temper?

3, Are you tactful?

4, Do you enjoy helping others?

5. Do you accept responsibility?

6. Do you respect the flow of authority?

7. Do you refrain from reforming others?

8. Do you have a friendly personality?

9, Do you refrain from being nosy?

10. Do you show understanding and sympathy?

11, Are you able to get along with people?

12. Do you express gratitude to others?

13. Do you refrain from arguing?

14. Are you considerate of others?

15. Do you svoid showing resentment of others?
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Student Materials
Student Exercise Sheet

Name
Date
Rating

SELF ANALYSIS OF PHYSICAL CHARACTERISTICS

Frequently we offend others unknowingly, The list below was compiled from
the results of hundreds of answers to the question, "What physical traits
keep people from presenting a good appearance and hence hurt their personal-
ities?" Place & check mark (v ) before each thing that applies to you.

Dirty fingernails Unshined shoes
Dirty hands Dirty, dusty shoes
Beard Body odor

Yellow or unclean teeth Halitosis

Visible blackheads Too few baths
Pimples on face Inappropriate clothes
Dirty neck Stoop shoulders
Dirty ears Awvkward posture
Greasy hair Hair not combed
Dirty scalp Greasy skin
Dandruff Broken shoestring

Buttons missing
Clothes fitting poorly
Dirty shirt Dirty handkerchief
Soiled underclothes Dirty collar and cuffs
Baggy trousers Run-over heels

Hair too long
Ragged fingernasils

Number of checks

I1f you checked fewer than five items, you are neater and better groomed
than the average student,

If you checked between five and ten items, you are below average in neat-
ness and should do something about it now,

I1f you checked more than fifteen, you are in pretty bad shape., Drastic
action is necessary.

Look over the items that you checked. Each one is a personality defect in
the eyes of other persons. Each defect can be eliminated or improved.
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Student Exercise Sheet
Name_

Getting Along With Othexrs*

Directions: From the suggestions given below, choose 28 that you think

are important to getting along well with others., Place an
(X) by each of your choices., Be prepared to explain your
reasons,

Be & good sport.

Learn to remember names and pronounce them correctly.

Be an introvert.

Act a little aloof and superior.

Be shy and reticent,

Have a sense of humor.

Never make a mistake.

Be able to stand ridicule and criticism,

Be your real self.

Be sincere in complimenting others.

Attract attention by laughing and giggling.

Be a '"good mixer."

Be broadminded and democratic.

Learn to converse well.

Keep personsl troubles to yourself.

Avoid keeping other people waiting.

Remember the interests, likes, and dislikes of others.

*This material has been taken from: Federal Project No. 437A
Guidance Units for the Learuing Laboratory to Teach Basic Skills
in a Culturally Deprived Area." Booker T, Washington High School,
Dade County Public Schools, Miami, Florida 33136,
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"Name

Show respect for the other person's knowledge and opiniors.

Avoid unnecessary arguments and quarrels.

Make others feel that they are appreciated.
Avoid talking about others.
Cultivate a friendly disposition toward everyomne.
Be reasonable and patient with others.

Take criticism in the proper spirit,

Make "A' grades.

Be autocratic in your demands.

Be egotistical and opinionated.

Act hastily and impulsively.

Lend money readily.

Be a good listener.

Avoid too much borrowing.

Pay back what you borrow.

Be careful how you repeat gossip and quote names.

Refrain from giving unsolicited advice.

Respect the other person's religion.

Be sarcastic and suspicious.

Learn to smile and be cheerful.

Criticize when it is necessary and do it kindly.

~ Use excessive flattery.
Refrain from "double crossing."
Dress neatly and suitably.

Respect the rights and property of others.

Be a "yes'" person.
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CROSSWORD PUZZLE

Student Materials
Student Exercise Sheet
Name

The purpose of the crossword puzzle is to help you review some of
the personality traits necessary for good interpersonal relations on the

Try to complete as much of this crossword puzzle as you can.

You

should be able to at least get 40% of it filled in correctly.

11.
13.

14,

15,

16.

ACROSS
Reliabl : at all times
Practically never 1ill
Obey orders

Forcefully say and do the
right thing

A smart student is
I am very in »mv work

Change negative statements
to ones

Develop positive
toward ones work

An example of a good work
attitude is

72

DOWN

Your appearance should always
be clean and

Strong ties that bind you to
your employer ceuses you to
be

You have to be to
changes that take place

Never tell falsehoods (lies)
Work well with others
Continuously working

Takes to attempt work
beyond that required

Unselfish spirit towards others
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Student Information Sheet

CROSSWORD PUZZLE ANSWERS

ACROSS DOWN
1. DEPENDABLE 3. NEAT

6. HEALTHY 4. LOYAL

9. OBEDIENT 5. ADAPTABLE
10. TACTFUL 6. HONEST

11, INTELLIGENT 7. COOPERATE
13, EFFICIENT 8. INDUSTRIOUS
14, POSITIVE 11. INITIATIVE
15, ATTITUDE 12, GENEROUS

16, ENTHUSIASM
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Name

BUSINESS RELATIONSHIPS
CASE SITUATIONS TO ROLE PLAY AND DISCUSS .

1. In Company A everyone is on & first name basis, including the manager.
John is new on the job, How should he address his co-workers? Give
reasons for your answers.

2. The working hours in Company A are from 9 to 5, with two 10-minute coffee
breaks and one hour for lunch. John has a scheduled deadline to meet
and works better in the morning. He prefers not to take his scheduled
morning break., Since he brings his lunch, he does not need an hour to
eat. By afternoon, he gets so bogged down that he's ready for a

longer break. What should John do?

a., Take a longer break in the afternoon.

b, Take his breaks as scheduled even though he is more productive in
the morning and risk meeting his deadline.

c. Finish his work early and leave.

d. Other suggestions.
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Student Materials

What values do you place on the personal attitudes, traits,

and characteristics which make work and relations with

others easier?

2403544
y & 4 4%
4

A TEAM EFFORT

NTREESE, CURR.DEV.CNYR_ U.K. 890-/3
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Student Materials

ARE YOU WILLING TO:

I Accept existing group standards ?

2. Avoid existing frictions, feuds, and cliques?
3. Accept existing conflicts of personalities ?

4. Accept difficulties of work with grace?

ITRERSE, CURR. DBV. CNTR, UK -899-/§
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Student Material
Student Exercise Sheet
Name

s . QUESTIONS TO PONDER

1. Do you get along well with your parents and other adults?
2. Do you find something interesting in most of your classes?

3., Do you feel that you have nothing to offer, that you are nobody,
that no one can help you?

4, Do you find that your teachers usually seem satisfied with what you
dov? '

5. Do you practice courtesy, modesty, and good manners at all times?

6. Do you find it easy to talk with and get along with the opposite sex?
7. Do you take suggestions regarding your personal improvements?

8. Do you take every opportunity to meet strangers and make new friends?
9. Do you consider the other person's feelings and wishes?

10, Do you take & realistic view of your good and bad points?

11. Do you make a real effort to read widely and learn new things?

12, Do you practice the golden rule ‘n your relations with others?

13. Do you make a practice of being clean and well-groomed?

14. Do you try to set an example for others in everything you do?

15. Do you try to be an outgoing, friendly person toward both sexes?
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Student Materials

CAN YOU CONTROL YOUR NEGATIVE EMOTIONS?

S W N -
[ ) [ ] [ ]

Plan your self-control campaign.

Identify your negative emotions.

Determine when, how, and why they occur,

Determine the necessary measures to control,

Apply remedies and actions for controlling and correcting,

‘_‘Tnugl, CURR PEV.CNTR. U if. - §90-16
LS

- ERIC
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Student Materials
Student Information Sheet

WHEN YOU WANT 70 CHANGE JOBS

. Plan your exit.

. Leave in a business-like manner, The job you leave becomes a part
of your work references.

. Give a minimum two-week notice. The company may need time to
find a replacement or prefer that you remain to train the person who
takes your place. Some companies prefer that the employee giving
notice leave at once, in order to maintain the morale of the other
workers.

. Interviews for a position with another company should be conducted
on the employee's own time--during lunch or after five o'clock, for
example.
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Student Materials

Trainee Date

Job Simulation Activity

Evaluation 44

EMPLOYER-TEACHER EVALUATION

instructions: Please rate the trainee on each of the competencies
(abilities) listed below. Rate by placing a check mark in the appropri-
ate column to the right of each competency. Use the following as a basis
for rating.

X == No chance to observe 3 -~ Above average
1 -« Below average 4 -= Excellent
2 -- Average 5 -= Superior
#:‘ﬁ_—m
GENERAL COMPETENCIES (Abilities) x|1]2] 31415

Accepts and carries out responsibilities
Attitude toward work; use of work time
Adaptability; ability to work under pressure
Speed and accuracy of work

Attentiveness to work being done

Promptness in reporting for work

Care of work space

Care of materials and equipment

Observing, imagination

Attitude toward customers

Attitude toward fellow workers, supervisors
Personal appearance, grooming, fitness
Initiative

Enthusiasm

Cheerfulness, friendliness

Courtesy, tact, diplomacy, manners
Helpfulness

Honesty, fairness, loyalty

Maturity, poise, self-~confidence
Patience, self-control

Sense of humor

Sellinmg ability, personality for selling

——csm—e
——

Total

83




Student Materials

JOB SKILLS X 1 2 3 4 5

Knowled~e of mexrchandise
Mathematical ability

Penmanship

Speech, ability to convey ideas
Stockkeeping ability, orderliness
Use of good English

Desire to serve people ,

Like people, not a fear of people
Fill orders

Check incoming freight

Mark merchandise for sale

Use an adding machine

Write sales slips

Make sales

Total

Rating for liabilities:

x -~ No opportunity to observe 3 -~ Frequently noticed

1 -- Not noticeable 4 -~ Highly noticed
2 -- Seldom noticed 5 -~ Pronounced
W‘
LIABILITIES x 1 2 3 4 5
Annoying mannerisms
Familiarity

Making excuses

Tendency to argue

Tendency to bluff or "know it all"
Tendency to complain

Total

PLEASE FEEL FREE TO WRITE COMMENTS BELOW

Evaluated by
Position

84




THE BUSINESS CO., Inc. 1207

73114
2 WORK ST.  Phone 200-1234 ~ar
LEXINGTON, KENTUCKY 40503
PAY DOLLARS

:

PRSI | .
THNE BUSINESS CO.. Inc.

SANK OF LEXINGTON - LEXINGTON, KY. T

120L 2 aw0 b dle 03 O 3
— I |
P ﬂ
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SARNINGS D ED UCTIONS
THE BUSINESS CO ., foc.
3 Werk St Phene 700-1234

LEXINGTON, KENTUCKY 40503

YRIS 18 A STATEMENY OF PAYMENT OR {
A STATEMENT OF EARNINGS AND DEDUCTIONS
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Employee’s Withholding Allowance Certificate

The explanatory material below will heip you determine your correct number of
f“uo‘mncu.andwillindmuwhethuyoushould complete the new Form W-4 at the bottom o
page. '

How Many Withholding Allowances May You Claim?

Plaass use the schedule below to determine the number of aliowances you may claim for tax withholding purposes.
In determining the number, keep in mind thess points: If you are single and hold more than one job, you may not claim the
same allowances with more than one ampioyer st the same time; If you are married and both you and your -«ife or husband
are empioyed, you may not claim the same allowsnces 4ith your empioyers at the same time. A nonresident alien other
than s resident of Canada, Mexico or Puerto Rico may ciaim only ons parsonal aliowsnce.

Figure Your Total Withholding Allowances Below

(a) Allowance for yourseif—anter 1 . . . . . o . . o e e e e e e e e e e e e
o) Allowsnce for your wife (husband)—enter 1. . . . . .
(e)Mlowamforyocum—ussoroMWI S
(d) Aliowance for your wife's (husband's) sge—if 65 orover—enter 1 . . . . . . .
(Q)Nmmmmwn—mml...................
() Aiowance for blindness (wife or husband)—enter 1. . . . . . o . o o e e e 000
(8) Niowancs(s) for dcpmdcnt(a)—-youmcnﬁﬂodwcmm an sliowance for each depandent you will be sble
tocutmonmrFMlnemnmnwm.Donotlncludcyoundfwmuﬂh(hm&md)' e e e e e
m Mulmhhowwnimnu—ﬂmhluontyom)ob.lnddonotmawmorhuwlndwhomh—
() Total—edd lines (a) through (M abOVe . . . . . . o o e e e e m e e e 00
umdonocpunwmmdﬁucﬂmonmmmmmmwwmwmwmmonlrmmm
line 3, Form W=4 beiow. Skip lines (i) and (k).
o)Aumncc(s)funmumm“cuom—umdopuntnmmludodudiomonyourincomcmummm
the number from line 8 of workshest on back . T
(k) Totsl—edd lines (i) and (j) sbove. Enter heve and on line 1, Form W4 below . . . .. . . s et

oy are v doubt ss to whom Mu-mmmmmmwmw tast Fadersl lngams tax retum
uu’!‘l“ywr focal m{mm Revenue u’?v“m . your

See Table and Worksheet on Back if You Plan to itemize Your Deductions

Complating New Form W—4

If you find that you are entitled to one or more allowances in addition to thoss which you sre now cisiming, please
increase your number of sllowances by completing the form below and filing witn your employer. If the number of allowances
you previously claimed decreases, you must file 8 new Form W=& within 0 days, (Shoukd you expect to owe more tax than
will be withhald, you may use the same form o incresse your withholding by cigiming fower or 0" aliowsnces on fine 1 or
by asking for additional withholding on fine 2 or both.)

v Give the bottom part of this form to your smplover; wmummnfummommmm v

. o - - -

IR

. . . . .

rorm Well Employee’s Withholding Allowance Certificate

(Rav. Aug. 197D (This cortificats s for inceme tax withhelding purpeses .

m"m'“w only; it witl remale in effect untN you chenge K.)

Tyoe or print your full name Your saciel soswity number

Nome 39dreus (Number and strest or rurel fouts) Marktal stotum —
O single [] Married

City or town, Stste snd 21P code if Mnym&&
single BROCK.)

1 Totai number of allowances you sre claiming . . . . . T

2 Additionsl lmeu& it any, you want deducted fror: sach of r [ . .

3:?&%?}0““0\7“““&0.“%“ memﬂ.mmﬁwm

Signatiies P . voncecomssspepsesentatsnnnressebarias Sete <« .,




BEST COPY AVAILABLE
What If You itémize Deductions?

if you expect to itemize deductions on your income tax return, you may be entitied to claim ones or more addition
withholding allowances on line (;) on page 1. You may claim one additional withholding allowance for each $750, or fractio
of $750, by which you expect your itemized deductions for the year to excead the amounts shown in columns (A), (B),
(C) below.

Estimated Single with m::'d W
one
salaries and employees wife or hushand and am working
wagpes {with one job) (lsnﬂm Mmh
(A) L) ©)
Under§8000. . . . . . . . 817200, . . . . . . $L700. . . . . . . $L700
$8,000—10000 . . . . . . . 180. . . . . . . 1800. . . . . . . 2.000
1000012000 . . . . . . . 2200. . . . . . . 2200. . . . . . . 2,700
12000—18000. . . . . . . 2400 . . . . . . . 2400, . . . . . . 2,700
15,000—20000 . . . . . . . 2400 . . . . . . . 2400 . . . . . . . 3,300
20.000—25,000 e e e 2400 . ., . . ., . . 2400 . . . . . . . 4,000
25,500—30,000 . e e e 2900 . . . . . . . 24800 . . ., . ., . . 4,900
300033500, . . . . ., . aseo. . .. . .. 2.400 . 5,900
350008000, . . . . . . 4900 . . . . . . . 2700 . . . . . . . 6,900
40, 10045 0. C e 6400 . . . . . . . s00 . . . . . . . 7,900
45.000-50,600 ., . . 7.900 4,500 . 9,100

Vif your sansa’ svary or wages exceeds $50,000. you may claim one sdditional withholding sliowance for esch $750, or fraction of $750, by whic

your exncled temered daductinns will exceeo the foliowing: A single employes wilth cne 0D—19 parcent of annual salary or wages; A marie

employes with one job whose wife or husband s not working—13 percent of annusi salary or wages: A Marmed smpicyse whose wite or husband *

2180 working, or sn emi Jyee who holds more than one job—22 percant of the combined or totat snnual salary or wages.

Determining Withholdiny Atiowances For ltemized Deductions )
The workshest below ..... be helpful to you in determining whether your expected itemized deductions entitle you

cisim one or more additional withholding allowances.

Worksheet
1 Total estimated annual salary or wages (from all sources) . . . .| % | & —
2 Total expected itemized deductions fortheyesr . . . . . . . . . . . . . . .| 2 |8
3 Appropriate amount from column (A), (8), (C) or footnote 1, above . . . . . . . . .1_3
4 Balance. Subtract tine 3 from hine 2. (If 0" or less, you are not entitled to sdditional alfow-
ance(s) for itemized deductions) . . . . . . L . . . e e e e e e e 4 $
8 iftheamountonlined is:
Enter o fateren Enteren
Be'ween fire 5 Between fine 5 Sstween Bae §
$750 . . 1 $2251—83000 . 4 $4.501-—85.250 . 7
751—1,%00 . . 2 3.001-- 375 . § §5258i— 6000 . 8
1,501—2,250 . . 3 3.751— 4500 . 6 6,001— 6,750 9
Note: (f the amount on line 4 is over $6,.750 you get 9 allowances. plus 1 allfowance for ssch 5p ,// %
$750 or fraction thereof by which the amount on line 4 exceeds $6,750. if the bal. / Enter this /
ance on line & 15 less than 0, you may be having too little tax withheld. You can gen. / sumbec on /
erally avoid this Dy claiming one less allowance (than the total number to which you are / fine (j), Z
entitied) for each $750 dy which the estimated deductions on fine 2 sre less than the / page 2 /
amountoniline 3. ////' //‘/}///

if You Need More Detalled Information, See the
Instructions that Came with Your Last Federal Income
Tax Return or Call Your Lucal Internal Revenue Office.
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Revenue Form K4
S2A804 (3 S}

Print full qome

Peyroil No.

DEPARTMENT OF REVENUE - FRANKFORT, KENTUCKY
EMPLOYEE'S WITHHOLDING EXFMPTION CERTIFICATE

Sociel Security No,

Print home address

EMPLOYEE:

File thig form with your
smploysr. Otherwise, he
must withhold Kentchy
income tax from your
weges without exemprion,

1. 1 SINGL E, ond you cloim an exemption, write *'1”, if you de not, write i LA

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS

€0 e B PP IER OOV PO BT SRR S cmn—m—

2. 1 MARRIED, one exemption each for husbond ond wife if not claimed on enather cortificete.

(o) 1f you claim both of these exemptions, write ''2"

{d) 1f you cloim one ¢t 1hese exemptions, write *'1" EEEREEY
(e} 1f you claim neithae of thess sxemptions, write *'0"
Exemptions for oge gnd blindness (spplicable only 10 you or d your wife but net to dogondents):

EMPLOYER: 3.
Keep this cortificate {a) If you or your wife will be 05 years of age or oidar ut ¥ 0 snd of the yeer, snd yeu cleim this exemption,

with your records. If the write 1'%, if Doth wilt be 85 or older, ond you claim b .th of these exemations, Wit . e ere it eear 8t m———

employes is balieved to (8) H you of your wife are blind, and you cloim this exem tien, write 1 i bath ove blind, end you cleim

heve claimed fos mor both of these exemptions, write "2 .............0 .0 B L LT TR R TR e

exemptions, the Depart- & 1 you claim exemptions for one or more dependents, write. the number of such exempiiens, {Do net cleim

ment of Revenve should exemption for o dependent unless you ore quolifisd unde' instruction Sonotherside) ..ovvcvvrecieanae, verseane

be 8o odvised. 8. Addvhonwnhorc‘umyhonswid\youhevocldndlmw-dﬂihﬁohul.......................,.......E
8. Additional withholding per poy period under ogresment with employer, Ses Instruction ¥...oooevieiienrs $

TCERTIFY that the number of withholding oxemplions cisimed on this cernficote  oes not excend The number fo which | am enfifled

(Care)

(Signed)

1. NUMBER OF EXEMPTIONS.=Do not claim more thon
the correct «umber of exemptions, However, {f you expect to
owe more incoms tax for the yeor than will be withheld iof you
claim every exemption to which you ore entitied, you moy
increcse the withholding by cloiming o smaller aumber of
exemptions ©Of you may enter into an agreement with your
employer to have odditionsi amounts withheld.

2. CHANGES IN EXEMPTIONS.~You moy file o new
cortificate at any time «f the number of your exemptions
INCREASES.

You must fiie a new certificate within 10 doys if the number
of exemptions previously claured by you DECREASES for ony
of the following reasons:

{(»} Your wife {or husband} for whom you hove been cloiming
exemption s divorced of logally seporoted, or cloims her (or

his) own exemption on o separote certificate.
(b) The support of o dependent for whom you cloimed

exgmption is taken over by someone else, a0 that you no fonger
expect to furnish more thon holf the support for the yeor.
OTHER DECREASES in exemption, such os the decth of o

wife or o dependent, do not offect your withholding until the
naxt year, but reguire the filing of o new certificate by

Decomber 1 of the year in which they eccur.

For further information obout chonges in sxemption status
resulting from merricge, divorce, legal sepsration, birth, death,
naw dependents, etc., consult the Department of Revenus,
Fronkfors, Keniucky 40601, or your employer.

3. DEPENDENTS.~To quolify os your dependent (line 4
on other side), o person (o) must receive mare thon onehalf of
his or her support from you for the yeor, ond (b} must not be
cloirad o8 an exemption by such person’s husbend or wife, and
(¢} must be o citizen of the United States, or o resident ot tha
United Stotes, Canade, or Mexice, end {d) must be reloted to
you os follows:

Your ssn or doughter (including legolly edopted children),
or their descendants, stepson, stepdoughter, son«in-law, or
daughtersinelow;

Your father, mother, or oncestor of either, stepfather,
stepmother, fathercinelow, of mothgreinelaw;

Your brother, sister, stepbrother, stepsister, half brother,
hatf cigter, brothereinelow, or sister«in-low;

Your uncle, sunt, nephew, or niece (but only if refated by

biaocd).

4. PENALTIES.~Penoities are timposed for willfully
supplying false informstion or witlfv! failure to suoply infor-

mation which would reduce the withholding exemption.

WA CUrE O8Y. CARr-U.K - 1(13-3

ERIC
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Employee's Name
Number
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TIME TICKET
Employse’s No. Dan —ie
Employee’s Nome
I [ 108 NO. DESCRIPTION OF WORK NOURS | RATE AMQUNT ouT
Total Regular Hours
Totol Overtime
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Transparency Master
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Transparency Master

IMPORTANT FACTORS AFFECTING WORK HABITS

|. Absenteeism

2. Punctuality

3. Stalling or loafing on the job

4, Using company time for personal matters

5. Borrowing company equipment, suppiies, or money
6. Good physical and mental health

CAN YOU THINK OF OTHERS?

TREASE, CURR DAV.CNTR,U.K- 399-1¢ 91




Transparency Master

GENERAL BEHAVIOR PATTERNS ESSENTIAL
TO KEEPING A JGB

Commorn Courtesies
Sincerity
Tactfulness
Cheerfulness

vos N

Willingness to Assume
Responsibility

.greeableness
senerousness with
~Time

~Praise
~Thoughtfulness
-=Kindness
~Smiles
~Understanding |
-~Empathy
~Work

~Effort

"NS CURR DFv. CNTYR u.K. ¥Fe?-T




/ Transparency Master

WHICH IS THE
“ FACE OF SUCCESS ?

.MORE, CURR DEV. CNT'R.,LLK-S?Q-"
O 93 .
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Transparency Master

WHAT
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MORE, CURR. DKV CNTR, L.I{- $99-26
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Transparency Master

MORE, CURR. DEV CNTR, UK. $99-22

'ERIC
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Transparency Master

"THE TIMID SOUL

AORE, CURR DEV. CNTR U.K - 899 -13

ERIC
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Transparency Mastor

MORE, CURR DEV CNTR -u. K -F99-2¢
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Transparency Master

/

P

<

"THE POUTER"

HORSE, CURR. DEV CNTR,-U K- 899-1F

O ‘ 98



Transparency Master

“THE NEUTRAL TYPE

MORE, CURR DEV CNTR. -U K- 899-2¢
O ‘ 99
ERIC



Transparency Master

“THE BULLY

_ORS, CURR, DEV. CNTR..U.1C. $99-31
- 100




Transparency Master

1\ Y

" THE SMOOTHY

MORS, CURR. DEV. CNTR, U. K. 899-29

Q 101



Transparency Master

/e
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= ‘%
"THE SMART ALEC”

ORE, CURR, DRV CNTR. -U.K. §99-10
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Transparency Master

“THE CLOWN'®

WORE, CURR DBV.CNTR, U.N. #99-30

ERIC
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Transparenc

GETTING ALONG
WITH OTHERS

RESPECT THE BOSS

104
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Transparency Master

GETTING ALONG
WITH OTHERS

BE A HARD WORKER

IWENS. CURN DEV CNTR. U.K. §99-0

ERIC 105



Transparenc y Master

PERMANENT
CHARACTERISTICS

THAT MAKE YOU. AN INDIVIDUAL
AND
DETERMINE HOW OTHERS

RESPOND TO YOU



Transparency Master

FRIENDLINESS ATTITUDE RESPECT

SINCERITY LCYALTY

HONESTY THOUGHTFULNESS
TOLERANCE ENTHUSIASM
GROOMING APPEARANCE PERSONAL HY GIENE
POISE

ABILITY TO GET SOCIABILITY MATURITY

ALONG WITH OTHERS

CONFIDENCE MANNERISMS VOICE AND SPEECH
EMOTIONS

INDUSTRIOUSNESS AMBITION IN!TIATIVE
COOPERATIVENESS PERSEVERANCE
WILLINGNESS ACCURACY

VO IURR DEV.CNTR UK -999-%6 107

ERIC




Transparency Master

HUMAN RELATIONS
ON THE JOB

A
stor @k 6o ]
* PERSONAL 2 ENTHISIASM
AOSIES ‘. sownEsTy
Mm/‘/ojrfﬁfsrs r TACT
« EXCUSES o PRAISE
. GOSS/P . COURTESY
. DISPUTES « COOPERATION
C ETIQUETTE o SENSE OF HUMOR
PoN 73 e« INITIATIVE

N O UNR, PRV ENTR U K- €99-2

ERIC 108




Transparency Master

3 WITH THE BOSS

2. WITH CUSTOMERS

(fhe meat of succen)

. WITH COWORKERS
( get your foot in the door.)

"GETTING ALONG’

;'LMC)‘--‘ CURRN. DEV. CNTR_ U.K - §99-27

‘ 109



Transparency Master

WHY PEOPLE
LOSE JOBS

NOT FOLLOWING
RULES

JOB TOO HARD

FOR THE PERSON
TO DO
JULY
MISSING TOO LXT
MANY DAYS YIX
X
X m

IN, C\{mﬂ. DEV CNTR UK, 890-5

LS
-k | 110



Transparency Master

WHY PEOPLE
LOSE JOBS

TOO MANY
WORK BREAKS

DISHONESTY

WENS. CURN. DEV. CNTR, U.K-949-4

ERIC 111



Transparency Master

WHY PEOPLE
LOSE JOBS

COMING TO WORK
LATE

\ LAZINESS

i

——

A,
—"

—_—

owsvfs. CURR DEV. CNTR., U. K - 8998

\‘ "
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Transparency Master

\\ eoon

\‘ \\
'—-mm\u
\ RESPONSIBILITY ‘
W'\
}\ SELF IMPROVEMENT

‘ _ .
\\\\\ AMBITION N
(‘\

Y cooPERATION

o
\
I\
P

[Y S,

COMPE TITIVE
SF’IRIT .
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"WIN! CURR DEV. CNTR. UK. -899-3
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Bulletin Board Idea

Footsteps to Success

ﬁr
\"'o

N Mw ,fﬁ’w ’J‘

M Q 8 OTHNERS, CURR P CNTR, UK. =80/
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ARE YOU DOWNGRADING YOUR FUTURE?

Proper rest is required for you
{0 perform at vour bhestl.

Bulletin Board Idea

]

PEOPLE +ORM OPINIONS OF US BY THE
WAY WE ACT.

d [

-

Sl

o 11,"

=
WL

LET GOOD MANNERS BECOME A HABIT,

Become Aware of the Necessity for Good Habits Pertaining to

--Cleanliness and personal hygiene
-«Proper use of daytime cosmetics
=-Attractive business hair styiey
=-Well-kept hands and nails

--Gned postyre

--Distraction caused by grooming on 1he job

HOW 1S YOUK WORK POSTURE?

mmrnlcqgg_ CURR DEV.CNTR UK. 999-/9

ERIC

IToxt Provided by ERI

115



Learning Packet 1

Learning Packet 1

HOW TO MAKE A GOOD IMPRESSION

Prepared by
Mrs. Ernestine Scott
Boyle Co;nty High School

Instructions to the Teacher

The purpose of this packet is tc provide an audio-visual learning
experience concerned with the attitudes and personality traits which
contribute to job success., It is designed especially for disadvantaged
students because many of them have undesirable qualities in these areas.
It is also recommended to help the handicapped. become aware of what is
desirable. The packet is designed for ind!vidualized instruction (to
be used by one student at his own rate), I: may also be used for group
instruction. Be sure to describe the packet and its purpose and give
instructions to the students on how they are vo proceed.

Materials Included

The following instructional materials are included:

a, Typed script for making a cassette recovding

b, Pre-test

¢. Series of iliustrations, correlated with *he tape
script, which may be used for making transparencies
or duplicated and bound together as a studeat booklet

d, Post~test

Objective for the Student

Identify the attitudes and personality traits which contripute to
job success,
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Tape Scriptw
MAKING & GOOD IMPRESSION

To begin this lesson, please complete Exercise 1 which your teacher will
pass to you, This deals with the importance of attitudes in the world
of work. When you have completed the form, return it to your teacher.
Stop the recorder now. When you have completed the form and returned

it to your teacher, start the recorder again.

Look at Illustration 1 or Transparency 1 on "How to Make a8 Good Impression,”
It is often amazing to see the different impressions people make on

other people by their attitude. There are 8 few people who spprosch jobs
and school with the attitude that there is a war going on. They are on

the good side and all the employers and teachers are on the bad side. They
appear to be ready to fight about auything: salary, working conditions,
hours of work or deductions. Very few of these people are hired; or if
they are, they probably won't hold their jobs very long. Some students
£ail to reslize that the basic idea of getting a job and working is to

make a contribution to a particular business or company and to receive
rewards (salary) for their work. This is what it is #11 about. One

young person asked, "Once I get & job that I like, how can I make sure

that I will always have it?" That is nct an easy question to answer.

There is very little that is guaranteed forever in this 1life, No one can
tell you that you will always have the job you like. Things happen.

Sometimes people are fired because they do not exhibit the proper attitude

*Record & "beep" or warning signal on the tape as an indicator to
change activities or refer to the next illustration,
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towards their job, working, or getting along with fellow employees.
Success in your job will be determined largely by the way you are able
to get along with other people. If you should ask the question, 'What
does it take to make it in the world of jobs?" the chances are that
not many people could give you a complete answer. There is no special
rule--no magic formula--to insure success on the jobs; but there are
many requirements that are common to nearly every kind of job. These
have to do with attitudes. Attitudes play an important role in the
1ife of an individual. One's entire outlook on life is expressed in
his personal attitude. Basic personal abilities, salable skills,

good work attitudes and education are all fine, important sounding words,
but what do they mean? What exactly are some basic characteristics
which make proper attitudes and personal abilities? Let's take & look

at some of these.

Coopcration (Tliustration 2 or Transparency 2)

Gaining the cooperation of others is extremely important to the
person working. Take the initiative in being helpful; but do this

because you want to, not because you want to be praised or thanked.

Friendliness (Illusivcation 3 or Transparency K))

Friendliness is the first key to success in working with others.
One should smile and maintain a pleasant disposition regardless of the

attitudes of others.

Respect (Illustration &4 or Transparency 4) 4
One should respect all members of his group regardless of social

standing or ability. Each employee should recognize the dignity and

worth of every human being.
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Sincerity (Illustration 5 or Transparency 5)
A person who is sincere is characterized by high moral principles
and ncver makes the habit of misleading someone by concealing the truth.

This quality is a must for success in any job.

Enthusiasm (Illustration 6 or Transparency 6)
Enthusiasm is as necessary to job success a&s breathing is to living.
A person who is enthusiastic shows a lot of interest and concern for his

job,

Willingness (Illustration 7 or Transparency 7)

Willingness to do what is expected of you and willingness to help

others whenever possible will help you to realize success yourself,

Tolerance (Illustration 8 or Transparency 8)

A person who has tolerance has the disposition to be patient and
fair toward those whose opinions or practices differ from his own.
Many times on a job, you will find opinions and practices with which
you differ. You must show patience with people even though you sy
not agree with them, One should not be strongly opinionated toward
a subject to the point of offcrding others. Strong convictions are
desiratle, but no one has the right to force or impose his opinions on

others.

Interest (Illustration 9 or Transparency 9)

To really enjoy your job, you must have an interest in what you sre
doing. You must become involved in what you are doing. Participate
because you are inte.ested. A person who is not interested in what he

is doing will do a poor job.
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Loyalty (Illustration 10 or Transparency 10)

One should never carry idle tales to the boss or fellow employees
if he expects to be accepted by everyone. A person who tells the boss
confidential statements of others will not get along well in most job

situations. Disloyalty often leads to job failure.

Honesty (Illustfation 11 or Transparency 1l1)

Honesty is a requirement for job success in all situations. A
person must be honorable and upright in principles, intentions, and
actions in order to be trusted, No employer will keep an employee that

he cannot trust,

Maturity (Illustration 4 or Transparency 4)

Maturity is many things. It is the abilit& to base a judgment on
the big picture--the long haul. Maturity is the ability to stick with
a job ov situation until it is finished. The person who is constantly
changing jobs and changing friends is immature. He can't stick it out
because he hasn't grown up. Maturity is the capacity to face unpleasant-
ness, frustration, discomfort, and defeat without complaint or collapse.

The mature person knows he can't have everything his own way.

Appearance (Illustration 13 or Transparency 13)
Your appearance is an important factor in job success. You should
always be neat, clean, and appropriately dressed for your job. A sloppy

dresser is usually a sloppy worker.

Pcise (Illustration 14 or Transparency 14)
Poise is the ability to hold yourself steady and remain composed in
any situation. A person who panics easily or becomes frustrated easily

will not be able to perform his job well.
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Tnitiative (Illustration 15 or Transparency 15)

A person who is capable of taking initiative is one who has
%he readiness and ability to start a task on his own. He is the leader
and he doesn't have to be told what to do next, This quality will help

anyone attain job success.

Accuracy (Illustration 16 or Transparency 16)

Accuracy is the quality of being exact or correct. This is ab-
solutely necessary in any job. You can't go very far in the world of
work without accuracy. For example, a shipping clerk who misdirects
packages because he can't read address numbers correctly won't last
long on the job nor will a waitress who overcharges her customers for

their meals because her addition is poor.

Dependability (Illustration 17 or Transparency 17)

Dependabilitx means living up to your respounsibilities. The world
is filled with people who can't be counted on: (1) people who never
seem to come through in the clutches, and (2) people who break promises
and substitute alibis for performance, They show up late or not at sil.
They are confused and disorganized, Their lives are a chsotic maze of

unfinished business, Do you mean what you say and say what you mean?

Perserverence (Illustration 18 or Transparency 18)

Perserverence is the ability to stick with a situation until it is
finished. For continual job success, you must maintain & purpose and

stick to it steadfastly,

Thought fulness (Illustration 19 or Transparency 19)

Being thoughtful is the ability to take thought for the comfort

and good of others. It often means providing little attentions,
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offering services, or in some way being cornsiderate. It means being
careful not to hurt the feelings of others. Whenever possible, one

should help others to achieve success.

Industriousness (Illustration 20 or Transparency 20)

Industriousness is the quality of being hard working and diligent.
A person who is diligent puts forth a constant effort to accompliéh
something. He is attentive and persistent in completing his work, This

quality is a musc if you are to be a success in the business world.

Ambition (Tllustration 21 or Transparency 21)

As an employee, vou have an obligation to yourself to not just put
in your time every day with no goals to work toward. Set high goals for
yourself and work hard to achieve these goals. You should do your best
to aciiieve the skills necessary to make ycu a sSuccess on your job. Once
you have developed the skills and attitudes you desire, you should use
them properly. This will lead to promotions. Many people who have
started out in very minor jobs have worked their wsy up to be the manager
or the ovmer of 8 business. I1f you are smbitious enough, this could

happen to you.

Listen (Illustration 22 or Transparency 22)
One should be conscious of the importance of listening carefully
to the opinions and comments of othcys. Many people are adept at express-

ing their own opinions. Few know the true meaning of listening to others,

Pride (Illustration 23 or Transparency 23)
Pride in work is being able to put forth your best efforts so that
you can take pleasure and satisfaction from it. In your job the amount of

success gained will depend upon how much pride you have shown in your work,
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Summaty

in conclusion, remember, an employer can provide jobs, certain
favorable conditions, and rewards for his employees, But, this does
not necessarily mesn that the employee will succeed., What does this
mean to the employee? It means that he will be largely responsible for
his own success or failure, It is up to him to recognize the character-
istics required for success in his job.

Proper attitude and personality traits are of key lmportance to
young workers; the lack of them is one of the most frequent causes for job
failure. Success in your job is based not only on your ability to
perform the job but also on your attitude toward your work., Success
is based on knowledge, skill, attitude, appearance, speech and action,
Remember, the advantages possessed by the young worker who does develop
a fine character and attractive personality certainly make the effort
to develop them worthwhile, These characteristics do not come by
simply memorizing facts but by constant practice of better habits of

thinking and acting., The job is up to you,

At the beginning of the lesson you completed an exercise on the
importance of attitude in the world of work., By now, you know attitude
and personality go hand in hand. To help you recognize your strengths
and weaknesses in these areas, please complete Exercise 2. Stop the
recorder andtake this Exercise from your teacher. This completes the

learning packet on "How to Make a Good Impression on the Job."
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Name

EXERCISE 1
THE IMPORTANCE OF ATTITUDE

Place a plus (+) sign in the blank before the statement you feel describes

a characteristic that relates tc success on the job,

Place & minus (=)

sign before those you consider to be poor,

Considers what is good for or helpful to others
Never makes excuses

Unable to see the cher person's point of view
Seldom criticizes others

Tries to force his ideas and opinions on others
Rarely smiles

Unwilling to change

When talking with another person, looks him in the eye--but
does not try to stare him.down

Few interests, is often bored

Smiles easily

Accepts responsibility for mistakes

Complains about nearly everything

Often makes excuses

Has a variety of interests

Unwilling or unable to look the other person in the eye
Willing to change his ideas, dress, behavior when appropriate
Very critical of others

Blames others for own mistakes or shortcomings

Atle to see the other person's point of view
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Name

20. Thinks only of himself: '"What's in it for me?"

21. Almost never complains

22, Respects the ideas and opinions of others
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Name
Date

EXERCISE 2
PERSONALITY INVENTORY SHEET

Directions: Opposite each personality trait, enter a score using the
following scale: 5 points - excellent; & points - good; 3 points -
average; 2 points - below average; 1 point - poor. Be as sincere,
honest, and frank as possible,

BELOW
TRAIT EXCELLENT GOOD AVERAGE AVERAGE POOR

Posture

Facial expression

Health

Grooming

Dress

Mannerisms

Speech

Body control

\D 0D~ O BN

Intelligence

[y
(=]
L ]

Initiative

Poed
| o
-

Industry

12, Dependability

fo
W
-

Enthusiasm

Sincere interest in others

oot
E o)

15, Honesty

16, Courtesy

17. Manners

18. Respect for others

19, Emotional control

20, Self-confidence

21, Integrity

22, Loyalty

23, Desire to work

24, Acceptance of change

25, Ability to decide

26, Abilitv to accept criticism

27, Tact

28, Cheerfulness

29, Alertness

30, Obedience

31, Consideration for others

32, Cooperativeness

33, Accuracy

34, Good memory
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Learning Packet 2

Learning Packet 2

HOW TO KEEP A JOB

Prepared by
Mrs, Ernestine Scott
Boyle County High School

Instructions to the Teacher

The purpose of this packet is to provide ar audic-visual learning
experience which will help the student understand and remember some sinple
rules he must follow in order to keep a job.

The packet may be used for either group or individualized instructionm.
Before using it in either situation, be sure to describe the packet, make
the objective to be attained clear, and give complete instructions on how
the student is to proceed. When the packet is to be used by one student
at his own rate, you may wish to duplicate the illustrations and staple
them together in booklet form rather than have the student use the over-
head projector or view from the illustrations directly from the transpar~

encies.

Materials Included

The following instructional materials are included:
a. Typed script for making a cassette recording

b. Pre-test
c. Series of illustiations, correlated with the tape script, which

may be used for making transparencies or duplicated and bound
together as a student booklet
d. Post-~test

Objective for the Student

List ten rules which one must follow in order to keep a job and tell
why following them is necessary.
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TAPE SCRIPT*
HOW TO KEEP A JOB

Introduction (Illustration 1 or Transparency 1)

You got the job. You start tomorrcw, and right now you feel as if
butterflies are having a party in your stomach, You are wondering: Will
T like it? Will they like me? Can I do the job? Relax, your new boss
must have thought you could do the job or he would not have hired you,

He wants you to work for him, He wants you to do well, and you will if
you follow a few simple rules. How many of these do you already know?

Stop the tape and complete Exercise 1.

Look right for the job. (Illustrations 2 & 3 or Transparencies 2 & 3)

Fancy party clothes or jazzy sports clothes are not right for business.
The rule here is clothes that are simple, clean, and neat. That also goes

for hairdo, haircut, makeup, fingermails, shoes and shaves,

Be on time, coming and going. (Illustration 4 or Transparency 4)

People who come in late, take lomg lunch hours, or leave early are
cheating the boss of work time for which he is paying. Don't think he

won't notice. He'll remember when you ask for a raise.

If vou can't come to work, call ihe boss and tell him, (Illustration

5 or Transparency 5)
No business can operate without workers., Your boss needs to know if

you can't be there so that he can get somebody else to do your work for

that day.

*Record & "beep" or warning signal on the tape as an indicator to
change activities or refer to the next illustration.
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Do the work that has to be dome. (Illustration 6 or Transparency 6)

Every job has parts that aren't fun. Some secretaries hate to file.
Some mechanics hate to clean up and put away tools. Just remember, your

work isn't finished until every part of it is done.

When you're at work, work! (Illustration 7 or Transparency 7

Horsing around, taking other workers' time with conversation, or
making personal phone calls takes time away from work, Business hours

are for business.

Be polite to evervone. Get along with people., (Illustration 8 or

Transparency 8)
Keep your temper even if someonme is rude to you. You will notice
that the nicest people you work with are the ones who are always ready

to help. Be like them.

Do what vou are asked to do. (Illustration 9 or Transparency 9)

Your boss may ask you to do something that is not the work you
think you were hired to do. It happens to everybody. Don't argue about

it. Just do it as well as you can. You might learn something new.

Get to be good at your job. (Illustration 10 or Transparency 10)

Learn to do it fast and well, When your employer needs someone
for a better job he will probably consider one of his workers for it.

If you have dore your job well, you may get promoted.

Be able to take instructions. (Illustration 11 or Tramsparency 11)

Don't think you know more than your boss., Remember he's been on
the job a lot longer than you. So, if his instructions seem strange to
you, don't say: '"That's not the way we learned it in school." Do it

his way.
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Be able to take eriticism. (Illustration 12 or Transparency 12)

Don't think your boss is picking on you if he tells you you're
doing something wrong. He wants you to succeed on your job. The

chances are that what he tells you is for your own good.

Rules to Remember. (Illustratim 13 or Transparency 13)

Let's go over the rules to remember in keeping a job so that they
will be clear in your mind, If you have not copied each rule, please
do so now. Copy the rules in the order in which they are presented on
the summary sheet, You may use these to assist you in answeri ~ Exercise

2 which will follow this summary.

RULES FOR KEEPING A JOB
1. Look right for the job.
2. Be on time coming and going.
3. Do the work that has to be done.
4. When you are on the job--work on the job.
5. Be polite to everyone. Get along with people,
6. Do what you are asked to do,
7. Get to be good at your job.
8. Be able to take instructions.
9. Be able to take criticism,

10. If you can't come to work call your boss and tell him.
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Date

EXERCISE 1
RULES TO FOLLOW

Instructions: Complete the following exercise.

In this unit, we will cover a few simple but very important rules
necessary for you to follow to keep a job, How much do you already
know about what is correct and incorrect conduct? Write down as many
as you can think of that will be necessary for you to follow to stay
hired!

1.

2.

Keep this exercise until you have completed the unit, Then come back and
check your answers. Add to this list any new job rules that you have
learned.
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Look right for the job.

Be on time, coming and going.
Do the work that has to be done.
When you're at work, work.

‘Be polite to everyone. Get along

with people.

Do what you are asked to.do.

Get to be good at your job.

Be able to take instructions.

Be able to take criticism,

If you can't come to work, call your
boss and tell him,
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EXERCISE 2
KNOWING WHEN A RULE IS BROKEN
Instructions: Read and complete the following exercise.
How well do you understand.what you have just seen and heard about
keeping a job? Can you spot the rules being broken in the following

statements? Put the number of the rule on the line by each statement,

1. "Mary punched my time card for me yesterday when I was late,
so today I'm doing it for her."

2, "Sorry I couldn't call to tell you I wouldn't be in yesterday.
Hope it didn't cause you any trouble.,"

3. "I've been looking for that wrench you wanted, but I just
can't seem to lay my hands on it,”

4, "Oops, here comes the boss; and I haven't finished that letter.
I'11 call you back as soon as he's gone."

5. "A laugh a minute, that's me!"
6. 'That's not my job!"

7. "You've got some nerve talking to me like that, Who do you
think you are?"

8. '"That's not how we learned it in school."
9, "If Mr, Smith corrects me one more time, I think I'll quit,"

10, "That's not my job, and I won't do it."
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Learning Packet 3
?ERSONAL HAPPINESS AND FULFILLMENT WHICH COME FROM WORK
Prepared by
Mrs., Doris Love
Warren Central High School

To_the Teacher

The purpose of this packet is to provide an audio-visual learning
experience which shows the student that there are rewards received from
working other than the money we receive. It also points out some frus-

trations, It is designed to be used by one student at a time as an
individualized learning experience, Describe the packet and its purpose
to the students, and give them instructions on how to proceed.

Materials Included
9 cartoons with captions
Attach the cartoons to language master cards., Then record the captions

on the sound strip. Add any additional comment or instruction you wish to
make to help the student identify what evideace is shown that work is fulfilling,

Objective for the Student
1. Tell how each cartoon shows that working rewards & person.

2, List some frustrations related to work.
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