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ABSTRACT

The second volume reporting on the Samoan
Demonstration Program contains four sets of custonm designed auto
mechanics instructional materials, each including instructor's
directions for using the materials, The materials were designed for
Samoan speaking students who desire to improve their basic Epglish -
communication skills, and the lessons provide students with
vocabulary development, spelling, reading, and wri‘*ing exercises. The
four instructional sets are Trade Terminology, Tool Identification,
Safety Vocabulary, and Shop Management. Fach set is divided into a
materials description, pacxkage objectives, evaluation methods,
implementing materials, and the instructor's information sheet,
followed by a student information sheet and practice exercises
related to vocabulary development, spelling, reading, and writing.
About one-fourth of the document is devoted to pre~ and posttests on
the first three sets, and a posttest for the fourth set. A tool
identification script for tape use is included. (WH)
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INTRODUCTION ...

This volume of the Samoan Demonstration Program documentation
contains the custom designed auto mechanics instructional
materials. There are four sets of materials including the
instructors' directions for using these materials. The
instructor is also provided with a one page information sheet
that contains a concise description of each package. A
student information sheet ‘has been prepared for each instruc-
tional package. Using as few words as possible, these infor-
mation sheets serve as guides to the students if a plan of
individualized instruction is implemented.

Packages 1A and 1B have pre and post tests. There is only
one test for 1C, which can be used as both the pre and post
test. Package 1D has a post test unly. All the tests appear
together at the end of this volume.

Although these materials have been prepared for distribution,
they have not yet been fully tested. Testing and revision
will continue during the third year (1974~75) funding period
of this project. Because of this, we would be most interested
in hearing the comments, questions and suggestions for im-
provement from those who review this volume.
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USING INSTKUCTICNAL MATE1ALS PACKAGE 1A
TRADL: TERMINOLUGY = AUTQMOTIVE

Miteridgls Vescription

This set of instructional materials has been designed for Samoan speaking,
students who desire to improve their basic enpglish communication skills,
Using a hish interest area (automotiv : nechanics) as a source of content,
the lessons provide the students with vocabulary development, spelling,
reading dad writiy exercises, The materials may be used in a croup
setting or os mart of an individualized instruction syster. It is also
ressible to apelv noctions of the nacia-e to a svstem ol Foer Mediated
Instruction (IM1),

The various lessons an' exercises have been prepared to present the new

words and concetts in a simple and graphic manner, The averase student

may find this pace too slow and deliberate but for .! e culturally handi-
capped this is necessary,

The materials for this packape include :

1. Five sets of vocabulary devetopment, readi: , spelling and
writing lessons with practice exercises.

2. Student Information Sheet (For individualized instruction)
3. Instiuctor's Information Sheet

4, Pre test

5. Post test

Packaye Objectives

The objectives of this instructional packape are:

1. To serve as a set of instructional materials in basic English
commnications for individuals interested in the automotive

trades,

2. To provide instructional materials geared for the culturally
handicappe«! student. (Samoan speaking)

3. To provide instructors with a model to help them develop similar
materials.

tvaluation Methods

The practice worksheets, when corrected by the instructor,can serve as an
evaluation device. «hen PMI is applied the student will receive immediate
verification of his responses and learming should be enhanced.

The pre and post tests are designed tuv evaluate the degree of student
progress as a result of studying the entire package. 1t is possible the
pre test may indicate that the student does not need to study the package

at all.



Implementing Materials

It is imperative that the student receive the orientation necessary for him
to succesfully use these materials. The Student Information Sheet is the
student's written guide to what he will be studying and how he will accom-
plish this. However, the instructor may still have to provide nre direct
guidance to further assist the student. Since the five lessons follow the
sane format, after some instruction the students should be able to do most
of the activities without too much additional gnidance.

Where PMI is utilized, the students must receive orientation and practice
using the suggested methods. If instruction is to be individualized, the
students must be prepared for the honest, independent action that will be
required of them.
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y BEST COPY AuniLag ¢ SUP 21874

USING INSTRUCTIONAL MATERIALS PACKAGE 1B

TOCL IDSNTIFICATION VOCABULARY STUDY = AUTOMOTIVE

Materials Wvseription

Thi; set of instructional materials has been dusigned for Samoan speaking
students whe desire to improve their basie Lnplish commnication skills. Using
1 hivh interest aren (mitomotive mechanics) as a source of content, the lessons
provide the students with vocabulary development practices, The materials may
be used in a4 yrove setting or as part of an individunlized instriction system.

Lach lesson follows the same format., The student is first yiven a short reading
selection about an automotive tool. There is a vocabulary study consisting of
seneral words that are not necessarily automotive in nature, A set of practice
exercises heip to reinforce the meanings of these new vocabulary words, Stu-
dents may propress throuph these lessons at their own pace with a minimm of
assistance by the instnictor, However, it is possible to use discussion and
demon:..ration to expaml upon the uses of the tools being presented, even though
the primary obiective is to teach 3nglish.

The materials for this package inelude:

1. Kipht reading amnd vocabulary development lessons,

2. Student Information Sheet (For individualjzed instruction,)
3, Instructor's Information Sheet

4, Pre Test

5. Post Test

Packape Obiectives

The objectives of this instructional packagze are:

l. To serve as a set of instructional materials in basic English
comm:inications for imdividuals interested in the automotive
trades.

2. To provide anstructional materials geared for the culturally
handicapped student, (Samoan speaking)

3. To provide instructors with a model to help them develop similar
materials,

swvaluation Methods

The practice vorksheets, when corrected by the instructor, can serve as an
evaluation device, The nre and post tests are designed to evaluate the degree
of student proyress as a result of studying the entire package. It is possible
the pre tost may indicate that the student does not need to study the packaye
at all,

35 .



Asplementing Materials

It is imperative that the stixdent receive the orientation necessary for him
to successfully use these materials, The Student Information Sheet is the
student’s written guide to what he will be studying and how he will accom-

plish this, Iliowever, the instructor may still have to provide more direct

guidance to further assist thc student., Since the eight lessons follow the
same format, after some instruction the students should be able to do most

of the activities without too much xiditional assistance.

If instruction is to be individualized, the students must be prepared for the
honest, independent action that will be required of them.
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SbP 21974
SING INSTRUCTIONAL MATERIALS PACKAGE 1C
oy RINLIBLE

ggst €0 SAFETY VOCABULARY STUDY - AUTOMOTIVE

Materials Description

This set of instructional materials has been designed for Samoan speaking
students who desire to immrove their basic English communication skills, Using
a high interest area (autumotive mechanics) as a source of content, the lessons
provide the students with vocabulary development practices. The materials may
be used in a group setting or as part of an individualized instruction system,

Each lesson follows the same format, The student is first given a short reading
selection about a phase of mutomotive safety., There is a vocabulary study
consisting of ;. enoral woids that are not necessarily automotive in nature. A set
of practice uxercises liels to reinforce the meanings of these ncw vocabilary words,
Students mway progress through these lessons at their own pace with a minimam of
assistance by the instructor, iowever, it is possible to use discussion and
demonstration to expand upon the feature of safety being presented in each lesson,
The primary objective of this package to teach English reading and that is the
activity that should be stressed.

The materials for this package include:

1. Ten reading and vocabulary development lessons,
2, Student Information Sheet (For individualized instruction.)

.

> Instructor's Information Sheet

4. Pre Test
5. Post Test
Package Objectives

The objectives of this instructional package are:

1, To serve as a set of instructional materials in basic English
commmnications for individuals interested in the automotive
trades.

2. To provide instructional materials geared for the culturally
handicapped student, (Samoan speaking.)

3. To provide instructors with a model to help them develop similar
materials.

A\ ion .

The practice worksheets, when corrected by the instructor, can serve as an
evaluation device. The nre and post tests are designed to evaluate the degree
of student progress as a result of studying the entire package. It is nossible
the pre test may indicate that the student does not need to study the package
at all,
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ylementin: Materials

It is imperative that the student receive the orientation necessary for him
to successfully use these materials. The Student Information Sheet is the
student's written guide to what he will be studving and how he will accom-
plish this, However, the instructor may still have to provide more direct
guidance to further assist the student to et started. Since the ten lessons
follow the same format, after some instruction the students should be able to
do most of the activities without too much additional assistance.

If instruction is to be individualized, the students must be prapared for the
honest, independent action that will be required of them,
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SDP 31874

USING INSTRUCTIONAL MATERIALS PACKAGE 1D

SHOP MANAGEMENT - AUTOMOT1VE

Materials Description

This set of instructional materials has been designed for Samoan speaking
students who desire to improve their basic English communication skills.
Using a high interest area (automotive mechanics) as a source of content,
the lessons provide the students with reading selections and practice
exercises. The materials may be used in a group setting or as part cf an
individualized instruction program.

Each lesson follows the same format. The student is first given a reading
selection about some phase of automotive servicing. This is follcwed with

a gr up of vocabulary words that have general application and that can be
founa in the accompanying reading selection. These are followed with prac-
tice exercises designed to test vocabulary development, reading comprehension
and knowledge of the automotive skills involved. Students may progress
through these lessons at their own pace with a minimm of assistance from the
instructor. However, it is hoped that the instructor will use discussicn znu
demonstration techniques to expand upon the subject being considercd fur cach
of the lessons. The primary objective of this package is to teach English
reading and that is the activity that should be stressed.

The materials for this package include:

1. Five reading selections with accompanying practice exercises,
2. Student Information Shect (For individualized instruction.)
3. Instructor's Information Sheet

4. Post Test

Package Objectives

The objectives of this instructional package are:

1. To serve as a set of instructional materials in basic English
communications for individuals interested in the automotive
trades.

2. To provide instructional materials geared for culturally
handicapped students. (Samoan speaking)

3. To provide instructors with a model to help them develop
similar materials.

Evaluation Methods

The practice worksheets, when corrected by the instructor, can serve as an
evaluation device. The post test is designed to evaluate the degree of
student progress as a result of studying the entirc package
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Implementing Materials

It is imperative that the student receive the orientation necessary for him
to successfully use these materials. The Student Informatio~ Sheet is the
student's written guide to what he will be studying and how he will accom-
plish this. However, the instructor may still have to provide more direct
guidance to further assist the student. Since the five lessons follow the
same format, the student should be able to approach most of the lessons
independent of too much assistance.

If instruction is to be individualized, the students must be prepared for the
honest, indepemdent action that will be required of them.
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STUDENT INFORMATION SHEET

Course __ Basic English Communic¢ations
Assignment Number 1D

Assignment Title __ Shop Management -c- Automotive

Performance Nbjectives: yoy wiLl BE ABLE TO recognize some of the communication
skills necessary when working in a service station.

Materials Required: yoy wILL RECEIVE THESE MATERIALS TO DO THIS LESSON.
1. Instructional materials package --- Shop Management - Automotive

Delative Information and Procedures: yoy WILL NEED TO FOLLOW THESE INSTRUCTIONS.
1. Read Shop Management I How Do You Treat the Customers?
. Study the vocabulary words.

]
}. Do the Practices Exercises.

4. See your teacher for help and for the correct answers.
3

. Do the some for each of the next four lessons.

Tvaluation: YOU CAN SHOW WHAT YOU HAVE LEARNED BY:
1. Doing the practice cxercises in each lesson.
2. Taking the final test.
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SHOP MANAGEMENT 1

HCW DO YOU TREAT THE CUSTOMERS?

Today was Tavita's first day at work at the Wi.. 'vard
City Service Station. He had come from Samoa one month ago
to work and live in Windward City. His uncle knew Mr, Mitche:i,
the owner of the service station, and he had agreed to hirc
Tavita as a service station attendant.

Tavita had never worked in a service station Lefore so he
had much to leamn, Mr. Mitchell said that he would teach
Tavita what to do. Yesterday, Mr. Mitchell showed him how to
use the gas pump. He also told Tavita how to take care of
customers. These are the things he told Tavita.

Wipe the
windshield.

1, When a customer drives into the station, smile and
say to him, "May I help you?"

2, Serve the customer as quickly as you can.

3. While his car is being filled with gasoline, see if
his tires need air and if he has enough water and oil.

4. Wipe the windshield and windows.

5. Be sure to say, "Thank you,"” when you are finished
serving him,

\l co

BN A

4
A

Check the
radiator.

YR |
PRI Mr. Mitchell also told Tavita that he
st

A}

-

1. Should never argue with the customers.

2, Should not make the customers wait. Even if you
are busy with someone else, tell the customer that
you will help him in a few minutes.

3. Should be sure to invite the customer to retumm to
hi. Jtation the next time he needs service,

" PP PP e et t a e Y YV VYVVVVVVIVOVOOOOOOOPPOees
v""v"v'v—'""v"v"-'v'v'v‘-'vv'v"vv"-v'v"v"'-v'v‘

Check the
tires.

It seemed like so much to remember. And today Tavita's
very first customer had asked him to "check the oil." Tavita's
English was not too good and he had to ask Mr. Mitchell what the
Customer meant. Mr., Mitchell told him that the customer wanted
him to look at the oil in his car to see if he had enough, He
showed Tavita how to remove the oil stick to "check the oil,"

Check the
o’l,

WU
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Shop Management 1

)

Page 2

Later in the day a customer asked Tavita to "check the water” and
"check his tires.,”" Tavita remembered how he had to "check the o0il" earlier
in the moming. He decided that the customer wanted him to see if there
wis enough water in the radiator and enough air in his tires, Tavita was
right and he was happy that he had lcamed something new.

lavita was learning that it was important to understand what the

customers wanted if you were going to treat them right,

VOCABULARY STUDY

hire - to get someone to work for pay.

attendaat - helper

customer - 4 person who buys things from a stere or shop.
4rgue - to disagree with someone,

treat - the way you act toward other people.

“qn you use these new words? Write them in the blank spaces of these
senteices.,

I. The scrvice station - puts gasoline in
the car.
2., He started to with the customer about how

how much the gusoline was going to cost,

3. The said that he was not going to pay
until the service stattion attendint wiped his windshield.

4. You must the customers well so that
they will retum to the shop again.,

5. The owner will not people who argue with
the customers.
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Shop Management I
Page 3

Do you know what you have read? Underline the correct answers,
l. Tavita was hired because

a. he worked in a service station in Samoa.
b. his uncle knew Mr. Mitchell, the service station owner.
c. he read about this job in the newspaper.

2. Mr, Mitchell told Tavita to say to the customers

a. "May I help you?"
b. "What is your name?"
¢. "What do you want?"

3. One of Tavita's jobs was to

a. change tires.
b. fix carburetors.
€. put water in the radiator.

4, Mr. Mitchell told Tavita to

a. let the customer wait if he is busy with someone¢ else.
b. say "Thank you," when he was finished with a custaomer.
¢. argue with the customer.

5. The words "check the 0il" mean

a. put clean oil in the car.
b. add water to the oil.
¢. see if there is enough oil in the car.

The words in the first list are in the story. Can you match them with
words that mean the opposite?

— 1, first a. die
- 2. live b. start
—— 3. smile c¢. last
- 4, finish d. many
5. few e, cry
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SHOP MANAGEMENT 11

DO _YOU KNOW HOW TO HANDLE MONEY?

For the first three days Tavita did not
have to handle any money. He just helped the
customers and Mr, Mitchell collected the money
and gave the customers their change.

On the fourth day Mr. Mitchell told Tavita
that he must also learn how to take the customer's
money and give him change if it were necessary.
Tavita felt confident about this because he had always been a good mathematics
student. All he had to do was add or subtract and Tavita knew how to do that
with no trouble. .

However, when the first customer paid him for his gasoline, Tavita found
that he did not know how to use the cash register to get change for the $§5.00
that the customer had given him. Mr. Mitchell helped by showing him how to
press the keys on the cash register. After he had the change and the customer
was gone, Mr, Mitchell showed Tavita how the money was arranged in the cash
register. He also showed Tavita how to count the money for the change as he
gave the change to the customer. Tavita was good at mathematics and by the
end of the day, he was able to operate the cash register and make change by
himself.

After Mr, Mitchell closed the station that evening, hc counted the
noney in the cash register and found that they were short 25¢., Mr, Mitchell
said that it was not good to be short but he thought that Tavita had done
very well considering it was his first day at handling money.

VOCABULARY STUDY

collected - took in

change - extra money returned to a customer after he has paid
fcr something.

confident - sure
press - push down on.

arranged - placed in a certain way.
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Shop Management.ll
Page 2

Can you use these new words? Write them in the blank spaces of these
sentences,

Do you

1. I gave the customer $3.00 after he
paid his bill,

2. I tried to the right keys on the
cash register.

3. Are you that you know how to use tho
cash register.

4. T could see how the money was in <he
cash register,

5. After 1 learned how, 1 the money frem
the customers.,

know what you have read? Underline the correct answers.

1. Tavita did not know how to
a. add and subtract.
b. use the cash register,

€. count money,

2. It was not until the fourth day that Mr. Mitchell showed Tavii.,
d. how to use the gas pump .
b. how to wipc the windshicld,

c. how to collect the money.

3. when the first customer paid for his gasoline, Tavita
d. could not open the cash register,
b. could not tell how much change was needed.
c. asked Mr. Miichell to collect the monovy,

4. At the end of the day, Mr, Mitchell
d. went home without counting the money .
b. told Tavita to count the money.

€. counted the money in the cash register,

5. They tound that the cash register was

i, empty,
b. short,

¢. over,
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Shop Management 11
Page 3

Can you make change? Do these problems. Example:

Money customer gave 5 5.00
Cost of gasoline - 2,80
Change to customer $2.20
The cost of the Money the customer C'haﬁge Tavita gave
gasoline gave Tavita the customer.
S 4.85 S 10,00
S 6.35 S 7.00
S 2.70 S 3.00
S 7.50, 9 10.00
§ 3.65 S 5.00

Can you answer these questiors about money?

1. How many dimes equal $§1.00?

2. How many quarters equal $1.007

3. How many pennies equal $§1.007

4. How many nickels equal 25¢?

5. How many dimes equal 60¢?
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SHOP MANAGEMENT 111

WHAT DO DO WITH CREDIT CARDS?

Tavita had noticed that instead of money some customers
gave Mr. Mitchell a small plastic card. He wrote out a sales
slip and all the customer had to do was sign the sales slip,
They did not have to pay money for their services., Tavita
wondered why.

When he had some time, he asked Mr. Mitchell what the
little plastic cards were and why people used them, Mr,
Mitchell told Tavita the cards were called credit cards.
People used them instead of money. At the end of the month
the credit card company sent a bill to these people for all
the gasoline they had bought during the month. They paid
their whole bill at one time and then the service station

-~ People use
credit cards to
charge their
gasoline,

4

{

{

(

1

{

(

1

{

1

: owner received his money from the credit card company. Mr,

1

1 Mitchell told Tavita that people used credit cards to buy

5 all kinds of things. By using credit cards, people did not

: have to carry a lot of money around with them,

: Tavita said that this was a good thing and as soon gs
The credit card § @ could he would et mem edit card hell told
c any bills :n e e would get y credit ¢ s. Mr, Mitche to
them at the end § Tavita that he must work for awhile before he could get a

$

$

9

$

5

?

?

s

$

$

s

:»

?

?

of the month. credit card, Then the credit card company would decide
whether he had sufficient income before they would let him
charge things with a credit card,

Tavita served many customers the rest of the day. Some
of them paid for their gasoline and oil with credit cards.
He learned how to use the credit card to mark the charge

1: slips and how to write the amount of the sale on the slip.

4

}: Mr. Mitchell told him to be sure to have the customer sign

{l

The customers :; the charge slip. Then Tavita removed one copy of the charge

$

$

?

pay for all
their purchases slip and gave it to the customer. The rest of the papers

at one time. were put in the cash register. At the end of the day, Mr.

Mitchell added all the charge slips and recorded the amount
in a special account book.
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Shop Management 111
Page 2

When Tavita went home from work, he thought about all those people
who did not use money to pay for their purchases. He knew that someday
they would have to pay and that they were not getting those things free.
Maybe he did not need to get a credit card after all.

VOCABULARY STUDY

to charge things - to buy things with credit cards instead of paying
cash for them.

company bills them - company sends them a bill for what they have bought.
purchases - things you buy.
sales slip - a piece of paper where the amount of the charge is written.

sufficient income - to earn enough monev.

Can you use these new words? Write them in the blank spaces of these
sentences,

1. You must write the amount of the customer's
on the sales slip.

2. People use credit cards .

3. 1f you have you can get a
credit card.

4. Give one copy of the to the customer.

5. At the end of the morth the
for the things they have bought.




Shop Management 111
Page 3

Do you know what you have read? Underline the correct answers.,
1. Tavita nnticed that some cus‘omers gave Mr. Mitchell

a. a large book,
b. a small plastic card.
c. a sales slip.

2. Credit cards are used

8. to get things free.
b. to get things you already paid for.

€. to get things you must pay for later.
3. Credit cards can be used to buy

a. all kinds of things.
b. only gasoline,
c. only gasoline and oil.

4. Mr, Mitchell taught Tavita how to

a. add correctly.
b. write sales slips.
¢. record the sales in the account book.

5. The customer

a. wrote his own charge slip,
b. added his purchases on thc sales slip.
¢. signed his name on the charge slip.

The words in the first list are in the story. Can you match them with
words that mean the same?

— 1. money a. all of it
—— 2. rest b. took away
— 3. whole €. write your name
— 4. removed d. what was left

5. sign e. cash



Shop Management 111
Page 4

Can you read a charge slip? When a customer gives Tavita a credit
card, he must write a charge slip. Here is a copy of a charge slip
Tavita wrote for one of his customers. Read it very carefully.
Then answer the questions that appear below the charge slip.

! n Lo
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>
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»

L atch -

THICE E . ™0 )

1. What is the customer's name?

2

. How much did he charge?

3. What is the address of the service station?

4. What was the date of this charge?

5, What is the customer's credit card number?
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SHOP MANAGEMENT IV

WHAT OTHER SERVICES CAN YOU PROVIDE FOK THE CUSTOMER?

After Tavita had worked at the service station
for a few davs, he became friendly with Willy. Willy
worked in Mr, Mitchell's repair shop. Customers
could bring their cars to the service station to be
repaired as well as to buy gas and oil.

Willy  told Tavita that he used to do the sme

work that Tavita was doing. He learncd cnough about

cars to make minor repairs., Now Mr., Mitchell hag
Willy working full-time with him in the repair shop.
Willy told Tavita that he could learn to repair cars too,

Whenever Tavita was not busy with customers he would g0 into the repair
shop and help Willy and Mr, Mitchell. After awhile Tavita could change and
repair tires, flush the radiator and install new batteries,

Mr. Mitchell showed Tavita how they wrote a jo' order for cach car that
was to be repaired. The job order listed what the customer wanted them to
fix. On the job order they had to list all the new parts they installed
on the car. There was also a place to show how much the parts cost and
how much time was spent doing the work. When the repair work was finished,
Mr. Mitchell added all the costs togethar on the job order. This job order
was then given to the customer as a bill to show him how much he owed for
his repair work,

It was not too long before Tavita could write job orders. Some times
he misspelled the words but he kept trying and with Willy's help he began
to write better., Tavita hoped that someday he would know enough to work
full-time in the repair shop like Willy did.

VOCABULARY STUDY

repair ~ to fix something so that it can be used,

minor - small or casy

full-time - 4il day, usually 8 hours of work,

tlush - wash out with water or some other kind of liquid.

install - to put in somcthing.
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Can you use these new words? Write them in the blank spaces of these
sentences.

1. When the water in the radiator gets dirty, it is time to

it out and put clean water in.

2. The car had been in a accident so there were
just a few things to repair.

3. I need a Job in order to support my
family.

4. The repairman had to a new carburetor.

5. The car business is a very good business

to go into right now.

Do you know what you have read? Underline the correct answer.

1. Willy
a. had been hired the same time as Tavita.
b, was Mr. Mitchell's son.
c. worked in the repair shop.
2. Mr. Mitchell
a. owned the repair shop but did not do repair work.
b. worked with Willy in the repair shop.
c. wrote the job orders but did not repair cars.
3. Tavita
a. was not allowed to go into the repair shop.
b. leamed to make minor repairs like Willy.
c. was not allowed to write job orders.
4. The job order
a. showed what needed to be repaired.
b. showed how much gas the customer put in his car.
c. showed how much time Tavita had worked last week.
5. The customer
a. received a separate bill attached to the job order,

b. received no bill because Mr, Mit hell just told him
how much he owed.

c. received a copy of the job order as his bill,
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The words in the first list are in the story. Can you match them with
the words in the second list that mean the opposite?

— 1. fix 4. different
—_— 2. better b. earned
— 3. busy €. worse
&, spent d. damage
—_— 5, same €. resting

Here is a job order. Study it and then answer the questions that follow,

Windward City Service

JOB ORDER
Customer AI-EN C,H&ug Date 3[20'/7","

Address _ D45 Kin¢g STREET  Phone Se8-122c
Cost

Repair Work

CHANGE (1. AND oL F—'JLT'ER
| PARTS |
AR FILTER REPLACE MENT

Cle BlLETER ReEPLEACLEMENT (X
Gl L3 ¢c
- T K

TAX 4%, LB
TOTAL 4 . 3%

1. What was the toial cost for this repair work?
2. What did the labor cost?

3. Nume one thing that the repair man had to do for this job order,

4. What was the customer's name ?

5. What was the date of this job order?
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SHOP MANAGEMENT V

HOW_SHOULD YOU USE A BUSINESS TELEPHONE?

Tavita noticed that Mr. Mitchell made and re-
ceived many telephone calls each day. Once when
Tavita's aunty had called and had talked to Tavita for
a long time, Mr. Mitchell seemed upset. He told Tavita

that he should not have long ronversations with his
relatives on the service station telephone. When
Tavita went home that night he told his family not to
call him at work again unless it was an emergency.
Somctimes the telephone would ring when Mr. Mitchell
was working on a car and it was hard for him to run to
the telephone to answer it. He decided that it was time
for Tavita to learn to answer the telephone.

One afternoon when they were not too busy, Mr. Mitchell gave Tavita some
instructions about using the telephone correctly. These are the things he
told Tavita to do.

7 1. When you answer the phone say "Windward City Service" and
e will be -

back later, don't just say "Hello."”

. 1f the phone call is for someone who is not there, take the
name and phone number of the person calling.

. Spcak clearly and loud enough to be heard by the caller.

Do not make the caller wait. If it will take a long time
to get the information he wants, tell him you will call
him back.

. When you are finished talking to the caller, say "Good-bye"

and put the telephone down gently,

Tavita was afraid to answer the telephone because his English was not
very good. And the very first time someone called and Tavita had to answer
the telephone, he forgot to say "Windward City Service." The caller thought
he had the wrong number. The next time a call came in for Mr, Mitchell,
Since he could not come to the telephone, Tavita took down the caller's name
and phone number. Tavita wrote down the wrong phone number and Mr. Mitchell

could not call the customer back.
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After a few days of answering phone calls, Tavita was less afraid. He
made less mistakes and even thought his English was sounding better.

VOCABULARY STUDY
upset - unhappy or feeling badly
conversation - speaking to another person

gmergency - g very important reason
gently - handling something carefully

afraid - scared
Can you use these rew words” Write them in the blank spaces of these
sentences.
1. Your boss may get if you don't do your work
well,
2. It is an when your car won't go and there
is no one to fix it for you.
3. Some people are to ride in an airplane.
4. The repairman _ Placed the piece of glass
in the window.
5. My telephone with my friend was very
short.

Do ycu know what you have read? Underline the correct answer.
1. When Tavita had a long telephone conversation, Mr. Mitchell

a. fired him from his job,
b. was upset,
« . did not pay Tavita for the time he was on the telephone.

2. when Mr, Mitchell told Tavita not to have long telephone calls,
Tavit:,

a. quit his job,.
b told his family to call only when there was an emergency.
€. got very angry,
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3. Mr., Mitchell decided that
a. Tavita should learn how to answer the telephone correctly.
b, it was better not to let Tavita answer any calls.
c. Willy would answer all the telephone cails,
4. If Tavita received a call while Mr. Mitchell was not at the service
station, he was to
a. tell the caller to call back later.
b. get the caller's name.
c. get the caller's name and phone mumber.

a. did not have any tiouble learning how to answer the
telephone.

b. was not afraid to answer the calls.
c. made some mistakes but continued to answer the telephone.

Why would these people use the telephone?
Match the reason with the person.

1. To place an order for some lumber.
2. To tell a patient that his doctor's appointment is changed.
3. To report that he had had a traffic accident.

4, To make an airplane reservation for the boss of the
ccmpany.

5. To order some medicine for a patient,

truck driver

Q (
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TRADE TERMINOLOGY - AUTOMOTIVE

Choose the correct word to complete each of these sentences.

1.

2.

3.

4,

5.

6.

7.

8!

9.

10,

11,

Gasoline is

a. pump

b. food
You must step on the

a. steering wheel

b. speedometer
The engine is under the

a. hood

b. fender
The door has a

a. gauge

b. brake
Gasoline goes to the

a. radiator

b. carburetor
Start the car with the

a. gearshift

b. scteering wheel
You read a

a. speedometer

b. windshield
A car has four

a. tanks

b. steers
Another word for turn is

a. brake

b. steer
Gasoline is in a

4. tank

b. bank
You look through the

a, Accelerator

b. winduhijoid

fuel
water

. clutch
. gearshift

tire
tank

. handle

d. shift

headlight
dashboard

. brake
. ignition

. accelerator

tank

fenders

. hoods

o pm
. clutch

c. gauge
d. bouk

q.

Loenarhyreton
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13,

14,

15.

16.

17.

18.

19,

20.

21.

22.

23,

You do not step on the
a. gearshift
b. brake
At night you use the
a. accident
b. headlights
You wear
a, tires
b. seat belts
Put water in the
a. gasoline
b. oil
To slow your car use the
a. accelerator
b. fuel
For more speed use the
a. accelerator
b. brake
To turn the car use the
a. gearshift
b. carburetor
You must buy
a. air
b. accidents
The speedometer is a
a. wheel
b. gauge
You can get a flat
a. fender
b, tire
The speedometer is on the
a. dashboard
b. floorboard
People get hurt {rom
a. accelerators

b. accidents

IMP A
Pre Test
Page 2

c. accelerator

d. clutch

. Steer

automotive

windshield
dashboard

brakes
radiator

brake
wheel

clutch
tire

. handle
. steering wheel

gasoline

. shifting

pummp

. tank

. wheel

d. gauge

¢. hood
d. fender

. angles

d. shiftsg
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24, Tires fit

a. hoods c. handles

b. gaugeé d. wheeis
25. Gasoline moves because of the

a. tank c. pump

b. carburctor d. water
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TRADE TERMINOLOGY - AUTOMOTIVE

Chonse the correct answer for cach of the following.

1. Fuel is
a. put in the radiator.
b. water,

c. gasoline.

a. where you put money.
b. where you put food.
c. where you put gasoline
3. Gasoline
a. makes the car run,
b. is the same as oil.
c. is put in the tires,
4. A carburetor is
a. where fuel and air are combined.
b. where you put water.
c. a tank,
5. The pump is used to
a. steer the car,
b. shift the car.
c. take the gasoline to the carburetor.
6. You use the ignition
a. to stop the car.
b. to start the car.
c. to turn the key.
7. To use the clutch
a. you must step on it.
b. move it with your hand.
c. start it with a key.
8. A gearshift
a. helps to stop the car.
b, makes th¢ car go faster.

c. is used to move from one gear to another,
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9. Look at the speedometer
4. to see how much gasoline you have.
b. to sce how fast the car is going,
€. to see if the radio is working,
10. The accelerator is the th.ng that
' a, you step on to go faster.
b. starts the car.
c. shows the speed of the car.
11. You usc the steering wheel
a. to make the car go backward.
b. to tum the car right or left,
c. when you want to change a tire.
12, The tire
a. fits on the wheel.
b. is made of metal.
¢. is under the hood.
13. The wheels of a car
a. go forward only.
b. are made of glass.
¢. tum when you use a s'eering wheel,
l4. To steer something
4. means to turn it in a certain direction,
. b. means to step on 1t.
c. you look at it.
15. If you have an accident
a. you can get hurt,
b. no one will get hurt.
¢. the car is not damaged,
16. Headlights are uscd
4. during the day.
b. both day and night,

€. & night so you can sce where you arc driving.
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17. Your windshield
a. is made of metal,
b. should be clean.
¢. keeps the sun out of your eyes.
18. There is a fender
a. to cover each wheel,
b. to cover the engine,
¢. inside the car.
19. The radiator
a. is where you put the fuel.
b. is where you put the water.
c. is where the gasoline is mixed with water.
20, 1f vom lift the hood
a. you will see the ignition,
b. you will see the gasoline.
c. you will see the engine,
21. The car handles
a. are found on the doors.
b. are found on the windshield.
c. are found on the hood.
22. One gauge in the car
a. shows how heavy the car is.
b. how hot the water is.
c. how long the car is.
23. The dashi sard
a. 1s inside the car.
b. is outside the car.
¢. is under the car.
24. Seat belts
a. are not necessary.
b. are for people to wear,
c. cause accidents,
25. A brake
a. is used to make the car go fast.
b. is used to stop the car,

c. is used to start tine car.

86




R iMP 1B
_: Pre Test
e Page 1

TOOL IDENTIFICATION VOCABULARY STUDY - AUTOMOTIVE

Read the sentences. Then mark the word that means the same as the underlined
word.

Hr?%pﬁ“wﬁ
i

I

1. The pen is metal tipped.
a, rournded
b. ended
C¢. turned
2. The surface of the fender was scratched.
a. broken
b, dented
c. marked :
;-' 3. It is essential to know how to change a tire.
i " a. very isportant
b. not important at all
c. nice

e 4. If you learn how to repair a car, you can eam sufficient
money,

4 [

||.’!H !-“H‘ || Iv!.ru”.”

LA SRTE [N A R RN

r1

a. less
b. enough
c. more
5. The various tools were easy to use.
a. different kinds
b. carpenter’'s
¢. mechanic's
6. The blade of the knife was sharp.
a. point
b. handle
c. cutting edge,
7. A wrench grips the nut .
4. looseons
b. holds tightly
C. TemMOVes
8. A hammer is a very convenient tool to own,
a, expensive
b. cheap

C. kY to use
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9. The mechanic had to install a new radiator.
a. take out
b. put in
c. test
10. This car freguently must be repaired,
a. many times
b. hever
¢. hardly ever
11. Each of the tools had its own container.
a. owner
b. box or case
¢. handle ‘
12, The mechanic was very accurate when he measured the bolt.
a. careless
b, fast
c. careful
13. The entire car needed to be painted.
a. whole
b. under surface
c. oid
14, All modern cars have seat belts.
a. passenger
b. American
¢c. new or recent
15. The screwdriver is handy to use.
a., difficult
b. easy to hold

c¢. heavy
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TOOL IDENTIFICATION VOCABULARY STUDY - AUTOMOTIVE
——nnt LN VAADULARY oIUDY -~ AUTOMOTIVE

Read the sentences. Then mark the word that means the same as the underlined
word.

l. An auto mechanic uses a hammer for hitting.

a. pounding
b. scratching
c. tipping
2. The repaiman painted the outside of the fender.
a. edge
b. surface
c. tip
3. Some punches become swaller at one end.
a, cut
b. taper
¢. pound
4. Chisels are tools that are needed very much for auto repair,
a. essential
b. definite
¢. scratched

5. Three kinds of screw drivers are usually enough for most
repair jobs.

a. required
b. essential
c. sufficient
6. Most hand tools are £asy to use.
a. convenient
b. cramped
c¢. definite
7. Some wrenches come in very small sizes,
a. thick
b. handy
c. midget
8. A good wrench must hold the bolt tightly,
a. cut
b. grip

c. punch
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9. Keep the cutting edge of vour saw sharp.

a.
b.

C.

blade
handle

tool

10. Many times a mechanic will need to use power tools.

a'
b.

11. He had to

harldy ever
of ten

. always

use a particular grinder for that job.
specialized

skill

usual

12. Sodb people have the gbility to repair cars.

a.
b.

13. Sometimes

time

equipment

skill

a mechanic must make small exact measurements.
precision

. immaculate

light

14, It is important to keep your tools very clean.

a.

15, The+~e are

accurate

. immaculate

ad justed

many pieces of - quipment for testing cars.
assemblies

devices

containers

16. The water drips out of the radiator.

a.
b.

C.

leaks
ad justs
installs

17. The mechanic had to fix the carburetor.

a, scratch

b. pound
¢. adjust
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IR, Very new cars have loss repadirs,
a. essential
b. handy
¢. modern
19. A mechanic often uses an electric drill,
a. usuilly
b. ¢specially
C. precisely

20, You must be careful and correct when you measure automobi le
parts,

. immacul:;te
b. .tcurate

C. vntire

9]




. IMP IC
T Pre and Post Test
Page 1

SAFETY VOCABULARY STUDY - AUTUMOTIVE

Choosc the correct word 1o complete cach of these statements,

l. Something that breaks casily is

b, avatlable

Sl ,|E.|:|4 |[”a|!1 e

¢. loosened

. When you throw something awav it is

Hl

|“!

i, punctured
b. brittle
¢. discarded
J. If the wrench fits tight it will hold
a. loosely -

e g

1A

b. securely
Cc, partly
4, When you hit something hard you it.
4. grasp
b. swing

\ c. strike

5. lLittle picces are called
4. compressed
b. particles
c. points

6. A greut force causes
a. trouble
b. inijury
c. pressure

7. Eye glasses are sometimes called
a. spectacles
b, contalners
c. tools

8. If you can see through something it is
a. suitable
b. spectacles

¢. transparent
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9. A doctor gives you a
a. removal
b. protection
¢. prescription
10. A very bad burn is one that is
a. sudden
b. loosened
¢. severe
11. When the steam has gone out it has
a. escaped
b. loosened
c. spilled
12, when you have enough, it is
a. prevented
b, ample
¢. available
13. A special place is a
a. location
b. removal
¢. prescription
14, Another word for stop is
a. induce
b. contact
¢. extinguish
15. Something that is dried with a towel is
a. spilled
b. wiped
¢. dripped

16. To keep away is to
a. avoid

b. flush
¢. contact

17. Redness could be
a. an irritation
b. a physician
¢. vapors
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18. To burn is to

&. ventilate

b. incinerate

c. extinguish
19. Something that lasts for a long time is

a. induced

b. prolonged

c. an irritation
20. A touch is

a. a contact

b. a drip

c. an avoidance
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Choose the correct answers to the following.
1. Tavita

a. could speak English, but not too well.

b. spoke very good English,
¢. could not speak English at all,

2. The service station where Tavita worked

a. was located in Samoa.
b. belonged to Mr. Mitchell.
c. belonged to Tavita's uncle.

3. Tavita could not immediately do the same work as Willy

becaise
a. Mr. Mitchell would not allow him in the repairﬁshop.
b. Willy didn't want Tavita around.

¢. Tavita had to leam how to repair cars like Wi. 'y
had learned.

4. As a service Btation attendent, Tavita

a. had to speak, read and write some English.
b. never had to speak to the customers.
¢. spoke only to the Samoan customers.

5. Credit cards

a. are used in place of job orders.
b. are used in place of money.
¢. are free.

6. Tavita felt that he would have no trouble collecting money from

the customers because
a. he knew hw to operate the cash register.
b. he was good at mathematics.
¢. he had done this kind of work before.

7. When Tavita first started to take telephone calls

a. he made some mistakes.
b. he made no mistakes.
c. he could only speak Samoan.
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a. would become a service station attendant after he

b.
c.

learned more about repairing cars.
once had done Tavita's job.
was Mr, Mitchell's son.

9. By learning to answer the telephone, Tavita

a.
b.
C.

seemed to improve his English.
helped Mr. Mitchell,
both "a" and "b".

10. Tavita learmed that

it was good to have many credit cards.

b. someday you had to pay for all the things you

charged with your credit cards.

¢. the credit card cahbany gave cards to anyone.

Choose the correct word that means the same as the underlined temm.
1. Mr. Mitchell decided to give g job to Tavita.

a.
b.
c.
2. Don't argue
a.
b.
c.
3. You can use
a.
b.
c.

hire

treat

fire

wvith the people you serve.

servers

owners

customers

your credit card for the things you buy.
bills

sales

purchases

4, Tavita had to push down the cash register ke.s.

a.
b.

press
pulls

change
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5. After he had answered some telephone calls, Tavita felt
gure of himself.
a. afraid
b. confident
c. bored.
6. Willy knew how to fix cars.
a. install
b. change
¢. repair
7. Tavita learned to do gmall repairs.
a. minor
b. great
c. important
8. Tavita told his aunty to call ' ‘m at work only when it
was very important.
a. an emergency
b. lunchtime
¢. minor

9. Mr. Mitchell felt unhappy about the way Tavita used the
telephone,

a. afraid
b, upset
¢. confident
10. Tavita had a long talk with someone on the telephone.
a. collection
b, conversation
c. correction
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Match the picture with the sentence that describes it,
1. Tavita opened the A, B.
hood of the car P I
to check the engine. )@j{
2. A service station ﬁ LG j ?..r
attendant must put . _\._\_,;,/, G-
air in the tires. H N
3. Tavita used the
oil stick to see
if there was enough
oil in the car.
4. The windshield C. D.
must be wiped O Q)
clean. L <{\
&\:L’, _ wi- *\
bl A\
* e
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Tool Identification
BEST COPY AVAILABLE Seript for tape

-1 should be looking at page 1 f your Auto Mechanics' Tool Book. This tape will help you
;0 learn some things about the tools vou see here,

"re is a pi *ure of some tools that an auto mechanic might have to use. Do you know their
ames? Can you road their names? Can you say their names? Look at the yellow card in the
ower right corner. You will sce the namies of these tnnls listed there, Notice that there
<o munbers in front of the names of the tools, These sare mumbers are on the pictures of
1@ tools. Follow as I read the names of these tools to you,

!. Tod box = Look at the tnol box in the picture, It is marked with a

number one on it, Tols are Lept in a tool box when you are not
§ using them.

2. Hacksaw -~ See the hacksaw marked with a number two. You can also see
the extra blades under the hacksaw.

3
&
g 3. Hex key set - These come in different sizes,

4. Open-end wrenches ~ These come in differnt sizes also. The sizes cannot
be adjusted.

5. Combination ignition wrenches - These are called combination wrenches
because they have two different kinds of ends, One end is closed and
the other end opened. These are used for different purposes.

6. Chiselmdpmches-mmehiselmmkiznsofpmhesminm
picture.

7. Screwirivers - llere are different sizes and different kinds of screwdrivers,
8. Socket insert set
8. Sockets - These come in many length: and sizes.
1C. Quick release ratchet wrench
11, Extension bars
*12, Flex handle
Mmbers 10,11 and 12 are used with the sockets,
ow let's read this list again. See if you can say the names of the tools after I say
“hem,
1. Tool box 2, Hacksaw 3. Hex key set 4, Open-end wrenches
5. Combination iznition wrenches 6.Ci..7el and punches
7. Screwdrivers 9, Socket insert set 9. Sockets
10. Quick relesse ra:chet wrench 11, Extension bars 12, Flex handle
fter you have studied this list, see if you can say the names of these tools without
ooking at the words, If you need more help, play the tape again. If you think you know
“hem well, ynou may go on to the next picture and tape,

urm the tape off and rewind it.
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BEST copy | Tool Identification
“VMMBLE Sceript for tape

This tape goes with page 3 of vour Auto 'lechmics' Tool Bool. You should have your booi¢
opened to that page now,

You see here on this page, picturus of covera) chisels and wmnches, Can you read the
words that tell you somc things about these tools? Look at the black scuare on the
picture wherc there is a descristion of the chisels and mmches. 1 will read this
déscription to you. See if you ean follow the words as I rend.

Craftsman Chisels » inches

1. Made from stror, _ceel alloy for tou 'w@sx and durabilige.
Let me explain what som« 1! these words mean, A steel alloy is a
metal that is male by mi‘iip stuel with other metals., The word
toughness tells us that the metal is stconn and durability means
that it can last for a long tim2, These are food things that you
look for ~hen /ou are buying tools,

2, lDouble heat treated to provide extra hard cutting edges that stay sharp.
Look at the chisel at the top of the picture. The first arrow is
pointing to the sharp cutting edge. It is important that the edge
be sharp and that it stays sharp even after long use,

3. Butt ends chamfered to take solid drives without chipping.
lLook at the chisel ar the top of tle page again. The butt end is
the end that is pounded. Chamfered moans that it has been shapad
and rounded so that there are no sharp edges like the other end.
Solid drives is another way of saying hard pounding or hammering.
And chipping means breakine off in little pieces.
So number 3 tells us that these chisecls and mmches have runded
tops that can take hard ponnding withomat the motal Yrenkine off
in little pieces.

4, Casy grip square shapo tool won't roll of{ the tabla,
These tools are square in shape bocause that makes them easy to
hold and vhen you lay them down they won't roll away from you,

5. Chrome plated finish resists rust and enrrosion,
The tools are covervd with a layer of chrome and this keeps
them from getting rusty and wearing away.

Now see if you can read what is written on the pink canis. These are the sauc words
that we just read tngether, They appear heve with their definitions, Tum the
recorder off while you do this reading ax! tum it on aLain alter s»ou have finished,
Now let's read the white printing acain, I will read mch sentonce =-- then vou trv
reading on your own. After that I will rexi th2 sentenca to you once more anxl then
we will 20 on to the next sentencs until we hrve ond all five sentences.

' 1. l'ade of stron; steel slloy for touphness and durability,
reneat

2, Double heat treated to provide 2utra hand cutting edges that
stay sharp. ronecat

3. Butt cnds chamfered to take solid drives without chinning,
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4. Lasy prip square shape ... too! won't roll%ff table,
repeat

5. Chrome-plated finish rosists rust an! corrosion.
repeat

You misht want to tr- reading this again, It may talte some time for you to leam
all these words well, 1If you n2ed more help, nlay the tape again. Also et help
from your teacher , if it is necessary. ohon you think you know how to read thin
rage well, po on to page 5.

Turn the tape off and rewind it.
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