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PREFACE

>

.
/‘ 1]

BOP, 'Inc' is-a mobile off1ce that simulates a Mortgage and Loan
off1ch The@pr1mary purpose is to prov1de a work exper1ence for

high school students who have office skills. so that they can

make decisions about working in an office. |

X}

- v

.The B.0O. P., Inc. program was adapted| from the M. O E., Inc. program

operating out of Utah State University in Logan, Utah ®

-

The success of the program is dependent on an instruotor who has

actual office management experience, which can be applied in

a
A )

simulation. ‘ )

-

Bert W. Nixon, Ed. D.
Director, Career Education
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" 8.0.P., INC. e
Bingham Counti,Owace Program
- A S1mu1ated 0ffice

OVERVIEW OF PROGRAM N

BOP, INC. i's a mobile simulated mortgage and loan office program
serving studsats in the’ high schoo]s ef Bingham County,qleaho. The .
program is housed in a 12' X 44' mobile 0Tf1ce designed for simulation.

The program is desgigned to ass1st students in 1earn1ng how to work in a° +
business of11re. Through actual off1ce work exper1ence students w111
determineﬁwheiher they want to.work in an office environment. If they

f1nd they erjoy off nce work they will, through experience, be able to-

dotenn1ne the Kinds of pos1t1ons and tasks that are most compatab]e with

their particuiar interests and skills. Some ,may find they do not en;cy

i

., workirg in an cffice eavirciment, which is also important. - '

. :
The simulated prograﬁahs ﬁesigned for students who have develcped
some office ckills. In Idaho these™are students who are enrolled in **

vc:at na] of T‘CO oszupaiion cehrse A modified program of exploratory

ratire ic d¢q1gned for ciher business education students.
N ' ‘

!

.In the BG?, INC. Similaied Program,” this consists<of short (two ts

fo“h hcur) business and of fice sccipations exp]oratory experiences, wiier:
students get some feel for the type of work that goes. on in an off1ce, ;
cifice physical envivonment, and a chence to perform some of the tasks in
an office. Office cscupaticns stucents ape informed of the positions
available cnd "open.” .Students than decide which position they would 1ike“
comnlele an aph]ication,.are interviewed by an‘executiye or administratorg

ard hired for a ptsjtion. They begin werking in the position they are

3

& . '
"hired" for, but prcgress from one pssition to another until they have had

s ) . .
. ‘ : A -
L
P
¢ o




and techniques that are used in BOP, INC. :

' o
e
. @ ‘.
t -
. -
.
.

el . *
N

Fs

the opportunity and expen1ence of work1ng in eacn of following positions:

t

Adm1n1strat1ve Assistant, Vice Pre51dent Executive Secre‘ , “Receptionist,

@

14

Cashier, Insurance Clerk and Posting and’ Tax Clerk.

e

Our purpose in simulating an office is to give potential office

workers an opportunity to work i an office and become a part of{a real

a

office organization. The on]y time therstuaents in BOP, JINC. do anything
other than office work is when they become the Adm1n1strat1¥e Assistant;

they then act as the outside world. In th1s 6%s1tlon they may s1mu1ate a

4

te]ephone operator, a custcmer, gr a banker down the street.

The BOP,—fNC. simulation wag copied from an actual mortgage loan
of fice--Utah Mortgage Loan Corporation ot»Logan, Utah. Four simulation
experts entered the offices of‘U.M.L:C. and”intenviewed each worker at his

work station. These workers were asked questions about their positioms and

v

how they re]ated to the overa]] operat1on of the off1ce The simulation

t

team co]]ected procedures and forms, etc. From this exciting beginning came

samples of forms, information abot procedures, ideas for equipment, positicr

~

kN

BOP, INC., then, functions as a mortgage and Toan eff1ce by s1mu1at1ng

4

the processes and procedures that occur in a typical mortgage ~-lpan company.

-

As students assume the pos1t1on play the role and do the work as an office
l

'employee, they learn to participate as a part of a team member 1ﬁ an off1qa

Their contr1but1on is important in providing an effective and sat1sfy1ng,)
A Y . ' ¢
offiqf atmosphere. ' . ‘

g N p

h2
Part of their learning to work in an office~is in understanding and

experiencing prgper habits and attitudes towgyd the fo]lowing:\~

4

S - -




. . .

- p 1. Breaks
2. Absences o
3. Tardies

Pae 4. Chain of Command -
5.. Dress -~ s - . ¢
6. Communication in the office = ,
7. Commun1cat1on with the public
In add1t1on students 1earn to use business terms and ofiﬁce vocabu]ary ] R

While working with BOP, INC., students are evaluated on the qua11ty

and quantity of work, ab111ty to follow-instructions, starting work w1tH%ut

Lo being told, di]igence, Judgement; 1n1t1at1ve, responsibility, attitude,
e ‘ promptness, response to superv1s1on and 1nstruct1q§, c0urtesy, cooperat1on,

\/
. relations with co-&?rkers and appearance Evaluations are cmnp]eted by

. the Vice President anq President (Ins;ructor). L
‘ BOP, INC. Slmuiation Procedures .o 5
.ﬁf_. As aJWOrker in BOP INC., students are given the opportunlty to work in
e a]] of the aLS1t1ons in the office. They rotate through the positions as

d1rected by the instructor. The s1mu1at1on program consists of the3f011owing

Phase I-- 0r1entat1on and- Preparat1on

-
*

Th1s is the general . 1ntroduct1on to the simulation. It involves an
J

acquaintanceship with-the simulation facility and a laying of gnound ‘

P

‘rules for work therein and procedures to be followed.- Phase I starts

S

mear the beginning of the school year with BOP, INC. going to each high
; - schop] fo}.a two day or;entation.‘ This gives students an opportunity
to see the office, hecome aware of and be introduced to the program, and
. : learn of what is expected og those th are "hired" to work in the office.
+ The orientation should be an eiperience that creates in students a high .
e mot}vation for learning all they can and %harpeaing their skills prior

v to entering the office.

_After students have seen BOP, INC. and received an orientation to '1
; : ) ‘ ' |

.\‘1 " , ]




2nd¥

1

. the program they cont1nue in the1r regu]ar n1qh schoo] course until - 5

~ BOP, INC. arr1ves at their Jcnoo] for s1mu1at1on, Dur1ng this interval

»

students complete applicatibn forms, are interviewed and are “h1red"

, .
for a position®in the offi.ce. ’ Ut

) . . .
Phase 1J---Positional Instructions and Simulation . ¥

& . . . -
Phase_ Il begins with students being \assigned to their positions

©

and an office group brtefing by the instructor of each position”and
responsibility. This is follow&d by assignments to the routine, simple .

tasks for each station, and instryctions on genera] procedures.
3

.

Fo]]ow1ng the br1ef1ng students begin work1ng, and the instructor
individually b;;efs each student on their tasks and respons1b1]1t1es

The instructor a]so rev1ews the“procedures to insure students have a

'I N L}

thorough knowledge and undérstanding of their pqsition. As each student
T

arogrésses in his/her work, additional york is added and more complicated

. office interdependence procedures are initiated. “roup debriefings occur ©

"

.as needed to solye problems and clarify responsibilities and orocedpres.

>

Phase 1III and IV- -Rotation,and Indepth'Simulation

. After about dgpe week (or when students have achieved somesmastery ,

of their job) studenXs are rotated to a new position where they work, for
three<or four days, then rotated again, etc., so that they have an
opportunity to exp]ore other Jobs in the office. This gives students an
overa]]wunderstand1ng of a mortgageuaqd loan office and a chance to see
the operation from a,difforent position. Some students may not rotate to
all positions because of personal reasons or sk1]] deficiencies. After
Phase 1II (rotation through the jobs), students are again ass%gned to
positions for.indepth simulation with the\Vice-Presidents' having complete

control over the office. During Phase IV, the quality.and quantity °
& . :

. N -4- !
3




LY

a

' standards are progressive]y and systematica]]y raised with students

)

‘being-able-to handle_ all s1tuat1ons of work with minimum confus1on &l

~ . ’ ] - T —— e
maximum efficiency.

L4 )

Simulation in BOP, INC. Mortgage and Loan Office *

‘- -~

‘ Simulation i< not a new concept in education. It has been -around fov

many years. You very 1ike1y.useo ifﬁas a ch%]d when;yoﬁfwere growing up.
You assumed the role of‘one of your parents, the nurse, or a fire chief.
: Simulation is a very real part of our learning process. -
| Hebster says that sfmulation is "to assume the appeerance of . . ."
With BOP, INC. we are asgqmimg the appearance of an,office;‘and\im order t¢
succeed, we most get realistic reactions from the participants.A It takeé R

N )
lot of preparat1on to get this kind of response.. Imagine the background an.

<)

effort that' goes into a space shot S1mu1at1on, a national emergency simula~

-,

tion, or af office simulation. . ) e _ -
. A mortgage 1oan company provides money for the(purchase of homes and
) property, or both. This company obta1ps the mcney it 1oans to borrowers
from 1nVestors; ‘These investors are usually large insurance and 1nvestmcnt
companies. The Mortgage Loan ‘Company makes a prof1t from "buying" money frsr

these investors and "seiling" it to borrowers at a slightly higher rate o«

L]
' : interest. ! s
5

» When a couple decides to buy @ home, they usually coftact a real estai: .

broker who sQows them several homes. When the colple decides on a home’t

buy, they may select a mor£5333'1oan company vwhere they can receive a 1oan
af:the 1owest’possib1e rate of interest. The couple is interiﬁewed by an
official of the company and that official makes a cecision as to whether ¢
1oen should be made or not. V

»
If. acceptable to all parties, the loan is then made’ to borrower for |

\

-5-




‘ ¢

paymeni on the home. A welcome letter is sent from the Mortgage Loan Company
Q .
to the borrower along with payment information and a set of cgupons, one of .

which is to be returned with each mqpth?y payment. g ) ~

~

Each mbnth the borrower writes a check for the amount of the payment,

C

LY

‘ comﬁany. The cashier at the mortgage company receives the check and colpon. °

“4ttaches.it ta the coupon for that~;;;?h/€hdgsends it to the mortgage

" Ahe check is then deposited in the bank, and the coupon is sent through the

’ ~, company, s system and posted to the borrower's account.

In most states it is possible for the borrower to pay fire and hg;a?

insurance and property"tax premiums togefﬁer with the mortgage payment. .
p .

These funds are kept in reserve accounts with the mortgage company uﬁti]lthe'

payment for each comes due. This enables_the borfower.to pay the same payment

.

each month and not have to make a 1Frge payment for ins@rance or taxes when' (

3

‘ gach comes due. o
] Job Positjon’s in BOP, INC. o \ i
< The names, desgriptions and objectives of positions are: |
Vice President ) N

Is in charge of the office and is responsible, for dbgrading ﬁrocedures.
Is responsible anly to the President. Must supervise personnel, make
personnel evaluations, dictate letters, complete payroll, calculate

4‘ r early payoffs, complete: annual statement and interview- prosp%ctive
- C employees. Signs all checks. - '
Executive Secretary . -

¥ - a >

Regulates work overflow, handles .dictation and-transcription duties’,
and. is responsible to the Vice President.

’ 4 —

Receptionist . i -

¢ Meets visitors, files all correspondence, types all checks,‘reconc?1és
all bank statements, screens visitors, and fills in wherever needed
in the office. -

. Adﬁiﬁistrative Assistant

+ v

-2

Takes the place of the outside world in the ¢imilation: Duties consist

Qo - -6- .

EMC . N N . ’ ;’ AR
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/ ~

4

-

Insurance Clerk ‘

- \ | _ v
of being an assistant to the teacher, role,playing (County Tax Assessor,\
Bank, Insurance Company, Mailman, Borrowe?g), telephoning, evaluatingyz. s
ipitiating customer contact, making up bank statement and misce11aneoq‘§£ﬁg
duties directed by the feachery BN -l

v
. [

)

Cashier ;
' . ¢ 2
Receives and deposits borrower payments, manages petty cash fund, posts
to investors' ledgers, completes daily summary and recap, wriges - ' '
welcome letters to new borrowers, completes paypent facts sheets, and )g
handles all bad checks procedures. ;ﬁ i
s < : R S
Posting and Tax Clerk , ’ N
Requests individual property tax amounts from county assessors for
borrowers, pays taxes from individual borrowers' reserves, requésts
additional funds to pay taxes far the boyrowers and posts to borrowers' .
ledgers. . ‘ '

[3

* ¢ 4 I .-
Checks insurance policies for completeness and accuracy, completes. -
correction, forms on incorrect policies, writes premium letters and
completes tickler-cards on cerrect polgcies, pandles popicy -

cancellation notices and renews insurance policies usind customers’
reserves or requests additional funds from borrowers. . ..
President L s .o
. : N Co . e
Is the instructor and in charge of and responsible for the N
BOP, INC. program, i 3 . * o
' ' ’ )
< [\' M
. ‘ l\‘\
4
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§\ . PHYSICAL FACILITY . R
. BOP, INC. | - . -
Co, ) - ’ ' -, o ' | < -
DESCRIPTION' a ‘ L,

“The BOP, INC. Mobile Office is a 12' X 48! (overall) gi®gle unit

' ~. /o ¢

bui 1t By a_mobile hode butlder. It consists of the fo)lowing: .

. N s
©12' Xj44' shell with'2" X 4" sidewall studs on 16" centers, 3/1¢"
.inteirioy paneling (1ight obk), insulated with 3 1/2" ihsulationin
- the walls, 6. 172  insulation in the ceiling, and 6 }/Z * insulation
in the floor. Aluminum feamcore insulated exterior siding.

“Interior cabinet and counter-top materials coordinated with pang]ing.

+

1.

Inside is open with no crdss—wa}]é full-length center-run:fluorescent
lighting, wall-to=wall carpeting aﬁa de1frcontained e]pcﬁric furnace
with integral refrigerated air-conditioning ducted under, the floor

to four vents. , °;
Toi 1€t amd lavatory facilities are not included. ° '

¥ ’ . il - “ b . »
Two separated doorways are placed on the same side of*the unit. <\~

Dead-bolt security locks and stord doors are provided. No windows
Jare included.  ° L L. \ '
. 4 M ‘f}"

. ' . - i
. Unit 1s“¢owéb1e, frame is reinforted. Stop, signal and marker 1jghts
< are permanently attached and wired for.quick-connect to towing “° ¥, .
vehicle. "Wide load":and flasher Jights ‘conforming to. state 1w arq ,°
permanently attached to the backs of the units. Taridem axles with¥’
electric brakes are provided; suspension is adCquate ?or'tfa%lér .
weSght and 2000 to 4000 pounds of installed equiﬁmeptf, Six storable
le

Units'require 150 aﬁp. 220v/110v servicé with two external weather - '

proofed junction boxes, one 100 amp. and one 50 amp. and two 15 7

heavy duty weatherproofed entrance cables For connection to electrical

service at site locations.  Units are equipped with grounded 1]0v

doubJe outlet boxes located 32 inches apart. on ‘the full perimet2r

of each unit and 40" above the flogr. A1l wiring meets‘applicable -

national, state and local codes.. ° . :
+ "Two fire extinguishers and other -equipment necessitated by the -
Occupational Safety and Health Act is provided for each unit:

s

v “ .
- Interiors of each unit were constructed with the built-in counters

_and storage cabinets as noted in the floor plans: ‘ . e

.
+

Inasmuch as possible, construction con¥ormed to trai]er—housensténdards‘
to minimize the cost factors of custom building the units. v

4 . ) i ' ._8_\' » ) - ) .." - . ]

veling jacks and two portable, stairs are ;provided {or each unit. 3e‘

J ] .

L
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Recommended additions:

r The fo]]ow1ng recommendations are a resu1¢ of the operat1on of
" the mobile units. ! It i$ recommended that: '

Exterior 1#ghts over the doorways. be provided. for safety
and security. .

Adequate ventiiation-be provided in addition to air conditioning.

prevent glare ‘and shadows

!
.t

H

¥
“¥ « Two rows of 11ghts positioned,above counter work areas to

l"

»

s N

Heavy -duty storm doors or heavy duty tra11er-house doors _be »

prov1ded

~

-

.
.i‘ ;
.o .

5

SpGC1f1cat1ons s AR ; o L b

. _Body D1mens1ons

12" X-45".

(12 X 4@"dvera1]y

Jo
ﬁ «

Doors: Two exterior doofs, 2'8" X 6' 8" w1th stonn doors
Steps: Two steel steps and 1and1ggy/for entrances that are ]ightweight,
éol]apsib]e and easily tr ported ;
rrame: Heavy duty frame. and h1tch TR . | ‘i"L
i Walls:- 2" X ol studs on 16" centers~ o
- 1/4" interior paneling e
’ .019 gauge r1bbed alum1num outs1de e
- ' Roof: Trusses with 1/2“ plywood under heavy gauge aluminum.
Floors: 2" X 6" Standard fir JoTSt on 16" centers, 3/4" particle board
Insulation: Wall -- 3 1/2" f1ber glass |§ .
J Roof - 6" fiber glass o -
Floor - 6" fiber glass g
. Lighting . Flugrescent direct 1TgHt1ng - -100 ft.. cand1esrata30", AR
: above floor. . Y
i . . ‘ ;.
Undercoating: Asphalt baséd undercover or coating. ’
-Tires and axle: Tandem akle and four e]ectr1c brakes, Tires - eyght ’
“ ply ny]on 14.7- X 5. .
Carpeting:. Carpeting throughout -- 1/10 gauge, 270 pitch, 8. 2.roWs -

per-inch, .150" pile height, 26.5
proof/stat1c free, soi

in color, pritary and

ounces per‘yard,vshock
1/water/stain resistant, go)d/green
secondary jute back with rubber'waff1e

type padd1ng cklor seTectJon to be approved pr1orqto""

1nsta11at1on "

ES

L 3




Heating

-

Air tond1txon1ng

E]ectrxcai

+ ’\J“l_

2&0 vo]t 65 amp, 19 Kl?/gmreu*}a‘ttng
4 ducts m._ ter.»of'ﬂeor

_,.‘4‘" ‘

Three,ton refr1gerat1on un1t

- a 220v 1o be usedﬂfer all heatiog

unitss * 110Vtq he gsed for a¥F.8t
~  Efettricut (qroyndep)’out]ets fTus
7 - Jocated 4p* from floor, and ‘centere

L. every 32" full per1meter'efreach u

External (weather proofed 4gunc‘mo

- ——

e]ectﬁt’furnaqe

,/

- . .

mcmdwnhfmmwe,,

ahd air- Gond1t1onlngp
her -circuits,
b with: wa14~thfbughout, )
4 between. sidewall studs i
nit. .. --

n breaker box with. 200v -

B

incoming circuit,.providing, 229v and 110v.
wall ‘and metal" door cover1ng:osen1ng,3o-un1t
12 gauge wire minimum._
Wiring to meet all NECA U L and app11
codes.-. .. -~
Exteraor 11ghts at eath door

‘-”-__

cab}e

‘Located w1th1n

Idaho State T

3-viay . switch at each of _the doors for overhead 11ghts

, { -

R

s

Fireproofing: Two C02 fire extinguishers to. be provnded for each un1t,~

Interior Detail:

Cab1net finish coordinatdd with pane11ng

wnereyer )

possible, standard trailer house cabinets to be |
utilized.
g . Form1ca/equ1va1ent counter top mater1a]**woodgra1n
- (teak)-finish. {Color Cab1nets and counters to be-
built-in as per drawing.’
Jacks: - Adaustable Jacks (6 per un1t) capab1e of sypporting unit wh11e
’ " in use.

»

R <
-

e arrangement of offﬁce positions is 1ocated on page

#

Floor Plan and’Sketch - . g ~4°

A s1mp]1f1ed ‘floor plan is located on page A sketch of physical




. .‘ﬁ‘ ; '- ! L :‘ 1 :' \j: 'l .- . ’ . (. . \ ..>
- A. 15 K E]ec+r1c Furnace ' '

v - B. Overhead k1trhen oahinets for storage 12" wide- 18“ h1qh/she1f

SR c Counter 24" X 38" high o
: 9 C]oset, storage & Codt, 3" % 30" deep " .
. §
. . £, Cab1net Storaqe 30" X 48” X 36” high
&

; F.  Counter, ¥0" X 26“ h1oh - - o

G. 3-toanE€rigeré%ion Unit . .
i%iy’ H..:Contr51/8reager Panel - _
/0. L. shelf, @ wide 42" high - L

v
.
[
'

T . Scale 1/8" = 1"

Aruitoxt provided by Eic:
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SR £.0.P.- iC. OFFICE
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i K © L SKETCH OF UFFICE

. PosiTions HE

D, ..
. . - A. Administrative Assistant
~ B. Instructor
;~t: C. Receptionist
D. Vice President, (2)

{ . 4

c - E. Insurance Clerk (2)

o - F. Posting and Tax Clerk (2)
A . ot 9 G. Cashier (2)
] 4 - - ., » rs
SR R ‘4. Secretary |
s . B Tt . .
e ’ . o I.W Executive Secretary (2) o "
- ' S o t ' )
. : "\ ¢
AN o '
N K - A . 1 . . . ) .
N - { Scale 18 = 1 :
\ \ '; \'~\‘ N
o N R b
o . \
" kR by
' ;
\ !
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EQUIPMENT AND MATERIALS

. In selecting equipment for BOP- Inc., consideration was given to
the following. , #

A %

"1. What was used in area by businessmen--to supplement existing
equipment.

- ~
W 5

2. Available in the schools
3. Super{or service and maintenance on equipment

4. To prepare students for emp]dyability for "tomorrow!.
T N ‘ .
These factors’re§u]ted in the purchase of the following equipmens. -
One exception is the IBM Magnetic Card Selective Typewriter which is -
leased from IBM." -

s . 1
s

Executive desk (3) ' $420.00
Secretarial- desk, rectangular (1 105.00
Secretarial des;, L-shaped (5) ‘ 540.00 .
Postage scale (1) i ¢ i © - 5.00
Desk calendars (13) ~ ) B 36.40
Name plates for each position (13) qlg 78.00
Time clock (1) f . gzoo%po
Executive chair (1) 1150.00
secretarial chair (12) - 480.00 ,
Straighé back chair (2) ) 20.00 |
‘f<%Fi1e cabinet, standard 4 dréwer k1) 60.00 -
File cabinet, legal 4 drawer (1) 70.00
Hanging file folders, letter size (200) . 13.00 . \Tf‘
Hanging file folder, legal size (300) ﬁ 16.00,
f File frames, legal (4) S ‘ 10.00
Staplers (6) | ( | ' 25,20 4
Scissors (6) _ ‘ 7..20
,"Dictation system, Lanier.Nyematic 900.00
If Waste baskets (7) ' ‘ 21.00
g -10-¢- IR




© 6' x 8 2-dnawer.f11e (2) - . $ 50.00
In-Out box 13 . e 33.00

Clock (1) , | 25.00

6-drawer cardex file (1) S 50.00.

‘Teléphoﬁe S}ste& 3ogen 11 phones (1) | 'foo,oo

kiPaper cutter (1) - J "25.00

, s Iyansparenc} maker 3M Hodel 45D (1) \ . 374.00
- Cassette player, Channel Master (2) " 60.00
-'Ca]culator,‘Burrough Prograpaﬂ]e (1 1275.00

Calculator, Olympia (4) - N | ¢ 45000

Calculator, Frieden (1) " ! 300.00

C ‘ Typewriter, Olympia Executive 1) o 418.00
- _ Typewriter, Olympia Electric #35 (3) | "~ '828.00
fypewriter,QIBM.&ofrectﬁng Selectric II (1) 580.00

Typewriter, IBM Selectric II..(Z) 770.00

. ; T&pewriter, 1BM_13% Selectric (1) . 430.00
Paper puhch o : 10.95

Rubber Stamp (mdn-negotiab]e) ‘ A 5.00

o Roledex file ‘ . - 11.95
Nt ' Ward Guides (3) T 8.85
’ Chairs--plastic' (2) . . | + 20.00
; 1.B.M. Typing elements (3) T 56.00
Phone pickup for recorder - ) . 5.00

Tool Kit (1) . ' C Y 700
Penc11~sharpene} '(1) ' T - - 6.00

’ "Today's Seceeéa}y", magazine‘(modern‘secretary)~'

0ffice supplies: paper,.penciis; paper clips,

‘forms, etc, for year 80.00

. -1o-d -
ERIC - .o
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TEACHER PREREQUISITES * ) N

Simu]a@ion is not for all ‘teachers. Ask yours2lf:

Do I want .to innovate?

Can I handle the unstructured setfingﬁ
< :
Do I have a business background? Have I worked in an office?

can 1 abandon the rotation-type system of teaching of fice practice? »

Can I tolerate being pulled in all directions by students needing my .
attention?

Can I give up group demonstrations wherein I am the center of the grbup?
Lo ‘ . e
Am 1 willing to allow students a certain dégree of freedom of action?

o ) Am 1 wi]1ing.tb allow students to assume responsibility for their own
- . actiops? S : : ’ )

. A . )
Am- 1 now satisfied with the results of a traditional office practice
cTass in terms of personal development and human relations?

If your answer to this last question is "yes," stop right now and
Close this book. REMEWBER, SIMULATION IS ONLY ONE METHOD OF TEACHING OFFICE
PRACTICE. | S o |

~

;
f R [
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RATIONALE FOR SIMULATION

!

g ? .
A rationale for establishing a simulation in an O?fice.Pragtice Class:

: ¥
' , It provides a realistic setting for meaningfu] learning. e,
¥ . *

k]

It acquaints students with an office,system through the creation and

processing of documents. ) ? ," '
: /]
K]

) prov1des a settips where1n students work closely with others to

<

deve]bp in the areavof hué%n relations.
. ' 1t astablishes in the students' m1nds the fact that each task is a~

d part of the large picture of operating a business.
. : ) ’

It offers students an opportu%ity td learn in some detail facts about

~.

=<T\\e‘bus1ness with wh1ch they were preb1qhsly unfamiliar.

It eneourages sdﬁdehts to th1nk cr1t)ca11y and to make judgements.
It ,ties together prev1ous]y acquired student skills and know]edge SO
. that students may beg1n tb use them effect1ve1y
* ! It provides a setting wharean students begin to d1scover the rela-
5

tiodghips that exist between bus1ness and the customers of busihess.

‘ 1 It esta%11shes W the m1nds 6& the students how their errors affect
3

¥ others. . .
4 2t ) , '
v It provides an activity in which students assume responsibility for their
own actions. . ~ ‘ .
r\

It establishes a situation in which students see an entire cycle
through which a product or service travels fr beginniﬁg to.énd.

It gives students their first wirk *experience under the close super-
' ?

vision of a teacher. 4

-
’ -

It educates the consumer -- not only the students in the class -- ;;
but also those student customers who participate. C

-12- - , ~




SIMULATION DESIGN

—

Prerequisites < ’
A Thore are two basic prerequisites,for simulatio®® A1l students who -4
- enter the program must have had some formal typewriting instruction. It is
possible that a.student could succeed in the program with only one semester
. of typewriting, but at least one year is preferred. The second prerequisite
. is that the curriculum must probide at least a two-period block of time back
to back. ‘ T e o

, Some instruction in shorthand would also be desirable, If the §tude€;2
i has not had shorthand, it is possible for him to complete all positions in
the ‘off#ce by using dictating equipment. However, shorthand would make the
student more.valuable to the *world of work and should be encouraged.
)

3
“Learning Units of Study i

The foliowing are units of study  which_the teacher mgy'find helpful to — -~

cover in connection with the simulation. fﬁx
« 1. Banking ‘ r
2.- Busines%t Machines . 4 :
3. Correspondence (mailability, sty]es,.pré%edures; dictation,
letter writing) N
4. Dictation-and Transcription ~
5. Duplicating .
- - 6. Personnel Eva]uagﬁon
7. Executive Typewrtter
8. Filing ‘ . .
- 8. Insurance s
.+ 10. Job Interviewiny . -
. 11. Interest and Interest Computation &
. 120 Mail , ' : -
13. Office Etiqu3tte ,
14. Payroll ' .

"15. Petty Cash
16. Puvlic Redations

A 17. Supervision .
4 . 18. Telephone o ) ¢
19. Travel Planning , e

The above learning units, which are normally a part of a regular

office practice class, are also very valuable in the preparation of student
. for the simulation experience. It may be advisable for the teacher to
1 .{gfesign these units to more closely meet the needs of the students.

There are many ways to design learning units. One of the most
effective for many teachers is the use of criterion based on learning
modules. '

L4

»

- 7 , , L
L4 ' .
.

\
-13-
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Group Discussion . S

-

’

Discuss your views on coat and book s:grage. Do not allow coats and
books to be kept at the student desks. Provide purse hooks on L-shaped
trainers or assign purse storage to desk dravers. ’ .
’ Ayain, go over your attendance policy. Ask students to qa11 in when
/Wi absent, just as they will be expected to do on the job.

Discuss clothing standards according to your own school policy and
.your own philosophy. (Caution: Don't climb out on a limb that your. students
< mdy chop off.) - : t

Discuss what is allowed and disallowed regarding the use and abuse of
telephones, conversing, end m@¥ing around. Liken it to a real office.

.

-

<

Student prerequisités

If office occupations is offered in the twelfth-grade level, and you are
going to offer a simulation of some type, you would expect to enroll
stydeﬁ%; who have had at least one year of typewriting and who jindicate to
you .a determination to gain in clerical proficiency. Students who have
.already had classes in bookkeeping, business English, business correspon-
) dence, machine transcription, business machines, etc., have already indicated
B ) a genuine interest in clerical proficiency. Needless to’say, students
with the more comprehensive business background will require less
orientatfdh. . .-
- 1f -"ou expect to of fer shorthand development, office style not ‘speed, K
in your simulation, students should have had one year of shorthand. '
(Obviously, exceptions will occur depending upon ability and proficiency
- of -the particular student.) If you look toward simulation as a means to
develop shorthand speed, you will be disappointed unless you set aside
- ] sufficient time daily for speed building. Simulation is not designed to.
build skill per se. Ra "3, it is designed to "Put it all together." Sim-
ulation in office practice is just that -- practicing to work in an office. .
We all know that employees do not learn typewriting and shorthand skills on
the job. Rather they use the skills they already possess to perform g job
for an emplover. ' \ f

) Boys and yourg men should be encouraged to enroll in the class.
. Some teachers in.small districts open their simulation to both clerical and

stenographic students. “Other steachers in small districts have chosen to .
use one of their other classes as- the "outside world."

«

o . ,
N N _ \ ™
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PHASE I:1 Simulation Warnup

This phase is a more intensiv
a rotation of two days at each posi
given in Phase II and standards are
begin to understand the concepts an
common & problems are identified.
again identified so that suppgrting

r'd
>

e treatment of each position and involves

tion. Additional work is added to that
progressively raised as the students

d procedures. Group debriefings become
Student probiems amd weaknesses are
classwork can correct them.

¢

als are detailed positional instructions

1lowing the Phase 11 materi
for Phate III. CEach page lists the position, the task sheet, materials

nceded at that position, materials
and some general instructions as to
particular task sheet.

L

-

PHASE 11

Vice.President

1. Task Sheet

2. 2 Payroll and Salary Registels
3. Monthly Payroil Table

4, 5 Appraisal Forms

Executive Secretary

Task Sheet
. Prerecorded Transcription: Belt

(Sce Key)

2 Interoffdce Memorandum Forms

1gLetterhead

Niw”

1.
2.
3.
4.

Receptionist

1. Task Sheet

2, 1 Spirit Master N
3. 1 Interoffice Memorandum Form.
4. 1 Check .

Administrative As.istant

Task Sheet

given to students by the instructor,
how

the tasks are carried out for that
o J

\

s

. y
* MATERIALS NEEDED FOR STUDENT'S FOLDERS AT EACH POSITION

Posting ahd Ta; Clerk

Task Sheet .
4 Coupons (Same as Cashiers)
: 4 Borrower's Ledgers
Amortization Schedules nos.
Tax Notice Letter

List of County Assessors
1 Letterhead

Master Customer List

T’ 2, 3

N
A
. ¥ .

O ~NO O oM —

4
Insurance Clerk

—
.

Task Sheet
3 Fire & Hazard Insurance
Policies (See Key) -
2 correct
1 iicorrect
Policy Correction Form
Policy Letter (Rremium Letter
2 Blank Ticklers Cards
Completed Policy Cancellation
Notice '
"olicy Cancellation Letter
3 Letgé}head :
Master €ustomer List

O W

3

W oo~




Cashier

. 13+ " Hlemorandum g’.) ‘ f
T~ ’

[
{1. T3sk Sheet
2. 4 Compfleted Caupons (See Key)
3. pos*t Slip . .
4. 2 -Investor's Ledgers
5. Avortization Stheddles - Nos.
6. Dc11y Summary and Recap
7. Receipt Book .
8. Mcney ($4Ch) . v
9. Petty 8ash Reconcildiation

10. Petty Cash Book ,
11. Bad Check (See Key) #
12. Bad Check Letter 3 1

*

14. Welcome Letter
15. Payment Facts Sheetg

e

© 16. 2 Letterheads ,

17. Master Customer List

PHASE 11 L

%

1, 2, - ~F.

: LISTED BELOW ARE THE MATERTALS NEEDED AT EACH POSITION

Vice President

Task Sheet

Procedures Manual**

2 Payroll and Salary Reg1sters
Blank Dictation Belts**

. Dictation S)tuat1ons*

Executive Secretary ¢

Task Sheet

Procedures Manual**

Prerecorded Transcription Belt*
2 Interoffice Memorandum Forms
Letterhead Sheets

N i
Administrative Assistant ot

Task Sheet ‘ b
Money

Cashier

Task Sheet
Procedures Manual**.—
4 Completed Couponﬁf/f\
Deposit Stip . -
2 Investor's'Ledgers * .
Amortization Schedules - Nos. 1, 2, 3
Daily Summary and Recap Form
Petty Cash Book
Bad Check (See Key)
Payment Facts Shiget
Welcome Letter “
Letterhead Sheets -
Master~Cu§tomer List
’ Rec;?ﬁt &pok**




", Receptionist

Task’ Sheet, o .
Proeceudres !lanual** Task Sheet
1 Spirit tlaster Procedures Manual**
1 Interoffice Memprandum Form -~ . 3 Fire Insurance Policies
- "Blank [ROP.Chécks {teginnings 2 Correct
* balance filled in)*¥ ' 1 Incorrect
. \ Blank Tickler Card ,
_Posting and Tax Clerk Completed Policy Cancellation Notice
- , ~ Letterhead Sheets
Task Sheet ] Master Customer List
Procedures Manual** - . o Policy Letter (Premium Letter)
4 Completed .Coupons ' o Policy Cancellation Letter
4 Borrower's Ledgers . .
Amortization Schedules - No. 1, 2, 3
Master Customer List
List of County Assessors -

Insurance Clerk .

‘*//;”‘* Materials giVen to student by the instructor other than folder contents.
** laterials located in the studgnt's desk drawer: )

R i ey
PHASE II1

¥

VICE PRESIDENT

[ , v

s

( Dok
TASK SHEET Ho. -

Materials Needed:

Scratch Paper
Dictation Belts.
Payrol1 Sheets s
BOP Appraisal Form$ (one per student on team) - -
Insurance Policy E?piration List from the Insurance Clerk

<

Materials Needed From the In§trdctor:

Task Sheet

Dictation Assignment Sheets ‘

Salary ‘Scales (one is attached to task sheet) .
Bonuses . .

Monthly Payroll Tax Schedule (attached to task sheet)

’

.
General Instructions:
1 . - .
The first thing the instructor will give the Vice President is task
sheet no. 1. Ffe instructor will periodically place some dictation
assignment sheets in thé Vice President's "in" tray. .




4

The instructor has different salary scales and bonuses, for figuring
the payroll. Another salary, scdle or bonus sheet should be given to
the Vice President whaon he complctes the one on the task sheet.

The instructor can hand outgmgre dictation assignment sheets, salary .
scales, and bdnuscs when he seeS that) the Vice President is nearly -
caught up. Mhen the Vice President receives a bonus sheet, he should |
% figure the bonuses in with thg emp oyees' regular salary according to 7.

L the salary scale on which phey arc working and not separately”

LY .
‘%% . The Vit President must keep the Exccutive Secretary busy; therefore,
i if the Executive Sccretary is nearly out of work, the instructor should
«lean towards giving¥the Vice Prcsident more dictation assignment sheets
rether than salary scales and bonuses because he can complete them
faster. Should the Executive Secretary-catch up on her work, thé Vice
President would have her help a member of his team. . .
The insurance policy expiration Tist typed=by the- Insurance Clerk
should be kept by the Vice President for the duratign-at that position.
When a customer renews his insurance, the Vice President should cross
his name off the list. The Vice President will know.when the insurance
‘ is rqpewed because he must sign a 1etter_and'a check. : .
13 S .
o ' . , PHASE- IIL
: Y, ' EXECUTIVE SECRETARY I
TASK ‘SHEET No. 1 | )
Materials Needed - . ﬁ* A
“‘; ) ) ) . v R -
.> . Letterhecad Sheets . - > ; ' ¢ .
e Onion. Skin Paper A -
‘ Carbon”Paper
Dictionary s ;
' \ : &
' Materiale Needed from Instructor t:
Task Sheet S ¢
. < Prerccotded Dictation Belt . ) . :
R General Instfuctions =~ - - @ _ &
THere i§‘on1y one task sheet for\;he'ExecutiVe Secretary. -
' It is the Vice President's job tS keep the Executive Secreté?y busy; _
however, while the Vice President is prepar®ng-something for the ,
Secretary, the instructor must give her a prerecorded dictation belt, to
get her started. . , .
ﬁ
A
- - \/' {
- 5 r t‘; |
O } ‘—w- . y ¢

: TKe




The Executive Sécrctary works directly with the Vice President and
does nis typing for him. If the secretary can take shorthand, she should
take half of the Vice President's dictation in shorthand.

Ihenever the secretary runs out of ~ork, she should call the V1ce
President and ask if he has more workgfor her.

\)

PHASE 19

ABMINISTRATIVE ASSISTANT

ThASK SHEET No. 1

Materials Needed:

“Activity Log Sheets

Tape Recorder with telephone hook-up

Teléphone Call Sheets

Cash for the Cashiers ‘ .

Checks from Customers to Fac111tate No 7 on Task Sheet
Position Work Sheet . f

o

General Instructions

" There is only one task sheet for Phase III.

v

The Activity Log‘Shéets should be in the Administrative Assistant's
file. A1l telephone calls have been made up in advance.

If the instructor desirés, he can instruct the Administrative
Assistant. to ref1]g the te]ephone call sheets instead of having them
placed in the "out" tray. It is a good idea to alfvays: take the
te]eﬁhone call sheets from the front of the file and ref11qﬁ$o the
back so that all of them will be used.

T Administrative Assistant represents the "outside" world, "
therefore, she is a telgphoning customer, a visiting customer, -or the
bahk when needs be.

Per1od1ca11y she should take'a check from Gg?‘aesk drawer and make
a payment to a Cashier. The checks are made out for more than the actual
payment so she must wait for her change. Once she gets her change, she
returns to her work station, puts the money in the cash register, and
goes back to doing another task. .

1
t

Once or tw1ce a day, she will ask each Cashier for some money for
office needs such as stamps, paper, pencils, etc.

The Administrative Assistant should try to make two or three
appointments with the Vice President each day and then keep all

Al
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- appofntments she makes: She may call the Receptionist af the beginni
of each day to be reminded of any appointments and the purpose for the
appointments. She should always go through the Receptionist when
Keeping an_ appointment or making a-payment. ~ :

s T URHASE NI

F\ RECEPTIONIST
"‘ '.' ‘

TASK SHEET No. 1 , ' '

)

Materials Needed: /
‘1
Appointment Books--one for' cach team .
BOP Checks -t ' ; '
Scissors, ‘s ‘

<

Materials Needed from Ins%ructor:

Task Sheet

\ Gemeral Instructions: ’ A

v The Receptionist has the customer file located at her desk. The
- . customers' names in her file will.either begin with an "A" or a "B". .
, . Task Sheet No. 1 is to change that file from the alphabetic system to
@ numeric system. , . R
_ The Receptionist files all correspondenge in the customers' file
and student file. The original copy goes to the customers' file and
" the carbon copy to the students® file.’ i
. N~ < PR U
- Should a letter come to the Receptionist whos& v.ame does not start
with-an “A" or 3 "B", it could go to the county assessor file or to
the investor file. If there is not a folder in one of tha three above
_ mentioned :files for a letter, the Receptionist-should fige it in the
miscellar.2cous file folder. U

£
H

The Receptioniéﬁ{shou1d make all the appointments forg@BOP, INC.
She has an appointfent book for each team and should share g‘sppoint-

ments half and half with the Vice Presidents.

She should call the Administrative Assistant.a few minutes before
each appointment so that he may get yready to keep the appointment,

lhen -the Receptionist makes appointments, she should make them for
a reguldr office day such as from 8 a.m. to'5 p.m. Then by following
‘a schidule similar to the one on the next page, the students will know
1 what time during the tlass period to keep the appointment:.,

"

El
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PHASE 1II
RECEPTIONIST

-y

TASK SHEET No. 2

MaterialslNeeded:

-

,’Appointment Books--dne for'each team
"BOP Checks : , -

Scissors
% .

Materials Needed from Instructor:’

13‘ N

General Instructions:

; : .
After the student completes task sheet No. 1, the instructor: shouid
collect #t and give the student task sheet No. 2. The only item that is
different on task sheet No. 2 is" task No. 1. This time the student will
change the files from the numeric system to a geographic system.

‘1f a student finishes task sheet No. 1-and task sheet No. 2 during her
stay at a rotation, then the next student that becomes the Receptionist
shouTd receive task sheet No. 3. These three task sheets must rotate.

A system to follow is to have the three task sheets in one file folder
and always take the one in front and file them to the back upon
completion. : . ; |

. Below is a suggesfed BOP, INC. office hour conversion table. of
course, the conversion table will vary according to class periods.

OFFICE HOURS

b

. : 8:00 =
. , 8:30 = 12:52
) 9:08//= 12:58 ,
D ‘ 9:30 = 1:04
: 10:00 = 1:10
10:30 = 1:16
11:00 = 1:22
11:30 = 1:28
K 12:00 = 1:35
LUNCH

w
o
1]

100

-
NN — =t = =
.o o se 2o oo

o
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- PHASE 111 ,
. o RECEPTIONIST '
’ ' ) ) . ‘,’/’
TASK SHEET No. 3 : .

Materials Needed:

\\
Appointment Books--one for each team

BOP Checks

Scissors N o
Materials Needed from Instructor: Yoy
Task Sheet Mo. 3 .

My

General Instructions:

If a student finishes task sheets Nos 1 and 2, or if the last student
A §1nwshed task sheet No. 2, then the 1nStRUCt0Y should - ‘hand_out task sheet
) 3. N

‘ [

ﬂn task sheet No. 3, the student will’ ch@nge the fiies from the
geograghi c system to an 1ghabet1c system. ..

.\'. W
PHASE III . O\

CASHIER LN T

~

TASK SHEET No. 1 ‘ \ '

’Mateﬁia]s Needed:

'} Petty Cash ($400) “ N
“PetLy Cash Book: ' \
Receipt Book ' : .
Petty Cash "Reconciliation ' i ~ -~ \i'
Deposit Slip . %
Investor's Ledgers

Posting Machine or Typewriter . . U \Q

Daily Sumimary and “Recap
Payment Facts Sheet

Letterhesd $
Carbon Paper
Onion Skin Paper 5? y

a N\, | o
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Haterials Needed from Instructor: .

v, o l :
Task Sheet No. 1 ' KRR ( :
.1. Petty Cash Procedures
2. Sample Yelcome Letter L ‘
Coupons with Checks Attached
Three or Four Coupons of Payfient No. 1

General Instructions:

The instructor should give each Cashier ten to fifteen coupons
with checks attached. It is important that the instructor give the
Cashiers some coupons with payment number one on them to initiate the
welcome 1etters and paymept facts sheet. The payment facts sheet is
page two of the welcome Yetter. ’ ;

2
_ There are several coupons prepared with payment number one on
them. These coupons are kept separate from the other coupons and
then a few are mixed in with the regular coupons before beirg handed-
to he Cashier. When the Cashier has finished, the instrycto can”’
take qut the payment number one coupons before they go to tHe Posting
and Tax Clerk. .

The Cashier should write a memorandum to the Receptionist requesting
a check for $400 made out to Petty Cash. Uhen she receives the cpeck,
she should have it cashed at the bank (Administrative Assistant).

The Cashier should check to make certain the amount of each Check
received agrees with the amount on the attached payment coupon. A
deposit s1ip 1isting all the checks should be made out. The deposit
s}ip must go to the Receptionist for recording of the deposit in ‘the
BOP checkbook. .

Each coupon must be posted to the Investor's Ledgers to give each
jndividual investor credit for the money that has been received for
him. The amamnt posted to the Investor's Ledger is the amount shown
on the amortization schedule, not the amount of the check.

A daily summary and recap is made out by the Cashier from each
team; or they could be made out separately if preferred. It ig, done
by totaling the postings on each individual investor's ledger and
entering this total on the daily summary and recap.

A3 R

Each coupon received which indicates that it is payment number
one for a particular customer must be noted by the students so a
welcome létter can be sent to that customer. A payment facts sheet
must be enclosed with the welcome letter. . .

When the Cdshier receives a payment from a customer (other than
the original coupons given to the student "by the instructor), he is
to make ar entry in the Petty Cash Book for the amount received. If

-23-

P

.




the customer pays an amount greatergthan his payment, the Cashier
should give him his change, makc o 6 a receipt, fill out a coupon so
the investor will get credit, and make another ‘entry in the Petty
Cash Book in the Paid column. The customer is usually the Adminis-
trative Assistant; however, the instructor may wish to be a customer
on occasion.

. Any payment made out of the petty cash of $50 or more should be
made by check. When the petty cash gets down to $200, it should be
replenished to bring it back up to $400. The Cashier should return
the money he has left in his petty cash to thc bank at the end of
the rotation. ~°

Checks received without coupons attached should be returned to
the Administrative Assistant.

PHASE  III
CASHIER
TASK SHEET No. 2 | , ) .
Materials Needed: : . 4 ;
Memo;andum
Letterhead

Carbon ﬁaber
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet No. 2

Sample Bad Check Letfer--attached to task shéet

Two or Three Checks Marked "Insufficient funds”

Some Regular Checks with Coupons :

Two or Three Checks with Payment Number One Coupons

» )

General Instructicns:

4

When BQP, INC. makes a bank deposit, a portion of the deposit
goes to each investor's account. How much each investor receives is
determined by the daily summary and recap amounts. Because the tracing
of an individual check to a particular investor's accouwnt would be
very difficult, BOP, INC. upon receipt of* a bad check immediately
makes out a gheck to the First Sincerity Bank of Idaho (this is where
BOP, INC. maintains its account) to cover the bad check. This keeps
~individual investor accounts from being affected by a bad check.

pe
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TASK SHEET MNo. 1

I

The Cashier should have the Receptionist make out a check to the
First Sincerity Bank of Idaho for the total of the checks marked
"Insufficient funds." Then the Cashicr must write a letter to each
customer who is responsible for a bad check telling him he must make
the check good within a few days. | . '

The check written by the Receptionistoﬁg cover the bad check
should be attached fo the bad check letter letters so the Vice
Precident can'sign both at the same time.

> \
@ PHASE 111

- POSTING ANB TAX CLERK

¢

Materials Needed:

Loan Card File >
Letterhead

Carbon Paper

Onion Skin Paper

‘ i

Materials Needed from Instructor:

Task Sheet ‘ . s
1. A List of Addresses of the County- Assessors
2. Sample Request for Tax Notice Letter .

[
.

. Tax Notice Requests

!

General Instructions:

The tax notice requests sheet must be given to the students withu
task sheet No. 1. The sheets are in file,cabinet No. 1, drawer No. 3,
filed unddr Tax Notice Requests. An cxample is shown below.

POSTING AND TAX CLERK

Tax Notices Due County Loan No.
Willian G. Abney Ada 02-235
Eugene H. Blake Bingham 12-058
Harvey tM. Ahlstrom *Blaina 09-095
William P. Bailey Bannock 05-054

Mark E. Belnap By Shoshone . 12-076~

The student will f{nd on the Tax Notice Reqhesb a list of customers
with taxes due. The customers' original loan cards should be pulled

25
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from the loan card file. Upon finding the county the customer lives in,
the student will find the county assessor for that county from the

list attached to the task sheet. These loan cards are enclosed with
the signed lefter to the appropriate county assessor. The instructor
then puts the loan cards with task sheet No. 2.

“»

l . '
PHASE 11% ’
POSTING AND TAK CLERK f
" TASK SHEET No. 2 | ' .
Materials MNeeded: ' !
Letterhead N ' ///; K

Carbon Paper
Onion Skin Paper
Master Customer List ;

Materials Needed from Instructor: -

Task Sheet No. 2 ' f

1. Sample Letter of Transmttal ‘ .
2. Sample Request for Add{tiongl Tax Reserve Funds Letter
3. Mames and Addresses of the tounty Tax ‘Assessors

Loan Cards :

General Instructions: . '
Py - )
_ The student should have the jsame loan cards they took from the
loan card file when comp]eting tagk sheet No. 1 .

The amount of taxes due is yritten cn the back of the loan card.
If the customer's tax reserve is pufficient, a check for the amount on
the loan card is made out by” the Receptionist to the county assessor

_for that county in which the custpmer 1ives. The check is to be
returned to the Posting and Tax (lerk so that he may attach it to his
Jetter.
- /

Only onc check needs to bewritten to each county assessor even
though you may be paying taxes fg¢r more than one customer in that
county. .

Because the tax amount is %nly estimated cach year, a borrower's
tax reserve is often insufficicenf to pay his taxes. If the customer
is short in his tax reserve, thep a letter requesting additional tax
reserve funds is sent to the cusfomer. In order to complete the
request for additional tax reserye funds letter, the student.must

-
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figure the shortage amount and figure how much the borrower should
increase his monthly payments in order to avoid @ shortage the next

year.

- . .

 You can tell whether or not the student is typing the right
letter to the right person by looking at the policy numbar. A1l
policies beginning with numbers 01 to 06 have insufficient tax reserves;
therefore, the student shoyld type a request for additional tax
. ' reserve funds letter. Al11 policies beginning with 07 to 12 have
s sufficient tax reserves; therefore, the student should type a letter

2 -of transmittal to the appropriate county assessor. .

"PHASE III ' \\
POSTING AND TAX CLERK
TASK SHEET No. 3 -
'hMateria1s Needed: - ) | A‘{:
Borrowers' Lodgers , ' ‘ -

Amortization Schedules

Materials MNeeded from Instructor:

‘ ¢ [} ’ .
N Checks with Attached Coupons . ,
. . :

General Instructions:

The coupons are to be posted to the borrowers' ledgers after
the Cashier has posted them to the investors' ledgers.

Should it become necessary to fill out a new ledger shect, yoy
_shou]d follow these steps: vy
1. Fill in.the complete name.

2. Fill in)the address from the master customer list.

3. Fill in the investor code. The first two digits of the loan |
number are the numbers of the investor code. For example,
Lester G. Aaron's loan number is 09-040 so the investor code
is 09. '

4. Fill in the amortization schedule number. This number is
. obtained from the eoupgn ‘under "Posting Codes." The amor-
;j . tization schedule for Lester G. Aaron is 6, therefore, his
- L posting code is 09-6. Mr. fAaron's loan amount is $18,000
- and amortization sghedule 6 is the only schedule for that

loan amount. X
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5. The investor corresponds with the first two digits of the
' loan number and posting codes on the coupons and the daily
summary and recap sheet.: For example, the first two digits
. of Lester G. Aaron's loan number and posting code is 09.
Count down nine lines on the daily summary and recap and
his investor is California Western Life Insurance. .

6. The total nonthly .payment amount is obtained from the master
customer 1ist, also the principal and interest, insurance, 6
taxes, .and the original 1oan amount.

7. If the coupon “is the first payment, indicafe on the ledger
the first payment date and proaect'ahnad to determine the
maturity date. If the coupon is not the first, leave these
items blank.;

v ,  PHASE III
(- - IINSURANCE CLERK
TASK SHEET Mo. 1 ™

Materials Needed:
Memorandums A K
Tickler Card File ‘ T .
Master Customer List ,

Insurance Correctwon/FBrms

Tickler Cards .

BOP Letter head

Onion Skin Paper

Carbon Papgr

Y e e

Materials Needed from Instructor:

Task Sheet No. 1 -
Five or Six Correct Insurance Policies
Two or Three Incorrect Insurance Policies

s

General Instructions: .

"

"The instrdctor must take from his file some correct and some
incorrect insurance policics to give to the student with task sheet No. 1
The correct insurance policités should be in folder labeled
“"Correct Insurance Policies," and the incorrect insurance policies

.shou1d be in another folder labeled "Incorrect Insurance Policies."

¢
So that all of the policies will be used, Mways take the policies
from the front of épe folder and refile to.the back. The policies can

4easily be :identifiéd by the code (01-06 incorrect and 07-12 correct.)

t . "28"
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More correct insurance policies should be given to the student
than incorrecf insurance policies so that the student will be typing
more letters. . )

If -oric student is faster than the other, the instructor can
requlate the‘work by giving more or fewer insurance policies to the
students. For example, if the rotation.is for four days and a student
completes task sheets 1, 2 and 3 by the end of the second day, then
to keep this student busy for the rest of the rotation, several addi-
tional insurance policies should be given to that particular sXtudent.

v

PHASE 111
INSURANCE CLERK
¥

TASK SHEET No. 2

Materials Needed:

BOP Letter head
Carbon Paper
Onion Skin Paper
Tickler Cards

Materials Needed from Instructor:

Task Sheet No. 2

1. Insurance Letter of Transmittal

2. List of Investors .. .

3. Letter Request for Additional Insurance Reserve Funds
Insurance Policy Renewal Sheets
‘ \

General Instructions:

The insurance policy renewal shects should be in the instructor's
file under "Insurance Policy Renewal Sheets." A sample sheet is
shown below.
1

INSURANCE CLERK

Insurance Policy Renewals Cost of Renewal Policy \No.

Peter 6. Ackley $134.04 11-036
Howard F. Aland 117.96 02-033
Charles W. Atwood 146.64 05-031
Douglas G. Bishop 31.56 01-025

The instructor can readily see whcther-or not the student is
typing the right letters to the right customers by ehecking the pgjig
_number. A1l policies starting with numbers 01 to 06 have insufficien




TASK SHEET No. 4

’ !
insurance reserves. All policies beginning with 07 to 12 have suffi-
cient reserves to pay their insurance when it is due.

From the renewal sheet on the preceding page the insurance company
of Peter G. Ackley should receive a letter of tPansmittal and a check
for the amount indicated aboye. Howard F. Aland, Charles W. g#wood,
and Douglas, G. Bishop each should receive a letter requesting
additional funds to pay their insurance premium. )

~

PHASE 111

INSURANCE * CLERK
TASK SHEET No. 3

F . , ‘
Materiald Needed: ' //

BOP Letterhead : ’
Carbon Paper )

Onion Skin Pa?er

Materials Needed from Instructor:

. ’
Task Sheet No. 3

Policy Cancellation Letter (attached to task shéet) .
Policy CanceTlation Notices

General Instructions: - * : o

°

Each student should receive several policy cantellation notices -
depending on her speed and ability. The insurance policy cancellation
notices should coordinate with the policy expiration list that was
typed.by the Insurance Clerk for the Vice President from the dnstruc-
tions on task sheet No. 1. : v . 4 \
dTa

i PHASE “I1L,

P

INSURANGE CLERK  ° 1 S

‘ateria1s Needed:

Tickler Card File

Master Customer List :
Insurance Correction Forms : a ‘ '
Tickler Cards

BOP Letterhead .

Carbon Paper

Onion Skin




B ‘
Materials Needed from Instructor: -

L

Task Sheet No. 47

Sample Premium Letterhead (attached to ‘task sheet)

Four or Five-Correct Insurance Policies )
Two or Three Incoorect Insurance Poticies %

l

General Ipgtructions: “
V N

The instructor must take from ﬁis‘fi1e some correct'and some
incorrect insurance policies to give to the student with task sheet>
Mo, 4. ° -

So that all of the policies will be used, always take the policies
from the front of the folder and refile in the back. More correct .
insurance policieg should be given to_the student than incorrect
insurance policies so that most of the student's efforgwill be ’
toward typing letters. . ‘ 'Y

If one student is faster, the instructor can regulate the situa-
tion by giving more or fewer insurance policies to *individual studefits.

PHASE IV .Full-Scale Simulation

Phase IV is a full-scale simulation. It is the same as Phase IIT
except that the: irstructor will give more work to the students with the
task sheets. ' oL

® v 4

The Vice Presidents wil)l plan gn}itinerary and the Receptionist

will address five envelopes in addition to their regular work.

‘The following is an idca as to how much work should be given to”
each student with their first task sheet:
The Executive Sccretary should get ‘two prerecorded-dictation
belts--one with a two-page letter and the other with three short letters.

The Cashier should receive approximately 15 coupons attached to checks

with three or four, paxment number ones mixed in with the regular
coupons. sThe Posting and Tax Cderk is to prepare and'send tax notices
to the county assessors. The Insurance Clerk is to receive several
.insurance policies--both correct and incorrect. The Receptionist and
Administrative Assistant will be doing about the same as in Phase 111,
but with maximum efficiency. .
& v '

The teacher should not participate very much, but rather -1et each

Vice President have as much control and authority fs‘he can handle.

Each student should be ab]e‘toyhand]c‘a]1 situations he is
confronted with with little confusion and with gredt efficiency.

»
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FILES, MATERIALS, AND OTHER INFORMATION
' NEEDED FOR SETTING UP SIMULATION

* 3
A Y R ,
S 1 r

ALL A€0DES GIVEN ]4; THIS TEACHER'S MANUAW ARE FOR TEACHER USE 'ONLY AND LT
IF DIVULGED TO STUDENTS WILL LIMJ& THE EFFECTIVENESS OF THE SIMULATION. S
e .

4 . -

.
? v

Codes are for use in Phase III and Phase IV only. Codes. will not.work’ T
with Phase Il nor with the rush jobs. . - o -




A.

1.

2.

w« 3

Near Receptionist .

"a.

e.

* . . \

L4

FILES AND MATERIALS NEEDED TO RUM SIMULATION \\

-
-

L ]

File Folders and Files - - i

s

. ¢

borrower f1]zs (correspondence)
(1) 100 folders

«(2) each folder labelcd with the name , address, and 1oan

number of a borrower
(3) names-can be found on master customer list in the
Student's HManual

student files

(1) 1 foider for each student ’

{(2) each foltder labeled with the name of a student

investor fi]es‘$c0rrespondence) il

(1) 12 folders ’ :

(2), each folder labeled with the name of an investor

(3) names can be found in the Insurance Clerk section of
the Student's Manua]

county assessor files 1correspondence)

(1) ~15 folders

(2) each folder labeled with the name of an assessor

(3) names can be found in the Posting and Tax C]erk
section of the Student's Manual

miscellaneous folder (correspondence)

Near Posting Macﬁf%%s and Cashier and Posting and Tax Clerk

a. inv
+ (1) 1 folder o .
(2)

b.

estor ledger file ®

folder conta}ns,a/1edger for each 1nvestor f11ed ‘"l
numerical order

borrower ledger files

(1) 12 folders :

(2), each folder labeled with an investor number

(3)" folder contains all borrower ledgers associated with
that investor--ledgers are filed first by investor .
code and then alphabetically within each code.

¢c.» amortization schedules file

(1) 7 falders

(2) folders are labeled from one to seven * .
(3) No. 1 amortization schedule in No. 1 folder, etc.

-




Central Location

a. forms file ) R
(1) folder fer cach form
(2) central location in office - N

b. positional file folder for cach stddent (used during
Phase 111 and IV . :
(1) 12 folders .
(2) ~separate set in separate location for each class
(3) uscd so student can keep work separated from other
classes . - -

€

4, Teacher File
a. teacher task sheet files
~ (1) 12 folders for each class during Phase Il labeled
name of each position .
(2) folder containing all forms and materials necessary
to work a position is provided during Phase Ir
(3) task sheets for Phases II, III, and IV are provided
p in the Student's Manual . )

b.‘"ﬁacher working materials file (suggested input is
ovided later in this section) -
(1) each telephone call and dictation situation should .o
N be on a separate sheet for greater flexibility

" ) separate file for tax notices due- requests
g\(3) separate file for insurance policy renewal sheets

) incorrect insurance policies file (investor numbers

01-06)
) correct .insurance policies file (investor numbers

07-12). ) .
(6) . insurance policy cancellation notice (one is completed .
' ) for each incorrect insurance policy (01-06). . These
\\\L cancellation notices are used with task sheet 3 after

task sheet 2 has been completed
(7) several bad checks (to be used for input with Cashier
- . bad check task sheet. Each check should be marked in
e : some manner \indicating that the check has been
returned by the bank because of jinsufficient funds.)
(8) 100 coupons filled out (payment number and month of
: : payment should be entered in light pencil).
e . - Information found on Master Customer List
(9) 20 coupons based on Auxiliary Master Customer List
-(found in Cashiers fask Sheet' Section of Manual).
Payment No. 1 used to initiate completion of UWelcome
Letter and Payment Facts Sheet'by Cashier

v
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B. Positional Files Needed
1\ Insurance Clerk Tickler Files (2)

a. 1 file for cach Insurance Clerk N
~ . b. 100 cards in each file

2\ Posting and Tax Clerk Loan Card File (1) - ;
\

-a. 1 file for both Posting and Tax Clerks to share
\*b. . file should contain original and copy

c. front and back of loan card should be fi1T§a out (amounts
. . for back of loan card can be found 1ater.jn this section)
d.- 100 cards 8 x 5 cards

-

\

-

) .- 3. Rotary Files Central in officez-each rotar} file should contain:

2. a listing of customers iq.aJphaBetical order
b. a listing of»custqmers"fn numerical order by loan number

+ Cs 'Travel,Itinefary.Réﬁéfenéé-Bopffll,.——.-'

- . . -
¢ .« - —

-
-
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PAYMENT NUMBERS AND POSTING CODES FOR COUPONS ~

The first number is the payment number which can be found on the Amortization
Schedule, and the second numbers are the numbers suggested for the posting
code on the coupons. The first two digits of t%e posting code are the
investor numbers and the last digit is the -Amortization Schedule number used

when posting that coupon.

. NAME PAYMENT  POSTING NAME * PAYMENT POSTiNG

___No. CODE ’ NO. CODE
Aaron 1 09-6 / - Akins 221 10-3
Abbott 81" 03-1 ~ Aland 281 0261 |
Abe] 101057 Albee 281 07-2"
Abernathy 101 o1- < Mbert’ . 28 021,
Abernethy . 141 032 ° . MAbertson 231 06-5
Able 0 112 Alder 8 04-3
Abney . 121 02-6 “ - Allan 121 05-1
Abraham 161 . 116 Allen 201 08-2
Abr ams : 151 12-5 Alley ] 241. 02-5
Ackerline 201 08-2, Al1red 241 . 08-3
- Ackerlund 212 10-1 Allsop 201 7 03-7
" Ackerson 241 074 \A1§op 181 10-2
o Ackley . 260 11-7 Ames 1 0 o7
':“‘-|{xckman 221 02-2 Andersen 201 014
‘Adair 261 09-1 Anderson a) 067
Adams . 251‘ 11;3’ : " indreason 26} 02-1
)  Adams 3 04-3 . ndrow 201 p4-6
Adamson 81 2+ 01-1 . "ndreys 181 09-3
Addams 241 " 07-2 - Andrus 61’ 07-6 .,
. Y ¢ ,
36
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AN

Addison
Agnew
Ahlander
Ahlstrom
Arnold
Arthur
- Atwood
Avery'-
Baak
Babcock
Bailey
Baird
Baker
Baldwin
Ball
Ballard
Balls
Barber
Barker-
Barlow
Barnes
Barnett
Barrett
Barton
Bateman

Bates

201
246
221

81
241
14]
143
143
221
201
201

181

201
161

31
241
221
121
201
201

81

83

21

81

81

05-4
08-7
07-2
09-5
02-6
09-3
05-7
08-2

. 07-5
-4
05-6
06-3
12-5
10-2

" 08-7
%8 @u-]
05-2

.08-4

04-3

06-5

03-6

‘11-2

1247

10-2

06-4

09-5

S

s'l '
.

1w

Angus
Anthony
Armstrong
Arnell
Bennién
Benson
Bentley
Berg
Bergeson
Bigelow
Billings
Bingtam
Bird
Bishoff
Bishop
Blake
Bond
Booth
Boulton
Bowan
Bower
Bowman
Brady

Briggs

Brown °

B}yant

21
191
81
101

22
101
221
201

81

201
101
241
121

7
31
21
41
221
181

241

31
201

=~ 101

12-7
‘ 06-4
03-5

04-1

08-4

10-4

03-7

09-5

04-6

01-2

" 06-4
03-7

04-1

A 09-4
61-5

12-1




Beck
» Beckstead
Bell
. \o
Belnap

Bench

Bennett
¢ Q\‘\\

ke

31
161

191

61
121
31

o

10-3

-38-
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Burton
Bush
Butier

Bywater

101

221

81

05-3
06-6
.03-5
12-4

Ca
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POSTING AND TAX CLERK

TAX NOTICES DUE

Each group of names separated by a double space should be typed on an

individual sheet of paper.

The amount of work for each student at the

Posting and Tax Clerk position can be controlled in two ways: (1) A
separate letter must be typed to each county Tisted, therefore the more

counties on each sheet, the more letters necessary.

(2) A check and

short letter must be typed to each county for borrowers whose loan

numbers begin 07-12.

A longer letter and' mathematical computations are

required for each borrower with a loan number beginning 01-06.

THESE CODES ARE FOR TEACHER USE ONLY

’ Loan No.

08-799
07-005
12-010
02-100
02-030

09-040
11-066
| 05-094
, 06-009
,05-028

05-061

03-041
N4-064
08-019
06-003
11-073

02-035 -
12-058
N¢-095
n5-054
12-076

. Bywater,

Mame

Ackerlind, Curtis F.
Baak, Charles B.
Abrams, Thayne G.
Albert, Rudolf D.
Arnold, Roy O.

Aaron, Lester G.g
Abraham, F. Btaine
Balls, Jack T.
Billings, Bruce L.
Bunton, Ronald W.

Adair, Clifford
Adamson, Robert E.
Babcock, William E.
Bennett, John J.
Boulton, Jerry w.‘

Barnes, Phillip P.
Bennion; Robert A,
Bird, William E.
ames J.
Abel, Robert ﬁ.

Abbott, Clifton A.
Arnell, George E.:
Bench, George Q.
Bowen, Frank K.
Able, Charles

Abney, William G.
Blake, Eugene H.
Ahlstrom, Harvey bi.
Bailey, William P.

' Belnap, Mark E.
e

County

Bingham
Bingham
B{ngham °
Bear Lake .
Cassia
i
Bingham
Cassia
Bingham
Bear Lake
Butte

Butte
Caribou
1inidoka
Idaho
Cassia

Bear Lake °
Bear Lake
Butte
Bonneville
Bannock

Bingham
Bingham

- Minidoka

Bonneville, .
Butte

Ada
Bingham
Blaine
Bannock
Shoshone




Loan No.

04-055
12-027
03-069
05-038
09-044

02-023
-01-021
03-060
10-930
04-093

08-045
109-082
05-032
10-085

06-016
08-043
10-014
07-083
03-086

01-397
07-098
06-084
12-091
09-071

04-052

10-096

07-046

04-099
08-081

&

[,

07-079 -

08-087
06-029
10-012

04-037 -

11-011
06-015
01-092
10-042
03-065

POSTING AND TAX CLERK

‘TAX NOTICES DUE
(continued)

Name

Barker, Charles A.
Bower, Ernest C.
Butler, Walter E.
Addison, Paul G.
Arthur, Allen C.

Bowman , Max' D.
Bryant, Paul B.
Abernethy, Henry L.
Alsop, Danicl R.
Brady, Elson R.

Avery, Kenneth D.
Berg, Gerald C.
Allan, Delbert V.
Baldwin, Boyd E.

Barlow, Norman
Agnew, Wallace P.
Benson, Joscph A, .
Booth, Brian A.
Bentley, Haven F.

Andersen, Howard S.
Andrus, LaVerc F.

Anderson, Howard C.
Barrett, Arthur E.
Bishoff, Norman E.

Bergeson, 4. Harold
Akins, Martin T.
Ames, Carl M.
Andrew, Hilliam J.
Ball, Duane-0.

Albee’ Gary R.
Allen, Victor G.
Anthony, James R.
Beck, Ivan J.
Adams , Melvin T. .

Barnett, Denn},D.
Bateman, Rex 4. |
Bigelow, Clarence A.

Ackerlund, , Charles C.

Al1sop, Reese ‘A.

bY
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County

Jefferson
Ada

Bear Lake
Madison
Minidoka

“,

Bannock
Fremont
Bonn%vi11e .

1 Adn

Fremont

Minidoka
Butte
Blaine
Fremont

“Bannock

Bannock
Custer
Elmore - vﬁﬁ
Bannock

CaSsia
Cassia
Twin Falls
Ada

Ada

ffadison
Fremont
Cassia
Bear Lake
Power

Bannock

.Custer

Bingham
Jefferson
Ada

Bonneville
Bonneville
Bingham
Fremont
Ada




?\\\\RUSH‘JOB NAMES

-

05-024
03-006
01-047
11-059

POSTING AND TAX CLERK

TAX NOTICES DUE
(continued_

Name

Bush, Silas R.
Abernathy, Roy P.
Ahlander, Perry G.
Barber, Robert D. -

Bingham, Keith-fi.
Briggs, John R.
Ackerson, Charles D.
Addams , Richard M.
Aland, Howard F.

Alder, Mendell R.
Allred, llalter H.
Baird, Donald R.
Bates, Robert J.

Ackley, Peter G.
Adams, Mark G.
Albertson, Ted A.
Andreason, Russell
Bishop, Douglas G.

JAndrews, Willard J.
Angus, Porter F.
Atwood, Charles W.
Barton, Harry H.
Becksteadlhgarl J.

Backer, Bruce H.
Bell, Harold F.
Ackman, Paul A.
Alley, William C.

Bond, Douglas.E.

Ballard, Donald J.
Brown, Alden M.

NN —

-41- !

Armstrong, Phillip W.

County
Ada

Aday
Bannock
Ada

Bingham
Bonneville
Bingham
Bingham-
Bannock

Bear Lake
Elmatre
Bonneville
Madison

Bonneville
Bingham
Boqnevi11é
E Imore
Bannock

Bear Lake
Bannock

Fremont

Adams

Ada ,

“‘Jefferson »

Shoshone .
Payette S
Adams

Power
‘Idaho
Butte
Bingham

¢

e
5
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TAX AND INSURANCE AMOUNTS FOR CODING

The teacher must indicate the amount of tax assessment on the reverse
side of each loan card. The following 1ist shows the amount to be
written on each loan card.' The following list also contains the cost
of coverage which should be included on the bottom line of the fire
and hazard {nsurance policies. - T :

, )
NAME: - ' : TAXES ‘ COST ﬁF
, COVERAGE

Aaron

$446.68

$108.00

Abbott ' 164.64 ) 32.06

Abel 572.16 134.40
Abernathy: . 360.24 ‘. 84.00
‘Abérﬁethy 590.04 127.20
 Able 530.03 127.20
Abney ' 457,32 108.00
Abraham 446.87 108.00

© Abrams 103.65 . ~ 21.60

' Ackerlind * 530.04 127.20
\\\\_’#/;Acker?und | - 128.64 32.04
" Ackerson " 348.70 ar70
 Ackley 550.36 '?”' 134,40
© Ackman ° ,  568.9 127.20
Adair 127.40 32.04

' Adems 552.51 134.40
Adams 407.28 97.80
Adamson 152.28 ,/] 32.04

" Addams 530.03 2120
~Pddison 290.60 84.00

< Agnew . 525.64 134.40




Tli)g AND INSURANCE AMOUNTS FOR CODING

(continued)
gggg. ~ TAXES COST OF
COVERAGE
Ahlander $521.37 $127.20
Ahlstrom 103.68 " 21.60
Akins 296159 97.80
Aland 469.32 108.00
Albee §30.01 127.20
Albert ’ 144.84 ~32.04
Albertson 123.48 21.60
Y flder 430.68 97.80
Allan 160.80 32.74 /;>
Allen 517.62 . 127.20
K]1ey— N 159.36 21.60
_~ Ared 395.59 97.80
! Al1sop 655.56 134.40 - ¢
Alsop 530.00 127.20
Ames 127.31 32.04 -
. Andersen 421.92 84.00
B A
_Anderson 586.32 134.40
. Andreason 151.08 - 32.04 .
" Andrew 550.20 10800
Andrews 393.25 97.80
Andrus ‘' 446.88 108.00
Angus 525.52 ]34%50
Anthony ~ 90.60 84.00
Armstrong . 110.16 21160
Arnell 133.20 \ 32.04 '
Q v .
ERIC e




NAME

Arnoip
Arthur?
Atwood
Avery
Baak
Babcockw
Baiiey
Baird
Baker
Baldwin
Ball
éa]]ard
Balls <
Barber
B?rkér

Barlow - -

Barnes

} Barnett

?;.g>8arrett

f f Barton

3

Béteman

«  Bates
Beck
Beckstead *

Bell

A

© TAX AND INSURANCE AMOUNTS FOR CODING ,

126.84

(continued)

TAXES

$490.02"

390.69
575.88

503.40
102§68
348.72
469.32
437.64
102.22
503.40
550.42
151.08
633.36
342.87
416.16
135.84
866 .68,

525.54
529.70
§§9§{oA
102.86
39660

136.92

547.60

-44-

6 .

v

: COST OF

. COVERAGE |

$108.00

© 9780

{ 134.40 .

; :

127.20 ¢
21.60

84.00
108.00
97.80
21.60
127.20

134.40
32.04
127.20

84.00

i&;a; 97.80

108.00
32.04
134,40
127:20

’zéf:\



NAME

Belnap
Bench
Bennett

Bennion

Benson

Bentley
Berg P
Bergesﬁ
Bigelow

Billings

"Bingham

Bird

- Bishoff

Bishop

Blake Lt

’Bond

Booth

Boulton

. Bowen

Bower

Boxman

Brady °

‘Briggs

Brown

Bryant ‘

AN

?

3

|
TAX AND INSURANCE AMOUNTS FOR CODING

* (continued)

TAXES

$328.87
546.37
463.08
342.27
“ 337.92
586.32
101.76
7550.20
633.48
443.64
664 .32
192 236
343.27
129.24 °,
128.64 °
484.56.
356:59
551.42
642.48
444’.44
. 148.44
472.68
664.80
520.03

364.92

" -45-

. ¥

COST OF

COVERAGE

$ 84.00
134.40
108.00

84.00

gl

84.00

134.40
21.60

.108.00
127.20
84.00
136.40 -
32.04
84.00
21.60
32.04-
108.00
97.80
134.40
127.20
108.00




TAX AND INSURANCE AMBUNTS FOR CODING

“(continued)
" ONAME . sTAXES
-Burton - - $509.16° . Y,
Bush s 471.24
Butler - - 126.60.
. Bywater 7. 2.2, - b
.
3] \
A ] pl /
13
\ -~

{

(X

' OST OF

COVERAGE.

§ 97.80
108:00
21.60

.o\
. 84.00

. o .
. R

ok




INSURANCE POLICIES

- 4

1. A po]icy shou]d be filled out for each borrower. . a
\
2. Al po]1c1es with numbers beginning 01 to 06 are incorrect. .Errors
on each policy can be in one or more ‘of the following four ardas:

a. ﬂame .
.b. Address ' ,

c.. Legal description ' ‘ .
d.

Amount of. coverage ‘e ©

Errors that you make on your po]1c1es are for you to determine.

3. Al pqﬂjc1es w1tﬁ numbers beg]nn1ng with 07 to 12 are ‘correct.




~

.
INSURANCE CLERK TICKLER CARD LIST .

) Thi's 11éf‘?howsupellcxhg§p1rat1on dates for each borrower. Use this list
as a basis for completing t1ck}e%~eapds
./ 1
Januarx )
Lester G. Aaron, 09-040 \\_‘ Hay
Peter G. Ackley, 11-036 Henry L. Abé%nathy, 03-060
: Howard F. Aland, 02-033 Melvin T. Adams, 04-037
(/3 " Howard S. Andersen, 01-097 Wende11 R. Alder,. 04-089
o Charles 4. Atwood, 05-031 Willard J..Andrews, 09-074
Charles A. Barker, 04<055 William P. Bailey, 05-054
, Georgg Q. Bench, 08-019 ' Arthur E. Barrett, 12-091
Douglas G. Bishop, 01-0 Haven F. Bentley, 03-086.
Ronaldgy. Burton, 05-028 Jerry W. Boulton, 10-057
< . June
February Charles Able, 11-073 .
Clifton A. Abbott, 03-041 Robert E.. Adamson, 01-001
Paul A. Ackman, 0G2-075 Pelbert V. Allan, 05-032 *
Gary R. Albee, 07-079 LaVere F. Andrus, 07-098 x
Howard C. Anderson t06-084 Donald R. Baird, 06-068 N
Kenneth D. Avery, 08:045 Harry H. Barton, 10-049 .
Morman Barlow, 06-016 Gerald C. Berg, 09-082 i
‘ John* J. Bennett, 02-078 Frank K. Bowen, 06-003 -~ o
o Eugené H. Blake, 12-058 - Sl
Silas R. Bush, 06-077 July . e Ny
. William G. Abney, 02-035 Ll
’ iarch Richard M. Addams., 07-088  -~-"—
. Robert H. Abel, 05-061 ~ . Victor G. Allen, 08-087 e
Clifford Adair, 09-080 . Porter F. Angus, 12-008 TR
Rudo1f D. Albert, 02-100 Bruce 4. Baker, 12-028 .
t. Russell Andreason, 02-050 Rex W. .Bateman, 06-015
Charles B. Beak, 07-055 . W. Harold Bengeson 04-052
Phillip P. Barnes, 03-053 , . Ernest C. Bower, 12-027
, Robert A. Bennion, 08-051
Douglas E. Bond, 05 024 August ﬁ)
3 alter E. Butler, 03-069 ’ %ﬁié%ge Abvaham; 11-066
o ul G. Addison,- Qﬁr038
April ] -Hilliam ,Aney,ao;2-048
Roy P. Abernathy, O 039 : James R. Aathony,~
Mark G. Adams, 11-063 Boyd E. Ba%)"-\
Ted A. Albertsori, 06-002 T Robert J. Bates, O
William J. Andrew, 04-090 Clarence A. Brge]o | 992
William E. Babcock, 11-013 Max D. Bowman. D2- 053 < -
Denny D. Barnett, 11-011 - Tee : ¢ ‘
Joseph A. Benson, 10-014 \, 5 T
Brian A. Booth, 07-083 . ' -
James J. Bywater, 12-022 -
4 .
2 -48-




INSURANCE CLERK TICKLER CARD LIST

September .
. Thayne G. Abrams, 12-010
Wallace P. Agnew, 08-043
Walter H. Allred, 08-070 °
Phillip W. Armstrong, 03-006
Duane 0. Ball, 08-081

Ivan J. Beck{ H-012

Bryce L. Billings, 06-009
E]son R. Brad/, 04-093

Ootober

Cuntis F. Ackerlind, -08-099
Péery, G. Ahlander, 07-020
. Reese A. Allsop, 03-065
.Geere E. Arnell, 04-046
. DonaTd J. Ba]lard 01-047

‘ 'quj d. Beckstead, 01-072
Keith-M. BinghanT~03-056
John R. Briggs, 03-056

November

Charles C. Ackerlund, 10-042

Harvey M. Ahlstrom, 09-095 -
Daniel R. Alsop, 10-034

Ry 0. Arnold, 02-030

Jack T. Balls, 05-094
Harold F. Bell, 11-004
William E. Bird, 03-007
Alden 1. Brown, 11-059

December

Charles D. Ackerson, 07-062
Hartin T. Akins, 19-096
Carl M. Ames, 07-046

Allen -C. Arthur, 09-044
Robert D. Barber, 08-017
Mark E. Belnap, 12-076
Norman E. Bishoff, 09-071
Paul B. Bryant, q1-02].

14
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INSURANCE POLICY RENEWALS )

4

Each group of names separated by a double space should be typed on an
individual shect of “apaper. The amount of work for each atudent at
the Insurance Clerk position can be controlled by the numbar of policy
renewal sheets and the individual names on that sheet.

A check and a éhort letter must be typed to each ipsurance company for
borrowers with loan numbers beginning 07-12. A longer letter and s
mathematical computations are required for each bo-rower with a loan number
01-06.

THESE ARE FOR THE TEACHER USE ONLY.

4
January {ost 0f Loverezae
el
Peter G. Acklay, 11-736 . 31074
Howard F. Aland, 02-033 ' 117.9¢
Charles W. Atwooc, 05-031 14€ .64
Douglas G. Bishoo, 01025 31.56
- / \
29 . .
Lester G. 2zron, 039-034°C 107 .69
Howard S. Andersen, 91-097 117.3¢
Charles 4&. Barker, 04&-035 195.84
George Q. 2enck. 08-01% 129.49
Ronald '!. 2urzcn, J5-328 11¢.7¢
Februarv
Clifton A. Aboott, 03-041 16 44
Gary R. Albes, 07-079 127.19 .
Howa BT, “nder<on, 06-082 138.96
John J. Bennett, 02-178 119,24
Eugene H. Rlake, 12-058 32.04
42
Paul A, Ackmar, 72-075 133.56
Kenneth 0. Avery, 08-045 122.70
Norman Barlow, 06-016 26.16 -
Silas R. Busr, 06-077 142,68 f
{
t
-50-
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INSURANCE = POLICY | RENEWALS
(CONT.)

I
.
S,
N

“March Cost of Coverage
4] \
Robert H. Abel, 05-061 $ 156.00
Clifford -Adair, 09-08C ~32.00
W. Russell Andreason, 02-050 40.08
Robert A. Bennion, 08-051 81.62
Douglas z. B3ond, 05-024 127.80
2 .
Rudolf 0. ~lbept, 02-100 43.08
Charles 8. 3aak, 07-005 16.20 4
Phillip P. Barnes, N3-053 - 124.20
Walter Z. 3utler. 03-269 31.56
Aprii ) R
=1 ~
Roy P. 2ibernazny., 01-723¢ . 21.29
Williem 5. ~ndrew, 04-09C ‘ 181.20
William €. 8abcock, 11-013 : 82.00
Joseph . Zanson, 10-014 80.27
£2
Mark G. Adars, 11-263 134.20
TJed A. Albertson, N6-002 26.16
Denny D. 3zrnett, 11-011 30.24
Brian 4. 3pctn, 207-083 97.79
James J. Bywater, 13232? 81.27
Jay
£]
Henry L. “pernathy, 03-0€9 175.20
Wendell R. 2lcder, N4-08¢ 138.84
Arthur £. Barrett, 12-091 124.40
Haven R. R22ntley, 23-086 156.84
42 )
Melvin 7. “dams, 24-037 106.88
Willard ¢. &ndrews, 0¢-974 96.20
William P. Sailev, 05-054 ) 134.20
Jerry 4. Eoultos, 10-057 127.92
\
o/
\
-51- .
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INSURANCE POLICY RENEWALS

(CONT.)
- .\4 ‘
June . : Cost of Coverage
# .
Charles Able, 11-973 -$127.20
Robert E. Adamson, 01-001 44 .28
Donald R. Baird, 06-068 120.24\
Harry H. Barton, 10-049 126.20
A
2 . ' 2
Delbert V. Allan, 05-032 51.60
LaVere F. Andrus, 07-098 108.00
Ger '1d C. Berg, 09-082 30.47
Frank.K. Bowen, 06-003 } 149.16
P
July
4]
William G. Abney, 02-085 144.00
Victor G. Allan, 08-087 113.29
Bruce H. Baker, 12-028 20.16
W. Harold Bergeson, 04-052 127.56
g2
Richard . Addams, 07-088 127.18
Porter F. Angus, 12-008 130.44
Rex W. Bateman. 06-015 90.36
Ernest C. Bower, 12-027 106.00
August
)
Paul G. Addison, 05-038 95.88
James R. Anthony, 06-029 95.88
Hax D. Bowman, 02-023 36.60
Boyd E. Raldwin, 10-085 122.07
§2
F. Blaine Abraham, 11-966 107.64
William C. Alley, 02-048 29.64
Robert J. Bates, 19-067 19.21
Clarence A. Bigelow, 01-092 36

195.

H1




INSURANCE POLICY RENEWALS

September o

#1 ,

Yallace P. Agnew

Phillip Y. Armstrong, 03-006

Duane 0..Ball, 08-081
7~

f
~

Elson, R. Brady, 04-093

#2
Thayne G. Abrams, 12-010
Walter H. A]]erd 08-070

Ivan J\ Beck, 10-012
Bruce L. Bi]]ings, 06-009

October

#1

Curtis F. Ackerlind, 08-099
Reese A. Allsop, 03-065
Donald J. Ballard, 01-047
Keith M. Bingham, 03-056

#2 e
Perry G. Ahlander, 07-020
George E. Arnell, 04-046
Carl J. Beckstead 01-072
John R. Briggs, 03-056 |

*

November

#1

Harvey M. Ahlstrom, 09-095
Roy 0. Arnold, 92-039
Harola F. Bell, 11-004
Wilijiam £, Bird X-007

#2

Charles C. Ackerlund, 10-042
Daniel R. Alsop, 10-034 /)
Jack T. Balls, 05-094

Alden . Brown, 11-059

(CONT.)

Cost of Coverage

$121

21

127.
168.
.32
177.

125
42

"L

21

32.

127
159

-53-

.37
32.
. 134.
108.

64
04
84

<60
97.
97.
103.

80
80
56

15.
36

24

.36 -
.00
42,
98.

00
96

.60

114.
( 129.
.69

36
76

03

.00
.36
126.

17




- INSURANCE POLICY RENEWALS :

. (CONT.)
(]

December Cost of Coverage

# " s, ‘ .

Martin T. Akins, 10-096 $97.61 !

Allen C. Arthur, 09-044 97.08

Mark E. Belnapy.12-076 83.87

Paul B. Bryant,’01-021 93.96

#2

Charles D. Ackerson, 07-062 83.00

Carl M. Ames, N7-046 - 31.99

Robert D. Barber, 08-017 83.99
{ Norman E. Bishoff, 09-071 T 82.23

. s .
£
I
2
$
|
|
. .
. -5@-
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BOP PAYROLL AND SALARY SCHEDULE

AN
, Fer ..Period Ending Date Paid
D :
- - | T | ] i
Name Rate bithhold |Federal| State | FICA Other | Total i Amount
- ' Daduc. 1, Deduc. % Paid
§ |
Vice President "|600.00 ]95.20 84.06 {13.45 | 31.20 1 128.71 | 471.29
Executive Sec. 450.0b 59.50 60.06 | 9.60 23.40 93.06‘ 356.94
Receptionist/ L :
Administratiye 1425.00 [55.30 55.68 | 8.91 22.10 i 86.69 338.31
Assistant ' 1 N .
v ~— /
Cashier 405,00 |51.10 51.32 8.21. | 20.80 80.33 319.67
. ’ ’ | - . .
Posting and 375.00 [43.30" 47 .71 | 7.63 19.50 74.84 | 300.16
Tax Clerk : .
v \ 350.00 {39.99 43.54 | 6.97 18.207% - 68.71 281.29 "
Insurance| Clefk . ’
;
#
H -7
N
-55- “
)

Ry
?u'l.
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CAREER AVENUE LS B j
. - . I
GOING PLACES,” 1DAHO - 7~ R L
N K . - ) v ‘1
. \5- G' A » b4 j
~ : e
. Date - " -
\ @ |
-‘ “'J "~
. | n . , QA - “ N < ‘
Mr. Lester G. Agron - - < .
2966 Garden Circle ' _ - (¥ o L
Blackfoot, ID 83221 - S o
f o ‘ ~ . . Ve Ab) ‘
Dear Mr. Aaron: . (‘ Lo ', oL , ey
. . You are hereby notified that your check for $]66 dkawn to aur X . ‘W
order on tHe Blackfoot Office of the First Security Bank of Idaho, . e i
has been returned-by the bank because of insufficient funds L o
< e We ask that 'you make this check goog. w1th1n ten days’ from the date - A
. of this notice. If you fail to do so, we shall proceed to ' T :
protect our 1nterests by  other meghods o . e s . ' v
S1ncere]y, ~ e . “ ,:\ - .
] . » (‘ : , (":‘ D \’
-~ . i . K - 5'_‘-.‘,,,:4 o ~,‘
. . ’ . “’ﬁg L
© ,Name . ¢ - A BN S
Vice President Y . . A /
LGM/1m - . ¥
' N o '
-] o




N v . Y .
‘ . PPN
BOP, INC. - ' o wﬂv INnC. - - - °
R L
CAREER _AVENUE . < ’ CAREER AVENUE . PP
COING PLACES, 1DANO : GOING PLACES, 1DANO SRR rtiate
- Jan, Fedb. Mar. Apr. May June . Jan.  Peb. :!.. ,.»E. May  Jure
Month ' - . Month Y
S T S D A N oo C IR I
Paymeat No. . July Aug. Sept. Oct. Nov. ' Dec. Payment No. - . \aﬁu. ... “Sept. Oct. Nov. Dec. P
- Y L. - -4
301 T 1T T 1. 71T 3 1 S T3 i R R NEN W
LOAN NO. POSTING CODES | DATE REC. MONTHLY INSTALLMENT - ] PQ».Z 2’ T<POSTING CODES U>A.m.zm0. b MONTHLY Eg—.nﬁz.ng.
] - ] “ . // . @ B M\A\u. - . . ‘f.,
03-041 - 03-1. AN ) . 42.00 o . 04-007 o oa..w - T.- ] 42.00 . |
NOTICE: If payment :5:58 items 1n addition Late Charge “ NOTICE:. If payment :a:aom ftems in addtion | Late Charge et/
to regular monthly installments, please B . to regular monthly instaliments, please i J\.ﬂ - .-
spectfy the items you are paying. - - ’ . .. specify the items,you are paying. o .
: . TOTAL . sm s - - L TOTAL - . p4 ..
. . . . AL 42.00 ~ William.E. Bird s ~© " 42.00
Clifton A. Abbott ) n - — . ’ T, - N
Please return with payment ) ..w & . - Please return with payment IR
L] - ’ . ) “ : * )
A
| - N . N . :
7 BGP, INC. : . - BOP, INC. x .
CAREER AVENUE . CAREER -AVEMNUE: . i
GOING PLACES, IDANO . .- GOING PLACES, IDAHO - - . -
’ © Jan.  Feb ‘Mar Apr. May June . Jan.  Feb. - Mar. Apr. May June '
* Month ) 1 A . Month -
onen. [T T T el L] o - S U R N N
Payment No. July Aug  Sept  Oct  Nov.  Dec. . Payment No. . July Aug. Sept. Oct. _Nov. _ Dec. ’
T LI T T 1 T 17 e [ I T T T T 3
LOAN NO. POSTING CODES | DATE REC. MONTHLY INSTALLMENT . - LOAN NO. POSTING CODES | DATE REC. MONTHLY INSTALLMENT
owuomo.‘ 03-2 ) . ' $ 204.00 . ) 04-037 ) 04-3 , . s R . 139.00 -
zgom If payment :_n_camm items tn addition Late Charge . B . zgom If payment {ncludes ‘items (n addition - {ate Charge .
to regular monthly installments, please . to regular monthly installments, pleasy |- ' -
specify the it . - i items you a B
. sPecty the items you are paying. toraL  204.00 Melvin o RdgEeme youarepovine - poraL  139.00
Henry L. Abernethy . - , \. . e _Op-4
. . . - - e ..‘ ,vl\ . kl W
N B . .. ) ) ' ,../t... ~u\. -m.. - : M
Please 3:5. with ppyment . Please ,3.5 with mlwaoﬂ e & ,.f ¢.w4.‘ . P o]
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NESR. AN & R :
. (Mui "R \72 \':” E’C’, - .
y . A : |
3 - < GBING Piﬂﬁﬁﬁ, IDAHE , .
Bate .
0 Wl Billiaw EL Bird .
506 Eclipse '{ay
Arco, ID 13213
» . ' ‘ ’
Dear lir. bird: . . ,
» N . )
lielcome to BOP . . .

L :
and thank you sincerely for the confidence veou have shown in this corpnrat1on
‘ > by pernitting us to Loopera?e in the firancine of your property.

-

, For your convenience, ve-have sumiarized pert

Sheet."

Please refer to this nunler vhen writin

ot to your loan on the '"Facts
@s about any matter as this

«

will assist us in sivinc prempt attention to your corresgondence.

-.. \le nave given you a ractet containine monthly remittance notices for twe]ve
months. Each payrént rist be ucrnw'anxed by a reniittance notice. DO | HOT SEND
THE ENTIRE BOOK, Payvents should reach this office on or before the FIRST

day of each ronth. Late paytents are subject to a late cﬁﬁ??ﬁrshd could impair .
roooyour credip rating.

1

«Each year a surply of raviittance notices and envelopes will be forwarded for your
use. e will alsc providle you with an annual staterent immediately after the
first of each year she'rinn 1nfornat1on that will be helpfu] in prepar1nq Your
income tax return. Your reserves for taxes and fire 1nsuranCo prem1ums are only
estimated. If we have an excess it will be held as a crédit. to ‘your account,
subject to your order, and if we do not have sufficient funds to take care
these items, we will nou1f¥ you. Please inform us if a change should be made
in your insurance or if yeu rcport a claim under the policy. Also, do let us <L
. know promtly of any change in your address of sale of the property on the form

q

enclosed in your packet.
‘\L ‘
Wle look forward to the opportun1ty of d01nq business with you and nove you will
rall\en us -~ any time.: #- .
Very truly yours, ’ . “ ' e ’
nanre h
Vice President .
LGH: Tm
Enclosures ) R

EKTC .’ | . _ . @

Aruitoxt provided by Eic:
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Page 2 :
PAYMENT FACTS . .
"o NEW OWNERS: \ __Wi¥liam E. Bird -

, - ' %

YOUR LOAN NUMBER: ._04-007 . \
t . 18 | a

ORIGINAL OWNER: .
As of ‘ ' October 1, 1974

there is a principal balance on your FHA 1gan in the amount of $

and/or a balance on your VA loan of - 3
and/or a balanceé on Conventional loan of $ 4,296.47
. and/or a balance on your Installment Note df 5 - 8

+

Accumulated. credit, representing truéf funds, presently totals $

- The next paymenf on your account is due ) November 1, 1974
in the amount of , I $ 42.00
& C -

This monthly payment is allocated as fol1ows
" Principal and Interest - FHA
" Principal-and Interest - VA . P
Principal; and Interest - Conventional -~ “‘ 28.61
Special Assessment  ° T
FHA Mortgage Insuraneé

Peposit for Taxes N 10.72
‘ Deposit for Fire-& Hazard Insurance o 2.67
Other : ‘

TOTAL'  $42.00

| ~ ®

v

Monthly Side-Agreement (Installment Loéns) g ) §

»

-

g :
/4
tor .

.

I -
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BOP, INC.
Career Avenue
Going Places, Idaho 83221

K/EA;ILY SUITMARY' AND RECAP

77 .
Investor Investor ~ Total Inf;rest . Principal @ Late
Code Paid ! Charges

Date Month, Day, Year

| :
1. Aetna Insurance Co. ! :
' ' i

i

2. Allstate Insurance Co.

3. American Insurance Co. $177.84 $119.12 | $58.72
) ' 4. American Investors r

Insurance Co. 120.41 97.85 28.56

5. American Yestern Life
Insurance Co.

. T~
~6. _ Anchor National Life
Insurance i
i '
7. Bankers Life & Casualty.
] Insurance
j\\\\ 8. Beehive InSurance Co. . | .
'\ 9. California Western Life
N Insurance
. ® . ,
10. Continental Life Insurance ‘ 7/
- Co. - . ‘ - |/
11. Farmers Insurance Group . . -

— : : /
12. Massachusetts ual .
Life Insurance '

TOTAL $304.25 $216.97 ‘//§87{;;

' .
[ATEEN !
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THOAVELYE - ; INSURANCE Pl TCY CCPRECTION FORM
30145 PLALES, 1GAMD - ’

-~ o
AT ¢
DATE ‘
T 4 3
B \\ . .
N .
- . ’ ‘ * o
FROMy09e, "
J g )
SHNTRE {1[‘ ‘o, / ‘/ .
P i Y . .
-J(\-I J N +

oy 7 { ’ 4 s
Ny '
_ o
¥ X

‘ake cerrections tgiow only where necessary. '

PLFERENCL:  PuLICY U ) i

-

e

‘ [

- .

CORRECTED NAME: - - '
¢ -
CORRECTED ADIRESS s
p 7 =
4
+ . > i
ORNECTED, LECAL DESORIPTIONT - . L~ ) )
- ’ - . .

, CORREGTED AMILNT OF COVERAGE:. . o ‘

r' '
. .
.
. .
.-
~ !
% . '
. . . .
¥ + r . -
! . .
. \
-
.
t \
- L]
.
i ) . -
. , . .o
. .
, 3
.
N LY
\ N -
~ 4 - -
. .
~N . '
- -~
’ N M
- “
-
. .

Q / t - : ',, ] .
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Namie

?

\ .
, <
BOP, INC .
CAREER AVENUE
N
GOING PLACES, IDAHO g
Clifford Adair ___ Policy _09-080 Dt tonth, 2. e

NAMES OF INSURANCE COMPANIES -

AETNA INSURANCE CO.

312 Boston Bildg. ’ ’

Newport , Maine 12134

- ALLSTATE INSURANCE CO.
363 E. 960 South

647 V. Broadway

Boston, Massachusetts 13236
AMERICAN INSURANCE CO. ' X

* Chicago, Il1inois 34323

943 North Main .

, Correct Legal Description:

AMERICAN INVESTORS INSURANCE CO-:
Chicago, T11inois 34234 -
__ AERICAY WESTERN LIFE INSURANCE
T 942 £, 11th South

Washington, 9. C. 22097

__ AMCHOR NATIONAL, LIFE \N§URANCE

T 150 East Grog§7ﬂ—’zf,,,—f'
Cincinnati, 2870

.
A

d

BANKERS LIFE & CASUALITY INSURANCE

487 Pioneer Street -0
Dallas, Texas 60953

_____ BEEHIVE INSURANCE CO. ¢
T 149 South State
Sa]t Lake C1tyf Utah 84368

CALIFORNIA wESTERNiLIFE INSURANCE ?
479 Bankers Bu1Td1ng
Los ‘Angeles, California 95478

CONTINEN%AL LIFE. INSURANCE CO.

Continental- Bank Building
San Francisco, California 93847

FARMERS INSURANCE GROUP

947 East 4th South
Reno’, Nevada 89023

MASSACHUSETTS MUTUAL LIFE "INSURAILCE

1698 South HMain
Boston, Massachusetts 30234

% ) X

Correct Mame of InsJEZd to- Read:

“Correct Effective Dates of Policy to Read:

Correct Amount of Coverage to Read:
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. ) % “ "
-~ INSURANCE- POLICY < &
. S
poLICY M. 05-038
. ’ 9
INSUREE  American Yestern Life Insurance ' v
INSURED  Paul G. Addison, 353 South 1100 East, Rexburg, Idaho 83440
t PROPERTY- DESCRIPTION _ Lot 2 Block -18 Sunrise Heﬁghts‘, Extension #9
Rexburg, Idaho 83440 . —
AMOUNT OF COVERAGE  $14;000 /
"EFFECTIVE DATES OF POLICY _November 1, 1969 to November 1, 1972
COST OF COVERAGE  $252.00. “ ) /
’ ' e W
\
- ) ¢
’” ‘
' — 4
o )
4
) -~
g
. 9
<
«‘ ”/’
{
o . g8- N
ERIC - '




INSURANCE  POLICY

POLICY NO. . 09-080

T

INSUREE  California Western Life Insurance

INSURED Clifford Adair, 1457 Van Buren Avenue, Arco, Edaho 83213

®
PROPERTY DESCRIPTIONM Lot 16 Block 5 Sunset Road, Development #7

¥

. AMOUNT OF COVERAGE _ $4,300.00

.EFFECTIVE DATES OF POLICY October 15, 1@69 to October 15, 1972

‘ .

COST OF COVERAGE 85.32 (

-

-




‘7

INSURANCE POLICY

POLICY NO. 11-066°, . / ' \

INSUREE Farmev!ylnsurance Group *

T ‘ .
INSURED .F. Blaine Abraham, 2910 Cascade Way, Declo, Idaho- 83323

PROPERTY DESCRIPTION Lot 2 Block 12 Sunset Road; Addition #4

Declo, Edaho 83323
" AMOUNT OF COVERAGE  $18;000.00 '

EFFECTIVE DATES OF POLICY _ October 1, 1969 to October 1, 1971

Z ‘ {

. ROST OF COVERAGE $234.00

@




-

CAREER

GOING PLACES,

. December/l6 , 1

¥. Blaine Abra
2910 Cascade W
Declo, ID 8%

Dear Mr. Abrah

-

POLICY APPROVAL LETTER S
o €

BOP, INC.

AVENUE

-

W4~

1

ham
ay

323

an:

IDAHO.

b

It is with a great deal of pleasure to advise you that your
application for Mortagapme Insurance has beep approved.
is a copy of your policy which you now hold with us.

Enclosed

Belew is listed the composltlon of your payment 1nclud1ng the

preminim for t

%
v
3
1
2

s
\

Enclosed is a new set of coupons..

possession.

his protection:

Prinéipal and Interest

Interest Rate
Deposit on Taxes

Pepsoit on Insurance -

*Total Monthly Pzz:egt
Ve co;l.gratulate«you fOI‘/‘partic' ing i

»

Cordially yours;

/'A/)/

Brian Jlmenez

Vice President.

{
BJ: mc

wnclosure

®

$119.76

7 %

32,74
9.00

é .

$166.00

ting in this program and we
trust that you will feel a greater measure of security in
knowlng that you have prov‘ged for any emergency with, this
incurance. If you have any duestions concerning this matter
please do not hesitate-to contact us at your convenlence. “\\’

3

In order to avoid tpe_ possi-
bllty of confuslon, we ask that you destroy any ott

~

s in your

>

Re

e
H
i




CCAREER " AVENDS / o
\ GOING PLACES, IDAYMO - - O . "
2 ¢ o « ’ L -
Date . K .
) T » o | | 1\
3 3 % , . . o
> .o i \—c’ ' . / * {
Mr. Daniel R. Alsop : I .
1153 Bryan Avenue 3 7 ; / -
American Falls, ID 83211 . st L
4 7 9
Dear iAr. Alsop: . . ¥ e -
Subject: Loan Né. 18-034 e : o O
? ’ =
Y STy
Your insurance po11c} cover1ng property- on, which we ho]d a monLgage‘W111 _
expire on (allow thirty days )sbecause of nonpayment “of premium. As you g
know, BOP, INC., must pay the 1n=urance°pr9m1um and must hold ,the original ‘
of the insurance po]1cy at all t1mes - yoooe S, L ®

~
- . Al

A short time ago we went yqu a letter indicating youf}ingurance reserve was
1nadequate to pay your insur nce premium We have not yet received vourcheck.
If your check is not received within “ten days fr&m the date of th1s lbtter,

wWe will shave no other glternative than to pay yourpremium and take 1éga1 .
action aga1nst you as th1s consf1tutes a mortgage defau]t : 7 >

1“S1nuere1y yours,

Namg ’ ) ‘ - : \ . *
Vice President = . ) ; . . :

[
g

Tgm .-

—_—
A1)

Cd ’/.
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BOP PAYROGLL AND SALARY SCHEDULE

For peribd ending.

q

Date Paid -

. Name

Rate

Withheld : Federal |
{

State  '-FICA

3

t
'
'

| Other . Total
Deductions: Deduc.

Amount
; Paid

‘Vice President

Ex. Secretary
av s
Receptionist/

800.00°
i 550.00

: 137.20
76.30

i
i
!
!
|
"

i
1 2

117.24
7 77.53

i “__ -

| 18.76 ¢ 41.60
I 1

' 12.40 i 28.60
i,, ‘ .

G e

" 118,53

!
(622.40
t
l431,47

' 1 . (
‘Admifnistrative | 475.00 i 63.70 .-64.42 | 10.31 - 24.70 ! _ 99.43 ;375.57

Assistant i o ‘ . -

ST IR 2 : | , ' N
Cgkhier.;ﬁ\ _-|#60.00 | 63.70 - 61:57 | 9.85 :23.92. i | 95.34 '364.66
Posting\and- Tax | 435.00 | ,55.30 ' 57.79 -9.25  22.62 89.66 1345.34

. D e E ‘ . ‘;.‘ »{"‘ : - ’ “
Insurapi \_ lerk| 400.00 | 51.70 . 51.32 | 8.21.7;20.80 ! 80.33 {319.67.

N .x\ i ) . ' , el co . i }

- . ) Ty - bal .
h . . ) N | i ‘\-\,.\:\
, ,\\ e . w®i » l - g . ~‘
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e Tren v} : - . Ca s .
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L Loy T 'y_ ’ b
- : ‘,f _\\(\\“ e, [ « o ’/f“ \ .
: ! : ;\Q;;‘sc’i‘ ) . Por ; p;
: B - a“ﬁi:\?( o { L }j‘»
SR \\n}~, . v R
. - & - M ‘ - ~ ) A3 ,’ .’;;
T .® _ ! o N VRS %
‘ * ! B STt LA
" , el z ,'//
\\\ ! //";'. ,/'/'/ S
¥ F . . . A3 I " /

«
. . v*
: . i . //l-
/ S \ ¢ P 4 - o - s
] ‘r N N




f > B T

te

Key td Posting & Tax Clerk and Insurance Clerk Request forfﬂdgitiona1 Funds Letters 8

<

NAE . INSURANCE Co LI o
! , ¢ Reserve Short - lncrease Reggrveé  Short Increasc »
' . ‘ Per Month Per Month
Abhott, Cliftoh A. . $‘32.04° 514 30 $1. 20 $128.64 - $ 36.00 $3.00
Abel, Robert H. © 134.40°  2%.60 1.80 ' 552.24 19.92 1.66 :
Abernathy, Roy P. -~ ''84,00 . . 7.20 0.60 348.72 "11.52 < 0.96
Abernethy, Henry L..  /+127.20  48.00 " 4.00 530.04 - 60.00 5.00
Abney, William G. ., ., 108.00  36.00° 3.0 - / 446.88 ~ 10.44 0.8
Ackman, Paul A. +/:° 127.20 6.36 0.53 °. 530.04 38.88° ° 3.24
Adams ,-Helvin T. /"% 97.80 . 9.08 0.76 - *~396.60 10.68  0.89
Adamson, Robert E./ . 32.046 12.24 1.02 - 128.64 23.64  1.97
Addison’, Paul G/ 84.00 11.88 . 0.99 .~ 342.72 47.88  3.99
Aland, Howard £. . 108.00 9.96 0.83 . 446.88 22.44° 1.87
Albert £ D - 32.04 11.04,  0.92 :_128.64 16.20  1.35 .
Albertsor; Ted A T 21.60 4.56 0.38 103.68 19.80  1.65
Alder /Vendell R. 97.80  41.04 3.42 396.60 , 34.08 2.84 -
Allan, Delbert V. .. 32.04 19.56 1.63 128.64 32.16  2/68 /i
., - Aley, William C. . . 21.69 8.04 0.67 103.68 55.68  4.64
. A]]sﬁb»_Reese A. $134.40 - 33.9 2.83 552.24  103.32 8.51"
Andersén; Howard S. - 84.00 ° 33.96:  2.83 348.72 73.20  6.10
, Anderson, Howard C. 134,40  .4.56 . 0.38° -, 552.24: " 34.08 2.84
Andreason, Y. Russell - 32.04 8.04 0.67 128.64 22.44 1.87
Andrew, William J. . -108.00  73.20 6.10 _ 446.88  103.32  8.61 .
Anthony, James R. - 84,00  1.1.88 0.99 : 348.72 41.88  3.49 ‘
Armstrong, Phillip W. 21.60 . 11.04 0.92  "103.68- 6.48  0.54° s
Arnel1, -George E. \ 32.04 9.96,  0.83 128.64 4.56 038 _/
" Arnold, Roy 0% " "\108.00 6:36 © 0.52  446.88- 43.14  3.60
Atwood, CharTes W.” . {34.40  12.24 . 1.02 552,24 23.64  1.97
T Ba11ey, William, A 108.00 . 16.20 1.35 446 .88 22.44  1.87
Baird; fopald:R. — ~ 7.80 22.44 - 1.87 . 396.60 41.04  3.42
Ballard; Dopdld J. . 32.04 - 8.28  U.69~ 128.64 22,44 1.87
Ballfs, Jgek T. . 7 127,20 32,16 - 2.68 = »530.04 103,32 8.61
~..Barkery Charles A. 97.80. . 8.04 " 0.67. 396.60. 19.56  1.63
- Barlow, Norpan -~ c2f.60  4.56 /ﬂxo .38 . 103.68° 32.16  2.68
‘Barnes, Philip P.- 108.00 %:16.20-..°1.36 - 446.88  "19.80 165 -
Bateman, Rek" . 84.00 ' "6.36 - 0.53 348,72 ~. 10.68 , 0.89
Beckstead, Carl J. 32.04 - 9.96° 0.8 128.64 -8.28  0.69
. Bennett, dJohn J. . ™108.00 - 11.04 " 0.92 446.88 .16.20  1.35 4,
Bentley, Haven F.- . 134.40 - 22.44  :1.87_ 552.24 34.08 2.84
. Beggeson, t. Harold , ~ 108.00° 19. 56; 1.63 _ 446.88 .103.32 8. 61
‘,1 Bigelow, Clarence A.- - 127.20  68.16 5.68 ~  §30.04 - 103.44  8.62 -
wBillings, Bruce'L. = - 84.00 .. 19.56 - 17.63° 348.72 94.92 7.91
Bingham, Keith M. ~ * . 134140 - 42.84 . 3.57 .652.24 . 112.08 - 9.34
Bfrd William E, .32 thiA 4:56°  '§.38 128.64 - 63.72  5.31
“B1shop, Douglas G .+ 21.90- 9.96 © .0.83: 103.68 .. 25.56  2.13
Bord, Douglas E. .108.00- _19.80- "1.65 .  446.88' . 34,68  2.89 v

. ‘Bowan, Frank K. - . . 127:20 21.96 - 1.8 530.04 -~ 112. ‘a4 o 9.37, ;

~  Bowman; Max' D. . 32.04 - 4.56 0.38 ¢ 128.64 - 19.80 ~-1.65

. Brady, E1son R. '97.80  11.04 0.92 396.6¢ ~ 76.08 .6.34 -

~ -~ Briggs, John R.s 134.20  64.56 5.36 - 852,24 112.56  9.38,

. Bryant, Paul B. : 84.00 .96 0.83 . 348,72 © 16,20 1.35 .
-Burton, Ronald v 97.80 1.96 1.83 396.60 ° 112.56 ~-9.38 |
“Bush, Sitas R. . .108.00 \ 34.68° 2,89 .  446.88, 24,36  2.03°
?ut]er ua1ter E: . 21.60 9.96 0:83 103:68 .22.92° " 1.9
T ® . ) 74~ . ° \r <8
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+3.53 for insurance.

warn“s and fbr,an axrlanatioen of uhy you m

puYW“Pt by $1.07 per iionth.
To begin with,

(1) principal Sand"interest, 118

v

Senpett, your mortqace payrent vias ;166
cn be broken déwr 1"t0)%hre€ mamor ccmDOW“nts

(z) tazes, $537.24;

\ o ' )
’ T T VRS - [
gﬁa.f*-?‘} ggg,.,”;f
R - »} e S SRRV R St @j -
. EEE T TR zvz“*vxm-mmmwmm T
> Q87 sy = ' '
CAREER AYVINUE . : A
. 1 k . x Tos - )
. GO186. PLACES, 1DAHO . -
suate . \_ - ) ,
. . . - -
. bro John'J. DerRatt /
‘o 23508 Fast Uak Urive < N
Cottonwsod, 1D . 0352 ~
" Deer bLe. Dennett: - o
. ' ‘ 4 B4
- In a recent letter to us }?u staten_tnut you had received two 1etter§ from
. “CP "INC., indicatina an<eméunt due of :S5.64 for taxes and an amount due

You asted for an explaralion of these additional ‘-
u;t 1ncrease your mortaagg

3 . &

~This pdyrent |

-These corponents are

and,(3) insurance, $9. 00

znp amount you pay for nr1ncma] and, 1ﬂrer
that “the portion of the $119,76° which aoes

Psf rar best be explained By noting
toavard reducina your principal is

cr)t1nwa11v risina and the amcunt whmich aoes for irterest is.conti

ially

4°creas1nn throuahout the termeof your loan. Why coes this happed, you - T

minht ask. The reascn is becausc the yrincipal balance of your 1oan is 5

.gecreasing with each mortqaae naymert you ma%e. Since you ars paying

a fixed amount of nrincipal a nq,}ﬁ%ngSL, 2119.7¢, a reduction in your pr1nc1pa1
’ ba]ance means less of this fixed amount needs to eo for an. intercgt payment

[ —

-« The anount you pay cqch renth for taxes a
e/p1d1r°d this viay. Uninsured mortr1qni D

cdn, haying tax delin nqpnt nrenerty under rortaage.

LﬁD;aJl ., nor its investors are fully pro

and so, con;eouent1v rore qf the 3119 7€ can q0 toward cecreas&rg your principal.

1nsuranca can, perhaps best be
toperty cannot be tolerated; neither
In either case neither ‘

tected. ' Bécause of this we -

haves an anreerent vith our investors that we will pay- a]] taxes and make all.

insurance payrents.

-

- AN order for us to pay your texes and insu

“+tases are qeinag, to. te on your mortqage
,to cover, this . prdnertv is coing to c6s

k4
‘, ‘g . a

rance, e rust cst1nate How nzph your

prpventy and how fuch the 1Psur ch

e theg divide this cst1rat1oﬁ by 12.
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ERIC,

PAruntext provided by enic
0

~

: / > : -
Vel John JL Berrett ' ' .
PO{}: 2 *

aate

. (\. . ¢
ant ask thot you pay onc-tuclfth of this tital-e- ch month.  In this wey we

hep2 to have enough roney accuw nlated in @ftex and insurance reserve to pay
your taxes and to pay your insurance pr.iicis vihen they come due.

p N L 24
Sowntires, hquever, thera are u:iorrseon circu~starces which influence the
aounts th;}}wust te miid. In your cise, Mr. Lenrett, your taxes increased
by $%.64 bacinse tho assessd valuetien of ycour rreperty increcsed when
you built your new grrace. fsofor the incres *Seain your incurance premiuni
of $3.52, w2 1S3t € this can be atiritut-1 to either inflation or to an
arcess of insuranc. clains. " Thare 1ray, of rceurse, be any nurber of reascns
lﬁﬂr\gn incredse in an insurance nreniun .

This, t\rﬁ,=1s a bresbicn of yeur mortum nerart and an explanation for
th~ chara2s ircludad tharcin,

“If you dosire further infed~atic or if wo may be of further sercise to you,

plecse do not hesitate te et us brow.s :
k-
Yours: very truly,
» “ P '
N
l\arie : . o
Vice President” . ‘ —
‘ ]()m ¢ : ! . F]
' & -
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CAREER AVENUE L
, GOING PLACES, IDAHO o o
Date 4
-y /
Massachusetts Mdtua] Life Insurance
98 South Main
goston, MA 30234 .
Attention Mr. Scott \

Gentlemen:-

- b BOP, INC.

One of the borrowers tn whom we lent your jnvested money, a Mr. Arthur E. °
. Barrett of Boise, Idaho, has had a heart attack. Mr. Barrett's doctors
}‘ . assure us that Hr. Barrett will be fully recovered in approximate]y SiX

© months. , o

Mr. Barrett has no jnsurance for an emergency 5uch‘a§ this a
¢ be able to make his mortgage payment until he is able to wor

nd will not
k again.

-1f you agree, we will suspend all activity concerning Mr. Barrett's account

. wuntil he i3 again able to, make his mortgage payments. Mr Barrett realizes,
of course, that an extra charge‘wi11 be necessary, if we allow him this

privilege.

Sincerely, : l .

Name .
Vice President : ‘ . L.
Tl

Tgm .

-
.
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VICE PRESIDENT DICTATION SITUATIGH SR : :

.

(1)

Me. Keith M. Binghéh of Shelley wishé% to suspend his mortgage payments
. for three months as he-wants to take_a long vacation.® llrite Mr. Bingham
a letter telling him this is all right with BOP, INC., but that he must - .

~,

spay an a-ditional interest charge of 1 1/2 %)fg month on the unpaid balance
ndi

w B . \
"
.
S *

\ /
’

during ‘the time he suspends his payments. Indicdte what the total interést
will be for-three montips. . -

-

[}

-

Donald R. Baird of Idgzg)gails is a turkey grower. Séme time ago some dogs
got into his turkey pen§ and killed over half of his flock. Because of this
he is.having an extremely hard time meeting his m_rtgage paymepts. MWrite
him'a friendly letter explaining bow- sorry you are at his misfortune, but

_ that he must make his mortgage payments or lose his mortgaged property.
Of fer’ to refinance his Yoan at an interest rate of 10%. s is an increase
but expggin how high interest rates are-at the present tii?? :

@ 4

»
¢
sy 3 ) '” [ 2
(3) “ . » , . {

Write a thank-you letter to investor 04. They have been very cooperative
in letting you delay payments to them when they have been slow in coming .
in from the borrower. Assure him that™the -payments are paid the instant -

they -are received. . ?

(4) . . B B ) , o ’.

o

© A —

Bruce Billins of Parjs wants to take the remaining balance of his mortgage
and spread the payment.out over another thirty-year period. Write him a
letter explaining an additional interest charge must be assessed if this
is done. ‘ t I& .. T

»

TN : . < - TN

~

T L - N : e e
() \ T

—, b ¢ . 7 .
James -J. [Bywater of Idaho Falls is in;z;ested‘in purchasing part interest )
in the' Simplot-itines. - In Grder-to do this, Mr. Bywater must refinance " :
‘fiis loan with-BOP.  BOP is willing to refipance his préseat T®an. which has
ten years to rufi, prowiding-Hr. Byvater is willing to.pay- the/fadditional -
interest for the tweghty years that he wants and a raise in rafe of 5% to .
7%. Write Mr. Bywater a letter explaining ts§ situatian an'make aw = "

: ap&ointment to take care of the business detajls i?iaf;sti}ﬂ wants to refinange.
3 »

-
-

” W
. ~— - ~ *
. . . A . ¢ -
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(6) ]
William E. Babcock of Rupert is a very old friend of yours: consej:jjt1y

he believes he can be slow.in making his mortgage payments and you will
never do or say anything about it. Urite Mr. Babcock a letter tel4ing him
t make his payments on time or pay a late charge. Make it very clear

at business izd friendship do not mix. .

L +

-

. Howard S. Anderson, an old friend of yours, has just been made president
of Anaconda Corporation in Delta. Urite a letter of congratulation and
gnetly remind him that he is ten days past due. on his mortgage payment.

.

(8)

“Ronald V. Burton of Howe is a turkey grower. He raises approximately
twenty thousand turkeys each year. Mr. Burton has sufficient equity to
enable him to borrow up to $50,000 from BOP, INC. However, he wishes

to borrow money using his tu as collateral. Write him a letter
explaining that equity oféa/fiiﬁi?ént nature canpot be used but that

BOP will lend him up to $50,000 if he will mortgage his land and other .
properties.

2

(9) : ©
¥ William E. Bird of Arco is constantly making his mortgage payments with
checks that the bank will not honor because he does not have sufficient
funds?in his account. Write Mr. Bird a letter making it very clear that
® if BOP receives one more bad check from him, BOP, INC., will be forced to
foreclose on his mortgage and the full amount will become duc immediately.
If Ur. Bird is then unable to pay the full amount BOP, INC., will ‘take
R over his mortgaged property and see that it is sold at public auction to the
- highest bidder. '

-

(10) . ' - ‘ % , ;
Gerald C. Berg has a small loan of 3,600 from BOP, INC. He wishes to borrqw
an additional $17,000 to build a new home. Mr. Berg barely, has the equity
to cover this additional loan. Write him a 1e%ter telling him BOP is =
“ extremely reluctant to lend him this additional foney because his equity
barely meets minimum requirements. The real reason that BOP does not wish_

. to lend him this money is, of course, because he is slow in his mortgage
payments. ) » .
\ -, ! . -
oo ¥ %
- . ) H “ .
\ e .3
- , .
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(]]) ! ‘ Q~g; c~‘ ‘

Clarence A. Bigelow of Pingrée has:recently become involved in some way

with some very- shady business operations. It is not that these business
operations are illegal, but that they arennot quite ethical. Write Mr. Bigelow,
a lettér urging him to upgrade his‘business dealings so that people will

be eager and delighted to do business with him. , The reason you are writing -
this letter is because BOP, INC., wants .to help him keep his business

>

-

operatipg so he will be able to pay off his loan. . ‘ 1{

(]2) . R Ry ‘ o B

- Mr.:George Halley, 355 Narth 6th East, Boisé, Idaho,;83702, has notified
your office that he has.$2,500 of his own money that he would like to
inyest with BOP, INC. Your ° assignment is to inforjm Mr. Halley that your
Board of Directors has cstablished a policy that you-cannot accept'
investor accounts for less than $20,000. Most of yqur investors are insurance
companies or intestment companies. Write him a letter. and explain the
situation to him. You-appreciate his willingness:to provide funds.
Above all, keep him happy. : ‘

€
3,

}
& 3

;(]3) ' '_ . . ‘w' ‘} . ’?

Mr. Charles-W.-Atwood has today made his last payment on:'his.mortgage. .
You are to write him a letter congratulating him for. his fine record of
prompt payments. Be sure to indicate that BOP, INC., is extrembly willing
. =to do business with him again. -

(1) 5

Dictate-a letter to a Real Estate Agent explaéning why you'were unable
to grant a loan to Mr. John Winters. . The amount of the loan requested
was much more than he hbd equity to cover.and the payments would have
been too high for his ability to repay. - . . :

i3

Mr. Henry Monroe - ! ' . L
Agent, Mutual Loan and Investment :
414 19th Street ) -

Chigago, I1linois 2ﬁ3§3' t//;, :
% P ,
_ . \-_' {; ) . . . . ’s

(15)

-

o

You .are to establish clean-uf procedurés for thé office. You may’ )
establish whatever procedures you wish, but. get them set up edrly and
placed in writing. Egc_h, .member of your office is to receive a copy of
your clean-up procedures which shouid be in memorandum form. ‘This

memorandum should be duplicated and handed eut to each member .of your /
team. . . ) ' (s )
- . : a & .« S —




*(16) . ;
o Mr. Gary L]oyd;’Specja1ist, 0ffice Occupations, &nggnDepartment for
. _ Vocational Education, Salt Lake City, Utah, 84111, has just -completed

. a visit to BOP, INC. - Uriteto him and-thank him for his recent visit
and invite him to visit again:when he can. T :

.t

/ ~

(17)

Dictate a memorandum reguesfing better use of BOP telephones. There have
been too many personal calls. K

, R d .

(18) -

-

You have received a letter from Hr. Jonathan Thornton, Pre§ident of
American Investors Insurance Company, onc of BOP, INC's investors. o
‘Ar. Thornton states rather bluntly that he does not believe we are- L
crediting his account immediately with the payments we receive, but he
believes we are holding the money.for a month or two and using it for our
own purposes before crediting, the American Investors Insurance Company
account. ' .

~
. ¢ ~

Py Respond to this letter using very firm but tactful language indicating
. there is no foundation for his belief. You are to explain why. it
'd sometimes takes a few days to get the proper paperwork done and.mailed
to his company in’ Chicagd. The address of American Investors Insurance
can be obtained from an:insurance correction form. ' -

e
)

\ "(]9)'

. - Mr. Norman H. Beatty, 416 Michigan Avenue, Koosharem,: Utah 86432,
~has applied for.a loan from BOP, INC.,-however, Mr. Beatty does not
have enough equity to properly sgcure the mortgage gmount. Write him
« _a letter exp]ajning the 'situatidn and denying the loan. ) .

2




insurance each year, . ¢

any trouble paying off the mortgage. L

PR
e

’ DICTATION FOR VICE PRESIDENTS

a ! ‘

VICE PRESIDENT Co AN

Mr. Roy P.fABerqathy, of Boise, Idaho, has written BOP, INC. a letter )
saying he has heard that we give out credit information over the - .

telephone to anyone who asks forvit.

Write Mr. Abernathy a letter explaining that it would not be ethical
for us to_do this and-that we give information only to legitimate
credit bureaus. You should emphasize that it takes a written request
of some type or some typa of telephone certification before we release

this information.
™~ o~

\
VICE PRESIDENTYWR
M. GeOfge Q. Bénch of heyburn, Idaho, has become inQo]Véd in a wage .
dispute between the Georgta-Pacific Gypsum plant and the United States

Gypsum plant. Both of these plants are located-in Heyburn and the
management of both threaten to close them down-rather than become'“ﬂ-
involved in a strike situation, [{Ir. Bench, who is the principal
ringleader, has just been granted a $22,400  mortgage with BOP, INC.; ~ °
and, if the-workers strike ei -the plants—close down, he will lose the
‘property he has under mortgage with us. .

»
You are to write Mr. Bench a letter explaining the situation as you - o
see. it and telling him the danger of his.present course of action. S

VICE PRESIDENT - C : R
L 4 . '7.

BOP, INC. haa receivedsa letter from Mr.-Walter H. Allred of Glenns

Ferry requesting a bréakdown of his $139 mortgage payment.*’ngiE/' « -

especially interested in_the amount he must pay for taxes and ™

-

. . I i
Answer his letter. ’ . . e . v

VICE PRESIDENT.

- . N
h »

Mr. Ted A. Albertson of Ucon raises turkeys. , He has decided that -
turkeys -are no* his cup Of tea and wishes to change o cattle. If,
as he explained in his letter to BOP, INC., we'will loan him'$10,000 - *
at the rate of interest of his present loan (7.25 per cent), he will
mortgage his land. Mr. ‘Albertson does ‘not believe that he will have
|

’ - A !

Answer his letter.




»

&

-

VICS PRESIDRMT .
BOP, INC. has feceived a letter from Mr. Wendall_R. Alder of Montpelier ,.
requesting an Annual’Statement .of his account, *

Ans-er his letter. . ' . v

2

CVICE PRESIDENT ' Y

Mr. Harvey M. Ah]stroﬁ of Sun Valley hagvsent us sevéra] bad‘chgdks.
This is a situation we cannot tolerate. L - .

‘Write tr. Ahlstrom a letter: - ‘

‘

. VICE PRES’I~DENT:

. { . . . .
Mr. George E. Arricll of Aberdeen believes he is the greatest man alive.-
Just last week :he stormed into .BOP, INC. demanding all kinds of g-
attention. and thoroughly disrupting alk office workers., He stayed
for over an hour and two prospegtive borrowers left because he wds so
egoistic. This is a $jtuation BOP, INC. cannot tolerate in the

" futyre.. | . _ , :
) . !

- H#?fg,Mr? Arnell.a Tetter cqnggrning-tﬁi§'pr851ém.

VICE PRESIDENT

We have received a letter from Mr. Bruce H. Baker of Rigby requesting
+an Annual Statemeng of his account. ‘ '

S

Answer his letter.

-

VICE PRESIDENT : ' R
Mr.. Howrd C. Anderson of Castleford has written us a letter request}ng-
an. additional loan. -He presently has a loan for $22,400 and he wishes,

",‘ fﬂ{to borrov another $10,000. His total equity is arqund $25,000.

Answer his letter.’ N

o~




VICE PRESIDENT" ° . ,

We have received a letter frum Dr.2Boyd E. Baldwin of Aston requesting ;
“an Annual‘Statement of his account. . .

7 ’ ‘ ~ , e . F §h
Ansier his lgtter. RN

o C ey o R
- VICE PRESILENT \ )
. ‘s :
. ) Mr. Peter G. Ack]e/ ofi Idaho ‘Falls has wr1tten request1ng ‘an Annual
 Statiment of his accourt w1th BGP, INC. . ) i
) " Write him a letter transm1tt1ng this Annual State@ent and t&*llﬂg/h//4// ~ -
. how, much-ve enJoy h1oiifjng:s o . !
EIR >
-~ 17¢_ . : -

VICE ‘PRESIDENT ¢

~

Arco, Idaho is located ncar somc o R

Idaho. Mr. Charles Able of Arco wish@s:to borrow $20,000 to build/a .

Todge which would cater to the needs.of hynters and fishermen. My.
- Ab]e has a 1arge holding of land near Arco™and it appears that hi

VICE PRESIDENT : , ) -/ e
: Mr Phi’11p W. Aymstrong of- Cot tonwood has paid his 1ast two mortgage
payments W1th checks wﬁ1ch the bank has recturned mdrked 1nsuff1c1ent o0 K

'S

. funds. , ) ¢ . cLT .

Mrite Mr. -Arnstrong a letter concerning this matt

VIGE PRESIDENT Y . N
Mr. Rudolf 0. A1bewt nes written BbP >INC. ask1ng for-an appo1ntment o
“with one of 1ts Vice Piesidents. He has indicated that any time next \

week, would beﬁnw d w1t¥/h1m as long as it 15 1nﬂuhg afternoon

¢ A

Nnswer his Tetter. sure to make ‘your answer at least-two and b o
preferably three paragfaphs in length. Mr. Albert is a customer of v L,
BOP, INC. - . . ‘
- o ) A o )
& g 5 M
‘- form ‘ - ] - . ‘ 'c
. :‘/l a0 . .y . »




: VICE PRESIDENT "L

Mr,. Porter F. Angus of Inkom has written -80P, INC ' requesting ‘an . ]
) interview with aVice President. He emphasizes in his letter that he
. mus* drive a re1at1ve]y large distance to get to us and requests that .
he be allowed.a minimum of one hour with the Vice ‘Président. M. - ~.-0 =~ .. ..
Angus had developed. the _reputation of being somew\at of a troub]emaker TR

‘ since BOP, INC. granted him his loan. In’fact,-the lean would nat, ST
/ . have been granted had this come to hght earher. e SRt :"‘- o

Write Hr. Angus a letter answering »hjs.‘reqqut'T \' " o ) .

* N L . '
'( _ '_.0- - - s -'A.
. - . - '.‘:"‘ - ‘-':4 we = e

VIGE PRESIDENT A _ o PRS .:-..._-:‘. REDPREE
. - . . r. -t L _'.' PSRRI IR R - -
-~ BOP, INC. has recewed a 1etter from Mr. Robert M. Abel of PocateHo,

Idaho, asking for a breakdown of -his loan. He spec1f1ca]1y asked how
much he was paying for principal and .interest and how much of this

P was_inerest. . - ! . -
a P You'_aye to- answer his ]et;ér. . ) - :
- "‘, ;o S :r.’ . ~' . _— . o~ . ‘""./"*'-."_'”_\:;. ‘ -"/.",1
, VICE ERESIDENT ‘ P \ e T L A T e
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-VICE PRESIDENT

* Mr. Charles d‘ Ackerson of Blackfoot has written BOP, INC. a letter
“asking about the breakdown of h1s $120 monthly payment.

- . ,

Answer h1s 1etter.

-

=Y YT VIGE PRESIDENT ‘

}. . . Mark 'G. Adams of Boise has more property and more money than almost
T anyone in Ada County. However, Mr. Adams is very careless. He

; : Vet frequent]y makes his mortgage payments to us using checks from banks

) in whych he does not have an account. Consequently, we are

l _...' ..constent]y forced to charge him a late charge; and we frequently

- _ have to resort to ]ega] measures to get Mr. Adams to pay his late ,

R charge

o 7E'rYou are.to-write him a letter explaining very snecifically our side
v.. . .7 of the situation and making very clear to him that we-will not
L) ;' "to}erate th1$ $1tuat10n any longer without taking more drastic

e el actwén :

o~ '

‘vzcs PRESIDENT

.

*f . Robert M. Addems of Springfield wishes to return to BYU and f1nish Y
t e work necessary xo gbtain his master's degree. He sa1d in h1s
tter to us that At would take five months.

Write Mr. Addams a letter telling him we will be more than happy to
suspend pqyments for such a good customer as<we believe he is. In
- ordér. -fot lus ‘to do this, however, he must agree to pay the regular
annua] interest raté. ‘His interest will be figured at the rate of
. ~-6.5%, the raté at which he borrowed his mortgage amount. Be sure to
f::j:" - tell MF.-Addams how much interest he will have to pay each month

- LZ*”‘-EEZZ Wﬁ3le~thefrESt of his payment is suspended. Also indicate'there are,

- taxes® and, 4nsarance that must be paid whether or not he suspends payment.
TJXeS'andﬂ1nsurance can be held cff on]y so long, and ‘he must u1t1mate1y

~.~pﬂy “them: - - ol - -

AR MRS e, B . o,
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\ ‘ - TELEPHONE CBELS,
f g S e . .
TELEPHONE CALL====-- TO POSTING AND TAX CEERK‘* .

Your name is Walter.H. Allred from Glensferry, Idaho. You remember that
" your bayment includes property taxes for the year but yEu thought you
would be told when they were paid. -You areEpanicked becauee\they were .
due last week and you are NEVER 1late thh taxes. If you get tne
response 1ntthe form of a po]1te exp]anat1on, calm down and ask how
much_the taxes were this year. Become cordial towang the end,\even a
Tittle p]eagant
If you get an abrupt answer, get angry After all, it is your good
- name they are destroylng by not pay1ng the taxes on time. Qemand,
immediate action or talk to the Vice President. Really read the r%ot
act if yog/eren't satisfied. - ) y .
A1l you really want to.know is how the taxes are‘E:Een care of and g‘
’how much they were for the year. - ‘, .

4

TELEPHONE CALL>----- TO VICE PRESIDENT

s

Yon are Douglas-G. Bisnop.
Jfou have just made your 21st paymentland you have come into an
fnheritance and would 1ike to pay off your loan. What is the balance
fnd early pay -off fee on the morﬂbage7 You also wou]d 11ke to know
what the rebate is on the tax and insurance reserve\accounts Get a
11tt1e upset when you find out that there is a penalty for pay1ng off
the Toan ear]y. It seems to cost you' something every time you turn

around.

End on a pleasant note if possible.

¥ ~.
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«  TELEPHONE CA\L------TO RECEPTIONIST

[
-~

4
"You are Wend#IT\ R. Alder of Montpelier. You are obviously calling

\ your bank, but hive dialed the nuﬁber of BOPf INC. ‘without realizing it.

/

TELEPHOIE CALL----- TO RECEPTIOMIST

You are Kenneth D. Avery of Paul and yod want to know exactly how much
- of your payment last month went toward reducing the balance of your

loan. Remember, you ckn be Mrs. Avery calling for your husband.

»

> '« L.TELEPHONE CALL------TO|RECEPTIONIST

.

. ‘f{‘You are Mr. Donald J. Ballard of Arco. You are selling your house

S;nd you want to transfg¢r your mortgage to someone else. I$ it

- p0551b1e7 Can the payfients'remain the same7 What 1s yOur T1ab1]1ty

p— >

after the 1oan changes hands7
p ' 6"

) Th1s ca]] wi'l probab]y be transferred to someone'else Tike the Vice

Pres1dent You may suggest (after a11 “else has fa11ed) that the
Pres1dent may know so eth1ng about th1s If you rece1ve no sat1sfac-
tion, toll them that you w111 ¢111 -back 1ater.

TELEPHONE CALL------JO .INSURANCE CLERK ~ L s
. v ' .

t
/

Your name is Joseph A. Benson. You need to know the name of the
insurance company wiich Hnsures your mortgage You are going to make
a claim and want to make d1rect contact with -the company 1tse]f

fake the call short and sweet" )

-

| . ) - . ~e '_85-_;




TELEPHONE CALL--~---TO ANYONE IN THE OFFICE

~—

You are a friend who lives in the same neighborhood as someone else
in the office. You wént’a ride home from woyk.' You may want to get
a little information about where to meet. Ad‘ a little personal
information and chit-chat with the call:

You are in no hurry to get off the line. \

TELEPHONE CALL~-=--- TO RECEPTIONIST b

You are Mr. Yilliam C. Alley. You are in town and want to come in and
pay your payment. How much is it and how long will the office be

open? This one should be short and sweet.

TELEPHONE CALL------ TO CASHIER OR POSTING AND TAX CLERK .

You are Robert D. Barber. You are making your'16th‘payment‘this
month. In order that you can make an e§timated income tax report, you.
need to know how ﬁuch irterest you have‘paid in the 1as£ 6 months.

The total i; all you need. Be courteous but firm. You ha&e to have‘
it as soon as possible. Hold the line while it is being computed

unless you are told otheﬁvise.

TELEPHONE CALL------ TO INSURANCE CLERK

You are James J. Bywater. You have made arrangements with another

insurance company to provide insurance for your property. . You want to
cancel the current insurance and receive the amount of money now being

held in the insurance reserve fund. It has been nearly 12 months since

the insurance has been paideso there should be 11 months reserve in. the

account. How much do I have in my insurance reserve?

-86- ) %
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TELEPHONE CALL-----~ TO CASHIER

You are Carl J. Beckstead.
You have received the coupon book for‘ﬂr.Beck and would appreciate
receiving the propeér book éo that yod cgn\make your payment. Refuse
to ‘make thelpayment without thc booklet. EIt is already past due. Ac;
a little pe;turbed but cool-down quickly if the response is friendly.

|
TELEPHONE CALL------ T0 CASHIER'

Youf name is Harold.il. Packer from Shelley, Idaho.. In reality you

. are not even a borrower of BOP, INC. but you think you are. You have

just purchased a new house and the real estate people told you that
the mortgage would be taken out through BOP C. You have not
received the coupon book and don't know for sure th much the monthly
payment should be. Be polite but quite “thick headed."

The answer you are after is that they have no record of your loan.

~
2

/
Play it by ear from there.

TELEPHONE CALL------ TO VICE PRESIDENT -

You are the chairman of the communft] chest drive.
Ask for the Vice President and a $500 donation to the Community Chest.

Most of the up and coming bus1nesses in town are donat1ng this amount

and you sure would like to see BOP, INC. join ranks.

Give a sales pitch on the values of the orgaanation.

4 ?
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TELEPHONE CALL-----~ TO POSTING AND TAX CLERK )
You are Delbert V. :Allan from Hailey. s

You are mak1ng your next .payment and you and your w1§e had a friendly
Tittle "d1scuss1on ‘about how much interest 1s being ‘paid W1§h each

- payment. You told her that you would cql&'and find out. You are

making your payment of $42.00 and it is payment3#233. How mugh interest
are you paying this month? This is a friendly argument and try to fill

the clerk in on the entire picturc. Tell her a lot more than she .needs

to know. Be hard to turn off. ’ Cae
TELEPHONE CAL& ------ TORINéURANCE'CLEkK
S “ J

Your name is Brian A. Booﬁﬁs

Your house was damaged be*gmsform recent]y You have filled out all

of the fofms and filed a cf§1m. Where:is the 1nsurance clerk?

Be quite abrupt and demand'jmmed1ate act1o;. |

- !‘ ) "' — *"

TELEPHONE CALL------ T0 VIQ% PRESIDENT

You are Heber Jones of the Benef1c1a1 Bank. O

You have an appo1ntment with' the V1ce Pr sident on Friday of next
week aF 3:00. Duc to busi?ess conflicts, you must be out of towe and
cannot make the engagemengé' You'will.call back as\soon‘as you ref@rn.

You may be gone for several days.

L 3
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TELEPHONE C§LL ------ TO POSTING AMD TAX CLERK '

1

Robert E. Adamson from Grace, Idaho. \\>
Have my taxes been paid? How much were my taxes last year;\\

-

/

TELEPHONE CALL------ TO VICE PRESIDENT

You are Perry G. Ahlander.

(angry) Regent]y receivad notice that paymenf had increased $10

per month. 'why? /AT>

TELEPHONE CALL-----~ TO CASHIER )

Victor G. Allen
Can I be late with my néxt'payment? I'have been sick, or off work,
or I'm buying a car. Will there be a late charge?’

<

TELEPHONE- CALL-=~=-- TO CASHIER

- \
Wallace P. Agnew : . N
Ma11°d part1a1 payment this morning, the rest of the amount W111 be

mai]ed at the end of the month. Will I have to pay a late charge’

. TELEPHONE CALL--==-~ TO POSTING AMD TAX CLERK - &

You aré the Credit Bureau. —

What was the original amount of the loan for Melvin T. Adams? -

How much does he pay each month?

-89~
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TELEPHONE CALL--=-=~ TO POSTING AND TAX CLERK

v
‘

a

You are Harold F. Aland.
I am ﬁéking out an estimated income tax form and need to know how
much interest and taxes I have paid up from January 1 to June 30.

¢

TELEPHONE CALL--=--- T0 POSTING AND TAX CLERK

You are Delbert B. Allen.
(Angry) Why did my taxes increase? BOP says there is $50
deficjéncy in the reserve, I canﬁot pay that much now. Can I pay

J
taxes for just part ‘of the year?

4

- TELEPHONE CALL------ TO RECEPTIOMIST

You are William C. Alley.
I got a parking ticket while waiting to see the Vice President,

[N

what are you going to do about it? T -

TELEPHOME CALL------ TO VICE PRESIDENT

v

You are Wendell R. Alder.
Can 1 be' fifteen days late in makjng my paymen%? Since I am<__

notifying you, will I have to pay a Tate charge?

&
I3
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TELEPHONE CALL------ TO VICE PRESIDENT!

. /////Paul G. Addi¥sen
B

ecause of financial d1ff1cu1t1es, I wquld ‘like to skip the next

//////” payment. Will there be an add1t1ona1 1?terpst charge?

, b
TELEPHORE CALL-----~ TO POSTING AND TAX. CLERK

\ * -

Curtis F. Akerlind - ‘

How much in taxes have I paid from January 1 to September 30?

r 4 °
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. BHASE IV TELEPHONE CALLS ) \

¥ .
- N
TELEPHONE CALL-----TO VICE PRESIDENT

You are Aart1n T Akins of Chester and you have your home)mortgaged

. by BOR, INC. You want to trade homes w1th an individual. fsmn'

Epﬁraim but @, t have BOP's approval because the mortgage must be

o

transferred. You wrote BOP a letter concerning this a short time,ago;
but have not as yet received ag answer. If the lettér has begn‘ansWered, 4“‘
you will want the 1ettef‘?ead to you over the te]ephdne. ‘Remember,

you can be Mrs. ‘Akins -calling for yPur husband.

o
)

TELEPHONE CALL----- TO INSURANCE CLERK

]
.

You are Melvin T. Adams of Boise ‘and BOP, INC., keeps getting you

mixed up with a Nark G. Adams. You are returning all the papers you

. S ha
have received for MAark G: Adams, but you do.not know your mortgage payment

amount. You-@lso waht to know how much of this month]y'payﬁent if for

4

_insurance. Remember, you can be Mrs. Adams calling for your h@sband.

" insurance BOP, INC., requires on each of its 1oans. Remember, you can

L2

~

TELEPHONE CALL----- T0 INSURANCE CLERK : s

Yog re William J. Andrew of Rexburg and youﬂWant to know how much

e

A

be Mrs. Andrew calling for ygbr husband.

TELEPHONE CALL----- TO POSTING AND TAX CLERK : @

You are Wallace P. Agnew of Pocatello, Barinock County, anﬁ\you~wish to

know how much you péid in taxeg iast_yeaf.' Remember, you can be Mrs.

Agnew calling for your husband.
-92_
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l/(//Remember you“can be Mrs. Anderson calling for your husband.
-

. ‘TELEPHONE CALL---;-TO VICE PRESIDENT . : -

4 . , - ¢ . <

» , ‘ ‘,'
\ - &
. . i
.

TELEPHONE CALL-----TO CASHIER /j//// \\ o N

You are Howard C. Anderson of Qasfferord and you are try1ng, w1thout ' ) /
P :

~ giving your’ name; to f1nd out what BOP, C., thinks- of\your payment

Y

habwts You are th1nk1ng about boprOW1ng sdme mqre moﬁ§° and want to o

knowéwhere you -stand. ' o - \

: - . 4
!

- | . ) ' ,

I
- g |
L4

'
-

¢§u\are_ﬂi1jdam G Abney of Boise and you wish' to maké an appointment \

- .
e

4

to clarify one of your loan documents. ' You do not beieve you have
’ N L3 K .‘ € . Al -q .
. : . S~ - ' a LS -
been .getting a/fair share. Remember, you cant;a]l S Mrs. Abney.

o

/IELEPHONE CALL=--T0 INSURANGE CLERK

* You are Char]es Ab]e of Arco and you cannot\ynderstand why your
mortgage property must be 115ured If you didn' t have to pay a N

certain amount each'month for 1nsurance2yeu wou]d have $10 60 more money - . -
)

for yourse]f. Remember, you can call Mrs.‘Ab]e.

3

- & S

P

TELEPHONE CALL----- T0 EXECUJfVE‘SﬁpggTARYL
You are'F. Blaine Abraham of Declo and yon have hit it Tucky in the
stock market. You wish to make an appo1ntment with the Vice President
SO you kan get all your obligatidms to BOP INC., cleared up. Remember,.

you can call"as Mrs. Abraham. : - "

_93_
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TELEPHDNE CALL----- TO .EXECUTIVE SECRETARY

ey

You are Noward C. Andersoii of Catheford‘and you would like to make’an

- appdintment with a Vice President-so you can fill olit another Toan

epplicatipn. You do not believe you‘fiTTed out-your driginal application

~ » ' . -

cdrrect]y. X oo t . //, 2. e

o

TELEPHONE CALL-=---TO RECEPTIONIST

You are Harvey M Ah]strom of Sun Valldy and you have recenng been having

4

trouble mak1ng your checkbook balance. ‘- You are ca111ng BOP INC. ; to see

»if BOP will hold up on’ cash1ng your check you have JuSt sent them. This

e,
¥ V‘

call shoqu be transferred to the Vice Pres1dent Remember,"yoq can call

™~ -
as Hrs. Ahlstrom for your husband. )
. , // ¢
TELEPHONE CALL ————— TO EXECUTIVE SECRETARY '

_You are. Robert M Addams b?-Springfier and yod wish’to know Tf your

.

Tetter concerning your, returnlng to BYU to get a.master's degree has been
AY

answered If ybur Tetter has been answered, you wish to have the answer ;
read to you over, the te]ephone because you have not as yet rece1ved it.

Remember, you can be Mrs Addams ca1]1ng for your husband
o )
\ . ot

< B
s .
v - -
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TELEPHONE CALL ----- TO INSURANCE CLERK -

You are Ted A. 'ATbertson of Ucon 4nd you would like to know how much of -

" your mortgage payment gdes fOr 1nsurance Remember, you can be Mrs.

Albertson®calling for your husbgnd BAnswer is $1.80.

, N . ]
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: o ,TELEPHONE CALL----~ TO INSURANCE CLERK ’:’“", "Tf/‘“' f“ o ..“-«154_: |
f You are Perry G. Ah1ander of Idaho Falls and yov msh to 1<nowvh0w mﬁqb < .
. Lt Ry S g S
: your ingurance soverage “is and how much you pay, ea’c}r mo“th.fof ﬂnsura;m':é i, -‘:,;--“-'J
v BECR SUpTE B N
. N g “ N
- Remembdr, you can be Mrs. Ah]andé@ ca]hng fon'your»husband“.: R SO
A . ) ".‘;-‘ P ', ‘.. ) _\: s . 5.“"_"..‘.(. -
. ' -~ Sl i Tl ':'3’!
! , - ‘/ ) . ) - Ve N - - *“‘"~
. { . TELEPHONE CALL----- T0 VICE PRESIDENT R L o
A - : 7 . et
~' You are Roy A. Arntﬂd 1ocaHy known as "The Baron of Hayﬁer " and
| . Yyou recently-wrote a letter to BOP, . ING., concermng a 1oa,n to buﬂd )
) an a1r strip and lodge to cater to the very wealthy. You haye not as
r . . . v
e T yet récewed a reffj’]y. If a reply }as been made you wou]d hke the
O _ letter read over the telephone to-you. Rer?ember, you can be .thq
Baron/ess" of May'fizefa calling for‘you}‘ husband. . -
I /\ " g 4 ° ‘ : L
-~ ." - T ’ ’_’ 4 _; ! ‘ .
TELEPHONE CALL —----T0 POSTING AND TAX CLERK T
\\\ : You are Henry L. Abernathy of gdaho |LFa’]]s, Bonnevﬂ]e County, and you
? s’
N want to knowhhow much the taxes weré’ on your mortgaged property. .
B £ /
RN S F(emember you can be Mrs. Abernathy ca]hng for your husband.
“ oo . ./ e . - "o Y -
y % ) o % Q .
<, ¥ . . . Ny
3 . ,IE . i ' \ 4."..
3 e - :\ . 3 g T
Dot " TELEPHONE CALL--~==T0 '.I'ylSU\RANCE CLERK' - . . ;, TN
; «’.‘, 'xfg: _You are Reese A. AHs'bp' of Boise and ybu want to know-who the insurance .
. A T . ! ’ R ‘
% 15‘! "‘ company is that insured your mortgaged property. VYou want to contact
- b .3"; ) 4 \ . - ] v g . .
; “", ' “ them personally. - : P ’ . +~,
é ‘ " Remember, - you can be Mrs. ATisop calling-for your husband.
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3o TELEPHQNE CALLL---TO \ucs PRESIDENT\ e .
;-."..." T . - et e ‘ ,. ,' "‘ ".,. ' - e
: ms:;,\" \Yeu g\f‘e Robert E l\damsomof Grace and’ your wani t5 know 1f you can
2 ,.‘ . ...u- g_'o-:q“ . ,_\_, (_ ,. .’ ~; ,
T L »make YGU"xPayments 1n a Yather érrat1c manner._ You want to make three

Tereel month]y nayments ‘t‘hen Six/ months later make three month]y payments. ”)

~— o

— You beheve the ear yments wﬂ‘l make up for theWnd it -, ‘_ ’
T E e e T T AN [
T = ‘: ﬂ‘[ vba]amce—out ﬁemember you can be Mrf -i\damspn and call for PR
s T your usband., R LT LT
R e —_— - N e ¢ e~ T : -
,‘,',.',",.‘ 3 oo - o P .Yy . -
K . . . Lo ’ "« ‘4.‘\ : . -
. - TELEPHONE,'CAL'}_ ----- TO- RECEPTIONIST - BEE )
You are Cﬁ‘ér}es D. Ackerson of Blackfoot and you wro}:é‘a 1‘e’t}:er to 3
"BOP, "IN C., requestmg a breakdown of your monﬂﬂy payment wmch is -
[ 4 =
$120. You have nat yet, recew d an answer to your 1etter and you are .
wondemng why, because you néed to Know the 1nfo‘rmat1nn for a bUSqness -
. deal you are involvid in at the m_oment. ’Remember, you cap call as .
_es. Ackerson. e ST
Q- ~ = ~
- : ¢ \ . )
- / A N * ] X X -
!’,/ . * . o 1o . ¢ \ "

- " TECEPHONE CALL-~---TO EXECUTIVE SECRETARY . 1 ,

_ You ‘afe Mr. Howard F. "1and of Ammo and you wou]:l 1i ke‘o make an —

appo‘mtment with the \ﬁice Pres1den£ to talk over some of your mortgage -
s e .
documents. S . R o
* L3 . 3 ¢ . o

~ ' B AN - P P .
\\\5, You do not undeYstand}aH the c]auses 1n yqur‘ agreement . :

e ‘\.-{ tRemember~ you can caH‘as Mrs. Aknd makmg an appo1ntment for yours -
YN N ‘ - .
. o husband. . S f‘f‘g -
N N - . oo I ) ' ‘
S , o e o
. - b A, — "‘? ,l.'“ :. \ - & Ca .
) N M e ; _f “ ]
K A ' [S S ' ¥ ’ 1 ¢
' . “;? ) l’: . ‘ .
‘ '967 N ’ i
<o, - " - v )-'. ;o
/" } » ‘ - ,' " i "', {I" . | ‘ »
- > - N - .: . g 1 2




ERHEENEE i
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h »
TELEPHONE CALL-----T0 CASHIER ) ; B g
. You are Wilham C. ‘Alley of New Meadows end/you have noticed in the Ne]come -
) 4.etter yo:f/recewed that 1t was aH r';ght tQ ‘contact BOP, INC » whenever
- you had a questmn, You -are wondemng 1f th1s is correct and, 1f it 1s,.
: you wou'ld hke to know how much mterést you pa?d on—qument 127,,. -
Pl b ) -
ot *Remember, you can call as Mrs AHey cangL for your uéband
_i‘ . - - 7[ L. //
T T e T , K :
' "TELEPHONE CALL-~<=+70"VICE PRESIDENT .
-:';;:-' T Yoware Chfton A. Abboft of Shelley and yoy gre curious as to
B _ ,.---x r. t . -
I wﬁéther BG'P*"‘I.NC., v‘nﬂ hﬂow cchattel mortfgages. . Remember, you can be
Mrs Abbott calhng for your husband /
| -
= o " . _
?' Y ‘ Fo_ . Trer '
z ,.:. .’ K .-bl 4 -
PHONE CALL----—TO 'VICE PRESIDENT, . <
- s ) , \\ A
You are Peter G. Ack‘tey of Idaho F‘ans abd you weote BOP, INC. a letter . ~ ™!\
i .
requestmg an Annual S’tatement You, have» hot yeg'&eceived ryour Annual’ .
_'7;4 Stateme and you are. gettmg dwgusﬁ;\\ i " LN
- .~ AL
Remember, you can call as, Mrs. AcKley.: RN “
- - ' N \\\ \:\ \. c‘\\\
_—_ - 4 . :\ 1‘ \‘ \ \‘ ‘éx
.. TELEPHONE CALL-----TO CASHIER | N S0 W -
. ™ . AEERY ‘\ "
. b You are Gary R. Albee of Idaho Falls and you w‘tsh to, know the. hdne of .
ry --f » 5
:r P your investor as you w1st&? contact the canpany.persbnaﬂy Réme@ber,
"' . f ".\"‘ you can be Mrs. Albee ca]hng for your husband. \ ‘T\ n - ,‘3 .
o \‘, T / o "; .‘.# ;":;
\“ K k‘:‘\ ‘;\ \ ) ‘ \'k‘ O H‘f. 4
\ "'4\ \‘ \\‘\~ /. ' \| " ‘ \‘
e v oz ) 97 \ h
/:- IS ST A ‘ IRDRGINe B
. (O ‘, - ‘.:_‘;\ ~ N \“"“ A
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TELEPHONE . CALL ~TO RECEPTIONIST L‘

You are Daniel R. Alsop of American Fal]s and you would Jlike to know

I

.if BOR, INC. will accept a chattle mortgage. You have a large number

- of shééﬁ you~woufd'1ike to mortgage to build a new home for yourself.

- \ s

-

TELEPHONE CALL-----<T0 ANY POSITION.

4
- -
PPN

You are §‘¥e51 éood friené 6f the person you are calling. -You have ;ome
extra time fnﬁqﬂ&bur work and-just want to chat for a while. Be a little
persistent and refuée to hang up. You have nothing to do.and vant to
ki1l a little time. ’You may want-to talk about a date or wpat yoq are
goingrto do this evening, etc. )Try t6 keep the person from getting

£

back on the jdb.

{ELEPHONE CALL~--w=- TO INSURANCE CLERK V
You are Charles Able. You are investigating_the possibility of changing
insurance compaqies'aad want to krfow how much you pay 1nto—your‘ »
i65urapce reserve eaéh‘moﬁfh and how much it totals each year. This
should be treated as a routine ca]%/by both yﬁﬁland by BOP, INC. Get
the i?formatiOn as quickIy as qu}ib]e. You’are in %.big hurry.

. " ."‘l

- .
+
L !

TELEPHONE CALL T0 QQSTING AND TAX CLERK

You'are Richard M: Addam%// You need ,one simple answer from-this clerk.
»15 the ‘total yearly tax reserve for your property Make thgﬂ:ﬁ]] very

')l

br1ef and to the point-




TELEPHONE CALL------ TO CASHIER . N\

You are Clifford Adair of Arco and you wrote to BOP, INC. requesting a
comprehensive breakdown of your $42 'mortéagé'payment. You have not as
yet received an answer.

, Remember, you can be Mrs. Adair calling for your husband.

[
~

/,‘ —

_TELEPHONE CALL------ TO EXECUTIVE SECRETARY
You ?re Paul A. Ackman of Payette and you have an insurance é]pim
a‘céup]e of months ago but the insurance company claims you do not have
a policy with their company. You wish to make an appointment with the
Vice President to clarify the situa;iod.\'

Remember, you can be Mrs. Ackman calling for your husband.

14

-

’”~

TELEPHONE CALL------ T0 CASHIER
You are Rqy P. Abernathy of Boise and you wish to know how much.you still
must pay back. In ofher words,_you Q}sh'to know the balance of your loan.

\Rgmémber, ybu can be Mrs. Abernathx;gg]fing for'ygur“husband.

~ . T .
\zl\‘.‘c. ~ ’ ' “.‘/. : 1
B - : ]
~. TN T .
TN T .
TELEPHONE CALL-3----TO CASHIER

£

- Ypu are CharTes Nl Atwood of Teton gnd you cannot remember if you made

your mortgage payment last month.’

Remember, you can be Mrs.’Atwood»fa]iing for your husband.
\ ?




~

TELEPHONE CALL------TO INSURANCE CLERK !

Your name is'Mr. Kimball (don't give first name unless you are asked
specifically fo: it. Use Gearge if you heedAit.) You are an insurance 4
auditor for the Beehive Insurance Company andjydhr Jjob is to check

policy holders te see that their property is what they say it is. You
‘have been checking a Mr. Robert A. Bennfon as you have heard that he is
using his basement for producing fire crackers which is against the

rules ef the insurance policy. You want the insurance’ clerk to ca]]

Mr. Bennion and ask him if this is frue. If it is true the 1nsurance
“rate will have to be raised to compensate for the increased risk.

After the insurance clerk has ca]]ed}dr. Bennion, he is to call you back ~

«”

and report on the f1nd1ng§ THIS IS A VERY VITAL MATTER AND IS TO BE
LSl
HANDLED IMMEDIATELY OR THE INSURAMCE WILL BE IERMINATED When the

insurance clerk calls for Mr. Bennion, deny that you,are making fire

crackers. Let a hint slip that you are lying and play it by ear froﬁﬁw

there. You may even change your story if you get caught in your lie.

) ki

2

TELEPHONE CALL----- {10 RECEPTIONIST

“7 ’
.o <;f? as the receptﬁon1st answers the phone beg1n your conversation by
say

\( have 1ostrnn coupoh\&,ﬁAct\thhtﬁf because your,husband told
you to pay the bills just before he left town. He will be out of town
for four weeks ‘and wi}] ekin you alive if'he returns and finds that you
haven t pa1d the mortgage. You are 4rs. Joseph Benson -and your payment

is around $155 or so.

,
s
/

° be§ you for.that information. Be ratt]ed dur1ng the entire convérsation

BUT DO NOT VOLUNTEER EITHER Make the receptionist

" and keep repeating that you have lost your coupon. G®0D LUCK!

-101-
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TELEPHONE éALL ------ T0 QICE PRESIDENT

You are Carl M. Ames‘of Ozkley and you would Tlike an‘lﬁpointmeﬁt with
the Vice President so you cen talk over some clauses you don't under-
stand in your mortgage contract. Specifically, you do pot understand

the early -payoff fee.:
. , -

\smember you cah be Hrs. Ames. ‘4 .o b
) ' )
41 . B i
, .
TELEPHONE CALL------ TO CASHIER

You are Howard C. ATdeﬁson og:Eé§E1eford and you are trying, yithout
giving ybur name, to find ou ﬁhat BOP, INC., thiéks of your payment
habits. .You are thinking about borrowing some more money and want to
knovt where you stand.‘ ' .
Remember you can be Hfs. Anhderson cglling for your husband.
g ‘ -
.
TELEPHONE CALL------ TO VICE PRESIDENT o
You are William G. Ab ey/of Boise and yOuﬁWiSh to make an appointment
to clarify one of your Toan doeuments. "You do not beliéve you gave'
been®getting a fair share. . -

Remember you can call as Hrs. Abney.

/ . . , . ) ‘”

TELEPHONE CALL-=~-- ~TO CASHIER o v
You are Porter F. Angus of Inkom and you want to know who your
invgstor is so you can contact thé company persondlly. N

Remember you can be Mrs. Angus calling for'ypgr husband.

. ' -102- S




TELEPHONE CALL ----- -T0 CASHIER /

’ You are Thayne G. Abrams of Firth and you recent]y wrote a letter to
BOP, INC. request1ng BOP to refinance your loan. You have not heard

' ' from anyone as yet on this request so you are ca?]ing to see why you
have not heard.

L3

Remember, you can call as Hrs. Abiﬁps

Lgé; .o 4 ) -

“TELEPHONE CALL------ TO RECEPTIONIST
§ Begin your call by asking ”Is this the BOP Insurance Company’"
If the .answer Js yes, ask how you go about getting car 1nsuranc§ on
your new Red F rebird Pontiac Coqyertib]e. If the answer states’that
this is a mor age_compény ggd not an insurance company, cordia]iy

conclude your ca]f%By apologizing for gettihg the wrong number.

FoT1oW" through -with the“qonyszfatjqn until tfle receptionist realizes that
) o .

this is the wrong number. T
N 4
TELEPHONE CALL------TO POSTING AND TAX CLERK
> You are Curtis F. Ackerlind of B]ackfﬁof and you wish to know how much
»” you pay annually for taxes and jnsurance. )

LN

Raneﬁbeﬁ, you can be Mrs. Ackerléhd ;al]ing for your .husband.

‘ ~ e ; 7‘E> ' .

f. o . ) . ‘ s ’ -, : //”“\\
: TELEPHONE CAL}--~--- TO POSTING ANQ’TAX CLERK

You are Rudo]f D A]bert .of Paris and you wish to “know the 1nterest

§
rate you are ?aying ofi your mortgage amount’
&
Remember you can call as Mrs. Albert for your husband.

4

-103- . _ '
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- TELEPHONE CALL---<--T0 EXECUTIVE SECRETARY

Yod are Mr. Fobert H. Abel ofqPocate11o About a week ago you wrote af
letter to BOP, INC. request1ng a breakdown of your loan payment. You
have not received-: an answer as yet and you are wonder1ng if the

letter has been answered. . ‘ f )

Remember, you can be irs. Abel.

1 o -

E:d

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Victor G. Allen and you recent]y wrote a letter to BOP, INC.
ask1ng for’ add1t1ona1 loan so you could-bu11d an eating estab]1shmenﬁ
at: Cove Fort. You woqu like to-knowiaf the letter has been answered
and, if Jt has, you wou]d like the 1etter read to you over the te]ephone

-

Remember, you can be Mgs A]]en ca111ng for your husband

R4
"
..
- )

TELEPHONE CALL --T0 POSTING'ANE TAX ELERK
You aré'w Russell Andreason of G]ens Ferrﬁgand you afe concerned
that the two gypsum plants in Sigurd w111 ra1se your g;&es. You wan;//////L\/,A
to know whether BOP INC. has any know]edge concerning a raise 1n taxes
Remember, you can bé Mr. Andreason calllng for your husband. .
} : PR v
L
TELEPHONE CALL- TO POSTING AND TAX CLER% ,
You are James R. Anthony of Aberdeen'and you want te know how much
interest you have pajd in the Tast six mgnths. You also want to know
at what interest rate you borrowedlygur'ho;ey.

Remember you can:be Mrs. Anthony calling fd?‘youn husband.




% { )
agi o ;
‘%ét‘; ~ ;:',:'. ;
TELEP rigy E CALL------ T0°POSTING AND TAX CLERK

PR
fo iy

has ajg%other Arnells as customera .
f’"-— - &
'Remgmggr, you can call as Mrs. Arnell.
=
TELEP%NE CALL--=--- TO POSTING AND TAX CLERK 2
" You-arg Malter H. A]]red of G]enshFerry, and you are wondering if a -

m1sta§g has been made In talking to your County Assessor you find

he say§ you paid over $500 in taxes iast year. Your assessor says he
3

is surgwyou did not pay over $325 in taxes. Agcording to your Annual

«4

Statement received from BOP, INC. you paid $306.60 in taxes You are

‘f-a

wonde<d ng who is right.

<

!

’ )

-Rem_ ér you can be trs. Allred calling for your husband,

TELEP%?NE CALL-~-=-- T0 AOSTfNG AND TAX CLERK

i
4v:%yévrsv*

£

‘@&i’%@ﬁ@@%ﬁggﬁﬁg ,

i

}%’z}‘%@,}ﬁﬁ;{%gmml

* v v
Sarh o

%
o

Y TRE I By ‘;&"\‘

You,agg Mary G Adams of - B}:ckﬁbot and you are very wea]thy You wish to

knov how much of your monthly mortgage payment does for taxes. You‘also

) w15h zo know how much in taxes you paid iast year.

B

7

Remgq%gr you can‘beAMrs. Adams calling for your husband. N

™

-TO CASHIER

,
e Paul G. -Addison of Rexburg and you have not received an answer

ur Tetter requesting Snformation. You want to know how much

f a
Y
- s Y ‘i

st you have pa1d in the last 12 months .

er, you can be Mrs Addison calling for your husband.

&

\d"u.

'} PR
RRTIS
:'«;-»aﬁ‘;»‘\
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4.

PROCEDURES FOR RUSH JOBS

-

Clear your desk s0 you can.work. through the rush job as
efficiently as possible. :

Answer your te1ephone as.you would during.the regular day and
respond as quickly as ‘possible., Get back to' the rush jgb
1mmed1ate1y S ‘

IS
. ~
~ 7

.. Quit work1ng on the rush job when you are told to do so. If

you finish the job before you are asked to stop, hand carry it
to the President.

DO NOT INCLUDE THE RUSH- J0B WORK WITH THE REGULAR DAY' S’ﬂORK

The rush job will last.for one-half hour (30 minutes)
2 . i . ﬁa%
TEACHER'S NOTE : ;THIS SHEET'SHOULD ACCOMPANY ALL RUSH J0BS. ¢
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-

VICE PRESIDENT RUSH J08

. TEAH 1 T Z/)

You-are to comp]ete a payroil. The amounts to be paid are as
?o] Tows : .
' . Vice President $800 )
v Executive Secretary 600 .
Receptionist/ :
Administrative Assistant’ 525 L
Cashier . . 450 Y
Posting and Tax Clerk . 410
Insurance C]erk 390 ’ ‘ i

You are to compute an ear]y payoff for !'1]Whm J. Andrew as of

payment #13.

Fad »

You are to compute an °annua1 Statement as of April 15 for
William J. Andrews ' .

\

You are to comBlete a payroll.
fo]]ows:\>‘ .

number 33.

Vice President { _-) $800 - .

Executive Secrétary ‘. 550 . o -

Receptionist/ - .
ministrative Ass1stant 2475 5

Cashier 400 . e

Posting and Tax CYerk 360" - ' Yo

Insur:;mCe C]erk \ 310 ‘ b

hd N
Compute an earLy payoff for Sﬂas R. Bush as of payment \ }'
4
- C ' 2 -

‘ b J

~
VICE®PRESIDENT RUSH J0B
- TEAT 2 .

4

The amounts to be paid are,as ’

\ A

Compute an anniua} Statement'as of Ap;‘ﬂ 15 for Silas R. Bush.,

) ,
\ - ‘
N ’:\ﬁi 4
r
» ‘y
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I oL EXECUTIVE SECRETARY RUSH JoB . ' ;

© ' ’ N . I
¢

1. You have five letters t6 type. Three must be transcribed from the
‘ enclosed tape, and two must be typed from the attached rough draft.

Be sure-to make a carbon copy of cach letter. . ;
. (ROUGH COPY) ‘ . .
.. ) .
‘Mr. Roger Nelson, President, The State Insurance Company’, 3

*Salt Lake City, Utah 84112 i

. Dear Mr. Nelson, Many of the employees in our company have expressed the
desire to have a plan for group insurance explained to them in detail.
We should like to develop more interest in this subject. Ve find, how-,
over, that insurance must be thoroughly understood by one before he can
explain group, insurance to the employees in our firm, None of us has _
the up-to-the-minyte information that we should have to make such @
talk. . <. . T

)

Would it be possible to arrange to have a representative of xOu} company

come to qur office next Wednesday and explain the subject to our employees.

Very truly you?s,

‘Business Consultants, Inc. .

2392 Michigan Boulevard, Chicago, I1linois 60601

Thank you fcr your recent request to meet with me to plan a possible
study of our office layout policies. 1 appreciate your interest, but I

~ do not feel that we need your services at this: time.

. T . Py
Being a new organization, we consulted with a firm from Los Angeles
when we set up our office. We are very pleased with the present layout,
and we do not expect to make ary changes in the near future.

If we should ever decide our office 1éy00t needs to be improved; we
-will contact you. g |

"Very truly yours, ' ‘

- : . -

: : -108-
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. \\v . ' EXECUTIVE SECRETAR{ RUSH JOBS R
5 A ' (continued) .. - e

~ . . v
. s

~.

. ' o s
Transcription letters (to be put on transcr15t10n belts)

fr. John Hilson . SRS O
285 Brentwood Road . . s Yoo
Ogden, Utah 84401 . VAN

Dear Mr. Wilson: T 7 g ; '

You are one of five app11cants sclected from more than’ forty ‘for whom we
. are granting personal intérviews. Your fine application 1etter ahd well-;
e ™M organized data sheet made a good impression. 1 wish more iyoung people |
< realized the importance of these two items when applying forca job.
X [ t
Please call our recept1on1st and arrange for an 1nterv1ew'w1th me within
. . the next two weeks. 1 look forward to thid cpportunity tQ ta]k with you.

Very truly yours,

/ ) ?‘.
/. oo .\ , -
' Dr. Roy Thomas, President . '
// Stevens Business College \ ’ //
Becker Drive Los Angeles, Califarnid 90012

Bear Doctor Thomas , . .
— " / ]

I regret that I will be unable ‘to’ speak at your conference on June 10. 1
4 - will be out of town that week on a bu51ness trip. Ay

;/ I have a1ways enJoyed part1c1pat1ng in your conferendes, ng I\w1sh y0u

! success in this year's meeting. If I can\be of serv1ce at/a later

; date, please let me know. / -
o Y

Sincerely yours, : .

.~' /

-109- * . )
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. EXECUTIVE SECRETARY RUSH-JOB
(continued)

" Tfanscription letters (to be put on trhnscrfption belts) *

Mr. "Alan,Sessions v
Chairman; Heart Fund S
25 South Temple Avenue . | SR

Salt Lake City, Utah  84112°

When you telephoned this morn1ng, you asked me. to send you the names’ of
all volunteers from my area.: We have just five working at the present
time. The names of these volunteers are g1ven below:

Ben Carver Ann Hadley L - Paul Roberts

Frank Curtis Louise Otto . N
£ .

-

"We are having our second meeting next Monday, and:I plah to distribute
the information sheets and materials’that [ received at the district
meeting. You should rece1ve the  first contrfbut1ons in about two g
.weeks. S

N ~

We are looking forward to h supcessfu] campaign.

ot

Sincerely yours,




\

ADMINISTRATIVE ASSISTANT RUSH JOB. .- C

TEACHER'S NOTE: THIS RUSH JOB MAY BE/COMBINED WITH RECEPTIONIST ket
RUSH JOB. \

\
$ AN \

1. Space these calls so that they are at least five minutes'apart. .

LY
A}

2. Each Executive Secretary is to receive one call. , e

3. Each Posting and Ta£ Clerk is to receive two calls. The fT\ t two
calls for the Posting’and Tax Clerk should go to one person and the
second two cal]s should go to the other Posting and Tax ClerR\Q

4. Make these ca115 as you normally would. Be sure to make out an \ .
Activity Log Sheet and evaluate each call. ' o

'/

. ! ‘
~ Q g \\
\
.

TELEPHONE CALL TO EXECUTIVE SECRETRRY

You. are Mr or lirs. Qllfton A Abbott. You recently received a letter

. from BOP, INC. telling you that you did not have enough money’ in your
tax reserve to pay your taxes. The letter requested you send a check |
for the additional amount. You have lost the letter and cannot remember -
the amount. Ask the Executive Secretary to check the files to find the
amount. ’

Answer: $%6.00 5

by

\

TELEPHONE CALL TO EXECUTIVE SECRE;ARY T

Ve

el

You are Mr. or Mrs. Reese A. Allsond»—vou wécentTy received a letter’
from BOP, INC. telling you that you dmdinot have enough- money in your

, tax reserve to pay your taxes. The letter requested you send a check
for the additional amount. Ask tne Executive Secreiary to check the
files to find the amount. - : ‘

Answer: $103.32 /

dap

¢ . / ’
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‘ " ADMINISTRAYIVE 'ASSISTANT RUSH JOB
(continued)
TELEPHONE CALLS TO POSTING AND TAX CLERK : ‘ P

You are Hr. and Mrs. Gerald C. Bergi and you wish to know how much

your monthly payment to BOP, INC. is;' ¢
Answer: 8/3/5 | ’ . T

You are !Ir, or ifrs. Keith M. BFingham, and you wish to know what
portion of your mdnthly payment goes into your tax reserve. i

Answer: $46.02

.

You are Mr. or llrs. Walter H. Allred, and you wish to know how much
your monthly paymeni to BOP,-INC. is. - ) . (

>

Answer $139

You are Hr. or Mrs. Delbert V. Allan, and you wish to know Qhat portion
of your morithly.payment goes into your tax ge-erve.

Anserr:: $10.72° , -

\s' — o
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. RECEPTIONIST RUSH JOB

-

TEACHER'S NOTE: THIS RUSH JOB MAY- BE CGﬁBINED WITH THE AU1INISTRATIVE
ASSISTANT RUSH J0B.

1. Type final copiecs of the two rough drafts attached to this sheet.
Be sure to make a carbon copy.

&
-

2. Make additional corrections as necessary.

3. Write a letter to the president asking for a raise in pay. Be sure
to justify your request. Also, be suré to make a carbon copy.

tir. James Short, 457 Central Avenue, Phoenix, Arizona 85004

Dear Jim, I don't know whether Walter Youse, president of the Phoenix
chapter has contacted yoy or not about the po]] being taken by the
planning Committee.~Im"case he has not, I am enclos1ng a pamphiet
that exp1a1ns the overall plan and deta1ls our part in it.

Since you served w1th us on the original committee, will you serve with

_us again this year., We continue to need your help and advice on this

important matter. ! 'w

Walt would 1ike to have our part f the surveyéqpmp1eted by the first
of August. I believe that we can\do this since we have already
outlined what we plan to do in order to cover the SUbJeCt

Our next meeting will be held at Newhouse's on Apr11 7 at 7:30 p m.
A second meeting will be held on April 15--same t1m¢ and p1ace T
See you there! < N

Vgry trgﬁy yours, W . »
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. CASHIER RUSH JOB
You are to post the attachéd coupons to the proper Investor's
Ledgers.

You ere to complete & Daily Summary and .Recap as you post to the
Investor's Ledgers. _ > \

You are to send a Welcome Letter and Payment Facts Sheet to the
borrower mak1ng his fiyrst payment. .

Asample YWelcome Letter is in your manual.

y

«
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CASHIER RUSH J0B
. . - /
e ' ‘ ,
1. Séveral bad checks (checks which were returned by the bank because
the dra did not have ‘sufficient funds in his account to coyer
the check) “have been returned to BOP, INC.

2. When BOP, INC. makes a bank deposit, a portion of the deposit goes
to each Investor's acCount. How much cach Investor receives . is
determined by the Daily Summary and Recap amounts. Because the
tracing of an individual check to a particular Investor's account
would be very difficult, BOP, INC. upon receipt of a bad check
immediately makes quf a check to the First Sincerity Bank of Idaho
(this is where BOP, INC. maintains its account) to cover the bad
check. This keeps individual investor accounts from being affected
by a bad check. . '

3. You should make out a check to the First Sincerity Bank of Idaho for
_the total of the bad checks you have received.

4. You should write a 1etter\to each individual who'is responsible for
a bad check telling him he must make the check good within a few
days. ' :

5. A sample Bad Check Letter is in your student's manual.

©OTEAM 1 - |

‘J \ = '
TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush
Job at this point. The check should be written out to BOP, INC. for
$35 by Gerald C. Berg. The check should be marked Insufficient Funds.

—n

TEAN 2 : -

. TEACHER'S NOTE: You should attach a bad check to the Cashier;s Rush

Job at this point. The check should be written out to BOP, INC. for
$120 by Norman E. Bishoff. The check should be marked Insufficient-
Funds. o
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POSTING AND .TAX CLERK RUSH J08
. 3 R . -,

5 1. BOP, INC. has an -agreement with each Investor that we will pay the
! taxes on all mortgéged\property. Therefore, each borrower must pay
' a certain amquat each month for taxes to BOP, JANC.: and this amount

. . 1is set aside to pay the taxes on that borrower's mortgaged property.
To find the amount of taxes on each piece of mortgaged property, the °
Posting and’Tax Clerk sends the original of the Loan Card.to the )
county assessor of the county where the property is located. The
county assesgor writes the amount of taxes due for that property on
the back of the loan card and returns it to BOP, INC. If the borrower
has paid enpugh money. into his tax reserve, BOP, INC. then pays the
takes on the mortgaged property. More money must be requested 'if the
borrower hgs not paid an amount sufficient to cover the taxes due.

2. " You should type & letter requesting the tax assessment for each
. borrower listed on the attached sheet., ;

-
1

3. Only one letter needs to be sént to each county- assessor requesting
' the tax assessment even though there is more than one Loan Card for
that couiity. . :

4. A sample Tax Request Letter and the names and addresses of each
county assessor are found in the Student's Manuale

» ’

5. To find the enclosure(s) (Loan Cards) for eéach letter, you must go
to your Loan Card File which is filed first by county and then

/" alphabetically by name within that county. The original of the Loan
Card should be enclosed with the letter and the. duplicate should be-
left in the Loan Card File. . ’

6. Upon completion of this’task,gheet, begin immediately with the next
task sheet using the loan cards you have retrieved fromkthe file.

.~
.

TEAH 1

Tax Notices Due ' J County
| N '
DoGE]as E. Bond Power
Phillip W. Armstrong ‘ "~ Idaho
) . . , N
Tax Notices Due - County
Donald J. Ballard Butte _
Alden . Brown co Bingham
— .
¢
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’ : POSTING AND TAX CLERK RUSH J0B ' . : "

&
- ~ <, »

1. Each county assesqor has written the tax assessment (the taxes due)
on the back of each Loan Card and returged it to BOP, INC.

2. You sh0u]d check the tax assessment against the tax reserve amount
for each borrower. The yearly tax reserve can be found by multiplying
the amount of the monthly tax payment (found on the borrower's ledger
by 12. .

@, 3. You shou]d pay the taxes for each bor rower w1th sufficient money in
his tax reserve. You do this by having the Receptionist write a
check to -the appropriate county assessor and enclostng this check
with a letter of transmittal. Only one check needs to be sent to
each county assessor td cover all the borrowers n t?at county

4, You shou]d type a letter of transmittal to transM%t the check to the
appropriate county assessor. The check should accompany the letter
. i of transmittal when it goes to the Vice President for signature. "A
. sample letter of transmittal and the names and addresses of each
county assessor are im your student's manua1

6. Be certain the Loan Cards are ref1]ed when y0u are finished working
with them. . .
. \ AL ’ -
- \ . ¢
11 ) . (
. . t
\ Qv W
. 3 ' ” ® {
a T
\)\ )
\ R 3 i
' . o
7 e \
Ty - .
’ : ~
1
> d,i
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INSURANCE :CLERK RUSH J08

4

AR Allwd surance policies received by BOP, INC. must be processed to
) det,,“1ne if the right customer, property, and mortgage amount is
o® cove?%‘d by the insurance. .

# 2. By;u??tg your Master Customer List you can determine whether these .

thngg; hings on each policy are correct.
& A
3. You=ghould f111 out an Insurar.ce Correct1on Form on‘€ach incorrect

4, You:s ou]d write a Premilm Letter to each borrower with a correct
. po{@c telling him his insurance has been approved. A sample
Premi?m Letter is found in your Student's Manual. .

TEACHER'S NOTE: PREPARE A SET FOR EACH TEAM.
Policy Mo.: 05-038

Insuree: American Western Life Insurance

Insured: Paul G. Add%son,4353 South 1100 East, -Rexburg, Idaho ‘83440

Propéfty Descriptiqn: Lot 2 Block 18 Sunrise HeigbtsAﬁExtension'#Q;

Rexburg, Idaho ' N\
Amount: of Coverage 4§J4;OOO

Effective Dates of Policy: November 1, 1969 to November 1, 1972

Cost of Coverage; $84.00 - _' . .
Y y]
‘/
A““\‘x ‘s
* i S
- o i
‘-; ]
i
H 4
%‘_@?Z'
& -118-
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S - INSURANCE CLERK RUSH J0B

» Y

BOP, INC. has an db]igation to its investors to keep akl mortgaged
property adequately insured.

2. Sometimes a borrower does not respond to a request for additional

: insurance funds as rapidly as BOP, INC. would,like. When this
happens, BOP, INC. usually receives a PoligyCancellation Notice

# from the insurance company indicating a policy is about to gxpire

because of nonpayment of premium. s

3. A Policy Cancellation Letter must'.then be sent to the borrower
indicating that action will be taken if he does not send the additional
amount necessary to pay the premium. A sample Policy Cancéllation

. Letter is in your Student's flanual..
J

4. You are to send a Policy Cancellation Letter £0 each borrower

identified by a Policy Cancellatiop Notice.
~ 5. The loam number and policy number are identical.

| _poLIcy CANCELLATION NOTICE
/ . TEAM 1. . . e

BOP4 INC. : N

Career Avenue : ’

Going Places, Idaho 8%?21 -

.Gent]emen: v v . o, o

Subject: Insurance Policy No. 03-006 . 5

Subject policy will be cancelled on October 1 if renewal premium is not
received. '

A

Present coverage is effective until end of thirty-day grace period:

Sincerely,

John Jones }

Premium Clerk

jal
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 INSURANCE CLERK RUSH JOB

1. On the accompanying sheet you will find the names of borrowers, for whom

” «

you are to renew inSurance po]iciesk/, '

2. You should check the cost of renewal lagainst the insurance reserve
amount for each borrower. The yearly insurance reserve can be found
by multiplying the amount of the monthly insurance payment (found
either in youn Mlaster Customer List or on the Borrower's Ledger) )
by 12. ' ) e .

3. If the insurance reserve is sufficient to cover the amount of the.’
. premium, you should have the Receptionist write a check to the
| ’ appropriate insurance company. Only one check covering the insurance
for a1l borrowers whose premiums are due needs to be sent to each
: company. X
4. You should type a letter of transmittal to transmit the check to the '
appropriate insurance company. The check should accompany the letter
of trapsmittal when it goes to the Vice President for signature. A -
-~ sample letter of transmittal and the names and addresses of.-each S
“insurance company are in your Student's Manual.

amount for a particular borrower, you should type a 1etter to that
borrower asking for additional funds.: A sample letter is in your
1 manual. . *

I3 ~

TEAM 1

Insurance Policy Renewals ~ Cost of Renewal Policy No. L

Max D. Bowman +'$ 32.04 - 02-023

|

|

, 5. If the insurance reserve is insufficient to cover the insuranée . Coe
Alden M. Brown 137.05 11-059

TEAM 2

" Insurance Policy Renewals Cost of Renewal Policy No.-

A Elson R. Brady, . ST I 04-093 :
7 John R. Briggs 154.70 03-056 , . ¢
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2 - : : .
l; INSURANCE CLERK RUSH JOB e
(contiqued)a o - " - e
. ’ , oo, '
A ! POHC,Y NO: 09 080 —F - 2 o - t

Insuree: Ca11forn1a Western Life ‘Insurance j”

. Insured: © (Clifford Adair, 1457 Van BUren Avenue, Arco, Idaho 83213 SR

R 4 3 .
aho 83213

"

T 'Propg Despription: Lot 16 Black S/Sqnset Road, Deve]mnent #7, o
Ar

, 1d
* %%g§ﬁhf of €overage: $4,300.00 \ ' e

S EffectiveDates 'of Policy: -October 15, 1969 to. October 15, 1972
- &

Cost of Coverage: _ $32.04 °

*o

Rolicy No: n-’oss)

Insuree: Farmers Insurance Group

LY %

L
Insured: F. Blaine Abraham, 2910 Cascade Way, DQ&]OA,Idaho 83323

Propefity Description: _Lot 2 Block 12 Sunset Rofld, Addition #4,

* - ‘—#—ﬂ
b Declo, Idaho 83323" - : BN
Ampunt of Coverage:‘- $]84006 ! _
Effective Dates of Policy: October 1, 1969 to October 1, 1971 K
,bogt of Coverage: - $108.00. s ,
~ . v . . .
-
’ ., : .
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" INSURANCE CLERK RUSH JOB
(continued)

e

POLICY CANCELLATION NO 1CE
| TEAM 2
N

}

>

BOP, INC.

Career Avenue
Going Places, Idaho
Gentlemen:

Subject: Insurance Po]icy No. 06-029 .

Subjeqt pol1cy will be cancelled on September 1 1f renewal premium “is
not received. . Py

-t

. ‘ 4
Present coverage is effective until end of thirty-day grace period,

>

Sincerely, ) -

&

John Jones
Premium Clerk

jal
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- : SAMPLE QUESTIONS FOR TEACHERS TO ASK DURING INTERVIEW ¥

13.

: . 14
| K 15.
R ~

' 16.
‘3 7.
T
)
A T
- g

.

\
v

{

-~

Nhag, are your p]ans for _the future?
What grades are you getting :;\EEﬁbo19

What courses .do you enjoy most in school?

. What courses do you dislike the most in school?

What are some of your hobbies? |
- £
Do you betong to any c]ubs?

How did you become interested in our firm? /
1

Nhat makes you th1nk you will like this type of viork?

Do you own an automob11e7

Doayou feel that you-get along well with people? 'Why?

." What type of work have you done’in the past?é\?hat company?

Do you get along well'with your,pa%ents? Brothers andJsisters?’d

ng many in your family?
What is the condition of your hea1th? How much school have you m1ssed?
What wou]d you expect for a starting salary?

Qo you th1nk you can sat1sfactor11y perfonn this job?

'Nhen can you start work? ) \
>
S
TR ™
. N E\( b \\\ -
- - : - ) » - v
:‘\\\ o ~ .
< .- V\\\‘
. . ®
f ' , ,
, .
“H
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it

A\
INTERVIEWERS CHECK LIST . »
. : { y
L Nhat vias your first 1mpress1on of the abp]ncant with respect to his
general appearance and manner? ) f
. A
. \Uhat was‘your opinion of the app11cant S att1tude7
o Eacept1ona11y good Above average Average Poor_
Did, the app11cant appear as thovdh\pe would-: -
Cooperate well with others" *'Bé non- cogperat1ve”'/// O - _,./’//
Uhat was your opinion of his temperame’n*t7 . o ’\,_,- ; ' 'y
T S
Emot1ons well controlled Average d1sposqt1on et T
) TR . - ve * - //\ <
Somewhat excitable_ Inclined to be lrrntable P ;;_."—”’T/ ;
L‘v ~ A
that was your impression with respect to h1s genera] 1ntegr1ty and . i// :

character? , O

- B . ‘ - - EY
Did the applicant’ s gencral physical condition, and stature appear to
meet the requirements of the trade?

Extreme]y we]] f1tted from a physical standpo1nt

L\Y

Normal phys1ca1 f1tness Questionahle
Unfit due to definite physical handicap___ }
”
Did your overa]l 1mpress1on of the app]wcant dur1ng the course of
the interview . B
<

Improve Remain the same 'Change unfavoralyly

General comments:

“r "124"
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- . - /
PERSONAL INTERVIEW FORM .- = .
- ~

‘ QUALI?Y L ’ HIGHLY ACCEPTABLE |DOUBTFUL rNOT ACCEPTABLE
g ' ~ |ACCEPTABLE & WHY

, o : g
-~ .|Personal appearance '

'ﬁbise.(self*confidence)

Speech (tone and’ grammar)

B Personality - : o : .

Attitgge ", . .

Ability to make decisions*

Social courtesies

~

Acceptance. of po]icies¥

. |Mannerisms . - i .

4
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BOP, INC.

LY /
CAREER AVENUE .
_- GOING Pt,A(ES, IDAHO B
S ’ T Ty
. EVALUATION SHEET A
¥ ’ - t . N
¢ SELF EVALUATION: ‘ )

.

:

‘
;4. SH ! ' !
]

{

g, 1.. How do you react to stressfull situations?

2. How do you react to undue criticism?
3.. How do you react to praise?
4. How do you react to constructive criticism?

5. How"do you react to restrictions of dress, specific hours, Timited
re]eased time, overtime work loads?

6. How do you react to peers evaluating you?

Y. How do react to evaluat1ng yourse]f’

8. When on the job, h6¢ do you react to friction between employees,
employer or fr1ct1on from the outside world’
9. Any general comments that you.found our about yourself while
working in BOP? .

o B . )
BOP, INC. EVALUATION . . . ) ' e

1. List-weakness of the program. . e PR
2. List strenghts of the egfgram.
3. List your recommended changes. . K

4, As an employee, what type of work did you find interested you the most?
(BE specific.) Mhat type of work interested you the least?

[y

5. After being employed in BOP, INC., for a Timited amount of fime
have yqu come up with any spec1f1c ideas as to

£

a. WOu1d you work in an office full time

- - ]

" b. You would not work in an office full'or part time >~

C. You are still undecided about what you want to do.

142




TELEP.HQNE CALL-\---J—TO \ncs PRESIDENT

'"';;I;:i_“. \E,Ynu g@e Robert E Adamson of GFace and you manﬁ tb—know 1f you can

= . '—-
""'. L ‘-‘ . al..'z '|-

»

- -

p -make your‘payments 1n a‘rather errat1c mdnner._ You want to make three

- ~
— v

‘“’; month]y paynen;s ¢hen Six/months 1ater ‘make three month]y payments.
You be11eve the eﬁr yments w1T1 make up for the\{ate/phe;\and it

* -—

.-r-
~-..~—-.' e mes A ~

= N
~~'--aw111 ba]ante—ouf' ﬁemember you can be Mrs -Adamspn and call for

L ::_yogrnhnsbanet ;:J‘ \

e

'TELEPHONEICAEL . T0- RECEPTIONIST -

-

You are Cﬁar}es D. Ackerson of B]ack oot and you quté‘§ letter to

-~ \\“

BOP INC., requesting a breakdown of your month}y payment wh1ch is

$120 You have nat 'yet rece1v d an answer to your 1ettér and you are

wonder1ng why, because you need‘to know the 1nformat1on for a bUs1ness

. deal you are 1nvo]ved in at the mpment. Remember, you cap call as

-

: Ackerson. T

14

. $ e,

'TEEEPHONE CALL T0 EXECUTIVE SECRETARY . .

You ' are Mr. Howard F. Q]and of Arxmo and you wou]d 11ke‘%o make an

o

appoWntment with the, Vice Pres1dem§ to talk over some of your mortgage -
documents S o s f: y

. 3;.'- i e B !
You do not undeYstand}gll the c]auses 1n yqur‘agreement

5}

Remember~ you can ca]ﬂras Mrs. Aland mak1ng an appo1ntment for your4

husband. .




