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|| Grade

Student Group Name ’ . ¥ C 102
2.] and Number L ’ 101 [

‘3.1 USOE Codba(s) I

4.1 Level Codé

5. Type Code 7 '

6.] Session Code .

7.} Program Length (Years) < Il 2 3 4 < 1 2 3 4

8.] Cooperative: . Ves ‘No ﬁ; - Yas No

9. Workstudy Yes .No | - Yes No

10.] Exploratory *Yes No Yes No

. -

i1, lhs+rucfors ahd
Teacher's Atdes

Mo o
A. Full Time 1 [ ‘
B. Percentage of Time '
12.] Enrollment . Male Female Male Female

-

TERMOB App ! Tcabli ity
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¢

I3, TERMOB Numbers




7

Program Length (Yoahs) ’

eE I

13. TERMOB Numbers

. <1 §.. 3 4 < 3 4
é. Cooperative Yeos ) No Yas No
9.] Workstudy Yes - Nb Yes No
10.] Exploratory Yes No.. Yes No
I} Instructors and
- Teacher's Aldes
]
A. Full Time
B. Percentage of Time
12.] Enroliment Male Female Male Female
L
TERMOB App | Icabl 14y ‘
AYJ




L3

7

Misoe Numb’er

Tably 2.1 (Cont'd) bnrollment in Final Grade by Student Group ‘

4 5 ;‘ : & )
f . .
2. 193 104 105
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8. L
.
T.4¢1  § 2 3 4 €)1 | 2 3 4 <L 12 3 4
8.1 Yes No Yes No N Yes- No
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11, .
12, Male Female, | Male Female Male Female.
~
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13, : AN
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Fﬁége Number _ -

 Table 2.3 Utilization of Departmental Instructional Area by Rooms .

Check Applicable Program Schedule

I, a. [ ] Weekly T2, a. L 1 Semester Schedule Change
b. [ ] Alternating b. [ ] No Semester Schedule Change
c. [ ] variable "
: | - WEEKLY -OR-SCHEDULE-A
o ' ) ’ 2 . ) 3 4 | ' | 5}}. 2
~ Room | Day Morning Afternoon " Evening
<1 Mo. of | No. of No. of No. of No. of No. of

Name ! Week | Hrs.Used | Stud. Hrs. | Hrs. Used | Stud. Hrs. | Hrs. Used {Stud. Hrs.

iA Mon. , “ ,

5C | oat.

TOTALS | ‘I | 3 |
"N 4A Mon. B B . 1 , .
- ‘ "Tues. ’

- Wed '
" [ Thurs. _ . ‘
_ Fri. B I —
C . Sa.f . ' . ) . !

Tues. | L | . N , |

Aad o o e e ’ Ly




“Room| Day |  Morning "  Afterncon | Evening
/‘\

'No. orf of thel 7:00 a.m.~12:00N 12:00N-6:00 p.m: -] 6:00 p.m.~11:00 p.m.}

- - MNo. of No. of No. of No. of No. of No. of
 Name ! Week |Hrs.Used | Stud. Hrs.| Hrs. Used | Stud. Hrs. | Hrs. Used Stud. Hrs.
A | Mon. . , .
-y T Jues. .} — - fp ———— 1 SN S S
Wed. '
Thurs. » | , -
Fri. : » - T
tS C | Sat. v

TOTALS

. Mon.

2A
Tues.
| Wed. - 1
Thurs.
. Fri.
1S cC Sat. B - —
”‘gEg:gé;=======F=========Q======================Q=========2==ﬁ======;====f==========#
by Mon.
Tues.
 Wed., I
[ Thurs,
Fri»“
tSC | Sat.
4A Mon.
Tues.
Wed.
Thurs.
- Fri.
LS C | Sat. ; . :
F2:2&EiL---q-----*-----L---ll-lhIlIIlI--IIlr--l--$-----ii
, ‘ 5A Mon. ‘
. ..} Tues.|_ : =
Wed.
Thurs.
- Fri. , '
LS C Sat. ] L N
TOTALS] | N | » fJ
= =8 7

0

14




Table 2.3 (Cont'd) Utiltzation of\DeparTme;?ﬂl
/ ofs

[,

a
b
c

. L
. L
t

Chech Applicable Program Schedule

] Weekly
] Atternating
J variable

2.

a.
b.

. Mjsoe Number

Instructional Area by Rooms

-

[ J Semester Schedule Change
[ 7 No Semester Schedule Change

>

ik e

| TotaLs

6 . 7

WEEKLY OR SCHEDULE B

8

LA

Room
No, or

*fyame

r 6ay

of the

Weok

Morning
* 7.00 a.m.~12:00N

N

Afternoon -

[2:00N-6:00 p.m.

Evenling

6:00 p.m.=l1:00 p.m. |

NQ. of

Hrs.Used

No. of
Stud. Hrs.

No. of
Hrs. Used

No. of
Stud. Hrs.

No. ©of
Hrs. Used

No. of
Stud. Hrs.

L]

I B

Mon.

Tues. |

Wed.

g

" Thurs.

Fri.

LS C-

Sa?,

Mon.

2B

1. Tuas.

g

A Thurs.

(

Fri.

LS C

Sat,

TOTALS

38

Mon.

ues .

ad.

Thurs,

ri.

5 ¢

cat.,

TOTALS |

4B

| Mon.

TueS, |

Wed.

Thurs.,

ri.

at.




5 7 8 o '9
Room L Day Marning : . Afternoon Evenling
L4 g 4 " .
No, orjof the “ .00 a.mifl‘Z:OON §2:00N=~6:00 p.m. . . 6:00 p.m.~11:00 p.m.
‘ * NQ. of No. of No. of No. of - No. of No. of
Nama | Weok |Hrs.Used |Stud. Hrs. [Hrs. Used | Stud, Hrs. |Hrs. Used Stud. Hrs. |
. '{_iAVBi¥A‘(7m;.h_ f”'f*"";’ - " " -t - - /Ty - T oTT T T '"-* - "Qf - - ot S
Tues. - . I
Wed., | } \
' Thurs.
Fri. |+ «
LS C Sat. :
TOTALS
28 |Mon.
1 Tues. ' 1 o | i
Wed. _ ‘kﬁ
Thurs. - : _ _ . _
] Fri. 1~ .,~' _ — i
1S C Sat. : ,
TOTALS | )
38+ | Mon. ‘ . -
TUES. \ - o |
wedo . et "
Thurs.} - . ;
e —
5C | cat. ' ]
POTALS ’ ] |
48 | Mon . o - ) e
Tues .
- | Wed.,
" Thurs.]
, 4 Frl, &
LS € Sa+t. ‘
TOTALS
58 Mon.
2 | Tues.
‘Wed.
‘ Thurs.
" Fr" ’
LS C Sat.
TOTALS




"Misco Nymber

¢

+*

&

33

Check Applicable Program Schedule

i. a. [ Weekly
» b. [ JAlternating
*c. [ ] Variable

2:

Table 2:2-(Cent'd) U{}ilzaflon of Deparfmeﬁfal Instructional Area by Room

[ 4

a. [ ] Semester Schedule Change
b. [ 1 No Semester Schedule Change

WEEKLY OR SCHEDULE A |
([ 12 13 14 15
Room Day Morning Afternoon Evening
No. or|of thel 7:00 a.m.-12:00N {2:00N=6:00 p.m. 6:00 p.m.=11:00 p.m.
No. of No. of No. of No. of "No. Bf . No: of
- Name | Week” Hrs.Used | Stud. Hrs.iHrs, Used | Stud. Hrs. ,Hrs{(UsedeS+ud. Hrs.
» . ;ﬁon. B ‘ L
6A Tues.
Wed. ' .
 Thurs., r.a
LS C
TOTALS
7A
15C | Sat. i
#TOTALS
Mon. N
8A Tues.
Wed.
Thurs .
Fri. |-
LS C | Sat.
TOTALS | T
Mon
9A  [Tues.
Wad,
“Thurs
Fri.
L5 ¢ Sat.
TOTALS




o2 I3 : 14 . s -7
) Room | Day Morning Afternoon Evening
No. or lof the 7:00 a.m,~j2:00N. }. (2:00N-6:00 p.m. 6:00 .m.-\ll:éo
T No.of | No.of | No., of- No. of No. ©f No. ot
Name \'leek‘ Hrs.Used | Stud. Hrs. Hrs. Used | Stud.-Hrs. Hr‘s.ﬂ,Used «S'l_'qglr.___!{l_[’sr.w
) Mon . - 7 A v . , o
6A Tuas. - ] . | 8 |
Wed. | o
Thurs{ ‘ v - ‘
fLSC [Sat, | i 1 - o
*OTA _ N . _ R P B
P : | MOﬂ._ - . " ) .
7A TLIGS. ) . . ) i - - .
Gdo D ) :
Wrsd i
‘ ?r'o " B 8. ; |
1S C at. , ' . _ — , )
TOTALS | , -
Mon.
8A Tues. |.
ad .
Thurs.
| ri.
15 C | sat.
TOTALS . _ :
- 9A Tuas, , 1
3 Gd. - .
ursd
rl. | ‘ ; .
LS C Sat. 7 R
TotAs ] |
’ . VOR’n )
I0OA  [TTues. ‘
Wed, _ _ e
Thurs. , 7
"r‘y" )
LS C at.
N }
1 TOTALS \{ ‘ »
o | 34 o
. Y o
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Misoe Number

Taple 2.3 (Cont'd) Utilizatlon of Departmental Instructional Area by Room

*

. a.
b.
c.

Check Appltcable Program Schedule

£l
L3
C

Week!y
J Alternating
1 variable

2.

@

7

WEEKLY OR SCHEDULE B

19

.

a. [ ] Semester Schedule Change
b. [ ] No Semester Schedule Change

20

Room

No.

ar

Day

of fhe

18

- Morning

7:00 a.m.~12:00N

" Afternoon

12:00N=-6:00"p.m,

Evening

‘ 6:00 p.mo'l l :oo_p.m.

Waok.,

No. of
Hrs.Used

No. of
Stud. Hrs.

No. of
Hrs. Used

No. of
Stud. Hrs.

No. of
Hrs. Used

No, of
51‘ud " HI"S .

os

Mon .

Tues.

Wed.

Thurs.,

Fri.

L5 C

Sat.

TOTALS

®

»

- Mon,

JuGS .,

~ Wed.

Thurs.,

kri.

LS C |

Sat.

TOTALS

88

Mo,

Tues.,

Wad,

Thure,

Fri,

LS C

Sat.

‘jﬁTALS

98

Mon .

INEEPR

- Wed.

Thurs,

Ert.

EERN

\

MOt




WEEKLY OR SCHEDULE B
< 1e* 17 18 19 20
Room Day Morning Afternoon Evening
No. or| of the| 7:00 3.m.~12:00N 12:00N~6:00 p.m. 6:00 p.m.=1:00 p.m.
- 'A‘ No. of No. of No. of No. of No. of No, of -
Name Week Hrs.Used] Stud. Hrs. Hrs. Used | Stud. Hrs., Hrs, Used] Stud. Hrs.
68 Mon .
| -Tues.,
Wed.
Thurs,
H » Fri.
LS C Sat. ~
PTOTALS 3
78 . Mon.
. N (3 !
Wed, | .
Thurs. ;-
Fri. o
LS C Sat. ~— _ _
TOTALS - s
88 | Moen.
Tues,
Wad.
Thurs.
I Fri. *
LS C . Sat.
TOTALS ,
:i’
9B ~ Non.
Ties,
Wed.
© Thurs. .
‘ Frl. |
| LS C Sat, [
TOTALS. | S e |
108 Mot _ , . ,
1 Tues
__Wod,
¢ Toursat . o
. Eri R \
s Sat,. '
LIITALS f;l N

3t

[
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Misoo ‘Number

Table 2.3 (Cont'd) UtTlization of Deparimental Instructional Area by Room

Check App!icable Program Schedule
Weekly

1. a,.C] 2. a. [] Sémesfer Schedule Change
b. [ 1 Alternating ~b. [ JNo Semester Schedule Change
c. [ ] variable - , ‘
WEEKLY OR SCHEDULE A  ° o
2] 22 s 23 24 25
Room Day - Morning Afternoon Evening
No. off of the  7:00 a.m.-12:00N 12:00N-6:00 p.m. 6:00 p.m.~11:00 p.m.
No. of No. of No. of, No. of No. of No. of
Narme | Week Hrs.Used | Stud. Hrs.|Hrs. Used Stud. Hrs. | Hrs, Used | Stud. Hrs.
\ Mon .
1A . | _Tues. I
Wed. -
1 Thurs, -
Eri. ‘
; LS C Sat. -
. | TOTALS - ﬁﬂ
‘ Mon. ’ * -
I12A Tues.
Wed.,
" Thurs. I
Fri. |
5 C. | Saf. " — 1
TOTALS | ) )
Mon. .
|34 | Tues, 1
V Wed. |
Thurs;
‘ Fri., l
L5 G | Sat, o]
TOTALS :l
( Mon. |
[4A Tues.
\"ad. -
 Thurs, N
» Fri.
LS C Sat.
GTALS
ERIC .



21 22 23 24 2
Room| Day Morning Afternoon Evenling
-~No. or] of *he~i, 7:00 a.m.~12:00N 12:00N~6:00 p.m. 6:00 p.m.~11:00 p.m.
p No. of No. of No. of No. of No. of | No. of
Name | Week Hrs.Used }Stud. Hrs.|Hrs. Used | 5tud. Hrs. -} Hrs. Used} Stud. Hrs.
| Mon.
1A L Tues. .
. Wed.
Thurs.
| Fri.
LS C ~Sat.
TOTALS _ N :H
: Mon.
- 12A Tues.
Wed .
~Thurbo . -
. Fﬁf‘i. QE L \_
:  LS‘C Sat.
TOTALS
) Mon. 1
138 ues. o
) Wed. N
Thurs.,
| Fri.
LS C Sat.
TOTALS | N
| Mon, .
[4A TuesS.
‘ Wed. 1
[ Thurs.
“Fri.
LE C ~Sat.
TOTALS “
3 ‘ 3
Mon.
iSA [ Tues. l
Wad.
1 Tnurs, .
, 1 Fri.
LS C |. Sat
TOTALS
36 *




- ]3?'&’ :u;

Misoe Jdinber

39

Swor 3 GHHi zatiun o Deparimenial Instructional Area by Fosm

Chock App!icgb&ﬁ/ProgFam»Bch@dule

fooa. [ ] Weekly 2. a. [ ] Semester Schedule Change
b [ ] Alfcrnaflng t. [ J No Semester Schedule Change
c. [ Jvariable
WEEKLY OR SCHE&ULE B
& 27 Mg 29 R 39
Room Day Mornling Afternoon Evening
No. or] of the 7:00 a.m,~12:00N 12:00N-6:00 p.m. 6 00 p.m.~il: OQAp m.
- No. of No. of No. of No. of |- No. of | No. of
Name | Week | Hrs.Used | Stud. Hrs. (Hrs, Usad | Stud. Hrs. | Hrs, Used $+ud. Hrs,
‘ : a mn . ) = §
wed., -
THUrs
Fet,
=S C Sat.

128

TOTALS |

Mon.

Tues,

wed.,

* Thurs J

Fri.

1S C

Sat.

TOTALS

138

=
Mon.

" Tues.

. Thurs.

Wed.

ri.

LS C

Sat.

TOTALS

148

Mon,

Tyes,

wad.

Thurs.

Fri.




" WEEKLY OR SCHELULE-B

e

0

26 27 28 29
Room Day Morning Afternoon Evening
No. orl of the 7:00 a.m.~12:00N . 1 2:00N=6:00 p.m, €:00 pomo~11:00 pom.
No. ot No. of No. of No. of No. of No. of
Name | Week | Hrs.Used | Stud. Hrs. [Hrs. Usad | Stud. Hrs. | Hrs. Used | Stud. Hrs.
118 Mon .
.. Wad. .
Tn urs hY
. Fei.
es Q -

SarT,

TOTALS

148

LSC__ Sat., ’_
TOTALS ‘
125 Morn . !
Tues. ,
Wed. -
- Thurs,
. Fri.
LS C Sat.
Y g
TOTALS g ; \,.4»
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wﬂﬂsoe Number _

Table 2.3 Utilization of Departmental Instructional Area By Room

4

Check Applicable Program‘Schadule

1. a. [ ] weekly 2. a. [ ] Semester Schedule Change
- b. [ ] Alternating ~ b. [ JNo Semester Schedule Change

c. [ ] variabte -

WEEKLY OR SCHEDULE A

n . 32 , . 33 34 3
Room | Day: . Morning - Afternoon Evening
No.or | of thel 7:00 a‘m.eIZ:OON 12:00N-6:00 p.m. 6:00 P.M.-11:G0 pim;
: ) No. of | No. of No. of | No. of No. of | No. of.
_ Name | Week JHrs.Used | Stud. Hrs. Hrs. Used | Stud. Hrs. | Hrs. Used] Stud. Hrs.
16A Mon.,_} P
Tuess | , - . . . ,
. ! wed' 1 N N U (3 ‘
-_ ___B\UI"S- . - T~ . Y .
' Fri. o , ‘ .
LS C Sat. T o . )
JOTALS = - : —— _————-_—__—__———L====H4
1 17A - | _Mon. " "
Tues.
- Wed. . , . _
Thurs.| ‘ v »
L5C | Sat. | v —— u v _ ] , '
P A | oy ] |
e = ’ , 1:;#
;__ed.
Thurs. . . , , L
Fri. . _ v 1 v
igg;éég==ﬁ==e4f ' —— — j%t:f 44:===J:f ‘ 2====%======================J
—Tues. | , . L . . B ,
4 Ved. o o S , R
O | _Thurs, I B ; _ ~
”EMC f' L B - ) _ . . . * . . 4 ¥ . ——-'




Alternating
C ]‘Vqrtable

K7

-

33

WEEKLY OR SQHEDL:@ A

35

Da

- Week

. of the

Morn!ng
7:00 a.m.-12:00N

Afternoon

12:00N-6:00 p.m.

Evening

6:00 P.M.=11:00 p.m.

No., of

No. of

Stud. Hrs.

No. of
L Hrs. Used

No. of

"Stud. Hrs. |

No. of
Hrsq,Usqd

No. of
Stud, Hrs.

Mon.

Hrs.Used

ues.

Wed.

— Thurs.

Fl" ‘ .o !

~ Sat,

Mon.

Ll]

Tuss.

'_" wed 3

- Thurs.

Fri.

Sat.




. : | Misce Number
Cranie 2.8 WCony ST icat.on of Departmenial Instructional Area by Poom

- Check Appl lcaboe Program Schedule

b, ] Weekly 2. a. [ ] Semester Schedule Change
J Alternating b. [ J No Semester Schedule Change*
C. 3 Varlable :

WEEKLY OR SCHEDULE B

36 Sy | 38 39 ' 40

~ sRoom| Day © Morning Afternodn o Evening i
Ne.or] of thel 7:00 a.m.~|2:00N 12:00N-6:00 p.m. 6:00 p.m.~11:00 p.m.
: No. of No. of No. ¢f No. of No. of No. of -
Name| Week |Hrs.Used | Stud. Hrs |Hrs--Used | Stud. Hrs. { Hrs. Used| Stud. Hrs.
168, ] Mon. | i | § | o
Tues. ‘ ‘
~Wed. |
Thurs.,
Fri. 1 )
Ls O - Sat. o , , -
J TCTALS . » _ , _ .
e ” — —— A—iT A4====F=======HIlT
i78 | Mon. i . _ «
Tues, ' _
Wad.
Thurs.
_ Fri.
LS C Sat. _ B
TOTALS | | _ ' | ~ | , |
i 188 Mon. o i ‘ L N ‘ .
Tues. -
_¥ed. , ;
~Thurs. =
) - }Fri‘ i
LS C Sat,
TOTALS|
193 | _Mon,
Tues.
Wed.
Thurs.
; Fri, B _ , ; 1. _ v
LS C Sat. e . _ I N , , e
L1 R S ’==;=================L==========at4f ———— :
R (== — e |
a- B | Mon., ' N . } )




- 37 38 . o » 40

T —_—

Room} Day Morning Afternoon Evening
Ne.or | of thef 7:00 a.m.~12:00N - }2:00N=6:00 p.m, 6:00 p.m.~l1:00 p.m.
o | No. of No. of No. eof No. of -} No. of No. of
Name | Week |drs.Used | Stud. Hrs |Hrs. Used | Stud.-Hrs. | Hrs. Used} Stud. Hrs.
i16B | Mon.
~ Tues. |
L. 0 Lo Wed. L _ ] _ o |
- Thurs,
- Fri,
Ls Sat.
2
ToTALS
: - ——
{78 { Mon. ’
Tues.
Wad.
 Thurs.|] -
. Fri.
LS ¢ 1 Sat.
TOTALS o
- ¢========F=======§# ————— — = =
188 Moh. o ‘ , N
) | _Tues. i N , ]
Wed. , , - “
~Thurs, ]
-t Fri,
LS C Sat.
~ ELBZTALS
193 | Mon, | , e
Tues. , N ‘, R
Wed.
~Thurs.
Fri,
LS C ~ Sat.
TOTALS ¢ : s
_— : 4==========================;============:===========;===========H
208 | Mon. , e _ -
“Tues.
__Wed.,
Thurs,
; Fri.
LS C Sat.
TOTALS 4 | _ ' _ : ' g
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TABLE T~1 - INSTRUCTIONAL DIVISION AND UNIT OUTLINE
‘ ‘ BUSINESS AND OFFICE OCCUPATIONS

DOES THIS OUTLINE CONTAiN ALL OF THE INSTRUCTIONAL CONTENT OF YOUR

PROGRAM? YES NO
CODE _ DIVISION CODE , UNIT
01 TYPEWRITING 01 INTRODUCTION TO THE TYPEWRITER
- . 02 DEVELOPMENT OF BASIC TECHNIQUES -~ _ -
03 DEVELOPMENT OF KEYBOARD CONTROL
04 CONTROL OF OPERATIVE PARTS OF THE
MACHINE
05 MACHINE MAINTENANCE
06 : TABULATION :
07 TYPING A ROUGH DRAFT
08 TYPING FROM A ROUGH DRAFT
09 OUTLINE
: 10 : BUSINESS REPORT
11 BUSINESS LETTERS
12 LETTER OF APPLICATION
13 TABLES
14 TYPING FOR DUPLICATION
15 . DEVELOPMENT OF SPEED AND ACCURACY
16 DEVELOPMENT OF PROOFREADING SKILL
«ﬂ‘(» 17 ALIGNING, SQUEEZING AND SPREADING
18 CORRECT ERASING TECHNIQUES
19 REFINEMENT OF KEY-STROKING TECHNIQUE
20 MASTERY OF ALIL CONTROL MECHANISMS
OF THE TYPEWRITER
21 ROUTINE CARD OF THE TYPEWRITER,
INCLUDING MACHINE CLEANING
: AND RIBBON CHANGING ' .
‘ , 22 . DRILLS FOR SPEED BUILDING AND
) DEVELOPMENT OF ACCURACY
g 23 ~ TIMED WRITINGS :
. 24 PROOFREADING
25 TYPING FROM ROUGH DRAFTS .-
26 MANUSCRIPTS
27 LETTERS -
28 TABULATION
29 POSTAL CARDS, INDEX CARDS, LABELS
3c ENVELOPES .
: 31 PRINTED BUSINESS FORMS
- 32 SNAP-OUT FORMS
33 USE OF ODD SIZES OF LETTERHEADS
34 . CARBON COPIES, INCLUDING ONIONSKIN
35 PUNCTUATION, CAPITALIZATION, WORD
DIVISION, EXPRESSION OF NUMBERS
36 DICTATION AT THE TYPEWRITER :
37 LEGAL. TYPING
38 COMPOSITION .AT THE TYPEWRITER
39° CORRECTION Tzcaurouzs
02 GENERAL 01 WHAT BUSINESS DOES FOR YOU
, BUSINESS 02 BUSINESS AND OUR ECONOMIC SYSTEM
Q . 03 - THE LAW IN THE BUSINESS WORLD
- ERIC ‘ - 04 MONEY AND BANKING

- 05 INVESTMENT OPPORTUNITIES




05 MACHINE. MAINTENANCE

y 06 TABULATION
™ 07 TYPING A ROUGH DRAFT
. 08 TYPING FROM A ROUGH DRAFT
09 OUTLINE .
10 BUSINESS REPORT
11 BUSINESS LETTERS
12 LETTER OF APPLICATION
13 TABLES
14 TYPING FOR DUPLICATION
15 DEVELOPMENT OF SPEED AND ACCURACY
16 DEVELOPMENT OF PROOFREADING SKILL
, 17 ALIGNING, SQUEEZING AND SPREADING
~ 18 _ CORRECT ERASING TECHNIQUES
19 'REFINEMENT OF KEY-STROKING ‘TECHNIQUE
20 MASTERY OF ALL CONTROL MECHANISMS
. OF THE TYPEWRITER
21 - ROUTINE CARD OF THE TYPEWRITER,
B INCLUDING MACHINE CLEANING
‘ . ' AND RIBBON CHANGING .
22 DRILLS FOR SPEED BUILDING AND
, DEVELOPMENT OF ACCURACY
23 TIMED WRITINGS
24 PROOFREADING
25 TYPING FROM ROUGH DRAFTS
26 MANUSCRIPTS of
27 \  LETTERS »
28 . TABULATION |
29 POSTAL CARDS, INDEX CARDS, LABELS
30 ENVELOPES
31 PRINTED BUSINESS FORMS
32 SNAP-OUT FORMS
33 USE OF ODD SIZES OF LETTERHEADS
34 CARBON COPIES, INCLUDING ONIONSKIN
35 PUNCTUATION, CAPITALIZATION, WORD
| DIVISION, EXPRESSION/OF NUMBERS
36 DICTATION AT THE TYPEWRITER
37 LEGAL TYPING
38 COMPOSITION.AT THE TYPEWRITER
39 CORRECTION TECHNIQUES
GENERAL 01 WHAT BUSINESS DOES FOR YOU
BUSINESS 02 BUSINESS AND OUR ECONOMIC SYSTEM
03 THE LAW IN THE BUSINESS WORLD
04 . MONEY AND BANKING
. 05 INVESTMENT OPPORTUNITIES
: 06 . PLANNING AND SPENDING INCOME
07 YOU AS A CONSUMER
08 EFFECTIVE USE OF CREDIT
09 PROTECTION FOR THE CONSUMER
10 COMMUNICATING AND USING TRANSPORTATION
SERVICES
11 YOU AS A CITIZEN
12 SHARING ECONOMIC RISKS
13 THE BUSINESS OF GOVERNMENT
& ™2
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TABLE T-1 (CONT.) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE

BUSINESS AND OFFICE OCCUPATIONS

COPE  DIVISION CODE _ ~_ UNIT
02 GENERAL 14 g LABOR AND AMERICAN BUSINESS
BUSINESS 15 . PLANNING TO EARN A LIVING
(CONT.) 16 BUSINESS ETHICS
17 PERSONAL BANKING
18 PLANNING AND SPENDING.PBRSONAL INCOME
19 CONSUMERISM .
20 COMMUNICATIONS SYSTEM - L
21 TRANSPORTATIONS SYSTEM :
22 INSURANCE
! \.
03  BUSINESS . N
MATHEMATICS 0l FUNDAMENTALS
: 02 COMPUTING INTEREST
03 RECONCILING BANK BALANCES
04 TAKING CASH AND TRADE DISCOUNTS
] 05 » DETERMINING SELLING PRICES
06 DETERMINING COMMISSILONS -
07 DETERMINING BANK DISCOUNT
08 COMPUTING SOCIAL SECURITY TAXES
09 - PREPARING PAYROLLS
10 COMPUTING COST OF PROPERTY INSURANCE
11 DISTRIBUTING PARTNERSHIP PROFITS
12 COMPUTING DEPRECIATION
13 FINANCING
14 INVESTMENTS
15 PROPERTY TAXES .
16 : READING GRAPHS AND TABLES
17 ADDITION SKILLS
18 SUBTRACTION SKILLS
19 MULTIPLICATION SKILLS
20 DIVISION SKILLS

21 ~"  FRACTIONS
22 (. PERCEgg GES
S

23 ) INVOI
24 “ DISCOUNTS
25 INTEREST
| 26 WAGES AND PAYROLL
27 ° DEPRECIATION
. .0 .
04 RECORDKEEPING 0l . INTRODUCTION TO RECORDS
02 PROCESSING CASH RECEIPTS
03 PROCESSING CHECKS & BANK STATEMENTS
04, PROCESSING SALES ON ACCOUNT
08 USING PURCHASE RECORDS )
06 PROCESSING WHOLESALE BUSINESS RECORDS
07 . PROCESSING PAYROLL RECORDS
08 REPORTING INCOME FOR TAX PURPOSES
09 REPORTING INCOME, COST AND EXPENSE

TO MANAGEMENT “

CLERICAL 0l . FILING
OFFICE * 02 CALCULATING MACHINES
PRACTICES - 03 TYPEWRITER S

P P T P "
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04

05"

06

Aaniata ithitaliid Lt 2t

BUSINESS
MATHEMATICS

RECORDKEEPING

CLERICAL
OFFICE
PRACTICES

0l
02
03
04

- 05

OFFICE
MACHINES

06
07

09
0l

02
03

ST T YKANOPURTALILUNG "Il
_ INSURANCE

L

FUNDAMENTALS

COMPUTING INTEREST .
RECONCILING BANK BALANCES
TAKING CASH AND TRADE DISCOUNTS

" DETERMINING SELLING PRICES

DETERMINING COMMISSIONS

DETERMINING BANK DISCOUNT

COMPUTING SOCIAL SECURITY TAXES
PREPARING PAYROLLS

COMPUTING COST OF PROPERTY INSURANCE
DISTRIBUTING PARTNERSHIP PROFITS
COMPUTING DEPRECIATION

FINANCING

INVESTMENTS

- PROPERTY TAXES

READING GRAPHS AND TABLES
ADDITION SKILLS
SUBTRACTION SKILLS

* MULTIPLICATION SKILLS

DIVISION SKILLS
FRACTIONS '
PERCENTAGES

INVOICES

DISCOUNTS

INTEREST

WAGES AND PAYROLL

DEPRECIATION *

INTRODUCTION TO RECORDS

PROCEBSING CASH RECEIPTS
PROCESSING CHECKS & BANK STATEMENTS
PROCESSING SALES ON ACCOUNT

. USING PURCHASE RECORDS

PROCESSING WHOLESALE BUSINESS RECORDS
PROCESSING PAYROLL RECORDS

REPORTING INCOME FOR TAX PURPOSES
REPORTING INCOME, COST AND EXPENSE -
- TO MANAGEMENT

FILING
CALCULATING MACHINES

* TYPEWRITER

DUPLICATING MACHINES

OTHER OFFICE MACHINES
RECORDKEEPING

BUSINESS FORMS

DATA PROCESSING

OFFICE COMMUNICATIONS SYSTEMS

DESK CALCU TORS
DUPLICATI MACHINES

_ TYPEWRITERS




ol : .
A , |
TARLE T-1 (CONT.) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE
BUSINESS AND OFFICE OCCUPATIONS
CODE___DIVISION (o0)) - JN UNIT
06 _OFFICE E 04 . RELATED MACHINES (COLLATOR, STAPLES,
MACHINES . FOLDER, ETC.) ,
(CONT.) ., 05 TRANSCRIBING MACHINES
. .06 BOOKKEEPING MACHINES -
I'd
07  SHORTHAND . ‘ol SHORTHAND THEORY —
S 02 - ABBREVIATING PRINGIPLES ¢
03 READING
04 WRITING )
4 05 REVIEW AND DRILL
06 DEVELOPMENT OF SHORTHAND VOCABULARY
07 ~ SPEEDBUILDING
- 08 OFFICE~STYLE Dxcmamxon
09 MECHANICS OF WRITTEN ENGLISH
10 - DICTATION AND TRANSCRIPTION
11 - TYPING
12 ENGLISH
’ 13 PRACTICAL APPLICATION OF TRANSCRIPTION
" TECHNIQUES
14 SPECIAL TRANSCRIPTION PROBLEMS
, 15 PERSONAL DEVELOPMENT
08 BOOKKEEPING 01 } STARTING A BOOKKEEPING SYSTEM
02 THE BOOKKEEPING CYCLE (SIMPLEST FORM)
.03 THE BOOKKEEPING CYCLE (ADVANCED FORM)
’ 04 AUTOMATION
d(;;T;;CRETARIAL 01 WHAT IS A SECRETARY? : S
OFFICE 02 BUSINESS BEHAVIOR N1
PRACTICE 03 PERSONALITY Y, ‘1
04 WORK ORGANIZATION g
05 DICTATION AND TRANSCRIPTION
' TECHNIQUES :
. : 06 THE MAILABLE LETTER :
07 EDITING .
08 COMPOSITION OF LETTERS
09 SECRETARIAL TYPEWRITING
10 COMMUNICATION .
11 FINANCIAL RECORDS
12 TRAVEL: AND TRANSPORTATION -
13 BUSINESS FILING AND RECORDS CONTROL
14 INFORMATION - SOURCE AND USE.
15 OFFICE MACHINES ﬂ
_ 16 "~ AUTOMATION IN TODAY'S BUSINESS
17 OCCUPATIONAL INFORMATION
10 BUSINESS - 01 LISTENING SKILLS
ENGLISH AND 02 . SPEAKING SKILLS °
. COMMUNICATION 03 READING SKILLS
04 GRAMMAR
05 WORD SKILLS
06 , FORM AND COMPOSITION

07 BUSINESS LITERATURE




BOOKKEEPING

.~ SECRETARIAL
(OFFICE
PRACTICE

&

BUSINESS,
ENGLISH AND
COMMUNTICATION

ACCOUNTING

'REVIEW AND DRILL

- PERSONAL DEVELOPMENT

- THE MAILABLE LETTER

" PRAVEL AND TRANSPORTATION .

. THE INCOME STATEMENT

DEVELOPMENT OF SHORTHAND VOCABULARY

SPEEDBUILDING

OFFICE-STYLE DICTATION .

MECHANICS OF WRITTEN ENGLISH

DICTATION AND TRANSCRIPTION

TYPING

ENGLISH .

PRACTICAL ‘APPLICATION OF TRANSCRIPTION
CHNIQUES

SPEJRAL TRANSCRIPTION PROBLEMS

STARTING A BOOKKEEPING SYSTEM

THE BOOKKEEPING CYCLE (SIMPLEST FORM)
THE BOOKKEEPING CYCLE (ADVANCED FORM)
AUTOMATION ~

WHAT IS A SECRETARY?
BUSINESS BEHAVIOR

PERSONALITY

WORK ORGANIZATION )

DICTATION TRANSCRIPTION
TECHNI

EDITING

COMPOSITION OF LETTERS
SECRETARIAL TYPEWRITING
COMMUNICATION 5
FINANCIAL RECORDS

BUSINESS FILING AND RECORDS CONTROL
INFORMATION - SOURCE AND USE

OFFICE MACHINES :
AUTOMATION IN TODAY'S BUSINESS
OCCUPATIONAY INFORMATION

LISTENING SKILLS

SPEAKING SKILLS

READING SKILLS . : .
GRAMMAR _
WORD SKILLS

FORM AND COMPOSITION

BUSINESS LITERATURE

SOURCES OF BUSINESS INFORMATION

THE ACCOUNTING EQUATION
ASSETS~DEFINITION AND CLASSIFICATION
LIABILITIES

OWNER'S EQUITY

ACCOUNTING

THE BALANCE SHEET '

THE T-ACCOUNT
DEBITS AND CREDITS
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TABLE T-1 (CONT.) - INSTRUCTIONAL DIVISION AND UNIT OUTLIMNE '

BUSINESS AND OFFICE OCCUPATIONS

CODE __DIVISION CODE __ ~ _____UNIT

- 11  ACCOUNTING - 10° - THE GENERAL JOURNAL
(CONT.) . 11 THE LEDGER
12 SPECIAL JOURNALS ,
13 - INVENTORIES~-MERCHANDISING
14 INVENTORIES~MANUFACTURING
5 . RATES ANALYSIS g
16 FIXED ASSETS-DEPRECIATION
, 17 COST ACCOUNTING CONCEPTS
' 18 STANDARD COSTS
i ) . 19 BAD DEBTS3
fﬁg 20 STOCK *
~ ) 12 ECONOMICS 01 SUPPLY CURVE
. : %02 DEMAND CURVE
03 - MARKET EQUILIBRIUM
04 NATIONAL INCOME ACCOUNTING
05 . PURE COMPETITION
06 MONOPOLY
. . 07 OLIGOPOLY :
08 ELASTICITY (DEMAND) «
09 ELASTICITY (INCOME) :
10 CROSS ELASTICITY
11 FEDERAL RESERVE SYSTEM
. : 13+ CIRCULAR FLOW OF INCOME
: i \ 13 : DEFINITIONS $ 4
14 STATISTICAL ANALYSIS | IR
15 . INTERNATIONAL TRADE :
13 BUSINESS LAW 01 SOURCES OF LAWS -
02 COURTS ¥ s
03 - THE LAWSUIT o
04 TORTS
. 05 FELONIES
- 06 MISDEMEANORS
07 . CONTRACTS
08 AGREEMENT
09 REALITY OF CONSENT
10 COMPETENT PARTIES
11 CONSIDERATION -
12 ASSIGNABILITY _
13 DISCHARGE OF conwnacms . =
14 BAILMENTS . .
15 UNIFORM COMMERCIAL CODE
16 NEGOTIABLE INSTRUMENTS
i 17 < AGENCY
14 BUSINESS MATH 01 BASIC SKILLS'
02 OFFICE WORK
03 DISTRIBUTION _
Q 5 “
£}{U:5 ADVANCED 01 EXECUTIVE TYPEWRITER

OFFICE 02 . THERMOFAX
- MAGNETIC CARD TYPEWRITER

 MACHINES




FLALD Acoblo-DLrRLULIALLVN

17 COST ACCOUNTING CONCEPTS
] . 18 ' STANDARD COSTS
* 219 - BAD DEBTS
» 20_—;/// STOCK
12 - ECONOMICS 01" " SUPPLY CURVE
- 02 DEMAND CURVE -
03 MARKET EQUILIBRIUM €
04 _ NATIONAL INCOME ACCOUNTING
05 PURE COMPETITION
06 MONOPOLY
07 © OLIGOPOLY -
e - - 08 ELASTICITY (DEMAND)
. 09 - ELASTICITY (INCOME)
\ 10 CROSS ELASTICITY
11 FEDERAL RESERVE SYSTEM ¢
12 CIRCULAR FLOW OF INCOME
13- DEFINITIONS '
14 ‘ STATISTICAL ANALYSIS
15 , INTERNATIONAL TRADE
13 BUSINESS LAW =~ 01 SOURCES OF LAWS
. 02 " COURTS
03 THE LAWSUIT
04 TORTS
05 FELONIES
06 ' MI SDEMEANORS
07 CONTRACTS
) 08 AGREEMENT
. 09 REALITY OF CONSENT
10 COMPETENT PARTIES
11 CONSIDERATION
A 12 . ASSIGNABILITY
) i 13 DISCHARGE OF CONTRACTS
‘ 14 " BATLMENTS
15 - UNIFORM COMMERCIAL CODE
16 NEGOTIABLE INSTRUMENTS
17 AGENCY -
14 BUSINESS MATH 01 BASIC SKILLS
02 OFFICE WORK -
? ) 03 DISTRIBUTION -
15  ADVANCED T01 EXECUTIVE TYPEWRITER :
OFFICE 02 , THERMOFAX o
MACHINES 03 MAGNETIC CARD TYPEWRITER
04 ] IBM SELECTRIC II
05 IBM CORRECTING TYPEWRITER
06 MANUAL TYPEWRITER
07 029 KEY PUNCH
513
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TABLE T-1 (CONT.) -_INSTRUCTIONAL DIVISION AND UNIT OUTLINE

BUSINESS AND OFFICE OCCUPATIONS

TO PROCESSING DATA

CODE DIVISION CODE UNIT
16 INTRODUCTION 0L  CAREERS IN DATA PROCESSING
TO DATA 02 HISTORY * |
PROCESSING 03 FUNDAMENTALS OF DATA PROCESSING
04 THE DATA DPROCESSING CARD
17 CARD DPUNCHES 01 FUNCTIOQN - ‘
g 02 EXTERNAY, FEATURES
03 KEYBOARD
04 PROGRAM UNIT
05 MACHINE OPERATION
18 VERIFIERS 01 FUNCTION )
02 EXTERNAL “FEATURES
03 MACHINE OPERATION
19 SORTERS 01 FUNCTION °
02 SPEEDS .
. 03 EXTERNAL FEATURES
04 OPERATING PRINCIPLES
20 CONTROL PANEL 01 FUNCTION
WIRING 02 DIAGRAMMING
21 INTERPRETER 01 FUNCTION
0 02 FEATURES
03 OPERATING PROCEDURES
04 WIRING TECHNIQUES -
22 REPRODUCING 01 FUNCTIONS
PUNCH 02 FEATURES
03 OPERATING PROCEDURES
04 WIRING TECHNIQUES
. 23 COLLATORS 01 ' FUNCTION
‘ 02 FEATURES
03 OPERATING PROCEDURES
. 04 WIRING TECHNIQUES
24 ACCOUNTING =~ 01 FUNCTIONS
MACHINES 02 FEATURES
03 OPERATING PROCEDURES
04 WIRING TECHNIQUES
25 INTRODUCTION
TO COMPUTERS
26 SYSTEMS APPROACH
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TABLE T-1A - ADDITIONAL INSTRUCTIONAL DIVISION AND UNIT OUTLINE

’

CODE ~ . DIVISION CODE ) .  UNIT

4
-
N »
a,:;“:“{ h
)v
- ‘ l
i N
+




TABLE T-2 - TERMOB DIVISION AND UNIT OUTLINE
BUSINESS AND OFFICE OCCUPATIONS
DOES THIS OUTLINE CONTAIN ALL TOPICS IN WHICH GRADUATES ACQUIRE JOB-
ENTRY SKILLS?  YES NO -
" CODE DIVISION ., CODE ~ V UNIT
01 TYpEwnxwinq,/Aigy o1 SPEED AND ACCURACY
02 DICTATION AT TYPEWRITER
03 COMPOSITION AT TYPEWRITER
04 BUSINESS FORMS
. 05 LEGAL DOCUMENTS
06 PROOFREADING
07 ‘CARE AND MAINTENANCE
oo e P AR MA CHTNES T (e e DYPHECATING = == v i o s
‘ ‘ : 02 CALCULATING
03 TRANSCRIBING
04 BOOKKEEPING
03 OFFICE PRACTICE 01 COMMUNICATION
: - AND PRGCEDURE 02 PUBLIC CONTACT ~ {
: ,03. . | MAIL | :
04 - CASHIERING _
04 STENOGRAPHY * 01 DICTATION
L : 02 TRANSCRIPTION
05 RECORDKEEPING 01 PREPARATION
02 POSTING
03 FILING
" 04 MONEY HANDLING
06 BOOKKEEPING AND 01 JOURNALIZING
| ACCOUNTING 02 POSTING
- - | 03 TRIAL BALANCE
- | 04 WORKSHEET PREPARATION
| 05 FINANCIAL STATEMENTS
06 CLOSING ENTRIES
07 . RULING AND BALANCING
08 ADJUSTING ENTRIES - \
09 POST CLOSING TRIAL BALANCE ]
07 DATA PROCESSING 01 PREPARATION i
“ 02 COMPILATION -
03 PUNCH CARD PROCESSING
04 COMPUTER OPERATIONS




TABLE T-2-A - ADDITIONAL TERMOB DIVISION AND UNIT OUTLINE
2
"
CODE  DIVISION  /  CODE  UNIT -
| . | | [y
o'
-
1
a7 .
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TERMINAL PERFORMANCE OBJECTIVES (TERMOBS) s

and : «
K »

REPORTING FORMS

- ‘ - l R
- N
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MISOE NO. |
PROGRAM gggﬁﬁﬁiioﬁﬁp OFRICE 'DIVISION 0l _TYPEWRITING .
’ UNIT 01 SPEED AND accnnacx
- ,;x TERMOB NO. _29-001 2
) .

~

1.00 CONDITION

1. BASIC OFFICE SUPPLIES '(TABLE T-3)
02 HANDWRITTEN BUSINESS LETTER WHICH, WHEN TYPED, WILL

BE 1 PAGE LONG N

»

2.00 PERFORMANCE

L e S e e+ et i, S St e 8 i 5 T X B e i S e o s et S e e e e i S

GENERAL, STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
T  2.01 TYPE A BUSINESS LETTER FROM HANDWRITTEN COPY, IN BLOCK
FORM, EMPLOYING THE FOLLOWING OPERATIONS:

. “/A

CONVER RK N FOR TASK
2.03 ¥§PE LETTER IN CENTER OF PAGE
2,04 TYPE LETTER AT PROFIGIENT SPEED
2.05 'TYPE LETTER WITH ACCEPTABLE ACCURACY
2.06 TYPE RETURN ADDRESS ON ENVELOPE
2.07 TYPE DESTINATION ON ENVELOPE

e K X R
e S g

3.00 EXTENT : a
| s \

GENERAL STATEMENT OF EXTENT AND EXTENT _OF RESULTING OUTCOME
BLOCK FORM BUSINESS LETTER 1S TYPED IN MAILABLE FORM
\ TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-
u PLETED WITHIN 20 MINUTES WITH EACH OPERATION JUDGED
“AS SATISFACTORY OR UNSATISFACTORY. ,

Ty 3.02 MAﬁ@Tﬁg_ﬁﬁﬁ"TA§§_§ET7—ﬁiTEiTEE§_5U§ITTEEEE_FOR

EFFICIENCY

() 3.03 CENTERED WITH MARGINS AND SPACING CORRECT
(), 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
() '3405 LESS THAN 5 ERRORS, CORRECTED
() 3.06 PROPERLY SPACED AND POSITIONED
() 3.07 PROPERLY SPACED AND POSITIONED




MISOE NO.

BUSINESS AND OFFICE

PROGRAM -0cCCUPATIONS DIVISION 01 TYPEWRITING
USOE CODE NO(S) o UNIT 01 SPEED AND ACCURACY ,

TERMOB NO. ,20-001

' 1.00 CONDITION

GENERAL STATEMENT OF PERFORMANCE AND RESULTING_OUTCOME

3.00 EXTENT

GENERAL STATEMEN% OF EXTENT AND EXTENT OF RESULTING QUTCOME
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"

MISOE NO. : S " } .
BUSINESS AND OFFICE
PROGRAM _ OCCUPATIONS . . DIVISION 01 _TYPEWRITING
' ' UNIT 01 ~SPEED AND ACCURACY
TERMOB NO,  Z0-00Z —

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES. (TABLE T-3)

() 1.02 HANDWRITTEN BUSINESS LETTE HICH, WHEN TYPED, WILL
“ BE ONE AND ONE HALF PAGES/

() 1.03 THREE ENCLOSURES OF ONE BAGE EACH

GENEkAL,STATEHENT OF PERFORMANCE AND RESULTING OUTCOME
TY E_A BUSIN LETTE Y, IN
ORM, OPERATIONS :

‘_(' Y  2.02 CONVERT WORK STATION FOR TASK
2,03 TYPE LETTER IN CENTER OF PAGE

2.04 TYPE LETTER AT PROFICIENT SPEED

2,05 TYPE LETTER WITH ACCEPTABLE ACCURACY
2.06 ATTACH ENCLOSURES

2.07 TYPE RETURN ADDRESS ON ENVELOPE

2.08 TYPE DESTINATION ON ENVELOPE

P S P P~ g~ P
Nt St Nt Vit St S

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
. IMPLIFIED LETTER FORM BUSINESS LETTER, 15 TYPED IN
MAILABLE FORM TO APPROVAL OF BOARD OF EXPERT RATERS.,
TO BE COMPLETED WITHIN 20 MINUTES WITH EACH OPERATION
JUDGED AS SATISFACTORY OR UNSATISFACTORY.,

G 0Z T, , \
EFFICIENCY. .

3,03 CENTERED WITH MARGINS AND SPACING CORRECT
3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
3.05 LESS THAN 5 ERRORS, CORRECTED
3.06 IN CORRECT ORDER
3.07 PROPERLY .SPACED AND POSITIONED
3,08 PROPERLY SPACED AND POSTIIONED

61 3
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o

3.00 EXTENT o
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCO

- o L
Q /

MISOE NO.

. BUSINESS AND OFFICE ) .
PROGRAM _OCCUPATIONS ] "DIVISION 01 _TYPEWRITING
USOE CODE NO(S) ™ ' UNIT 01 SPEED AND ACCURACY

. TERMOB NO. 20-002
1.00 CONDITION

¢ 3
— 7:&.UU:TPLREU VvNCb E T T T e e T T T e
GENERAL STATEMENT OF PERFORMANCE AND RESULTING QUTCOME
L3




MISOE NO.

B} BUSINESS AND OFFICE
PROGRAM _ QCCUPATJIONS

T e T A AR e e TR T R L T T R E e

L]

-

DIVISION 01 _TYPEWRITING

UNIT 01 _SPEED AND ACCURACY
TERMOB NO. 20-003 ' N

1.00 CONDITION

() 1.01 HANDWRITTEN DRAFT OF A STATIS”ICAL REPORT WITH COLUMN
: HEADINGS AND NUMERIC DATA APPROXIMATELY ONE PAGE LONG
() 1.02 BASIC OFFICE SUPPLIES (TABLE T=3)

2,00 PERFORMANCE e o -

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

TYPE A STATISTICAL REPORT FR D TEN COPY
EMPLOYING THE FOLLOWING 5PERATIONS'

() 2.02 CONVERT WORK STATION FOR TASK
() 2.03 TYPE REPORT IN CENTER OF PAGE

() 2.04 TYPE REPORT ‘AT PROFICIENT SPEED

() 2.05 TYPE LETTER WITH ACCEPTABLE ACCURACY

~ 3,00, EXTENT

-~

. GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
‘ T 3.01 STATISTICAL REPORT 15 TYPED NEATLY TO APPROVAL OF
BOARD OF EXPERT RATERS,  TO BE COMPLETED WITHIN

. 1/2 HOURS WITH EACH OPERATION JUDGED<AS SATISFACTORY
OR UNSATISFACTORY. .

ﬁFICIENC!

ffffffffffffff (). -3+03 3-=CENTERED -WITH- MARGINS AND SPACING CORRECT L
() 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME

() 3.05 LESS THAN 3 ERRORS, CORRECTED

63
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’ oo ©_ MISOE NO.

. BUSINESS AND OFFICE - - h p
PROGRAM __OCCUPATIONS DIVISION 01  TYPEWRITING -
USOE CODE NO(S) . UNIT *© 01 T~SPEED AND ACCURACY

TERMOB NO.  ~20-003

1.00 CONDITION o .

P . .
L)

2,00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

: . '

3.00 EXTENT

v

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

-

BUSINESS AND OFFICE :
PROGRAM _ OCCUPATIONS - DIVISION 01 TYPEWRITING

UNIT 01 TSPEED AND ACCURACY

- _ TERMOB NO. _ 20-004

1.00 CONDITION

( g 1.01 BASJIC OFFICE SUPPLIES (TABLE T=-3) i '
( 1.02 ANDWRITTEN INTER~OFFICE MEMO WHICH, WHEN TYPED,
: WILL FILL 1/2 OF MEMO SHEET, 8-~1/2 x 11"

.

1

2,00 PERFORMANCE .

kY

{ GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
T 2.01 TYPE A SHORT MEMO FROM HANDWRITTEN COPY WiTH 3 CARBON
. COPIES EMPLOYING THE FOLLOWING OPERATIONS:

7.02 CONVERT WORK STATION FOR TASK
"2.03 ASSEMBLE CARBON PACK

2,04 TYPE MEMO IN CENTER OF PAGE
2.05 TYPE MEMO AT PROFICIENT SPEED ,
2.06 TYPE MEMO WITH ACCEPTABLE ACCURACY
2.07 SEPARATE CARBONS AND ORIGINAL

Lo X W W o W W o

3.00 EXTENT | RS

SHORT MEMO 1S TYPED IN MAILABLE FORM WITH 3 COPIES

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-

PLETED WITHIN 20 MINUTES WITH EACH OPERATION JUDGED
AS SATISFACTORY OR UNSATISFACTORY.

GENEB%E STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME °

EFFICIENCY
3.03 NEATLY
3.04 1IN CENTER WITH MARGINS AND SPACING CORRECT
3.05 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
3.06 LESS THAN 5 ERRORS, CORRECTED
3.07 MEMO AND COPIES ARE FREE FROM SMUDGES

6Y

L X W N




3 MISOE NO.

BUSINESS AND OFFICE

PROGRAM OCCUPATIONS | DIVISION 01  TYPEWRITING ]

USOE CODE NO(S) UNIT 01 SFEED_AND ACCURACY

. , " TERMOB NO. 20-004

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF,PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT - )

s - GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING -OUTCOME

1%




MISOE NO.

, PROGRAM ___ BUSINESS AND OFFICE DIVISION g1 _ TYPEWRITING

OCCUPATIONS , A
UNIT 01 - SPEED AND ACCURACY
| TERMOB NO.  20-005
1.00 CONDITION ) | ’
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-2) ‘ .

() 1.02- HANDWRITTEN COPIES OF ARTICLES EACH IN DIFFERENT
7 HANDWRITING, ARRANGED IN ORDER FOR INCLUSION IN
COMPANY NEWSPAPER WHICH WHEN TYPED WILL FILL FIVE
LEGAL SIZE PAGES.

2.00 PERFORMANCE

<

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 TYPE THE COMPANY NEWSPAPER INTO TWO COLUMN FORH
EMPLOYING THE FOLLOWING OPERATIONS:

702 CONVERT WORK STATION FOR TASK '

2.03 TYPE HEADLINES N
2.04 TYPE BY-LINES .

2.05 TYPE TEXT

2.06 TYPE NEWSPAPER AT PRGFICIENT SPEED

2.07 TYPE NEWSBAPER AT ACCEPTABLE ACCURACY

2.5 JUSTIFY RIGHT MARGTM

2.09 RETYPE NEWSPAPER

Lo X o X X e Vo Lo X X 8

I T

3.00 EXTENT : .

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME | .

3,01 COMPANY NEWSPAPER IS TYPED IN MAILABLE FORM TO v
APPROVAL OF BOARD OF.EXPERT RATERS. TO BE COMPLETED
WITHIN 3 HOURS WITH EACH OPERATION JUDGED AS

" SATISFACTORY OR UNSATISFACTORY

3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR
EFFICIENCY

3.03 CENTERED ON COLUMN WITH CORRECT SPACING

3,04 PROPERLY POSITIONED AND SPACED

3,05 COLUMN PROPERLY POSITIONED, MARGINS AND SPACING CORRECT,
MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME

3 07 LESS THAN 6 ERRORS PER PAGE, CORRECTED ’

3.08 EXACTLY

3,09 ALL MARGINS MATCH (3?

w
O
h




. 3
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MISOE NO., _ .

: 7~
PROGRAM BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING
LCCUPATIONS ' ”
— UNIT 01 _SPEED AND ACCURACY |
] TERMOB NO.  20-005
h ’
1.00 CONDITION

2.00 PERFORMANCE

SENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

»

SENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

e




»

" MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 01 T

OCCUPATIONS
UNIT - 02  DICTATION AT ~
. _TYPEWRITER .
/; TERMOB NO. " _20-006
. : .

' .

. 1.00 CONDITIZ?

",

() 1.01 BASIC OFFICE SPLIES (TABLE T-3)

() 1.02 SHORT BUSINESS LETTER DICTATED

2.00 PERFORMANCE

\_,

: — - -
' GENERAL STATEMENT OF PERFORMANCE AND RESULTING QUTCOME

2,01 TYPE A SHORT 1/2 PAGE BUSINESS LETTER IN SEMIBLOCK
FORM DIRECTLY FROM DICTATION EMPLOYING THE FOLLOWING

" OPERATIONS :

{7 2.02 CONVERT WORK STATION FOR TASK

() 2.03 TYPE LETTER AT PROFICIENT SPEED

()  2.04 TYPE LETTER WITH ACCEPTABLE ACCURACY
3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 SHORT LETTER IS TYPED IN MAILABLE FORM TO APPROVAL
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
20 MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY ]

() 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR

, EFFICIENCY .
() 3.03 SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION
() 3.04 LESS THAN 3 ERRORS, CORRECTED

69
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|
E
E

PROGRAM BUSINESS AND OFFICE DIVISIONO1
, N - OCCUPATIONS
 USOE CODE NO(S) UNIT 02
, , \
TERMOB NO.

'1.00 _CONDITION

2.00 PERFngANCE -

¥

3.00 EXTENT

MISOE NO.

TYPEWRITING

DICTATION AT
TYPEWRITER
20-006

GENERAL '‘STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

L. .

)

e

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

ié




MISOE NO.

PROGRAM W DIVISION 01 _TYPEWRTTING — 7
‘ ' UNIT 02 DICIATION AT
5 JIYPEWRITER — N
v TERMOB NO. 20-007 2

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 TELEGRAM DICTATED

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 TYPE A 50_WORD TELEGRAM DIRECTLY FROM DICTATION

‘BMPLOYING THE FOLLOWING OPERATIONS:

1) 2.02 CONVERT WORK STATION FOR TASK
() 2.03 TYPE TELEGRAM AT PROFICIENT SPEED
() 2.04 TYPE TELEGRAM WITH 'ACCEPTABLE ACCURACY

~

3.00 EXTENT -

:

7

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

T) 3.01 TELEGRAM IS TYPED IN MAILABLE FORM TO APPROVAL OF
BOARD OF EXPERT RATERS., TO BE COMPLETED WITHIN 10
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

{

() 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR
"EFFICIENCY

() 3.03 SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION

() 3.04 LESS THAN 3 ERRORS, CORRECTED

71 v




MISOE NO. N

PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING N
OCCUPATIONS : : . .
. ‘ UNIT 02 DICTATION AT _

TYPEWRLTER
TERMOB NO.  20-007

USOE CODE NO(S)

1.00 CONDITION

2.00 PERFORMAN¢E

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

99




MISOE NO.

PROGRAM _ BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING
. ; OCCUPATIONS ,
UNIT 02 DICTATION AT
RITER

- TERMOB NO.  _20-008

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 SHORT MEMO DICTATED

2.00 PERFORMANCE - —

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 TYPE A SHORT MEMO DIRECTLY FROM DICTATION EMPLOYING
THE FOLLOWING OPERATIONS: .

) 2.02 CONVERT WORK STATION FOR TASK
() 2.03 TYPE MEMO AT PROFICIENT SPEED
() 2.04 TYPE MEMO WITH ACCEPTABLE ACCURACY

3.00 EXTENT .

\

' GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

Z ) 3.01 SHORT MEMO 1S .TYPED IN MAILABLE FORM TO APPROVAL OF

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 15
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
ORAUNSATISFACTORY

T 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR

EFFICIENCY
. () 3.03 AT SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION

() 3.04 LESS THAN 3 ERRORS, UNCORRECTED

»
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PROGRAM  BUSINESS AND OFFICE DIVISION 01
A 4 ‘ OCCUPATIO
LSOE CODE N0(S) ~ UNIT 02
TERMOB NO.
N

1.00 CONDITION

2.00 "PERFORMANCE

MISOE NO.

TYPEWRITING

DICTATION AT

TYPEWRITER

20-008

GENERAL STATEMENT OF PERFORMANCE,ANDuRESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND®EXTENT OF RESULTING OUTCOME
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MISOE NO. _

PROGRAM _ BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING
' UNIT 03 C
TERMOB NO.  20-009 —

1.00 CONDITION : @

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 COPY OF AN UNPAID BILL

- X
2.00 PERFORMANCE T

' GENERAL STATEMENT- OF PERFORMANCE AND RESULTING OUTCOME
2.01 COMPOSE A COLLECTION LETTER AT THE TYPEWRITER
ASSUMING THE CUSTOMER HAS FORGOTTEN TO PAY
EMPLOYING THE FOLLOWING OPERATIONS:

| -

2.02 CONVERT WORK STATION FOR TASK
2.03 COMPOSE LETTER .

2.04 TYPE LETTER AT PROFICIENY? SPEED
2.05 TYPE WITH ACCEPTABLE ACCURACY

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 LETTER IS COMPOSED AND TYPED IN MATLABLE FORM TO
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-
PLETED WITHIN 20 MINUTES WITH EACH OPERATION
JUDGED AS SATISFACTORY OR UNSATISFACTORY

7302 MARG¥AG AND THBS SBT, MATERIALS POSITIONED FOR
EFFICIENCY :

() 3.03. LETTER CONVEYS DESIRED ATTITUDE

E ; 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME

3,05 LESS THAN 3 ERRORS, CORRECTED
| 75




MISOE NO. | 0

PROGRAM BUSINESS AND OFFICE DIVISION Ol TYPEWRITING
JQCCUPATIONS : ,
USOE, CODE NO(S) — ; UNIT 03 COMPOSITION_ AT
‘ TYPEWRITER

TERMOB NO. 20-009

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND_EXTENT OF RESULTING OUTCOME




MISOE<NO.

PROGRAM . BUSINESS AND OFFICE: . DIVISION 01 TYPEWRITING
OCCUPATIONS 1 < _
UNIT 03 _COMPOSITION AT.
TERMOB NO. 20-010 '

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 COPY OF AN UNPAID BILL ‘

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 COMPOSE A COLLECTION LETTER. AT THE TYPEWRITER
ASSUMING THE CUSTOMER WILL PAY ONLY IF HE IS

______—__—-—-—————i——-——__—"_——--

MADE TO PAY EMPLOY]ING THE FOLLOWING OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TASK ' ‘ Ry
() 2.03 COMPOSE LETTER

: () 2.04 TYPE LETTER AT PROFICIENT SPEED ~

— () 2,05 TYPE LETTER WITH ACCEPTABLE ACCURACY

3.00 EXTENT ¢

GENERAL STATEMENT OF EXTENT D EXTENT OF RESULTING OUTCOME

()Y 3.01 LETTER IS COMPOSED AND TYPED IN MAILABLE FORM TO
‘ APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-
PLETED WITHIN 20 MINUTES WITH EACH OPERATION

JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR
. EFFICIENCY

3,03 LETTER CONVEYS DESIRED ATTITUDE *

3,04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME

3,05 LESS THAN 3 ERRORS, CORRECTED

7
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: ‘ MISOE NO.

PROGRAM , pBUSINESS AND OFFICE DIVISION 01 TYPEWRITING
OCCUPATIONS .

USOE CODE NO(S) ™. . UNIT 03 "COMPOSITION AT .
_ ' ' TYPEWRITER

TERMOB NO.  20-010

1.00 CONDITION

2.06 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

2,00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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PROGRAM

~ MISOE NO.

DIVISION 01 TYPEWRITING

1,00 CONDITION

2.00

3.00

BUSINESS AND OFFICE
OCCUPATIONS
' UNIT 04 BUSINESS FORMS . .
TERMOB NO. 20-011 -

: 2

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 SUFFICIENT DATA TO COMPLETE PURCHASE ORDER INCLUDING
BUT NOT LIMITED TO: N

() 1.03 PURCHASE ORDER NUMBER

() 1,04 COMPANY TO BE~-PURCHASED FROM

() 1.05 SHIPPING DATA -

() 1.06 DESCRIPTIONS OF EQUIPMENT TO BE ORDERED

PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
. ) ¢+ 2.01 TYPE A SHORT 6 ITEM PURCHASE ORDER IN DUPLICATE

EMPLOYING THE FOLLOWING OPERATIONS:

2.02
2.03
2,04
2.05
2.06
2.07

Lo Ko X X B W o ®

EXTENT

CONVERT WORK STATION FOR TASK

ASSEMBLE CARBON PACK

TYPE PURCHASE ORDER

TYPE PURCHASE ORDER AT PROFICIENT SPEED J—
TYPE PURCHASE ORDER WITH ACCEPTABLE ACCURACY
SEPARATE ORIGINAL AND CARBON

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

{ ) 3.01 PURCHASE ORDER IS NEATLY TYPED IN DUPLICATE TO

'_“"‘“SKTISFACTORY“OR“UNSATISFACTORY”

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 15 MINUTES WITH EACH OPERATION JUDGED AS

3.03
3.04
3.05
3.06
3.07

L X X W W Lt
Wt N Nt St pat ey

3.02.

MARGINS AND TABS SET, MATERIALS POSITIONED FOR
EFFICIENCY

NEATLY AND CORRECTLY

ALL NECESSARY INFORMATION CORRECTLY ENTERED

MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME

ALL ERRORS CORRECTED

PURCHASE ORDER AND COPY ARE FREE OF SMUDGES
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PROGRAM BUSINESS AND OFFICE

GCCUPATIONS

USOE CODE NO(S)

1.00 CONDITION

2,00 PERFORMANCE ~

MISOE NO.

DIVISION Ol °“TYPEWRITING

UNIT = 04 TBDUSINESS FORMS

TERMOB NO. ~20-011

GENERAL STATEMENT OF PERFORMANCE‘AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

s




o

MISOE NO.
g ~
PROGRAM _ BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING
OCCUPATIONS .
‘ - UNIT 04 BUSINESS FORMS
TERMOB NO.  20-012 — 1
‘ i
1.00 CONDITION |
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) .
() 1.02 HANDWRITTEN EXPENSE REPORT FORM WITH ENTRIES EQUAL
TO 200 TYPEWRITTEN WORDS
() 1.03 RECEIPTS FOR ALL EXPENSES

2.00 PERFORMANCE

/
"

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

( )Y 2.01 TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN FORM IN
DUPLICATE EMPLOYING THE FOLLOWING OPERATIONS:
=) 2.02 CONVERT wonx STATION FOR TASK T |

() 2,03 COMPARE INDIVIDUAL ENTRIES WITH RECEIPTS
() 2.04 CHECK DAILY TOTALS ) ,
() 2.05 CHECK ITEM TOTALS |
() 2.06 CHECK EXPENSE TOTAL
() 2.07 TYPE EXPENSE REPORT

. () 2.08 TYPE EXPENSE REPORT AT PROFICIENT SPEED
() 2.09 TYPE EXPENSE REPORT AT ACCEPTABLE ACCURACY
() 2.10 SEPARATE ORIGINAL AND CARBON

3.00 EXTENT

>

' GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3,10

() 3.01 EXPENSE REPORT IS TYPED NEATLY IN DUPLICATE TO
APPROVAL OF BOARD OF EXPERYT RATERS. TO BE COMPLETED

) WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACT-
T ORY OR UNSATISFACTORY

) 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR

EFFICIENCY '

() 3.03 ALL INCORRECT ENTRIES CORRECTED

() 3.04 SUMS ARE CORRECT

() 3.05 SUMS ARE CORRECT : .

() 3,06 SUM IS CORRECT

() 3.07 ALL NECESSARY INFORMATION CORRECTLY ENTERED

() 3.08 MORE THAN 50 WORDS. PER MINUTE FOR TYPING TIME |

() 3.09 ALL ERRORS CORRECTED -

() EXPENSE REPORT AND COPY ARE FREE OF suunens ) |

\
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MISOE NO.

PROGRAM ' BUSINESS’ AND OFFICE DIVISION 01 TYPEWRITING

| OCCUPATIONS
USOE CODE NOSI=> UNIT

04 BUSINESS FORMS

1L
I

- TERMOB NO. 20-012

- b

———

1.00 CONDITION

2,00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

kﬁv

\

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3.00 EXTENT

©




t

PROGRAM BUSINESS AND OFFICE DIVISION (01 TYPEWRITING

2.00 PERFORMANCE

MISOE NO.

w

OCCUPATIONS

UNIT 05 TEGAL DOCUMENTS ’
4 )
TERMOB NO. 20-01%

)

1.00 CONDITION B _
' 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
. 1.02 SUFFICIENT DATA TO COMPLETE PRINTED LEGAL DEED

LSS R

INCLUDING BUT NOT LIMITED TO: ~
1.03 NAMES OF PARTTES INVOLVED : _
1.04 CONSIDERATION <

1.05 DESCRIPTION OF PROPERTY BEING TRANSFERRED
1.06 ENCUMBRANCES
1.07 ENTRIES EQUAL TO 175 TYPEWRITTEN WORDS

'T;AA P P Py
N

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 TYPE A PROPERTY TRANSFER DEED IN DUPLICATE
EMPLOYING THE FOLLOWING PROCEDURE:

2.02 CONVERT WORK STATION FOR TASK

2.03 ASSEMBLE CARBON PACK

2.04 TYPE DEED ‘
2.05 TYPE DEED AT PROFICIENT SPEED -
2.06 TYPE DEED WITH ACCEPTABLE ACCURACY
2,07 SEPARATE ORIGINAL AND CARBON

AAAAA’\‘
e P sl Nt |

3.00 EXTENT |

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3,01 PROPERTY TRANSFER DEED IS TYPED NEATLY IN DUPLICATE
TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 45 MINUTES WITH EACH OPERATION JUDGED AS
_ SATISFACTORY OR UNSATISFACTORY

3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR ;
EFFICIENCY - 7
3.03 NEATLY AND CORRECTLY e

3.04 ALL NECESSARY INFORMATION CORRECTLY ENTERED
3,05 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
3.06 TALL ERRORS CORRECTED

3.07 DEED AND COPY ARE FREE OF SMUDGES

843
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MISOE NO.

~

PROGRAM __ BUSINESS AND OFFICE ' DIVISION 01 TYPEWRITING

) "~ _OCCUPATIONS _
USOE CODE NO(S) UNIT 05 LEGAL DOCUMENTS

TERMOB NO. 20-013

1.00 CONDITION ’ : : .

~

2.00 DPERFORMANCE - ) R

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO. - , . N

PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING

OCCUPATIONS _ .
UNIT 05 TEGAL DOCUMENTS
TERMOB NO.  20-014 _ -

4

;
)

{
1.00 CONDITION g

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) -
() 1.02 HANDWRITTEN LEGAIL AGREEMENT 600 TYPEUBITTEN

WORDS LONG

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 TYPE LEGAL AGREEMENT FROM HANDWRITTEN COPY WITH
TWO COPIES EMPLOYING THE FOLLOWING OPERATIONS: -

2.02 CONVERT WORK STATION FOR TASK
2.03 ASSEMBLE CARBONS

2.04 TYPE AGREEMENT AT PROFICIENT SPEED -

2.05 TYPE AGREEMENT WITH ACCEPTABLE ACCURACY

2,06 SEPARATE ORIGINAL AND COPIES

L X X Yo W N
T N N S |

3.00 EXTENT

(a-/

GENERAL STATEMENT OF EXTENT AND| EXTENT OF RESULTING OUTCOME
3.01 LEGAL AGREEMENT IS TQPED NEATLY TO APPROVAL OF BOARD
OF EXPERT RATERS. . TO BE COMPLETED WITHIN 1 HOUR
. -~ WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

) 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR
EFFICIENCY
3.03 NEATLY AND CORRECTLY
" 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
+ 3.05 ALL ERRORS. CORRECTED
3.06 ORIGINAL AND COPIES FREE OF SMUDGES

Lan X o X an W o0 9
Tt S S S
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PROGRAM _ BUSINESS AND OFFICE

OCCUPATIONS

USOE CODE HO(S)

1.00 CONDITIQY

2,00 PERFORMANCE
’ k4
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT

%

DIVISION 01

UNIT 05

TERMOB N% .

MISOE NO.

TYPEWRITING

TEGAL DOCUMENTS

20-014

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

//

r

‘\\\
\




MISOE NO.' _ | Oy

.~ PROGRAM BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING

OCCUPATIONS
— UNIT _ 05 LEGAL DOCUMENTS
TERMOB NO. 20-015 '

1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) -
() 1.02 SUFFICIENT DATA TO PREPARE A LEGAL BACK INCLUDING
BUT NOT LIMITED TO:
() 1.03 NAMES OF PARTIES INVOLVED
() 1.04 TITLE
() 1.05 NAME AND ADDRESS OF DRAWING LAWYER

2.00 PERFORMANCE

g

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 PREPARE A LEGAL BACK EMPLOYING THE FOLLOWING
OPERATIONS

2.02 CONVERT WORK STATION FOR TASK

2.03 FOLD BACK

2.04 TYPE BACK AT PROFICIENT SPEED
2.05 TYPE BACK WITH ACCEPTABLE ACCURACY

L e X T
N St Nt st |

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 LEGAL BACK IS PREPARED NEATLY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 20
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

() 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR
- EFFICIENCY
() 3.03 FORMING ONE 1 INCH GROOVE AND 4 EQUAL FOLDS
BELOW GROQVE .
) 3,04 MORE THAN 50 WORDS PER MINUTE FOR. TYPING TIME
() 3.05 ALL ERRORS CORRECTED




PROGRAM __ gugInpss anp opgIce ~ DIVISION 01

. QCCUPATIONS .
USOE CODE NO(S) UNIT 05

T TERMOB NO.

1.0? CONDITION

L

2.00 PERFORMANCE i

MISOE NO. ’

TYPEWRITING

LEGAL DOCUMENTS

20-015

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

-

3.00 EXHENTY

GENERAL |STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCPME
] .




OCCUPATIONS !

UNIT 06 PROOFREADING

TERMOB NO. 30-016

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
‘ () 1.02 ONE PAGE ROUGH DRAFT MANUSCRIPT WITH 10-15
TYPOGRAPHICAL .AND/OR GRAMMATICAL ERRORS
() 1.03 TABLE OF PROOFREADERS' MARKS

\
2.00 PERFORMANCE

ENE STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2. “PROOFREAD ROUGH DRAFT MARKING ALI. ERRORS
EMPLOYING THE FOLLOWING OPERATIONS
[ . ~
() 2.02 PROOFREAD DRAFT ™~ )
() 2.03 INDICATE ERRORS

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
{ ) 3.01 ROUGH DRAFT 1S PROOFREAD AND READY FOR RETYPING TO
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-
: PLETED WITHIN 20 MINUTES WITH: EACH OPERATION
' JUDGED AS SATISFACTORY OR UNSATISFACTORY

Y 3.02 CAREFULLY = '
¢ () 3.03 USING APPROPRIATE Pnoo READERS' MARKS

84
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MISOE NO.
PROGRAM _ BUSINESS AND OFFICE DIVISION 01 TYPEWRITING
» OCCUPATIONS T V
USOE CODE NO(S) , . UNIT 06 — PROOFREADING
~  TERMOB NO. 20-016

1.00 CONDITION

-

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT o : .




MISOE NO.

ﬁ”‘

PROGRAM BUSINESS AND OFFICE DIVISION 01 _TYPEWRITING

1.00

2.00

3.00

OCCUPATIONS

UNIT 07 CARE AND MAINTENANCE

- TERMOB NO. 4$0~017

CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 TYPEWRITER CLEANING KIT:
TYPE CLEANING FLUID
TYPE CLEANING GUM
RUSH -
PEWRITER OIL
() 1.03 R CEMENT RIBBON
() 1.04 SERVICE MANUAL
-+
e

PERFORMANCE 4 . ‘ B

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

2,01 PERFORM ROUTINE MAINTENANCE ON TYPEWRITER
' EMPLOYING THE FOLLOWING OPERATIONS:

Y 2.02 CLEAN TYPE

) 2.03 OIL TYPEWRITER

) 2.04 REMOVE OLD RIBBON

) 2.05 INSTALL NEW RIBBON

)- 2.06 WASH EXTERIOR OF TYPEWRITER

EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME |,
) 3.0 ROUTINE MAINTENANCE IS PERFORMED ON TYPEWRITER TO

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED

WITHIN 1/2 HOUR WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

<
P P P I
W Nkl st O s

3.02 ALL«INK REMOVED. ENCLOSED LETTERS FREE OF MATERIAL
3,03 NEATLY AT POINTS INDICATED IN MANUAL

3,04 WITHOUT'DAMAGING SMALL PARTS _

3.05 NEW RIBBON NOT KINKED AND IS OPERATING PROPERLY
3.06 EXTERIOR FREE OF DIRT

91 -
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MISOE NO. ‘

PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING
OCCUPATIONS

USOE CODE NO(S)

UNIT 07 CARE, AND MAINTENANCE

¥

TERMOB NO. ~20-017

1.00 CONDITION ‘ o ‘ -

©

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT

A 4
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING.OUTCOME




MISOE NO. <

-

PROGRAM ___ BUSINESS AND QFFICE __  DIVISION 02 OFFICE MACHTNES
OCCUPATIONS “ o

UNIT 01 DUPLICATING _
TERMOB NO.  20.018

1.00 CONDITION .

v t 3

() -1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 ELECTRONIC STENCIL MAKING MACHINE
() 1.03  PRINTED ORIGINAL .

2.00 PERFORMANCE »

-

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 MAKE A STENCIL EMPLOYING THE FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2,03 INSERT ORIGINAL

2,04 INSERT BLANK STENCIL

2,05 OPERATE MACHINE

2,06 REMOVE STENCIL

2,07 REMOVE ORIGINAL - “

P P P PN P

3.00 EXTENT ¢
[

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 STENCIL IS MADE NEATLY TO APPROVAL OF BOARD OF EXPERT
RATERS TO BE COMPLETED WITHIN 15 MINUTES WITH EACH
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02 ALL SETTINGS CORRECT, MATERIALS POSITIONED FOR
EFFICIENCY ' * ’

3.03 NO WRINKLES, PROPERLY ALIGNED

3.04 NO WRINKLES, PROPERLY ALIGNED

3,05 SMOOTHLY AND PROPERLY g

3.06 NO WRINKLES ’

3.07 NO WRINKLES OR SMUDGES

P X o Xan Xamn X an ) —
-
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MISOE NO.
PROGRAM BUSINESS °AND OFFICE DIVISION 02 OFFICE MACHINES
OCCUPATIONS 3 , |
USOE CODE NO(S) UNIT 01 DUPLICATING
TERMOB NO, 20-018 '

1.00 CONDITION

2.00 PERFORMANCE : B
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
—  OCCUPATIONS . ‘
UNIT - 01 DﬂﬁﬂfCATING

TERMOB NO. 20-019

1.00 CONDITION | |

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 STENCIL MIMEOGRAPHING MACHINE
() 1.03 PREPARED STENCIL

2.00 ° PERFORMANCE o L

.. GENERAL STATEMENT OF .PERFORMANCE AND RESULTING OUTCOME

( ; 2,01 MIMEOGRAPH 10 COPIES OF STENCIL EMPLOYING THE

FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK .
2.03 INSERT ORIGINAL
2.04 OPERATE MACHINE
+ 2.05 REMOVE COPIES
2.06 REMOVE ORIGINAL .
2,07 RESTORE MACHINE TO ORIGINAL CONDITION

P~ P s S S
DGt it ]

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF REEULTINQ OUTCOME
) 3.01 10 COPIES ARE PREPARED NEATLY TO PROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR:

UNSATISFACTORY

3,02 MACHINE LOADED WITH DAPER AND INK, ALL SETTINGS CORRECT
3,03 CENTERED WITH NO-WRINKLES

3.04 SMOOTHLY AND PROPERLY

3.05 COPIES ARE. FREE OF SMUDGES

3,06 ORIGINAL IS WRINKLE FREE AND PREPARED FOR STORAGE

3.07 ALL SWITCHES OFF, READINGS AT ZERO |

v o
i 9;3 t /
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j . ' MISOE NO.
PROGRAM  BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
OCCUPATfON§
USOE CODE NO(S) “ UNIT 01 DUPLICATIRG

TERMOB NO. 20-019

1.00 CONDITION :

9

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

J
3.00 EXTENT .

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

,, 96




MISGE NO.

kg

PROGRAM BUSINESS AND OFFICE ° DIVISION 02 QFFICE MACHINES
OCCUDATIONS
. UNIT 01 DUPLICATING
TERMOB NO.  20-020.

1.00 CONDITION
'( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 FLUID DUPLICATING MACHINE
() 1.03  PREPARED MASTER

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 DUPLICATE 10 COPIES OF MASTER EMPLOYING THE FOLLOWING
{ OPERATIONS :

2.D2 CONVERT WORK STATION FOR TASK

2.03 INSERT ORIGINAL

2.04 OPERATE MACHINE

2.05 REMOVE COPIES

2.06 REMOVE ORIGINAL

2.07 RESTORE MACHINE TO ORIGINAL CONDITION

3.00 EXTENT

v

AY

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 °10 COPIES ARE PREPARED NEATLY TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES WITH
EACH OPERATION JUDGED AS SATISFACTORY OR: UNSATISFACTORY.

() 3.02 MACHINE LOADED WITH PAPER AND FLUID, ALL SETTINGS
CORRECT

3.03 CENTERED WITH NO WRINKLES

3.04 SMOOTHLY AND PROPERLY

3.05 COPIES ARE. FREE OF SMUDGES

3.06 ORIGINAL IS WRINKLE FREE AND PREPARED FOR STORAGE

3.07 ALL SWITCHES OFF, READINGS AT ZERO . ‘
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MISOE NO. .~

PROGRAM BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
OCCUPATIONS -
USOE CODE NO(S) UNIT =~ Ol DUPLICATING
TERMOB NO. 20-020

1.00 CONDITION

* 2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

D

3.00 EXTENT
7GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

(

PROGRAM BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
OCCUPATIONS -
UNIT 01 DUPLICATING -
- . TERMOB NO. = 20-021

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 PHOTOCOPY DUPLICATING MACHINE
() 1.03 TYPEWRITTEN ORIGINAL

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 DUPLICATE 10:COPIES OF ORIGINAL EMPLOYING THE FOLLOWING

PROCEDURE:

,
§

2.02 CONVERT WORK STATION FOR TASK

2.03 INSERT ORIGINAL

2.04 OPERATE ‘MACHINE

2.05 REMOVE COPIES

2.06 REMOVE ORIGINAL

2.07 RESTORE MACHINE TO ORIGINAL CONDITION

P o X e X W Y
Tt Nt Vgt Yt Vs Vgt |

*
3,00 EXTENT .

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 10 COPIES ARE PREPARED NEATLY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR

- UNSATISFACTORY

3°02 MACHINE LOADED WITH PAPER AND TONER, ALL SETTINGS
CORRECT Y
3.03 CENTERED WITH NO WRINKLES (‘«7
3.04 SMOOTHLY AND PROPERLY A~
3.05 COPIES ARE FREE OF WRINKLES AND EXTRANEOUS
3.06 ORIGINAL IS WRINKLE AND SMUDGE FREE -
3.07 ALL SWITCHES OFF, READINGS AT ZERO -

ggh
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MISOE NO.
PROGRAM __BUSINESS AND QFFICE DIVISION 02 OFFICE MACHINES
] OCCUPATIONS .
USOE CODE NO(S) UNIT ol DUELICATING

TERMOB NO. 20-021_

1.000 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

988




MISOE NO.

PROGRAM BUSINESS AND OFFICE , DIVISION (2 OQOFFICE MACHINES.
NCCUPATIONS :
UNIT 02 _CALCULATING

*  TERMOB NO. 20-022

1.00 CONDITION

) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

) 1.02 FULL KEYBOARD ADDING MACHINE WITH PRINTED TAPE READOUT
) 1.03 SAMPLE PROBLEM INVOLVING ADDITION

) 1.04 SAMPLE PROBLEM INVOLVING SUBTRACTION

) 1.05 SAMPLE PROBLEM INVOLVING MULTIPLICATION

) 1.06 SAMPLE PROBLEM INVOLVING DIVISION :

P X e X L Ko X o

2.00 PERFORMANCE o ‘ -

 GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 SOLVE PROBLEMS ON ADDING MACHINE EMPLOYING THE
FOLLOWING OPERATIONS:

&

2.02 CONVERT WORK STATION FOR TASK
2.03 PERFORM ADDITION OPERATION

2,04 PERFORM SUBTRACTION OPERATION
2.05 PERFORM MULTIPLICATION OPERATION
2.06 PERFORM DIVISION OPERATION ‘

W

T g Vg g e

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY ]

() 3.02 ALL MACHINE SETTINGS CORRECT, MATERIALS POSTTIONED
FOR EFFICIENCY :

3.03 WITH NO ERRORS, SUM IS CORRE

3.04 WITH NO ERRORS, DIFFERENCE IS CORRECT

"3,05 WITH NO ERRORS, PRODUCT IS CORRECT

3.06 WITH NO ERRORS, QUOTIENT IS_CORRECT

9y

Lo o X X
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‘,";
A MISOE NO.

o Sl

PROGRAM BUSINESS AND OFFICE xQXDIVISION 02 ° OFFICE MACHINES

: OCCUPATIONS r _
USOE CODE N@|(S) . - UNIT 02 CALCULATING
'TERMOB NO. 20-022
1.00 CONDITION | W
i}
.
VL
\\\ ’ )
2.00 PERFORMANCE . Lt ]

|
i

GENERAL STATEMENT OF PERFORMANCE Aﬁﬁ RESULTING OUTCOME

3.00/ EXTENT |
GENERAL, STATEMENT OF EXTENT AND EXTENT OFMRESULTINd OUTCOME 9

&
<

1oy
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}

= 3 I
PROGRAM BUSINESS AND OFFICE DIVISION oz’.onmzcx_uncuzuns____.
~UNIT 02 CALCULATING
TERMOB NO.  20-023

~ 1,00 CONDITION

1.01 BASIC OFFICE .SUPPLIES (TABLE T-3) /
1.02 TEN KEY ADDING MACHINE WITH PRINTED TAPE READOUT
1.03 SAMPLE PROBLEM INVOLVING ADDITION

1.04 SAMPLE PROBLEM INVOLVING SUBTRACTION

1.05 SAMPLE PROBLEM INVOLVING MULTIPLICATION

T N N Sa?

2.00 PERFORMANCE ‘ i\

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 SOLVE PROBLEMS ON ADDING MACHINE EMPLOYING THE
FOLLOWING OPERATIONS: !

ziiff CONVERT WORK STATION FOR TASK
2.03 PERFORM ADDITION OPERATION

2.04 PERFORM SUBTRACTION OPERATION
2.05 PERFORM MULTIPLICATION OPERATION

~ N~
et t® g et}

3.00 EXTENT |

GENERAL STATEMENT OF. EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY |

) 3.02 ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED
R FOR EFFICIENCY,

3.03 WITH NO ERRORS, SUM IS CORRECT

3.04 WITH NO ERRORS, DIFFERENCE IS CORRECT

3.05 *WITH NO ERRORS, PRODUCT IS CORRECT
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MISOE NO.

PROGRAM  BYUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
| OCCUPATIONS -
USOE CODE NO(S) UNIT 02 CALCULATING
| TERMOB NO. 20-023

1.00 CONDITION

2.00 PERFORMANCE ‘ @

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

" 3,00 EXTENT !
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
) QOCCUPATIONS '
;UNIT 02 _CALCULATING
K g ]

" TERMOB NO. 20-024

1.00 CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

1.02 ELECTRONIC CALCULATOR WITH ILLUMINATED DIGITAL READOUT
.~ 1.03 SAMPLE PROBLEM INVOLVING ADDITION )

1.04 SAMPLE PROBLEM INVOLVING SUBTRACTION

1.05 SAMPLE PROBLEM INVOLVING MULTIPLICATION

1.06 SAMPLE PROBLEM INVOLVING DIVISION

U e Lo X Ran X

2,00 PERFORMANCE : u ¢

r .
ENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

G
'C) 2.01 SOLVE PROBLEMS ON CALCULATOR EMPLOYING THE

FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 PERFORM ADDITION OPERATION

2.04 PERFORM SUBTRACTION OPERATION
2.05 PERFORM MULTIPLICATION OPERATION
2.06 PERFORM DIVISION OPERATION

»

S S S P P
e S St “us?)

3.00° EXTENT
)

GENERAL ' STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

{) 3.01L PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR

UNSATISFACTORY

3,02 ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED
FOR EFFICIENCY

3,03 WITH NO ERRORS, SUM IS CORRECT

3.04 WITH NO ERRORS, DIFFERENCE IS CORRECT

3.05 WITH NO ERRORS, PRODUCT IS CORRECT

3.06 WITH NO ERRORS, QUOTIENT IS CORRECT
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MISOE NO.

PROGRAM __ BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
OCCUDATIONS : )
USOE CODE NO(S) UNIT 02 CALCULATING :
. o .
TERMOB NO. _ 20-024 7

1.00 CONDITION

2,00 PERFORMANCE {
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT )

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND OFFICE : DIVISION 02 OFFICE MACHINES
OCCUPATIONS

UNIT 03 TRANSCRIBING

TERMOB NO.  20-025

e

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 TRANSCRIBING MACHINE

() 1.03 TAPE, DISC OR BELT WITH SHORT MEMO (LESS THAN
-200 WORDS) RECORDED .

2.00 PERFORMANCE

' “,
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 TRANSCRIBE SHORT MEMO FROM TAPE TO TYPEWRITTEN FORM

EMPLOYING THE FOLLOWING OPERATIONS:

|

{)  2.02 CONVERT WORK STATION FOR TASK
() 2.03 TYPE MEMO IN CENTER OF PAGE
() 2.04 TYPE MEMO WITH ACCEPTABLE ACCURACY .

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
T) 3.01 SHORT MEMO TRANSCRIBED ACCURATELY TO APPROVAL OF BOARD
o OF EXPERT RATERS TO BE COMPLETED WITHIN 15 MINUTES WITH

EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY.

() 3.02 ALL SETTINGS CORRECT, MATERIALS “POSITIONED FOR
EFFICIEN§Y- '

() 3.03. CENTERED, MARGINS AND SPACING CORRECT

() 3.04 ALL ERRORS CORRECTED

4
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MISOE NO,

PROGRAM BUSINESS AND OFFICE . DIVISION 02 OFFICE MACHINES

3 OCCUPK’IE ONS ' ,

USOE CODE NO(S) UNIT 03 - TRANSCRIBING
TERMOB NO. 50-025

1.00 CONDITION

2

2.00 PERFORMANCE - \
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME <

R
“ -

3.00 EXTENT

GENERAL, STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

7 .
e s . i >




MISOE NO. .

PROGRAM

BUSINESS AND OFFICE

-
v

DIVISION 02

OCCUPATIONS o

OFFICE MACHINES

2.00 PERFORMANCE

UNIT 04 BOOKKEEPING
‘ - TERMOB NO. ~ 20-026

BASIC OFFICE SUPPLIES (TABLE T-3)
POSTING MACHINE

25 'INVOICES

FILE OF ACCOUNTS RECEIVABLE LEDGER CARDS

>

)

2.01

-

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

POST INVOICE ITEMS TO ACCOUNT CARDS EMPLQYIN” THE
FOLLOWING OPERATIONS:

e T X W W ¥
A gl Sl g ]

2.02
2.03
2.04
2.05
2.06

3. 00 BEXIENT

CONVERT WORK STATION FOR TASK
PICK UP OLD -BALANCE.
PRINT INVOICE NUMBER
ENTER AMOUNT TO BE POSTED
ENTER NEW BALANCE

s

Tigh . [
.

A

GENERAL STATEMENT OF EXTENT AND EXTENT‘DF RESULTING OUTCOME
3.01 INVOICE ITEMS POSTED TO ACCOUNT CARDS ACCURATELY TO
TO BE COMPLETED

WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY

_APPROVAL OF BOARD OF EXPERT RATERS.

OR UNSATISFACTORY

3.02

3.03
3.04
3.05
3.06

ACCURATELY

ACCURATELY.

ACCURATELY

'BALANCE IS CORRECT, NO ERRORS
! ‘4 g
| 107

ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED

FOR EFFICIENCY -

"
—




MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 02 OFFICE MACHINES
; "~ OCCUPATIONS : , ,
USOE CODE NO(S) _ , UNIT 04 BOOKKEEPING

TERMOB NO. — 20-026

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STP;TEMENT OF PERFORMANCE AND RESULTING OUTCOME

I

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

b
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1.00

2.00

3.00

MISOE NO.

PROGRAM BUSINESS AND OFFICE

e

DIVISION 03 QFFICE PRACTICE

—__ OCCUPATIONS AND PROCEDURE
UNIT 01 _COMMUNICATTONS
TERMOB NO.  20-027 —
CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 RINGING TELEPHONE L K
() 1.03 BOSS IS OUT FOR THE DAY , .
’ - \‘(
PERFORMANCE

- GENERAL STATEMENT OF PERFORMANCE AND,RESULTING OUTCOME

() 2.01 EXTEND SERVICE TO TELEPHONE CALLER EMPLOYING THE

FOLLOWING OPERATIONS:

e X X an Xan X
N e Nt s et

2.02
2.03
2.04
2.05
2.06

1
I
!

EXTENT

ANSWER THE PHONE .

TALK INTO THE MOUTHPIECE

LISTEN TO THE CALLER

OBTAIN SUFFICIENT INFORMATION FOR MESSAGE
TERMINATE THE TELEPHONE CALL

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

( 3.01 SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF

“ BOARD OF EXPERT RATERS, TO BE COMPLETED WITHIN

5 MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY

OR UNSATISFACTORY

3.02
3.03
3.04
3.05
3.06

Lan Xan Ko ¥ o
N St e e ]

PROMPTLY

DISTINCTLY AND SLOWLY
ATTENTIVELY )
RECORDED ACCURATELY

POLITELY REPLACING PHONE GENTLY
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MISOE NO.

PROGRAM _ BUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE

. OCCUPATIONS | "AND DROCEDURES

[USOE CODE NO(S) - UNIT. 01 T COMMUNICATIONS
TERMOB NO. 20-027

"1.00 CONDITION . .

<

2.00 PERFORMANCE ‘ T ‘ -

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

#

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

b




MISOE NO.

PROGRAM BUSINESS AND OFFICE _ DIVISION 03 OFFICE !
HCCIIPATIONS AND PROCEDURE
‘ UNIT 01 _COMMUNICATIONS
Ty .
TERMOB NO. 20028
. ( w3
° ‘\_\ }/}V;V H ,'*
1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 INSTRUCTIONS TO PLACE A TELEPHONE CALL TO CANCEL
APPOINTMENT FOR BOSS .
2.00 PERFORMANCE

3.00

)

2.01

| GENERAL STATEMENT OF‘bERFORMANCE AND RESULTING OUTCOME

PLACE A TELEPHONE CALL EMPLOY] NG:THE FOLLOWING
OPERATIONS: ‘

e 9

gt Vg Vgt Vs N

2.02
2,03
2,04
2,05
2.06

EXTENT-

OBTAIN TELEgﬁONE NUMBER

DIAL TELEPHONE

TALK INTO THE MOUTHPIECE

TERMINATE THE TELEPHONE CALL
RECORD CONVERSATION -

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

} 7). 3.01 TELEPHONE CALL PLACED TO CORRECT DESTINATION TO

APPROVAL OF BQARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 5 MINUTES WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

prae

P PN, P, P

Nt Nait? Nt Nans? st}

3.02

3.03
3.04
3.05
3.06

CORRECT NUMBER OBTAINED

CORRECT NUMBER DIALED
DISTINCTLY AND SLOWLY

POLITELY, REPLACING PHONE GENTLY
CORRECTLY IN TELEPHONE LOG
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) - MISOE NO.

PROGRAM  BUSINESS AND OFFICE DIVISION 03  OFFICE PRACTICE
“OCCUPATIONS AND PROCEDURE
USOE CODE NO(S) UNIT 01 COMMUNICATIONS
TERMOB NO. 50-028

1.00 CONDITION

2,00 PERFORMANCE

_GENERAL STATEMENT OF_PERFORMANCE_AND RESULTING OUTCOME . o

-

o

g , ]
, . W

3.00 EXTENT o

GENERAL STATEMENT OF EX'I‘EN'i‘ AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND OFFICE. DIVISION 03 _QFFICE PRACTICE e
__OCCUPATIONS i AND
UNIT 02 _PUBLIC CONTACT

TERMOB NO. _20-029

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 CALLER WITHOUT AN APPOINTMENT

2,00 DERFORMANCE 5

\

' _GENERAL STATEMENT OF PERFORMANCE AND RESULTING OYTCOME
2.01 RECEIVE CALLER EMPLOYING THE FOLLOWING OPERATIONS'

() 2.02 GREET CALLER
() 2.03 OBTAIN CALLER'S NAME, BUSINESS, AND NATURE OF VISIT
() 2.04 ANNOUNCE CALLER

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND  EXTENT OF RESULTING OUTCOME
() 3.01 CALLER RECEIVED COURTEOUSLY TO APPROVAL OF BOARD
' OF EXPERT RATERS. TO BE COMPLETED WITHIN 5
MINUTES WITH EACH OPERATIQN JUDGED AS
SATISFACTORY OR UNSATISFA%?ORY

1e

) 37027  POLITELY w3
3.03 TACTFULLY \
3.04 AT PROPER TIME . ,

Lo X ann
L g
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MISOE NO.

PROGRAM  BUSINESS AND OFFICE DIVISION 03 OFFICE pRACTIéE
OCCUPATIONS AND PROCEDURE_,
USOE CODE NO(S) UNIT 02 PUBLIC CONTACT:
TERMOB NO. 30-029 .y
1.00 CONDITION ’
2.00 PERFORMANCE - _ q e ﬁ
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME, )
,-\y;'f\
3.00 EXTENT
. . )
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




1.00

2.00

3.00

MISOE NO.

PROGRAM aus:Niss AND OFFICE DIVISION 03 OFFICE PRACTICE.
OCCUPATIONS _ AND PROCEDURES
UNIT 02 PUBLIC CONTACT

S
TERMOB NO. 20-030

CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

{) 1.02 BELLIGERENT CALLER WITH COMPLAINT ABOUT A SERVICE
. FOR WHICH YOU ARE NOT RESPONSIBLE

() 1.03 LIST OF COMPANY DEPARTMENTS AND FUNCTIONS

- -

PERFORMANCE ; R :

-

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 RECEIVE CALLER EMPLOYING THE FOLLOWING OPERATIONS :

.C) 2.02 GREET CALLER
t) 2.03 EXPLAIN THAT CALLER IS IN THE WRONG OFFICE

( )7 2.04 DIRECT CALLER

EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 "CALLER RECEIVED COURTEOUSLY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

-~ () 3.02 POLITELY

3.03 TACTFULLY
3.04 TO PROPER DEPARTMENT WITH COURTESY GIVING EXPLICIT
. DIRECTIONS

o~
Y g
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PROGRAM

MISOE NO.

BUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE
| OCCUPATIONS AND PROCEDURE
USOE CODE NO(S) . UNIT 02 PUBLIC CONTACT
TERMOB NO. 20-030 "
1.00 CONDITION
d §
2.00 PERFORMANCE . N
" GENERAL STATEMENT OF DPERFORMANCE AND RESULTING OUTCOME .
3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

&
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MISOE NO. ; .

PROGRAM BUSINESS AND OFFICE DIVISION 03 _QFFICE PRACTICE
QCCUPATIONS AND . PROCEDIRE
UNIT 03 _MATL '

TERMOB NO. 20031

1.00 CONDITION

2.00

3.00

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 25 ASSORTED PIECES OF MAIL TO. BE SENT OUT
() 1.03 WEIGHING SCALE

PERFORMANCE -

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 PREPARE MAIL TO BE SENT OUT EMPLOYING THE

FOLLOWING OPERATIONS:

) 2.02 SELECT METHOD OF TRANSPORT FOR EACH PIECE

(
() 2.03 FILL OUT REQUIRED TAGS AND SHIPPING FORMS e
EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3.01 MAIL PREPARED TO BE SENT OUT NEATLY TO APPROVAL
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

() 3.02 MOST EFFICIENT METHOD SELECTED
() 3.03 NEATLY AND ACCURATELY
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MISOE NO. o .
PROGRAM BUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE
| OCCUPATIONS — | AND PROCEDURE
USOE CODE NO(S) UNIT 03 MALL
TERMOB NO. 20-031

1,00 CONDITION o

2,00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

”»*

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCQQEr

a
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MISOE NO. W :

PROGRAM BUSINESS AND OFFICE DIVISION 03- OFFICE PRACTICE

OCCUPATIONS AND PROCEDURE
UNIT 03 MAIL

TERMOB NO. ° 20-032

.

1.00 - CONDITION | .

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 25 PIECES OF INCOMING MAIL

2,00 PERFORMANCE

iy
GENERAL STATEMENT OF PERFO&MANCE AND RESULTING OUTCOME

() 2.01 DISTRIBUTE MAIL EMPLOYING THE FOLLOWING OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TAS

() 2.03 OPEN MAIL S

() 2.04 DATE STAMP MAIL B
() 2.05 DISTRIBUTE MAIL

- 3,00 EXTENT

° GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
{ ) 3.01 MAIL DISTRIBUTED ACCURATELY TO APPROVAL OF BOARD OF
EXPERT RATERS TO BE COMPLETED WITHIN 30 MINUTES WITH
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

<

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 NEATLY, WITHOUT DESTROYING CONTENTS OF PACKAGES
3.04 NEATLY, NO SMUDGES ‘ <
3.05 TO PROPER OFFICES

L T T ¥
et N S S}
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MISOE NO.

4

PROGRAM  BUSINESS AND OFFICE DIVISION 03  OFFICE PRACTICE
g ﬁ OCCUPATIONS ™
USOE CODE NO(S) ' UNIT 03 MAIL
TERMOB NO. . 20-032 —)

1.00 CONDITION

2.00 PERFORMANCE .
GENERAL STATEMENT OF -PERFORMANCE AND RESULTING OUTCOME

o

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND“EXTENT OF RESULTING OUTCOME

14




Miébn NO.

“PROGRAM BUSINESS ang QEEICE DIVISION 03 OFFICE DRACTICE
— _OCCUPATRONS - | AND PROCEDURE .
- | UNIT 04 _CASHTERING

TERMOB NOC. 20033

~1.00 CONDITION | _ . g

BASIC OFFICE SUPPLIES (TABLE T- h
CASH REGISTER A -
CASH CUSTOMER WITH PURCHASES

ol o
2200
W N

(
(
(

St Nt et

“

- 2,00 PERFORMANCE

'GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
. T ) 2.01 EXTEND SERVICE TO CUSTOMER EMPLOYING THE FOLLOWING
OPERATIONS:

|
|
|
|
|
2.02 GREET CUSTOMER
2.03 ENTER AMOUNT OF PURCHASES ON REGISTER ‘
2.04 COMPUTE TOTAL T
2.05 MAKE CHANGE
'2.06 WRAP PACKAGES i ~
2.07 TERMINATE TRANSACTION . S~

L X X X Ko TS
o s et St ps® Vst

3.00 EXTENT : f’

i

.C)w

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

; 3.01 SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 10 MINUTES
_WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UMSATISFACTORY

3.02 POLITELY ‘

3.03 ACCURATELY, N2 ERRORS

3.04 ACCURATELY, SUM IS CORRECT
3.05 ACCURATELY. NO ERRORS

3.06 NEATLY AR
3.0% POLITELY 1 2 1 '

D e T R W W N
Nl st it el Yt s}




- | « | - ‘, MISOE NO.

PROGRAM __ BUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE
o : OCCUPATIONS | AND PROCEDURE
 USOE CODE NO(S) UNIT 04 ~— CLSHIERING

il TERMOB NO. 30-033

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

ﬁ\

» K3

3,00 FEXTENT

“
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

" PROGRAM BUSINESS AND OFFICE. » DIVISION 03 oszgg PRACTICE
' OCCUPATIQNS ‘ _
UNIT 04 t_gggzggxnc, '

TERMOB NO. 20034 —

'1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) .
() 1.02 CASH REGISTER

() '1.03 <CREDIT CUSTOMER WITH PURCHASES - ' SRR

2.00 PERFORMANCE

"ENERAL .STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
' 2,01 EXTEND SERVICE TO CUSTOMER EMPLOYING THE FOLLOWING
-OPERATIONS: .

2.02 GREET CUSTOMER
2.03 ENTER AMOUNT OF PURCHASE ON REGISTER
2.04 COMPUTE TOTAL :
2.05 FILL OUT CREDIT INVOICE :
2.06 OBTAIN CUSTOMER'S SIGNATURE
2.07 WRAP PACKAGES s
2.08 TERMINATE TRANSACTICN, : .
|

e X N T e T L
Nt ot s St N ot ]

3.00 EXTENT

.| GENE STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF BOARD
: OF EXPERT RATERS. TO BE COMPLETED WITHIN 10 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR

UNSATISFACTORY

3.02 POLITELY |

3.03 ACCURATELY, NO ERRORS

3,04 ACCURATELY., SUM IS CORRECT

3.05 ACCURATELY, NO ERRORS
3,06 TACTFULLY

3.07 NEATLY B

3.08 POLITELY 123

L L L A W B W
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MISOE NO.

_PROGRAM __ RUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE
| | OCCUPATIONS —___AND PROCEDURE
USOE CODE NO(S) , UNIT 04 CASHIERING

TERMOB NO. T20-034

1.00 CONDITION

2.00 PERFORMANCE H
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.
PROGRAM BUSI&ESS AND OFFICE DIVISION 04 STENOGRAPHY
OCCUPATIONS - .
' UNIT 01 DICTATION
TERMOB NO. 20-035
1.00 CONDITION -

() 1.01 BaASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 SHORT BUSINESS LETTER DICTATED (50-70 wonns)

STENCGRAPH SHORT BUSINESS LETTER EMFLOYING THE %
FOLLOWING OPERATIONS: " |

() 2.02 CONVERT WORK STATION FOR TASK
() 2.03 STENOGRAPH LETTER AT A PROFICIENT SPEED
() 2,04 READ LETTER BACK

3,00 EXTENT

GENERAL STATEMENT OF’ EXTENT AND EXTENT OF RESULTING O &VOME
3.01 SHORT BUSINESS LETTER IS STENOGRAPHED NEATLY TO :
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 10 MINUTES WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY ‘

() 3.02 SIT FACING THE DICTATOR, SPARE PENCILS HANDY
() 3.03 MORE THAN 80 WORDS PER MINUTE FOR DICTATION TIME
() 3.04 iN A CLEAR, EVEN TONE, PLACING PUNCTUATION




; : SN MISOE NO. -/
PROGRAM BUSINESS AND QFFICE “DIVISION 04 STENOGRAPHY
_ ~ OCCUPATIONS . .
USOE CODE NO(S)__ ; UNIT 0l DICTATION
TERMOB NO. —20-035
. . i ’ r -
1.00 ‘CONDITION V T ¢
1\ ¢ ) v
—— - A - e
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME-
) lw')
~ * g
L 4

3.00 EXTENT
CENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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~MISOE NO. __ ‘ -
- PROGRAM ___ BUSINESS AND OFFICE . DIVISION 04 STENQGRAPHY
. QOCCUPATIONS :
R . " UNIT 01 DICTATION »
S . ‘ “ TERMOB NO.  20_038 —
i & . ) - _/)
"~ 1.00 CONDITION S ( v
\ [CONI a | | |
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) .

-+ {-)} -1,02 500 WORD REPORT DICTATED . . _ -

‘2,00 PERFORMANCE - *

X

@

' GENERAL STATEMENT OF PERFORMANCE AND RESULTTING OUTCOME t
2,01 §TENQGRAPH REPORT EMPLOYING THE FOLLOWING OPERATIONS:

1) Z.02 CONVERT WORK STATION FOR TASK =
- () 2.03 STENOGRAPH REPORT AT A PROFICTENT SPEED
» () 2.04 READ REPORT BACK ‘

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT CP RESULIING OUTCOME
() 3.01 REPORT IS STENGGRAPHED NEATLY TO APPROVAL OF BOARD
‘ OF EXPERT RATERS. TO BE COMPLETED WITHIN 40 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR ‘
UNSATISFACTORY ‘

-

) 3.02 SIT FACING DICTATOR, SPARE PENCILS HANDY _
( ) 3.03 MORE THAN 80 WORDS PER MINUTE FOR DICTATION TIME
() 3.04 IN A CLEAR EVEN TONE, PLACING PUNCTUATION

o
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MISOE NO.
PROGRAM BUSINESS AND OFFICE DIVISION 04 STENOGRAPHY
OCCUPATIONS
USOE CODE NO(S) UNIT 01 DICTATION
— "TERMOB NO. __ 20-036

1.00 CONDITION -

‘2,00 PERFORMANCE
GENERAL STATEMENT OF DERFOPMANCE AND RESULTING OUTCOME

f

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING QUTCOME
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‘HI ‘OE NO.

.l — - o

. PROGRAM BUSINESS. AND OFFICE - DIVISION 04 _STENOGRAPHY
. OCCUPATIONS .

UNIT " 02 _TRANSCRIPTION

) Jyznuos“no; 20-037.

1.00 CONDITION

( ) l 0l BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 STENOGRAPHED SHORT BUSINESS LETTER WHICH, WHEN
: _TRANSCRIBED, WILL BE 3/4 PAGE LONG
- k‘-‘\(A ‘ c
2,00 PERFORMANCE '

¢

- ; ' ,
ENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2,01 TRANSCRIBE SHORT BUSINESS LETTER TO TYPEWRITTEN FORM
~EMPLOYING THE FOLLOWING OPERATIONS: o

2.02 CONVERT WORK STATION FUR TASK
2.03 TYPE LETTER IN CENTER OF PAGE
2.04 TYPE LETTER AT PROFICIENT SPEED

(
()
() 2.05 TYPE LETTER WITH ACCEPTABLE ACCURACY

B.OU“’EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 SHORT BUSINESS LETTER IS ACCURATELY TRANSCRIBED TO
APPROVAL OF -BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN ‘15 MINUTES WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

«4

} 3,02 MARGINS AND TABS SET, MATERIALS POSITIONED

FOR EFFICIENCY L
) 3.03 CENTERED WITH MARGINS AND SPACING CORRECT \
) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
) 3.05 ALL ERRORS CORRECTED

1238




1.00 CONDITION

- A}

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOMEJ

% )
. s i
\ 5 3

s .
e it » ) N
MISOE NO. .

PROGRAM _ BUSINESS AND OFFICE DIVISION 94 STENOGRAPHY

OCCUPATION — ‘ i
USOE CODE NO(S) ‘ UNIT 02 TRANSCRIPTION

A , v TERMOB NO. ~50.037____
- v 4 T




MISOE NO. . o

PROGRAM " BUSINESS AND 6FFICE DIVISION 04 STENOGRAPHY

¢

) OCCUPATIONS _ -
UNIT 02 _TRANSCRIPTION

. TERMOB NO. 20-038 !

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 STENOGRAPHED 500 WORD REPORT

)

2.00 DERFORMANCE -

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
¢ "2.01 TRANSCRIBE REPORT TO TYPEWRITTEN FORM EMPLOYING

. THE FOLLOWING OPERATIONS:

) 2.02 CONVERT WORK STATION FOR TASK

)* 2.03 TYPE REPORT IN CENTER OF PAGE

) 2.04 TYPE REPORT AT PROFICIENT/SPEED - l
) '2.05 TYPE REPORT WITH ACCEPTABLE ACCURACY : .

- A

3.00 EXTENT

£

i ) i

| GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 REPORT IS ACCURATELY TRANSCRIBED TO APPROVAL OF BOARD
OF EXPERT RATERS.’ -TO BE COMPLETED WITHIN 1 HOUR
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
- UNSATISFACTORY

~3.02 MARGINS AND, TABS SET, MATERIALS POSITIONED FOR
EPFICIENCY :
3.03 CENTERED WITH MARGINS AND SPACING CORRECT .
3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME
3,05 ALL ERRORS CORRECTED :

I~~~ g
et Nt S}
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. ’ ~ MISOE No, .

PROGRAM _ BUSINESS AND OFFICE DIVISION 04 STENOGRAPHY
L OCCUPATIONS , »
USOE CODE ‘NO(S) ™ — UNIT 02 ~__ TRANSCRIPTION
TERMOB NO. 50-038

1.00 CONDITION

2.00 PERFORMANCE

QENERAL STATEMENT OF PERFORMANCF. AND RESULTING OUTCOME

4

=

K ) }
i 3
13

3.00 EXTENT ”
 GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




. MISOE NO. _ . : o ‘ o

“\

PROGRAM ___ BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING.

OCCUPATIONS
UNIT 01 _PREPARATIQN
. TERMOB NO. 20-039

_1.00 CONDITION

s

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 EMPLOYEE TIME CARDS

-

2.00 - PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME .

( ) 2.01 PREPARE A PAYROLL REGISTER EMPLOYING THE FOLLOWING
OPERATTONS : : S I

2,02 CONVERT WO STATION FOR TASK
2.03 COMPUTE rAY FOR EACH EMPLOYEE - .
2.04 COMPUTE DEDUCTIONS FOR EACH EMPLOYEE
2,05 ENTER INFORMATION IN PAYROLL REGISTER

%

1
ﬁﬁhj
[ N P St St

.

32.00 EXTENT

2

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01  PAYROLL REGISTER IS PREPARED NEATLY AND ACCURATELY
TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE
COMPLETED WITHIN 1/HOUR WITH EACH OPERATION JUDGED - -
AS SATISFACTORY -OR UNSATISFACTORY

3.02 MATERIALS PDSITIONED FOR EFFICIENCY
3,03 ACCURATELY, NO ERRORS

3,04 ACCURATELY, NO ERRORS . ~
3.05 NEATLY AND ACCURATELY, ALL DATA IN CORRECT COLUMNS

&

P P P P
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MISOE NO.

RECORDKEEPING

PROGRAM BUSINESS AND OFFICE - DIVISION 05
‘ OCCUPAT IONS ,
t'SOE CODE NO(S) UNIT . 01 ~ DREDARATION
h . . TERMOB NO. 20-035
.
1.00 CONDITION
- i L

2.00 PERFORMANCE . , o
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

) 3 00 EXTENT
i ' GENERAL STATEMENT OF EXTBNT AND EXTENT OF RESULTING OUTCOME




" MISOE NO\\

B

- PROGRAM ___ BUSINESS AND OFFICE DIVISION 05 _RECORDKEEPING
o : OCCUPATIONS

UNIT . 02 POSTING
TERMOB NO. 20—~

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 PAYROLL REGISTER FOR 15 EMPLOYEES

2.00 pEREokMANCE

| GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 POST PAY INFORMATION TO EARNINGS RECORD FOR EACH
. EMPLOYEE EMPLOYING THE FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 ENTER DATE :
2,04 ENTER GROSS PAY
© 2.05 ENTER DEDUCTIONS o —
2.06 ENTER NET PAY :

Pl

3.00 EXTENT

e X Rame Koo Ko S
' Nt S S S’}

S

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 PAY INFORMATION IS POSTED TO EARNINGS RECORD NEATLY

: AND ACCURATELY TO APPROVAL OF BOARD OF EXPERT RATERS.
T0 BE COMPLETED WITHIN'1 HOUR WITH EACH OPERATION
JUDGED AS SATISFACTORY OR UNSATISFACTORY

- . k]
3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 ACCURATELY, NO ERRORS ' ‘
3,04 ACCURATELY, NO ERRORS
3.05 ACCURATELY, NO ERRORS
3.06 ACCURATELY, NO ERRORS

P P PN PN, PN
T Nt St Nt g
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PROGRAM BUSINESS AND OFFICE

OCCUPATIONS

USOE CODE NO(S)

1.00 CONDITION

’

2.00 PERFORMANCE

ggMISOE NO.

DIVISION 05 'RECORDKEEPING
UNIT 02 POSTING
TERMOB No. 20040

—

]

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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MISOE NO.

BUSINESS AND OFF DIVISION 05 RECORDKEEPING

OCCUPATIONS

PROGRAM

UNIT . 02 POSTING

TERMOB NO. 02-041

1.00 CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

1.02 VARIOUS JOURNALS WITH 25 ENTRIES TO BE POSTED,
~ JOURNALS INCLUDE BUT ARE NOT LIMITED TO:

1.03 CASH RECEIPTS JOURNAL

' 1.04 CASH DISBURSEMENT JOURNAL

1.05 SALES JOURNAL

1.06 PURCHASE JOURNAL ﬂ ﬂ

1.07 PAYROLL JOURNAL S

1.08 LEDGER . v

L Y e Rt Lo Xame Ko ] Ad\‘
Tt Nl Yl e Vet Nt Nt St

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

—_______-——————_-————__—-'——-

() 2.01 pOST DATA FROM VARIOUS JOURNALS TO APPROPRIATE
ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING PROCEDURE:

2.02 CONVERT WORK STATION FOR TASK

2,03 ENTER CREDIT OR DEBIT AMOUNT

2.04 ENTER DATE

2.05 ENTER EXPLANATION

2.06 ENTER POSTING REFERENCE IN LEDGER
2.07 ENTER POSTING REFERENCE IN JOURNAL

Nt Neaat? St Vet s Suge?

" 3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDGER
. TO APPROVAL OF DOARD OF 'EXPERT RATERS. TO BE COMPLETED
WITHIN 1 1/2 HOURS WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY

3.03 IN PROPER COLUMN

3.04 IN PROPER COLUMN

3.05 IN PROPER COLUMN

3.06 ENTER JOURNAL AND PAGE NUMBER IN PROPER COLUMN
3.07 ENTER LEDGER ACCOUNT NUMBER IN PROPER COLUMN

137
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MISOE NO. .

iy

PROGi!AM W ) DIVISION 05 ___  RECORDKEEPING

—QCCUPATIONS

USOE CODE NO(S) UNIT 02  POSTING

TERMOB NO. 20-041

1.00 CONDITION ' -

- 2.00 PERFORMANCE

GENéRAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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MISOE NO.

. U
ki

PROGRAM BUSINESS AND OFFICE DIVISION G5 RECORDKEEPING
—OCCUBKTIONE 5 :
' UNIT 02 POSTING
o . '|PERMOB NO.  20-042

1.00 CONDITION - S : - -

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)°
() 1.02 GENERAL JOURNAL WITH 15 ENTRIES TO BE POSTED
() 1.03 LEDGER

2.00 PERFORMANCE R

-

~;GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
‘ ~ 2,01 POST DATA FROM GENERAL JOQURNAL TO APPROPRIATE ACCOUNTS
IN LEDGER EMPLOYING THE FOLLOWING PROCEDURE:“

2.02 CONVERT WORK STATION FOR TASK

2,03 ENTER CREDIT OR DEBIT AMOUNT

2.04 ENTER DATE o
2.05 ENTER EXPLANATION

2.06 ENTER POSTING REFERENCE IN LEDGER

2.07 ENTER POSTING REFERENCE IN JOURNAL

Y N Nt N S e

3,00 EXTENT

ENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOUME
3.01 DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDGER
TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE coupnnrnn
: WITHIN 45 MINUTES WITH EACH OPERATION JUDGED AS
i SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICTENCY

3.03 IN PROPER COLUMN

3.04 IN PROPER COLUMN

3.05 IN PROPER COLUMN

3,06 ENTER JOURNAL AND PAGE NUMBER IN PROPER COLUMN
3.07 ENTER LEDGER ACCOUNT NUMBER IN PROPER COLUMN

P T Tan S X Ko
e N N s o “upt’]




- MISOE NO.

PROGRAM __ BUSINFSS AND OFFICE  DIVISION 05 RECORDKEEPING
J o OCCUPATIONS ﬁ__ _
USOE CODE NO(S) T UNIT 02 POSTING
TERMOB NO. 20-042

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

~« i "

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
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MISOE NO.

PROGRAM __ BUSINESS AND OFFICE . DIVISION 05 RECORDKEEPTNG

1.00

2.00

3. 00

QCCUPATIONS

. UNIT 03 FILING ] g

- | TERMOB No. 75043

CONDITION
() 1.01 BASIC OFFICE ‘SUPPLIES (TABLE T-3)

() 1.02 25 ITEMS TO BE FILED
() 1.03 GEOGRAPHIC FILE

PERFORMANCE

GENERAL STATEMENT OF PERFOF
2.01 FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS :

2.03 SORT ITEMS

)
g; 2,02 CONVERT WORK STATION FOR TASK
() 2.04 FILE ITEMS

«

EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3.01 ITEMS FILED ACCURATELY WiTH NO ERRORS TO APPROVAL OF
BOARD OF EXPERT RATERS., TO BE COMPLETED WITHIN 20
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

()

) 3.02 MATERIALS‘POSITIONED FOR EFFICIENCY
() 3.03 NEATLY AND ACCURATELY
() 3.04 ALPHABETICALLY BY STATE, THEN CITY, THEN INDIVIDUAL
NAMES

141
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MISOE NO. | .

PROGRAM __EHSIBEEELlnHlJnﬂﬁuﬂiv DIVISION 05 ___RECORDKEEPING

- . _OCCUPATIONS ,
USOE CODE NO(S) ‘ UNIT 03 PTLING

TERMOB NO. - 20-043

1.00 CONDITION

2.00- PERFORMANCE

’ ) ¢
QENERAL STATE_MENT OF PERFORH?ANCE AND RESULTINZ OUTCOME
) ) kS

13,00 EXTENT “ ,
- GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING
— BCCUPRTYORE — ;
UNIT 03 TILING

TERMOB NO.  20-044

1.00 CONDITION |
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1,02 25 ITEMS TO BE FILED .
() 1.03 ALPHABETIC NAME FILE

'2.00 PERFORMANCE :

| GENERAL, STATEMENT OF PERFORMANCE AND RESULTING OUTCOME ;
Y 2.01 FILE ITEMS SMPLOYING THE FOLLOWING OPERATIONS: .

() 2.02 CONVERT WORK STATION FOR TASK -
‘ () 2.03 'SORT ITEMS V
( ) - 2.04 FILE ITEMS « V) ¢ & ‘)

3o

3.00 EXTENT R ’ L ST :

by

GENERAL STATEMENT OF EXTENT:AND EXTENT OF RESULTING OUTCOME ’

3,01 ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF
BOARD OF EXPERT RATERS. TG BE COMPLETED WITHIN C
20 MINUTES WITH EACH OPERATION J'UDGED AS SA’I‘ISFAC’I‘ORY

OR UNSATISFACTORY

(307 MATERIALS POSITIONED FOR EFFICIENCY ‘ —
() 3.03 NEATLY AND ACCURATELY , oo
() 3.04 ALPHABETICALLY

)




MISOE NO.

- PROGRAM _ BUSINESS AND OFFICE DIVISION 05 _ RECORDKEEPING

~ OCCUPATIONS — —
USOE CODE NO(S) UNIT 03 FILING

TERMOB NO. ___ 20-044

1.00 CONDITION

2,00 PERFORMANCE .
' GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

e

3,00 EXTENT
: ' GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




" MISOE NO.

-

PROGRAM _  BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING
OCCUPATIONS - :

UNIT 03 FILING

TERMOB NO. 20045

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 25 ITEMS TO BE FILED -~
() 1.03 NUMERIC FILE - -

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RﬁSﬁLTING OUTCOME
2.01 FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS:

() 2. 02 CONVERT WORK STATION FOR TASK
() 2.03 SORT ITEMS
()
()

2,04 FILE ITEMS o
2,05 POST ALPHABETIC CARD FILE

© e
~

”

| GENERAL STATEMENT OF EXTENT AND EXTENT op RESULTING OUTCOME
i ) 3.01 ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 20

MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3,03 NEATLY AND ACCURATELY

3,04 NUMERICALLY

3.05 NEATLY, WITH Nu ERRORS

L X ¥ -
Vgt St Vgl )
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MISOE NO.

\___

PROGRAM __ BUSTN#SS AND QFFICE DIVIRION 05 RECORDKEEPING

oy ~OCCUPATIONS __ .
USOE CODE NO(S) _ UNIT 03 __FILING
TERMOB NO. _ 20-045

1.00 CONDITION

2.00 PERFORMANCE "
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

o

3.00 EXTENT v
GENERAL‘STATEMENT OF - EXTENT _AND EXTENT OF RESULTING OUTCOME ]




MISOE NO.

PROGRAM __ BUSINESS AND QFFICE __

1.00

2.00

3.00

!

DIVISION 05 RECORDKEEPING.

QCCUPATIONS |

UNIT 03 FILING
S . R TERMOB NO. 20,046
CONDITION.

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 25 ITEMS TO BE FILED s
() 1.03 ALPHABETIC SUBJECT FILE

() 1.04 RELATIVE INDEX

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
v 2.01 FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TASK
() 2.03 SORT ITEMS

() 2.04 FILE ITEMS

EXTENT

i

1
GENERAL, STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3,01 1ITEMS FILED ACCURATELY WITH NO ERKRORS TO APPROVAL OF
‘ : BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 20 ”
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY

OR UNSATISFACTORY

[y 3.02  MATERIALS POSITIONED FOR EFFICIENCY
() 3.03 NEATLY AND ACCURATELY
() 3.04 ALPHABETICALLY
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_ MISOE NO.

PROGRAM __ BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING

. | OCCUPATIONS - 7
USOE CODE NO(S) UNIT 03 FILING
TERMOB NO. 20-046

&

——

1.00 CONDITION

2.00 PERFORMANCE

. . ’ . « a <
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT: OF EXTENT AND EXTENT OF RESULTING OUTCOME
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MISOE NO. , -

PROGRAM  BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING
T OoCcUPATIONS .

UNIT 04 MONEY HANDLING
TERMOB NO.  20-047

1.00 CONDITION
() 1.01 LOCKING STRONGBOX

(). 1.02 RECEIPTS ,
() 1.03 PETTY CASH JOURNAL

2.00 PERFORMANCE . | T

GENERAL STATEMENT OF PERFORMANCE AND RESULTING CQUTCOME
() 2.01 SET UP PETTY CASH SYSTEM EMPLOYING THE FOLLOWING
OPERATIONS : M
[ ,

() 2.03 POST PETTY CASH JOURNAL ‘ QQ

- 3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 PETTY CASH SYSTEM IS SET UP TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH

|
() 2.02 SECURE AN-AMOUNT OF CASH — L
EACH. OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

() 3.02 SUFFICIENT AMOUNT OF CASH OBTAINED AND LOCKED IN
: STRONGBOX : ‘
2 \ () 3.03 EXACT AMOUNT RECEIVED IS POSTED TO CREDIT sxo%\or
‘ JOURNAL




AY

PROGRAM —BUSTNESS AND OFFICE
QCCUPATIONS
USOE CODE NO(S)

1.00 coanTION

__24QQ_¥EERFORMANCE

MISOE NO.

DIVISION 05 RECORDKEEPING

UNIT 04 MONEYHANDLING

TERMOB NO.  20-047

¢

3.00 EXTENT

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

GENERAL STATEMENT OF EXTENT AND E¥TENT OF RESULTING OUTCOME

N




MISOE NO.

BUSINESS AND OFFICE

DIVISION 05 RECORDKEEPING

] PROGRAM -
i — OCCUPATIONS
' UNIT 04 MONEY HANDLING
TERMOB NO.  20_048 ‘
1.00 CONDITION I n
- () 1.01 OPERATIVE PETTY CASH SYSTEM INCLUDING:
() .1.02 RECEIPTS
() 1.03 PETTY CASH JOURNAL
{) 1,04 PEN
- 2,00 PERFORMANCE

i 3.00

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 MAINTAIN PETTY CASH SYSTEM. EMPLOYING THE FOLLOWING
OPERATIONS:

P P P A P

ACCEPT RECEIPT ‘ -
ISSUE MONEY

POST PETTY CASH JOURNAL
DEPOSIT MONEY

POST PETTY CASH JOURNAL

RULE AND BALANCE JOURNAT.

)

) 2.03
) 2.04
Yy 2.05
) 2.06
) 2.07

EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
‘ 3,01 PETTY CASH SYSTEM IS MAINTAINED TO APPROVAL OF BOARD

OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 1/2 HOURS
WITH EACH OPERATION JUDGED AS SATISFACTORY OR

UNSATISFACTORY -
- L | .
U7 3.02 RECEIPT I$ DATED, SIGNED, ANC AMOUNT IS FILLED IN
() 3.03 CORRECT AMOUNT IS ISSUED
() 3.04 EXAC UNT ISSUED IS POSTED TO DEBIT SIDE OF

J0O

{) 3.05 MONEY IS.LOCKED IN STRONG BOX
() 3,06 EXACT AMOUNT OBTAINED IS POSTED TO CREDIT SIDE OF

" JOURNAL
() 3.07 NEATLY AND ACCURATELY, NO ERRORS, BALANCE IS ENTERED

ON SIDE THAT IS LARGER
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MISOE NO.
" PROGRAM __ puSINESS AND OFFICE DIVISION 05 RECORDKEEPING
___ _OCCUPATIONS ‘ '
| USOE CODE NO(S) T h UNIT 04 ___ MONEY HANDLING
S — —  TERMOB NO. ____20-048 _
1,00 CONDITION
2,00 PERFORMANCE ‘ . . - =

GENERAL STATEMENT OF’PERFORMANCE AND RESULTING OUTCOME

E
¥ 2

" 3,00 EXTENT ﬂ
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM  BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING __

OCCUPATIONS _ N
UNIT 04 MONEY HANDLING
TERMOB NO.  20-049 ‘

1.00 CONDITION

) 1.51 CHECKBOOK

) 1.02 CHECK REGISTER

) 1.03 -PEN

) 1.04 AUTHORIZATION TO DISBURSE CHECK

.~ 2.80 PDPERFORMANCE

"/;.- —

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 DISBURSE A CHECK EMPLOYING THE FOLLOWING OPERATIONS:

) 2,02 FILL OUT CHECK
() 2.03 POST GHECK REGISTER

/
4

3.00 EXTENT

ittt

: | GENERAL STATZENT OF EXTENT AND EXTENT OF RELULTING OUTCOME \
: 3.01 CHECK IS DISBURSED TO APPROVAL OF BOARD OF EXPERT
-t - RAMERS, TO BE COMPLETED WITHIN 10 MINUTES WITH

EACH OPERATIUN JUDGED AS SATISFACTORY OR UNSATISFACTORY

)  3.02 DATE, AMOUNT AND PAYEE ENTERED IN PROPER PLACE,
CHECK SIGNED
() 3.03 DATE, AMOUNT, PAYEE AND REASON FOR PAYMENT POSTED
' IN PROPER PLACE

.

L




g
E e
@ MISOE NO.
PROGRAM _ BUSINESS AND OFFICE DIVISION 05  RECORDKEEPING ,
: OCCUPATIONS ,
USOE CODE NO(S) T UNIT 04 MONEY HANDLING
TERMOB NO. 20-049 ’ '

1.00 CONDITION

e - S
'~ 2.00 PERFORMANCE ——— .
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

 3.00 EXTENT | }

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OQUTCOME
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MISOE NO.

1.00

2,00

PROGRAM

BUSINESS AND OFFICE DIVISION 05, RECORDKEEPING
OCCUPATIONS -

CONDITION

() 1.01
() 1.02

UNIT 04 MONEY HANDLING
TERMOB NO. 20-050

CHECK REGISTER
BANK STATEMENT

Lkt b S i

3.00

—

GE NERAL _STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
)

BALANCE CHECKING ACCOUNT EMPZOYING THE FOLLOWING

. OPERATIONS:

{ 2.01
) 2.02
() 2.03
EXTENT

TOTAL CHECKS DRAWN AND BALANCE
TOTAL DEPOSITS

¥

() 3.01

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

CHECKING ACCOUNT BALANCES TO APPRSVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 1/2 HOUR WITH

EACH OPERAT1ON JUDGED AS SATISFACTORY OR UNSATISFACTORY

~SUM IS CORRECT, NO ERRORS
SUM IS CORRECT, BOTH SUMS ARE EQUAL




- f
MISOE NO. _
PROGRAM  BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING
.~ 7 T OCCUPATIORS _ : —
USOE CODE NO(S) ™ . _ UNIT 04 MONEY HANDLINTG

TERMOB NO. 20-050

1.00 CONDITION : )

2.00 PERFORMANCE ' |

- PNERAL - STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT




S A
+ .

~ MISOE NO. | —

ﬁ L

PROGRAM ° BUSINESS AND OFFICE - DIVISION 06 BOOKKEEPING AND
i ~ T OCCUPATIONS. v . ‘ ACCOUNTING _

) ‘v . a .~ UNIT 01 JOURNALIZING
6 “ TERMOB NO.  20-051 '

&
&

1,00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 SUFFICIENT DATA TO MAKE 15 ENTRIES IN A GENERAL
JOURNAL INCLUDING BUT NOT LIMITED TO THE FOLLOWING
SOURCE DOCUMENTS :

) 1.03 RECEIPTS

) 1.04 CHECK STUBS oD

() 1.06 PAYROLL RECORD
() 1.07 BALANCE SHEET
() 1.08 GENERAL JOURNAL

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

T 2 01 RECORD DATA IN, GENERAL JOURNAL EMPLOYING THE FOLLOWING

OPERATIONS.

' 2.02 CONVERT WORK STATION FOR TASK
2,03 ENTER DATE
2,04 ENTER EXPLANATION
2,05 ENTER CREDIT OR DEBIT AMOUNT

I P P,
T Yt Nt Nt S

-

3.00 EXTENT

GENERAL STATEMENTOF EXTENT AND EXTENT OF RESULTING OUTCOME

) 3.01 DATA-ACCURATELY RECORDED IN GENERAL JOURNAL TO
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 TIN PROPER COLUMN
3.04 IN PROPER COLUMN

)
)
()~ 3,05 "IN PROPER COLUMN ——-p, — — ~ —— ~— ~ —~ — —
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.. 0C

| PROGRAM __BUSINESS AND OFFICE |

- USOE- CODE NO(S)

“

1.00 CONDITION

ES)

" DIVISION 06
UNIT 01
TERMOB NO.

“"MISOE RO.

BOOKKEEPING AND

ACCOUNTING

JOURNALIZING

20-051

|~ 2,00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

v




MISOE NO.

1.00 CONDITION

() 1.01
1.03
1.04
1.06

1.07
1.08

PROGRAM  BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND
‘OCCUPATIONS - ACCOUNTING
u UNIT 01 JOURNALIZING _

TERMOB NO. ib-qsz

A

BASIC OFFICE SUPPLIES (TABLE T-3)

SUFFICIENT DATA TO MAKE 25 ENTRIES IN VARIOUS
. JOURNALS INCLUDING BUT NOT LIMITED TO THE .
i FOLLOWING SOURCE DOCUMENTS:

RECEIPTS

CHECK STUBS

<~ 05 —BANK_STATEMENTS.

PAYROLL RECORD
BALANCE SHEET
REQUIRED JOURNALS

2.00 PERFORMANCE

2.01

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME/

RECORD DATA IN APPROPRIATE JOURNALS EMPLOYING THE
FOLLOWING OPERATIONS‘

2.02
2.03
- 2.04
2.05
2.06

L Lo X e W
L A §

3.00° EXTENT

CONVERT WORK STATION FOR TASK
SELECT SPECIFIC JOURNAL

ENTER DATE |

ENTER EXPLANATION ;

ENTER CREDIT(S) OR DEBIT(S) AMOUNTS

GENERAL, STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 DATA ACCURATELY RECORDED IN PROPER JOURNALS TO

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 2 HOURS WITH EACH OPERATION JUDGED AS

- SATISFACTORY OR UNSATISFACTORY

() 3.05
() 3.06

—{) 3,04 "IN PROPER COLUMN

IN PROPER COLUMN

IN PROPER COLUMN 154
P ”" R

) 3.0%» MATERIALS POSITIONED FOR EFFICIENCY
() 3.0

CORRECT JOURNAL SELECTED




MISOE NO.

PROGRAM __ pusINESS AND OFFICE DIVISION 06 ____BOOKKEEPING AND
ACCOUNTING

USOE CODE NO(S)_ _ , UNIT 01 ____JOURNALIZING

S

“” PERMOB NO. ____20-052

~ 1,00 CONDITION

3

2,00 PERFORMANCE L V
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME .

3,00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




.MISOE NO.

[

PROGRAM BUSINESS AND OFFICE  ° DIVISION 06 BOOKKEEPING AND _

OCCUPATIONRS - ACCOUNTING
: UNIT 02 POSTING

1.00 CONDITION

() 1,01
() 1.02

() 1.03

TERMOB NO. 26-6§§ e

BAS1IC OFFICE SUPPLIES (TABLE T-3)
GENERAL JOURNAL, WITH 15 ENTRIES TO BE POSTED
LEDGER

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RﬁSULTING OUTCOMF:

() 2.01 POST DATA FROM GENERAL JOURNAL TO APPROPRIATE

ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING "~
OPERATIONS : |

2,02
2.03
2.04
2,05
2,06
2.07

. ‘
ﬁ’\’\f\f\“{l
:VVVVV\J<

3.00 EXTENT

“CONVERT WORK STATION FOR' TASK
ENTER CREDIT(S) OR DEBIT(S) AMOUNTS
ENTER DATE

ENTER EXPLANATION

ENTER POSTING REFERENCE IN LEDGER
ENTER POSTING REFERENCE IN JOURNAL

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDGER

TO APPROVAL OF BOARD OF EXPERT RATERS., TO BE COMPLETED
WITHIN 1/2 HOUR WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

3,02
3,03
3.04
3.05
3.06

3.07

o~ Ean X Lo Ton Wt
— Wast? Vet Vet Nt gl |

MATERIALS POSITIONED FOR EFFICIENCY

IN PROPER COLUMN

IN PROPER COLUMN

IN PROPER COLUMN

ENTERED JOURNAL CODE AND PAGE NUMBER IN PROPER COLUMN
OF LEDGER

ENTERED LEDGER ACGOUNT NUMBER IN PROPER COLUMN OF

——— JOURNAL-

’

-~
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«

MISOE NO.

. PROGRAM _ gucinpds AND OFRICE DIVISION 06 BOOKKEEPING AND
] CUPATIONS ' ACCOUNTING
USOE CODE NO(S) : UNIT 02 POSTING

TERMOB NO. 20-053

©1.00 CONDITION

2,00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

L d

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

162




MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 06 PBROOKKEERING AND

OCCUPATIONS ACCOUNTING
. UNIT 02 . POSTING

TERMOB NO.  20-054

—
-~

\

1
<

1.00 CONDITION

() 1.01 BXégc OFFICE SUPPLIES& (TABLE T-3)

() 1.02  VARIOUS JOURNALS WIYH 25 ENTRIES TO BE POSTED.
JOURNALS INCLUDE BUT ARE NOT LIMITED TO:

1.03 CASH RECEIPTS JOURNAL

1.04 CASH DISBURSEMENTS JOURNAL

1.05 SALES JOURNAL

1.06 PURCHASE JOURNAL

1.07 PAYROLL JOURNAL

1.08 LEDGER

P W R R Ratn e
e Vs Vs N Vs N

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 POST DATA FROM VARIOUS JOURKALS TO APPROPRIATE
ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING
PROCEDURE:

2.02 CONVERT WORK STATION FOR TASK

2.03 ENTER CREDIT(S) OR -DEBIT(S) AMOUNTS

2.04 ENTER DATE

2.05 ENTER EXPLANATION -
2.06 ENTER POSTING REFERENCE IN LEDGER

2.07 ENTER POSTING REFERENCE IN JOURNAL

P e Lo K X e W
T Vs s s N Sus®

)

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3.01 DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN CORRECT
LEDGER TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE
COMPLETED WITHIN 1 HOUR WITH EACH OPERATION JUDGED
AS SATISFACTORY OR UNSATISFACTORY

\

() 3.02 MATERIALS POSITIONED FOR EFFICIENCY
() 3.03 IN PROPER COLUMN ‘ . |
() 3.04 1IN PROPER COLUMN -
() 3.05 IN PROPER COLUMN ¢ ’
() 3.06 ENTER JOURNAL CODE AND PAGE NUMBER IN PROPER COLUMN

OF -CORRECT LEDGER
N () 3.07 ENTER LEDGER ACCOUNT NUMBER IN PROPER COLUMN .OF
'lfRi(3 CORRECT JOURNAL
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MISOE NO.

PROGRAM _ BUSINESS AND OFFICE DIVISION 06 - BOOKKEEPING AND

) OCCUPATIONS ACCOUNTING
USQOE CObE NO(S) — UNIT 02 ~ POSTING
. &
TERMOB NO. "~ 20-054

'1.00 CONDITION

2,00 PERFORMANCE .
GENERAL_STATEMENT OF PERFORMANCE AND RESULTING OUTCOME -

p b A e AR L B e e e e e

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENI,OFvRESULTING OUTCOME




1.00

3.00

MISOE NO.

2,00

PROGRAM BUSINESS AND OFFICE " DIVISION 06 BOOKKEEPING AND

PATIONS _ ACCOUNTING

¥

UNIT 03 TRIAL BALANCE  —

v | TERMOB NO.  20-055

N

CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 GENERAL LEDGER WITH 8 ACCOUNTS

PERFORMANCE -

MGENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

2,01 TAKE A TRIAL BALANCE ON 8 GENERAL LEDGER ACCOUNTS
EMPLOYING THE FOLLOWING OPERATIONS: :

2.02 CONVERT WORK STATION FOR TASK -

2.03 PENCIL FOOT ALL ACCOUNTS IN GENERAL LEDGER
- 2.04 ENTER HEADING

2,05 ENTER ACCOUNT TITLE

2.06 ENTER POSTING REFERENCE o

2.07 ENTER DEBIT OR CREDIT BALANCE

2,08 TOTAL DEBITS AND CREDITS

«

EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 TRIAL BALANCE IS CORRECTLY TAKEN WIXH CREDITS AND
DEBITS EQUAL TO- APPROVAL OF BOARD OF EXPERT RATERS.
TO BE COMPLETED WITHIN 1/2 HOUR WITH EACH OPERATION
JUDGED AS SATISFACTORY ‘OR UNSATISFACTORY )

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 NEATLY, ENTRIES IN PROPER POSITIONS
3.04 NEATLY, IN PROPER POSITION

3.05 IN PROPER COLUMN

3.06 ACCOUNT NUMBER IN PROPER COLUMN
3.07 IN PROPER COLUMN

3.08 TOTALS ARE EQUAL

AN e




MISOE NO.

'~ PROGRAM ~ BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND

L OCCUPATIONS —__ACCOUNTING
USOE CODE NO(S) __ . . UNIT 03 TRIAL BALANCE

TERMOB NO. ___ 20-055

1.00 CONDITION:

2.00 PERFORMANCE |
" GENERAL _STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

|
H

3.00 EXTENT |
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM  BUSINESS AND OFFICE _ DIVISION 06 BOOKKEEPING AND

OCCUPATIONS ‘ ACCOUNTING

-

1.00 CONDITION

* (). 1.01
| () 1.02
() 1.03

UNIT 04 _QBKSHEE!_EBERABAIIQN
TERMOB NO.  20-056

BASIC OFFICE. SUPPLIES (TABLE T-3)
30 LINE TRIAL BALANCE
7 PERIODIC ADJUSTMENTS

2.00 PERFORMANCE

PREPARE A FINANCIAL STATEMENT WORKSHEET EMPLOYING
THE FOLLOWING OPERATIONS: .

..
N N N P N ot o]
N
.
Qo
n

2,08

3.00 EXTENT

CONVERT WORK STATION FOR TASK
ENTER TRIAL BALANCE

ENTER ADJUSTMENTS

ENTER INCOME STATEMENT

'COMPUTE NET PROFIT OR LOSS IN INCOME STATEMENT SECTION

ENTER NET PROFIT OR LOSS i
ENTER BALANCE SHEET ACCOUNT BALANCES

| Y,

b

ENERAL STATEMENT OF EXTENT AND EXTENT.OF.RESULTING OUTCOME
i ) 3.01 FINANCIAL STATEMENT WORKSHEET IS PREPARED NEATLY AND

ACCURATELY TO APPROVAL OF BOARD OF EXPERT RATERS. TO
BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION JUDGED
AS SATISFACTORY OR UNSATISFACTORY

3.03
3.04
3.05
- 3,06
3.07
3.08

L T X B N W W
e s Nl e st St

3.02

MATERIALS POSITIONED FOR EFFICIENCY . '
IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS
IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS
IN PROPER COLUMNS, ACCURATELY wxrn NO ERRORS
ACCURATELY WITH NO ERRORS

IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS
IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS
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MISOE NO.

PROGRAM _ pISTNESS AND OFFICE DIVISION 06 BOOKKEEPING AND
ACCOUNTING

| OCCUPATIONS : '
USOE CODE NO(S) UNIT 04 _WORKSHEET PREPARATION
TERMOB NO. —_ 20-056.

‘\\\\\

1.00 CONDITION

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESUL‘i‘ING OUTCOME

3.00 EXTENT
. GENERAL STATEMENT OF EXTENT AND EXTEﬁgqg;pRESULTING OUTCOME

168




. MISOE NO.

PROGRAM  BUSINESS AND OFFICE DIVISION 06 BQOKKEEPING AND

OCCUPATIONS

1.00 CONDITION

() 1,01
() 11.02

ACCOUNTING . .
UNIT 05 FINANCIAL STATEMENTS
TERMOB NO.  20-057 '

BASIC OFFICE SUPPLIES (TABLE T-3)
FINANCIAL STATEMENT WORKSHEET

L 4

2.00 PERFORMANCE

| GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 PREPARE OWNER'S EQUITY STATEMENT FOR_SOLE PROPRIETORSHIP

EMPLOYING THE FOLLOWING OPERATIONS:

2.02
2. 03
2.04
2.05
2,06

" o~~~

3,00 EXTENT

CONVERT WORK STATION FOR TASK

PREPARE HEADING

ENTER OWNER EQUITY ACCOUNTS

COMPUTE NEW BALANCE OF OWNER'S EQUITY ACCOUNT
" RULE STATEMENT , B )

ENERAL STATEMENT OF EXTENT AND EXTENT -OF RESULTING OUTCOME

G ‘
') 3.01 OWNER'S EQUITY STATEMENT PREPARED NEATLY AND ACCURATELY

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 30 MINUTES WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY :

3.02
3.03
3.04
3.05
3.06

P T Y o e e
e Yt S St S

MATERIALS POSITIONED FOR EFFICIENCY
NEATLY, DATA CORRECT :
ACCURATELY, NO ERRORS

ACCURATELY, SUMS CORRECT

NEATLY

1649 .



) i

PROGRAM BUSINESS AND OFFICE

OCCUPATIONS

USOE CODE-ﬁO(S)

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

N

.

DIVISION 06
UNIT 05

TERMOB NO.

MISOE NO.

BOOKKEEPING AND

ACCOUNTING

FINANCIAL STATEMENTS

20-057

-

3.00 EXTENT _ >

~ GENERAL STATEMENT OF EXTENT AND'EXTENT'OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND QFFICE DIVISION 06
, OCCUPATIONS . ACCOUNTING

UNIT 05 FINANCIAL STATEMENTS
TERMOB NO.  20-058

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 FINANCIAL STATEMENT WORKSHEET

2,00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

_l Y 2.01 PREPARE INCOME STATEMENT EMPLOYING THE FOLLOWING

OPERATIONS:

() 2.02 CONVERT WORK STATION FQR TASK

fiu}a\§'°3 ENTER REVENUE AND EXPENSE ACCOUNTS .
~2.04 COMPUTE NET INCOME OR LOSS

() 2.05 RULE STATEMENT

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3,01 INCOME STATEMENT PREPARED NEATLY AND ACCURATELY TO
APPaOVALnOF BOARD OF EXPERT RATERS. TO BE COMPLETED
WIPHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY

S ' -(OR UNSATISFACTORY

3,02 {_MATERIALS POSITIONED FOR EFFICIENCY
3.03 ACCURATELY, NO ERRORS

3.04 ACCURATELY, NO ERRORS

3.05 NEATLY -

“ //

A"A’W
T N N gt




MISOE NO. °
PROGRAM BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND
" OCCUPATIONS ~ ACCOUNTING
USOE CODE NO(S) M UNIT 05 FINANCIAL STATEMENTS
. TERMOB/’NO. 20-058

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

kel

;,A/‘
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MISOE NO.

L)

PROGRAM ___BUSINESS AND OFFICE = DIVISION g6
. ._QCCUPATIONS
UNIT 05

TERMOB NO.

1.00 CONDITION 0 ;
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 FINANCIAL STATEMENT WORKSHEET
() 1.03 STATEMENT OF OWNER'S EQUITY

4

2.00 PERFORMANCE

AccotiNTING

EINANCTAL STATEMENTS
20059 _

OPERATIONS: :

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME *

() 2.01 PREPARE A BALANCE SHEET EMPLOYING THE FOLLOWING

2,02 CONVERT WORK STATION FOR TASK
2,03 ENTER ASSETS

2.04 ENTER LIABILITIES

2.05 ENTER OWNER'S NEW EQUITY BALANCE
2.06 RULE STATEMENT

A P P P, P
A e

3.00 EXTENT ‘

OR UNSATISFACTORY

‘?ENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
: 3.01 BALANCE SHEET IS PREPARED NEATLY AND ACCURATELY

: TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED.
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY

3,03 ACCURATELY, NO ERRORS
3.04 ACCURATELY, NO ERRORS
3,05 ACCURATELY, NO ERRORS
3.06 NEATLY -

S P P P PP
T e s S ety

173

3.02 MATERIALS POSITIONED FOR EFFICIENCY




0

PROGRAM  BUSINESS AND OFFICE
OCCUPATIONS

USOE CODE NO(S)

1.00 CONDITION

<

2,00 PERFORMANCE

DIVISION 06

UNIT 05

TERMOB NO.

MISOE NO.

 BOOKKEEPING AND

~ACCOUNT ING

FINANCIAL STATEMENTS

30-059

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00; EXTENT

%

'GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM BUSINESS AND OFFICE - DIVISION 06 BOOKKEEP
~ OCCUPATIONS ACCOUNTING
TERMOB NO. 20060 “

1,00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 JOURNALS

() 1.03 LEDGER

() 1.04 FINANCIAL STATEMENT WORKSHEET
2.00 PERFORMANCE

3.00

P

{

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 MAKE A CLOSING ENTRY EMPLOYING THE FOLLOWING

OPERATIONS:

Y 2.02
) 2.03
)y 2.04
) 2.05
)

2,06

CONVERT WORK STATION FOR TASK

TRANSFER BALANCE OF EACH INCOME AND EXPENSE ACCOUNT
TO PROFIT AND LOSS SUMMARY

COMPUTE CREDIT OR DEBIT OF PROFIT AND LOSS SUMMARY

CLOSE PROFIT OR LOSS SUMMARY ACCOUNT BALANCE TO
CAPITAL ACCOUNTS

CLOSE DRAWING ACCOUNT BALANCE TO CAPITAL ACCOUNT

%ENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
y 3,01 CLOSING ENTRY IS MADE, NEATLY AND ACCURATELY TO

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

3.02
3.03
3.04
3.05
3.06

ﬂﬁﬁﬁﬂ
Yt s St s

MATERIALS POSITIONED FOR EFFICIENCY
ACCURATELY, NO ERRORS
ACCURATELY, NO ERRORS
ACCURATELY, NO ERRORS
. ACCURATELY, NO ERRORS
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MISOE NO.

PROGRAM  BUSINESS AND OEFICE DIVISION 06 BOOKKEEPING AND
OCCUPATIONS ACCOUNTING
USOE CODE NO(S) ™ ~—__~ y UNIT 06 CLOSING ENTR;ES
TERMOB NO. —20-060 '
1.00 CONDITION
»
2.00 PERFORMANCE o

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

Ly

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

e o ——— e —




L e FERSR AT T

MISOE NO.

) K BALANCING EMPLOYING THE FOLLOWING OPERATIONS :

T

PROGRAM BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND
ATIONS ACCOUNTING ‘ R
UNIT 07 RULING AND ,
: BALANCING ¢
TERMOB NO. 20-061 ¢

1.00 CONDITION | ‘ .

() 1.01 BASIGC OFFICE SUPPLIES (TABLE T-3)
() 1.02 JOURNALS ,

() 1.03 LEDGER : |

() 1.04 FINANCIAL STATEMENT WORKSHEET P

2.00 PERFORMANCE

+ i

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME .
() 2.01 DREPARE GENERAL LEDGER ACCOUNTS FOR RULING AND .

-

i

2.02 CONVERT WORK STATION FOR' TASK
2.03 COMPUTE TOTALS OF DEBIT AND CREDIT FOR EACH ACCOUNT
2.04 DETERMINE THE BALANCE OF EACH LEDGER ACCOUNT -
2.05 BALANCE ALL OPEN ACCOUNTS

2.06 TRANSFER BALANCES FORWARD TO THE FIRST DAY OF THE '
. NEXT ACCOUNTING PERIOD ’

) 2.07 RULE ALL ACCOUNTS WITH NO BALANCE

3.00. EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULEING :OUTCOME

() 3.01 ACCOUNTS ARE PREPARED FOR RULING AND BALANCING
NEATLY AND ACCURATELY TO APPROVAL OF BOARD OF EXPERT
RATERS, TO BE COMPLETED WITHIN 1 HOUR WITH EACH
OPERATION JUDGED'AS SATISFACTORY OR UNéATISFACTORY

3.03 ACCURATELY, SUMS CORRECT

3,04 - TOTALS ENTERED ON SAME LINE, SUMS CORRECT

3.05 ACCURATELY, NO ERRORS

3.06 ACCURATELY, NO ERRORS o
3.07 NEATLY, ACROSS ALL COLUMNS EXCEPT ITEMS COLUMNS 2

3,02 MATERIALS POSITIONED FOR EFFICIENCY -

Nt N St Nt st ]
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MISOE NO.

“ ~

"PROGRAM _ puysINESS AND QFFICE DIVISION 06 BOOKKEEPING AND
. QCCUPATIONS ACCQUNTING
USOE CODE NO(S) UNIT 07 RULING AND
, ‘ , BALANCING
TERMOB NO. 20-061

1.00 CONDITION

2.00 P%RFORMANCE

GEﬁERAL STATEMENT OF . PERFORMANCE AND RESULTING OUTCOME

e o

3.00 EXTENT

GENERAL:STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

-




MISOE NO. | .

PROGRAM BUSINESS AND OFFICE DIVISION 06 B

OCCUPATIONS _ ACCOUNTING
. , UNIT 07 RULING AND
- BALANCING
TERMOB NO.  20-062 _ -

/
1.00 CONDITION .

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 LEDGER ACCOUNTS PREPARED FOR RULING AND BALANCING

~ GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2,01 RULE AND BALANCE -ACCOUNTS EMPLOYING THE FOLLOWING

OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 ADD BALANCE OF ACCOUNT TO SMALLER SIDE
2.04 COMPUTE TOTALS

|

) J

2.00 PERFORMANCE : “
i

|

|

|

|

\

i

2.05 ENTER BALANCE

L X X T
' S Nt Suut]

3.00 EXTENT

N

=

i
| |
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 ACCOUNTS ARE RULED AND BALANCED NEATLY AND ACCURATELY -
TO APPROVAL ‘OF-BOARD OF EXPERT RATERS. TO BE COMPLETED
|
|

WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY “

3.02 MATERIALS POSITIONED FOR EFFICIENCY

3.03 NEATLY AND ACCURATELY, NO ERRORS

3.04 RECORDED ON SAME LINE, SUMS CORRECT AND EQUAL
3.05 NEATLY ON SIDE THAT WAS ORIGINALLY LARGER

L X X X ¥
e S S et



MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 06 ' BOOKKEEPING AND
OCCUPATIONS ' ACCOUNTING
_ USOE CODE NO(S) 4 UNIT 07 RULING AND
: BALANCING _

S

TERMOB NO. — 20-062_

R 4

- 1.00 CONDITION

(4

2.00. PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT |
— )
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO. . , ’ y‘

]

PROGRAM __ BUSINESS AND OFFICE _ DIVISION 06 BQOKKEEPING AND
OCCUPATIONS v ACCOUNTTING

UNIT 08. ADJUSTING ENTRIES

* o v TERMOB NO. 20-063 :

1.00 CONDITION .
) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) .
) 1.02 GENERAL JOURNAL

) 1.03 GENERAL LEDGER

) 1.04 WORKSHEET

2.00 PERFORMANCE : \

GENERAL STATEMENT OF PERFORMANCE AND RESULTING ONTCOHE
() 2.01 MAKE ADJUSTING ENTRIES IN GENERAL JOURNAL EMPLOYING
: THE FOLLOWING OPERATIONS :

. 2,02 CONVERT WORK STATION FOR TASK
2,03 ENTER ADJUSTING ENTRIES IN GENERAL JOURNAL
2.04 POST GENERAL LEDGER ACCOUNTS
2.05 ENTER DEBIT OR CREDIT AMOUNT

L B X N
T St Vs ]

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 ADJUSTING ENTRIES MADE ACCURATELY TO APPROVAL OF BOARD |-
) OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH

EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 ACCURATELY, NO ERRORS

3.04 CORRECT ACCOUNTS POSTED ACCURATELY
3.05 ACCURATELY, SUMS CORRECT

L T Xan X a3
Nt St St gl

14

| f
- E

:

|



MISOE NO. . e

-

PROGRAM  BUSINESS AND OFFICE DIVISION 06  BOOKKEEPING AND
. OCCUPATIONS ACCOUNTING
USOE CODE NO(S) ' ; UNIT 08 ADJUSTING ENTRIES
- TERMOB NO. 20-063

1.00 CONDITION

2,00 PERFORMANCE ,

-

GENERAL’STATEMENT OF PERFORMANCE AND RES&LTING QUTCOME

3.00 EXTENT
GENERAL\hTATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO. __ .

U3

s )
M ‘, e 4
O s A -

o

PROGRAM BUSINESS AND OFFICE , DIVISION 06 BOOKKEEPING AND
OCCUPATIONS ACCOUNTING
R UNIT 09 POST-CLOSING

TRIAL BALANCE
TERMOB NO. 20-064

1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
.() 1.02 LEDGER WITH 8 ACCOUNTS

2.00 PERFORMANCE -’

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 PREPARE A POST-~-CLOSING TRIAL BALANCE ON 8 LEDGER

f CCOUNTS EMPLOYING THE FOLLOWING OPERATIONS:
‘ | —2.02 cos;;nw WORK STATION FOR TASK -

2.03 PENCIL FOOT ALL COUNTS

2.04 ENTER HEADING s

2.05 ENTER ACCOUNT TITLE

2.06 ENTER POSTING REFERENCE

2.07 - ENTER DEBIT OR CREDIT BALANCE
2.08 TOTAL DEBITS AND CREDITS

Nt Sl s e St VP

]

"3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
) 3.01 POST-CLOSING TRIAL BALANCE IS CORRECTLY TAKEN WITH
CREDITS AND DEBITS EQUAL TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 NEATLY, ENTRIES IN PROPER POSITIONS
3.04 IN PROPER POSITION

3.05 1IN PROPER COLUMN

3,06 ACCOUNT NUMBER IN PROPER COLUMN
3.07 IN PROPER COLUMN

3.08 TOTALS ARE EQUAL

AAAAAA?
Vst sl Vs st Vsl Vi “area?'|
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MISOE NoO.
PROGRAM _ BUSINESS AND OFFICE DIVISION 06 . BOOKKEEPING AND
OCCUPATIONS — ACCOUNTING
USOE .CODE NO(S) _ UNIT 09 ~ POST-CLOSING
. TRIAL BALANCE
TERMOB NO. —20-064 [,

N
1.00 CONDITIOJ

GENERAL: STATEMENT OF PERFORMANCE AND RESULTING OU(C’OME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

184
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MISOE NO.

©

' PROGRAM ___ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSTING

___0OCCUPATIONS
, UNIT 01 PREPARATION

TERMOB NO. S=flf5

1.00 CONDITION

|

|

| () 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

| () 1.02 SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE
| REPORTS DESIRED AND THE INPUT DATA AVAILABLE
I FROM SOURCE DOCUMENTS

| () 1.03 STANDARO GARD LAYOUT FORM

2,00 PERFORMANCE

e
E , GENERAD STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 PREPARE STANDARD CARD LAYOUT FORM INDICATING DATA
FIELDS EMPLOYING THE FOLLOWING OPERATIONS:

E () 2.02 CONVERT WORK STATION FOR TASK
: () 2.03 SET UP DATA FIELDS ON LAYOUT FORM

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 STANDARD CARD LAYOUT FORM IS PREPARED CORRECTLY WITH
* ALL DATA FIELDS PROPERLY INDICATED TO APPROVAL OF
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

) 3.02 MATERIALS POSITIONED FOR EFFICIENCY
() 3.03 SUFFICIENT SPACE FOR EACH DATA FIELD; TOTAL COLUMNS
USED NOT TO EXCEED 80
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PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

. QCCUPATIONS

-USOE CODE NO(S) UNIT 01 PREPARATION
TERMOB NO. 5-065

1.00 CONDITION ° g

°

2.00 PERFORMANCE o

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

«

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

‘/‘*




MISOE NO.

PRPOGRAM BIJSINESS AND OFFICE DIVISION 07 DATA PROCESSING

OCCUPATIONS

1.00 CONDITION

() 1.0l
() 1.02
() 1.03

UNIT 01 PREPARATION

TERMOB NO. 5-066

BASIC OFFICE SUPPLIES (TABLE T-3)
PRINTER LAYOUT SHEET
PROJECT DESCRIPTION

2.00 PERFORMANCE .

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

GENERAL ol Al BN, O L N e e e e

() 2.01 MAKE A PRINTER LAYOUT CHART EMPLOYING THE FOLLOWING

OPERATIONS :

2,02
2.03
2.04
2.05

3.00 EXTENT

CONVERT WORK STATION FOR TASK

WRITE TITLE

WRITE HEADINGS o

INDICATE OUTPUT FIELD LOCATIONS
4

- S—

() 3.01

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

PRINTER LAYOUT CHART IS MADE NEATLY TO APPROVAL
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

3.02
3.03
3.04
3,05

L X e Reane Ky
it N st Soanss? |

MATERIALS POSITIONED FOR EFFICIENCY
CENTERED

SPACE PROPERLY PROPORTIONED

IN ACCORDANCE WITH PROJECT DESCRIPTION
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MISOE NO.

PROGRAM _ piisTNESS AND OFFICE DIVISION 07 DATA PROCESSING
QCCUPATIONS e
USOE CODE NO(S) UNIT 01 ____PREPARATION
TERMOB NO. ___ 5066
£

1.00 CONDITION

f{

2.00 PERFNRMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

e

3.00 EXTENT-

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

188




MISOE NO.

PROGEAM BUSINESS AND OFFICE - _ DIVISION 07 DATA PROCESSING
QCCUPATIQNS T
UNIT 0l PREPARATION

TERMOB NO. 5.067

1,00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 NUMBER OF VALUES TO BE ADDED IS EQUAL TO THE FIRST
VALUE PROVIDED AS INPUT
. () 1.03 FIRST VALUE PROVIDED AS INPUT IS NOT TO BE INCLUDED
. . <. IN SUM )
() 1.04 FLOWCHARTING WORKSHEET
() 1.05 FLOWCHARTING TEMPLATE

2.00 PERFORMANCE

AENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 CONSTRUCT A_FLOWCHART FOR A PROGRAM TO CALCULATE
THE SUM_OF ANY NUMBER OF INPUT VALUES EMPLOYING THE

FOLLOWING OPERATIONS:

Y

2.02 CONVERT WORK STATION FOR.TASK

2.03 IDENTIFY INPUTS

2.04 IDENTIFY PROCESS STEPS

2.05 IDENTIFY DECISIONS

2.06 PROVIDE ALTERNATIVE PROCESSES FOR DECISIONS
2.07 IDENTIFY OUTPUTS

2,08 ASSEMBLE FLOWCHART

.

L Y T R R Retn e
<
e Ne® Vs Y Vs Nas® Saa®

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OE RESULTING OUTCOME
3.01 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
2 HOURS WITH EACH OPERATION JUDGED AS SATIS ACTORY
OR UNSATISFACTORY |

3.02 MATERIALS POSETIONED FOR EFFICIENCY

3,03 ALL NECESSARY INPUTS IDENTIFIED /
3.04 ALL NECESSARY PROCESS STEPS IDENTIFIED .
3.05 ALL NECESSARY DECISIONS IDENTIFIED

3.06 ALL NECESSARY ALTERNATIVES PROVIDED

3.07 ALL NECESSARY OUTPUTS IDENTIFIED

3.08 NEATLY, ANSI SYMBOLS CORRECTLY USED

W P PN PN PN P PN
s s Nl P SatF aa? St
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MISOE NO.

. é » e
PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA DROCESSING
, OCCUPATIONS -
USOE CODE NO(S) UNIT 01 PREPARATION
TERMOB NO. 5=067 .

1,00 CONDITION

2.00 DERFORMANCE
' GENERAL STATEMENT OF PERFORMANCE AND . RESULTING OUTCOME

3.00 EXTENT |
SENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

~ PROGRAM BUSINESS .AND OFFICE DIVISION 07 DATA PROCESSING

P —OCCUDATTONS
UNIT 01 DREPARATION -
TERMOB NO. 5-068 —

1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 SUFFICIENT PROCEDURAL INFORMATION CONCERNING THE
) ACTIVITIES INVOLVED IN GETTING A HAIRCUT

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
) 2.01 CONSTRUCT A FLOWCHART DESCRIBING GETTING A HAIRCUT
_iEMPLOYING THE FOLLOWING OPERATIONS:
2.02 ! CONVERT WORK STATION FOR TASK
2.03 IDENTIFY PROCESS STEPS
2.04 IDENTIFY DECISIONS
2.05 PROVIDE ALTERNATIVE PROCESSES FOR DECISIONS
2.06 ASSEMBLE FLOWCHART

L Y X Xam Xam
L e

3.00 EXTENT

-

GENERAL STATEMENT OF EXEENT AND EXTENT OF RESUATING OUTCOME
( ) 3.01 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF BOARD

OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH
EACH OPERATION JUDGED AS SﬁTISFACTORY OR
UNSATISFACTORY "

T

3.02 MATERIALS POSITIONED FOR EFFICIENCY

3.03 ALL NECESSARY PROCESS STEPS IDENTIFIED

3.04 ALL NECESSARY DECISIONS IDENTIFIED

3.05 TWO ALTERNATIVES FOR EACH DECISION BASED ON YES OR
NO ANSWERS PROVIDED

() 3.06 NEATLY, ANSI SYMBOLS CORRECTLY USED

P e N e
N Nt i

N

191




MISOE NO.

PROGRAM __RUSTNESS AND OFFICE = DIVISION 07 DATA PROCESSIN®G

, OCCUPATIONS [
USOE CODE NO(S) UNIT - 01 PREPARATION
o ‘ .
TERMOB NO. 5-068

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

) . . L.

PROGRAM  BUSINESS AND OFFICE __ -~ DIVISION 07 DATA PROCESSING
OCCUPATIONS _ L -
“ - UNIT 01 TREPARATION
. TERMOB NO. _5-069

1.00 CONDITION

() 1.01 BaASIC OFFICE SUPPLIES (TABLE T-3)

() 1.02 SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE
OPERATIONS INVOLVED IN COMPUTING GROSS PAY,
DEDUCTIONS,. AND NET PAY FROM THE CARDS

~2.00 PERFORMANCE

" GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
2.01 CONSTRUCT A SYSTEM FLOWCHART DESCRIBING PAYROLL
. COMPUTATIONS EMPLOYING THE FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 IDENTIFY INPUTS

2.04 IDENTIFY PROCESS STEPS
2.05 . IDENTIFY OUTPUTS -

2.06 ASSEMBLE FLOWCHART

.
e s N st g

3.00 EXTENT

: GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
, () 3.01 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OoF

' BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

3,02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 ALL NECESSARY INPUTS IDENTIFIED
3.04 ALL NECESSARY PROCESSES IDENTIFIED
3.05 ALL NECESSARY OUTPUTS IDENTIFIED
3,06 NEATLY, ANSI SYMBOLS CORRECTLY USED

o e R e
e N s s e
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MISOE NO.
PROGRAM _ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
OCCUPATIONS , -
USOE CODE NO(S) , - UNIT 01 PREPARATION
TERMOB NO. 5-069

-

1.00 CONDITION

&

2.00 PERFORMANCE

<

GENERAL STATEMENT OF PERFORMANCE AND RESULTING QUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM

BUSINESS AND OFFICE

/

DIVISION 07 DATA PROCESSINQ

OCCUPATIONS

1.00 CONDITION

()
()

1.01
1.02

2.00 PERFORMANCE -

UNIT 01 PREEﬂBETION

TERMOB NO. 5_0703

BASIC OFFICE SUPPLIES (TABLE T-3) JR !
SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE
OPERATIONS INVOLVED IN COMPUTING GROSS PAY,

DEDUCTIONS, AND NET PAY FROM TIME CGARDS

1

2.02
2.03
2.04
2,05
2.06
2.07
2.08

N s s s st P |

'3.00 EXTENT

CONVERT WORK STATION FOR TASK
IDENTIFY INPUTS

IDENTIFY PROCESS STEPS
IDENTIFY DECISIONS

PROVIDE ALTERNATIVE PROCESSES FOR DECIS%ONS
IDENTIFY OUTPUTS
ASSEMBLE FLOWCHART

!
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTI&E UT COME

() 3.01 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
2 HOURS WITH EACH OPERATION JUDGED AS SA@ISFACTORY
OR UNSATISFACTORY \

3.02
3.03
3.04
3.05
3.06

L X e Lo Xan Xam
- e s N |

3.07
() 3.08

MATERIALS POSITIONED FOR EFFICIENCY ﬂ\

ALL NECESSARY INPUTS IDENTIFIED .

ALL NECESSARY PROCESS STEPS IDENTIFIED |

ALL NECESSARY DECISIONS IDENTIFIED |

ALL NECESSARY ALTERNATIVE PROCESSES FOR Dﬁcxsxous
PROVIDED \

ALL NECESSARY OUTPUTS IDENTIFIED !

NEATLY, ANSI SYMBOLS CORRECTLY USED

1906




. MISOE NO.

v

PROGRAM BUSINESS AND OFFICE DIVISION 07 . DATA PROCESSING

OCCUPATIONS —
USOE CODE NO(S) UNIT 01 PREDARATION
+~* TERMOB NO. ——52070

1.00 CONDITION

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

W

3.00 )EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 3
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MISOE NO.

PROGRAM N

OCCUPATIONS

DIVISION o7 JEATA PROCESSTNG .

1.00 CONDITION

1.01
1.02

1.03
1.04
1.05
1.06
1,07

S ey S S P P~
e St el Nl Nt

2,00 PERFORMANCE

UNIT 02 cougn.e TION
TERMOB NO. 2071

4

=

BASIC OFFICE SUPPLIES (TABLE T-3) /

RPG CONTROL CARD AND FILE DESCRIPTION SPECIFICATION:
_SHEET

RPG INPUT SPECIFICATION SHEETS »

RPG CALCULATION SPECIFICATION SHEETS
RPG. OUT FORMAT SPECIFICATION SHEETS
PRINTER SPACING LAYOUT SHEET
FLOWCHART OF PAYROLL PROCESSING

o 2.

GENERAL SBATEMENT OF PERFORMANCE AND RESULTING OUTCOME

CODE PAYROLL FLOWCHART AND PRINTER SPACING CHART TO
RPG CODING SHEETS EMPLOYING THE FOLLOWING OPERATIONS:

2,02
2,03
2,04
2.05
2,06

P S P, S
Vvvv‘ S
s

3.00 EXTENT

CODE CONTROL CARD

CODE FILE DESCRIPTION SHEET

CODE INPUT RECORDS ON INPUT SPECIFICATION SHEETS

CODE SPECIFICATIONS ON CALCULATION SPECIFICATION SHEETS

CODE OUTPUT FROM PRINTER SPACING CHARTS ON_ OUTPUT
SPECIFICATION SHEETS

GENERAL, STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

PAYROLL FLOWCHART AND PRINTER SPACING CHART ARE CODED
CORRECTLY TO APPROVAL OF BOARD OF EXPERT RATERS. TO
BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION JUDGED
AS SATISFACTORY OR UNSATISFACTORY

3.02
3.03
3.04
3.05
3,06

A
Ean X o W W W
T s Vst e gt

LANGUAGE AND DATA IS CORRECT
LANGUAGE AND DATA IS CORRECT
LANGUAGE AND DATA IS CORRECT
LANGUAGE AND DATA IS CORRECT
LANGUAGE AND DATA IS CORRECT
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MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

OCCUPATIONS .

USOE CODE NO(S) -  UNIT 02 COMPILATION

- TERMOB NO. 5071

——

1.00 CONDITION

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANEE AND RESULTING OUTCOME

4

]
A ’ |
\
-~ - .
s kS .
3,00 EXTENT o
e GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
Y
ﬂ\ -
N | J
o [
14
4§ 1986




MISOE NO,

PROGRAM BUSI

1.00

2.00

3.00

NESS AND OFFICE DIVISION 07 DATA PROCESSING .

OCCUPATIONS

CONDITION

) 1.01
) 1.02
) 1.03

L X X X o Y

PERFORMAN

UNIT 02 COMPTLATION
~-. TERMOB NO.  _5.072

BASIC OFFICE SUPPLIES (TABLE T-3)
PAYROLL SYSTEM FLOWCHART

PRINTER LAYOUT SHEET

ASSEMBLY LANGUAGE CODING SHEETS

CE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

{ s 2.01 CODE ASSEMBLY LANGUAGE PROGRAM TO CALCULATE PAYROLL

EMPLOYING THE FOLLOWING OPERATIONS:

) 2.02
() 2.03
() 2.04
() 2.05

EXTENT

&

CONVERT WORK STATION FOR TASK
TRANSLATE PRINTOUT FORMAT '
TRANSLATE INSTRUCTIONS
ASSEMBLE CODING SHEETS

¥

GENERAL S

TATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 ASSEMBLY LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
4 HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY

- s @ . .
) 3.02 MATERIALS POSITIONED FOR EFFICIENCY

() 3.03 LANGUAGE IS CORRECT

() 3.04 LANGUAGE IS CORRECT

() 3.05

INSTRUCTIONS ARE CORRECT
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MISOE NO.

PROGRAM  BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
, OCCUPATIONS
USOE CODE NO(S) _ , UNIT 02 COMPILATION
.PERMOB NO. 5072
1.00 CONDITION
2.00 PERFORMANCE ‘ A w

SENERAL _STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT ' : ) ;
AENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

ft

[

£
.

300




SOE NO.

PROGRAM BUSINESS AND OFFICE ~ DIVISION 07 DATA PROCESSING L
OCCUPATIONS . ' :
UNIT 02 COMPILATION
., l - “
TERMOB NO. 5_078

d
1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
(). 1.02 PAYROLL SYSTEM FLOWCHART
k

1.03 PRINTER LAYOUT SHEET s ; .
1.04 FORTRAN LANGUAGE CODING SHEETS

e s

2.00 PERFORMANCE

«
=

——

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 CODE FORTRAN LANGUAGE PROGRAM TO CALCULATE PAYROLL
EMPLOYING THE FOLLOWING OPERATIONS:

2.03 TRANSLATE PRINTOUT FORMAT-
2.04 TRANSLATE INSTRUCTIONS {

) 2.02 CONVERT WORK STATION FOR TASK
)
) 2.05 ASSEMBLE CODING SHEETS

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
(-). 3.01 FORTRAN LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAIL
' OF BOARD OF EXPERT RATERS. TO BE COMRLETED WITHIN
3 HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY

OR UNSATISFACTORY “

3.02 ,MATERIALS PO g TIONED FOR EFFICIENCY
3.03 LANGUAGE IS CORRECT

3.04 LANGUAGE IS CORRECT

3.05 INSTRUCTIONS ARE CORRECT

P PN, P
e et gt Senat}

s . aoi




t v
‘ : S MISOE NO. —
PROGRAM _ BUSINESS AND OFFICE *  DIVISION 07 DATA PROCESSING .
OCCUBATIONS . , ,
USOE CODE NG (S) UNIT 02 COMPILATION
~,  TERMOB NO. —5-073. )
.
1.00 CONDITION Lo
% ) \V»

- & U .
2.00 DERFORMANCE -

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

I'F » 2
I
7
' o~

3.00 EXTENT | “ “

SENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME ‘

B “ N ” . )
N ¢ Q‘




. MISOE NO.

%

~ PROGRAM.__ BUSINESS: _DIVISION (7
- OCCUPATIONS
. V UNIT 02 COMPTLATIOM
TERMOB NO. _&5_n74

1.00 CONPITION

1.01
1.02

()
()
()
) 1.04

1.03

-

BASIC OFFICE SUPPLIES (TABLE T-3)
PAYROLL, SYSTEM .FLOWCHART

PRINTER LAYOUT SHEET

COBOIz LANGUAGE CODING SHEETS

| :
2.00 PERFORMANCE -

~| GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
Y 2.01 CODE COBOL LANGUAGE PROGRAM TO CALCULATE PAYROLL s

"EMPLOYING THE FOLLOWING OPERATIONS:

CONVERT WORK STATION FOR TASK
TRANSLATE PRINTOUT FORMAT
TRANSLATE INSTRUCTIOW
ASSEMBLE CODING SHEHWTS

2.02
2.03
2.04
© 2.05

AA
P e R R

2

O T ——y

- -

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 COBOL LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 4
HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY

/- OR UNSATISFACTORY .

I

MATERIALS POSITIONED FOR EFFICIENCY
LANGUAGE IS CORRECT

.LANGUAGE IS CORRECT

INSTRUCTIONS ARE CORRECT

3.02
3.03
3.04
3.05

()
()
()
()

! °

203

“




MISOE NO.

PROGRAM Y@BUSINESS AND OFFICE. DIVISION 07 - DATA PROCESSING
} o OCCUPATIONS . _ -
USOE CODE NO(S) , UNIT 02 COMPILATION
o TERMOB NO. 5-074

1.00 CONDITION

2.00 DERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESUL ING OUTCOME

f
Lo
[t

%
3.00 EXTENT

GENERAL STATEMENT.OF EXTENT AND EXTENT OF RESULTING OUTCOME

“hug




MISOE NO.

PROGRAM BUSINESS AND OFFICE .DIVISION 07 DATA PROCESSTNG

— OCCUPATIONS
UNIT 02 COMPILATION
TERMOB NO. _5-0175

P

~1.00 CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

1.02 ‘PAYROLL SYSTEM FLOWCHART

1.03 PRINTER LAYOUT SHEET ) : ‘ —
1.04 RPG LANGUAGE CODING SHEETS “

2.00 PEREORMANCE

4

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 CODE RPG LANGUAGE PROGRAM TO CALCULATE PAYROLL
- EMPLOYING THE FOLLOWING OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TASK

- () 2.03 TRANSLATE PRINTOUT FORMAT .
() 2.04 TRANSLATE INSTRUCTIONS

() 2.05 ASSEMBLE CODING SHEETS

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 RPG LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL OF
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 3 HOURS
WITH EACH OPERATION JUDGED SATISFACTORY OR
UNSATISFACTORY - -

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 LANGUAGE IS CORRECT

3,04 LANGUAGE IS CORRECT

3.05 INSTRUCTIONS ARE CORRECT

L X X Rame
et Nt st V|
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' - MISOE No.

i 3
| |
BUSINESS AND OFFICE DIVISION 07 DATA PROCESGING
COMPILATION

PROGRAM j
_OCCUPATIONS
; UNIT 02
,

4

USOE co#z NO(S)
—
TERMOB NO.

B &% .

|

g
1.00 ﬁouoxwxbn

i
i
|

!
{

2.00 PERFORMANCE
-~ | GENERAL STATEMENT- OF PERFORMANCE AND RESULTING OUTCOME
{ ‘ )
8
[
J _
f
w
‘# V
| :
| ‘ b
f i
/ }
{ o
3.&0 EXTENT'
[ ' R
| CENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

- PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

_OCCUPATIONS

UNIT 02 COMPTIATION
TERMOB NO. , 55876
f g,
\“E/}'

1.00 CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
1.02 PRINTER LAYOUT CHART

1.03 COBOL PROGRAMMING WORKSHEET
1.04 PROJECT DESCRIPTION

1.05 PROCESSING FLOWCHART

Tt g Yt Nt St

2.00 DPERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

_____—_—_—___———ﬂ__—_—'—_—_

() 2.01 CODE PRINTER LAYOUT IN COBOL -EMPLOYING THE FOLLOWING
V OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK ¢
2.03 TRANSLATE FLOWCHART

2.04 TRANSLATE INSTRUCTIONS

2.05 ASSEMBLE CODING SHEETS

. N N Nt o |

3.00 EXTENT

GENERAIL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
') 3.01 PRINTER LAYOUT IS CODED TO COMPUTER LANGUAGE TO

. APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 2 HOURS WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 LANGUAGE IS CORRECT
3.04 LANGUAGE IS CORRECT

- 3,05 FIELD DATA:LOCATIONS CORRECT

— P~ o~
N N ]

S i
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DIVISION 07

MISOE NO.

DATA PROCESSING

GENERAL_ STATEMENT

OF EXTENTQAND EXTENT OF

PROGRAM  BUSINESS AND OFFICE
~—OCCUPATIONS
GSOE CODE NO(S) . UNIT 02 COMPTLATION
TERMOB NO. 5=076
1.00 CONDITION
k)
2.00 DERFORMANCE - )
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
i @
3.00 EXTENT “

RESULTING OUTCOME

[y




MISOE NO.

1.00 CONDITION

() 1.01
() 1.02
() 1.03
() 1.04

@y

PROGRAM  BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
o) ATIONS ; -
UNIT 02 COMPILATION
TERMOB NO. 5-077

BASIC OFFICE SUPPLIES (TABLE T-3)
PRINTER LAYOUT CHART

FORTRAN PROGRAMMING WORKSHEET
PROJECT DESCRIPTION

2,00 PERFORMANCE

() 2.01

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

CODE PRINTER IN FORTRAN EMPLOYING THE FOLLOWING
OPERATIONS:

2.02
2.03
2,04
2.05

P L
— N e ]

3.00 EXTENT

CONVERT WORK STATION FOR TASK
TRANSLATE FLOWCHART
TRANSLATE INSTRUCTIONS
ASSEMBLE CODING SHEETS

() 3.01

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

PRINTER LAYOUT IS CODED TO COMPUTER LANGUAGE TO
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED
WITHIN 2 HOURS WITH EACH OPERATION JUDGED AS

_ SATISFACTORY OR UNSATISFACTORY

MATERIALS POSITIONED FOR EFFICIENCY
LANGUAGE IS CORRECT

LANGUAGE IS CORRECT

FIELD DATA LOCATIONS CORRECT

209 ‘.




MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

. , OCCUPATIONS
USOE CODE NO(S) , UNIT 02 COMPILATION

TERMOB NO. 5-077

2}

-1,00 CONDITION

2.00 PERFORMANCE . -
\
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTEﬁT OF RESULTING OUTCOME

210,




CEE -

MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

OCCUPATIONS
- UNIT 03 DPUNCH CARD
PROCESSING

TERMOB NO. 5-078

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 KEY PUNCH MACHINE

() 1.03 COBOL PROGRAMMING WORKSHEET

() 1.04 BLANK CARDS ‘

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 PUNCH SOURCE DECK FROM COBOL CODING SHEETS EMPLOYING

THE FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 FILL MACHINE WITH CARDS

2.04 FEED CARD : -
2.05 TRANSFER CODING TO CARD T
2.06 PROOFREAD i -

P~ ST P P
et Vs Vs Vgt g

3.00 EXTENT

. SENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME'
. (). 3.01 CARDS PUNCHED CORRECTLY TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH
EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY -

A%
X 3.02 MATERIALS POSITIONED FOR EFFICIENCY
333 STACKED EVENLY, NOT MUTILATED

()
()
() 3.0 CARD FED
E)

3,05 'EXACTLY, NO ERRORS
) 3.06 ALL ERRORS LOCATED

211




darspE NO.
PROGRAM  BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
OCCUPATIONS '
USOE CODE NO(S) . UNIT 03 PUNCH CARD
“ PROCESSING - _ )
TERMOB NO. 5-078

. 1.00 CONDITION

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

A

. 3,00 ' EXTENT
GENERAL STATEMENT Or EXTENT AND EXTENT OF RESULTING OUTCOME

4




MISOE NO.

PROGRAM __ BUSINESS AND OFFICE DIVISION 07 DATA PRQCESSING
~ OCCUPATIONS , S
UNIT - 03 DUNCH CARD
TERMOB NO. 5-079

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 KEY PUNCH.MACHINE

() 1.03 FORTRAN PROGRAMMING WORKSHEET

() 1.04 BLANK CARDS

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

() 2.01 PUNCH SOURCE DECK FROM FORTRAN CODING SHEETS EMPLOYING

THE FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK _
2.03 FILL MACHINE WITH CARDS . -
2.04 FEED CARD

2,05 TRANSFER CODING TO CARD

2.06 PROOFREAD

.3.00 EXTENT

| GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 CARDS PUNCHED CORRECTLY TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR

WITH EACH OPERATION JUDGED AS. SATISFACTORY OR

UNSATISFACTORY
3.02 MATERIALS POSITIONED FOR EFFICIENCY )
3.03 STACKED EVENLY, NOT MUTILATED : ¢
3.04 CARD FED ) ‘ .

3.05 EXACTLY, NO ERRORS
3,06 ALL ERRORS LOCATED ,

Y

= P~ s~
Y Vgt S S Suy”]
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MISOE NO.

PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING

OCCUPATIONS
USOE CODE NO(S) ) UNIT

03 DPUNCH CARD PROCESSIHG‘

i _ TERMOB NO. _5-079

1.00 CONDITION

2.00 PERFORMANCE —— ) : . ’

| GENERAL STATEMENT OF DERFORMANCE AND RESULTING OUTCOME &

3.00 EXTENT o : | %

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

N

214




MISOE NO. ; .

PROGRAM  BUSINESS AND. OFFICE  DIVISION 07 DATA PROCESSING

OCCUPATIONS ~
UNIT 03 PUNCH_CARD
PROCESSING
TERMOB NO. . _>-080
: 7/
» \ i ‘

1.00, CONDITION

) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) '
) 1.02 KEYPUNCH MACHINE

) 1.03 RPG SPECIFICATION SHEETS

) 1.04 BLANK CARDS’

'2.00 PERFORMANCE ‘
\H ot

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 PUNCH OBJECT DECK FROM RPG SPECIFICATION SHEETS
EMPLOYING THE FOLLOWING OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TASK
() 2.03 TRANSFER CODING TO CARDS
() 2.04 PROOFREAD CARDS AGAINST SHEETS

3.00 EXTENT . .

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
() 3.01 OBJECT DECK IS PUNCHED TO APPROVAL OF BOARD OF EXPERT
., RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH EACH
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

)  3.02 MATERIALS POSITIONED FOR EFFICLENCY
() 3.03 LANGUAGE IS CORRECT
() 3.04 ALL ERRORS LOCATED

» 23155
{




v

PROGRAM

OCCUPATIL

BUSINESS AND OFFICE

MISOE NO.|
+

DIVISION Q7 DATA DPROCESSING

\\soz CODE NO(S)

4

uNIT 03 PUNCH CARD
- PROCESSING
TERMOB NO. 5_080

,,/(

1.00 CONDITION

@wa

2,00 PERFORMANCE

o

o ; GENEﬁAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

v

3.00 EXTENT
GENERAL STATEMENT OF EX

TENT AND EXTENT OF RESULTING OUTCOME

21k
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MISOE NO.

PROGRAM  BUSINESS AND GFFICE DIVISION 07 DATA PROCESSING

OCCUPATIONS |,
O 1 UNIT 03 PUNCH CARD
v PROCESSING
TERMOB NO. 5-081

/1,00 CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

1.02 KEYPUNCH MACHINE

1.03 PROGRAM DRUM CARD

1.04 BLANK CARDS

1.05 SOURCE DOCUMENTS , .
1.06 JOB DESCRIPTION SHEET ’

g |
Tt N N ® Vgt St St

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOUME
v () 2.01 PUNCH CARDS FROM SOURCE DOCUMENTS EMPLOYING THE

FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK

2.03 FILL HOPPER WITH BLANK DATA CARDS

2.04 INSERT PROGRAM CARD ON PROGRAM DRUM
2.05 SET NECESSARY SWITCHES | /
2.06 TRANSFER SOURCE DOCUMENT DATA TO CARDS
/2.07 PROOFREAD CARDS -~

L Ko Ko Xoa W o
At S NP Vs “aat® anet?]

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3.01 DATA CARDS ARE PUNCHED-TO APPROVAL OF BOARD OF EXPERT
RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH EACH
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 CORRECT CARDS USED

3.04 PROPERLY ATTIGNED ,

3.05 TO PROPERLY ACTIVATE PROGRAM

3.06 LANGUAGE IS CORRECT

3.07 ALL ERRORS LOCATED

e R L on Wan Woag W i
N Nttt s Nl Vo P P
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MISCGE NO.

| ~~"PROGRAM _ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
;i , OCCUPATIONS R
. USOE CODE NO(S) UNIT 03 PUNCH CARD_
PROCESSING
TERMOB NO. 5-081
1.00 CONDITION

2,00 PERFORMANCE

- - GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

' \**\ W
f .

~

L]

3.00 EXTENT
GENERAL STATEHENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

218




MISOE NO. -

DIVISION o7

PROGRZ |
—_CCCUPATIONS
{ ~ UNIT 03 PUNCH CARD
E
| TERMOB NO. 5-082 (
N i :
1.00 CONDITION
() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) .
() 1.02 KEYPUNCH MACHINE '
(TY 1,03 BLANK CARDS
() 1.04 PREPARED STANDARD CARD LAYOUT SHEET
2,00 PERFORMANCE
' GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
() 2.01 PUNCH STANDARD (PROGRAM I) PROGRAM CARD FOR KEYPUNCH
; PROGRAM DRUM EMPLOYING THE FOLLOWING OPERATIONS:
() 2.02 CONVERT WORK STATION FOR TASK ' '
() 2.03 FEED BLANK CARD
() 2.04 ENCODE CARD
) () 2.05 CHECK CARD AGAINST LAYOUT SHEET
3.00 EXTENT

| GENERAL STATEMENT OF EXTENT AND EXTENT OF

RESULTING OUTCOME

3.01 PROGRAM
RATERS. TO BE COMPLETED WITHIN 30 MINUTES WITH EACH
 OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY
(] 3.02 MATERIALS POSITIONED FOR EFFICIENCY
() 3.03 BLANK CARD FED
() 3.04 LANGUAGE IS CORRECT
() 3.05 ALL ERRORS ARE LOCATED :

]

219

CARD IS PUNCHED TO APPROVAL OF BOARD OF EXPERT



MISOE NO. . .

3 *

PROGRAM BUSINESS AND OFFICE = DIVISION 07 DATA PROCESSING u
n GCCUPATIONS ,
_ . USOE CODE NO(S) ) UNIT 03 PUNCH CARD :
\ ' PROCESSING
TERMOB NO. __5-082
1.00 CONDITION —-

i 2.00 PERFORMANCE
’E‘ GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
: |

iy

' 3.00  EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO. .
PROGRAM __ BUSINES D OFFIC DIVISION 07 DATA PROCESSTNG
OCCUDATIONS _
UNIT 03 PUNCH CARD PROCESSING
TERMOB NO. 5-083

.1.00 CONDITION -

3 ——==—=() 1.0l PUNCHED CARDS
“ () 1.02 KEY PUNCH MACHINE

,

j*“"“ﬁ’*—*"*T‘T——I‘o3——pROJECT"DE¢ﬁRIPTth ~~~~~~~~
f , 1.04 SOURCE DOCUMENTS .

1.05 VERIFIER -

1.06 BASIC OFFICE SUPPLIES (TABLE T-3) )

1.07 OSLANK CARDS FITLDED LIKE THE PUNCHED CARDS

P X e X i
' st st N

2.00 PERFORMANCE

GENERAL STATE NT OF PERFORMANCE 2AND RESULTING OUTCOME
() 2.01 CHE%E PUNCHED CARDS FOR ERRORS EMPLOYING THE FOLLOWING

OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 DESK CHECK CARDS
2.04 USE VERIFIER
2.05 CORRECT ERRORS
|
3,00 EXTENT ; | o

P, P PN
e s N o Nt

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3,01 PUNCHED CARDS ARE VERIFIED AND ERRORS ARE CORRECTED
TO THE APPROVAL OF A BOARD OF EXPERT RATERS. TO BE
COMPLETED WITHIN 1 HOUR WITH EACH OPERATION JUDGED

AS SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 ALL ERRORS 'LOCATED

3.04 ALL ERRCRS LOCATED -

3.05 CARDS REPUNCHED

P, ST P, ST
T Nt Suurt ]
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- . . .

} o . MISOE NO. o

PROGRAM BUSINESS AND OFFICE

DIVISION 07 DATA PROCESSING

| OCCUPATIONS . | —
'USOE CODE NO(S) * UNIT 03 *~_DUNCH CARD ¢
_ | “PROCESSING
. TERMOB NO. 5-083
1.00 CONDITION :
L ) S

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME -

3,00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING QUTCOME

.




“ISOE NO * @

PROGRAM

1.00%

3.00

BUSINESS AND OFFICE
OCCUPATIONS :

IS

CONDiTION

1.02 PUNCHED CARDS

" 1.03 _ KEYPUNCH MACHINE
1.04~ PROJECT DESCRIPTION
1.05 SOURCE DOCUMENTS
1.06 VERIFYING MACHINE
1.07 BLANK CaRDS

P~ . P~ P P~
S S Nt P St St

PERFORMANCE

<

DIVISION (7

DATA PROCESSTNA ; i
UNIT 03 PUNCH CARD j

PRQCESSING
TERMOB NO. _5-084 .

1. 01 BASIC ,OFFICE SUPPLIES (TABLE T-3) .

GEWERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

(Y 2.01 VERIFY PUNCH CARDS EMPLOYING THE FOLLOWING OPERATIONS:

)
) 2.03 DESK CHECK CARDS
;‘ 2.04 UYSE VERIFIER

(
(
{
( 2.05 CORRECT ERRORS

EXTENT

2.02 CONVERT WCRK STATION FOR TASK

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

3.01 PUNCH CARDS ARE VERIFIED TO APPROVAL OF BOARD OF
TO BE COMPLRTED WITHIN 1 HOUR WITH
EACH OPERATION JUDGED AS SATISFACTORY OR

EXPERT RATERS.
UNSATISFACTORY

3.02
3.03
3.04
3.05

ALL ERRORS LOCATED
ALL ERRORS ‘LOCATED
CARDS REPUNCHED

Pt Yt |
T St St N

MATERIALS POSITICNED FOR EFFICIENCY
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MISOE NO.

DATA PROCESSING

PROGRAM BUSINESS AND OFFICE DIVISION 07
OCCUPATIONS
USOE CODE NO(S) ‘ UNIT 03 PUNCH CARD
PROCESSING T
TERMOB NO. 5-.084

1.00 CONDITION

2.00 PERFORMANCE

. b} ' .
§§NERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT ” |
OF EXTENT AND EXTENT OF PESULTING OUTCOME

.

GENERAL STATEMENT




MISOE NO.

PROGRAM ___gnalnnﬁs_ann.nzxxcg;___ DIVISION 07 DATA PROCESSING
—OCCUPATIONS *
! — V - UNIT - 03 RUNCH CARD
“ . - PROCESSING
. TERMOR NO. 5-085 :

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
1 () 1.02 PUNCHED CARDS WITH DATED INFORMATION .
ST © 7 ()Y 1.03 PUNCH CARD SORTING MACHINE —~ —— - T ‘ S

-

<

2.00 PERFORMANCE L

[ ’ =

3 CENERAL HTATEMENT OF PERFORMANCE AND aESULTINF OUTCOME

: - 2.01 SOKT PUNCHED CARDS CHRUNOLOGICALLY EMPLOYING THE
FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK
2.03 LOAD MACHINE

2,04 SET COLUMN READ

2.05 SORT FOR YEAR

2.06 SORT FOR MONTH

2,07 SORT FOR DAY

L X X o X B W o ¥
. Vst Nt Yot Nst? St “s?]

3.00 EXTENT

GENERAL STATEMENT OF. EXTENT AND EXTENT OF RESULTING OUTCOME

() 3.01 PUNCHED CARDS ARE SORTED CHRONOLOGICALLY TO APPROVAL
OF BOARD OF EXPERT RATERS, TO BE COMPLETED WITHIN
1 HOUR WITH.EACH OPERATION JUDGED AS SATISFACTORY
OR UNSATISFACTORY ;

3,02 MATERIALS POSITIONED FOR EFFICIENCY
3.03 CARDS STACKED EVENLY
3.04 CORRECT COLUMN
’ 3,05 CARDS ARE IN ORDER BY YEAR
3.06 CARDS ARE IN ORDER BY MONTH
3.07 CARDS ARE IN ORDER BY DAY

P 4 P~ P~ P~
Vst S ol gl Sttt ot ot
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MISOE NO.
PROGRAM  BUSINESS AND OFFICE  DIVISTON 07. _  DATA PROCESSING
__OCCUPATIONS -
USOE CODE NO(S) UNIT 03 PUNCH CARD
’ : - PRQCESSING
TERMOB NO. 5-085_
" ' L
1,00 CONDITION é
-
| 2.00) ‘PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
3,00 EXTENT
GENERAL_STATEMENT, OF EXTENT AND EXTENT OF RESULTING OUTCOMB
. . ; /;7}




MISOE NO.

1.00 CONDITION

l1.01
1.02

1.04 -
1.05

()
()
() 1.03
()
()
() 1.06

2,00 PERFORMANCE . I\\ : f\

DIVISION 07 DATA PRACESSING

UNIT 03 PUNCH CARD
" TERMOB NO. _ 5.086

A}

PUNCHED CARDS WITH NUMERIC FIELDS i
SUFFICIENT INFORMATION AS TO DESIRED HIERARCHY OF

CARD SORTER .

SORTER RACK

CARD TRAYS . -
CARD HOLDERS

GEN”RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

- 2,01 SORT_ PUNCHED CARDS NUMERIEALLY EMPLOYING THE FOLLOWING

OPERATIONS:

¥

2.02
2,03
2,04

"\\’\"\"\N
e s Vs g St

3.00 . EXTENT

JCONVERT WORK. STATION FOR TASK

2,05
2.06

LOAD MACHINE

SET DIALS, SWITCHES AND INDICATORS TO PROCESS CARDS
SORT EACH COLUMN

VISUALLY CHECK SORTED CARDS

3.01

GENERAL -STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

s

PUNCH CARDS ARE SORTED TO APPROVAL OF BOARD OF EXPERT
RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH
OPERATION JUDGED AS SATISFACIORY OR UNSATISFACTORY

() 3.02
() 3.03
() 3. 04
()
(

MATERIALS POSITIONED FOR EFFICIENCY
CARDS NEATLY STACKED
PROPER DIALS, SWITCHES AND INDICATORS SET




3

. : X‘ MISOE NO., .
- e “ » -

PROGRAM _ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
R OCCUPATIONS —
USOE CODE NO(S) i UNIT 03 . PUNCH CARD
. i PRAQCESSING .
- TERMOB NO. 5-086 _

1.00 CONDITION

k3

2.00 PERFORMANCE. A
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
3,00 EXTENT . |
AENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME )
\
B L

'
oo
)




MISOE NQ. o

L o o o ) ° ) ) ) ~
PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
. OCCUPATIONS :

UNIT 03 PUNCH CARD
: SING
TERMOB NO. RRRE

1,00 CONDITION

() 1.01 PUNCHED CARDS WITH ALPHABETIC FIELDS
() 1.02 CARD SORTER
() 1.03 SORTER RACK
() 1.04 CARD TRAYS
() 1.05 CARD HOLDERS

2.00 PERFORMANCE

GENERAL STATEMENT' OF PERFORMANCE AND RESULTING_OUTCOME -
() 2.01 SORT PUNCHED CARDS ALPHABETICALLY EMPLOYING THE .
. FOLLOWING OPERATIONS:

2.02 CONVERT WORK STATION FOR TASK

2,03 LOAD MACHINE .
2.04 SET DIALS, SWITCHES AND INDICATORS TO PROCESS CARDS’
2.05 SORT EACH COLUMN
2.06 VISUALLY CHECK SORTED CARDS

P Tan X o X a0 W
T S S N St
.

3.00 EXTENT 1 . C e

GENERAL STATEMENT OF EXTENT AND EXTENT OF RgSULTINg OUTCOME I
3.01 CARDS ARE SORTED TO APPROVAL OF B F EXPERT RATERS.
TO BE COMPLETED WITHIN 1 1/2 HOURS WITH EACH OPERATION
JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02 MATERIALS POSITIONED FOR EFFICIENCY

3.03 CARDS NEATLY STACKED “

3.04 PROPER DIALS, SWITCHES AND INDICATORS SET
‘3,05 TWICE, IN PROPER SEQUENCE

3.06 ALL ERRORS LOCATED

Come T X e X oo W *
e s s s S|

A
e

22Y




MISOE NO.
PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
) OCCUPATIONS s E
USOE’ CODE NO(S) "~ UNIT 03 PUNCH CARD
. \ PROCESSING
~.PERMOB NO. 5.087

¢ “
=
“ » “ -

1.00 CONDITION

2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AND RESULTING Oﬁ'I'COME

'3.00 EXTENT |
. GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

* | 251




MISOE NO.

1.03
1.04
1.05
1.06

P L T s T Lo X o 3
T N S ¥ S St

1,00 CONDITION

PROGRAM ___anxnzss_ann_nzEzcs____ . DIVISION 07 DATA PROCESSTNG
» ___n:cnzagxous » ’ ‘ DR ——
UNIT -03 RUNCH CARD
" . PROCESSING
TERMOB NO.  5-088

PUNCHED CARDS .
BLANK CARDS. -
REPRODUCING PUNCH
WIRED PANEL -

CARD TRAYS

CARD HOLDERS

2.00 PERFORMANCE

o GENERAL STATEMENT OF PERFORMANCE RESULTING OUTCOME
1) 2.01 REPRODUCE PUNCHED CARDS USING REPRODUCING PUNCH

EMPLOYING THE FOLLOWING OPERATIONS:

2.02
2.03‘
2.04
2.05
- 2.06
2.07

L Re X L o g
1 .
L et

3.00 EXTENT

CONVERT WORK STATION FOR TASK

LOAD READ HOPPER WITH PUNCHED CARDS

LOAD PUNCH HOPPER WITH BLANK CARDS

INSERT WIRED PANEL :

SET PROPER SWITCHES -

VISUALLY COMPARE PUNCHED CARDS WITH MASTER CARDS

?ENERAL STATEMENT OF EXTENT AND EXTENT OF RESUDTINQ OUTCOME
, 3,01 CARDS ARE REPRODUCED TO APPROVAL OF BOARD OF EXPERT

RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

- ( )‘ 3.02
() 3.04
() 3.05
() 3.06
()

3.07

"MATERTALS POSITIONED FOR EFFICIENCY
NEATLY STACKED ~

NEATLY STACKED ¢
PROPERLY CONNECTED

FOR DESIRED OPERATIONS

ALL ERRORS LOCATED .

oS
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— : ‘ - "’eé MISOE NO.

- PROGRAM BUSINESS AND OFFICE DIVISION 07 __DATA PROCESSING -
' ' OCCUPATIONS . ‘ {
USOE CODE NO(S) ___ , UNIT 03 PUNCH CARD _
- ' e o R SING .
TERMOB NO. 5-088

1.00 CONDITION

2.00 PERFORMANCE N
GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

£

3.00 EXTENT

- ' GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO, °

PROGRAM __ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
B OCCUPATIONS | _ |
UNIT 03 PUNCH CARD
e ESSING .
TERMOB NO.  5-089 -

1.00 CONDITION

1.01
1.02
1.03
1.04
1.05
1.06

P PN PN P, PN P

2,00 PERFORMANCE

BLANK CARDS

WIRED PANEL s
REPRODUCING PUNCH -

CARD TRAYS

CARD HOLDERS

~

2.01 .

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

.
\
|
|
|
|
i
MASTER CARD |

GANGPUNCH CARDS USING REPRODUCING PUNCH EMPLOYING
THE FOLLOWING OPERATIONS='

2,02
2,03
2.04
2.05

Aﬁﬁﬁ

- 3.00 EXTENT

CONVERT WORKSTATION FOR TASK . '

PLACE MASTER CARD AND BLANK CARDS INTO PUNCH HOPPER
INSERT WIRED PANEL “
SET SWITCHES ' ﬁ

'

I

3.01

w GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

CARDS ARE GANG PUNCHED TO APPROVAL OF BOARD OF EXPERT
RATERS. TO,BE COMPLETED WITHIN 1 HOUR WITH EACH
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY

3.02
3,03
3,04
3.05

e N St ] N

MATERIALS BOSITIONED FOR EFFICIENCY

CARDS STACKED NEATLY

PROPERLY CONNECTED

PROPER SWITCHES FOR DESIRED OPERATIONS SET
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MISOE NO.

”

PROGRAM _ BUSINESS AND OFFICE DIVISION 07 . DATA PROCESSING
OCCUPATIONS
USOE CODE NOQ(S)~ , UNIT 03 PUNCH CARD
‘ PROCESSING
TERMOB NO. 5-089

1.00 CONDITION

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

{




MISOE NO.

" PROGRAM __ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING '

OCCUPATIONS . v R
| UNIT 03 PUNCH CARD
* PRQCESSING

“ TERMOB NO. 5-090

1.00 CONDITION -, K

1.01 MARK-SENSED CARDS = - L

1.02 REPRODUCING PUNCH : u . -
1.03 WIRED PANEL -

1.04 CARD TRAYS

(
(
g
( 1.05 CARD HOLDERS

gt g gt gt S

2.00 PERFORMANCE ‘ | S

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME !

() 2.01 PUNCH MARKED-SENSE CARDS USING THE REPRODUCING PUNCH

EMPLOYING THE FOLLOWING OPERATIONS:

{J 2.02 CONVERT WORK STATION FOR “TASK
() 2.03 LOAD PUNCH HOPPER WITH MARK-SENSED CARDS
() 2.04 INSERT WIRED PANEL
()
()

2.05 SET NECESSARY SWITCHES
2.06 * VISUALLY CHECK PUNCHED CARDS FOR PROPER POSITIONING
OF PUNCHED FIELDS

3,00 EXTENT

S “HED TO
TO BE COMPLETED WITHIN 1 HOUR WITH EACH OPERATION
JUDGED AS SATISFACTORY OR UNSATISFACTORY

Y 3.03 CARDS NEATLY STACKED
) 3.04 PROPERLY CONNECTED

) 3.05 FOR DESIRED OPERATIONS
) 3.06 ALL ERRORS LOCATED

P S P

"
<




M:éoz NO.

PROGRAM BUSTMBS AND OFFICE _ DIVISION 07 DATA PRQOC ESSIEQ

, Qcéﬂzzﬁibﬂg'
USOE CODE NO(S) : UNIT 03 puncu CARD

TERMOB NO. 5-090

1,00 CONDITION

2.00 PERFORMANCE
GENERAL "STATEMENT OF PERFORMANCE AND RESULTING QUTCOME

3.00 EXTENT : _J

GENERAL STATEMENT OF EXTENT AND EXTEET OF RESULTING OUTCOME
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r

_MISOE NO.

PROGRAM ___BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
——-OCCUPATTONS ,

UNIT 04 COMPUTER QPERATIQNS
TERMOB NO. _B5.00L

-

CONDITION |
() 1.01 BASIC OFFICE suppn:zs (TABLE T-3)

() 1.02 DISK PACK
() 1.03 DISK DRIVE

PERFORMANCE

3

| GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
z§§ ~2.01 MOUNT A DISK PACK ON A DISK DRIVE EMPLOYING THE

FOLLOWING OPERATIONS:

2.02 SET SWITCHES
2.03 LOAD DISK PACK
2.04 SET SWITCHES

EXTENT

ENERAL STATEMEJT OF EXTENT AND EXTENT 0: RESULTING OUTCOME
' DISK PACX IS MOUNTED ON DISK DRIVE TO APPROVAL OF BOARD
OF EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

SWITCHES ARE SET CORRECTLY
DISK PACK IS LOADED CORRECTLY
SWITCHES ARE SET CORRECTLY

RV
»




. |
| MISOE NO.

'PROGRAM  BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
. OCCUPATIONS ~
USOE CODE NO(S) _ UNIT 04 COMBUTER OPERATIONS
 TERMOB NO. -_____5-091 - '

1.00 CONDITION -

2.00 PERFORMANCE
AENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

3,00 EXTENT o
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO. _
‘ S

" BUSINESS AND OFFICE

PROGRAM DIVISION 07 pDATA PROCESSING.
‘ "“OCCUPATIONS L
’ UNIT 04 COMPUTER QPERATIQNS.
TERMOB NO. _5.092
1.00 CONDITION N
() 1.01 BASIC OFFICE SUPPLIES (TABLE T—3)
() 1.02 MAGNETIC TAPE -
() 1.03 MAGNETIC TAPE DRIVE
2.00 PERFORMANCE
ENERAL STATEMENT OF PERFORMANCE AND qmsunwxue OUTCOME
2.0 7ouUNT A REEL OF MAGNETIC TAPE ON A TAPE DRIVE nupnoyznc
THE FOLLOWING OPERATIONS:
T 2.02 SET SWITCHES FOR LOADING
() 2.03 LOAD REEL
(.), 2.04 SET SWITCHES
M 4
3.00 EXTENT ‘ o

|
[
T

v

?ENERAL iwamngga* OF EXTENT AND EXTENT GCf RESULTING OUTCOME
MAGNETIC TAPE REEL IS MOUNTED ON MAGNETIC TAPE DRIVE

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM-
PLETED WITHIN 5 MINUTES WITH EACH OPERATION JUDGED
AS SATISFACTORY OR UNSATISFACTORY

() 3.02
() 3.03
() 3.04

SWITCHES ARFE SET CORRECILY
REEL IS LOADED CORRECTLY
SWITCHES ARE SET CORRECTLY

234




MISOE NO.
PROGRAM _ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
7 . OCCUPATIONS ,
USOE CODE NO(S) - UNIT 04 COMPUTER OPERATIONS
_ , TERMOB NO. 5-092 _ ' —

1.00 CONDITION

| ]
2,00 PERFORMANCE :

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

-

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTTNG OUTCOME

*
[}
%
LA

e ]

3




.-.w._.—rrv—,—.———_.-;wﬁﬁﬁﬁ

MISOE NO. . o .
. ' “ . ‘ - ) °
PROGRAM ___ BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
— OCCUPATIONS ‘

UNIT 4 04 .mummumamm& |
’ ‘" TERMOB No.  5-0%3 -

1.00° CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 PUNCHED CARDS
( ). 1.03 CARD READER/PUNCH MACHINE

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME : |
2.01 c DECK IN CARD READER/PUNCH MACHINE EMPLOYING |
THE FOLLOWING OPERATIONS : v ‘

7y

() 2.02 SET SWITCHES
() 2.03" LOAD PUNCHED CARDS L
() 2.04 BSBT SWITCHES ' ‘

3,00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULT UTCOME

T) 3.01 PURCHED CARDS ARE LOADED | IN“C_ARD—_%&%&—READ R/ABUNCH MACHINE
TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE
COMPLETED WITHIN 2 MINUTES WITH EACH OPERATION

JUDGED AS SATISFACTORY OR UNSATISFACTORY

. Y
( ). 3.03 PUNCHED CARDS ARE LOADED EVENLY
() 3.04 SWITCHES ARE SET CORRECTLY

241




. MISOE NO.
PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
"~ OCCUDPATIONS ’ ' _ _
USOE CODE NO(S) - UNIT 04 COMPUTER OPERATIONS
TERMOB NO. 5693 |

.1.00 CONDITION

2,00 DERFORMANCE B
AENERAL STATEMENT.OF PERFORMANCE AND RESULTING OUTCOME

e

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

Ve

K4 >




DIVISION 07 DATA PROCESSING

UNIT 04 TOMPUTER OPERATIONS.

TERMOB NO. ~5-094

CONDITION PR

() 1.01 REPRODUCING PUNCH CONTROL JQ§§Eth?GRAM
() 1.02 CONTROL PANEL 4
() 1.03 ASSORTED WIRES *

PERFORMANCE

-

e

GENERAIL STATEMENT OF PERFORMANCE AND RﬁSULTING OUTCM
{ 2.01 WIRE REPRODUCING PUNCH PANEL, FROM WIRING DIAGRAM
"EMPLOYING THE FOLLOWING OPERATIONS : .
LN ,

) 2.02 CONVERT WORK STATION TO TASK
() 2.03 INSERT WIRES INTO PANEL AS INDICATED ON DIAGRAM

EXTENT

¥ s . R
{ GENERAL STATEMENT OF EXTENT AND EXTENT OF RESUIﬂ‘ﬁE OUTCOME
3.01 PANEL IS WIRED TO APPROVAL OF BOARD OF EXPERT RATERS.
* TO BE COMPLET WITHIN 30. UTES WITH EACH OPERATION
JUDGED AS SATI CTORY OR :%%TISFACI‘ORY .

&

{7y 3.02 MATERIALS POSITIONED FOR EFFICIENCY
() 3.03 CORRECTLY INSERTED

243




[

a

PROGRAM BUSINESS AND OFFIGE
0CC

USOE CODE NO(S)

DIVISION 07

UNIT 04

TERMOB NO.

-

1.00 CONDITION =

L]

: . -
" 2.00 PERFORMANCE
GENERAL STATEMENT OF PERFORMANCE AN

MISOE NO.

)
DATAkPROCESSING

COMPUTER_OPERATIONS

5-004" -

.

{

o

s

D& RESULTING OUTCOME

3.00 EXTENT

D EXTENT OF RESULTING OUTCOME

. GENERAL STATEMENT OF EXTENT AN

L4
B
Y

)




R

2.00

- 3.00

;uxsonruo. SN . | _—

PROGRAM __ BUSINESS AND QEEICE " DIVISION 07 paTA PROCESSING

- —_OCCUPATTONS .

UNIT 04 sxmmnznnJmanma:nns_
TERMOB NO. _ 5_ 095

o

CONDITION

1.01 BASIC OFFICE SUPPLIES (TABLE T-3)

1.02 PENCILS IN ASSORTED COLORS L

1.03 BLANK REPRODUCING PUNCH CONTROL PANEL DIAGRAM

1.04 SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE

’ LOCATIONS OF THE SENDING FIELDS ON INPUT CARDS AND
THE DESIRED LOCATION OF THE FIELDS ON THE OUTPUT
CARD

L X W o S
Tt st St autt

PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME :
{ ) 2.01 DPREPARE REPRODUCING PUNCH CONTROL PANEL DIAGRQ!!%%R

STRAIGHT REPRODUCING OF CARDS EMPLOYING THE FOLLOWING
OPERATIONS:

() 2.02 CONVERT WORK STATION FOR TASK

() 2.03 INDICATE SENDING FIELD LOCATIONS

() 2.04 INDICATE RECEIVING FIELD LOCATIONS

() 2.05 INDICATE THE COMPARISON CHECK FOR EACH FIELD

. STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTQOME
) 3.01 CONTROL PANEL DIAGRAM IS PREPARED TO APPROVAL.OF
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN
1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY ¢
OR UNSATISFACTORY

~3.02 MATERIALS °OSITIONED FOR EFFICIENCY ‘ ///’ v
3,03 CODED CORRECTLY v
3,04 CODED CORRECTLY -
3.05 TINDICATED CORRECTLY

240
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MISOE NO._

_ PROGRAM _; y ARRT  DIVISION 07 ____ DATA PROCESSING
USOE CODE NO(S) UNIT ~ 04 —__COMPUTER OPERATIONS
o - » TERMOB NO. ___5.095 l ‘

- 1.00 CONDITION

2.00 PERFORMANCE

GENERAL_STATEMENT OF PERFORMANCE AND RESULTING OUTCOME -

)

3.00 EXTENT
SENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

246




MISOE NO.

PROGRAM __ BUSINESS AND OFFICE DIVISION 07 DaTA PROCESSING
—OCCUPATIONS :

,1.00 CONDITION

()
()
()
()

| 2.00 PERFORMANCE

UNIT 04 .COMDUTER QPERATIONS.
TERMOB NO. 5096 '

e i

BASIC OFFICE SUPPLIES
KEYPUNCH

PREPARED MULTIPLE CARD LAYOUT FORM

2.01

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

PUNCH STANDARD (PROGRAM I) AND ALTERNATE (PROGRAM II)
PROGRAM CARDS FOR KEYPUNCH PROGRAM DRUM EMPLOYING
THE FOLLOWING OPERATIONS:

2,02
2,03
2,04
2.05
2.06
2,07

Came X W W o W W N
Sl Nt el N S o]

3.00 EXTENT

" BLANK CARDS | o

CONVERT WORK STATION FOR TASK

FEED BLANK CARD

ENCODE CARD :

REINSERT CARD NOW PUNCHED WITH PROGRAM I
ENCODE CARD

TEST PROGRAMS USING SAMPLE DATA CARDS

3.01

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

PROGRAM CARDS ARE PUNCHED TO APPROVAL OF BOARD OF
EXPERT RATERS. TO BE COMPLETED WITHIN 30 MINUTES
WITH EACH STEP JUDGED AS SATISFACTORY OR
UNSATISFACTORY

3.02
3.03
3.04
3,05
3.06
3.07

Lo X am X P o W W
Nt st Vg Nt N et

MATERIALS POSITIONED FOR EFFICIENCY
CARD FED

WITH PROPER CODES FOR PROGRAM I
CORRECTLY INSERTED

WITH PROPER CODES FOR PROGRAM II
ALL ERRORS LOCATED

24’/



4

MISOE NO.__ 1\

PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
. OCCUPATIONS :
USOE CODE NO(S) , UNIT 04 COMPUTER QPERATIONS
TERMOB NO. 5096
1.00 CONDITION
——2, 00— PERFORMANCE — - —

FORMANCE AND RESULTING OUTCOME

P'E“D

det N,

— \EEQERAL ST rzrgEN'r OF

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




MISOE NO.

PROGRAM W . DIVISION 07 DATA PROCESSING:.
——QCCUPATTONS i
UNIT 04 COMRUTER ODERATIONS.
TERMOB NO., 5-097

-1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 COMPUTER CONSOLE MACHINE
{) 1.03 INSTRUCTION WORK SHEET

2.00 PERFORMANCE

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME
) 2.01 LOAD PROGRAM THROUGH COMPUTER CONSOLE EMPLOYING THE
FOLLOWING OPERATIONS: ;

) 2.02 SET SWITCHES
() 2.03 KEY IN PROGRAM «

3.00 EXTENT

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME
3,01 PROGRAM IS LOADED INTO MEMORY TO APPROVAL OF BOARD OF
_EXPERT RATERS. TO BE COMPLETED WITHIN 2 MINUTES
WITH EACH OPERATION JUDGED AS SATISFACTORY OR
UNSATISFACTORY

{7 3.02 SWITCHES ARE SET CORRECILY
() 3.03 PROGRAM IS KEYED IN ACCORDING TO WORK SHEET INSTRUCTION

s
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.~

MISOE NO.
PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING
. " "OCCUPATIONS _ : - _ N
GSOE CODE NO(S) - T UNIT =~ 04 COMPUTER OPERATIONS
" TERMOB NO. "5-097 '

k)

L]

1.00 CONDITION

I
Ty
f \
.

2.00 PERFORMANCE

GENERAL STATE@ENTWOF,PERFORMANCE AND RESULTING OUTCOME

L

g

¢

o

3.00 EXTENT
GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME




+

MISOE NO.

 PROGRAM BUSINESS AND OFFICE DIVISION 07 ‘DATA PROCESSING
OCCUPATIONS . . | | }

: | “ - UNIT 04 COMPUTER OPERATIONS

- . TERMOB NO. _5.008 :

1.00 CONDITION

() 1.01 BASIC OFFICE SUPPLIES (TABLE T-3)
() 1.02 FORMS “
() 1.03 ‘HIGH SPEED PRINTER MACHINE

i

2.00 PERFORMANCE

S e

*SENERAL STATEMENT, OF DERFORMANCE AND RESULTING OUTCOME
T3 2.0 MOUNT FORMS IN HIGH SPEED PRINTER MACHINE EMPLOYING

THE FOLLOWING OPERATIONS: -

~3.02 SET SWITCHES
( ) 2,03 LOAD FORMS 4 )
() 2,04 BSET SWITCHES i \

¥

3.00 EXTENT

ENFRAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME

- )} 3,01 FORMS ARF MGUWTED IN HIGH SPEED PRINTER MACHINE TO
APPROVAL OF A BOARD OF EXPERT RATERS, TO BE COMPLETED
WITHIN 5 MINUTES WITH EACH OPERATION JUDGED AS
SATISFACTORY OR UNSATISFACTORY

-07 SWITCHES ARE SET CORRECILY
() 3.03 FORMS ARE LOADED AND POSITIONED CORRECTLY
() 3.04 SWITCHES ARE SET CORRECTLY

g




| V \\\
| » . i}
- | MISOE NO.

PROGRAM _ BUSINESS AND OFFICE "DIVISION 07 DATA PROCESSING .
- | "OCCUPATIONS -
USOE CODE NO(S)~ , UNIT 04 '——mmmmmr
| ' TERMOB NO. —5-098 “

1.00 CONDITION

| 2,00 PERFORMANCE o o 3

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME

'3.00 EXTENT

GENERAL _STATEMENT OF EXTENT AND EXTENT OF REoULTING OUTCOME




" TABLE_T-3 BASIC OFFICE SUPPLIES

PENS

- PENCILS
TYPEWRITER
PAPER

ASSORTED BUSINESS FORMS

 ENVELOPES

| ]

CORRECTING TAPE >

"CORRECTING FLUID
STAPLER

M. . TAPE ‘.

RULER °

LETTER OPENER

TELEPHONE . DIRECTORY
. TELEPHONE
ASSORTEL RUBBER STAMPS .
DESK “
céA;R :
PAPER CUTTER °
CARBON PAPER | .
pAPER' CLIPS
DICTIONARY
ERASER
PAPER PUNCH

2H3




Table Tf4 Additionalu¢E§HOB Performance Statements

This form is provided for the addition of TERMOB performance
statements to ensure more complete coverage of your program., Please
provide a comprehensive performance statement (coded 2.0l on each
TERMOB) for each area of deficiency that you have identified.

: The pefformance statement need only be listed idéntified by
the division and unit numbexs of the deficient areas; the conditions

and extents will be incorporated later. |

I

1. Division 1 Performance Statement
Unit L A |
2, Division____ Pgrformanccgstateﬁentk
Unit |
3. Division__ Performance Statement
Unit
4., Division Performance Statement
Unit
\‘5. Division ’ - Performance Statement
Unit )
6., Division , Performance Statement

R ———h

Unit




Division
Unit

Division
Unit__

Division
Unit

Division E

Unit '

Division
Unit

Division
Unit

Performance Statement

Performance Statement

Performance Statement

Performance Statement

Performance Statement

Performance Statement




256

Table T-4 (Cont'd) Additional TERMOB Performance Statements
)

i
4

This form is provided for the addition of TERMOB performance
statements to ensure more complete cdverage of your program. Please
provide a comprehénsive performance statement (coded 2.0l on each
TERMOB) for each area of deficiency that you have identified.

The performance gtatement need only be listed identified by
the division and unit numbers of the deficient areas; the conditions
and extents will be incorporated later.

8. Diviéion . Performance Statement . ;
Unit ] 3
9. Division___ Performance Statement
'Unit‘ v
L
» ; /
lo. Division Performance Statement
Unit
11. Division Performance Statement
Unit
12, Division . " Performance Statement
Unit S . L
13. Division Performance Statement

Unit b o A 5




9.

10,

11.

12.

13.

14,

Unit

@

Division Performance Statement
Unit
Division Performance Statement
Unit
Division Performance Statement
Unit
Division Performance Statement
Unit
Division Performance Statement
pnit o
Division Performance Statement
Unit ’

T-213

257
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INDEX OF TERMOB STATEMENTS * -
PROGRAM: BUSINESS AND OFFICE OCCUPATIONS

.

20~021 DUPLICATE 10 COPIES OF ORIGINAL

TERMOB NO. PAGE
20-001 TYPE A BUSINESS LFTTER FROM HANDWRITTEN T-12
: COPY, IN BLOCK FORM
20-002 . TYPE A BUSINESS LETTER FROM HANDWRITTEN T-14
COPY, IN MODIFIED BLOCK FORM
20-003  TYPE A STATISTICAL REPORT FROM HANDWRITTEN  T-16
cory
20-004 TYPE A SHORT MEMO FROM HANDWRITTEN copy T-18
WITH 3 CARBON COPIES J
20-005 TYPE THE COMPANY NEWSPAPER INTO TWO T-20
- COLUMN FORM -
20-006 TYPE A SHORT 1/2 PAGE BUSINESS LETTER T=22
: IN SEMIBLOCK FORM DIRECTLY FROM DICTATION
20-007 TYPE A 50 WORD TELEGRAM DIRECTLY FROM ‘%\&“ T=24
DICTATION S -
" 20-008 .  TYPE A SHORT MEMO DIRECTLY FROM DICTATION  T-26
20-009 COMPOSE A COLLECTION LETTER AT THE T-28
PYPEWRITER ASSUMING THE CUSTOMER HAD u
*  FORGOTTEN TO PAY ,
20-010 COMPOSE A COLLECTION LETTER AT THE =30
TYPEWRITER ASSUMING THE CUSTOMER WILL PAY
ONLY IF HE IS MADE TO PAY
20-011 TYPE A SHORT 6 ITEM PURCHASE ORDER IN' T-32
DUPLICATE- )
20-012 - TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN T-34
FORM IN DUPLICATE
20-013 TYPE A PROPERTY TRANSFER DEED IN DUPLICATE T-36
20-014 TYPE LEGAL AGREEMENT FROM HANDWRI TTEN P-38
COPY WITH TWO COPIES
20~015 PREPARE A LEGAL BACK T-40
20-016 PROOFREAD ROUGH DPAFT MARKING ALL ERRORS T-42
 20-017 PERFORM ROUTINE MAINTENANCE ON TYPEWRITER  T-44
20-018 MAKE A STENCIL T-46
 20~019 MIMEOGRAPH 10 COPIES OF STENCIL T-48
20-020 DUPLICATE 10 COPIES OF MASTER T~50

T-52




20-005
20~-006
20-007

20-008
20-009

20-010 '
V‘

20-011

20-012

20-013
20-014

20-015
20-016
20-017
20-018
20-019
20-020
20-021
20-022
20-023
20-024
20-025

TYPE THE COMPANY NEWSPAPER INTO TWO
COLUMN FORM -

TYPE A SHORT 1/2 PAGE BUSINESS LETTER
IN SEMIBLOCK FORM DTRECTLY FROM DICTATION

TYPE A 50 WORD TELEGRAM DIRECTLY FROM
DICTATION |

TYPE A SHORT MEMO DIRECTLY FROM DICTATION

COMPOSE A COLLECTION LETTER AT THE

TYPEWRITER ASSUMING THE CUSTOMER HAD

FORGOTTEN TO PAY

COMPOSE A COLLECTION LETTER AT THE -

TYPEWRITER ASSUMING THE CUSTOMER WILL PAY
LY IF HE IS MADE TO PAY

TYPE A SHORT 6 ITEQ’;;;CHASE ORDER IN
DUPLICATE

TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN
‘FORM IN DUPLICATE

TYPE A PROPERTY TRANSFER DEED IN DUPLIC&TE

TYPE LEGAL AGREEMENT FROM HANDWRITTEN
COPY WITH TWO COPIES

PREPARE A LEGAL BACK

PROOFREAD ROUGH DPAFT MARKING ALL ERRORS
PERFORM ROUTINE MAINTENANCE ON TYPEWRITER
MAKE A STENCIL

MIMEOGRAPH 10 COPIES OF STENCIL

DUPLICATE 10 COPIES OF MASTER

ODUPLICATE 10 COPIES OF ORIGINAL

SOLVE PROBLEMS ON ADDING MACHINE (FULL KEY)
SOLVE PROBLEMS ON ADDING MACHINE (10 KEY)
SOLVE PROBLEMS ON CALCULATOR

TRANSCRIBE SHORT MEMO FROM TAPE TO
TYPEWRITTEN FORM

T-215
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‘t*;’
[

T-22

T-24

T-26

T-28

T-32

T-34

T-36
T-38

T-40
T-42
T-44
T-46
T-48
T-50
7-52
T-54
T-56

T-58
T-60
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TERMOB NO.

20-026
20-027

20-028

20-029
20-030
20-031 -
20-033
20-033
20-034"
20-035
20-036
20-037

. 20~038

20-039
20-040

20-041
20-042

20-043
20-044
20-045
20-046

20-047
20~048
20-049
20-050

20-051
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POST INVOICE ITENS TO ACCOUNT CARDS

EXTEND SERVICE TO TELEPHONE CALLER -
PLACE A TELEPHONE CALL

RECEIVE CALLER WITHOUT AN APPOINTMENT
RECEIVE CALLER WITH COMPLAINT

PREPARE MAIL TO BE SENT ouT
DISTRIBUTE MAIL “

EXTEND SERVICE TO CUSTOMER (CASH)

EXTEND SERVICE TO CUSTOMER (CREDIT)

VSTENOGRAPH SHORT BUSINESS LETTER

STENOGRAPH REPORT

TRANSCRIBE SHORT BUSINESS LETTERETO
TYPEWRITTEN FORM

TRANSCRIBE REPORT TO TYPEWRITTEN FORM
PREPARE A PAYROLL REGISTER
L o

POST PAY INFORMATION TO EARNINGS
RECORD FOR EACH EMPLOYEE

POST DATA FROM VARIOUS JOURNALS TO
APPROPRIATE ACCOUNTS IN LEDGER

POST DATA FROM GENERAL JOURNAL TO
APPROPRIATE ACCOUNTS IN LEDGER

FILE ITEMS GEOGRAPHICALLY
FILE ITEMS ALPHABETICALLY
FILE ITEMS NUMERICALLY

FILE ITEMS ALPHABETICALLY BY SUBJECT
WITH A RELATIVE INDEX

SET UP PETTY CASH SYSTEM
MAINTAIN PETTY CASH SYSTEM

DISBURSE A CHECK

"BALANCE A CHECKING ACCOUNT
'RECORD DATA,IN GENERAL JOURNAL

PAGE

T-62
764
T-66
T-68
T-70
T-72
T-74
T-76
7-78
T80

T-82

T-84

T-86
T~-88
T-90

T-96
T-98
T-100
T-102

-1
T-106
T-108

T-110

‘T-112




' 20-031

20-032
20-033
20-034
20-035
20-036
20-037

20-038
20-039
20-040

20-041
20-042

20-043

20-044

20-045
20-046

20-047
20-048
20-049

20-050

20-051
20-052
20-053

20-054

- PREPARE MAIL TO BE SENT OUT

DISTRIBUTE MAIL |

EXTEND SERVICE TO CUSTOMER (CASH)
EXTEND SERVICE fo CUSTOMER (CREDIT)
STENOGRAPH SHORT BUSINESS LETTER
STENOGRAPH REPORT

TRANSCRIBE SHORT BUSINESS LETTER TO
TYPEWRITTEN FORM

TRANSCRIBE REPORT TO TYPEWRITTEN FORM
PREPARE A PAYROLL REGISTER

POST PAY INFORMATION TO EARNINGS
RECORD FOR EACH EMPLOYEE

POST DATA FROM VARIOUS JOURNALS TO
APPROPRIATE. ACCOUNTS IN LEDGER

POST DATA FROM GENERAL JOURNAL TO
 APPROPRIATE ACCOUNTS IN LEDGER

FILE ITEMS GEOGRAPHICALLY
FILE ITEMS ALPHABETICALLY
'FILE ITEMS NUMERICALLY

FILE ITEMS ALPHABETICALLY BY SUBJECT
WITH A RELATIVE INDEX

SET UP PETTY CASH SYSTEM
MAINTAIN PETTY CASH SYSTEM
DISBURSE A CHECK
BALANCE A CHECKING ACCOUNT
RECORD DATA IN GENERAL JOURNAL

' RECORD DATA IN APPROPRIATE JOURNALS
POST DATA FROM GENERAL JOURNAL TO

. APPROPRIATE ACCOUNTS IN LEDGER

POST DATA FROM VARIOUS JOURNALS TO
APPROPRIATE ACCOUNTS IN LEDGER

‘T-216
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T-72
T-74
T-76
T-78 -

T-80

T-82

T-84

T-86
T-88
T-90

T-92

T-94

- T-96

T-98
T-100
T-102 -

“T-1047

T-106
T-108
T-110
T-112
T-114
T-116 °

T-118
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TERMOB NO. PAGE
20-055 TAKE A TRIAL BALANCE ON 8 GENERAL T-120
LEDGER ACCOUNTS
20-056 PREPARE A FINANCIAL STATEMENT WORKSHEET T-122
20-057 PREPARE OWNER'S EQUITY STATEMENT FOR T-124
SOLE PROPRIETORSHIP 7
20-058 PREPARE INCOME STATEMENT T-126
20-059 PREPARE A BALANCE SHEET T-128
‘% e
20-060  MAKE A CLOSING ENTRY ! T-130
20-061 PREPARE GENERAL LEDGER ACCOUNTS FOR T-132 3
RULING AND BALANCING ,
20-062 RULE AND BALANCE ACCOUNTS T-134
20-063 MAKE ADJUSTING ENTRIES IN GENERAL JOURNAL T-136
| 20-064 PREPARE A POST-CLOSING TRIAL BALANCE ON T-138
8 LEDGER ACCOUNTS
5-065 PREPARE STANDARD CARD LAYOUT FORM T-140
INDICATING DATA FIELDS :
5-066 MAKE A PRINTER LAYOUT CHART - T-l}@
/
5067 CONSTRUCT A FLOWCHART FOR A PROGRAM TO T-l%l/,

CALCULATE THE SUM OF ANY NUMBER OF
INPUT VALUES

5-068 CONSTRUCT A FLOWCHART DESCRIBING GETTING T-146

A HAIRCUT
5-069 . CONSTRUCT A SYSTEM FLOWCHART DESCRIBING T-148

PAYROLL COMPUTATIONS

5-070 CONSTRUCT A PROCESS FLOWCHART DESCRIBING T-150
PAYROLL COMPUTATIONS A

5-071 CODE PAYROLL FLOWCHART AND PRINTER T-152
SPACING CHART TO RPG CODING SHEETS

5L072 CODE ASSEMBLY LANGUAGE PROGRAM TO ° T-154
CALCULATE PAYROLL

5-073 ‘CODE FORTRAN LANGUAGE PROGRAM TO T-156
CALCULATE PAYROLL

5-074 CODE COBOL LANGUAGE RROGRAM TO T-158
CALCULATE PAYROLL

5-075 CODE RPG LANGUAGE PROGRAM TO CALCULATE T-160




5-068
5-069
- 5-070
5-071
5-072
5-073
5-074
5-075

5-076
5-077
5-078

| ’
'MAKEuA CLOSING ENTRY

ki EaA it A
PREPARE A BALANCE SHEET

<

PREPARE GENERAL LEDGER ACCOUNTS FOR'

RULING AND BALANCING

RULE| AND BALANCE ACCOUNTS

1
MAKE!ADJUSTING ENTRIES IN GENERAL JOURNAL

PREPARE A POST-CLOSING TRIAL BALANCE ON

8 LEDGER ACCOUNTS

g ,
PREPARE STANDARD CARD LAYOUT FORM
INDI@ATING DATA FIELDS

{
MAKE%A PRINTER LAYOUT CHART
CONSTRUCT A FLOWCHART FOR A PROGRAM TO

CALCULATE THE SUM OF ANY NUMBER OF
INPUT VALUES

CONSTRUCT A FLOWCHART DESCRYBING GETTING -

A HAIRCUT

CONSTRUCT A SYSTEM FLOWCHART DESCRIBING
PAYROLL COMPUTATIONS

CONSTRUCT A PROCESS FLOWCHART DESCRIBING
PAYROLL COMPUTATIONS

CODE PAYROLL FLOWCHART AND PRINTER
SPACING CHART TO RPG CODING SHEETS

CODE ASSEMBLY LANGUAGE PROGRAM TO
CALCULATE PAYROLL

CODE FORTRAN LANGUAGE PROGRAM TO
CALCUILATE PAYROLL

CODE COBOL LANGUAGE PROGRAM TO
CALCULATE PAYROLL

CODE RPG LANGUAGE PROGRAM TO CALCULATE
PAYROLL

CODE PRINTER LAYOUT IN COBOL -
CODE PRINTER IN FORTRAN

PUNCH SOURCE DECK FROM COBOL CODING
SHEETS :

T-217
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T-128
T-130
T-132

T-134
T-136
T-138

T-140
T-142
T-144
T-146
T-148
T-~150
T-152
T-154
T-156
T-158
T-160

T-162
T-164
T-166
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TERMOB NO. - ) - PAGE
5-079 PUNCH SOURCE DECK FROM FORTRAN CODING T-168
SHEETS .
5-080 PUNCH OBJECT DECK FROM RPG SPECIFICATION  T-170
- SHEETS ‘ |
5-081 PUNCH CARDS FROM SOURCE DOCUMENTS | T-172
5-082 PUNCH STANDARD (PROGRAM I) PROGRAM CARD T-174
“ FOR KEYPUNCH PROGRAM DRUM :
5-083 . CHECK PUNCHED CARDS FOR ERRORS | T~176
5-084 VERIFY PUNCH CARDS ) T-178
-5-085 SORT PUNCHED CARDS CHRONOLOGICALLY T-180
5-086 SORT PUNCHED CARDS NUMERICALLY T-182__A
5-087 SORT PUNCHED CARDS ALPHABETICALLY T-184
5-088 = REPRODUCE PUNCHED CARDS USING | T-186
| REPRODUCING PUNCH
5-089 GANGPUNCH CARDS USING REPRODUCING PUNCH T-188
5-090 PUNCH MARKED-SENSE CARDS USING iﬁ&; T-190
- REPRODUCING PUNCH e
‘0“‘\ _'.“ tl‘
5-091 -+ MOUNT A DISK PACK ON A DISK DRIV& e T-192
5-092 . MOUNT A REEL OF MAGNETIC TAPE qy £ P 18T fiﬁ~ T-194
DRIVE e g A . 0 W
5-093 LOAD CARD DECK IN CARD READER/PUNCE f\;? T~196
. MACHINE : ﬂa;’
6.
5-094 _ WIRE REPRODUCING PUNCH PANEL FROM WIRI‘NG” g'r—198
: " DIAGRAM knd
5-095  PREPARE REPRODUCING PUNCH CONTROL PANEL T-200

DIAGRAM FOR STRAIGHT REPRODUCING OF CARDS

5-096 PUNCH STANDARD (PROGRAM I) AND ALTERNATE T-202
(PROGRAM II) PROGRAM CARDS FOR KEYPUNCH
PROGRAM DRUM

5=-097 . LOAD PROGRAM THROUGH COMPUTER CONSOLE T-204

5-098 < MOUNT FORMS IN HIGH SPEED PRINTER MACHINE  T-206
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