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ABSTRACT

This teacher's gquide on basic business is one ¢t a
series of six designed for the employment orientation program for
special needs students at the Gloucester County Vocational-Techrnical
School in Sewell, New Jersey. (The series includes laundry,
hospitality, sewing, basic business, foods, and beauty culture.) Each
guide contains lesson plans consisting of objectives, subject matter
covered, audiovisual aids, demonstrations, student activities, and
evaluation suggestions. This guide contains a foreword, objectives of
the Lasic business urit, rsferences, charts and masters for
projectuals, and 33 lesson plans. Examples of the lesson plan topics
are the world of business, the telephone, filing, mail room, adding
machines, calculators, payroll deductions, IBHM selectric typewvriter,
rules for using numbers, fluid duplicator, photocopying, thermofax,
velo-binder, dictating machine, typing letters, cash register,
running the VICA store, the library aide, field trips, and Jobs 1or
the school. (HD)
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the particala sondenr

Al ar dive special Needs stadenis are classiticd by their district Child Study Team
and e sereened for admission into the Bmplovment Oriceration Lrogram by the Special

Nevds Departraent ot Clovcoster County ocational-Technicat Schoet.

This curriculum project mcludes daily class Tesson plans, consisting of objectives,
subjecr matter covered, audiovisual aidsademonserations. student activities, and evaluation

sugestions. The teacher is urged o make handouts cur of all che audiovisuals and charts,

Some of the mstructional material sugeested v, of course. prove to be too
ditticult for some of the studenes. The teacher must. as alwavs, tatlor the material to che
necds of che individoal, Converseiv. Large: number of student activities bave been

incorporited into the prouram for those students whio may progress taster than othe
I [ \ <

A math program accompanies these units to stress the necessity for sic
understanding of practical mach. For example, lincar measurement is taught during the

sewing unit. and weighes and mcasures is taughe during the foods unit.

In some areas, p;nrticul;n'ly Beauty Culture. the teacher will not expect comp]ctc
memorization of all details covered. but should stress that these are included in the
course content of o regular vocational course. The purpose is to give the student a
realistic picture of what the regular course would be like and what would be expected if

that student chose that course to be mainstreaned into the f'ul]owing school year.

Francine Grubb
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Ohjectives of the Basic Business Unit

N Ill’: oo

DY e basre g Skatls,

Opor e the tedl Kevboand Adding isting machine,

Caleobinons and TBM Seleciric Topewriter,

1

Caicadare p.l\v'«v]l deducnions,

Operate the uid  duplicators mimeograph

NE AN \I‘\lxlk’lll \\l” I‘L‘

.|M;‘ to:

Cccupations mthe business and commercial world,

10-kev listing caleulator, clectronic

machine. plmtocnp\‘it‘.g machine,

Fhermaotax machine, dictazing machine, and the Velo-Binder.

Type envelopes. outlines, personal business letter, and a formal business letter.

()}'\ Vale o (‘l.\h ?'L‘gi\[L‘I' illhl }_{i\‘l‘ correct ch;lngc.

Demonstrate an ability to handle a sales situation in using the VICA School Store.

Kinow what a Iibr.n‘_\‘ aide does,

Perform a service to the school by operating a job service for the teachers, using the

machine operations chat they have learned.
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Lesson 1 The World of Business

Objectives
At the condusion of thns fesson the student will be able to:

List and deseribe possible opportunities in the business and comniercial world.
Prepare @ resume or personal dat sheet and a cover letter,
Uinderstand what is meant by personal and job qualifications and list own

qualifications s the vear progresses.
M('[[Il}tl
A, Lecrure Jiscussion

1. Folder of credentials
a. Personal data sheer or resume
b. Certificates of awards
¢. Letters of recommendation
d. Samples of work
2. Preparing a resume or personal data sheet

3, Listing qualifications
B. Audiovisual

1. Filmstrip and cassette - “Working With Business Machines.”
2, AV. 1 Sample Resume

C. Demonstration
Teacher will demonstrate on the board how to prepare a resume.
Teacher preparation
A. Gather lecture notes.

B. Collect s;nmp]cs of resumes.

C. Ger filmstrip projector and cassctte player.

O
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Student activity

A. Students will Tise suitable job possibilities in the world of busincss.
B Seudents will write o personal data sheet or resume and develop o foleer of

(I'(‘(l(‘ll[i‘l]\.
Evaluation
Teacher will evaluate cach student individually on the student activities. Students

will have points to follow when making their resume. and the teacher will cheek to

be sure that all poings were covered.

o
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Lesson

3 The Telephone

Obicctes

At ehe complerion ot this Tesson the student will e able o

Correvthv answer the n,h}‘fn»nc 14 Siven situation.
Correctlv ke o raime calls ina civen situation.

Demonstiate oo to take a RSN TN prupcr]x'.

\‘1('[]1'”

A Lecrure  diseussion
i, Gathering information betore making the call
2. Vaice control while making the call
30 Receiving calls
« Hdentifving vourselt properly
b. Screening calls
¢. Taking muessages
4. Long distance calls

3. Using the tc]uphnm' dircctnr_v
B. Audiovisual
The Bell Telephone Teletrainer unit. Put out by the telephone company.

includes telephones, monitor units. and instruction booklets. Also contains

booklets with role-playving situations already developed.

C. Demonstration

Teacher will demonserare the proper wavs to make 2 calll receive a call, and

screen calls.

Teacher preparation

O
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A. Gatlier lecture notes.
B. Call Bell Tc]cplmnc for a Teletrainer unit.

C. Bring in telephone books.

11



Stadent acnvin

AL Studenes will practice proper comme s atens codures o tews her-made
Ri'.‘u.n(iull\.
B, Students will beoviven fist of p]au dd names to be looked up in the

telephone book tor o phone number.
Fvaluarion

A, Teacher will evaluate cach student individuallv on student activiey A.

. Teacher will cheek phone numbers listed tor student activiey Bl

12
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Teacher preparation

A, Gather lecrne note,
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1 cason - The Mail Room

( )lw LLIves
Ar the comnclumion ot thi v e soandenr will be able to:

Portorm toutine mailing ;»rwuwlun'\ i stmulated situation.
I thonatrate the e ot the ot meter.

S ot ol o adie o .lph..ln-m..l Hames, departments, and room numbers.
N1v Yll’rl!
A oot boueaton

P andlinge incomime niael

Vo i oaneoing el

Voo Clienes ol doneaai el

B ”-"l(i.l] |"!‘VI.|| it Y\‘i(l".

C e ot hine at wchool
flom i mail handled here?

0 Methods of oty mdl in difterem Organizations
B Al v

AN An Tncomne borte
C o Domonatnation

Towchor sl ke e down o the olfice. where someone will demonstrare

liu‘.\' |||n‘ it ||'un"‘, vep bate T hinr 8 ll‘.l‘('.
|
Toachor propuaration

A, Goather Tecrane none,
I Arraagr for the e 1o A down toothie office,

¢ Coher aterialy fea sradent acrivity

Q
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Seudent activiny

AL Students will sort envelopes according to alphabetical names,

B. Using a small  postage meter, students will weigh mail and Jdetermine the

pre n‘m;c H('U&lcd .

Fvaliation

Srudents will be evaluated individually on the student activities.

16
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Lesson 5 Full-Keyboard Adding Machinc

(‘)bjccti\'t's

A

-

the completion of this lesson the student will be able to:

Operate the full-kevboard adding-listing machine.
Identify the parts of the full-keyboard adding-listing machine.

Method
A. Lecture  discussion

1. Why are adding nicnoes ased?
-

2. The parts and func-rn, of the Remington full-keyboard adding-listing
machine.

3. How the machine is used.
B. Audiovisual

A.V. 52 Full-Keyboard Adding yMachine
A.V. 5b - Addition Practice

(.. Demonstration

The teacher will demonstrate how to do various functions on the adding-listing

machines.
Teacher |)rcpnruti(m

A. Gather lecture notes.
B. Collect adding-listing machines in the school to show several types.
C.. Have handouts ready for student activity.

Student activity

Students will be divided into groups. Each group will have certain problems that
must be done on the adding-listing machine. Some prob]cms will be done by hand
and then checked on the machine.

Evaluation

Teacher will evaluate cach student individually on how well she performs on the
full-keyboard adding-listing machine.

9
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Lesson 6 10 Kcy-Listing Calculator

Objectives
At the completion of this lesson the student will be able to:

~Adentify the parts of the 10-key listing calculator
-Operate the 10-key listing caleulator.

Mecthad
A. Lecture  discussion

1. The differences between an adding machine and a calculator.
2. What operatipns can be done on a calculator?
3. The differences between a listing or printing calculator, a rotary caleulator

and a nonlisting clectronic caleulator.
B. Audiovisual - none
C. Demonstration
The teacher will demonstrate how to add and subtract on the calculator,
Teacher preparation

A. Gather lecture notes.
B. Get projcctor and A.V. material,

C. Have materials ready for demonstration and student activity.

Student activity

A. Students will identify the parts of the 10-key listing calculator.
B. Students will do practice exercises in addition and subtraction only on the
10-key listing calculator.

Evaluation

Teacher will cvaluate students individually on the student activitics. Spelling will

not be stressed in activity A, but the terms themselves are important to know.

10
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Lesson 7 Digital-Readout Calculator

()Mtcti\’c'\
At the conclusion of this lesson the student will be able to:
[dentifv the parts of the digital-readout clectronic ealeulator.

Perform addition, subtract’on, multiplication, and division operations on the

calculator and on, the 10-kev listing calculator.

Methaod

A. Lecture  discussion

1. The differences between the clectronic digital-readout calculator and  the
10-key printing calculator.

2. Advantages and disadvantages of the two types.
3. Multiplying and dividing on the caleulator.
t. Multiplying and dividing on the 10-key listing caleulator.
5. Fixed decimal point vs. floating decimal point.

B. Audiovisual none

C. Demonstration

1. Teacher will demonstrate how to do the four functions on the caleulator.
2. Teacher will demonstrate how to do the four functions on the 10-key listing
calculator.
"acaer preparation
A. Gather lecture materials.

B. Get projector and AV, material,

C. Have materials ready for demanstration and handout sheets for student activity.
Student activity

A. Studenes will identify the parts of the digital-readout calculator.
B. Students will work out problems involving cach of the four functions on the
digital-readout calculator and the 10-key listing calculator,

Evaluation

Teacher will check the answers to the problems and evaluate whether or not  the
correct process was used in obtaining them.

o 11
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Lesson 8 Practice Session on Calculators
and Adding Machines

Objectives
At the conciusion of this lesson the student will be able to:

Operate the calculators and adding machines for several different types of
problcms.

Identify the parts on all of the machines previously examined.
Method
A. Lecture  discussion - nonce
B. Audiovisual
Teacher-prepared handout sheets according to student needs
C. Demonstration  none
Teacher preparation

Teacher will have problems on handout sheets for students to solve on the

different machines used previously in class.
Student activity

Students will work independently on the problems on the handout sheets. Some
problems are to be done by hand, others on tie adding machine, and others on
the calculators.

Evaluation

Teacher will evaluate cach student on:
1. Correct method of finding the answer.
2. Amount of time required on cach machine.

3. Correct use of machine.

12

20
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Towon 9 Payroll Deductions

Objectives
At the conclusion of this lesson the student will be able to:

Know what the deductions are on a pavcheck.

Use a calculator to figure out net-pay problens,
Method
A. Lecture  discussion

1. What are deductions?

2. What 15 gross pay?

3. What is net pay?

4. How to figure out a paycheck using a full-keyboard adding machine.

5. How to figure out a paycheck using a caleulator with tape.
B. Audiovisual

1. AV.9a A Sample Paycheck Stub
2. AV.9b,c.d  Payroll Problems

C. Demonstration

Teacher will demonstrate how to figure out net pay, using both a full-keyboard

adding machine and a calculator.
Teacher preparation

A. Gather lecture notes.
B. Make up handout sheets for student activity.
C. Get overhead projector and A.V. matcrials.

D. Have adding machines and calculators on hand.

13

21
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Student activity

Students will be given handout sheets with problems on them involving gross and

net pay. Thev will solve as many problems as possible, using the machines

available.
Fvaluation
A. Teacher will evaluate cach student on the method that was used to find the net

P(ly.
B. The Business Math test should be given at this time.

22
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fessaon 10 The 1BM Sclectric Typcwri[vr

( )I‘l!\ IV
At the conducion of this lesson the ctudent will be able to:

ideeri the pares ot the TBM Scelectric tvpewriter,
Chanoe the element ball prupm'].\'.
Demonstrite Lnln:“n’ity with  the machine l)} pm'f\n‘ming s‘im]\h' tvping

procedures.
ALl
Ao Leanine Jiscussion

1o Things that make the Selectric difterent
a The carriage does not move,

b The ddoment can be casily changed to get a new type tone.

2 The basic parts of the tepewriter and what they do.
B Audiovt o ab o none
( L L oation

1. The teacher will demonstrate the proper way to type on the ty pewriter.

3 The teacher will demonstrate how to change the element.
Teacher ])rr]\.lrn[inn

A. Gather lecuare notes.
B, Gather AV, materials.
C. Extra typing clements for demonseration.

D. Typing paper for student activity.

Student activity

A. Students will identify the parts of the IBM Sclectric typewriter.
B. Studenes will practice changing the typing clement.

C. Students will practice typing to become acquainted with the machine.

Evaluation

A. The teacher will evaluate the students on how well they changed the typing
clement.
B. The teacher will make an assessment of which students can do some basic

Lty ping.
O

ERIC 15 23

Aruitoxt provided by Eic:



{.esson 11 Signs, Symbols. and

Kevboard Practice

Objectives
At the conclitsion o this Tesson the student will be able to:

Correctly une the wymbols and signs that are found on the kevboard of the
Ty pewriter,

Become tamiliar with the rvpewriter and the typing kevboard.

f\h‘[llm‘

A Toctare Jisce
1. The siuns e et chat can be found on the typewriter, and what they
Hean.
2. l!\L‘ ()f.

a. Abbreviations
b. Svmbols in place of words
¢. Punctuation marks

3. Comparison of different makes of typewriters.
B. Audiovisual  none
C. Demonstration none
Teacher preparation

A. Gather lecture notes.
B. Have materials rcudy for student activity.

C. Get other typewriters to show the differences.

Student activities
A. Students will work on handout sheets. They will locate the signs and  symbols
that can be found on the typewriter and explain what cach is used for.

B. Students will practice typing on the 1BM Sclectric typewriter to become familiar
with the keyboard. Other typewriters will be available too,  for practice and

for finding differences.
Evaluation

Students will be evaluated on how many of the signs and symbols they  could
identify correctly.
16
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Lesson 12 Centering
b

Objective
At the conclusion of this Tesson the student will be able to:
Cenrer horizontallv, using the directions from this lesson.

ML'[IM)\]
A Lecture discussion

Dircctions for centering horizontally
1. Find the center of the paper.

2. Backspace tor every other letter or space.

3. Type.
5. Audiovisuals

1. Chart 12 Horizontal Centering

20 4w 120 Centering Exercises
C. Demonstrarion
Teacher will demonstrate horizontal centering.
Teacher preparation

A. Gather lecture notes,
B. Gather A.V. materials.
C. Have materials ready for student activity.

Student activity
Using titles from a handout sheet, students will practice horizontal centering,
following the direction sheet.

Evaluation

A. Teacher will evaluate each student’s page of centered materials.
pag

B. Teacher will observe how well cach student followed the direction sheet.
17
o 25
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Lesson 13

()l)jt'Lti\'L‘s

Word Division

At the conclusion of this lesson the student will be able to:

Divide words berween syllables.

Divide words berween roots and prefixes or suffixes.

Divide hyphenated words after the hyphen.

Mcthod

Al

{9

ES

un

6.

discussion

Why we need to divide words when typing.

Dividing words between syllables. '

Dividing words between roots and prefixes or suffixes.
Dividing hyphenated words after the hyphen.

Try not to hyphenate:

a. titles or initials in a name

b. dates

Do not hyphenate:

a. the last word on a page

b. before or after a single letter (a-mend; necessar-y)

B. Audiovisual

A.V. 13 - Word Division

C. Demonstration - none

Teacher preparation

A. Gather lecture notes.

B. Prepare worksheets for student activity.

Student activity

A. Students will work on worksheet giving words for them to hyphenate.

B. Students will work on worksheets containing  paragraphs whose right-hand

margins are uneven and which must be retyped properly.

Evaluations

Students will be evaluated on how well they completed the student activities.

ERIC
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lesson 1+ Tabulation

O Cuves
f\[ (l]k k'-”]}‘!k'[l“” o rl]i\ ]k"\\"l\ !I)L' \Il)\lx'l)[ \\IH i\k" .\i\l\' [ERM

St up the oy pewriter tor a tabulation problem.

Type a pmMcm using the tabulation Kev.
ML‘(}IUJ

A. Tecture discussion

1. Geeting the tvpewriter ready for tabulation.
2. Planning the arrangement of the problem,
3. Typing the heading

4. Using the tabulation kev

B. Audiovisual
A.V. 14 Tabulaticn Problem
C. Demonstration
Teacher will demenserate how to see « o4 rype a tubuidon problem.
Teacher preparation
A. Guather lecture notes.

B. Gather materials for demonstration,

C. Make handouts for student activity.
Student activity

A. Students will first work on worksheets and set up tabulation problems as they

would on the typewriter.

B. After this has been checked by the teacher, the student will try another

problem on the typewriter.

Evaluation

Teacher will evaluate both activitics of cach student.

19
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! csson 15 Rules tor Using Numbers

Al th NERER AN ?\('\l't BRI T the \(x:\lw)( \\i” lu' .AHC to
Cotreort e the oamerals o the powrieer l‘\ totlow o me basie rules.
Mothod
A Toctan discnaston

oo When to use numerals and when to spc” numbers out.
Goneral tudes

. .\';wli out nurbers helow 10,

b Type numbers 1o and over in figurcs.

. Spell out a number that begins a sentence.

do Money is ovped in tigures.

¢ Dates and street addresses are in figures.

f. Streer names below 10 are spelled out.

v Strect names above 10 are in figures.

3. Other more speciric tules - measureinents, age, time in figures.

4. Inde” re expressions in words.
B. Audiovisual  none
C. Demonstration none
Teacher preparation

« Gather lecture notes.

. Have materials readv for student activity.

Student activity

A. The student worksheets will consist of paragraphs containing errors in the use
of numbers. They will find - inistakes and correct them.

B. Students will do a practic . with numbers on the typewriter.
Evaluation

Teacher will evaluate each student on the student-activity worksheet.
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“esson 16 The Fluid Duplicator

U‘U]L\ TIVOS
Ar the completion ot this lesson the student will he able tor

Correctly operate rhe Huid dupliceting machine.

Make aspirit master and run ot the copies on the machine.
Method
A Loecture \“\(LI\\'iUH

1. The parts of the manual fluid duplicator.

2. How to use the duplicating machine.

3. Making master sheets for the duplicator.
B. Audiovisual  nonce
. Demonstration

1. Teacher will demonstrate how to make a master for the duplicator.

3. Teacher will demonstrate how to use the duplicating machine.
Teacher preparation

A. Gather lecture notes.
B. Be sure to have the duplicating machine available.

. Have cnough masters for the demonstration and student activity.

Student activity

A. Students will make their own masters.

B. -Students will run oft as many copies as directed.

Evaluation

Teacher will evaluate students on how well they ran off the final product on the
duplicating machine.

o 29
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Lesson 17 The Mimeograph Machine

Objectives
At the completion of this lesson the student will be able to:
- tdentify the parts of the mimecograph machine.
~~Correctly operate the mimeograph machine.
- —Plan and make a stencil for the mimeograph machine.

Mecthod

A. Lecture — discussion

1. What arc the parts of the mimeograph machine?
2. What are the parts used for?

3. How the mimeograph works

4. How to use the mimecograph

5. Care of the mimeograph machine

6. Common problems that occur

How to make stencils

~J

8 How the clectronic stencil-maker works
B. Audiovisual — none
C. Demonstration

The tcacher will take the class to the office, and one of the secretaries will
demonstrate how to use the mimeograph machine. The secretary will also show

how to make stencils on the electronic stencil machine.
Teacher preparation

A. Gather lecture notes.

B. Gather all materials needed for student activity.

C. Be sure that the officc staff is ready for the demonstration part of the lesson.
D. Have all materials ready.

22
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Student activity
All students will make stencils tor the mimcograph machine. The class will chose
the best one and take that one down to the office to be used for the
demonstration.

Evaluation

Students will be evaluated on the discussion back in the classroom that will follow
the demonstration. How much did they understand?

31
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Lesson 18 The Photocopying Machine

Objectives
At the conclusion of thiv lesson the student will be able to:

Use the photocoping :+achine to reproduce a paper.

Use the photocopying machine to reproduce a page in a book.
Method
A. Lecture  discussion

The parts of the machine and how it works.

2. How to photocopy individual papers.
3. How to photocopy pages in a book.
4. How to change the paper.

5. How to make a copy lighter or darker.

B. Audiovisual — none

C. Demonstration

The teacher will demonstrate how to use the photocopying machine to make

copics of sheets of paper and pages in a book.
Tcacher preparation

A. Gather lecture notes.
B. Be surc that you have access to the media center for use of the photocopying

machine.

C. Have any student materials ready.

Studcnt activity

Iy

A. Each student will draw something on a sheet of paper and photocopy it on the

machine.

B. Each student will choosc soracthing in a book and reproduce it on the
photocopying machine.

Evaluation

Students will be evaluated individually on how well they reproduced their activity

shects.
24
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Lesson 19 The Thermofax

Objectives
At the completion of this lesson the student will be able to:

~Make an overhead transparency using the Thermofax machine.

- ~Make a duplicating master using the Thermofax machine.
Mcthod
A. Lecture - discussion

What is the Thermofax machine?

v —

How do you make duplicating masters on the Thermofax machine?

3. How do you make overhead transparencies in the Thermofax machine?
B. Audiovisual - none
C. Demonstration

The teacher will demonstrate how to make an overhead transparency and a

duplicating master in the Thermofax machine.
Teacher preparation
A. Gather lecture notes.
B. Make sure that the equipment is available in the media center.
C. Be sure to have cnough materials for the student activities.

Student activities

Students will make a dark drawing and then make 2 duplicating master and an

overhead transparency out of it, using the Thermofax macaine.

Evaluation

The teacher will evaluate cach student’s activities.

25
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Lesson 20 The Velo-Binder

Objective
At the completion of this lesson the student will be able to:
- Bind pages together into a book using the Velo-Binder.
Method
A. Lecture - discussion

1. What is the Velo-Binder and what does it de?

7. How the Velo-Binder works.
B. Audiovisual -- none
C. Demonstration

The Printing teacher will demonstrate the operation of the Vclo-Binder to the

students in the print shop.
Teacher preparation

A. Gather lectures notes.
B. Make arrangements with the Printing instructor for the demonstration.
C. Collect magazines and other appropriate materials for student activity.

Student activity

A. Students will prepare a number of pages containing pasted pictures and/or
drawings and/or text on the vocation that interests them most at this point.
There should also be a cover page.

B. Each student will bind his/her pages into a booklet, operating the Velo-Binder
under the supervisision of the Printing teacher.

Evaluation

The teacher will evaluate the students on their creativity on the project and their

behavior in the printing shop.

26
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Lesson 21 The Dictating Machine

Objectives
At the completion of this lesson the student will be able to:

ldentify the basic controls on the dictating machine and use them correctly.

Tvpe while listening to the dictating machine, pacing the speed of listening.
Method
A. Lecture - discussion

The basic controls on the dictating machine,

2. Why is it used in offices?
3. How to pace yourself while typing and listening to the dictating machine.
4. Pioblems that may be encountered while using the machine.

B. Audiovisual - none

C. Demonstration

The teacher will demonstrate how to use the dictating machine for recording
and transcribing.

Teacher preparation

A. Gather lecture materials.
B. Be sure machine is ready for use, and get any available tape recorders as well.
C. Have student-activity worksheets ready.

Student activity

A. Students will practice reading into the machine as the worksheets indicate.
B. Students will practice speaking into a tape recorder, to show differences in the
adaptability for office usc.

C. Students will practice typing, using the machine with teacher instructions
spoken into it.

Evaluation

Teacher will evaluate each student individually on the student activities.

27
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Lesson 22 Typing Envelopes

Objectives
At the completion of this lesson the student will be able to:

Address business and pcrsnnul envelopes.

-Use proper spacing when addressing small or large envelopes.
Mcthod
A. Lecture - discussion
1. Small cnvelopes. Used for

a. one-page letters

b. no enclosures

2. Large cuvelopes. Used for -
a. more than onc page
b. enclosures
3. Spacing — always single-spaced
4. Special notations on envelopes

5. Folding letters and stuffing them into envelopes
B. Audiovisual

A.V. 4 -- An Incoming Letter
C. Demonstration

1. Teacher will demonstrate the proper way to address an envelope and make
special notations on it.

2. Teacher will demonstrate the folding and stuffing of letters.
Teacher preparation

A. Gather lecture notes

B. Get overhead projector and A.V.

C. Get worksheets for student activity. (Dictating machine and tape recorders may
be helpful, too.)

28
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Student activity

Studenes will be given practice sheets wich the names and addresses integrated into

paragraphed material. They must select the information for the envelope and type

it correctly.

Evaluation

Students will be evaluated on how well they accomplished the problems in the

student activity.

37
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Lesson 23 Typing an Outline

Objective
At the completion of this lesson the student will be able to:
~-Correctly tvpe an outline on the typewriter.
Method
A. Lecture - discussion

The purpose of outlining

2. Writing an outline (class project — based on a short story)
3. Typing an outline
4. Using the correct lettering and numbering

B. Audiovisual
A.V. 23 — Sample Outline
C. Demonstration
The class and the teacher together will work up an outline.
Tecacher preparation

A. Gather lecturc notes.
B. Have A.V. ready.

Student activity
Students will type the outline (short story) that was done in class.

Evaluation

Teacher will evaluate the students’ typing.

30
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Lesson 24 Typing a Person#il Business Letter

Objective
At the complerion of this lesson the student will be able to:

. —Correctly write a personal business letter, using the proper parts of the lette .
~ ~Type the personal leteer.

Method
A. Lecture ~ discussion.

1. Occasions for personal business letters
2. The parts of the personal letter

a. return address

b. date

c. address of receiver

d. salutation

¢. body of letter

f. complimentary close

g. signature

h. typed name

B. yAudiovisual
A.V. 24 — A sample personal business letter
C. Demonstration — none
Teacher preparation

A. Gather lecture notes.
B. Get overhead projector and A.V. materials.
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Student activity

A. Students will write a personal business letter in the proper form.
B. After the letter has been approved by the teacher, the student will tvpe the

letter and an envelope.

C. If any of the letters involve actual situations, e.g., complaints, requests for

information, subscriptions, ctc., these should be mailed.

Evaluation

A. The teacher will evaluate cach letter before 1= < tvoed by the student.

B. The tcacher will evaluate the typed letter tr ncatness, accuracy, spacing, and

correct form.

40
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Lesson 25 Typing a Formal Business Letter

Objectives
A completion of this fesson the student will be able to:

Compose o tormal business letter.
|

Tape a formal business letter.
ML’th()({
A. Lecture  discussion

1. The parts of the business letter.

to

Comparison with the parts of the personal business letter.
3. Spcciul notations found on a business letter.
4. Carbon-copy notations

5. Postacripts not to be used.
5. Audiovisual
AV. 25 A s:unp]u formal business leteer
. Demonstration none
Teacher preparation

A. Gather lecture notes,

B. Have materials ready for staudent activities.
Student activity

A. Students will compose a formal business letter in the correct form.
B. Students will type the letter after gaining approval from the teacher.
. Students nay practice typing business letters using the dictating machine or

tape rtru)r(icl‘.

Evaluation

A. Teacher will cvalnate the formal lerter written by the student before it is
typed.

B. Teacher will evaluate the typed letter for neatness, accuracy, spacing, and
pr”')t'r f()rll].
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Lesson 26 The Cashier

Objectives
At the completion of this Jesson the student will be able to:
Demonstrate }mw to givc thc correct C]l;mgc to a customer.

Describe the role of the cashier and the many duties that a cashier may have to

(l().
Mct}lud
A. Lecture  discussion

What does the cashier do?

o

Where does the cashier work?

3. What other jobs may the cashier have to do?
a. Bagging

b. Restocking her immediate arca

c. Keeping track of her change

d. Watching that her tape does not run out.

4. How to give change
B. Audiovisual
Filmstrip and cassette - “Working in a Supermarket”

C. Demonstration

The teacher will demonstrate how to give change many times, until the

students feel ready to try it themselves. N
Teacher preparation

A. Gather lecture notes.

—_—

3. Be sure to have a cash box and plenty of change.
C. Have workshceets ready for student practice.

D. Get filmstrip projector and cassette recorder.
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Student acrivity

Srudents will form groups of two and practice the problems on the worksheet.
One person will give the change and the other person will check it and write down

the ammount on the worksheet.

Evaluation

The teacher will evaluate the students on the answers written down on their

worksheets.

43
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Lesson 27 The Cash Register

Objective
At the completion of this lesson the student will be able to:
~Identify the parts of the register and describe the functions of the keys.
Method
A. Lecture - discussion

The parts of the cash vegister

N

The different keys on the cash register
a. sub-total

b. taxable/nontaxable

c. recording tax

d. one item only

e. amount tendered
B. Audiovisnal  none
C. Demonstration

The teacher will demonstrate each of the keys on the cash register to show what
its function is.

Teacher preparation

A. Gather lecture notes.
B. Be sure to have the cash register available for the student activity.
C. Have worksheets ready for the student activity.

Student activity

A. Until it is the student’s turn at the register, the students will form groups of
two and do the same activity as yesterday.

B. One student at a time will come up to the register and practice using the
different keys, as per insezactions found on the worksheet.

Evaluation

The teacher will watch closely to be sure that the student is able to use the
various keys or the cash register.
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Lesson 29 Practice Session With
The VICA School Store

Objectives
At the completion ot this lesson the student will be able to:

—Sct up stock in the VICA school store.

- -Carry out practice sessions using the school store.
Method

A. Lecture - discussion
How to keep track of stock.

Setting up stock in the school store.

Keeping an inventory.

S o —

Marking the stock with prices.
B. Audiovisual  nonce
C. Demonstration

Teacher will demonstrate a situation where something is missing in the

inventory.
Teacher preparation

A. Gather lecture noies.

B. Have school store set up in the classroom,

C. Have a cash register and change ready.

D. Be sure to have a pricer of some sort ready, also poster paper and magic

markers, ctc.
Student activity

A. Students will make sure that all of the stock is ready and inventoried. They
will price all merclandise and make signs for the store.

B. Students will practice sclling merchandise and taking cash for the store, Cash
boxes will be used if the cash register is unavailable.

Evaluation
Students will be evaluated individually on how much work they produced during
the day.
38
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Lesson 30 Running the VICA School Store

Objective
At the completion of this lesson the student will be able to:
Work in the VICA sehool store in a reak-life situation.
Method
A. Lecture  discussion

1. Getting ready to open
a. Check stock.
b. Be sure to have enough change.
¢. Know the prices of the articles.
2. (Ilu_msing jnbs
a. Cashier and checker

b, Salespeople
B. Audiovisual  none
C. Demonstration none
Teacher prcpur‘lti(m

A. Be sure to pet permission from the proper authority to have the store open.

B. Be sure to have enough supervision available in case something untoward should
happen.

C. Have students check cach other, but be sure to have a stand-by in case

someone “‘panics.”
Student activity
A. The store wiil be set 3 f ach break time at the school. Students will rotate
jobs so cach has « chonce for the first break of the day.
B, It there is extra supervision, some students may go off with the teacher for
extra practice,
Evaluation

Studeats and teacher will all evaluaie how well the project went, Suggestions and
changes will be made,

39
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Lesson 31 The Library Aide

Objectives
At the completion of this lesson the students will be able to:
Ndentify the different jobs that a library aide would be expected to do.
Make up a library card.
- File catalog cards.

Method

A. Lecture - discussion

—_—

The card catalog

2

Filing by author, subject, or title
3. The Dewey Decimal system

B. Audiovisual -~ none
C. Demonstration
The duties in the library will be presented by the school librarian.
Teacher preparation
A. Make arrangements for the use of the library and the librarian’s time.
B. Make a list of 2l items chat you want the librarian to cover. (List should be
turned over ahead of time)
Student activity

A. Students will practice filing catalog cards by subject, title, and author.
B. Students will make up a library card. '

o
Teyaiuztion

Seudents will be evalnated on how well they behave  as well as how much they
arc able to produce in the student activity.
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Lesson 32

Field Trip

(')bjcctivc

At the completion of this lesson the student will be able to:

Adentify the different jobs that are available in a large office and the many

types of machines that could be learned.
Method
A. Lecture - discussion
Prepare students tor the visit.
1. Function of office
2. Different jobs
a. Familiar jobs
b. Unfamiliar jobs
3. Different office machines
a. Familiar machines
b, Unfamiliar machines
4. Office atmosphere
B. Audiovisual  none
C. Demonstration - none
Teacher preparation
Arrange for visit, including transportation,
Student activity - nonc

Evaluation

Students will be evaluated on a post-visit discussion.
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Lesson 33 Jobs for the School

Objectives
At the completion of this lesson the student will be able to:

_Receive work from the teachers and plan how best to do it.

-~ Distribute some of the work to others. -
Method
A. Lecture — discussion
Students will spend several days working on school jobs. Teachers wi'l lecture
on the importance of doing a good iob, praducing the proper number of
copices, getting the work out on time, ctc.
B. Audiovisual - none
C. Demonstration- none
Teacher preparation
A. Arrange with the office staff and teachers to have simple work sent up.
B. Be sure to have enough work on hand so that no students will be “hanging
around” with nothing to do while the teacher is assigning work to others.

Student activity

Students will work on this project as an activity and will be responsible for
collecting the work, completing it and returning it promptly to the teacher.

Evaluation

Teachers and students will evaluate the program together to determine whether
any changes should be made.
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RESUME
Name: Mary Jones Phone: 445-9786
Address: 245 East Sand Street, Woodbury, New Jersey 08096

Personal:  Height:  5'9%" Weight: 125 1bs. Age: 17
D.O.B.: 1/17/60

Schools Attended:

Name Address
Clearview Reg. High Breakneck Road, Mullica Hill, N. J.
Gloucester Co. Vocational Tanyard Road, Sewell, N. J. 08080

School Activities:  Vocational-Industrial Clubs of America (V.I.C.A.)

After-School Activities: Housckeeping, Y.M.C.A.

Work Experience:

Dunkin Donuts, Wocdbury, New Jersey Waitress
Honors and Awards: Attendance Award
Interests:  Music, Dance Club, Helping others
References:
Name Address
Mrs. Francine Grubb Gloucester Co. Vocational School

Tanyard Road
Sewell, New Jersey 08080

John Smith 127 Cooper Street
Woodbury, New Jersey 08096

Mrs. Mary Best 34 Albert Lanc
Willingboro, New Jersey
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Teacher

Dentist

Housewife
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MONROE FULL KEYBOARD ADDING MACHINE

MONROE CALCULATING MACHINE CO., INC.
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PAYROLL (1)

Name )
(1) Hourty waqes: 19 hours @ $1.93 an hour = S
Gross-'Pégl — Income Tax Soc. Sac Pension Net Pay
) L $6.10 $2.12 $2.60 8
(2) Hourly wages: 28 hours @ $2.50 an hour = S
Gross Pay Income Tax Sor. Sec. Health Net Pay
) $6.80 $4.62 $2.50 S
(3} Hourly Wages: 40 hours @ $6.25 an hour = 3
Overtime: 10hours@$ - an hour = S.
Regular Overtime Income Tax F.1.C.A. Union Net Pay
s 8 $47.50 $19.73 $9.68 $ )
(4) Hourly Wages 38 hours @ $2.05 an hour = $
Overtime: 6 hours @ S___“ an hour = $
Regular Overtime  Income Tax Soc. Sec. Health Net Pay
$ $ $18.60 $5.75 $3.98 $ )
52 AV-9b
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Name

BAVYROGLL ()

(1) Hourly Wages: 40 hours @ $2.15 an hour = 3
Overtime: 8 hours _anhour S o _—
gegulz;r Overtime ‘ilnc. "l"a;x ” S.- S Ps‘;;(;n -i‘l\iet.éay —
S T TR T
{2) Hourly Wages: 36 hours @ $4.05 an hour = S
GosPay  |FICA with. Health NetPay
s lwe s $9.62 s
(3) Hourly Wages: _ 30hours @175 anhour= S
Gross Pay Inc. Tax S.S. Union l Net Pay
;:_T_*—:_ q $5.89 o $2.96 $E;65 ‘ S_w_—;
(4) Hourly: 40 hours @ $3.25 an hour = $ .
Overtime: 9hours@$  anhour= $
Regular Overtime Inc. Tax S.S. Union ! Net Pay
$ $ $25.16 $9.90 $6.02 $
(5) Hourly: 40 hours @ $2.89 an hour = $
Overtime 6hours@$  anhour= $
Regular Overtime Inc. Tax F.1.C.A. Health Net Pay
$ $ $20.08 $8.00 $10.24 $
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PAYROLL (3)

Name___ i o
(1) Wage: 38 hours @ $3.75 an hour = ¢ ~ L
O e e e e LT O
Gross Pay Inc. Tax S.S. Healih TR B | et
S _ [s16.42 $805  $12.03 51016 |8
(2) Wage: 35 hours @ $2.95 an hour = $
Gross Pay inc. Tax S.S. Union Pension Net
RS r .

$ ) 1818.01 $4.92 $3.80 $9.48 $ .
(3) Wage: 40 hours @ $3.05 an hour = Y
Gross Pay Inc. Tax - S.S. Health Union Net
S 517.43 $6.01 $11.93 $5.65 $
(4) Wage: 40 hours @ $4.15 an hour = $

Overtime: 9hours@$ an hour = $
Gross Pay S.S. Inc. Tax Pensicn Health Net
$ $ $12.66 $16.48 $20.16 $9.18 $

Reg. vrt

{(5) Wage: 40 hours @ $2.50 an hour = $

Overtime: 7hours@$ an hour = $
Reg. Overtime |S. S. Inc. Tax Pension Union Net
$ $ $7.08 $17.16 $9.64 $8.55 $

54
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BUSINESS MATH TEST (1)

Name

ading Machineg:

$9,765,497 $9,865,835
8,604,931 743,502
629,543 3,500
7,543,864 4,936,581
b 38,015 + 432516
$9,853,860 $5,863,955
- 327,401 - 3,037
Payroll
Hourly: 40 hours @ $3.50 an hour = $
QOvertime: 8hours@$ an hour = ' $
Regular Overtime |inc. Tax S. S. Health Pension Net
S S $21.58 $10.28 $3.07 $5.29 S
Gross: L
64
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BUSINESS MATH TEST (2)

Name__ L . B
#1 ! #2
(1) $ 547,689 (1) $ 3,587
9,865,432 g 906,258
548,762 | 35,301
30,5232 | 675,834
+ 8,754,033 i + 25,003
|
(2) $9,354,215 (2) $357,601
876,409 251,136
-
(3) $ 357.53 (3) $ 935.01
X 48 X 057
(4) . _ (4) o
9.7735.012 63)$761.52
56
Test (2)
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HORIZONTAL CENTERING

l.  tasert the paper and find the ceriter of the line.

2. Move the element or the carriage (0 the center.

3. From the center, backspace ONCE for each TWO letters. (or
letter and space} in the line. Do not backspace if one letter
is left over,

4. Begin to type at the point where you have finished backspacing.

Example I: BUSINESS EDUCATION
BU-SI-NE-SS-Space E-DU-CA-TI-ON
(Backspace 9 times. )

Example 22 TYPEWRITING RULES
TY-PE-WR-IT-IN-G Space -RU-LE-S

Backspace  times?

57
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CENTERING

Name
Center each of the foliowing:
(1) Gone With the Wind
(1)
(2) The Sound and the Fury
(2)
(3) University of Maryland
(3)
(4) The Other Side of Midnight
(4)
(5) Gloucester County Vocational School
(5)
(6) Mancnild in the Promised Land
(6)
(7) The Lost Boy
(7) -
(8) Crime in America
(8)
(9) The Promise
(9)
(10) Employment Orientation
(10)

58
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WORD DIVISION

Directions: |f a word may properly be divided at the end of a line, show by using a
hyphen the best place to divide it. If two places are equaliy good, use
two hyphens. If the word should not be divided, write it without the

hyphen.
1. today — 18. couldn’t
2. sudden 19, falling —
3. learned 20. Y.M.C.A.
4. triplicate 21, doesn’t
5. perception 22. $12,364,89
o. apostrophe 23. No. 789694
7. raiseo 24, Mrs. Alice Sydney ——
8. teacher 25. Professor A.T. JONnes .
9. greatly
10. regular 26. June 18, 1996
11. telegram 27, American
12. graduation 28. E.A. Howard, M.D.

——————————

13. thirty-four

14. even-handed 29. 3:30 p.m.
15. followed 30. through
16. druggist 31. pedal
17. pressing 32. unlucky
AV-13
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(ABULATION PROBLEM

Name

Title: What I'sa Noun?
Sub-titles: Persoin
Pla~e
Thing
Set up 3 columns, headed with the 3 suhtitles, with 10 spaces

between columns. Type each word in the proper column.

dol! doctor
New Jersey pen
Joe mother
Mr. Smith Philadelphia
school | book jacket
Woodbury lawyer
desk ball-point pen
teacher pencil
Glasshoro New Yorker
Hastings on the itudson Canada
Margaret Jackson Deptford

6.)
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SAMPLE Ov LN

toarmmne i'o Ona oo the Typewriter

FEARNING THE KEY LOCATIONS

Ao Alphaber Kevs
B Numher kevs
(" \‘\1111)()] hevs
} AT DING FXPERT OFERATING TECHNIOQUES

Sasic technigues

1. Swroking

20 TFyping response patterns
3. Manipulative control

b Tedhnique conditioners

1. Position at the machine
2o Bves on the copy
5, Quiet hands and arms
4. Relaxation
AN [ A MNING TO TYPE PEODBLEMS
Ao Bisie opaations
B Common applications
' Special applications

O
AV 23
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Return
Adoress
Date

Address

Salutation

Body of

Letter
(Block)

Close.

Signa ture_

Q Lines

73 Warren Avenue
West Berlin, New Jersev 0809
January 27,1976

——————— g [ines

Mr. Willion D, Smith
Johnson and Smith, T
2460 East Srate Strect
Portland, Maine 04102

| ———— 2 lines
Dear Mr. Smich:

e Lines

This letter is written in the block style and is an example of a personal
business letter.

When vou type a personal business letter on plain paper, be sure to leave
room at the top and type your complete address. Be sure to remember to
type the date of the fetier dght under your address.

This type of letter iv used when applying for a {')ub, asking a company for
information. or for any other type of personal business you may have.
—=———— 2 Lnes

Very truly vours,

_Farcernd fof- —~——— 4 Lines

-Tllffd NQH’)Q. Mrs, Francine Grubb

6/ AV
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GLOUCESTER COUNTY
Tanyard and

VOCATICNAL SCHOOL
Salina Roads

Sewell, R.D., New Jersey 08080

JOSEPH W. ENGLISH
Director

Miss Sally S, Student
745 Fast State Street
Johnson, Hlinois 62421

Dear Miss Student:

This is a sample 0. a business e

January 30, 1976

tter. You can see that it is a formal business

letter by the top of the srationery. It has the name and address of the business at the

YUP,

This fetter is typed in the modified block style. 'This is a very popular style

because it helps your ey move across the

date and closing are started at the center

When typing this kind of letter,
sratting and set your new tabs. This will

IWE/ oy

pape. The paragraphs arc indented, and the
of the page.

he sure to cear all of the tab stops before
cave vou time when you are typing,

Sincerely yours,

Toseph W. English

tector

R
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