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N I IPAill,Th'.011 iHH r implii\ mem frientation program into

a. goal is to aoduaint the students with specific

t\ pes iit Limploymcit ni a eN idly.- trade ir that the choice of a vtic,Iti,ila
shop ma' be based tin tile Haiti itt- wrIl ii work ,ts %yell as on tit.: aptitudes of

Clic partici:Li studciit.

All of the .t,p,eial Need studiims are elassitied b\ their district Child Stud.. re;un
.r.H ire tile 1-Wirls men: I tan. ii .)gram by the Special

Needs 't)tipattment :it I ;liittLestcti cotint\ SchooL

This ctirriculunt project includes daily class lessou lHnS. Consisting Of objectives,

subject (natter covered. audiovisual aidsalemonstrations. student a,:tiviticsOid evaluation
suggestions. The teacher is urged to make hatidonts out of all the audiovisuals and charts.

the instructional matcrial suggested inav. of course. prove to be too
JO' ficult for some thc %,rudclu-s. The reacher must . as always. tailor the mi.tterial to the

needs of the individual. Coni;ersci\ . .1 large number of student activiticti Nave been

incorpor tel into the program for those students who may progress tasts2r than othe

A math program accompanies these units to stress the necessity for sic

understanding or practical math. For e\aniple, linear measurement is taught during the
\ewing unit. and weights and measures is taught during the l'ouds unit.

In sonie areas, particularly Beauty Culture, the teacher will not expect complete
nicniorivation or all details covered, but should stress that these arc included in the
course content of :I regular vocational course. The purpose is to give the student a
realktic picture or what the regular course would be like and what would be expected if'
that student chose that course to he mainstreamed into the following school year.

Francine Grubb
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tHI kevhiil inaL H-key listin;.; calculator. electronic

,11,-,ilat,ew,i I 1iN1 ie Typewriter.

,J1

)lIie !he fluid duplicator, nnineolzrph machine.
maLhine. dictx.-inLi., machine, and the Velo-Binder.

photocopvin machine.

envelopLs. outlinesi personal business letter, and a formal business letter.

a ash re,4ister ;Ind L.:lye correc change.

Dcmn.tritte iii abilit\ to handle a sales situation in using the VICA School Store.

H. Kno%% what a library aide does.

Perform ;1 serVice to the school by operating a job service for thc teachers, using the

machine operations that they have learned.
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Referemies

the tl r llama, arc puhlished 'us the Vocar.Iiinal-Technical Curriculum Laboratory,

Rutcr The State irt Nc%% B7'ullIss% N. J. 08003

Introduction to ()fficc I)ceupariainis

t)tikic Nlaclotkis
Abuut is psyriting
Vs ping: \Vhat Mattcr,, 1, Hoss

1.h.: operation. manuals for each of the business machines belng used are very helpful in

!dialitit\,ing the parts ot thc machines.

FiiHp ,u1,1
"Llucaton ur Occuparion;-
\\ith Ru,mcss Machines-

-Working in a Supermarket-
F.% (late Fiousc

.runaica. Nt.'w York 11435

The toliii in: books are published by:
Pitman Publishing Corp.
Laidlaw Brothers
River Forest. Ill.

Business Machines Proieccs. Paul Pai:tor. 1976

Practice Workbook. 3rd Ed.. Rorised by Donald W. Connor, 1975

Kek. Adding Machine Course (Revised Ed.). Pat:tor/Johnson. 1968

Full-Ke\.. board Addnig Machine Course. Pacton Johnson, 1968

Persimal Ts pmmi.. Louis C. Nanassv. Nathan Krevolin. and John E. Whitcraft,

1971)
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The World of Business

()bic..tives

:At the (i0HilHitm I iin iun the ,,tudent will be able to:

1,kt and. Aescribc pussible opportunities in the business .ind coinwercial world.
Prepare a re'a.I Int: or personal data sheet and a cover letter.

I lnderstand w hat is meant by personal and job qualifications and list own

qualifications is die year pro,resses.

Me tilt MI

A. 1.-tur,.. discussion

Folder of credentials
Personal data sheet or resume

h. Certificates of awards
c. Letters of recommendation
d. Samples of work

1. Preparing a rcsurne or personal d:Ita sheet

3. Listing qualifications

B. Audiovisual

Filmstrip mid cassette "Working With Business Machincs.''

2. A.V. 1 Sample Resume

C. Demonstration

Teacher will demonstrate on the board how to prepare a resume.

'reacher preparation

A. Gather lecture notes.
B. Collect samples of resumes.
C. Get filmstrip projector and cassette player.

9
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St lident aetHtV

A. SClickths VIU hst suitable job possibihtics itl thc worh.1 of business.

R. StuJents will write a per, nil data sheet or resume and develop a .r

credentials.

Teacher will evaluate each student individuallv on the student activities. Students
will have points to follow when makiiliz their resume, and the teacher will check to
be sure th.it all points were covered.

2
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The Telephone

At thc tiirlLriii ot this Icsson thy student will he able to:

Con-y,tly answcr thy ri.lcplione in a given situation.
C,rreitiv r .oing calls in a .ziven situation.

1),..monsrlatc how- to take A message properly.

N1t th)Li

A ecturc discussion

Garhcring, information before making the call
.7.. Voice colitrol hile making, the call
3. Receiving calls

a. Identifying voursel pi ()perk

b. Screening calls

c. Taking messages

4. I...ong distance calls

:S. Using the teleploinc directory

B. Audiovisual

The Bell Telephone Teletraincr unit. Put out by the telephone company,
includes telephones. II1( mi tor units. and instruction booklets. Also contains
booklets with role-playing situations already developed.

C. Deimmstration

Teacher will demonstrate the proper ways to make a call. receive a call, and
screen calls.

Teacher preparation

A. Gather lecture notes.
B. Call Bell Telephone for a Teletrainer unit.
C. Bring in telephone books.

3
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St iident," rr.n.ti, c Cmli .t i oiurci" in tc.,i,'.ict.-niadc

R. tittidcnt,, \1/4111 lL IVC1i 1 list t rho.. n.uncs tti kokcd u mm tilt:

telerhunc Ir rInale nunibcr.

A. Tt.1c1cr will cv,dthac LftiI tuLlcnt individually on student activity A.

R. Tc,iclicr will chcck rlintic numbers listed fur studcnt activity B.

1 2
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SHlik lir .it

A. Students will s(a-t envclupcs .iccmrding to alphabetical names,

B. Using a small postage muter, students will weigh mail and determine the

postage ncetled.

rvaluition

Student, will bc evaluated individually on the student activities.

1 6
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Lesson 5 Full-Keyboard Adding Machine

Objectives

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

Operate the full-keyboard adding-listing machine.

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

A. Lecture discussion:

1. Why are adding mm miles ased?

2. The parts and fun( oi the Remington full-keyboard adding-listing

machine.

3. How the machine is used.

B. Audiovisual

A. V. 5a Full-Keyboard Adding iachine

A.V. 51) Addition Practice

C. f )emonstration

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

machines.

'Teacher preparati( tn

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 dofle on die ,hiding-listing machine. Some problems will bc done by hand

and then checked on the machine.

Evaluation

Teacher will evaluate each student individually on how well she performs on the

full-keyboard adding-listing machine.

9

17



Lcsson 6 10 Kcy-Listing Calculator

Objectives

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

-Identify the parts of the 10-key listing calculator
Operate the 10-key listing calculator.

Nilethod

A. Lecture discussion

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

and a nonlisting electronic calculator.

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 projector and A.V. material.
C. Flavc 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 evaluate students individually on the student activities. 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

Objectives

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

Identify the parts of the digital-readout electronic calculator.
Perform addition, subtract..m. multiplication, and division operations on the
calculator arid on. the 10-kev listing calculator.

?Vie t Ii t )(I

A. Lecture discussion

. The differences bet ween the electronic digital-readout calculator and the
10-key printing calculator.

2. Advantages and disadvantages of the two types.
3. Multiplying ;md dividing on the calculator.
4. Multiplying and dividing on the 10-key listing calculator.
5. Fixed decimal point vs. floating decimal point.

R. A ud iovisual UMW

(2. 1)enionstration

I. 'reacher will demonstrate how to do the four functions on the calculator.
2. Teacher will dernonstrate how to do the four functions on the 10-key listing

calculator.

preparation

A. Gather lecture materials.
R. Get ',Hector and A.V. material.
C. Have materials ready for demonstration and handout sheets for student activity.

Student activity

A. Students will identify the parts of the digital-readout calculator.
R. Students win work out problems involving each of the four functions on the

digital-readout calculator and the 10-key listing calculator.

Evaluati) n

Teacher will check the answers to the problems and evaluate whether or not the

correct process was used in obtaining them.

11
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Lesson 8 Practice Session on Calculators
and Adding Machines

()bjectives

At the Conciusion of tlnc lesson the student will be able to:

operate the Calculators and adding machines for several different types of

problems.
Identify the parts on all of the machines previously examined.

Method

A. Lecture discussion none

B. Audiovisual

Teacher-prepared hamLut sheets according to student needs

C. Demonstration none

Teacher preparathm

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 t:ie adding machine, and others on

the calculators.

Evaluation

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

3. Correct use of machine.

12
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9 Payroll Deductions

()bjectives

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

Know what the deductions are on a paycheck.
'AC a calculator tO figure out net-pav problems.

!Vie t hod

A. Lecture discussion

1. What are deductions?
2. What is qoss pay?
3. What is net pay?
4. How to figure out a paycheck using a full-keyboard adding machine.

5. i low to figure out a paycheck using a calculator with tape.

B. Audiovisual

1. A.V. 9a A Sample Paycheck Stub

2. A.V. 9b, C. d Payroll Problems

C. Demonstration

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

idding 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. materials.
D. Have adding machines and calculators on hand.

13
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Student activity

Students will be v,iven handout sheets widi problems on them involving 0,Toss and
net pay. Thcv will solve a s many problems as possible, using the machines
available.

Evaluation

A. Teacher will evaluate each student on the method that was used to find the net

pav.
B. The Business Math test should be givcn at this time.

22
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I c,,1)11 1
The IBM Selectric Typewriter

11w,, I

Ar t1k C. nclusi,a) ,;1 ILsun the student will he able tu:

Liennt, )]l( IIt [IN IlM SCLL.MC [V]C\Vritt.T.

element pr(perly,
Vin, rate tarnIhrity svith the machine h perHrtning simple tvpinil,

pr,qedure.

A. I CL TII[)

1. that make the Selectric different
Th, carriage due', nut move.

h. Th, el, mem can be easily elianged tu get ;1 no. type tont.
'. The hdsit parts uf thc typewriter and what they du.

'!u11

I. The teacher will demunstrate the pruper way to type on the typewriter.

2, "Flue teacher will demunstrate huw to change the element.

'reacher preparatiun

A. Gather 1e1 lure notes.

R, Gather A.V. materials.
C. Extra typing elements fur demonstration,
D. Typing paper fur student activity.

Student .ictivity

A. Snidents will identify the parts of the IBM Selectric typewriter.

R. Students will practice changing the typing element.
C, Students will practice typing to liecome acquainted with the machine.

Evaluatiun

A. The teacher will evaluate the students on how well they changed the typing

element.
B. The teacher will make an assessment of which students can do some basic

typing.

15 2 3



Lesson 11

)IiIeCtiY,.

A r, IR

Signs, Symbols, and

Keyboard Practice

thc studolt will be able to:

(:reetly iv ,. the vymb)h, and signs that arc found on the keyboard of the
pewriter.

ft (44111 Li111111,11- with the typewriter and the typing keyboard.

Myth, ,1

A. I.t (Jar('

1 1.11C ,I
(nc,11).

chat can he found on the typewriter, and what they

Ise of

a. Abbreviations
b. Svinbols in place of words
c. Punctuation marks

3. Cimiparison of different makes of typewriters.

B. Audiuviu,il none

c. Demonstration nom..

Teacher preparati(ni

A. Gather lecture notes.
B. Have materials ready fur student activity.
C. Get other typewriters to show the differences.

Student activities

A. Students will work on handout sheets. They will locatc the signs and symbols

that can he found On the typewriter and explain what (itch is USed for.

B. Students will practice typing on the IBM Selectric typewriter to become familiar

with the keyboard. Other typewriters will be available too, for practice and

fur finding differences.

Evaluation

Students will be evaluated on how many of die signs and symbols they could

identify correctly.

16
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I..eson 12 Centering

()Inective

At. the conclusion I this lesson the ctudent will be able to:

(etirer horizontally. usintz the directions from this lesson.

Method

A. Lecture discussion

)irecrimK for centering horizontally
I. Find the center of the paper.
2. Backspace for every other letter or space.

3. Type.

R. Audinvisuals

1. Chart 12 Horizontal Centeriin;

12 Centerimr, Exercises

(:.

Teacher will demonstrate horizontal centering.

'reacher preparation

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

Student activity

Using titles from a h and on t sheet, studen ts will practice horizontal centering,

following the direction sheet.

Evaluation

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

B. Teacher will observe how well each student followed the direction sheet.

17
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Lesson 13 Word Division

OhiCetiVeS

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

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

Method

A. discussion

1. Why we need to divide words when typing.
2. Dividing words between syllables.

3. Dividing words between roots and prefixes or suffixes.
4. Dividing hyphenated words after the hyphen.
5. Try not to Ii yphenate:

a. titles or initials in a name
h. dates

6. Do not h yphenate:
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.

2 6



Lesson 14 Tabulation

( )1

At th«,:tipi.eti, .11 thN I the ,Ii.kictut ill be .11/L to:

Set up the t% pew titer for a tabulation problem.
T pc a ptoblem tHtw thc tabulation key.

Method

A. Lecture (licussion

1. Getting the typewriter ready for tabulation.
2. Planning the arrangement of the problem.
3. Tvpino, the heading
4. llsing the tabulation kev

13. Audiovisual

A.V. 14 Tabuaz: r Problem

C. Demonstration

Teacher will demonstrate how to set : 4 type i t..bui,cion problem.

Teacher preparation

A. Gather lecture notes.
B. Gather materials for demonstration.
C. Make handouts for suident activity.

Student activity

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

would on the typewriter.

13. After this has been checked by the teacher, the student will try another
problem on the typewriter.

Evaluation

Teacher will evaluate both activities of each student.

19
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ussim I Rules for l!sing Numbers

tl ! \\ 1,c .d,le to:

A. Le, tui:

I .

1. numilak the t. b\ follow ,)Me basic rules.

\\ Ion In) use numerals .md when to spell numbers
;, IRA al tules

Spell out Illiriber, below 10.
b. T\ pc Munbcrs 10 and over in figures.

. Spell ,,ut a number that begins a sentence.
d. N1one i t% ped in figures.

e. Rites md street addresses are in figures.
Street names below 10 are spelled out.
Stri...et names above 10 re in figures.

3. i)ater more speciik: measurements, age, time in figures.
4. hide expressions in words.

B. Audiovisual IhOle

C. Deinunstration none

Teacher preparation

, Gather lecture notes.
L. Have Materials ready 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.

R. Students will do a practie with numbers on the typewriter.

Evaluation

Teachei will evaluate each student on the student-activity worksheet.
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sson The Fluid Duplicator

)101. tiVes

Method

tlw ,ot0 plet1.$1) H this lesson the ,tudent will be able to.

Correctly operate the fluid duplic.qing machine.
Make .1

spirit master ,ind run off the copies on the machine.

A. 1.ct. t ore

1. The parts of the manwd fluid duplicator.
2. How to uc the duplicating machine.
3. Makine; master sheets for the duplicator.

B. Audiovisual none

(:. Demonstration

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

2. Teacher will demonstrate how to use the duplicating machine.

Teacher preparation

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

C. Have enough masters for the demonstration and student activity.

Student activity

A. Students will make their own masters.
B. -.Studen ts will run off as many copies as directed.

Evaluation

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

duplicating machine.
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Lesson 17 The Mimeograph Machine

Objectives

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

Identify the parts of the mimeograph machine.
--Correctly operate the mimeograph machine.
-Plan and make a stencil for the mimeograph machine.

Method

A. Lecture discussion

1. What arc the parts of thc mimeograph machine?

2. What are the parts used for?

3. How the mimeograph works
4. How to use the mimeograph
5. Care of the mimeograph machine

6. Common problems that occur
7. How to make stencils
8. How the electronic stencil-maker works

B. Audiovisual none

C. Demonstration

The teacher 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 office staff is ready for the demonstration part of the lesson.

D. Have all materials ready.
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Student activity

All students will make stencils for the mimeograph 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?
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Lesson 18 The Photocopying Machine

Objectives

At the conclusion of th i,. lcsson the student will be able to:

Use the photocopMg :-..chine to reproduce a paper.
Use the photocopy int?, machine to reproduce a page in a book.

Method

A. Lecture discussion

1. The parts of the machine and how it works.
1. 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 thc photocopying machine to make

copies of sheets of paper and pages in a book.

Teacher preparation

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

machine.

C. Have any student materials ready.

Studcnt activity

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

machine.

B. Each studcnt will choose something in a book and reproduce it on the
photocopying machine.

Evaluation

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

sheets.
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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.

Method

A. Lecture discussion

1. What is the Thermofax machine?
2. 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 enough materials for the student activities.

Student activities

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

overhead transparency out of it, using the Thermofax mac;line.

Evaluation

The teacher will evaluate each student's activities.
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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

What is the Velo-Binder and what does it do?

2. How the Velo-Binder works.

B. Audiovisual none

C. Demonstration

The Printing teacher will demonstrate the operation of the Velo-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.
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Lesson 21 The Dictating Machine

Objectives

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

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

Type 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. Noblems 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 use.

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.
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Lesson 22 Typing Envelopes

Objectives

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

Address business and perstmal envelopes.
Use proper spacing when addressing small or large envelopes.

Method

A. Lecture discussion

1. Small envelopes. Used for

a. one-page letters
b. no enclosures

1. Large envelopes. Used for
a. more than one 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

I. 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

36



Student activity

Students will be given practice sheets with 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 thcy accomplished thc problems in thc

student activity.
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Lesson 23 Typing an Outline

Objective

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

Correctly type an outline on the typewriter.

Method

A. Lecture discussion

1. 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.

Teacher preparation

A. Gather lecture 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.
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Lesson 24 Typing a Personii Business Letter

Objec tive

At the comple,ion of this lesson the stucknt will be able to:

Correctly write a personal business letter, using the proper parts of the lett, .

Type the personal letter.

Method

A. Lecture discussion.

1. Occasions for personal business letters

?. The parts of the personal letter

a. return address
b. date
c. address of receiver

d. salutation
c. body of letter
F. complimentary close

g. signature
h. typed name

B. Audiovisual

A.V. 24 A ',ample 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 type the

letter and an envelope.

C. If any of the letters involve actual situations, e.g., complaints, requests for
information, subscriptions, etc., these should be mailed.

Evaluation

A. The teacher will evaluate each letter before i: d by tlic student.

B. The teacher will t2 valuate the typed letter t-..r neatness, ac-,.:racy, spacing, and

correct form.

4 0
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Lesson 25 Typing a Formal Business Letter

Ohjectivus

A «impkti(HI thk lesson the student will be able to:

c.ompose a formal business letter.
pe a forinal business letter.

Method

A. Lecture discussion

1. The parts of the business letter.
2. Comparison with the parts of the personal business letter.

3. Special notations found on a business letter.
4. CarborN:opy notations
5. h),,twripts not to be used.

udi()visual

A.V. 25 A sample formal business letter

C. Demonstration nom.

Tea( her preparation

A. (;ather lecture notes.
I. I lave materials ready for student activities.

Student act ivit y

A. Students will compose a formal business letter in the correct form.

B. Students will type the letter after gaining approval from the teacher.
C. Students may practice typing business letters using the dictating machine or

tape recorder.

Evaluation

A. Teacher will evaluate the formal letter written by the student before it is

typed.

B. Teacher will evaluate the typed letter for neatness, accuracy, spacing, and
proper form.
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Lesson 26 The Cashier

Objectives

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

Demonstrate Imw to give the correct change to a customer.
Describe the role of the cashier and the many duties that a cashier may have to

do.

Method

A. Lecture discussion

1. What does the cashier do?

"). Where does the cash ier work?

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

a. Bagging

b. Restocking her immediate area

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.

Teacher preparation

A. Gather lecture notes.
B. Be sure to have a cash box and plenty of change.
C. Have worksheets ready for student practice.
D. Get filmstrip projector and cassette recorder.
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Student activity

Students will form groups of two and practice the problems on the worksheet.

One person will give the change and tlie other person will check it and write down

the amount on the worksheet.

Evaluation

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

workiheets.

4 3
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LessoP 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

1. The parts of the cash :.egister
2. The different keys on the cash register

a, sub-total
b. taxable/nontaxable
c. recording tax
d. one item only
c. anion nt tendered

13. Audi(wisual 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 stuLnts 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 inructions 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

Objecti ves

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

--Set up stock in the MA school store.
---Carry out practice sessions using the school store.

Method

A. Lecture discussion

1. How to keep track of. stock.
2. Setting up stock in the school store.
3. Keeping an inventory.
4. Marking the stock with prices.

B. Audiovisual none

C. Demonstration

Teacher will demonstrate a situation where something is missing in the

inventory.

Teacher preparation

A. Gather lector, [lofts.
R. Have school ytoi, sct up in the classroom.
C. Have a cash register and diange ready.
D. 1k sure to have a pricer of sonic sort ready, also poster paper and magic

markers, etc.

Student activity

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

I. Students will practice selling merchandise arid 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.
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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 V1CA school store in a real-lifc situation.

Method

A. Lecture discussion

1. Getting ready to open
a. (2heck stock.

b. Re sure to have enough change.

c. Know the prices of the articles.
2. Choosing jobs

a. Cashier and checker

h. Salespeople

B. Audiovisual none

C. Demonstration none

'reacher preparation

A. Be sure to get pelmission 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 clieck each other, but be sure to have a stand-by in case

someone "panics.-

Student activity

A. The store he set .ach break time at the school. Students will rotate
jobs so each has ch..iu e for the first break of the day.

B. If there is extra supc:rvkion, simile students may go off with the teacher for
extra practice.

Evaluation

Students and teacher will all evaluate how well the project went. Suggestions and
changes will be made.
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Lesson 31 The Library Aide

Objectives

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

Identify the different jobs that a library aide would be expected to do.

-Make up a library card.
File catalog cards.

Method

A. Lecture discussion

1. 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 all 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.

on

Students will be evaluate'l on how well they behave as well as how much they

are able to produce in the student activity.
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Lesson 32 Field Trip

Objective

At the completion this !esscffi the student will be able to:

-Identify the different :jobs that arc available in a large office and the many
types of machines that could be learned.

fv1e t hod

A. Lecture discussion

Prepare students for the visit.
1. Function of office
?. Different jobs

a. Familiar jobs
b. Unfamiliar jobs

3. Different office machines
a. Familiar machines
1). Unfamiliar machines

4. office atmosphere

B. Audiovisual none

C. Demonstration none

Teacher preparation

Arrange for visit, including transportation.

Student activity none

Evaluation

Students will be evaluated ()II 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 lecture

on the importance of doing a good job, producing the proper number of

copies, getting the work out on time, etc.

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 wiE work on this project as an activity and will be responsible for

collecting di,: 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

Narne: Mary Jones Phone: 445-9786

Address: 245 East Sand Street, Woodbury, New Jersey 08096

Personal: Height: 5'91/2" Weight: 125 lbs. Age: 17
D.O.B.: 1/17/60

Schools Attended:

Narne

Clearview Reg. High
Gloucester Co. Vocational

Address

Breakneck Road, Mullica Hill, N. J.
Tanyard Road, Sewell, N. J. 08080

School Activities: Vocational-1ndustrial Clubs of America (V.I.C.A.)

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

Work Experience:
Dunkin Donuts, Woodbury, New Jersey Waitress

Honors and Awards: Attendance Award

Interests: Music, Dance Club, Helping others

References:

Name Address Position
Mrs. Francine Gnibb Gloucester Co. Vocational School Teacher

Tanyard Road
Sewell, New Jersey 08080

John Smith

Mrs. Mary Best

127 Cooper Street
Woodbury, New Jersey 08096

34 Albert Lanc
Willingboro, New Jersey
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Dentist

Housewife
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1 -6 68
February 28, 17
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Ilawala

ONES & JONES, iNC.
5 Pine Strei!t.
1.1.,.0 York,

A t t
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MONROE FULL KEYBOARD ADDING MACHINE

.

MONROE CALCULATING MACHINE CO, , INC.
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Name

ADD! i.'.:;CTICE: ON HC ADDING MACHINE

24.567 .711 7C4 641
3,582 (1.7c :35 +1,964

424

73,156 .' mt., 654,321
4.625 .., ,..i.' 69,432

37,618 .,) :. oi-i ; 7,654,286
4.. 1 ...,. + 942,817

64,375

$46,154.3:.
3,791.46

+ 53,171.42
i

751.76
12,142.50

+ 306.25

621.50
54:' .--...: ; ' 50 94.25

10,721 36 , F 777.77
30.60
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321.7L_
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6.43.96

!ON PHACIkE
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Th1.7,690
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4- 987.65

$697.55
123.43
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(1)

Name

(1) Hourly wages: 19 hours (,) S1.93 an hour -

Gross Pay Income Tax

$6.10

Soc. Sec

S2.10

Pension Net Pay

S2.60

(2) Hourly wages: 28 hours @ $2.50 an hour = S

------ _ ___.

Gross Pay Income Tax Soc. Sec. Health Net Pay

S6.80 S4.62 $2.50

(3) Hourly Wages: 40 ho,2rs @ $6.25 an hour = $

Overtime: 10 hours @ $ an hour = 8

Regular Overtime Income Tax F.I.C.A. Union

S $ $47.50 $19,73 $9.68 $

(4) Hourly Wages 38 hours @ $2.05 an hour =

Overtime: 6 hours @ $ an hour =

Net Pay

Regular Overtime Income Tax Soc. Sec. Health Net Pay

$18.60 $575 $3.98
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AVROLL (2)

Name

(1) Hourly Wages: 40 hours S2.15 hour =

Overtime: 8!xounk^ d n hour
-

S

Regular Overtime Inc. Tax S. S. Pension Net Pay
1

S S S13.42 38.39 S3.16 1 S______._____

(2) Hourly Wages: 36 hours @ S4.05 an hour =

Gross Pay F1C.A. With. Health Net Pay

c ,

i
S7.62 S22.38 $9.62

(3) Hourly Wages: 30 hours @ $1.75 an hour =

Gross Pay

(4) Hourly:

Overtime:

_ _ _ ___________

I nc. Tax S. S. Union

S5.89 $2.96 $5.65

Net Pay

40 hours @ $3.25 an hour =

9 hours @ $ an hour =

Regular Overtime I nc. Tax S. S. Union Net Pay

(5) Hourly:

Overtime

$25.16 $9.90 $6.02

40 hours @ $2.89 an hour =

6 hours @ $ an hour =

Regular Overtime Inc. Tax F.I.C.A. Health Net Pay

$20.08 $8.00 $10.24

53

6 2 AV-9c



PAYROLL (3)

Name__

(1) Wage: 38 hours CO $3.75 an hour -

Gross Pay

(2) Wage:

Gross Pay

Inc. Tax S.S. Health

$16.42 $8 05 $12.03 S". 0.10

35 hours @ $2.95 an hour =

Net

Inc. Tax S. S. Union Pension Net

I $18.01 $4.92 $3.80 $9.48

(3) Wage: 40 hours @ $3.05 an hour = $

Gross Pay Inc. Tax S. S. Health Union

S v.17.43 $6.01 $11.93 $5.65

(4) Wage: 40 hours @ $4.15 an hour =

Overtime: 9 hours @ $ an hour =

Net

Gross Pay S. S. Inc. Tax Pension Health Net

$12.66 $16.48 $20.16 $9.18

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

Overtime: 7 hours @ $ an hour =

Reg. Overtime S. S. Inc. Tax Pension Union Net

$7.08 $17.16 $9.64 $8.55
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Narne

dding Machine:

S9,765,497
8,604,931

629,543
7,543,864

38,015

BUSINESS MA TH TFST (1)

$9,865,835
743,502

3,500
4,936,581

+ 432,516

$9,853,860 $5,863,955

327,4J1 3,057

Payroll

Hourly:

Overtime:

40 hours @ $3.50 an hour -

8 hours @ an hour =

Regular Overtime Inc. Tax S. S. Health Pension Net

$21.58 $10.28 $3.07 $5.29

Gross:

6 4
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Name_

(1)

(2)

(3)

(4)

#1

$ 547,689
9,865,432

548,762
30,523

+ 8,754,033

BUSINESS MATH TEST (2)

(1 )

#2

$ 3,587
906,258

35,301
675,834

+ 25,003

$9,354,215 (2) $357,601
876,409 251,136

$ 357.53 (3) $ 935.01
X 48 X .057

9.7 ) 35.012
(4)

56
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63 ) $761.52

Test (2)



HORIZONTAL CENTERING

I. I lisert the paper and find the center of the line.

2. Move the element or the carriage o 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:

Example 2:

BUSINESS EDUCATION

BU-SI -NE-SS-Space E-DU-CA-TI -ON

(Backspace 9 times.)

TYPEWRITING RULES

TY -PE-WR -I T-I N-G Space RU-LE-S

Backspace _times?

57
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CENTERING

Name

Center each of the foHowing:

(I) Gone With the Wind
(I)

(2) The Sound and the Fury
(2)

(3) University of MarOand
(3)

(4) The Other Side of i'vlicinight
(4)

(5) Gloucester Coun y VocaHonal School
(5)

(6) Manchild in the Promised Land
(6)

(7) The Lost Boy
(7)

(8) Crime in America
(8)

(9) The Promise
(9)

HO) Employment Orientation
HO)



WORD DIVISION

Directions: If a word may properly be divided at the end of a line, show by using a
hyphen the best pIac. 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
,n11.0

2. 19.sudden falling

3. learned 20. Y.M.C.A.

4. 21.triplicate doesn't

5. perception 22. $12,364,89 11MO.=1.
6 . apostrophe 23. No. 789694

qrbornin.le

7. 24.raised Mrs. Alice Sydney
f=wasfalf %O&M' ealZ111111

8. 25.teacher Professor A.T. Joncs

9. greatly y
10. regular 26. June 18, 1996

11. telegram 27. American

12. graduation 28. E..A. Howard, M.D.

13. thirty-four
AMEN .../

14. even-handed 29. 3:30 p.m.

15. followed 30. through
=.1111.

16. 31.druggist pedal

17. pressing. 32. unlucky

AV-13
59
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IABULAH ON PROBLEM

Name

Title: What 1 s a Noun?

Sub-titles: Persom

Plar:e

Thing

Set up 3 columns, he73ded with the 3 subtitles, with 10 spaces

between columns. Type each word in the proper column.

doll doctor

New Jersey pen

.Joe
mother

Mr. Smith Philadelphia

school book jacket

Woodbury lawyer

desk ball-point pen

teacher penci

Glassboro New Yorker

Hastings on the Hidson Canada

Margaret Jackson Deptford

6.)
AV 14



SAMPLE Ot

1.! th pewritur

! LAI< 'Mr K Lc X1iViluNS

*Libel ke!,
Nuullwr kuys

\.inbc,1

V' 'I 1 1 /11`.1(1 111X1)111r1 )1'1-11 ATINi 1 '1 1:( 111\1h/11P;

Stn,kini.;
Typing re,q,nin.,c pcittern,,
Manipulative cNntrul

Tec hnique
1. l'usition at the 111.1(161u:

nn the Copy
(.i.niet [lands and .inw,

1. Itulaxathoi

I !Ale r1IN(1 TYPI: d'd,I to!,

A. 1;alcit:

Cul11111( fl appik ,d1( iii
Spci

7 0



Refurtl 73 Warren Avenuc
Address West Berlin. New Jersey 08091
Do+e. January 27. 1976

Mdress

Sal.Lita4I6r)

Body of
Le Her-
("Block)

S9na lyre-
Typed Nome.

Mr. William 1). Smith
.Johnson and Smith. .

246 East State Street
Poulain!, Maine 04102

Dear Mr. Smith:

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

9 Ls nes

Lines

2 Lines

WhCII vcoll type I personal business letter on plain papyr, be sure to leave

room at the top and type your complete addrels. Be sure to remember to
t v pe the date of the ktter right under your atldress.

This type of letter is used when applying for a job, asking a company for
information, or for any other type of personal business you may have.

Vcr,,, truly yours,
,

Mrs. Francine Grubb

2 Lines

7 1

4 lines

AV 2.4



GLOUCESTER COUNTY VOCATIONAL SCHOOL

Tanyard and Salina Roads

Sewell, R.D., NcnN Jersey 08080

JOSEPH W. ENGLISH
Director

January 30, 1976

Miss Sdl ly S. Student
745 East State Street
Jidinson. Illinois 62421

Dear Miss Student:

'Ms is a sample o, a business letter. You can see that it is a formal business

letter by the ti)p of the stationery. It has the name and address of the buniness at the

ttip.

This letter is typed in the modified hkek style. This is a very popular styk

be( ;ins(' it helps your eye wove acmss the page. The paragraphs are indented, and the

date and closing are started at the ( cntct of the page.

When typing this kind uf letter, lw sure to clear all of the tab stops before

start ing and set your new tabs. This will save von hole when you arc typing.

Sincerely yourt,

English

'titector

6.i

7 2


