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,and office educat

A Lo FOREWORD e |
- K . . . .\‘

-

Instructionaibmaterials specific to . the- field of business -
ion have been compiled for this publication.
These items, in thq form of abstracts, .are selections from '

- Abstracts of Instrugtibnal and. Research Materials in Voca~ \

tional and Technical\Education (AIM/ARM). This is the second

, structional materials for
of AIM/ARM. We are indebte
" office education for providing us instructional materials for = -

edition of this "series ,and it ptesents abstracts which have
appegred in AIM/ARM since '1972.. The first edition is available
in thye ERIC microfiche\collection as ED 063 505.

Ofher publications\in this series’ incilude compilations of

abstracts of instructional materials for agricultural educa-

tion, distributive educetion, health ccupations ucation, .-

apnd industrial education. Administrators, teachers and others
may use.this_publication to identify and obtain imstructional
materials for use in business and office education programs.
hesearchers and curriculum developers may use this publication
as the baseline on which to develop new materials.

-

* " home economics education, industrial arts educaﬂéh:, and trade

b

. Members: of the profession are encouraged to forward in-
sgssible inclusion in future issues
to our colleagues in- business and ¢
past issues of AIM/ARM. We also appreciate the contributions
of ihstructional materials laboratories, curriculum management

" centers, research coordinating units, local school systems and

professional associations.
. B | .

) ) . . \ R N . .«

. The profession is indebted to Eimett E. Mason of Central
Michigan University who compiled this publication. He exercised
his judgment in selectirg materials from AIM/ARM which would
be usefu] in business and offic education programs.

We hope that this publicat on will prove valuable to you

: in your educational endeavors. .

4

- : ‘Robert E. Taylor
. " Director :
. : 7 . ‘The Center for Vocational
‘ qucation . . -
. | o B
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the full text.of the DEPARTMENT OF AGRICULTURAL EDUCATION. document originated.
document will be - . OFFICE OF EDUCATION (DHEW), WASHINGTON, D.C. o ‘ . :
-available. The issue .-\ pIVISION OF ADULT AND VOGATIONAL}!ESEARCH ——— Agency responsilile 3
in which q_rdenng . for initiating, fund- . .
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PUSING THTS PUBLTCATION
[nstructional materials for business and office oducation
 that have appeared dn Abqtracts of InerucLionql dnd chenrch

Materials in Vucatlonal and Technical Education (AIM/ARM) be tween

1922 and 1975 dre’prusentcd in this dingle volume for ydur
convenience. ' -

An gﬁﬁ}ract presents information about a document's con-
-tent ‘to help you to decide if you want to read the full’ text
of Lhe document. .It also provides information about the docu-
ment's author, sourée, and availability. Abstracts are arranged
in ascending VT—numbe; order. A sample abstract is explained
in detail. * o :

J The indexes help you to locate page number’s and, VT numbers
of abstracts by subject and author. Index terms used ‘in the
subject index are ERIC descriptors and additional identifiers.
Author and institutjon namqs appear in the author index...

The full texts of documents are available from the origlnal

sources or from the ERIC Document Reproduction Service. (EDRS)
as microfiche or xerox reproductions. Ordcring information for
AIM/ARM and EDRS reproductions is provided in a following sectjon.

A

OBTAINING MATERIALS CITED IN THIS PUBLICATION

All documents cited in this puincatidn are available in
their full text. Availability is by one of the three options

listed below . \
1. Original cgpy from dﬁiliéher or supplier ° v e
, A L

Some documents are available only from the supplier
as shown in the abstract. The availability state-
" ment for such an item is: '"DOCUMENT NOT AVAILABLE ..."
The abstract will give the alternate availability with
P the name and address of the supplier and often’ a price
and order number. .

2. Documents dvailable individually in m1crof1che and/or

hard copy

Some AIM/ARM documents are available 1ndividua11y in .
microfiche and/or hard copy forms. from the ERIC Docu-
ment Reproduction Service (EDRS). Order numbers (ED
numbers) are.supplied in the VT-ED Number CrossypRefer-
ence Index and.are preceded by an asterisk (*T\\

t?

e .

Order ED-numbered documents from -- “L

o

7 .
ERIC Document Reproduction Service . .
P.0. Box 190- ' .
Arlington, VA 22210 L

I 6 . ‘\ ’ ’ Q
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. Consult the DRS Order Form on page vi i and t he l I)RS
Prl(o List be low. .
{ ) .
EDRS PRICE 4IST ' ll\é o o
] . . . “,
e e i e S — - —
MICROFICHE (MF) . PAPER LOPY (HC)'
b e e . -

Number of ¢

1 to 5. .. .8 .76 l1to 25 . . . . . . . . $1.58
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8 . .~ .. ... 1.23 76 to 100 . % .. .. .. 4043
Each ddditxonal Each additional
mx(rofiche T e e e e e . .158 25 pages . - o, . . . . . 01,277
Mt N N
" | Postape $.21 for up to 60 ,| Postage: $.21 tdr. first 60
microfiche - : . . pages
$.08 for each addi- .o $.08 for each addition-
tional 60 fiche = " al 60 pages
..‘ . "

~J t
. -

per title Price’ Nuﬁber of pages pef,title Price

e

3.- AIM/ARM, VT-ERIC Mic;ofiphe'Sets ///

Most of Lhe dacuments cfited 1n ;hls publicatlion are ’ '

<available in microfich dform§xa art of AIM/ARM, VT-

ERIO Microfiche Sets. dhurients included in the micro-
fiche sets are not avai e as ipdividual microfiche
or in hard copy. ¥ r

[
A microfiche set contains those dgcuments announced in
a single issue of AIM/ARM uhlch\gre not available by
one of the two options listed above. These documents
Are filmed continuously in VT number order. Each-set
is assigned a single ED.number.  ED humbers of the sets

for cited documents can be found in the VT-ED Number

Cross Reference Inagx, along with the Mitrofiche num--

ber on which the 1ndiv1dual documents are located. //
v
AIM/ARM VT-ERIC Mlproflche Sets . are aval}able

. In any complete collection of ERIC mlcéoflche
As: AIM/ARM, VT=ERIC Microfiche Sets purchased §rom
thgiERIC Document Reproduction Service (See the AN
o

Order Forp ‘ot page vii)
Br institutions (e;g., state research coordlnat—

{ng uhits) which have the AIM/ARM, VT-ERIC Micro-
fiche Sets and are willing to provide microfiche ‘
copies of individual VT-numbered documents . :;///f\
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SUBSCRIPTIONS TO AIM/ARM

Ed
Subscriptions to Abstracts of Instructional and Research

Materials in Vocational and Technical Education (AIM/ARM) are

avai ldblk from: -
h ]

' Dthribution Unfit :
. The Center for Vocational Education
“The Ohio State University
1960 Kenny Road
Cojumbus, Ohio 43210 ¢

Subscriptions are, for one (l) calendar -year periods only
and cost $34.00 (Foreign subscriptions add $2.00).

Subscribers will receive a year's volume. (e.g., 1976,
Volume 9) consisting of six, bimonthly issues (e.g., Numbers
1-6) and an annual, cumulative subject and author index,
regardless of when in the year they subscribe.
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VT 010 614
(CHARF, SYLVIA .
SUTENTIRTIL DATA PROCESSING COURSES
1IN VOCAT JUONAL AND St CONDARY
SCHUOLS “
INTERNAT TONAL PUSINESS MACHINLS v
LORPey WHITE PLATNS, NoY. DATA
PROCESSING DIV ,
'MF AVAIABLE IN VT=tR1C <ET,

INTERNATTUNAL BUSINESS MACHINLS,

CORP., 112 EAST POST KCAD, wWHIETL
PLAINS, NEW YODRK 1C6&601. -
PUb DATE =~ ND 7P,

DESCRIPTURS -
$TECHNICAL LDUCATIOGN; POST
SELONPARY EDUCATION; *DATA

PRUCE SSING: ®CUMPUTER SCIENCE ;
“CHOURSE CONTLNT; PROBLEM SOLVING;
COURSE DESCRIPTIONS; MATHEMATICAL
APPLICATIONS; ENGINFFRING
IDENTIFIERS — ® INTEKNATIONAL .
BUSINESS MACHINES CORRURATION*

*LURRICULUM GUIDESS

ABSTRACT = TEACHEKS MAY USF THIS y
CUKRICULUM GUIDE IN PLANNINGL A 2~
YLAK PDST=-HIGH SCHONL COUKSE T0
TRAIN STUDENTS AS PROGKAMERS FOR
ENTRY INTU. DATA PROCESSING.
STUDENTS SHOULD BE HIGH SCHOOL
GRANUATE'S WITH A STRONG & ACKGROUND
IN MATHEMATICS -ANG SCI1ENCE. FIVE
SUBJECTS AREL OUTLINFD FOR THE 4
SEMESTERS,,. WITH EACH SUBJECT. .
GUTLINE INCLUDING COURSE
DESCRIPTION, LISTING .OF MAJOUR
DIVISIONS, AND TEXTS AND
RFFERENCES. & PROGRAM OUTLINE
INCLUDES A CLASSRODM AND LABDRATORY
Timt SCHEDULE. A GRADUATE 'STUDENT
DLVELOPED THIS CURRICULUM GUIUE AS
AN OUTGRUWTH OF A SIMILAR PROGRAM
ALREADY IN UTE . (GR)I

o |

-¥T 011 298

CLERICAL AND RFLORD KEEPING
OCCUPATIONS, A SUGGFSTED 1-VYEAR
CURKICULUM. )

OFFICE OF EUUCATION (UHEW),
WASHINGTON,y D.Co. DIV. OF VOCATIONAL
AND TECHNICAL EDUCATION,.
"MF-AVAILABLE IN VT-ERIC SETJ
SUPERINTENDENT OF DOCUMENTSY' UsSe

G OVERNMENT PRINTING OFRICE, -
WASHINGTON, D.C. 20402 {$.50).
F'"Q7ATE - 63 81pP.

DESIGNED TO AID

"PSYCHOLOGY.

BUSINESS AND OFFICE

LESCRIPYORS ~ #RUSINESS FDUGATION;
*(URRICULUM GUINES; *INSTRUCTIONAL
MATERTALS i ®PROGRAM DEVELOPMENTS
*CLFRICAL OCCUPATINNS; RESOURCE
MATERIALS; OFFICF OCCUPATIONS
FOUCATIUNG RECORDKEEPING; JOB
TRAINING; CURRICULUM DEVELOPMENT;
LOUCATIONAL FACILITIES] EDUCATINNAL
FQUIPMENT . -

AHSTRACT ~ THIS PUBLICATION
COMPANION, "STENNGRAPHIC-
SLCCRETARTIAL OCCUPATIONS
SUGGESTING VQUATIONAL EURRICULYMS
IN UFFICE OCCUPATIONS, ARE DESIGNED
TO PROVIDE BASIC EDUCATION AND
SKILL DEVELNRMENT OPPORTUNITY EOR’
ENTRY JOBS, REFRESHER TRAINING FOR
THOSE WHO HAVE BEEN ABSENT FROM THE
FIELD FOR SOME TLME, AND
SPECTALIZED TRAINING FOR THOSE
WISHING TO ADVANCE T0 MORE Lo -
RESPONSIBLE OFFICE POSITIONS. THE
QUTLINES AND NTHER MATERIALS ARE |
ADMINISTRATORS,
PERVISORS, TEACHER-TRAINERS, AND
ACHERS IN THE PROMOTI AND .
VELOPMENT OF vocnxcé:" COURSES e ‘
THEY MAY ALSO PROVIDE GUIDANCE IN
EVALUATING AND UPGRADING EXISTING
OFFICE DCCUPATIONS TRAINING . ~
PROGRAMS., THE SEVEN UNITS INCLUDE .
LISTS OF THEXTS AND REFERENCE
MATERIALS AND COVER TOPICS SUCH AS:
(1) OFFICE PRACTICE, (2)
CORRESPONDENCE ENGLISH, (3) PAYROLL
RECORDSy (4} MACHINE CALCULATORS,
(5) BUSINESS PRINCIPLES AND
ORGANIZATION, AND (6) APPLIFD
ALSO INCLUDED ARE"
SUGGESTED STANDARDS, SAMPLE LESSON
PLANS, AND TYPICAL FACILITIES
LAYOUT. THE RELATED DOCUMENT
MENTIONED ABOVE IS AVAILABLE IN )
THIS ISSJUE AS VY 011 970. _ .
(AUTHDR/JS)I

AND ITS

\

011 970 :

VT
STENOGRAPHIC-SECRETARIAL .
OCCUPATIONS; A SUGGESTED 1- YEAR
CURRTCULUM. ' ;

OFFICE NF FDUCAT (DHEW ) .
WASHINGTON, D.C. DIV~ OF MANPOHER w,
DEVELOPMENT AND TRAINING. ’
MF AVATLABLE IN VT-ERIC SET. ~

3
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BUS INESS “AND QFFICE

SUPERINTENDENT. OF DOCUMENTS, U.Se
GOVERNMENT PRINTING OFFICE,
ASHINGTONy D.Ce 20402

F$S5:.286:86007,y $e4%)e A
PUR DATE - 52 70P "
DESCRIPIORS ~ *SIENOGRAPHERR- 2

 SECRETAKIES; *CURRICULWUM GUIDES;
SBUSINESS EQUCATION; *0OFFICFE
OCCUPATIONS FOUCATION; BUSINESS
SKILLS; VOCATIONAL EDUCATION;

. BIBLIOGRAPHIC C1TATIONS

iy,

ABSTKACT ~ FOR USH BY
AGMINISTRATORSy SUPERVISOKS,

~TEACHER-TRAINERS, AND TEACHERS 1IN

DEVELOPING AND CONDUCTING

VOCATIONAL COURSES IN THE FIELD OF .

UFFICE OCCUPATIUNS, THIS GUIDE IS
DESIGNED TO AID IN TRAINING :
UNEMPLOYED AND UNDEREMPLOYED

WORKERS AS COMPETENT, QUALIFIED

STENOGRAPHERS AND SECRETAKRIES,
CONTENTS ARF OIVIDED INTO THRLE
COUKRSES: (1) AN ENTRY OCCUPAT IONS

"COUKSE CONSISTING OF THREEt UNITS

CUVERING BASIC SHORTHANDy TYPING,
OCABULARY, AND OFFICE RELATIONS,
(z) A RYFRESHEKR TRAINING UNURSE,
WITH TH:EE UNITS COVERING MORE
ADVANCED TYPINGe SHORTHAND, AND -
ENGLISH AS WEHLL AS TRAINING ON
OFFICE MACHINES AND SECRETARIAL
ARACTICE, AND (3) AN UPGRADING
COURSE, WHICH PKROVILES TWO UNITS
COVERING ADVANCED BUSINESS SKILLS,
EUSINESS ORGANIZATION, BASIC

"BUSINESS LAW, APPLIFD PcvcHOLocv-

AND OFFICE SUPERVISION. SUGGE STED~
EVALUATION PKOCEDURES

INSTRUCT IONAL MATERIALS, SAMPLE
LESSON PLANS, EQUIPMENT AND
SUPPLIES, ANU A SUGGESTED.
FACILITIES LAYOUY AKE APPENDEDs A
COMPANIDN DOCUMINT, "CLFRICAL AND
. KECORD KEEPING OGCUPATIONS,™ IS °
AVAILABLE IN THIS ISSUE AS v1 011
298. (AW) ]

V1 012 101
. MORGAN, THOMAS Te3;DAVIS, UONALD R.

"HOW 10 AVOID FLYING BLIND. A
SOUND/FIIHS1RIP.,

caL1FBRNIA SOCIETY OF cenmno
PUBLIC ACCOUNTANTS.
INDUSTRY-EDUCATION COUNCILS OF
£ Al 'tle’.

.

;\5\

DPUCUMENT NOY WMVATLABLE FROM EDRS.
THE OWIO SOCIETY OF CERTIFIED .
PUBLIC -ACCOUNTANTS, BOX 617,
WORTHINGTON, OHID 43085
(RECORD/FILMSTRIP/TEACHERS GUIDE
AVAILABLE IN LIMITED QUANTITY),
PUB DATYE - - 68 6P,

DESCRIPTORS -~ ®BUSINESS FDUCATION;
*FLLMSTRIPSS *BUS INESS: SECONDARY
EDUCATION; l'INQTRUCTIONAL
MATERIALS; CASE STUDIES

Aesrnnf} - THIS :2-PART
SOUND/FILMSTRIP IS FOR USE AT THE .
SEGONDARY OR (OLLEGE LEVEL 7P o
PRESENT AN AUDIOVISUAL ILLUSTRATION .
OF THE DEVELONPMENY OF A TYPICAL
AMERICAN BUSINESS. TOPICS COVER:
{1) THE INNOVATOR, (2) THE
PARTNERSHIP4 (3) THE CORPORATION,

'AND (4) EXPLANATIONS OF SUCCESS.
ACCOMPANYING THE SOUND/FILMSTRIP" IS
- A TFACHFR'Q GUIDE DESCRIBING AND

TLLUSTRATING USE OF THE FILHSTRIP
AND CONTAINING A GLOSSARY OF
RELATED TERMS., (SB)|

VY 012 991

. SIMULATED OFFICE EDUCATION. COURSE

OF STUDY. TEACHER MANUAL.

UTAH RESEARCH CDORDINATING UNIT FOR
VOCATIONAL AND TECHNICAL EDUCATION,
SALT LAKE CITY. '

M7 AVAILABLE IN VT-ERIC SET, .
UTAH STATE BOARD. OF EDUCATION, 1400
UNIVERSITY- CLUB BUILDING, 136 EAS1
SOUTH TEMPLE, SALT LAKE CITY, UTAH
4111 ($1.25) -

PUB_DATE - 70 61P, .

DESCRIPTQRS - sOFFICE OCCUPATIONS
EDUCATINN; *BUSINESS EDUCATION;
«SIMULATION; INSTRUCTIONAL

"MATERIALS; RESOURCE MATERIALS: ROLE

PLAYING; TEACHING TECHNIQUES; .
TEACHER ROLE; *»CLASS ACTIVITIES:
*MANUALS ;. TEACHING GUIDES: ANSWER
KEYS: TIME BLOCKS ! ‘

ABSTRACT - THIS TEACHER HANUAL FOR
A SIMULATED MORTGAGE LOAN OFFICE
PROJECT SHOULD BE OF INTEREST T0
TEACHERS PLANNING CLASS ACTIVITIES

" WITHIN A 2-HOUR TIME BLOCK. THIS

ARTICULAR SIMULATION ACTIVITY
EQUIRES - SOME TYPING ABILITY AND

4



_.,.;'-". £ o o ‘ o

s g* L ’ ) : '_,:;‘a
A * T
INVOLVES THE - PUSITIDNS OF B

- ADHINISTRATIVE ASSISTANT, CASHIER, .
. "EXECUTIVE SECRETARY, INSURANCE i

. CUERKy POSTING AND TAX CLERK,
RECEPTIONIST, AND VICE-PRESIDENT.
" INFORMAZTON FOUND IN THIS MANUAL
- PERTATN IO SUCH THINGS. AS (1)

ROTATION PLANS, (2) INFORMATION FOR

13) PHYSILAL FACILITIES,
U4) EVALUATION, (5) RUSH JOBS, (6)-
OPERATIONS PROCEDURE, AND (7)
MATERIALS NEEDED. ALSO INCLUDED IS
A TEACHER'S KEY AND IDEAS FOR

STUDENT.S

nt-'

_ IMPLEMENTING THE PROJECT. A STUDENT

"~ MANUAL IS AVAILABLE AS VT 012 992,
" ALSO IN THIS ISSUE. !JS)I

~. VT 012 992 .
SIMULATED OFFICE EDUCATION. COURSE
OF STUDY. STUDENT MANUAL.

. UTAH RESEARCH COORDINATING UNIT FOR

© VOCATIONAL AND TECHNICAL EDUCATIONo

© SALT LAKE CITY.

~MF AVAILABLE IN VT-ERIC ser.‘*.
UTAH STATE BOARD OF EDUCATIONy 1400
UNIVERSITY CLUB BUILDING, 136 EAST

- SOUTH TEMPLE, SALT LAKE cxrv. UTAH

. B4ll1l ($1.50).

j;-pua DATE = 70 133R.

' DESCRIPTORS - *BUSINESS'fDUCATION-‘

OFFICE OCCUPATIONS EDUCATION;

*SIMULAT ION; *MANUALSS *ROLE

PLAYING; INSTRUCTIONAL MATERIALS;
- #TIME BLOCKS; CLASS ACTIVITIES

ABSTRACT ~ DEVELOPED BY SFVERAL
ECUCATORS, THIS STUDENT MANUAL FOR
A SIMULATED MORTGAGE LOAN OFFICE
INCLUDES THE MATERIALS NEEDED FOR
STUDENT ROLE PLAYING. MORE -
SPECIFICALLY THE MANUAL INCLUDES
(1) REFERENCE INFORMATION, (2)
"PROCEDURE MANUALS FOR SEVEN
POSITIONS, (3) TASK SHEETS ANL
NARRATIVESy AND (4) A MASTER
CUSTOMER -LISTe THIS MANUAL 1S TO BE
USED BY STUDENTS WITH TYPING
AEILITY AND IN A BLOCK TIME
SITUATJON. A TEACHER MANUAL IS5
AVAILABLE AS VT 012 991y ALSO IN

Q
[}{}: ISSUt. (JS)'

VT 013 037

‘CONCEPTS |,

: e :
BUSINEBS AND OFFICE

(DNTARIO). ‘ ' f
| VAILABLE IN VT—ERIC §aT.
"CUR “R@-33 R- i
PUB DAFE - d%, 339..

'DESCRIPTORS - *BUSENESS EDUCATIONS
"%£LECTRONIC DATA PROCESSING:

*CURRICULYM GUIDES; *PROGRAMING; .
SECONDARY GRADES; COMPUTER SGIENC|
EDUCATION; TEACHING.GUIDES;'. HARY'
REFERENCE MATERIALS. FUNDAMENTAL ,

ABSTR‘CT - THIS COURSE GUIDE HAS
DEVELOPED BY THE ONTARIOD DEPARTMENY

~ OF EDUCATION FOR INSTRUCTOR USE IN
TEACHING DATA PROCESSING IN THE

BUSINESS AND COMMERCE CURRICULUMS
OF SECONDARY SCHOOLSe THE 4~YEAR -
PROGRAM INCLUDES: (1) PRINCIPLES OF
DATA PROCESSING, FOR GRADE 10y (2)
BASIC PROGRAMING,:FOR GRADE 114 AND
(3) SYSTEMS DESIGNy FOR GRADE 12
OPTIONAL COURSES DEAL WITH COMPUTER
FUNDAMENTALSy BUSINESS SYSTEHQ*
PROGRAMINGy AND UNIT RECORD '
FUNDAMENTALS. THE 5~YEAR PROGRAM -
CONSISTS OF: (1) I-YEAR BUSINESS.
OPTION COMPUTER CONCEPTS, (2) -
BUSINESS DATA PROCESSING, AND (3)
SFECIAL COMMERCIAL DATA PROCESSING.
UNDER THE BASIC PROGRAMING SECTION,
CHARTS ARE GIVEN FOR COBOL, '
FORTRANs AND PL/16 REFERENCES AND A
LIST- OF FILMS AND FILMSTRIPS ARE
INCLUDED. (GEB)I )

VY 013 048
BUSINESS AND OFFICE EDUCATION
HANDBOOK AND GUIDE FOR SOUTH
DAKOTA. )

A

SOUTH DAKOTA STATE DEPT. OF PUBLIC

INSTRUCTION, PIERRE.
MF AVAILABLE IN VT-ERIC SET.
BULL~61-A .

PUB DATE - ND 69P.

DESCRIPTORS = *BUSINESS EDUCATION; -
“*PROGRAM PLANNING; *PROGRAM GUIDES;
OFFICE OCCUPATIONS EDUCATION; ,
"SECONDARY EDUCATION; CURRICULUM

PLANNING; EDUCATIONAL OBJECTIVES;
EDUCATIONAL EQUIPMENT: EDUCATIONAL
PHILOSOPHY; SCHOOL COMMUNITY




’ : ' ,. . ) ° . ’ ' \\’/\

BUSINESS AND OFFICE b , | .t s,
CURRQCULUM GUIDES. {DUCATIONAL MORE SPECIFIC INFORMATION CONCERNS -
FALILITIES. LOURQE Deschxvvlows : THE (1) APPLICANT INTERVIEW, (2)
~» - CDVERAGES, (3) LDAN PROCEDURES,. (4)
'ABSTRACT = UlVELOPED RY A STATE UNDERWREIT.ING. GUIDEy (5) POLICY
DEPARTMENT OF- PUBLIC INSTRUCTIUON, : .-OPERATIONS—-DUTTES. AND (6) OFFICE
THIS PROGRAM GUIGE SHOULD BEL OF " . MANAGER--~DUTIES. THE RELATED FORMS
VALUE TO THOSE TEACHERS AND : ARE AVAILABLE AS VT 013 086, ALSD
.ADMINLSTRATOKS ENGAGED IN PLANNING IN THIS ISSUEc.(JS)l ‘
AND CONDUCTING A HIGH SCHOOU -
BUSINESS EDUCATION PROGRAM, THE . ' VT 013 086
HANDBOOK IS DIVIDED INTO 15 - ' SIMULATED AUTOM BiLE INSURANCE
SECTIONS WHICH INCLUDE: (1) . - FORMS . ‘ .
INFORMATION FOR- THE ADMINISTRATOR,
(2) THE PHILOUSOPHY OF BUSINESS ., WASHINGTON INQURANCE COUNCIL ¢
EOUCATION, (3) SUGGESTED C(OURSE SEATTLE, .
OFFERINGS AND SEQUENCES FOR VARIOUS ~  DOCUMENT NOT AVATILABLE FROM EDRS.
SIZED HIGH SCHOOLS, (4) THE . WASHINGTON INSURANCE COUNCIL, 1218
BUSINESS DEPARTMENT—PHYSICAL . . THIRD AVENUE,kSEATTLﬁy WASHINGTON
LAYOUT, (5) RUSINESS AND OFFICE . 98101, - il
TEACHER AIDS, (6) TEACHER - PUB DATE -  JUNTO 76P.
CERTIFICATION; (7) PROFESSIONAL | ]
ORGANIZATION, AND (8) THE DESCRIPTORS = *SIMULATION;
DISTRIBUTIVE EDUCAT 10N PROGRAM, *BUSINESS EDUCATION; SECONDARY
ALSO INCLUDED ARE NUMEROUS TABLES EDUCATION; INSTRUCTIONAL MATERIALS:
AND FIGURES ON SUCH TOPICS AS ' _ *RECORDS (FORMS)3; ®*INSURANCE
PERFORMANCE STANDARDS FOR -OFFICE OCCUPATIONS; INSURANCE COMPANIES;.
PRACTICE AND A CONCEPTUAL FRAMEWORK . INTERDISCIPLINARY APPROACH;
'OR BUSINESS EQUCATION. (JS)I - *MANUALS; ROLE PLAYING; RETAILING;
L OFFICE OCCUPATIONS "EDUCATION
VT 013 085 ~ " o
SIMULATED_ AUTOMOBILE INSURANCt "~ ABSTRACT - DEVELOPED BY THE
MANUAL . n WASHINGTON INSURANCE COUNCILs THIS
, o | MANUAL OF FORMS IS TO BE USED AS
WASHINGTON INSURANCE COUNCIL,  RESOURCE MATERIAL FOR THE
SEATTLE. INSTALLATION:OF AN OFFICE _
DOCUMENT NOT AVAILABLE FROM EDRS. LABORATORY- SIMULATIGN. THE SUBJECT
WASHINGTON INSURANCE COUNCIL, 1218 °° ° MATTER OF THIS PARTICULAR OFFICE
THIRD AVENUE, SEATFLEs WASHINGTON LABERATORY INVOLVES THE WRITING OF
. 98101, o : . AUTOMOBILE INSURANCE THROUGH THE
PUB DATE =  JUNTO 145P, 'SERVICES OF AN INSURANCE AGENCY.
. L CONSISTING OF FIVE OR SIX- '
DESCRIPTORS — *BUSINESS EDUCATION; POSITIONS, THE COMPANY OFFICE IS
«*SIMULATION; #*RESOURCE MATERIALS; " STAFFED -BY STUDENTS ON A ROTATING -
*MANUALS ; #INSURANCE OCCUPATIONSS BASIS IN ORDER YO PROVIDE A VARIETY,
"SECONDARY EDUCATION; INSTRUCTIONAL OF EXPERIENCES AND A TOTAL PICTURE
MATERIAL S INSURANCE COMPANIES; + OF THE INSURANCE .BUSINESS. STUDENTS
INTERDISOWPLINARY APPROACH; ROLE ALSO'STAFF THE AGENCIES WHICH ARE
PLAYING; RETAILING: OFFICE RESPONSIBLE FOR ORIGINATING THE
OCCUPATIONS EDUCATION : BUSINESS, TAKING APPLICATIONS, AND
g , -, RATING AND PROCESSING THE
ABSTRACT - THIS DOCUMENT IS A TRANSMITTALS TO THE COMPANY. SUCH
PROCEDURES MANUAL DEVFELOPED FOR USE OPERATIONS ARE DESCRIBED IN THE
.lN AN OFFICE SIMULATION PROJECT ON PROCEDURES MANUAL ACCOMPANY ING THIS
PAUTOMOBILE INSURANCE. DESIGNED TO SET OF FORMS. IT IS SUGGESTED THAT
ACCOMPANY A MANUAL OF INSURANCE AN INTERDISCIPLINARY APPROACH CAN
FOKMS, INFORMATION IS INCLULCED FOR BE USED WITH.THESE MATERIALS BY
AGENCY PROCEDURES, (OMPANY . HAVING DRIVER EDUCATION AND AUTO
"G EDURES, AND INSURANCE RATES. SHOP STUDENTS APPLY FOR INSURANCE

14
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AND ESTIMATE DAMAGE IN REGARD TO _
ACCIDENTSe THE PROCEDURES MANUAL
MENTIONED ABOVE IS AVAILABLE AS VT

013 085, ALSU IN THIS ISSUE. 4
(AUTHOR /JS) | _{W

vT 013 33!‘ ' - ran
SHORTHAND, ‘A COURSE OF STUD¥ MANUAL
FOR TEACHERS. / .

' PINELLAS COUNTY BOAKD OF/éUBLIC
INSTRUCTION, CLEARWATER), FuLA.
"MF AVAILABLE IN VT-ERIC SET.

SCHOUL BOARD' OF PINELLAS COUNTY, .
FLORIDA,y 1960 EAST DRUID ROAD, P.0,
BOX 4688, CLLARwATER;jFLORloAfaasla
{$100)e ot ’
PUB DATE = sepea 259.

DESCRIPTORS - *gouase QRGANIZATIDN-
¥*COURSE CONTENT; *BUSINESS
ECUCATION; *sthOGRApHv, *MANUALS ;.
INSTRUCTIONAL  MATERIALS; . RE SOURCE
MATERTALS; COURSE OBJECTIVES;,
SECONDARY, EDUCATION; TEACHING -
TECHNIQUE&

AbSTRACTr— DLVELDPED BY 'MEANS OF A
WORKSHOP, THIS COURSE OF STUDY" FOR
SHORTHAND TEACHERS REPRESENTS THE -
COMBINED THINKING OF THE WORKSHOP
FARTECIPANTS. IT ALSO INTEGRATES
LOCAL AND NATION-WIUE TRENDS IN
SHORTHANL AND OTHER DISCIFLINES AND
 RECOMMENDS, IN CUTLINE FOKM, A 4-
SEMPSTER SEQUENCE OF STUDY. THE
/MANUAL 1S DIVIDED INTO THE
FOLLOWING SECTIONS: (1) PHILOSOPHY
OF BUSINESS FDUCATION, (2)
SHORTHAND OBJECTIVES, (3) SHORTHAND
PRINCIPLESy (&) BEGINNING
DICTATION, (5) INTRODUCTION TO
TRANSCRIPTION, (6) SPEED DICTATION
AND TRANSCRIPTION, AND
RIBLIOGRAPHY. INCLUDED ARE
SUGGESTIONS CONCERNING:THE GRADE
LEVEL, TIME BLOCK, PREREQUISITES,
STANDARDS OF ALHIEVEMENT, AND
TEACHING TECHNIQUES. (JS)

VT 013 388
INTRODUCTION TO BUSINESS,
CURKRICULUM GUIDE.

JEFFERSON COUNTY PUBLIC SCHOOLS,
LOUISVILLE, KYe DEPT. OF CURRICULUM
DEVELOPMENT AND SUPERVISION.
MF AVAILABLE IN VT-ERIC SET.

Q

ER3

k)

(7) SELELTED '

15

o

" THE BUSINES

. JEFFERSON COUNTY
- LOUISVILLE, KY.

+¥BUSINESS ADMINISTRATION;

INFORMATION.
SUGGESTIONS FOR. FIELD TRIPS, GUEST '

BUSINESS AND OFFICE

69 40P;1969o

]

PUB DATE -
REVISION.
DESCRIPTORS - #%uvimess eoucation; @
#CURRICULUM GUIDES; *INSTRUCTIONAL
MATERIALS ; *RESOURCE MATERIALSE

S ECONDARY
EDUCATION; ECONOMICS; CAREER

PLANNING < '

ABSTRACY - DEVELOPED THROUGH
COMMITTEE, THIS CURRICULUM GUIDE

FOR INTRODUCTION TO BUSINESS IS A
REVISED EDITION OF A PREVIOUSLY

USED WORKING CQPY OF THE GUIDE.

THIS GUIDE CONTRINS A VARIETY OF
ACTIVITIES AND CLASSROOM TECHNIQUES
THAT TEACHERS.MAY BE ABLE TO ADAPT
TO THE. INTERESYS AND ABILITIES OF
THEIR OWN CLASSES. INFORMATION IN
THE GUIDE 1S DIVIDED INTO'14 UNITS
WHICH INCLUDEJ (1) YOUR ROLE.-IN THE
BUSINESS WORLD, (2) OUR ECONOMIC
SYSTEM, (3) CPNSUMER EDUCATION, (%)
OUR TAX SYSTEM, (5) EMPLOYMENT IN
WORLD, (6) TRAVEL, AND
(7) FINDING AND FILING SOURCES OF *° °
ALSD INCLUDED. ARE (1)

SPEAKERS’y FILMS, AND BULLETIN
80ARDy (2) EDUCATIONAL OBJECTIVESv
AND (3) A REVIEW OF BUSINESS
MATHEMATICS. (JS) |

VT 013 391 ' o
OFFICE SERVICES,~GRADE TWELVE.

PUBLIC SCHOOLS,
DEPT. OF CURRTICULUM
DEVELOPMENT AND SUPERVISION.

. MF AVAILABLE IN VT=-ERIC SET.

- MACHINES S
. EDUCATIOf 3« TEACHING TECHNIQUES

*TEACHING GUIDES;

PUB DATE - 70 T 155P,
DFSCRIPTORS — *BUSINESS ,EDUCATION;
* INSTRUCT IONAL
MATERIALS; RESOURCE MATERTALS;
SECONDARY FDUCATION; *OFFICE
*QFFICE OCCUPATIONS

ABSTRACT - DEVELOPED BY BUSINESS
EDUCATGRS,y THIS TEACHING GUIDE WAS

- PREPARED FNR USFE IN A SPECIAL.Y
" FUNDED TWELFTH GRADE BUSINESS:

MACHINES CLASS. EQUIBMENT ON WHICH
THE GUIDE IS BASED"GELTHE: 1)
COLLATOR, JOGGER AND EBLECTRIC
STAPLER, (2) MAIL OPENERy (3)



-

VARIOUS CLASS ACTIVITIES. THE @NITS

' o . : /
BUSINESS AND OFFICE - =

OLDING MACHINE, (4) INSERTING |
AACHINE, (5) KEYBOARD EMBOSSING -
MACHINE, (6) ADDRESSER=PRINTER, (7)
MAILING MACHINE, AND (8) PARCEL |
POST SCALE AND SCALES. IN ADDITION
T0 Rgovtoxns TEACHER AND STUDENTY ,
MATERTAL'S FOR THE ABOVE EQUIPMENT, |
THE GUIDE ALSO INCLUDES NINE - |
INSTRUCT IONAL UNITS AND -NUMEROUS
RESOURCE MATERIALS EOR USE/IN

PROVIDE INFOKMATION ON SUCH TOPICS-
AS THE Z1IP CODE, CIVIL SERVICE, AND
BULK RATE MAIL WHILE THE RESOURCE |
MATERIALS INCLUDE TIPS. ON USING

TJRANSPARENCY MASTERS AND COMPUTING.

THE SIZE OF A PACKAGE.

(JS)l ;

*

VT 013 398

BUSINESS ENGLISH (WORKING COPY).

JEFFERSON COUNTY PUBLIC SCHOOLS,

LOUISVIELE, KY. DEPT. QF CURRICULUM
DEVELOPMENT AND SUPERVISION.
MF AVAILABLE IN VI-ERIC S,

uUB DATE <+ .. 68 92¢
DESCRIPTORS - *BUSINESS EDUCATION;
* TEACHING GUIDES; *BUSINESS )
ENGLISH; *BUSINESS CORRESPONDENCE;
CURRICULUM GUIDES; VOCATIONAL
EDUCATION; LETTERS
(CORRESPONDENCE); *INSTRUCTIONAL
MATERIAL S RESOURCE MATERIALS;
ECUCATIONAL OBJECTIVES

 WRITE-UPS,

ABSTRACT - DEVELOPED THROUGH A
COMMITTEE, THIS TEACHING GUIDE
CUTLINES THE FINAL ENGLISH COURSE
SFECIALLY DESIGNED FOR STUDCNTS IN
VOCATIONAL BUSINESS EDUCATION.
DIVIDED INTO TWO SEMESTERS,y THE

" 6GUIDE WAS DEVISED SO THAT THE BASIC

RULES OF COMMUNICATIONACAN BE
REVIEWED AND STRENGTHENED AND
AFPLIED TO REALISTIC OFFICE
SITUATIONSe THE GUIDE INCLYDES
INFORMATION ON: (1) GRAMMAR, (2)
WORD POWER, (3) PENMANSHIP, (4)
ORAL COMMUNICATION, (5) LETTEK
WRITINGy AND (6) GENERAL PRINCIPLES
F COMMUNICATION. ALSO INCLUDID ARE

THEN

EOUCATIONAL OBJECTIVESy SAMPLE
TESTSy DRILLS,y LESSUN PLANS,
BULLETIN BOARD SUGGESTIONS, AND
SOURCES OF "SUPPLEMENTARY MATERIALS.,

[ Is\'

... 186

,PUB DATE =

T

VT 013, 427 R
GUIDE FOR BUSINESS EDUCATION.

EAST ALLEN. COUNTY SCHDOLS. NEW
HAVENy ' IND. ' » '

MF AVAILABLE IN VT-ERIC SET.
"EAST ALLEN COUNTY SCHOOLS, 1240

UeSe 30 EAST, NEW HAVEN, INDIANA
46774 (%3 000’0 ‘

ND - T0P.
DESCRIPTORS - *Busxness EoutATon..
*CURRICULUM DEVELOPMENT;
*CURRICULUM GUIDES$ “#*COURSE

'DESCRIPTIONS. MANUALS: TYPEHRITIN%.

STENOGRAPHY ; ACCOUNTING; OFFICE.
MACHINES; OFFICE PRACTICES LAW

INSTRUCTION; £LONSUMER ECONOMICS;
SALESMANSHIP3

MATERIALS

ABSTRACT - DEVELOPED AS PART OF THE

"CONTINUOUS CURRICULUM DEVELOPMENT
. PROGRAM,
"WERE DEVELOPED FOR BUSINESS
_EDUCATION TEACHERS AND '

THESE CURRICULUM OUTLINES

RATORS TO USE IN DEVELOPING
INCLUDED IN THIS MANUAL

ADMINI
CURRICULNM,

" ARE REVIEWS OF ALL COURSES IN THE

BUSINESS EDUCATION CURRICULUM, THE °
BASIC°ESSENTIALS THAT NEED TO BE

EMPHASTIZED IN ALL SUBJECT AREAS AND

GRADE LEVEL COURSES THROUGHOUT THE
EAST ALLEN COUNTY SCHOOLS DISTRICT,
THE INTENTIONALLY BRIEF CURRICULUM
IN ADDITION TO THE ’
ORJECTIVES, INCLUDE ONE OR TWO
SUCCESSFULLY USED ACTIVITIES, AS
WELL AS SOME TRIED AND TESTED
AUDIO-VISUAL MATERIALSs AND :
SUPPLEMENTARY RESOURCES. COURSES"
FOR WHICH OUTLINES ARE PROVIDED
ARE: (1) GENERAL BUSINESS I-II,
BEGINNING TYPEWRITING I-II, (3)
ADVANCED TYPEWRITING III-IV, (4)

(2)

. BEGINNING SHORTHAND I-1I, (5)

ADVANCED SHORTHAND, (6) CLERICAL
OFFICC PRACTICE, {7) BOOKKEEPING I-
II, (8) BOOKKEEPING III-IV, (9)
SALES, (10) BUSINESS ARITHMETIC,
{11) CONSUMER ECONOMICS, (12) -
BUSINESS LAWs, AND (13) BUSINESS

MACHINESe (JS)|

*

VT 013 476

BOOKKEEPING. (GENERAL INSTRUCTIONS
AND PACKAGES 1-19).

.ARITHH%TIC: *RESOURCE °

»

°




OMAMHA. PUBLIC SCHOOLS,
-~ MF AVATLABLE- IN VI-ERI
ASSISTANY “SUPERINTENDE
PUBLIC SCHOOLSy 3962 D
STREET, OMAHA, NEBRASK
PUB DATE - | ND

DESCRIPTORS - *eusxues
*H00KKEEPING; *INDIVID
.INSTRUCTION; *INSTRUCT
MATERIALS; *SCHEDULE M
¢DUCATIONAL DBJECTIVES;
ASSIGNMENTS ; srgpNOARv
TIME BLOCKS .

ABSTRACT —-:DEVELOPED F
HIGH SCHODL BOUOKKEEPIN
COLLECTION IS COMPRISE
INSTRUCTIONAL PACKAGES
TOPICS AS: (1) STARTIN
BOOKKEEP ING SYSTEM, (2
AND POSTING THE OPENIN

C SET.- .

NT, OMAHA

AVENPOKT

A 68135
192 0P

S EDUCATIONv
UALIZED
IONAL
ODULESS

4

EDUCATION'

oR USt IN A

G CLASSy" THIS
L OF 20 . -,
ON SUCH

G A

) RECORDING

G ENTRY, 3)

SELLING MERCHANDISE AND KRECEIVING

. CASHy (4) THE COMBINAT

10N JOURNAL

AND PETTY CASH, (5) UNCOLLECTIBLE

ACCOUNTS, AND (6) THE
CASH REGISTER. USEFUL
_SCHEDULING AND IN INDI
INSTRUCTION, THE PACKE

‘USE OF THE

WITH MODULAR
VIDUALT ZING
TS INCLUDE

SUGGE STIONS CONCERNING

EXAMINATIONS , ASSIGNME
REMEDIAL REVIEWS. EACH
INSTRUCT IONAL PACKAGE

A PREVIEW, OBJECTIVES,
CRITERIA, AND ASSIGNME

. VYT 013 524
\CURRILULUM GUIDE FOR ¢
LCOUNTING.

CHICAGO BOARD OF EDUCA
MF AVAILABLE IN VT=ERI
. BOARD OF EDUCATION: OF
CHICAGO, DEPARTMENT OF
228 NORTH LASALLE STRE
ILLINOIS 60601 ($2.50)
PUB DATE - 70

DESCRIPTORS — *BUSINES
*ACCOUNTINGS *CONCEPT

# INSTRUCTIONAL MATERTA
*CURRICULUM GUIDES; SE
EDUCATION: CUURSE CONT
MATERIALS;) SYSTEMS APP
oaJecrlv”EK

ABSTRACT - DEVELORED B

CURRICULUM LOMMITTEE'
Q !

NTS, AND’
ALSO INCLUDES

EXAMINATION
NTS. (JS) I

YQTFMS Il.

TION, ILL.
C SET.

"THE CITY OF

CURRICULUM,
ET, CHICAGO,

114F.

S EDUCATION;
TEACHINGS

LSS

CONDARY

ENT; RESOURCE
ROACHS COURSE

Y A
THIS GUIDE IS

1}754“

"CURRICULUM COMMITTEE, THIS -

+ BUSINESS AND OFFICE.

' ' »
DESIGNED TO AIDyg YEACHERS AND

o STUDENTS#IN UNDERSTANDING

ACCOUNTING FROM A SYSTEMS POINT OF' g
VIEW. TREATED IN YHE CURRICULUM ‘
GUIDE ARE ADVANCED CONCEPTS sucn/&s
INCOME TAXES, CORPORATE. RECORDS AND
REPORTS, AND THE ADAPTATION OF DATA. .
PROCESSING EQUIPMENT AND PROCEDURES
TO.THE RECORDING OF BUSINESS:- .-
INFORMATION AND. YTHE PRODUCTION OF :
REPORTS. THE CURRICULUM GUIDE - :
OFFERS SUGGESTIONS TO TE CHERS . FOR
MOTIVATING LEARNING AS WELLedS, .

"SUGGESTIONS T@ AID 'IN ORGANTZING

THE ACCOUNTING COUWRSE. THE NINE -

_INSTRUCTIOMAL UNITS FOUND IN THE

GUIDE INCLUDE: (1) REVIEW OF FIRST~ .
YEAR BOOKKEEPINGy (2) PARTNE@SHIP

-

. ACCOUNTING, (3) LGRPDRATTONS;’(#)
"ACCOUNTING FOR MANUFACTURING, AND-

£

(5) DEPARTMENTAL ACCOUNTING. EACH |
UNIT CONTAINS UNIT OBJECTIVES, AN  ~~
OUTLINE OF THE CONTENT, AND RELATEN . .-
ACTIVITIES. SAMPLE TAX FORMS ARE: L
PROVIDED IN THE APPENDIX. lAUTHOR)I

’

- VY 013 525 . -
CURRICULUM GUIDE FOR INTRODUCTION P

TO DATA - PRDCESSING. GRADES 11 AND
12.

CHICAGO BOARD OF EDUCATION, ILL.

MF AVAILABLE IN VT-~ERIC SEV..

. BOARD OF EDUCATION OF THE CITY QF'

CHICAGO, DEPARTMENT OF CURRICULUM,
228 NORTH LASALLE STREET, CHICAGD,

" TLLINOIS 60601 ($3.75). it =

PUB DATE - ° 69 115P.

DESCRIPTORS -~ *BUSINESS EDUCATION;
*DATA PROCESSING; *INSTRUCTIONAL
MATERIALS; *CURRICULUM GUIDES;
*TEACHING TECHNIQUES; RESOURCE -
MATERIALS; COURSE CONTENT ;- COURSE
ORGANIZAT ION; %lBLIOGRAPHIES

ABSTRACT - DEVELOPED BY A

VL

CURRICULUM GUIDE WAS PREPARED FOR
USE IN AN INTRODUCTORY DATA '
PROCESSING CQURSE. ‘RECOMMENDED FOR
GRADES 11 AND 12, THE COURSE 1S
INTENDED TO GIVE BOTH THE COLLEGE~-
BOUND AND THE VOCATIONALLY-ORIENTED
STUDENT AN UNDERSTANDING OF DATA
PROCESSING. ARRANGED IN OUTLINE
FORMAT, THE GUIDE PRESENTS 10 UNITS -
WHICH INCLUDE: (1) COMPUTER T

¥
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fﬂpsrness‘Adb OFFICE
c

A . Y
HARACTERISTICSy (2) THE INPUT~-
OUTPUT FUNCTION, (3) COMPUTER

ORGANTZATION, (4) COMPUTER - . ... .o~

ANGUAGES, AND (5) NEW DE VELOPMENTS
IN DATA PROCESSING. ADDITIONAL
RESOJRCE MATERIALS FOUND IN THIS
.GUIDE ENCLUDt REPRESENTATIVE JOB
CLASSIFICATIONS AND SALARY RANGES,

SUGGESTED FIELD TRIPS, A SUGGESTED

*TFIME SCHEDULE, A BIBLIOGRAPHY FOR
STUDENTS, A BIBLIOGRAPHY FOR
TEACHERSy AND NUMEROUS
ILLUSTRLTIDNS.JQBHDI
VT.013 528
CURRICULUM GUIDE FOR BUSINESS P
ORGANIZATION AND MAN%GEHENT. ‘

,CHICAGO BOARD OF EDUCATION, ILL,
MF AVAILABLE IN VY-ERIC SEY.
BOARD OF EDUCATION OF THE CITY OF
CHICAGOy DEPARTMENT OF CURRICULUM,

' 228 NORTH LASALLE STREET, cwltAsp.

* 1LLIRPIS 60601 ($4.50)0

PUB DATE - - 68  237F,

DESLRIPTORS - *BUSINESS EDUCATION.

*BUSINESS ADMINISTRATION; #TEACHING

*INSTRUCTIONAL MATERTALS; :
MARKETING; COURSE ORGANIZATION;
Rt SOURCE MATtRIALS. CONCtPT
TEACHING o -
~ } .
.\y.
CURRICULUM C

ABSTRACT - ?i;ELOPED BY A
)
TUDY IS

NTENDED ‘TO. SERVE AS A

FUNGY IONAL GUIDE TO ENABLE TEAC&ERSa‘

TO BETTER DEVELUP WITHIN STUDENTS -

. UNDERSTANDINGS AND APPRECIATIONS OF

MUDERN BUSINESS AND MANAGF&FN1.
AKRANGED IN QUTLINE FORM, THE TEN
SECTIONS OF THE LOURSE OF STUDY
INCLUDE UNITS ON THE: - (1) LEGAL
FORMS OF OWNERSHIP, (2) INTERNAL

STRUCTURE' ' OF RUSINESS ORGANIZATION,®

(3) FINANCES: THE SOURCES AND USES.
OF MONEY, (4) MARKETINGy (5)
'AUXILIARY SERVICESy AND' {6)a
ﬁusxmess. GOVERNMENT, LABUR AND
THE PUBLIC. ALSO INCLUDEU AKE A
SUGGESTED TIME SCHEDULE, PUBLTIC .
"RELATIONS ACTIVITIES, A Lo
I6LIOGRAPHY , AND NUMEROUS
TLLUSTRATIONS. (JS) I}

VT 013 591 : £
REFERENCE MANUAL FOR COOPERATIVE

Q

MITTEE, THIS uOUR%E*V

-

18

. DETROITy MICHIGA

" vT 013 TR
- AUTOMATIC DATAQPROCESSINb, L

OFFICE TRAINING.

DETROIT BOARD OF EDUCATIONy MICHs ~ -
MF" AVATLABLE IN VT=-ERIC S : T
.. GETROIT PUBLIC SCHOOLS;‘Wiﬁﬁ .

HOUSE, -
BOOKS TORE » 444éh£sr WILLIS AVENUE,

N 48201 ($4.50).
PUB"DATE < 68 1319.

‘. DESCRIPTORS - *ausxusss EDUCATION:

*0FFICE OCCUPA TONS. €0UCATIONS |
*REFERENCE MATERTAUS; YOCATIONAL
EDUCATION; INSTRUCTIONAL MATERTALS; g
*JOB -TRAINING ; OCCUPATIONAL "
INFORMATION; *EMPLOYMENY . . ,- _
QUALIFICATIONS; JOB SKILLS; .. =
PEKSONALITY -DEVELOPMENT ;. nonsv_,

_MANAGEMENT L

ABSTRACT - THIS REF&RENCE MANUAL -
WAS DEVELOPED BY .4 LOCAL SCHOOL
SYSTEM TO PROVIDE TEACHERS WITH A .

GUIDE IN PREPAKING STUDENTS IN A

COOPERATIVF OFFICE TRAINING :
PROGRAM. SPECIFIC OBJECTIVES OF THE
TRAINING-CLASS ARE TO RELATE SCHOOL

~ INSTRUCTION TO THE WORLD OF WORKy °

TO ORIENTATE AND PREPARE STUDENTS .
IN .-THE ART OF SECURING EMPLOYME : .

AND TO FOSTER AN UNDERSTAND ING .
THE BENEFITS AND RESPONSIBILITIES &

'OF GAINFUL EMPLOYMENT. MAJOR UNITS

ARE 3 IIQ,DRIENTATION TO THE 5
PROGRAM, (2) - SECURING EMPLOYMENT, - :
13) JOB SKILLS AND KNOWLEDGES, (4) - °

lPERSONAL JMPROVEMENT, ' (5) MONEY

MANAGEMENT, AND (6) PREPARING FOR
THF FUTURE. EACH UNIT IS OIVIDED

-~ INTO. RELATED TDPICS AND EACH

: LONTAINS A BIBLIOGRAPHY OF
REFERENCE MATERIALS PERTAINING TO
THOSE TOPICS, JHE MATERIAL UNDER

EACH TOPIC CONTAINS SPECIFLC - s

AND EVALUAT

- DBJECTIVESy. SUGGESTE? ACTIVITIES,

GUIDEY. -(GEB) |

"

SUPPLEMENT. TD BOOKKEEPING AND
ACCOUNTING I AND I1 SYLLABUS.

NEW YORK STATE EDUCATION DEPT.,
ALBANY., BUREAU OF SECONDARY
CURRICULYUM DEVELOPMENT, |

MF -AVAILABLF IN VT-ERIC SET.

THE PUBLICATIONS DISTRIBUTION UNIT,
STATE LDUCATION DEPARTMENT, ALBANY,
NLW YORK 12224 (SINGLE: CDPIES

\ ' .
Y | ,
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CAVAILABLE).’

‘PUB DATE -_____mm_fll~ "46P.

DE SCRIPTORS - #BUSINESS EUUCATION;
*DATA PROCESSING; *BOOKKEEPING; - = -
#TEACHING GUIDES; *CHARTS; - g
" INSTRUCTIONAL MATERIALS; RESOURCE
MATERTALS; -SECONDARY EDUCATION;
COMPUTERS .= ™ » :
'ABSTRACT ~ DEVELOPED THROUGH A
STATE DEPARTMENT (OF EDUCATION,
.SUPPLEMENT WAS DESIGNED TO :
ACCOMPANY THE BOOKKEEPING AND ,
ACCOUNTING I 'AND I1 SYLLABUS.

BUSINESS EDUCATION TEACHEKS WILL BE .-

ABLE TO USE THIS SUPPLEMENTARY
INFORMATION IN A VARIETY OF WAYS.
SOME MAY DEVELOP TRANSPARENCIES
‘FROM THE. FLOWCHARTS THAT CAN BE
USED DURING CLA'SS PRESENTAT IONS o
OTHER TEACHERS MAY PREFER TO USE
THE CONTENT OF THE SUPPLEMENT TO
- EXTEND THEIR OWN KNOWLENGE OF -
AUTOMATED DATA PROCESSING. AMONG
THE Nxﬁg CHAPTERS INCLUDED IN THE
SUPPLEMENT "ARE THOSE-ON: (1) ONIT
RECORD EGUIPMENT, 12) GOMPUTEK DATA
PROCESSING,
STATEMENTS, (4) BILLING, CASH
RECEIPTS y MND' RECEIVABLES, AND (5)
AUTOMATED PAYROLL AFPLICATIONS. A
RELATED DOCUMENT IS AVAILABLE AS VT
011 645 (AIM SPRING 1971). (JS) 1

VT 013.746 4; .
JOHNSONy ELIZABETH . .~ .,
FEDEKAL OFFICE ASSISTANT -
EXAMINATION: STENOGRAPHER, TYPIST,
CLERKy AND OFFICE MACHINE OPERATOR. ,
WHAT IT ISy AND How 1T IS GIVEN.

CIVIL senvrce COMMISS ION,

WASHINGTON, .UeCe BUREAU OF POLICIES

AND STANCARDS. RN

MF AVAILABLE IN VT-ERIC SET.

AN 2400 R4

 SUPERINTENDENT OF oocunenvs, U S%
GOVERNMENT PRINTING OFFICE,

Del e 20402 ($06603CS

WASHINGTON,
1.28:24G0/4/971)
PUB DATE = 71 61P.

*FEDERAL GOVERNMENT S
QUALIFICATIONS *0OCCUPATIONAL
TESTS: *GUIDES; VOCATIONAL

“TUATIONS ‘OFFICE OCCUPATIONS'

DESCRIPTORS —2§?USINESS EDUCATIONS
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™HIS

(3) GENERAL LEDGER AND .~

 PUB DATE ~

*EMPLOYMENT =~ - TO CONCENTRATFE-y (-6) -

BUSINESS AND OFFICE
) * N ﬂ;r o ! : - ‘
EDUCATION; -RESOURCE 'MATERIALSS
INSTRUCTIONAL MATERIALS;: GOVERNMENT

*x

EMPAOYEES; OCCUPATIONAL ' - .

INFORMATION; TYPEWRITING; ' o
STENOGRAPHY; CLERICAL UCCUPATIONS

ABSTRALT - DEVELOPED IN. THE
PERSONNEL MEASUREMENT RESEARCH AND
DEVELOPMENT CENTER OF THE CIVIL
SERVICE COMMISSION, THIS DOCUMENT,
DESCRIBES THE FEDERAL OFFICE )
ASSISTANT EXAMINATION. SPECIFIC
INFORMATIONY WHICH SHOULD BE USEFUL

.IN CAREER GUIDANCE AND STUDENT

1S PROVIDED ON CAREER
SALARIES AND OTHER.
BENEFITS, TEST AYD EXPERIENCE
REQUIREMENTS, AND PROFICIENCY .
CERTIFIGATES. ALSO INCLUDED ARE . A
SAMPLE TESTS AND RELATED \ % -
INFORMATION PERTAINING TO VERBAL
ABILITIES, GLERICAL ABILITIES,

TYPINGs; DICTATION, .AND OFFICE

MACHINE OPERATION. -A DIRECTORY OF

3&ALUA110N.
PPORTUNITIES,

" AREA OFFICES OF THE U.S. CIVIL. .
. 'SERVICE COMMISSION IS FOUND IN THE

BALK OF THE DOCUMENT. (JS)I - L

VT 013 751
HOGARD, ReWe >

<

.7,A GUIDE 'T0 HELP THE STUDENT STUDY.

BLACKHAWK TECH, JANESVILLE,
MF AVAILABLE IN VT3ERIC SET.
2APRTI . 11P.

“I’;Sc'

DESCRIPTORS = *VOCATIONAL

"EDUCATION; TECHNICAL EDUCATIONS
. %xSTUDY GUIDES; RESQURCE MATERIALS;

*STUDY HABITS;S.
STUDENT NEEDS;
TESTING

#STUDY SKILLS;
*READING sxxLLs:

4

ABSTRACT - INCLUDtD IN YHIs
HANDBOOK ARE SUGGESTIONS FOR
IMPROVENG THE STUDY HABITS OF

'VOCATIDNAL AND TECHNICAL STUDENTS.

ARRANGED IN OUTLINE FORMAT,y, THE
HANGBOOK ' INCLUD: 5 SECTIONS ON: (1)
PLANNING YOUR WORK, (2) -IMPROVING
YOUR READING ABILITY, (3) MASTERING
THE TEXTBOOK ASSIGNMENT - THE P-Q-
R=S=T METHOD, (4) IMPROVING YOUR
MEMORY, (5) INCREASING YOUR ABILITY
PREPARING FOR. ..
AND TAKING EXAMINATIONS, (7) TAKING
LECTURE NOTES, (8) REDUCING READING
AND STUDY HANDICAPS, AND (9) APPLY




BUSINESS ‘AND | OFFICE

NHAT YOU LEAKN. TEACHERS IN ALL .
SERVICE AREAS NAY WANT TO ACOPT
UR THEIR STUDENTS.

HIS GUICE .

JS) |

VT 013 753
. Hﬂ(:AR[J ReWe .
" HOW TO GET A JOB. PART 4.
~PERSONAL DATA SHEET.

THE

BLACKHAWK TECHy JANESVILLE; WISe -
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 15MART71 . 29P.

DESCRIPTORS - VOCATIONAL EDUCATIOi;

# INSTRUCTIONAL MATFKIALS. RESOURCE
MATERIALSS *J0b APPLICATION:
_SHEETS. LETTERS (CORRESPONDENCE )35
-*OCCUPATIDNAL GUIDANCE. TEACHER
' m‘GUIDANCti *TEACHING GUIDES

‘ABSTRACT - DLVELOPED ‘TO TEACH
STUDENT'S.THE PROCEDURES OF FINDING
EMPLOYMENT, THIS GUIDE STRESSES THE
JMPORTANCE AND USE OF THE LETT
APPLICATION, THE PEKSONAL DATA -
SHEET, AND' THE APPLICATION FORM.
PECIFIC TOPICS INCLUDE:
"IND OUT ABOUT J0BS,(2)) How 10!
" DEVELOP YOUR LETTER., AND- (3) HOW TO
© PICK AN EMPLOYER YOU WANT TO WORK
" FDRe ALSO INCLUDED ARE SAMPLE FORMS
OF LETTERS OF “APPLICATION, DAT&
SHEETS, AND EMPLOYMgNT '
AfPLICATIONS. (JsHi
- -

-

VI 013 760 . .
MANAGEMENT AND. GROUP PERFDRMANCE. A
GUIDE FOR THE USE OF INSTRUCTORS
WHO CONDUCT TRAINING FOR MANAGERS
AT THE DPERATIN# 'LEVEL.

CIVIL SERVICE,COMMISSION,
"WASHINGTON, .e QUREAU OF
TRAINING o

MF AVAILABLE N VI-ERIC SET.
SUPERINTENDENT OF DOCUMENTS, WeSe.
GOVERNMENT PRINTING OFFICE,  °
WASHINGTON, D.C.{120402 153 00;CS
1.7/4:M. 3l/2/971.,
PUB. DATE -
‘Revxsxou

450P0197I

’
B TS

~

.ESCRIPTORS - %908 TRAINING:
* TEACHING GUIDES; *MANAGEMENT
®INSTRUCTIONAL ~~
VOCATIONAL EDUCATIONSG
GUIDES ; TRAINING ‘

T EDUCATION:

*DATA

R OF

(1) HOWLTO

'11

~ TECHNIQUESZ REFERENCE MATERIALS.
- GRDOUP DISCUSSION :

ABSTRACT - PREPARED av THE CIVIL-
SERVICE COMMISSION, THIS TEACHING
GUIDE, IS FOR INSTRUCTORS OF .
WMANAGEMENT AND GROUP PERFORMANCE »"
A TRAINING COURSE FOR MANAGERS AT _
THE OPERATING LEVEL. IT INCLUDES AN
OUTLINE OF THE COURSE, INDICATES
THE STEPS Tn BE TA®EN TO GET AND
"MAINTAIN DISCUSSIONSjy AND PRESENTS
READINGS AND HANDOUTS WHICH ARE -
USED TQ SUPPLEMENT TWE DISCUSSIONS
'AND READINGS FROM THE“TEXT,
"MANAGERIAL, BEHAVIOR" BY g
'SAYLES. THE MA) :
SESSIONS, AND &
" . RECOMMENDED F@k - .
ﬂbARYlNu FROM TRWOBPT0 12 HOURS. PER _
“SESSIONe TOPICS FOR THE NINE -
SESSIONS ARE: (1) INTRODUCTION:
WHAT A MANAGER_DOES, (2) HOW -THE
MANAGER DOES 'HIS J0OB, (3) WHY A
MANAGER WORKS AS HE DOES, (&) o
MONITORINGS (5) COMMUNICATIONS, (&) .
. NEGOTIATION, (7) MODEL OF A MANAGER
AT THE OPERATING LEVEL, (8)
“* CONFLICT, AND (9) SUMMARY'AND
CONCLUSTONS . (GEB) ] °

A

VT 013 B46
DITTAMO, GAETANO E.

+ A GUIDE TG THE USE OF
TRANSPARENCIES FOR THE BUSINESS
ECUCATION TEACHER (GENERAL BUSINESS
OR NONSKILL AREAS)-

RUTGERSs THE STATE UNIV., NEW

BRUNSWICK, NeJo CURRICULUM LAB.

NEW JERSEY STATE DEPT. OF .

EDUCATION, TRENTONe DIV, OF

VOCATIONAL EDUCATION '

MF AVAILABLE IN VHeERIC SET.~”

CURRICULUM LABORATORY, VOCATIONAL=-

TECHNICAL EDUCATION DEPT., BUILDING
' 4103-KILMER CAMPUS, RUTGERS

" UNIVERSITY, NEW BRUNSWICK , NEW -
JERSEY 08903 ($2.00)
PUB DATE -  JULT71’ 164P.

DESCRIPTORS - *TEACHING Guxoes.
. #BUSINESS EDUCATIONF *OVERHEAD
PROJECTORS; *TRANSPARENGIES ;
*BUSINESS SUBJECTS; RESOURCE
" MATERIALS; TEACHING TECHNIQUES;
INSTRUCTIONAL MATERIALS; CLERICAL:
-~ OCCUPATIONS 3 SECONDARY EDUCATION;

29 S
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. : . f
CONSUME R sco~nmn;§: LAW ©  IN THE TEXT. RELATED UNITS ARE
INSTRUCT.ION ; RUSINESS ENGLISHS AVAILABLE AS VT 013 888-VT 013 891.
SALESMANSHIP; MERCHANDISING; . : (seil-

~-Aa1num11c_,MAﬁi_,ukggwA,gm_ww“*ﬁﬁv, o
- o ' o VT o 89I T T T e
ABSTRACT - DEVELOP[D BY A STATE 4+ SHANNON, Tnsoooae' ) ~—
DIVISION OF VOCATIONAL EDUCATION, CREUIT. '
THIS GUIDE HAS BEEN-WRITTEN FO SHOW . : _ _
THE BUSINESS LDUCATJION TEACHER HOW OHID SYATE UNIV., COLUMBUS. DEPT.
THE OVERHEAD PROJECTOR CAN BE USED, OF AGRICULTURAL £DUCATION.;OHIO
" WHAT MATERIAL 1S AVAILABLE, AND HOW - 'STATE DEPT. OF EDUCATION, COLUMBUS.
 TRANSPAKENCIES ARE PREPARED. THE ; AGRICULTURAL EDUCATION SERVICE. . U
SEVEN MAJUR SECTIONS INCLUDE UNITS. MF AVAILABLE IN VYT_ERIC SET.
ON: (1) ADVERTISING, SALESMANSHIP, “AGDEX 900/11-AWE=4
AND MERCHANDISING, (2) BUSINESS ~ OHIO AGRICULTURAL EDUTATION _ -
ARITHMETIC AND BUSINESS . " CURRICULUM MATERIALS SERVICE, THE
MATHEMATICS, (3) BUSINESS ENGLISH, OHIO STATE UNIVERSITY, 2120 FYFFE
{4) BUSINESS LAW, (5) GENERAL ROAD,- COLUMBUS, OMIO 43210 ($.30)
BUSINESS, INTRODUCTION TO BUSINESS, < PUB.DATE ~ 71. 27P. |
(6) CONSUMER EDUCATION, AND (7) _ . -
ONOMICS. ALSO INCLUDED ARE snnﬁnt  DESCRIPTORS. - *VOCAT!ONAL
IRANSPARENCIES FOR EACH OF THE' -_ .+ EDUCATIONS ®UNITS OF STUDY (SUBJECT
SEVEN UNITS AS WELL AS SOURCE =~ = FIELDS); *CREDIT (FINANCE); MONEY
REFERENCES AND TRANSPARENCY = MANAGEMENT; INSTRUCTIONAL AIDS -
MASTERS. A RELATED DOCUMENT ON \ o ]
STENOGRAPHY AND TYPEWRITINGRIS ABSTRACT = THIS. UNIT HAS BEEN
AVAILABLE AS VT 012 708 (AIM sunmea D{VELOPED FOR STUDENT USE IN ° Lo
1971)e (JS)I ) : LEARNING ABOUT CREDIT SOURCES,
o g _ "~ APPLYING FOR AND USING CREDIT
. VT 013 890 , . CARDS, AND OTHER ASPECTS OF CREDIT.
SHANNON, THEODORE & ’ ILLUSTRATIONS AND SAMPLE CREDIT
SAVINGS AND CHECKING Accoumrs. . APPLICATION FORMS ARE INCLUDED IN
THE TEXTe RELATED DOCUMENTS ARE
COHIO srﬂ'% UNIV.y COLUMBUS. DEPT. - AVAILABLE AS VT 013 888-VTY 013 890.
OF. AGRICULTURAL EDUCATION.;OHIO (sehl
STATE DEPT. OF EDUCATION, COLUMBUS. .
AGKICULTURAL EDUCATION SERVICt. ‘ VT 013 902 .
MF AVAILABLE IN VT_ERIC SET. . MACHINE TRANSCRIPTION SYLLABUS.
"AGDEX 900/10-AWE=3 ' :
OHIO AGRICULTURAL EDUCATION NEW YORK STATE EDUCATION DEPT., A
CURRICULUM MATERTALS SERVICts THE ALBANY. BUREAU OF SEGONDARY -
UHIO STATE UNIVERSIFY,. 2120 FYFFE CURRICULUM DEVELOPMENT.
RUADy COLUMBUS, .OHIO 43210 ($.30) "MF AVAILABLE IN VT-ERIC SET. -
PUB DATE - 7Y 23p. : PUBLICATIONS DISTRIBUTION UNIT, THE
. STATE EDUCATION DEPARTMENT, ALBANY,
DESCRIPTORS — *VOCATIONAL NEW YORK '12224 ($0.50) :
EDUCATION; *UNITS OF STUDY (SUBJECT Pus DATE = 71 49p,
FIELDS); %MONLY MANAGFMENT; . '
BANKING: INSTRUCTIONAL AIDS 7 = . DESCRIPTORS - *TEACHING GUIDES.
, ' - _ . *BUSINESS EDUCATION; *STENOGRAPHY;
ABSTRACT — THIS'UNIT HAS BEEN OFFICE PRACTICE; *OFFICE MACHINESS
{ EVELOPEDU FOK STUDENT USE IN . . SECONDARY FODUCATION; STUDENT
LEARNING THE PROCEDURES FMR . EVALUATION; TEACHING TECHNIQUESS
MAINTAINING SAVINGS AND CHECK ING BUSINESS ENGLISH; *TYPEWRITING;
ACCOUNTS. ILLUSTRATIONS AND SAMPLE SCHEDULE ‘MODULES ,
F ORMS - FOK- OPENING, DEPOSITING, AND , , : '
WITHORAWING MONEY FRUM A SAVINGS ABSTRACT — DEVELOPED BY A COMMITTEE

AND A CHECKING ACCOUNT ARE INCLUDED OF CLASSROOM TEACHERS, THIS
Q R '
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L] : . ‘

TEACHING GUIDL SHOULD BE' A VALUABLE INFORMATION ON: (1) THE NATURE OF
' RESOURCE FOR TEACHERS OF - © .THE WORKy (2) RELATED OCCUPATIONS,
ECRETARIAL AND OFFICE PRACTICE . (3) WHERE THESE PEOPLE\ ARE ‘
UBJECTS. DESIGNED EITHEK AS A 1-] EMPLOYED, (4) PHYSICAL AND MENTAL
__ SEMESTER QR 1-YEAR_COURSE OF . REQUIREMENTS, (5) WORKING .
INSTRUCTION (DR FOR USE KS AN CONDITIONS, (6) WAGES, HOURS "AND :
INSTRUCT IONAL MODULE, THF GUIDE . BENEFITS, (7) COSTS OF EDUCATION, -
INCLUDES EDUCATIONAL OBJECTIVES, rgj OPPORTUNITIES FOR ADVANCEMENT,
. SUGGESTIONS FOR STUDENT MOTIVATION, 9) UNIONS, AND (10) THE FUTURE
" AND SUGGESTIONS FOR DICTATING OUTLOOK. A BRIEF STATEMENT -
NECESSARY EDUCATIONAL MATERIALS. . -EXPLAINING HOW TO BECOME A STOCK
WITH AN EMPHASIS ON.INDIVIDUALIZED . CLERK. INCLUDING ON-THE-JOB .
INSTRUCTION, THE CONTENT JS ) TRAININGy AND PART-TIME COOPERATIVE -
OUTLINED ACCORDING UNITS ON: (1) -+ PROGRAMS IS GIVEN. SOURCES FOR ‘
TYPEWRITINGy (2) VOCABULARY ‘ ADDITIONAL INFORMATION ARE LISTED. ‘ )
. BUILDINGy (3) PUNCTUATION AND (I8 _ '
ENGLISH MECHANICS, (4) : . v
TRANSCRIPTION, (5) RELATED SKILLSg VT 014 031 '
-AND (6) ATTITUDES CONUUCIVE TO = . 'SECRETARY. ' ,
SUCCESSFUL JUOB PERFORMANCE. : ' p o
 SUGGESTIONS ARE ALSO INCLUDED NEW JERSEY STATE DEPT. OF LABOR AND
"CONCERNING STUDENT EVALUATION. INDUSTRY, TRENTON. DIV. OF
oSt ; c EMPLOYMENT SECURITY. ’ S
o Lo DEPARTMENT OF LABOR, HASHI@GTONv .
VT 013 979 ‘ . D.Ce { '
STOCK CLERK. MF AVAILABLE IN VYT-ERIC SET.
~ JOB GUIDE-46
EW JERSEY STATE DEPT. OF LAaqé AND DIVISION OF PLANNING AND RESEARCH, -
NDUSTRY, TRENTON. "LABOR AND INDUSTRY BUILDING, Pe O.
DEPARTMENT OF LABOR, HASHINGTO&/ "BOX:< 359, TRENTON, NEW JERSEY 08625 ;
D C. : (FREEy, UPON REQUEST)
VAILABLE IN VT-ERIC SET. PUB'DATg\\\\_JUNba» 15P.
JOB UIDE-T0 o | > |
GIVISION OF PLANNING -AND RESEARCH, . DESCRIPTORS - *BUSINESS EDUCATION;
LABOR AND INDUSTRY BUILDING, Pe Oo. - ®*0CCUPATIONAL INFORMATION;
‘BOX.359y TRENTON, _NEW JERSEY 08625 *0CCUPATIONAL GUIDANCE;
(FREE OF CHARGE UPON REQUEST) _ - *SECRETARIES; *OFFICE occupATrONs
PUB DATE -  0OCT70 24P, EDUCATION; JOB TRAINING; EMPLOYMENT
‘ OPPORTUNITIES; VOCATIONAL
DESCRIPTORS. = #BUSINESS EDUCATION. "COUNSELING; EDUCATION NEEDS-
*OCCUPAT IONAL INFORMATION; R ‘ INFORMATION SOURCES
*0CCUPATIGNAL GUIDANCE; *CLERICAL IDENTIFIERS — NEW JERSEY
WOUKKERS; *OFFICE OCCUPATIONS : . .
EDUCATION; JOB TRAINING: EMPLOYMENT . ABSTRACT ~ PREPARED BY THE STATE:
OPPORTUNITIES; VOCATIONAL " . DEPARTMENT OF LABOR, THIS GUIDE IS
COUNSELING; ELDUCATIONAL NEEDS \ ONE IN A SERIES. DESIGNED TO PROVIDE
INFORMATION SOUKCES .. ‘ JOB INFORMATION KELATED
TUENTIFIERS - NEW JERSEY; STOCK SPECIFICALLY .TO NEW JERSEYe THIS
LLERKS : o PARTICULAR GUIDE CONCERNS THE
o - POSITION OF SECRETARY. AN
ARSTRACT - PREPARED BY THE STATE INTRODUCTION PROVIDING BACKGROUND
DEPARTMENT OF LABORy THIS GUIDE IS IS FOLLOWED BY INFORMATION ON: (1)
ONE IN A SERIES DESIGNED .TO PROVIDE THE NATURE OF THE WORKy (2) RELATED
.ooe INFORMATION RELATED , OCCUPATIONS, .{3) WHERE THESE PEOPLE
SPECIFICALLY TO NEW JERSEY. THIS ARE EMPLOYED, (4) PHYSICAL AND
#ARTICULAR GUIDE CONCERNS THE STOCK MENTAL REQUIREMENTS,y (5) WORKING
CLERK . AN INTRODUCT.ION PROVIDING ~ CONDITIONS, (6) WAGES, HOURS, AND
B ACKGKOUND 1S FOLLOWED BY BENEFITSg (7) COSTS OF EDUCATIONv

Q
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Ve 14 \\\
{¢) OPPORTUNITIES FOR ADVANCEMENT.
*§9) ODRGANIZATEONS, AND (10) THE®
FUTUKE OUTLOOK. A BRIEF STATEMENT
EXPLAINING HOW T1Q-BECOME A
SECRETARY INCLUDING HIGH SCHOOL AND
PRIVATE BUSINLSS SCHNOL PROGRAMS IS
GIVEN. SOURCFS4FOR ADDITIUNAL
INFORMATION ARE LISTEDe (JS)I

VT 014 032
S TENOGRAFHER ., -

. - P
NEW JERSEY STATE DPPT. OF LABOR AND
INDUSTRY , TRENTON. DIV. OF %
t MPLOYMENT SEGURITFY.
. CEPARTMENT OF LABOK, HASHINGTUN,

" DeCe
MF AVAILABLE IN VT-ERIC SET.
JOB GUIDE=45 -

DIVISION OF PLANNING AND RE SEARCH
. LABOR AND INDUSTRY BUILDING, PeDe

BOX 359, TRENTON, NLW JERSEY caez*
(FREE, UPON REQUEST) '
PUB DATE - JUN6S 16P. .
DESCRIPTORS - *BUSINESS eoucgz:on.

#0OCCUPATIONAL INFORMATIONS

*DCCUPAT IONAL GUIDANCE;  ~

* STENOGRAPHERS ; *OF FICE .OCCUP ATIONS
EDUCATION; JOB TRAINING; EMPLOYMENT

"OPPORTUNITIES; VOC :
COUNSELING; tDUCAgIONAL Néeos;
INFORMATION SOURC
IOENTIFIERS ~ NEW JERSEY 4

'ABSTRACT ~ PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED TD PROVIDE
JOB INFORMATION RELATED
SPECIFICALLY TO NEw JERSEYe THIS
PARTICULAR GUIDE CONCERNS THE.
STENOGRAPHER . AN INTRODUCTION
PROVIDING BACKGROUND IS FOLLOWED BY

- 'INFORMATION ON: (1) THE NATURE OF
THE WORK, (2) RELATEQ OCCUPATIONS,
(3) WHERE THE SE PEUPLE ARE °
EMPLOYED, (4) PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKING
CONDITIONS, (6) COSTS OF EDUCATION,
(7) WAGES, HOURS, AND BENEFITS, (8)
OPPORTUNITIES FOR ADVANCEMENT, (9)
OKGANIZATIONS, AND (10) THE FUTURE
OUTLOOK. .A BRIEF STATEMENT
EXPLAINING HOW TO BECOME A
STENOGRAPHER INCLUDING ON-THE-JOB

"TRAINING, HIGH SCHOOL, AND PRIVATE
BUSINESS SCHOOL PROGRAMS IS GIVEN.

SOURCES FOR ADDITIONAL INFORMATION
Q

_ARE LISTED.

VT 014 035 /

. OCCUPATIONS EDUCATION

THE WORK o
"CONDITIONS,

PUTURE OUTLOOK. A BRIEF STATEMENT
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(JS) |

—

CLERK-TYPIST. .

NEW JERSEY STATE DEPT. OF LABOR AND
INDUSTRY, TKENTON, DIV. OF :

EMPLOYMENT SECURITY.
DEPARTMENT OF LABOR,
DeCeo

ﬂASHINGTONA .

‘MF AVAILASBLE IN VT-ERIC SET.
" JoB GUIDE~42 '

DIVISIQﬁ OF PLANNING AND RESEARCH,
LABOR D INDUSTRY BUILDING, Pe Oe
BOX 359, TRENTON, NEW JERSEY 08‘25
(FREE; UPON REQUEST)

PUB DAJE -  FEH6B 16P.

DFQCRIPTORQ - *BUSINESS EDUCATIONo
*0CCUPATIONAL INFORMATIONS
#0CCUPATIONAL GUIDANCE; *TYPISTS.

HULERICAL WORKERS; JOB TRAININGS

EMPLOYMENT OPPORTUNITIES;
VUCATIONAL COUNSELING; EDUCATIONAL
NEEDS; INFORMATION SOURCES; OFFICE

IDENTIRIERS - NEW JERSEY

ABRSTRA T - PREPARED BY THE STATE
DEPA ENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED TO PROVIDE -
JOB ,INFORMATION RELATED
SPECIFICALLY TO NEW JERSEYe THIS
PARTICULAR ‘GUIDE CONCERNS THE
CLERK-TYPIST. AN INTRODUCTION
PROVIDING RAUKGROUND IS FOLLOWED BY
INFORMATION ‘ON2 (1) THE NATURE OF
(2) RELATED OCCUPATIONS,
(3) WHERE THESE PEOPLE ARE '
EMPLOYED, (4) PHYSICAL AND MENTAL
REQUIKEMENTS, (5) WORKING

(6) WAGES, HOURS, AND
BENEFITS, (7) COSTS OF EDUCATION,
(8) OPPORTUNITIES FOR ADVANCEMENT,
(9) ORGANIZATIONS, AND (10) THE

EXPLAINING HOW TO BECOME A CLERK-
TYPIST INCLUDING ON-THE-JOB
TRAININGy PRIVATE BUSINESS SCHOOLS,
AND EVENING. COURSES IS GIVEN.
SOURCES FOR ADDITIONAL INFORHATION
ARE LISTED, (JUS)I-

VT 014 040
COMPUTER OPERATOR. .

NEW JERSEY STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON, DIV. OF
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_EMPLOYMENT SECUKRITY,. . JOB GUIDE-31
DLPARTMENT OF LABDR. HASHING DIVISION OF PLANNING AND RESEARCH’
D.Ce .~ LABOR AND INDUSTRY BUILDING, Pe O¢
© MF AVAILABLE IN VI-ERIC SET. ' 80X 359, TRENTON, NEW JERSEY 08625
JOB-GUIDE-35 ( FREE, UPON REQUEST)
DIVISION OF PLANNING AND RESEARCH, PUB DATE - 7$PR67 1P
& ABOR AND INDUSTRY BYILDING, Pe De
- BOX 359, TRENTON, NEW JERSEY 08625 DESCRIPTORS - *conpurga SCIENCE
(FREEy, UPON REQUEST) EDUCATION; JOB TRAININ
_PUE DATE = JUL67 17 . *0OCCUPATIONAL - INFORMAT ON;
” . *EMPLOYMENT OPPORTUNITIES ;-
DESCRIPTORS - *BUSINESS EDUCATIONg OCCUPATIONAL GUIDANCE ; VOCATIONAL
* JOB TRAINING:; *OCCUPATIONAL CUUNSELINGs EDUCATIONAL NEEDS;:
% - INFORMATION; *OCCUPATIONAL * INFORMATION SOURCES; *COMPUTER:
% GUIDANGE; *DATA PROCESSING ' . PROGRAMS

\ OCCUPATIONS; EMPLOYMENT IDENTIFIERS - NEH JERSEY

. OPPORTYNITIES; VOCATIONAL

COUNSELING.‘LDULATIONAL NEEDS ; ABSTRACT - PREPARED BY THE STATE
INFORMATION SOURCES; FFICE DEPARTMENT OF LABOR, THIS GWIDE IS

- OCCUPATIONS EDUCATIO COMPUTER ONE IN A SERIES DESIGNED TO PROVIDE
SCIENCE EDUCATION ' JQB INFORMATION RELATED
ICENTIFIERS .- NEW JERSEY . SPECIFICALLY TO NEW JERSEY. THIS ,

) - , . © PARTICULAR GUIDE CONCERNS COMPUTER .
ABSTRACT - PREPARED BY THE STATE PROGRAMMING. AN INTRODUCTION :
UEPARTMENT OF LABOR, THIS GUICE IS PROVIDING BACKGROUND IS FOLLOWED BY
ONE IN A SERIES DESIGNED TO PROVIDE INFORMATION ON: (1)  THE NATURE OF
JOB INFORMATION RELATED THE WORK,y (2) RELATED OCCUPATIONS,
.SPECIFICALLY TO NEW JERSEY. THIS ° '(3) WHERE THESE PEOPLE ARE -

PARTICULAR GUIDE CONCERNS THE , ' EMPLOYED, (4) PHYSICAL AND MENTAL
COMPUTER OPERATUR e AN INTRODUCT ION REQUIREMENTS, (5) WORKING
PROVIDING BACKGROUND IS FOLLOWED BY - . CONDITIONS, (6) WAGES, HOURS, AND

FORMATION ON: (1) THE NATURE OF .. . BENEFITS, (7) COSTS OF EDUCATION,
THE WORK, (2) RELATED OCCUPATIONS, . - (8) OPPORTUNITIES FOR ADVANCEMENT,
(3) WHERE THESE PEOPLE ARE (9) ORGANI ZATIONS AND (10) THE
EMPLOYED, (4) PHYSICAL AND MENTAL FUTURE OUTLOOK. A BRIEF STATEMENT
REQUIREMENTS, (5) WORKINg "EXPLAINING HOW TO BECOME A
CONDITIONS, (&) WAGES, :Eggs. AND- « PROGRAMMER INCLUDING INFORMATION

~ BENEFITS, (7)COSTS OF EDUCATION, REGARDING COLLEGES, BUSINESS

" (8) UPPORTUNITIES FOR ADVANCEMENT, SCHOOLS,  AND TECHNICAL INSTITUTES
(9) ORGANIZATIONS,y AND (1C) THE IS GIVENe SGURCES FOR ADDITIONAL
FUTWE OUTLOOK. A BRIEF STATEMENT INFORMATION ARE LISTED. (GEB)|
EXPLAINING HOW TGO BECOME A COMPUTER B a "
OPERATOR INCLUDING ON-THE-JOR VT 014 054
THRAINING, PUBLIC SCHOOLS AND '*ﬂrbwgkAL OFFICE CLERK. -
BUSINESS MACHINE SCHOOLS, AND , )
TECHNICAL INSTITUTES IS GIVEN. NEW JERSEY.STATE DEPT. OF LABOR AND
SOURCES FOR ADDITIONAL INFORMATION INDUSTRY, TRENTON. :
ARE LISTED. (JS)| o DEPARTMENT OF LABOR, WASHINGTON,

e . ) .C.

VT 014 044 . ' MF AVAILABLE IN VT=-ERIC SET. \;J
PROGKAMMER o . , © JOB GUIDE-61 '

o : DIVISION OF PLANNING AND RESEARCH'
NEW JERSEY STATE DEPT. OF LABOR AND LABROR AND INDUSTRY BUILDING, P. Oo -
INDUSTRY, TBENTON. DIV. OF" BOX 359, TRENTON, NEW JERSEY 08625
EMPLOYMENT SECURITY. (FREE, UPON REQUEST)

DEPARTMENT OF LABOR, HASHINGTON' PUB DATE - 0OCT6&9 20P..
Doc. ’ ' ' ! - -
Qo VA1€MBLE IN V- ERIC 551. DESCRIPTORS ~ *BUSINESS EDUCAT

\\ | , 24 o . .
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S0 TRAINING; *OCC‘.'TIONAL
GUIDANCE; VOCATIGNAL COUNSELING//—
EDUCATIONAL NEEDS; INFORMATION
SOURCES; *CLLRICAL WORKERS; *OFFICE
OCCUPATIONS EDUCATIONS v
*OCCUPAT IONAL EINFORMATION -
IDENTIFIERS - NEiW JERSEY

ABSTRACT - PREPARED BY THE STATE
.- DEPARTMENT OF LABUR,y THIS GUILE IS
ONE IN A SERIES DESIGNED TO PROVIDE
~ J0B8 INFORMATION RELATED
. SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
‘GENERAL OFFICE CLEKK. AN
INTRODUCTION PROVIDING BACKGRUUND
IS FOLLOWED BY INFORMATION ON: (1)
‘THE NATURE OF THE wORK, (2) RELATED
OCCUPATIONS, (3) WHERE THESE PEOPLE
ARE EMPLDOYED, (4) PHYSICAL AND
MENTAL REQUIREMENTS, (5) WOKKING
"CONDITIONS, #6) WAGES, HOURS AND
BENEFITS,y (7) COSTS OF, EOUCAT.ION,
(8) OPPORTUNITIES FOR ADVANCEHENTo
(9) ORGANIZATIONS AND (10) THE -~ . »
FUTURE QUTLOOK. A ‘BRIEF STATEMENT
EXPLAINING HOW TO BECOME ‘A GENERAL
OFFICE CLERK INCLUDING ON-THE-JO8
TRAINING,y EVENING CUURSES
GOVERNMENT FINANCED PROGRAMS IS
GIVEN. SOURCES FOR ADDITIONAL
"INFORMATION ARE LISTED.|
P .

vY 014 061 '
BOOKKEEPING-NACHINE OPERATOR.

NEW JERSEY STA1E DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIVe OF
EMPLOYMENT SECURITY.

DEPARTMENT OF LABOK, HASHINGTONo
D.c.

MF AVAILABLE IN VT~ ERIC SET.

JOB GUIDE-51 :

DIVISION OF PLANNING AND RESEARCHo
LABOR AND INDUSTRY BUILDING, Pe Oe
BOX 359, TRENTON, NEW JERSEY 08625
" (FREEy UPON REQUEST)
PUB DATE - NOV68 C15P ,
DESCRIPTORS — ®BUSINESS EDUCATION;
*UFFICE OCCUPATIONS ‘EDUCATION;

»* OCCUPATIONAL INFORMATION

- #*DCCUPATIONAL GUIDANCE: *OFFICE
MACHINES ; JOb TRAINING; EMPLOYMENT
OPPORTUNITIES;: VOCATIONAL .
COUNSELING; EDUCATIONAL NEEDS:
INFORMATION SOURCES; BOOKKEEPINb
IDENTIFIERS ~ NEW ‘JERSEY

DDJ-
ot

"ONE IN A SERIES DESIGNED TO PROVIDE

"** ARE EMPLDYED, (4) PHYSICAL AND

_*#0CCUPATIONAL GUIDANCE;

' IDENTIFIERS - NEW JERSEY

. 1
\- BUSINESS AND QFFI

a
e

ABSTRACK — PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS -

JOB INFORMATION RELATED
SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
BOOKKEEPING MACHINE OPERATOR. AN

"INTRODUCTION PROVIDING BACKGROUND

1S FOLLOWED 'BY INFORMATION ON: (1) g
THE\NATURE OF THE WORK, (2) RELATED '
OCCUPATIONS, (3) WHERE THESE PEOPLE
MENTAL REQUIREMENTS, (5) WORKING
CONDITIONSS (6) WAGES, HOURS, AND _
BENEFITS, (7) COSTS OF EDUGATION, E
t8).0PPORTUNITIES FOR ADVANCEMENT y.s i
(9) ORGANIZATIONS, AND (10) -THE ~ ™
FUTURE OUTLOOK. A BRIEF STATEMENT
EXPLAINING HOW TO BECOME A
BO00KKEEPING-MACHINE OPERATOR
INCLUDING THE PRIVATE BUSINESS .
SCHOOYL, PROGRAMS IS GIVEN. SOURCES
FOR ADDITIONAL INFORMATION ARE:
LISTED. (JS) I ‘

VT Ol4 062
BOOKKEEPER.
A

NEW JERSEY :STATE DEPT. OF LABOR ANﬁ
I'NDUSTRY, TRENTGN., DIV. OF
EMPLOYMENT SECURLITY.

DEPARTMENT OF LA Ro WASHINGTON,y —
D.C. ~N b . ’
MF AVAIL E IN VT-ERIC BET,

JOB GUIDENPO
DIVISION OF PLANNING AND RESEARCH, -
LABOR AND INDUSTRY BUILDINGy Pe Os
BOX <359, TRENTON, NEW JERSEY 08625
(FREE, UPON REQUEST) .
PUB DATE -  SEP68 15P. o

DESCRIPTORS — *BUSINESS EDUCATION;
#*0CCUPATIONAL INFORMATION;

; *OFFICE
DCCUPATIONS EDUCATION;

*BOOKKEEP ING; ACCOUNTING;
INFORMATION SOURCES; EDUCATIONAL
NEEDS ; VOCATIONAL COUNSELINGS
EMPLOYMENT OPPORTUNITIES; JOB.

TRA INING

ABSTRACY - PREPARED BY THE STATE .
DEPARTMENT OF LABOR, THIS GUIDE IS

ONE IN A SERIES DESIGNED TD PROVIDE
JOB INFORMATION RELATED. : ‘
SPECIFICALLY, TO NEW JERSEY. THIS

7/
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! . o : . - . v 'y ) ,
PARTICULAR GUIpE CSNCERNS THE : (2) TQ SERVF AS A GUIDE FOR N
BOOKKEEPER « AN INTRODUCTION REVIEWING AND IMPROVING, EXISTING
FROVIDING RACKGROUND IS FOULLOWED BY LOOPERATIVE OFFICE EDUCATION
INFORMATION ON: (1) THE NATURE OF PROGRAMS. THE NOTEBOOK .1IS$ DESIGNED
THE WORK, (2:) RELATLD occupmmns(&h 4. IN A COLOR CODED, LOOSE~LEAF FORMAT ™
t3) WHERE THt SF PEOPLE ARE , 70 PROVIDE FLEXIBILITY IN UTILIZING
'EMPLOYED, (&) PHYSICAL AND MENTAL . THE SERIES OF CHECKLISTS AND FORMS
REQUIREMENTS, ¢5) WORKING . WHIGH IT CONTAINS. SECTIONS OF THE ,
CUNDITIONS, (6) WAGESy HOURS, AND HANOBOOK INCLUDE: (1) PHASE 1 - -
BENEFITS, (7) COSTS OF EDUCATION,/) DEVELOPMENT OF PROGRAM GOALS, (2)

(&) OPPORTUNITIES FOR ADVANLEMENTY, PHASE I1 — DEVELOPMENT AND REVIEW
(9) DRGANIZATIONS, AND (10) THE PROCEDURES FOR NEW AND ON-GOING
FUTURE OUTLOOK. A BRIEF S1ATEHE - PROGRAMS, (3) PHASE T1II -
.,  EXPLAINING HOW TO BECOME A - Pl - . DEVELOPMENT OF CKITERIA-FOR
' BOOKKEEPER INCLUDING ON-aHE-Jne SELECTION OF STUDENT-LEARNERS, (4) -
TKAINING, HIGH SCHOOLS, EMENING PHASE IV - SELECTION OF STUDENT-
COUKSESy AND PRIVATE BUSINESS . - LEARNERS, AND (5) PHASE V ="
'SCHOOLS IS GIVEN. -SUURCES FOR DI VELOPMENT OF CRITERIA FOR
A[DIYIONAL 1nﬁpnnavxo~ ARE LISTED. - SELECTION OF TRAINING SYATIONS.
tJs)i S : 01H$§5Q§CTION< OF THE MANUAL
e . _ . "PERYXIN TO LABOR LAw REQUIREMENTS
VYT Olé 156 . o AND STATE BOARD OF ‘EDUCATION FORMS -
ATWODDs DALE ‘De;SLAATEN, DORIS .. . AND REGULATIONS..ALSO INCLUDE"ARE ,
VOCAT TONAL OFFICE FLUCATION FOR A GLOSSARY AND A BIBLIOGRAPV .
. TOMORROW 'S WORLDe A MANUAL FOR . ( .tKUTHOR/JS)a
 NORTH. DAKOTA VOCATIONAL OFFICt : o -
ECUCATION COORDINATORS. _ VT 014 zoo ED 056 227 .
(] L GUEIDELINES “TO INITIATE AND’ TE
NORTH DAKOTA STATE BOARD FOR - . A COOPERATIVE VOCATIONAL eD U ON'
VOCATIONAL EDUCATION, BISMARCK. __ PROGRAM.
"OFFICE -OF EDUCATION (DHEH)v ' :
,  WASHINGT ONy. 8.C. - PENNSYtVANIA;STATE DEPT. OF
MF AVAILAege IN VT-ERIC SLT. , . "EDUCATION, HARRISBURGe. BUREAU OF
RESEARCH COOKDINATING UNIT, - STATE ~ VOCATIONAL, TECHNICAL AND )
EOARD FOR VOCATIONAL EDUCATION, - ~  CONTINUING EDUCATION.
STATE OFFICE BUILDING, 900 EAST  ELRS PRICE MF-$0.65 HC=-$3.29.
v« PBOULEVARD, BISMARCK, NORTH DAKOTA . PUB DATE - 71 - 83P.
56501 (FREE) ' " ' . o
pua DATE - JUNT1 #7¢, - - DESCRIPTORS - *VOCATIONAL )
i, " EDUCATION; *COOPERATIVE EDUCATION;
DESCRIPTORS - *BUSINESS ECUCATION; *PROGRAM PLANNING:; *PROGRAM
*OFFIGE ‘JCCUPATIONS EDUCATION ; : DEVELOPMENT; GUIDELINES ;. #MANUALS;
COOPERATIVE EDUCATION;. *INSTRUCTOR ADMINISTRATIVE ORGANIZATION;
COORDINATORS; RESOURCE MATERIALSS " EMPLOYMENT PRACTICES; FINANCIAL
P ROGRAM CEVELOPMENT; *CHECK LISTS; SUPPORT; RECORDS (FORMS); SECONDARY .
GUICELINES: STUCENT PLACEMENT; ' GRADES
'VOCATIONAL EDUCATION; RECORDS .
{ FORMS) ; *MANUALS; PROGRAM ABSTRACT - PREPARED BY THE STATE
EVALUATION : DEPARTMENT OF VOCATIONAL EDUCATION,
L . THIS HANDBOOK IS FOR SCHOOL :
ABSTRACT - PREPARED BY RUSINESS ADMINISTRATORS, COORDINATORS AND
tDUCATORS, THIS HANDBOOK WAS TEACHERS TO USE IN PLANNING,
DEVELOPED T SERVE THE OFFICE ESTABLISHING AND CONDUCTING
EDUCATION COORDINATOR IN TWO WAYS: COOPERATIVE VOCATIONAL EDUCATION
{1) TO PROVIDE A REFERENCE HANDBOOK PROGRAMS. THE BASIC PURPOSE OF THE
"FOR THE BEGINNING COORDINATUR IN COOPERATIVE PROGRAM IS TO PROVIDE
OEVELOPING A NEW PROGRAM. IN . OCCUPATIONAL TRAINING THROUGH THE
rnnDERAT!VE OFFICE EDUCATION, AND USE OF BUSINESS AND INDUSTRIAL
- o _

26




.PROGRAM GUIDELINLS,

”FINANCING THE PROGRAM,

“EVALUATION. INFORMATION CONCERNING
PROCEU S AND SAMPLE FORMS IS

'CUMMITTEE,

CCOMPREHENSION,
" MATHEMATICS,

18

CONCERNS. PROBLEME CONNECTEL WITH
SUCH A PKOGRAM INCLUDE: (1) PROGRAM
ORGANIZATION AND ESTABLISHMENT, (2)
(3) LANW,
AND REGULATIUNS FOR EMPLOYMENT,
ADMINISTRATION AND SUPERV ISION,
ANG (6)

(4)
(5)

(GeBY

A PPEND

VT 014 262
IMPROVING CLERICAL OFFICE SKILLS. A
SUGGE STED ADULT BUSINESS EDUCATION

COURSE . s

NEW YORK STATE FDUCATION DEPT.,
ALBANY. bBUREAU OF CONTINUING
EDUCATION CURRICULUM DEVELOPMENT.
MF AVAILABLE IN VT-ERIC SET.
PUBLICATIONS DISTRIBUTION UNIT,
STATE EDUCATION DEPARTMENT, ALBANY,
NEW YORK 12224 '
PUB DATE - 71 72P.
DESCRIPTORS — *ADULT FDUCATION;
*OFFICE OCCUPATIONS EDUCATION;
*CLERICAL WORKERS; *BUSINESS
EDUCATION; INSTRUCTIONAL MATERIALS;
RESOURCE MATFRIALS; *TEACHING
GUIDES; EDUCATIONAL OBJECTIVES;
TEACHING TECHNIQUES. COURSE LONTENT

ABSTRACT - PREPARED WITH THE -
ASSISTANCE OF AN ADVISORY

THIS TEACHING GUIDE WAS
DEVELOPED FOR USE IN AN ADLULT

.CLERICAL EDULATION PROGRAM.

ARRANGED IN QUTLINE FORMAT, THE 10 -
LESSONS TREAT SUCH TOPICS AS: (1)
GRAMMAR AND LANGUAGE SKILLS, (2)
SPELLING,y (3) VOCABULARY
IMPROVEMENT, (4) READING

(5) OFFICE

(6) FILING SKILLS,
TELEPHONE TECHNIQUESy (8) BUSINESS
MACHINES, (9) TECHNIQUES FOR

F INDING EMPLOYMENT, AND
TAKE A CIVIL SERVICE EXAMINATION.
EACH OF THE 2-HOUR: LESSONS ALSO
INCLUDE CONTENT OUFLINE, CONTENT
DETAILS AND TEACHING TIPS, AND
EDUCATIONAL OBJECTIVES. TYPING IS
R ECOMMENDED AS A PRE- -REQUISITL.
(JS)

VT Ol4 336
EELINES~~COOPERATIVE

27

RULES, .

THE °

- EDUCATION PROGRAMS MAY BE USED,

. WPARTICIPATION,

(1)

" DOCUMENT.,
(10) HOw 10

S.C. VOCATIONAL EDUCATION MEDT A

3

BUSINESS AND OFFICE

«

OCCUPATIONAL~- VDCATI AL EDUCATION
AND WORK=STUDY PKROGRAMS.

DELAWARE STATE DEPT. OF PUBLIC
INSTRUCTION, DOVERe DIV, OF CAREER
EDUCATION. - '

MF AVAILABLE IN VT—ERIC SET.
cover-1

PUB DATE - 15SEPT70 123P.

DESCRIPTORS = #VOCATIONAL
EDUCATIONS *CONPERATIVE EDUCATION;
*PROGRAM DEVELOPMENT; *GUIDELINESS
PROGRAM IMPROVEMENT; *WORK STUDY

P KOGRAMS; PROGRAM ADMINISTRATION;
CHILD LABOR LAWS; RESOU

MATERIALS ; SCHOOL INDU
RELAT'ONSHIP; VOCATIONAL LOUNSELING

ABSTRACT =~ IN kN EFFORT ¥O .~

t NCOURAGE THE DEVFLOPMENT OF
ADDITIONAL COOPERATIVE EDUCATION

AND WORK-STUDY PROGRAMS, THESE :
GUIDELINES WERE PREPARED FOR USE RY
ADMINISTRATORS, COORDINATORS,
COUNSELORSy AND TEACHERS. i
INFORMATION CONCERNING COOPERATIVE -
EDUCATION PROGRAMS CQOVER TOPICS ‘
SUCH AS: (1) WHERE COOPERATIVE

A2)
EMPLOYER BENEFITS, (3)_INDUSTRY'S
ROLE, (4) STUDENT TRANSPORTATIONv
AND (5) CHILD LABOR LAWS.
INFORMATION PROVIDED. ON NORK-STUDY
PROGRAMS INCLUDES: (1) TYPE OF WORK
STUDENT MAY PERFORM, (2) STUDENT
(3) LIMITATIONS~
AND (4)

HOURS ANL COMPENSATION, ‘
THE

SUPERVISION AND COORDINATION.
APPENDIX PKOVIDES RESOURCE
MATERIALS SUCH AS FORMS FOR
TRAINING AGREEMENTS, EMPLOYER

.FOLLOW-UP, AND EMPLOYER AND STUDENT
"REPORTS.

A GUIDE TO CHILD LABOR
PROVISIONS OF THE FAIR LABOR
STANDARDS ACT IS BOUND WITHIN THE
J4syi

VT 014 345

JAMESON, ANNE H.

- SUGGESTIONS FOR A PLAN OF ROTATION

TEACHERS® -

SOUTH CAROLINA STATE DEPT. OF
EDUCATION, CDLUMBIA. OFFICE
GCCUPATIONS SECTION«3CELEMSON UNIV.,

FOR OFFICE PRACTICE.
MANUAL.
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—CENTERS ' T DISTRIBUTIVE EDUCATION (DF)-FILE
MF AVAILABLY IN VI-ERIC SiTe .- . INDFXe THE INDEX IS BASED ON A
OCATIONAL EGUCATION MEDIA CENTER, NUMERICAL SYSTEM OF 1000 AND
CLEMSON UNIVERSITY, CLEMSON, SOUTH INCLUDES 16 MAJOR SECTIONS AMONG
CAROLINA ($1.00) o WHICH ARE: (1) 000 ADMINISTRATION,
PUB DATE - 71 45P. (z) 100 DECA, (3) 200 RECORDS AND
_ " ORIENTATION, (4) 300 SALESMANSHIP,
DESCRIPTORS - *BUSINESS EDUCATION; (5) 700 MERCHANDISING, (6) 750
« ®OFFICE PRACTICE; *OFFICE PROCUCT INFORMATIONs AND (7) 850
OCCUPATIONS EDUCATION; *MANUALS LOCATION AND LAYOUT. ALSO INCLUDED
SECONDARY EDUCATION; AREA "ARE INSTRUCTIDNS FOR USING THE’
VUCAY IONAL SCHOOLS: *ROTATION _INDEX AND SHEETS OF FILE FOLDER
PLANS 3 RESOURCE MATERIALS; ~LABELS. Yus)| | _
EDUCATIONAL PLANNING; EDUCATIONAL . ‘
OBJECTIVES * VT 014 362
4 a : EVANS, BENNIE N., COMP.
ABSTRACT - DEVELOPED BY A HIGH > ALMOSY THREE DOZEN BULLETIN BOARD
SCHOOL OFFELCE PRACTICE TEACHER, IUEAS FOR BUSINESS EDUCATION.
THIS MANUA® DESCRIRES A PLAN OF ' .
ROTATING STUDENTS THROUGH A SERIES MISSISSIPPI RESEARCH COORDINATING
OF CLASSROOM EXPERIENCESe. USEFUL IN UNIT FOR VOCATIONAL-TECHNICAL
A VOCATIONAL BUSINESS EDUCATION EDUCATION, STATE
PROGR AM, THE MANUAL INCLUDES _ COLLEGE.;MISSISSIPPI STATE DEPTe OF
SECTIONS -ON: (1) GENERAL DBJECTI s tDUCATION, JACKSON., DIV. OF
FOR 'THE ROTATION UNIT OF WORK, VOCATIONAL AND TECHNICAL EDUCATEEN..
EGUIPMENT, (3) SUPPLIES, (4) - MF AYAILABLE IN VT-ERIC SET. ¥
PERSONNEL, (5) SUGGESTIONS FOR THE PUB DATE - 71 3aop,
'PREPAKATIUN OF THE ROTATION CHART, ‘ :
(6) PROJECT INSTRULTIONS T0 BE DESCRIPTORS - *BUSINESS EDUCATION;
GIVEN TO STUDENTS, AND (7) OPTIONAL *RESOURCE MATERIALS; INSTRUCTIONAL
EXERCISES FOK FOLLOW=UP. (JS)I| MATERIALS; *BULLETIN BOARDS; :
P ' *MANUALS; *OFFICE OCCUPATIONS
VT Ol4 349 & . EDUCATION ;" TYPEWRITINGS C
NEWSOME, HAROLD Jey AND OTHERS STENOGRAPHY; DATA PROCESSING;
FILING==-THE KEY TO BETTER ) BOOKKEFPING; TEACHER EDUCATION
OKGANIZATION FOR TEACHING MARKETING® ' : ; :
. AND DISTRIBUTION. . ARSTRACT - DEVELOPED BY PROSPECTIVE
' BUSINESS EDUCAYION TEACMERS, TMIS
SOUTH CAROLINA STATE DEPT. OF DOCUMENT PRESENTS BULLETIN BOARD
EDUCATION, COLUMBIAe. DISTRIBUTIVE - IDEAS FOR USE IN: (1) TYPEWRITING,
EDUCATION SECTION.;CLEMSON UNIV., (2) SHORTHAND, (3) BOOKKEEPING, ()
S<C. VOCATIONAL EDUCATION MEDIA FILINGy, (5) DATA PROCESSING, (6)
CENTER, STUDENT TEACHING, AND (7) RELATED -
MF AVAILABLE IN VT-FRIC SET. COURSES.. EACH BULLETIN BOARD IDEA
VOCAT IONAL EDUCATION MEDIA CENTER, IS PRESENTED GRAPHICALLY AND
CLEMSON UNIVERSITY, CLEMSON, SOUTH INCLUDES A STATEMENT OF PURPOSE AND
CAROLINA 29631 ($5.00) - ALIST OF MATERIALS NEEDED FOR
PUB DATE - - 70 T0P. N CONSTRUCTION. (JS)|
DESCRIPTORS - *DISTRIBUTIVE ‘ VT 014 390
e cUGEMIN; RE SOURCE MAT.ERIALS : JARRELL, DAISY Rey COMP, .
*FILING; INFORMATION SYSTEMS; | ~ START GETTING THAT JOB NOW; A
% INFORMATION STORAGE; *INFORMAT.ION VOCATIONAL .GUIDANCE HANDBOOK,
QR}:TRI&VAL: *(ORGANIZAT ION; INDEXING APPENDIX Z TO ANNUAL INTERIM
: ' N ~ REPORTe
ABSTRACT - USEFUL IN ORGANIZING AND : ,
"RETRIEVING TEACHER MATERIALS, THIS MEMPHIS CITY SCHOOL SYSTEM,
DAFKAGE PROVIDES INFORMATION (N A TENN. MEMPHIS COMMUNITY LEARNING

28
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TOFFICE  OF EDUCATION.

20
LABey TENN,.
tOHEW)y
MF AVAILABLE IN VY-tRIC StT.
"PUB DATE - ND 31P,

DESCRIPTORS - *VOCATIONAL
COUNSELING; *OCCUPATIONAL
- INFORMATION; *MANUALS; RE SOURCE

MATERIALS; *OCCUPATIOMAL GUIDANCE:

EMPLOYMENT INTERVIEWS; EMPLOYMENT
QUALIFICATIUNQ‘ *JOB APPLICATION

ABSTRACT - BASED ON INFORMATION
TAKEN FROM THE WYOQu AND YOUR JOb
SERIES", THIS GUIDANCE HANDBOOK WAS
PREPAKED TO ASSIST STUDENTS IN
UNDERSTANDING THE EMPLOYMENT
PROCESS AND THE ROLE OF AN
EMPLOYEE. THLC HANDBOOK IS WRITTEN
IN CLEAR,y CONCISE LANGUAGE' AND
COVERS TOPICS SUCH AS: (1) SOME
INFOKMATION ON JOB FIELDS AND THEIR
FUTUKE, (2) LEARNING JOB SKILLS,
(3) HOW YDU SHOULD LOOK, (4)

GLTTING THERE, (5) WOKDS AND
"PHRASES TO KiNOWy (6) SAMPLE
APPLICATION BLANK, (7) THE
INTERVIEW, (8) GETTING ALONG WITH
THE BOSS, (9) UNIONS AND~YOU, AND
(10) YOU AND YOURSELF. DEVELUPED AS

APPENDIX Z- TO AN ANNUAL INTERIM
REPORT, THE HANDBOOK ALSO INCLUDES
A SAMPLE APPLICATION BLANKes RELATED
DOCUMENTS ARE AVAILABLE AS VT 014

391 AND VT 014 392 (ALSO IN THIS

. ISSUE), AND VT (l4 388 AND VT 0Ol4
389 (IN ARM VOL. 5y NO. 3)e (JS)|

VT 014 392

THE GENEKAL CO-0P CURRICULUM FOR
JUNIOR AND SENIOR HIGH SCHOOL Se

- COURSE OF STUDY OF GENERAL
COOPERATIVE EDUCATION. APPENDIX Y
TO ANNUA L, INTERIM REPORT, )

MEMPHIS CITY SCHOOL SYSTEM, TENN.
OIVe OF VOCATIONAL EDUCATION.
OFFICE OF EDUCATION (DHEW),
WASHINGTGON, D.Ce )

MF AVAILABLE IN VT=ERIC SET.
0EC-0-70-5181%

PUB DATE. -  JAN71 211Pe

- . . /2

- DESCRIPTORS - #COOPERATIVE

" EDUCATION; *OCCUPATIONAL
INFORMATION; CAREER PLANNING;
JUNIOR HIGH scnogLs; SENIOR HIGH

<

Q
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*CURRICULUM GUIDES;

. OBJECTIVES;

., STUDENT.
LESSON PLAN FORM AND A STUDENT ,

BUSINESS AND OFFICE

SCHOOLS: SECONDARY EDUCAT ION;
RESOURCE MATERIALS; EDUCATIONAL
*COURSE CONTENT
*0CCUPATIONAL
CONSUMER

/ i
ABSTRACT - DEVELOPED AS PART OF THE
JUNIOR AND SENIOR HIGH PHASES OF
THE SPAN PROJECT (SYSTEMS PROGRAM
APPROACHING NON=-UNEMPLOYMENT OF
VOCATIONAL STUDENTS), THIS
CURRICULUM GUIDE’ WAS PREPARED TO
AID THE TEACHER~=COORDINATOR IN
PRESENTING GENERAL EMPLOYMENT
INFORMATION. ARRANGED IN EIGHT
UNITS INFORMATION IS PROVIDED ON:
(1) ORIENTATION TO COOPERATIVE
EDUCATION, (2) GETTING THAT JOB,
(3) YOU AND YOUR ATTITUDE, (4)
GENERAL SAFETY, (5) ORGANIZATIONS
FOR LABOR AND MANAGEMENT, (6) TAXES
AND SOCIAL SECURETY, (7) USING YOUR
MONEY WISELY, AND (8) YOU AND YOUR
CAREERe ALSO INCLUDED ARE GENERAL
OBJECTIVES, REFERENCES, A COURSE
OUTLINE, AND A MESSAGE TO THE
THE APPENDIX INCLUDES A

TEACHING TECHNIQUES;
GUIDANCE; ECONOMICS;
ECONOMICS -

EVALUATION FORMe THIS COLOR-CODED
GUIDE WAS FIELD TESTED DURING THE
SECONC SEMESTER OF. THE 1970-71
SCHOOL YEAR. RELATED DOCUMENTS ARE
AVAILABLE AS VT 014 391 AND VT 014
390 (ALSO IN THIS ISSUE) AND VT 014
388 AND VT 014 389 {IN'ARM VOL, 5

NOe 3)e (JS)I
VT 014 415 ED 058 417
JOHNSON, RONALD De.

PLANNING THE IMPLEMENTATION OF A
BUSINESS EDUCATION LEARNING SYSTEM.:
PROGRAMMED INSTRUCTIONAL MATERIALS
AVAILABLE FOR POSSIBLE USE IN A-
EUSINESS EDUCATION LEARNING SYSTEM.
A SUPPLEMENT TO THE FINAL REPORT.

TEXAS TECH UNIVe., LUBBOCK. DEPT. OF
BUSINESS ECUCATION.

TEXAS EDUCATION AGENCY, AUSTIN,
DIVe OF OCCUPATIONAL RESEARCH AND
DEVELOPMENT

EDRS PRICE MF-30.65 HC~$3029.

PUB DATE - &pL?l 37P.

DESCRIPTORS - *BUSINESS EDUCATION;
INSTRUCTIONAL MATERIALS; -

TFACHER ROLES ~
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L] ' .
INSTRUCT JONAL MEDIA; *EDUCATIONAL

T EQUIPMENT; #PROGRAMED MATiRIALS; ~  “ABSTRACT - PREPARED FOR THE =~ 7
NSTRUCTIONAL FILMS; *RESCURCE COMMUNITY UNIT SCHOOLS, THIS ‘
GUIDES; *RIBLIOGRAPHIES; DOCUMENT CONTAINS OUTLINES FOR
EDUCATIONAL RESOURCES; LEARNING BUSINESS EDUCATION, HOME ECONOMICS'
LABORATORIES; POST SECLONDARY " INDUSTRIAL ARTS, DIVERSIFIED
EOUCATION; St CONDARY EDUCATION OCCUPATIONS, AND AGRICULTURAL
ICENTIFIEKS - *RUSINESS ECUCATION EDUCATION COURSESe UNDER BUSINESS
LEARNING SYSTEM; BELS ' . EDUCATION, SPECIFIC OBJECTIVES. AR
- ” : STATED FOR: (1) OFFICE OCCUPATIONS,
ABSTRACT -~ THIS INVENTORY OF . (2) SHORTHAND 1 AND II,: (3)
"PROGRAMED INSTRUCTIONAL MATERIALS DISTRIBUTIVE EDUCATION, (&)
USEFUL IN BUSINESS EDUCATION OCCUPATIONS, (5) BOOKKEEPING, (p)
SETTINGS WAS DEVELOPEL SPECIFICALLY CONSUMER PRUBLEMS, (7) TYPING I\AND
FUR THE BUSINESS EDUCATION LEARNING IIs (8) BUSINESS MACHINES, (9)
SYSTEM (BELS)y AND IS DIVIDED INTO OFFICE PRACTICE, (10) GENERAL
SECTIONS ON: (1) SOFTWARE, (2) BUSINESS, (11) JUNIOR HIGH TYPING,
SOFTWARE WITH ACCOMPANYING AND (12) CLERICAL RECORD KEEPING.
yHARDWARE s AND (3) HARDWARE. ITEMS . FOR HOME ECONOMICS, A COURSE
AN THE SOFTWARE INVENTORY ARE '~ DESCRIPTION, METHOD OF EVALUATION,
ARRANGED BY BUSINESS SUBJECT AREAS GENERAL OBJECTIVES, AND COURSE
. AND INCLUDE TAPES AND PROGRAMED ' OUTLINE ARE GIVEN FOR COURSES
TEXTBOOKS. THE SECOND SECTION OFFERED IN GRADES 7 THROUGH 12,
INCLUDES INSTRUCT IONAL MEDIA SUCH INDUSTRIAL ARTS COURSES OUTLINED
AS A 30-LESSON FILMSTRIP SERIES ON INCLUDE: (1) GENERAL WOODS I, (2)
ENGLISH-COMMUNICATION SKILLS WHICH POWER MECHANICS, AND (3) CABINET
IS ACCOMPANIED BY A TT-33 PROGRAMED MAKING. LISTS OF POSSIBLE
‘PRDJFCTOR. LISTED IN THE HARDWARE OCCUPATIONS AND. SUGGESTED RELATED
SECTION ARE SULH ITEMS AS A: (1) MATERTAL ARE PROVIDED FOR THE
PACERECORDER AND PACER,y (2) DIVERSIFIED OCCUPATIONS COURSE e« THE
CASSETTE PLAYER, (3) CASSETTE ‘ AGRICULTURE CURRICULUM OUTL INE
LISTENING CENTER,y (4) PORV=-A- INCLUDES: (1) MECHANICAL DRAWING,
CARRELy (5) AUDIO-TUTORIAL EAKNING (2) ARCHITECTURAL DRAWING, (3)
CENTER, AND {6). CUSTOM ELECTRONIC ELECTRICITY-ELECTRONICS ¢ (4) ,
CLASSROOM. PRICE AND AVAILABILITY AGRICULTURE OCCUPATIONS I THROUGH
INFORMATION AKE PROVIDED FOR CACH IVe AND (5) AN ADULT PROGRAM IN

TTEM. IN THE INVENTORY. A RELATED - AGRICULTUKE. (GEB)I
DOGCUMENT IS AVAILABLE AS VT 014 414

tARM VOL. 54 NO. 3). (JS) . VT 014 496
, BUSINESS EDUCATION CURRICULUM
- VT Ol4 485 GUIDE,
VOCATIONAL EDUCATION. // | S
KOKOMO=CENTER TOWNSHIP CONSOLIDATED
MAKSHALL COMMUNITY UNIT SCHOOLS ~© SCHOOL CORPe, INDe DEPT. OF v
ILL. ) BUSINESS AND OFFICE EDUCATION,
MF AVAILARLE IN VT- ERIC SEVe MF AVAILABLE IN VY=ERIC SET.
.PUB DATE - 70 56P «1969-1970 KOKOMUO-CENTER TOWNSHIP
RLVISION, : o CONSOLIDATEDy SCHOOL CORPORATION,

. , ' , ADMINISTRATION B(DG.y .100 WEST
DESCRIPTORS - VOCATIONAL £DUCATION; LINCOLN ROADs KOk@MO, INDIANA 46901
*RUSINESS "EDUCATION; *AGRICUL TURAL ($1.0C)

EODUCATION; *INDUSTRIAL ARTS: *HOME PUB DATE =~ ND . 112P,
ECONOMICS; IMSTRUCTIONAL MATERIALS; -~ - - . -~ | : R
.rDUCATmNAL ObJECTIVES; *(LURRICULUM DESCRIPTORS ~ *BUSINESS EDUCATION;

GUIDES; COURSE OBJECTIVFS; COURSE *(OURSE CONTENT; COURSE .
CONTENT ' ORGANIZATION; *CURRICULUM GUIDES;
ILENTIFIERS - *LIVERSIFIED o PROGRAM DESCRIPTIONS; *OFFICE
DCCUPATIONS : DCCUPATIONS EDUCATION; COOPERATIVE
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EDUCATION. DISIRIBUTIVE ELUCATIONS
- SECONDARY EDUCATEION; EDUCATIONAL

OBJECTIVESS COURSE OBJECT IVES;

1vpeqy1rknc. ACCOUNTINGS 9

S TENOGRAPHY ; ﬁbustEss ENGLISH,

*RESOURGE u&!rs )
ABSTRACT -.1u15 DOCUMENT nUTLINES
THE COURSES WHICH REPRESENT THE
BUSINESS EDUCATION CURRICULUM AT
KIGKOMO \HIGH SCHOOL. IN ADDIFION .TQ
OUTLINING SUBJECT MATTER; THE GUIDE
_JDENTIFIES 1 XTBOOKS U%EU#*COURS&
"OBJECTIVES y*LOURSE CREDITY
9R£R&QUISIM£
AND REFERENCE MATERIALS. COURSES
OUTLINED INCLUDLZ (1) BUOKKEEPING
I, II, 1II, IV, (2) BUSINESS ’
ARITHMETIC, (3) BUSINESS ENGL ISH,
{4) CLERICAL PRACTICE I AND 11,
GENERAL BUSINESS I AND IX, (6)
SHORTHAND I, Il III, (7) TYPING I,
I1, III, IV, AND (8) INTRODUCTION
TO DATA PROCESSINGe CURRICULUMS ARE
ALSO SUGGESTED FOR THE STENODGRAPHIC
STUDENT, THE CLERICAL STULENT, THE -
BOOKKEEPING STULENT, AND THE
DISTRIBUTIVE EGUCATION STUDENT.

(J3S)i

VT O14.503 .
PREREQUISITES AND BEHAVIORAL
OBJECTIVES FOR COURSES TAUGHT AT
GARFIELD HIGH SCHOOL.

GARFIELD HIGH SCHOOL.
MF AVAILAELE IN VT-ERIC SeT.
PUB UATE - ND 416P.

DESCRIPTORS - *CURRICULUM GUIDESS
*BEHAVIORAL OBJECTIVES; SECONDARY
GRADES; *GRADUATION REQUIREMENTS;
#*ACADEMIC STANDARDS; LANGUAGE ARTSS
L ANGUAGE S; MUSIC; ART; BUSINESS
ECUCATION; MATHEMATICSS HOUME
ECONOMICS EDUCATION; INDUSTRIAL
ARTS; SCIENCES; CAREER.
OPPORTUNITIES ;- SOCIAL STUDIESS
PHYSICAL EDUCATION; *COURSE
DESCRIPTIUNS

IDENTIFIERS - GARFIELD HIGH SCHOOL

ABSTRACT - THE MAIN OBJFCTIVES of
T THEGARFIELD HIGH -SCHODL— s
EOUCATIONAL PROGRAM ARE TO PREPARf
THE GRADUATE FOR EFFECTIVE )
CITIZENSHIP THROUGH GENERA}L -
EDUCATION AND TO PROVIDE j WITH A

s -COURSE KEQUIREMENTS '

(5)
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" FOR COLLEGE ENTRANCE AND SUCCESS.

- AT-THE_IRAINING INSTe FOR _TEACHERS

BUSINESS AND.OFFICE.

SALEABLE SKML.L AND/UR THOSE
PERFORMANCE OBJECTIVES NECESSARY . .

THIS MANUAL PRESENTS THE
PREREQUISITES AND BEHAVIORAL
OBJECTIVES FOR EACH COURSE TAUGHT
AT GARFIELD HIGH. COURSES OUTLINES
AKE: (1) LANGUAGE ARTS, INCLUDING
DRAMA, MINORITIES LITERATURE,
NEWSWRITING, DEBATE, HUMANITIES,

AND WRITING LAB,y (2) FOREIGN =
LANGUAGES, (3) MUSIC, INCLUDING

AFRICAN-AMERICAN AND INSTRUMENTAL
MUSIC,

{4) ARTy INCLUDING FASHION,
ILLUSTRATIONy TEXTILES, -
PHOTOGRAPHY, CERAMICS AND JEHELRY,
(5)‘ﬁusxusss EDUCATION, INCLUDING .
BUSINESS ARITHMETIC AND, ENGLISHo ’
ACCOUNTING, TYPINGy OFF ICE

PRACTICE, BUSINESS LAW, SHORTHAND,.
AND RETAILING, (6) HOME AND FAMILY Y
LIVING, INCLUDING MEAL AND CLOTWIN
MANAGEMENT, HOME FURNISHING, HUMMY"
DE VELOPMENT AND CONSUMER ECONDHIQ&v
(7) MATHEMATICS, ALL AREAS, (8) '
INDUSTRIAL ARTS, INCLUDING o
WOODWORKINGy ELECTRICITY, TECHNICAL
DRAWING, AND AUTOMOTIVE '
APPLICATION, (9) SCIENCE, INCLUDING
BI10LOGY, CHEMISTRY, AND PHYSICS,
(10) CAREER OPPORTUNITIES PROGRAM,
INCLUDING COSMETOLOGY, DRY
CLEANINGs AND HEALTH OCCUPATIONS, -
({11) SOCIAL STUDIES, AND (12)
PHYSICAL EDUCATION.- ADDITIONAL
PERTINENT INFORMATION SUCH AS
COURSE PROCEDURESy UNITS,; TASKS,
AND MATERIALS ARE APPENDED.. (AW)

VT 014 522
INSTRUCMONAL MATERIALS VOCATIONAL-
KELATED MATHe COORDINATED
VOCATIONAL EDUCATION TRAINING,
PKELIMINARY DRAFT.

OKLAHOMA STATE DEPYT. OF VOCATIONAL -
AND TECHNICAL EDUCATION,

"STILLWATER. CURRICULUM AND

INSTRUCTIONAL MATERIALS CENTERe.
OFFICE OF EDUCATIDN .(DHEW),
WASHINGTON, D.C% -

MF AVAILABLE IN VT-ERIC SET.

PUB DATE ~ " JULT 352P. PREPARED

OF THE HANDICAPPED (DURANT,

OKLA.
JULY 5=~169 1971) '

DESCRIPTORS = MATHEMATICS
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MATERIALS; *MATHEMATICAL CONCEPTS;

~ e W YOCATIONAL CGUCATION;

* INSTRUCTIONAL MATFRIALS;
*WORKBOOKS; STUDY GUILES; TEACHING
GUIDES; *EDUCATIONAL OBJECLTIVFES;
TEXTBOOK ASSIGNMENTYSS .
INDIVIDUALIZED INSTRUCTION; TESTSS
ANSWER KEYS; HANDICAPPED STUDENTS

- ABSTRACT - PREPARED DURING A
TRAINING INSTITUTE FOR TEACHERS OF
THE HANDICAPPID, THIS WORKBOOK WAS
CESIGNED FOR STUDENTS AND
INSTRUCTORS OF VUCATIONAL MATH
COUKSES. .CONTENTS INCLUDE 22 UNITS

UNDER THE TOPICLS: (1) WHOLE NUMBER

CONCEPTS, (2) FRACTION CONCEPTS,
(3) DECIMAL CONLEPTS, AND (4)
SPECIAL CONCLPTS. EACH UNIT,
CONYAINS STATED TERMINAL
OBJECTIVES, SPECIFIC OBJECTIVES,
CUGGESTED ACTIVITIES, INSTRUCLYORAL
MATERIAL, INFORMATION SHEETS, .
ASSIGNMENT SHEETS, ANSWERS TO * .-
ASSIGNMENT SHEETS, TESTS, AND
ANSWERS TO THt TESTSe LISTS OF MATH
SKILL LEVELS, BASIL MATHEMATICS
@ CONCEPTS, SUGGESTED REFERENCES FOR
"MATH SKILL, AND OBJECTIVES FOR
OTHER UNITS ARE APPENDED. (GEB) |

VT 0l4 525
KEITCHy LA VONNE
CLERICAL OFFICE PRACTICE-~BUS INESS

t DUCATION. '

BELOIT PUBLIC SCHOOLS, WIS.
MF AVAILABLE IN VT-ERIL SET.
BELOIT PUBLIC SCHOOLS 220 W. GRAND
AVE. BELOIT, WISCONSIN 53511 ‘
($1.50) . = " '

PUB QATE -  AUGT0 31P.
DESCRIPTORS ~ *CURRICULUM GUIDES;
*()FFICE OCCUPATIONS EDUCATION;
*OFFICE PRACTICE; OFFICF
OCCUPATIONS; BUSINESS EDUCATION;
CLERICAL OCCUPATIONS; BUSINESS
SUBJECTS; GRACE 12; *OFFICE
MACHINES ; $BUSINESS SKILLS

a J

AULSTRACT =~ THIS GUIDE ‘1S, INTENDED
PRIMARILY 7O AID TWELFTH GRADE
STUDENTS IN DEVELOPING THE POSITIVE
CHARACTER TRAITS AND BASIC
VOCATIONAL SKILLS NEEDED FDR ENTRY
" 'LEVEL OFFICE WORK FOLLOWING HIGH *
" @ 0L GRADUATION. CONTENT IS

E1010
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° DIVIDED INTO 15 UNITS, INCLUDING:

1) USTNG SECRETARIAL EQUIPMENT,
(2) BUSINESS COMMUNICATION SKTLLS
AND SERVICES, (3) BUSINESS
DOCUMENTS, (4) RECORD KEEPING, (5)- -
FILING AND USE 0OF PRACTICE SETS,
(6) BUSINESS MACHINE ORIENTATION -
AND SKILL DEVELOPMENT, (7) TRAVEL
AND. TRANSPORTATION, AND (8) JOB
FINDING AND SUCCESS. SUGGESTIONS
ARE GIVEN FOR PRESENTING THE
MATFRIALy TIME SCHEDULINGs AND
EVALUATION, FOLLOWED BY LISTINGS OF
REQUIRED OR RECOMMENDED CLASSROOM
EQUIPMENT AND INSTRUCTIONAL
MATERTALS, INCLUDING BOOKS,
WORKBOOKS, REFERENCES, AND AUDIO-
VISUAL AIDS. THE SUGGESTED CONTENT
OKGANIZATION IS KEYED TO THE
REQUIRED TEXT, "APPLIED SECRETARIAL
PRACTICE," FIFTH EDITION, AVAILABLE
FROM THE GREGG PUBLISHING CO.y
MCGRAW-HILL BOOK COMPANY, NEW YORK.
AW

VT 014 544 ED 058 446
VOCATIONAL INSTRUGTIONAL MATERIALS
FOR OFFICE OCCUPATIONS AVAILABLE
FROM FEDERAL AGENCIES.

NORTHWEST REGIONAL EDUCATIONAL
LABe.y PORTLAND, OREG.

"OFFICE OF EDUCATION (DHEW),
WASHINGTON, DeCe

EDRS PRICE MF-$0.65 'HC-3$3.29,
SUPERINTENDENT OF DOCUMENTS y U.Se.
GOVERNMENT PRINTING OFFICE,
WASHINGTON, ,D.C. 20402 (STOCK
NUMBER 1780-0840, $1.,00)

PUB DATE - AUG71 88P. .
. i S ’

nﬁscarptgﬁs < ®*ANNOTATED .

BIBLIOGRAPHIES; *OFFICE OCCUPATIONS

ENUCATION; *INSTRUCTIONAL

- MATERIALS; *RESQURCE MATERIALS;

EDUCATIONAL RESOURCES; VOCATIONAL
EDUCATION; CAREER EDUCATION; -
OCCUPATIONAL GUIDANCE; HANDICAPPED
STUDENTS; VOCATIONAL COUNSELING; .
DISADVANTAGED GROUPS; TEACHER
EDUCATION; OFFICE OCCUPATIONSS
*FEDERAL GOVERNMENT; BUSINESS

¢ DUCAT ION : .
IDENTIFIERS - *FEDERAL AGENCIES

‘ABSTRACT - THIS ANNOTATED
BIBLIOGRAPHY LISTS CURRICULUM
MATERIALS FOR OFFICE OCCUPATIONS

)

VU ~
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k!UCAYInN WHICH WERF PKUDUCLD ﬂY
FLOERAL AGENCIES AND ARE '
APPROPRIATE FOR THESE SUBJECT
MATTER “AREAS: (1) ACCOUNTING AND
COMPUTING, (2) UATA PROCESSINGy (3)
FILINGy OFFICE MACHINES, AND
GENERAL GFFICE, (4) INFORMATION
COMMUNICATION, (5) MATERTALS
SUPPORT, 16) PERSONNEL, TRAINING,
AND RELATED NCCUPATIONS, (7)
STENQURAPHICy SECRETARIAL,y AND
RELATED OCCUFATIONS, (8)
SUPERVISION ANC ADMINISTRATIVE
MANAGEMENT, AND (9) TYPING AND
RELATED OCCUPATIUNSe WHERE
POSSIBLE, THESE SUBJECT MATTER
AREAS ARE FURTHER SUBDIVIDED INTO
SPECIFIC OCCUPATIONAL AREAS. IN
AUDITION TO THE OFFICE OCCUPATIONS
ARFA, INSTRUGFIONAL MATERTIALS WHICH
MAY HAVE GENERAL APPLICATION TO ANY
VOCATPONAL AREA AKRE CLASSIFIED INTO
. THESE CATEGOKIES: (1) BASIC
EDUCATIONy, (2) GUIDANCE AND
COUNSELINGy (3) TEACHER EDUCATION,
AND (4) DISADVANTAGED/HANCICAPPED:
INTERNAL AND EXTERNALe ENTRIES ARE
ARRANGED BY TITLE AND INCLUDE DATE
OF PUBLICATION, NUMBER OF PAGES,
AUTHOR OR COKPUORATE AUTHORy BRILF
ANNOTATION, SPECIAL ASPECTS,
LOCUMENT CONTENTS, RELEVANT
INSTRUCT IONAL AREAS, AND DOCUMENT
SOURCE. AN INTRODUCTORY SECTION
EXPLAINS THE CODING SYSTEM,
LOCATING AND ORDERING MATERIALS »

AND INTERPRETING CITATIONS. RELATED

DOUCUMENTS ARE AVAILABLE IN THIS
ISSUE AS VT 014 542-VT 014 548.
(Sg) '

VT 014 559
TELEPHONE CAREEKS. GUIDED
OCCUPATIONAL " ORIENTAT ION,

SYRACUSE CITY SCHOOL DISTRICT, NeYe.
MF AVAILABLE IN VT-ERIC SET..
PUF DATE - ND 26F .

DESCRIPTORS - *CAREER EDUCATIONS
*UCCUPAT IONAL INFORMATIONS
*VOCATIONAL LUIDANCE; PRETESTS3

POST TESTING; GLOSSARIES;
BTBLYIOGRAPHIES s~ INSTRUCTI ONAL
MATERIALS; TEACHING GUIDESS
WORKBOOK S; ELEMENTARY GRADES;
-LLARNING'ACTIVIT1553w‘TELEPHﬂNE

Q ; g .
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BUSINESS AND OFFICE

ABSTRACY - DEVELOPED BY THE CAREER--.
CENTER FOR OCCUPATIONAL
ORIFNTATION, THESE MATERIALS ARE
DESIGNED FOR STUDENT ANC TEACHER
USE IN LEARNING ABOUT SPECIFIC
OCCUPATIONS. THIS DOCUMENT 1S
CONCERNED WITH TELEPHONE CAREERS.”
TOPICS INCLUDE: (1) NATURE OF WORK o
{2) REQUIREMENTS OF THE JOB, (3)
CONDITIONS OF WORK, AND (4)
ADVANTAGES NOF THE JOB. LEARNING
ACTIVITIES AND ENRICHMENT PRDJECTS
ARE INCLUDED FOR SIX ASSIGNMENTS. A
PRETEST AND POSTTEST, A
BIBLIOGRAPHY, STANDARD . INTERVIEW
SHEETs AND A GLOSSARY ARE INCLUDED.
THE DOCUMENT IS ILLUSTRATED WITH

'LINE SKETCHES. (GEB)|

VT 014 570
TYPEWRITING ¥ AND 2. COURSE OF

STUDY »
PITTSBURGH BOARD OF PUBLIC

EDUCATION, PAe DIVe OF CURRICULUM

AND INSTRUCTION.
PENNSYLVANIA STATE DEPT. OF ()
EDUCAT IONy HARRISBURG. DIV. OF
VOCATIONAL EDUCATION. )

MF AVAILABLE IN VT=-ERIC SET.
PITTSBURGH BOARD OF PUBLIC
EDUCATION, 341 SOUTH BELLEFIELD
STREET, PITTSBURGH, PENNSYLVANIA
15210

PUB DATE - SEPTO0  105P.

DESCRIPTORS- - *TEACHING GUIDES;

CURRICULUM GUIDES; *BUSINESS

SKILLS; *TYPEWRITING; SECONDARY
GRADES; *TYPISTS; OFFICE MACHINES 3
OFFICE OCCUPATIONS EDUCATION;S

T *BUSINESS SUBJECTS

ABSTRACT — PART OF THE CURRICULUM -
DEVELOPMENT PROGRAM BEING .
INSTITUTED BY THE PROFESSIONAL

_ STAFF OF THE PITTSBURGH PUBLIC

SLHOOLSy THIS GUIDE IS DESIGNED TO
AID TEACHERS IN PLANNING AND
PRESENTING A 2-YEAR HIGH SCHOOL -
TYPEWRITING COURSEe ARRANGED™ IN A
BEHAYIORAL FORMAT, THE GUIDE ‘
INCLUDES 15 INSTRUCTIONAL UNITS,

"WITH EACH UNIT BROKEN DOWN INTO-ONE
'OR MORE SPECIFIC . OBJECTIVES TO BE

ACHIEVED. FOR EACH OBJECTIVE, AN
OUTLINE PROVIDES THE DEVELOPING
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CORE OF CONTENT MATTER TO BE - BEHAVIORAL FDRMAT,<:>E CONTENT IS
ADAPTED, STUDENT LEARNING ORGANIZED IN OUTLINE, FORM, \
ACTIVITIES, AND EVALUATING " INCLUDING BASIC CONGEPTS TO BE i
PROCEDURES. UNITS INCLUDES: (1) DEVELOPEDy STUDENT LEARNING !
" MACHINE PARTS, (2) KEYBOARD ACTIVITIES, AND EVALUATING
MASTERY, (3) COMPOSING AT THE PROCEDPYRES FOR UNITS ON: (1) JOB
TYPEWRITER, (4) CARE OF TYPEWRITER, ORIENTATION, (2) RECEPTIONIST, (3)
{5) UEVELOPMENT OF RELATED SKILLS. TELEPHONE, (4) MAIL, (5) /WRITTEN .
(¢) CENTERINGy TABULATING, ' COMMUNICATION, (6) DUPL'YCATION, (7)
PROOFREADINGy AND CORRECTIONS, (7) MACHINE ROTATION, (8) FILINGy, AND
CAKBON COPIES, (8) ROUGH DRAFTS, (9) RECORD KEEPING IN THE MEDICAL
(9) PREPARING STENCILS AND SPIRIT OFFICE. A SCOPF AND SEQUENCE CHART,
MASTERS AND DUPLICATING, AND (10) SUGGESTIONS FOR TEACHING, BASIC
PERSONAL DATA SHEET AND EMPLOYMENT COURSE OBJECTIVES, SUPPLRMENTARY
APPLICATION. APPENDIXES INCLUDE ' AUDIO VISUAL AIDS, AND AY .
SUGGESTED GRADING SCALES, SPEED BIBLIOGRAPHY ARE ALSO PROVIDED..
TeSTSy TYPEWRITER REPAIR CHART, APPENDIXES INCLUDE, A SAMBLE  ~
TEACHING AIDS, AUDIOVISUAL AIDS, ROTATION SCHEDULEy "ESSENTIAL
"SAND ORDEKING INFORMATION. A QUALITIES ‘OF A MA[LABLE.LETTER,
"BIBLIOGRAPHY IS ALSO PROV.IDED. A SAFETY RULES, AND A LIST OF
RELATED DOCUMENT IS AVAILABLE AS V7 PERIODICALS. (AH)I.;‘& '
) ' VY 014 599 -
VT 014 571 TRAINING AND EDUCAT3ON PROGRAMS IN
CLERICAL OFFICE PRACTICE. COURSE OF AUTOMATIC DATA PRDCESSING’IQPP)v
STUDY. " 1971-72. THE ADP MANAGEMEAT :

TRAINING CENTER. -

PITTSBURGH BOARD OF PUBLIC B c SN2
ECUCATION, PA. DIV. OF CURRICULUM - CIVIL SERVICE COMMISSION, P S
AND INSTRUCTION. - WASHINGTON, D.C. BUREAU UF' ' :
PENNSYLVANIA STATE DEPT. OF -+ TRAINING., -y -
ECDUCATION, HARRISBUKG. DIV. OF MF AVAILABLE IN VT=ERIC sg# _
VOCATIONAL EDUCATION. PUB DATE - 71 30 . o
MF AVAILABLE 1IN VT-ERIC SET. ¢ W
PITTISBURGH BUARD OF PURLIC DESCRIPTORS - *caunse Dh RIP*iONS.
"ECUCATION, 341 SOUTH BELLEFIELD *PROGRAM DESCRIPUYONS; *DATA
STREETy PITTSBUKGH, PENNSYLVANIA . PROCESSING; *DATA PROLESSI G
15210 . - OCCUPAT.IONS ; pnps AM GUIDES ;
PUB DATE -  SEP69 171°P, - *ELECTRONIC DATA P?ﬂﬁESSI H
) S COMPUTER SCIENCE; UTER SCIENCE

DESCRIPTORS —- *CURRICULUM GUIDES; EDUCATION; ADULT VOCATIONAL
BUSINESS EDUCATION; *OFFICE EOUCATION | .
OLCUPATIONS; *CLERICAL OCCUPATIONS;: :
*(FFICE OCCUPATIONS EGUCATION ; ABSTRACT - THE AUTOMATIC DATA
#UFFICE PRACTICE; STENOGRAPHERS ; PROCESSING, (ADP) MANAGEMENT
TYPISTS; MEDICAL ASSISTANTS; - TRAINING CENTER PROVIDES PROGRAMS
SECONDARY GRADES > . IN CONTINUING EDUCATION FOR

., ICENTIFIERS - DUPLICATION , " GOVERNMENT EMPLOYEES IN THE FIELD
SPECIALISTS . ) OF DATA PROCESSING. BRIEF

_ INFORMATION IS GIVEN ON THE

. ABSTRACT - THIS CURRICULUM GUIDE BACKGROUND OF THE ADP PROGRAMS, THE
PRESENTS A 1-YEAR PROGRAM DESIGNED SCOPE OF THE PROGRAMS, TRAINING AND
TO PROVIDE JOB ORIENTATION AND SUPPORT ACTIVITIES, PARTICIPANTS

NTRY LEVEL -BUSINESS SKILLS FOR - " AND FACULTY, CNOMPUTER SYSTEMS,

IGH SCHOOL STUCENTS ENRDLLED 1IN : ELIGIBILITY, AND TUITION. CODURSE
STENOGRAPHICy CLERK-TYHIST, - DESCRIPTIONS AND TRAINING SCHEDULES
OUPLICATION SPECIALIST, AND HEALTH AND SEQUENCE GUIDES ARE PROVIDED
OCCUPATIONS PROGRAMS. USING A FOR: (1) "ADP "USER EDUCATION, WHICH

RIC - 34
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PKOVIDES INTKODUCTORY COURSES IN
ADP FOR GOVEKNMENT EMPLOYEES AT ALL
LEVELSy AND MOKRE SPECTALIZED
SEMINARS WHICH KFLATE DATA’
PROCESSING CUNCEPTS TO SPLCIFIC
SUBJECT AREA DISCIPLINES, (2)
COMPUTER SPECTALIST TRAINING FOR
INDIVIDUALS CIRECTLY INVOLVED IN
DATA PROCESSING FUNCTIONS, WHICH
COVERS PROGRAMING, SYSTEMS ANALYSIS
AND DESIGN, AND OTHER SUBJECT AREAS
CONCERNED WITH GEVELOPMENTS IN THE
FIELDy (3) PUBLIC SERVICE CARFERS
TRAININGy WHICH PROVIDES ENTRY-
LEVEL ADP SKILLS FOR CARD PUNCH
OPERATORSy, CUMPUTER OPERATORS,
COMPUTER (PROGRAMER) TECHNICIANS,
AND TECHNICAL ASSISTANTS/DATA
PKROCESSINGy AND (4) AUP AUDITOR
TRAININGys WHICH IS A CONCENTRATED
 2-WEEK CUOURSE LOVEKING BASIC ADP
TRAINING NEEDS OF GOVERNMENT
AUDITORS. A LIST OF REGIONAL
TRAINING CENTERS AND A MAP OF
REGIONS ARE ALSO INCLUDED. (AW)|
VT 014 600

DAVISy Eofey JR®

FILMS FOR CLASSKOOM TEACHING.

" BATON ROUGE.
MF AVAILABLE IN VT-ERIC StT.
PUB DATE - 71 71P.

DESCRIPTORS — AUDINVISUAL AIDS;?
#FILMS; FILM LIBRARIESS *TAPE
RECORDINGS; * INSTRUCT IONAL
MATERIALS; STATE LIGRARIES; -
REGIONAL LIBRARIES; *CATALOGUESS
GENERAL EDUCATION; VOCATIONAL
EDUCATION |
10ENTIFIERS - *LOUISIANAY

ABSTRACT - PREPARED BY A SUPERVISOR
OF AUDIO VISUAL INSTRUCTION, THIS
FILM CATALOG INCLUDES THOSE leoMM
INSTRUCTIONAL FILMS AND TAPES
CONTAINEC IN THE LOUISIANA REGIONAL
FILM L1BRARIES. THE TITLES ARE
AKRANGED ALPHABETICALLY.UNDER THE
SUBJECT MATTER AREAS OF¢ (1)
AGRICULTURE, (2) ART, (3) AUDIO
VISUAL, (4) BUSINESS EtDUCATION,
COMMUNICATION, (6) ENGLISH AND
LANGUGBE ARTSy (7) ENGINEERING,
FOOD PRESERVATION, (9) GUIDANLE,
(10) HEALTH AND PHYSICAL EDUCATION,

Q

(5)

(8)
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OF EDUCATION, .
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(11) HOME ECONDMICY, (12)
INDUSTRIAL ARTS, (13) LIBRARY, (14)
MATHEMATICS, (15) MUSIC, (16) .
SAFETY EDUCATION, .(17) SCIENCE, ‘.
118) SOCIAL STUDIES, AND.(19)
TRANSPORTATION. INSTRUCTIONS ON HOW

TO USE THE CATALDG, A KEY TO
SYMBOLS AND ABBREVIATIONS » AND
SUGGESTIONS ON USING THE FILMS
INCLUDED. (GEB)|

ARE

VT 014 603
ELEMENTARY OCCUPATIONAL INFORMATION

PROGRAM.

ILLINOIS COMMUNITY UNIT SCHOOL .
DISTRICT 9, GRANITE CITY. '
MF AVAILABLE IN-VT-ERIC SET.
COMMUNITY UNIT SCHOOL DISTRICT #9,
20TH & ADAMS STREET, GRANITE CITY,
ILLINOIS 62040 ($1.50)
DATE - ND 86P.
DESCRIPTORS — *CAREER EDUCATION:
*TFACHING GUIDES; *OCCUPATIONAL
INFORMATION; VOCATIONAL EDUCATION;
*0CCUPATIONS; *ELEMENTARY GRADESS
ELEMENTARY SCHODOL CURRICULUM;"
LEARNING ACTIVITIES :
IDENTIFIERS - #*0CCUPATIONAL
EXPLORATION; CAREER LATTICE

ABSTRACT — THIS GUIDE CONTAINS
INFORMATION FOR TEACHER USE IN
PLANNING OCCUPATIONAL EXPLORATION
EXPERIENCES FOR GRADES 5-6.
ORGANIZED INTO THREE SECTIONS ON
THE BASIS OF GRADE LEVEL (K=2, 3~4,
AND 5-6), EACH SECTION CONTAINS
OBJECTIVES, SUGGESTED LEARNING
ACTIVITIES AND RESOURCES WITH
EMPHASIS ON LOCAL RESOURCESy AND A
CAREER LATTICE OF SUGGESTED .
OCCUPATIONS IN THESE AREAS: (1)
INDUSTRY, (Z) HEALTH, (3) PUBLIC -
AND PERSONAL SERVICES, (&) APPLIED
BIOLOGY AND AGRICULTURE, {5) '
BUSINESS MARKETING AND MANAGEMENT,
AND (6) CONSTRUCTION. THE DOCUMENT
ALSO CONTAINS A LISTING OF

RESOURCES BY OCCUPATIONAL
AKEA, SUGGESTIONS FOR PLANNING

-
£ S0

FIELD TRIPS, AN ALPHABETICAL

LISTING OF FIELD TRIPS, AND RELATED
INSTRUCTIONAL MATERIALS. (5B)|

A AL 014 605

EMPLOYEE IMPROVEMENT PROGRAM.



BUSINESS AND OFFICt

PERSONALITY DEVELOPMENT,
INSTRUCTOR*S GUIDE.

QJORTH CARCOLINA STATE BOARD UF
¢t GVUCATION, RALFIGH. D1V, OF
VOCATIONAL-TEFCHNICAL PROGRAMS.,
MF AVRILABLL IN VT-ERIC St7T.
PUB DATE - ND g,

DESCRIPTORS —~ *PERSONALITY
DEVELOPMENT; *HUMAN RELATIONS; SELF
ALTUALIZAYION; *EMPLOYEE ATTITUDESS
*LUSINESS SUBJECTS; *TEACHING
GUIDES; - INSTRUCTIONAL MATLRIALSS
REFERENCE MATERIALS; IMPROVEMENT
PROGRAMS ; SELF FVALUATION

ABSTRACT = DtVELOPED BY THE STATE
BOARD OF EDUCATION, THIS IS ONE OF
THE ELECTIVE 10-HOUR COURSES IN THE
EMPLOYEE IMPROVEMENT PKOGRAMs AND
1S DESIGNED TO GIVE THE EMPLOYEE
MUTIVATION FOR AND WAYS OF
IMPROVING INDIVIDUAL PERSONALITY.:
CONTENTS INCLUDE SESSIONS ENTITLED:
(1) WHAT IS PERSONALITY, (2) .
INDIYIDUAL PLRSONALITY AND: RELATION
TO OTHERS, (31 EMOTIONS 1N KELATION
TO PERSONALITY, (4) CONTKOLLING

CTIONS AND ATTITUDES OF OTHERS,
AND (5) SELF AND BUSINESS

MPROVEMENT e THE MATERIAL PROVIDED

OR EACH SESSION INCLUDES .
OBJECTIVES OF THE SESSION, SUPPLIES .
NELEDED, CONTENT, AND TEACHING
SUGGESTIONS. A PERSONALITY
INVENTORYs A QUIZ, A LIST OF
PERSONALITY TRAITS MNST CUSTOMERS
LIKE AND DISLIKE, AND SUGGESTED
REFERENCE MATERIALS ARE INCLUDED.
(GEB)

VT 014 641
YHE CURRICULUM GUIDE FOR PERSONAL
"TYPING, GRADE 9. .

MOUNT LEBANON SCHOOL DISTRICTv

- PITTSBURGH, FA, ¢
MF AVAILABLE IN VT’LRIC SET.
MTe LEBANON SCHOOL DISTRICT,
HILL ROAL AT MOFFETT STREET,

BOWER

PITTSBURGH, PENNSYLVANIA'k5243
(‘1 00()’ ‘
70 35p.

PUB DATE -

DESCRIPTORS - *(CURRICULUM GUI DE S35
*TYPEWRITING; GRADE 93 TYPISTSS
b""“ESS SUBJECTS; OFFICE MACHINESS

ABSTRACT

CONTENT OUTLINE,

N
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$STUDY GUIDESS #RESNURCE UNITSS

<. *INDEPENDENY STUDY

- THIS GUIDE IS DESIGNED
TO AID INSTRUCTORS IN PRESENTING A ;
1-SEMESTER BFEGINNING TYPING COURSE
THAT WILL ENABLE NINTH GRADE
STUDENTS TO DEVELOP TYPING SKILLS
FOR PERSONAL USE. CONVENTS CONSIST
OF 15 RESOURCE UNITS SEQUENCED TO
MAXIMIZE STUDENT SELF-DIRECTED
STUDY, INCLUDING: (1) BASIS FOR
TOUCH TYPING, (2) ALPHABETIC :
KEYBOARD, (3) FIGURES AND SYMBOLS,
(4) VERTICAL AND HORIZONTAL
CENTERING, (5) CORRESPONDENCE, (6)
MANUSCRIPTS, (7) TABULATION, (8)
COMPOSITION AT THE TYPEWRITER, (9}
RELATED LEARNINGSy AND (10) MACHINE
CARE. UNITS CONYAIN SPECIFIC
BtHAVIORAL GOALS FOR THE LEARNER,
AND SUGGESTED
LEARNING ACTIVITIES. (AW)]

VT 014 642 ED 057 257 .
ABSTRACTS OF INSTRUCTIONAL

MATFRIALS IN VOCATIONAL AND

TECHNICAL ECLUCATION AND ABSTRACTS
GF RESEARCH AND RELATED MATERIALS
IN VOCATIONAL AND TECHNICAL

tOUCATION. ANNUAL INDEX 1970-71.

OHIO STATE UNIV., COLUMBUSe CENTER
FOR VOCATIONAL AND TECHNICAL

ECUCATION,
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.Ce.

EDRS PRICE MF~30.65_ HC—$26.32.
CENTER FOR VOCATIONAL AND TECHNICAL ;
EDUCATION, 1900 KENNY ROAD, o
COLUMBUS, OHIO 43210 (QUARTERLY, 4
ONE YEAR $11.00; TWO YEARS $18.00)
PUB DATE - 71 701°P.

DESCRIPTORS = *INSTRUCTIONAL
MATERIALS; *INDEXES (LOCATERS);
*VOCATIONAL. EDUCATION; *EDUCATIONAL
RESEARCH; TECHNICAL EDUCATION;
CLEARINGHOUSES; RESOURCE MATERIALS;
*BIBLIOGRAPHIFES; RESEARCH
MATERIALS; INFORMATION STORAGE;
INFORMATION RETRIEVAL

ABSTRACT - THIS PUBLICATION
PROVIDES COMBINED CUMULATIVE
INDEXES TO THE FIVE ISSUES OF
®ABSTRACTS OF INSTRUCTIONAL
MATERIALS IN VOCATIONAL AND

5



28

TECHNICAL EDUCATION™ (AIM) AND
WABSTRACTS OF RESEARCH AND RELATED,
MATERIALS IN VOCATIONAL AND:

- TECHNICAL EDUCATION® [ARM)

PUBLISHEDL FALL 1970-FALL 1971,
RESEARCHERS, SUPERVISORS, TEALHER
EDUCATORS, EDUCATION SPECIALISTS,
ADMINISTRATORS, AND, TEACHERS MAY
USE THIS DOCUMENT AS A TOUL IN
SEARCHING BY AUTHOK OK BY SUBJELT
FOR MATEKIALS ACQUIRED AND\.
PROCESSED BY THE EDUCATIONAL
RESOURCES INFOKMATION CENTER (ERIC)
CLEARINGHOUSE ON VOCATIONAL AND
TECHNICAL EDUCATION. SECTIONS
INCLUDE: (1) SUBJECYT INDEX, (2)
PERSONAL AND INSTITUTIONAL AUTHORS
INDEX, AND (3) CONVERSION OF
DOCUMENT NUMBER INDEX CUMULAT IVE

- FOR AIM AND ARM FROM FALL 1967

' V¥ 014 645

-

THROUGH FALL 1971. WITHIN THE FIRST ,

TWO SECTIONSy MATERIALS ARE LISTED
By VI IDENTIFICATION NUMBER -
INCLUDING THE TITLE, AND GIVE THE
LOCATION OF THE FULL ABSTRALT IN
AIMy ARMy OR IF APPLICABLL,
wRESEARCH IN EDUCATION™ (RIE).

ED 061 413

WRITING PERFORMANCE GOALS: STRATEGY
AND PROTOTYPES. A MANUAL FOR
VOCATIONAL AND TECHNICAL EDUCATORS.

OHID STATE UNIV.y COLUMBUS. CENTER
FOK VOCATIONAL AND TECHNICAL
ECUCATION. sMCGRAW=HILL BOOK CQe

"NCW YORKe NeYe GREGG DIVe
OFFICE OF EDUCATION (DHEW),
WASHINGTONy (el
ELRS PRICE MF-$(.65 'HC~$é6.,58.

GREGG DIVISINN, MCGRAW-HILL BOOK

COMPANY, NEW YDRKy NEW YORK _
(PRODUCT CODE # 2%640—8y %3460 NET)
PUB DATE - ND»  F 107

DESCRIPTORS - *PERFORMANCE

 CRITERIA; MANUALS;  PERFORMANCES

*EDUCATIONAL
PERFORMANCE

STANDARDS ;
SPECIFICATIONS;
SPECIFICATIONS; *EDUCATIONAL
STRATEGIES; *MOUELS; EDUCATIONAL
OBJECTIVES; *EEHAVIORAL OBJECTIVES;
VOCATIONAL EDUCATION; TECHNICAL
EOUCATION; GUIDELINES -

ABSTRACT - THE RESULT OF A .
COOPERATIVE PROJECT OF THt CENTER
FOR VOCATIONAL AND TECHNICAL

(o)

Q | ‘ 3r7 ;

BUSINESS AND OFFICE
-

EDUCATION AT THE OHIO STATE
UNIVERSTTY AND THE MCGRAW-HILL BOD”’
COMPANY, THIS MANUAL WAS PREPARED
TO DEVELOP PROTOTYPES ‘OF o
PERFORMANCE GOALS FOR USE BY
CURRICULUM SPECIALISTS AND
DEVELUPLRS OF INSTRUCTIONAL
MATERTALS IN VOCATIONAL AND
TECHNICAL EDUCATION AND TO PROVIDE |

.CONCOMITANT GUIDELINES FOR TRAINING

WRITERS OF PERFORMANCE GOALS. THE
DOCUMENT CONTAINS TWO SECTIONS,
WITH THE FIRST PART MAXING UP THE
MANUAL FOR PREPARING PERFORMANCE
GOALS AND THE SECOND PROVIDING
PROTOTYPES OF PERFORMANCE GOALS.
PART I INCLUDES: (1)
CHARACTERISTICS OF PERFORMANCE
GOALS,y (2) DEFINITION OF TERMS,
SOME QUESTIONS ABOUT PERFORMANCE
GOALS,y (4) A SYSTEM FOR WRITING
PERFORMANCE GOALSy (5) THE NUMBER
OF PERFORMANCE GOALS TO BE .
PREPARED, AND (6) IHPLEMEN‘ATIDN.
PART II PROVIDES PROTOTYPE
PERFORMANCE GOALS FOR VARIOUS AREAS
OF AGRICULTURAL EDUCATION, BUSINESS
AND DISTRIBUTIVE EDUCATION, HEALTH
tOUCATION, HOME ECONOMICS
EDUCATION, TECHNICAL EDUCATION, AND

(3)

» JRADE AND INDUSTRIAL EDUCATION.

NUMEROUS CHARTS ILLUSTRATE THE
HANUAL. (AW) :

VT 014 660
COMHERCIAL STUDIFS IN SCHOOLS.

DEPARTMENT OF EDUCATION AND
SCIENLEy LONDON (ENGLAND).
DOCUMENT NOT AVAILABLE FROM EDRSe
HER MAJESTY®*S STATIONERY OFFICE, 49

HIGH HOLBORNy LONDON, WeColy
#ENGLAND
63P,

PUE DATE - 70

DESCRIPTORS - *BUSINESS SUBJECTS:
*BUSINESS EDUCATION; PAMPHLETS;
SECONDARY GRADES; *COURSE
DESLRIPTIONS; *FORETGN COUNTRIES
IDENTIFIERS - *GREAT ITAIN

14

AESTRACT ~ THIS PA T DISCUSSES
THE ROLE AND .STRUC 0 »,
COMMERCIAL COURSES FOR STMDENTS OF
ALL ABILITIES IN THE SECONDARY
GRADES IN GREAT BRITAIN. CONTENTS
COVER: (1) GENERAL CONSIDERATIONS,

(2) STRUCTURE OF COMMERCE AND

[



" REFERENCES AKE ALSO PROVIDED.

BUSINESS AND OFFICE '

RELATED SOCIAL SCIENCESy (3)
CONTRIBUTION OF ENGLISH AND MATH TO
C KCIAL COURSESy (&) CLERICLAL

UBJECTSy (5) SUGGESTED CLURSE:
OUTLINES GIVING SCOPE FOR PRACTICAL
WORK IN COMMEt RUIAL SUBRJECTSy AND
to6) ASSFSSMENT ANU VOCATIONAL
LUIDANCE. INFORMATIOUN ON THE
TRAINING OF SECONDARY COMMEKRCIAL
INSTRUCTORSy EXAMINATIUNS IN
COMMERCIAL STUDIES, SUGGESTLD
EQUIPMENT FUOR A (OMMERCE
ULPARTMENTy AND A DIAGRAM TRACING
HIGHER EDUCATION IN BUSINESS
STUDIES ARE APPENDED. SELECTED
THE
PAMPHLET IS ILLUSTRATED WITH
NUMEROUS DRAWINGS, DIAGRAMS, AND
PHOTGBRAPHS. (AW)

vY 014 662
CURRICULUM GUIDE FOR STUDENTS NITH

SPECIAL NFEUS IN COMMUNICATIONS.

BELLEVUE PUBLIC SCHOOLSy NEBRe
M AVAILABLE IN VT-ERIC SET.

BELLEVUE PUBLIC SCHOOLS, DEPARTMENT |
Qf CURRICULUM AND INSTRUCTION,.BOX-.

58y BELLEVUE,
($1.50) ’
PUB DATE -~

NEBRASKA 68005

AUGTO 22P .
DESCRIPTORS - *VOCATIONAL
EDUCATION; COMMUNICAYIONS
*INFORMATION SCIENCE; *CUKRICULUM
GUIDES; *DISADVANTAGED YOUTH;
SECONDARY GRADES; WRITING SKILLS;
READING INSTRUCTION; *RESOQURCE '
MATERIALS: OCCUPATIONAL
INFORMATION; OCCUPATIONAL GUIDANCE
-

ABSTRACT - PREPARED FOR LOCAL
,SCHOOLSy THIS CURRICULUM GUIDE IS
FOR INSTRUCTUR USE IN TEACHING
COMMUNICATIONS TO STUDENTS WITH
SFECIAL NEEDS. THIS COURSE,

Ut SIGNED FOR GRADE LEVELS 9-12,
SHOULD EQUIP STUDENTS FOR‘USEFUL

EMPLOYMENT, IT SHOULD DEVELOP
ABILITIESy ATTITUDESy WORK HAEITS,
AND APPREL ONS WHICH CONTRIBUTE

TO A SATISFYING AND PRODUCTIVE
LIFE, AND CONTRIBUTE -TO STUDENTS® -
ENERAL EDUCATION NEEDSe INCLUDED
N THE 25 UNITS, ARE TOPICS SUCH
AS: (1) LISTENING” LIBRAR Y,
THE FRAMEWORK OF CTIVE
COMMUNICATIONS, (4T BECOMING A

Q

13) .

29

SUCCESSFUL WORKER,«(5) PREPAR!NG
FOR THE WORLD OF WORK, (&) ‘WRITING _
CRAFTSMANSMIP, {7) READING FOR

~ . EMPLOYMENT AND "ENJOYMENT, 48)-
- VERBAL COMMUNICATION,

(9)
TLLEPHONE/TELEGRAPH COMMUNICATION,
AND, (10) TURNER SERIES. EACH UNIT .
CONTAINS OBJECTIVES, SUGGESTED
TOPICS, AND SUGGESTED LEARNING .
ACRIVITIES AND RESOURCES. SUGGESTED
soéths OF SPEAKERS IN THE BELLEVUE
AREA ARE INCLUDED. (GEB)|

VY 014 698 ED 060 197
+CURRICULUM GUIDE FOR CLERICAL
OLCUPATIONS.

OREGON STATE BOARD OF EDUCATION,
SALEM. DIVe OF COMMUNITY COLLEGES
AND CAREER EDUCATION.

DOCUMENT NOT AVAILABLE FROM EDRS.
OREGON BOARD OF EDUCATION, 942
LANCASTER DRIVE, NE, SALEM, OREGON
97310 ($2.50)

PUB DATE - . 71 138P,
DESCRIPTORS = *BUSINESS EDUCATION;
*OFFICE OCCUPATIONS EDUCATION;
*CURRICULUM GUIDES; SECONDARY
EDUCATION; *PROGRAM GUIDES; ENTRY.
WORKERS; *QOCCUPATIONAL CLUSTERS;
CLERICAL OCCUPATIONS: RESOURCE
MATERIALS: GRADE 113 GRADE 12 .
IDENTIFIERS = THE OREGON WAY Tk

ABSTRACT - OREGON IS EMBARKING ON A

NEW APPROACH TO SECONDARY EDUCATION.
" AND THIS CLERICAL OCCUPATIONS ‘

CURRICULUM GUIDE WAS PREPARED TO
ASSIST CURRICULUM SPECIALISTS IN
DEVELOPING INSTRUCTIONAL MATERIALS
FOR GRADE 11 AND 12 VOCATIONAL
PROGRAMS. DEVELOPED IN CONSULTATION
WITH KEPRESENTATIVES OF INDUSTRY
AND EDUCATIONgGIME GUIDE MAKES USE
OF THE CLUSTE NCEPT, MANPOWER
DATA, THE DIC ARY OF
"OCCUPATIONAL TITLES, BEHAVIORAL
OBJECTIVES, AND SUGGESTED LEARNING
ACTIVITIES. INCLUDED IN TABLE
FORMAT ARE INSTRUCTIONAL
SPECIFICATIONS FOR DEVELOPING ENTRY
LEVEL SKILLS IN: (1) TYPEWRITING,
(2) RECEPTIONING, (3) MAIL
HANDLINGy (4) FILING, (5) MONEY
HANDLING, (6) RECORDKEEPING, (7)
"BUSJNESS AND OFFICE MACHINES, AND
cef BUSINESS COMMUNICATIONS.

38
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INCLUDED IN THE APPINDIX 1S -
INFOKMATION ON A MODEL OFF1CE, JOB
APPLICATION, EQUIPMENT NEEDS. AND

L STAYE-ADOPTED TEXTBOOKS. (JSY”

VT 014 760

CURRICULUM GUIDE FNR BUSINESS
ARITHMETILy BOUKKEEPING Iy AND
ADVANCED BOOKKEEP INGe

JOHN DICKINSON HIGH SCHOOL, ,
WILMINGTON, DEL.;THOMAS MCKEAN HIGH
SCHOOL, WILMINGTON, DEL.
MF AVAILABLE IN VT-ERIC SET.
STANTON SCHUOL DISTRICT, 1860
LIMESTONE ROADy WILMINGTON,
ELAWARE 19804 ($2.00 ) _—
UB DATE - ND b

[} ¥ .

DESCRIPTORS - *CURKICULUM GUICDESS
TEACHING GUIDES; #BUSINESS
ECUCATION; *RUSINESS SUBJELCTS
*BOOKEEPING; *ARITHMETIC; BUSINESS
SKILLS

ABSTRACT - A CDOPERATIVE EFFOKT OF -
TwO HIGH SCHOOLS, THI'S GUIDE
SUGGESTS TEACHING OUTLINES FOR
THREE PHASES OF BUSINESS [DUCATION.
THE BUSINESS ARKITHMETIC SFCTION
PROVIDES GENERAL ANC SPECIFIC
OBJECTIVES,y TEACHING TECHNIWLS,
STUDENT ACTIVITILS, EVALUATION, AND
REFERENCES FUR 13 INSTRUCTIUNAL
UKNITS INCLUDING: (1) RECORDS, (2}
BUYING PROBLEMS AND PERSONAL
FINANCE, (3) COMMISSIUONS, (&) .
BURROWING MONEY, (9) SAVINGS, LIFE
INSURANCE, AND INVESTMENTS, (6)
HOME EXPENDITURES, TRAVEL AND
THKANSPURTATIONs (7) TAXES,- AND (8)
SMALL BUSINESS AND KETAILLR®'S ‘
PROBLEMS. THE SECOND COUKSE,
BCOKKLEPING 14 STKESSES THEORY AND
APPLICATION OF THE BESTY BOOKKEEPING
PRINCIPLES "IN THREF INSTRUCTIONAL
UNITS ENTITLED: THE BOOKKEEPING

* CYCLE IN ITS SIMPLEST FORMy SPECIAL

JOUKNALS AND SUBSIDIARY LEDGERS,
AND KECURDING SPECTAL BOOKKEEPING
THANSACTIONS. THE SECTION INCLUDES
COURSE OBJECTIVES, AIMS, TEACHING
METHODOLOGY s AND EVALUATION. THE
ADVANCED BOUKKEEPING COURSE
INCLUDES CHAPTERS ON SU(H TOPICS
AS: (1) JUURNALTZING AND POSTING
BUSINESS TRANSACTIONS, (2) :
DEPARTMENTAL RECOKDS, (3) PAYKOLL

43P, o

ko 39
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"RECORDS, (4) DEPRECIATION, (%)

ACCRUED INCOME AND EXPENSES, (8)
PARTNERSHIPS, AND (6) CORPORATIONS,
GENFRAL AND SPECYFIC OBJECTIVES,
VEACHING TECHNIQUES, AND .STUDENT
ACTIVIYIES ARE GIVEN FOR EACH
CHAPTER,; AND TEACHING METHODOLOGY
AND EVALUATION ARE PROVIDED FOR THE
ENTIRE CNOURSE. (AW} :

VY 014 790

MONSON, DOROTHY B,

COURSE OF STUDY FOR OFFJICE
OCCUPATIONS. i
ST HIGH SCHONL, SALT LAKE cxvv.
UT AM.

MF AMAILABLE IN VI-ERIC SET.
COOKDINATOR, CAREER DEVELOPMENT
PROGRAM SALY LAKE CITY BOARD OF
EODUCATION, 440 EAST FIRST SOUTHM,
SALY LAKE CITY, UTAH 84111 ’
PUB DATE =~ JUNTO 122pP.

DESCRIPTORS - CURRICULUM GUIDES;
*TEACHING GUIDES; $OFFICE

OCCUPATIONS EODUCATION; *CODPERATIVE
EDUCATION; VOCATIONAL EDUCATIONS
SECONDARY GRADES; *OFFICE .
UCCUPATIONS; OFFICE PRACTICES
*BUSINESS SKILLS; BUSINESS
SUBJECTS; BEMAVIORAL OBJECTIVES
IDENTIFIERS — UTAH

ABSTRACT - PREPARED, BY A HIGH

SCHOOL INSTRUCTOR, THIS COURSE IS -

PART OF A 3-YCAR COOPERATIVE PILOT
PROJECT DESIGNED TO INCREASE THE
COMPREHENSIVENESS OF VOCATIONAL .
TKAINING IN LARGE UTAH HIGH SCHOOLS
AND T0O CORRELATE THIS TRAINING WITH
GENERAL EDUCATION COURSES SUCH AS -
ENGLISH, MATHEMATICS AND SCIENCE.,
EACH OF THE 17 UNITS INCLUDES A
GENERAL CURRICULAR NBJECTIVE AND
ONE OR_ MORF MEASURABLE STUDENT
BEHAVIORAL (INSTRUCTIONAL) .
OBJECTIVESs WITH THE INSTRUCTIONAL’
OBJECTIVES BKOKEN DDOWN, IN OUTLINE
FORM, TO PROVIDE STUDENT LEARNING
ACTIVITIESs LEARNING MATERIALS,
TEACHER MANAGEMENY ACTIVITIES,
EVALUATIVE PROCEDURES, AND
AUDITIONAL ACTIVITIES. UNITS
INCLUDE: (1) JOB ENTRY REFQUIREMENTS
IN REGION AND STATE, (2)
TYPEWRITING PROFICIENCY ON ELECTRIC -~
TYPEWRITEKS, (3) SKILLS AND s

.




BUSINESS AND OFFICE

ACTIVIVIES IN TYPING HUSINESS FORMS
AND COMMUNICATIONS, (&) PROFICIENLY
N TRANSURIAING ([ ICTATION FRUM
HANSLRIBING MACHINES, (%)
OPERATION OF BUSINESS MACHINE S,
SKILLS ANG ACTIVITINS IN
ODUPLICATING AND COPYING MACHI RE Sy
€7) FILING,y, (8) BUSINESS PAPFKS AND
RECORD KEEPING PROCEDURES, (9)
PREPARING APPLICATYION FORM ANLD
EMPLOYMENT INTERVIEWs AND (10)
SIMULATED OFFICE EXPERIENCE AND ON-
THE-JOB 0OR COOPERATIVE EXPERIENCE.
TEALHERS® CHLOK SHEBRT S AN
INSTRUCTIONAL CALENDAR AND JOH
ENTRY REQUIREMENTS ARE APPENDED.
(AW)

tes)

&
VT 0l4& 816
ORGANIZATION AND ADMINISTKATION OF
ALULT VOCATIONAL BUSINESS EDUCATION
. PROGRAMS ,

PENNSYLVANIA STATE DEPT. OF .
ELUCATION, HARRISBURGe. BUKEAU OF
VOCATIONAL, TECHNILAL, AND
CONTINUING tDUCATION. ,
_ F AVAILABLE Ilv VF-ERIC SET.
‘unc«m SPECIALIST, BUSINESS
ECUCATION, DEPAKTMENT OF tDUC AT ION,
#0X 911, HARRISBURG, PA 17126
(SINGLE COPIES FKEE)
PUB DATE - FLB71 22p,
UtSCRIPTORS = *BUSINESS EDUCATION;
*ADULT VOCATIONAL EDUCATION;
*GUIDELINES: *ADMINISTRATOR GUILES;
P ROGRAM DEVELOPMENT; STENOGRAPHY:
. STUDENT CHARACTEKISTICS:; SECONDARY
EDUCATION; *CURRICULUM DEVELOPMENT;
AGE DIFFEKRENCES; COURSE
ORGANIZATION; PROGRAM
ADMINISTRATIUN
IGENTIFIERS — PENNSYLVANIA
ABSTRACT - Dt VELOPED THROUGH A
STATE DEPARTMENT OF EDUCATION, THIS
PUBLICATION PROVIDES GUIUGELINES FOR
THE ORGANIZATI AND ADMINISTRATION
OF EFFECTIVE ADULT VOCATIONAL
BUSINESS PRUGRAMS . MAJOR SECY IONS
OF THE PROGKAM GUIDE ARE NEVOTED
TO: (1) VOCATIONAL EXTENSIUN
[UCATION, (2) ADULT VOCATIUNAL:
BUSINESS EDULATION, (3) INTENSIVE
STENOGRAPHIC PROGRAM, (&)

ESTABLISHING AN ADULT VOCATIONAL

BUSINESS PROGKAM, AND
Q

(5) THE

>

"PROGRAMS _AKRE:

SOUKRGE

" ®*VOCATIONAL DEVELOPMENT;

3l

"CHAKACTFRISTICS OF THF ADULT

LEARNER. PDINYS INCLUDED IN THE
GUIDEL INES FNR ESTABLISHING ADULY
(1) KNOW YOWR "
COMMUNIYY, (2) ASCERTAIN OTHER :
S OF ADULT FOUCATION, (3)
UNDERTAKE A RATIONAL APPROACH YO
INTRODUCING AN ADULT VOCATIONAL
BUSINESS PROGRAM, AND (4) PROMOTE
THE PROGRAM. (JS)

VT Ol4 017 ED 06} *29
K=1s CAREER EDUCATION GUIDE.

LAKESHORE TECHNICAL INST,,
SHEBOYGAN, WIS,

OFFICt OF FUUCATION (DHEwW),
WASHINGTONy DeCe
EDRS PRICE MF 30,65
0EG-0-71-1027(361)
LAKESHORE TECHNICAL INSTITUTEo
MEMORTAL DRIVE, SHEBOYGAN,
WISLONSIN 53081 ($3.10)

PUB DATE - ND
4E7P.PROCEEDINGS OF LAKESHORE
TECHNICAL INSTITUTE DISTRICT 11
'CAREEK EDUCATION SUMMER WORKSHOP

HC $16.45.
3811

(1ST, SHEBOYGAN, WIS.» JULY 12,
1971) .
DESCRIPTNORS - *CAREER EDUCATION;

VOCATIONAL C[DUCATION; ELEMENTARY
GRADES; SECUNDARY GRADES;
ACURRICULUM GUIDES: INSTITUTES
(TRAINING PROGRAMS); *MODELS3
*CONCEPTS ;3 CAREER OPPORTUNITIES; .
INTFGRATED
CURRICULUM; KINDERGARTEN
IDENTIFIERS = CAREER DEVELOPMENT;
CAREEK AWARENESS .

ABSTRACT - DIRECTED TOWARD
REFORMING THE SCOPE OF CAREER
EDUCATION AND INITIATING AHARENESS

. AND ENTHUSIASM FOR CONTINUOUS

CAREER EDUCATION OPPORTUNITIES FOR-
ALL STUDENTS IN GRADES Kk-12, THIS
CURRICULUM GUIDE DESCRIBES THE 16 |
RASIC CAREER CONCEPTS AND 205
GENERAL OBJECTIVES TAKEN FROM THE
WISCONSIN STATE CAREER CURRICULUM
MODFL AND EVALUATED BY TEACHERS AND
COUNSELORS AT YHE FIRST LAKESHORE
TECHNICAL INSTITUTE., GRODUPED FIRST
BY GRADE LEVEL (K=3, 4~6, 7-9¢ AND
10-12) AND THEN 8Y SUBJECT AREA
(COMMUNICATIONS, MATH, SOCIAL :
STUDIESy AND VOCATIONAL EDUCATION),

40 ‘ g
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BOTH GRADE LEVEL AND SUBJLCT MATTER

RATIONALES ARt DIVIDED INTO
SEPARATE CONCEPTUAL PATTERNS TOD BE
INTRODUCED, DEVELOPED, AND
EMPHASI2ZED. BEHAVIORAL OBJECTIVES,
CLASSROOM ACTIVITIES, LI§I$ OF
RESOURCES FOR ACTIVITIES)

EVALUATION PROCEDURES, AND
SUGGESTED CURRICULUM
CONSIDERATIONS, WHICH WERE

DEVELOPED/BY INSTITUTE
PARTICIPANTS, ACCOMPANY EACH
CONCEPT. MNDELS ILLUSTRATING THE
SLOPE AND SEQUENCE OF THE 16 BASIC
CAREER DEVELOPMENT CONCEPTS
GRADES K-12, THE THREE COMPONENTS
OF -CAREER DEVELOPMENT .(SELF, WORK
WORLD, 'AND CAREER PLANNING), AND
szTICAL AND HURIZONTAL EXPANSION
OF THE CONCEPTS ARE INCLUDED.
(AG/SB)

.VT 014 822
CURRICULUM GUICF FOR CLERICAL

OFFICE PROCEDURES, SECONDARY SCHOOL

- LEVEL.

- CHICAGO BOARD OF ECUCATION, ILLe.

"MF 'AVAILABLE IN VI-ERIC SET.
BOARD OF EDUCATION, CITY OF
CHICAGO, 228 NORTH LASALLE STREET,
CHICAGO, ILLINDIS 60601 ($2.00)
PUB DATE - 69  .153F,

DESCRIPTORS - *CURRICULUM GUIDES;

* TEACHING GUIDES; *POTENTIAL
DROPOUTS; *0OFFICE PRACTICE;
SECONDARY EDUCATION; *INSTRUCTIONAL
MATERIALS; TESTS; COMMUNICATION
SKILLSs TEACHING TELHNIQUES; OFFICE
OCCUPATIONS; CLEKICAL OCCUPATIONS

ABSTRACT - DEVELOPED BY BUSINESS
EDUCATORS FOR USE IN A HIGH SCHOOL
OFFICE PRACTICE CLASSy PHIS NINTH
GRADE CURRICULUM GUIDFE EMPHASIZFS
THE NEEDS OF THE POTENTIAL DROPOQUT.:
DESIGNED TO RUILD BASIC SKILLS IN
BUSINESS COMMUNTCATIONS AND AN -
UNDERSTANDING OF THE VARIOUS KINDS
OF OFFICESy THE GUIDE INCLULDES
SECTIONS ON: (1) INTRODUCTION AND
ORIENTATION, (2) PERSONAL
QUALITIES, (3) OFFILE
COMMUNICATION, (4} OFFICE JOBS
CLASSIFIED ACCORDING TO SKILLS, AND
(‘: THE < SUCLE SSFUL OFFICE WORKERS.
“'d"0 INCLUDED ARE OBJECTIVESy UNIT

THROUGH

' BUSINESS AND OFFICE

ACTIVITIES, TEACHING SUGGESTIONS
AND INSTRUCTIONAL MATERIALS ON SUCH
TOPICS AS: (1) BUSINESS VOCABULARYv‘
(2) EMPLOYMENT APPLICATION, (3)

TIME CARDy (4) JOB DESCRIPTION, (5)
BASIC FILING RULES, (6) DUTIES OF i

THE MAIL CLERKs AND (7) RECORD OF.
CALLERS« (JS)| :
VT 014 844 .
BEASLEY, GARY F. (COMP)

BIBLIOGRAPHY OF INSTRUCTIONAL
MATERIALS OF EXEMPLARY PROJECTS ON
CAREER EDUCATION.

MF AVAILABLE IN VI-ERIC SET.

PUB DATE -~  MAR72 318P.PREPARED
FOR THE USOE ®COORDINATING

conrEREMCE OF STATE-LEVEL AND , .
LOCAL-LEQEL DIRECTORS OF VOCATIONAL
EXEMPLARYM PROJECTS® DEC 1971 |

DESCRIPTORS =~ *CAREER EDUCATION;
*HIBL IOGRAPHIES; *INSTRUCTIONAL .
MATERIALS ;3 *DEVRLOPMENTAL PROGRAMS;
ELEMENTARY GRADES3; SECONDARY i
GRADES; VOCATIONAL FDUCATION s

AFSTRACT - THIS COMPILATIONz
CONTAINS MATERIALS PREPARED BY

"STATE AND _LOCAL DIRECTORS OF 20

VOCATIONAL EXEMPLARY PROJECTS
REPRESENTS CURRICULUM AND
INSTRUCTIONAL' MATERIALS BEING USED
IN THE EXEMPLARY PROJECTS « BRIEF
DESCRIPTIONS OF LOCALLY AND .. =
COMMERCIALLY-=PRODUCED MATERIALS .ON

AND -

" A NUMBER OF CAREER EDUCATIGN TOPICS

- CLEARINGHOUSE DOCUMENTS REPORTED IN

41

" +DUCATION..

. WASHINGTON,
ELRS PRICE MF-3$67.76 HC NDT

FOR VARIOUS GRADE LEVELS ARE =,
INCLUDED. (SB) ¥ -
VT 014 872  ED 059 407 ;

MICROFICHE COLLECTION OF
ABSTRACTS OF INSTRUCTIONAL . G
MATERIALS IN VOCATIONAL ANO - . ¢ s
TECHNICAL - EDUCATION (AIM)v vatune

OHIO STATE UNIV.' CéLyM%pS. CQNTER'
FOR VOCATIONAL AND TFCHNICAL i’

OFFICE OF EDUCATION (DHEH)v
ln.c.

AVAILABLE FR0OM EDRS.

PUb DATE - 72 21535
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.IN THE VT NUMBER INDE Xe

LI

. COORDINATORS OF COOPERATIVE .

* ECONOMICS EDUCATION 3
ARTSS

‘CLEARINGHOUSES

S EQUENCE :

"BUSINESS AND CFFICE

DESCRIPTURS — *INSTRUCTIONAL
MATERIALS; *VOCATIONAL EDUCATION;
TECHNICAL EDUCATI BUSINESS
ECUCATION; AGRICULTURAWL EDUCATION;
DISTRIBUTIVE EDUCATION; HFALTH
OCCUPATIONS EDUCATION; HOUME -
INDUSTRI AL
TRADE AND INDUSTFRIAL
INUEXES (LOCATERS);:
*MICROFICHE ;
DOCUMENTATION; INFORMATION STORAGE;
INFORMATION RETRIEVALs o

EOUCATIONS

ABSTRACT - DOCUMENTS ANNOUNCEC WITH
VT MUMBERS ONLY IN VOLUME 5, NUMBER
1 (VT Gl4 871) OF “ABSTRACTS OF
INSTRUCTIONAL MATERIALS IN
VOCATIONAL AND TECHNICAL EDUCATION®
(AIM) ARE INCLUDED IN THIS
MICROFICHE SETe THE MICROFICHE SET
IS ARRANGED IN THE FOLLOWING
(1) A VOCATIONAL
TECHNICAL (VT) NUMBER INDEX TO
DOCUMENTS. IN THE MICROFECHE
COLLECTION, (2) THE SUBJECT -AND.
AUTHOR INDEXES FROM AIM, AND (3)
THE FULL TEXT -OF LOCUMENTS LISTED
THE TEXTS
ARE FILMED CONTINUOUSLY IN VT
(o)

-

NUMBER SEQUENCE.

VT 014 894

HANDBOOK FOR ADMINISTRATORS AND

+ VOCATIONAL EDUCATION.

WEST VIRGINIA RESEARCH COMRDINATING
UNIT FOR VOCATIONAL EDUCATION, -

., HUNTINGTON,

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 139P. .

DESCRIPTORS - *ADMINISTRATOR
GUIDES; *COOPERATIVE EDUCATION;
*VOCATIONAL EDUCATION; *PROGRAM
PLANNING; *COOPFRATIVE PROGRAMS;
SELONDARY GRADES; MANUALS ;3 PROGRAM
GUIDES; ADVISORY COMMITTEES

AESTRACT = THIS HAHDBOOK WAS
PREPARED TO AID SCHOOL
AUMINISTRATORS AND TEACHER~
COORDINATORS IN THE PLANNING AND
OPERATICN OF COGPERATIVE VOCATIONAL

. EDUCATION PROGRAM, (ONTENTS PROVIDE

GENERAL INFORMATION ON COUOPERATIVE
VOCATIONAL EDUCATION, FOLLOWED BY:
' T PLANNING ACTIVITIES SUCH AS

%

ASPECTS,

- 33

STUDENT AND COMMUNITY SURVEYS, (2)
COORDINATION ACTIVITIES, INCLUDING
UTILIZATION OF THE ADVISORY '
COMMITTEE, ORGANIZING TRAINING
STATIONS, DEVELOPING TRAINING
AGREEMENTS AND TRAINING PLANS,
SELECVING AND SCHEDUL ING STUDENTS, -
AND EVALUATION, (3) DEVELOPMENT OF
RELATED INSTRUCTION, (&) LEGAL

{5) SELECTED REFERENCES,
AND (6) A GLOSSARY OF TERMS,
SUGGESTED FORMSy, A COORDINATION

PLAN, AND A SECTION OF THE STATE
PLAN FOR VOCATIONAL EDUCATION ARE
APPENDED. (AW)

VT Ol4 895  ED 060 220

CONSUMER EDUCATION: USING THE FULL
TEAM. .

NEW YORK STATE EDUCATION DEPT.»
ALEANY. BUREAU OF SECONDARY
CURRICULUM DEVELOPMENT.

EDRS PRICE MF-$0.65 HC~-$3.29. :
PUBLICATIONS D JRIBUTION UNIT, THE.

STATE EDUYCATION DEP§ TMENT, ALBANY,
NEW YORK 12224 ($.29
PUB DATE - 68 41P,

- ADULT EDUCATION;

492

DESTURIPTORS - *CONSUMER. EDUCATION:
VOCATIONAL EDUCATION; SCIENCE
FDUCATION; MATHEMATICS EDUCATION;
ENGLISH EDUCATIONS SOCIAL STUDIES:
*TEACHING GUIDES; -
*PROGRAM PLANNING3 TEAM TEACHING; 7
*TEAMWORK 5 *INTERDISCIPLINARY ... .
APPROACH; INTEGRATED ACTIVITIES .

ABSTRACT -~ THIS PUBLICATION
CONTAINS SUGGESTIONS FROM
SPECIALISTS IN A NUMBER OF° :
DISCIPLINES FOR USE IN INITIATING A
TEACHING TEAM APPROACH IN CONSUMER
EDUCATIGON. FOLLOWING AN OVERVIEH OF
CONSUMER EDUCATION, THE
CONTRIBUTIONS OF THESE. DISCIPLINES
TO CONSUMER EDUCATION ARE
DISCUSSED: (1) AGRICULTURE, (2)
ART, (3) BUSINESS EDUCATION, (&)
CONTINUING EDUCATION, (5)
DISTRIBUTIVE EDUCATION, (6)
ENGLISHy (7) HEALTH, (8) HOME
ECONOM v (9) INDUSTRIAL ARTS,
{10) MATHEMATICS, (11) SCIENCE, AND
(12) SOCIAL STUDIES. A RELATED
DOCUMENT o CDNSUMZ: EDUCATION

8

MATERIALS IS AVAILABLE AS ED 022

044 (VT 005 649y AIM SUMMER 1969). -
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VT 014 900
¥1LLDS, EDDIE, AND OTHERS

A DEVELOPMENTAL RESOURCE UNIT IN
ECUNOMICS FOR BUSINESS EDUCATION.
BUSINESS-ECONOMIC EDUCATIGN
CURKICULUM DEVELOPMENT WRITING

PROJECTy 1971.

.

OKLAHOMA CITY PUBLIC SCHOOL SYSTEM'
OKLAe

MF AVAILABLE IN VT-ERIC SET«
OKLAHOMA CITY PUBLIC SCHOOLS,
INSTRUCTIONAL MEDIA DEPARTMENT,
ROOM 400-900 N. KLEIN, OKLAHOMA
CITY, OKLAHOMA 73106 ($1.00 PLUS
POSTAGE)

PUB DATE - 71 51P.

*BUSINESS EDUCATION; *800KKEEPING}
*ECONOMICS; *INSTRUCTIONAL
MATERIALS; UNIT PLAN; '
TRANSPARENCTILS; SECONDARY GKADES

DESCRIPTORS — *TEACHING GUIDES:\\\

ABSTRACT - DEVELOPED BY BUSINESS

T OUCATION TEACHERS, THIS GUIDE IS,
GESIGNED PRIMAKILY TO AIU IN
INTRODUC ING BASIC ECONDMIC CONCEPTS

~ INTO THE TEACHING 0OF BOOKKEEP ING.

THE TEACHING GUIDE PORTION COVERS
SIX BASIC ECONOMIC TOPICS, WITH
EACH TOPICAL OUTLINE PRESENTING.
(1) AN INTRODUCTORY PARAGRAPH, (2)
BASIC ECONOMIC IDEAs (3) RELATED
ECONOMIC IDEAS, (4) A STUCENT
PCRFORMANCE OBJECTIVE FOR EACH

"RELATED ECONOMIC IDEA, (5)
. SUGGESTED ACTIVITIES FOR EACH

RELATED ECONOMIC IDEAs AND (6)
SULGESTED EVALUATIVE PROCLDURES FOR

_EACH BASIC IDEA. TOPLEA INCLUDE:

{1) OUR MARKET ECONOMY, (2) MARKETS
AND PRICES, (3) MONEY AND BANKING,
(4) AUTOMATION, (5) TAXES AND .
GOVERNMENT SPENDING, AND (6) SAVING
AND INVESTMENTS A EIBLIOGRAPHY OF
bOOKS' PAMPHLETS, FILMS, AND
FILMSTRIPS IS APPENDED, AL WELL AS

"&@SECTIO§&OF PAGES SUGGESTEM AS

" DITTO MASQTERS OR TRANSPARENCY
MASTERSy KEYED TO THE TEACHING
VT 014 906

PLINE, NANCY ‘
TYPEWRITING o <TUDENT/MANUAL. 43

E]

INSTRUCTION

BUSINESS AND OFFIC

ROCHESTER CITY SCHOOL DISTRICT,
NeY. DEPT. OF TELEVISED
INSTRUCTION.3NEW YORK STATE -
£DUCATION DtPT., ALBANY. BUREAU OF
MASS COMMUNICATION.

MF AVAILABLE IN VT-ERIC SFT.

PUB DATE - 71 135p,

DESCRIPTORS -~ #STUDY GUIDES: *
*TYPEWRITING; OFF ICE OCCUPATIONS

FDUCATION; *BUSINESS SKILLSS

*TYPISTSS BUSINESS SUBJECTS;S
BUSINESS EDUCATION; *TELEVISED

B

~

ABSTRACT.— INTENDED FOR USE IN
CONJUNCTION WITH THE TELEVISED @
INSTRUCTION SERIES OF THE ROCHESTER

E

a

CITY SCHOOL DISTRILT, THIS STUDENT

MANUAL PROVIDES 42 LESSONS AIMED AT
HELPING BEGINNING STUDENTS GAIN A
USEFUL TYPEWRITING SKILLe ONCE
STUDENTS HAVE GAINED FAMILIARITY
WITH THE OPERATION OF THE
TYPEWRITER, AND- LOCATION OF

* KEYBOARD LETTERS, NUMBERS, AND

SYMBOLS, THEY WILL BE INTRODUCED TO

" MANY OF THE TOPICS THROUGH

TELEVISED LESSONS, AFTER WHICH THEY
WILL CONTINUE TO STUDY THE TOPIC
THRQUGH USE OF THE EXERCISES
CONTAINED IN THIS MANUAL. SOME OF
THE TOPICS INCLUDED ARE: (1) _
HORIZONTAL AND VERTICAL CENTERING,
(2) OUTLINES, (3) POSTCARDS, (&)

‘PROOFREADING MARKS, (5) PERSONAL

AND BUSINESS LETTERS, (6) .

ENVELOPES, (7) CARBON COPIES, (8)
-TYPING BUSINESS FORMS, (9)

MANUSCRIPT TYPINGs (10) ERASING AND
CORRECTING ERRORSs AND (11)
CLEANING THE TYPEWRITER AND
CHANGING THE RIBBON. SUGGESTIONS
FOR USING THE MANUAL ARE PROVIDED,
AND A REFERENCE GUIDE FOR BUSINESS
LETTERS AND TABULATION AND
MANUSCRIPT REFERENCE SHEETS ARE
ALSO INCLUDED. (AW)

VT 014 912

BARLOW, MIKEy AND OTHERS

A DEVELOPMENTAL RESOURCE UNIT 1IN
ECONOMICS FOR BUSINESS EDUCATION=--
GENERAL BUSINESS. BUSINESS-ECONOMIC
EDUCATION CURRICULUM DEVELOPHENT
WRITING PROJECT, 1971.

Pt

-



< PROJECT,

BUSINESS AND OFFICE

OKLAHOMA Ty PUBLIC SCHOOL SYSTEM,
OKLA. -

F AVAILABLE IN VT-tRIC SET,
OKLAHOMA CITY PUBLIC SCHOOLS,
INSTRUCT IUNAL MEDIA DEPARTMENT,
ROOM 400-900 N. KLEIN, OKLAHOMA
CITY, OKLAHOMA 73106 ($1.10°PLUS
POSTAGE PREPAID)
PUB DATE - )
—- *BUSINESS EDUCATION;
CONCEPT TEACHING; *CURRICULUM
GUIDES; *ECONOMICS; CURRICULUM
DEVELOPMENT ; *»RESOURCE MATERIALS;
*INTEGRATED ACTIVITIES; STUDENT
EVALUATION; TEACHING TECHNIQUES;

SINESS; TEACHING GUIDES
‘ T e
AFSTRACT - RESULTING FROM THE
CURRICULUM DEVELOPMENT WRITING )
THIS CURRICULUM GUIDE WAS

92P.

DESCRIPTORS

P REPARED

OF GENERAL BUSINESS AND TO
SUPPLEMENT THE GLNERAL TEXTBOOKS

FILMSy FILMSTRIPS, BOOKS,
PAMPHLET Sy AND TRANSPARENCY MASTERS
AND IS ARRANGED. W1TH CLASSROOM
ACTIVITIES, EVALUATION, AND
REFERENCES SO THAT SECTIONS CAN BE
TAUGHT AS INDIVIDYAL UNITS, TOPICS
COVERED INCLUUE}/%I) THE BASIC
ECONOMIC PROBLEM, (2) THE UeSe.
MARKET ECONOMY, (3) COMPETITION,
(4) GROSS NATIUNAL PRODUCT, (5) THE
BUSINESS CYCLEy (6) MONEY AND
BANKING, (7) LABOR,y (
(9) PROBLEMS OF A GROWING ECONOMY,
(10) ECONOMIC CONDITIONS IN THE
LOCAL COMMUNITY. (JS)

VT 014 970
BUSINESS ARITHMETIC 1 AND 2.

FORT WORTH PUBLIC SCHOOLS, TEXe.
MF AVAILABLE IN VT-ERIC SET.
CURRIC-BULL-504.1 :
DtPTe OF CURRICULUM, FT. WORTH
PUBLIC SCHOOLS, 3210 We LANCASTER,
Fle WORTH, TLXAS 76107 (3$2.50)

PUB DATE - 70 61P.

® DESCRIPTORS — *CURRICULUM GUIDES;
. #TEACHING GUIDES; *BUSINESS

BUSINESS SKILLS;
*MATHEMATICS

ECUCATIONS
*‘DITHMETIC.

TO: HELP TEACHERS INTEGRATE"
"t CONOMIC CONCEPTS INTO THE TEACHING

(8) INSURANCE,

2

44
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CURRICULUM; MATHEMARICS

INSTRUCTION;

SECONDARY GRADES 3
MATHEMATICS ' -
T S

‘ABSTRACT - PREPARED BY THE

DEPARTMENT OF CURRICULUM OF THE
FORT WORTH PUBLIC SCHOOLS AND BASED
UPON THE CLASSROOM EXPERIENCES OF
SKILLED TEACHERSy THIS GUIDE IS
STRUCTURED TO PROVIDE HIGH SCHOOL
BUSINESS EDUCATION TEACHERS WITH A
CURRICULUM PLAN FOR BUSINESS :
ARITHMETIC THAT 1S FLEXIBLE ENOUGH

‘TO MEET THE NEEDS OF DIFFERENT

SCHOOLS THROUGHOUT THE CITYy AS
WELL AS TO STANDARDIZE INSTRUCTION
PRACTICES. THE GUIDE INCLUDES
PRDVISIONS FOR A 1-SEMESTER OR A
SEMESTER COURSE, AS WELL AS

"ACTIVITIES PLANNED FOR BASIC

STUDENTS, REGULAR STUDENTS, OR
MIXED ABILITY GROUPS, AND IT

PROVIDES MANY SPECIFIC TEACHING

- SUGGESTIONS THAT SHOULD BE

" PRESENTLY BEING USEL. EACH SECTION 1\ _
CONTAINS A RESOURCE LISTING OF -

- SELLING PHROBLEMS,

ESPECIALLY HELPFUL TO THE BEGINNING
TEACHER. SUGGESTED TEACHING TOPICS
INCLUGE: (1) PERSONAL RECERDS, (2)
BUYING PROBLEMS, (3) PERSONAL y
FINANCE, (4) BORROWING MONEY;
TRAVEL AND TRANSPORTATION, (6)
TAXESy (7) RETAILER®S BUYING AND
(8) PROBLEMS OF
THE WHOLESALER, THE MANUFACTURER,
AND OF BUSINESS OWNERSHIP, (9)
AGRICULTURE AND PETROLEUM .
INDUSTRIES, AND "(10) NUMERATION
SYSTEMS AND PROBABILITY. THE GUIDE
PROVIGES NUMEROUS REFERENCE AND
SUPPLEMENTARY MATERIALS. (AW)

(s)

VT 014 985

DAVIS,y BOBSPELLANTy WILLIAM

- INSTRUCTIONAL MATERIALS FOR CAREER

EDUCATION AND OCCUPATIONAL AND
PERSONAL GUIDANCE.

OREGON UNIVey, EUGENEs NORTHWEST
REGIONAL SPECIAL EDUCATION
INSTRUCTIONAL MATERIALS CENTER,
BUREAU OF EDUCATION FOR THE -
HANDICAPPED (DHEN/OE). ‘WASHINGTON,

.DeCo

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 42F.

DESECRIPTORS ~ *CAREER EDUCATIONS
*INSTRUCT IONAL WATERIALS' :
*ANNOTATED ‘RIBLI'OGRAPHIES s e
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+EDUCATIONAL RESOURCES; #»specTi ABSTRACT = THIS PACKAGE OF
ELUCATION; VOCATIONAL EDUCATION; - PRACTICAL TDEAS COLLECTED BY THE
SECONDARY GRADES - AUTHENTIC BASIC LIFE~CENTERED .
- - | | | ECUCATION (ABLE) MoDEL ProGRaM )
ABSTRACT - THIS ANNOTATED ¥, SHOULD BE USEFUL FOR TEACHERS AND -
8 IBLIOGRAPHY CONTAINS MAT}RIAgﬁ AGMINISTRATORS WHD ARE REVISING
SELECTED TO PROVIDE TEACHERS . "CURRICULUMS AND WRITING CURRICULUM
SECONDARY LEVEL SPECIAL EDUCATION GUIDES FOR THE ELEMENTARY AND '
STUDENTS WITH 4 COMPREMENSIVE - - INTERMEDIATE LEVEL. SUGGESTED UNITS
COLLECTION OF CURRENT INSTRUC TIONAL ARE BASED ON AN ®ORGANIZING: CENTER
MATERIALS REVIEWED FOR THEIR CONCEPT® SUCH AS BANKING, BAKING,
APPROPRIATENESS TO CAREER EDUCATION' AND THE TELEPHONE BUSINESS, AND
FOR PREVOCATIONAL AND VOCATIONAL DIVIDED INTO GROUPINGS OF:z #1)
SPECTAL EDUCATION STUDENTS.  RESOURCES CEACCESSIBILITY)——WHAT
MATERIALS ARE INCLUDED FOR THESE . TOOLS, MATERIALS, AND HUMAN TALENT
INSTRUCTIONAL AREAS: (1) VOCATIONAL CAN BE USED TO MAKE A UNIT :
GUIDANCE, (2) CONSUMER EDUCATION, ACCESSIBLE TO THE CHILD, (2) -
(3) DRIVER EDUCATION, (4) BANKING "~ CONTENT (MOBILITY)--HOW CAN THE
AND BUDGETING, (5) PERSONAL SUBJECT MATERIAL PULL TOGETHER NEW
GUIDANCE, AND (6) READING AND MATH. ' RELATIONSHIPS FROM PAST STUDIES, OR
. INFORMATION CONTAINED IN EACH ENTRY ENABLE CHILDREN TO ENCOUNTER THE
INCLUDES THE TITLE, AUTHOR, FUNDAMENTAL ACTIVITIES OF THE
ACCESSION NUMBERy PUBLISHERy DATE-—. . GOMMUNITY. o STHEIR —RELIGIONy FHE TR - oo
OF PUBLICATION, PRICE, APPROXIMATE CULTURE, ;AND (3) PERFORMANCE ,
a READING LEVEL, FOKRMAT, AND (ACCOMPUY; ggNT)—-Hou CAN THE CHILD
PUBLISHER®S DESCRIPTION. A LISTING EXPRESS" ﬁgﬁﬁ LFy USE DIFFERENT
'OF PUBLISHERS® ADDRESSES IS RESOURGES)y ARD-SHOW OTHERS WHAT ME _
PROVIDED. (SB) , HAS LEARNED. MATERTALS MAVE®BEEN .o 2§ "
o TESTED, EVALUATED, AND REVISED IN A .
VY 014 991 ED 062 519 _VARIETY OF CLASSROOM SETTINGS. e
FOR THOSE DEVELOPING WORLD OF WORK OTHER MATERIALS PROVIDE INFORMATION
RESOURCE UNITS FOK ELEMENTARY " ON (1) INTERVIEWING, (2) FIELD
SCHOOL TEACHERS. | " _TRIPS, (3) STAFF DEVELOPMENT
ACTIVITIES, (4) CAREER LATTICES,
NORTHERN ILLINOIS UNIV., DE KALBo AND (5) 76 SUGGESTED CLASSROOM
ILLINOIS STATE BOARD OF VOCATIONAL ACTIVITIES FOR OCCUPATIONAL
EDUCATION AND REHABILITATION, EXPLORATION. OBJECTIVES ARE CLEARLY
SPRINGFIELD. VOCATIONAL AND STATED AND ACTIVITIES STRESS USE OF
TECHNICAL EDUCATION DIV, . ALL RESOURCES, SUCH AS ROLE=-
EORS PRICE MF=$0.65 HC-3¢,.58. . PLAYING, FIELD TRIPS, AND COMMUNITY
PUB DATE - NE 160P. KESOURCES . (JS)
- DESCRIPTORS — *CURRICULUM VT 015 006
DEVELOPMENT; *CAKEER EDUC AT ION; MAGISOS, JOEL He;MCCRACKEN, Jo -
VOUATIONAL EDUCATION; LEARNING DAV ID ~
ACTIVITIES; *KESOURCE GUIDES; *_ HOW TO SET UP A LOCAL INFORMATION
*RESOURCE MATERIALS; INSTRUCTIONAL SYSTEM, A
MATERIALS; OCCUPATIONAL
* /INFORMATION; BEHAVIORAL OBJECTIVES; OHIO STATE UNIV., COLUMBUSs CENTER
PROGRAM DEVELOPMENT: *DEVELOPMENTAL FOR VOCATIONAL AND TECHNICAL
,//PROGRAMS; ELEMENTARY GRADES; . EDUCATION.
SERVICES; CLASS ACTIVITIES; . ' MF 'AVAILABLE IN VT-ERIC SET. /
I NDUSTRY . -;mﬁf PUB DATE - 6DEC71
IDENTIFIERS < CAREER AWARENESS 22P LPRESENTATION TO THE NATIONAL
' #WORLD OF WORK3 AUTHENTIC BAS c COUNCIL OF LOCAL ADMINISTRATORS AT .
‘L'IFE CENTERED' EDUCATION MODEL; ABLE - THE AMERICAN VOCATIONAL ASSOCIATION
MODEL PROGRAM CONVENTION (PORTLAND, OREGON,

DECEMBER 6y 1971)..

Q

'
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 BUSINESS AND OFFICE

'PEELHES:
*PROGRAM DEVELOPMENTS

.

DLESCRIPTURS - *YOCATIONAL
EUUCATION; *INFORMATION SYSTEMS;
*INFORMATION SEKRVICES;
PROBLEM -
SOLVING; EDUCATIONAL RESOURCES;
COSTS; *GUIDKLINES
1CENTIFIERS - LOCAL INFORMArigy
SYSTEMS

ABSTRACT - INCLUBED IN THIS
DOCUMENT ARE TWO RELATED SPEECHES
ON THE USES, FEATURESy AND
DEVELOPMENT OF A LOCAL: INFORMAT ION
SYSTEMe THE FIRST SPEECH ADDRESSES
THREE QUESTIONS: (1) WHAT IS AN
INFORMATION SYSTEM? (2) WHAT (AN BE
EXPECTED OF AN INFORMATION SYSTEM?
AND (3) WHEN WOULD ONE USE AN
INFORMATION SYSTEM? THE SECUNDE

" SPEECH INCLUDES ‘A DISCUSSION O

Al

SYSTEM™ IN

INFORMATIUON SYSTEMS IN TERMS OF
MISSIONy SCOPE AND OBJECTIVES,
TINFORMATION KESOURCESy -
AND STAFFINGy COMPONENTS AND COSTS,
AND EDUCATION OF USERS. POINTS OF
SUMMARY COVERED IN THE SPEECHES
JENGLUDE: (1) LOCAL. INFORMATION
YSTEMS SHOULD EE LINKGR TO A
OCUMENT-BASEDy USER-ORIENTED
INFORMATION SYSTEM THAT WILL
PROVIDE ACCESS TO VAST RESOURCES
ALREADY AVAILABLE, AND (2) (OCAL

ADMINISTRATORS SHUOULD REFER TO THE

"GUIDE FOR A STATE VOCATIONAL-
TECHNICAL EDUCATION DISSEMINATION
THEIR EFFORYS TO DEVELOP

A LOCAL INFORMATION SYSTEM (ED 048

503 OR VT 012 862, ARM FALL 1971).\

(J4s) .
VT 015 016 ED 061 453
BOBBITT, FRANKSLETWIN, -£INDA

TECHNIQUES FOR TEACHING -
UDISADVANTAGED YOUTH IN VOCATIONAL
EDUCATION.

. - -

MICHIGAN STATE UNIV., EAST LANSING..

RURAL MANPOWER CENTER.

EDRS PRICE MF-3C+65 HC-$6458,
SPEC-PAP-14
PUB DATE -  DELT1 106P.

DESCRIPTORS — *VOCATIONAL

EOUCATION; *TEACHING METHODS;
*DISADVANTAGED YOUTH; TEACHER
ATTITUDES; SECONDARY GRADES;

. COUNSELING; STUDENT MOTIVATION;

Q

EQUIPMENT

TTUT16) CURRICULUM,

486
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CURRICULUM DEVELOPMENT; PROGRAM
EVALUATION; *EDUCATIONAL NEEODS;
REFERFNCE MATERIALS; *RESOURCE
MATFRIALS; EDUCATIONAL PROBLEMSS. -
VOCATIONAL EDUCATION TEACHERS,
TEACHING TECHNIQUES

ABSTRACT - 'DEVELOPED THROUGH A
LOLLEGE CURRICULUM DEPARTMENT, THIS
PUBLICATION PROVIDES VOCATIONAL
TEACHERS WITH A PRACTICAL REFERENCE
Ot PRUBLEMS RELATING TO EDUCATING
DISADVANTAGED STUDENTS. THE
UNDERLYING THEME IS THAT THE
TEACHER IS THE MAJOR FACTOR IN THE -

_SUCCESS OF ANY PROGRAM FOR THE

DISADVANTAGED, SEVERAL ASPECTS OF
THE PROBLEM ARE CONSIDERED,
INCLUDING: (1) IDENTIFICATION OF
THE DISADVANTAGED AND THEIR NEEDS,
(2) MOTIVATION, (3) TEACHER STUDENY
RELATIONSHIP, (4) CDUNSELING, (5)

GROUPING DISADVANTAGED STUDENTS,

(7) TEACHING
METHODS,y (8) PROGRAM.EVALUATION,
AND (9) AVAILABLE FEDERAL
RESOURCES. (BH)

VY 015 043

BUSINESS AND OFFICE EDUCATION
RESOURCE SUPPLEMENT TO THE CONSUMER
ECUCATION CURRICULUM GUIDE 'FOR
OHIO.

OHIO STATE DEPT. OF EDUCATION,
COLUMBUS. DIV. OF VOCATIONAL
ECUCATION. '

MF AVAILABLE IN VT-ERIC SET.
INSTRUCTIONAL MATERIALS .LABORATORY,
TRADE AND INBUSTRIAL EDUCATION, THE
OHIO STATE UNIVERSITY, 1885 NEIL

AVENUE, COLUMBUS, OHIO 43210 ($2.40
PLUS POSTAGE) ’
PUB DATE - 71 64P.

DESCRIPTORS - CURRICULUM GUIDES;

*RESOURCE GUIDES; *TEACHING GUIDES;
*BUSINESS EDUCATION; *OFFICE
OCCUPATIONS EDUCATION; *CONSUMER"
€DUCATION; SECONDARY GRADES; , :
CONSUMER ECONOMICS; BIBLIOGRAPHIES;
LEARNING ACTIVITIES; EVALUATION
TECHNIQUES

ABSTRACT - DEVELOPED BY BUSINESS
EDUCATION TEACHERS WITH THE AID OF
STATE BUSINESS EDUCATION STAFF,
THIS SUPPLEMENT TO VT 012 356 (AIM
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Y | LN BUSINESS AND OFFICE

;

. SBMMER 1971) IS INTENDED TO.ASSIST TERM UNDERLINED FOR CLARITY. (AW)

» OHIO TEACHERS IN IMPROVING HIGH .

,SCHOOL BUSINESS EDUCATION vT 015 077 ) ‘
CORKICULUMS bY INCORPORATING . OCCUPATIONAL CLUSTERS. EXEMPLARY .

“APPROPRIATE SEGMENTS OF CONSUMER PROGRAM IN CAREER EDUCATION.

" EUUCATION. INSTRUCTIONAL UNITS ARE _ :

'DEVELOPED AROUND SIX LONCEPTS ' . COUNCIL BLUFFS COMMUNITY SCHOOL
‘COVERING: (1) THE LCONOMIC SYSTEM, = @ISTRICT, IO0WA.

(2) INCOME PROCUREMENT, (3) MF. AVAILABLE IN VT-ERIC SET.
CONSUMER. ALTERNATIVES, (&) CONSUMER /PUB DATE = GLFEBT2 58P«
BLHAVIOR DETERMINANTS, (5) ROLES, / : .

"RIGHTS, AND RESPONSIBILIVIES, AND /c DESCRIPTORS - *INSTRUCT IONAL
,6) COMMUNITY RESOUKCES. THE UNITS - MATERIALS; *OCCUPATIONAL CLUSTERS;
CONFAIN OBJECTIVES AND SUGGESTED / *CLUSTER GROUPINGS; *CAREER
LEARNING ACTIVITIES, EVALUATION /  EDUCATION; *DEVELOPMENTAL PROGRAMS
TECHNEQUFS, AND RESOURCES WHI(H ARE DENTIFIERS ‘= CAREER AWARENESS;
KEYED TO CONCEPTS AND BUSINESS /' ECONOMIC AWARENE®S .

- SUBJECT AREA. SEVEKAL OF THE UNITS | :

. ALSO INCLUDE TLLUSTRATIONS WHICH / _ ~ABSTRACT = THIS COLLECTION OF 15

~ MAY BE USED AS TRANSPARENCY MASTERS OCCUPATIONAL CLUSTERS WAS DEVELOPED

- -FOR OVERHEAD PROJECTION, AND A / THROUGH THE COOPERATIVE. EFFORTS OF
SELECTED SIBLIOGRAPHY OF TEACHER | THE POTTAWATTAMIE COUNTY'S
i REPERENCESs HBOOKS, PAMPHLETS, / © EXEMPLARY PROGRAM IN CAREER
 PRACTICE SETSs FILMS, FILMSTRIPS,, ECUCATION AND THE COUNCIL ‘BLUFFS

*.AND' BULLETIN BOARD MATERIALS IS / COMMUNITY SCHOOL DISTRICT. A
PROVIDED. ANOTHEK SUPPLEMENT IS / " SCHEMATIC OUTLINE OF THE EXEMPLARY

" AVAILABLE AS VT 0l4 067 (AIM VOLe PROJECT IS FOLLOWED BY A BREAKDOWN
.5y NQe 2) AND RELATED DUCUMENTS/ AS . OF EACH OF THE 15 CLUSTERS INTO

" VT 015 039-VY¥ 015 C47 IN THIS SPECIFIC FUNCTIONS OR OCCUPATIDNS. .
J SSUE. (SB) ° . ] H CLUSTERS INCLUDE: (1)

L s, ' / TRANSPORTATION, (2) FINE ARTS AND
VT 015 054 : HUMANITIES, (3) COMMUNICATION AND -
' DELAWARE GLOSSARY OF TERMS FOR MEDIA, (4) PERSONAL SERVICES

* DGCUPATIONAL-VOCATIONAL EDUCATION. OCCUPATIONS, (5) CONSTRUCTION, (6)

o, : : 7 " HOSPITALITY AND RECREATION, (7)
-DELAWARE STATE CDLL.y DOVER. DEPT. HEALTH OCCUPATIONS, (8) MARINE

* OF DISTRIBUTIVE EDUCATION o/ SCIENCF OCCUPATIONS, (9) CONSUMER

.~ 'MF AVAILABLE IN VT~ERIC SET. AND HOMEMAKING, (10) AGRIBUSINESS

- .FUB DATE - 72 14Ple | _AND NATURAL RESOURCES, (11)

TR J - ENVIRONMENT, (12) PUBLIC SERVICE,
DESCRIPTOKS ' — *GLOSSARIES; , (13) BUSINESS AND OFFICE, (14)
*VOCABULARY; *VOCATIONAL tDUCATION; MANUFACTURING, AND (15) MARKETING

#(AREER EDUCATION; *COMMUNICATION AND DISTRIBUTION. (AW) -

" {'THOUGHYT TRANSFER); DEFINITIONS o :

e / VT 015 096 :
ABSTRACT .- DFVELOPED BY ‘ 388 CIVIL SERVICE PREPARATION. .

. DISTRIBUTIVE EDUCATION INTERNS TENTATIVE COURSE OUTLINE.

- "“UNDER THE DIKECTION OF A TEACHER- . o
ECUCATORy THIS GLOSSARY OF TERMS IS LOS ANGELES CITY SCHOOLS, CALIF.
:DESIGNED TO PROVIDE A COMMON GRUUND DIV. OF ADULT EDUCATION. '

."FOR.COMMUNICATION ‘IN OCCUPATIONAL- MF AVAILABLE IN YT-ERIC SET.

. " VOCATIONAL EDUCATION BY : CVTE-N-41 _
SIAND#RDIZING TERMINOLOGY IN LOCAL PUB DATE - 69 - 6P.PAES :
AND STATE INSTRUCTIONAL PROGRAMS. COLLECTION; 1969 REVISION '
THE PUBLICATION CONSISTS OF MORE
THAN 70 TERMS: CGMMON TO DESCRIPTORS - - *REVIEW _

" OCCUPATIONAL-VOCATIONAL EDUCATION, (KEEXAMINATION); *CAREER EDUCATION;
ARRANGED ALPHABETICALLYy WITH EACH *ADULT VOCATIONAL EDUCATION;

Sc / ) | 47 .
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SEXPERIMENTAL CURRICULUM; #*nATIONAL

COMPETENCY T+STS; GUIDES:
NSTRUCTIONAL AIDS; RESOUKCE
ATERIALS; JUB APPLICANTS; LANGUAGE

SKILLSS AKITHMETIC; OCCUPATIONAL

.GUIDANCEF

IDENTIFIERS — EMPLOYMENT SKILLS;

aCIvIL SERVICE TESTS

ABSTRACT - THIS TENTATIVE COURSE
"OUTLINE FOR FIVE-SEMESTER ADULT
EOUCATION COURSE IN CIVIL SERVICE
PREPARATION CONTAINS A 1-PAGE
INTRODUCTION, A BRIEF EXPLANATION
OF COURSE OUTLINE CLASSIFICATIONS
WHICH ASKS FOR TEACHER AND

- ADMINISTRATOR SUGGESTIONS». AND A 3-

PAGE OUTLINE WITH EIGHT HEADINGS.
“ORIENTATIONe™ THE FIRST HEAD INGy -
_OUTLINES BRIEFLY POINTS TO INCLUDE
ABOUT CIVIL SERVICE EMPLOYMENT IN
THE COURSE. THE NEXT FIVE HEADINGS

COVER BASIC KNOWLEDGE NECESSARY FOR

CIVIL SERVICE TESTSy SUCH AS
ARITHMETICy ENGLISHy AND OFFICE

. "SKILLSe THE SEVENTH HEADING LISTS

13 TYPES OF APTITUDE TESTING FOUND

ON CIVIL SERVICt EXAMINATIONSy AND
HE FINAL HEADING, ®“J0B

ORIENTAT IONe* OUTLINES PROCEDURES

FOLLOWED BEFORE TAKING A LIVIL

SERVICE POSITION. (AG)

vT 015 115
BASIC EMPLOYMENT INFORMATION. A

- HANDBOOK FOR STUDENTS IN

OCCUPATIONAL PREPARATION CLASSES.
SENIOR HIGH SCHOOL EDITION.

LOS ANGELES CITY SCHOOLS, CALIF.
DIV. OF INSTRUCTIONAL PLANNING AND
SERVICES . :

MF AVAILABLE IN VT-ERIC SET.
PUB=-SC-629 ;CVTE~N-134 ,
PUB DATE - 69 118P.PAES
COLLECTION; 1969 REVISION

DESCRIPTORS - *UCCUPATIONAL
GUIDANCE ; *CAREER EDUCATION;
EMPLOYMENT OFPORTUNITIES; GKADE 103
GRADE 113 GRADE 125 *INSTRUCT IONAL
MATERIALS; LABOR UNIONS; RESOURCE
MATERIALS; LABOR LAWS; POST

.s ECUNDARY EDUCATION; EMPLOYFE

ATTITUDES; EMPLOYMENT INTERVIEWS;
*LMPLOYMENT SERVICES; JOB
APPLICATION; VOCATIONAL EDUCATION;
FEDERAL PROGRAMS; *CONSUMER

Q :
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i
LCONOMICS; OCCUPATIONAL '
INFORMATION; BUDGETS; FAMILY LIFE
EDUCATION FRINGF BENEFITS; VISUAL
AIDS :
IDENTIFIERS - BEGINNING COMPETENCE;
EMPLOYMENT SKILLS

‘ABSTRACT - Rsvxeweo BY AN ADVISORY

COMMITTEEY OF SECONDARY SCHOOL
TEACHERS AND SUPERVISORS AND
SUPERVISORS OF THE INSTRUCT IONAL
PLANNING AND SERVICES DIVISION,
THIS SET OF SPIRAL BOUND STUDENT
STUDY SHEETS FOR USE IN SENIOR HIGH
OCGUPATIONAL EDUCATION CLASSES
INCLUDES SUGGESTIONS FOR TEACHER

"AND STUDENT USE OF THE HANDBOOK,

INTRODUCTORY ADVICE TO THE STUDENT
ABOUT’DCCUPQIIONAL TRAINING, AND
EIGHT UNITS OF STUDY. INFORMATION
ABOUT FEDERAL AND STATE EHPLOYHENT
LAWS AND PROGRAMS DIRECTLY ' :
AFFECTING EMPLOYEES, OTHER RELATED

~-ASPECTS OF THE ECONOMYy, AND A FINAL

24-PAGE REFERENCE LIST OF POST-
SECONDARY VOGATIONAL COURSES
OFFERED IN LQS ANGELES CITY SCHOOLS
MAKE UP THE HANDBOOK. AIMED AT

MAK ING THE SCHOOL=TO=-WORK
TRANSITION EASIER, THIS STUDENT
MANUAL INCLUDES SPECIFIC
INFORMATION ON LABOR UNIONS AND
MANAGEMENT, FAMILY BUDGETS AND
CREDIT BUYINGy AND SELF-ANALYSIS AS
AN ASSET IN SUCCESSFUL VOCATIONAL
PLANNING. A DETAILED SET OF
INSTRUCTIONS ABOUT OBTAINING AND
KEERING A JOB ARE A PART OF THE

gFIRST STUDY UNIT. VARIOUS CHARTS,
TABLESy AND SAMPLES DF EMPLOYMENT=~

RELATED MATERIAL ILLUSTRATE THE
STUDY GUIDE. (AG)

VY 015 134
WOOD,y SANDY
INSURANCE .

MESA PUBLIC SCHOOLS, ARIZ. CENTER
FOR CAREER DEVELOPMENT,

MF AVAILABLE IN VT-ERIC SET.
CVTE~T-89

PUB DATE - ND 53P.PAES :
COLLECTION i

DESCRIPTORS - *EDUCATIONAL
OBJECTIVES; *LESSON PLANS;
#*SECONDARY GRADES ;" *CURRICULUM
GUINES; *INSURANCE PROGRAMS
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EQUCATIONAL FINANCLE; HEALTH
INSURANCE; VISUAL AIDS; EDUCATIONAL
RADIO/; ACHIEVEMENT TESTS; RESOURCE
MATEKIALS; ANSWER KEYS3 STUDENT
DEVELOPED MATERIALS; INSTRUCT IGNAL
MATERIALS; TEACHING PROCEDURES
IDEfTIFIERs - ATTITUDES.
APPKECIATIONS; £CONOMIC AWARENESS

ABSTRACT - THIS CURRICULUM GUIDE
.FQR A JUNIOR HIGH SCHOOL COURSE ON
INSURANCEy WRITEEN BY A JUNIOK HIGH
TEACHERy INTENDS TO DEVELOP
APPRECIATION OF THt VALUE OF LIFE

-AND HEALTH INSUKRANCE, AS WELL AS

SUCIAL SECURITY BENEFITS AND OTHER
TYPES OF INSURANCE. UNIT GOALS AND
OBJECTIVES PRECEDE THE 23 DAILY
LESSON OUTLINES, WHICH GIVE
TEACHING PROCEDURES. SUPPLEMENTARY
MATERIALS INCLULE A SAMPLE
INSURANCE CLAIM AND POLICY FOR A

TUDENT-CEVELOPED INSURANCE
fUMPANY, IN ADDIJFION TO A TEST WITH
AN ANSWER KEY AND A QUIZ.
WORKSHEETSy TRANSPARENCIES, A
CROSSWORD PUZZLEy AND A RADIO
BROADCAST SCRIPT ENRICH THE UNIT.
{AG)

VT 015 141}
W0OODy SANDY ®
BANKING AND MONEY,

MESA PUBLIC SCHOOLSy ARIZ . CENTER
FUR CAREER DEVELOPMENT,

MF AVAILABLE "IN VT-ERIC S€T.

PUB DATE - ND 130P.PAES
COLLECTION

DESCRIPTORS - *KESOURCE UNITS;
GRADE &; GRADE 93
*SECONDARY GRADES: WORKSHHETS;

_ *BANKING ; *FINANCIAL
SERVICES; INSTRUTTIONAL MATERIALS:
BLHAVIORAL OBJECTIVES; *CAREER
EDUCATION; ECONOMIC EDUCATION;
TEACHING PROCEDURES; EVALUATION
TECHNIQUES; KESOURCE MATERIALS;
MARKETING; TEACHING TECHNIQUES
IDENTIFIERS - ECONOMIC AWARENESS

AESTRACT = THIS RESOURCE UNIT ON
BANKING AND MONEY FOR A JUNIOR HIGH
SCHOOL CLASS AIMS TO DEVELOP ROTH
AN UNDERSTANDLING OF BANKING |
SERVICES IN OUR ECONOMY AND THE
ABILITY TO USE A CHECKING ACC QUNT

Q
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AND DTHER PAYMENT METHODS WISELY.
THREE DETAILED PAMPHLETS ARE -
REPRODUCED FOR USE AS RESOURCE

'MATERIALS--"FUNDAMENTAL FACTS- ABOUT

UeSe MONEY," NTHE: STORY OF CHECKS,®
AND "USING BANK SERVICES.*" DAY-BY~-

‘DAY INSTRUCTIONS FOR THE TEACHER

AND THE STUDENT INCLUDE PROCEDURES
FOR KEEPING A NOTEBOOK OF CLASS
ACTIVITIES AND A SCHEDULE FOR
READING THE THREE BOOKLETS, FILLING
OUT THE ENCLOSED WORKSHEETS AND
STUDY SHEETS, AND TAKING THEy .
PRETEST, QUIZZFSy AND THE 60-
QUESTION FINAL EXAMINATION. "THE
HOW & WHY OF BANKING®™ PROVIDES A
FINAL SERTES OF 29 STUDENT )
WORKSHEETS FBR EVALUATING IN DFTAIL’
THE EXTENT Of UNIT COMPREHENSION.
TOPICS COVERED FOR DAY 1 THROUGH 12
INCLUDE THE [HISTORY. OF MONEY,
WHEHIMD-THE-SCENES™ BANKING
OFERATIONS INVOLVING THE FLOW -OF
MONEY AND BANKING SERVICES, AND
INFORMATION ON BANKING FORMS AND
STANDARD PROCEDURES SUCH AS SERVICE
CHARGES AND BANK STATEMENTS. VISUAL
AIDS SUCH AS CHARTS,
THRANSPARENCIES, AND SAMPLE CHECKS
FORM A MAJOR ELEMENT OF THIS
TEACHING GUIDE. (AG) :

VT 015 204 .-
COORDINATORS®' GUIDE FOR PROGRAMS_
FOR EDUCATIONAL AND CAREER
EXPLORATION (PbiE'oc.Eo,o‘ ‘

GEORGIA UNIV.y ATHENS.

MF AVAILABLE IN VT-ERIC SET.
LVTE-B-18
PUB DATE -
COLLECTION

AUGT0 | 178P.PAES

DESCRIPTORS - *RESOURCE GUIDES;
SECONDARY GRADES; CURRICULUM
GUIDES; TEACHING GUIDES: VISUAL
AIDS; INSTRUCTIONAL MATERIALS;

*L EARNING ACTIVITIES; BEHAVIORAL
OBJECTIVES: SELF CONC EPT; *CAREER
EDUCATION; VOCATIONAL EDUCATIONS
CAREFERS; DECISION MAKING SKILLS;
OCCUPATIONAL INFORMATION;
OCCUPATIONAL CHOICE; *0CCUPATIONAL
CLUSTERS; RESOURCE MATERTALS
IDENTIFIERS — CAREER AWARENESS

ABSTRACT - COMPILED FROM THE
CONTRIBUTIONS OF LOCAL COORDINATORS
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. WHONWERE IN TRAINING IN GEORG ABSTRACT - THIS 1972 EDITION OF A
= 2DURING THE SUMMERS OF 1969 AND TtACHING GUIDE FOR A PROGRAM ON
‘970. THIS RESOURCE GUIDE FOR TEACHING TAXES, WRITTEN BY THE
CUORDINATORS OF PROGRAMS FOR INTERNAL REVENUE SERVICE, FORMS
EDUCATIONAL AND CAREER EXPLORAT ION PART OF A UNIT CONTAINING ALL
({PECE) IN GRADCS 7y 84 AND 9y : INSTRUCTTIONAL MATERIALS FOR THE
INCLUDES AN TNTRODUCTORY RATIONALE COURSE. FREE TAX GUIDES WILL BE
DESCRIBING SIX BROAD OBJECTIVES OF ~ SENT TD THE SCHOOLS ORDERING THE
PECE AND STRESSES ACTUAL WORK CORRESPONDING TEXT “UNDERSTANDING
PARTICIPATION AND JOBS DICUSSIONS TAXES." TEACHER FEEDBACK IS ~ '
BASED UPON SELF AWARENESS, _* ENCOURAGED AND SUGGESTIONS TO THE
VOCATIONAL INFORMATION, AND TEACHER ARE GIVENe THE PROGRAM
DECISION MAKING ABILITIES. NINETEEN OBJECTIVES INCLUDE PREPARATION OF
SUGGESTED INSTRUCTIONAL UNITS WITH ACCURATE TAX RETURNS,y AN"
SEPARATE REFERENCE LISTS, A REVIEW . UNDERSTANDING OF THE INTERNAL
 UNIT, AN EVALUATION SECTION WITH AN "REVENUE SERVICE, AND A RECOGNITION
APPENDIX, A >0-PAGE TABLE OF ' OF THE IMPORTANCE AND ROLE OF TAXES
SELECTED OCCUPATIONS CLASSIFIED BY IN DUR SOCIETY. LESSON OBJECTIVES
GROUP ‘AND LEVEL, AND A DETAILED ' FOR THE FIRST FOUR CHAPTERS ARE
.~ OUTLINE OF AN INITIAL CLASS MEETING GIVEN, AS WELL AS TWO SAMPLE LESSON
COMPLETE THE GUIDE. EACH UNIT LISTS - PLANS. FORM 1040 AND SCHEDULES A
BEHAVIORAL OBJECTIVES AND PROVIDES -AND B ARE PRINTED FOR USE AS
A VARIETY OF LEARNING FXPERIENCES TRANSPARENCIES. A CROSSWORK PUZZLE
INCLUDING FIELD TRIPS, SURVEYS, " ON TAX TERMS WITH A SOLUTION IS
CLASSROOM ACTIVITIES, AND VISUAL INCLUDED, WHICH CAN BE USED AS A
AIDS. AN ORIENTATION TO PECE IN " QUIZ. SOLUTIONS TO PROBLEMS IN THE
DETAILED OUTLINE FORM INC-LUDES » STUDENT TEXTS, WHICH INCLUDE A~
ODITIONAL LEARNING ACTIVITIES AND GENERAL~ AND (A “FARM EDITION, ARE
MATERIALS. DIVICED INTO THREE LISTEDe -A~ULST. OF THE 50 MOST
COLUMNS, - THE 50-PAGE OCCUPATIONAL COMMON QUESTIONS ABOUT FILING
CHART LISTS WORK ROLES (VOCATIONS), INCOME TAX RETURNS COMPLETES THE
WORK SETTINGS (PLACES OF GUIDE. (AG)
EMPLOYMENT)y» AND ACTIVITIES
DIRECTLY KRELATED TO THOSE VT 015 321 :
OCCUPATIONS o (AG) : INDUSTRIAL BANKINGe
VT 015 267 JEFFERSON COUNTY SCHOOL DISTRICT R~
TEACHING TAXES PROGRAM. TEACHER *S 1, LAKEWOOD, COLO.
GUILE. MF AVAILABLE IN VT=ERIC SETe
_ © PUB DATE - ND 238P.PAES
DEPARTMENT OF THE TREASURY, " COLLECTION
WASHINGTON, Do.Ce. INTERNAL REVENUE \
' SERVICE. DESCRIPTORS — RESOURCE MATERIALS:
MF AVAILABLE IN VT-ERIC SETe *TEACHING GUIDES; INSTRUCT
IRS—PUB-19 MATERIALS: TESTS3 COURSE
PUE DATE - 72 36R. OBJECTIVES; *BANKING; ECONOMICS;
A *FINANCIAL SERVICES; *BANKING .
LESCRIPTORS — *TEACHING GUIDES; VOCABULARY; *CREDIT (FINANCE);
TKANSPARENCIES; *VISUAL AIDS; SECONDARY GRADES; LEARNING
*TAXES; EDUCATIDNAL OBJECTIVES; ACTIVITIES _
* INSTRUCTIONAL AIDS; PUZZLES; - IDENTIFIERS - ECONOMIC AWARENESS
GOVERNMENT ROLE; *FEDERAL ‘ B .
GOVERNMENT 3 LESSON PLANS; ANSWER ABSTRACT - THIS INSTRUCTINNAL GUIDE
KEYS IS DESIGNED TO AID TEACHERS IN
IDENTIFIERS - *FEDERAL AGENLIES; CONDUCTING COURSES ON BANKING AND
ECONOMIC AWARENESS; BEGINNING _FINANCE IN THE SECONDARY GRADES.
COMPE TENCE THE GUIDE PROVIDES OBJECTIVES, PRE-

" AND PODST-TESTS WITH ANSWERS,

00 :

Q
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RESOURCE PERSONS, LEARNING
ACTIVITIES, PROBLEMS AND ANSWERS,
AND AUDITIONAL RESOURCES FOR UNITS
'ON INDUSTRIAL BANKING, FINANCE
C OMPANIES, COMMEKCIAL BANKING,
SAVINGS AND LOAN ASSOCIATIONS //
{ INCLUDINL HOME CLOSINGS), -AND
CREDIT UNIONS . NUMEROUSE SAMPLE
FORMS, APPLICATIONS, CHARTS, AND
EXCERPTS FROM FINANCIAL NEWS
PUBLICATIONS ILLUSTRATE THE GUIDE.
(AW)

VY 015 408 ED 062 569

B JORAKER , WALTER Ve, ED.

A COURSE OF STUDY IN COOPERAT ION
AND COOPERATIVES.

WISCONSIN UNIVe, MADISON. DEPT. OF
AGRICULTURAL AND EXTENSION

;. EDUCATION.

" LDRS PRILE MF-$0.65 HC-33.29.

INSTRUC~SER-2
. PUB DATE =

FER72 65P .

'ﬁﬁjbESLRtPfoRs ~ *TEACHING GUILDES;

$CURRICULUM GUIDES; *COOPERATIVES;
COLLECTIVE SETTLEMENTS;
OKGANIZATION; MARKETING: HUMAN ;
RELATIONS; *ADULT EDUCATION; DA
SECONDARY GRADES; *EXTENSION:. ,
EDUCATION; AGRICULTURAL EDUCATION.I"

BUSINESS EDUCATION ' . Lf

ABSTRACT - DESIGNED FOR TEACHERS
WITH LIMITED TLACHING EXPFRIENCE IN
COOPERATIVES, THIS COURSE OF STUDY
WAS PREPARED BY SEMINAR STUDENTS
FOR USE IN HIGH SCHOOL OR AQULY

£ DUCATION PROGRAMS, AND EMPHASI Z2ES
THE PRINCIPLES OF COOPERATION, THE
OPERATION AND MANAGEMENT OF
'COOFPERATIVES, AND. THE COMMUNICATION
KEtQUIRED FOR THEIR EFFECTIVE
FUNCTIONING. UNITS REQUIRING A
TOTAL OF 20 HOUKS OF INSTKUCTION
INCLUDE: (1) INTRODUCTYION, (2)
TYPES OF BUSINESS ORGANIZATIONS ,
(3) CODPEKATIVE PRINCIPLES AND
PRACTICES, (4) ORGANIZATIONAL
STRUCTURE, DUTIESy AND ¢
KRESPONSIBILITIES, (5) LIFE CYLL( 0F
A COOPERATIVE, (6) THE FINANCIAL
STATEMENT, (7) LEGAL ASPELTS OF
COOPERATIVES, (&) CODPERATIVE
COMMUNICATIONS, (9) COOPERATIVE
MANAGEMENT, (10) -COOPERATION AND
COOPERATIVES IN OUR SOCIETY, (11)

\)4 -’ . '
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HUMAN RELATIONS, (12) MARKETING,
(13) SUPPLY COOPERATIVE, (14&)
CREDIT UNION, AND (15) SERVICE
COOPERATIVES. INSTRUCTIONAL
MRJECTIVES, LEARNING ACTIVITIES,
TEACHING AIDS, AND REFERENCES
ACCOMPANY EACH UNIT. ADDITIONAL
LEARNING ACTIVITIES, TEACHING
AIDES, A GLOSSARY, AND SAMPLE’
LESSON PLANS ARE APPENDED. (SB)

VY 015 411 - ’ -
PITT COUNTY MIDOLE GRADES PROJECTv

I~I1I. 7 \ L

PITT COUNTY SCHOOLS , °
.C.»

MF AVAILABLE IN VT-ERIC SET.

- CVTE-000553 |

.PUB DATE - ND

COLLECTION N

GREENVILLE,

184P .PAES

v “ . . .
DESCRIPTORS ~ GRADE 7; GRADE 83
*CURRICULUM GUIDES; *CAREER :
EDUCATION; SELF CONCEPT;: ]
*OCCUPATIONAL INFORMATION; SERVICE .
OCCUPATIONS ; PROFESSJONAL
OCCUPATIONS; EVAL
- TECHNICAL OCCUPATI
_*INDIVIDUALIZED INSTRUCTIONS ..
DROPOUT IDENTIFICATION; EDUCATIONAL
OBJECTIVES; TEACHING TECHNIQUES;
LEARNING ACTIVITIES; *LEARNING
LABORATOR1ES3 AUDIOVISUAL AIDS:
RESODURCE MATERIALS: REFERENCE
MATERIALS | R
IDENTIFIERS — CAREER AWARENESS;
. BEGINNING COMPETENCE: ATTITUDES
APPREC TATJENS

AESTRACT - THIS CURRICULUM GUIDE
FOR A CAREER EDUCATION PROGRAM FOR
GRADES 7 AND & PROVIDES "HANDS-—ON®
LABORATORY ACTIVITIES BY MEANS OF
WMODULES," WHICH CONSIST OF SEVERAL
LEARNING STATIONS FOR CLASSROOM
GROUPS OF .SEVERAL STUDENTS APIECE.
DEALING WITH SERVICE,
SALES, AND PROFESSIONAL AND
TECHNICAL OCCUPATIONS, THE UNIT
PROVIDLS OPPORTUNITIES FOR SELF’

APPRAISAL, VOCATIONAL EXPLORATIONy -

INDIVIDUALIZED INSTRUCTION, * AND
DKOPOUT IDENTIFICATION, LEADING
TOWARDS SUCCESSFUL FUTURE
EMPLOYMENT. DEVELOPED, FIELD
TLSTED, AND EVALUATED BY A PROJECT
COMMITTEE 'OF PITT COUNTY SCHOOLS

é

ECHN;QUES:-

CLERICAL AND
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STAFF, THE GUIDE INCLUGES PROGRAM
"AND UNIT OBJECTIVES, STUDENT
READING MATERIALS, WORKSHEETS,
ISUAL AIDSy TESTS, STUDENT
POIREGTED EVALUATION SHEETS, AND
"REFERENLCE LISTSe UNIT OUTLINES WITH
TIME BLOCKS, VOCABULARY LISTS, ANU
A CONLLUDING LIST UF AUDIUVISUAL
AJDSs COMPLETE THE UNIT. Tt N
TECHNIQUES INLLUDE DI SCu$
FIELD TRIPS, ROLE PLAYINGS
RESEARCHy, AND THE USE .OF

AUDIOVISUAL AIDS. (AG)

VT 015 421 '

OVT EXPLURATORY PROGRAM, FHASE 1,
~II1, AND IIl. GRADES 6-8B. COURSE OF

STUDY.

PITTSBURGH PUBLIL SCHOOLS, PA. DIV.

OF OCCUPATIONAL, VOCATIONAL, AND
TECHNICAL EDUCATION. -

MF AVAILABLE IN VT-ERIC SET.
CVTE-CO00 442

PUB DATE - JUL71 641P,PAES
COLLECTJON

DESCRIPTCRS - *VOCATIONAL

ODUCATION; CAREER tDUCATINN;S
INDUSTRIAL ARTS; HOME ECONOMICS;
BUSINESS; *CURRICULUM GUIDES; *TEAM
TEACHING; *STUDENT CENTERED
CURRICULUM; ACTIVITY LEARNING;
EtHAVIORAL OBJECTIVES; EVALUATION
TECHNIQUES; BIBLIOGRAPHIES:
ODCCUPATIONAL INFORMATION;
*SIMULATION; GRADE 63 GRADE 73
GRADE 8 '

IDENTIFIERS - CAREER AWARENESS;
ECONOMIC AWARENESS; BEGINNING
CUMPETENCE

ARSTRACT - THESE UNEDITED WORKING
COPIES FOR TEAM TEACHING VOURTIONAL
PREFARATION CURRICULUMS IN GRADES
6+7y AND 8 FOLUS ON HUMAN RELATIONS
AND PERSONAL DEVELOPMENT,

P KODUCTION, COMMUNICATIONS, AND
CONSUMER EDUCATION IN BUSINESS,
HOME ECONOMICS, AND INDUSTRIAL
AKTS. GENERALIZATIUNS, GENERAL AND

" .SPECIFIC BEHAVIURAL OBJECTIVES, AND

"EVALUAYION TECHNIQUES ARE PROVIDED
FOR THE STUDENT-CENTEKRED LEARNING
ACTIVITIES, WITH SUBJECT
CURRELATIUNS IN EACH UNIT. THE
GRADE 6 CURRICULUM INCLUDES SAMPLE
PLANS FOR ORGANIZATION OF A STUDENT

"
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_ TECHNICAL AND
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COMPANY. EXTENDING THE IDEA TO
DLTATILED PLANS FOR COMPANIES WITH A
12-wWEEK ROTATING SCHEDULE, THE
GRADE 7 UNIT STRESSING CAREER
EXPLORATION GIVES THF PROGRAM SCOPF
AND SAMPLE CUMPANY MATERIALS.
BIBLICGRAPHIES ARE INCLUDED FOR
GRADES 7 AND 8. IN GRADE 8, THE
STUDENTS WILL SELECT A WORK
CONTRACT WITH PAY IN ORDER TG
PRODUCE GOODS FOR RETAILING.
VOCATIONAL INFORMATION WILL BE
PKOVIDED IN CONJUNCTION WITH THE
SIMULATED WORK EXPERIENCES. THE
GUIDES WERE WRITTEN BY A COMMITTEE
OF THREE TEACHERS. (AG)

VT 015 432

JORDAN, MABEL, COMP.

AKKANSAS GENERAL COOPERATIVE
EDUCATION COURSE 0OF STUDY-=FIRST
UNITS I-1V.

ARKANSAS UNIV., FAYETTEVILLE. DEPT.
OF VOCATIONAL EDUCATION.

-ARKANSAS STATE DEPT. OF EDUCATION,

DIVe OF VOCATIONALY
ADULT EDUCATION

My AVAILABLE IN VT-ERIC SET.
CVTE-CO0383

PUB DATE
COLLECTION,

LITTLE ROCKe

615P <PAES

ND

DESCRIPTORS -~ *TEACHING GUIDES;
CURRICULUM GUIDES; *COOPERATIVE
EDUCATION; WORK EXPERIENCE
PROGRAMS; SECONDARY GRADES;
INDUSTRY RELATIONSHIP; _ :
*COMMUNICATION (THOUGHT TRANSFER);
COMMUNICATION SKILLS; MATHEMATICS;
*BUSINESS EDUCATION: LESSON PLANS;
INSTRUCTIONAL MATERIALS; RESOURCE
MATERIALS; TRANSPARENCIES
IDENTIFIERS - CAREER AWARENESS;
ECONDMIC AWARENESS; EMPLOYMENT
SKILLS ]

*SCHOOL

ABSTRACT = THIS GUIDE CONSISTS OF
FOUR MANUALS WHICH PROVIDE HIGH
SLHONL TEACHER-COORDINATORS WITH
INFORMATION, TEACHING AIDS, AND
SUGGESTED TECHNIQUES DESIGNED TO
AID IN PRESENTING A BEGINNING 1-
YEAR COURSE IN GENERAL COOPERATIVE
EDUCATION. THE MANUALS WERE ADAPTED
UNDER THE DIRECTION OF STAFF AT THE
UNIVERSITY OF ARKANSAS FROM MANUALS

PRODUCED ORGINALLY BY THE.
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" ABSTRACT

"FOR UNEMPLOYED,

44

UNIVERSITY OF TUXAS DISTRIBUTIVE
LOWCATION DEPARTMENT. TEACHER
OBJECTIVES, STUDENT PERFORMANLE
UBJECTIVES, GENERAL TEACHING

SUGGE STIUNS, AND DETAILED TEACHING

. DUTLINES ARE INCLUDED FOR UNITS ON

SLHOOL AND BUSINESS RELATIONSHIP
(WITH FOUR SUB=UNITS),
COMMUNICATIONS (FIV:t SUB-UNITS),
BASIC MATHy AND ORGANIZATION OF
BUSINESS AND INDUSTRY (NINE SuB-
UNITS). THE GUILE PROVIDES VARIOUS
SAMPLE CHARTS, FORMSy, RECURDS, AND
RATING SHEETSs SEVERAL SKITS
ILLUSTRATING SALES TECHNIQUES, AND
NUMEROUS TRANSFARENCY MASTERS . (AW)

VT 015 447 ED 063 479

LEARNING LABOURATORIES FOR
UKEMPLOYED, NUT-0F-SCHOOL YOUTH——
COMPUTATION SKILLS (WITH FXTENS IVE
CONSUMER APPLICATIONS).

NEW YORK STATt EDUCATION (EPT.,
ALBANY. BUREAU OF CONTINUING
EDUCATION CUKKICULUM UEVELOPMENT.
EDRS PRICE MF=3(e65 HC=$3,29.
PUB DATE -~ 72 ’ 81P.

DESCRIPTORS ~ *CAREER EDUCATION;
*(JUY OF SCHOOL YOUTH; ADULY
ELUCATION; *RESGURCE GUIDESS:
AUDIOVISUAL AICS; *MATHEMATICS:
LEARNING LABORATORIES; *LEARNING
ACTIVITIES; CUISADVANTAGED YOUTH;
UNEMPLOYED; WORKSHEETS: TEACHING
PROCEDURES; EVALUATION TECHNIQUES;
STUDENT EVALUATION
ICENTIFIEKS -= EMPLOYMENT SKILLS

- PREPARED BY SECONDARY
TEALHERS FROM I0DEAS SUGGESTED BY AN
ALVISORY COMMITTEE OF TEACHEKRS,
THIS COMPILATION OF LEARNING
ACTIVITIES IS DESIGNED FOKR USEL BY
MATHEMATICS: INSTRUCTORS TO -
SUPPLEMENT THE CURRICULUM RESUURCL
HANDBOOK 4 "LEARNING LABORATORIES
OUT-0F SCHOOL
YOUTH." THE 34 ACTIVITIES, WHICH
ARE INTENDED VO UKIENT THL
DISADVANTAGED STUDENT TO THE WwOKLD
OF WORK, EMPHASIZE SUCH TOPICS AS
BASIC MATHEMATICAL COMBINATIONS,
MULTIPLICATION, DIVISION, -
BUDGETINGy BANKING TERMS, USING A
CHECKING ACCUUNT, AND CRELIT, EACH

*THTMITY CONTAINS THESE COMPONENTS:

53

- 97310 ($2.50)

BUSINESS AND OFFICE

(1) REFERENCE YD THE COMPUTATION
SKILLS SECTION OF THE CURRICULUM
RESOURCE HANDBONK, (2) OBJECTIVE,
(3) TEACHING PROCEDURE, (4)
EVALUATION SUGGESTIONS, AND (5)
STUDENT WORKSHEFTS WHICH MAY-BE
DUPLICATED -AND/OR USED FOR
TRANSPARENCIES. AN INTRODUCTORY
SECTION PRUVIDES FURTHER
SUGGESTIONS TO THE TEACHER, -
INCLUDING THE RECOMMENDAT ION THAT

LEARNING ACTIVITIES BF ORGANIZED IN

SHORT, ACHIEVABLE UNITS WHICH CAN
RE GRADUALLY INCREASED WHEN' THE
STUDENTS® ATTENTION SPAN, INTEREST,
AND WORK HABITS IMPROVE. A RELATED
PUBLICATION IS AVAILABLE AS VT 015
446 IN THIS ISSUE. ($8)

VT 015 450

STENO-SECRETARIAL CURRIGULUM GUIDE .

* OREGON STATE BOARD OF EDUCATIONo

SALEM. DIV. OF COMMUNITY. COLLEGES
AND CAREER EDUCATION.

DOCUMENT NOT AVAILABLE FROM EDRSe
CVTE=~GOO213

OREGON BOARD OF EDUCATION, 942
LANCASTER DRIVE N.Ees» SALEM, OREGON

‘.

PUB DATE -

134P.PAES °
COLLECTION :

MAY 70

DESCRIPFORS - #0CCUPATIONAL
CLUSTERS; *0OFFICE OCCUPATIONS
EDUCATION; *CAREER EDUCATION;
VOCATIONAL DEVELOPMENT; CLUSTER
ANALYSIS; VISUAL AIDS; *RESNURCE
*MATERIALS ; FACILITY GUIDELINES; -
BEHAVIORAL DBJECTIVESs COURSE °
CESCRIPTIONS; LEARNING ACTIVITIES;
#CURRICULUM GUIDES; SECONDARY
GRADES ' :
IOENTIFIERS
AWARENESS 5

~ EDUCATIONAL
CAREER AWARENESS

ABSTRACT = THIS CURRICULUM GUIDE.
FOR A SECRETARIAL AND STENOGRAPHIC
OCCUPATIONAL CLUSTER IN THE
SCCONDARY GRADES PROVIDES A .
RATIONALE FOR OREGON DEVELOPMENTAL
CAREER EDUCATIUN PROGRAMS, .A
DESCRIPTION OF METHODS USED TO
ANALYZE VOCATIONAL DATA, VISUAL
AIDS, TERM DEFINITIONS, AND -
OCCUPATIONAL INFORMATION TAKEN FROM
THE DICTIONARY OF OCCUPATINNAL
TITLES. GEARED TO PREPARE. STUDENTS
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- FOR ENTRY-LEVEL JOBS OR FOR POST-~

SFCONDARY EDUCATION, THE MATERIALS
tRE DEVELOPED BY AN ADVISORY
OMMITTEE OF LEADERS 1IN UUSIN&SS

AND INDUSTRY, TFACHFRS,

CONSULTANTS, AND ADMINISTRAIORS.

THE COURSE DESCRIPTIONS INCLULE

REQUIKED KNOWLECGE. AND SKILLS,

~BEHAVIORAL ObJECTIVES s AND

SUGGESTED LEARNING ACTIVITIES IN A
THREE-COLUMN (HART FORMATe KRELATED

_ELECTIVE COURSES IN GRADES 11 AND

. BOHLMAN ,

" 101C W.

BLONOMICS,

12 ARE QUTLINED. THE EXTENSIVE
APPENDIXES PROVIDE FACILITY
GUIDELINESy A BIBLINGRAPHY, A |
RESOURCE LIST, AND SUKVEY. :
QUESTIONNAIRES USEDL TO COMPILE
OCCUPATIONAL INFORMATION. (AG)
>
VY 015 467 _ ‘
HEREERT Wey AND OTHEKS
INSTRUCTOR®S GUIDE FOR THE
ACCENT/CONSUMER EDUCATION SERIES.

FOLLETT EDUCATIONAL CORP.y CHICAGO,
ILLe EDUCATINNAL OPPORTUNITIES CIV.
DOCUMENT NOT AVAILABLE FROM EURS.

VTE-X00716

OLLETT PUBLISHING COMPANY,
DIVISION OF FOLLETT CORPORATION,
WASHINGTON BLVD.» CHICAGO.
ILLINOLIS 60607 ($2.00)
PUB DATE 70
COLLECTION

61P .PAES

LESCRIPTORS - STUDENT PROJECTS;

*TEACHING .PROCEDURE S; *PRUBLEM
SOLVING; *TEACHING GUIDES;
*CONSUMER EDUCATION; *CONSUMER _
ECONOMICS; MONEY MANAGEMENT;
BIBLIOGRAPHIES; INSURANCE PKOGRAMS;
SECONDARY GRADES; LAWS: QUEST IONING
TECHNIQUES:; RESOURCE MATERIAL S3
MARKETING

IDENTIFIERS — DECISIONS;
EDUCATIONAL AWARENESS

ARSTRALT - THIS TEACHING GUIDE FOR

- A SERIES OF SIX CONSUMER EDUCATION

BO0OKLETS DEALING WITH CONSUMER

INSURANCEy MONEY

MANAGEMENT, AND THE LAW PRESENTS

B ACKGROUND INFORMATION AND TE ACHING
UGGE STIONS INVOLVING THE USE OF

SUPPLEMENTARY READING MATERIALS,
SUGGE STED PROJECTS, AND LEARNING

ACTIVITIESe FOR. EACH OF THE’ S IX

TOPICS,
Q

TEACHING PROCEDURES IRCLUDE

s

¥
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LON<UMER PROBLEMS, POSSIBLE CLASS
PROJECTSy AND AN ANNDTATED LIST OF
REFERENCE MATERIALS. AN ANNOTATED
RESOURCL LIST IS PROVIDED FOR THE
GUIDE, wHICH IS TLLUSTRATED WITH
CHAKTS o "PROBLEMS TD BE SOLVED ARE
STATED BY MEANS OF QUESTIONS FOR
CLASS DISCUSSION. (AG)

: 7

VT 015 486

PREPARING LEARNING UNITS.

CENTRAL JERSEY INDUSTRY-EDUCATIDN
COUNCIL, WOODBRIDGEy Ned.
MF AVAILABLE IN VT-ERIC: SET.

CVTE-000129
PUB_DATE - ND ;-  22P,PAES
coL@CTION

DESCRIPTORS - *MANUALS;
*INSTRUCTIONAL IMPROVEMENT;

" . *TEACHER DEVELOPED MATERIALS;

*STUDENT

=INSTRUCTIONAL AIDS '
INSTRUCT IONAL

DEVELUPED MATERIALS;

"DESIGN; FORMATIVE EVALUATION; Y ’

CONTENT ANALYSIS; LEARNING

ACTIVITIES: GUIDELINESS =
INSTRUCTIONAL MEDIAS OBJECYIVESS -
CAREER EDUCATION; EVALUATION -

'ME THODS

OFFICE CAREERS. -

'IDENTIFIERS ~ EDUCATIONAL AHARENESS

ABSTRACT -~ THIS HANUAL PROVIDES

GUIDELINES FOR TEACHER PREpAaArroN

OF LEARNING UNITS WHICH wWILL
PROVIDE GOALSy LEARNING ACTIVITIES
TO IMPLEMENT SPECIFIC OBJECTIVES,

"INSTRUCTIONS YO THE STUDENY, AND

METHODS FOR EVALUATING PERFORMANCE,

"DIRECTIONS FOR LOCATING NEEDED

RESOURCE AND REFERENCE MATERIALS
WILL ALSO BE INCLUDED IN A LEARNING
UNIT. A 2-PAGE SAMPLE UNIT 1IN
ECONOMICS IS PRESENTED TOGETHER -
WITH SUGGESTIONS FOR STUDENT
PARTICIPATION - IN EVOLVING LEARNING
UNITS MODELED ON THOSE PREPARED BY
THE TEACMER. STUDENT AND TEACMER ’
FEEDBACK TO IMPROVE THIS ‘
INSTRUCTIONAL APPROACH IS :
ENCOURAGED 8Y ITS DEVELOPERS, THE
CENTRAL JERSEY INDUSTRY-EDUCATION
CUUNCIL. (AG)

vT 015 552 .

SYRACUSE CITY SCHOOL DISTRICT, NeYe

o4
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MF AVAILABLE IN VT-ERIL SWV.

CVTE-C003%]

PUB DATE - ND 37R.PAES ¢
COLLECTION » R
DESCRIPTOKT - *0FPTCE NCCUPAT IONS

INSTRUCTIONAL MATEKIALS;
*WORKSHEETS; *LEARNING ACTIVIVIES;
*OCCUPATIONAL INFORMATICON;:; *STUDY

" GUIDESS UNITS OF STUDY (SUBJELT
FIELDS). AUDIOVISUAL AIDS; PRE
TESTS; POST TESTS; INTERVIEWS
BIBLIOGRAPHIES; GLOSSARIES; FIELD
TRIPS; RESOURCE MATERTALS: VI SUAL
AIDS; REFERENCE BOOKS 3 SECONDARY -
GRADES

. ICENTIFIERS -~ 'CAREER AWARENESS; .
OCCUPATIONAL EXPLORATION

EDUCATION;

'APSTRACT = THIS OCCUPATIONAL
EXPLORATION UNIT, WKITTEN BY A
CAREER CENTEK, PKROVIDES STUDENT
WORKSHEETS ON CAREERS IN OFFICE
WORKe THE GUIDE DISCUSSES THE :
NATURE OF JOBS IN BUSINESS, THE JOB .
REQUIREMENTSy THE WORKING
CONDITIONSy AND THE JOB BENEFITS,.
ENRICHMENT ACTIVITIES, A FRE- AND
POST—TESTy AND INTERVIEW SHEET, A
BIBLIOGRAPHYy AND A GLOSSARY ARE
INCLUDED IN THE INSTRUCTIONAL
MATEK1ALS. DKAWINGS ILLUSTRATE THE
VEXT. TEACHING TECHNIQUES INCLUDE.
THE USE OF AUDIOVISUAL AIUS, A
FIELD TRIPy AND READING BOOKS. (AG)

VT 015 580 :

CUORDINATED VOCATIONAL EDUC AT ION

TRAININGe. PRELIMINARY DRAFT.

INSTRUCTIONAL MATERIALS. VOCAT IONAL="

RELATED MATH.

OKLAHOMA STATFE DEPT.
AND. TECHNICAL EDUCATION,
"STILLWATER,

OFFICE OF EDUCATION
WASHINGTON,y, DeCe

MF AVAILABLE IN VT~ ERIC SETe.
CVTE-C00338

PUB DATE - 71 352P.PAFS
"COLLECTION; GEVELOPMENTS OF THE
TRAINING INSTITUTE FOR TEACHERS OF
THE HANDICAPPED (DURANT, OKiLAHOMA,
JULY 5-16, '1971) :

(DHEW),

DESCRIPTORS -, *VOCATIONAL
EGUCATION; BEHAVIORAL OBJtGTIVES;
F““'HATICAL CONCEPTS; TEACHING

-OF VNCATIONAL
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*INSTRUCT IONAL PROGRAMS; POST
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PROCEDURES; LEARNING ACTIVITIES.
*INSTRUCTIONAL MATERIALS;
WORKSHEETS; STUDENT TESTING; 'ANSWER
KEYS; *BASIC SKILLS; *MATHEMATICS
CURRICULUM; RESOURCE MATERIALSS
HUMANITIES; SKILL DEVELOPMENT;
SECONDARY GRADES

IDENTIFIERS - EDUCA?IONAL AHARENESS

ABSTRACT ~ THIS PRELIMINARY DRAFT
OF INSTRUCTIONAL MATERIALS FOR A
MATHEMATICS CURRICULUM IN A
VOCATIONAL EDUCATION PROGRAM
OUTLINES BASIC CONCEPTS IN WHOLE
WUMBERS, FRACTIONS, DECIMALS, AND’
OTHER AREAS., BACH OF THE 20 UNITS
CONTAINS GENERAL AND SPECIFIC
BEHAVIORAL OBJECTIVES, TEACHING
PROCEDURES, AND LEARNING
ACTIVITIES. STUDENT WORKSHEETS,
INFORMATION SHEETS, TES%S, AND

" ANSWER KEYS ARE INCLUDED. THE

APPENDIXES INCLUDE RESOURCE LISTS
AND BEHAVIORAL OBJECTIVES FOR

ADD ITIONAL MATHEMATICS UNITS. THIS
INSTRUCTIONAL GUIDE. WAS DEVELOPED
AT A WORKSHOP FUNDED BY THE
EDYCATION PROFESSTONS DEVELOPMENT
ACT -(EPDA) AND WRITTEN BY TEACHERS,
VOCATIONAL CONSULTANTS, AND OTHER
EDUCATORS . (AG)

VT 015 622
THE GREGG/MCGRAW—HILL CURRICULUM

 GUIDE FOR OFFICE EDUCATION,

GREGG/MCGRAW-HILL ABVISORY
COMMITTEE FOR OFFICE EDUCATION.
MF AVAILABLE IN VT-ERIC SET.

PUB DATE -~ ND 66P 4 PAES
COLLECTION ’
-~ ok -

DESCRIPTORS -~ *CURRICULUM GUIDES:
*OFFICE OCCUPATIONS EDUCATION;
*CURRICULUM PLANNING;

SECONDARY EDUCATION; SECONDARY
EDUCATION; OFFICE OCCUPATIONSG
TRAINING OBJECTIVES; *RESOURCE
MATERIALS ;..CURRICULUM ENR ICHMENT ;
STUDENT NEEDSs ADULT ﬁDUCATION-
TEXTBOOK SELECTION; UNITS OF STUDY
(SUBJECT FIELDS); BUSINESS
SUBJECTS; TFAC ING GUIDES
DESCRIPTIONS

IDENTIFIERS — EQUCATIONAL
AWARENESS; CAREER AWARENESS

COURSE



BUSINESS AND OFFICE >
¥ o
ABSTRACT - THIS GUIDE TO

CURRILULUMS IN OFFICE OCCUPATIONS
INTENDED TO ACCOMP aANY

‘oucnmw. EN
THE "GRELG/MCGRAW-HILL PROGRAM

PLANNING GUILE FOR OFFICE
EDUCATIONy® wiLL BL USEFUL .FOR
ECUCATORS PLANNING TRAINING
PROGKAMS IN BUSINESS EDUCATION ON
THE SECONDARY, POST~SECONDARY, AND
ALULT ‘LEVELSs A LIST OF 50 JOB
TITLES USING BASIC BUSINESS SKILLS
IS KEYED 'TO AN INDEX OF 59 %
INSTRUCT IONAL MODULES FOR OFFICE
OCCUPATIONS CURRICULUMS. DETAILED
CFSCRIPTIONS OF THE MODULES PROVILE
THE TIME SPAN, ACADEMIC LEVEL,.
COURSE OUTLINL, OBJECTIVES, COURSE
PREREQUI SITESy PRIMARY SOURCE )
MATERTALS, AND FNRICHMENT MATERIALS
FOUR EACH COURSE. THE PRIMARY
MATERIALS LIST TEXTBOOKS, :
WURKBOOKSy TESTS, AND TEACHINC
GUILES ACCORDING TO GRADE "LEVEL ANG
SPELIAL INSTRUCTIONAL NEEDS. AN
IMPORTANT FEATURE IS THE INCLUSION
NF CURRENT NET PRICES FOR ALL
INSTRUCTIONAL MATERIALS. TEACHER-
IRECTED MATERIALS WILL BE PROVIDED
REE TO TEACHERS USING THE
"“CORRESPONDING CLASSROOM TEXTS. THE
GUIDE, PrtPARFD BY THt EDITORS OF

GREGG/M(GRAW-HILLy CONCLUDES WITH A“'

MODEL FOK A PROGRAM PLANNING ki

DRKSHEET. (AG) : o

. ¢
VY015 625 - .
WRKIGHT» JUCILLE Eo.y AND OTHERS
THE OFFTCt: REALITY TRAINING

THROUGH SIMULATIOUN. A SAMPLER.

MINNESOTA ‘MINING AND MANUFACTURING
CUey» ST. PAUL, MINN. UIV. OF VISUIL
P RODUCT S . :
DOCUMENT NOT AVAILABLE FROM ECRS.
CVTE=000726

3M COMPANY==VISUAL PRODUCTS
DIVISION, 3M CENTER BLDGe »
ST. PAULy, MINNESOHA 55101
PUB DATE - 71 7 98P LPAES

ZOO‘IOWv

CULLECTION

DESCRIPTORS - *SIMULATION; ROLE
LAYINGS *OFFICE PRACTICE;
UDIOVISUAL AIDS; EVALUATION

TECHNIQUES;

*OFFICE OCCUPATIONS EDUCATION;

DECISION MAKING SKILLS: MARKETING;

S O JARY GRADES: VOCATIONAL

*PROGRAM DESCRIPTIONS;

i

_ DEVELOP DESIRABLE

&7

DEVELOPMENT; RESOURCE MATERIALS'
*TEACHING TECHNIQUES

IDENTIFIERS = DECISIONS; ATTITUDES
APPRECIATIONS ; CAREER AWARENESS

"ABSTRACT - THIS DESCRIPTION OF AN

OFFICE SIMULATION PROGRAM FOR A 36—
WEEK CLASS OF 20 STUDENTS MEETING
THREE HOURS DAILY, FIVE DAYS A
WEEK, BRIEFLY EXPLAINS THE EIGHT
PROGRAM COMPONENT Sy WHICH AIM TO
STUDENT ATTITUDES
FOR WORKING 3N AN OFFICE. THE
DOCUMENT CONSISTS OF THE FOLLOWING

- OFFICE OCCUPATIONS TRAINING

(1) AN OFFICE MANAGER?®*S
{(2) AN

MATERIALS:
GUIDE FOR THE TEACHER,

EMPLOYEE HANDBOOK FOR THE STUDENTS,

(3) TRANSITION VISUALS, COMPRISING
AUDIOVISUAL AIDS, (4) 50 CRITICAL
INCIDENTS AND INTERRUPTIONS TO ROLE
PLAYy-(5) 30 STAFF MEETING UNITS,
(6) 36 INPUY ENVELOPES CONTAINING
OVER 1500 LETTERS AS INCOMING MATL,
(7) A SPECIAL PROJECTS ,BO0K FOR
ADDITIONAL ACTIVITIES, aND T8) A
MASTERS BOCK GIVING BUSINESS FORMS.
PHOTOGRAPHS TLLUSTRATE THE TEXT,
DEVELOPED BY THREE PROFESSORS IN
EDUCATION. SUGGESTIONS FOR STUDENT
EVALUATION ARE PRESENTED,
EMPHASIZING DECISION MAKING SKILLS
AND THE PERFORMANCE OF JOB DUTIES.
AN ORPER FORM FOR THE COURSE IS
INCLUDED, IN ADDITION TO A LIST OF
SUPPLEMENTARY AUDIOVISUAL AIDS WITH
COSTSe (AG)

VT 015 628

REENSTJERNA, SWANNEE

O+FICE OCCUPATIONSe TEACHER®S
GUIDE. A UNIT IN PREVDCATIONAL

EDUCATION,

WILSON AREA VOCATIONAL CENTER,
COLUMBIA, S.C.;SOUTH CAROLINA STATE.
DtPTe. OF EDUCATION, COLUMBIA.

OFF ICE OF VOCATIONAL EDUCAT ION.

MF AVAILABLE IN VT-ERIC SETe.

CVTE=COG415
,PUB DATE -

JUNT1 48P .PAES

COLLECTION

DESCRIPTORS - #0FFICE OCCUPATIONS
EDUCATION; VISUAL AIDS; BEHAVIORAL
OBJECTIVES; RESOURCE MATERIALS;
TEACHING PROCEDURES; SECONDARY
GRADES; *TEACHING GUIDES; UNIT

58
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PLAN; =UNITS OF STUDY (SUBJECT
FIELDS); *LEARNING ACJIVITIES:
FIELD TRIPS; TEACHING™TECHNIQUES;
CAREER OPPORTUNITIES; OFFICE
MACHINES; #OFFICE PRACTICE;
INSTRUCTIONAL MATERIALS;
OCCUPATIONAL INFORMATION
IDENTIFIERS - CAREER AWARENESS:
BEGINNING COMPETENCE .

ABSTRACT = THIS DRAFT FOR A 6-WEEK
COURSE IN OFFICE OCCUPATIUNS FOR
THE SECONDARY GRADES PRV IDES A
GUIDE TO 21 LEARNING ACTIVITIES AND
AN INTRODUCTORY RATIONALE. FACH
ACTIVITY CONTAINS A BEHAVWJIORAL
OBJECTIVE, MATERIALS LISTS, AND
TEACHING PROCEDURES. TRANSPARENCIES

AND CHARTS ILLUSTRATE THE TEXT. THE

LEAKNING EXPERIENCES INCLUDE
WRITING A CHECKy FILING,y USING THE
TELEPHONE, AN INTRODUCTION TO
BUSINESS MACHINES AND . SHORTHAND,
AND A FIELD TRIP. TEACHING
TECHNIQUES - INcgUDE OISCUSSION,
DEMONS TRATIONy . AND" STUDENT
PARTICIPATION. AN EQUIPMENT AND

" MATERIALS LIST COMPLETES THE UNIT,
WRITTEN BY A VOCATIONAL CENTER
TEALHER TO INCREASE STUDENT
‘AWARENESS OF CAREER OPPORTUNITIES
IN BUSINESS. (AG)

VT 015 651 ED 065 667
CRAWFORD, FRED L.

CAREER PLANNING FOR THE BLIND. A
MANUAL FOUR STUDENTS AND TEACHERS.

. HADLEY SCHOOL FOR THE BLIND,
WINNETKA, ILL.

" VOCATIONAL REHABILITATION
ADMINISTRATION (DMEW)y WASHINGTON,
D«Ce3MOUNT PROSPECT LIONS CLUB,
ILL,.

- LORS PRICE MF~3$0.65
CVTE-X00696 :
"THE HADLEY SCHOOL FOR THE BLINDv
760 ELM STREET, WINNETKA, ILLINOIS
60093 (PRINT,y LG. TYPEy BRAILLE,

_RECORDSy $3495)
‘PUB DATE < 66
COLLECTION

Hc-ib.ss.

‘197F,PAES

DtSCRIPTORS - *CAREFR CtDUCATION:
*CAREER PLANNING: *#MANUALSS
VUCATIONAL COUNSELING; *BLIND;
LHANDICAPPED STUDENTS; *VISUALLY
CAPPED. INSTRUCTIONAL

- MEASUREMENT. AND EVALUATION,

" CAREERS IN BUSINESS OR SELF-
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: _ BUSINESS AND OFFICE

MATERIALS; STURY GUIDES;
RETIREMENT; J0OB PLACEMENT;
OCCUPATIONAL INFORMATION;
VOCATIONAL REMABILITATION;
TEXTBOOKS 3 COURSE CONTENT;
VOCATIONAL OEVELOPMENT; HMOME STUDY:
WORKBOOK S

ABSTRACT ~ WRITTEN BY THE
ADMINISTRATOR OF EDUCATION AND
PROFESSIONAL PLACEMENT SCIENCES OF
THE NEW YORK ASSOCIATION FOR THE
BLIND (THE LIGHTHOUSE), THES MANUAL
WAS DESIGNED FOR USE IN A CLASSROOM'

- SITUATIONy IN A TUTORIAL SETTING,

OR BY A REHABILITATION CENTER AS AN
INFORMAL TRAINING PROGRAM. IT ALSO
FORMS THE BRASIS FOR A
CORRESPONDENCE STUDY COURSE AS
OFFERED BY THE HADLEY $CHOOL FOR
THE BLIND« INCLUDED IN FHE MANUAL
IS INFORMATION ON EVALUATING THE
LABOR MARKET AND THE WORLD OF .WORK
AND A PRESENTATION OF METHODS AND .
TECHNIQUES FOR SELECTING A JDB. FOR

. THOSE WHO LOSE THEIR SIGHT IN

‘ADULTHOODy SUCH CHAPTERS AS THE ONE
ON THE EFFECTS OF BLINDNESS IN
PLANNING FOR EMPLOYMENT CAN HELP IN

AUJUSTING TO THE NEWIEINVIRONMENT OF
THE BLIND. OTHER CHANEEERS DEAL WITH
TOPICS SYCH AS: (1) WHAT IS A
CAREER? (2) FACTORS THAT MAY

CONTRIBUTE TO INDIVIDUAL 'SUCCESS,
(3) COMMUNITY RESOURCES, (4)

(5)
(6) SHOULD YOU HAVE
NEW

-SELF~APPRATISAL,

HELP IN GETTING A JOB? (7) a

EMPLOYMENT, AND (8) PLANNING FOR

RETIREMENT. ALSO INCLUDED IS A
WORKBOOK FOR CAREER PLANNING.
(AUTHOR/JS)

VT 015 £88 ED 065 668

ABSTRACTS OF -INSTRUCTIONAL
MATERIALS IN VOCATIONAL AND
TECHNICAL EDUCATION (AIM), VOLUME

. 59 NUMBER 3.

"OHIO STATE UNIV., COLUMBUS. CENTER

FOR VOCATIONAL AND TECHNICAL

.

EDUCATION.

OFFICE OF EDUCATION (DMEW),

WASHINGTONy D.C. -

EDRS PRICE MF~$0495 HC~$6e58.
138P,

PUB DATE - 72
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_ DESCRIPTORS - *AKSTRACTS; = PUB DATE - 71 357P. REPORY
:a*lNSTRULIIONAL MATERIALS; : NF GENERAL CLERICAL CURRICULUM
“\%VOCATIONAL t DUCATION; *TtCHNICAL -~ wORKSHOP (BOWLING GRFEN, OHIO, JUNE

DUCATION; BUSINESS EDUCATION 21- JULY 2, 1971) .
‘AGRICULTURAL EDUCATION;

DISTRIBUTIVE EDUCATION; HLALTH UESCRIPTOR< - INSTRUCTIONAL
OCCUPATIONS FODUCATION; HOME " 'MATERIALS; *CURRICULUM GUIDES;
ECONOMICS FDUCATION; INDUSTRIAL *BUSINESS EDUCATION; BUSINESS
ARTS; TRADE AND INDUSTRIAL SUBJECTS; *OFFICE OCCUPATIONS
EDUCATION; *INDEXFES (LOCATERS); EDUCATION; *INTEGRATED CURR ICULUM;
CLEARINGHOUSE S; CAREERK EDUCATION STUDENT DEVELOPED MATERTALS ;

: . _ MANUALS; *SIMULATION; GRADE 113
ABSTRACT - THIS QUARTERLY GRAGE 12; TEACHING PROCEDURES;
PUBLICATION ANNOUNCES THE ' PKOGRAM CONTENT; RESOURCE
AVAILABILITY OF INSTRUCTIONAL' MATERTALS; VISUAL AIDS; ‘LEARNING
MATERIALS ACQUIRED AND PROCES SEL BY LABURATORIFS; VOCATIONAL INTERESTS:
THE EDUCATIONAL RESODURCES ' BEHAVIORAL OBJECTIVES; STUDE
INFORMATION CENTER (ERIC) ' , EVALUAT ION ,

CLEARINGHOUSE ON VOCATIONAL AND IDENTIFIERS - CAREER AWARENESS ;
TECHNICAL EDUCATION. IT SHOULD BE BEGINNING COMPETENCE

OF PARTICULAR INTEREST TO. TEFACHERS,

CURRPCULUM SPECIALISTS,y ABSTRACT - THIS TRIAL EDITION OF AN
SUPERVISORSy ANU ADMINISTRATOKS INTERCISCIPLINARY INFEGRATED
INVOLVED IN CURRICULUM DEVELOPMENT CURRICULUM GUIDE IN BUSINESS AND.
OR THE USE OF INSTRUCTIONAL OFFICE OCCUPATIONS EDUCATION
MATERIALS IN THE TEACHING-LEARNING CONTAINS AN OFFICE SIMULATION GUIDE
SETTINGe EACH ABSTRACT, A FOR- GRADE 12 -AND FIVE UNITS FOR
CONDENSATINN OF THE REPORT IN ABOUT GRADE 11 GIVING INSTRUCTIONAL -
200 WORDS, USUALLY INCLUDES THE MATERIALS AND TEACHING PROCEDURES
MEANS USED TO DEVELOP THE MATERIAL, FOR: (1) AN INTROODUCTION TO THWE
THE SETTING FOR USE OF THtL OFFICE, (2) OFFICE SERVICES, (3)
MATERIAL s AND SOURCE OF AVAILABLE BANKINGy (4) MONEY MANAGEMENT,
COPIES.:  AUTHOR,y SUBJECT, . AND INSURANCE, AND BOOKKEEPING, AND (5)
DOCUMENT NUMBER INDEXES PROVIDE JOB ORIENTATION. SUGGESTIONS ARE
ENTRY TO THE ABISTRACTS. MOST OF THE - PROVIDED FOR DEVELOPMENT OF A
DOCOMENT S WHICH MAVE NOT BEEN CLERTICAL REFERENCE MANUAL BY. EACM
ANNOUNCED IN "RESEARCH IN STUDENT, FOR USE DURING THE SENIOR
EUUCATION™ ARE AVAILABLE AS A PROGRAM AND ON THE JOBe A 3-HOUR
SEPARATE MILKOFICHE SET FROM THE TIME BLOCK HAS BEEN USED AS A BASIS
ERIC DOCUMENT REFRODUCT ION SERVICE " FOR PLANNING THE TIME PERIODS IN
AS €D 063 502. OTHERS ARE AVAILABLE - THE GUIDE. EACH OF THE FIVE GRADE
FROM THE sounce IDENTIFIED IN THE 11 UNTTS INCLUDES BEMAVIORAL
ABSTRACT « (CD) . OBJECTIVES, LEARNING ACTIVITIES

. ' WITH RATIONALES, AND SUPPLEMENTARY

" VT 015 705 ‘ MATERIALS SUCH AS STUDENT
A WORKSHOP REPORT ON A PROGRAM FOR EVALUATION FORMS AND RESQURCE:
GENERAL CLERICAL OCCUPATIONS LISTS. VISUAL AIDS AND ADDITIONAL
CUKRICULUM GUIDE (A TRIAL REPORT). SOURCE MATERIALS ARE GIVEN f{ THE
- . ‘ . GRADE 12 SIMWULATION MANUAL.

OHIO STATE ODEPTe OF EDUCATION, REVIEWED BY A GENERAL CLERICAL
COLUMBUS . DIV OF VOCATIONAL CURRICULUM WORKSHOP OF VOCATIONAL
LDUCATION, . AND SENIOR HIGH EDUCATORS, THE
MF AVAILAELE IN VT-ERIC. SET. : CURRICULUM GUIDE PROVIDES TEACHING
BULL=-8 SUGGESTIONS AND DETAILED WNIT
WINSTRUCT IONAL MATERIALS LABORATORY' OUTLINES. (AG) _
" THE OHIO S$TATES UNIVERSITY, 1885 . _
NEIL AVENUE, COLUMBUS's OHIO 43210 VY 015 710 ED 063 503 !
cs?.xsx ’ . : . ALLEN, THOMAS Rey JR.
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C OOFERATIVE VUCATIONAL EDUCAT ION
CODRUINATOR®S HANDROOK. VOLUME 11,
OPERATION AND ADMINISTRAT 10N

MARSHALL UNIVey HUNTINGTON, W.VA.
DEPT. OF VOCATIONAL-TECHNICAL
ECUCATION.

t [RS PRICE MF-20.65
PUb DATE -~ 72

HC‘$3.29.
T2P .

‘ (DLSLRIPTURS - *CO0PERATIVE
~LOUCATION; *PROGRAM GUIDES; PROGRAM
PLANNING; *PROGRAM ADMINISTRATION;
*PROGRAM (OORDINATION; SECONDARY
EDUCATION; ADULT EDUCATIONS
LEGISLATION; RESEARCH NEEDS;
ACVISORY COMMITTYEES; YOUTH LLUBS;

* PROGRAM EVALUATION: CHECK LISTS
ICENTIFIERS — BEGINNING COMPETENCE *

ABSTRACT = DEVELOPED AS THE SECOND
PART OF A 2-VOLUME PROGKAM GUIDE,
THIS UOCUMENT SHOULD BE OF

PARTICULAR INTEREST TO COORDINATORS ™%

AND ACMINISTRATODRS OF COOPERATVIVE
VUCATIONAL EDUCATION PROGRAMS ON
BEOTH THE SECONDAKY AND POST
StCONDARY LEVELS. MAJOR SECTIONS OF
THE GUIDE ARE: (1) PLANNING
ACTIVITIES FUR COOPERATIVFE
VUCATIONAL ECUCATION FROGRAMS ,
ADVISORY (OMMITTEE, (3) YOUTH
ORGANIZATIONS,y (&) EXISTING
"VOCATIONAL YOUTH 4 NIZATIONS, (%)
ALULT EDUCATION, - { ) FEDERAL AND '
STATE LAWS, AND (7) PROVICING FOR -
RESEARCH IN COOPERATIVE VOCATIONAL
EDUCATION. CHECKLISTS FOR THE
EVALUATION OF COOPERATIVE PROGRAMS
AND RELATED SFCTIONS OF THE WEST
VIRGINIA STATE PLAN ARE ALSU _
INCLUDED. VOLUME I OF THIS PROGRAM
LGUIDE IS AVAILABLE AS VT (15 711,

IN THIS ISSUE. (JS)

(2)

VY 015 711 ED 063 504

ALLEN’ THOMAS Ro' JR.

COOPERATIVE VOCATIONAL EDUCATION .
COORDINATOR 'S HANDBOOK. VOLUME 1.
WeVAe.

MARSHALL UNIV.y HUNTINGTON,

DEPT. OF VOCATIUNAL—TECHNICAL

EDUCATION,

EDURS PRICE MF-30.65 HC-$6.58.
72 103P.

PUB DATE -

DESCRIPTORS — *COOPERATIVE
EFUCATIONS *PROGRAM. GUIDES;
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‘,UHIO STATE UNIVe, COLUMBUS.

* BUSINESS AND OFFICE
EDUCATIONAL PHILOSOPHY; ENUCATIONAL
UBJECTIVES; TEACHING METHODS;
TEACHER ROLE; *INSTRUCTOR
COORDINATORS; OCCUPATIONAL
GUIDANCE; #*PROGRAM COORDINATION;
PUBLIC RELATIONS: SECONDARY
LDUCATION; POST SECONDARY
EODUCATION; *PROGRAM PLANNING
IDENTIFIERS - BEGINNING COMPETENCE

ABSTRACT - DEVELOPED AS THE FIRST
PART OF A 2-VOLUME PROGRAM GUIDE,
THIS DOCUMENT SHOULD BE USEFML TO
PLANNERS OF COOPERATIVE VOC ATIONAL
EDUCATION PROGRAMS IN BOTH TME
SECONDARY .AND POST=SECONDARY
EDUCATION LEVELS. DISCUSSED IN THE
PROGRAM GUIDE ARE: (1) THE
PHILOSOPHY AND OBJECTIVES OF
COOPERATIVE VOCATIONAL EDUCAYION,
(2) THE ROLE OF THE TEACHER-
COORDINATOR, (3) TEACHING
REQUIREMENTS, (&) THE FUNCTIONS OM
GUIDANCE, (5) COORDINATION
ACTIVITIES, AND (6) PUBLIC
RELATIONS TECHNIQUES. SAMPLES OF
MATERTALS DEALING WITH STUDENTS®S .
APPLICATION AND PLACEMENT, INTEREST
QUE STIONNAIRE, WEEKLY PRODUCTION
REPORT, AND INSTRUCTOR®S COMMUNITY
SURVEY, TRAINING PLAN, AND : 'f?
COORDINATION RECORD ARE INCLUDBB. { ,;.{
VOLUME 11 OF THIS PROGRAM GUIDE 15 .
AVAILABLE AS VT 015 710, IN ans ;\-,@.
ISSUE. (JS) ' P
tnd ' B ‘1l4
VT 015 712 ED 063 505 .. - Znu» o
BUSINESS AND OFFICE EDUCATION-- "~ . »
INSFRUCTIONAL MATERTALS.. Sy

v o
csnrsaq
"FOR VUCATIONAL AND TECHNICAL * i ‘% .
EDUCATION. - g
NATIONAL CENTER FOR EDUCATQONA&
RESEARCH AND" DEVELOPMENT (DHEH/OE)'l;,.

WASHINGTON, D.C. N Cow
"EDRS PRICE MF-$0.65 -$6.58. ' g
- DEG=3-7=-000158-2037 ) "= = .

BIB-SER-9 BR—7-0158 5',;“ '

SUPERINTENDENT OF DOCUMENTS; UeSe

GOVERNMENT PRINTING OFFICE," ~. .
WASHINGTONy D.C. 20402 v-~" ﬂ »
PUB DATE =~ 72 -
'128P.COMPILATION OF ABSTRACT§ ERDM
AESTRACTS OF INSTRUCTIONAL, c
MATERIALS IN VOCATIONAL A :
TECHNICAL EQUCATION, 196%2?971.

.. R .
" ! I ) ﬁ
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'-305f~5$s AND OFFICE . . B TR

DESCRIPTORS - *INSTRUCTIONAL GRADES; SECONDARY GRADES; *RESOURCE

MATERIALS: *ABSTRACTS: *RESOURCE © UNITS; *AUDIOVISUAL AIDS3

GUIDES; *BUSINESS EDUCATION; OFFICE FILMSTRIPSS ‘BIBLIOGRAPHIES. i
CCUPATIONS EDUCATION; SECONDARY - - INSTRUCTIONAL AIDS. CAREER

GRADES; POST SECONDARY GRADES; EDUCATION

ACULT EDUCATION; CAREER EDUCATION. IDENTIFIERS - CAREER AHARENESE

& INDEXES (LOCATERS)
ABSTRACT - THIS CATALOG OF RESOURCE

ABSTRACT - THIS COMPILATION : MATERIALS FOR CAREER EDUCATION
PRESENTS OVER 200 RESUMES OF INSTRUCTION PROVIDES A BIBLIOGRAPHY
INSTRUCT IONAL MATERIALS IN BUSINESS OF BOOKS LISTED ALPHABETICALLY 8Y
AND OFFICE EDUCATION, WHICH HAVE - AUTHOR, FILM LOOPS, SOUND

APPEARED QUARTERLY IN "ABSTRACTS OF "FILMSTRIPS. USING RECORDS AND
INSTRUCT IONAL MATERIALS IN . . CASSETTES, KITS, PUZZLES, AND FIELD
VOCATIONAL AND TECHNICAL EDUCAT ION® TRIPSy AS WELL AS A LIST OF FREE
(AIM)y FALL 1967 THROUGH FALL 1971e AND INEXPENSIVE EDUCATIONAL

RESUMES COVER A BROAD. RANGE OF - - MATERIALS. DEVELOPED BY THE

FIELDS AND OCCUPATIONS SUCH AS " EXEMPLARY PROJECT STAFF, LINCOLN
ACCOUNTING, BOOKKEEPING, BUSINESS . COUNTY BOARD OF EDUCATION, WEST
ADMINISTRATION, OFFICE MANNCEHENT,;'__' VIRGINIA, IN SEPTEMBER 1971, THIS
RECORDKEEPINGy AND STENOGRAPHY.. YHE SDURCE GUTIDE COVERS A WIDE RANGE OF
RESUMES ARE ‘ARRANGED IN AscENoaﬁc S INSTRUCTIONAL MATERIALSy WITH GRADE

'ORDER ACCORDING TO AN ACCESSION 3 \4 - GEVELS SPECIFIED BY THEIR
NSEB&R_AND INCLUDE THE FDLLUW!NG “ﬂ - PUBLI'SHERS, AVAILABLE FOR LOAN FROM

ORMATION: (1) AUTHOR(S), - (2) - g rne GURRICULUM AUDIO-VISUAL CENTER
-#xr;c; (3) INSTITUTIONAL' sounce.,_ - DUCATIONAL PERSONNEL IN LINCOLN
ég) 'SPONSORING AGENCYy - (5). GRANT, ~ . - TY. THE SUGGESTED FIELD TRIPS

ONTRACT,» AND PROGRAM AREA NUMBERS, - AR& GROUPED ACCORDING TO GRADE
.w)wnepom AND BUREAY NUHBE Sy 17) . LEVEL: SUGGESTIONS FROM TEACHERS TO
SOURCES OF AVAILABILYTY, ( oL xnpaovg,rue GUIDE ARE WELCOMED.

5 DESCRIPTORS AND IDENTIFIERS WHEEH - - (AGd - , .
C*CHARACTERIZE, THE CONTBHTS OF T . 4
DBCUMENT. AND “(9) AN ABSTRACT OF vr 015788~ .
E DOCUMENT . AUTHOR, SUBJECT:g AND  INVESTIGATING LCAREER OPPORTUNITIES
.CONVERSION OF DUCUMENT NWMBER = ;ff FOR THE FUTURE. CURRICULUM.GUIDE
NDEXES - ARE INCLUDED T¢ HELP LOCATE ;.=«JTE~TATIVE).
BSTRACTS BY PAGE NUMBER AND =X~ "
\ SSION NUMBERA ‘THE FULL TE s ‘OF. . LITTLE ROCK - PUBLIC SCHOOLS, ARK.
< Oocuusurs ARE AILAQ&S ynon THE . ARKANSAS STATE 'BOARD OF VOCATIONAL
"DRlGINAL 'SOYREES OR F " % EDUCATION;_ LITTCE.ROCK. :
DOCUMENT, REPRODUCTIUN séav LE .+ MF AVAILABLE IN VI-ERIC SET.
TEORS), A'S MILKOFECHE OR XEROX _ ‘CVTE-C00385-X-CCEM e
hsnaooucxxous. A SAMPLE'RESUME, . a&o 4% PUB.DATE & . ' ND 290P .PAES
__/ORDERING' INFDR?STIGN FOR AIM. huo - VCOLLECTION S
_EDRS REPRODUCTION ARE PROVIDED. INi K
Au INTRoochoav SECTIUN. (§8) * , DESCRIPTORS 4 *CURRICULUM GUIDES;
,. - 2 S 3 *VOCATIONAL DEVELOPMENT ; *SECONDARY
Y ~gas 715 ° A . . GRADES;3 LEARNING LABORATORIES;
RES RCEm§§BfIOGRAPHY FOR 2. ', *STMULATION; *OCCUPATIONAL
; VOCATION#L»EDUCATION. " . '.; , R ‘CLUSTERS; TEACHING PROCEDURES;

\..0 5'4 -,

. ﬁk ISYAL AIDS; BEHAVIORAL OBJECTIVES;
LlNLGLQ(COUNT:,SCHOOLSv uAﬁLr 4ﬂissouace MATERIALS; INDUSTRIAL
WiVAe 5 ¢ L - ARTS; HOME ECONOMICS; BUSINESS;
.ﬁr AVATUABLE IN YT-ERIC. SET. . OECUPATIONAL INFORMATION; TESTS:
PUB PATE "= - sep71 59p. . ANSWER.'KEYS; INSTRUCTIONAL AIDS

3

%7 i IDENTIFIERS — CAREER AWARENESS

DESCRIPTORS < " #VOCATIONAL - - S
. EDUCATIDN, *CATALOGS. ELE»&NTARy oL AQSTRKCT - THIS TENTATIVE
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culRICULUM GUIDE ON CAREEK
EXPLORAZION FOR THE JUNIOR HIGH
SCHOOL GKADES CONTA INS SIMULATED
WORK EXPERIENCES IN LABORATORIES
FOR OCCUPATIONAL CLUSTERS IN
INDUSTRIAL ARTS, HOME ECONOMICS,
AND BUSINESS EDUCATIONe DEVELUPED
BY A CURKICULUM COMMITTEE OF
Educ4rous IN THESE SUBJECT AREAS,
THE UNIT INCLUDES TEACHING .
PROCEDURES CORRELATED TO RESOURCE
- MATERIALS SUCH AS HANDOUTS AND
TRANSPARENCIES ., BEHAVIORAL
OBJECTIVES, OCCUPATIONAL
INFORMATION, PRE= AND POST-TESTS,
AND OTHER EVALUATION METHUDS ARE
ALSO PROVIDED. ANSWER KEYS ARE
GIVEN FOR THE TESTS AND WORKSHEETS.
FIVE SUPPLEMENTARY FORMS COMPLETE
THE INSTRUCTIONAL MATERIALS. (AG)

VT.015 827 ED 065 670

OFFICIAL OCCUPATIONAL SKILLS

PKOGRAM. HANDBOOK. VOCATIONAL- _
TELHNIGAL EDULATION. A HANDBOOK FOR

THE OCCUPATIONAL SKILLS PROGRAM FOR °
SPECRAL ‘EDUCATION STUDENTS,

HA“AII STATE DEFPT. OF EDUCATION,

HONOLULU. OFFICE OF INSTRUCTIONAL
SERVICES. - ' _

EDRS PRICE MF-$0.65 HC—$6.58 .
PUB-TAC-72-4221

PUB DATE - 71 129°P. .

DESCRIPTORS — SECONDARY GKADES;
HANDICAPPED STUDENTS; *SPECIAL
EDUCATION; SERVICES; *VOCATIONAL
DEVELOPMENT; BEHAVICRAL OBJECTIVES;
*#J0B SKILLS3: PROGRAM DESCRIPTIONS;
RESOURCE MATERIALS: LEARNING
ACTIVITIES: OCCUPATIONAL CLUSTERS;
PROGRAM EVALUATION; BIBLIOGRAPHIES;
‘®*PREVOCATIONAL EDUCATION;

. GUIDELINES: EMPLOYMENT ' v
MANUALS; *=TEACHING
"GUIDES: SKILL DEVELOPMENT -
IDENTIFIERS — CAREER AWARENESS;
BEGINNING COMPETENCE

ABSTRACT - THIS HANDBOOK, -FOR USE
IN A PREVOCATIONAL PROGRAM
PROVIDING SPECIAL EDUCATION
STUDENTS IN HIGH SCHOOL WITH
OCCUPATIONAL SKILLS, PROVIDES "
GUIDELINES AND TEACHING PROCE DURES
FOR USE IN IMPLEMENTING A PROGRAM
AT DISTRICT OR SCHDOL LEVEL. AN

Q

" UNEMPLOYMENT INSURANCE:

‘COOPERATIVE BUSINESS EDUCA

¥ 7 BUSINESS AND OFFICE ~ -

OVERALL DESCRIPTION OF THE PROGRAM
DELINEATES ROLES AND
RESPONSIBILITIES OF ALL PROGRAM
PARTICIPANTS,y AND SUGGESTED
OCCUPATIONAL SKILLS UNITS PROVIDE
LEARNING ACTIVITIES FOR THE
HANDICAPPEDs RESOURCE LISTS, AND
BEHAVIORAL OBJECTIVES FOR SPECIFIC
JOBS WITHIN NINE OCCUPATIONAL
CLUSTERS. FOR EACH OF THOSE JOBS OR
GROUPS OF JOBS, RELATED SUBJECT
AREAS AND MATERIALS LISTS ARE
CORRELATED WITH SPECIFIC '
OCCUPATIONAL EXPERIENCESe. PROGRAM
EVALUATION SHEETS, A VOCABULARY
LISTy, A BIBLIOGRAPHY, AND
GENERALIZATIONS FOR CAREER
EDUCATION COMPLETE THE HANDBOOK,
DEVELOPED BY TEACHERS, COUNSELORS,
ADMINISTRATORSy AND REPRESENTATIVES
FROM ORGANIZED LABOR. (AG)

VT 015 946
COOPERATIVE RUSYNESS EDUCATIONe
COURSE OUTLINE. AUTHORIZED COURSE
OF INSTRUCTION FOR THE QUINMESTER

" PROGRAMe

DADE COUNTY PUBLIC SCHOOLS, MIAMI,
FLAe DIVe OF VOCATIONAL, TECHNICAL
AND ADULT EDUCATION.

MF AVAILABLE IN VT-ERIC SET.

PUB DATE - 71 61P.

0.

DESCRIPTORS ~ *COOPERATIVE -
EDUCATION; *BUSINESS EDUCATIONS
*UNITS OF STUDY (SUBJECT FIELDS)3
TEACHING TECHNIQUES;
BIBLIOGRAPHIES; INSTRUCTIONAL ﬁ
INNOVATION; *MONEY MANAGEMENTS
BEHAVIORAL OBJECTIVES; BUDGETING3
WORKMANS
COMPENSATION; INSTRUCTIONAL
MATERIALS; INSURANCE PROGRAMS;
TAXES; PARLIAMENTARY PROCEDURESS
COURSE DESCRIPTIONS; YOUTH CLUBS
IDENTIFIERS — ECONOMIC -AWARENESS

ABSTRACT - THESE TWO UNITS OF STUDY x
MAKE ,UP 45-HOUR COURSE OUTLINES IN
ION, ONE
COVERING PERSONAL BUDGET AND
JFINANCE, AND THE OTHER INTRODUCING
"THE STUDENT TO COOPERATIVE
VOCATIONAL EDUCATION PROGRAMS. BOTH
" COURSES REQUIRE PRIOR ACCEPTANCE
INTO THE COOPERATIVE BUSINESS

EODUCATION PROGRAM FOR DADE COUNTY,




USINESS AND OFFICE
( DEVELOPED BY INSTRUCTIONAL . AND
SUPERVISORY PFRSONNELy AN ADVISORY

MITTEE, AND THE VOCATIONAL

EACHER EDUCATION SERVICE s THE
"UNITS HAVE BEEN APPROVED BY THE
DADE COUNTY VOCATIONAL CURRICULUM
COMMITTEE. THE MONEY MANAGEMENT
COURSE INCLUDES INFORMATION ON
SOCIAL SECURITY, UNEMPLOYMENYT
INSURANCE, WORKMEN®S COMPENSATION,
INCOME TAXy AND INSURANCE. THE
VOCATIONAL EDUCATION COURSE
D ISCUSSES THE PROGRAM BACKGROUND,
THE VOCATIONAL EDUCATION CLUBSs AND
PARLIAMENTARY LAWe. TEACHING
TECHNIQUES FUR THE UNITS INCLUDE
CLASS DISCUSSIONSy LECTURES,
DEMONSTRATIONSy RESOURCE SPEAKERS,
AND THE USE OF AUDIOVISUAL AIDS. A
BIBLIOGRAPHY AND A SAMPLE POST TEST
wITH AN ANSWER KEY COMPLETE EACH
UNIT. EACH UNIT CONTAINS GENERAL
AND SPECIFIC PERFORMANCE
OBJECTIVESy A CURRICULUM
DESCRIPTION, AND A LIST OF
SUBTOPICS GIVING SUGGESTED
CLASSROOM HOUKS. (AG)

‘T 015 947

DIVERSIFIED COOP&RATIVE TRAINING.
COURSE OUTLINt. AUTHORIZED COURSE
OF INSTRUCTION FOR THE QUINME STER
PROGRAM, o

- UADE COUNTY PUBLIC SCHOOL Sy MIAMI,
FLA. DIV. OF VOCATIONAL, TECHNICAL
AND ADULT EDULATION. '
MF AVAILABLE IN VT-ERIL StT.

PUB DATE -~ 71 0P .

DESLRIPTOKS - *COOPERATIVE
EDUCATION; *VGCATIONAL EDUCATION;
JGRADE 11; GRADE 12; *INDIVIDUALIZED
INSTRUCTION; BEHAVIORAL OBJECTIVES;
TEACHING TECHNIQUES: OCCUPATIONAL
CHOICES VOCATIONAL INTERESTS3

¥ NSTRUCTIONAL AIDS; SKILLED
OCCUPATIONS ; *INDUSTRIAL EDUCATION;
BUSINESS EDULATION; PROGRAM
DESCRIPTIONS; LEARNING ACTIVITIES
IDENTIFIERS ~ CAREER AWARENESS;
ECONOMIC AWARENESS; BEGINNING

C OMPETENCE

.ABS'IRALT - THESE THREE UNITS OF
STUDY MAKING UP 45-HOUR

‘I NTRODUCTORY COURSES FOR GRADES 11
)ANQ}lZ IN COOPERATIVE VOCATIONAL
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EDUCATION INCLUDE AN OVERVIEW OF
OCCUPATIONS IN BUSINESS AND ‘
INDUSTRY FOR USE WITH THE COURSE ON
THE HISTORY AND CONCEPTS OF
VOCATIONAL EDUCATION AND A MORE
ADVANCED COURSE OUTLINING STEP-BY-
STEP TRAINING PROGRAMS FOR
INDIVIDUALIZED JOB INSTRUCT IONe
THIS COURSE ON OCCUPATIONAL SKILLS
SPECIFICALLY RELATES CLASSROOM ‘
TRAINING TO ON=-THE=-JOB EXPERIENCE.

" DEVELOPED BY INSTRUCTIONAL AND

" DADE COUNTY PUBLIC SCHOOLS,

SUPERVISORY PERSONNEL, AN ADVISORY
COMMITTEE, AND THE VOCATIONAL
TEACHER EDUCATION SERVICE, THE
UNITS HAVE BEEN APPROVED BY THE
DADE COUNTY VOCATIONAL CURRICULUM
COMMITTEE. TEACHING TECHNIQUES
INCLUDE ROLE PLAYING, LECTURES,
DISCUSSIONS, DEMONSTRATIONS, AND
THE USE OF AUDIOVISUAL AIDS. |
INDIVIDUAL PROJECTS, FIELD TRIPS,
AND BUZZ SESSIONS ARE ALSO
SUGGESTED. EACH COURSE CONTAINS A
CURRICULUM DESCRIPTION, PREFACE,
GENERAL AND SPECIFIC PERFORMANCE
OBJECTIVES, A BIBLIOGRAPHY AND A °
SAMPLE POST TEST WITH AN ANSWER

KEY. THE UNIT '‘SUBTOPICS GIVE
SUGGESTED TIME ALLOTMENTS. (AG)

VT 015 953 ‘
BUSINESS EDUCATION., AUTHORIZED
COURSE OF INSTRUCTION FOR THE
QUINMESTER PROGRAM,

MIAMI,
FLA. DIV. OF INSTRUCTION.

MF AVATLABLE IN VT-ERIC SET.

PUB DATE - 71 203P.

DESCRIPTORS = *BUSINESS EDUCATION;
*BUSINESS SKILLS; BEHAVIORAL
OBJECTIVES; *COURSE DESCRIPTIONS:
*UNITS OF STUDY (SUBJECT FIELDS);
CURRICULUM GUIDES; *TEACHING
GUIDES; SECONDARY GRADES; PRACTICAL
MATHEMATICS; RESOURCE MATERIALS:;
TYPEWRITING; VISUAL AIDS:
BOOKKEEPING; STENOGRAPHY;
TRANSPORTATION; TEACHING
PROCEDURES; TESTING3 ANSWER KEYS
IDENTIFIER% - BEGINN ING CDHPETENCE

ABSTRACT - THESE SEVEN UNIYS OF
STUDY MAKING UP SEPARATE TEACHING
GUIDES FOR BUSINESS EDUCATION
COURSES ON THE SECONDARY LEVEL

62
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INCLUDE INTRODUCTIONS TO

. BOOKKEEPING, MACHINE SHORTHAND
THEORY, TYPING, AND BUSINESS MATH.
MORE ADVANCED UNITS IN TYPING AND
MATH SKILLS IN BUSINESS ARE ALSO
PROVIDED. AN INNOVATIVE UNIT ON
TRANSPORTATION COMPLETES THIS SET
OF CURRICULUMSe. WRITTEN BY VARIOUS
EDUCATORS  AND APPROVED BY A
BUSINESS EDUCATION ADVISORY
COMMITTEE FOR DADE COUNTY, FLURIDA,
EACH GUIDE CONTAINS COURSE
DESCRIPTIONS, ENROLLMENT
GUIDELINES, TEACHING SUGGESTIONS,
"PERFORMANCE OBJECTIVES, AND AN
OUTLINE OF COURSE CONTENT. IDEAS
FOR LEARNING ACTIVITIES AND
EVALUATION PROCEDURES, TOGE THER
WITH STUDENT AND TEACHER DIRECTED
RESOURCE LISTS, COMPLETE THE
INSTRUCTIONAL MATERIALS.
SUPPLEMENTARY MATERIALS INCLUDE A
WIDE RANGE OF UNIT YESTS wWllH
ANSWER KEYS.-AND SEVERAL SAMPLE
VISUAL AIDS. (AG)

VY 015 959 .
PILUSO, GENEVIEVE C
SECRETARIAL CLUSTER PROGRAM.

LEBANON UNION HIGH SCHOOL, OREe.
MF AVAILABLE IN VT-ERIC SET.
-PUB DATE - 12 33P .PAES
COLLECTION '

DESCRIPTURS - *UCCUPATIDNAL.
CLUSTERS; *SECRETARIES; EDUCATIONAL
OBJECTIVES; *RESOURCE MATERIALS;
VISUAL AIDS; *OFFICE OCCUPATIONS
"EDUCATION; *PROGRAM DESCRIPTIONS;
CURRICULUM GUIDES3 COMMUNICATIONS;
CODPERATIVE PROGRAMS; ON THE JOB
TRAINING; JOB APPLICATION;

S IMULATION |
IDENTIFIERS ~ CAREER AWARENESS; ‘
BEGINNING COMPETENCE; EMPLOYMENT
SKILLS

ABSTRACT ~ THIS SPIRAL BOUND
RESOURCE GUIDE, WRITTEN bY A HIGH
SCHOOL TEACHER FOR A SECRETARIAL
CLUSTER PROGRAM, PRESENTS GENERAL
AND SPECIFIC COURSE AND BEHAVIORAL
ObJECTIVES, A LIST OF SECRETARIAL
OCCUPATIOUNSy STUDENT APPLICATION
FORMSy AND EMPLOYER WORK EXPERIENCE
FORMS. VOCATIONAL COURSES IN THE
SE?RETARIAL FIELD ARE DESCRIBED,

"SPECIFIC INSTRUCTIONAL AREAS IN
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'BUSINESS AND OFFICE

FOCUSING ON A COURSE IN SECRETARIAL
PRACTICEe. THIS CURRICULUM OUTLINES
BUSINESS MACHINES NEEDED, TEACHING ‘
PROCEDURESy AND COURSE

REQUIREMENTSe STUDENTS WILL COMPILE

A HANDBOOK, WORK IN A SIMULATED

MODEL OFFICEy AND ACQUIRE

COOPERATIVE ON=THE=JOB WORK ’ .
EXPERIENCE. PROCEDURES FOR FIELD
TRIPS AND DETAILS.OF OFFICE
SIMULATION ARE DISCUSSED. DIAGRAMS
ILLUSTRATE THE TEXT. (AG)

VT 015 987 :
PROGRAM DEVELOPMENT FOR .
DISADVANTAGED STUDENTS IN
VOCATIONAL EDUCATION. SUMMARY
REPORT OF 1970 SUMMER PROGRAM.

OMAHA PUBLIC SCHOOLS, NEBRe. DEPT.
OF VOCATIONAL AND ADULT EDUCATION.

"MF AVAILABLE IN VT-ERIC SET.

PUB DATE - AUGT70  41P.
DESCRIPTORS — *DISADVANTAGED YOUTH;
*COURSE DESCRIPTIONS; #*PROGRAM
DEVELOPMENT; *UNITS OF STUDY
(SUBJECT FIELDS)3 CHECK LISTS;
BEHAVIORAL OBJECTIMES; EVALUATION
CRITERIA; *VOCATIONAL EDUCA TION;
DELINQUENT IDENTIFICATION; DROPOUT
IDENTIFICATION; INDUSTRIAL .
EDUCATION; APPLIANCE REPAIRING;
HOME FURNISHINGS

"IDENTIFIERS - EDUCATIONAL

AWARENESS; BEGINNING COMPETENCE;
ATTITUDES APPRECIATIONS

ABSTRACT - THIS'PROJECT REPORT. OF A
1970 SUMMER PROGRAM, INTENDED TO _
AID EARLY TEACHER IDENTIFICATION OF
DISADVANTAGED STUDENTS AND TO
PREPARE INSTRUCTIONAL MATERIALS AND
PROCEDURES FOR USE BY DISADVANTAGED
STUDENTS IN VOCATIONAL EDUCATION, ’
PROVIDES A BASIS FOR FURTHER
EXPANSION OF MATERIALS IN THIS

AREAe A TWO-PAGE CHECKLIST OF
GENERAL AND SPECIFIC

CHARACTERISTICS CONTRIBUTING FO
IDENTIFICATION OF THE DISADVANTAGED °
STUDENT MAS BEEN EVOLVED.
VOCATIONAL EDUCATION UNITS WITHIN

AGRICULTURE, BUSINESS AND INDUSTRY,
OFFICE OCCUPATIONS, AND HOME
ECONOMICS ARE BRIEFLY DESCRIBED.-
SLIDE-TAPE PRESENTATIONS CONSTITUTE



BUSINESS AND OFFICE
»

THE MAJOR TEACHING APPROACHES.
SUGGESTED TEACHING ACTIVITIES AND

PTIONS ARE LISTED WITHIN EACH ‘
SHORT UNIT OUTLINE. A MORE DETAILED
INDUSTRIAL EDUCATION UNIT INCLUDES
" GENERAL AND SPECIFIC GOALS AND
OBJECTIVES INVOLVING STUDENT
PLERFURMANCE OF HOME MAINTENANCE
TASKSy WITH ACTIVITIES RELATED TO
THE UPKEEP OF FURNITURE AND
ELECTRICAL APPLIANCES. COMMENTS BY

THE 11 MEMBERS OF THE "PROJECT 22%

COMMITTEE ARE INCLUDED. THE PKOJECY
GROUP CUNSISTED OF AN ASSISTANT
SUPERINTENDENTy A SUPERVISORy A

PROJECT LEADER, AND OTHER LDUCATORS

IN VOCATIONAL EDUCATION. (AG)
VT 016 002

WORK EXPERIENCE EDUCATION:
MISCELLANEQUS LAP SHEETS.

FULLERTON UNION HIGH SCHOOL
DISTRICTy CALIF. i
‘MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 699, -

ESCRIPTORS ~ *VOCATIONAL
EDUCATION; *WORK EXPERIENCE
PROGRAMS ; *SELONDARY GRADES;
*LEARNING ACTIVITIES; SELF CONCEPT;
BEHAVIORAL OBJECTIVES;
INSTRUCTIONAL MATERIALS; VOCATIONAL
ODEVELOPMENT; *VOCATIONAL INTERESTS;
JOB APPLICATION; HUMANITIES;
EMPLOYMENT INTEKVIEWS; EMPLOYEE
ATTITUDES; CAREER CHANGE
JUENTIFIERS = CAREER AWARENESS;
LEARNING ACTIVITY PACKAGESs LAPS

ABSTRACT — THIS GKOUP OF SEVEN
SEPARATE GUIDES FOR VOCATIONAL
.ORIENTATION BRIEFLY DESCRIBES
LEARNING ACTIVITIES IN A SENIORp
HIGH WORK EXPERIENCE PROGRAM
!NVOLVING SELF ASSESSMENT TO
ACHIEVE ‘CAREER GOALSe A RATIONALE,
PERFORMANCE UBJECTIVES, PRE- AND
POST-TESTS WITH ANSWER KEYS, AND AN
- ACTIVITY OUTLINE ARE PROVIDED FOR
£t ACH BOOKLET. A WIDE RANGE OF
TOPICS* INCLUDES JOB INTERVIEWS,
EMPLOYEE ATTITUDES, JOB CMANG ING,
AND RELATIONSHIPS WITH CO-WORKERS.
(AG)

VT 016 005
B <CCCTAL NEEDS PROGRAM. AN

" DEVELOPMENT;

55

INSTRUCTIONAL PROGRAM FOR THE
MENTALLY, PHYSICALLY AND SOCIALLY
HANDICAPPED ELNDIVIDUALS IN GENESEE
COUNTY, MICHIGAN.,

GENESEE AREA SKILL CENTER,
MICH, .
MICHIGAN STATE DEPT<. OF EDUCATION,
LANSING. ;OFFICE OF EDUCATION

FLINT,

MF AVAILABLE 1IN -ERIC SET.
PUB DATE - JUN72 113P,

DESCRIPTORS - *SPECIAL EDUC AT ION;
SPECIAL PROGRAMS; *PROGRAM
DESCRIPTIONS; *UNITS OF STUDY
(SUBJECT FIELDS)3 *HANDICAPPED
STUDENTS; BEHAVIORAL OBJECTIVES;
GUIDELINES; STUDENT EVALUATION;
PROGRAM EVALUATION; HUMAN SERVICES;
RESOURCE MATERIALS; SECONDARY
GRADES; CAREER PLANNING; VOCATIONAL
*PREVOCA TIONAL
EDUCATIGN -

IDENTIFIERS - BEGINNING COMPETENCE;
EMPLOYMENT SKILLS

ABSTRAET ~ THIS REPORT DESCRIBES A
PKOGRAM IN VOCATIONAL PREPARATION
FOR SEMI-SKILLED OCCUPATIONS GEARED
TOWARD THE HANDICAPPED STUDENT WITH
SPECIAL NEEDS. INTENDED FOR USE AS"
A RESOURCE GUIDE AS WELL AS A
PROGRESS REPORT FOR THIS :
PREVOCATIONAL PROGRAM, THE UNIT |
PRESENTS GENERAL AND SPECIFIC
BEHAVIORAL OBJECTIVES, TEACHING
GUIDELINES, AND STUDENT EVALUATION
SHEETSe CURRICULUM OUTLINES FOR 10
SUBJECT AREAS WITH OPERATIONAL
NOTES ARE GIVEN. THESE
INSTRUCTIONAL UNITS COVER A WIDE
RANGE OF TOPICS SUCH AS DRIVER
EDUCATIONy MECHANICAL OCCUPATIONS.
AND HEALTH OCCUPATIONS. PHOTOGRAPHS
TLLUSTRATE THE TEXT. (AG)

VT 016 050 -

BOOKKEEPING I AND BOOKKEEPING II
(MECHANIZED ACCOUNTING). COURSE OF
STUDY.

PITTSBURGH BOARD OF PUBLIC.
EDUCATION, PA. DEPT, OF CURRICULUM
AND INSTRUCTION.

MF AVAILABLE IN VT=-ERIC SET.
CVTE-000776

PUB DATE - 134P.PAES

JULT1

64



 BE
COLLECTION

DESCRIPTORS ~ *CURRICULUM GUI[ES;
BIBLIOGRAPHILS; BEHAVIORAL
OBJECTIVES; RESOURCE MATERIALSS
*BOOKKEEP ING; *VOCATIONAL
EDUCATION; EVALUATION TECHNIQUES;
LEARNING ACTIVITIES; TEACHING
PROCEDURES; *BUSINESS SUBJECTS;
*ACTIVITWRUNITS ; VOCATIONAL
DEVELOPMENT ; DEVELOPMENTAL
PROGRAMS ; SECONDARY GRADES
IDENTIFIERS - BEGINNING COMPE TENCE;
CAREER AWARENESS: ELUCATIONAL
AWARENES S - .

ABSTRACT = THIS CURRICULUM GUIDE
FOR TWO DEVELOPMENTAL OCCUP AT IONAL
PREPARAT ION COURSES IN BOOKKEEPING
FOR THE SECONDARY GRADES PROVIDES
ACTIVITY UNITS FOCUSING ON A WIDE
RANGE OF BUSINESS SUBJECTS RELATED
TO DATA PKROCESSINGy, ACCOUNTING, AND
FINANCE. GENERAL PROGRAM OBJECT IVES
AND A RESOURCE LIST PRECEDE THE 15
UNITS OF STUDY, EACH INCLUDING
SPECIFIC BEHAVIORAL OBJECTIVES, A
SUGGESTED TIME ALLOTMENT, AND

RESOURCE MATERIALS. GENERALIZATIONS

ARE CORRELATED WITH SUGGESTED
LEARNING ACTIVITIES FOR EACH UNIT,
AND A BIBLIOGKRAPHY 1S GIVEN. THE
INTRODUCTORY KATIONALF STATES THAT
THE BEGINNING BOUOKKEEPING COURSE
PROVIDES HACKGROUND REQUIREMENTS
FOR SOME ENTRY LEVEL POSITIONS ANL
THE MORE ADVANCED COURSE PROVIDES
TRAINING FOR FURTHER STUDg OF
ACCOUNTING OK IMMEDIATE POST-
GRADUATE EMPLOYMENT. THIS GUIDE WAS
DEVELOPED BY A CURRICULUM COMMITTLE
OF SUPERVISORS,y ADMINISTRATOR S, AND
OTHER EDUCATORS IN BUSINESS -
EODUCATION AND CURRICULUM
DEVELOPMENT. (AG) :

L]

VT 016 100 L N
BUSINESS LAWe A COURSE OF STUDY FOR
SENIOR HIGH SCHOOLS e

LUS ANGELES CITY SCHOOLS, CALIF.
“DIV. OF INSTRUCTIONAL PLANNING AND
SERVICES « L

MF AVAILABLE IN VT-ERIC $B7.
PUB~SC=630

PUB DATE - 67 e6P.

DESCRIPTORS ~ *CURRICULUM GUIDES;

" HEHAVIORAL OBJECTIVES; RESOURCE '
" MATERIALS 3 GOVERNMENT

VT 016 115

Q . -
L 4 ‘ (3(?{

~ BUSINESS AND OFFICE

#*SECONDARY GRADES; *BUSINESS
EDUCATION: *LAW INSTRUCTION; GRADE
12; SLEARNING ACTIVITIES;

(ADMINISTRATIVE BODY); VOCABULARY;
REVIEW (REEXAMINATION)
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS CURRICULUM GUIDE
FOR A SEMESTER-LENGTH GRADE 12 ,
COURSE IN BUSINESS LAW INCLUDES 11,
UNITS OF STUDY, EACH WITH SPECIFIC
OBJECTIVES, COURS® OUTLINE, '
LEARNING ACTIVITIES, VOCABULARY
LISTSy AND QUESTIONS FOR REVIEW AND
EVALUATIONe A LIST OF EIGHT GENERAL-
COURSE OBJECTIVES PRECEDES A y
SUGGESTED TIME SCHEDULE, RESOURCE B
LISTS, AND A DESCRIPTJON OF A MOOT
CASE FOR ROLE PLAYING. THE UNIT
TOPICS RANGE FROM PROPERTY LAWS YO
EMPLOYER EMPLOYEE RELAT IONS. THIS
GUIDE WAS DEVELOPED .8Y A CURRICULUM
COMMITTEE OF HIGH SCHOOL TEACMERS
AND A CURRTCULUM CONSULTANT. (AG)
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CONSUMER EDUCATION PROGRAMMED .

. LEARNING INSTRUCTION IN°

INSTRUCTOR®S HANDBOOK.

NORTHERN ILLINOIS UNIV.s, DEKALB.
ALPHA PHI C(HAPTER OF DELTA PI
EFSILON. . ‘

MF AVAILABLE IN VT-ERIC SET.

CVTE=-000799

DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS. ADOLPHUS COLLEGE, STe
PETERy MINNESOTA 56082 ($.50)

PUB DATE - 70 33P.PAES

COLLECTION ‘ : -

I

DESCRIPTORS — *CONSUMER EDUCATION:
*TEACHING GUIDES; *PROGRAMED

‘INSTRUCTION; *TEACHING PROCEDURES;

*BEHAVIORAL OBJECTIVES; SECONDARY
GRADES; MARKETING; MANUALS;
CONSUMER ECONOMICS

IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT .~ THIS TEACHING MANUAL IS
FOR USE WITH A SERIES OF CONSUMER
EDUCATION PROGRAMED INSTRUCTION

U S+ AVAILABLE AS VT 016 116
THROUGH VT 016 129 IN THIS ISSUE.
IT PROVIDES SUGGESTIONS FOR THE
TEACHER ON PROCEDURES FOR USING THE




—BUSINESS "AND OFFICE

PROUGRAMED STUDY MATERIALS AND
BEMAVIORAL OBJECTIVES F(R EACH
NIT. BEHAVIORAL GOALS IN THE FOURM
F GENtRAL PRINCIPLES OF CONSUMER
PURCHASING ARE DETAILED. THESE
UNITS, DEVELOPED BY AN HONORARY
BUSINESS FRATERNITY, WERE FIEED

TESTED IN GRADES 9 THROUGH 12. (AG)

¥7 Ol6 11e
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN GENERAL
PRINCIPLES OF CONSUMER PURCHASING.

UNITY 1.

NORTHERN ILLINC1S UNIV., DEKALS.
ALPHA PHI CHAPTER OF DELTA PI,
EPSILON.

MF AVAILABLE IN VT-ERIC StT.
 CVTE=-000799

DLLTA PI £PSILON NATIONAL OFF ICE,
GUSTAVUS ADOLPHUS COLLEGE, ST
PETER 3 MINNESOTA 56082 ($.50)

PUB DATE - 70 25P 4PAE S
COLLECTION

"DESCRIPTORS — *CONSUMER. EDUCATIONG
s PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; SMONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
.CURRICULUM; VISUAL AIDS; MARKETI
SECONDARY GRADES "

IDENTIFIERS - ECONOMIC AWARENESS &S

ABSTRACT = THIS FIRSY UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
" CONTAINS PROGRAMEG EARNING
MATERIALS WHICH DEAL WITH GENERAL
PRINCIPLES OF CONSUMER PURCHASING.
WKITTEN IN NAKRATIVE FORM WITH
SPACES FOR ANSWERS, THE UNIT
KEQUIRES THE STUDENT TO FILL IN 127
RESPONSES, FOR WHILH AN ANSWER KEY
IS GIVEN. THESE UNITS WERE
DEVELOPED BY AN HONORARY BUSINESS
FRATERNITY. (AG) ‘

VT 016 117

CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN BUDGE TING
AND MANAGING MONEY. UNIT II.

NORTHERN ILLINOIS UNIV.y DEKALB.
ALPHA PHI CHAPTFR OF DELTA Pl
EPSILON.

MF AVAILABLE IN VT-ERIC. StTe
CVTIE=~000799

Dt%TA PI EPSILOMN NATIONAL OFFICE,
LS 1 -

Pl

- PUB DATE - 70

GUSTAVUS ADDLPHUS COLLEGE, ST.
PETERy MINNESOTA 56082 ($.50)
PUB DATE - 70 20P .PAES

COLLECTION o y

. DESCRIPTORS ~ #*CONSUMER EDUCATIONS

*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENTS
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; #*BUDGETINGS MARKETINGS
SECONDARY GRADES

IDENTIFIERS ~ ECONOMIC AWARENESS

ABSTRACT - THIS SECOND UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED  LEARNING ‘
MATERIALS WHICH DEAL WITH BUDGETING
AND MONEY MANAGEMENT. WRITTEN IN
NARRATIVE FORM WITH SPACES FOR
ANSWERS, THE UNIT REQUIRES THE

" STUDENT TO FILL IN 87 RESPONSES.,

FOR WHICH AN ANSWER K€Y IS
PKOVIDED. THESE UNITS WERE
DEVELOPED BY. AN HONDRARY BUSINESS
FRATERNIW, (AG)

VT 016 118 :
CONSUMER EDUCATION PROGRANHED
LEARNING. INSTRUCTION IN USING {

CONSUﬂER_CREDIT'HISELY. UNIT I11.

NOR THERN - ILLINOIS UNIV., DEKALB.

& ALPHA PHI CHAPTER OF DELTA PI
" EPSILON.

MF.AVAILABLE IN VT-ERIC SET.
CVTE-~000799

DELTA PI EPSILON NATIONAL OFFICEv
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETERy MINNESOTA 56082 ($.50)
19P.PAES

COLLECTION
DESCRIPTORS - *CONSUMER EDUCATION

' *PROGRAMED MATERIALS; *CONSUMER

SMONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM: *CREDITV (FINANCE);
MARKETING ; SECONDARY GRADES
IDENTIFIERS — ECONOMIC AWARENESS

ECONOMICS ;

ABSTRACT = THIS THIRD UNIT IN A
SERIES OF 12 NN CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING

. MATERTALS WHICH DEAL WITH USING

CONSUMER CREDIT WISELY. WRITTEN IN
NARRATIVE FORM WITH SPACES FOR .
ANSWERS, THE UNIT REQUIRES THE -
STUDENT TO FILL IN 71 RESPONSES, ,

66
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" FDR WHICH AN ANSWER KEY IS GIVEN.
THESE UNITS WERE DEVELOPED BY AN
HONORARY BUSINESS FRATERNITY. (AG)

VY 016 119
CONSUMER EDUCATION PROGRAMMED

LEARNING INSTRUCTION IN BUYING
LUODS (FOOD)e UNIT 1V, PART I,

NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF DELTA PI

' EPSILONe

'MF_AVAILABLE IN VT-ERIC SET.
CVT£~-000799

DELTA PI EPSILON NATIONAL OFF ICE,
GUSTAVUS ADOLPHUS COLLEGE, ST..

PETERy MINNESOTA 56082 ($1.00)
PUB DATE - 70 39P .PAE S
- COLLECTION '

DESCRIPTORS - *CONSUMER EDULATION;
"SPROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANA ENT;
ANSWER KEYS; STUDENT. CENTERED
CURRICULUM; MARKETINGS #FOOD;
-SECONDARY GRADES

'IDENTlFltRS - ECONOMIC AHARENESS

ABSTRACT - THis FOURTH .UNIT (PART
1) IN.A SERIES GF 12 ON CONSUMERK
EDUCATION CONTAINS PROGRAMED
LEARNING MATERIALS WHICH DEAL WITH

BUYING FOOD. WRITTEN :IN NARRATIVE '

FORM WITH SPACES FOR ANSWERS, THE
UNIT REQUIRES THF STUDENT TO FILL
"IN 140 RESPONSES, FOR WHICH AN
ANSWER KLY IS GIVEN. THESE UNITS
WERE DEVELOPED - BY AN HONORAKY
BUSINESS FRATERNITY. (AG)

VY 016 120
CONSUMER EDUCATION PRGGRA MMED
LEARNING INSTRUCTION IN BUYING

G00DS (CLOTHING)e UNIT 1V, PART II.

_NORTHERN ILLINOIS UNIVe, DEKALB.
ALPHA PHI CHAPTEK OF DELTA Pl
EPSTLON.

MF AVAILABLE IN VT-ERIC SET.
CVTE-000799-
DELTA PI EPSILON NATIONAL OFFICE,

GUSTAVUS ADOLPHUS COLLEGE, ST.
PLTERy, MINNESOTA 56082 ($.50)

PUB DATE - 70 31P.PAES
COLLECTION ‘

DESCRIPTORS - *CONSUMER EDUCA TION;
*PROGRAMED MATEKTALS; *CONSUMER

\ | : 67
Provided by ERIC L
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. PUB DATE - 70

~BUSINESS AND OFFICE

ECONOMICS ;- SMONEY MANAGEMENT;
ANSWER KEYS3 STUDENT CENTERED
CURRICULUM;
IDENTIFIERS - ECONOMiC AHARENESS

AHSTRACT -~ THIS FOURTH UNI? (PART

11) IN A SERIES OF 12 ON consunsa}-

EDUCATION CONTAINS PROGRAMED °
LEARNING MATERIALS~WHICH DEAL HITH
BUY ING CLOTHINGe WRITTEN IN |

'NARRATIVE FORM WITH SPACES. FOR -*

ANSWERS, THE UNIT REQUIRESY THE
STUDENT T0 FILL IN 182 RESPONSESo
FOR WHICH AN ANSWER KEY IS GIVEN..
THESE UNITS WERE DEVELOPED BY AN
HONORAKY BUSINESS FRATERNITY,

VT o0l1é6 121

CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN BUYING
GOODS (HOUSEHOLD FURNISHINGS AND
APPLIANCES). UNIT IV, PART IIl.

NORTHERN ILLINOIS UNIVes DEKALB et
ALPHA .PHI CHAPTER OF DELTK PI-
EPSILON.

MF AVAILABLE IN VT—ERIC SET.
CVTE-G0099 |
DELTA PI 'EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE,.ST.
PETER, MINNESOTA 56082 ($.50)

36P PAES
COLLECTION '

DESCRIPTORS - *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS ; *MONEY MANAGEMENT;
ANSWER KEYS3: STUDENT CENTERED
CURRICULUM; MARKETING: *HOME
FURNISHINGS; SECONDARY GRADES
IDENTIFIERS -~ ECONOMIC AWARENESS

ABSTRACT ‘= THIS FOURTH UNIT (PART
II1) IN A SERIES OF 12 ON CONSUMER
EDUCATION CONTAINS PROGRAMED
LEARNING MATERIALS WHICH DEAL WITH

- BUYING HOUSEHOLD FURNISHINGS AND

APPLIANCES. WRIJTEN IN NARRATIVE
FORM WITH SPACES FOR ANSWERS, THE
UNIT REQUIRES THE STUDENT TO FILL
IN 125 RESPONSES, FOR WHICH AN
ANSWER IS GIVEN. THESE UNITS
WERE DEVELOPED BY AN HONORARY
BUSINESS FRATERNITY. (AG) .

VY 016 122

CONSUMER EDUCATION PROGRAMMED

MARKETING3 SCLOTHING; '
'SECONDARY GRADES g

(AG) -

"




—BUSINESS ANUL OFFICE

INSTRUCTION IN bUYING
UNIT V.,

LEARNING
SERVICES.

-

.JRTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF DELTA PI
EPSILON.

MF AVAILABLE IN VT-ERIC SET.
CVTE~-000799

— OLLTA P1 EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPMUS COLLEGE, ST.

PETERy MINNESOTA 56082 ($.50)
PUB DATE - 70 23P,PAES
CULLECTION

DESCRIPTORS — ®CONSUMER EDUCATION;
*PROGRAMED MATERIALSS *CONSUMFR
ECONDMICS; *MONEY MANAGEMENTS
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; MARKETING ;3 HUMAN
SERVICES; *SERVICES; SFCONDARY
. GRADE S
IUENTIFIERS - ECONDMIC AWARENESS

AGBSTRACT - THIS FIFTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING
_MATERIALS WHICH DEAL WITH BUYING

ERVICES. WRITTEN IN NARRATIVL FORM

ITH SPACES FOR ANSWEKS, THLE UNIT.
REQUIRES THE STUDENT TO FILL IN 115
RESPONSES, FOR WHICH AN ANSWEK KEY

IS GIVEN. THE SE UNITS WERE
DEVELOPED BY AN HONORARY BUSINESS
FRATERNITY. (AG) ‘

VY 016 123

CONSUMER EDUCATION PROGRAMMED
LEARNING. INSTRUCTION IN PURCHAS ING
ANDG MAINTAINING AUTOMOTIVE PRUDUCTS
AND SERVICES. UNIT Vi,

NORTHERN ILLINOIS UNIVe, DEKALB .

ALPHA PHI CHAPTER OF DELTA Pl
EPSILON. '
MF AVAILABLE IN VT-ERIC SET,.
CVTE~-000799: N

DELTA P1 EPSILON NATIONAL OFFICEQ
GUSTAVUS ADOLPHUS COLLEGE , ST.
PETERy MINNESOTA 56082 ($.50)
PUB DATE -. 70 30P PAES
COLLECTIUN .

DFSCRIPTORS - *CONSUMER EDUCATIONS .

MATERIALS; *CONSUMER &
SMONEY HANAGEH‘NY.,\
ANSWER KEYS; STUDENT "CENTERED
CURRICULUM; MARKETING; ®MOTOR
VEHICLESS SECONDARY: GRADE S

.PRmHAH&U

ECONOMICSS

59 o
IDENTIFIERS - ECONOMIC AWARENESS

V
ABSTRACT - THIS SIXTH UNIT IN A.
SERIES OF 12 ON CONSUMER EDUCATIO G
CONTAINS PROGRAMED LEARNING 4+
MATERIALS WHICH DEAL WITH .‘L
AUTOMOTIVE PURCHASING AND UPKEEP. °
WRITTEN IN NARRATIVE FORM WITH
SPACES FOR ANSWERS, THE UNIT
REQUIRES THE STUDENT TO FILL IN 173
RESPONSES FOR WHICH AN ANSWER KEY:
IS GIVEN. THESE UNITS WERE

* DEVELOPED BY AN HONDRARY BUSINESS

FRATERNITY. lAG)

VT 016/124 Lo

CONSUMER EDUCATINN Paocnannso
LEARNING INSTRUCTION IN USING
LEISURE TIME, ENERGY, AND MONEY.
UNIT VII.

'NORTHERN ILLINOIS UNIV., DEKALB.

ALPHA PHI CHAPTER OF DELTA PI

"EPSILON.

68

ANSWER KEYS;

ANSWERS

MF AVAILABLE IN VT-ERIC SET.
CVTE-000799

DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 ($.50)

PUB DATE - 70 15P .PAES
COLLECTION '

R g 13
d

DESCRIPTORS ~ *CONSUMER EDUCATION;
$PROGRAMED MATERIALS; *CONSUMER =
ECONOMICS; *MUNEY MANAGEMENT; '
STUDENT CENTERED

CURRICULUM; MARKETING; *LEISURE o
TIME; SECONDARY GRADES o
IDENTIFIERS — ‘ECONOMIC AWARENESS

ABSTRACT = THIS SEVENTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING
MATERIALS WHICH DEAL WITH USING ., o
LeI SURF TIME WISELY. WRITTEN IN
NARRATIVE FORM WITH SPACES FOR

THE UNIT REQUIRES THE
STUDENT TO FILL IN 46 RESPONSES FOR
WHICH AN ANSWER KEY IS GIVEN. THESE
UNITS, WERE DEVELOPED BY AN “
HONORARY BUSINESS FRATERNITY. (AG)

VT 016 125 4 Jh
CONSUMER EDUCATION PR Rannsb
LEARNING IN<YRUC11QN IN HOUSIN9
UNIT VIII. AL " .

NORTHERN ILLINOIz UNIV., DEKALB.



60

ALPHA PH]I CHAPTER OF DELTA Pl
EFSILON.
MF AVAILABLE IN VY-ER IC SFT.

CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE,

GUSTAVUS ADOLPHUS COLLEGE, ST.

PETER, MINNESOTA 56082 ($.50).
PUB DATE - 70 31P.PAES
COLLECTION

DESCRIPTORS — *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONUMICS ; *MONEY MAN AGEMENT;
ANSWER. KEYS; STUDENT. CENTERED
CURRICULUM; MARKETING; *HOUSING:
SECONDARY GRADES

IDENTIFIERS - EGCONOMIC AWARENESS

ABSTRACT = THIS EIGHTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING,.:.
MATERIALS WHICH DEAL WITH HOUSING. .
WRITTEN IN NARRATIVE FORM WITH
SPACES FOR ANSNERSo THE UNITY
REQUIRES THE STUDENT 10 FILL IN 133
RESPONSES, FOR WHICH AN ANSWER KEY
IS GIVEN: THESE UNITS WERE
DEVELOPED ‘BY AN HONORARY BUSINESS
FRATERNITY, (AG) ’

VT 016 126

" CONSUMER EDUCATIOUN PROGRAMMED
" LEARNING INSTRUCTION IN MAKING USE

OF INSURANCE. UNIT IXe.
NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF-DELTA PI
EPSILON.

MF AVAILABLE IN VT—ERIC SET.
CVTE-G00799

DELTA PI EPSILON NATIONAL OFFICEv
GUSTAVUS ADOLPHUS GOLLEGE,y STe

L

PETERy, MINNESOTA 56082 (3100}
PUB DATE - 70 68P PAES
_COLLECTION ~ :

DESCRIPTUKRS — *(CONSUMER EDUCATION;
*FROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT GENTERED
CURRICULUM; MARKETIN?%?*INSURANCE
"PROGRAMS ; SECUNDARY TE S

14

IOENTIFIERS - ECONOMIC AWARENESS

ABSTRACT ~ THIS NINTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING

“"'QIALC WHICH DEAL WITH Uﬁlfﬁ »;}

o 'ii _. 65);%“

e

" NORTHERN ILLINOIS UNIVe,

BUSINESS AND OFFICI

INSURANCE . WRITTEN IN NARRATIVE
FGEM WITH SPACES FOR ANSWERS, THE
UNTT REQUIRES THE STUDENT TO FILL
IN 360 RESPONSES FOR WHICH AN

ANSWER KEY IS GIVEN. THESE UNITS
WERE DEVELOPED BY AN HONDRARY

_BUSINESS FRATERNITY. (AG)

VY 016 127

- CONSUMER EDUCATION. PROGRAMMED
LEARNING INSTRUCTION IN SAVINGS AND
INVESTMENTS. UNIT x. \

NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF DELTA PI
EPSTLON.

MF_AVAILABLE' IN VT-ERIC SET.
CVTE=000799 .
DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.

PETERy MINNESOTA 56082 ($1.00) .
‘PUB DATE - 70 53P .PAES
COLLECTION

’\ o
DESCRIPTORS:-J*CONSUMEk EDUCATIONS

*PROGRAMED MATERIALS; *CONSUMER -
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED

CURRICULUM; MARKETINGS: *INVESTMEN*%‘

SECONDARY GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS 10TH .UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION

CONTAINS. PROGRAMED LEARNING .
MATERTALS WHICH DEAL WITH SAVINGS
AND 'INVESTMENTS. WRITTEN IN #

NARRATIVE FORM WITH SPACES FOR
ANSWERSy THE UNILIT REQUIRES THE
STUDENT TO FILL IN 227 RESPONSES,
"'FOR WHICH-.AN ANSWER.KEY IS GIVEN.
- THE SE UNZHR
'HONORARY; ‘W%

i WERE ODEVELOPED BY AN -
RINESS FRATERNITY. (AG)

VT 016 126"

CONSUMER EDUCATION PROGRAMMED
 LEARNING INSTRUCTION IN CONSUMER
TAXESe UNIT XI. :

DEKALB .

"ALPHA P?I CHAPTER OF DELTA PT .

.~ PUB DATE -

EPSILONe ‘
MF-AVAILABLE IN 'VT-ERIC SET.
CVTE-0G00799

DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETEK, MINNESOTA 56082 ($1.00)

70 .- 40PPAES



BUSINESS AND OFFICE

COULECTION

SCRIPTORS = *CONSUMER EDUCATION;

RUGRAMED MATERIALS; *CONSUMER
ECONUMICS; *MONEY MANAGEMENT;
ANSHER KEYS; STUDENT CENTERED -
CURRICULUM; MARKETING; *TAXES ;
SECONDARY GRADES =

" JUENTIFIERS ~ ECONOMIC AWARENESS

ABSTRACT -~ THIS 11TH UNIT IN A-
SLRIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING

MATERIALS WHICH DEAL WITH CONSUMER _

TAXES. WRITTEN IN NARRATIVE FORM
WITH. SPACES FOR ANSWERS, THE UNIT

REQUIRES THE STUDENT TO FILL IN 229

- RESPONSESy FOR WHICH AN ANSWER.KEY
IS GIVENe THESF UNITS, WERE
DEVELOPED BY AN HONORARY BUSINESS
"FRATERNITY, (AG)

VT 016 129

CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN CONSUMER
RIGHTS AND RESPONSIBILITIES: UNIT
X Il

‘)RTHE&N ILLINOIS UNIV.y DEKALB,

ALPHA PHI CHAPTER OF DELTA Pl
EPSILON.

MF AVAILABLE IN vv—eaxc SET.
CVIE~-0UO00 799 i

" DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETERy, MINNESOTA 56082 ($.50)

PUB DATE - 70 23P PAES
COLLECTION -

DESCRLPTORS - *CUNSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
FECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; MARKETING; SECONDARY
G RADE'S

IDENTIFIERS - ecomomrc AHARENESS

B ABSTRACT - THIS LAST UNIT IN A

SLRIES OF 12 .ON CONSUMER EDUCAT ION |

CONTAINS  PROGRAMED LEARNENG
MATERIALS WHICH DEAL WITH CONSUMER
RIGHTS AKD RESPONSIBILITIES.
WKITTEN IN NARRATIVE FORM WITH

FPACES FOR ANSWERS, THE UNIT

EQUIRES THE STUDENT TO FILL IN 70

RESPONSESy FOR WHICH AN ANSWER KEY
.15 GIVEN. THESE UNITS® WERE
‘0”5 IPED. BY AN HONORARY.:

19
- v

_PROGRAMS.

DEF INITFONS OF
" "TERMS. ALTHOUGH EACH’ EobaatlokAt
.~ LEVEL,IS COVERED, PRIMARY: :EMPHASIS
\ rs,grvsw 0 SECONDARY SCHOOLS,

61
FRATERNITY. (AG)

VT 016 137 ED 064 518
A HANDBOOK FOR BUSINESS EDUCATION.

IN JOWA.

IOWA BUSINESS EDUCATION
ASSOCIATION. ;IOWA STATE DEPT. OF
PUBLIC INSTRUCTION, DES MOINES.
EDRS PRICE MF-$0.65 HC-$9.87.
I0WA STATE DEPARTMENT OF PUBLIC
INSTRUCTION, GRIMES STATE OFFICE
BUILDING, DES MOINES, IOWA 50319
(34,003 PAYMENT WITH ORDER)

PUB DATE -~ 72 203P,

DESCRIPTORS — *BUSINESS EDUCATION;
*ARTICULATION (RROGRAH). -
EQUCATIONAL PHILOSOPHY; EDUCATIDNAL
PROGRAMS; EDUCATIONAL OBJECTIVES;
PROGRAM GUIDES; *MANUALS:
DISTRIBUTIVE EDUCATION; SECONDARY -
EDUCATION; POST SECONDARY
EDUCATION; TEACHER CERTIFICATION;
TAXONOMY; DEFINITIONS; *CURRICULUM
DEVELOPMENT;: *PRQOGRAM DESCRIPTIONS
IDENTIFIERS — IOWA

TRACT ‘= DEVELOPED BY POOLING THE .

"KNOWLEDGE AND EXPERIENCE OF

BUSINESS EDUCATION TEACHERS

" THROUGHOUT THE STATE, THIS PROGRAM

GUIDE AND MANUAL SHOULD BE USEFUL
TO BOTH TEACHERS AND ADMINISTRATORS

-IN. ARTICULATING AND OPERATING

BUSINESS EDUCATION PROGRAMS . MAJOR
SECTIONS CONCERN: (1) A CAPSULE
HISTORY OF IOWA BUSINESS EDUCATION,
(2) PHILOSOPHY AND RELATED .
PRINCIPLES OF BUSINESS EDUC ATION,
HELPFUL IN DEVELOPING VARIOUS
LEVELS OF PROGRAMS, (3) GENERAL
RESPONSIBILITIES OF -BUSINESS
EDUCATION, THE ADVISORY COMMITTEE,

- .. EVALUATION, PUBLIC RELATIONS, ETCe,

{(4) CURRICULUMS IN THE BUSINESS ;
A SECONDARY SCHOOL, (5)

'POST SECHNBARY: PROGRAM TRENDS TN
10N Ay . INRBUMUTNG IDEASTON COURSE
IMP LEMENYATTON. AND SEVERAL -

SAe

BIBLIOGRAPHIES, AND (6) AN APP oxx

INC LUDINE INFORMATION;: ON. TEAC

_CERTIFIC%&ION. A, TAXONOMY svs7sn

FOR BUSINESS EBXCATJDN, AND if s
USINESS: souck1lnn
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WHOSE BUSINESS PROGRAMS C(WER ALL
OF IOWA. STUDENTS, COUNSELORS,
CURRICULUM COMMITTEES, SCHOOL BOARD
MEMBBERS s AND THE INTERESTED PUBLIC
WILL FIND THIS HANDBOOK INFORMATIVE
FOR THEIR OWN PURPOSES. (JS)

VT 016 159 - P
 WHETSTINE, GLADYS, AND DTHERS
COOPERATIVE UOFFICE EDUCATION; A |
COURSE OF STUDY. . R

OKLAHOMA STATE DEPT. OF VOCAT IONAL
AND TECHNICAL EDUCATION,

STILLWATEK.
MF AVAILABLE IN, VI-ERIG SET.
PUB DATE - 72 633p, °

DESCRIPTORS — *CURRICULUM GUIDES;
GRADE 123 *CUOPELRATIVE EDUCATION;
*BUSINESS EDUCATION; *VOCATIONAL
DEVELOPMENT ; TRANSPARENCIES;
WORKSHEETS; LEARNING ACTIVITIES;
TEACHING PROCEDURES ; *INSTRUCTIBNAL
MATERIAﬁgg STUDENT TESTING; ANSWER
KEYS; PERSONALITY b#VELOPMENT ;
BEHAVIORAL OBJECTIVES;
TELECOMMUNICATIUN; MONEY MANAGEMENT
IDENTIFIERS - CAREER AWARENESS;
BEGINNING COMPETENCE; ECONOMIC
AWARENESS :

ABESTRACT = THIS CUMPREHENSIVE STATE
LURKILULUM GUIDE FOR A GRADE 12
COOPERATIVE OFFICF EDUCATION COURSE
DEALS WITH CAREER DECISIONS, S
PERSONAL DEVLLOPMENT, BUSINESS
BEHAVIOR y COMMUNICATION SERVICES,
MONEY MANAGEMENT, AND LEAUEKSHIP. A
WIDE VARIETY OF COLOR-KEYED '
INSTRUCTIONAL MAVERIALS INCLUCLES
TRANSPARENCILS,y STUDENT WORKSHEETS,
BACKGROUND INFORMATION, TESTS., AND
ANSWEK KEYS. BEFAVIORAL OBJECTIVES,
LEARNING ACLTIVITIES, AND TEACHING
PKOCEDURES ARE INCLUDED FOR FACH
UNIT. DEVELOPED BY TWO SENIOR HIGH
1 fACHER=COORGINATORS AND A
CURRICULUM SPECIALIST, THIS GUIULE
OFFERS IN-DEPTH PREPARATI(ON F(K THE
BUSINESS WORLDe (AG)

VT 016 205
BIBLIOGRAPHY--CAREER BROCHURES,

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - NO 13P.

Q

BUSINESS AND OFFICE

DESCRIPTGRS — *BIBLIOGRAPHIES;
*PAMPHLETS; *CAREER EDUCATION;
*OCCUPATIONAL CLUSTERS; REFERENCE
MATERIALS; *SERVICES; VOCATIONAL
DEVELOPMENT; CAREER OPPORTUNITIES:
CAREER PLANNING; SECONDARY -
EODUCATION . o
IDENTIFI&RS — CAREER AWARENESS

ABSTRACT - THIS BIBLIOGRAPHY OF
CAREER EDUCATION BROCHURES LISTS
REFERENCE MATERIALS WITH ADDRESSES
FOR 14 OCCUPATIONAL CLUSTERS.

PRICES ARE GIVEN FOR SOME OF THE. -
PAMPHLETS. THE OCCUPATIONAL -
CLUSTERS ARE..ALPHABATICALLY LISTED
AND COVER A WIDE RANRE OF - s
VOCATIONS, FROM AGRICULTURE TO . &
TRANSPORTATION SERVICES. (AG)

VT 016 230 ,

THE OFFICE AND YNUeosoCAREER S,
ADMINISTRATIVE MANAGEMENT SNCIETY,
WILLOW GROVE, PA.;BUSINESS
EQUIPMENT MANUFACTURERS
ASSOCIATION, NEW YORK, N.Ye

MF AVAILABLE IN VT-ERIC SETe.
ADMINISTRAT IVE MANAGEMENT SOCIETY,
WILLOW GROVE, PA 19090 ($1.00) -
PUB DATE - NO 26P,

DESCRIPTORS = *OFFICE OCCUPATIONS;
*CAREER EDUCRTION; *PAMPHLETS;
*CAREER OUPPORTUNITIES; *VOCATIONAL.
DEVELOPMENT; FRINGE BENEFITS;
RESOURCE MATFRIALS

IDENTIFIERS - CAREER AWARENESS

ABSTRACT - THIS PAMPHLET DESCRIBES
CAREER OPPORTUNITIES IN OFFICE '
WORKs EMPHASIZING INNOVATIVE
EQUIPMENT AND CURRENT OFFICE
PRACTICES. JOB BENEFITS ARE
INCLUDED, AS WELL AS LISTS OF
ASSOCIATINNS AND BUSINESS
MAGAZINES. PHOTOGRAPHS TLLUSTRATE
THE TEXT. (AG) '

VT 016 273

“HARTMAN, DUANE E.

OFFICE-CLERICAL CTUSTER PROGRAM.

LEBANUN UNION HIGH SCHOOL, OREG.
MF AVAILABLE IN VY-ERIC SET.
PUB DATE - ND 30P.

DESCRIPTORS - S%FONDARY GRADES;

‘.
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*OCCUPAT IONAL ‘CLUSTERS; *OFFICE PHOTOGRAPHSy CHARTS, AND LINE
OCCUPATIONS CDUCATION; *CLERICAL » DRANINGS ILLUSTRATE THE TEXT. (AG)
LOCCUPATIONS; BEHAVIORAL ObJECTIVES; .
OURSE DESCRIPTIONS; COOPERATIVE wVT 16 360 ED 065 732
EDUCATION; *WORK EXPERIENCE . HAINESy PETER G.3 HYSLOP, DAVID
PROGRAMS ; VOCATIONAL DEVELOPMENT; %" A REFERENCE BIBLIOGRAPHY FOR
*BUSINESS EDUCATION " GENERAL WORK EXPERIENCE AND
IDENTIFI'ERS — CAKEER AWAKENESS; COOPERATIVE OCCUPATIONAL PLANS OF. °
EDUCATIONAL AWARENESS; BEGINNING ~ INSTRUCTION. .
COMPE TENCE - .
, MICHIGAN STATE UNIV., EAST LANSING.
ABSTRACT - THIS SPIRAL BOUND GUIDE DEPT. OF SECONDARY EDUCATION AND
FOR A HIGH SCHOOL COOPERATIVE WORK CURRICULUM.
EXPERIENCE PROGRAM FOK VOCATIONAL EDKS PRICE MF-;ﬁ.bs HC-$30290 °
PREPARATION COVERS THE OCCUPATIONAL PUB DATE - ﬁi 43P,
CLUSTER OF OFFICE AND CLERICAL - E:22
JOBS. GENERAL AND SPECIFIC . DESCRIPTORS < *INSERVICE EDUCATION;
BEHAVIORAL OB JECTIVES PRECEDE THE . #*CAREER EDUCATION; REFERENCE
SHORT COURSE DESCRIPTIONS AND BRIEF MATERIALS; *BIBLIOGRAPHIES; *WORK
COURSE OUTLINES. RESOURCE MATERIALS EXPERIENCE PROGRAMS; EDUCATION;
INCLUDE A STUDENT INTERVIEW SHEET, . *COOPERATIVE EDUCATION
LINE DIAGRAMS, AN APPLICATION FOR IDENTIFIERS = CAREER AWARENESS
/" THE PKOGRAMy AND A STUDENT - ~ A ,
EVALUATION SHEET FOR HIS EMPLOYER. ABSTRACT - THIS BIBLIOGRAPHY OF
THIS GUIDE WAS WRITTEN BY A HIGH . REFERENCE MATERIALS ON COOPERATIVE
SCHOOL TEACHER. (AG) | ECUCATION AND GENERAL WORK
| . EXPERIENCE PROGRAMS WILL PROVE
VT 016 285 ‘ USEFUL TO TEACHERS, COORDINATORS,
‘IND A CAREER THAT COUNTS--IN AND ADMINISTRATORS IN INSERVICE
HOSPITAL FINANCIAL MANAGEMENT . COURSES AND. TO GRADUATE STUDENTS
| WHO SEEK IN=DEPTH INFORMATION. THE
HOSPITAL FINANCIAL MANAGEMENT REFERENCES INCLUDE UNPUBL ISHED
ASSOCIATION, CHICAGO, ILL. : STATE BULLETINS, RESEARCH REPORTS,
MF AVAILABLE IN VT-ERIC SET. AND ITEMS IN THE ERIC RETRIEVAL &
HOSPITAL FINANCTIAL MANAGEMENT ~ SYSTEM, IN ADDITION TO SOURCES.
_ ASSOCIATION, 84U N. LAKE SHORE DR.  AVAILABLE THROUGH LIBRARY
CHICAGO, ILLINOIS 60611 | COLLECTIONS OF PERIODICALS.
PUB DATE - ND 28p. COVERING SEVERAL DECADES IN ITS
o : - SCOPE, THE BIBLIOGRAPHY LISTS ITEMS
DESCRIPTOURS - PAMPHLETS; BY THE FUNCTIONS OF OPERATIONAL
*OCCUPAT IUNAL INFORMATION; SCHOOL PRACTICE. FUNDS FOR
SECONDARY GRADES; *CAREER ~ COMPILING THE REFERENCES WERE
OPPORTUNITIES; *HOSPITAL PERSONNEL; PROVIDED BY TWO PROFESSORS, AND
*FINANCE OCCUPATIONS; RESOURCE PRINTING COSTS WERE UNDERWRITTEN BY,
‘MATERIALS; VOCATIONAL DEVELOPMENT; A STATE VOCATIONAL TEACHER
VOCATIONAL COUNSELING | EDUCATION PROJECT. (AG)
ICENTIFIERS — CAREER AWARENESS
- : . VT 016 367
ABSTRACT - THIS PAMPHLET PROVIDES BRIEN, DOLLY STERNFELS, EDey AND
OCCUPATIONAL INFORMATION FOK A WIDE OTHERS
KANGE OF CAREERS IN HOSPITAL BUSINESS SPEECH: A SECONB LANGUAGE
FINANCIAL MANAGEMENT. FOR EACH JOB, FOR VOCATIONAL USE. ‘
ITS FUNCTION AND DUTIES, EDUCATION | :
ND SKILLS REQUIRED, PERSONAL’ SAINT MARY'S DOMINICAN COLL., NEW
UALIFICATIONS, AND SALARY RANGE . DRLEANS, LA« DEPT. OF ADULT
AKE DESCRIBED. RESOURCE MATERIALS EDUCATION, ®
FOR FURTHER CAREER EXPLORATION IN OFFICE OF MANPOWER POLICY,
THESE AREAS ARE INCLUDED. | EVALUATION, "ANR RESEARCH (DOL),

72 - e
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"WASHINGTON, U.Ce '
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 187P.

DESCRIPTORS - *MANUALS; BEHAVIORAL
OBJECTIVES; LEARNING ACTIVITIES;
WORKSHEETS; *ADULT VOCATIONAL .
EDUCATION; VOCATIONAL DEVELOPMENT;
*BUSINESS SKILLS; *SPEECH
INSTRUCTION; *BUSINESS EDUCATION;
COMMUNICATIONS; SKILL DEVELOPMENT;
UNITS OF STUDY (SUBJECT FIELDS)
IGENTIFIERS - CAREER AWARENESS;
BEGINNING COMPETENCE

ABSTRACT - THIS STUDENT MANUAL FOR
AN ADULT VOCATIONAL COURSE IN
BUSINESS SPEECH, DEVELOPED BY TWO
SFEEGH THERAPISTS, A SPEECH
SPECIALIST, AND A PROFESSUR OF
SPEECH AT A COLLEGE 9y AND FEDERALLY
FUNDED, CONTAINS TEN UNITS DEALING
WITH URAL COMMUNICATION,.
DEVELOPMENT OF A WIDE KANGE OF
SPEECH SKILLS wILL PROVE BENEFICIAL
IN A JOB SITUATION. FOR EACH UNIT,
AN OUTLINE OF IMPORTANT POINTS, A
LIST OF SUGGESTED ACTIVITIES,
BEHAVIORAL OBJECTIVES, AND
WOURKSHEETS ARE PROVIDED« CLASS
EXERCISES INVOLVING USE OF
AUDIOVISUAL AIDS AYD PAIRS OF
STUDENTS y OR "LCYADS"™ ARE
PRESENTED. THE TOPICAL UNITS
INCLUDE: (1) LISTENING, (2)
ANATOMY, (3) VOICE IMPROVEMENT, (4)
GRAMMAR, (5) ARTICULATION, (6)
OFFICE ETIQUETTEy (7) TELEPHONE
USAGE, (8) CONVFRSATION AND '
DISCUSSION, (9) PUBLIC SPEAKING,
AND (10) JOB INTERVIEWS. (AG)

1

VT 016 491
MOODEL VOCATIONAL OFFICE. A
SIMULATED TRAINING PROGRAM 1970'

1971,

- FATRFAX COUNTY PUBLIC SCHOOLS, VA.
DtPTe OF INSTRUCTIONAL SERVICES.
VIRGINIA STATE DEPT. OF EDUCATION,
RICHMOND« DIVe OF BUSINESS

ECUCATION
. MF AVAILABLE IN VT-ERIC SET.
PUB DATE ~ 71 T6P.

_DFSCRIPTURS -~ *SIMULATION; *OFFICE
OCCUPATIONS EDUCATION; GRADE 123
*VOCATIONAL OEVELOPMENT; EQUIPMENT;

ER&C

wll Toxt Provided by ERIC

MU
85 -

Busrusss AND DFF .?'

B
o

JUB TRAINING; STUDENT EVALUAT)%N.' .’4@

PKOGRAM EVALUATION; *0CCUPATIONAL-

INFORMATION; INDIVIDUALIZED .
INSTRUCTION; RESOURCE MATERIALS; -
PRODUCER SERVICES; BEHAVIORAL - -~
OBJECTIVES; *PILOT PROJECTS ANV &
IDENTIFIERS - CAREER AWARENESS; = .°
BEGIE’ING COMPETENCE; EMPLOYMENT -

SKIL .
ABSTRACT -~ THIS REPORT o?'A PILOT
PROJECT IN OFFICE OCCUPATIONS
EDUCATION FOR GRADE 12 DEALS WITH
AN OFFICE SIMULATION IN A
VOCATIONAL TRAINING PROGRAM.
MODELED UPON THE AMERICAN

VOCAT IONAL ASSOCIATION OFFICE IN
WASHINGTONy D.Cey THE PROGRAM _
REQUIRED COMPLETION OF A GRADE 11
2-HOUR BUSINESS PROGRAM, A JOB
INTERVIEWy AND FESTS IN BASIC
BUSINESS SKILLS. JOB DESCRIPTIONS,

AN ORGANIZATIONAL CHART, A FLOOR

PLANy AND AN EQUIPMENT LISY ARE
PROVIDED. COURSE, OBJECTIVES,

GENERAL AND SPECIFIC PERFORMANCE

GOALS FOR EACH JOB, SAMPLE TASKS,
SUPPLIES LISTSy, AND FLOW CHARTS ARE.
INCLUDEDe PHOTOGRAPHS ILLUSTRATE

THE TEXT. METHODS OF STUDENT AND
PROGRAM EVALUATION ARE DISCUSSED,

-GIVING A WIDE RANGE OF EVALUATION

FORMS AS RESOURCE MATERIALS. IDEAS .

"FOR ADAPTATION OF THIS HOUR-LONG

GAILY PROGRAM TO OTHER SYSTEMS AND
EXTENSION OF THE 9~WEEK ORIENTATION

. TO 14 WEEKS ARE PRESENTED..(AG)

VT 016 524 ED 068 627

MOORE, ALLEN B.

ABSTRACTS OF INSTRUCTIONAL
MATERIALS FOR CAREER EDUCATION.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL -
EDUCATION. |

NATIONAL INST. FOR EDUCATION
(DHEW) » WASHINGTON, D.C.

EDRS PRICE MF-$0¢65 HC—$6458,
BIB-SER-15 - -

THE CENTER FOR VOCATIONAL AND
TECHNICAL EDUCATION, 1960 KENNY

RD.# COLUMBUS , OHIO 43210 ($2.25)

PUB DATE - 72 126P. 9

DESCRIPTORS - *CAREER EDUCATION;
*ABSTRACTS; *ANNOTATED .
BIELIOGRAPHIES; *INSTRUCTIONAL
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eusrnsss AND OFFICE A

' ﬁf N . " %_ .
MATERIALS. Resduncs MA' L

ABSIRAcr-s MATERIALB
"> THIS BIBU .QRAPHYYW& y
- FROM - THOFS:
OF A NA¥IONAL SEARCH ?03 tkneek
EDOC TUEN INSTRUCTFIONAYL, MATERﬂALs,»
"THEYIING LUDE-. C RREL LUM uxtfs. ;

" TEACHERY GUIDES, SA AND ;
-CAREER RELATED TN TxucrlﬁﬁA ot
MATERIALS. THE' RE§UMES°ARL\ARRANGED
TN ACCESSION NUMEER- ORDER RND

“IHCLUDE, THE FOLLOWI FORMAYION.

(1) AUTHOR(S), (2) TX 13 8

.. INSTITUTIONAL SOURCE, (4) ’

SPONSORING AGENCY, (5) SOURCE OFf

AVAILABILITY, (6) DESCRIPTORS AND

IDENTIFIEKS WHICH CHARACTERIZE THE

CONTENT OF THE DOCUMENT, AND (7) AN

ABSTRACT OF THE DOCUMENT. A GRADE

LEVEL INDEX IS PROVIDED TGO HELP

IUENTIFY DOCUMENTS FOR SPECIFIC

GRADES. THESE DOCUMENTS ALSO HAVE

BEEN ANNOUNCED IN "ABSTRACTS OF -

INSTRUCT IONAL MATERIALS IN .
OCATIONAL AND TECHNICAL
DUCATION", A PUBLICATION OF THE

KSELEévgb'*

'CENTER FOR VOCATIONAL AND TFCHNICAL

EDUCATION, AND MOST OF THEM ARE
AVAILABLE IN THE MICROFICHE SETS
WHICH SUPPORT THAT PUBLICATION. "
(JS)

VT 016 595
EVERYDAY METRIC UNITS.

LOCAL GOVERNMENT TRAINING BOARD,
LONCON (ENGLAND ).

DOCUMENT NOT AVAILABLE FROM ELRS.
LOCAL GOVERNMENT TRAINING BOARD o
ALEMBIC HOUSL,y 92 ALBERT _
tHBANKHENT’ LUNDON SE1 7UB (PRICE
$1.00) '

PUB DATE - 46P,

71

- STEXTBOOKS; *MANUALS;
*PROGK AMED -

(DESCRIPTORS
-*GOVERNMENT EMPLOYEES ;
TEXTS 3 *METRIC SYSTEM
IODENTIFIERS -~ GREAT BRITAIN

ABSTRACT ~ THIS BOOKLET IS A SELF-
NSTRUCTIONAL TEXT DESIGNED TO AlID
PROFESSIONALy ADMINIS TRATIVE, AND
CLERICAL STAFF EMPLOY BY THE
BRITISH LOCAL GOVERNMENT IN GAINING
A. BASIC KNOWLEDGL OF METRIC UNITS

ER&C

wll Toxt Provided by ERIC

RESULT . \&

\
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ﬁ LENGTH; AREA. VOLUME, AND WEIGHT
THIN/TQE MILLI-KILO RANGE.
LLLUSTRATIONS AND QUEST IONS

- COMPLIMENTING EACH TOPIC ARE

.Lﬁ
"% CAREY,

Al

INCLUDED THROUGHOUT « INSTRUCTIONS:
FOR ADMINISTERING THE TEXT ARE

CONTAINED IN AN ACCOMPANYING f
MANUAL. (SN) - ,

VT 016 608’
ZANE

"UCCUPATIONAL ANALYSIS FOR: DATA

74

PUB DATE -

PROCESSING TECHNOLOGY.

WASHINGTON STATE COORDINATING
COUNCIL FOR OCCUPATIONAL EDUCATION,
OLYMPIA.

OFFICE OF EDUCATION
WASHINGTON, 0.C.

MF AVAILABLE IN VT-ERIC SET. ,
JUNT72 103P. SECOND

(DHEW),

ECITION

DESCRIPTORS - GOAL ORIENTATION:
*MANUALS; SYSTEMS APPROACH;
BUSINESS EDUCATION; VOCATIONAL
EDUGCATION; VOCATIONAL DEVELOPMENT;
INSTRUCTIONAL SYSTEMS; OCCUPATIONAL
INFORMATION; #*DATA PROCESSING:
*COMPUTER SCIENCE EDUCATION:
*PROGRAM DEVELOPMENT; BEHAVIORAL
OBJECTIVES; #JOB ANALYSIS; TASK
ANALYSIS; EDUCATIONAL NEEDS; STATE
PROGRAMS ‘

ILENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - THIS UPDATED LEADERS®
GUIDE FOR DEVELOPING STATE BUSINESS
DATA PROCESSIN
FOR TRAINING<ENFRY LEVEL
PROGRAMMERS ﬁqp COMPUTER OPERATORS
IN WASHINGTON PRESENTS A “TRAINING
PROGRAM MISSION STATEMENT® AND TASK
ANALYSES, BOTH DEVELOPED BY A
STATE-WIDE COMMITTEE OF LEADERS IN
BUSINESS AND INDUSTRY FOR DATA
PROCESSING. UTILIZING A SYSTEMS
APPROACH, EACH ANALYSIS INCLUDES A
RATIONALE, DEFINITION, AND
BEHAVIORAL OBJECTIVES, PRESENTED IN
A 3-COLUMN FORMAT. PARTICALLY
FUNDED BY PUBLIC LAW 90~576, THIS
OCCUPATIONAL ANALYSIS WILL PROVE
USEFUL FOR ADMINISTRATORS, LOCAL
ADVISORY COMMITTEES, CURRICULUM
PLANNERS, TEACHERS, AND STUDENTS
FOR PROVIDING AN OVERVIEW OF
PROGRAM REQUIREMENTS, A TRA INING

v
3,

~TECHNOLOGY PROGRAMS ,
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MANUAL, AND A TOOL FOR LEADERSHIP
DEVELOPMENT. EDUCATIONAL NEEDS AND
A PROGRAM RATIONALE ARE DETAILED,
GIVING BLOCK DIAGRAM FORMS FOR THIS
VOCATIONAL INSTRUCTIONAL SYSTEM, AN

ORGANIZATIONAL CHART, AND THREE JOHK

DESCRIPTIONS. (AG)

vT 016 631 o

OKLAHOMA COOPERATIVE VOCATIONAL
EDUCATION. A COURSE OF STUDY.
CURRICULUM MATERIAL.

OKLAHOMA STATE OEPT. GF VOCATIONAL
AND. TECHNICAL EDUCATION,
STILLWATER. CURRICULUM AND ‘ .
INSTRUCT 1ONAL MATERIALS CENTER.
OOCUMENT NOT AVAILABLE -FROM EDRSe
THE CURRICULUM AND INSTRUCTIONAL
MATERIALS CENTER, STATE DEPT OF
VOCATIONAL AND TECHNICAL EDUCATION,
1515 WEST 6TH AVE ey STILLWATER,
OKLA. 74074 o
PUB DATE - ~ 72 560FP.
N

DESCRIPTORS — HUMANITIES;
*COOPERATIVE EDUCATION;
* INSTRUCTIONAL MATERIALS; *STATE
CURRICULUM GUICES; *VBCATIONAL
EDUCATION; VOCATIONAL DEVEUOPMENT;
SECONDARY GRADES; *UNIT PLAN;
KESOURCE MATERIALS; VISUAL AIDS;
STUDENT TESTING; WORKSHEETS; ANSWER
KEYS
ICENTIFIERS - *OKLAHOMA. SELF
AWARENESS; ATTITUDES APPRECIATIONS;

WARENESS ; BEHAVIORAL ,
fAKS:‘LEARNING ACTIVITIES;
\GNPROCEDURES

= THIS CURRICULUM FOR A
CUOPERAT IVE VOCATIONAL EDUCAT ION
PROGRAM AT“THE SECONDARY LEVEL
INCLUDES SEVEN TOPICS, EACH
CONSISTING OF ONE OR MORE COLOR

KEYED INSTRUCTIONAL UNITS WITH
GENERAL AND SPECIFIC BEHAVICRAL .
OBJECTIVES, SUGGESTED LEARNING
ACTIVITIES AND TEACHING PROCEDURES,

* INFORMATION SHFETS, VISUAL AIDS,
TESTSy AND ANSWER KEYSe DEVELOPED
BY A STATt COMMITTEE OF TEACHFR-
COOKRDINATORS IN CUOPERATIVE
VOCAT IONAL ECUCATION, THE TOPICAL
UNITS DEAL WITH: (1) ORIENTATION,
(2) EMPLOYMENT, (3) PERSONAL
-DEVELOPMENT, (4) EMPLOYEE
RELATIONS, (5) COMMUNICATIONS » (6)

“ o 75
EKC

wll Toxt Provided by ERIC

PUB DATE - 72

" DISTRIBUTIVF EDUCATION; HEALTH

.BUSINESS AND OFFICE

F4
FINANCIAL MANAGEMENT, AND (7)°
INSURANCE . STUDENT WORKSHEETS,
RESOURCE LISTS, AND SUGGESTED TIME
ALLOTMENTS ARE GIVEN FOR EACH UNIT.

. (AG)

VT 016 648 ED 067 490
MICROFICHE COLLECTION OF

. CLEARINGHOUSE DOCUMENTS REPORTED IN

ABSTRACTS OF INSTRUCTIONAL
MATERIALS IN VOCATIONAL AND
TECHNICAL EDUCATION (AIM), VOLUME
Sy NUMBER 4.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.

"OFFICE OF EDUCATION (DHEH).

WASHINGTON, D.Ce

EDRS PRICE MF-$0.65 HC NOT
WVAILABLE FROM EDRS. |
27013

DESCRIPTORS = *INSTRUCTIONAL
MATERTALS; *VOCATIONAL EDUCATION;
*TECHNICAL EDUCATION; BUSINESS
EDUCATION; AGRICULTURAL EDUCATION;

OCCUPATIONS EDUCATION; HOME _ .
ECONDMICS EDUCATEIDN; INDUSTRIAL
ARTS; TRADE AND INDUSTRIAL.
ENDUCATION; INDEXES (LOCATERS);
CLEARINGHOUSES; *MICROFICHE 3
DOCUMENTATION; INFORMATION STORAGE;’
INFORMATION RETRIEVAL '

"ABSTRACT - DOCUMENTS ANNouﬂdaa WITH
VT NUMBERS ONLY IN VOLUME 5, NUMBER

4 (VT 016 647) OF WABSTRACTS OF
INSTRUCTIONAL MATERIALS IN
VOCATAONAL AND TECHNICAL EDUCATION®™

- (AIM) ‘ARE INCLUDED IN THIS

'MICROF}CHE SET. THE MICROFICHE SET
IS ARRANGED IN THE FOLLOWING

,SEQUENCE: (1) A VOCATIONAL

TECHNICAL (VT) NUMBER INDEX 7O
DOCUMENTS IN THE MICROF ICHE

"COLLECTION, (2) THE SUBJECT AND

AUTHOR INDEXES FROM AIM, AND (3)

THE FULL TEXT OF DOCUMENTS LISTED

IN THE VT NUMBER INDEX. THE TEXTS

AKE FILMED CONTINUOUSLY IN VT

NUMBER SEQUENCE. (CD) ‘

VT 016 759
FOSTEK, BRIAN
BUSINESS CORE: aoo#lEEpING. AN

INSTRUCTIONAL PACKET.

i -
- . r
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"

DOCUMENT NOT AVAILABLE FROM EELRS. #

LCPA PROJECT OFFICE, THE

SYCHOLOGICAL CORPORATION, 304 EAST
45TH STREET, NEW YORK, NeoYe 10017
(36.00)
pUB DATE - 72 40P,

DESCRIPTORS -~ *PROGRAMED MATERIALSS
TEACHING PROCEDURES ; *BOOKKEEPING;
“COURE COURSES; SECONDARY GRADLS 3
*TEACHING GUIDES; *0OFFICE
OCCUPATIONS; *BUSINESS £DUCATION

ABSTRACT — THIS INSTRUCTIOUNAL
PACKET TO BE USED IN BOOKKEEP ING
CLASSES FOR GRADES 10,11, AND 12 IS
- DESIGNED FOR A 1-CREDIT COUKSE WITH
NO PREREGVUISITES. FOUR GENEKAL
-GOALS OF THE COURSE ARE TO: (1)
SHUW STUDENTS HOW BASIC PRINCIPLES
- OF bOOKKEEPING CAN BE APPLIED IN
VARIDUS BUSINESS FIELDS, (2) HELP
STUGENTS ACQUIRE AN ENTRY-LEVEL JOB
SKILLSy (3) HELP STUDENTS MANAGE
THEIR OWN PERSONAL EUSINESS
AFFAIRSy AND (&) PROVIDE STUDENTS
WITH A BASIS FOR FUTURE STUDY IN
ACCOUNTING. THE FULL-YEAR COURSE
ENCOMPASSES THE FOLLOWING: (1)
BOOKKEEP ING THEORY, (2) FILING,
BUSINESS MACHINES, i4) FEDERAL
INCOME TAXESy (5) TYPEWRITING,
DATA PROCESSING, (7) PAYROLL
PROCEDURES, (8) RUSINESS MATH, (9)
"CASH REGISTER, AND (10) AUDIT ING.
APTITUDE AND OURIENTATION TESTS ARF
INCLUDED IN JHE PACKET AS WELL AS
LESSON PLANS ANi: ACTIVITIES. (SN)

(3)

6)

VT 016 760

RECORDKEEPING REQUIREMENTS UNDER
THE WILLIAMS-STEIGER OCCUFPATIONAL
SAFETY AND HE#LTH ACT OF 1970.

DEPARTMENT OF LABOR' HASHINGTUNv
Dele NCCUPATIONAL SAFETY AND HEALTH
ADMINISTRATION..

Mf AVAILABLE IN VT-(RIC SET.

PUB DATE -~ - 71 31P.°

DESCRIPTORS — *GOVERNMENT
PUBLICATIONS; *EMPLOYERS; EQUAL
PROTECTION; FEDFRAL LAWS; *PUBLIC
HEALTH LAWS: *LEGAL RESPONSIBILITY;
EMPLOYEES )
IUENTIFIERS - OSHA3; OCCUPATIONAL
SAFETY AMND HFALTH ACT OF 1970;

ERk(I o v
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g 4
ABSTRACT - . THIS ROOKLET CONSISTS OF
A BATTERY OF INFORMATION RELATIVE -
TO THE RECORD KEEPING -
RESPONSIBILITItS OF EMPLOYERS UNDER
THE WILLIAMS~-STEIGER OCCUPATIONAL
SAFETY AND HEALTH ACT OF 1970. THE
ACT WAS DEVELOPED PRIMARILY TO
ENSURE MAXIMUM SAFETY AND HEALTH
PROTECTION IN THE LINE OF DUTY TO
EMPLOYEES. THEREFORE, IN AN EFFORT
TO PROVIDE EMPLOYERS WITH ENDUGH
DATA ON THE SUBJECT, THIS

" PUBLICATION WAS DESIG'. INCLUDED
(

IN IT ARE THE FOLLOWI 1) A
SUMMARY OF- THE ACT, (2) ACCIDENT
AND FATALITY FORMS TO BE COMPLETED
WHEN AND: IF EITHER SHOULD OCCUR,
(3) A CHART LISTING CONDITIONS OF
THE ACT REQUIRED TO BE IN EASILY
ACCESSIBLE VIEW AT ALL TIMES, (4) A
LETTER OF SPECIAL INTEREST TO '
EMPLOYERSs AND (5) A DETAILED
EXPLANALION OF THE RULES AND

(DN)

vT 6 781
HAN BOK FOR ANALYZING JOBS .

MANPOHER ADMINISTRATION (DOL),
WASHINGTON, DeCe

MF AVAILABLE IN VT-ERIC SET.
SUPERINTENDENT OF DOCUMENTS, U.S.

PRINTING OFFICE,
WASHINGTON, D.C. 20402 (2900-0131, .
$2.50)

PUB DATE - 72 339°P.

DESCRIPTORS — *TASK ANALYSIS;
SCREENING TESTS; *JOB ANALYSISS:
MANPOWER NEEDS; MANPOWER
DEVELOPMENT ; *GOVERWMENT .
PUBLICATIONS; RESOURCE MATERIALSS;
VOCATIONAL DEVELOPMENT; *EMPLOYMENT
QUALIFICATIONS; *0CCUPATIONAL
INFORMATION; GOVERNMENT _
MANPOWER,

(ADMINISERATIVE BODY);
UTILIZAT EDUCATIONAL.
DFVELOPME DULT VOCATIONAL

EDUCATION; INNOVATION
IDENTIFIERS\- CAREER AWARENESS

ABSTRACT - IN THIS HANDBOOK, A NEW
APPROACH AND A STRUCTURED PROCEDURE
FOR OBTAINING AND RECORDING JOB
ANALYSIS DATA ARE PRESENTED SO THAT
COMPREHENS IVE INFORMATION
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ABOUY JOB REQUIREMENTS CAN BE
COLLECTED TO HELP DEVELOP PRESENT
AND FUTURE MANPOWER PROGRAMS.
SUPERSEDING - THE ®TRAINING AND
REFERENCE MANUAL FOR JOB ANALYSIS,"
THIS GOVERNMENT PUBLICATION WAS .
DEVELOPED BY EIGHT OF THE
OCCUPATIONAL ANALYSIS FIELD CENTERS
IN STATE EMPLOYMENT AGENCIES. THIS
UPDATED METHOODOLOGY WAS PILOT
TESTED BY SELECTED OCCUPATIONAL
ANALYSTS. THtL EIGHT TOPILAL
CHAPTERS COVER: (1) A DEFINITION OF
JOB ANALYSIS AND ITS USES, (2)
CONCEPTS AND PRINCIPLES IN JOB
ANALYSIS, (3) PROCEDURES FOR
CONDUCTING A JOB ANALYSIS STUDY IN
AN ESTABLISHMENT, (4) THE :STAFFING
SLHEDULE,y (5) THE JOB ANALYSIS
SCHEDULE, (6) ORGANIZATION AND
PKOCESS FLOW CHARTS,y (7) THE
- NARRATIVE REPORT, AND (8)
VERIFICATION OF JOB ANALYSIS. THE
APPENDIXES LONTAIN: (1) A DETAILED
BREAKDOWN OF THt WORK PERFORMED
INTO WORKER FUNCTIONS, WORK FIELDS,
* SENTENCE ANALYSIS, AND MATERIALS
* PRODUCTS,s SUBJELT MASTER, AND
SERVICES,y (2) EXTENSIVE
DESCRIPTIONS OF WORKER TRAITS AND
EMPLOYMENT REQUIREMENTS, INCLUDING
A DESCRIPTION OF THE GENERAL
EDUCATIONAL DEVELOPMENT SCALE, AND
(3) A BRIEF LIST OF AGENCY
IDENTIFICAYIO JMBERS FOR EACH
STATE. (AG) o

VT 016 809

101 TEACHIN IONS FOR
STIMULA T LEARNING IN
' ONe

e € '
PRK SYATE EDUCATION DEFT.y -
“ALBENW. BUREAU OF SECONDARY
RRICULUM DEVELOPMENT, ,
DOCUMENT NOT AVAILABLE FROM EDRS.
H-820-JE&5-4G00
PUB DATE - 65 65Ps

‘.
DESCRIPTORS - INSTRUCTIONAL
IMPROVEMENT; *BUSINESS EDUCAT ION;
ALULT VOCATIONAL LDUCATION;
SECONDARY GRADES; *TEACHING
TECHNIQUES; ADOPTION (IDEAS);
PHOTOGRAPHS ; MARKETING; *LEARNING
MOTIVATION; *LEARNING ACTIVITIES;
*TEACHER EDJUCATION; BUSINESS
ECUCATION TEACHERS | 7

ERIC

IToxt Provided by ERI

BUSINESS AND OFFICE,
INENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - MORE THAN 100 TEACHING
TECHNIQUES SUCCESSFULLY USED IN .

 BUSINESS EDUCATION COURSES WERE

GATHERED FROM EXPERIENCED TEACHERS
IN PRIVATE RUSINESS SCHOOLS OF THE
STATE OF NEW YORK. THESE i '

SUGGESTIONS ARE INTENDED TD

STIMULATE TEACHERS IN BOTH PUBLIC
SECONDARY SCHOOLS AND PRIVATE
BUSINESS SCHOOLS TO EXPERIMENT WITH
NEW IDEAS THAT MAY IMPROVE
INSTRUCTION. GENERAL TEACHING

“SUGGESTIONS ARE INCLUDED, IN

ADDITION TO SPECIFIC SUGGESTIONS
FOR EACH OF EIGHT SUBJECT AREAS.
PHOTOGRAPHS, ILLUSTRATE THE TEXT.
(AG) A, |

VT 016 842
NOYES, NELL BRALY

YOUR FUTURE AS A SECRETARY. ARCO-
ROSEN CAREER GUIDANCE SERIES. %

DOCUMENT NOT AVAILABLE FROM EDRS.
7230-G828C

ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEW YORK, NeoYe .
10003

PUB DATE - 63
COLLECTION

162P.PMM

DESCRIPTORS - CAREER EDUCATION;
SECONDARY GRADES; *OCCUPATIONAL
INFORMATION; *SUPPLEMENTARY READING
MATERIALS; *OCCUPATIONAL GUIDANCES
*OFFICE OCCUPATIONS; OFFICE
OCCUPATIONS EDUCATION;
COMMUNICATIONS; *SECRETARIES;
CLERICAL OCCUPATIONS;
BIBLIUGRAPHIES
IDENTIFIERS - EDUCATIONAL _
AWARENESS ; *CAREFR AWARENESS

&

ABSTRACT - THIS BOOK, PART OF THE

ARCO-ROSEN CAREER GUIDANCE. SERIES,
FOR GRADE 9-12, DISCUSSES CAREERS

AS A SECRETARY. MATERIAL -COVERED
INCLUDES SELECTING A VOCATION,
VOCATIONAL ASPIRATIONS AND
INSPIRATIONS, JOB HUNTING AND A
BIBLIOGRAPHY. SPECIFIC INFORMATION
ON SECRETARIAL CAREERS INCLUDES ‘
BASIC QUALIFICATIONS, SCHOOLING
PERSONAL ASSETS, PAY, HAVING YOUR
OWN BUSINESS, JOB SATISFACTJONS,

VARIOUS SECRETARIAL JOBS AND HOW TO
L .
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BE SUCCESSFUL.AS A SECRETARYe {JE) PUB DATE - 71 187P¢ PMM
. . : COLLECTION; REVISION
T 016 848 o
OMMER, \ARMAND; KEDZIE, DANIE. P. DESCRIPTORS — CAREER EDUCATION;
YOUR FUTURE IN INSURANCE. AKCO- *DISTRIBUTIVE EDUCATION; MARKETING;
ROSEN®CAREER GUIDANCE SERJIESe SECONDARY GRADES: OCCUPATIONAL
g ' - INFORMATION; GUIDANCE;
DUCUMENT NOT AVAILABLE FROM EDRS. *SUPPLEMENTARY TEXTBOOKS:
7230-08264 INFORMATION SOURCES; BUSINESS;
ARCO PUBLISHING COMPANY, INCey 219 *BUSINESS EDUCATION; ®CAREER
PARK AVENUE SOUTH, NEW YORK, N.Y. PLANNING; *OCCUPATIONAL GUI DANCE;
10003 VOCATIONAL EDUCATION; QAREER
PUE DATE - 71 157P «PMM CHOICE; VOCATIONAL COUNSELING
COLLECTION; REVISION IDENTIFIERS - *EDUCATION
o ‘ & 'AWARENESS; CAREER AWARENES§
DESCRIPTORS - CAREER EDUCATION; 4
*SUPPLEMENTARY TEXTBOOKS; . ABSTRACT - THIS BOOK, WRITTEN BY A
OCCUPATIUNAL INFORMATION; SUCCESSFUL BUSINESSMAN, IS FROM THE
VOCATIONAL EDUCATION; #*BUSINESS; . ARCO-ROSEN CAREER GUIDANCE, SERIES
EDUCATION; *INSURANCE OCCUPATIO s. .BUT CAN BE USED INDEPENDENYLY WITH
INSURANCE PROGRAMS; SECONDARY ‘ GRADES 10-12. IT IS DESIGNED TO
GRADES; GUIDANCE;. COUNSEL ING; . HELP ANSWER QUESTIONS SUCH AS: WHAT
RESBURCE MATEK1ALS; DISTRIBUTIVE KIND OF PERSON DOES A BUSINESS '
* EDUCATION . CAREER REQUIRE? WHAT EDUCATIONAL
IDENTIFIERS - «CAKEER AWARENESS; BACKGROUND IS HELPFUL? WHAT ARE THE
EDUCATIONAL AWARENESS PERSONAL SATISFALTIONS? WHAT ARE
' THE OPPORTUNITIES? WHAT ARE THE
ABSTRACT - PART OF THE ARCO~-ROSEN DISADVANTAGES? WHAT SKILLS OR
AREER GUIDANCE SERIES, THIS BOOK TRAINING ARE NECESSARY? HOW MUCH
WAS WRITTEN bBY TWO VICE PRESIDENTS DOES THE AVERAGE PERSON EARN?
OF CONTINENTAL CASUALTY INSURANCE INCLUDED ARE APPENDIXES LISTING
COMPANY TO INTRODUGE HIGH SCHOOL FRANCHISING COMPANIES, SMALL
STUDENTS TO THE BRUAD FIELD OF BUSINESS ADMINISTRATION FIELD
INSURANCE INCLUDING LIFEs HEALTH, OFFICESs U.Se. DEPARTMENT OF
PROPEKTY, AND LIABILITY INSURANCE. ,° COMMERCE FIELD OFFICESy AND
THE WIDE VARIETY OF JOBS IN THE ORGANIZATIONS PUBLISHING PAMPHLETS
FIELD ARE DISCUSSED AND ILLUSTRATED AND PERIODICALS ABOUT BUSINESS.
WITH REAL-LIFE CASE HISTOKIES. THE (RR)
FINAL CHAPTERS PROVIDE INFORMATION
" ABOUT HOW TO ENTER THE INSURANCE VT 016 857
BUSINESS. AN APPENDIX LISTS LOCKLEARy EDMOND, JR.
COLLEGES AND UNIVERSITIES OFFERING YOUR FUTURE IN ACCOUNTING. ARCO-
INSURANCE MAJORSy ALONG WITH ROSEN CAREER GUIDANCE SERIES.
SOURCES OF FINANCIAL JAID. A
BIBLIOGRAPHY OF EDUCATIONAL " DOCUMENT NOT AVAILABLE FROM EDRS.
OPPORTUNITIES IN THE INSURANCE 7230-08243
FIELD IS INCLULED. (ARG) ARCO PUBLISHING COMPANY, INC.. 219
PARK AVENUE SOUTH, NEW YORKw NeYe -
VT 016 853 . . 10003
WINTERy ELMER L. : PUB DATE - 71 159P.PHM
YOUR FUTURE IN YOUR OWN BUSINESSe " COLLECTION; REVISED EDITINN

ARCO-ROSEN CAREEK GUIDANCE SERIES.

»

" DESCRIPTORS - INSTRUCTIONAL

'oocunem NOT AVAILABLE FROM EDR Se MATERIALS;: RESOURCE GUIDES; CAREER
7230-082&2 EDUCATION; SECONDARY GRADES:;
ARCO PUBLISHING COMPANY, INC., 219 *BUSINESS EDUCATION; *ACCOUNTANTS;
PARK AVENUE SOUTH, NEW YORK, NeYe . *0DCCUPATIONAL INFORMATION ;

16003 ‘ o " .+ GUIDANCE; *ACCOUNTING

78
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ICENYIFIERS - CAREER AHAR!N[S"
EMPLOYHENT SKILLS :

ABSTRACT = THIS BOOKy WRITTEN BY A
PRACTICING ACCGUNTANT, IS ONE OF
THE ARCO-ROSEN LAREER GUIDANCE
SERIES FOR STUDENTS IN GRADtS 9-12.

AFTER DESCRIBING WHAT AN ACCOUNTANT

THE AUTHOR DEALS WITH SUCH
"-SUBJECLTS AS: (1) GETTING READY FOR
ACCOUNTING, (2) PICKING YOUR JOB,
(3) ACCOUNTING JOBS IN GOVERNMENT,

AND (4) WOMEN IN ACCOUNTING. A
SELF-EVALUATION TEST APPEARS AT THE
END OF THE BOUOOK FOLLOWED BY '
DETAILED DIRLCTIONS ON HOW TD APPLY
FOR A JOBbe AN APPENDIX INCLUDES
DIRECTORIES OF ACCOUNTING
ASSOCIATIONS, SCHOLARSHIPS AND
LOANS. A 6~PAGE CODE OF
PROFESSIONAL ETHICS IS INCLUDED.
(PM)

IS,

VT 016 8541

BIBBYs DAUSE L.
YOUR FUTUKE IN
COUMPUTER FIELD.
GUIDANCE SERIES.

THE ELECTRONIC
ARCO-ROSEN CAKEER

DOCCUMENT NOT AVAILABLE FROM EDRS.
7230-0825%5 ,

ARCO PUBLISHING COMPANY, INC.y» 219
PARK AVENUE SOUTHy NEW YORK, N,.Y,.
10003 =

FUs DATE -~ 70 139P<PMM
COLLECTION :

DESCRIPTORS = ELECTRONIC DATA
PKOCESSING; CAREER EDUCATION;

* SUPPLEMENTARY READING MATEKIALS;
*DATA PROCESSING; RESOURCE
MATERIALS; SECONDARY GRADES;
OCCUPATIONAL INFORMATION; *CAREER
OPPORTUNITIES; *COMPUTER SCIENCE
CELUCATIONS CQMPUTER SCIENCE
IDENTIFIEKS = EULUCATIONAL
AWARENESS; *CAREER AWARENESS

ABSTRACT - WRITTEN BY A MEMBER OF
THE BOARD OF DIRECTORS OF THE
SPERRY RAND CORPORATION, THIS
GUIDANCE READING RESOURCE '
INTRODUCES THE 9-12 GRADE STUDENT
TO THE CAREER OPPORTUNITIES IN
COMPUTER INDUSTRIES. TOPICS COUVERED

INCLUDE: (1) THE INFLUENCE OF
CUMBWTERS,y (2) APPLICATIONS OF
UTERSy AND (3)°' CAREER

I:R\(i
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BlisINESS AND OFFICE

OPPORTUNITIES. AN APPENDIX INCLUDES
ADDRESSES OF COMPUTER MANUFACTURERS
FOR FURTHER VOCATIONAL INFORMATION.
A PARTIAL GLOSSARY OF COMPUTER
TERMINOLOGYs AND A BIBLIOGRAPHY OF
SUGGESTED READINGS. THE BOOK IS

. SUITABLE FOR SELF-INSTRUCTION OR

il

GROUP DISEUSSION AND GUIDANCE.

(DH)

VT 016 868
BOYNTONy RMLPH E.

YOUR FUTURE IN BANKING.
CAREER GUIDANCE SERIES..

ARCO~ROSEN

DUCUMENT NOT AVAILABLE FROM EDRS.
7230-08247 .
ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEH YORKs NeYo

10003

PUB DATE -~ 65 160P.PMH
COLLECTION

DESCRIPTORS -~ CAREER EDUCATION;
SECONDARY GRADES; OCCUPATIONAL
INFORMATION; *SUPPLEMENTARY
TEXTBOOKS; *BANKING; BUSINESS

EDUCATION; *FINANCE OCCUPATIONS;
*0CCUPATIONAL GUIDANCE; CAREER '
PLANNING; RESOURCE GUIDES

IDENTIFIERS ~ EDUCATIONAL .
AWARENESS; *CAREER AWARENESS L

ABSTRACT - THIS SUPPLEMENTARY
TEXTBOOK OFFERS STUOENTS GRADES 9~
12 PROFESSIONAL GUIDANCE FOR
PLANNING A POSSIBLE BANKING- CAREER.
IT OFFERS CAREER INFORMATION AND
GUIDANCE FOR STUDENTS WITH EMPHASIS

"PLACED ON EDUCATIONAL AND CAREER -

AWARENESS. AMONG THE POINTS
INCLUDED IN THIS BOOK THAT wWILL
HELP A STUDENT MAKE A'DECISION
WHAT KIND OF PERSON DOES THIS
CAREER REQUIRE? WHAT EDUCATIONAL
BACKGROUND#IS HELPFUL? WILL YOU AS

ARE:

AN INDIVIDUAL LIKE THIS CAREER?

(PM)

VT 016 870

DAVIS, STDNEY

YOUR FUTURE IN COMPUTER
PROGRAMMING. ARCO-ROSEN CAREFR
GUIDANCE SERIES.

DDCUHENT NOT AVAILABLE FROM EDRSe

' 7230-08250

ARCO PUBLISHING COMPANY, INC., 219

_PARK AVENUE SOUTH, NEW YORKy NoY.'

‘
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10003 ‘
PUB DATE - 71 144P. PMM
.OLLL—CTmN; REVISED EDITION

DESCRIPTORS — CAREER EDUCATION;
SECONDARY GRADES; *OCCUPATIONAL
INFORMATION; *DATA PROCESSING
OCCUPATIONS; OCCUPATIONAL GUIDANCE;
VUCAT IONAL COUNSELING;

* SUPPLEMENTARY TEXTBOOKS;
INSTRUCTIONAL MATERIALS; COMPUTERS;
*PROGRAMERS ; COMPUTER PROGRAMS;
*CAREER PLANNING

‘TDENTIFIERS — EDUCATIONAL
AWARENESS; *CAREER 'AWARENESS

ABSTRACT =~ THIS BOOKy WRITTEN BY A
SUCCESSFUL COMPUTER PROGRAMING
"EXECUTIVE,y IS FROM THE ARCO-ROSEN
CAREER GUIDANCE SERIES BUT CAN BE
USED INDEPENDENTLY WITH GRADES 9-
l4e IT CONTAINS 'INFORMATI ABOUT
HOW COMPUTERS OPERATE, WHA
:COMPUTER PROGRAMING IS, LEARNING TO
Bt A PROGRAMER, AND LANDING A JOB
IN COMPUTER PRUOGRAMING. INCLUDED IS
A LIST OF LOCATIONS WHERE A ‘FREE_

, (MPUTER PROGRAMING APTITUDE IE‘T

AN BE TAKFN. (RR)

VT 017 028 a ,

MORRISOMy PHYLLISs AND OTHERS

A CAREER"IN THE MUDERN OFFICE.
T}ACHER'< MANUAL AND KEY. BOOKS 1-

4.

DUCUMENT NOT AVAILABLE FROH EDRS..

1570-04431

MCGRAW-HILL BOOK CO., 330 H. 42
STey NEW YORK,y NY 10036 n
PUB DATE - 69 644P, PMM

COLLECTION

DESCRIPTORS — *CAREER EDUCATI(N;
SECONDARY GRADES; TEACHING GUIDES;
INSTRUCTIONAL MATERIALS;
COMMUNICATIUN SKILLS; *OFFICE
OUCCUPATIOMNS; *CLERICAL OCCUFATIONS;
EMPLOYMENT QUALIFICATIONS; *OFFICt
OCCUPATIONS EDUCATION; OFFICE
PRACTICE; UCCUFATIGNAL GUIDANCE;
"*KEMEDIAL FNSTRUCTION; LEARNING

IFFICULTIES; ROLE PLAYING;
!§CCUPATIONAL INFORMATION -

DENTIFIERS - SELF AWARENESS;
CAREER AHAREN&SS. *EMPLOYMENT
SKILLS

Q ‘ ’ ’ 5 [
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ABSTRACT = THIS SET CONSISTING OF A
TEACHER®S GUIDE AND 4 STUDENT
TEXTBOOK/WORKBOOKSy FOR GRADES .10-
12 IS-DESIGNED TO MOTIVATE AND
INFORM STUDENTS ABOUT MODERN OFFICE

-CAREERS . THF BOOKS ARE AIMED

POOR READERS, WITH LIMITED
VOCABULARIESy INTELLIGENCE, AND
MOTIVATION. THE FIRST STUDENT BOOK
EXPOSES THE STUDENT TO THE WORLD OF
THE BUSINESS OFFICE AND SEVERAL OF
THE ‘LANGUAGE, NUMBER, CLERICAL, AND
SORTING SKILLS THAT ARE NEEDED 1IN
THE OFFICEe. THE SECOND -STUDENT - BOOK
CONCENTRATES ON PERSONAL : -
'IMPROVEMENT AS IT RELATES TO JOB
SUCCESS. THE THIRD STUDENT BOOK
DESCRIBES THE WAYS THAT JOB SKILLS
ARE USED IN BUSINESS AND THE
ACTIVITIES OF EMRLOYEES IN OVER 25
DIFFERENT CLERICWL JOBS,» AMONG
THEM, TYPING,y FILINGy COMPUTING,
ACCOUNT-RECORDING, MATERIAL AND
PRODUCT ION-RECORDING JOBS AND
INFORMATION AND MESSAGE.
DISTRIBUTION JOBS. THE FOURTH
STUDENT BOOK OUTLINES THE
PROCEDURES FOR FINDING AND GETTING®
THE RIGHT JOB. SOURCES OF JOBS ARE
INCLUDED, AS ARE SKILL EXCERCISES
AND A COMPREHENSIVE REVIEW OF ALL
FOUR BOOKS. EACH BOOK CONTAINS A
V.OCABULARY-BUILDING DICTIONARY,
QUESTIONS AND ILLUSTRATIONS. THE .

TEACHER®*S GUIDE CONTAINS SPECIFIC -

"TEACHING TECHNIQUES, “A LIST OF
RESOURCES AND ANSWERS TO STUDENT
EXERCISES. DISCUSSION QUESTIMNS,
MODELINGy SIMULATIONs ROLE PLAYING,
AND COUNSELIMNG SUGGESTIONS ARE

" GIVEN. (PM)

VT 017 039

TREUENFELSy PETER

LOOKING FORWARD TO A CAREER:
COMPUTERS .« : ‘

DOCUMENT NOT AVAILABLE FROM EDRS.
5048-08095

UILLON PRESS, 106 WASHINGTON AVE.
Ney MINNEAPOLIS, MN 55401

PUB DATE - 70 B81P. PMM
COLLECTION :

DESCRIPTORS - CAREER EDUCATIONS

UPPLEMENTARY TEXTBOOKS ; SECONDARY
GRADES; INDUSTRY; BUSINESS; :
COMMUNICATIONS; *COMPUTERS;

50
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COMPUTER SCIENCE; COMPUTEK SC IENGE
EDUCATION; TECHNICAL EDUCATION;
*TECHNICAL OCCUPATIONS; SKILLED
OCCUPATIONS ;. *0OCCUPATIONAL
INFORMATION; *CAREER OPPORTUNITIES
ICENTIFIERS - #%CAREER "AWARENESS .
ABSTRACT - PART OF A SERIES, THIS
BOOK WAS WRITTEN FOR
IN GRADES 5-9, LHAPTERS DISCUSS:-
(1) THE HISTORY OF 'THE COMPUTLR,
INCLUDING A DESCRIPTION OF THE
«COMPUTER AND COMPUTER LANGUAGE,
JOBS IN COMPUTER HARDWARE WHICH
DEAL WITH.BUILDINGy, DESIGNING,
MAINTENANCE OF THE COMPUTER, (3)
RtSPONSIBILITIES OF THE PROGRZ
AND (4) APPLICATIONS OF THE ¥
COMPUTER IN THE MODERN WORLDe

VT 017 056
DAME, J. FRANK,
EXPLORATORY BUSINESS:.
CLERICAL, ACCOUNTING/DATA
PROCESSINGy, SYENOGRAPHIC
OCCUPATIONS. : -

AND OTHERS

DOUCUMENT NOT AVAILABLE FROM EDRS.
1570-04430

MCGRAW=HILL BNOK CO+y 330 We 42
PUB DATE - 71 231P. PMM
COLLECTION: FIFTH EDITION -

4

DESCRIPTORS - CAREER EDUCATION;
TEXTBOOKS; SECONDARY GRADES;
COMMUNICATIONS; *STUDY GUIDES;
- BUSINESS EDUCATION; *BUSINESS
SKILLS; BUSIINESS SUBJECTS;
"DISTRIBUTIVE EDUCATION; *OFFICE
OCCUPATIONS; OFFICE OCCUPATIONS .
EDUCATION; JOB SKILLS; *WORK
ATTITUDES; UCCUPATIUNAL
INFORMATION; GUIDANCE;
GUICES
IOENTIFIERS - CAREER AWAR ENES 53
. *BEGINNING COMPETENCE

*TEACHING

ARSTRACT -~ THIS MANUAL IS DESIGNED
TO INTRODUCE HIGH SCHOOL STUDENTS
70 DISTRIBUTIVE, CLERICAL,
STENOGRAPHIC, AND ACCOUNT ING Anb-
DATA PROCESSING occupArloNs..tAcn
OF THE FUUR SECTIONS INCLUDES
SEVERAL STUDENT EXERCISES DESIGNED
TO BUILD SPECIFIC SKILLS WITHIN
EACH QOF THE FOUR OCCUPATIONAL
GRUOUPS, THE MANUAL BEGINS WITH A

1

[Kc'
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o

YOUNG CHILDREN

(2)

DISTRIBUTIVE, *

~
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- PUB DATE

SECUNDARY GRADE

'AHARENESS.

 'SCHOOL CUKRRICULA,

BUSINESS AND .-OFFICE

"SECTION ON EXPLORING THE WORLD OF

BUSINESS. AN EXTENSIVE PERSONAL
INVENTORY CHECKLIST IS INCLUDED
WHICH COVERS DESIRABLE APPEARANCE
AND PERSONALITY AS.WELL AS
COMMUNICATION AND GENERAL WORK
HABITSe A TEACHER'S MANUAL IS

_ AVAILABLE WHICH CONTAINS SUGGESTED

ACTIVITIES, ANSWER KEYS TO STUDENT
EXERCISES, AND LISTS OF
SUPPLEMENTARY COURSES OF REFERENCE
FOR THE TEACHER. (PM)

vT 017 076
POPHAM, ESTELLE;ETTINGER, BLANCHE
OPPORTUNITIES IN DFFICE
OCCUPATIONS.

DOCUMENT NOT AVAILABLE FROM EDRS.

7306-07882

VOCATIONAL GUINANCE MANUALS,

UNIVERSAL PUBLISHING AND

DISTRIBUTING CORPORATION,

DRKy N.Ye
72

235 Eo. 45
10017 (34.50)

128P, PMM

STes NEW

COLLECTION

ER EDUCATION;

7 POST SECONDARY
EDUCATION; TEXTBOOKS; *CAREER
OPPORTUNITIES ; *OCCUPATIONAL .
INFORMATION; EMPLOYMENT  ° -
OPPORTUNITIES ; COMMUNICAT fONS;
BOOKKEEPING; *OFFICE OCCUPATIONS;
BUSINESS EDUCATION; OFFICE '
OCCUPATIONS. EDUCATION; SECRETARIES;

DESCRIPTORS -

* “STENOGRAPHERS; *OFFICE PRACTICE;

CAREER PLANNING: EMPLOYMENT
QUALIFICATIONS
IDENTIFIERS - EDUCATIONAL

*CAREER AWARENESS

ABSTRALT ~« THIS BOOK, PART OF THE
VOCATIONAL GUIDANCE MANUAL SERIES
WRITTEN FOR GRADES 9-14, IS A
COMPENDIUM OF FACTUAL INFORMATION
ABOUT THE JOBS AVAILABLE IN OFFICES
TUDAY. FOUR MAIN DFFICE, ,OCCUPATIONS
ARE DESCRIBED: (1) BOOKKEEPER, (2)
TYPIST, (3 STENOGRAPHER, (4)
SECRETARY M THE CHAPTERS DESCRIBE

THE EDUCATIONAL TRAINING NECESSARY,

THE. PRINCIPAL DUTIES INVOLVED, HOW
TO GET STARTED, ADVANTAGES, ®
SALARIES, AWND PORTUNITIES FOR
ADVANCEMENT . E BOOK DISCUSSES:

HIGH SCHOOL, COLLEGE, BUSINESS

THE EFFECT OF

5
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TECHNOLOGICAL CHANGES ON J0OB
CULASSIFICATION, DECENTRALIZATION OF
FFICE WORK IN THE OFFICE POO. AND
ABILITIES THAT WILL BE REQUIRID IN
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