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if FOREWORD Z

Instructional materials specific' to.the-field ok business
_and office education have been compiled for this publication.-
These items,in the form of abstradts,,are selections frOm.
Abstracts of Instruttional and.Research Materials in Voce-
tional and Technicat Education (AIM/ARM). This is the second
edition of this'series,and it presente abstractswhith haVe
appe red n AfM/ARM since-1.9721/. The first edition is available
in t ERIC microfiche\collection as ED 063 505.

'her publitationsVin this series'include compilations of
'abstracts of instructional materials for agricultural educa-
tion, distributive eddcaion, health 9ccupatiOns education,.
home economics education, industrial irts.educ ibn, and trede
and industrial education.\ Administratora; teach rs and others
may uselthis.publication to identify and Obtain i tructional
materials for usein business And office education programa.
kesearchers.and cUrriculuM developers may use thie publication
as the baseline 'on ,urhich tt, develop new materials.

b°

Members.of the profes ion are encouraged.to forward in-
.

structional materials for pssible incluSion in future issues
of AIM/ARM. We are indebtec to our colleagues in.businesi and

: office education for providing us instructional materiale for
Past issues of AIM/ARM. We also appreciate the contributions
of ifistructional materials laboratories, curriculum:management
centers., research coordinating units, local school systems and
professional associations. .\

,The Profession is indebted to- EMmett E.,Mason of Central
Michigan UniVerqty who compild this publication. He exercised
his judgment in selecting,mace ials from AIM/qm which would
be useful in business and offic education programs.

We hope that this publiCat on will prove valuable to you
in your educational endeavors.

obert E. Taylor,
D rector
The Center for Vocational
Education
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( SAMPLE ABSTRACT

' VT 100 000

,RICHARDS, F.L.

k OUTLINES OF COURSES IN ORNAMENTAL HORTICULTURE.

PENNSYLVANIA STATE UNIVERSITY, UNIVERSITY PARK.
DEPARTMENT OF AGRICULTURAL EDUCATION.
OPFICE OF EDUCATION (DHEW), WASHINGTON, D.C.
DIVISION OF ADULT AND VOCATIONA9tESEARCH.

MF AND HC AVAILABILITY WILL BE ANNOUNCED IN VOL. 9,
NO. 2.

OEC:0-85-12345 (7291)
TEACHER-ED1JC-SERV12-N1

DEPARTMENT OF AGRICULTURAL EDUCATION, PENNSYLVANIA
STATE UNIVERSITY, UNIVERSITY PARK, 1/rNSYLV4INIA 16801
($1.00).

PUB DATE - 71 56P..
5

4

DESCRIPTORS - *AGRICULTURAL EDUCATION; *CURRICULUM
GUIDES; *ORNAANTAL HORTICULTURE; HIGH SCHOOLS; *POST
SECONDARY EDUCATION; LANDSCAPING; NURSERIES (HORTICUL-
TURE); TURF, MANAGEMENT; *TECHNICAL EDUCATION
IDENTIFIERS - *PENNSYLVANIA

ABSTRACT - INTENDED TO SUGGEST SUBJECT MATTER CONTENT
OF COURSES OR PROGRAMS IN ORNAMENTAL HORTICULTURE
FOR HIGH SCHOOL AND POST-SECONDARY VOCATIONAL-
TECHNICAL PROGRAMS, THIS CURRICULUM GUIDE WAS PRE-
PARED BY STAFF MEABERS OF THE AGRICULTURAL EDUCATION
DEPARTMENT AT THE PENNSYLVANIA STATE UNIVERSITY AND
TESTED IN A WORKSHOP WITH VOCATKINAL AGRICULTURE
TEACHERS. CONTENTS ARE: (1) OUTLINES OF COURSES IN
ORNAMENTAL HORTICULTURE, ( 2) ORNAMENTAL HORTICULTURE
PROGRAM§ FOR GRADES 10, 11, AND 12; (3) NURSERY PRODUC-
TION . . . THE CONTENT IS PRESENTED IN OUTLINE FORM
UNDER EACH TOPIC AND IS APPLICABLE TO THE UNITED STATES
AND LOWER CANADA. (GB)

iv
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Title.
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document originated.

Agency responsible
for initiating, fund-
ing, and managing
the project pioduc-
¶ng the doCument.

Contract (GEC) or
grant (OEG) number.

Alternate source for
obtaining documents.

Abstractor's initials.



'USING THIS PUBCICATION

Instructional materials for hUsiness and office.education
- that have appearbd in Abstracts of InsCructional and Research
Materials tn VocAtional and Technical Education (AIM/ARM) between
1972 and 1975 are prosented'in this Aingle volume for your

dconvenience.

' An abstract presents information about a document'? con-
tent%to help you to decide if you want to read the fu,11 text
of the document. .It also provides information about Oe'docu-
ment's author, soor6o, and availability. Abstract's are arranged
in ascending VT-number order. A sample abstract.is explained
in detail.

The-indexes help you to locate page numbers and,V,T numbers
. .

of abstracts by subject and author. Index terms used ln the
subject index are ERIC descriptors and additional identifiers.
Author and institut-ion namqs appear in the author index.:.

The full texts of documents are available from the original
sourcesvor Prom the ERIC Document ReproduCtion Service(EDRS)
as microfiche or xerox reproductions. Ordering information for
AIM/ARM and EDRS reproductions is provided in a following sextion.

OBTAINING'MATERIALS CITED IN THiS PUBLICATION

All documents cited in this publication are available in
their full text. Availability is by One of the thiee options
listed below:

1. Original copy from ublisher or supplier '

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 abstraci will Rive the alternate availability) with
the name and address of the supplier and often a price
and order number.

2. Documents Available individually in microfiche and/or
hard copy

Some AIM/ARM documents are available individually in
.

microfiche and/or hard copy formsjrom ihe ERIC. Docu-
menkt Reproduction Service (tDRS). Order numbers (ED
numbers) are.supplied in the VT-ED Number CrosspRefer-
ence Index and,are preceded by an asterisk (*)'

Order ED-numbered documents froth --

/
ERIC Document Reproduction Service
P.O..Box 190-
Arlington, VA 22210



V

Consult the 'EMS Order ForM on page vii nnd the ERRS.

PrIce List below.

EDRS.PRICE,LIST

MICROFICHE (MF) PAPER COPY (HO

Number of cK per title erice Number of'pageS per,title Price

1 to 5, $ 76 1 'to 25 $1.58

6 92 26 to, -90 1 1.95

7 1 08 51 to 75. 3.32

8 1 23 76 to 100 4.43

Each additiona) Each additional

microfiche 158 25 pages 1.27:

Postage:- $,21 for up tO 60 PoStage: $.21 ar. first 60

microfiche ,pageo.

$..08 for each addi-, .$.08 for each.addition-

.
tionai 60 fiche al 60 pages

3.- iUM/ARM, VT-ERIC Mic

">.

7/'

Most of the,documents c ted injhis publication are
available in microfich forms-a art ok AIM/ARM, VT-

ERId Microfiche Sets. ilipMents includ'ed in the micro,

fiche sets are not avair,Ble as irdiNeidual microfiche
or in hard copy. F

j

A microfiche set contains those documents.announcbd in
a single issue of AIM/ARM salich_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 hubbers of the sets
for cited documents can be found in the VT-ED Number
tross Reference Inaex, along with the Mitrofiche num--
ber on which the individual documents are located.

AIM/ARM, VT-ERIC Microfiche Sets.are ava9able:
/

A

In any complete.collectian of ERIC.mic(ofiche
As.AIM/ARM,_VT=ERIC,Microfiche Sets purchased.trom
thç ERIC Document Reproduction Service (See the
EDI Order Forp om page vii)
1rom institutions (eig., state research coordinat-
ing units) which have the AIM/ARM, VT-ERIC Micro:-
fiche Sets and are willing to provide microfiche

,

. colAes of.individual VT-numbered documents
i
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2 BUSINESS AND OFF7CE

VT 010 614
Lp,ARV. SYLVIA bESLRIPTORS - *BUS/NESS EDUCATION;
SLIENTIFIc DAIA PRoLLSIN(. COURSES CURRICULUM GUIDES; *INSTRUCTIONAL
IN VOCATIONAL AND !ACHNOARY MATERIALS; *PROGRAM DEVELOPMENT:
ScHoOLS. CLERICAL OCCUPATIONS; RESOURCE

INTERNATIONAL BUSINESS mACHINIS
CNRP., WHITE PLAINS, N.Y. DATA
PP:MESSING DIV.
MF AvAIL'ABLE jN VT-ERIC cET.
INTERNATIONAL BUsINESs MACHINES,
LoRp., j.12 EAST POST ROM), wilt
PLAINS, NEW YORK 1(.601.:
Puh DATE - ND 71P.

DESCRIPTORS.- *LURRICULUM GUIDES;
*TECHNICAL LDUCATION; POSI
SELOW)ARY EUULAIION; *DATA
PROCESSING; CumPUIER SCIENCE;
COURSE CONTENT; PROBLEm SOLVING;
COURSE DESCRIPTIONS; MATHEMATICAL
APPLICATIONS; ENGINEERING
IDENTIFIERS *INTERNATIONAL
BUSINESS MACHINES CORPORATIDN!'"

ABSTRACT - TEACHERF MAY USF T.HIS
CURRICULUWWIDE IN PLANNING A ?-
YEAR P051--HIGH fLHONL COURSE TO
TRAIN STUDENTS AS.PROGRAMERS FOR
ENTRY IN1O.UATA VROCLkSING.
STUDENTS SHOULD BE. HIGH SCHOOL
GRADUATE'S WITH A STRONG EACKGROUND
IN AATHEMATICS''AND SCIENCE. FIVE
SUBJECTS ARE OUTLINED FOR THE 4
SEMESTERS,--WITH EACH 5UBJECT-
OUYtINE INCLUDING COURSE
DESCRIPTION, LISTING.OF MAJOR
DIVISIoNs, AND TExTS AND
RIFERENCES. A PROGRAM OUTLINE
INCLUDE& A CLASSROOM AND LABORATORY
TIME SCHEDULE. A GRADUATE STUDENT
DEVELOPED THIS CURRICULUM GUIDE AS
.AN OUTGROWTH OF A SIMILAR PROGRAM
ALREADY,,IN UE. (GR)I

'VT 011 298
CLERICAL AND RECORD KEEPING
OCCUPATIMS, A aIGGESTF0 1-YEAR
CURRICULUM.

s

OFFICE OF EGOCATION I(JHEW),
WASHINGTON, D.C., DIV. OF VOCATIONAL
AND TFtHNICAL EDUCATION.
'ME-AVAILABLE IN VT-ERIC SET.-
SUPERINTENDENT OF DOCUMENTS41U.S.
GVVERNMENT PRINTING pFRICE. -

WASHINGTON, D.C. 20402 ($.5().
PUE DATE - 63 8IP.

MATERIALS; OFFICE OCCUPATIONS
itluCAlluN; RECOROKEEPING; JOS
TRAINING; CURRICULUM DEVELOPMENT;
EDUCATIONAL FACILITIES; EDUCATInNAL
EQUIPMENT

ABSTRACT - THIS PUBLICATION ANO ITS
COMPANION, "STENOGRAPHIC
SECRETARIAL OCCUPATIONS,"
SUGGESTING VOCATIONAL EURRICULVMS
IN OFETCE OCCUPATIONS, ARE DESIGNED
TO PROVIDE BASIC EDUCATION AND /
SKILL DEVELOPMENT OPPORTUNITY FOR
ENTRY JOBS, REFRESHER TRAINING FOR
THOSE WHO HAVE BEEN ABSENT FROM THE
FIELD FOR.SOME TIME, AND

.

SPECIALIZED TRAINING FOR THOSE
WISHING TO ADVONCT TO MORE ,

RESPONSIBLE'OFFICE POSITIONS. THE
OUTLINES AND OTHER MATERIALS ARE
0 SIGNED TO AID ADMINISTRATORS.

PERVISORS,, TEACHER-TRAINERS, AND
ACHERS IN 7HE PROMOTI AND

4grVELOPMENT OF VOCATI AL' COURSES.
THEY. MAY ALSO PROVIDE UIDANCE IN
EVALUA.TING AND UPGRADING. EXISTING
OFFICE nCCUPATIONS TRAINING .

PROGRAMS. THE SEVEN UNITS INCLUDE
LISTS OF TEXTS AND REFERENCE
MATERIALS AND COVER TOPICS SUCH ASt
(1) OFFICE PRACTICE, (2)
CORRES-PONDENCE ENGLISH. (3) PAYROLL
RECORDS. (4) MACHINE CALCULATORS,
(5) BUSINESS PRINCIPLES AND
ORGANIZATION, AND (6) APPLIED
PSYCHOLOGY. ALSO INCLUDED ARE'
SUGGESTED STANDARDS.,SAMPLE LESSON
PLANS, AND TYPICAL FACILITIES
LAYOUT. THE RELATED DOCUMENT
MENTIONED ABOVE IS AVAILABLE IN
THIS ISSUE.AS VT 011 910.
(AUTHOR/JS)1

VT 011 970
STENOGRAPHIC-SECRETARIAL
OCCUPATIONS; A SU TED 1-YEAR
CURRICULUM.

OFFICE OF EDUCAT IDHEW). .

WASHINGTON, D.C. V..-OF MANPOWER
DEVELOPMENT AND RAINING.
MF AVAILABLE IN'VT-ERIC SET.
0E-86007. *

2



bUSINESS'AND OTFICE

SUPERINTENDENT.OF DOCUMENTS, U.S.
G'OVERNMEN1 PRINTING OFFICE,
OASHINGTON, D.C. 26402
ES5.286:A6007, $.45).

PUB DATE .62 70P4

DESCRIPTORS *STENOGRAPHERS; A
V

*SECRETARIES; *CURRICULOM GUIDES;
*BUSINESS EDUCATION; OFFICE
OCCUPATIONS EDUCATION; BUSINESS
SKILLS; VOCATIONAL EDUCATION;
BIBLIOGRAPHIC CITATIONS

ABSTRACT - FOR USF BY
ADMINISTRATORS, SUPERVISORS.

...TEACHERTRAINERS, AND TEACHERS IN
DEVELOPING AND CONDUCTING
VOCATIONAL COURSES IN THE FIELD OF
OFFICE OCCUPATIONS, THIS GUIDE IS
DESIGNED MAID IN TRAINING
UNEMPLOYED AND UNDEREMPLOYED
WORKERS AS COMPETENT, QUALIFIED
STENOGRAPHERS AND SECRETARIES.
CONTENTS ARE DIVIDED INTO THREE
COURSES: (1) AN ENTRY OCCUPATIONS
'COURSE CONSISTING OF THREE UNITS
COVERING BASIC SHORTHAND, TYPING,

AIVOCABULARY, AND OFFICERELATIONS,
W121 A RE/FRESHER TpAINING COURSE,

WITH THEE UNITS COVERING MORE
ADVANCED TYPING, SHORTHAND, AND

' ENGLISH AS WE'LL AS TRAINING ON
OFFICE MACHINES AND SECRETARIAL
PRACTICE, AND (3) AN UPGRADING
COURSE, WHICH PROVIDES TWO UNITS
COVERING ADVANCED BUSINESS SKILLS,
BUSINESS ORGANIZATION, BASIC
'BUSINESS LAW, APPLIED PSYCHOLOGY,
AND OEFICE SUPERVISION..SUGCGESTEDl\--
EVALUATION PROCEDURES,'
INSTRUCTIONAL MATERIALS, SAMPLE
LESSON PLANS, EUUIPMENT AND ,

SUPPLIBS, AND A SUGGESTED-
FACILITIES LAYOUT ARE APPENDED,. A
COMPANION DOCUMLNT, CLFRICAL AND
,RECORD KEEpING MCUPATIONS," IS
AVAILABLE IN THIS ISSUE AS VT 011
298. (AW)I.

VT. 012 101
.MORGAN, THOMAS T.;DAYIS, DONALD R.
MOW TO NVOID FLYING BLIND. A

110SOUND/FIIMS1KIP.,--
-

CALIARNIA SOCIETY OF CERTIFIED
PUBLIC ACCOUNTANTS.
INDUSTRY-EDUCATION COUNCILS (3
CALIFORNIA.

NN\
3

DOCUMENT NOT iLVAILABLE FROM MS.
THE OHIO SOCIETY, OF CERTIFIED .

PUBLIC-ACCOUNTANTS. BOX 617,
4ORTHINGTON, OHIO 43085
1RECORD/FILMS1RIP/TEACHERS GUIDE
AVAILABLE IN LIMITED QUANTITY).
PUB DATE 68 16P.

DESCRIPTORS *BUSINESS EDUCATION;
FilmisTottPs; seusINtss:' SECONDARY
EDUCATION; *INSTRUCTIONAL.
MATERIALS; CASE STUDIES .

ABSTRACT THIS,2PART
SOUND/FILMSTRIP' IS FOR USE AT THE
SMONDARY. OR OLLEGE LEVEL TO
PRESENT AN AUDIOVISUAL ILLUSTRATION
OF THE DEVELOPMENT OF A TYPICAL
AMERICAN BUSINESS.' TOPICS COVEA:
(1) THE INNOVATOR,,(2) THE
PARTNERSHIP. (3) THE CORPORATION.
'AND 141 EXPLANATIONS OF SUCCESS.
ACCOMPANYING THE SOUND/FILMSTRIPAS
A TEACHER'S GUIDE DESCRIBING AND
ILLUSTRATING USE op THE FILMSTRIP
AND CONTAINING A GLOSSARY OF
RELATED TERMS. (58)1

VT 012 991
SIMULATED OFFICE EDUCATION. COURSE
OF STUDY. TEACHER MANUAL.

UTAH RESEARCH COORDINATING UNIT FOR
VOCATIONAL AND TECHNICAL EDUCATION,
SALT LAKE CITY.'
MF AVAILABLE IN VTERIC SET. .

UTAH STATE BOARD.tF EDUCATION, 1400
UNIVERSITY-CLUB BUILDING, 136 EAST
SOUTH TEMPLE, SALT LAKE CITY, UTAH
E4111 ($1:25).-
Pue, pin 70 61P.

DESCRIPTORS - *OFfICE OCCUPATIONS
EDUCATION; *FlusINE EbUCATION;
*SIMULATION; INSTRUCTIONAL

to MATERIALT; RESOURCE MATERIALSI. ROLE
PLAYING; TEACH/NG TECHNIQUES; .

TEACHEWROLE; *CLASS ACTIVITIES;
*MANUALS;-,TEACHING GUIDES; ANSWER
KEYS; TIME BLOCKS

s12

ABSTRACT THIS TEACHER MANUAL FOR
A SIMULATED MORTGAGE MAN-OFFICE
PROJECT'SHOULD BE OF INTEREST TO
TEACHERS PLANNING CLASS ACTIVITIES
WITHIN 2HOUR TIME BLOCK. THIS
IpARTICULAR SIMULATION ACTIVITY
REQUIRES-SOME TYPING ABILITY_AND



`4

:INVOLVES THE:POSITIONS OF
-.ADmIOSTRATIVE ASSISTANT, CASHIEY,
q-XECUTIVE SECRETARY.,INWRANCE
CaRK-., POSTING AND TAx _CLERK,
RECEPTIONIST. AND VICE-,PRESIDENT.
INFORIMION FOUND IN THIS MANUAL
PtRWTIOTOSuCF! THINGS. AS 414
407404 PLANS, (2) INFORMATION FOR
STUDEAMS,131 PHYSICAL FACILITIES4:
.(41-eVALUATION, (5),RUSH JOBS, (6)
OPERATIONS PROCEDURE, AND (7)
MATERIALS NEEDED. ALSO INCLUDED IS
A TEACHER'S KEY AND IDEAS FoR

. IMPLEMENTING THE PROJECT. A STUOENT
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 EDUCATION,
SALT LAKE CITY.;

, MF AVAILABLE IN VT-ERIC SET. .

UTAH STATE BOARD OF EDUCATION., 1400
UNIVERSITY CLUB BUILDING, 136 EAST
SOUTH TEMPLE, SALT LAKE CITY,, UTAH
J34111 ($1.50).
-PUB DATE - 70 133P.

DfSCRIPTORS *BUSINESS.AEDUCATION:
OFFICE OCCUPATIONS EDUCATION;
*SImULATION; *MANUALS: *ROLE
PLAYING; INSTRUCTIONAL MATERIALS:.
AKTIME BLOCKS; CLASS ACTIVITIES

ABSTRACT - DEVELOPED BY SEVERAL
EDUCATORS, 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
PoSIIIONS, (3) TASK SHEETS AND
NARRATIVES, AND (4) A MASTER
tUSTOMERcLIST. THIS'MANUAL 1S-TO BE
USED BY STUDENTS WITH TYPING
ABILITY AND IN A BLOCK TIME
SITUATION. A TEACHER MANUAL IS
AVAILABLE AS _VT 012 991, ALSO IN
THIS ISSUE. (Jg)i

A VT 01 3 037

(ONTARIO).
MFatyAILABLE

PLeDATE -

BUSINEIS AND OFFICE

461"
IN VT -ERIC AT..." ' ,+5; _go

4 ,FJ

33P.

DESCRIPTORS.- *BUSINESS EDUCATION;
*ELECTRONIC DATA PROCESSING;
*CURRIcUqM GUIDES; *PROGRAMING; .

SECONDARY GRADES; COMPUTER SIIIENCE44,
EDUCATIONA TEACHING.GUIDEI;',CHARtan
REFERENCE MATERIALS; FUNDAMENTAL
CONCEPTS A

ABSTR4CT - THIS COURSE GUIDE WAS
DEVELOPED BY THE ONTARIO DEPARTMENT
OF EDUCATION FOR INSTRUCTOR USE IN
TEACHING DATA PROCESSING IN THE
BUSINESS AND COMMERCE CURRICULUMS
OF SECONDARY SCHOOLS. THE 4-YEAR
PROGRAM INCLUDES: (1) PRINCIPLES OF
DATA PROCESSING, FOR GRADE 10, 12)
BASIC PROGRAMING, FOR GRADE 11: AND
(3) SYSTEMS DESIGN, FOR GRADE 12.
OPTIONAL COURSES DEAL WITH COMPU.TER
FUNDAMENTALS, BUSINESS SYSTEMS,*
PROGRAMING, AND UNIT RECORD
FUNDAMENTALS. THE 5-YEAR PROGRAM -
CONSISTS OF: 11) I-YEAR BUSINESS.
OPTION COMPUTER CONCEPTS, (2)

III-
B.USINESS DATA PROCESSING, AND 13)
SPECIAL COMMERCIAL DATA PROCESSING.
UNDER THE BASIC PROGRAMING SECTION,
CHARTS ARE GIVEN FOR COBOL,
FORTRAN, AND PL/1, REFERENCES AND A
LIST OF FILMS AND FILMStRIPS ARE
INCLUDED. (GEB)1

1

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

SOUTH DAKOTA
INSTRUCTION,
MF AVAILABLE
BULL-61-A
PUB DATE.-

STATE DEPT. OF PU.BLIC

PIERRE.
IN VT-ERIC SET.

ND 69P.

DESCRIPTORS - *BUSINESS EDUCATION;
*PROGRAM PLANNING; *PROGRAM GUIDES;
OFFICE OCCUPATIONS EDUCATION;
SECONDARY EDUCATION; CURRICULUM
PLANNING; EDUCATIONAL OBJECTIVE$4
EDUCATIONAL EQU/PMENT; EDUCATIONAL 0
PHILOSOPHY; SCHOOL COMMUNITY



BUit'NESS AND OFFICE' 5

CURyCULOM GUIDES; EDUCATIONAL
eACILITIES; COURSE DESOIIPTIONS

ABSTRACT - DEVELOPED BY A- STATE
DEPARTMENT OF.PUBLIC INSTRUCTION,
THIS PROGRAM WIDE SHOULD BL OF
VALUE TO THOIE TEACHERS AND
ADMINUTRATORS ENGAGED IN PLANNING
AND CONDUCTING A HIGH SCHOOL,
BUSINESS EDUCATION PROGRAM. THE
HANDBOOK IS DIVIDED INTO 15
SECTIONS WHICH INCLUDE: (1)
INFORMATION FOR THE ADMINISTRATOR,
(2) 1HE PHILOSOPHY OF BUSINESS
EDUCATION, (3) SUGGESTED COURSE
OFFERINGS AND SEQUENCES FOR VARIOUS
SIZED HIGH SCHOOLS, 14) THE
,BUSINESS DEPARTMENT--PHYSICAL
LAYOUT, (5) hUSINESS AND OFFICE
TEACHER AIDS, (6) TEACHER
CERTIFICATION, (7) PROFESSIONAL
ORGANIZATION, AND (b) THE
DISTRIBUTIVE EDUCATION PROGRAM.
ALSO INCLUDED ARE NUMEROUS TABLES
AND FIGURES ON SUCH TOPICS AS
PERFORMANCE STANDARDS FOR-OFFICE
PRACTICE AND. A CONCEPTUAL FRAMEWORK

110FOR'BUSINESS EDUCATION. ,1S)1
-

VT 013 085
SIMULATED.AUTOMOBILE INSURANCE
MANUAL.

WASHINGTON INSURANCE COUNCIL,
SEATTLE.
DOCUMENT NOT AVAIL6BLE FROM EDRS.
MASHINGTON INSURANCE COUNCIL, 1218
THIRD AVENUE, SEATTLE, WASHINGTON
98101.
PUB- DATE JUN70 145P.

. DESCRIPTORS 7 *BUSINESS EDUCATION;
*SIMULATION; *RESOURCE MATERIALS;
*MANUALS; 'INSURANCE OCCUPATIONS;
SECONDARY EDUCATION; INSTRUCTIONAL
MATERIALIAIINSURANCE COMPANIES;
INTEROISOPLINARy APPROACH; ROLE
PLAYING; RETAILING; OFFICE
OCCUPATIONS EDUCATION

ABSTRACT - THIS DOCUMENT IS A
PROCEDURES MANUAL DEVELOPED FOR USE

AN OFFICE SIMULATION PROJECT ON
WAUTOMOBILE INSURANCE. DESIGNED

ACCOMRANY A MANUAL OF INSURANCE
FORMS, INFORMATION IS INCLUDED FOR'
AGENCY PROCEDURES, COMPANY .

PROCEDURES, AND INSURANCE RATES.

14

MORE SPECIFIC INFORMATION CONCERNS -
THE (1) APPLICANT INTERVIEW, (2)

,C.OVERAGES, (3) LOAN PROCEDURES,. (4)
UNDERwRITING- GUIDE,' (5) POLICY
'OPERATIONSDUTIES,. AND (6): OFFJCE
MANAGERDUTIES. THE RELATED FORMS
AKE AVAILABLE AS VT 013 086, ALSO
IN THIS ISSUE. (JS)I

VT 013 086 -

SIMULATED AUTOMOBILE INSURANCE
FORMS.

WASHINGTON INSURANCE COUNCIL,'
SEATTLE.
DOCUMENT NOT AVAILABLE FROM iDRS.
wASHINGTON INSURANCE COUNCIL, 1218
THIRD AVENUE, SEATTLE, WASHINGTON
98101.
PUB DAT4 - JUN70 76P.

DESCRIPTORS T *SIMULATION;
*BUSIRESS pWCATION; SECONDARY
EDUCATION;. INSTRUCTIONAL MATERIALS;
*RECORDS (FORMS); *INSURANCE
OCCUPATIONS; INSURANCE COMPANIES;.
INTERDISCIPLINARY APPROACH;
*MANUALS; ROLE PLAYING; RETAILING;
OFFICE OCCUPATIONS'EDUCATION

ABSTRACT - DEVELOPED BY THE
WASHINGTON INSURANCE COUNCIL,
MANUAL OF FoRMS.IS TO BE USED
RESOURCE MATERIAL FOR THE
INSTALLATIOWOF AN'OFFICE
LABORATORY SIMULATIQN. THE SUBJECT
MATTER' OF THIS PARTICULAR OFFICE
LABORATORY INVOLVES THE WRITING OF
AUTOMOBILE INSURANCE 314ROUGH THE
SERVICES OF AN INSURANCE AGENCY.
CONSISTING OF FIVE OR SIX-
POSITIONS, THE COMPANY'OFFICE IS
STAFFED-BY STUDENTS ON A ROTATING.
8ASIS IN ORDER TO PROVIDE A VARIETY.
OF EXPERIENCES.AND A TOTAL PICTURE
OF 10E INSuRANCE,BUSINESS. STUDENTS
ALSO'STAFF THE AGENCIES WHICH ARE
RESPONSIBLE FOR ORIGINATING THE
BUSINESS, TAKING APPLICATIONS, AND
RATING AND PROCESSING THE
TRANSMITTALS TO THE COMPANY. SUCH
OPERATIONS ARE DESCRIBED IN THE
PROCEDURES MANUAL ACCOMPANYING THIS
SET OF FORMS. IT IS SUGGESTED THAT
AN INTERDISCIPLINARY APPROACH CAN
BE USED WITH.THESE MATERIALS BY
HAvING DRIVER EDUCATION AND AUTO
SHOP STUDENTS APPLY FOR INSURANCE

THIS
AS



6

ANDISTIMATE DAMAGE IN REGARD TO
ACCIDENTS. THE PROCEDURES MANUAL
MENTIONED ABOVE IS AVALLABLE AS VT
013 085, ALSO IN. THIS ISSUE..
(AUTHOR/JS)I

VT 013 3.0
SHORTHAND, A. COURSE OF STU
FOR TEACHERS.

MANUAL

PINELLAS COUNTY BOARD OF/PUBLIC
:INSTRUCiION, CLEARWATER', FLA.
MF AVAILABLE IN VTERIC' SET.
SCHOOL BOARD,UF-PINELLAS- COUNITt..
FLOWIDA,.1960 EAST DRUID,ROAO, P.O.
BOX '4688, CLEARWATEk,:FLORIDA'33516
($1.00).
PUB DATE SE(068

DESCRIPTORS *COURSE ORGANIZAT.ION;
**COURSE CONTENT"; *BUS.INESS
ECUCATION; *ST/tNOGRAPHY; *MANUALS;.
INSTRUCTIONAI/MATERIALS4.RESOURCE
MATERIALS.; COURSE OBJECTIVES;Q
SECONDARY*E6UCATION; TEACHING.-
TECHNIQUES/

ABSTRACT, DEVELOPED BY MEANS OF A
WORKSHOP, THIS COURSE OF STUDY. FOR
SHORTHAND TEACHERS REPRESENTS THE
COMBINED THINKING OF THE WORKSHOP
PARTICIPANTS. IT ALSO INTEGRATES
LOCAL AND NATIONWIDE TRENDS IN
SHORTHANE AND OTHER DISCIELINES AND
RECOMMENDS, IN OUTLINE FORM, A 4
SEMFSTER SEQUENCE OF STUDY. TFE
/MANUAL IS DIVIDED INTO THE
/FOLLOWING SECTIONS: (1) PHILOSO'PHY
OE BUSINESS EDUCATION, (2)
SHORTHAND OBJECTIVES; (3) SHORTHAND
PRINCIPLES, (4) BEGINNING
DICTATION, (5) INTRODUCTION TO
TRANSCRIPTION,'(6) SPEED DICTATION

- AND TRANSCRIPTION, AND (7) SELECTED
BIBLIOGRAPHY. INCLUDED ARL
SUGe2ESTIONS CONCERNING.THE CRADf
LEVEL, TIME BLOCK, PREREQUI!.ITES,
STANDARDS OF ACHIEVEMENT, AND
TEACHING TECHNIQUES. (JS)i

VT 013 388
LNTRODUCTION TO BUSINESS,
CURRICULUM GUIDE.

JEFFERSON COUNTY PUBLIC scmpoLs,
LOUISVILLE, KY. DEPT. OF CURRICULUM
DEVELOPMENT ANC, SUPERVISION.
ME AVAILABLE IN VTERIC SET. 15

BUSINESS AND ..OFFICE

PUB DATE, 69 40P- 1969 0
REVISION.

DEACRIPTORS USINESS EDUCATION;
*CURRICULUM GUrDES; *INSTRUCTIONAL
MATERIALS; *RESOURCE MATERIALS;
,*BUSINESS ADMINISTRATION; SECONDARY
EDUCATION; ECONOMICS; CAREER
PLANNING

ABSTRACT DEVELOPED THROUGH
COMMITTEE, THIS CURRICULUM'GUIDE
FOR INTRODUCTION TO BUSINESS IS A
REVISED EDITION OF A PREVIOUSLY
USED WORKING cult OF THf GUIDE.
THIS GUIDE CONAINS A VAR-IETY OF
ACTIVITIES AND.CLASSROOM TECHNIQUES
THAT TEACHERS,MAY BE ABLE'TO ADAPT
TO THE.INTERESrS AND. ABILITIES OF
THEIR OWN CLASSES. INFORMATION IN
THE GUIDE IS IVIDED INT0'14 UNITS
WHICH, INCLUDE (1 ) YOUR ROL'E.AN THE
BUSINESS WORL $ (2) OUR ECONOMIC
SYSTEM, (3),C NSUMER EDUCATION, (4)
OUR TAX SYSTEM, (5)'EMPLOYMENT IN
THE BUSINES/5 WORLD, (6) TRAVEL, AND
(7) FINDING AND FILING SOURCES OF
INFORMATION. ALSO INCLUDED,ARE: (1)
SUGGESTIONS FOR,FIELD TRIPS', GUEST
SPEAKERS', FILMS, AND BULLETIN
BOARD' (2) EDUCATIONAL OBJECTIVES,
AND (3) A REVIEW OF BUONESS
MATHEMATICS. (JS)1

VT 013391
OFFICE SERVICES,GRADE TWELVE.

JEFFERSON COUNTY PUBLIC SCHOOLS,
.LOUISVILLE, KY: DEPT. OF CURRICULUM
DEVELOPMENT AND SUPERVISION.
ME AVAILABLE IN VTERIC SET.
PUB DATE 7 70 155PA

DESCRIPTORS *BUSINESS,EDUCATION;,
*TEACHING GUIDES; *INSTRUCTIONAL
MATERIALS; RESOURCE MAT:ERIALS;
SECONDARY EDUCATION; *OFFICE
MACHINES; *OFF.ICE OCCUPATIONS
EDUCATIOM;.TEACHING TECHNIQUES

ABSTRACT DEVELOPED BY BUSINESS
EDUCATORS, THIS TEACHING GUIDE WAS
PREPARED FOR USF IN A SPEC/AL,_Y
FUNDED TWELFTH GRADE BUSINESS
MACHINES CLASS. EQUI MENT ON WHICH
THE GUIDE IS BASED E THE: (1)
COLLATOR, JOGGER AND'Ei.ECTRIC
STAPLER, (2) MAIL OPENER, (3)



BUSINESS AND OFFICE

AikOLDING MACHINE, (4) INSERTING
IONACHINE, (5) KEYBOARD EMBOSSING H

MACHINE, (6) ADDRESSER-PRINTER, (7)
MAILING MACHINE, AND (B) PARCEL
POST SCALE AND SCALES. IN.ADDITION
TO FOVIDING TEACHER AND STUDENT
MATERIALS FOR-THE ABOVE EQUIPMENT,
THE GUIDE ALSO INCLUDES'NINE
INSTRUCTIONAL UNIlt AND-NUMEROUS
RESOURCE MATERIALS kOR USEIIN
VARIOUS CLASS ACTIVITIES. THE ONITS,
PROVIDE INFOkMATION ON SUCH TOPICS,
AS THE ZIP CODE, CIVIL SERVICE, AND
BULK RATE MAIL WHILE HE RESOURCE
MATERIALS INCLUDE.JIPS. ON USING
.TRANSPARENCY MASTERS AND COMPUTING:
THE SIZE OVA PACKAGE. (JS)I'

VT 013 398
BUSINESS ENGLISH (WORKING COPY).

JEFFERSON COUNTY PUBLIC SCHOOLS,
LOUISVIIE, KY. DEPT. 9F',CURRICULUM
DEVELOPMENT AND SUPERVISION;
MF AVAILABLE IN VT-ERIC)S

ipUB DAft,.e&, 68 0 P

DESCRIPTORS - *BUSINESS EDUCATION;
*TEACHING GUIDES; *BUSINESS
ENGLISH; *BUSINESS CORRESPONDpICE;
CURRICULUM GUIDES; VOCATIONAL
EDUCATION; LETTERS
(CORRESPONDENCE); *INSTRUCTIONAL
MATERIALS; RESOURCE MATERIALS;
ELUCATIGNAL OBJECTIVES.

ABSTRACT - DEVELOPED THROUGH A
COMMITTEE, THIS TEACHING GUIDE
OUTLINES THE-EINAL ENGLISH COURSE
SPECIALLY DESIGNED FOR STUDENTS IN
VOCATIONA. BUSINESS EDUCATION.
DIVIDED INTO TWO SEMESTERS, THE
GUIDE wAS DEVISED SO THAT THE BASIC
RUtES OF COMMUNICATION/CAN BE
REVIEWED AND STRENGTHENED AND THEN
APPLIED TO REALISTIC OFFICE
SITU4TIONS. THE GUIDE INCLVDES
INFORMATION ON: (1) GRAMMAR, (2)
WORD POWER, (3) PENMANSHIP, (4)
ORAL COMMUNICATION, (5) LETTER
WRITING, AND (6) GENERAL PRINCIPLES
F COMMUNICATION. ALSO INCLUDID ARE

EDUCATIONAL OBJECTIVES, SAMPLE
TESTS, DRILLS, LESSUN PLANS,
BULLETIN BOARD SUGGESTIONS, AND
SOURCES OF'SUPPLEMENTARY MATERIALS.
(JS),

16

VT 013 427
.GUIDE FOR BUSINESS EDUCATION.

EAST ALLEN, COUNTY SCHOOLS, NEW
HAVENf. IND. . . 7

MF AVAILABLE IN .1/Tr-ERIC SET.
EAST ALLEN COUNTY SCHOOLS, 1240
U.S. 30 EAST, NEW H VEN, INDIANA
46774 ($3.00).
pm DATE:- ND 70P.

DESCRIPTORS - *BUSINESS EDUtATION;.
*CURRICULUM DEVELOPMENT;
*CURRICULUM GUIDES;-*COURSE
*DESCRIPTIONS; MANUALS; TYPEWRITING;
STENOGRAPHY;'ACCOUNTING; OFFICE
MACHINES; OFFICE PRACTICE: LAW
INSTRUCTION;4CONSUMER ECONOMICS;

'SALESMANSHIP;.ARITHMETIC; *RESOURCE,'
MATERIALS

ABSTRACT - REVELOPED AS PART 00 THE
'CONTINUOUS CURRICULUM DEVELOPMENT
..PROGRAM, THESE CURRICULUM OUTLINES
-WERE DEVELOPED FOR BUSINESS
,EDUCATION. TEACHERS AND .

APMIN/ S RATORS TO usE IN DEVELOPING
CURRICUL W. INCLUDED IN THIS MANUAL
ARE REVIE S OF ALL COURSES IN THE
BUSINESS EDUCATION CURRICULUM, THE
BASIUESSENTIALS THAT NEED TO BE
EMPHASIZED IN ALL SUBJECT AREAS AND
GRADE -LEVEL COURSES THROUGHOUT THE
EAST ALLEN COUNTY SCHOOLS DISTRICT.
THE INTENTIONALLY BRIEF CURRICULUM
WRITE-UPS, IN ADDITION TO THE
OBJECTIVES, INCLUDE ONT -OR TWO
SUCCESSFULLY USED ACTIVITIES, AS
WELL AS SOME TRIED AND TESTED
AUDIO-VISUAL MATERIALS, AND
SUPPLEMENTARY RESOURCES. COURSES'
FOR WHICH OUTLINES ARE PROVIDED
ARE: A1) GENERAL BUSINESS I-II, (2)
BEGINNING TYPEWRITING I-II, (3)
ADVANCED TYPEWRITING III-IV, (4)
BEGINNING SHORTHAND I-II, (5) .

ADVANCED SHORTHAND, (6) CLERICAL
OFFICE PRACTICE, 17I BOOKKEEPING I-
II, (8) BOOKKEEPING III-IV, (0)
SALES, (10) BUSINESS ARITHMETIC,
(11) CONSUMER ECONOMICS, (12) .

BUSINESS LAW, AND (13) BUSINESS
MACHINES'. IJS)I

*
VT 013 476
BOOKKEEPING. (GENERAL INSTRUCTIONS
AND PACKAGES 1-19).



OMAHA, PUBLIC SCHOOLS, NEBR.
---MF AVAILABLE- IN VI-ERIC SIT._

ASSISTANT`SUPERINTENDENT, OMA14
PUBLIC SCHOOLS, 3902 DAVENPORT
STREET, OMAHA, NEBRASKA 681317.
PUB DATE - ND k20P.

DESCRIPTORS - *BUSINESS EDUCATION;
*BOOKKEEPING; INDIVrDUALIZED

".INSTRUCTION4 *INSTRUCTIONAL
MATERIALS; *SCHEDULE MODULES;
EDUCATIONAL OBJECTIVES;
ASSIGNMENTS; Stip/DAIRY' EDUCATION;'
TINE BLOCKS

AbSTRACT -.DEVELOPED FOR USE IN A
HIGH SCHOOL BOOKKEEPING CLASS-,'THIS
COLLECTION IS COMPRISED OF 20
INSTRUCTIONAL PACKAGES ON SUCH
TOPICS AS: (1) STARTING A
BOOKKEEPING SYSTEM, (2) RECORDING
AND POSTING THE OPENING ENTRY, 13/
SELLING MERCHANDISE AND RE4IVING
,CASH, (4) THE COMBINATION JOURNAL
AND PETTY CASH, (5) UNCOELECTIBLE
ACCOUNTS, AND (6) THE USE OF THE
CASH REGISTER. USEFUL WITH MODULAR
SCHEDULING AND IN INDIVIDUALIZ,ING
INSTRUCTION, THE PACKETS INCLUDE
SUGGESTIONS CONCERNING
EXAMINATIONS, ASSIGNMENTS, AND
REMEDIAL REVIEWS. EACH
INSTRUCTIONAL PACKAGE ALSO INLLUDES
A PREVIEW, OBJECTIVES, EXAMINATION
CRITERIA, AND ASSIGNMENTS. WM

VT 013 524,
)CuRRICULUM GUIDE FOR SYSTEMS II:
LCOUNTING.

CP\ICAGO BOARD'OF EDUCATION, ILI:.
MF AVAILABLE IN VTI-ERIC SET.
BOARD OF EDUCATION.OF THE CITY OF
CHICAGO, DEPARTMENT OF CURRICULUM,
228 NORTH LASALLE STREET, CHICAGO,
ILLINOIS 60601 ($2.50).
PUB DATE - 70 114P.

DESCRIPTORS - *BUSINESS EDUCATION;
*ACCOUNTING; *CONCEPT TEACHING; -

*INSTRUCTIONAL MATERIALS;
*CURRICULUM GUIDES; SECONDARY
EDUCATION; COURSE CONTENT; RESOURCE
MATERIALS;JSYSTEMS APPROACH; COURSE
OBJECTIVPT

ABSTRACT - DEVELOPED'BY A
CURRICULUM COMMITTEE, THIS GUIDE IS

.:,BUSINESS AND OPFICE.

DESIGNED TO AINTEACHERS AND
STUDENTSON.UNDARSTANDING
ACCOUNTING FROM,A SYSTEMS POINT OF/ Alik'
VIEW. TREATED IN THE CURRICULUM. / 1111,

GUIDE ARE ADVANCED,CONCEPTS SUCH/AS
INCOME TAXES, CORPORATE.RECORDS AND
REMUS, AND THE ADAPTATION OF DATA._
PROCtSSING EQUIPMENT AND. PROCEDURES ..

TO.THE RECORDING OF BUSINESS;--",.
INFORMATION AND,THE PRODUCTION OF
REPCRTS. THE CURRICULUM GUIDE
OFFERS SUGGESTIONS TO TE(ACHEKS.FPR
MOTIVATING LEARNIAb AS WELL011$.1.
'SUGtESTIONS TOP AID IN ORGAWING
THE ACCOUNTINt COURSE. THE NI4E-
INSTRUCTIONAL UNITS FOUND'IN THE
GUIDE INCLUDE:'(I) REVIEW OF.,FIRST-
YEAR BOOKKEEPING, 12t PARTNEttSHIR
ACCOUNTING, (3) CORPORATTON$fil4Y
ACCOUNTING FOR'MANUFACTURING, AND
(5) DEPARTMENTAL ACCOUNTING. EACH :

UNIT CONTAINS UNIT OBJECTIVES, AN'
MOLINE OF THE CONTENT, AND RELATEO
ACTIVITIES. SAMPLE TAX FORMS ARE:
PROVIDED IN THE APPENDIX. CAUTHOOff

.

VT 013 525
CURRICULUM GUIDE FOR. INTRODUCTION
TO DATVPROCESSING, GRADES 11 AND 411
12.

.;

CHICAGO.BOARD OF EDUCATION, ILL.
MF AVAILABLE IN VT-ERIC SET.,"
BOARD OF EDUCATION OF THE CITY OF
CHICAGO, DEPARTMENT OF CURRICULUM.,
228 NORTH LASALLE STREET, CHICAGO,

'ILLINOIS 60601 ($3.75). N;p

PUB DATE - ' 69 I15P.

DESCRIPTORS - *BUSINESS EDUCATION;
*DATA PROCESSING; *INSTRUCTIONAL
MATERIALS; AcCURRICULUM GUIDES;
*TEACHING TECHNIQUES; RESOURCE:
MATERIALS; COURSE CONTENT;-COURSE
ORGANIZATION; faBLIOGRAPHIES

ABSTRACT -'DEVELOPED BY A
CURRICULUM COMMITTEE, THIS'.
CURRICULUM WIDE WAS PREPARED FOR
USE IN AN INTRODUCTORY 'DATA
PROCESSING CORSE. RECOMMENDED FOR
GRADES II AND 12, THE COURSE IS
INTENDED TO GIVE BOTH THE COLLEGE-
BOUND AND THE ,VOCATIONALLY-ORIENTEDII,
STUDENT AN. UNDERSTANDING OF DATA
PROCESSING. ARRANGED IN OUTLINE
FORMAT, THE GUIDE PRESENTS DO-UNITS
WHICH INCLUDE: (1) COMPUTER

'



)BUSINESS AND OFFICE

f;CHARACTERISTaS, (2) THE INPUT-
OUTPUT FUNCTION, 431 COMPUTER
DRGANIZATION,- (4) COMPUTER .

410LANGUAGES, AND (5) NEw DEVELOPMENTS
TN DATA PROCESSING. ADDITIONAL
RESOURCE MATERIALS FOUND IN THIS:
.GUIDE ANCLUDE REPRESENTATIVE .10(;)
CLASSIFICATIONS AND SALARY RANGES,
SUGGESTED FIELD TRIPS, A SUGGESTED
:TIME SCHEDULE, A BIBLIOGRAPHY.FOR
STUDENTS, A BIBLIOGRAPHY FOR
TEACHERS, AND NUMEROUS
ILLUSTRATIONS.ABH)I

VT, 013 528
. CURRICULUM GUIDE FOR 8USINE4S
.ORGANIZATION AND MANAGEMENT:

v

,CHICAGO BOARD OFEDUCATION; ILL,.
MF AVAILABLE IN VT-ERIC, SET.
BOARD OF EDUCATION OF THE CITY OF.
CHICAGO, DEPARTMENT OF CURRICULUM,
228 NORTH LASALLE STREET, tHitAGD,

'. ILLINOIS 60p01 ($4.50):'
PUB DATE - 68 237P.

DESCRIPTORS - *BUSINESS EDUEA4ION;
*BUSINESS ADMINISTRATION;. *TEACHING

411GUIDES; *COURSE CONTENT;', *
*INSTRUCTIONAL MATERIALS;
MARKETING; COURSE ORGANIZATION;
RtSOURCE MATERIALS; CONCEPT
TEACHING

ABSTRACT - D ELOPED BY'A
CURRICULUM do MITTEE, THIS LOURSE--
OF %JUDY IS NTENDED.TO SERVE As A
FUNNIONAL GUIDE TO ENABLP TEACNERS
TO BETTER DEVELOP WITHIN STUDENTS
UNDERSTANDINGS AND APPRECIATIONS OF
MODERN BUSINESS AND.MANAGPMEN1.
ARRANGED IN OUTLINE FORM, THE TEN k

SECTIONS OF THE COURSE OF STUDY,
INCLUDE UNITS ON THE: (I) LEGAL
FORMS OF OWNERSHIP, (2) INTERNAL
STRUCTURE OF FUSINESS ORGANIZATION,
(3) FINANCES: THE SOURCES AND USES,
OF MONEY, (4) MARKETING, (5) ,

AUXILIARY SERVICES, ANW(6)
BUSINESS, GOVERNMENT, 'LAMA ANb
THE PUBLIC. ALSO INCLUDED AkE A
SUGGESTED TIME SCHEDULE, PUBLIC
RELATIONS ACTIVITIE, A

WIBLIOGRAPHY, AND NUMEROUS
4/ILLUSTRATIONS. (JS/I

vT 013 591 k

REFERENCE MANUAL FOR COOPERATIVE

OFFICE TRINING.

DETROIT BOARD OF EDUCATION -MICH:
Mir AVAILABLE IN VT-ERIC S
DETROIT PUBLIC,SCHOOL5, HOUSE,
BOOKSTORE, 444?fST WILLIS AVENUE,
DET UROIT, MNI AN 48201 (14.50).
PUB DATE t 68 13IP.

DESCRIPTORS -*BUSINESS EDUCATION;
*OFFICE OCCUPALIONS-E6UCATION;
*REFERENCE MATrRIAS;.YOCATIONAL
EDUCATION; INSTRUCTIONAL MkTERIALt; \:1
*JOB,TRAINING; OCCUWATIONAL
INFORMATION; *EMPLOiMENT .

QUALIFICATIONS; JOB SKILLS; ,

PERSONALITY' DEVELOPMENT; MONEY
MANAGEMENT ' '

ABSTRACT - TkIS REEkRENCE MANUAL
WAS DEVELOPED BY *LOCAL SCHOOL
SYSTEM TO PROVIDE TEACHERS WITH A
GUIDE IN PREPARING STUDENTS IN A
COOPERATIVE OFFICE TRAINING
PROGRAM. SPECIFIC OBJECTIVES OF THE
TRAINING---CLASS ARE TO' RELATE SCHOOL
INSTRUCTION' TO THE WORLD OF WORK,
TO ORIENTATE AND PREPARE STUDENTS
IN.THE ART OF SECURING EMPLOYMEW0
AND TO FOSTER AN UNDERSTANDING OW
THE BENEFITS ANO RESPONSIBILITIES
'OF GAINFUL EMPLOYMENT. MAJOR UNITS
ARE: (1),ORIENTATION TO THE
PROGRAM; (2).ECLIRING EMPLOYMENT,
13) JOBsSKILLS AND KNOWLEDGES, (4)
PERSONAL.IMPROVEMENT,A5) MONEY
MANAGEMENT, AND (6) tREPARING FOR
THE FUTURE. EACH UNIYPIS DIVIDED
INTO RELATED TOPItS AND EACH
CONTAINS A BIBLIOGRAPHY -OF
REFERENCE MATERIALS PERTAINING TO
THOSE TOPICS. THE MATERIAL UNDER
EACH TOPIC ONTAINS SPECIFIC

AND EVALUAT GUIDE . .UGEB/I
OBJECTIVES4. SUGGEST, ACTIVITIES,

VT 013 g
AUTOMATIC DATAlIKROCUSING,
SUPPLEMENT TO BOpKKEEPING AND
ACCOUNTING I AND' SYLLABUS.

NEW YbRK STATE EDUCATION DEPT.,
ALBANY. BUREAU OF SECONDARY
CURRICULUM DEVELOPMENT.
ME-AVAILABLE IN VT-ERIC SET. -
THE PUBLICATIONS DISTWIBUTION
STATE EDUCATION DEPARTMENT, ALBANY,
NEW YORK 12224 (SINGLMCOPIES

18
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E(UCATIONvRESOURCE 'MATERIALS;
INSTRUCTIONAL MATERIALS; GOVERNMENT
:EmPtOYEES; OCCUPATIONAL'

411INFORMATION; TYPEWRITING;
STENOGRAPHY; CLERICAL OCCUPATIONS

ABSTRACT -.DEVELOPED IN,THE
pERSONNEL MEASUREMENT RESEARCH AND
DEVELOPMEta CENTER DF THE CIVIL
SERVICE COMMISSION, THtS DOCUMENT
DESCRIBES HE FEDERAL OFFICE
ASSISTANT 'XAMINATION. SPECIFIC
INFORMATION WHICH SHOULD BE USEFUL
IN CAREER p ;DANCE AND STUDENT

gORTUNITIES, SALARIES. AND OTHER.P

ALUATION, IS PROVIDED ON CAREER

BENEFITS. TEST A,WD EXPERIENCE
REQUIREMENTS,.AND pROFICIENCY ,

CERTIFICATES. ALSO INCLUDED ARE:,-
SAMPLE TESTS AND RELATED , *

INFORMATION-PERTAINING' TO VERBAL
ABILITIES, CLERICAL ABILITIES,
TYPING, DICTATION,,AND -OFFICE
MACHINE OPERATION..A DIRECTORY toF
AREA OFFICES OF THE p.s..avIL
.SERVICE COMMISSION IS FOUND Int TH
BACA OF THE DOCUMENT. (JS)I

AVAILABLE).
'PUB DATE - 71 -46P.

DESCRIPTORS - *BUSINESS EDUCATION;
*DATA PROCESSING; *BOOKKEEPING;
-*TEACHING GUIDES; *CHARTS;
INSTRUCTIONAL MATERIALS; RESOURCE
MATERIALS;-SECONDARY EDUCATION;
COMPUTERS .

.ABSTRACT - DEVELOPED THROUGH A
STATE DEPARTMENT OF EDUCATION. THIS
.SUpPLEMENT MASDESIGNgUTO
ACCOMPANY THE BOOKKEEPING AND
ACCOUNTING IWID II SYLLABUS...,
BUSINESS EDUCATION TEACHEO .WILL BE
ABLE TO USE THIS SUPPLEMENTARY
INFORMATION IN A VARIETY OF WAYS:
SOME MAY DEVELOP TRANSPARENCIES
'FRom THE,FLOWCHARTS THAI CAN BE
USED DURING CLASS PRESENTATIONS.
OTHER TeACHERS MAY PREFER TO USE
THE CONTENT OF THE SUPPLEMENT TO
EXTEND THEIR OWN KNOWLEDGE OF.
AUTOMATED'DATA PROCESSING. AMONG
THE NIIrt CHAPTERS INCLUDED IN THE
SUPPLE Nl'ARE THOSE'ON: (1) UNIT-
RECORD EQUIPMENT, 121 COMPUTER DATA
PROCESSING. (3) GENERAL LEDGER AND
STATEMENTS. (4) BILLING, CASH
RECEIPTS, ANCRECEIVABLES, AND (5)
AUTOMATED PAYROLL APPLICATIONS. A
RE1ATED.DoCumEN1 IS AVAILABLE AS VT
011 645 (AIM SPRING 1971). (JS)I

f.,
VT 013746
JOHNSON, ELIZABETH D.
FEDERAL OFFICE ASSISTANT
iXAMINATION: STENOGRAPHER TYPIST,
CLERK, AND OFFICE MACHINE OPERATOR.
WHAT IT IS, AND HOW IT It GIVEN.

CIVIL SERVICE COMMISSION,
wASHINGTON,,D.C. BUREAU OF POLICIES
AND STANDARDS.
mF.AVAILABLEAN VT-ERIC SET.-
AN 2400 R4
SUPERINTENDENT OF DOCVMENTS,
GOVE.RNMENT PRINTING OFFICE,
WASHINGTON, D.L. 20402 .40.60;Ct'
1.28:2400/4/971I
PUB DATE - 71 61P.

DESCRIPTORS - * USINESS EDUCATION;
*FEDERAL GOVE MENT; *EMPLOYMTNT
QUALIFICATION. *OCCUPATIONAL
TESTS; *GUIDES; VOCATIONAL
EDUCATION; OFFICE OCCUPATIONS 1 9

VT 013 751
HOGARD. R.N.

-

A GUIDE TO kELP THE STUDENT STUDY.

BLACKHAWK TECH, ,JANESVILLE. WIS.'
MF AVAILABLE IN ,VTT1!ERIC SET.
PUB DATE r' 2APR7I flP.

DESCRIPTAS = *VOCATIONAL
'EDUCATION; TECHNICAL EDIJCATJON;
AiSTUDY GUIDES; RESCIURCE MATERIALS;
*STUDY HABITSt *STUDY SKILLS;
STUDENT NEEDSt *READING SKILLS;
TESTING

ABSTRACT - INCLU(ED IN tHIS
HANDBOOK ARE SUGGESTIONS' FOR
IMPROVING THE STUDy HABITS OF
VOCATI.ONAL AND TECHNICAL STUDENTS.
ARRANGED IN.OUTLINE FORMAT, THE
HANGOOOKANCLO:S SECTIONS:ON: (1)
PtANNING YOUR WORK., 42) IMPROVING
YOUR READING ABILITY, 13)41ASTERING
THE TEXTBOOK ASSIGNMENT - THE P-15
R-S-T METHOD (4) IMPROVING YOURY.MEMORY. (5) INCREASING OUR ABILITY
TO-CONCENTRATE-,;4-64-PREPARING-FOR_____.
AND TAKING EXAMINATIONS, (7) TkKING
LECTURE NOTES, (8) REDUCING READING.
AND STUDY HANDICAPS, AND (9) APPLY
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/
WHAT YOU LEARN. TEACHERS IN ALL
SERVICE AREAS MAY WANT TO ADOPT

AIIHIS GUIDEFOR'THEIR STUDENTS.
MMUJS11

'VT.D13 753
HOGARD, R.W. .

HOW TO GE1 A JOB. PART 2: THE
PERSONAL DATA SHEET.

6LACKHAWK TECH, JANESVILLE,\WIS'.
MF AVAILABLE IN VT-ERIC SET.' %

PuB DATE - 15MAR71-

DESCRIPTORS VOCATIONAL EDUCATION;
*INSTRUCTIONAL MATERIALS; -RESOURCE.,
MATERIALS; *J06 APPLIaTION; *DATA
SHEETSI. LETTERS (CORRESPONDENCE);
*OCCUPATIONAL GUIDANCE;- TEACHER

.^GUIDANCEi *TEACHING°GUIDES

'ABSTRACT - DLVELOPED'TO,TEACH ,

STUDENTS.:THE PROCEDURES Ot- FINDING
EMPLOYMENT, THIS GUIDE STRESSWTHE
MPORTANCE AND USE OF THE LETTER OF

APpLICATION, THE PERSONAL dATA
SHEET, AND'THE APPLICATIONAMM.

,IiiipECIFIC TOPICS INCLUDE: (1) HOitkTo
WIND OUT ABOUT JOBSJ(27) HOWITOW
.DkVELOP,YouR LETTER., to,a (3) HOWIE)
PICK AN EMPLOYER YOU WANT TO WORK
FOR.-ALSO INC1,4UOED ARE SAMPLE, FORMS
OF LETTERS OF7APPLICATICNI, DATA
-HfETS,'AND EMpLOYMENT
ApPLTCATIONS. (JS)I

V1L013-760
MA AGEMENT ANDROUP PERFORMANCE: A
GUIDE FOR THE USE OF ASTRUCTORS
WHO CONDULT TRAtNING FOR MANA'GERS
.AT THE OPERATiqp".(AvEL.

CIVILSERVICE,4COMMISSION,
'WASHINGTON, U.6.A4UREAU OF
TRAINIK
MF AVAILABLE IN VT-ERIC SET.
SUPERINTENDENT OE DOCUMENTS, U.S.
GOVERNMENT PkINT NG OFFICE,
WASHINGTON, D.C. 20402 ($3.00;CS
1.7/4:M-31/2/971.
PUB-DATE
REVISION:

410ESCRIPTORS *JOB TRAINING;
*TEACHING GUIDES; *MANAGEMENT

-MCA- ION; *INSTRUCTIONAL

45011.1971

MATE ALS; VOCATIONAL EDUCATIONi
,CURR CULUM GUIDES; TRAINING

-11

TECHNIQUES; REFERENCE MATERIALS;
GROUP DISCUSSI,ON

ABSTRACT -.PREPARED BY-THI§T-CIVEL-
SERVICE COMMISSION, THIS TEACHING
GUIDE,IS FOR INSTRUCTORS OF
"MANAGEMENT AND GROUP PERFORMANCE+,
A TRAiNING COURSE FOR MANAGERS' AT
THE OPERATING LEVEL. IT INCLUDES AN,
ouT,LINE oF THE COURSE, INDICATES
THE STEPS Tn. BE TAIE1 TO GET-AND
MAINTAIN DISCUSSIONSI, AND PRESENTS
READINGS AND HANDOUT WHICH ARE
USED TO SUPPLEMENJ T E DISCUSSIONS
'AND READINGS FRO1 THE TEX
"MANAGERIAL,BEHAVIOR" BY ONARD
'SAYLES. THE M ERIAL CO S. NINE
SESSIONS, AND MINIM TIME IS .

FtECOMMENQED F E SSION' .

',740ARYING FROM TO 12 HOURSPER,
SESSION. TOPICS FOR THE NINE
SESSIONS ARE: (1) INTRODUCTION:
WHAT A MANAGER DOES, (2) HOW 414EL
MANAGER DOES 'HIS JOB, (3) 'WHY A -

MANAGER WORKS AS HE DOES, (4)
MONITORING, (5) COMMUNICATIONS, (6)'
NEGOTIATION, (7) MODEL OF A MANAGER
A4 THEOPERATING LEVEL, (8)
CONFLICT, AND (9) SUMMARY'AND
CONCLUSIONS.AGEB)1

VT 013 846
DITTAMO, GAETANO E.

/ A GUIDE TO THE uSE OF
TRANSPARENCIES FOR THE BUSINESS
EDUCATIoN TEACHER (GENERAL BUSINESS
OR NONSKILL AREAS).

RUTGERS, THE STATE UNIV., NEW
BRUNSWICK, N.J. CURRICULUM LAB.
NEw JERSEY STATE DEPT. OF I

EDUCATION, TRENTON. DIV. OF
VOCATIONAL EbuCATION
MF AVAILABLE IN V1IpERIC. SETA,-

<7---\CURRICULUM LABORATORY, VdCATIONAL-
TECHNICAL EDUCATION DEPT., BUILDING
4103-KILMER CAMPUS, RUTGERS
UNIVERSITY, NEW BRUNSWICK, NEW'
JERSEY 08903 ($2.00)
puB DATE - JUL71 164P.

DESCRIPTORS - *TEACHING GUIDES;
*BUgINESS EDUCATIONf *OVERHEAD
PROJECTORS; *TRANSPARENCIES;
*BUSINESS SUBJECTS; RESOURCE
MATERIALS-;-TEACHING-TECHNIQUES;
INSTRUCTIONAL MATERIALS; CLERICAL

-OCCUPATIONS; SECONDARY EDUCATION;

2 0
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CONSUMER KW:NO; LAW
INSTRUCTION; BUSINESS ENGLISH;
SALESMANSHIP;'MERCHANDISING; ,

-,-ARITHMET-IC

ABSTRACT - DEVELOPED BY A STATE
DIVISION OF VOCATIONAL EDUCATION,
-THIS GUIU HAS BEEN-WRITTEN TO SHOW
THE BUSINESS EDUCATION TEACHER HOW
THE OVERHEAD PROJECTOR CAN BE USED,
WHAT MATERIAL IS AVAILABLE, AND HOW-
TRANSPARENCIES ARE PREPARED. THE
SEVEN MAJOR'SECTIONS INCLUDE UNITS:
ON: (1) ADVERTISING, SALESMANSHIP,
AND MERCHANDISING, (2) BUSINESS
ARITHMETIC _AND BUSINESS
MATHEMATICS, (3) BUSINESS ENGLISH,
(4) 'BUSINESS LAW, (5) tENERAL
BUSINESS, INTRODUCTION TO BUSINESS,
(6) CONSUMER EDUCATION, AND (7)
ACONOMICS. ALSO INCLUDED ARE sAmpTe
TRANSPARENCIES FOR EACH OF THE'
SEVEN UNITS iks WELL AS SOURCE
REFERENCES.AND TRANSPARENCY.
MASTERS. A RELATED DOCUMENT ON
STENOGRAPHY AND TYPEWRITIN*IS
AVAILABLE AS VT 012 708 (AIM SUMMER
1971). (JS)i

VT 013 890
SHANNON, THEODORE
SAVINGS AND.CHECKING ACCOUNTS.

OHIO STAt UNIV., COLUMBUS. DEPT.
OF,AGRICULTURAL EDUCATION.;OHIO
STATE DEPT. OF EDUCATION, COLUMBUS.
AGRICULTURAL EDUCATION SERVICE.
MF AVAILABLE IN VT_ERIC SET.
AGDEX 900/10-AWE:3
OHIO AGRICULTURAL EDUCATION ,

CURRICULUM MATERIALS SERVICE, THE
OHIO STATE UNIVERSITY; 2120 FYFFE
ROAD, COLUMBUS,,OHIO 43216 ($.30)
PUB DATE - 71 23P.

DESCRIPTORS - *VOCATIONAL
EDUCATION; *UNITS OF STUDY (SUBJECT
FIELDS); ;MONEY MANAGEMENT;
BANKING; INSTRUCTIONAL AIDS

411.

ABSTRACT - THISAINIT HAS BEEN
LEVELOPED FOk STUDENT USE IN
LEARNING THE PROCEDURES FnR
MAINTAINING SAVINGS AND CHECKING
.ACCOUNTS. ILLUSTRATIONS AND SAMPLE
-FORMS-FOR-OPENING. DEPOSITING, AND
WITHDRAWING MONEY FROM A SAVINGS
AND A CHECKING ACCOUNT ARE INCLUDED

21
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IN THF TEXT. RELATED UNIT& ARE
AVAILABLE AS VT 013 888-VT 013 891.
(SB)1

VT On 891
SHANNON, THEODORE
CREGIT.

OHIO STATE UNIV., COLUMBUS. DEPT.
OF AGRICULTURAL EDUCATION.;OHIO
'STATE DEPT. OF EDUCATION, COLUMBUS.
AbRICUETURAI EDUCATION SERVICE. . j

mp AVAILABLE IN VT_ERIC SET.
AGDEX 900/11-AWE4
OHIO AGRICULTURAL .EDEMATION -

CURRICULUM MATERIALS SERVICE, THE
OHIO STATE UNIVERSITY, 2120 FYFFE
ROAN- COLUMBUS, MID 43210 ($.30)
PUB DATE 71. 27P.

DESCRIPTORS - *VOCAT/ONAL .

EDUCATION; 41pNITs OF STUDY (SUBJECT
FIELDS); *CREDIT (FINANCE); MONEY
MANAGEMENT; INSTRUCTIONAL AIDS

ABSTRACT THIS: UNIT HAS BEEN
DtVELOPED FOR STUDENT USE IN
LEARNING ABOUT CREDIT SOURCES,
APPLYING FOR AND USING CREDIT
CARDS, AND OTHER ASPECTS OF CREDIT.
ILLUSTRATIONS AND SAMPLE CREDIT
APPLICATION FORMS ARE INCLUDED IN
THE TEXT. RELATED DOCUMENTS ARE
AVAIL:MILE AS VT 013 888-VT 013 890.
(SB)1

VT 013 902
MACHINE TRANSCR/PTION SYLLABUS.

NEW YORK STATE EDUCATION DEPT.,
ALBANY. BUREAU OF SECONDARY-
CURRICULUM DEVELOPMENT.
MF AVAILABLE IN VT-ERIC SET. :

PUBLICATIONS DISTRIBUTION UNIT, THE
STATE EDUCATION DEPARTMENT., ALBANY,
NEW YORK'12224 ($0.50)
PUB DATE 71. 49P.

1
DESCRIPTORS - *TEACHING GUIDES;
*BUSINESS EDUCATION; *STENOGRAPHY;
OFFICE PRACT/CE; *OFFICE MACHINES;
SECONDARY EDUCATION; STUOFNT
EVALUATION; TEACHING TECHNIQUES;
BUSINESS ENGLISH; *TYPEWRITING;
SCHEDULE -MODULES

ABSTRACT - DEVELOPED BY A COMMITTEE
OF P.ASSROOM TEACHERS, THIS
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TEACHING GUIDE SHOULD BE.A VALUABLE
RESOURCE FOR TEACHERS DF'

AMECREIARIAL AND OFFICE PRACTICE
WUBJECTS. DESIGNED EITHER AS A 1-1
---SEMISTER ORr1-YEAR COURSE OF

INSTRUCTION pR FOR USE KS AN
INSTRUCTIONAL MODULE, THE GUIDE
INCLUDES EDUCATIONAL OBJECTIVES,
SUGGESTIONS FOR STUDENT MOTIVATION,
'AND SUGGESTIONS FOR DICTATING,
NECESSARY EDUCATIONAL MATERIALS.
WITH AN EMPHASIS ON,INDIVIDUALIZED,,
INSTRUCTION, THU COTENT 5S
OUTLINED ACCORDING UNCES ON: (1)
TYPEWRITING, (2) VOC BULARY

.BUILDING.- (3) PUNCTUATION AND
ENGLISH-MECHANICS, (4)
TRANSCRIPTION, (5) RELATED SKILLS,
-AND (6) ATTITUDES CONDUCIVE TO
SUCCESSFUL, JOB PERFORMANCE:
,SUGGESTIONS ARE ALSO INCLUDED
CONCERNING STUDENT EVALUATION.
(JS)1

VT 013 979
STOCK CLERK.

ANVEW JERSEY STATE DEPT. OF LABO4 AND
IIPINDUSTRY, TRENTON.

DEPARTMENT OF LABOR, WASHINGT
D.C.
Mf 4.VAILABLE IN VT-ERIC SET.
JOBBUIDE-70
DIVISION OF PLANNING-ANDA RESEARCH,
'LABOR AND INDUSTRY BUILDING, P. O.
3OX.359, TRENTON.,NEW JEkSEY 08625
(FREE OF CHARGE UPON REQUEST)
PUB DATE - OCT70 24P.

DESCRIPTORS 7.*BUSINESS EDUCATION;
*OCCUPATIONAL INFORMATION;
*OCCUPATIONAL GUIDANCE; *CLERICAL
WORKERS; *OFFICE OCCUPATIONS
EDUCATION; JOB TRAINING; EMPLOYMENT
OPPORTUNITIES; VOCATIONAL
COUNSELING; EDUCATIONAL NEEDS;
INFORMATION SOUkCES
IDENTIFIERS - NEW JERSEY; STOCK
CLERKS

AhSTRACT - PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED JO PROVIDE

OMB INFOkMATION RELATED
SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE STOCK
CLERK. AN INTRODUCTION PROVIDING
BACKGROUND IS FOLLOWED BY

4

INFORMATION ON: 11) THE NATURE OF
.THE WORK, (2) RELATED OCCUPATIONS,
(3) WHERE THESE PEOPLE\.ARE
EMPLOYED. (4) PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKING
ummITIONs, (6) WAGES,* HOURS-AND
B NEFITS, (7) CdSTS BF EDUCATION.
1 i OPPORTUNITIES FOR ADVANCEMENT,
9) UNIONS-, AND (10) THE FUTURE

OUTLOOK. A BRIEF STATEMENT
-EXPLATAING HOW TO BECOME A STOCK
CLERK.INCLUDING ON-THE-JOB
TRAINING, AND PART7TIME COOPERATIVE
PROGRAMS. IS GIVEN. SOURCES' FOR
ADDITIONAL INFORMATION ARE LISTED.'
(JS)1

VT 014 031 ,

SECRETARY. '

NEW JERSEY STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIV., OF .

EMPLOYMENT- SECURITY.
DEPARTMENT OF LABOR, WASHIUGTON,
DC
MF AVAILABLEIN VT-ERIC SET.
JOB GUIDE-44
DIVISION OF PLANNING AND RESEARCH,-
'LABOR AND INDUSTRY BUILDING.- P. O.
'80k. 359, TRENTON, NEW JERSEY '0E1625
(FREE, U,ON REQUEST)
PUB DATE JU168. 15P.

DESCRIPTORS - *BUSINESS EDUCATION;
*OCCUPATIONAL INFORMATION;
*OCCUPATIONAL GUIDANCE;
*SECRETARIES; *OFFICE OCCUPATtONS
EDUCATION; JOB TRAINING; EMPLOYMENT
OPPORTUNITIES; VOCATIONAL
COUNSELING; EDUCATION NEEDS;
INFORMATION SOURCES
IDENTIFIERS - NEW JERSEY

ABSTRACT - PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUI0E IS
ONE IN A SERIES. DESIGNED TO PROVIDE
JOB INFORMATION RELATED
SPECIFICALLY,TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
POSITION OF SECRETARY. AN
INTRODUCTION PROVIDING BACKGROUND
IS'FOLLOWED BY INFORMATION ON: (1)
THE NATURE OF THF WORK, (2) RELATED
OCCUPATIONS,_(3) WHERE THESE' PEOPLE
ARE EMPLOYED. (4) 'PHYSICAL AND
MENTAL REQUIREMENTS, (5) WORKING
CONDITIONS, (6) -WAGES, HOURS. AND
BENEFITS, (7) COSTS OF.EDUCATION.

22
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48). OPPORTUNITIES FOR ADVANCEMENT,
'(9) ORGANIZAtkONS, AND (10) THE°'
FUTUKF OUTLOOK. A BRIEF STATEMENT.
.EXPLAINING HOW 1O.BECOME A
SECRETARY INCLUO NG H/GH SCHOOL 'AND
PRIVATE BUSINLS SCHOOL PROGRAMS IS
GIVEN. SOURCES, FOR ADDITI4NAL
INFORMATION ARE LISTED. (JS)I

VT 014 032
STENOGRAPHER.,

NEW JERSEY.STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIV. OF
EMPLOYMENT SEOURITY.
DEPARTMENT OF LABOR, WASHINGTON,
D.C.
MF AVAILABLE IN VT-ERIC SET.
JOB GUIDE745
DIVISION DE PLANNING'AND RESEARCH
LABOR AND INDUSTRY BUILDING, P.O.
BOX 359, TRENTON, NEW JERSEY.0862.1.,
(FREt, UPON REQUEST)
PUS DATE - JUN68 16P.,

DESCRIPTORS - *BUSINESS EDUCMION;
*OCCUPATIONAL INFORMATION;
*OCCUPATIONAL GUIDANCE;
*STENOGRAPHERS; *OFFICE.00CUPATIONS
EDUCATION; JOH TRAININ; EMPLOYMENT
OPPORTUNITIES; VOC
COUNSELING; EDUCA IONAL N EDS;
1NFORkATION SOURC
IDENTIFIERS - NEW JERSEY

BSTRACT PREPARED BY THL STATE
DEPARTMENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED TO PROVIDE
JOb INFORMATION RELATED
SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
STENOGRAPHER. AN'INTRODUCTION'
PROVIDING BACKGROUND IS FOLLOWED BY
INFORMATION ON; (I) THE NATURE OF
THE WORK, (2) RELATE% OCCUPATIONS,
(.3). WHERE THESE PEOPLE ARE
EMPLOYED, (4) ,PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKING
CONDITIONS, (6) COSTS OF EDUCATION,
(7) WAGES, HOURS, AND BENEFITS, (8)
OPPORTUNITIES FOR ADVANCEMENT, (9)
ORGANIZATIONS, 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.
SOUkCES FOR ADDITIONAL INFORMATION

2 3
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ARE LISTED.. (JS)I

VT 014 035
CLERK-TYPIST.

NEW JERSEY STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIV. oF
EMPLOYMENT SECURITY. -
DEPARTMENT OF LABOR, WASHINGTON%
D.C.
'MF AVAILABLE IN VTERIC SET.
JOB GUIDE42
olvxsup OF PLANNING AND RESEARCH%
CABOR iiND. INDUSTRY BUILDING. O. ow
Btu 359, TRENTON, NEW JERSEY 025
(FREE; UPON REQUEST)
PUB DAIE..- EE468 16P.

DESCRIPTORS - *BUSINESS EDUCATION;
*OCCUPATION#L INFORMATION;
*OCCUPATIONAL GUIDANCE; *TYPISTSC
_iCLERICAL WOkKERS; JOS TRAINING;
EMPLOYMENT OPPORTUNITIES;
VOCATION4 COUNSELING; EDUCATIONALL.
NEEDS; INFORMATION SOURCES; OFFICE
OCCUPATIONS EDUCATION
IDENTI TERS NEW JERSEY

A4STRA T - PREPARED BY THE STATE 410
DEPARJJENT OF LABOR, THIS GUIDE IS
ONE I A SERIES DESIGNED TO PROVIDE
JOBJNFORMATION RELATED
SPECIFICALLY TO NEW JERSEY...THIS
PARTICULAR ('';IUIDE CONCERNS THE
CLERK-TYPIST. AN INTRODUCTION
PROVIDING PACKGROUND IS POLLOWED BY
INFORMATION'ON: (1) THE NATURE OF
THE WORK, (2) RELATED OCCUPATIONS.
(3) WHERE THESE PEOPLE ARE
EMPLOYED, (4) PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKING
CONDITIONS, (6) WAGES, HOURS, ANO
BENEFITS, (7) COSTS OF EDUCATION,
(8) OPPORTUNITIES FOR ADVANCEMENT.
(9) ORGANIZATIONS, AND (10) THE
ATURE OUTLOOK. A BRIEF STATEMENT
EAPLAINING HOW TO BECOME A CLERK-
TYPIST INCLUDING ON-THE-JOB .

TRAINING, PRIVATE BUSINESS SCHOOLS,
AND EVENING.COURSES IS GIVEN.
SOURCES FOR ADDITIONAL INFORMATION
ARE LISTED.. (JS)I-

VT 014 040
COMPUTER OPERATOR.

NEW JERSEY STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIV. OF
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EMPLOYMENT ECAJF(ITY.
410D.EPARTMENT OF LABOR, WASHING

C". .

MF AVAILABLE IN VTERIC SET.
JOB-GUIDE-35
DIVISION OF PLANNING AND RESEARCH,
14ABOR AND INDUSTkY WILDING, P. O.
BOX 359, TRENTON, NEW JERSEY 08625
(FREE, UPON REQUEST)
PUb DATE JUL67 17P.

DESCRIPTORS *BUSINESS EDUCATION;
*JOB TRAINING; *OCCUPATIONAL
INFORMATION; *OCCUPATIONAL
GUIDANCE; *DATA PROCESSING
OCCUPATIONS; EMPLOYMENT
OPpORTIMIlIES; VOCATIONAL
COUNSELING;4EDUCATIONAL NEEDS;
INFORMATION SOURCES;j0FFICE
OCCUPATIONS EDUCATION; COMPUTER
SCIENCE EDUCATION
IDENTIFIERS NEW JERSEY

ABSTRACT PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED TO PROVIDE
JOB INFORMATION RELATED

410SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
COMPUTER OPERATOR. AN INTRODUCTION
parVIDING BACKGROUND IS FOLLOWED BY
IINFORMATION ON: (I) THE NATURE OF
THE WORK, (2) RELATED OCCUPATIONS,
131 WHERE THESE PEOPLE ARE
EMPLOYED, (4) PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKI
CONDITIONS, (6) WAGES, HO S, AND
BENEFITS, (7)-71COSTS OF ED ATION.
(8) UPPORTUNITIES FOR ADVANCEMENT,
(4) ORGANIZATIONS, AND (IC) THE
FUTURE OUTLOOK. A BRIEF STATEMENT
EXPLAINING HOW TO BECOME A COMPUTER
OPERATOR INCLUDING ONTHEJCS
TRAMING, PUBLIC SCHOOLS AND
BUSINESS MACHINE SCHOOLS, AND
TECHNICAL INSTITUTES IS GIVEN.
SOURCES FOR ADDITIONAL INFORMATION
AKE LISTED. (JS)I

VT 014 044
PROGRAMMER.,

SINEW
JERSEY STATE DEPT. OF LABOR AND

'INDUSTRY, TRENTON. DIV. OF-
EMPLOYMENT SECURITY. .

DEPARTMENT OF LABOR, WASHINGTON.

MF AVAIeABLE IN VT-ERIC SET.

v2A:
15

'JOB GUIDE-31
DIVISION OF PLANNING AND RESEARCH;

:.LABOR AND INDUSTRY BUILDING, P. D.
BOX 3'59, TRENTON, N W JERSEY 08625
(FREE, UPON REQUEST) .

PUB PATE f4PR67. 17P../

DESCRIPTORS *COMPUTfR SCIENCE
EDUCATION; JOB TRAININ94
*OCCUPATIONAL-INFORMATXON;
*EMPLOYMENT OPPORTUNITIES;-
OCCUPATIONAL GUIDANCE; VOCATIONAL
COUNSELING; EDUCATIONAL' NEEDS;
*INFORMATION SOURCES; *COMPUTER.
PROGRAMS
IDENTIFIERS NEW JERSEY

ABSTRACT PREPARED BY THE STATE
DEPAkTMENT OF LABOR, THIS (WIDE IS
ONE IN A SERIES DESIGNED TO PROVIDE
Alp INFORMATION RELATED
SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS COMPUTER .

PROGRAMMING. AN INTRODUCTION
PROVIDING BACKGROUND IS FOLLOWED SY
INFORMATION ON: fIrTHE NATURE OF
THE NORK, (2) RELATED OCCUPATIONS,
(3) WHERE THESE PEOPLE ARE
EMPLOYED, (4) PHYSICAL AND MENTAL
REQUIREMENTS, (5) WORKING
CONDITIONS, (6) WAGES, HOURS, AND:
BENEFITS, (7) COSTS OF EDUCATION,
(8) OPPORTUNITIES *FOR ADVANCEMENT,
(9) ORGANIZATIONS AND (10) THE
FUTURE OUTLOOK. A BRIEF STATEMENT
EXPLAINING HOW TO BECOME A
PROGRAMMER INCLUDING INFORMATION
REGARDING COLLEGES, BUSINESS
SCHOOLS, AND TECHNICAL INSTITUTES
IS GIVEN. SOURCES FOR ADDITIONAL
INFORMATION ARE.LISTED. (GEB)i

NT 014 054
ERAL OFFICE CLERK.

2 4

NEW JERSEY.STATE DEPT. OF LABOR AND
INDUSTRY, TRENTON.
DEPARTMENT OF LABOR, WASHINGTON,
D.C.
MF AVAILABLE IN VT-ERIC SET,
JOB GUIDE-61
DIVISION OF PLANNING AND RESEARCH,
LABOR AND INDUSTRY BUILDING,.P. O.
BOX 359, TRENTON, NEW JERSEY 08625
(FREE, UPON REQUEST)
PUB DATE OCT69 20P..

DESCRIPTORS *BUSINESS EDUCAT
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3.
.JOE TRAIyING; *OCCATIONAL
GUIDANCE; VOCATIONAL COUNSELINGy-
EDUCATIONAL NEEDS; INFORMATION
SOURCES; *CLERICAL WORKERS; *OFFICE
OCCUPATIONS EDUCATION; 1

*OCCUPATIONAL INFORMATION
IDENTIFIERS - NEW JERSEY

ABSTRACT - PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS (-N.

ONE IN A SERIES DESIGNED TO PROVIDE
JOB INFORMATION RELATED
SPECIFICALLY TO NEW JERSEY. THIS
PARTICULAR GUIDE CONCERNS THE
GENERAL OFFICE CLERK. AN
INTRODUCTION PROVIDING BACKGROUND
IS FOLLOWED BY INFORMATION ON: (1)
THE NATURE OF THE WORK, (2) RELATED
OCCUPATUNS, (3) WHERE THESE PEOPLE
ARE EMPLDYED, (4) PHYSICAL AND
MENTAL REQUIREMENTS, (5) WOMING
CONDITIONS, p6) WAGES, HOURS AND
BENEFITS, (7) COSTS OFt EDUCATION.
(8) OPPORTUNITIES FOR ADVANCEMENT,
(9) ORGANIZATIONS AND (10) THE
FUTURE OUTLOOK. A-BRIEF STATEMENT
EXPLAINING HOW TO BECOME A WENERAL
OFFICE CLERK INCLUDING ON-THE-J06
TRAINING, EVENING COURSES (AND
GOVERNMENT FINANLED P9OGRA4S IS
GIVEN. SOURCES FOR ADDITIONAL
INFORMATION ARE LISTED.I

VT 014 061
BOOKKEEPING-MACHINE OPERATOR.

NEW.JERSEY STAlE DEPT. OF LABOR AND
INDUSTRY, TRENTON. DIV. OF
EMPLOYMENT SECURITY.
DEPARTMENT OF LABOR, WASHINGTON.
D .0 .

MF AVAILABLE IN VI-ERIC SET.
JOB GUIDE-51
DIVISION OF PLANNING AND RESEARCH,
LABOR AND INOUS.TRY BUILDING, P. O.
BOX 359, TRENTON, NEW JERSEY 08625
FREE UPON A L(. UE ST )

PUB DATE - NOV68 .15P:

DESCRIPTORS -. *BUSINESS EDUCATION;
*UFFICE OCCUPATIONS'EDUCATION;
*OCCUPATIONAL INFORMATION;
*OCCUPATIONAL GUIDANCE;. *OFFICE
MACHINES; JOB TRAINING; EMPLOYMENT
OPPORTUNITIES; VOCATIONAL
COUNSELING; EDUCATIONAL NEEDS;
INFORMATION SOURCES; BOOKKEEPING
IDENTIFIERS - NEW JERSEY

'---

ABSTRACe - PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS -AM'
'ONE IN A SERIES DESIGNED TO PROVIDE IOW
JOB INFORMATION RELATED
SPECIFICALLY .TO NEW JERSEY. THIS .

PARTICULAR GUIDE CONCERNS THE
BOOKKEEPING MACHINE OPERATOR. AN
'INTRODUCTION PROVIDING BACKGROUND
IS FOLLOWED-BY INFORMATION ON: (k)
TAT\NATURE OF THE WORK, (2) RELATED
OCCUPATIONS. (3) WHERE THESE PEOPLE
ARE EMPLOYED, (4) PHySicAL AND
MENTAL REQUIREMENTS, (51 WORKING
CONDITIONS; (6) WAGES. HOURS, ANIS
BENEFITS, (7) COSTS OF EDUCATION,
(8),OPPORTUNITIES FOR ADVANCEMENTW
(9) ORGANIZATIONS, AND 110E-THE
FUTURE OUTLOOK. A BRIEF STATEMfNT.
EXPLAINING HOW TO BECOME A
BOOKKEEPING-MACHINE OPERATOR
INCLUDING THE PRIVATE BUSINESS .

SCHOOL, PROGRAMS IS GIVEN. SOURCES.
FOR ADDITIONAL INFORMATION ARE-
LISTED. (JS)I

VT 014 062
BOOKKEEPER.

NEW JERSEY 'STATE DEPT. OF LABOR A.NO:
INDOSTRV, TRENTON.. DIV.,OF
EMPLOYMENT SECURITY.
DEPARtMENT OF LAUR, WASHINGTON,
D.0 N 101F

MF AVAILIOIE IN IT-ERIC SET.
JOB GUID 0
DIVISION OF PLANNING ANO RESEARCH,
LABOR AND INDUSTRY BUILDING, P. O.
BOX.-359, TRENTON, NEW JERSEY 08625
(FREE, UPON REQUEST)
PUB DATE - SEP68 15P.

DESCRIPTORS - *BUSINESS EDUCATION;
*OCCUPATIONAL INFORMATION;
_*OCCUPATIONAL GUIDANCE; *OFFICE
OCCUPATIONS EDUCATION; .

*BOOKKEEPING; ACCOUNTING;
INFORMATION SOURCES; EDUCATIONAL
NEEDS; VOCATIONAL COUNSELING;
EMPLOYMENT OPPORTUNITIES; JOB.
TRAINING
IDENTIFIERS - NEW JERSEY

ABSTRACT - PREPARED BY THE STATE
DEPARTMENT OF LABOR, THIS GUIDE IS
ONE IN A SERIES DESIGNED TO PROVIDE
JOB INFORMATION RELATED.
SPECIFICALLY, To NEW JERSEY. THIS
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.P.ARTICULAR GUIDE CONCERNS THE
4.000KKEEPER. AN INTRODUCTION
IIPPROVIDIN(, BALKGROUND IS FOLLOWED BY

INFORMATION ON: (1).THE NATuRE OF
THE WORK, 124,RELATED OCCUPATIONS
(3) WHERE'THFSF PEOPLE ARE
'EMPLOYED. (4) PHYSICAL AND MENTAL
REIJUIREMENTS., ('5) WORKING.
CONDITIONS, 160 wAGES,'HOURS,
BFNEFITS, (7) COSTS OF EDUCATION,
It) OPPORTUNITIES FOR ADyANLEMENT,
(9) ORGANIZATIONS, AND (10) THE-
FUTURE OUTLOOK. A BRIEF STATEHE1.1#
EXPLAINING HOW TO Bc.COME-A
BOOKKEEPER INCLUDING ON-THE-JOB
TRAINING, HIGk SCHOOLS, fXENING
COURSES, AND PRIVATE BUSINESS. -

SCHOOLS rs.GIyko,..tuukcfs FOR
AEDITIONAL INgptIATION ARE LISTED.
OS )1 .

VT 014 154.
ATWOOD, DALE-G.;SLAATEN, DORIS,.
VOCATIONAL OFFItE EDUCATION pOR
TOMORROW'S WORLD. a MANUAL FOR
NORTH. 6AKOTA VOCATIONAL OFFICE.
EDUCATION COORDINATORS.

NORTH DAKOTA STATE BOARD FOR
VOCATIONAL-WiCATION, BISMARCK.
OFFICE-pF EDINATION (DHEW).
WASHINGTONt:.*.C.
tF

0

AVAILABOIN VT-ERIC SET.
RESEARCH COORDINATING UNIT,-STATE
EOARD TOR VOCATIONAL EDUCATION,
STATE OFFICE BUILDING, 900 EAST
BOULEVARD, BISMARCK, NORTH DAKOTA'
58501 (FREE)
PUB DATE JUN7I 1497P.

DESCRIPTOW - *BUSINESS EDUCATION;
*OFFICRA&UPATIONS EDUCATION;
COOPERATIVE EDUCATION;.*INSTRUCTOR
COORDINATORS; RESOURCE.MATERIALS;
PROGRAM DEVELOPMENT; *CHECK LISTS;
GUIDELINES; STUDENT PLACEMENT;
:VOCATIONACEDULATION; RECORDS
(FORMS); *MANUALS; PROGRAM
EVALUATION'

ABSTRACT - PREPARED BY BUSINESS
EDUCATORS, THIS HANDBOOK wAS
411DEVELOPED TM SERVE THE OFFICE
EDUCATION COORDINATOR IN TWo WAYS:
(1) TO PROVIDE A REFERENCE HANDBOOK
FOR THE BEGINNING COORDINATuR IN
DEVELOPING A NEW PROGRAM IN
COOPERATIVE OFFICE EDUCATION, AND
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(2) TO SERVE AS A GUIDE FOR
.REVIEWING AND IMPROVING EXISTING
_COOPERATIVE OFFICE pucATION.
PROGRAMS. THE NOTEBOOK IS DESIGNED
IN- A COCORCODED, LOOSE-LEAF FORMAT-
X0MlovIDE FLEXIBILITY /N UTILI2ING
THE SERIES OF CHECKLISTS AND FORMS
WHIcp IT CONTA/NS. SECTIONS OF THE
H aNOBOOK INCLUDE: (1) PHAS1. I -
DEVELOPMENT OF PROGRAM GOALS,'(2.) ,

PHASE II 7 DEVELOPMENT AND REVIEW.
PROCEDURES FOR NEw AND ON-GOING :

PROGRAMS, (33 PHASE III -
DEVELOPMENT OF CRITERIA.FOR
SELECTION Of STUDENT-LEARNERS, (4)
P HAN iv - SELECTION of STuDENT-
LEARNERS, AND (5),PHASE V
DEVELOPMENT OF CRITERIA FoR
SELECTION oF TRAINING STATIONS.
olHgwAtCTIONS OF THE MANUAL
PERTAIN TO LABOR Lkw REQUIREMENTS
AND STATE BOARD' OF'EDUCATION Forims-
AND REGULATIONS.,ALSO INCLUDWARE
A GLOSSARY AND A 4IBLIoGw
(iunipiyJs)4

VT.-014 2()0
GlEIDELINES'TO
A COOPERATIVE
PROGRAM.

E0' 056 227
INITIATE ANa TS
VOCATIONAL ED ON(

PENNSYLVANIA STATE DEPT. OF
'EDUCATION, HARRILSBuRG. BuREAu OF
VOCATIONAL, TECHNICAL. AND
CONTINUING EDUCATION.
EDRS PRICE mF-s0.65 HC-$3.29.
PUB DATE - 71 83P.

DESCRIPTORS - *voCATIONAL
EDUCATION; *COOPERATIVE EDUCATION;
*PROGRAM PLANNING; *PROGRAM
DEVELOPMENT; GUIDELINES;.*MANUALS;
ADMINISTRATIVE ORGANIZATION;.

' EMPLOYMENT PRACTICES; FINANCIAL
SUPPoRT; RECORDS (FORMS); SECONDARY
GRADES

ABSTRACT - PREPARED BY THE STATE
DEPARTMENT 0F.voCATIONAL EDUCATION,
THIS HANDBOOK IS.FoR SCHOOL
ADMINISTRATORS, COORDINATORS AND
TtACHERS TO USE IN PLANNING,
ESTABLISHING AND CONDUCTING
COOPERATIVE vOCATIONAL EDUCATION
PROGRAMS. THE BASIC PURPOSE OF THE
COOPERATIVE PROGRAM IS TO PROVIDE
OCCUPATIONAL TRAINING THROUGH THE
USE OF BUSINESS AND INDUSTRIAL



18

CONCERNS. PROBLEMf CONNECTED WITH
. SUCH A PROGRAM INCLUDE: (I) PROGRAM
ORGANIZATION AND ESTABLISHMENT, (2)
.PROGRAM GUIDELINES. (3) LAW, RULES.,

-y AND REGULATIONS FOR EMPLOYMENT, (4)
V ADMINISTRATION AND SUPERVISION, (5)

FINANCING THE PROGRAM, AND (6)
INFORMATION'CONCERNING

PROCED S AND SAMPLE FORMS IS
APPENDED. (Gill)

VT 014 262
IMPROVING CLERICAL OFFICE SKILLS. A
SUGGESTED ADULT bUSINESS EDUCATION
COURSE.

NEW YORK STATE EDUCATION DEPT.,
ALBANY. bUREAU OF CONTINUING
EDUCATION CURRICULUM DEVELOPM
MF AVAILABLE IN VTERIC SET.
PUBLICATIONS DISTRIBUTION UNIT, THE
STATE EDUCATION DEPARTMEN1, ALBANY,
NEW YORK 12224
PUB DATE

DESCRIPTORS *ADULT EDUCATION;
*OFFICE OCCUPATIONS EDUCA1ION;
*CLERICAL WORKERS; *BuslAgss
EDUCATION; INSTRUCTIONAL MATERIALSi
RESOURCE MATFRIALS;. *TEACHING
GUIDES; EDUCATIONAL OBJECTIVES;.
TEACHING TECHNIQUES; COURSE CONTENT

ABSTRACT PREPARED WITH THE
ASSISTANCE OF AN ADVISORY
COMMITTEE, THIS TEACHING GUIDE WAS
DEVELOPED FOR USE IN AN ADULT
CLERICAL EDULATION PROGRAM.
ARRANGED IN OUTLINE FORMAI, THE 10
LESSONS TREAT SUCH TOPICS AS: (I/
GRAMMAR AND LANGUAGE SKILLS, (2)
SPELLING, (3) VOCABULARY
IMPROVEMENT, (4) READING
COMPREHENSION, (5) OFFICE
MATHEMATICS, (6) FILING SKILLS, (7)
TELEPHONEJECHNI(UES, (8) BUSINESS
MACHINES, (9) TECHNIQUES FOR
FINDING EMPLOYMENT, AND (10) HON 10
TAKE A CIVIL SERVICE EXAMINATION.
EACH OF THE 2H003-_LESSONS ALSO
INCLUDE CONTENT OOLINE, CONTENT
DETAILS AND TEACHING TIPS, AND
EDUCATIONAL OBJECTIVES. TYPING IS
RECOMMENDED AS A PREREQUISITE.
(JS)(

VT 014 336
GUIGECINES-=COOPERATIVE 2 7

BUSINESS AND OFFICE'

OCCUPATIONALVOCATIO11AL EDUCATION
AND WORKSTUDY PROGRXMS.

DELAWARE STATE DEPT. OF PUBLIC
INSTRUCTION, DOVER. DIV. OF CAREER
EDUCATION.
MF AVAILABLE IN.VTERIC SET.
COVEP-1
PUB DATE 15SEP70 12311.

DESCRIPTORS*VOCATIONAL
EDUCATION1 *COOPERATIVE EDUCATION;
*PROGRAM DEVELOPMENT; *GUIDELINES;
PROGRAM IMPROVEMENT; *WORK STUDY
PROGRAMS; PROGRAM ADMINISTRATION;
CHILD LABOR ,LAWS: RESOlait
MATERIALS; SCHOOL INDUS1WY
RELAIMNSHIP; VOCATION00 COUNSELING

ABSTRACT IN kN EFFORT TO ,

ENCOURAGE THE DEVELOPMENT OF
ADDITIONAL COOPERATIVE EDUCATION
AND WORKSTUUY PROGRAMS, THESE
GUIDELINES WERE PREPARED FOR USE BY
ADMINISTRATORS, COORDINATORS,
COUNSELORS, AND TEACHERS.
INFORMATION CONCERNING COOPERATIVE
EDUCATION PROGRAMS COVER TOPICS
SUCH AS: (1) WHERE COOPERATIVE
EDUCATION PROGRAMS MAY BE USED..(2)
EMPLOYER BENEFITS, (3)_INDUSTRY0S
ROLE, (4) STUDENT TRANSPORTATION.
AND (5) CHILD LABOR LAWS.
INFORMATION PROVIDED ON WORKSTUDY
PRoGRAMS INCLUDES; (1) TYPE OF WORK
STUDENT MAY PERFORM, (2) STUDENT

4PARTICIPATION, (3) LIMITATIONS
HOURS AND COMPENSATION, AND (4)
SUPERVISION AND COORDINATION. THE
APPENDIX PROVIDES RESOURCE
MATERIALS SUCH AS FORMS FOR
TRAINING AGREEMENTS, EMPLOYER
FOLLOWUP, AND EMPLOYER AND STUDENT
REPORTS. A GUIDE TO CHILD LABOR
PROVISIONS OF IHE FAIR LABOR
STANDARDS ACT IS BOUND WITHIN THE
DOCUMENT. (JS)(

VT 014 345
JAMESON, ANNE H.
SUGGESTIONS FOR A PLAN OP ROTATION
FOR OFFICE PRACTICE. TEACHERS°
MANUAL.

SOUTH CARCILINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE
OCCUPATIONS SECTION.;CtEMSON UNIV.,
S.C. VOCATIONAL EDUCATION MEDIA
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'CrfiTE R.
MF AVAILABLE/ IN VT-ERIC SiLT. ,

.410VOCATIONAL EDUCATION MEDIA tENTER,
CLEMSON UNIVERSITY, CLEMSON, SOUTH
CAROLINA ($1.00)
PUB DATE - 71 45P.

DESCRIPTORS - *BUSINESS EDUCATION;
*OFFICE PRACTICE; *OFFICE
OCCUPATIONS EDUCATION; *MANUALS;
SECONDARY EDUCATION; AREA
VOCATIONAL SCHOOLS; *ROTATION
PLANS; RESOURCE MATERIALS;
EDUCATIONAL PLANNING; EDUCATIONAL
OBJECTIVES

ABSTRACT - DEVELOPED BY A HIGH
SCHOOL OFUCE PRALTICE TEACHER,
THIS MANURr DESCRIBES A PLAN OF
ROTATING STUDENTS THROUGH A SERIES
OF CLASSROOM EXPERIENCES. USEFUL IN
A VOCATIONAL BUSINESS EDUCATION
PROGRAM, THE MANUAL INCLUDES
SECTIONS ON: (1) GENERAL OBJECTI1FS
FOR'THE ROTATION UNIT OF WORK, (2)
EQUIPMENT, (3) SUPPLIES, (4)
PERSONNEL, (5) SUGGESTIONS FOR THE

PREPARATION OF THE ROTATION CHART,
(6) PROJECT INSTRUCTIONS TO BE
tvIVEN TO STUDENTS, AND (7) DP1IONAL
EXERCISES FOR FOLLOW-UP. IJSki

VT 014 349
NUWSOME, HAROLD J., AND OTHERS
FILING--THE KEY TO BETTER
ORGANIZATION FOR TEACHING MARKETING
AND DISTRIBUTION.

SOUTH CAROLINA STAIE DEPT. OF
EDUCATION, COLUMBIA. DISTRIBUTIVE
EDUCATION SECTION.;CLEMSON UNIV.,
S.C. VOCATIONAL EDUCATION MEDIA
CENTER.
MF AVAILABtE IN VT-ERIC SCT.
VOCATIONAL iDUCATION MEDIA CENTER,
C..EMSON UNIVERSITY, CLEMSON, SOUTH
CAROLINA 29631 ($5.00)
PUB DATE - 70 70P.

DEsc TuoRs - *DIST IBUTIVE
41,tECM JON; RESOURCE TERIALS;

*FIL ,G; INFORMATION S TEMS;
qt*INFORMATION STORAGE; *INFORMATION
RETRIEVAL; *ORGANIZATION; INDEXING

i.

ABSTRACT - USEFUL IN ORGANIZING AND
RETRIEVING TEACHER MATERIALS, THIS
.PACKAGE PROVIDES INFORMATION ON A

2 8,

DISTRIBUTIVE EDuCATION (DE) FILE
INDEX. THE INDEX IS BASED ON A
NUMERICAL SYSTEM OF 1000 AND
INCLUDES 16 MAJOR SECTIONS AMONG
WHICH ARE: (1) 000 ADMINISTRATION,
(2) 160 DECA, (3) 200 RECORDS AND
ORIENTATION, (4) 300 SALESMANSHIP,
(5) 700 MERCHANDISING, (6) 750
PRODUCT INFORMATION. MID (7) 850
LOCATION AND LAYOUT. ALSO INCLUDED
'ARE INSTRUCTIONS FOR USING THE'
.INDEX AND SHEETS OF FILE FOLDER
LABELS. /JS)I

VT 014 362
EVANSd BENNIE N., COMP.
ALMOST THREE DOZEN BULLETIN BOARD
IDEAS FOR BUSINESS EDUCATION.

MISSISSIPPI RESEARCH COORDINATING
UNIT FOR VOCATIONAL-TECHNICAL
EDUCATION, STATE
COLLEGE.OISSISSIPPI STATE DEPT. OF
EDUCATION, JACKSON. DIV. OF
VOCATIONAL AND TECHNICAL EDUCAT
mF AVAILABLE IN VT-ERIC SET.
PUB DATE - 71 39P.

DESCRIPTORS - *BUSINESS EDUCATION;
*RESOURCE MATERIALS; INSTRUCTIONAL
MATERIALS; *BULLETIN BOARDS;
*MANUALS; *OFFICE OCCUPATIONS
EDUCATIONe'TYPEwRITING;
STENOGRAPHY; DATA PROCESSING;
BOOKKEEPING; TEACHER EDUCATION

ABSTRACT DEVELOPED BY PROSPECTIVE
BUSINESS EDUCATION TEACHERS, THIS
DOCUMENT PRESENTS BULLETIN BOARD
IDEAS FOR USE IN: 111 TYPEWRITING,
(2) SHORTHAND, (3) BOOKKEEpING, (4)
FILING, (5) DATA PROCESSING,*(6)
STUDENT TEACHING, AND (7) RELATED
COURSES.. EACH BULLETIN BOARD IDEA
IS PRESENTED GRAPHICALLY AND
INCLUDES A STATEMENT OF PURPOSE AND
ALIST OF MATERIALS NEEDED'FOR
CONSTRUCTION. (JS)I

VT 014 390
JARRELL, DAISY Rog comp,.
START GETTING THAT JOB NOW;.A-
VOCATIONAL.GUIDANCE HANDBOOK,
APPENDIX Z TO ANNUAL INTERIM
REPORT.

MEMPHIS CITY SCHOOL SYSTEM,
TENN.;MEMPHIS COMMUNITY LEARNING
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LAB., TENN.
OFFICE-OF-EDUCATIONADHEw).-
WASHINGTON, D.C..
MF AVAILABLE IN VT-ERIC SET..
PUB DATE - ND 31P.

DESCRIPTORS - *VOCATIONAL
COUNSELING; *OCCUPATIONAL

,- INFORMATION; *MANUALS; RESOURCE
MATERIALS; *OCCUPATIONAL GUIDANCE;
EMPLOYMENT INTERVIEWS; EMPLOY.MENT
QUALIFICATIONS; *JOB APPLICATION

AbSTRACT - BASE& ON INFORMATION
cTAKEN FRnm THE HYOu AND YOUk JOB
SERIES*, THIS C,UIDANCE HANDBOOK wAS
PREPARED TO ASSIST STuDENTS IN
UNDERSTANDING THE EMPLOYMENT
PROCESS AND THE ROLE OF AN
EMPLOYEE. THE HANDBOOK IS WRITTEN
IN CLEAR, CONCISE LANGUAGE.AND
COVERS TOPICS SUCH AS: (1) SOME
INFORMATION ON JOB FIELDS AND THEIR
FUTURE, (2) LEARNING JOB SKILLS,
(3) How YOU SHOULD LOOK, (4)
GETTING THERE, (5) WORDS AND
'PHRASES TO KNOW, (6) SAMP,LE
APPLICATION BLANK, (7) TH,E
INTERVIEW, (B) GETTING ACoNG wITH
THE BOSS, (9) UNIONS AND7,=.YOU, AND
(10) YOU AND YOURSELF. DEVELOPED AS
APPENDIX 2. To AN ANNUAL INTERIM
REPORT, THE HANDBOOK ALSO INCLUDES
A SAMPLE APPLICATION BLANK: RELATED
DOCUMENTS ARE AVAILABLE AS VT 014
391 AND vT 014 392 (ALSO IN THIS
ISSUE), AND VT 014 388 AND VT 014
389 (IN ARm vOL. 51 NO. 3). (JS)1

vT 014 392
THE GENERAL COOP CURRICULUM FOR
JUNIOR AND SENIOR HIGH SCHOOLS.
COURSE OF STUDY OF GENERAL
COOPERATIVE EDUCATION. APPENDIX Y
TO ANNuALAINTERIm REPORT.

MEMPHIS CITY SCHOOL SYSTEM, TENN.
DIV. OF VOCATIONAL EDUCATION.
OFFICE OF EDUCATION (DHEw),
WASHINGTON, D.C.
mF AVAILABLE IN VT:-ERIC SET.
OEC-0-70-5181-
Pub DATE - JAN71 211P.

DESCRIPTORS - *COOPERATIVE,
EDUCATION; *OCCUPATIONAL
INFORMATION; CAREER_PLANNING;
JUNIOR HIGH SCHOOLS; SENIOR HIGH

29

SCHOOLS; SECONDARY EDUCATION;
4CURRICULMM-GUIDES; TEACHER RAW;
RESOURCE MATERIALS; EDUCATIONAL
.OBJECTIVES; *COURSE CONTENT;
TEACHING TECHNIQUES; *OCCUPATIONAL
GUIDANCE; ECONOMICS; CONSUMER
ECONOmICS

ABSTRACT - DEVELOPED AS PIART OF TFIE
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 TFACHER-COORDINATOR IN
PRESENTING GENE4AL 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 SECURITY, (7) USING YOUR
MONEY WISELY,'AND (8) YOU AND YOUR
CAREER. ALSO INCLUDED ARE GENERAL
OBJECTIVES, REFERENCES, A COURSE
OUTLINE, AND A MESSAGE TO THE
STuDENT. THE APPENDIX INCLUDES A
LESSON fpLAN FORM AND A STUDENT
EVALUATION FORM. THIS COLOR-CODED
GUIDE WAS FIELD TESTED DURING THE
SECONC SEMESTER OE,.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 (IWARM VOL. 5
NO. 3). (J$).1-

VT 014 415 ED 058 417
JOHNSON, RONALD D.
PLANNING THE IMPLEMENTATION OF A
BUSINESS EDUCATION LEARNING SYSTEM..
PROGRAMMED INSTRUCTIONAL MATERIALS
AVAILABLE FOR POSSIBLE USE IN 61Et
BUSINESS EDUCATION LEARNING SYSTEM.
A SUPPLEMENT To THE FINAL"REPORT.

TEXAS 'TECH UNIV., LUBBOCK. DEPT. OF
BUSINESS EDUCATION.
TEXAS EDUCATION AGENCY, AUSTIN.
DIV. OF OCCUPATIONAL RESEARCH AND'
DEVELOPMENT
EDRS PRICE MF-$0.65 HC-$3.29.
PUB DATE,- 0.71 37F.

DESCRIPTORS - *BUSINESS EDUCATION;
INSTRUCTIONAL MATERIALS:-
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_INSTRUCTIONAL MEDIA; *EDUCATIONAL
EQUIPMENT; *PROGRAMED MATiRIACS;
410tNSTRUCTIONAL FILMS; *RESOURCE
UIDES; *BIBLIOGRAPHIES;

EDUCATIONAL RESOURCES; LEARNING
LABORATORIES; POST SECONDARY
EDUCATION; SECONDARY EDUCATION
IDENTIFIERS *BUSINESS EDUCATION
LEARNING SYSTEM; BILS

ABSTRACT THIS INVENTORY OF
'PROGRAMED INSTRUCTIONAL MATERIALS
USEFUL IN BUSINESS EDUCATION
SETTINGS wAS DEVELOPED SPECIFICALLY
FUR THE BUSINESS EDUCATION LEARNING
SYSTEM (BUS), AND IS DIVIDED INTO
SECTIONS ON: (1) SOFTWARE. (2)
SOFTWARE WITH ACCOMPANYING

47ANARDWARE. AND (3) HARDWARE. ITEMS
lipol THE SOFTWARE INVENTORY ARE

AkRANGEn BY Est4INESS SUBJECT AREAS
AND INCLUDE TAPES AND. PROGRAMED
TEXTBOOKS. THE SECOND SECTION
INCLUDES INSTRUCTIONAL MEDIA SUCH
AS A 30LESSON. FILMSTRIP SERIES ON
ENGLISHCOMMUNICATION SKILLS WHICH
IS ACCOMPANIED BY.A TT-33 PROGRAMED

AMPROJECTOR, LISTED IN THE HARDWARE
WSECTION ARE SUCH ITEMS AS A: (1)

PACERECORDER AND PACER, (2)
CASSETTE PLAYER, (3) CASSETTE
LISTENING CENTER, (4) PORTA
CARREL, (5) AUDIOTUTORIAL EARNING
GINTER, AND 461,CUSTOM ELECTRONIC
CLASS,R(JOM. PRICE AND AVAILABILITY
INFOKMATION ARE PROVIDED FOR EACH
ITEM.IN THE INVENTORY. A RELATED ,

DOCUMENT IS'AVAILABLE AS VT 014 414
(ARM VOL. 5, NO. 3). (jS)

VT 014 485
VOCATIONAL EDUCATION.

,

MARSHALL COMMUNITY UNIT SCHWLS,
ILL.
MF AVAILABLE IN VT-ERIC SET.
.PUB DATE - 70 56P.1969-1970
REVISION.

DOCRIPTORS - VOCATIONAL EDUCATION;
*BUSINESSTDUCATION; *AGRICULTURAL

-fDUCATION; *INDUSTRIAL ARTS; *HOME
lo:CONOMICS; INSTRUCTIONALMATERIALS:
DUCATIONAL OBJECTIVES; *CURRICULUM

GUIDES; COURSE OBJECTIVES; COURSE
CONTENT
IDENTIFIERS *DIVERSIFIED
OCCUPATIONS

ABSTRACT PREPARED FOR THE
COMMUNITY UNIT SCHOOLS, THIS
DOCUMENT CONTAINS OUTLINES FOR
\BUSINESS EDUCATION, HOME ECONOMICS',
INDUSTRIAL ARTS, DIVERSIFIED
OCCUPATIONS, AND AGRICULTURAL
EDUCATION COURSES. UNDER BUSINESS
EDUCATION, SPECIFIC OBJECTIVE& AR
STATED FOR: (1) OFFICE OCCUPATIO
.(2) SHORTHAND I ANDAI,.13)
DISTRIBUTIVE EDUCATION, (4)
OCCUPATIONS, (5) BOOKKEEPING, ( (p)

CONSUMER PROBLEMS, (7) TYPING I AND
II, (8) BUSINESS MACHINES, (9)
OFFICE PRACTICE, (10) GENERAL .

BUSINESS, (11) JUNIOR HIGH TYPING,
AND (12) CLERICAL RECORD KEEPING.
FOR HOME ECONOMICS, A COURSE
DESCRIPTION, METHOD.OF EVALUATION,
GENERAL OBJECTIVES, AND COURSE
OUTLINE ARE GIVEN FOR COURS'ES
OFFERED IN GRADES 7 THROUGH 12.
INDUSTRIAL ARTS COURSES OUTLINED
INCLUDE: (1) GENERAL WOODS I. (2)
POWER MECHANICS. AND (3) CABINET
MAKING..LISTS OF POSSIBLE
OCCUPATIONS AND, SUGGESTED RELATED
MATERIAL ARE PROVIDED.FOR THE
DIVERSIFIED OCCUPATIONS COURSE. THE
AGRICULTURE CURRICULUM OUTLINE
INCLUDES: (1) MICHANICAL DRAWING,
(2) ARCHITECTURAL DRAWING, (3)
ELECTRICITYELECTRONICS' (4)
AGRICULTURE OCCUPATIONS I THROUGH
IV, AND (5) AN ADULT PROGRAM ;N
AGRICULTURE. (GEB)1

.

VT 014 496
BUSINESS EDUCATION CURRICULUM
GUIDE.

KOKOMOCENTER TOWNSHIP CONSOLIDATED
SCHOOL CORP., IND. DEPT. OF
BUSINESS AND OFFICE EDUCATION.
RE AVAILABLE. IN VT7ERIC SET.'
KOKOMOCENTER TOWNSHIP
CONSOLIDATED. SCHOOL CORPORATION,
ADMINISTRATION -BLDG., 100 WEST
LINCOLN ROAD, KOKAMMO, INDIANA 46901
($1.00)
PUB DATE -.

DESCRIPTORS - *BUSINESS EDUCATION;
*COURSE CONTENT; COURSE
ORGANIZATION; *CURRICULUM GUIDES;
PROGRAM DESCRIPTIONS; *OFFICE
.00CUPATIONS EDUCATION; COOPERATIVE

3.

ND , 1I2P
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EUUCATION;. DISTRIBUTIVE EDUCATION;
SECONDARYEDUCATION;-EDUCATIONAI
OBJECTIWS4 COURSE OBJECTIVES7%
TYPEN,RITING; ACCOUNTING; Ci

STENQGRAPHYOUSINESS ENGLISH:.
RE$OURqf UtOTS,

?*,

ABSiRACi 7/THIS DOCUMENT OUTLINES
THE COURSES WHICH REPRESENT THE
BUSINESS EDUCATION CURRICULUM AT
KOKOMO,HIGH SCHOOL. IN ADDITION.TO
OUTLINING SU4JECT MAT1ER4 THE GUIDE
,IDENTIFIES OXTBOOKS USED.COURSE
OBJECTIVESCOURSE CREDIT,
PREREQUISIIES.-COURSE REQUIREMENTS
AND REFERENd .MATERIALS. COURSES
OUTLINED INCLUDE: (1) BOOKKEEPING
I, III III, IV, (2) BUSINESS
ARITHMETIC, (3) BUSINESS ENGLISH,
(4) CLERICAL PRACTICE I AND II, 151
GENERAL BUSINESS I MID II, (6)
SHORTHAND 171 TYPING
II,- III, IV, AND 18) INTRODUCTION
To DATA PROCESSING. CURRICULUMS ARE
ALSO SUGGESTED FOR THE STENOGRAPHIC
SlUDENT, THE CLERICAL STUDENT, THE
BOOKKEEPING STUDENT, AND THE
DISTRIBUTIVE EDUCATION STUDENT.
(JS)I

VT 014.503
PREREQUISITES AND BEHAVIORAL
OBJECTIVES FOR COURSES TAUGHT AT
GARFIELD HIGH SCHOOL.

GARFIELD HIGH SCHOOL.
MF AVAILABLE IN VT-ERIC SET.
PUB UATE - NU 416P..

DESCRIPTORS - *CURRICULUM GUIDES;
*BEHAVIORAL OBJECTIVES; SECONDARY
GRADES; *GRADUATION REQUIREMENTS;
*ACADEMIC STANDARDS; LANGUAGE ARTS;
LANGUAGES; MUSIC; ART; BUSINESS
EDUCATION; MATHEMATICS; HpmE
ECONOMICS EDUCATION; INDUSTRIAL
ARTS; SCIENCES; CAREER.
OPPOKTUNITIES;* SOCIAL STUDIES;
PHYSICAL EDUCATION; *COURSE
OFSCRIPTIONS
IDENTIFIERS - GARFIELD HIGH scHoot.

ABSTRACT - THE MAIN OBJECTIVES OF

EDUCATIONAL PROGRAM ARE TO PREPARFc,
THE GRADUATE FOR EFFECTIVE
CITIZENSHIP TI:iROUGH GENERAt.,'
EVOCATION ANO TO PROV4DE kfti WITH A
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SALEABLE sKru AND/UR THOSE
PERFORMANCE OBJECTIVES NECESSARY-
FOR COLLEGE,ENTRANCE AND SUCCESS.
THIS MANUAL PRESENTS THE
PREREQUISITES AND BtHAVIORAL
OBJECTIVES' FOR EACH COURSE TAUGAT
AT GARFIELD HIGH. COURSES OUTLINES
AkE: 111 LANGUAGE ARTS, INCLUDING
DRAMA, MINORITIES LITERATURE,
NEWSWRITING, DEBATE, HUMANITIES,
AND WRITING LAB, -(2) FOREIGN
LANGUAGES. (3) MUSIC, INCLUDING
AFRICAN-AMERICAN AND INSTRUMENTAL'
'MUSIC. (4) ART. INCLUDING FASHIOW
ILLUSTRATION. TEXTILES. ,

PHOTOGRAI:TY, CERAMICS AND JEWELRY,'
(5)---6-6tINESS EDUCATION, INCLUDING
BUSINESS ARITHMETIC AND.ENGLISH.'
ACCOUNTING. TYPING, OFFICE
PRACTICE, BUSINESS LAW, SHORTHAND*
AND RETAILING, (6) HOME AND POLL
LIVING, INCLUDING MEAL AND CLOT*
MANAGEMENT, HOME FURNISHING,. HUM'
DEVELOPMENT AND CONSUMER ECONDMICA,
(7) MATHEMATICS; ALL AREAS, (B)
INDUSTRIAL ARTS. INCLUDING 4.

wOODWORKING, ELECTRICITY. TECHNICAL
DRAWING, AND AUTOMOTIVE
APPLICATION, 191 SCIENCE, INCLUDING110-
BIOLOGY, CHEMISTRY, AND PHYSICS,
1101 CAREER OPPORTUNITIES PROGRAM,
INCLUDING COSMETOLOGY, DRY
CLEANING, AND HEALTH OCCUPATIONS,
(11) SOCIAL STUDIES, AND (12)
PHYSfCAL EDUCATION.,ADDITIONAL
PERTINENT INFORMATION SUCH AS
COURSE PROCEDURES, UNITSi TASKS,
AND MATERIALS ARE APPENDED.,(AW)

VT 014 522
INSTRUClIONAL MATERIALS VOCATIONAL-
RELATED MATH. COORDINATED
VOCATIONAL EDUCATION TRAINING,
PRELIMINARY DRAFT.

OKLAHOMA STATE DEPT. OF VOCATIONAL
AND TECHNICAL EDUCATION.
,STILLWATER. CURRICULUM AND
INSTRUCTIONAL MATERIALS CENTER.
OFFICE OF EDUCATIONADHEW),
WASH/NGTON,
MF AVAILABLE IN VT-ERIC SET.
PUB DATE JUL71 352P.PREPARED
AT-THE-IRA INING. INS T f OR_T EACHfRf 410
OF THE HANDICAPPED (DURANT, OKLA.,
JULY 5-16, 19711.,

DESCRIPTORS - MATHEMATICS
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MATERIALS; *MATHEMATICAL CONCEPTS;
-*VOCATIONAL EDUCATION;
*INSTRUCTIONAL MATERIAL;
*WORKBOOKS; STUDY GUIDES; TEACHING
GUIDES; *EDUCATIONAL OBJECTIVE'S;
TEXTBOOK ASSIGNMENTS;
INDIVIDUALIZED INSTkUCTION; TESTS;
ANSWER KEYS; HANDICAPPED STUDENTS

ABSTRACT - PREPARED DURING A
TRAINING INSTITUTE FOR TEACHERS OF
THL HANDICAPPID, THIS WORKBOOK WAS
DESIGNED FOR STUDENTS AND
INSTRUCTORS OF VOCATIONAL MATH
COURSES. LONTENTS INCLUDE 22 UNITS
UNDER THE TOPICS: (I) WHOLE NUMBER
CONCEPTS, (2) FRACTION CONCPPTS,
(3) DECIMAL CONCEPTS. AND (4)
SPECIAL CONCEPTS. EACH UNIT,
CONTAINS STATED TERMINAL
OBJECTIVES, SPECIFIC OBJECTIVES,
SUGGESTED ACTIVITIES, INSTRUC
MATERIAL, INFORMATION SHEETS,
ASSIGNMENT SHEETS, ANSWERS TO
ASSIGNMENT SHEETS, TESTS, AND
ANSWERS 10 THE TESTS. LISTS OF MATH
SKILL LEVELS, BASIC MATHEMATICS

"'CONCEPTS. SUGGESTED REFERENCES FOR
MATH SKILL, AND OBJECTIVEc FOR
OTHER UNITS ARE APPENDED. (GEB)I

VT 014 525
KEITCH, LA VONNE
CLERICAL.OFFICE PRACTICF--BUSINESS
EDUCATION.

BELOIT PUBLIC SCHOOLS, WIS..
MF AVAILABLE IN VT-ERIC SET.
BELOIT PUBLIC SCHOOLS 220 W. GRAND
AVE. BELOIT, eirstoNsIN 53511
($1.50)
PUB QATEr - AUG70 31P.

DESCRIPTORS - *CURRICULUM GUIDES;
*OFFICE OCCUPATIONS EDUCATION;
*OFFICE PRACTICE; OFFICE
OCCUPATIONS; ,BUSINESS EDUCATION;
CLERICAL OCCUPATIONS; BUSINESS
SUBJECTS.; GRADE 12; *OFFICE
MACHINES; BUSINESS SKILLS

AUSTRACT - THIS GUIDE IS_INTENDED
AMPRIMARILY TO AID TWELFTH GRADE
WSTUDENTS IN DEVELOPING THE POSITIVE

CHAAACTER TRAITS AND BASIC
VOCATIONAL SKILLS NEEDED FOR ENTRY
'LEVEL OFFICE WORK FOLLOWING HIGH '
SCHOOL, GRADUATION. CONTENT IS

DIVIDED INT() 15 UNITS INCLUDING:
(1) USING-SECRETARIAL EQUIPMENT,
(2) BUSINESS COMMUNICATION SKILLS
AND SERVICES, (3) BUSINESS
DOCUMENTS, (4) RECORD KEEPING, (5)
FItING AND USE OF PRACTICE SETS,
(6) BUSINESS MACHINE ORIENTATION
AND SKILL DEVELOPMENT, (7) TRAVEL'
AND, TRANSPORTATION, AND 48) JOB
FINDING AND SUCCESS. SUGGESTIONS
ARE GIVEN FOR PRESENTING THE
MATERIAL, TIME SCHEDULING, AND'
EVALUATION, FOLLOWED BY LISTINGS OF
REQUIRED 'OH RECOMMENDED CLASSROOM
EQUIPMENT AND INSTRUCTIONAL
MATERIALS, INCLUDING BOOKS,
WORKBOOKS, REFERENCES, AND AUDIO-
VISUAL AIDS. THE SUGGESTED CONTENT
ORGANIZATION IS KFYED TO THE
REQUIRED TEXT, "APPLIED SECRETARIAL
PRACTICE," FIFTH EDITION, AVAILABLE
FROM THE GREGG PUBLISHING CO.,
MCGRAW-HILL BOOK COMPANY, NEW YORK.
(AW)I

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

NORTHWEST REGIONAL EDUCATIONAL
LAB., POR-TLAND, OREG.
OFFICE OF EDUCATION (DHEW),
OSHINGTON, D.C.
EDRS PRICE MF-$0.65 'HC-$3.29.
SUPERINTENDENT OF DOCUMENTS, U.S.
GOVERNMENT PRINTING OFFICE,
WASHINGTON,,D.C. 20402 (STOCK
NUMBER 1780-0840, $1.00)
PUB .DATE - AUG71 88P.

DESCRIPT S = *ANNbTATED
.21BIBLIOGR PHIES; *OFFICE OCCUPATIONS

EDUCATION; *INSTRUCTIONAL . -

MATERIALS; *RESOURCE MATERIALS;
EDUCATIONAL RESOURCES; VOCATIONAL
EDUCATION; CAREER EDUCATION;
OCCUPATIONAL GUIDANCE; HANDICAPPED
STUDENTS; VOCATIONAL COUNSELING; .

DISADVANTAGED GROUPS; TEACHER
EDUCATION; OFFICE OCCUPATIONS;
*FEDERAL GOVERNMENT; BUSINESS
EDUCATION
IDENTIFIERS --*FEDERAL AGENCIES

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

3 )
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ElUCATION WHICH wERF PRODUCED BY
FLDERAL AGENCIES AND ARE
APPROPRIATE FOR THESE SUBJECT
MATTERAREAS: (1) ACCOUNTING AND
COMPUTING, (2) DATA PROCESSING, (3)
FILING, OFFICE MACHINES, AND
GENERAL OFFICE, (4) INFORMATION
COMMUNICATION, (5) MATERIALS,
SUPPORT, 14) PERSONNEL, TRArNING,
AND RELATED OCCUPATIONS, (7)
STENOGRAPHIC,' SECRETARIAL, AND
RELATED 0C6PATIONS, (B)
SUPERVISION AND ADMINISTRATIVE
MANAGEMENT, AND (9) TYPING W4D
RELATED OCCUPATIONS. WHERE
POSSIBLE, TFIESE SUBJECT MATTER
AREAS ARE FURTHER SUBDIVIDED INTO
SPECIFIC OCCUPATIONAL AReAS. IN
AUDITION TO IKE OFFICE OCCUPATIONS
AREA, INSTRUOIONAL MATERIALS WHICH
MAY HAVE GENERAL APPLICATION TO ANY
VJOCATrONAL AREA ARE CLASSIFIED INTO

THESE CATEGORIES: (1) BASIC
EDUCATION, (2) GUIDANCE AND
COUNSELING, (3) TEACHER EDUCATION.
AND (4) DISADVANTAGED/HANDICAPPED:
INTERNAL AND EXTERNAL. ENTRIES ARE
ARRANGED BY TITLE AND INCLUDE DATE
OF PUBLICATION, NUMBER OF PAGES,
AUTHOR OR CORPORATE AUTHOR, BRIEF
ANNOTATION, SPECIAL ASPECTS,
DOCUMENT CONTENTS, RELEVANT
INSTRUCTIONAL AREAS, AND DOCUMENT
SOURCE. AN INTRODUCTORY SECTION
EXPLAINS THE LOVING SYSTEM,
LOCATING AND ORDERING MATERIALS,
AND INTERPRETING CITATIONS. RELATED
DOCUMENTS ARE AVAILABLE IN THIS
ISSUE AS VT 014 542-VT 014 548.
(SB)

VT 014 559
TELEPHONE CAREERS. GUIDED
OLCUPATIONAL'ORIENTATION.

SYRACUSE CITY. SCHOOL DISTRICT, N.Y.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - NU \ 26P.

DESCRIPTORS *CAREER EDUCATION;
*UCCUPATIONALI INFORMAT/ON;
*y0CATIONAL GUIDANCE; PRETESTS;
POST TESTING; GLOSSARIES;
BIBLIOGRAWIESI-J-NSIRUCTIONAL
KATERIALS; TEACHING GUIDES;
WORKBOOKS; ELEMENTARY GRADES;
LEARNING ACTIVITIES; *TELEPHONE
COMMUNICATIONS INDUS/RY 33
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ABSTRACT - DEVELOPED BY THE CAREER-
CENTER FOR OCCUPATIONAL
ORIENTATION, THESE MATERIALS ARE
DESIGNED FOR STUDENT AND TEACHER
USE IN LEARNING ABOUT SPECIFIC
OCCUPATIONS. THIS DOCUMENT IS
CONCERNED WITH TELEPHONE CAREERS..'7.

TOPICS INCLUDE: (1) NATURE OF WORK.
(2) REQUIREMENTS O. THE JOB. (3) '

CONDITIONS OF WORK. AND (4)
ADVANTAGES OF THE JOB. LEARNING
ACTIVITIES AND ENRICHMENT PROJECTS
ARE INCLUDED FOR SIX ASSIGNMENTS. A
PRETEST AND POSTTEST, A
BIBLIOGRAPHY, STANDARVINTERVIEW
SHEET, AND A GLOSSARY ARE INCLUDED.
THE DOCUMENT IS ILLUSTRATED WITH
LINE SKETCHES. (GEB)I

VT 014 570
TYPEWRITING r AND 2. COURSE OF
STUDY.

PITTSBURGH BOARD OF PUBLIC-
tDUCATION, PA. DIV.- OF CURRICULUM
AND INSTRUCTION.
PENNSYLVANIA STATE DEPT.. OF
EDUCATION, 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 - SEP70 105P.

DESCRIPTORS-- *TEACHING GUIDES;
CURRICULUM GUIDES; *BUSINESS
SKILLS; *TYPEWRITING; SECONDARY
GRADES; *TYPISTS; OFFICE MACHINES;
OFFICEOCCUPATIONS EDUCATION;
*BUSINESS SUBJECTS

ABSTRACT - PART OF THE CURRICULUM -
DEVELOPMENT PROGRAM BEING (0)

INSTITUTED BY THE PROFESSIONAL
STAFF OF THE PITTSBURGH PUBLIC
SCHOOLS, 4HIS GUIDE IS DESIGNED TO
AID TEACHERS IN PLANNING AND
PRESENTING A 2-YEAR HIGH SCHOOL
TYPEWRITING-COURSE. ARRANGED-IN A
BEHAVIORAL FORMAT, THE GUIDE
INCLUDES 15 INSTRUCTIONAL UNITS,
WITH EACH UNIT BROKEN DOWN-INTO-ONE .

'OR MORE SPECIFIC.OBJECTIVES TO BE
ACHIEVED. FOR EACH OBjECTIVE, kN
OUTLINE PROVIDES THE'DEVELOPING
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X.ORE OF CONTENT MATTER TO BE
ADAPTED, STUDENT.LEARNING

_ AND_1EVALUATING
"'PROCEDURES. UNITS INCLUDE: (1)

MACHINE PARTS, (2) KEYBOARD
MASTERY, (3) COMPOSING AT.THE ,

TYPEWRITER, (4) CARE OF TYPEWRiTtR,
(5) DEVELOPMENT OF RELATED SKILLS,
(6) CENTERING. TABULATING,
PROOFREADING, AND CORRECTIONS, 17)
CARBON COPIES. (8) ROUGH DRAFTS.
(9)' PREPARING STENCILS AND SPIRIT
MASTERS AND DUPLICATING,. AND (10)
PERSONAL DATA SHEET AND EMPLOYMENT
APPLICATION. APPENDIXES INCLUDE
SUGGESTED GRADING SCALES, SPEED
TESTS, TYPEWRITER REPAIR CHART,
.TEACHING AIDS, AUDIOVISUAL AIDS.
"AND ORDERING INFORMATION. A
BIBLIOGRAPHY IS ALSO PROVIDED. A
RELATED DOCUMENT IS AVAILABLE AS VT
014 571 (AIM VOL. 5, NO. 3). lAW)

VT 014 571
CLERICAL OFFICE PRACTICE. COURSE OF
STUDY.

PITTSBURGH BOARD OF PUBLIC
"'EDUCATION, PA'. DIV. OF CURRICULUM
AND INSTRUCTION.
PENNSYLVANIA STATE DEPT. OF
EDUCATION, HARRISBURG. DIV. OF
VOCATIONAL EDUCATION.
ME AVAILABLE IN VT-ERIC SET.
PITTSBURGH BOARD OF PUBLIC.
'EDUCATION, 341 SOUTH BELLEFIELD
STREET. PITTSBUk(GH, pENNSYLVANIA
15210
PUB DATE - UP69 171P.

DESCRIPTORS *CURRICULUM GUIDES;
BUSIA4SS EDUCATION; *OFFICE
OCCUPATIONS; *CLERICAL OCCUPATIONS;
*OFFICE OCCUPATIONS EDUCATION;
*OFFICE PRACTICE; STENOGRAPHERS;
TYPISTS; MEDICAL ASSISTANTS;
SECONDARY GRADES
IDENTIFIERS - DUPLICATION
SPECIALISTS

ABSTRACT - THIS URRICULUM GUIDE
PRESENTS A 1-YEAR PROGRAM DESIGNED
TO PROVIDE JOB ORIENTAT'ION AND

digNTRY LEVEL.BUSINESS SKILLS*FOR
ipHI.GH SCHOOL STUDENTS ENROLLED LN

STENOGRAPHIC, CLERK-TYNIST,
DUPLICATION SPECIALIST, AND HEALTH
OCCUPATIONS PROGRAMS. USING A

3 4
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BEHAVIORAL FORMAT,QE CONTENT IS

,

ORGANIZED IN OUTLINE,FOIM,
INCLUDING BASIC CONPEPTS TO BE
DEVELOPED. STUDENT tEARNING
ACTIVITIES, ANO EVALOATIN
PROCEDORES FOR UNITS ON: ( ) JOB

fil

ORIENTATION, (2) RECEPTIO ST, (3)
TELEPHONE. (4) MAIL. (5) WRITTEN

.

COMMUNICATION. (6) DUPL CATION. (7)
MACHINE ROTATION. (8) r LING, AND t

(9) RECORD KEEPING IN THE MEDICAL
OFFICE. A SCOPE'AND SEQ*NCE.CHART,.
SUGGESTIONS FOR TEACHINGi BASIC
COURSE OBJECTIVES, SUPPAMENTARY
AUDIO VISUAL AIDg:, AND A

.

BIBLIOGRAPHY ARE ALSO PR VIDED.
APPENDIXES INCLU4E, A SAMI4E
ROTATION SCHEDULEESSE IAL
QUALITIES'OF A MAL4ABLELETTER,
SAFETY RULES, AND A LIST',RF
PERIODICALS. (AW)il

....1.'!

.P
--t,

VT 014 599
TRAINING AND EDUCATiON P.OGRAMS /N
AUTOMATIC DATA PROCESSINW(ApP),
1971-72. THE ADP MANAGEMJ4T ,

TRAINING CENTER. ' ..'

'.1.1/4 4 4
CIVIL SERVICE.COMMI.SSION, 't
WASHINGTON, D.C. BUREAU 0E7
TRAINING.,
MF AVAILABLE IN VT-ERICT,..
PUB DATE - 71. 30

DESCRIPTORS - *COIASE 0 RIP*IONS;
*PROGRAM DESCRIPTANS; * ATA
PROCESSING; *DATA" PROCESSI G
OCCUPATIONS; PROGRAM. UlbE ;

*ELECTRONIC DATA 14SSI
COMPUTER SCIENCE; .0 UTE SCIENCE
EDUCATION; ADULT VOCATION L
EDUCATION

ABSTRACT - THE AUTOMATIC DATA
PROCESSING (ADP) MANAGEMENT
TRAINING CENTER PROVIOES PROGRAMS
IN CONTINUING EDUCATION FOR
GOVERNMENT EMPLOYEES IN THE FIELD
OF DATA PROCESSING. BRIEF
INFORMATION IS GIVEN ON THE
BACKGROUND OF THE ApP PROGRAMS, THE
SCOPE OF THE PROGRAMS, TRAINING AND
SUPPORT ACTIVITIES, PARTICIPANTS
AND FACULTY, COMPUT'ER SYSTEMS,
ELIGIBILITY, AND TUITION. COURSE
DESCRIPTIONS AND TRAINING SCHEDULES
AND SEQUENCE GUIDES ARE PROVIDED
FOR: (1) ADP.11SER EDUCATION. WHICH
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PkOVIDES INTkODUCTORY COURSES IN
ACP FOR GOVERNMENT EMPLOYEES AT ALL
LEVELS, AND MORE SPECIALIZED
SEMINARS WHICH RFLATE DATA'
PROCESSING CUNCEP1S TO SPLCIFIC
SUBJECT AREA DISCIPLINES, (2)
COMPUTER SPECIALIST TRAINING FOR
INDIVIDUALS DIRECTLY INVOLVFD IN
DATA PROCESSING FUNCTIONS, WHICH
COVERS PROGRAMING, SYSTEMS ANALYSIS
AND DESIGN, AND OTHER SUBJECT AREAS
CONCERNED WITH DEVELOPMENTS IN THE
FIELD, (3) PUBLIC SERVICE CAREERS
TRAINING, WHICH PROVIDES ENTRY-
LEVEL ACP SKILLS FOR CARD PUNCH
OPERATORS, COMPUTER OPERATORS.
COMPUTER (PROGRAMER) TECHNICIANS.
AND TECHNICAL ASSISTANTS/DATA
PROCESSING, AND (4) ADP AUDITOR
TRAINING, WHICH IS A CONCENTRATED
2-WEEK COURSE LOVERING BASIC ADP
TRAINING NEEDS OF GOVERNMENT
AUDITORS. A LIST OF REGIONAL
TRAINING CENTERS AND A MAP OF
REGIONS ARE ALSO INCLUDED. (AW)I

VT 014 600
DAVIS, E.F., JR.
FILMS FOR CLASSROOM TEACHING.

LOUISIANA STATE DEPT. OF EDUCATION..
BATON ROUGE.
MF AVAILABLE IN VT-ERIC SIT.
PUB DATE - 71 71P.

DESCRIPTORS - AUDIOVISUAL AIDSOP
*FILMS; FILM LIBRARIES; *TAPE
RECORDINGS; *INSTRUCTIONAL
MATERIALS; STATE LIBRARIES;'
REGIONALLIBRARIES; *CATALOGUES;
GENERAL EDUCATION; VOCATIONAL
EDUCATION
IDENTIFIERS - *LOUISIANA

ABSTRACT - PREPARED BY A SUPERVISOR
OF AUDIO VISUAL INSTRUCTION, THIS
FILM CATALOG INCLUDES THOSE 16MM
INSTRUCTIONAL FILMS AND TAPES
CONTAINED IN THE LOUISIANA REGIONAL
FILM LIBRARIES. THE TITLES ARE
ARRANGED ALPHABETICALLY.UNDER THE
SUBJECT MATTER AREAS OF,\: (1)

AGRICULTURE. (2) ART. (1) AUDIO
VISUAL, 141 BUSINESS EDUCATION. (5)
COMMUNICATION. (6) ENGLISH AND
LANGUIPE ARTS. (7) ENGINEERING. (8)
FOOD PRESERVATION, (9) GUIDANCE.
(10) HEALTH AND PHYSICAL EDUCATION,
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Illf HOME ECONOMICt, (12)
INDUSTRIAL ARTS, (13) LIBRARY. (14)
MATHEMATICS. (15) MUSIC. 416/ .

SAFETY EDUCATION.,117) SCIENCE.
(18) SOCIAL STUDIES, AND,(19)
TRANSPORTATION. INSTRUCTIONS ON.HOW
TO USE THE.CATALOG. A KEY TO
SYMBOLS AND ABBREVIATIONS, AND
SUGGESTIONS ON USING THE FILMS ARE
INCtUDED. (GEB)I

VT 014 603
ELEMENTARY OCCUPATIONAL INFORMATION
PROGRAM.

ILLINOIS COMMUNITY UNIT SCHOOL
DISTRICT 99 GRANITE CITY.
MF AVAILABLE IN-VT-ERIC SET.
COMMUNITY UNIT SCHOOL DISTRICT #9.
20TH & ADAMS STREET, GRANITE CITY,
ILLINOIS 62040 (#1.50)
PUB DATE - ND 86P.

DESCRIPTORS .:- *CAREER EDUCATION;
*1FACHING GUIDES; *OCCUPATIONAL
INFORMATION; VOCATIONAL EDUCATION;

N.*06CUFATIONS; *ELEMENTARY GRADES;
ELEMENTARY SCHOOL CURRICULUMI°
LEARNING ACTIVITIES
IDENTIFIERS - *OCCUPATIONAL
EXPLORATION; CAREER LATTICE

ABSTRACT - THIS GUIDE CONTAINS
INFORMATION FOR TEACHER USE IN
PL,ANNING OCCUPATIONAL EXPLORATION
EXPERIENCES FOR GRADES 5-6.
ORGANIZED INTO THREE SECTIONS'ON
THE BASIS OF GRADE LEVEL (K-2, 3-49
AND 5-6)9 EACH SECTION CONTAINS
OBJECTIVES, SUGGESTED LEARNING
ACTIVITIES AND RESOURCES WITH
EMPHASIS ON LOCAL RESOURCES, AND A
CAREER LATTICE OF SUGGESTED
OCCUPATIONS IN THESE AREAS: (1)
INDUSTRY, (2) HEALTH, (3) PUBLIC
AND PERSONAL SERVICES. (4) APPLIED
BIOLOGY AND AGRICULTURE, 151
BUSINESS MARKETING AND MANAGEMENT.
AND (6) CONSTRUCTION. THE DOCUMENT
ALSO CONTAINS A LISTING OF
COMMUNITY RESOURCES BY OCCUPATIONAL
AREA, SUGGESTIONS FOR PLANNING
FIELO TRIPS, AN ALPHABETICAL
LISTING OF FIELD TRIPS, AND RELATED
INSTRUCTIONAL MATERIALS. (um

VT 014 605
EMPLOYEE IMPROVEMENT PROGRAM.
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. PERSONALITY DEVELOPMENT,
miNSTRUCTOR'S GUIDE.

4111LORTH CAROLINA STATE BOARD (IF
EDUCATION, RALEIGH. DIV. OF
VOCATIONAL-TECHNICAL PROGRAMS.
MF AVIILABLL IN VT-ERIC SET.
PUB DATE - ND 3E1P,

DESCRIPTORS - *PERSONALITY
DEVELOPMENT; *HUMAN RELATIONS; SELF
ALTUALIZATION; *EMPLOYEE ATTITUDES;
*EUSINESS SUBJECTS; *TEACHING
GUIDES;ANSTRuCTIONAL MATERIALS;
REFERENCE MATERIALS; IMPROVEMENT
PROGRAMS; SELF EVALUATION

AbSTRACT - DEVELOPED BY THE STATE
BOARD OF EDUCATION, THIS IS ONE OF
TEE ELECTIVE 10-HOUR COURSES 111 THE
EMPLOYEE IMPROVEMENT PROGRAM, Atal
IS DESIGNED TO GIVE THE EMPLOYEE
MUTIVATION FOR AND WAYS OF
IMPROVING INDIVIDUAL PERSONALITY.'
CONTENTS INCLUDE SESSION'S ENTITLED:
11) WHAT IS PERSONALITY, (2)
IND1yIDUAL PERSONALITY AND RELATION

3 ATO

OTHERS, (3) EMOTIONS IN RELATION
TO PERSONALITY, (4) CONTROLLING
CTIONS AND ATTITUDES OF OTHERS.
ND (5) SELF AND BUSINESS
MPROVEMENT. THE MATERIAL PROVIDED
OR EACH SESSION INCLUDES

OBJECTIVES OF THE SESSION, SUPPLIES.
NEEDED, CONTENT, AND TEACHING
SUGGESTIONS. A PERSONALITY
INVENTORY, A QUIZ, A LIST OF
PERSONALITY TRAITS WST CUSTOMERS
LIKE AND DISLIKE, AND SUGGESTED
REFERENCE MATERIALS ARE INCLUDED.
1E3E01

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

MOUNT LEBANON SCHOOL DISTRICT,
PITTSBURGH, PA,
MF AVAILABLE IN VT-ERIC SET.
MT. LEBANON SCHOOL DISTRICT, BOWER
HILL ROAD-AT MOFFETT STREET,
PITTSBURGH, PENNSYLVANIA 1,5243

11(41.00)
INIPUB DATE - 70 P.

DESCRIPTORS - *CURRICULUM GUIDES;
*TYPEWRITING; GRADE 9; TYPISTS;
BUSINESS SU8JECTS; OFFICE MACHINES;

2 7

*STUDY GUIDES; *RESOURCE UNITS;
*INDEPENDENT STUDY

ABSTRACT - THIS GUIDE Is DESIGNED
TO AID INSTRUCTORS IN PRESENT/NG A
I-SEMESTER BEGINNING TYPING COURSE
THAT WILL ENABLE NINTH GRADE
STUDENTS TO DEVELOP TYPING SKILLS
FOR PERSONAL USE. CONTENTS CONSIST
OF 15 RESOURCE UNITS SEQUENCED TO
MAXIMIZE STUDENT SELF-DIRECTED
STUDY, INCLUDING: (1) sAsIs 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 LEARNINGS, AND (10) MACHINE
CARE. UNITS CONTAIN SPECIFIC
BtHAVIORAL GOALS FOR THE LEARNER,
.CONTENT OUTLINE, AND SUGGESTED
LEARNING ACTIVITIES. (AW)I

VT 014 642 ED 057 257
ABSTRACTS OF INSTRUCTIONAL
MATERIALS IN VOCATIONAL AND
TECHNICAL EDUCATION AND ABSTRACTS
OF RESEARCH ANO RELATED MATERIALS
IN VOCATIONAL AND TECHNICAL
EDUCATION. ANNUAL INDEX 1970-71.

OHIO STATE UNIV., COLUMBUS. CEATER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
EDRS-PRICF MF-$0.65 HC-$26.32.
CENTER FOR VOCATIONAL AND TECHNICAL
EDUCATION, 1900 KENNY ROAD,
COLUMBUS, OHIO 43210 (QUARTERLY.
ONE YEAR $11.00; TWO YEARS $18.00)
PUB DATE - 71 701P.

DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *INDEXES (LOCATERS);
*VOCATIONALEDUCATION; EDUCATIONAL
RESEARCH; TECHNICAL EDUCATION;
CLEARINGHOUSES; RESOURCE MATERIALS;
*BIBLIOGRAPHIES; 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

38
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TECHNICAL EDUCATION" (AIM) AND
"ABSTRACTS'OF RESEARCH AND RELATED,
MATERIALS IN VOCATIONAL AND'
TECHNICAL EDUCATION" (ARM)
PUBLISHED FALL 1970FALL 1971.
RESEARCHERS, SUPERVISORS, TEACHER
EDUCATORS, EDUCATION SPECIALISTS,
ADMINISTRATORS, AND,TEACHERS MAY
USE THIS DOCUMENT AS A TOOL IN
SEARCHING BY AUTHOR OR BY SUBJECT
FOR MATERIALS ACQUIRED AND,/
PROCESSED BY THE EDUCATIONAAL
RESOURCES INFORMATION CENTER (ERIC)
CLEARINGHOUSE ON VOCATIONAL AND
TECHNICAL EDUCATION. SECTIONS
INCLUDE: (1) SUBJECT INDEX. (2)
PERSONAL AND INSTITUTIONAL AUTHORS
INDEX, AND13) CONVERSION OF
DOCUMENT NUMBER INDEX CUMULATIVE

- FOR AIM AND ARM FROM FALL 1967
THROUGH FALL 1971. WITHIN THE FIRST e_
TWO SECTIONS, MATERIALS ARE LISTED
BY VT IDENTIFICATION NUMBER.
INCLUDING THE TITLE, AND GIVE THE
LOCATION OF THE FULL ABSTRACT IN
AIM, ARM, OR IF APPLICABLE.
"RESEARCH IN EDUCATION" (RIu). (CD)

VV*014 645 ED 061 413
WRITING PERFORMANCE GOALS: STRATEGY
AND PROTOTYPES. A MANUAL FOR
VOCATIONAL AND TECHNICAL EDUCATORS.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.;MCGRAWHILL BOOK CO..

"NEW YORK, N.Y. GREGG DIV.
OFFICE OF EDUCATION (DHEW),
WASHINGTON. D.C.
EMS PRICE MFSC.65 'HC$6.58.
GREGG DIVISION, MCGRAWHILL BOOK
COMPANY, NEW YORK, NEW YO K
(PRODUCT CODE * 74640-8, 43.6O NET)
PUB DATE , ND* 4 107 .

DESCRIPTORS *PERFORMANCE
CRITERIA; MANUALS;,PERFORMANCE;
STANDARDS; *EDUCATIONAL
SPECIFICATIONS; PERFORMANCE
SPECIFICATIONS; *EDUCATIONAL
STRATEGIES; *MODELS; EDUCATIONAL
OBJECtIVES; *BEHAVIORAL OBJECTIVES;
VOCATIONAL EDUCATION; TECHNICAL
EDUCATION; GUIDELINES

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

37
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EDUCATION AT T'HE OHIO STATE
UNIVERSITY AND THE MCGRAWHILL BOOM,
COMPANY, THIS MANUAL WAS PREPARED

' TO DEVELOP PROTOTYPES'OF
PERFORMANCE GOALS FOR USE BY
CURRICULUM SPECIALISTS AND
DEVELOPERS UF INSTRUCTIONAL
MATERIALS 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 MAKING UP THE
MANUAL FOR PREPARING PERFORMANCE
GOALS ANO THE SECOND PROVIDING
PROTOTYPES OF PERFORMANCE GOALS.
PART I INCLUDES: (1)
CHARACTERISTICS OF PERFORMANCE
GOALS. (2) DEFINITION OF TERMS, (3)
SOME QUESTIONS ABOUT PERFORMANCE
GOALS, (4) A SYSTEM FOR WRITING
PERFORMANCE GOALS, (5) THE NUMBER
OF PERFORMANCE GOALS TO BE
PREPARED, AND (6) IMPLEMENTATION.
PART II PROVIDES PROTOTYPE
PERFORMANCE GOALS FOR VARIOUS AREAS
OF AGRICULTURAL EDUCATION, BUSINESS
AND DISTRIBUTIVE EDUCATION, HEALTH
EDUCATION, HOME ECONOMICS
EDUCATION, TECHNICAL EDUCATION. AND

.,:JRADE AND INDUSTRIAL EDUCATION.
NUMEROUS CHARTS ILLUSTRATE THE
MANUAL. (AW)

VT 014 660
COMMEkCIAL STUDIES IN SCHOOLS.

DEPARTMNT OF EDUCATION AND
SCIENCE, LONDON (ENGLAND)...
DOCUMENT NOT AVAILABLE FROM EDRS.
HER MAJESTY°S STATIONERY OFFICE, 49
HIGH HOLBORN, LONDON. W.C.1,
*NGLAND
PUB DATE 70 .63P. .

DESCRIPTORS *BUSINESS SUBJECTS;
*BUSINESS EDUCATION; PAMPHLETS;
SECONDARY GRADES; *COURSE
DESCRIPTIONS; *FOREIGN COUNTRIES
IDENTIFIERS *GROT ITAIN

ABSTRACT THIS PA DISCUSSES
THE ROLE ANDSTRuJCt ON
COMMERCIAL COURSES ''R SUDENTS OF 0
ALL ABILITIES IN THE SECONDARY
GRADES IN GREAT BRITAIN. CONTENTS
COVER: (1) GENERAL CONSIDERATIONS.
(2) STRUCTURE OF COMMERCE AND



BUSINESS AND OFFICE

RtLATED SOCIAL SCIENCES. (3) .

CONTRIBUTION OF ENGLISH AND MATH TO
COMMERCIAL COURSES, (4) CLERICAL

4110.U8JECTS, 151 SUGGESTED CQUKS-t.
OUTLINES GIVING SCOPE FOR PRACTICAL
WORK IN COMMIROAL SUBJECTS, AND
lb) ASSfSSMENT AND VOCATIONAL
(,UIDANCE. INFORMATION ON THE
TRAINING OF SCCONDARY COMMERCIAL
INSTRUCTORS, EXAMINATIONS IN
COMMERCIAL STUDIES, SUGGESTED
EQUIPMENT OUR A COMMERCE
(APARTMENT, AND'A DIAGRAM TRACING
HIGHER EDUCATION IN BUSINESS
STUDIES ARE APPENDED. SELECTED
REFERENCES AkE ALSO PROVIDED. THE
PAMPHLET IS ILLUSTRATED WITH
NUMEROUS DRAWINGS, DIAGRAMS, AND
PHOT0LRAPHS. 4AW)

VT 014 662
CURRICULUM GUIDE FOR STUDENTS WITH
SPECIAL NEED! IN COMMUNICATIONS.

BELLEVUE PUBLIC SCHOOLS, NEBR.
Mt AVAILABLE IN VT-ERIC SET.
BELLEVUE PUBLIC SCHOOLS, DEPARTMENT
00 CURRICULUM AND INSTRUCTION,A4W-.

4,58, BELLEVUE, NEBRASKA 68005
($1.50)
PUB DATE - AUG70 22P.

DESCRIPTORS - *VOCATIONAL
EDUCATION: COMMUNICATIONS:
*INFORMATION SCIENCE.; *CURRICULUM
GUIDES; *DISADVANTAGED YOUTH;
SECONDARY GRADES; WRITING SKILLS;
READING INSTRUCTION; *RESOURCE
MATERIALS: OCCUPATIONAL
INFORMATION; OCCUPATIONAL GUIDANCE

ABSTRACT - PREPARED FOR LOCAL
,SCHOOLS, THIS CUKRICULUM GUIDE IS
FOR INSTRUCTOR USE IN TEACHING
COMMUNICATIONS TO STUDENTS WITH
SFECIAL NEEDS. THIS COURSE,
DESIGNED FOR GRADE LEVELS,9-14,
SHOULD EQUIP STUDENTS FOR'USEFUL
EMPLOYMENT, IT SHOULD DEVELOP
ABILITIES, ATT TUDES. WORK HABITS,
AND APPRELI LJONS WHICH CONTRIBUTE
TO A SATISFYJ44G AND PRODUCTIVE
LIFE, AND C NTRIBUTF,TO STUDENTS''

glpENERAL ED CATION NEEDS. INCLUDED
WIN THE 25 UtflTS, ARE TOPICS SUCH
AS: 111 LISTENING LIBRARY, (3)
THE FRAMEWORK OF TIVE
COMMUNICATIONS, ( BECOMING A

0

29
.,.

SUCCESSFUL W1JRKER.-(5) PREPARING
FOR THE WORLD OF WORK, 1614/R171qt,
CRAFTSMANSHIP, 171 READING FOR
EmPLOYMENT.AWSNJOYMENT._40_
VERBAL COMMUNICATION, (9)
TELEPHONE/TELEGRAPH COMMUNICATION,
AND, (10) TURNER SERIES. EACH UNIT ,

CONTAINS'OBJECTIVES, SUGGESTED
,

TOPICS, AND SUGGESTED LEARNING
AC IVITIES AND RESOURCES. SUGGESTED
SOU CtS OF SPEAKERS IN THE BELLEVUE
AR A ARE INCLUDED. IGEBII

VT 014 698 ED 060 197
,CURRICULUM GUIDE FOR CLERICAL
OCCUPATIONS.

OREGON STATE BOARD OF EDUCATION,
SALEM. DIV. OF COMMUNITY COLLEGES
AND CAREER EDUCATION.
DOCUMENT NOT AVAILABLE FROM EDRS.
OREGON BOARD OF EDUCATION, 942
LANCASTER DRIVE, NE, SALEM, OREGON
97310 4$2.501
PUB DATE - . 71 138P."

DESCRIPTORS - *BUSINESS EDUCATION;
*OFFICE OCCUPATIONS EDUCATION;
*CURRICULUM GUIDES; SECONDARY
EDUCATION; *PROGRAM GUIDES; ENTRY
WORKERS; *OCCUPATIONAL CLUSTERS;
CLERICAL OCCUPATIONS; RESOURCE
MATERIALS; GRADE 11; GRADE 12
IDENTIFIERS - THE OREGON wAY

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 REPRESENTATIVES OF INDUSTRY
AND EDUCATIO HE GUIDE MAKES USE
OF THE CLUST 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
HANDLING, (4) FILING, (5) MONEY
HANDLING, (6) RECORDKEEPING, (7)
BUSANESS AND OFFICE MACHINES, AND
Cat BUSINESS COMMUNICATIONS.

3 8
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INCLUDED IN'THE APPENDIX IS
INFORMATION ON A MODEL OFFICE, JOb
APPLICATION, EQUIPMENT NEEDS. AND
_STATE-ADOPTED TEXTBOOKS. (JS) .'

VT 014 760
CURRICULUM GUIDE Fnk BUSINESS
ARITHMETIC, BOOKKEEPING I, AND
ADVANCED BOOKKEEPING..

JOHN DICKINSON HIGH SCHOOL,
WILMINGTON, DEL.:THOMAS MCKEAN HIGH
SCHOOL, WILMINGTOki, DEL.
ME AVAILABLE IN VT-ERIC SET..
STANTON SCHOOL. DISTRICT, 1800
LIMESTONE SOAD, WILMINGTON,

ApELAWARE 1980414$2.001
I.PUB DATE - Nn 43P.

DESCRIPTORS - *CURRICULUM GUIDES;
TEACHING GUIDES; 4BUSINE-SS
EDUCATION; *BUSINESS SUBJECTS:
*BOOKEEPING; *ARITHMETIC: BUSINESS
SKILLS

ABSTRACT - A COOPERATIVE EFFORT OF -

TwO HIGH SCHOOLS, THIS GUIDE
SUGGESTS TEACHING OUTLINES FOR
THREE PHASES OF BUSINESS 1DUCATION.
1HE BUSINESS ARITHMETIC SECTION
PROVIDES GENERAL ANd SPECIFIC
OBJECTIVES, TEACHING TECHNI(4ULS,
STUDENT ACTIVITIES, EVALUATION, AND
REFERtFICES FOR 13 INSTRUCTIONAL
UNITS INCLUDING: (1) RECORDS, (2)
BUYING PROBLEMS AND PERSONAL
FINANCE. (3) COMMISSIONS, (4)
BORROWING MONEY, (5) SAVINGS, LIFE
INSURANCE, AND INVESTMENTS, (6)
HOME EXPENDITURES, TRAVEL AND
TRANSPORTATION. (7) TAXES, AND (8)
SMALL BUSINES'S AND RETAILER'S
PROBLEMS. THE SECOND COURSE,
BOOKKEEPING I, STRESSES THEORY AND
APPLICATION OF THE BEST BOOKKEEPING
PRINCIPLES'IN THREE INSTRUCTIONAL
UNITS ENTITLED: THE BOOKKEEPING

. CYCLE IN ITS SIMPLEST FORM, SPECIAL
JOURNALS AND SUBSIDIARY LEDGERS,
AND RECORDING SPECIAL BOOKKEEPING
TRANSACTIONS. THE SECTION INCLUDES
COURSE OBJECTIVES, AIMS, TEACHING
METHODOLOGY, AND EVALUATION. THE
ADVANCED BOOKKEEPING COURSE
INCLUDES CHAPTERS ON SUCH TOPICS
AS: (1) JOURNALMING AND POSTING
BUSINESS TRANSACTIONS, (2)
DEPARTMENTAL RECORDS, (3) PAYROLL

3 9
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'REXORDS, 141 DEPRECIATION, (S)
ACCRUED INCOME AND EXPENSES. (5)
PARTNERSHIPS. AND (6) CORPORATIONS. Aw
Gt:NFRAE AND SPECIFIC OBJECTIVES: lip_
TEACHING TECHNIQUES: AND ,STUDENT
ACTIVITIES ARE GIVEN FOR EACH
CHAPTER; AND TEACHING METHODOLOGY
AND EVALUATION ARE PROVIDED FOR THE
ENTIRE COURSE. (AW)1

VT 014 790
MONSON, DOROTHY B.
COURSE OF STUDY FOR OFFICE
OCCUPATIONS.

eAsT HIGH SCHOOL, SALT LAKESITY.
UTAH.
MF A4AILABLE IN VT-ERIC SET.
COORDINATOR, CAREER DEVELOPMENT
PROGRAM SALT LAKE CITy BOARD OF
EDUCATION, 44(5 EAST FIRST SOUTH,
SALT LAKE CITY, UTAH 84111
PUB DATE - JUN70 122P.

DESCRIPTORS - CURRICULUM GUIDES:-
*TEACHING GUIDES; *OFFICE
OCCUPATIONS EDUCATION; *COOPERATIVE
EDUCATION; VOCATIONAL EDUCATION;
SECONDARY GRADES; *OFFICE
OCCUPATIONS; OFFICE PRACTICE;
*BUSINESS SKILLS; BUSINESS
SUBJECTS; BEHAVIORAL OBJECTIVES
IDENTIFIERS - UTAH

ABSTRACT - PREPARED.BY A HIGH
SCHOOL INSTRUCTOR, THIS COURSE IS
PART OF A 3-YEAR COOPERATIVE PILOT
PROJELT.DESIGNED TO INCREASE THE
COMPREHENSIVENESS OF VOCATIONAL
TRAINING IN LARGE UTAH HIGH SCHOOLS
AND TO CORRELATE THIS TRAINING WITH
GENERAL EDUCATION COURSES SUCH AS
ENGLISH, MATHEMATICS AND SCIENCE.
EACH OF THE 17 UNITS INCLUDES A
GENERAL CURRICULAR OBJECTIVE AND
ONE OR MORE MEASURABLE STUDENT
BEHAVIORAL (INSTRUCTIONAL) -

OBJECTIVES, WITH THE INSTRUCTIONAL
OBJECTIVES BROKEN DOWN, IN OUTLINE
FORM, TO PROVIDE STUDENT LEARNING
ACTIVITIES, LEARNING MATERIALS,
TEACHER MANAGEMENT ACTIVITIES.
rVALUATIVE PROCEDURES, AND
ADDITIONAL ACTIVITIES. UNITS
INCLUDE: (1) JOB ENTRY RFOUIREMENTS III
IN REGION AND STATE, (2)
TYPEWRITING PROFICIENCY ON ELECTRIC '

TYPEWRITERS, (3) SKILLS AND

4
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ACTIVITIES IN 'TYPING HUSINEsS FORMS
AND COMMUNICA1IONS, (4) PROFICIENCY

I TRANStRIBING LICIATION FROM
RANSCRIAING-MACHINES, E5I

OPERATION (IF .BUSINESS AACHINFS, (A)
SKILLS AND ACTIVITILS IN
DUPLICATING AND COPYING AACHIMES.
(7) FILING, 4) BUSINESS PAPERS AND
RECORD KEEPING PROCEDURES, (9)
PREPARING APPLICATION FORM AND
EMPLOYMENT INTERVIEW, AND (10)
SIMULATED OFFICE EXPERIENCE ANV ON-
THE-JOB OR COOPERATIVE EXPERIENCE.
TEACHERS' CHECK SHELTS, AN
INSTRUCTIONAL CALENDAR AND Jinfi
ENTRY REQUIREMENTS ARE APPENDED.
(AW)

VT 014 816
ORGANIZATION AND ADMINISTRATION OF
ADULT VOCATIONAL bUSINESS EDUCATION
PROGRAMS.

PENNSYLVANIA STATE DEPT. OF
EDUCATION, HARRISBURG. BUREAU
VOCATIONAL, TECHNICAL, AND
CONTINUING EDUCATION.
gE AVAILABLE IN VT-ERIC SET.
KOGRAM SPECIALIST, BUSINESS
EDUCATION, DEPARTMENT OF EDUCATION,
EOX 911, HARRISBURG, PA 17126
(SINGLE COPIES
PUB DATE - F1b71 22P.

OF

DESCRIPTORS *BUSINESS EDUCATION;
*ADULT VOCATIONAL EDUCATION;
*GUIDELINES; *ADMINISTRATOR GUIDES;
PROGkAM DEVELOPMENT; STENOGRAPHY;
STUDENT CHARACTERISTICS; SECONDARY
EDUCATION; CURRICULUM DEVEL0fMENT;
AGE DIFFERENCES; COURSE
ORGANIZATION; PROGRAM
ADMINISTRATION'
IDENTIFIERS - PENNSYLVANIA

ABSTRACT - DEVELOPED THROUGH A
STATE DEPARTMENT OF EDUCATION, THIS
PUBLICATION PROVIDES GUIDELINES FOR
THE ORGANIZATION, ANC' ADMINISTRATION
OF EEFECTIVE ADMT VOLATIONAL
BUSINESS PROGRAMS, MAJOR SECTIONS
OF THE PROGRAM GUIDE ARE DEVOTED
TO: (1) VOCATIONAL EXTENSION

410EWCATION, (2) ADULT VOCATIONAL
EUSINESS EDULATION. (3) INTENSIVE
STENOGRAPHIC PA(1GRAM, (4)
ESTABLISHING AN ADULT VOCATIONAL
BUSINESS PROGRAM, AND (5) THE

31

'CHARACTERISTICS OF THF ADULT
LEARNER. POINTS INCLUDED IN THE
GUIDELINES Fnk ESTABLISHING ADULT
'PROGRAM$__ARE: (1) KNOW YOUR
COMMUNItY, 121 ASCERTAIN OTHER
.SOUR4S OF ADOLT EDUCATION. (3)
UNDERTAKE A RATIONAL APPROACH Tn
INTRODUCING AN ADULT VOCATIONAL
BUSINESS PROGRAM, AND (4) PROMOTE
THE PROGRAM. (JS)

VT 014 817 ED 061 429
1(-1 CAREER EDUCATION GUIDE.

LAKESHORE TECHNICAL
SHEBOYGAN, WIS.
OFFICE OF EDUCATION
WASHINGTON, D.C.
EDRS PRICE MF $0.65
0EG-0-71-1027(361)
LAKESHORE TECHNICAL INSTITUTE, 3811
MEMORIAL DRIVE, SHEBOYGAN,
WISCONSIN 53081 ($3.10)
PUB DATE - ND
4e7P.PROCEEDINGS OF LAKESHORE
TECHNICAL INSTITUTE DISTRICT 11
'CAREER EDUCATION 5UMMER WORKSHOP
(1S1, SHEBOYGAN, WIS., JULY 12,
1971).

INST..

(DHEW).

HC $16.45.

DESCRIPTORS - *CAREER EDUCATION;
VOCATIONAL EDUCATION; ELEMENTARY
GRADES; SECONDARY GRADES;
*CURRICULUM GUIDES; INSTITUTES
(TRAINING PROGRAMS); *MODELS;
*CONCEPTS; CAREER OPPORTUNITIES;
.*VOCATIONAL DEVELOPKtNT; INTEGRATED
CURRICULUM; KINDERGARTEN
IDENTIFIERS - CAREER DEVELOPMENT;
CAREER AWARENESS

ABSTRACT - DIRECTED TOWARD
REFORMING THE SCOPE OF CAREER
EDUCATION AND INITIATING AWARENESS
AND ENTHUSIASM FOR CONTINUOUS
CAREER EDUCATION OPPORTUNITIES FOR
ALL STUDENTS IN GRADES K-12, THIS
CURRICULUM GUIDE DESCRIBES THE 16
BASIC CAREER CONCEPTS AND 205
GENERAL OBJECTIVES TAKEN FROM THE
'WISCONSIN STATE tAREER CURRICULUM,
poDEL ANp'EVALUATED BY TEACHERS AND
COUNSELORS AT-THE FIRST LAKESHORE
TECHNICAL INSTITUTE, GROUPED FIRST'
BY GRADE.LEVEL(K-31,4-6, 7-9, AND
10-12) AND THEN BY SUBJECT AREA
(COMMUNICATIONS, MATH. SOCIAL

.

5TUDIES, AND VOCATIONAL EDUCATION).

40
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BOTH GRADE LEVEL AND SUBJECT MATTER
RATIONALES ARE DIVIDED INTO
SEPARATE CONCEPTUAL PATTERNS TO BE
INTRODUCED DEVELOPED, AND
EMPHASI2ED. BEHAVIORAL OBJECTIVES,
CLASSROOM ACTIVITIES, LISTS OF
RESOURCES FOR ACTIVITIES('
EVALUATION PROCEDURES, AND
SUGGESTED CURRICULUM
CONSIDERAIIONS, WHICH WERE
DEVELOPED'BY INSTITUTE
PARTICIPANTS, ACCOMPANY EACH,
CONCEPT. MODELS ILLUSTRATING THE
SLOPE AND SEQUENCE OF THE 16 BASIC
CAREiR DEVELOPMENT CONCEPTS THROUGH
GRADES K-12, THE THREE COMPONENTS
OF:CAREER DEVELOPMENT ASELF, WORK
WORLD, 'AND CAREER PLANNING), AND
vfATICAL AND HORIZONTAL EXPANSION
OF THE CONCEPTS ARE INCLUDED.
(AG/SB)

VT 014 822
CURRICULUM GUIDE FOR CLERICAL
OFFICE PROCEDURES, SECONDARY SCHOOL
LEVEL.

CHICAGO BOARD OF EDUCATION,' ILL.
ME.AVAILABLE IN VT-ERIC SIT.
BOARD OF EDUCATION, CITY OF
CHICAGO,'228 NORTH LASALLE STREET,
CHICAGO, ILLINOIS 60601 1$2.001
PUB DATE - 69 .153p,

DESCRIPTORS - *CURRICULUM GUIDES;
*TEACHING GUIDES; *POTENTIAL
DROPOUTS; *OFFICE PRACTICE;
SECONDARY EDUCATION; *INSTRUCTIONAL
MATERIALS; TESTS; COMMUNICATION
SKILLS; TEACHING TECHNIQUES; OFFICE
OCCUPATIONS; CLERICAL OCCUPATIONS

ABSTRACT - DEVELOPED BY BUSINESS
EDUCATORS FOR USE IN A HIGH SCHOOL
UEFICE PRACTICE CLASS. PHIS NINTH
GRADE CURRICULUM GUIDE EMPHASIZES
THE NEEDS OF 1HE POTENTIAL DROPOUT.
DESIGNED TO BUILD BASIC SKILLS IN
BUSINESS COMMUNICATIONS AND AN
UNDERSTANDING OE THE VARIOUS KINDS
OF OFFICES, THE GUIDE INCLUDES
SECTIONS ON: (1) INTRODUCrION AND
ORIENTATION, 121 PERSONAL
QUALITIES, (3) OFFICE
COMMUNICATION, (4) OFFICE JOBS
CLASSIFIED ACCORUINU TO SKILLS, AND
(5) THE,SUCLESSFUL OFFICE WORKERS.
ALSO INCLUDED ARE OBJECTIVES, UNIT

BUSINESS AND OFFICE
7.

ACTIVITIES, TEACHING SUGGESTIONS
AND INSTRUCTIONAL MATERIALS ON SUCH
TOPICS AS: (1) BUSINESS VOCABULARY,411
(2) EMPLOYMENT APPLICATION, 131
T/ME CARD, 14) JOB DESCRIPTION, (sr
BASIC FILING RULES, (6) DUTIES OF
THE MAIL CLERK, AND 171.RECORM OF,
CALLERS4. (JS)1

VT 014 844
BEASLEY, GARY F. ACOMP)
BIBLIOGRAPHY OF INSTRUCTIONAL
MATERIALS OF EXEMPLARY PROJECTS ON
CAREER EDUCATION.

MF AVA/LARLE IN VT-ERIC SET.
PUB DATE MAR72 318P.PREPARED
FOR THEUSOE "COORDINATING
CONFERENCE OF STATE-LEVEL AND
LOCAL-LEIIL DIRECTORS OF VOCATIONAL
EXEMPLAR _PROJECTS" DEC 1971

DESCRIPTORS - *CAREER EDUCATION;
*BIBLIOGRAPHIES; *INSTRUCTIONAL
MATERIALS; *DEVILOPMENTAL PROGRAMS;
ELEMENTARY GRADES; SECONDARY
GRADES; VOCATION4 EDUCATION.

AESTRACT - THIS COMPILATION
CONTAINS MATERIALS PREPARED BY
'STATE AND,LOCAL DIRECTORS OF 20
VOCATIONAL EXEMPLARY PROJECTS AND-
REPRESENTS CURRICULUM AND
INSTRUCTIONAL, MATERIALS BEING USED
IN THE EXEMPLARY PROJECTS BRIEF
DESCRIPTIONS OF LOCALLY AND ,
COMMERCIALLY-+RODUCED MATERIALSXIN
A NUMBER OF CAREER EDUCATION TOPICS
FOR VARIOUS GRADE LEVELS AftE
INCLUDED.ISB)*

VT 014872 ED 059 407
MICROFICHE COLLECTION OF
CLEARINGHOUSE DOCUMENTS REPORTED IN
ABSTRACTS OF INSTRUCTIONAL
MATERIALS IN VOCATICaALAN:
TECHNICAL oucATION,(Api). ypiumE
5, NUMPER 1. '4,!Aj '

OHIO STATE UNIV.., CIILVMWS. toTpt
FOR VOCATIONAL AND TECE*ICAL
EDUCATION..

, _

OFFICE OF EDUCATION (DREW),
,wASHINGTON,'D.C.
HAS PRICE ME-467.76 HC NOT
AVAILABLE FROM EDRS.
PUB DATE - 72 21535
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DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *VOCATIONAL EDUCATION;

410*TECHNIcAL EDUCATION.k BUSINES5
EDUCATION; AGRICUETUWAL EDUCATION;
DISTRIBUTIVE EDUCATION; HrALTH
OCCUPATIONS EDUCATION; HOME.'
ECONOMICS EDUCATION; INDUSTRIAL
.AkTS; TRADE AND INDUSTRIAL
EDUCATION; INDEXES (LOCATERS);
CLEARINGHOUSES; *MICROFICHE;
DOCUMENTATION; INFORMATION STORAGE;
INFORMATION RETRIEVAL0

ABSTRACT - DOCUMENTS ANNOUNLED WITH
VT NUMBERS ONLY IN VOLUME 5, NUMBER
1 (VT 014 871) OF ',ABSTRACTS OF
INSTRUCTIONAL MATERIALS IN
VOCATIONAL AND TECHNICAL EDUCATION',
(AIM) ARE INCLUDED IN THIS
MICROFICHE SET. THE MICROFICHE SET
IS ARRANGED IN THE FOLLOWING
,SEQUENC.E: (1) A VOCATIONAL

f. TECHNICAL (VT) NUMBER INDEX TO
DOCUMENTS IN THE MICROFILHE
COLLECTION, (i) THE SUBJECT AND
AuTHOR INDEXES FROM AIM, AND (3)
,THE FULL TEXT OF DOCUMENTS LISTED

410
IN THE VT NUMBER INDEX. THE TEXTS
ARE FILMED CONTINUOUSLY IN VT
NUMBER SEQUENCE. (CD)

VT .014 894
HANDBOOK FOR ADMINISTRATORS AND

'.COORDINATORS OF COOPERATIVE .

VOCATIONAL,EDuCATION.
111.

WEST VIRGINIA RESEARCH COCIRDINATING
UNIT FOR VOCATIONAL EDUCATION,
HUNTINGTON.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 139P. .

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

AESTRACT - THIS HANDBOOK wAS
PREPARED TO AID SCHOOL
ADMINISTRATORS AND TEACHER-

AmkCOORDINATORS IN THE PLANNING AND
WOPERATION OF CODPERATIVE VOCATIONAL

EDUCATION PROGRAM. cONTEN1S PROVIDE
GENERAL INFORMATION ON COOPERATIVE
VOCATIONAL EDUCATION, FOLLOWED By:
(1) PLANNING ACTIVITIES SUCH AS

4 2'

STUDENT AND'COMMUNITY SURVEYS. 12)
COORDINATION ACTIVITIES, INCLUDING
UTILIZATION OF THE ADVISORY
COMMITTEE, ORGANIZING TRAINING
STATIONS, DEVELOPING TRAINING
AGREEMENTS AND TRAINING PLANS,
SELECTING AND SCHEDULING STUDENTS,
AND EVALUATION. (3) DEVELOPMENT OF
RELATED INSTRUCTION, (4) LEGAL
ASPECTS. (5) SELECTED REFERENCES.
AND (6) A GLOSSARY OF TERMS.
SUGGESTED FORMS, A COORDINATION
PLAN, AND A SECTION OF THE STATE
PLAN FOR VOCATIONAL EDUCATION ARE
APpENDED. (AW)

VT 014 895 ED 060 220
CONSUMER EDUCATION: USING.THE FULL
TEAM.

NEW YORK STATE EDUCATION .0EPT.,
ALBANY. BUREAU OF SECONDARY
CURRICULUM DEVELOPMENT.
EDRS PRICE MF-$0.65 HC-$3.29.
PUBLICATIONS WRIBUTION UNIT, THE.
STATE EDUCATION9DEPAFTMENT, ALBANY.
'NEW YORK 12224 1$.4.27114
PUB DATE° 68 41P.

DESCRIPTORS - *CONSUMER.EDUCATION;
VOCATIONAL EDUCATION; SCIENCE
EDUCATION; MATHEMATICS EDUCATION;
ENGLISH EDUCATION; SOCIAL_STUDIO;
ADULT EDUCATION; *TEACHW. GUIDESU
*PROGRAM PLANNING; TEAM TEACHING;
*TEAMWORK; *INTERDIUIPLINARY
APPROACH; INTEGRATED ACTIVITIES

ABSTRACf - THIS PUBLICATION
CONTAINS SUGGESTIONS FROM
SPECIALISTS IN A NUMBER OF'
DISCIPLINES 'FOR USE IN INITIATING A
TEACHING TEAM APPROACH IN CONSUMER
EDUCATION. FOLLOWING AN OVERVIEW OF
CONSUMER EDUCATION, THE
CONTRIBUTIONS OF THESE. DISCIPLINES
TO CONSUMER EDUCATION ARE
DISCUSSED: (I) AGRICULTURE, (2)
ART, (3) BUSINESS EDUCATION, 14)
CONTINUING EDUCATION. (5)
DISTRIBUTIVE EDUCATION. (6)
ENGLISH. (7) HEALTH. (8) HOME
ECONOM 19) INDUSTRIAL ARTS,
(10) MATH MATICS. (11) SCIENCE. AND
(12) SOCIA STUDIES. A RELATED
DOCUMENT Of CONSUM R EDUCATION
MATERIALS IS AVAIL BLE.AS ED 022
044 (VT 005 649, AI SUMMER 1969).
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VT 614 906
/FIELDS, EDDIE, AND OTHERS
A DEVELOPMENTAL RESOURCE UNIT IN
ECONOMICS FOR BUSINESS EDUCATION.
BUSINESS-ECONOMIC EDUCATION
CURRICULUM DEVELOPMENT WRITING
PROJEC, 1971.

OKLAHOMA CITY PUBLIC SCHOOL SYSTEM,
OKLA.
MF AVAILABLE IN VT-ERIC SET.
OKLAHOMA CITY PUBLIC SCHOOLS,
INSTRUCTIONAL MEDIA DEPARTMENT,
ROOM 400-900 N. KLEIN, OKLAHOMA
CITY, OKLAHOMA 73106 (11.00 PLUS
POSTAGE)
PUB DATE - 71 51P.

DESCRIPTORS - *TEACHTNG GUIDES;
*BUSINESS EDUCATION; .*BOOKKEEPING
*ECONOMICS; INSTRUCTIONAL
MATERIALS; UNIT PLAN;
TRANSPARENCIES; SeCONDARY GRADES,

ABSTRACT - DEVELOPED BY BUSINESS
iDUCATION TEACHERS, THIS GUIDE IS,
DESIGNED PRIMARILY TO AID IN
INTRODUCING BASIC ECONOMIC CONCEPTS
INTO THE TEACHING OF BOOKKEEPING.
THE TEACHING GUIDE PORTION COVERS
SIX BASIC ECONOMIC TOPICS, WITH
EACH TOPICAL OUTLINE PRESENTING:
(1) AN INTRODUCTORY PARAGRAPH, (2)
BASIC ECONOMIC IDEA, (3) RELATED
ECONOMIC IDEAS, (4) A STUDENT
PERFORMANCE OBJECTIVE FOR EACH
RELATED ECONOMIC IDEA, (5)
SUGGESTED ACTIVITIES FOR EACH
RELATED ECONOMIC IDEA, AND (6)
SUGGESTED EVALUATIVE PROCEDURES FOR
EACH BASIC IDEA. TOPLei INCLUDE:
(1) OUR MARKET ECONOMY, (2) MARKETS
AND PRICES, (3) MONEY AND BANKING,
(4) AUTOMATION, (5) TAXES AND
GOVERNMENT SPENDING, AND (6) SAVING
AND INVESTMENT. A BIBLIOGRAPHY OF
BOOKS, PAMPHLETS, FILMS, AND
EliMSTRIPS IS APPENDED, AL WELL AS
.ASECTIO OF PAGES SUGGESTED AS
DITTO MASTERS OR TRANSPARENCY
MASTERS, KEYFD TO THE TEACHING
UNITS. (AW)

VT 014 906
PLINE, NANCY
TYPEWRITING, STUDENT/"MANUAL. 4 3

ROCHESTER CITY SCHOOL DISTRICT,
N.Y. DEPT. OF TELEVISED
INSTRUCTION.;NEW YORK STATE
EDUCATION DEPT., ALBANY. BUREAU OF
MASS COMMUNICATION.
MF AVAILABLE IN VT-ERIC SET.*
PUB DATE - 71 f35P.

DESCRIPTORS - *STUDY GUIDES;
*TYPEWRITING; OFFICE OCCUPATIONS
DUCATION; *BUSINESS SKILLS;
*TYPISTS; BUSINESS SUBJECTS;-
BUSINESS EDUCATION; *TELEVISED
INSTRUCTION

ABSTRACT.- INTENDED FOR USE IN
CONJUNCTION WITH THE TELEVISED
INSTRUCTION SERIES-OF THE ROCHESTER
CITY SCHOOL DISTRICT, THIS 'STUDENT
MANUAL PROVIDES 421ESSONS AIMED AT
HELPING BEGINNIN( STUDENTS GAIN A
USEFUL TYPEWRITING SKILL. ONCE
STUDENTS HAVE GAINED FAMILIARITY
WITH THE OPERATION OF,THE
TYPEWRITER, AND-LOCATION OF
KEYBOARD LETTERS, NUMBERS, AND
SYMBOLS, THEY WILL BE INTRODUCED TOAmk
MANY.OF THE.TOPICS THROUGH

111TELEVISED LESSONS, AFTER WHICH THEY ,
WILL CONTINUE TO STUDY THE TOPIC
THROUGH USE OF THE EXERCISES
CONTAINED IN THIS MANUAL. SOME OF
THE TOPICS INCLUDED ARE: (1)
HORIZONTAL AND VERTICAL CENTERING,
(2) OUTLINES, (3) POSTCARDS. (4)
PROOFREADING 'MARKS, (5) PERSONAL
AND-BUSINESS LETTERS, (6)
ENVELOPES, (7) CARBON COPIES, (B)
TYPING BUSINESS FORMS, (9)
MANUSCRIPT TYPING, (10) ERASING AND
CORRECTING ERRORS, 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, MIKE, AND OTHERS
A DEVELOPMENTAL RESOURCE UNIT IN
ECONOMICS FOR BUSINESS EDUCATION-- Am
GENERAL BUSINESS. BUSINESS-ECONOMICIOI
EDUCATION CURRICULUM DEVELOPMENT
WRITING PROJECT, 1971.



BUSINESS AND OFFICE

OKLAHOMA CITY PUBLIC SCHOOL SYSTEM,
OKLA. -

AWE AVAILABLE IN VT-ERIC SET.
mlInDKLAHOMA CITY PUBLIC SCHOOLS,

INSTRUCTIONAL MEDIA DEPARTMENT,
ROOM 400-900 N. KLEINi OKLAHOMA
CITY, OKLAHOMA 73106'($1.1p-PLUS
POSTAGE PREPAID) .

PUB DATE - ,71 92P.

DESCRIPTORS - *BUSINESS EDUCATIONt
CONCEPT TEACHIN(,; *CURRICULUM
GUIDES; *ECONOMICS; CURRICULUM
DEVELOPMENT; *RESOURCE MATERIALS;
*INTEGRATED ACTIVITIES; STUDENT
EVALUATION; TEACHING TECHNIQUES;
ItISINESS; TEACHING GUIDES

4

ABSTRACT - RESULTING'FROM THE
CURRICULUM DEVELOPMENT WRITING
PROJECT, THIS CURRICULUM GUIDE WAS
PkEPARED TOHELP TEACHERS INTEGRATE'
.CLoNomiC CONCEPTS INTO THE TEACHING
OF GENERAL BUSINESS AND TO
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CURRICULUM; MATHEMA4ICS
INSTRUCTION; SECONDARY GRADES;
MATHEMATICS'

ABSTRACT PREPARED BY THE
DEP.ARTMENT OF CURRICULUM OF THE
FORT WORTH PUBLIC SCHOOLS AND BASED
UPON THE CLASSROOM EXPERIENCES OF
SKILLED TEACHERS, THIS GUIDE 'IS
STRUCTURED TO PROVIDE HIGH SCHOOL
BUSINESS EDUCATION TEACHERS WITH A
CURRICULUM PLAN FOR BUSINESS .

ARITHMETIC THAT IS FLEXIBLE ENOUGH.
'TO MEET THE NEEDS OF DIFFERENT
SCHOOLS THROUGHOUT THE CITYi AS
WELL'AS TO STANDARDIZE INSTRUCTION
PRACTICES. THE GUIDE INCLUDES
PROVISIONS FOR A 1-SEMESTEk OR
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

SUPPLEMENT THE GENERAL TEXTBOOKS ESPECIALLY HELPFUL TO THE BEGINNING
PRESENTLY BEING USEG. EACH SECTION \N TEACHER. SUGGESTED TEACHING TOPICS
CONTAINS A RESOURCE LISTING OF INCLUDE: (1) PERSONAL RECORDS', (2)
IFILMS; FILMSTRIPS, BOOKS, BUYING PROBLOMS, (3) PERSONAL
PAMPHLETS, AND TRANSPARENCY MASTERS FINANCE, (4) BORROWING MONEY; (5)
AND IS ARRANGED WITH CLASSROOM TRAVEL AND TRANSPORTATION, (6)
ACTIVITIES, EVALUATION, AND TAXES, (7) RETAILER'S BUYING AND
REFERENCES SO THAT SECTIONS CAN BE SELLING PROBLEMS, (8) PROBLEMS oF

/9

TAUGHT AS INDIVID AL UNITS, TOPICS THE WHOLESALER, THE MANUFACTURER,,
COVERED INCLUDE: (1) THE BASIL

-4.
AND OF BUSINESS OWNERSHIP, (9) I

. ECONOMIC PROBL M4 (2) THE U.S. AGRICULTURE AND PETROLEUM .

MARKET ECONOMY, (3) COMPETITION, INDUSTRIES, AND 110) NUMERATION
(4) GROSS NATIONAL PRODUCT, (5) THE SYSTEMS AND PROBABILITY. THE GUIDE
BUSINESS CYCLE, (6) MONEY AND PROVIDES NUMEROUS REFERENCE AND
BANKING, (7) LABOR, (8) INSURANCE, SUPPLEMENTARY MATERIALS. (A14) %.

(9) PROBLEMS OF A GROWING EC0i)JOMY, .

(10) ECONOMIC CONDITIONS IN THE VT 014 985
LOCAL COMMUNITY. (JS) DAVIS, BOB;PELLANT, WILLIAM

VT 014 970
BUSINESS ARITHMETIC 1 AND 2.

FORT WORTH PUBLIC SCHOOLS, TEX..
MF AVAILABLE IN VT-ERIC SET.
CURRIC-BULL-504.1
DIPT. OF CURRICULUM, FT. WORTH
PUBLIC SCHOOLS, 3210 W. LANCASTER,
Fl. WORTH, TEXAS 76107 ($2.50)

Aga,PUB DATE - 70 61P.

IIFDESCRIPTORS :*CURRICULUM GUIDES;
*TEACHING GUIDE-5; *BUSINESS
EDUCATION; BUSINESS SKILLS;
*ARITHMETIC; *MATHEMATICS

4 4

INSTRUCTIONAL-MATERIALS FOR CAREER
EDUCATION AND OCCUPATIONAL AND'
PERSONAL GUIDANCE.

-.-

OREGON UNIV., EUGENE. NORTHWEST
REGIONAL SPECIAL EDUCATION
INSTRUCTIONAL MATERIALS CENTER.
BUREAU OF EDUCATION FOR THE
HANDICAPPED (DHEM/OE), 'WASHINGTON,
,D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 42P.

DEScRIPTORS - *CAREER EDUCATION;
*INSTRUCTIONAL 1,TERIALS;
*ANNOTATED' BIBLIOGRAPHIES;
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*EDUCATIONAL RESOURCES; *SPECILik
EDUCATION; VOCATIONAL EDUCATION;
SECONDARY GRADES

ABSTRACT - THIS ANNOTATED
BIBLIOGRAPHY CONTAINS MATIRIAL
SELECTED TO PROVIDE TEACHERS
SECONDARY LEVEL SpECIAL'EDUCATION
STUDENTS WITH A COMPREHENSIVE
COLECTION-OF CURRENT INSTRUCTIONAL
MATERIALS REVIEWED FOR THEIR
APPROPRIATENESS TO CAREER EDUCATION'
FOR PREVOCATIONAL AND VOCATIONAL
SPECIAL EDUCATION STUDENTS.
MATERIALS ARE INCLUDED FOR THESE
INSTRUCTIONAL AREAS: (1) VOCATIONAL
GUIDANCE, (2) CONSUMER EDUCATION.
(3) DRIVER EDUCATION, (4) BANKING
AND BUDGETIV, (5),PERSONAL
GUIDANCE, AND (6) READING AND MATH.
INFORMATION CONTAINED IN EACH ENTRY
IACLUDES THE TITLE, AUTHOR',
ACCESSION NUMBER, PUBLISHEkl-DATE------L
OF PUBLICATION, PRICE, APPROXIMATE

* READING LEVEL, FORMAT, AND
PUBLISHER'S DESCRIPTION. A LISTING
.OF PUBLISHERS° ADDRESSES IS
PROVIDED. (SB)

PI
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ABSTRACT - THIS PACKAGE OF
PRACTICAL IDEAS COLLECTED BY THE
AUTHENTIC BASIC LIFE-CENTERED
EDUCATION (ABLE) MODEL PROGRAM it
SHOULD BE USEFUL FOR TEACHERS AND
ADMINISTRATORS WHO ARE REVISING
'CUkkICULUMS AND WRITING CURRICULUM
GUIDES FOR THE ELEMENTARY AND
INTERMEDIATE LEVEL. SUGGESTED UN/TS
ARE BASED ON AN "ORGANIZINGCENTER
CONCEPT" SUCH AS BANKING, BAKING,
AND THE TELEPHONE BUSINESS, AND
DIVIDED INTO GROUPINGS OFIct1)
RESOURCES fACCESSIBILITY)--WHAT
TOOLS, MATERIALS, AND HUMAN TALENT
CAN BE USED TO MAKE4 UNIT
ACCESSIBLE TO THE CHILD, (2)
CONTENT (MOBILITY)--HOW CAN THE
SUBJECT MATERIAL PULL TOGETHER NEW
RELATIONSHIPS FROM PAST STUDIES, OR
ENABLE CHILDREN TO ENCOUNTER THE
FUNDAMENTAL ACTIVITIES OF THE

0 (3) PERFORMANCE
(ACCOMPL1 NT)--HOW CAN THE CHILD
EXPRESS'A iF. USE DIFFERENT
RESOURCES:, ANDSHOW OTHERS WHAT HE
HAS LEARNED. MATERrAt'S-NAVE445EEN.40:!5:
TESTED, EVALUATED, AND REVISED IN A
VARIETY OF CLASSROOM SETTINGS.
OTHER MATERIALS PROVrDE INFORMATION
ON (I) INTERVIEWING, (2) FIELD
TRIPS, (3) STAFF DEVELOPMENT
ACTIVITIES, (4) CAREER LATTICES.
AND (5) 70 SUGGESTED CLASSROOM
ACTIVITIES FOR OCCUPATIONAL
EXPLORATION. OBjECTIVES.ARE CLEARLY
STATED AND ACTIVITIES STRESS USE OF
ALL RESOURCES, SUCH AS ROLE-
PLAYING, FIELD TRIPS, AND COMMUNITY
RESOURCES. (JS)

VT 014 991 ED 062 519
FOR THOSE DEVELOPING WORLD,OF WORK
RESOURCE UNITS FOR ELEMENTARY,
SCHOOL TEACHERS.

NORTHERN-ILLINOIS UNIV., DE KALB.
ILLINOIS STATE BOARD OF VOCATIONAL
OUCATION AND REHABILITATION,
SPRINGFIELD. VOCATIONAL AND
TECHNICAL EDUCATION DIV. .

EDRS PRICE MF-S0.65
PUB DATE - NC 166P.

DESCRIPTORS 7 *CURRICULUM
DEVELOPMENT; *CAREER EDUCATION;
VOCATIONAL EDUCATION; LEARNING
ACTIVITIES; *RESOURCE GUI6ES;
*RESOURCE MATERIALS; INSTRUCTIONAL
MATERIALS; OCCUPATIONAL
INFORMATION; bE4VIORAL OBJECTIVES;
PROGRAM DEVELOPMENT;.*DEVELOPMENTAL
PROGRAMS; ELEMENTARYGRADES;
SERVICES; CLASS ACTIVITIES;
INDUSTRY
IDENTIFIERS -'. CAREER AWARENESS:
'*WORLD OF WORK,L AUTHENTIC BASIC
ZIFE CENTERED-EDUCATION MODEL; ABLE

'.'MOIDEL PROGRAM

VT 015 006
MAGISOS, JOEL H.;MCCRACKEN, J.
DAVID
HOw TO SET UP A LOCAL INFORMATION
SYSTEM.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND' TECHNICAL
EDUCATION.
MF 'AVAILABLE IN VT-ERIC SET.
PUB DATE - 6DEC71
22P.PRESENTATION TO THE NATIONAL Aft
COUNCIL OF LOCAL ADMINISTRATORS AT
THE AMERICAN VOCATIONAL ASSOCIATION
CONVENTION (PORTLAND. OREGOt
DECEMBER 6, 1971).
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DISCRIPTORS - *VOCAIIONAL
EDUCATION; *INFORMATION SYSTEMS;
OPEELHES; *INFORMATION SERVICES;
*PROGRAM DEVELOPMENT; PROBLEO
SOLVINGi EDUCATIONAL RESOURCES;
COSTS; *GUIDELINES
ILENTIFIERS LOCAL INFORMA4q1IN
SVSTEMS

ABSTRACT - INCLUDED IN THIS.
DOCUmENT ARE TWO RELATED SPEECHES
ON THE USIS,.FEATURES, AND
DEVELOPMENT OF A LOCAL: INFORMATION
SYSTEM. THE FIRST SPEECH ADDRESSES
THREE QUESTIONS: (1) wHAT IS AN
INFORMATION SYSTEM? (2) WHAT LAN BE
EXPECTED OF AN INFORMATION SYSTEM?
AND (3) WHEN WOULD ONE ,USE AN
INFORMATION SYSTEM? THE SECOND,J,
SPEECH INCLUDES 'A DISCUSSION OF-
INFORMATION SYSTEMS IN TERMS OF
MISSION, SCOPE AND OBJECTIVES,

TWO-6041.i dii-katitIlIVESUI-Pm ENT
AND STAFFING, COMPONENTS AND COSTS,
AND EDUCATION OF USERS. POINTS OF
SUMMARY COVERED IN THE SPEECHES
ANICLUDE: (1) LOCAL:INFORMATION

AWYSTEMS SHOULD EL LINK% TO A'
lerbOCUMENTI-BASED, USER-OklENTED

INFORMATION SYSTEM THATI,WILL
PROVIDE ACCESS TO VAST RESOURCES,
ALREADY AVAILABLE, AND (2) LOCAL
ADMINISTRATORS SHOULD REFER TO THE
"GUIDE FOR A STATE VOCATIONAL-
TECHNICAL EDUCATION DISSEMINATION
SYSTEM" IN THEIR EFFORTS TO DEVELOP
A LOCAL INFORMATION SYSTEM (ED 04E4
503 OR VT 012 862, ARM FALL 1971).
(JS)

VT 015 016 ED 061 453
BOBBITT, FRANK;LETWIN,-EINDA
TECHNIQUES FOR TEACHING
DISADVANTAGED YOUTH IN VOCATIONAL
EDUCATION.

MICHIGAN STATE UNIV., EAST LANSING.
RURAL MANPOWER CENTER.
EDRS PRICE MF-$0.65 HC-$6.58.
SPEC-PAP-14
PUB DATE - DEC.71 106P.

411DISCRIPTORS *VOCATIONAL
EDUCATION; *TEACHING METHODS;
*DISADVANTAGED YOUTH; TEACHER
ATTITUDES; SECONDARY GRADES;
COUNSELING; STUDENT MOTIVATION;

4 6
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CURRICULUM DEVELOPMENT; PROGRAM
EVALUATION; *EDUCATIONAL NEEDS;
REFERENCE MATERIALS; *RESOURCE
MATERIALS; EDUCATIONAL PROBLEMS;:
vOCATIONAL EDuCATION TEACHERS;
TEACHING TECHNIQUES'

ABSTRACT - DEVELOPED THROUGH A
cOLLEGE CURRICULUM DEPARTMENT, THIS
PUBLICATION TiROvIDES VOCATIONAL
TEACHERS WITH A PRACTICAL REFERENCE
ON PROBLEMS RELATING TO EDUCATING
DISADVANTAGED STUDENTS. THE
UNDERLYING THEME /S THAT THE
TEACHER IS THE MAJOR FACTOR IN THE
_SUCCESS OF ANY PROGRAM FOR THE
DISADVANTAGED. SEVERAL ASPECTS OF
THE PROBLEM 104 CONSIDERED,
INCLUDING: (1) IDENTIFICATION OF
THE DISADVANTAGED AND THEIR NEEDS,
(2) MOTIVATION, (3) TEACHER STUDENT
RELATIONSHIP, (4) COUNSELING, (5)
GROUPING DISAOVANT_AED____SIUD..EMS__t_____________
(6) CURRIC6LUM, 47) TEACHING.
METHODS, (8) PROGRAM,EVALUATION,
ANDA9) AVAILABLE FEDERAL
RESOURCES. (84)

VT 015 043
BUSINESS AND OFFICE EDUCATION
RESOURCE SUPPLEMENT TO THE CONSUMER
EDUCATION CURRICULUM GUIDE FOR
OHIO.

OHIO STATE DEPT. OF EDUCATION,
COLUMBUS. DIV. OF VOCATIONAL
EDUCATION.
ME AVAILABLE IN VT-ERIC SET.
INSTRUCTIONAL MATERIALS IABORATORY,
TRADE AND INDUSTRIAL 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'
EDUCATION; 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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SOMMER 1971) IS INTENDED TO.ASSIST
6 OHIO TEACHERS IN IMPROVING HIGH
SCHOOL BUSINESS EDUCATION

v(AIRRICULUMS BY INCORPORATING
:APPROPRIATE SEGMENTS OF CONSUMER
EVUCATION. INSTRUCTIONAL UNITS ARE
'DEVELOPED ARouND SIX CONCEPTS
COVERING: -(1) THE ECONOMIC SYSTEM,
,(2) INCOME PROCUREMENT, (3)
CONSUMER. ALTERNATIVES, (4) CONSUMER
BEHAVIOR DETERMINANTS, (5) ROLES,
.RIGHTS, AND RESPONSIBILITIES, AND
(6) COMMUNITY RESOURCES. THE UNIT&
CONTAIN OBJECTIVES AND SUGGESTED
LEARNING ACTIVITIES, EVALUATION
TECHNIQUES, AND RESOURCES WHICH ARE
KEYED TO CONCEPTS AND BUSINESS
SUB'JECT AREA. SEVERAL OF THE UNITS
AiSO INCLUDE ILLUSTRATIONS. WHICH
MAY BE USED AS TRANSPARENCY MASTERS'
-FOICOVERHEAD PROJECTION, AND'A
SELECTED BIBLIOGRAPHY OF TEACHER

SET, FILMS, FILMSTRIPS,/
..REEBIENLESIL.EiC/OK.S, PAMPHLETS,

" ANO BULLETIN BOARD MATERIALS IS /
PROVIDED. ANOTHER SUPPLEMENT IS/
AVAILABLE AS'VT 014 067 (AIM VO/L.

.5, No. 2) AND RELATED DOCUMENTS. AS.
VT'015 039-V1 015 047 IN THIS /

ISSUE. (SB)
,

.11,T, 015 054
:DELAWARE GLOSSARy OF TERMS F1R'
CCUPATIONALVOCATIONAL EDUCATION.

.DELAWARE STATE crILL.. DOVER'. DEPT.
Or.DISTRIBUTIVE EDUCATION./
AP,AVAILABLE IN VT-ERIC SO.
,pUB DATE - 72 14p/.

DESCRIPTORS.- *GLOSSARIES;
*VOCABULARY; *VOCATIONAL EDUCATION;
*CAREER EDUCATION; *COMMUNICATION
(THOUGHT TRANSFER); DEFINITIONS

ABSTRACT,- DEVELOPED/BY
DISTRIBUTIVE EDUCATION INTERNS
:UNDER THE DIRECTION/OF A TEACHER-
EDUCATOR, THIS GLOSSARY OF TERMS IS
bDESIGNEO TO PROVIDE' A COMMON GROUND
, 40K,COMMUNICATION IN OCCUPATIONAL-
VOCATIONAL EDUCATION BY
STANDfRDI2ING TERMINOLOGY IN LOCAL
AND STATE INSTRUCTIONAL PROGRAMS.
THE PUBLICATION CONSISTS OF MORE
THAN 70 TERMS'COMMON TO

'OCCUPATIONAL-VOCATIONAL EDUCATION,-
ARRANGED ALPHA$ETICALLY, WITH EACH

4 7
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TERM UNDERLINE6 FOR CLARITY. (AW)

VT 015 077
OCCUPATIONAL CLUSTERS..EXEMPLARY
PROGRAM IN CAREER EDUCATION.

COUNCIL BLUFFS COMMUNITY SCHOOL
OISTRICT, 10WA.
MF. AVAILABLE IN VT-ERIC SET.
/PUB DATE - 0IFEB72 58P.

/(DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *OCCUPATIONAL CLUSTERS;
*CLUSTER GROUPINGS; *CAREER
t:DUCATION; *DEVELOPMENTAL PROGRAMS
I.DENTIFIERS CAREER AWARENESS;
ECONOMIC AWARENES6

'ABSTRACT THIS COLLECTION OF.15
OCCUPATIONkL CLUSTERS WAS DEVELOPED
THROUGH THE COOPERATIVE. EFFORTS OF
THE POTTAWATTAMIE COUNTY'S
EXEMPLARY PROGRAM IN CAREER
EDUCATION AND THE COUNCIL.BLUFFS
COMMUNITY SCHOOL DISTRICT. A
'SCHEMATIC OUTLINE OF THE EXEMPLARY
PROJECT IS FOLLOWED BY A BREAKDOWN
OF EACH OF THE 15 CLUSTERS INTO
SPECIFIC FUNCTIONS OR OCCUPATIONS. 0
CLUSTERS INCLUDE: (I)
TRANSPORTATION, (2).FINE ARTS AND
HUMANITIES, (3). COMMUNICATION AND
MEDIA, (4) PERSONAL SERVICES
OCCUPATIONS, (15) CONSTRUCTION, (6)
HOSPITALITY AND RECREATION, (7)
HEALTH OCCUPATIONS, (8) MARINE
SCIENCE OCCUPATIONS, (9) CONSUMER
AND HOMEMAKING, (10) AGRIBUSINESS
.AND NATURAL RESOURCES, (11)
ENVIRONMENT, (12) PUBLIC SERVICE,
(13) BUSINESS AND OFFICE, (14)
MANUFACTURING, AND (15) MARKETING
AND DISTRIBUTION. (AW)

VT 015 096
388 CIVIL SERVICE PREPARATION.
TENTATIVE COURSE OUTLINE.

LOS ANGELES CITY SCHOOLS, CALIF.
DIV. OF ADULT EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
CVTE-N-41
PUB DATE - 69 6P.PAES
COLLECTION; 1969 REVISION

DESCRIPTORS-- *REVIEW
(REEXAMINATION); *CAREER EDUCATION;
*ADULT VOCATIONAL EDUCATION;
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*EXPERIMENTAL CURRICUtuM; *NATIONAL
COMPETENCY TiSTS; GUIDES;

AWNSTRUCTIONAL AIDS; RESOURCE
WATERIALS: JOB APPLICANTS; LANGUAGE

SKILLS; ARITHMETIC; OCCUPATIONAL
.GUIDANCE
IDENTIFIERS - EMPLOYMENT SKILLS;

%
,CIVIL' SERVICE TESTS

ABSTRACT - THIS TENTATIVE COURSE
.OUTLINE FOR FIVE-SEMESTER ADULT
EDUCATION 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.
"ORIENTATION." THE FIRST HEADING.-
.OUTLINES-BRIEFLY POINTS TO INCLUDE
ABOUT CIVIL SERVICE EMPLOYMENT IN
THE COURSE. THE NEXT FIVE HEADINGS
COVER BASIC KNOWLEDGE NECESSARY FOR
CIVIL SERVICE TESTS, SUCH AS
ARITHMETIC, ENGLISH.- AND OFFICE

-'SKILLS. THE SEVENTH HEADING LISTS
13 TYPES OF APTITUDE TESTING FOUND
ON CIVIL SERVICE EXAMINATIONS, AND

410THE FINAL HEADING, "JOB
ORIENTATION," OUTLINES PROCIDURES
FOLLOWED BEFORE TAKING A CIVIL
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-SC629;CVTE-N-134
PUB DATE - 69 118P.PAES
COLLECTION; 1969 REVISION

DESCRIPTORS - *OCCUPATIONAL
GUIDANCE; *CAREER EDUCATION;
EMPLOYMENT OPPORTUNITIES; GRADE 1();
GRADE 11; GRADE 12; *INSTRUCTIONAL
MATERIALS; LABOR UNIONS; RESOURCE
MATERIALS; LABOR LAWS; POST
ECONDARY EDUCATION; EMPLOYEE

ATTITUDES; EMPLOYMENT INTERVIEWS;
*EMPLOYMENT SERVICES; JOW
APPLICATION; VOCATIONAL EDUCATION;
FEDEWAL PROGRAMS; *CONSUMER

4 8
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ECONOMICS; OCCUPATIONAL
INFORMATION; BUDGETS; FAMILY LIFE
EDUCATION; FRINGE BENEFITS; VISUAL
AIDS
IDENTIFIS - BEGINNING COMPETENCE;
EMPLOYMENT SKILLS

,

ABSTRACT,T REVIEWED BY AN ADVISORY
COMMITTEEVOF SECONDARY SCHOOL
TEACHERS AND SUPERVISORS AND
SUPERVISORS OF THE INSTRUCTIONAL
PLANNING AND SERVICES DIVISION,
THIS SET OF SPIRAL BOUND STUDENT
STUDY SHEETS FOR USE IN SENIOR HIGH
OCcUPATIONAL EDUCATION CLASSES
INCLUDES SUGGESTIONS FOR TEACHER
AND STUDENT USE OF THE HANDBOOK,
INTRODUCTORY ADVICE TO THE STUDENT
ABOUT OCCUPATIONAL TRAINING, AND
EIGHT UNITS1OF STUDY. INFORMATION
ABOUT FEDERAL AND STATE EMPLOYMENT
LAWS AND PROGRAMS DIRECTLY
AFFECTING EMPLOYEES, OTHER RELATED
ASPECTS OF THE ECONOMY, AND A FINAL
24-PAGE REFE ENCE LIST OF POST-
SECONDARY VO ATIONAL COURSES
OFFERED IN L S ANGELES CITY SCHOOLS
MAKE UP THE 4.ANDBOOK. AIMED AT
MAKING THE SCHOOL-TOWORK
TRANSITION EASIER, THIS STUDENT
MANUAL INCLUDES SPECIFIC
INFORMATION ON LABOR UNIONS AND
MANAGEMENT, FAMILY BUDGETS AND

(
CREDIT BUYING, AND SELF-ANALYSIS AS
AN ASSET IN SUCCESSFUL VOCATIONAL
PLANNING. A DETAILED SET OF
INSTRUCTIONS ABOUT OBTAINING AND
KEEPtNG A JOB ARE A PART OF THE
FIRST STUDY UNIT. VARIOUS CHARTS,
TABLES, AND SAMPLES OF EMPLOYMENT-
RELATED MATERIAL ILLUSTRATE THE
STUDY GUIDE. (AG)

VT 015 134
WOOD, '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

DESCRIPTORS - *EDUCATIONAL
OBJECTIVES.; *LESSON PLANS;
*SECONDARY GRADES;'*CURRICULUM
GUIDES; *INSURANCE PROGRAMS;
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EDUCAIIONAL FINANCE; HEALTH
INSUR NCI; VISUAL AIDS; EDUCATIONAL
RADIO/; ACHIEVEMENT TESTS; RESOURCE
MATERIALS; ANSwEk KEYS; STUDENT
DEVEOED MATERIALS; INSTRUCTIONAL
MATERIALS; lEACHING PROCEDURES
IDE IFIERS - ATTITUDES.
AFP ECIATIONS; (CONOMIC AwARENESS

/

ABSTRACT - illrs CURRICULUM GUIDE
.FOR A JUNIOR HIGH SCHOOL COURSE ON
INSURANCE, WRITitN BY A JUNIOR HIGH
TtACHER, INTENDS TO DEVELOP
APPRECIATION OF THE VALUE OF LIFE
AND HEALTH INSURANCE, AS wELL AS

/

//

SOCIAL SECURITY BENEFITS AND OTHER
TYPES OF INSURANCE. UNIT GOALS AND

'OBJECTIVES PRECEDE THE 23 DAILY
LESSON OUTLINES, wHICH GIVE

/

/ lEACHING PROCEDURES. SUPPLEMENTARY
,

/ MATERIALS INCLUDE A SAMPLE
INSURANCE CLAIM AND PoLIcy FOR A

i

ATUDENT-DEVELOPED INSURANCE
OMPANY, IN ADDI,ION TO A TEST WITH
N ANSWER KEY AND A QUIZ.

WORKSHEETS, TRANSPARENCIES, A
CROSSWORD PUZZLE, AND A RADIO
BROADCAST SCRIPT ENRICH THE UNIT.
(AG)

VT-015 141
WOOD, SANDY
BANKING AND MONEY.

MESA PUBLIC SCHOOLS, ARIZ. CENTER
FoR CAREER DEVELOPMENT.
MF AVAILABLE"IN VT-ERIC SET.
PUB DATE - ND 130P.PAES
COLLECTION

DESCRIPTORS - *RESOURCE UNITS;
GRADE 7; GRADE 8; GRADF 9;
*ECONDARY GRADES; WORKSHfETS;
GROUP TESTS; *BANKING; *FINANCIAL
SERvICES; INS1RUC1IONAL MATERIALS;
BEHAVIORAL OBJECTIVES; *CAREER
EDUCATION; ECONOMIC EDUCATION;
TEACHING PROCEDURES; EVALUATION
TECHNIQUES; RESOURCE MATERIALS;
MARKETING; TEACHING TECHNIQUES
IDENTIFIERS - ECONOMIC AWARENESS

AESTRACT - THIS RESOURCE oNIT ON
BANKING AND MONEY FOk A JUNIOR HIGH
SCHOOL CLASS AIMS TO DEVELOP BOTH
AN UNDERSTANDING OF BANKING
SERVICES IN OUk ECONOMY AND THE
ABILITY TO USE A CHECKING ACCOUNT

4 9
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AND OTHER PAYMENT METHODS WISELY.
THREE,DETAILED PAMPHLETS ARE
REPRODUCED FOR USE AS RESOURCE
MATERIALS--flFUNDAMENTAL FACTS ABOUT III
U.S. mONEY, 'ITHE. STORY OF CHECKS."
AND NUSING 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
S1UDY SHEETS, AND TAKING'THEg
PRETEST, QUIZZES, AND THE 60-
QUESTION FINAL EXAMINATION. ',THE
HOW & WHY OF BANKING', PROVIDES A
FINAL SERTES OF 29 STUDENT
WORKSHEETS F R EVALUATING IN DETAIL'
THE.EXTENT 0 UNIT COMPREHENSION.
TOPICS COVE ED FaR DAY 1 THROUGH 12
INCLUDE THE HISTORY. OF MONEY,
BEHIND-THE SCENES', BANKING
OPERATIONS INVOLVING THE FLOW-OF
MONEY AND BANKING SERVICES, AND
INFORMATION ON BANKING FORMS AND
STANDAkD PROCEDURES SUCH AS SERVICE
CHARGES AND BANK STATEMENTS. VISUAL
AIDS SUCH AS CHARTS,
TRANSPARENCIES, AND SAMPLE CHECKS
FORM A MAJOR ELEMENT OF THIS
TEACHING GUIDE. IAG)

VT 015 204
COORDINATORS' GUIDE FOR PROGRAMS_
FOR EDUCATIONAL AND CAREER
EXPLORATION (P6E.C.E.).

GEORGIA UNIV., ATHENS.
ME AVAILABLE IN VT-ERIC SET.
cVTE-B-I8_
PUB DATE - AUG70 . 178P.PAES
COLLECTION

DESCRIPTORS - *RESOURCE GUIDES;
s'ECONDARy GRADES; CURRICULUM
GUIDES; TEACHING GUIDES; VISUAL
AIDS; INSTRUCTIONAL MATERIALS;
*LEARNING ACTIVITIES; BEHAVIORAL
OBJECTIVES; SELF CONCEPT; *CAREER
EDUCATION; VOCATIONAL EDUCATION;
CAREERS; DECISION MAKING SKILLS;
OCCUPATIONAL INFORMATION;
OCCuPATIONAL CHOICE; *OCCUPATIONAL
CLUSTERS; RESOURCE MATERIALS
IDENTIFIERS, - CAREER AWARENESS

ABSTRACT - COMPILED FROM THE
CONTRIBUTIONS OF LOCAL COORDINATORS
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wHa\WERE IN TRAINING IN GEORGIlt,
URING THE SummERS OF 1969 AND
.970, THIS RESOURCE GUIDE FOR
COORDINATORS OF PROGRAMS FOR
EDUCATIONAL AND CAREER EXPLORATION
tPECE) IN GRADES 7, B. AND 9,
INCLUDES AN INTRODUCTORY RATIONALE
DESCRIBING SIX BROAD OBJECTIVES OF
PECE AND STRESSES ACTUAL wORK
PARTICIPATION AND JOBS DICUSSIONS
BASED UPON SELF AWARENESS,
VOCATIONAL INFORMATION, AND
DECISION MAKING ABILITIES. NINETEEN
SUGGESTED INSTRUCTIONAL UNITS.WITH
SEPARATE REFERENCE LISTS, A REVIEW
UNIT, AN EVALUATION SECTION WITH AN
ApPENDIX, A ..)0-PAGE TABLE oF
SELECTED OCCUPATIONS CLASSIFIED BY
GkOUP AND LEVEL, AND A DETAILED
OUTLINE OF AN INITIAL CLASS mEETING
COMPLETE THE GUIDE. EACH UNIT LISTS
BEHAVIORAL OBJECTIVES AND PROVIDES
A VARIETY OF LEARNING EXPERIENCES
INCLUDING FIELD TRIPS, SURVEYS,
CLASSROOM ACTIVITIES, AND yISUAL
AIDS. AN ORIENTATION TO PECE IN
DETAILED OUTLINE FORM INC.LUDES

11WDDITIONAL LEARNING ACTIVITIES AND
MATERIALS. DIVIDED INTO THREE
COLUMNS,-THE 50-PAGE OCCUPATIONAL
CHART LISTS WORK ROLES (VOCATIONS),
WORK SETTINGS (PLACES OF
EMPLOYMENT), AND ACTIVITIES
DIRECTLY RELATED TO THOSE
OCCUPATIONS. (AG)

VT 015 267
TEACHING TAXES PROGRAM. TEACHER'S
GUIDE.

DEPARTMENT OF THE TREASURY,
WASHINGTON, D.C. INTERNAL REVENUE
'SERVICE.
MF AVAILABLE IN VT-ERIC SET.
IRS-PUB-19
PUB DATE - 72 36P.

DESCRIPTORS - *TEACHING GUIDES;
TkANSPARENCIES; *VISUAL AIDS;
*TAXES; EDUCATIONAL OBJECTIVES;
*INSTRUCTIONAL AIDS; PUZZLES;
GOVERNMENT ROLE; *FEDERAL

AlIGOVERNMENT; LESSON PLANS; ANSWER
KEYS
IDENTIFIERS - *FEDERAL AGENLIES;
ECONOMIC AWARENESS; BEGINNING
COmPETENCE

AbSTRACT - THIS 1972 EDITION OF A
TEACHING GUIDE FOR A PROGRAM ON
TEACHING 1AXES, WRITTEN BY THE
INTERNAL REVENUE SERVICE, FORMS
PART OF A UNIT CONTAINING ALL
INSTRUCTIONAL MATERIALS FOR THE
COURSE. FREE TAX GUIDES WILL BE
SENT TO THE SCHOOLS ORDERING THE
CORRESPONDING TEXT NUNDERSTANDING
TAXES." TEACHER FEEDBACK IS
ENCOURAGED AND SUGGESTIONS TO THE
TEACHEk ARE GIVEN. THE PROGRAM
OBJECTIVES INCLUDE PREPARATION OF
ACCURATE TAX RETURNS, AN'
UNDERSTANDING OF THE INTERNAL
REVENUE SERVICE, AND A RECOGNITION
OF THE IMPORTANCE AND ROLE 41* TAXES
IN OUR SOCIETY. LESSON OBJECTIVES
FoR THE FIRST FOUR CHAPTERS ARE
GI,VEN, AS WELL AS TwO SAMPLE LESSON
PLANS. FORM 1040 AND SCHEDULES A
AND B ARE PRINTED FOR USE AS
TRANSPARENCIES. A CROSSWORK PUZZLE
ON TAX TERmS WITH A SOLUTION IS
INCLUDED, WHICH CAN BE USED AS A
QUIZ. SOLUTIONS TO PROBLEMS IN THE
STUDENT TEXTS., WHICH INCLUDE A:
GENERAL-AND 'k'FARM:EDITIONIARE
LISTED. 7A'NCi:T,OHE 50 MOST
COMMON QUESTIOt4 ABOUT FILING
INCOME TAX RETURNS COMPLETES THE
GUIDE. (AG)

VT 015 321
INDUSTRIAL BANKING.

JEFFERSON COUNTY SCHOOL DISTRICT R-
1, LAKEWOOD, COLO.
MF AVAILABLE IN VT-URIC SET.
PUB DATE - ND 238P.PAES

'COLLECTION

DESCRIPTORS - RESOURCE MATOXALS;
*TEACHING GUIDES; INSTRUCTUINAL
MATERIALS; TESTS; COURSE
OBJECTIVES; *BANKING; ECONOMICS;
*FINANCIAL SERVICES; *BANKING
VOCABULARY; *CREDIT (FINANCE);
SECONDARY GRADES; LEARNING
ACTIVITIES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS INSTRUCTIONAL GUIDE
IS DESIGNED TO AID TEACHERS IN
CONDUCTING COURSES ON BANKING AND
FINANCE IN THE SECONDARY GRADES.
THE GUIDE PROVIDES OBJECTIVEt, PRE-
AND POST-TESTS WITH ANSWERS,
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RESOURCE PERSONS, LEARNING
ACTIVITIES, PROBL(MS AND ANSWERS,
AND ADDITIONAL RESOURCES POR UNITS
ON INDUSTRIAL BANKING, FINANCE
COMPANIES, COMMERCIAL BANKING,
SAVINGS AND LOAN ASSOCIATIONS
(INCLUDING HOME CLOSINGS)..AND
CREDIT UNIONS. NUMEROUSE SAMPLE
FORMS, APPLICATIONS, CHARTS, AND
EXCERPTS FROM FINANCIAL NEWS
PUBLICATIONS ILLUSTRATE THE GUIDE.
(AW)

J

VT 015 408 ED 062 569
BJORAKER, WALTER T., ED.
A COURSE OF STUDY IN COOPERATION
AND COOPERATIVES.

WISCONSIN UNIV., MADISON. DEPT. OF
AGRICULTURAL AND ,EXTENSION
tDUCATION.
EDIRSPRILE MF-$0.65 HC-$3.29.
INSTRUC-SER72
PUB DATE - FEB72 65P.

-DISCRIPTDRS - *TEACHING GUIDES;
*CURRICULUM GUIDES; *COOPERATIVES;
COLLECTIVE SETTLEMENTS;
ORGANIZATION; MARKETING; HUMAN
RELATIONS; *ADULT EDUCATION;
SECONDARY GRADES; *EXTENSION:%,
EDUCATION; AGRICULTURAL EDUCATION;.
BUSINESS EDUCATION

ABSTRACT - DESIGNED FOR TEACHERS
WITH LIMITED TEACHING EXPERIENCE IN
COOPERATIVES, THIS COURSE OF STUDY
WAS PREPARED BY SEMINAR STUDENTS
FOR ug IN HIGH SCHOOL OR ADULT
EDUCATION PROGRAMS, AND EMPHASIZES
THE PRINCIPLES OF COOPERATION, THE
OPERATION AND MANAGEMENT OF
COOPERATIVES, AND-THE COMMUNICATION
REQUIRED FOR THEIR EFFECTIVE
FUNCTIONING. UNITS-REQUIRING A
TOTAL OF 20 HOURS OF INSTRUCTION
INCLUDE: (1) INTRODUCTION. (2)
TYPES OF BUSINESS ORGANIZATIONS,
(3) COOPERATIVE PRINCIPLES AND
PRACTICES, 14) ORGANIZATIONAL
STRUCTURE, DUTIES, AND
kiSPONSIBILITIES. (5) LIFE CYCLE OF
A COOPERATIVE. (6) THE FINANCIAL
STATEMENT. (7) LEGAL ASPECTS OF
COOPERATIVES, (B) COOPERATIVE
COMMUNICATIONS, (9) COOPERATIVE
MANAGEMENT, (10),COOPERATION AND
COOPERATIVES IN OUR SOCIETY, (11)

5 1 .

HUMAN RELATIONS,_ (12) MARKETING.
(13) SUPPLY COOPERATIVE. (14)
CREDIT UNION, AND (15) SERVICE

,,,COOPERATIVES. INSTRUCTIONAL
17bBJECTIVES, LEARNING ACTIVITIES.
:TEACHING AIDS. AND REFERENCES
ACCOMPANY EACH UNIT. ADDITIONAL
LEARNING AC4TIVITIES, TEACHING _

AIDES, A GLOSSARY, AND SAMPLE'
LESSON PLANS ARE APPENDED.. (SO)

VT 015 411
PITT COUNTY

-

MIDDLE GRADES PROJECT,

PITT COUNTY SCHOOLS,-GREENVILLE,
N.C.
MF AVAILABLE IN VT--ERIC SET./
CVTE-4000553
.PUB DATE - ND 184P.PAES
COLLECTION

,

DESCRIPTORS - GRADE 7; GRADE 8;
*CURRICULUM GUIDES; *CAREER
EDUCATION; SELF CONCEPT; .

*OCCUPATIONAL INFORMATION; SERVICE ,
OCCUPATIONS; PRO S ONAL
OCCUPATIONSi EVAL ECHNIQUES1-4mh
.TECHNICAL OCCUPATI 11P
*INDIVIDUALIZED INSTRU6TICNI;
DROPOUT IDENTIFICATION; EDUCATIONAL
OBJECTIVES; TEACHING TECHNIQUES;
LEARNING ACTIVITIES; *LEARNING
LABCRATORIES; AUDIOVISUAL AIDS;
RESOURCE MATERIALS; REFERENCE
MATERIALS
IDENTIFIERS - CAREER AWARENESS;

,BEGINNING COMPETENCE; ATTITUDES
APPRECIATONS

A6STRACT - THIS CURRICULUM GUIDE
FOR A CAREER EDUCATION PROGRAM FOR
GRADES 7 AND Et PROVIDES "HANDS-ON"
LABORATORY ACTIVITIES BY MEANS OF
semODULES," WHICH CONSIST OF SEVERAL
LEARNING STATIONS FOR* CLASSROOM
GROUPS OF.SEVERAL STUDENTS APIECE.
DEALING WITH SERVICE, CLERICAL AND
SALES, AND PROFESSIONAL-AND
TECHNICAL OCCUPATIONS, THE UNIT,
PROVIDES.OPPORTUNITIES FOR.SELF
APPRAISAL, VOCATIONAL EXPLORATION,
INDIVIDUALIZED INSTRUCTION,'AND
DROPOUT IDENTIFICATION, LEADING
TOWARDS SUCCESSFUL FUTURE
EMPLOYMENT. DEVELOPED, FIELD
TESTED, AND EVALUATED BY A PROJECT
COMMITTEE OF PITT COUNTY SCHOOLS
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STAFF, THE GUIDE INCLUDES PROGRAM
'AND UNIT OBJECTIVES, _STUDENT
READING MATERIALS, WORKSHEETS,

41tIREGTED +VALUATION SHEETS, AND
ISUAL AIDS, TESTS, STUDENT

'RLFEROCE LIf,TS. UNIT OUTLU.ES WITH
TIME LOCKS, VOCAEULARY LISTS, AND
A CONCLUDING LIST OF AUDIOVISUAL
NDS.COMPLETE THE UNIT. T
YECHNIQuES INCLUDE DISC
FIELD TAIPS, ROLE PLAYI
RESEARCH, AND THE USE,OF.
AUDIOVISUAL AIDS. (AG)

VT 015 421
OvT EXPLORATORY PROGRAM. PHASE I.
II, AND III. GRADES 6-8. COURSE OF
STUDY.

PITTSBURGH PUBLIC SCHOOLS, PA. DIV.
OF UCCuPATIONAL, VOCATIONAL, AND .

TECHNICAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000442
PUB'DATE JUL71 641P.PAES
COLLECTJON

'DESCRIPTORS - *VOCATIONAL
4111DUCATION; CAREER EDUCATION;
NDUSTRIAL ARTS; HOME ECONOMICS;

BUSINESS; *CURRICULUM GUIDES; *TEAm
TEACHING; *STUDENT CENTERED
CURRICULUM; ACTIVITY LEARNING;
BEHAVIORAL OBJECTIVES; EVALUATION
TECHNIQUES; BIBLIOGRAPHIES;-
OCCUPATIONAL INFORMATION;
*SIMULATION; GRADE 6; GRADE 7;
GRADE 8
IDENTIFIERS - CAREER AWARENESS;
ECONOMIC AWARENESS; BEGINNING
CuMPETENCE

AFSTRACT - THESE UNEDITED WORKING
COPIES FOR TEAM TEACHING VOATIONAL
PREPARATION CURRICULUMS IN 6RAOES
6,7, AND 8 FOCUS ON HUMAN RELATIONS
AND PEASONAL DEVELOPMENT,
PRODUCTION, COMMUNICATIONS, AND
CONSUMER EDUCATION IN BUSINESS,
HOmE ECONOMICS, AND INDUSTRIAL
ARTS. GENERALIZATIONS, GENERAL AND
-SPECIFIC BEHAVIORAL OBJECTIVES, AND
EVALUAYION TECHNIQUES ARE PROVIDED
111FoR THE STUDENT-CENTERED LEARNING
ACTIVITIES, WITH SUBJECT
CLARELATIoNS IN EACH UNIT. THE
GRADE 6 CURRICULUM INCLUD.ES SAMPLE
pLANS FOR OR6ANIZATION OF A STUDENT

v.

5 2

CoMPANY:-EXTENDING THE IDEA TO
DETAILED PLANS FOR COMPANIES WITH A
12-wEEK ROTATING SCHEDULE, THE
GRADE 7 UNIT STRESSING CAREER
EXPLORATION GIVES THE PROGRAM SCOPE
AND SAMPLE CUMPANY MATERIALS.
BIBLIOGRAPHIES ARE INCLUDED FOR
GRADES 7 AND 8. IN GRADE 8, THE
STUDENTS WILL SELECT A WORK
CONTRACT WITH PA'Y IN ORDER,TO
PRODUCE GOOPS FOR RETAILING.
VOCATIONAL INFORMATION WILL BE
PROVIDED IN CONJUNCTION wiTH THE
SIMULATED WORK EXPERIENCES. THE
GUIDES WERE WRITTEN BY A COMMITTEE
OF THREE TEACHERS. (AG)

vT 015 432
JORDAN, MABEL, COMP.
ARKANSAS GENeRAL COOPERATIVE
EDUCATION COURSE OF STUDY--FIRST
YEAR, UNITS I-IV.

ARKANSAS UNIV.., FAYETTEVILLE. DEPT..
OF VOCATIONAL EDUCATION.
-ARKANSAS STATE DEPT. OF EDUCATION,
LITTLE ROCK. DIV. OF VOCATIONAL,
TECHNICAL AND ADULT EDUCATION
PO AVAILABLE IN VT-ERIC SET.
CVTE-000383
PUB DATE - ND 615P.PAES
COLLECTION

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

ABSTRACT - THIS GUIDE CONSISTS OF
FOUR MANUALS WHICH PROVIDE HIGH
sulonL TEACHER-COORDINATORS WITH
INFORMATION, TEACHING Ams, 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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UNIVERSITY OF TEXAS DISTRIBUTIVE
EDUCATION DEPARTMENT. TEACHER
OBJECTIVES, STUDENT PERFORMANCE
OBJECTIVES, GENERAL TEACHING
SUGGESTIONS, AND DETAILED TEACHING
OUTLINES ARE INCLUDED FOR UNITS ON
SCHOOL AND BUSINESS RELATIONSHIP
(WITH FOUR SuP-UNITS).
COMMUNICATIONS (FIVE. SUB-UNITS),
BASIC MATH, AND ORGANIZATION OF
BUSINESS AND INDUSTRY (NINE SUB-
UNITS). THE GUIDE PROVIDES VARIOUS
SAMPLE CHARTS, FORMS, RECORDS, AND
RATING SHEETS, SEVERAL SKITS
ILLUSTRATING. SALES TECHNIQUES,
NUMEROUS TRANSPARENCY MASTERS.

AND
(Aw)

VT 015 447 ED 063 479
LEARNING LABORATORIES FOR
UNIMPLOYED, OUT-OF-SCHOOL YOUTH--
COMPUTATION SKILLS (WITH EXTENSIVE
CONSUMER APPLICATIONS).

NEW YORK STATE EDUCATION DEPT.,
ALBANY. BUREAU OF CONTINUING
EDUCATION CURRICULUM DEVELOPMENT.
EDRS PRICE MF-$C.65 HC-$3.29.
PUB DATE - 72 BIP.

DESCRIpTORS - *CAREER EDUCATION;
*OUT OF SCHOOL YOUTH; ADULT
EDUCATION; *REOURCE GUIDES;
AUDIOVISUAL AICS; *MATHEMATICS;
LEARNING LABORATORIES; *LEARNING
ACTIVITIES; DISADVANTAGED XOUTH;
UNEMPLOYED; wURKSHEETS; TEACHING
PROCEDURES; EVALUATION TECHNIQUES;
STUDENT EVALUATION
IDENTIFIERS - EMPLOYMENT !KILLS

ABSTRACT - PREPARED BY SECONDARY
lEALHERS FkOM IDEAS SUGGESTED BY AN
AEVISORY COMMITTEE OF TEACH1RS,
THIS COMPILATION OF LEARNING
ACTIVITIES IS DESIGNED FOR USE_ BY
MATHEMATICS INSTRUCTORS TO
SUPPLEMENT THE CURRICULUM RESOURCE
HANDBOOK, "LEARNING LABORATORIES
FOR UNEMPLOYED, OUT-OF SCHOOL
YOUTH." THE 34 ACTIVITIES, WHICH
ARE INTENDED TO ORIENT THE
DISADVANTAGED STUDENT TO THE WORLD
OF WORK, E.MPHASIZE SUCH TOPICS AS
BASIC MATHEMATICAL COMBINATIONS,
MULTIPLICATION, DIVISION,
6UDGETING, BANKING TERMS, USING A
CHECKING ACCOUNT, AND CREDIT. EACH
ACTIVITY CONTAINS THESE LOMPONENTS:

(1) REFERENCE TO THE COMPUTATION
SKILLS SECTION OE THE CURRICULUM
RESOURCE HANDBOOK, (2) OBJECTIVE,
(3) TEACHING,PROCEDURE, (4)
EVALUATION SUGGESTIONS, AND (Id
STUDENT WORKSHEETS WHICH MAY/tE
DUPLICATED-AND/OR USED FOR
TRANSPARENCIES. AN INTRODUCTORY
SECTION PROVIDES FURTHER
SUGGESTIONS TO THE TEACHER,
INCLUDING THE RECOMMENDATION THAT
LEARNING ACTIVITIES BE ORGANIZED IN
SHORT, ACHIEVABLE UNITS WHICH CAN
SE GRADUALLY INCREASED WHEN'THE
STUDENTS' ATTENTION SPAN, INTEREST,
AND WORK HABITS IEtROVE. A:RELATED
PUBLICATION IS AVAILABLE AS'VT 015
446 IN THIS ISSUE. (S8)

VT 015 450
STENO-SECRETARIAL CURRIOULUM GUIDE.

OREGOWSTATE BOARD OF EDUCATION,
SALEM. DIV. OF COMMUNITY. CO-LLEGES
AND CAREER EDUCATION.
DOCUMENT NOT AVAILABLE FROM EDRS.
0/TE-000213'
OREGON BOARD OF EDUCATION, 942
LANCASTER DRIVE N.E., SALEM, OREGON
97310 ($2.50)
PUB DATE - MAY70 134P.PAES
COLLECTION

DESCRIP%bRS - *OCCUPATIONAL
CLUSTERS; *OFFICE OCCUPATIONS
EDUCATION; *CAREER EDUCATION;
VOCATIONAL DEVELOPMENT; CLUSTER
ANALYSIS; VISUAL AIDS; *RESOURCE
'MATERIALS; FACILITY GUIDELINES;
BEHAVIORAL OBJECTIVES; COURSE
DESCRIPTIONS; LEARNING ACTIVITIES;
*CURRICULUM GUIDES:. SECONDARY
GRADES
IDENTIFIERS - EDUCATIONAL
AWARENESS;. CAREER AWARENESS

ABSTRACT - THIS CURRICULUM'GUIDE.
FOR A SECRETARIAL AND STENOGRAPHIC
OCCUPATIONAL CLUSTER IN THE
SECONDARY GRADES PROVIDES A
RATIONALE FOR OREGON DEVELOPMENTAL
CAREER EDUCATION PROGRAMS,-A
DESCRIPTION OF METHODS USED TO
ANALYZE VOCATIONAL DATA, VISUAL
AIDS, TERM DEFINITIONS, AND
OCCUPATIONAL INFORMATION TAKEN FROM
THE DICTIONARY OF OCCUPATIONAL
TITLES. GEARED TO PREPARE:STUDENTS
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FOR ENTRyLEVEL JOBS OR FOR POST
SECONDARY EDUCATION, THE MATERIALS

ANORE DEVELOPED BY AN ADVISORY
IOLOMMITTEE OF LEADERS IN BUSINESS

AND INDUSTRY, TFACHERS,
CONSULTANTS, AND ADMINISTRATORS.
THE COURSE DESCRIPTIONS INCLUDE
REQUIRED KNOWLEGGE.AND SKILLS,
.8EHAVIORAL OBJECTIVES, IND
SUGGESTED LEARNING ACTIVITIES IN A
THREECOLUMN CHART FORMAT,. RELATED
J.LECTIVE COURSES IN GRADES 11 AND
12 ARE OUTLINED. THE EXTENSIVE
APPENDIxEs PROVIDE FACILITY
GUIDELINES, A BIbLioGRAPHy, A
RESOURCE LI5T, AND SURVEY:
QUESTIONNAIRESsuSED TO COMPILE
OCCUPATIONAL INFORMATION. (AG)

Jo'

VT 015 467
.BOHLMAN, HERBERT W., AND OTHERS
INSTRUCTOR'S GUIDE FOR THE .

ACCENT/CONSUMER EDUCATION SERIES.

FOLLETT EDUCATIONAL CORP., CHICAGO,
ILL. EDUCATIONAL OPPORTUNITIES DIV.
DOCUMENT NOT AVAILABLE FROM HAS.

SOTEX00716OLLETT PUBLISHING COMPANY,
DIVISION OF FOLLETT CORPORATION,
1010 W. WASHINGTON BLVD.,-CHICAGO.
ILLINOIS 60607 ($2.00)
PuB DATE 70 61P.PAES
COLLECTION

'

DESCRIPTURS STUDENT PROJECTS;
s*lEACHINGoPROCEDURES; *PROBLEM
SOLVING; *TEACHING GUIDES;
*CONSUMER EDUCATION; *CONSUMER.

.

ECONOMICS; MONEy MANAGEMENTi
BIBLIOGRAPHIES; INSURANCE PkoGRAMS;
SECONDARY GRADES; LAwS; QUESTIoNING
TECHNIQUES; RESOURCE MATERIALS;
MARKETING
IaNTIFIERS DECISIONS:
EDUCATIONAL AWARENESS

ABSTRACT THIS TEACHING GUIDE FOR
A SERIES OF SIX CONSUMER EDUCATION
BOOKLETS DEALING WITH CONSUMER
ACONOMICS, INSURANCE, MONEY
MANAGEMENT, AND THE LAW PRESENTS
BACKGROUND INFORMATION AND TEACHING
OUGGESTIONS INVOLVING THE USE OF
SUPPLEMENTARY READING MATERIALS,,
SUGGESTED PROJECTS, AND LEARNING
ACTIVITIES. FOR.EACH OF THE'SIX
TOPICS, TEACHING PROCEDURES INCLUDE

45

CONSUMER PROBLEMS, POSSIBLE CCASS
PROJECTS, AND AN ANNOTATED LIST OF
'REFERENCE MATERIALS. AN ANNOTATED
RESOURCE LIST IS PROVIDED FOR THE
GUIDE, WHICH IS ILLUSTRATED WITH
CHARTS.*ROBLEMS TO BE SOLVED AREk
STATED BY MEANS OF QUESTIONS FOR
CLASS DISCUSSION. (AG).

VT 015 486
PREPARING LEARNING UNITS.

CENTRAL JERSEY INDUSTRY-EDUCATION
COUNCIL, WOODBRIDGE, N.J.
m.F. AVAILABLE IN VTERIC SET.
CVTE-000129
PUB,XATE 7 ND 22P.PAES
COLIICTION

DESCRIPTORS - *MANUALS;
*INSTRUCTIONAL IMPROVEMENT;
*TEACHER DEVtLOPED MATERIALS;
*INSTRUCtIONAL AIDS: *STUDENT
DEVELOPED MATERIALS; INSTRUCTIONkL
.DESIGN; FORMATIVE EVALUATION;
CONTENT ANALYSIS; LEARNING
ACTIVITIES; GUIDELINES:
INSTRUCTIONAL MEDIA; OBJECTIVES;
CAREER EDUCATION; EVALUATION
METHODS
IDENTIFIqRS - EDUCATIONAL AWARENESS

ABSTRAGT - THIS MANUAL PROVIDES .

,GUIDELINES FOR TEACHER PREPARATION
OF LEARNING UNITS WHICH WILL
PROVIDE.GOAL$., LEARNING ACTIVITIES
TO IMPLEMENT SPECIFIC OBJECTIVES.
'INSTRUCTIONS TO THE STUDENT, AND
.mETHODS. FOR EVALUATING PERFORMANCE. .

DIRECTIONS FOR LOCATING NEEDED
RESOURCE AND,REFERENCE MATEkIALS
WILL ALSO BE INCLUDED IN A LEARNING
UNIT. A 2-PAGE SAMPLE UNIT IN
ECONOMICS' IS PRESENTED TOGETHER -
WITH' SUGGESTIONS FOR STUDENT
PARTICIPATION-IN EVOLVING LEARNING
UNITS MODELED ON THOSE PREPARED BY_
THE TEACHER. STUDENT AND TEACHER
FEEDBACK TO IMPROVE THIS
IN&TRUCTIONAL APPROACH IS
ENCOURAUD BY ITS DEVELOPERS, THE
CENTRAL JERSEY INDUSTRY-EDUCATION
COUNCIL. (AG)

VT 015 552 ,

,OFFICE CAREERS.

SYRACUSE °CITY SCHOOL DISTRICT, N.Y.

4
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MF AVAILABLE IN VT-ERI
CVTE-00031
PUB DATE - ND I 37P,.PAES4
COLLECTION 4

DESCRIPTOkr. *oFPICE OCCUPATIONS ,

EDUCATION; INSTRUCTIONAL.MATERIALS;
*WORKSHEETS; *LEARNING ACTIVITIES;
*OCCUPATIONAL INFORMATION; *STUDY
GuIDESV UNITS OF STUDY (SUBJECT
FIELDS); AUDIOVISUAL AIDS; PRE
TESTS; POST TESTS; INTERVIEWS;
'BIBLIOGRAPHIES; GLOSSARIEF; FIELD
TRIPS; RESOURCE MATERIALS: VISUAL
AIDS; REFERENCE BOOKS; SECONDARY'
GRAMS
IDENTIFIERS - CAREER AWARENESS;..
OCCUPATIoNAL EXPLORATION

APSTRACT - THIS OCCUPATIONAL
EXPLORATION.UNIT, WRITTEN BY A
CAREER.CENTER, PROVIDES STUDENT
WORKSHEETS UN CAREERS fN OFFICE
WORK. THE'GUIDE DISCUSSES THE
.NATLIRE OF JOBS IN BUSINESS, THE JOB,
REQUIREMENTS, THE WORKING
CONDITIONS, AND THE JOB BENEFITS.
ENRICHMENT ACTIVITIES, A FRE- AND
POST-TEST, AND INTERVIEW SHEET, A
BIBLIOGRAPHY, AND A GLOSSARY ARE
INCLUDED IN THE INSTRUCTIONAL
MATERIALS. DRAWINGS ILLUSTRATE THE
TEXT. TEACHING TECHNIQUES INCIUDE,
THE, USE OF AUDIOVISUAL AIDS-, A
FIELD TRIP, AND READING BOOKS, (AG)

VT 015 580
COORDINATED VOCATIONAL EDUCATION
TRAINING. PRELIMINARY DRAFT.
INSTRUCTIONAL MATERIALS.VOCATIONA
RELATED MATH.

OKLAHOMA STATE DEPT.,OF VOCATIONAL
AND.TECHNICAL EDUCATION,
'STILLWATER.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
ME AVAILABLE IN VT-ERIC SET.
CVTE-000338
PUB DATE - 71 352P.PAES
-COLLECTION; DEVELOPMENTS OF THE
TRAINING INSTITUTE FOR TEACHERS OF
THE HANDICAPPED (DURANT, O(LAHOMA,
JULY 5-169 '1471)

DESCRIPTORS --,*vOCATIONAL
EDUCATION; BEHAVIORAL OBJECTIVES;
*MATHEMATICAL CONCEPTS; TEACHING

BUSINESS AND OFF/CE

PROCEDURES; LEARNING ACTIVITIES;
INSTRUCTIONAL mATER/ALS;
WORKSHEETS; STUDENT TESTING; 'ANSWER
KEYS; *BASIC SKILLS; *MATHEMATICS
CURRICULUM; RESOURCE MATERIALS;
HUMANITIES; SKILL DEVELOPMENT;
SECONDARY GRADES
IDENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - THIS PRELIMINARY DRAFT
OF INSTRUCTIONAL MATeRIALS FOR A
MATHEMATICS CURRICULUM IN A
VOCATIONAL EDUCATION PROGRAM
OUTLINES BASIC CONCEPTS IN WHOLE
NUMBERS, FRACTIONS, DECIMALS, AND'
OTHER AREAS. .0ACH OF THE 20 UNITS :
CONTAINS GENERAL AND SPECIFIC
BEHAVIORAL OBJECTIVES, TEACHING
PROCEDURES, AND LEARNING
ACTIVITIES. STUDENT WORI(SHEETS,
INFORMATION SHEETS, TES114i AND
ANSWER KEYS ARE INCLUDED. THE
APPENDIXES INCLUDE RESOURCE LISTS
ANiD BEHAVIORAL OBJECTIVES FOR
ADDITIONAL MATHEMATICS UNITS-. THIS
INSTRUCTIONAL GUIDE WAS DEVELOPED
AT A WORKSHOP FUNDED BY THE
EER)CATION PROFESSIONS DEVELOPMENT
ACTAEPDA) AND WRITTEN BY TEACHERS,
VOCATIONAL CONSULTANTS,, AND OTHER
EDUCATORS. (AG)

VT 015 622
THE GREGG/MCGRAW-HILL CURRICULUM
GUIDE FOR OFFICE EDUCATION.

GWEGG/MCGRAW-HILL AbVISORY
COMMITTEE FOR OFFICE EDUCATION.
MF AVAILABLE IN VT-ERIC SIT.
PuB. DATE - ND 66P.PAES
COLLECTION

DESCRIPTORS - *CURRICULUM GUIDES;
*OFFICE OCCUPATIONS EDUCATION;
*CURRICULUM PLANNING;
*INSTRUCTIONAL PROGRAMS; POST
SECONDARY EDUCATION; SECONDARY
EDUCATION; OFFICE OCCUPATIONS;
TRAINING OBJECTIVES;MIESOURCE
MATERIALS;-C9RRICULUM ENRICHMENT;
STUDENT NEEDS; ADULT EDUCATION;
TEXTBOOK SELECTION; UNITS OF STUDY
(SUBJECT FIELDS):; BUSINESS
SUBJECTS; TEACIiING GUIDES; COURSE
DESCRIPTIONS 4
IDENTIFIERS - EDUCATIONAL 7

AWARENESS; CAREER AWARENESS
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ABSTRACT - THIS GUIDE TO
CURRICULUMS IN OFFICE OCCUPATIONS

4101EDUCATION, INTENDED TO ACCOMPANY
THE "GREGG/MCGRAW-HILL PROGRAM
PLANNING GUILE FOR OFFICE
EDUCATION," WILL BL USEFUL .FOR
EDUCATORS PLANNING TRAINING
PROGRAMS IN BUSINESS EDUCATION ON
THE SECONDARY, POST-SECONDARY, AND
ADULT ILVELS4 A LIST OF 56 JOB'
TITLES.USING BASIC BUSINESS SKILLS
IS KEYED 'TO AN INDEX OF 59
INSTRUCTIONAL MODULES FOR OFFICE
OCCUPATIONS CURRICULUMS. DETAILED
DESCRIPTIONS OF HE MODULES PROVIDE
THE TIME SPAN, ACADEMIC LEVEL,.
COURSE OUTLINE, OBJECTIVES, COURSE
PA1REQUISIT4iS,. PRIMARY SOURCE
MA1ERIALS, AND ENRICHMENT MATERIAL1S
Fat EACH COURSE. THE PRIMARY
MATERIALS LIST TEXTBOOKS,*
WORKBOOKS, TESTS, AND TEACHINC
GUILES ACCORDING TO GRADE'LEVEL AND
SPECIAL INSTRUCTIONAL NEEDS. AN
IMPORTANT FEATURE IS THE INCLUSION
OF CURRENT NET PRICES FOR AtL
INSTRUCTIONAL MATERIALS..TEACHER-
OKEIRECTED MATERIALS WILL BE PROVIDED
RE TO TEACHERS USING THE

COR8ESPONDING CLASSROOM TEXTS. THE
GUIDE, POEPARED BY THE EDITORS OF
GREGGMCGRAW-HILL, CONCLUDES WITH AV,;'
MODEL FOk A PROGRAM PLANNING
DRKSMEET. (AG)

VT.015 625
WRIGHT,J.UCILLE E., AND OTHERS
THE OFFrrE: REALITY TRAINING
THROUGH SIMULATION. A SAMPLER.

MINNESOTA.MINING AND MANUFACTURING
CO., ST. PAUL, MINN. DIV. OF VISUAL
PRODUCTS.
DOCUMENT NOT AVAILABLE FROM EDRS.
CvTE-000726
3m COMPANY--VISUAL PRODUCTS
DIVISION, 3M CENOR BLDG., 200-10W,
ST. PAUL, MINNESOA 55101
PUB DATE - 71 98P.PAES
'C(ILLECTION

DESCRIPTORS - *SIMULATION; ROLE
meLAYING; *OFFICE PRACTICE;
'AUDIOVISUAL AIDS; EVALUATION
TECHNIQUES; *PROGRAM DESCRIPTIONS;
*DEFICE OCCUPATIONS EDUCATION;
DECISION MAKING &KILLS; MARKETING;
SECONDARY GRADES; VOCATIONAL
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DEVELOPMENT; RESOURCE MATERIALS;
*TEACHING TECHNIQUES
IDENTIFIERS - pEcIsIoNs; 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 CoMPONENTS1,,, WHICH AIM TO
DEVELOP DESIRABLE STUDENT ATTITUDES
FOR WORKING AN AN OFFICE. THE
DOCUMENT CONISTS OF THE FOLLOWING
OFFICE OCCUPATIONS TRAINING
MATERIALS: (I) AN OFFICE MANAGER'S
GUIDE FOR THE TEACHER, (2) AN
EMPLOYEE HANDBOOK FOR THE STUDENTS,
(3) TRANSITION VISUALS, COMPRISING
AUDIOVISUAL AIDS, (4) 50 CRITICAL
INCIDENTS AND INTERRUPTIONS TO ROLE
PLAY,-(5) 30 STAFF MEETING UNITS,
(6) 36 INPUT ENVELOPES CONTAINING
OvER 1500 LETTERS AS INCOMING MAIL,
(7) A SPECIAL PROJECTSAOOK FOR
ADDITIONAL ACTIVITIES, i4ND 1-8) A
MASTERS BOCK GIVING BUSINESS FORMS.
PHOTOGRAPHS ILLUSTRATE 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 ORDER FoRm FOR THE COURSE IS
INCLUDED, IN ADDITION TO A LIST OF
SUPPLEMENTARY AUDIOVISUAL AIDS WITH
COSTS. (AG)

VT 015 628
REENSTJERNA, SWANNEE
OFFICE OCCUPATIONS. TEACHER'S
GUIDE. A UNIT IN PREVOCATIONAL
EDUCATION.

WILSON AREA VOCATIONAL CENTER,
COLUMBIA, S.C.;SOUTH CAROLINA STATE
DEPT. OF EDUCATION, COLUMBIA.
OFFICE OF VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000415
PUB DATE - JUN71 48P.PAES
COLLECTION

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

.56
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PLAN; *UNITS' OF STUDY (SUBJECT
FIELDS); *LEARNING ACIIVITIES;
FIELD TRIPS; TEACHINOrTECHNIQUES;
CAREER OPPORTUNITIES; OFFICE
MACHINES; *OFFICE PRACTICE;
INSTRUCTIONAL MATERIALS;
OCCUPATIONAL INFORMATION
IDENTIFIERS - CAREER AWARENESS;
BEGINNING COMPETENCE

ABSTRACT - THIS DRAFT FOR A 6-WFEK
COURSE IN OFFICE OCCUPATIONS FOR
THE SECONDARY GRADES PROVIDES A
GUIDE TO 21 LEARNING ACTIVITIES AND
AN INTRODUCTORY RATIONALE. EACH
ACTIVITY CONTAINS A BEHAIJORAL
OBJECTIVE,, MATERIALS LIST'S, AND
TEACHING PROCEDURES. TRANSPARENCIES
AND CHARTS ILLUSTRATE THE TEXT. THE-
LEARNING EXPERIENCES INCLUDE
WRITING A CHECK, FILING, USINGTHE
TELEPHONE, AN INTRODUCTION TO
BUSINESS MACHINES AND,SHORTHAND,
AND A FIELD TRIP. TEACHING
TECHNIQUESINCSUDEDISCUSSION,
DEMONSTRATION,,ANDSTUDENT
PARTICIPATION. AN EQUIPMENT AND
MATERIALS LIST COMPLETES THE UNIT,
WRITTEN BY A VOCATIONAL CENTER
TEACHER 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 FOR STUDENTS AND TEACHERS.

HADLEY SCHOOL FOR THE BLIND,
w1NNETKA, ILL.
VOCATIONAL REHABILITATION
ADMINISTRATION (DHEW), WASHINGTON,
D.C.;MOuNT PROSPECT LIONS CLUB,

LEAS PRICE MF-$0.65 HC-$6.58.
CVTE-X00696
'THE HADLEY SCHOOL FOR THE BLIND,
70C ELM STREET, WINNETKA, ILLINOIS'
60093 (PRINT, LG. TYPE, BRAILLE,
RECORDS, $3.95)
'PUB DATE -6 66 497P.PAES
COLLECTIoN

DESCRIPTORS - *CAREER EDUCATION;
*CAREER PLANNING; *MANUALS;
VECATIONAL COUNSELING; *BLIND;
.HANDLCAPPED STUDENTS; *VISUALLY
HANDICAPPED; INSTRUCTIONAL 5 7

.

MATERIALS; STJ'aGUIDES;
RETIREMENT; JOB PLACEMENT;
OCCUPATIONAL INFORMATION;
VOCATIONAL REHABILITATION:
TEXTBOOKS; COURSE CONTENT;
VOCATIONAL DEVELOPMENT; HOME STUDY;
WORKBOOKS

ABSTRACT - WRITTEN BY THE
ADMINISTRATOR OF EDUCATION AND
PROFESSIONAL PLACEMENT SCIENCES OF
THE NEW YORK ASSOCIATION FpR THE
BLIND (THE LIGHTHOUSE), THiS MANUAL
WAS DESIGNED FOR USE IN A CLASSROOM'
SITUATION, IN A TUTORIAL SETTING,
OK BY A REHABILITATION CENTER AS AN
INFORMAL TRAINING PROGRAM. IT ALSO
FORMS THE BASIS FOR A
CORRESPONDENCE STUDY COURSE AS
OFFERED BY.THE HADLEY ApHooL FOR
THE BLIND. INCLUDED'INNHE MANUAL
IS INFORMATION ON EVALUATING THE
LABOR MARKET AND THE WORLD OF.WORK
AND A PRESENTATION OF METHODS AND
TECHNIQUES FOR SELECTING A JOB. FOR
THOSE WHO LOSE THEIR SIGHT IN ,

ADULTHOOD, SUCH CHAPTERS AS THE ONE
ON THE EFFECTS OF BLINDNESS IN 0
PLANNING FOR EMPLOYMENT CAN HELP IN

A1

ADJUST,ING TO THE NE VIRONMENT OF
THE BLIND. OTHER CH 1 RS DEAL WITH
-TOPICS SUCH AS: (1) T IS A
CAREER? (2) FACTORS THAT,MAY,
CONTRIBUTE TO INDIViDUAL'.SUCCESS,
(3) COMMUNITY RESOURCES, (4)
MEASUREMENT, AND EVALUATION, (5)
-SELF-APPRAISAL, (6) SHOULD YOU HAVE
HELP IN-GETTING A JOB? (7) NEW
CAREERS IN IWINESS OR SELF-
EMPLOYMENT, AND (8)-PLANNING FOR
RET'IREMENT. ALSO INCLUDED IS A
WORKBOOK FOR CAREER PLANNING.
(AUTHOR/JS)

VT 015 688 ED 065 668
ABSTRACTS OF INSTRUCTIONAL
MATERIALS IN VOCATIONAL AND
TECHNICAL EDUCATION (AIM), VOLUME
5, NUMBER 3.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.
OFFICE OF EDUCATION (WEN),
WASHINGTON, D.C.,
EDRS PRICE MF-$0.95 HC-$6.58.
PUB DATE - 72 138P.
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. DESCRIPTORS - *ABSTRACTS;
!,:g...*INSTRUCTIONAL MATERIALS:
isiVOCATIONAL EDUCATION; *TECHNICAL
DUCATION; BUSINESS EDUCATION:

,ACRICULTURAL EDUCATION;
DISTRIBUTIVE EDUCATION; HEALTH
OCCUPATIONS EDUCATION; HOME
ECONOMICS EDUCATION; INDUSTRIAL
ARTS; TRADE AND INDUSTRIAL
EDUCATION; *INDEXES (LOCATERS);
CLEARINGHOUSES; CAREER EDUCATION

AbSTRACT - THIS QUARTERLY
PUBLICATION ANNOUNCES THE
AVAILABILITY OF INSTRUCTIONAL'
MATERIALS ACQUIRED AND PROCESSED BY
THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)
CLEARINGHOUSE ON VOCATIONAL AND
TECHNICAL EDUCATION. IT SHOULD BE
OF PARTICULAR INTEREST To.TEACHERS.
CURRICULUM SPECIALISTS,
SUPERVISORS, AND ADMINISTRATORS

.

INVOLVED IN CURRICULUM DEVELOPMEN7.
OR THE USE OF INSTRUCTIONAL
MATERIALS IN. THE TEACHING-LEARNINc,
SETTING.'EACH ABSTRACT, A
CONDENSATION OF 1HE REPORT IN ABOUT

200 WORDS, USUALLY INCLUDES THE
.mEANS USED TO DEVELOP THE MATERIAL,
THE SETTING FOR uSE OF THE
MATERIAL, AND SOURCE OF AVAILABLE
COPIES...AUTHOR, SUBJECT,.AND
DOCUMENT NUMBER INDEXES PROVIDE
ENTRY TO THE ARLSTRACTS. 140S1 OF THE
DOOMENTS WHICH HAVE NOT BEEN
ANNOUNCED IN "RESEARCH IN
EDUCATION" ARE AVAILABLE AS A
SEPARATE MICROFICHE SET FROM THE
ERIC DOCUMENT REPRODUCTION SERVICE
AS ED 063.502. OTHERS ARE AVAILABLE-
FkOM THE SOURCE IDENTIFIED IN THE
ABSTRACT. (CD)

VT 015 705
A WORKSHOP REPORT ON A PROGRAM FoR
GENERAL CLERICAL OCCUPATIONS
CURRICULUM WIDE (A TRIAL REPORT).

OHIO STATE DEPT. OF EDUCATION,
COLUMBUS: DIV: OF VOCATIONAL
EDUCATION..
ME AVAILABLE IN VT-ERIC SET.

AKBULL-8
WINSTROCTIONAL MATERIALS LABORATORY,

THE.OHIO $TATE'UNIVERSITY, 1885
NEIL AVENUE, COLUMBUS-, OHIO 43210
($4.15)

49

PUB DATE - 71 357P.REOORT
OF GENERAL CLERICAL CURRICULUM
wORKSHOP (BOWLING GREEN, ono, JUNE
71-JULY 2, 1971)

DESCRIPTORS - INSTRUCTIONAL
MATERIALS; *CURRICULUM GUIDES:.
*BUSINESS EDUCATION;. BUSINESS
SUBJECTS; *OFFICE OCCUPATIONS
EDUCATION; *INTEGRATED CURRICULUM;
STUDENTDEVELOPED MATERIALS:
MANUALS; *SIMULATION; GRADE 114
GRADE 12; TEACHING PROCEDURES:
PROGRAM.CONTENT; RESOURCE
MATERIALS; VISUAL AIDS; lEARNING
LABORATORIES; VOCATIONAL INTERESTS;
BEHAVIORAL OBJECTIVES; STUDENI0
EVALUATION
IDENTIFIERS - CAREER AWARENESS:
BEGINNING COMPETENCE

ABSTRACT - TVIS TRIAL EDITION OF AN
INTERDISCIPLINARY INTEGRATED
CURRICULUM GUIDE IN BUSINESS AND
OFFICE OCCUPATIONS EDUCATION
CONTAINS AN OFFICE AIMULATION GUIDE
FoR. GRADE 12 AND FIVE UNITS FOR
GRADE 11 GIVING INSTRUCTIONAL
MATERIALS AND TEACHING PROCEDURES
FOR: (1) AN INTRODUCTION TO THE
OFFICE, (2) OFFICE SERVICES, (3)
BANKING, (4) MONEY MANAGEMENT,
INSURANCE, AND BOOKKEEPING, AND (5)
JOB ORIENTATION. SUGGESTIONS ARE
PROVIDED FOR DEVELOPMENT OF A
CLERICAL REFERENCE MANUAL BY EACH
STUDENT, FOR USE DURING THE SENIOR
PROGRAM AND ON THE JOB. A 3-HOUR
TIME BLOCK HAS BEEN USED AS A BASIS
FOR PLANNING THE TIME PERIODS IN
THE GUIDE. EACH OF THE FIVE GRADE
11 UNITS INCLUDES BEHAVIORAL
OBJECTIVES, LEARNING ACTIVITIES
WITH RATIONALES, AND SUPPLEMENTARY
MATERIALS SUCH AS STUDENT
EVALUATrON FORMS AND RESOURCE
LISTS. VISUAL AIDS AND
SOURCE MATERIALS ARE GIVEN THE
GRADE 12 SIMUCATION MANUAL.
REVIEWED BY A GENERAL CLERICAL
CURRICULUM WORKSHOP OF VOCATIONAL
AND SENIOR HIGH EDUCATORS, THE
CURRICULUM GUIDE PROVIDES TEACHING
SUGGESTIONS Ann DETAILED WIT
OUTLINES. (AG)

VT 015 710 ED 063 505
ALLEN, THOMAS R., JR.
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COOPERATIVE VOCATIONAL EDUCATION
COORDINATOR'S HANDBOOK. VOLUME II,
OPEkATION AND ADMINISTRATION..

MARSHALL UNIV.,.HUNTINGTON, W.VA.
DEPT. OF VOCATIONAL-TECHNICAL
EDUCATION.
EURS PRICE MF-$0.65 HC-$3.29.
PUb DATE - 72 72P.

,-DESCRIPTORS - *COOPERATIVE
\EDUCATION; *PROGRAM GUIDES; PROGRAM
PLANNING; *PROGRAM ADMINISTRATION;
*PROGRAM COORDINATION; SECONUARY
EDUCATION; ADULT EDUCATION;
LEGISLATION; RESEARCH NEEDS;
ADVISORY COMMITTEES; YOUTH CLUBS;
*PROGRAM EVALUATION; CHECK LISTS
ICENTIFIERS - BEGINNING COMPETENCE"

ABSTRACT - DEVELOPED AS THE SECOND
PAkT OF A 2-VOLUME PROGRAM GUIDE,
THIS DOCUMENT SHOULD 5E OE
PARTICULAR INTEREST TO COORDINATORS
AND ADMINISTRATORS OF COOPERATIVE
VOCATIONAL EDUCATION PROGRAMS ON
BOTH THE SECONDARY AND POST
SECONDARY LEVELS. MAJOR SECTIONS OF
THE GUIDE ARE: (1) PLANNING
ACTIVITIES FOR COOPERATIVE
VOCATIONAL EDUCATION FROGkAMS, (2)
ADVISORY LOMMITTEE, (3) YOUTH
ORGANIZATIONS, (4) EXISTING
VOCATIONAL YOUTHierNIZATIONS, (5)1,
ACULT EDUCATION. ( ) FEDERAL AND
STATE LAWS, AND (7) PROVICING FOR
RESEARCH IN COOPERATIVE VOCATIONAL
EDUCATION. CHECKLISTS FOR THE
EVALUATION OF COOPERATIVE PROGRAMS
AND RELATED S,ECTIONS -OF THE WEST
VIRGINIA STATE PLAN ARE ALSO
INCLUDED. VOLUME I OF THIS PROGRAM
GUIDE IS AVAILABLE AS.VT 015 711,
IN THIS ISSUE. (JS)

yl 015 711 ED 063 504
ALLEN, THOMAS R., JR.
COOPERATIVE VOCATIONAL EDUCATION
COORDINATOR'S HANDBOOK. VOLUME I.

MARSHALL UNIV., HUNTINGTON, W.VA.
DEPT. OF VOCATIONAL-TECHNICAL
EDUCATION.
EDRS PRICE MF-10.65 HC-$6.58.
PUB DATE,- 72 103P.

DESCRIPTORS - *COOPERATIVE
EDUCATION; *PROGRf4M,GUIDES;

59k.

EDUCATIONAL PHILOSOPHY; EDUCATIONAL
OBJECTIVES; TEACHING METHODS;
TEACHER ROLE; *INSTRUCTOR
COORDINATORS; OCCUPATIONAL
GUIDANCE; *PROGRAM COORDINATION;
PUBLIC RELATIONS; SECONDARY
EDUCATION; POST SECONDARY
EDUCATION; *PROGRAM PLANNING
IDENTIFIERS - BEGINNING COMPETENCE

ABSTRACT - DEVELO4D AS THE FIRST
PART OF A 2-VOLUME PROGRAM GUIDE,
THIS DOCUMENT SHOULD BE USEHOL TO
PLANNERS OF COOPERATIVE VOCATIONAL
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 EDUCATION,
(2) THE ROLL OF THE TEACHER-
COORDINATOR, (3) TEACHING
REQUIREMENTS, (4)-THE FUNCTIONS 0100'
GUIDANCE, (5) COORDINATION
ACTIVITIES, AND (6) PUBLIC
RELATIONS TECHNIQUES. SAMPLES OF
MATERIALS DEALING WITH STUDENT'S
APPLICATION AND PLACEMENT, INTERESTik
QUESTIONNAIRE.- WEEKLY PRODUCTION 111,

REPORT, ANP,INSTRUtTORIS COMMUNITY ,

SURVEY. TRAINING PLAN. AND
COORDINATION RECORD ARE INcLuopo. 1
VOLUME II OF THIS PROGRAM GuIpt'I.S
AVAILABLE AS VT 015 7104. IN THIS
ISSUE. .(JS)

...,
VT 015, 712 ED 063 505
BUSINESS AND OFFICCEDUCATION
INMuCTIONAL MATERIALS.. ..7 .

4",

'-'0HI0 STATE UNIV., COLUMBUS. CENTER*4
-'F.OR VOCATIONAL AND-TECHNICAL .,i t

EDUCATION.,
NATIONAL CENTER RIR EDUCATkONAC
RESEARCH AND"DEVELOPMENT (DMEN/EDE),
WASHINGTON, D.C.
EDRS PRICE MF-$0.65 49,7$6,0.

. 0EG-3-7-000158-2037 , 1 ,'"..
'BIB-SER-9 BR-7-01 8 :. 4'

SUPERINTENDENT OF DOJMENT, 14..S..
GOVERNMENT PRINTING 0 PICT,'
WASHINGTON.. D.C. 20402 7
PUB DATE -. 72
128P.COMPILATION OF AECSTRACTfFROM
ABSTRACTS OF INSTRUCTIONAL,
MATERIALS IN VOCATIONAL Ar4p
TECHNICAL EGUCATION, 1967 1971.
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DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *ABSTRACTS; *RESOURCE

AliGUIDES; *BUSINESS EDUCATION; OFFICE
ImoCCUPATIONS EDUCATION; SECONDARY

GRADES; POST SECONDARY GRADES;
ADULT EDUCATION; CAREER EDUCATION;
* INDEXES I LOCAI ERS

ABSTRACT - THIS COMPILATION
PRESENTS OvER 200 RESUMES OF
INSTRUCTIONAL MATERIALS IN BUSINESS
AND OFFICE EDUCATION, WHICH HAVE
APPEARED QUARIERLY IN "ABSTRACTS oF
INSTRUCTIONAL MAlERIALS IN .

VOCATIONAL AND TECHNICAL EDUCATION"
(AIM), FALL 1967 THROUGH FALL 1971,
RESUMES COVER A BROAD.RANGE OF
FIELDS AND OCCUPATIONS SUCH, AS.
ACCOUNTING, BOOKKEEPING,:BUSINESS-;
ADMINISTRATION, OFFICE MANAOMENT,
RECORDKEEPIN01 AND STENOGRAtEHY.. tHE-
RESuMES ARE ARRANGED IN ASCEND44
'ORDER ACCORDING TO AN CCESSION'4'
N BER:AND,INCLUDE THE FOLCOWING

ORSAT,ION: (1),AUTHORJ0,42I
:4*Tke;..(3) INSTItuTpmAt.sowuf.,.
'100.,SPONSORING AGENCY,151. GRANT,
;CONUACT, AND PROGRAS AREA, NUMBERS, :

16ikEPORT ANDBUREA0 NUMWRS4.(7)
SOEIRCES; OF AVAILABILITY, Atl 7

DtStRfPTORS AND IDENTIFIERS)4H
HARACTERIZEi THE cdoaws OF T

optum5N1, AND'O) AN AkSTRAC1-00E.
T$IE .DOCUMENT. AUTHOR, .spAcTirAk6

.colkivElts4oN OF DUCUMENTNWMBER,
NoEXES'ARE INWiDED If HELP LOCATE

BSTOCTS (ElY PAGE NUMBEFR.AND

'''..0.0CUMENTS, ARE iqi.A.NriAlappi THE g

A SSION ,FULVIEVrtS-CEF,

cwdINAL soys WORIFkftkR
DocuptEhrrw!lopycritok'stity CE
tEORWILS MILREIFItHE OR XE

GRADES: SECONDARY GRADES: *RESOURCE
UNITS; *AUDIOVISUAL AIDS':
FILMSTRIPS; *BIBLIOGRAPHIES:
INSTRUCTIONAL AIDS; CAREER
EDUCATION
IDENTIFIERS CAREER AWARENEA

ABSTRACT - THIS, CATALOG OF RESOURCE
MATERIALS FOR CAREER EDUCATION
INSTRUCTIOff PROVIDES 'A; BLBLIOGRAPHY
OF BOOKS LISTED ALPHABETICALLY BY
AUTHOR, FILM LOOPS,.SOUND
'FILMSTRIPS,USING RECORDS AND
CASSETTES, KITS,'PUZZLES, AND FIELD
1RIpS, AS WELL AS A LIST OF FREE
AND-INEXPENSIVE EDUCATIONAL
MATERIALS. DEVELOPED BY THE
EXEMPLARY PROJECT STAFF, LINCOLN
COUNTY BOARD OF EDUCATION, WEST
VIRGINIA, IN SEPTEMBER 1971,' THIS
.SOORCE GUIDE COVERS A WIDE RANGE OF
'?INSTRUCTIONAL MATERIALS, WITH GRADE
LIEVELs SPECIFIED BY THEIR
PUBUSHERS, AVAILABLE FOR LOAN FROM
THE-CURRICULUM AUDIO-VISUAL CENTER
TO4DUCATIaNAL PERSONNEL IN LINCOLN
COWITY. THE SUGGESTED FIELD TRIPS
ARE GROUPED ACCORDING TO GRADE
LEVEL:4"MaGESTIONS FROM TEACHERS TO
,IMPROV;hTHE GUIDE ARE WELCOMED.

, JAG.)
,

4t%

015*178,-
INVESTIGATING ,CAREER OPPORTUNITIES
FoR THE tURRICULUMGUIDE

, '74 TENTATIVE ) -

LATTLE ROCK PUBLIC SCHOOLS, ARK.
aRKANSAS STATE'BOARD OF VOCATIONAL

. EDUCATION', LITTAE ROCK.
4, MF AVAILABLE IN VT-ERIC SET.

OX 'CV1E-000385-X-CCEM
AkEpolooutirums., A $AmP LV RE UM EAND . PUB. DANE r . :ND 290P.PAES
.foRDERING INFORM TION- FOR AIN kiND ;CO(LEPION
EDRS REPRODUCItON ARE PROVIDED IW
WINTRONCTORY SECTION. (TB) f

VT, 4115 715 ''' ,. '..- ,

kESOURCE4i1iioGRAPHY FZIR
VOCATIONAL,..,EpucATION. 1

LIKCOLk COuliT _,-*.SCHOOL Sir. kiAPILI t

.,.......0 ...

le2VA.5 ..,

111114F AOILABLE IN yyERIC. SET.
111.-PuB DATE '- SEP71 59P.

,DESCRIPTORS....*VOCATIONAL -, .

, EDUCATION;:micCATALOGS; ELEPONTARy

-.0 / ..

. l?....,. .2"
,,. .

3,

1
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,
,DESCRIPTORS :*URRICULUM GUIDES;
*VOCATIDNAL DEVELOPMENT; *SECONDARY
GRADES,: LEARNING LABORATORIES:
*SIMULATION4 *OCCUPATIONAL
CIUSTERS;. TEACHING PROCEDURES:
wrsmAL AtDs;, BEHAVIORAL OBJECTIVES;

41ttSOURCE MAIrRIALS; INDUSTRIAL
ARTS;410ME ECONOMICS; BUSINESS;
&CUPATIWAL INFORMATION; TESTS;
ANSWERKEYS; INSTRUCTIONAL AIDS

- IDENTIEIERS - CAREER AWARENESS

AlISTRA6:C, ,THIS TENTATIVE
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CUOkICIM GUIDE ON CAREER
EXPLORA ION FOR THE JUNIOR HIGH
SCHOOL IsRADES CONTAINS SIMULATED
WORK EXPERIENCES IN LABORATORIES
FOR OCUPATIONAL CLUSTERS IN
INDUSRIAL ARTS, HOME ECONOMICS,
AND B SINESS EDUCATION. DEVELOPED
BY A CURkICULUM COMMITTEE OF
EDUCATORS IN THESE SUBJECT AREAS,
THE UNIT INCLUDES TEACHING
PROCEDURES CORRELATED TO RESOURCE
MATERIALS SUCH AS HANDOUTS AND
TRANSPARENCIES. BEHAVIORAL
OBJECTIVES, OCCUPATIONAL
INFORMATION, PRE AND POSTTESTS,
AND OTHER EVALUATION METHODS 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
PROGRAP HANDBOOK. VOCATIONAL
TECHNIC L EDUCATION. A HANDBOOK FOR
THE OCCLPATIONAL SKILLS PROGRAM FOR'
SPECIOL EDUCATION STUDENTS.

HAWAII STATE DEPT. OF EDUCATION,
HONOLULU. OFFICE OF INSTRuCTIONAL
SERVICES.
EDRS PRICE MF$0.65 HC$6.58.
PUBTAC-72-4221
PUB DATE 7 71 129P.

DESCRIPTORS SECONDARY GRADES;
HANDICAPPED STUDENTS; *SPECIAL
EDUCATION; SERVICES; *VOCATIONAL
DEVELOPMENT; BEHAVIORAL OBJECTIVES;
*JOB SKILLS;'.pROGRAM DESCRIPTIONS;
RESOURCE MATERIALS; LEARNING
ACTIVITIES; OCCUPATIONAL CLUSTERS;
.PROGRAM EVALUATION; BIBLIOGRAPHIES;
'7oPREVOCATIONAL EDUCATION;
GUIDELINES; EMPLOYMENT

-:OPPORTUNITIES; MANUALS; *TEACHING
*GUIDES; SKILL DEVELOPMENT
IDENT FIERS CAREER AWARENESS;
BEGINN NG COMPETENCE

ABSTRA T THIS HANDBOOK,-FOR USE
IN A P EVOCATIONAL PROGRAM
PROVIDING SPECIAL EDUCATION
STUDENTS /N HIGH SCHOOL WITH
OCCUPATIONAL SKILLS, PROVIDES*
GUIDELINES AND TEACHING PROCEDURES
FOR USE IN IMPLEMENTING A PROGRAM
AT DISTRICT iaR SCHOOL. LEVEL. AN

4

61; -

BUSINESS AND 'OfFICE

OVERALL DESCRIPTION OF THE PROGRAM
DELINEATES ROLES AND
RESPONSIBILITIES OF ALL PROGRAM
PARTICIPANTS, AND SUGGESTED

411OCCUPATIONAL SKILLS UNITS PROVIDE
LEARNING ACTIVITIES FOR THE
HANDICAPPED, 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 EXPERIENCES. PROGRAM
EVALUATION SHEETS, A VOCABULARY
LIST, A BIBLIOGRAPHY, AND
GENERALIZATIONS FOR CAREER
EDUCATION COMPLETE THE HANDBOOK,
DEVELOPED BY TEACHERS, COUNSELORS,
ADMINISTRATORS, AND REPRESENTATIVES
FROM ORGANIZED LABOR. (AG)

VT 0195 946'
COOPERATIVE BUSfNESS EDUCATION.'
COURSE OUTLINE.. AUTHORIZED COURSE
OF INSTRUCTION FOR THE WINMESTER

'PROGRAM.

DADE COUNTY PUBLIC SCHOOLS, MIAMI,
PLA. DIV. OF VOCATIONAL, TECHNICAL 411
AND ADULT EDUCATION.
MF AVAILABLE IN VTERIC SET.
PUB DATE 71 61P.

DESCRIPTORS *COOPERATIVE
EDUCATION; *BUSINE EDUCATION;
*UNITS OF STUDY (SUBJECT FIELDS);
TEACHING TECHNIQUES; fp
BIBLIOGRAPHIES; INSTRUCTIONAL Is;
INNOVATION; *MONEY MANAGEMENT;

,BEHAVIORAL OBJECTIVES; BUDGETING;
UNEMPLOYMENT INSURANCE; WORKMANS
COMPENSATION; INSTRUCTIONAL
MATERIALS; INSURANCE PROGRAMS;
TAXES; PARLIAMENTARY PROCEDURES;
COURSE DESCRIPTIONS; YOUTH CLUBS
IDENTIFIERS ECONOMIC AWARENESS

ABSTRACT THESE TWO UNITS OF STUDY
MAKE,UP 45HOUR COURSE OUTLINES IN
COOPERATIVE BUSINESS EDUCATION, ONE
COVERING PERSONAL BUDGETI16 AND
,FINANCE, AND THE OTHER INTRODUCING
THE-STUDENT'TO COOPERATIVE
VOCATIONAL EDUCATION PROGRAMS. BOTH 0
'COURSES REQUIRE PRIOR ACCEPTANCE
INTO THE COOPERATIVE BUSINESS
EDUCATION PROGRAM FOR DADE COUNTY.
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DEVELOPED BY INSTRUCTIONAL.AND
SUPERVISORY PERSONNEL, AN ADVISORY

MITTEE, AND THE VOCATIONAL
EACHER EDUCATION SERVICE, THE

'UNITS HAVE BEEN APPROVED BY THE
DADE COUNTY VOCATIONAL CURRICULUM
COMMITTEE. THE MONEY MANAGEMENT
COURSE INCLUDES INFORMATION ON
SOCIAL SECURITY, UNEMPLOYMENT
INSURANCE, WORKMEN'S COMPENSATION,
INCOME TAX, AND INSURANCE. THE
VOCATIONAL EDUCATION COURSE
DISCUSSES THE PROGRAM BACKGROUND,
THE VOCATIONAL EDUCATION CLUBS, AND
PARLIAMENTARY LAW. TEACHING
TECHNIQUES FOR THE UNITS INCLUDE
CLASS DISCUSSIONS, LECTURES,
DEMONSTRATIONS, 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
OBJECTIVES, A CURRICULUM
DESCRIPTION, AND A LIST OF
SUBTOPICS GIVING SUGGESTED
CLASSROOM HOURS. (AG)

1104T 015 947
DIVERSIFIED COOPERATIVE TRAINING.
COURSE OUTLINE. AUTHORIZED COURSE
OF INSTRUCTION FOR THE QUINMESTER
PROGRAM. 0

DADE COUNTY PUBLIC SCHOOLS, MIAMI,
FLA. DIV. OF VOCATIONAL, TECHNICAL
AND ADULT EDUCATION.
ME AVAILABLE IN VT-ERIC SET.
PUB DATE- 71 70P.

DESCRIPTORS - *COOPERATIVE
EDUCATION; *VOCATIONAL EDUCATION;
,GRADE 11; GRADE 12; *INDIVIDUALIZED
INSTRUCTION;.BEHAVIORAL OBJECTIVES;
TEACHING TECHNIQUES; OCCUPATIONAL
CHOICE; VOCATIONAL INTERESTS;
',INSTRUCTIONAL AIDS; SKILLED
OCCUPATIONS; *INDUSTRIAL EDuCATION;
BUSINESS EDUCATION; PROGRAM
DESCRIPTIONS; LEARNING ACTIVITIES
IDENTIFIERS - CAREER AWARENESS;
ECONOMIC AWARENESS; BEGINNING

liCOMPETENCE

"ABSTRACT - THESE THREE UNITS OF
STUDY MAKING UP 45-HOUR
.INTRODUCTORY COURSES FOR GRADES 11
AND 12 IN COOPERATIVE VOCATIONAL

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 INSTRUCTION.
THIS COURSE ON OCCUPATIONAL SKILLS
SPECIFICALLY RELATES CLASSROOM
TRAINING TO ON-THE-JOB EXPERIENCE.
DEVELOPED BY INSTRUCTIONAL AND
SUPERVISORY PERSONNEL, AN ADVISORY
COMMITTEE, AND.THE VOCATIONAL
TEACHER EDUCATION SERVICE, THE

4 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)
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VT 015 953
BUSINESS EDUCATION. AUTHORIZED
COURSE OF INSTRUCTION FOR THE
QUINMESTER PROGRAM.

DADE COUNTY PUBLIC SCHOOLS, MIAMI,
FLA. DIV. OF INSTRUCTION.
MF AVAILABLE 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; P(CACTICAL
MATHEMATICS; RESOURCE MATERIALS;
TYPEWRITING; VISUAL AIDS;
BOOKKEEPING; STENOGRAPHY;
TRANSPORTATION; TEACHING
PROCEDURES; TESTING; ANSWER KEYS
IDENTIFIERS - BEGINNING COMPETENCE

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



54

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 CURRICULUMS. WRITTEN BY VARIOUS
OUCATORS'AND APPROVED BY A
BUSINESS EDUCATION ADVISORY
COMMITTEE FOR DADE COUNTY, FLORIDA,
EACH GUIDE CONTAINS COURSE
DESCRIPTIONS, ENROLLMENT
GUIDELINES, TEACHING SUGGESTIONS,
PERFORMANCE OBJECTIVES, AND AN
OUTLINE OF COURSE CONTENT. IDEAS
FOR LEARNING ACTIVITIES AND
EVALUATION PROCEDURES, TOGETHER
WITH STUDENT AND TEACHER DIRECTED
RESOURCE LISTS, COMPLETE THE
INSTRUCTIONAL MATERIALS.
SuPPLEMENTARY MATERIALS INCLUDE A
WIDE RANGE OF UNIT TESTS WITH
ANSWER KEYS.AND SEVERAL SAMPLE
VISUAL AIDS. (AG)

VT 015 959
PILUSO, GENEVIEVE
SECRETARIAL CLUSTER PROGRAM.

LEBANON UNION HIGH .SCHOOL, ORE.
MF AVAILABLE IN VT-ERIC SET.
-PUB DATE - 72 33P.PAES
COLLECTION

DESCRIPTORS - *OCCUPATIONAL.
CLUSTERS; *SECRETARIES; EDUCATIONAL
OBJECTIVES; *RESOURCE MATERIALS;
VISUAL AIDS; *OFFICE OCCUPATIONS
EDUCATION; *PROGRAM DESCRIPTIONS;
CURRICULUM GUIDES; COMMUNICATIONS;
COOPERATIVE PROGRAMS; ON THE JOB
TRAINING; JOB APPLILATION;
SIMULATION
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
OCCUPATIONS, STUDENT APPLICATION
FORMS, AND EMPLOYER WORK EXPERIENCE
FORMS. VOCATIONAL COURSES IN THE
SECRETARIAL FIELD ARE DESCRIBED,

6 3

BUSINESS AND OFFICE

FoCuSING ON A COURSE IN SECRETARIAL
PRACTICE. THIS CURRICULUM OUTLINES
BUSINESS MACHINES NEEDED, TEACHING 40
PROCEDURES, AND COURSE
REQUIREMENTS. STUDENTS WILL COMPILE
A HANDBOOK, WORK IN A SIMULATED
MODEL OFFICE, AND ACQUIRE
COOPERATIVE UN--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 EDUCAlION. SUMMARY
REPORT OF 1970 SUMMER PROGRAM.

OMAHA PUBLIC SCHOOLS, NEU. DEPT.
OF VOCATIONAL AND ADULT EDUCATION.
FIF AVAILABLE IN vT-ERIC SET.
PUB DATE - AUG70 4IP.

DESCRIPTORS - *DISADVANTAGED YOUTH;
*COURSE DESCRIPTIONS; *PROGRAM
DEVELOPMENT; *UNITS OF STUDY.
(SUBJECT FIELDS); CHECK LISTS;
BEHAVIORAL OBJECTIMES; EVALUATION
CRITERIA; *VOCATIONAL EDUCATION;
DELINQUENT IDENTIFICATION; DROPOUT
IDENTIFICATION; INDUSTRIAL.
EDUCATION; APPLIANCE REPAIRING;
HOME FURNISHINGS
.IDENTIFIERS - EDUCATIONAL
AWARENESS; BEGINNING COMPETENCE;
ATTI7UDES 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
AREA. A TWO-PAGE CHECKLIST OF
GENERAL AND SPECIFIC
CHARACTERISTICS CONTRIBUTING TO
IDENTIFICATION OF THE DISADVANTAGED
STUDENT HAS BEEN EVOLVED.
VOCATIOWL EDUCATION UNITS WITHIN
SPECIFIC INSTRUCTIONAL AREAS IN
AGRICULTURE, BUSINESS AND INDUSTRY,0
OFFICE OCCUPATIONS, AND HOME
ECONOMICS ARE BRIEFLY DESCRIBED.-
SLIDE-TAPE PRESENTATIONS CONSTITUTE
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THE MAJOR TEACHING APPROACHES.
SUGGESTED TEACHING ACTIVITIES AND

"OPTIONS ARE LISTED WITHIN EACH
SHORT UNIT OUTLINE. A MORE DETAILED
INDUSTRIAL EDUCATION UNIT INCLUDES
GENERAL AND SPECIFIC GOALS AND
OBJECTIVES INVOLVING STUDENT
PERFORMANCE OF HOME MAINTENANCE
TASKS, WITH ACTIVITIES RELATED TO
THE UPKEEP OF FURNITURE AND
ELECTRICAL APPLIANCES. COMMENTS BY
THE 11 mEMBERS OF THE "PROJECT 22"
COMMITTEE ARE INCLUDED. THE PROJECT
GROUP CONSISTED OF AN ASSISTANT
SUPERINTENDENT, A SUPERVISOR, A
PROJECT LEADER, AND OTHER EDUCATORS
IN WICATIONAL EDUCATION. (AG)

VT 016 002
WORK EXPERIENCE EDUCATION;
MISCELLANEOUS LAP SHEETS.

FULLERTON UNION HIGH SCHOOL
DISTRICT, CALIF.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 69P.-

OVESCRIPTORS - *VOCATIONAL
EDUCATION; *WORK EXPERIENCE
PROGRAMS; *SECONDARY GRADES;
*LEARNING ACTIVITIES; SELF CONCEPT;
BEHAVIORAL OBJECTIVES;
INSTRUCTIONAL MATERIALS; VOCATIONAL
DEVELOPMENT; *VOCATIONAL INTERESTS;
JOB APPLICATION; HUMANITIES;
EMPLOYMENT INTERVIEWS; EMPLOYEE
ATTITUDES; CAREER CHANGE
IDENTIFIERS - CAREER AWARENESS;
LEARNING ACTIVITY PACKAGES; LAPS

ABSTRACT - THIS GkOUP OF SEVEN
SEPARATE GUIDES FOR VOCATIONAL
ORIENTATION BRIEFLY DESCRIBES
LEARNING-ACTIVITIES IN A SENIOR,
HIGH,.wORk EXPERIENCE PROGRAM
INVOLVIN6 SELF ASSESSMENT TO
ACHIEVE'CAREER GOALS. A RATIONALE,
PERFORMANCE OBJECTIVES, PRE- AND
POST-TESTS WITH ANSWER KEYS, AD AN

-ACTIVITY OUTLINE ARE PROVIDED FOR
EACH BOOKLET. A WIDE RANGE OF
TOPICStINCLUDES JOB INTERVIEWS,

P
EMPLOYEE ATTITUDES, JOB CHANGING,
AND RELATIONSHIPS WITH CO-WORKERS.
(AG)

VT 016 005
*SPECIAL NEEDS PROGRAM. AN
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INSTRUCTIONAL PROGRAM FOR THE
MENTALLY, PHYSICALLY AND SOCIALLY
HANDICAPPED IINDIVIDUALS IN GENESEE
COUNTY, MICHIGAN.

GENESEE AREA SKILL CENTER, FLINT,
MICH.
MICHIGAN STATE DEPT. OF EDUCATION,
LANSING.;OFFICE OF EDUCATION
(DHEW), WASHINGTEW, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - JUN72 113P.

DESCRIPTORS - *SPECIAL EDUCATION;
SPEC/AL PROGRAMS; *PROGRAM
DESCRIPTIONS; *UNITS OF STUDY
(SUBJECT FIELDS); *HANDICAPPED
STUDENTS; BEHAVIORAL OBJECTIVES;
GUIDELINES; STUDENT EVALUATION;
PROGRAM EVALUATION; HUMAN SERVICES;
RESOURCE MATERIALS; SECONDARY
GRADES; CAREER PLANNING; VOCATIONAL
DEVELOPMENT; *PREVOCATIONAL
EDUCATION
IDENTIFIERS - BEGINNING COMPETENCE;
EMPLOYMENT SKILLS

ABSTRAT - THIS REPORT DESCRIBES A
PROGRAM 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, ANO STUDENT EVALUATION
SHEETS. CURRICULUM OUTLINES FOR 10
SUBJECT AREAS WITH OPERATIONAL
NOTES ARE GIVEN. THESE
INSTRUCTIONAL UNITS COVER A WIDE
RANGE OF TOPICS SUCH AS DRIVER
EDUCATION, MECHANICAL 'OCCUPATIONS.
AND HEALTH OCCUPATIONS. PHOTOGRAPHS
ILLUSTRATE 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 - JUL71 134P.PAES
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DESCRIPTORS *CURRICULUM GUIDES;
BIBLIOGRAPHIES; BEHAVIORAL
OBJECTIVES; RESOURCE MATERIA4i;
*BOOKKEEPING; *VOCATIONAL
EDUCATION; EVALUATION TECHNIQUES;
LEARNING ACTIVITIES; TEACHING
PROCEDURES; *BUSINESS SUBJECTS;
*ACTIVITIOUNITS; VOCATIONAL
DEVELOPMENT; DEVELOPMENTAL
PROGRAMS; SECONDARY GRADES
IDENTIFIERS BEGINNING COMPETENCE;
CAREER AWARENESS; EDUCATIONAL
AWARENESS

ABSTRACT THIS CURRICULUM GUIDE
FOR TWO DEVELOPMENTAL OCCUPATIONAL
PREPARATION COURSES IN BOOKKEEPING
FOR THE SECONDARY GRADES PROVIDES

a ACTIVITY UNITS'FOCUSING ON A WIDE
RANGE OF BUSINESS SUBJECTS RELATED
TO DATA PROCESSING, ACCOUNTING, AND
FINANCE. GENERAL PROGRAM OBJECTIVES
AND A RESOURCE LIST PkECEDE THE 15
UNITS OF STUDY, EACH INCLUOING
SPECIFIC BEHAVIORAL.OBJECTIVES, A
SUGGESTED TIME ALLOTMENT, AND
RESOURCE MATERIALS. GENERALIZATIONS
ARE CORRELATED WITH SUGGESTED
LEARNING ACTIVITIES FOR EACH UNIT,
AND A BIBLIOGRAPHY IS GIVEN. THE
INTRODUCTORY RATIONALE STATES THAT
THE BEGINNING BOOKKEEPING COURSE
PROVIDES 6ACKGROUND REQUIREMENTS
FOR SOME ENTRY LEVEL POSITIONS AND
THE MORE ADVANCED COURSE PROVIDES
TRAINING FOR FURTHER STUDI OF
ACCOUNTING OR IMMEDIATE POST
GRADUATE EMPLOYMENT. THIS GUIDE WAS'
DEVELOPED BY A CURRICULUM COMMITTEi
OF SUPERVISORS, ADMINISTRATORS, AND
OTHER EDUCATORS IN BUSINESS
EDUCATION AND CURRICULUM
DEVELOPMENT. (AG)

VT 016 100
BUSINESS LAW. A COURSE OF S7UDY FOR
SENIOR HIGH SCHOOLS.

LOS ANGELES CITY SCHOOLS, CALIF.
DIV. OF INSTRUCTIONAL PLANNING AND
SERVICES.
MF AVAILABLE IN VTERIC 4116'

PUBSC-63G
PUB DATE 67 46P.

DESCRIPTORS *CURRICULUM GUIDES;

*SECONDARY GRADES; *BUSINESS
EDUCATION; *LAW INSTRUCTION; GRADE
12; *LEARNING ACTIVITIES;
BEHAVIORAL OBJECTIVES; RESOURCE
MATERIALS;1 GOVERNMENT
(ADMINISTRATIVE BODY); VOCABULARY;
REVIEW (REEXAMINATION)
IDENTIFIERS ECONOMIC AWARENESS

ABSTRACT THIS CURRICULUM GUIDE
FOR A SEMESTERLENGTH GRADE 12
COURSE IN BUSINESS LAW INCLUDES 11.
UNITS OF 'STUDY, EICH WITH SPECIFIC
OBJECTIVES, COUTO* OUTLINE,
LEARNING ACTIVITIES, VOCABULARY
LISTS, AND QUESTIONS FOR REVIEW ANO.
EVALUATION. A LIST OF EIGHT GENERAL
COURSE OBJECTIVES PRECEDES A
SUGGESTED TIME SCHEDULE, RESOURCE
LISTS, AND A DESCRIPTJON OF A MOOT
CASE FOR ROLE PLAYING. THE UNIT
TOPICS RANGE FROM PROPERTY LAWS. TO
EMPLOYER EMPLOYEE RELATIONS. THIS
GUIDE WAS DEVELOPED.BY A CURRICULUM
COMMITTEE OF HIGH SCHOOL TEACHERS
AND A CURRTLULUM tONSULTANT. (AG)

VT 016 115
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN
INSTRUCTOR'S HANDBOOK.

NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF AVAILABLE IN VTERIC SET.
tVIE-000799
DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST,
PETER, MINNESOTA 56082 ($.50)
PUB DATE 70 33P.PAES
tOLLECTION

DESCRIPTORS *CONSUMER EDUCATION;
*TEACHING GUIDES; *PROGRAMED
INSTRUCTION; *TEACHING PRoCEDURES:
*BEHAVIORAL OBJECTIVES; SECONDARY
GRADES; MARKETING; MANUALS;
CONSUMER ECONOMICS
IDENTIFIERS ECONOMIC AWARENESS

ABSTRACT.7 THIS TEACHING MANUAL IS
FOR USE WITH A SERIES OF CONSUMER
EDyCATION PROGRAMED INSTRUCTION
uNTis, AVAILABLE AS VT 016 116
THROUGH VT 016 129 IN THIS ISSUE.
IT PROVIDES SUGGESTIONS FOR THE
TEACHER ON PROCEDURES FOR USING THE
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PROGRAMED STUDY MATERIALS AND
BEHAVIORAL OBJECTIVES FCR EACH

AmUNIT. BEHAVIORAL GOALS IN THE FORM
limp GENERAL PRINCIPLES OF CONSUMER

PURCHASING ARE DETAILED. THESE
UNITS, DEVELOPED BY AN HONORARY
BUSINESS FRATERNITY, WERE FIEED
TESTED IN GRADES 9 THROUGH 12. (AG)

NT 016 116
CONSUMER EDUCATION PROGRAMMED
LEARNING InTRUCTION IN GENERAL
PRINCIPLES OF CONSUMER PURCHASING.
UNIT I.

NORTHERN ILLINOIS UNIV., OEKALB.
ALPHA PHI ZHAPTER OF DELTA PI.
EPSILON.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETERi MINNESOTA 56082 (1.50)
PUB DATE - 70 25P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER. EDUCATION;
doPROGRkMED MATERIALS; *CONSUMER
WECONOMICS; *MONEY MANAGEMENT;

ANSWER .J(EYS; STUDENT CENTERED
C0RRICULUM; VISUAL AIDS; MARKETI
SECONDARY GRADES
IDENTIFIERS - ECpNoMIC AWARENESS

ABSTRACT - THIS FIRST UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PRO6RAMED aARNING
MATERIALS WHICH DEAL WITH GENERAL
PRINCIPLES OF CONSUMER PURCHASING.
WRITTEN IN NARRATIVE FORM WITH
SPACES FOR. ANSWERS, THE UNIT
REQUIRES THE STUDENT TO FILL IN 127
RESPONSES, FUR WHICH AN ANSWER KEY
IS GIVEN. THESE UNITS WERE
DEVELOPE.D BY AN HONORARY BUSINESS
FRATERNITY. (AG) '

VT 016 117
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN BUDGETING
AND MANAGING MONEY. UNIT II.

NORTHERN ILLINOIS-UNIV., DEKALB.
*ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF AVAILABLE IN VTERIC.SET.
CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE,
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GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA, 56082 ($.50)
PUB DATE - 70 20P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; *BUDGETING: MARKETING:
SECONDARY GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THJS 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 REY IS
PROVIDED. THESE UNITS WERE
DEVELOPED BY. AN HONORARY BUSINESS
FRATERNI*. (AG)

VT 016 118
CONSUMER EDUCATION PROGRAMMED
LEARNING. INSTRUCTION IN USING
CONSUMER CREDIT WISELY. UNIT III.

NoRTHERNALLINOIS UNIV., DERALB.
ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF-AVAILABLE IN VT-ERIC SET.
CVTE-000799
DELTA pI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 (4.50)
PUB DATE - 70 I9P.PAES
COLLECTION

DESCRIPTORS *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KtYS; STUDENT CENTERED.
CURRICULUM; *CRiDITs (FINANCE);
MARKETING; SECONDARY GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - TH/S THIRD UNIT IN A
SERIES OF 12 nN CoNSUMEA EDUCATION
CONTAINS 'PROGRAMED LEARNING
MATERIALS '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.

6 6
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FOR WHICH AN ANSWER KEY IS GIVEN.
THESE UNITS WERE DEVELOPED By AN
HONORARY BUSINESS FRATERNITY. (AG)

VT 016 119
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN BUYING
GOODS (FOOD). UNIT IV, PART.I.

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

*EPSILON.
mF AVAILABLE IN vT-ERIC SET'.
CVIE-000799
DELTA PI EPSILOil NATIONAL 'OFFICE
GUSTAVUS ADOLPHUS COLLEGE, ST.,
PETER, MINNESOTA 56082 ($1.00)
PUB DATE - 70 39P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER EDUCATION;
.*PROGRAMED MATERIALS; *CONSuMER
ECONOMICS; *mo4EY mANAWEIPIENT;
ANSWER KEYS; STUDENTCENTERED
CuRRICULUM; MARKETING': *FOOD:
-SECONDARY GRADES
-IDENTIFIERS 7 ECONOMIC.AwARENESS:

ABSTRACT - THIS FOURTH.UN1T (PART
I) INFA SERIES OF 12 ON CONSUMER
EDuCATION CONTAINS PROGRAmED
LEARNING MATERIALS WHICH DEAL wITH
BUYING FOOD. WRITTEN IN NARRATIVE
FORM.WITH SPACES FOR ANSWERS, THE
UNIT REQUIRES THE STUDENT TO FILL
IN 140 RESPONSES, FOR WHICH AN
ANSWER KEY IS GIVEN. THESE UNITS
WERE DEVELOPED-BY AN HONORARY
BUSINESS FRATERNITY. (AG)

VT 016 120.
CONSUMER EDUCATION PROGRAMED
LEARNING INSTRUCTION IN BUYING
GOODS (CLOTHING). UNIT IV, PART II.

.NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA-PH1 CHAPTEk,OF DELTA PI
EPSILON.
'olF AVAILABLE IN VT-ERIC SET.
CvTE-00079q.
DELTA Pl. EPSILON NATIONAL OFFICE,
GUSTAVuS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56482 ($.5()
PuB DATE - 70 31P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER EDUCATIoN;
*PROGRAMED MATERIALS; *CONSUMER
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ECONOMICS;.*MONEY MANAGEMENT; -
ANSiiER KEYS; STUDENT CENTERED

_

CURRICULUM; MARKETINGU*CLOTMING;
SECONDARY GRADES I

40

IDENTIFIERS - EC6OMIC AWARENESS

ABSTRACT - THIS FOURTH UNIT (FART.
II) IN A SERIES OF 12 ON CONSUMER:'
EDUCATION CONTAINS PROGRAMW'
LEARNING MATERIALSe,WHICH DEAL:,WITH
BUYING CLOTHING. WRITTEN TM' :

'NARRATIVE FORM WITH SPACESFOR'',
4NSWERS, THE UNIT REQUIRESt-THE''',
STUDENT TO FILL IN 182 RESPONSES,
FOR WHICH AN ANSWER KEY IS GIVEN.,
THESE UNITS WERE DEVELOPED BY AN.-'
HONORARY BUSINESS FRATERNITY. (AG)

,M1

VT 016 121
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN BUYING
GOODS (HOUSEHOLD FURNISHINGS AND
APPLIANCES). UNIT IV, PART III.

NORTHERN ILLINOIS UNIV., pERAL8.4
ALPHA ,PHI CHAPTER OF DELTr PI
EPSILON.
mF AVAILABLE IN VT-ERIC SET.
CVTE-000199
DELTA PI 'EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE,.ST.
PETER, MINNESOTA 56082 ($.50)
PUB DATE - 70 36P.PAES
COLLECTION

At ,

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

. .

ABSTRACT THIS FOURTH UNIT (PART
III) IN A SERIES OF 12 ON CONSUMER
EDUCATION CONTAINS PROGRAMED
LEARNING MATERIALS WHICH DEAL WITH
BUYING HOUSEHOLD'FURNISHINGS AND
APPLIANCES. WRIPEN IN NARRATIVE
FORM WITH SPACES FOR ANSWERS, THE
UNIT REOUIRES THE STUDENT TO FILL
IN 125 NiSpoNsES, FOR wmICH AN .

ANSWER KWV IS GIVEN. THESE UNITS
WERE DEVELOPED By AN HONORARY
BUSINESS FRATERNITY. (AG) .

VT 016 122
CONSUmER EDUCATION PROGRAMMED

IV
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',LEARNING INSTRUCTION IN BUYINC,
SERVICES. uNIT V.

416cHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000799

- DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPmUS COLLEGE, ST.
PETER, MINNESOTA 56082 ;$.501
PUB DATE - 70 23P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; MARKETING; HUMAN
SERVICL,S; *SERVICES; SECONDARY
GRADES
IDENTIFIERS -,ECONOmIc AWARENESS

AbSTRACT. THIS FIFTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION

, CONTAINS PROGRAMED LEARNING
_MATERIALS WHICH DEAL WITH BUYING
AMERVICES. WRITTEN IN NARRATIV1 FORM
WITH SPACES FOR ANSWERS, THE UNIT.
REQUIRES THE STUOENT TO FILL IN 115
RESPONSES, FOR WHICH AN ANSWER KEY
IS GIVEN. THESE UNITS WERE
DEVELOPED,. BY AN HONORARY BUSINESS
FRATERNITY. EAG;

VT 016 123
CONSUMER EDUCATION PROGRAMMED
LEARNING,INS1KUCTION IN PURCHASING
ANL MAINTAINING AUTOMOTIVE PRODUCTS
ANO SERVICES. UNIT VI.

NORiHERN ILLINOIS UNIV., DEKAL.B.
ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000799, \

DELTA PIEPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 ($.5(,)
PUB DATE 70 30P.PAES
COLLECTION

DESCRIPTORS'- *CONSUMER,EDUCATION;
*PROGRAMED MATERIALS; *ONSUMER

ECONOMICS; *MONEY MANAGWNT;
ANSWER AEYS; STUDENT)CENTERFD'
CURRICULUM; MARKETING; *MOTOR
VEHICLES; SECONDARY-GRADES

6 8

IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS SIXTH UNIT IN A. IL
SERIES OF 12 ON CONSUMER EDUCATI*4*
CONTAINS PROGRAMED LEARNING 1114'

MATERIALS WHICH DEAL WITH
AUTOMOTIVE PURCHASING AND UPXEEP
WRITTEN IN NARRATIVE FORM WITH
SPACES FOR ANSWERS, THE UNIT
REQUIRES THE STUDENT TO FILL IN 170
RESPONSES FOR WHICH AN ANSWER KEY1
IS GIVEN. THESE UNITS WERE ,

DEVELOPED BY AN 'HONORARY susINEsi
FRATERNITY. (AG)

VT 016024
CONSUMER EDUCATION PROCRAMMED
LEARNING INSTRUCTION IN usINO
LEISURE TIME, ENERGY, ANO mdNEy.
UNIT VII.

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

.-

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

DESCRIPTORS *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; MARKETING; *LEISURE
TIME; SECONDARY GRADES
IDENTIFIERS -.ECONOMIC AWARENESS

ABSTRACT - THIS SEVENTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING
MATERIALS WHICH DEAL WITH USING ,

LEISURE TIME WISELY. WRITTEN IN
NARRATIVE FORM WITH SPACES FOR
#NSWERS, 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 .4t,

CONSUMER EDUCATION PARAMMEO
LEARNING INSTRUCTIQN IN HOUSIN9.
UNIT VIII.

'Vt
.

1,

NORTHERN' ILLINoVi. UNIV.. DEKALB.
. -
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ALPHA PHI CHAPTER OF DELTA PI
EPSILON.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE.,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 ($.50).
puB DATE - 70 31P.PAES
COLLECTION

DESCRIPTORS 7 *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MAJNAGEMENt;
ANSWER-KEYS; STUDENT.CENTERED
CURRICULUM; MARKETING; *HOUSING;
SECONDARY.GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS EIGHTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED
MATERIALS WHICH DEAL WITH HOUSING.
WRITTEN IN NARRATIVE FORM-WITH
SPACES FOR ANSWERS, THE UNIT
REQUIRES THE'SIUDENT-TO FILC IN 133
RESPONSES, FOR_WHICH AN ANSwER KEY
IS GIVEN. THESE UNITS WERE
DEVELOPED .BY AN HONORARY BUSINESS
FRATERNITY. (AG)

VT 016 126
'CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN MAKING USE
OF INSURANCE. UNIT IX.

NORTHERN ILLINOIS UNIV., DEKALB.
ALPHA PHI CHAPTER OF-DELTA P/
EPSILON.
MF AVAILABLE IN VT-ERIC SET.
CVTE-000799
pELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.'
PETER, MINNESOTA 56082 ($1.00)
-PUB DATE - 70 68P.PAES
COLLECTION

DESCRIPTORS - *CONSUMER EDUCATION;
*PROGRAMED mATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
ANSWER KEYS.; STUDENT NTERED
CURgICULUM; MARKETIN -,:*INSURANCE
PROGRAMS; SECONDARY ArIES
IbENTIFIERS- ECONOMIC AWARENESS

ABSTRACT - THIS, NINTH UNIT IN A
SERIES OF 12 ON CONSUMER EDUCATION
CONTAINS PROGRAMED LEARNING-
MATERIALSWHICH DEAL WITH USING-

BUSINESS AND OFFICI

INSURANCE. WRITTEN IN NARRATIVE
Foam WITH SPACES FOR ANSWERS, THE
UNTT kEQUIRES THE STUDENT TO FILL
IN 360 RESPONSES FO.WHICH AN
ANSWER KEY IS GIVEN. THESE UNITS
WERE DEVELOPED BY AN HO ARY
BUSINESS FRATERNITY. IAGI

.VT 016 127
CONSUMER EDUCATION.PROGRAMMED
LEARNING INSTRUCTION IN SAVINGS AND
INVESTMENTS. UNIT 114

NORTHERN ILLINOIS UNIV., DEKALB.
-ALPHA PHI CHAPTER OF'DELTA PI
EPSION.
'ME AVAILABLE-IN VT-ERIC SET.
CVTE-000799

\DELTA PI EPSILON NA1IONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 ($1.00) .

PUB. DATE - 70 53P.PAES
COLLECTION

DESCRIPTORS - ,*CONSUMER EDUCATIONtv
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MANAGEMENT;
.ANSWER KEYS; STUDENT CENTERED
CURRICULUMV MARKETING; *INVESTMENT;
SECONDARY GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS 10fHAJWIT IN A
SERIES OF 1.2 ON CONSUMER EDUCATION
CONTAI,NS-PROGRAMED LEARNING
MATERIALS WHICH DEAL WITH SAVINGS
AND 'INVESTMENTS. MRITTEN IN
NARRATIVE FORM WITH SPACES FOR
ANSWERS* THE UNIT REQUIRES THE
STUDENT TO FILL IN 227 RESPON5ES.
FOR WHICH- ANSWER,KEY IS GIVEN.

n. THESE U ERE DEVELOPED BY AN.
-HONORAK. INESS FRATERNITY. (AG)

6 9

VT 016 128
shfr,

CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN CONSUMER
TAXES. TUT xi.

NORTHERN ILLINOIS UNIV., DEKALB.
-ALPHA, PII CHAPTER OF DELTA P/ .

EPSILON.
MF.AVAILABLE IN'VT-ERIC SET.
CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, sT.
PETER, MINNESOTA 56082 ,($1.00)
PUB DATE - ,. 70 40P.PAES



BUSINESS AND OFFICE

COLLECTION

SSCRIPTORS - *CONSUMER EDUCATION;
ROGRAMED MATERIALS; *CONSUMER

ECONOMICS; *MONEY MANAGEMENT;
ANSwER KEYS; STUDENT CENTERED-
CURRICULUM; MARKETING; *TAXES;
SECONDARY GRADES
IDENTIFIERS - ECONOMIC AWARENESS

ABSTRACT - THIS 1ITH UNIT IN A-
SERIES 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

- RESPONSES, FOR WHICH AN ANSWER KEY
IS GIVEN. THESE UNITS, WERE
DEVELOPED BY AN HONORARY BUSINESS
.FRATERNITy, (AG)

VT 016 129
CONSUMER EDUCATION PROGRAMMED
LEARNING INSTRUCTION IN CONSUMER
RIGHTS AND RESPON§IBILITIES. UNIT
X IN

6THEtN ILLINOIS UNIV., DEKALB.
A1PHA 1NHI CHAPTER OF DELTA PI,c
EPSILON.
ME AVAILABLE IN VT-ERIC SET.
CVTE-000799
DELTA PI EPSILON NATIONAL OFFICE,
GUSTAVUS ADOLPHUS COLLEGE, ST.
PETER, MINNESOTA 56082 ($.50)
PUB DATE - 70 23P.PAES
COLLECTION

DESCRLPTORS - *CONSUMER EDUCATION;
*PROGRAMED MATERIALS; *CONSUMER
ECONOMICS; *MONEY MMAGEMENT;
ANSWER KEYS; STUDENT CENTERED
CURRICULUM; MARKETING; SECONDARY
GRADES'
IDENTIFIERS - ECONOMICAWARENESS

ABSTRACT - THIS AST,..UNIT IN A
SERIES OF 12.0N LONS.UAER TDUCATION
CONTAINS PRO6RAMED LEARNLNG
MATERIALS WHICH DEAL WITH CONSUMER
RIGHTS AND RESPONSIbILITIES:
WkITTEN IN NARRATIVE FORM WITH
'VALES FOR ANSWERS, THE UNIT
EQUIRES THE STUDENT TO FILL IN 70,

RESPONSES, FOP WHICH AN ANSWER KEY
..'GIVEN. THESE UNITVWERE
DEVELOPED, BY ANIHONORARY

61

FRATERNITY. (AG)

VT 016 137 ED 064 518
A HANDBOOK FOR BUSINESS EDUCATION
IN IOWA.

IOWA BUSINESS EDUCATION
ASSOCIATION.;IOWA STATE DEPT. OF
PUBLIC INSTRUCTION, DES MOINES.
EDRS PRICE MF$0.65 HC$9.87.
IOWA STATE DEPARTMENT OF PUBLIC
INSTRUCTION, GRIMES STATE OFFICE
BUILDING, DES MOINES,. IOW4 50319.
($4.00; PAYmENT WITH ORDER)
PUB DATE - 72 203P.

DESCRIPTORS - *BUSINESS'.EDUCATION;
*ARTICULATION (PROGRAM);
EDUCATIONAL PHILOSOPHY; EDUCATIONAL
PROGRAMS; EDUCATIONAL OBJECTIVES;
PROGRAM GUIDES; *MANUALS;
DISTRIBUTIVE EDUCATION; SECONDAAY.
EDUCATION; POST SECONDARY
EDUCATION; TEACHER CERTIFICATION;
TAXONOMY; DEFINITIONS; *CURRICULUM
DEVELOPMENT; *PROGRAM DESCRIPTIONS
IDENTIFIERS - IOWA

NIATRACT'- 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-
WARTICULATING AND OPERATING
BUSINESS EDUCATION PROGRAMS. MAJOR
SECTIONS CONCERN: (1) A CAPSULE
HISTORY OF IOWA BUSINESS EDUCATION,
(2) PHILOSOPHY AND RELATED
PRINCIPLES OF BUSINESS EDUCATION,
HELPFUL IN DEVELOPING VARIOUS
LEVELS OF PROGRAMS, (3) GENERAL
RESPONSIBILITIES OFHWSINESS
EDUCATION, THE ADVISORY COMMITTEE,
EVALUATION, PUBLIC RELATIONS, ETC.,
(4) CURRICULUMS IN THE BUSINESS _

Ap;ROGRAMtA SECONDARY SCHOOL, (5)
;.):POST SEC' ' Y,PROGRAM TRENDS IN

10EA&ON COURSE
IMPLEM AtION AND:,SOERAL
3IBLIOG04141ES4 AND (6). AN APPJlDiX
INCEE1DINVINFORMATIONCON:TEAC:
.CERTIFIqltIONTAXONOM*.Syg7E,M.
FOR BUSINESS E.WCATON: AND
;DEFINITIONS OF $USINESSjWC*TION
JERMS.ALTHOUGH'EACHEDOCATIONAL
LEVEL:iS COVERED, PKIMARYEOHASIS
ISAIVEN TO SECONDARY .SCHOOLS,
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WHOSE BUSINESS PROGRAMS COVER ALL
OF IOWA. STUDENTS, COUNSELORS,
CURRICULUM COMMITTEES, SCHOOL BOARD
mEMBE644S, AND THE INTERESTED PUBLIC
WILL FIND THIS HANDBOOK INFORMATIVE
FOR THEIR OWN PURPOSES. (JS)

VT 016 159
wHETSTINE, GLADYS, AND OTHERS
COOPERATIVE OFFICE EDUCATION; A

COURSE OF STUDY.

OKLAHOMA STATE DEPT. OF VOCATIONAL
AND "TECHNICAL EDUCATION,
STILLWATER.
MF LABLE IN, V1-ERIC SET .

PUB 'DATE - 72 633P. '

DESCRIPTORS - *CURRICULUM GUIDES;
GRADE 12; *COOPERATIVE EDUCATION;
*BUSINESS' EDUCATION; *VOCATIONAL
DEVELOPMENT; TRANSPARENCIES;
WORKSHEETS; LEARNING ACTIVITIES;
TEACHING ROCEDURES; *INSTRUCTIONAL
MATERIAL ; STUDENT TESTING1 ANSWER
KEYS; PE SONALPTY KVELOPMENT;
BEHAVIORAL OBJECTIVES;
TELECOMMUNICATION; MONEY MANAGEMENT
IDENTIFIERS - CAREER AWARENESS;
BEGINNING COMPETENCE; ECONOMIC
AWARENESS

ABSTRACT - THIS COMPREHENSIVE STATE
LURRIcULUM GUIDE FOR A,GRADE 12
COOPERATIVE OFFICE EDUCATION COURSE
DEALS WITH CAREER DECISIONS,
pERSONAL DEVELOPMENT, BUSINESS

, BEHAVIOR, COMMUNICATION SERVICES,
MONEY MANAGEMENT, AND LEADERSHIP. A
w IDE VARIETY OF COLOR-KEYED
INSTRUCTIONAL MATERIALS INCLUDES
TRANSPARENCIES, STUDENT WORKSHEETS,
BACKGROUND INFORMATION, TESTS., AND
ANSwER KEYS. BEHAVIORAL OBJECTIVES,
L EARNING ACTIVITIES, AND TEACHING
P ROCEDURES AkE INCLUDED FOR EACH
UNIT. DEVILOPED BY TWO SLNIOR HIGH
'If/a:HER-COORDINATORS AND A
CURRICULUM SPECIALIST, THIS GUIDE
OFFERS IN-DEPTH PREPARATION FOR THE
BUSINESS wORED.'(AG)

VT 016 205,
BIBLIOGRAPHY--CAREER BROCHURES.

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 13P.

7r
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DESCRIPTORS - *BIBLIOGRAPHIES;
*PAMPHLETS; *CAREER EDUCATION;
*OCCUPATIONAL CLUSTERS; REFERENCE
MATERIALS; *SERVICES; VOCATIONAL
DEVELOPMENT; CAREER OPPORTUNITIES;
CAREER PLANNING; SECONDARY-
EDUCATION
IDENTIFIERS - CAREER AWARENESS

AB,STRACT - THIS BIBLIOGRAPHY OF
CAREER EDUCATION BROCHURES LISTS
REFERENCE MATERIALS WITH ADDRESSES
FOR 14 OCCUPATIONAL CLUSTERS.
PRICES ARE GIVEN FOR SOME OF THE.
PAMPHLETS. THE'OCCU ATIONAL
CLUSTERS ARE-ALPHAB tICALLY LISTED
AND COVER A WIDE RAN E OF
VOCATIONS. FROM AGRI ULTURE TO
TRANSPORTATION SERVICES. (AG)

VT 016 230
TI4 OFFICE AND YOU...CAREERS.

ADMINISTRATIVE MANAGEMENT SOCIETY,
WILLOW GROVE, PA.;BUSINESS
EQUIPMENT RANUFACTURERS
ASSOCIATION, NEW YORK, N.Y.
MF AVAILABLE IN VT=tRIC SET.
ADMINISTRATIVE MANAGEMENT SOCIETY,
WILLOW GROVE, PA 19090 ($1.06)
PUB" DATE - ND 26P.

DESCRIPTORS .7., *OFFICE OCCUPATIONS;
*CAREER EDUMTION; *PAMPHLETS;
*CAREER OPPORTUNITIES; *VOCATIONAL
DEVELOPMENT; FRINGE BENEFITS;
RESOURCE MATERIALS
IDENTIFIERS - CAREER AWARENESS

ABSTRACT - THIS PAMPHLET DESCRIBES
CAREER OPPORTUNITIES IN OFFICE
WORK, EMPHASIZING INNOVATIVE
-EUUIPMENT AND CURRENT OFFICE
PRACTICES. JOB BENEFITS ARE
INCLUDED, AS WELL AS LISTS OF
ASSOCIATIONS AND BUSINESS
MAGAZINES. PHOTOGRAPHS ILLUSTRATE
THE TEXT. (AG)

VT 016 273
"HARTMAN, DUANE E.
OFFICE-CLERICAL COSTER PROGRAM.

LIFBANuN UNION,HIGH SCHOOL, OREG.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 30P.

DESCRIPTORS - SECONDARY GRADES;
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*OCCUPATIONAL CLUSTERS; *OFFICE
OCCUPATIONS EDaATIoN; *CLERICAL ^
OCCUPATIONS; BEHAVIORAL ObJECTIVES;

*CURSE DESCRIPTIONS; COOPERATIVE
EDULATION;.*4ORK EXPERIENCE
PROGRAMS; VOCATIONAL DEVELOPMENT;
*BUSINESS EDUCATION
IDENTIFI1RS - CAREER AWARENESS;
EDUCATIONAL AWARENESS; BEGINNING
COMPETENCE

ABSTRACT - THIS SPIRAL BOUND GUIDE
FOR A HIGH SCHOOL COOPERATIVE WORK
EXPERIENCE PROGRAM'fOR VOCATIONAL
PREPARATION COVERS THE OCCUPATIONAL
CLUSTER OF OFFICE AND CLERICAL
JOBS. GENERAL AND SPECIFIC
BEHAVIORAL OBJECTIVES PRECEDE THE
SHORT COURSE DESCRIPTIONS AND BRIEF
COURSE OUTLINES. RESOURCE MATERIALS
INCLUDE A STUDENT INTERVIEW SHEET,
LINE DIAGRAMS, AN APPLICATION FOR

/--THE PROGRAM, AND A STUDENT
EVALUATION SHEET FOR HIS EMPLOYER.
THIS GUIDE wAS WRITTEN BY A HIGH
SCHOOL TEACHER. (AG)

VT 016 285
41,IND A CAREER THAT COUNTK--IN

HoSPITAL FINANCIAL MANAGEMENT.

HOSPITAL FINANCIAL MANAGEmENT
ASSOCIATION,,CHICAGO., ILL.
MF AVAILABLE IN VT-ERIC SET.
HOSPITAC FINANCIAL'MANAGEMENT
ASSOCIATION, 84U N. LAKE SHORE DR.
CHICAGO, ILLINOIS 60611
Pub DATE - ND 28P.

DESCRIPTORS PAMPHLETS;
*OCCUPATIONAL INFORMATION;
SECONDARY GRADES; *CAREER
OPPORTUNITIES; *HOSPITAL PERSONNEL;
*FINANCE OCCUpATIONS; RESOURCE
-MATERIALS; VOCATIONAL DEVELOPmENT;
VOCATIONiL COUNSELING
IDENTIFIERS - CAREER AWARENESS

ABSTRACT - THIS PAMPHLET PROvIDtS
OCCUPATIONAL INFORMATION FOR A RIDE
RANGE OF CAREERS IN HOSPITAL
FINANCIAL MANAGEMENT. FOR EACH JOB,
ITS FUNCTION AND DUTIES, EDKATION

AWND.SKILLS REQUIRED, PERSONAL'
MUQUALIFICATIONS, AND SALARY RANGE

ARE DESCRIBED. RESOURCE MATERIALS
FOR FURTHER CAREER EXPLORATION IN
THESE AREAS ARE INCLUDED.

PlIOTOGRAPHS, CHARTS, AND LINE
DI.WOINGS ILLUSTRATE THE TEXT. (AG)

L
VT 016 360 ED 065 732
HAINES., PETER G.;. HYSLOP, DAVID

[.=

.REFERENCE BIBLIOGRAPHY FOR
GENERAL WORK EXPERIENCE AND
COOPERATIVE OCCUPATIONAL PLANS* OF. '

INSTRUCTION.

MICHIGAN STATE UNIV., EAST LANSING.
DEPT. OF SECONDARY EDUCATION AND
CURRICULUM.
EDRS PRICE MF74.65 HC-$3.29.
PUB DATE - 104D 43P.

DESCRIPTORS *INSERVICE EDUCATION;
*CAREER EDUCATION; REFERENCE
MATERIALS; *BIBLIOGRAPHIES; *WORK
EXPERIENCE PROGRAMS; EDUCATION;
*COOPERATIVE EDUCATION
IDENTIFIERS - CAREER AWARENESS

ABSTRACT - THIS BIBLIOGRAPHY OF,
REFERENCE MATERIALS ON COOPERATIVE
EDUCATION AND GENERAL WORK ,

EXPERIENCE-PROGRAMS WILL PROVE
USEFUL TO TEACHERS, COORDINATORS,
AND ADMTNISTRATORS IN INSERVICE
COURSES AND. TO GRADUATE STUDENTS
WHO SEEK,IN-DEPTH INFORMATION. THE
REFERENCES INCLUDE UNPUBLISHED
STATE BULLETINS, RESEARCH.REPORTS,
AND ITEMS IN THE ERIC RETRIEVAL
SYSTEM,'IN ADDITION TO SOURCES
AVAILABLE THROUGH LIBRARY
COLLECTIONS OF PERIODICALS.
COVERING SEVERAL DECADES IN ITS
SCOPE, THE gIBLIOGRAPHY LISTS ITEMS
BY THE FUNCTIONSOF OpERATIONAL
SCHOOL PRACTICE. FUNDS FOR
COMPILING THE REFERENCES WERE
PROVIDED BY TwO PROFESSORS, AND
PRINTING COSTS WERE UNDERWRITTEN BY,
A STATE VOCATIONAL TEACHER
EDUCATION PROJECT. (AG)

VT 016 367
BRIEN, DOLLY STERNFFLS, ED., AND
OTHERS
BUSINESS SPEECH: A SECOND LANGUAGE
FOR VOCATIONAL USE.

SAINT MARY'S DOMINICAN COLL., NEW
ORLEANS, LA. DEPT. OF ADULT
EDUCATION.'
OFFICE OF MtNPOWER POLICY,
EVALUATION, 4ANp RESEARCH (DOL),

72
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-WASHMGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 187P.

DESCRIPTORS -! *MANUALS; B6HAVIORAL
OBJECTIVES; LEARNIN6 ACTIVITIES;.
WORKSHEETS; *ADULT VOCATIONAL
EDJCATION; VOCATIONAL DEVELOPMENT;
*BUSINESS SKILLS; *SPEECH
INSTRUCTION; *BUSINESS EDUCATION;
COMMUNICATIONS; SKILL DEVELOPMENT
UNI1S OF STUDY (SUBJECT FIELDS)
IC,ENTIFIERS - CAREER AWARENESS;
BEGINNING COMPETENCE

ABSTRACT THIS STUDENT MANUAL FOR
AN ADULT VOCATIONAL COURSE IN
BUSINESS SPEELH, DEVELOPED BY TWO
SPEECH THERAPISTS, A SPEECH
SPECIALIST, AND A PROFESSOR OF
SPEECH AT A COLLEGE, AND FEDERALLY
FUNDED, CONTAINS TEN UNITS DEALING
WITH ORAL COMMUNICATION.
DEVELOPMENT OF A WIDE RANGE 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
WURKSHEE1S ARE PROVIDED. CLASS
EXERCISES INVOLVING USE OF
AUDIOVISUAL AIDS AUD PAIRS OF
$TUDENTS, OR "DYADS," ARE
PRESENTED.'THE TOPICAL UNITS
INCLUDE: (1) LISTENING, (2)
ANATOMY. (3) VOICE IMPROVEMENT, (4)
GRAMMAR, (5) ARTICULATION, (6)
OFFICE ETIQUETTE, (7) TELEPHONE
USAGE, (B) CONVERSATION AND
DISCUSSION, (9) PUBLIC SPEAKING,
AND (10) JOB INTERVIEWS. (AG)

VT 016 491
MODEL VOCATIONAL OFFICE. A
SIMULATED TRAINING PROGRAM 1970.-
1971.p'

FAIRFAX COUNTY PUBLIC SCHOOLS, VA.
DEPT. OF INSTRUCTIONAL SERVICES.
VIRGINIA STATE DEPT. OF EDUCATION,
RICHMOND. DIV., OF BUSINESS
EDUCATION

. MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 71 76P.

DISCRFPTURS - *SIMULATION; *OFFICE
OCCUPATIONS EDUCATION; GRADE 12;
*VOCATIONAL DEVELOPMENT; EQUIPMENT;

BUSINESS AND 11FFIt;-

JOB TRAINING; STUDENT EVALUATAN;
'PROGRAM EVALUATION; *OCCUPATIONAL..
INFORMATION; INDIVIDUALIZED 111
INSTRUCTION; RESOURCE MATERIAt
PRODUCER SERVICES; BEHAVIOR4
08JECTIVES; *PILOT PROJECTS
IDENTIFIERS CAREER AWARENESS;

COMPETENCE; EMPLOYMENT
SKIL

ABSTRACT - THIS REPORT OFA PILOT
PROJECT IN OFFICE OCCUPATIONS
EDUCATION FOR GRADE 12 DEALS WITH
AN OFFICE SIMULATION IN A
VOCATIONAL TRAINING PROGRAM.
MODELED UPON THE AMERICAN
VOCATIONAL ASSOCIATION OFFICE IN
WASHINGTON, D.C., THE PROGRAM
REQUIRED COMPLETION OF A GRADE 11
2-HOUR BUSINESS PROGRAM, A JOB
INTERVIEW, AND TESTS IN BASIC
BUSINESS SKILLS. JOB DESCRIPTION'S,
AN ORGANIZATIONAL CHART, A FLOOR
PLAN, AND AN EQUIPMENT LIST ARE
PROVIDED. COURSE.OBJECTIVES,
GENERAL AND SPECIFIC PERFORMANCE
GOALS FOR EACH JOB, SAMPLE TASKS,
SUPPLIES LISTS, AND FLOW CHARTS ARE.
INCLUDED. PHOTOGRAPHS /LLUSTRATE
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 9WEEK 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-$6.58,.
BIB-SER-15
THE CENTER FOR VOCATIONAL AND
TECHNICAL EDUCATION, 1960 KENNY
RD.411COLUMBUS, OHIO 43210 ($2.25)
PUB DATE - 72 126P.

DESCRIPTORS - *CAREVR EDUCAT ION;
*ABSTRACTS; *ANNOTATEU
BIBLIOGRAPHIES; *INSTRUCTIONAL

41,
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MATER1ALS;*ES6ORCE-MA
CURRICULUM CWIDES'L TEA
4IVANU4LS; INDEXES fLOC-*.

, - :

. ,

ABSXRACT'.2 MATCRIAL:S.
THIS BIB.4RAPHY,Wk

a'.!
'-'§uirts;

its)
.-'4!

EsCIRITEb It477--

LECTID
FROM-7m .A.tOcIRED SFHE itESULT.
O'F'ANA NAL SEARCH 't,CO.e.AREEkT
,ED6C4XT INSTRUCTIONAtmATERIAts,p-

-.TVTNCL40E-.0 RR/V. Ltill
CkERUIDES,/- .EIBDOK5J.2AND

,.,CAREeR RELATED...TN TRUCTIMAL
MATERIALS. THE RESPMWAR10°ARkANGED-
IN ACCES,SION NUMBEWAROE9. 4610,

:JNCLUDE,-THE'FOLLOWI I .F0EitiATION:
AOTHOR(S) 9. (2) if J3) f

INSTITUTIONAL SOURCE, (4)
SPONSORING AGENCY, (5) SOURCE OF
AVAILABILITY, (6) DESCRIPTORS AND
IDENTIFIERS WHICH CHARACTERIZE THE
CONTENT OF THE DOCUMENT, AND (7) AN
ABSTRACT OF'THE DOCUMENT. A GRADE
LEVEL INDEX IS PROVIDED-ED HELP
IDENTIFY DOCUMENTS FOR SPICIFIC
GRADES. THESE DOCUMENTS ALSO HAVE
BEEN ANNOUNCED IN ABSTRACTS OF-
INSTRUCTIONAL MATERIALS. IN

tOCATIONAL AND TECHNICAL
DUCATIONN,-A PUBLICATION OF THE

'CENTER FOR VOCATIONAL AND TECHNICAL
EDUCATION', AND mOST OF THEM ARE
AVAILABLE IN THE MICROFICHE SETS
WHICH SUPPORT THAT PUBLICATION.'
(JS)

VT 016 595 7

EVERYDAY METRIC UNITS.

LOCAL GOVERNMENT TRAINING BOARD,
LONDON (ENGLAND).
DOCUMENT NOT AVAILABLE FROM EDRS.
LOCAL GOVERNMENT TRAINING BOARD,
ALEMBIC HOUSE,.93 ALBERT
EMBANKMENT, LONDON SE1 706 (PRICE
$1w00)
PUB DATE - 71 46P.

bESCRIPTORS - *TEXTBOOKS; *MANUALS;
AEGOVERNMENT EMPLOYEES; *PROGRAMED .-

TEXTS; *METRIC. SYSTEM
IDENTIFIERS - GREAT BRITAIN

hABSTRACT 1HIS BOOKLET IS A SELF-
PNSTRUCTIONAL TEXT DESIGNED TO AID
PROFESSIONAL, ADMINISTRATIVE, AND
CLERICAL STAFF EMPLOYED BY THE
BRITISH LOCAL GOVERNME T IN GAINING
kHASIC KNOWLEDGE OF METRIC pNITs .

, %LENcTH, AREA, VOLUME, AND WEIGHT
T.PIN/.61E MILLI-KILO RANGE.

65

LLUSTRATIONS AND QUESTIONS
COMPLIMENTING EACH TOPIC ARE
INCLUDED THROUGHOUT. INSTRUCTIONS'
FOR ADMINISTERING THE TEXT ARE
CONTAINED IN AN ACCOMPANYING
MANUAL. (SN)

VT 016 608-
CAREY, ZANE
UCCUPATIONAL ANALYSIS FOR: DATA
PROCESSOG TECHNOLOGY.

WASHINGTON STATE COORDINATING
COUNCIL FOR OCCUPATIONAL EDUCATION,
OLYMPIA.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
.PUB DATE - JUN72 103P. SECOND
EDITION

DESCRIPTORS - GOAL ORIENTATION;
*MANuALS; SYSTEMS APPROACH;
BUSINESS EDUCATION; VOCATIONAL
EDUCATION; VOCATIONAL DEVELOPMENT;
INSAUCTIONAL SYSTEMS; OCCUPATfONAL
INFORMATION; *DATA PROCESSING;
*COMPUTER SCIENCE EDUCATION;
*PROGRAM DEVELOPMENT; BEHAVIORAL
OBJECTIVES; *JOB ANALYSIS; TASK
ANALYSIS; EDUCATIONAL NEEDS; STATE
PROGRAMS
IDENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - THIS UPDATED LEADERS°
GUIDE FOR DEVELOPING STATE BUSINESS
DATA PROCES4NVECNNOLOGY PROGRAMS
FOR TRAININOE RY LEVEL
PROGRAMMERS *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-coomN 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 TRAINING

7 4
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MANUAL, AND A TOOL,FOR LEADERSHIP
DEVELOPMENT. EDUCATIONAL NEEDS AND
A PROGRAM RATIONALE ARE DETAILED,
GIVING BLOCK DIAGRAM FORMS 00k THIS
VOCATIONAL _INSTRUCTIONAL SYSTEM, AN
ORGANIZATIONAL CHART, AND THREE JOB
DESCRIPTIONS. (AG)

VT 016 631,
OKLAHOMA COOPERATIVE VOCATIONAL
EDUCATION. A COURSE OF STUDY.
CURRICULUM MATERIAL.

OKLAHOMA STATE DEOT.::0E'VOCATIONAL
AND.TECHNICAE EDUCATION,
STILLWATER. CURRICULUM AND
INSTRUCTIONAL MATERIALS CENTER.
DOCUMENT NOT AVAILABLE-FROM EDRS.
THE CURRICULUM AND INSTRUCTIONAL
MATERIALS CENTER, STATE DEPT OF
VOCATIONAL AND TECHNiCAL EDUCATION,
1515 WEST 6TH AVE., STILLWATER,
OKLA. 74074
PUB DATE - 72 560P...

\
DESCRIPTORS - HUMANITIES;
*COOPERATIVE EDUCATION;
*INSTRUCTIONAL MATERIALS; *STATE
CURRICULUM GUIDES; *VOCATIONAL
EDUCATION; VOCATIONAL-DEVELOPMENT;
SECONDARY GRADES; *UNIT PLAN;
RESOURCE MATERIALS; VISUAL AIDS;
STUDENT TESTING; WORKSHEETS; ANSWER
KEYS
IDENTIFIERS *OKLAHOMA; SELF
AWARENESS; ATTITUDES APPRECIATIONS;
CAREE5 WARENESS; BEHAVIORAL
OB S;(LEARNING ACTIVITIES;

PROCEDURES

AP - THIS CURRICULUM FOR A
COOPERATIVE vOCATIONAL EDUCATION
PROGRAM AT1THE SECONDARY LEVEL
INCLUDES SEVEN TOPICS, EALH
CONSISTING OF ONE OR MORE COLOR
KEYED INSTRUCTIONAL UNITS WITH
GENERAL AND SPECIFIC BEHAVIORAL
OBJECTIVES, SUGGESTED LEARNING
ACTIVITIES AND TEACHING PROCEDURES,
INFORMATION sHEETS, VISUAL AIDS,
TESTS, AND ANSWEk KEYS. DEVELOPED
BY A STATE COMMITTEE OF TEACHER-
COORDINATORS IN COOPERATIVE
VOCATIONAL EDUCATION, THE TOPICAL
UNITS DEAL WITH: (1) ORIENTATION,
(2) EMPLOYMENT, (3) PERSONAL
DEVELOPMENT, (4) EMPLOYEE
RELATIONS. (5) COMKuNICATIONS, (6)

7 5

FINANCIAL MANAGEMENT, AND (7).
INSURANCE. STUDENT WORKSHEETS,
RESOURCE LISTSI'AND SUGGESTEb T/MF
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
5, NUMBER 4.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.
,OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
EDRS PRICE MF-S0'.65 HC NOT
AVAILABLE FROM EDRS.
PUB DATE - 72 27013P.

DESCRIPTORS - *INSTRUCTIONAL'
MATERIALS; *VOCATIONAL EDUCATION;
*TECHNICAL EDUCATIONt BUSINESS
EDUCATION; AGRICULTURAL EDUCATION;
DISTRIBUTIVE EDUCATION; HEALTH
OCCUPATIONS EDUCATION;. AOME
ECONOMICS EDUCATIONj INDUSTRIAL
ARTS; TRADE AND INDUSTRIAL-
EDUCATION; INDEXES (LOCATERS);
CLEARINGHOUSES; *MICROFICHE;
DOCUMENTATION; INFORMATION STORAGE4'
INFORMATION RETRIEyAL

ABSTRACT - DOCUMENTS ANNOUNG WITH
VT NUMBERS ONLY IN VOLUME 5, NUMBER
4 (VT 016 647) OF ',ABSTRACTS OF
INSTRUCTIONAL MATERIALS IN
VOCATtONAL AND-TECHNICAL EDUCATION',
,(AIM) ARE INCLUDED /N THIS
AICROFICHE SET. THE MICROFICHE SET
IS AWANGED IN THE FOLLOWING

(SEQUENCE: (1) A VOCATIONAL
TECHNICAL (VT) NUMBER INDEX TO
DOCUMENTS IN THE MICROFICHE
'COLLECTION, (2) THE SUBJECT AND
AUTHOR INDEXES FROM AIM, AND (3)
THE FULL TEXT OF DOCUMENTS LISTED
IN THE VT NUMBER INDEX. THE TEXTS
AkF FILMED CONTINUOUSLY IN VT
NUMBER SEQUENCE. (CD)

VT 016 759
FOSTER, BRIAN
BUSINESS CORE: BOOOPEEPING. AN
INSTRuCTIONAL PACKET.
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DOCUMENT NOT AVAILABLE FRom EURS.
gltLCPA PROJECT OFFICE, THE
UPPSYCHOLOGICAL CORPORATION, 30A EAST

45TH STREET, NEW YORK, N.Y. 10017
($6.00)
PUB DATE - 72 40P.

DESCRIPTORS - *PROGRAMED MATERIALS;
TEACHING PROCEDURES; *BOOKKEEPING;

,..COURE COURSES; SECONDARY GRADIS;
*TEACHING GUIDES; *OFFICE
OCCUPATIONS; *BUSINESS EDUCATION

ABSTRACT - THIS INSTRUCTIONAL
PACKET TO BE USED IN BOOKKEEPING
GLASSE§ FOR GRADES 10,11, AND 12 IS
DESIGNED HOR A 1-CREDIT COURSE WITH
NO PEREQUISITES. FOUR GENEkAL
GOALS OF THE COURSE ARE TO: 111
SHOW,STUDENTS HOW BASIC PRINCIPLES
OF bOCPWEPING CAN BE APPLIED IN
yARICILIS BUSINESS FIELDS, (2) HELP
STUDENTS ACQUIRE AN ENTRY-LEVEL JOB
SKILLS, (3) HELP STUDENTS MANAGE
THEIR OWN PERSONAL BUSINESS
AFFAIRS, AND (4) PROVIDE STUDENTS

WITH A BASIS FOR FUTURE STUDY IN
IVACCOUNTING. THE FULL-YEAR COURSE
ENCOMPASSES THE FOLLOWING: (1)
BOOKKEEPING THEORY, (2) FILING, (3)
BUSINESS mACHINES, (4) FEDERAL
INCOME TAXES, (5) TYPEWRITING, (6)
DATA PROCESSING, (7) PAYROLL
PROCEDURES, (8) BUSINESS MATH, (9)
.CASH REGISTER, AND (10) AUDITING.
APTITUDE AND ORIENTATION TESTS ARE
INCLODEO IN ,THE PACKET AS WEL.L AS
LESSON PLANS ANIE ACTiVITIES. (SN)

VT 016 760
RECORDKEEPING REQUIREMENTS UNDER
THE WILLIAMS-STEIGER OCCUPATIONAL
SAFETY AND HEALTH ACT UF 1970.

DEPARTMENT OF LABOR, WASHINGTON,
D.C. OCCUPATIONAL SAFETY AND HEALTH
ADMINISTRATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE 71 31P..*

DESCRIPTORS - *GOVERNMENT
PUBLICATIONS; *EMPLOYERS; EQUAL

'PROTECTION; FEDERAL LAWS; *PUBLIC
HEALTH LAWS; *LEGAL RESPONSIBILITY;
EMPLOyEES
IDENTIFIERS - OSHA; OCCUPATIONAL
SAFETY AND HEALTH'ACT OF 1970;

7 6
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ABSTRACT -.THIS BOOKLET CONSISTS OF
A BATTERY OF INFORMATION RELATIVE
TO THE RECORD KEEPING
Rt-SPONSIBILITIES 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 ENOUGH
DATA ON THE SUBJECT, THIS
PuBLICATION WAS. DESIGINk. INCLUDED
IN IT ARE. THE FOLLOWINI (1) A
SUMMARY OF.THE ACT, (2) ACCIDENT
AND FATALITY FORMS TO 4f 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
EMPLOYERS, AND (5) A DETAILED
EXPLANOION OF THE RULES AND
REGULATIONS. (DN)

VT p#A 781
HANDBOOK FOR ANALYZING JOBS.
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MANPOWER ADMINISTRATION IDOL),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
SUPERINTENDENT OF DOCUMENTS, U.S.
GOVERNMENT PRINTING OFFICE,
WASHINGTON, D.C. 20402 (2900-0131,.
$2.50) -

PUB DATE 7 72 339P.

DESCRIPTORS - *TASK ANALYSIS;
SCREENING TESTS; *JOB ANALYSIS;
MANPOWER NEEDS; MANPOWER
DEVELOPMENT; *GOVERNMENT .

PUBLICATIONS; RESOURCE MATERIALS;
VOCATIONAL DEVELOPMENT; *EMPLOYMENT
QUALIFICATIONS; *OCCUPATIONAL
INFORMATION; GOVERNMENT
(ADMINIS, ATIVE BODY); MANPOWER.

1$1116
UTILIZAT EDUCATIONAL
DFVELOPME. DUO 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
CURRENT, COMPREHENSIVE INFORMATION
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ABOUT 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 METHODOLOGY WAS PILOT
TESTED BY SELECTED OCCUPATIONAL
ANALYSTS. THE EIGHT TOPICAL
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 ,S1AFFING
SCHEDULE, (5) THE JOB ANALYSIS_
SCHEDULE, (6) ORGANIZATION AND
PROCESS FLOW CHARTS, (7) THE

, NARRATIVE REPORT. AND (8)
VERIFICATION OF JOB ANALYSIS. THE
APPENDIXES CONTAIN: (1) A DETAILED
BREAKDOWN OF THE WORK PERFORMED
INTO WORKER FUNCTIONS, WORK FIELDS,

" SENTENCE ANALYSIS, AND MATERIALS
PRODUCTS, SUBJECT MASTER, AND
SERVICES, (2) EXTENSIVE
DESCRIPTIONS OF WORKER TRAITS AND
EMPLOYMENT REQUIREMENTS, INCLUDING
A DESCRIPTION OF THE G4NERAL
EDUCATIONAL DEVELOPMENT SCALE, AND
(3) A BRIEF LIST OF AGENCY
IDENTIFICATIO RS FOR EACH
STATE. (AG)

VT 016 809
101 TEACHIN SUGGE IONS FOR
STIMUW
BUS EDUC ON.

LEARNING IN

NE .STATE EDUCATION DEFT.,
AL . BUREAU OF SECONDARY
C mICULUM D4VELOPMENT:
DCCUMENT NOT AVAILABLE FROM EDRS.
H-820-JE65-4C(0
PUB DATE - 65 65P.

it

DESCRIPTORS - INSTRUCTIONAL
IMPROVEMENT; *BUSINESS EDUCATION;
ADULT VOCATIONAL EDUCATION;
SECONDARY GRADES; *TEACHING
TECHNIQUES; ADOPTION (IDEAS);
PHOTOGRAPHS; MARKETING; *LEARNING
MOTIVATION; *LEARNING ACTIVITIES;
*TEACHER EDUCATION; BUSINESS
EDUCATION TEACHERS 7 7
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IDENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - MORE THAN 100 TEACHING
TECHNIQUES SUCCESSFULLY USED IN
BUSINESS EDUCATION cOURSES WERE
GATHERED FROM EXPERIENCE() TEACHERS
IN PRIVATE BUSINESS SCHOOLS OF THE
STATE OF NEW YORK. THESE ,

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,I,LLUSTRATE THE TEXT.
(AG)
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VT 016 842
NOYES, NeLL BRACY
YOUR FUTURE AS A SECRETARY. ARC01-
ROSEN CAREER GUIDANCE SERIES.

DOCUMENT NOT AVAILABLE FROM EDRS.
7230-08280
ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEW YORK, N.Y.
10003
PUB DATE - 63 162P.PMM
COLLECTION

DESCRIPTORS - CAREER EDUCATION;
SECONDARY GRADES; *OCCUPATIONAL
INFORMATION; *SUPPLEMENTARY READING
MATERIALS; *OCCUPATIONAL GUIDANCE;
*OFFICE OCCUPATIONS; OFFICE
OCCUPATIONS EDUCATION;
COMMUNICATIONS; *SECRETARIES;
CLERICAL'OCCUPATIONS;
BIBLIOGRAPHIES
IDENTIFIERS - EDUCATIONAL
plARENESS; *CAREER 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 SATISFACTIONS,
VARIOUS SECRETARIAL JOBS AND HOW TO
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BE SUCCESSFUL.AS A SECRETARY. (JE)

AVT 010: 848
NUPSOMMER, %ARMAND; KEOZIE, DANIEL P.

YOUIA FUTURE IN INSURANCE. ARCO-
ROSEWCAREER GUIDANCE SERIES.

DOCUaiNT NOT AVAILABLE FROM EDRS..
7230-08264
ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEW YORK, N.Y.
10003
PUO DATE - .71 157P.PMM
COLLECTION; REVISION

41,

DESCRIPTORS - CAREER EDUCATION;
*SUPPLEMENTARY TEXTBOOKS;
OCCUPATIONAL INFORMATION;
VOCATIONAL EDUCATION; *EIUSINESSi.
EDUCATION; *INSURANCE OCCUPATIONS:
INSURANCE PROGRAMS; SECONDARY
GRADES; GUIDANCE;.COUNSELING;
REOURCE MATERIALS; DISTRIBUTIVE
EDUCATION
IDENTIFIERS - *CAREER AWARENESS;
EDUCATIONAL AWARENESS

shABSTRACT - PART OF THE ARCO-R-OSEN
WAREER GUIDANCE_SERIES, THIS BOOK
WAS WRITTEN bY TWO VICE PRESIDENTS
OF CONTINENTAL CASUALTY INSURANCE
COMPANY TO.NTRODUCok HIGH SCHOOL
STUDENTS TO. THE BROAD FIELD OF
INSURANCE INCLUDINk LIFE, HEALTH,
PROPERTy, AND LIABILITY INSURANCE.,
THE WIDE VARIETY OF JOBS IN THE
FIELD ARE DISCUSSED AND ILLUSTRATED
WITH REAL-LIFE CASE HISTORIES. THE,
FINAL CHAPTERS PROVIDE INFORMATION
ABOUT HOW TO ENTER THE INSURANCE
BUSINESS. AN APPENDIX LISTS
COLLEGES AND UNIVERSITIES OFFERING
INSURANCE MAJORS, ALVG WITH
SOURCES OF FINANCIAL ID. A
BIBLIOGRAPHY OF EDUCATIONAL
OPPORTUNITIES IN THE INSURANCE
FIELD IS INCLUDED. (ARG)

VT 016 853
WINTER, ELMER L.
YOUR FUTURE IN YOUR OWN BUSINESS.
ARCO-ROSEN CAREER GUIDANCE VRIES.

"DOCUMENT NOT AVAILABLE FROM EDRS.
7230-082E2
ARCO pUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEw YORK, N.Y.
1(4)03

69

PuB DATE - 71 187P.PMM
COLLECTION; REVISION

DESCRIPTORS 7 CAREER EDUCATION; .

*DISTRIBUTIVE EDUCATION; MARKETING;
SECONDARY 6RADES; OCCUPATIONAL
INFORMATION; GUIDANCE;
*SUPPLEMENTARY TEXTBOOKS;
INFORMATION SOURCES; BUSINESS;
*BUSINESS EDUCATION; *CAREER
PLANNING; *OCCUPATIONAL GUIDANCE;
VOCATIONAL EDUCATION; REER
CHOICE; VOCATIONAL CoUIiING
IDENTIFIERS - *EDUCATION
AWARENESS; CAREER AWARENE

ABSTRACT - THIS BOOK, WRITTEN By A
SUCCESSFUL BUSINESSMAN, IS FROM THE
,ARCO-ROSEN CAREER GUIDANCLSERIES
BUT CAN BE USED INDEPENDEWLY WITH
GRADES 10-12. IT IS DESIGNED TO
HELP ANSWER QUESTIONS SUCH AS: WHAT
KIND OF PERSON DOES A BUSINESS
CAREER REQUIRE? wHAT EDUCATIONAL
BACKGROUND IS HELPFUL? WHAT ARE THE
PERSONAL SATISFAgTIONS? WHAT ARE
THE OPPORTUNITIiS? WHAT ARE THE
DISADVANTAGES? WHAT SKILLS OR
TRAINING ARE NECESSARY? HOW MUCH
DOES THE AVERAGE PERSON EARN?
INCLUDED ARE APPENDIXES LISTING
FRANCHISING COMPANIES, SMALL
BUSINESS ADMINATRATtON FIELD
OFFICES, U.S. DEPARTMENT OF
COMMERCE FIELD OFFICES, AND
ORGANIZATIONS PUBLISHING PAMPHLETS
AND PERIODICALS ABOUT BUSINESS.
IRR1
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VT 016 857
LOCKLEAR, EDMOND, JR.
YOUR FUTURE IN ACCOUNTING. ARCO-
RoSEN CAREER GUIDACE SERIES.

DOCUMENT NoT AVAILABLE FRoM EDRS.
7230-06243
ARCO PUBLISHING COMPANY, INC., 219.
PARK AVENUE SOUTH, NEW YORK-, N.Y.
10003
PUB DATE - JI 159P.PMM
COLLECTION; REVISED EDITION

DESCRIPTORS - INSTRUCTIONAL
MATERIALS;RESOURCE GUIDES; cAREER
EDUCATION; SECONDARY GRADES;
*BUSINESS EDUCATION; *ACCOUNTANTS;
*OCCUPATIONAL INFORMATION;
GUIDANCE; *ACCOUNTING



IDENTIFIERS - CAREER AWARt-NESS;
EMPLOYMENT SKILLS

ABSTRACT - THIS BOOK, WRITTEN By A
PRACTICING ACCOUNTANT, IS ONE OF
THE ARCO-ROSEN,SAREER GUIDANCE
SERIES FOR STUIIENTS IN GRADtS 9-12.
AFTER DESCRIBING wHAT AN ACCOUNTANT
IS, THE AUTHOR DEALS WITH SUCH
-SUBJECTS AS: (1) GETTING READY FOR
ACCOUNTING, (2) PICKING YOUR JOE,
(3) ACCOUNTING JOBS IN GOVERNMENT,
AND (4) WOMEN IN ACCOUNTING. A
SELF-EVALUAT1ON TEST APPEARS AT THE
END OF THE BOOK FOLLOWED BY
DETAILED DIRLCTIONS ON HOW TO APPLY
FOR A JOB. AN APPENDIX INCLUDES
DIRECTORIES OF ACCOUNTING
ASSOCIATIONS, SCHOLARSHIPS AND
LOANS. A 6-PAGE CODE OF
PROFESSIONAL ETHICS IS INCLODED.
(PM)

VT 016 8,61
BIBBY, DAUSE L.
YOUR FUTURE IN THE ELECTRONIC
COMPUTER FIELD. ARCO-ROSEN CAREER
GUIDANCE SERIES.

DOCUMENT NOT AVAILABLE FROM EMS.
7230-08255
ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEW YORK, N.Y.
10003 -

PUB DATE - 70 139P.PMM
COLLECTION

DESCRIPTORS - ELECTRONIC DA1A
PROCESSING; CAREER EDUCATION;
*SUPPLEMENTARY READING MATERIALS;
*DATA PROCESSING; RESOURCE
MATERIALS; SECONDARY GRADES;
OCCUPATIONAL INPORMATION; *CAREER
OPPORTUNITIES; *COMPUTER SCIENCE
,EVUCATION; C9MPUTER SCIENCE
IDENTIFIERS EDUCATIONAL
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 COVERED
INCLUDE: (1) THE INFLUENCE OF
COMARTERS, (2) APPLICATIONS OF
COMVUTERS, AND (3)' CAREER
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OPPORTUNITIES. AN APPENDIX INCLUDES
ADDRESSES OF COMPUTER MANUFACTURERS
FOR FURTHER VOCATIONAL INFORMATION.410
A PARTIAL GLOSSARY OF COMPUTER
TERMINOLOGY, AND A BIBLIOGRAPHY OF
SUGGESTED READINGS. THE BOOK IS
SUITABLE FOR SELF-INSTRUCTION OR
GROUP DISCUSSION AND GUIDANCE. (DH)

VT 016 868
BOYNTON, 0LPH E.
YOUR FUTURE IN BANKING. ARCO-ROSEN
CAREER GUIDANCE SERIES.

DOCUMENT NOT AVAILABLE FROM EDRS.
7230-08247
ARCO PUBLISHING COMPANY, INC., 219
PARK AVENUE SOUTH, NEW YORK, N.Y.
10003
PUB DATE - 65 160P.PMM
COLLECTION

DESCRIPTORS - CAREER EDUCATION;
SECONDARY GRADES; OCCUPATIONAL
INFORMATION; *SUPPLEMENTARY
TEXTBOOKS; *BANKING; BUSINESS
EDUCATION; *FINANCE OCCUPATIONS;
*OCCUPATIONAL GUIDANCE; CAREER
PLANNING; RESOURCE GUIDES
IDENTIFIERS - EDUCATIONAL
AWARENESS; *CAREER AWARENESS

ABSTRACT - THIS SUPPLEMENTARY
TEXTBOOK OFFERS STU6ENTS GRADES 9-
12 PROFESSIONAL GUIDANCE.FOR -

PLANNING A POSSIBLE BANKING-CAREER.
IT OFFERS CAREER INFORMATION AND
GUIDANCE FOR 'STUDENTS W/TH EMPHASIS
PLACED ON EDUCATIONAL AND CAREER
AWARENESS. AMONG THE POINTS
INCLUDED IN THIS BOOK THAT WILL
HELP A STUDENT MAKE A'DECISION ARE:
wHAT KIND OF PERSON DOES THIS
CAREER REQUIRE? WHAT EDUCATIONAL
BACKGROUND*IS HELPFUL? WILL YOU AS
AN INDIVIDUAL LIKE THIS CAREER?
(PM)

VT 016 870
DAVIS, SIDNEY
YOUR FUTURE IN COMPUTER
PROGRAMMING. ARCO-ROSEN CAREER
GUIDANCE SERIES.

DOCUMENT NOT AVAILABLE FROM EDRS.
7230-08250
ARCO PUBLISHING COMPANY, INC.. 219
.PARK AVENUE SOUTH, NEW YORK, N.)f.'
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10003
1

PUB DATE 71 144P. RCM
410OLLECTION; REVISED EDITION

DESCRIPTORS - CAREER EDUCATION;
SECONDARY GRADES; *OCCUPATIONAL
INFORMATION; *DATA PROCESSING
OCCUPATIONS; OCCUPATIONAL GUIDANCE;
VOCATIONAL COUNSELING;
*SUPPLEMENTARY TEXTBOOKS;
INSTRUCTIONAL MATERIALS; COMPUTERS;
*PROGRAMERS; COMPUTER PROGRAMS;
*CAREER PLANNING
IDENTIFIERS - EDUCATIONAL
AWARENESS; *CAREERAWARENESS

AbSTRACT' - THIS BOOK, WRITTEN BY A
SUCCESSFUL COMPUTER PROGRAMING
'EXECUTIVE, IS FROM THE ARCO-ROSEN
CAREER GUIDANCE SERIES BUT CAN RE
USED INDEPENDENTLY WITH GRADES 9-
14. IT CONTAINS'INFORMATIQV ABOUT
HOW COMPUTERS OPERATE, WHAT
COMOUTER PROGRAMING IS, LEARNING TO
BE A PROGRAMER, AND LANDING A JOB
IN COMPUTER PROGRAMING. INCLUDED IS
A LIST OF LOCATIONS WHERE A'FREE.
IltOMPUTER PROGRAMING APTITUDE TEST
AN BE TAKEN. (RR)

,

VT 01-7 028
MORRISODO PHYLLIS,.'AND OTHERS
A CAREERAN THE MODERN OFFICE.
TEACHER'S MANUAL AND KEY. BOOKS 1-
4.

DOCUMENT NOT AVAILABLE FROM EDRS,
1576-04431
MC,GRAW-HILL BOOK CO., 330 W. 42
ST., NEW YORK, NY 10036
PUB DATE - 69 644P. PMM
COLLECTION

DESLRIPTORS - *CAREER EDUCATION;
SECONDARY GRADES; TEACHING GUIDES;
INSTRUCTIONAL AATERIALS;
COMMUNICATION SKILLS; *OFFICE
OLCUPATIONSi *CLERICAL OCCUPATIONS;
EMPLOYMENT QUALIFICATIONS; *OFFICE
OCCUPATIONS EDUCATION; OFFICE .

PRACTICE; OCCUPATIONAL GUIDANCE;
.*REMEDIAL INSTRUCTION; LEARNING
illiIFFICULTIES; ROLE PLAYING;
CCUPATIONAL INFORtATION
DENTIFIERS SELF AWARENESS;

CAREER AwAREN'ESS; *EMPLOYMENT
SKILLS

71

ABSTRACT - THIS SET CONSISTING OF A
TEACHER'S GUIDE AND 4 STUDENT
TEXTBOOK/WORKBOOKS, FOR GRAPES 40-
12 IS-,DESIGNED TO MOTIVATE AND
INFORM STUDENTS ABOUT MODERN :VICE
CAREERS. THE BOOKS ARE AIMED
POOR READERS, WITH LIMITED
VOCABULARIES, INTELLIGENCE, AND
MOTIVATION. THE FIRST STUDENT BOOK
EXPOSES THE STUDENT TO THE WORLD OF
THE BUSINESS OFFICE AND SEVERAL OF
THEiLANGUAGE, NUMBER, CLERICAL, AND
SORTING SKILLS THAT ARE NEEDED IN
THE OFFICE. THE SECOND STUDENT BOOK
CONCENTRATES ON PERSONAL
IMPROVtMENT AS IT RELATES TO JOB
SUCCESS. THE THIRD STUDENT BOOK
DESCRIBES THE WAYS THAT JOB SKILLS
ARE USED IN BUSINESS AND THE
ACTIVITIES OF EMLLOYEES IN OVER 25
DIFFERENT CLERICIIL JOBS, AMONG
THEM, TYPING, FILING, COMPUTING,
ACCOUNT-RECORDING, MATERIAL AND
PRODUCTION-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 AkE
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 STUD NT
EXERCISES. DISCUSSION QUESTI NS,
MODELING', SIMULATION, ROLE P AYING.
AND COUNSELING SUGGESTIONS ARE
GIVEN. (PM)

VT 017 039
TREUENFELS, PETER
LOOKING FORWARD TO A CAREER:
COMPUTERS.

DOCUMENT NOT AVAILABLE FROWEDRS.
5048-011095
DILLON PRESS, 106 WASHINGTON AVE.
N., MINNEAPOLIS, MN55401
PUB DATE - 70 81P. ,PMM
COLLECTION

DESCRIPTORS - CAREER EDUCATION;
SUPPLEMENTARY TEXTBOOKS; SEtONDARY
GRADES; INDUSTRY; BUSINESS;
COMMUNICATIONS; *COMPUTERS;

80
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COMPUTER SCIENCE; COMPUTER SCIENCE
EDUCATION; TECHNICAL EDUCATION;
*TECHNICAL OCCUPATIONS; SKILLED
OCCUPATIONS1-*OCCUPATIONAL
INFORMATION; *CAREER OPPORTUNITIES
IDENTIFIERS - *CAREER 'AWARENESS .

ABSTRACT - PART OF A SERIES, THIS
BOOK WAS WRITTEN FOR YOUNG CHILDREN
IN GRADES 59. CHAPTERS DISCUSS:
(1) THE HISTORY OF THE COMPUTER,
INCLUDING A DESCRIPTION OF THE

*COMPUTER AND COMPUTER LANGUAGE. (2)
JOBS IN COMPUTER HARDWARE WHICH
DEAL WITH BUILDING, DESIGNING, AND
MAINTENANCE OF THE COMPUTER, (3)
RESPONSIBILITIES OF THE PROGIAMMER,
AND (4) APPLICATIONS OF THE mr
COMPUTER IN THE MODERN WORLD. (PM)

VT 017 056
DAME, J. FRANK, AND OTHERS
EXPLORATORY BUSINESS: DISTRIBUTIVE,
CLERICAL, ACCOUNTING/DATA
PROCESSING, SJENOGRAPHIC
OCCUPATIONS.

DOCUANT NOT AVAILABLE FROM EORS.
1570-04430
MCGRAW-HILL BOOK CO., 330 W. 42
ST., NEW YORK, N.Y. 10036
PUB DATE 71 231P. PMM
COLLECT/ON; FIFTH EDITION

DESCRIPTORS - CAREER EDUCATION;
TEXTBOOKS; SECONDARY GRADES;
COMMUNICATIONS; *STUDY GUIDES;

- BUSINESS EDUCATION;'*BUSINESS
SKILLS;.BUSINESS SUBJECTS;
DIS1RIBUTIVE EDUCATION; *OFFICE ,

OCCUPATIONS; OFFICE OCCUPATIONS
EDUCATION; JOB SKILLS; *WORK
ATTITUDES; OCCUPATIONAL
INFORMATION; GUIDANCE; *TEACHING
GUIDES
IDENTIFIERS - CAREER AWARENESS;

. *BEGINNING COMPET.ENCE .

ABSTRACT - THIS MANUAL IS DESIGNED
TO INTRODUCE HIGH SCHOOL STUDENTS
TO.DISTRIBUTIV.E, CLERICAL,
STENOGRAPHIC, AND ACCOUNTING AN4e
DATA PROCESSING OCCUPAT1ONS.,EACH
OF THE FOUR SECTIONS INCLUDES
SEVERAL STUDENT EXEKCISES DESIGKD
TO Burl() ;rECIFIC SKILLS WITHIN'
EACH' pF THE FOUR OCCUPATIONAL
GROUPS. THE MANUAL BEGINS WITH A

BUSINESS AND.OFFICE

SECTION ON EXPLORING THE WORLD OF
BUSINESS. AN EXTENSIVE PERSONAL
INVENTORY CHECKLIST IS INCLUDED
WHICH COVERS DESIRABLE APPEARANCE 411
AND PERSONALITY AS.WELL AS
COMMUNICATION AND GENERAL WORK
HABITS, A TEACHER'S MANUAL IS
AVAILABLE WHICH CONTAINS SUGGESTED
ACTIVITIES, ANSWER KEYS TO STUDENT
EXERCISES, AND LISTS OP
SUPPLEMENTARY COURSES Eff REFERENCE
FOR THE TEACHER. (PM)

VT 017 076
POPHAM, ESTELLE;ETTINGER, BLANCHE
OPPORTUNITIES IN OFFICE
OCCUPATIONS.

DOCUMENT NOT AVAILABLE.FROM EDRS.
7306-07882
VOCATIONAL GUIDANCE MANUALS,
UNIVERSAL PUBLISHING AND
DISTRIBUTING CORPORATION, 235 E. 45
ST., NEW YORK, N.Y. 10017 ($4.50)
PU8 DATE 72 128P. PMM
COLLECTION

DESCRIPTORS - R EDUCATION;
SECONDARY GRADE POST SECONDARY III
EDUCATION; TEXTBOOKS; *CAREER
OPPORTUNITIES; *OCCUPATIONAL.
INFORMATION4 EMPLOYMENT .

OPPORTUNITIES:, COMVUNICATIONS;
BOOKKEEPING; *OFFICE OCCUPATIONS;
BUSINESS EDUCATION; OFFICE
OCCUPATIONS,EDUCATION; SECRETARIES;
"STENOGRAPHERSi *OFFICE PRACTICE:
CAREER PLANNING; EMPLOYMENT
QUALIFICATIONS
IDENTIFIERS - EDUCATIONAL
AWARENESS; *CAREER AWARENESS

ABSTRACT - 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
TODAY. FOUR MAIN OFFICE4OCCUPATIONS
ARE DESCRIBED: (1) BOOKKEEPER, (2)
TYPIST, (ii STENOGRAPHER, (4)
SECRETAR*FTHE CHAPTERS DESCRIBE
THE EDUCATIONAL TRAINING NECESSARY,
THE.PRINCWAL DUTIES INVOLVED. HOW
TO GET STAIRTED,,ADVANTAGES,
SALARIES, AD PORTUNITIES FOR
ADVANCEMENT. RE BOOK DISCUSSES'
HIGH SCHOOL, OLLEGE,-BUSINESS
ScHoOL CURRICULA, THE EFFECT OF,
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TECHNOLOGICAL CHANGES ON JOB
CLASSIFICATION, DECENTRALIZATION OF
IlikFFICE WORK IN THE OFFICE POOL. AND
BILITIES THAT WILL BE REQUIRED IN

TOMORROW'S OEFICE. VARIOUSFTYPES OF
MODERN OFFICE EQUIPMENT SUCH AS .

INSTANT COPIERS, AUTOMATED AND.. *.

MICROFILMED FILES, PROGRAMED
TYPEWRITERS ANC) COMPUTERS ARE.ALSO
DIscusstp. A BIBLIOGRAPHY IS
INCLUDED. (PM)

VT 017 088
NUSSBAUM, MARTIN
OPPORTUNITIES IN ELECTRONIC DATA
PROCESSING. ,

OCCUMENT NOT AVAILABLE FRnm EDRS.
7306-07879
VOCATIONAL GUIDANCE MANUALS,
UNIVERSAL PUBLISHING AND
D ISTRIBUJING CORP., 235 E. 45 ST.,
NEW YORK, 44.Y. 10017 ($4.95)
PUB DATE - '72 160P. PMM
COLLECTION

DESCRIPTORS - CAREER EDUCATION;

SSECONGARY GRADES; POST SE.CONDARY
EVUCATION; TEXTBOOKS; *ELECTRONIC
DATA PROCESSING; COMPUTER SCIENCE;
*COMPUTEWSI COMPUTER SCIENCE
EUUCATION;. *DATA PROCESSING
OCCUPATIONS; ELECTRONICS INDUSTRY;
D IRECTORIES; *OCCUPATIONAL
INFORMATION; EMPLOYMENT
OPPORTUNITIES; EMPLOWIENT .

QUALIFICATIONS; COMMUNICATIONS
IDENTIFIERS - 1DUCATIONAL.
AWARENESS; *CAREER AWARENESS

A

ABSTRACT - THIS BOOK, PART,OF THE
VOCAFIONAL GUIDANCE MANUAL SERIES,
WRIT,EN FOR GRADES 11-14, JS A
COMPENDIUM OF FACTUAL INFORMATION
ABOUT THE ELECTRONIC DATA
PROCESSING FIELD. IT DESCRIBES THE
K INtIS OF WORK AND KINDS OF PEOPLE
WHO HAVE HAD SUCCESS IN PROCAAMING,
OPERATING, AND MANAGING COMPUTER
SYSTEMS. THE DUTIES, EDUCATIONAL
REQUIREMENTS, APTITUDES AND
TEMPERAMENTS RECUIRED FOR EACH JOB
CATEGORY ARE STATED. A BRIEF
DISCUSSION OF THF PROCESS OF DATA
PROCESSING, HOw COMPUTERS WORK', AND
HOW TO GET STARTED IN THE FIELD ARE

,INCLUDED. ORGANIZATIONS AND
SOCIETIES CONCERNED WITH DATA

PROCESSING ARt LISTED, AS HIGH
SCHOOLS, JUNIOR/COMMUNITY COLLEGES,
COLLEGES, PRIVATE SCHOOLS,
CORRESPONDENCE SCHOOLS, AND OTHER
SOURCES A LIST OF
SUGGESTED ADINGS CONCLUDES.THE

ABOOK.PM)

VT 017 116
EVANS, RUPERT N.
FOUNDATIONS OF'VOCATIONAL
EDUCATION. THE MERRILL SERIES IN
CAREER PROGRAMS.

DOCUMENT NOTNAVAIABLE FROM EDRS.
5054-08126
CHARLES E. MERRILL PUB. CO., 1300
ALUM CREEK OFt., COLUMBUS, OH 43216
PUB DATE - 71. 292P. PMM
COLLECTION

DESCRIPTORS - PROFESSIONAL
PERSONNEL; STAFF IMPROVEMENT;
CAREER EDUCATION; *VOCATIONAL
EDUCATION; *EDUCATIONAL
.ADMINISTRATION; *EDUCATIONAL
PHILOSOPHY; MANPOWER NEEDS;
VOCATIONAL 'EDUCATION TEACHERS;
TEACHER EDUCATION; MANPOWER
CEVELOPMENT; COOPERATIVE EDUCATION;
ECONOMICS; SOCIOLOGY; PSYCHOLOGY;
*WillATIONAL PLANNING; *FOUNDATIONS
OP EDUCATION

*4

ABSTRACT - DESIGNED FOR VOCATIONAL
EDUCATORS AND THOSE PLANNING TO :

ENTER THE FIELD, THIS BOOK
CONCENTRATES ON BASIC PRINCIPLES
AFFECTING ALL OF HUMAN RESOURCE
DEVELOPMENT. THE FIRST SECTION IS
DEVOTED TO THE GOALS OF VOCATIONAL
EDUCATION AND THEIR PRESENT ,
EMPHASIS ON HUMAN RESOURCE'
DEVELOPMENT -RATHER THAN THE'NARROW,
CONCERN FOR. MEETING THE'NEEDS OF
LOCAL EMPLOYEES. THE SECOND SECTION
.PRESENTS AN OVERVIEW OF THE
CONTRIBUTIONS OF FOUR-SOCIAL.
SCIENCES, PHILOSOPHY, ECUNCYMICS,
SOCIOLOGY, AND PSYCHOLOGY,,' TOWARD
THESE GOALS. THE THIRD SECTION IS
CONCERNED WITH PRESENT PROGRAMS OF
VOCATIONAL FOUCATION AND !RENDS
WHICH ARE LIKELY TO AFFECT THE -

GOALSIT IS ORGANIZED IN TERMS OF
INSTRUCTIONAL LEVEL WITHIN
VOCATIONAL EDUCATION: METHODS dV
PREPARING PERSONNEL TO CONDUCT
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VROGRAMS OF VOCATIONAL EDUCATION
FOLLOW, WITH ?ARTICULAR ATTENTION
TO THE ROLE OF OCCUPATIONAL .

.EDUCATION IN UNDERDEVELOPED AREAS
jilF THIS COUNTRY AND THE WORLD 'AND
ITS ROLE IN THE DEVELOPMENT OF
INDIVIDUALS°.FULL HUMAN POTENTIAL.
(PM)

VT 017 169 -
HOW TO GO ABOUT BUYING A BUSINESS.

KIPLINGtR WAS
WASHINGTON, D
DOCUMENT NOT_
7307704620
CHANGING TIME
1729 H STREET
D.C. 20006
.1i0 DATE -
COLLECTION

HINGTON EDITORS, INC.,
C,
AVAILABLE FROM EliRSo

S EDUCATION SERVICE,
N.W., WASHINGTON, .

71 8P.6 PMM

-

DESCRIPTORS - SECONDARY'-GRADES;.
PCAT SECONDARY EDUCATION1 CAREER
EDUCATION; *INSTRUCTIONAL
MATERIALS; "RESOURCE MATERIALS.;
TRADE; BUSINESS ADMINISTRATION;
*BUSOESS; *MANAGEMENT; *MANAGEMENT
EDUCATION; BUSINESS' EDUCATION;
LEADERSHIP; CONSUMER EDUCATION;
FACILITY GUIDELINES; #PROPERTy. -
APPRAISAL
IDENTIFIERS - CAREER.AWARENESS;
DECISION,,MAKING;. *ECONOMIC
AWARENESS

ACTIVITIES FOR

VT 017 176-
COOPERATIVE.
COORDINATORS

STUDENTS. (PM)

ED 068 678
K EXPERIENCE

M NUM..

OREGON STATE BO RD OF EDUCATION,
SALEM.

4 tORS PRICE-MF-U.65 HC-$3.29.
- OREGON BOARD OF {cDUCATION, 942

LANCASTER ORIVE N.E.9 SALEM, OREGON:,
97310,(S.85J
PUEVDATE 72 63Po, v

DESCISIPTORS '4.MANUALS; RESOURCE
MATERIALS.; CAREER EDUCATION;
VOCATIONAL'EnCkTION; *PROGRAM
PLANNING;-VOCATIONAL DEVELOPMENY;
COM ITy. SUPPORTL,ACDORDINATORS;,
*W 'EXPERIENCE. PROGRAMS;

ERATIVE PROGRAMS;SECONDARY"'
DES; POST SECONDARY EDUCATION;

UMANITIES'
IDENTIFIERS - EDUCATIONAL
AWAENE$S; *OREGON; COEER
AWARENESS

AbSTRACT THIS THREE-PART KIT IS
DESIGNED TO'PkOVIDE A CLASSROOM OF
40*STUDENTS IN GRADES 7-10'WITH
INFORMATION ABOUT BUYING 4
BUSINESS. THE KIT INCLUDES: (1) A
BRIEF TEACHING GUIDE, (2) A
TRANSPARENCY. WHICH LISTS SIX
CRITERIA TO BE CONSIDERED BEFORE
BUYING A BUSINESS, AND (3) 40 _

COPIES OF A 4-PAGE ARTICLE RE'PRINT
THAT,HELPS STACENTS CLARIFY WHAT
THO,NEED TO KNOW BEFORE BUYING A
BUSIOESS. THE ARTICLE LASTS THE.
EXPERTS WHO CAN HELP IN A BUSINESS
TRANSACTION-AND PROVIDES ;

INtORMATION AbOUT HOW MUCH MONEY.A
POTENTIAL BUYER CAN_EXPECT To PAY

,c1401 ONLY FOR PROPERTY BUT IN. '

INSURANC4 AND.TAXES: THE .

ACCOMPANYING TEACHING GuIDE,8RIEFtx.
irsTs KEY CONCEPTS AND QUESTION5
AOR DISCUSSION, ALONGWITH SUGGESTED

83.

'

ABSTRACT.- 'THIS MANUAL A BEENVAAmk.
PREPARED BY4,.#THE COOPERATYVEMOAK.-111,
EXPERIENCE SPECIALIST OP'AHt
INSTRLICTION*C s6.RylcEs DIVISIONrOF
.OREGON,*WITH'THE HELP OF 'OTHEIrWORIS.
EXPERIENCE COORDINATORS, TO .S,ERVE
AS-A GUIDE FOktTEACHERS, ft,

COORDINATORSUNSELORS, AN
COMMUNITY LEDERS VOICLARE:T_?...
RESP0NSI15LE FOR EsTABLIt'kINcli,
SECONDAKy'AND,,POST-SECONDARylv- -
COOpERATIVE WORK E*.!)ERIENCE
EDOCATION PROGRAMS. THIS BIDOKLEL..-
OUTLINES FACTORS:40 CONSIDER FOR
IMPLEMENTING A.PROGRAM# PLANNING
PROCEDURES,.RESPONSIBILItIES OP THt
-PARTICIPANTS'. (SCHOOL STAFF,''
EMPLOYERS, STUDENT'TRAINEES,
PARENTS), AND 4HE MINIMUM CRITERIA.
NEEDED TO QUALIFY roR STATE
REIMBURSEMENT. MUCH OF THE MATERIAL*
IN THIS MANUAL'I.S,DERIVED FROM THE
CALIFORNIA STATE DEPARTMENT -OF
EDOCATION HANDBOOK ormok
EXPERIENCE EDUCATION"AHIS
DOCUMENT IS 3-HOLE PUNCHED FOR EASY
INSERTION -INTO A 'RING BINDER. A 41,
VIDE RANGE OF RESOURCR MATERIALS I51,
INCLUDED.:(AG) o

VT', 017' 213

!
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.OVE 'PL NG 14. SOl.VING ARE
et, yucou IONAL PROB4mS,.

ATLANTA4
,Nf-:AVAILABLE IN V1-ERIC SET.

DATE - 72 85P.,

'OESUIPTORS - *ROLE PLAYI
1,0ECIAL PROGRAMS; *VOCAT
14DUCATION;,VOCATIONAL UEV I T:
,*PROBLEM SOLVING; *SKkLL
,IJEVELOPIENT; SECONDARY GRAD
WORKSHEETS; OCCUPATIONAL GUIDANCE1

AKING SKILLS; HUMANITIES;
; RAL READIN(,;

QUE t TECHNIQUES; RESOURCE
,IMATE5

- DECISIONS; ATTITUDES
APPRECIATIONS

NTABSTRACT:- THIS SPIRAL-BOUND
-";11,NSTRUCTIONAL GUIDE WAS DEVELOPED-4
BYTWO.P.ROFESSORS IN THE

AlfPAR,TMENTS OF REHABILITATION
OUN4LING AND VOCATIONAL EDUCATION
SHA SUPPLEAENT TO COOPERATIVE AND

.::.S,OTCIAL.PROGRAMS AT TAE SEVJNDARY
LEVEL. INTENDED FOR.THE USr OF
TEACHERS, COUNSELORS, AND
VOCATIONAL PROGRWOORDINATORS.
THESE'RESOUR:CE MOCUIALS CONTAIN 24
ROLE-PLAYING SITUATIONS CONCERNING
.VOCATIONAL PROBLEMS, A WIDE RANGE
OF STUDENTWORKSHEETS.PRLSENTED'
CLASS ACTIVITIES, AND VARIOUS
RESOURCE'LISTS. LINE DRAWINGS

--ILLUSTRATE THE TEXT. INTRODOiTORY
ORAL READING MATERIALS FOR THE
TEACHER',S USE ARE GIVEN PRIOR TO .

EACH ROLE-PLAYING ACT1 ITY. (AG)

)111-017 214
COORDINkTED VOCATIONAL ACADEMIC
EDUCATION GAMES AND PROJECTS.,

5GEORGIA UNIV., ATHENS. DIV. OF°.
VOCATTONAL EDUCATION:
OFFICE OF EDUCATION (DHE0).
WASHINGTON, D t
ME AVAILABLE IN VT-ERIC SET. .

eoATE.,- 71 L5IP. *

DESCRIPTORS - *EDUCATIONAL
COORDINATION; *VOCATIONAL
EDUCATION;, ACADEMIC EDUCATION;
'1/0,CATIONAL bEV,ELOPMENT; .STATE

75

PROGRAMS; ELEMENTARY GRADES;
, SECONDARY GRADES; HUMANITIES;
,*STUDENT PROJECTS; GOAL
,DRIENTATION; *EDUCATIONAL GAMES
IDENTIFIERS - EDUCATION PROFESSIONS
DEVELOPMENT ACT; EPDA; EDUCATIONAL
AWARENESS

ABSTRACT - THIS MANUAL PRESENTS
NUMEROUS EDUCATIONAL' GAMES AND- ,

STUDENT PROJECTS FOR THE ELEMENTARY
AND SECONDARY GRADES RELATING TO
VOCATIONAL EDUCATION FOR THE USE OF
TEACHER-COORDINATORS IN GEORGIA'S
COORDINATED VOCATIONAL-ACADEMIC.
EDUCATION PROGRAMS. INTENDEC0fOR
USE IN THE CLASSROOM OR LABORATORY,
THESE, SUGGESTED IDEAS SHOULD I,

ENHANCE THE CREATIVITY AND '

MEANINGFULNESS OF'THE VOCATIONAL-
ACADEMIC CURRICULUM. THESE GAMES
AND PROJECTS, DEVELOPED-BY
VOCATIONAL PROGRAM COORDINATORS'
ENROLLED IN AN INTERNSHIP AT'THE
UNIVERSITY OF GEORGIA, INCLUDE
GOALS, GRADE LEVELS, AND ageLETE
DESCRIPTIONS AND WLANATIAINS OF
THEIR USE. (AG)

017 215
RDINATED VOCATIONAL ACADEMIC

EDUCATION TRAINING GUIDES.

GEORGJA UNIV., ATHENS. DIV. OF
VOCATIONAL EDUCATION'.
OFFICE or EDUCATION (DHEW).
'WASHINGTON, D.C.
.MF AVAILKBLE IN.VT-ERIC SET. '

PUB DATE - 71 67P. .4

DESCRIPTORS-7,OCCUPATIONAL:
INFORMATION; *EDUCATIONAL
COORDINATIpN;;*ACADEMIC EDUCATION;'
*VOCATIONAI EDUCATION; VOCATIONAL
QEVELOFMENT;HumANITIESi sECONDAR
GRADES4 *JOBATRAINING;'*LEADERS
GOIDESr ENTRY WORKERS; COURSE
capECTIVEs; TRADE AND INDUSTRIAL'
EMUCATIONr TASK PERFORMANCE
IDENTIFIERS - BEGINNING.COMPETENCE;
'EDUCATION PROFESSIONS. DEVtLOPMENT
ACT; EPDA-

,ABSTRACT4- THE-OCCUPATIONAL
44, INFORMATrON.CONTAINED IN THESE JOB
TkAiNING PLANS FpR-4.tOORDINATED
VOCATIONAL-ACADIC.EDUCATION,

4
rt,OGRAM AT THE1SECONDARY-LEVEL-IS'
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INTENDED To PRovIgif PROGRA.
COORDINATORS ANDAKADEM1C:'IT4cHERS
WITH.SUGGEsTIONS 1,OR RELAT.ING
PIACTICAL JOB INSTRUCTIONpo
ACADEMIC SKILLS. THESE TlAINING

40C 41VES4
PLANSFUR VARIOUS ENTRYeHEL
CUPATIONS INCLUDE OBJ

OUTLIMES OF REQUIRED TASK:.
PERFORMANCES, DIRECTLY RUC'ATED.
INFORMATION NECESSARy FOf
PERFORtIING THESE TASKS,. !AND RELATED
ACADEMIC SKILLS IN ACOLUMN
FORMAT. THESE LEADERS1AGUIDES WERE
DEVELOPED BY COORDINA;ORS FOR
GEORGIA'S COORDINATEDVOCATIONAL-
ACADEMIC EDuCATIdN ROGRAMS wHO
WEREANROLLED IN.:AININTERNSHIp AT
THE UNIVERS1TY-OF:GEOAGIA (AG)

,o -VT '017 216

COORDINATED vOCAMONAL ACADEMIC
EDUCATION INSTRUCTIONALYMATRINu:.

GEORGIA UNIV., AT4NS. Oliv. OF
VOCATIONAL EDUCATION.;
.OFFICE OF EDUCATION (4,04)9,
WASHINGTON., D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 71 95P. 4.

DESLRIPTORS *EDUCATIONAL
40ORDINATION; *VOATIONAL
,4DuCATION; *STATE PROGRAMS;
*CURRICULUM PLANNING; CoRE
CURRICULumv,A*ACAUtMIC EDUCAT1101q;'
VoCATIONAL DEVELOPMENT; TEACHING
PROCUU4ES4 WORKSHEETS; RESOURCE
M RIALS; STUDENT PROJECTS;

DARY'GRADES; HUMANITIES
iftTIPIERS - ATTITUDES

A pRECIATIONS; CAREER AWARENESS;
EpDA; IDUCATION PROFESSIONS
DEVELOPMENT ACT

ABSTRACT --THIS INSTRUCItONAL
MATRIX FOR'A COORDINATE% .

VOCAT1ONAL-ACADEMIC EDUCATION
pRoGliAM IN GEORGIA wAS DEVELOPED BY
REGIONAL PRoGRAM COORDINATORS
ENkOLLEOIN AN INTERNSHIP AT THE
'UNIVERSITy.OF GEORGIA IN ORDER TO
AID THE VOCATIONAL TEACHER- e.
coogpINATOR IN CURIICULUM PLANNING.
l'HE .29 SUGGESTED ITRUCTIONAL
MNITS COVER SUCH PIGS AS:, (1)
LmoSING A CAREER, (2)' CONSUMER
EDUCATION, (3) INTERPERSONAL
RELATIONSHIPS, AND (4) GETTING AND
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KEEPING A JOB. FOR EACH OF ,HE FIVE
SCHOOLDAYS IN THE WEEK, LEARNING'
ACTIVITIES,'STUDENT PROJECTS,.
TEACHING TECHNIQUES, ANO RESOURCE 41/
MATERIALS ARE LISTED FOR EACH TOPIC
IN 6-COLUMN, 2-PAGE FORMATS. THIS .

CORE CURRICULUM INCLUDESA.
TEACHER'S WORKSHEET. FOR NOTES'ABOUT.
ON-THE-JOB WORK EXPERIENCES,
CLASSROOM OR LABORATORY SIMULATION,
FoLLOw-UP IDEAS, AND STUDENT
EVALUATION PROCEDURES. (A0

VT 017 217
cooRp/NAT4p VOCATIONAL ACADEMIC
ED6tAiION INDIVIDUAL ,PROJECTS.

GEORGIA UNIV., ATHErfli DIA".1 OF
VOCATIONAL EDUCATION.
OFFICE OF EDUCATION 4DHEw),
WASHINGTON, D.C. ,

mF AVAILABLE IN vT-ERIC SET.
PUB DATE 71 78P.

DESCRIPTORS - *EDUCATIONAL4

COORDINATION; *INDI4IDUAL
ACTIVITIES; PROJECTS; WOURACE
MATERIALS; *VOCATIONAL EDUCATION:- 0
*ACADEMIC EDUCATION; *CooRDINAToRS;
YOCATIoNAL DEVELOPMENT; ELEMENTARY
GRADES; SECONDARY GRADE%

.HumANITIES4.BIBLIOGRAPHISS
IDENTIFIERS - EDUCATION PROFESSIONS
DEVELOPMENT ACT; EPDA; EDUCATIONAL
AnpENESS

AgSTRACT - THE INDIVIRUAL PROJECTS
OF THIS DOCuMENT WEREWDEVELOPED FOR''1"-
GEORGIA'S COORDINATED.VOCATIONAL-
ACADEMIC EDUCATION RROGRAMS BY 50
COORDINATORS WHO WERE ENROLLED IN
AN INTERNSHIP AT THE4-U4IVERSITY OF
GEORGIA AS REQUIREp,ASSIGWENTS
FOCUSING ON SOME AMOtTgF THEIR.
EDUCATIONAL ACTIV1*S'OR-PERSONAL
DEVILOpmEN. STUDO0' FORM:S4
COORDINATOR FORmS;'A BIWOGRAPHY,
AND OTHER'RESOURCE mATMALS ARE
INCLUDED AND INTEND,- T,HE uSE"
OF yOCATIONAL PROGRAM COORD'tNATORS.
INVENTORIES, CHECKLISTS.,
QUESTIONNAIRES, AND DATA SHEETS
RELATING TO VOCATIONAL EDUCATION glik
ARE PROVIDED. (AGf

. NO,
141,

(0)/T 017 21E4

COORDINATED.VNATIONAt'ACAD4rIC
EDUCATION CONTEST MANUAL. ,

1
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#-IrGIA UNIV., ATHENS. DIV.
AT IONAL EDUC AT ION.

iircE OF EDUCATION DHEW I,
WOHINGTON, D.C.
MF -AVAILABLE IN VT-ERIC SET.
PUB DATE - 71 80P.
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IDENTIFIERS - EDUCATION PROFESSIONS
OF DEVELOPMENT ACT; EPDA; CAREER

AWARENES1

DESCRIPTORS - *STATE .PROGRAMS;
*MANUALS; VOCATIONAL DEVE LOPMENT;,
SECONDARY GRADES; *VOCATIONAL
EDUCATION; *YOUTH CLUBS;, *ACADEMIC
EDUCATION; EilUCATIONAL
COORDINATION; GUIDELINES;
WORKSHEETS
IDENTIFIERS - EDUCATIONAL
AWARENESS; EPDA; EDUCATIONAL
PROFESSIONS DEVELOPMENT ACT

ABSTRACT/ - THE I.: B ORGANIZATION
ACTIVITIES AND TH CONTEST MANUAL
WHICH MAKE uP THI .DOCUMENT WERE
DEVELOPED FOR GEORGIA'S COORDINATED
VOCATIONALACADEMIC EDUCATION CLUBS
BY A PROJECT STAFF OF' REGIONAL
VOCATIONAL EDUCATION COORDINATORS.
THE THREE SECTIONS OF THE MANUAL
'OVER: (I) THE STATE ORGANIZATION,
2) CONTESTS AND AWARDS, AND (3)

SUGGESTED GUIDELINES FOR LLIUB
ACTIVIRI ES ANC PROCEDURES. 'TEN
CONTESTS ARE BRIEFLY OUTLINED,* AND
SUCH TOPICS AS PARC IAMENT ARY
PROCkpuRES AND ELECTION OF STAT
OFFWERS FOR THE CONDUCT oy THE
CLUB ACTIVITIES ARE DISCUSSED.- lAG)

.,, .

VT 017 219, ,

COORDINATED VOCATIONAL ACrAD.EMIC
'EDUCATION SECONE YEAR CURRICULU
( 1970-q1,) .

GEORGIA uNIV., ATHENS. DIV/10
VOCATIONAL EDUCATION.

OF EDUCATION ( DHEW), .

wA : .NGTONO D.C. #
MF-:_AVAILABLE IN VT--,ERIC SET.
PUB7DATE - 71, .89P.. .

DESCRUPTORS - *LOMAT IOWA L
COORDINIZIION; *CURRICULUM GUIDES;
*v9C.A4TIORAL EDuCATION; HUMANITIES;

I ACADtMI C EDUCATION; VOCATIONAL ,

EVELOPMEAT;.SECONDARX GRADES;
*STATE PROGRAMS; CAREER PLANNING;
BEHAVIORAL OBJECTIVES ; CONSEPTUAL
SCHEMES; LEARNING ACTIVITrE'S; ,.

TEACHING TECHNIQUE%

'
411

ABSTRACT - THIS CURRICULUM GuIDE
FOR THE 5ECOND YEAR IN A *
'COORDINATED VOCATIONAL-ACADEMIC
EDUCATION PROGRAM AT. THE SECONDARy
LEVEL CONTAIVS FIVE TOPICAL UNITS
DEkLING wITH: (1) CAFWER PLANNING,
(2) INFORMA1ION ABOOOBS, (3)
loNey MANAGEMENT, ti&THE BUSINESS

AND.() LABOR 1S AND
BENEFITS,.-EACH UNIF, ORLUDES
GENEFIAL UNITOBJECTIVEST SPECIFIC
BEHAVIORAL OBJECTIVES FOR EACH
SUBTOPIC, TOGETHER wITW.CONCEPTS
AND.SUGGESTED ,LEARNING:ACTIVITIES
IN 2-COLUMN FORMATS.-SUGGESTED
TEACHING TECHNIQUES:1NCLUDE THFJ)SE
OF ROLt PLAYING,POELDISCUSSIONS,
RESOURCEPtRSONS.,- FIE. 0:11uRs, AND.

A
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ITS MAJOR OBJECTIVE THE -
-SIMVLIFICATION OF THE PUBLIC
RELATIONS DUTIES OF. THE PROGRAM
.COORDINATORS. bEVELOPED BY GEORGIA

cNATONACEDUCATIOWCOORDINATOR4k,
IN gAN INTERNSHIP AT THE

liNIVtASITYOF GEORGIA, THESE,
SUGGESTIOWARE,GROUPED INTO.THt7
FOLLOWING TOPICAL AREAST (W4MA4
INCLUDINGYNEwSPAPEk AND 000.1W421
SPEECHES, .(3) AUDIO-VISUAt
MATOIALS, COORDINATE0-
VOCATIONAL ACADEMIC EDUCATION 4EEK,
(.5) CLUB' REPORTER, (6) LETTERS"_
NEEUED FOR THE PROGRAM, (7) CHARft
AND POSTERS, ANC (8) PROMOTIONAL
HANDOUTS. SAMPLE FORMS ARt
PROVIDED. (AG)

VT 017 263
IvARIE, THEOUuRE 00., AND WHERS
REPROGRAPHICS IN BuSINESSIV
EDUCATION.

DOCuMENT NOT AVAILABLE FROMI.EDRS.
1021-08889 ,

A.B. DICK. COMPANY, 5700 W. 10UHY
AVENUE, CHICAGO, ILL. 6064e
PUB DATE - 72 5CP. PmM
COLLECTION .

DESCRIPTORS -16AREER.EQUCATION;'..
INSTRUCTIONACWAFF.- oFFICE -

OCCUPATIoNS;' BUSINESIS EDUCATION;
*RECORDKEEPING;i1OOKKEEPING;
*COMMUNICATION (THOUGHT TRANSFER)
OFFICE MACHINES; EMPLOYMENT

.OPPORTUNITIES; SECRETARIES;
-CLERICAL WORKERS; *REPROGRAPHY'

BUSINESS AND OFf40E

IPSTRUCTI * (7) LAYOUT AND DESIG
OF LABORAT RIES, (8) COMMUNITY'
RESOURCES .(9) EMPLOYMENT 4 ,

.q1PPORTUNI1IEt1N .OFF/CE
REPROORA'PHIC4h10) CASE STUD/ S
REPROGRAPANt.APM)

VT 017.3'.
p.E4

C0mpuTEWs.A7 WORK. A,AROSSET ALL

;14Vocum,ENT NOT AVAIOBLE FROM .EORS.

,

f

AbSTRACT - THIS BOOK SEEKt fo HELP .

'BUSINESS EDUCATION INSTRUCTIONAL
'PERSONNEL TO PREPARE NEw PEOPLE A

..4.141TERING OFFICES TO MAKE0ECISIoNS',
ii.4;RELATIVE TO APAPFRwORK PROWUCTION

0/4pVEMENT. ITrIS AN AXTEMPT TO
0.,'-mpROVE, THE TRAINING OF-BUSINESS
:-::fou ON. VUDENTSTO MEET THE

CATIONS.NEEDS OF TODAY'S #
ESSES. MAJOR CHAPTER..

I pi sIogs INcoriE: (1)1ITHE
:REP GRAPHICS INDUSTRYt (2) THE
EQUIPMENT PROCESSES. (3) COMPARISON
OF 14PROCESSES PuR DECISION
MAKING; '(4) TiNE ROLE OF,BUSINES1g
EDUCATION IN REPROGRAPHICS, (5)
INSTRUCTIONAL STRATUGIFS, lb)
SYSTEMS FOR REPROGRApHICS-

414v c

-0

G.RattET & DUNLAP, INC.,'SUBS. OF
NATIONAL GENERAL CORP., 51 MADISON
)0E.,'NEW Y9RK, NY 10010
PUO DATE = 71 158P. PMM
COLLECTION,

t

dbitCRIPTORS - CAREER EDUCATION;
SUPPLEMENTARY TEXTBOOKS;
.INSTRUCTIONAL MATERIALS;ISECONDARY
GRADES; GUIDANCE; INFORMATION
PROCESSING; INFORMATION
UTILIZATION; COMMUNICATIONS; '
COMPUTER ORIENTED PROGRAMS;
*COMPUTERS; POST SECONDARY
EDUCATION; COMPUTER STORAGE
DEVICES; kNFORMATION RETRIEVAL;
INFORMATION DISSEMINATION' *CAR,EEP:4:... ..:-

OPPORTUNITIES
4DENTIFIERS - ATTITUDES
*PPKEIMAIIONS; BEGINNING-
OmPETENCYCAREER AWARENESS

;,. .'',;.-.
;#

-4 .'

ABSTRApT -41M, THEME OF THIt BOOK
IS /HE 'COMP0060,W,ACTION AND HOW
IT 'AFFECTS'OUR 10Es RATHER THAN
MOE TECHNICALITIES4FOMPUTER _

THEORY OR HOW COMPUTERSARE,PUT
TOGETHER. SWTING WITH WASIC
CONCEPTS OF PIANNING"AND *PuTgv
pROGRAMMIN6, VARIOUS COMP R.

APPLICATrONS ARE,OUTLINED' FOF THE
PUBVC TRANSPORTATION FIELD,
BANOING AND ACCOUNT/NG, TRAFFIC
ONTAOL, WATHER FORECASTINGi,
:MEDICAL DIAGNOSI 9 MACHINE TOOLING

14t
AND PRODUCTION, RIME CONTROL, AND
MANY OTHERARE ..FUTURE
'DEVELOPMENTS IN THESE FIEips ARE'
ALSO DISCUSSED:" (PM) :,:N.

VT 917 a39- 1TtD!4:168 711
w

RESOURCE,MANUALFOR'THE DEVELOPMENT
, _

-OF COOPERATIVE-,VOCATIONAL4MJCATION
9ROGRAMS UNOER'TIVVOCATION'AL

.

.,1

IF,

A
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041UCATION ACT OF 1963.
(kR.''.C. 90-576.

REAU OF ADULT,'VOCATIONAL1.
CHNICAL EDUCATION ((-11w/DE)i

WASHINGTON, D.C.
.EDRS'PRICE MF-40.65
PUb DATE - JUL72

AS AmcNotp

DESCRIPTORS - SECONDARY GRADES;
EDUCATIoNAL FINANCE; *VOCATIONAL
EDUCATION; PROGRAM DEVELOPMENT;
*COOPERATIVE PROGitAMS; VOCATIONAL
DEVELOPMENT; WORK STUDY PROGRAMS;
*STATE PROGRAMSPROGRAM PLANNING;
*RESOURCE COMPARATIVE
ANALYSIS; ANCIAL SUPpORT
IDENTIFIERS - DELI NS:

iltEDUCATIONAL AWAREN ;/*PUBLIC LAW
90 576; VO4TIONAL DuCATpON ACT OF
1963

ABSTRACT - THIS BOOKLET SUMMARIZES
SELECTED FACTS AND SUGGESTIONS FOR
THE USE OF STATE STAFFS IN PLANNING
-gOR THE ENVELOPMENT OF COOPERATIVE

-1 VOCATIONAL EDUCATION PROGRAMS UNDER
IPuBLIC LAW eb-576. DESIGNED TO
PROVIDE PERTINENT INFORMATION AS
TECHNICAL ASSISTANCE FOR
FACILITATING THE DECISION-MAKING
PROCESS, THIS RESOURCE MANUAL IS
INTENDED FOR USE IN CONJUNCTION
WITH "A GUIDE FOR COOPERATIVE
V.00I1TIONAL EDUCATION," (E0 037 564)
PUBLISHED BY THE UNIVERSITY OF
MINNESOTA. TERM DFFINITIO,NS.

,FLINDING SOURCES Elf COOPERATIVE
tDUCATION, SEEECfED RESOLATIONS FOR
STATE VOCATIONAL EDUCATIgN
PROGRAMS, liLLOWABLE,tEXPONDITURES OF
FEDERAL AND-MATCHINGFUNDS, PERpNS

t, SERVED 0 5tOOPERATIVE JOROGRA -AND
ADDITIONALAFOGRAMMATIC INF6R ON
ARE INCIAIILD: A COMPARATIVE
ANALYpSweifSTATE, COOPERATIVE, AND
woRKliTuDY 1NOGOAMS FOR VOCATIONAL
EDUCAWION-IS PRESENTED IN,X
COLONPFORMAT. THE RESOURCE
MAMIALS 'itERE PREPARED BY AN'
EDEICAtIalkAPROGRAM SPECIALIST, UNDER
THE DIRPETION OF THE.tHILF OF-STATE-

1,4PR0GRAMS AND SERVICES. (gt)

VT 017 413
OFFICE*OCCUPATIONS. PREVOCITIONAL
SERIES.

g:
./

DOCUMENT NOT AvAILABL1 FROM EDRS.
1593-09601

'LITTON EDUCATIONAL PUB., INC., DIV.
OF LITTON INDUSTRIES-, 450 W. 33
ST., NEW YORK, NY 140011*
PUB DATE - 70-v 48P. PMM
COLLECTION,

DESCRIPTORS - CAREER EDUCATION;
*OFFICE OCCUPATIONS; INDEPENDENT.
STUDY; *PROGRAMED INSTRUCTION;
*OCCUPATIONAL INFORMATION; eusrNtss
FDUCATION;.*CLERICAL OCCUPATIONS;
STENOGRAPHERS; TYPISTS; FIE
CLERKS. OFFICE PRACTICE;'.*0 FICE
OCCUPATIONS EDUCATION; EDUC ONAL
NE DS
,4D S - EDUCATIONAL
ANA ENESS CAREER AWARENESS;
ECONQtICAWARENESS

.A0
-ABsIgAur THIS PROGRAMIED STUDENT
WORKBOOK FON GRADES 8-fD, DEALS
M1TH THE FIELD OF CLERICAL WORK,
INCLUDING TYPING, STENOGRAPHY AND

,

'FILING. THE STUDENT CAN STUDY At!
HIS OWN LOARNING PACE. THE SUBJ
MATTER IS ORGANIZED INTO SMALL
SEQUENTIAL STEPS:, AND THE STUDENT
IS QUESTIONED AFTER EACH STEP; A.
TEST IS GIVEN AT THE END OFeiH.E4
BOOK TO MEASURE THE STUDENTt$-
ACCOMPLISHMENT OF THE LEARNING
OBJECTIVES. (PM)

VT 017.422
CROSS,, WILBUR
A JOB WITH A
JOBS WITH A ForK0-I

. . 7

DOCUMENT NOT AV4er
5017-03172
GRassgy 'iA)UNLAP, INC., spos.-oF
NATIONWGINERAL CORP., 51 MADISON
AVE4,44EW YORK, NY. 10010
PUB DATE z1 127
COLLECTION.

lipt_scRIPVORs CAREER EDKATIDN
1DAT4 PROCESStNG1 *DATA PROdMING"
OCCUPATIONS; UPPLEMEWRY READING
mATERIALS; INSTRUCTIOAL ISTERIALS1
SECONDARYGRADES; POST*SECONDARY
EDUCATION; DROPOUTS;
COMMUNICATIONS: *COMPUTEIS,S;
*COMPUTER-ScleNCE.EDUCAMON; 0
TECHNIC-0AL FONOWPIONOCCUPATIONAL
LNFORMATION- :Lf
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IDENTIFIERS *ECONOMIC AWARENESS;
EDUCATIONAL AWARENESS

ABST8ACT - PART gf THE GROSSE1 AND
DUNLAP JOBS WITH A FUTURE SERIES4
THIS BOOK IS DESIGNED TO INFORM
YOUNG PEOPLE WITH OR WITHOUT A HIGH
SCHOOL DIOILUMA ABOUT JOB
OPPORTUNITIES IN THE FIELD OF
COVUTERS AND DATA PROCESUNG. THE
BOOK COVERS THREErBROAD TOPICS: (I)
THE HISTURY OF TA COMPUTER APO ITS
PROSPECTS FOR THE FUTURE, (2) JOBS
IN THE COMPUTER FIELD AND THE
TRAINING REQUIRED FOR EACH, AND (3)
THE OPERATION AND MECHANICS OF THE
COMPUTER AND THE PROBLEM
PROGRAMMING. APPENDICES CO

ISOURCES OF INFORMATION AND A
GLOSSARY OF COMPUTER-RELATED TERMS.
(PM)

VT 017 516
OFFICE PRAllICE: BUSINESS EDUCAUON
CURRICULUM UIDE. INSTRUL1IONAL
MAT%iiIALS FOR USE WITH
DISADVANTAGED STUDENTS IN
VOCATIONAL EDUCATION.

OMAO, PUBLIC SCHOOLS, it. DEPT.
O VOC AJIONAL AND.ADIJLT EDUCATION.
ME AVAILABLE IN v1"-ZRIC SET,
PUB DATE - AUG71 35P,

. DESCRIPTORS - *BUSENESS EDU 'ATI&
i, *OFFICE PRACTICE4. TYPEWRITI
7'5L1fNOGRAPHY; .1.CURRIIIEULUM GUIDES;4

-414$TRUCTIONAL AATEgTAL$1.: ,

DISADVANTAGED STUDENTSUS1NESS
CORREIPONDENCE .

IDENTIFIERS-- EMPLOYMENt'SK;
CAREER AWXRENESS

ABSTRACT - THE MATERIALS DEVELOPED
bY VOCATIONAL TEACHERS IN THIS
SPECIAL PROJECT ARE.CONCERNED WITH
LURRICULA Atip THOSE THINGS THAT
SUPPLEMENT ANQ COMPLEMENT IT. THESE
MATIIRIALS.0A# PRE-PARED FOR PUPIA
WI;TH SPEOAL NEEDSt PARTICULARLY
THE,DISADVANTAGEOkOR HANDICAPpED.
THE WRI*R-8 OF THIS GUIDE DESIGNED

J11, TO BE USED WITH MINIAUM -410
:ACIDIFICATION IN THE REGULAR.
r'7VOCATIUNAL EDUCATIOWCLASSROOM
SWING. = HE yNITS AtE DESIGN& TO

. ACQUAINT k4UPIL 'WITH ROUTINE.
ROUSIJOESS 1TERS. 'THEY' PROVIE

5

BUSINESS AND OFFICE

SUGGESTIONS col HOW TO COMPOSE A
CLEAR, EFFECTIVE BUSINESS LETTER
AND INTRODUCE THE PUPIL TO THE
ZUNING IMPROVEMENT PLAN AND ITS 4,
INTEGRAL ROLE IN POITAL SERVICE.
ALTHOUGH THIS UNIT WAS PREPARED
PRIMARILY FOR USE'IN ADVANCED
SHORTHAND, ADVANCED TYPEWRITING,
AND OFFICE PRACTICES CLASSES, IT
MAY ALSO BE USED IN INTRODU&ORY
BUSINESS EDUCATION COURSE4#.01
ADDITION, IT MAY BE USED ir
DISTRIBUTIVE EDUCATION COURSES. THE,
MATERIALS MAY BE USED BY A GROUP QB
AN INDIVIDUAL. (AUTHORS/DL)

VT 017 522
"CAREER AWARENESS" IN THE
ELEMENTARY GRADES. INSTRUCTIONAL
TEL4VISION TEACHER'S GUIDE FOR
GRADES FOUR,'FIVE AND SIX.

MEMPHIS CITY SCHOOL SYSTEM, TENN.
DEPT. OF INSTRUCTION.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
ME AVAILABLE,IN VT-ERIC SET.
PUB DATE - 72. 07P.

DESCRIPTORS..7 *TEACHING GUIDES4.;
* ER EDUCATJON: *OCQMPATIONAL

, -
C. ,

tERS;
*INTEGRATED CURRICULUM;

wurLaING TRADES:* MASS MEDIA;.
BUSINESS; HEALTH OCCUPATIOlg;
INDUSTRIAL PERSONNEL;Aigt
TRANSPORTATIONVHOME RIONAGE
MARKETING; *INSTRUCTIONAL,.
TELEVISION
IDENTIFIERS - CAREER AWARENESS

cif

,f

ABSTRACT - THIS TEACHER'S GpIDE FOR
ANSTRUCTIONAL TELEVISI N9 P4PARED
'BY THE MEMPHIS CftYCI4OOL SYSTEM.
IS PRIMlifk:ILY: CONCERNED WIW HELPING
THE TEACHER INTRODUCE-sELEMENTARY
CHILD#EN TO THE WORLD OF WORK. IT
IS-DESIGNED TO FAMILIARIZE STUDENTS:,
WITH CLUSIERS QF SCCUPATIONS, ITHE
TITLES 0A,VARIWUS JOBS, AND TA*
TOOLS GENERALLYASSOCEATED WITH
E AC H -1.4ORK ER THE PIWJECI WA t
DEVELOPED AROUNDJHt:CO- ErrTHAT
THERE IS DIGNITX,,-.A4OLSATISFACTION
IN WORKING. TO ItHIEVE THIS GOAkl,
THE GUIDE IS ORGANIZED ACCORDING::
A 3-FOLD APPROACH: CLASSROOM.
'PREPARATION FOR THE TELU,AST
LESSON, THE LESSON ITSErr,,



INESS AND CIFF ICE

INCLUDING DISCUSSION AND QUES TIONS,

IIND
THE FOLLOW-UP CLASSROOM

CTIVITIES. NUMEROUS OCCuPATIONS
AO PRESENTED INCLUDING THE
FtI4LOWIN6: CONSTRUCTION,
COMMUNICATIONS, bUSINES4i HEALTH,
INDUSTRIAL, TRANSPORTATMN, PUBLIC
SERVICES, HOMEMAKING, ANC MARKETING
PCCUPATIONS. FOR EACH OCCUPATIONAL
C LUSTER CLASSROOM PREPARATION
INCLUDES WORKING WITH VOCABULARY
WORDS, DISPLAYING POSTERS oF
WORKERS, COMPLETING MATH AND
SLIEWE PheibLEmS, AND GENERAL.
PREPARAT ION I-OR THE TELECAST.',
1 AUTHORS/DE. I

VT 017 533-
OETKEN, HAROLD
1ENERAL BUSINESS: BUSINESS
EDUCATId4URRICULUM GUIDE.
INSTRUCTIONAL MATERIALS FOR USE
WITH DISADVANTAGED STUDENTS IN,
VOCA.TIONAL MCAT

orotfiqu.FLIC SCHOCI,L01".,./ NEBR. DEPT:

S F VOC TIONAL. AND ADULT- EDUCATION:
F A1 V ILABLE. IN VT-ER.IC SET.

Pub ATE - AUG:71 1,75P.

DEficeRIP RS - WORKSHEETS;
TRANSPA CIES; RESOURCE 4/ATERI ALS;

Ivr*CURRIC L M GUIDES; *WMVEAt
PROGRAMS; *DISADVANTAGED YOUT41;
SECONDARY GRApES; *BUSINESS
EDUCATION; "*VOCATIONAL. EbuCATAIDN;,:b
VOCATIONAL DEVELOPKENT; 01404:kot_

ANAGEPIT MAR KE4Nr.34 TEACHER
DEKLOPED MATERIALS; 11,-EXIBLEir
PREgRESSION; TESTS H

IDENTIFI,ERS - ECIlk.ATIONAL 4
AWARENESS; BEGINNINCpMF ET ENCE

r

ABSVACT THI5 CURRIGULUMOIDE
FQR A SuMMER PROGIaM IN, GENERAL
BOICISSS A't THE HIGIO SCHOOL UAL-.

PART 00. A BUSINESS, EDUCATIA
GRAM FOR SADyANTAGED SIVOENTS
VOCAT IONAL *a:EDUCATION, wAS,,...

DEVELOPED BY Ifix ., ' TNHERS. .

F.OR. A SPECIA1:-.:':G. v:

0,,EVILOP-nt,NT pktLI CT PUPILS WI
'SPECIAL NEEDS. 11110:iiNG A Fii EX-

FORM ;T, THE GORKI u.E0M MATE

kflOP
FT4(.1) 'ON ACKI N6 ACCOUNTS, 't
AND C UTATION3*-1N1ERE$T RATES..
NUMEROUS sar,pu,E. .Ni wokKs EfS.
VIUDENT TESS.: IA ANSPAR CIES,

te?
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ANSWER KEYS, AND INFORMATION SHEETS
ARE PROVtDED. THIS DOCUMENT IS 37
HOLE PUNCHED FOR EASE IN ADDITION
OR REMOVAL OF PAGES. (AG)

VT 017 556
SHORTHAND: BUSINESS EDUCATION
CURRICULUM GUIDE. INSTRWCTIONAL
MATERIALS ,FOR USE WITH
DISADVANTAGED STUDENTS IN
VOCATIONAL EDUCATION.

OMAHA PUBLIC SCHOOLS, EBR. DEPT.
OF VOCATIONAL AND. ADULT EDUCATION.
MF AVAILABLE IN ,VT-ERIC SET.
PUB DATE - AUG71 140P.

A'

DESCRIPTORS,:BUSINESS EDUCATION;
.*VOCATIONAL EDUCATION; *OFFICE
PRACTICE; *CURRICULUM GUIDES; .' v:,I.
VISUAL AIDS; STUDY GUIDES;.' 4S..ic

SECONDARY GRADES; INSTRUCTIONAL
MATERIALS; *DISADVANTAGED YOUTH;_ '7.2

iSTENOGRAPHY; MARKETING; BEHAVIORAL
OBJECTIVES; TEACHING .PROCEDURES;
STUDENT TESTING
IDENTIFIERS - EDUIPTIONAL
AWARENESS; GINNING COMPETENCE

1

-....;411

ABSTRACT - IS 'CURRICULUM GUIDE.
DEVELOPED BY A HIGH scHan
VOCATIONAL TEACHER AS A SPECIAL .

CONTA/N5
INSTRUCTI MATERIALS IN
sHoimAND AND OFFICE SKILLS FOR .USE
WITITTD DVANTAGED STUDENTS IN A
VOCAT1 AL BUSINESS EDUCATION
PROGRAM. AT THE HIGH SCHOOL LEVEL. A
WIDE RANGE OF TRANSPARENCIES,
SLIDE-TAPE MATERIALS AND QUIZZES
gAN BE ADAPTED FOR REGULAR CLASSES,
ORGE.:90iWPRESENTATIONS, OR

;04154.4DUAgIED STUDY PACKETS. _

05MEIV OVS.FOWTEACHER5 AND'SAMPLE
'ANSWEk*EETS ARE PROVIDED'INTHIS
DOCUMENT', WHICH IS 3-410LE PUNCHED
FOR EASE IN INSERTION 6R REMOVAL'OF
PAGES. 'BEHAVIORAL OBAkTIVES.,' STUDY
GUIDES, AND TEACHING SPGGESTIONS
ARE INCLUDED FOR. FALHAO(AIT OF
STUDY. (AG)

, 9 0

VT 017 575
tYPE14RITING: BUSINESS EDUCATION
CURRICULUM GUIDE. INSTRUCTIONAL
MAITERIALS FOR USE WrTH
DISADVANT4GED 'STUDENTS IN
VOCATIONAL EDUCATION.



82 BUSINESS AND OFFICE-

46FFICE OCCUPATIONS; PROGRAM
PLANNING; LEARNING ACTIVITIES
IDINTIFIERS CAREER AWARENESS

OMAHA PUBLIC SCHOOLS, NEBR. DIV. OF
VOCATIONAL AND ADULT EDUCATION.
MF AVAILABLE IN VTLRIC SET.
PUB DATE, AUG71 ,67P.

DESCRIPTORS *BUSINESS EDUCATION;
SECONDORY GRADES; *UNITS OF STUDY
(SUBJECT FIELDS); TRANSF!ARENCIES;
AuDIOVIS6AL AIDS; *CURRICULUM
GUIDES; *lYPEWRITING; VOCATIONAL
-EDUCATION; *DISADVANTAGED YOUTH;
HANDICAPPED STUDENTS; VOCATIONAL
DEVELOPMENT
MENTIFIERS. EDUCATIONAL
AWARENESS; BEGINNINXEOMPETENCE

ABSTRACT DEVELOpED. BY VOCATIONAL
EDUCATION TEACHERS-.AS A SUMMER
PROJECT FOR BUSINESS INDUCATION
CURRICULUMS FOR DISADVANTAGED
AND/OR HANDICAPPED STUDENTS., THESE
INSTRUCTIONAL MATERIALS OUTLINE
FOUR UNITS OF STU", FOR A
VOCATIONAL EDUCATION CURKICULuM FOR
THE SECONDARY GRADES IN
TYPEWRITING. NUMEROUSt
TkANSPARENCIES AND OTHER
AUDIOVISUAL AIDS ARE INCLUDED FOR
THE FQLLOWING'INSTRUCTIONAL UNITS:
"(1) INTRODUCINt, THE TYPEWRITIING
KEYBOARD, (2)- (-HANGING THE RIEIBIP
ON A ROYAL 440 TYPEWRITER. (3)
POSTAL SERVICES AS RELATED '14"W
OEFICE PRAESTICESIbmtND (4) ,THE TERM
PAPER. THI*DOCUINUNT IS BHOLO.
PUNCHED FOR LASE IN ADDING OTHER
MATERIALS...14(,)

VT 017 600
'BUSINESS AND OFFICE EDUCAII0v.
MODEL TRAINING FLANSWOR SECONDARY .
COOPERATIVE OFFILL,EDUCATION.

INDIANA UNIV., KLOOMINGTON., SCHOOL
OF EDUCATION:
INDIANA STATE BOARD OF'VOCATIONAC
AND TECHNICAL EDUCATION, H
INDIANAPOLIS;INDIANTSTATE DEPT. OF
PUBLIC INSTAuCTION, INDIANAMOS."
MF AVAILABCE IN VTERIC SET.
PUB DATE AUG72 125P.

DISCRIPTORS *BuS,INESS*JuULATIONgl
aliOFFrek oCCUFA,TIONS EDWATIoN;
*COOPERATIVE FDUCATIONI MODELS;
SECONDARY GRADES; OCCUPATIONAL
CLUSTERS; ON THEOEJO TRAINING; 91

ABSTRACT DEVELOPED BY LOCAL 400
TEACHERCOORDINATORS AFTER ANi*
URIENTATION WORKSHOP AT INDIANA
UTERSITY, THIS MANUAL CONSISTS OF
MO LS WHICH ARE DESIGNED TO SERVE
AS EXAMPLES FOR TEACHER
COORDINATORS IN THE DEVELOPMENT AND

HIGH SCHOOL STUDENTS ENRO IN
UTILIZATION OF TRAANING FOR

*COOPERATIVE OFFICE EDUCATION
PROGRAMS. CONTENT MATERIAL OF THE
MANUALLIS ORGANIZED /NTO TWO
SECTIONS: (I) A DESCRIPTION OF THE
61-SIGN OF THE MODEL TRAINING PLANS
EOR A COOPERATIVE VOCATIONAL -

EDUCATION PROJECT AND (2) AN
EXPLANATION0OF THE DEVgLOPMENT AND"
UTILIZATION OF THE PLANS. THE PLANS
PRESENT A 6COLUMN FORMAT OF
LEARNING. ACTIVITIES, TRAINING BOTH
ONTHEJOB AND INSCHOOL,AN
EVALUATION, AND INDIVIDUAL STUDY
ASSIGNMENTS WITH APPROXIMATE TI1ES
R EACH LEARNING ACTIVITY. AMONG Alk

THE 13 IRAINING PLANS PRESENTED AFiEW
THESLFIRJR: (1) BOOKKEEPERS, (2)
CASHMS,,(3) MACHINE OPERATORS.
(.44-icF ILE CLERKS, (5 ) 'SECRETAR I ES,

(i) S1ENOGRAFHERS. (AuTOIN/OL)

VT 017 614
THOUGHTS ON THE TEACHING OF THE
'INTRODUCTIOVTO BUSINESS.

WICHITA PUBLIC SCHOOLS, KANS.
MF AVAILABLE IN VTERIC SET.
PUB DATE 69 44P.

DESCRIEIORS *TEACHIN&GIDES;
*BUSINOS EDUCATION; SeCONDARY
GRADES; *TEACHING PROCEDURES;
AMU:WM.1AL AIDS; UNIT PLAN;
*COURSLCONTENT; EDUCATIONAL
PHILOSOHY
IDENTIFIERS CAREER AWARENESS;
ONHITA PUBLIC SCHOOLS

ABSTRACT .THIS TEACHING GUIDE
uIVES SUGGESTIONS TWPROSPECTIVE
TEACHERS OF BEGENAING COURSES IN
GENERAL BUSINESS AND'ECONOMICS AT
THE,GRADE 9 OR 10 4.EVELS. CHAPTERS
INCLUDE THE FOLLOsb.ONG: (1) WHY
TEACH INTRODUCTION.TO BUSINESS, (2)

r
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WHO SHOULD TEACH INTRODUCTION TO
BUSINESS, (3) HOW TO TEACH

4IONTROUUCTION TO BUSINESS, (4) WHAT
TO TEACH IN INTRODUCTION TO
BUSINESS, (5) 'METHODS OF *.

PRESENTATION OF A FEW UNITS, (6)
IDEAS FOR CREATIVITY IN TEACqING,
AND .(7) AUDIO, AND VISUAL HELP!,. A
SHORT LIST OF RESOURCE MATERIALS IS
INCLUDED.ADLI

VT 017.619
HEGLER, EESS M., AND OTHERS
OUSINESS EDUCATION CURRICULUM
GUIDE, GRADES 10-12.

LOS ALAMOS HI(,H SCHOOL, N. MEX.'
MC AVAILABLE IN VT-ERIC SET.
,PUB DATE - FEB71 64P.

DESCRIPTORS - *CURRICULUM GUIDES;
SECONDARY SRADES; *VOCATIONAL
EDUCATION USINESS EDUCATION;
*EDUCATI OBJECTIVES; *COURSE
CONTENT; k SOURCE MATERIALS;
INSTRUCTIONA.L AIDS; OFFICE
MACHINES; ACCOuNTING; STENOGRAPHY;

41rEWRITING
DENTIFIERS - EDUCATIONAL

AWARAESS; CAREER AWARENTSS;,
.

EMPLOYMENT SKILq. .i.

V
ABSTRACT - DESIGNED FOR t'IL044411VRY.
STUDENTS'IN ByfINESS EDUCATION,
THIS CURBILULWGUIDE PRESENTS A
LOCAL HItH SCHOOL'S PHILOSOPHY OF
BUSINESS EDUCATION AND A
DESCRIPTION'OE THE OBJECTIVES OF
THE BUSINESSEDUCATION DEPARTMENT..
CCURSES OFFtED IN 19E BUSINESS
CURRICULUM CLUDE THE FOLLOWING:
11) BUSINESS LAW, (2) BUSINESS
MACHINESv (3) ELEMENTARY .

ACCOUNTING, (4) GENERAL BUSINESS,
5) SHORTHAND, (6) PERSONAL

i(

YPEWRITING, (7) TYPEwRITING,-4k*-

0

B) VOCATIONALAFFICE EDUCATION.
EACH COURSE DESCRIPTION STATES THE
GRADE LEVEL AT,WHICH THE COURSE IS
TAUOT, GIVES A-RATIONALE FOR'
TEACHING THE COUR4SE, AND LISII
SPECIFIC BEHAVIORAL OBJECTIVES TO
OE ACHIEVED AS OD RESULT OF TEACHING
HE COURSE. ALSO INCLUDED ARE AN

OUTLINE OE THE CONTENT OF EACH
COURSE, A LIST OF REFERENCES'FOR
THCJEACHER, AND SUGGESTIONS IA

(DL)

VT 017 630
BUSINESS AND.OFFICE
MISSOURI.

*
.

MISSOURI STATE DEPT. OF EDUCATION,
JEFFERSON CITY. BUSINESS AND OFFICE
EDUCATION SECTION.
ME AVAILABLE IN VI-ERIC SET..
PUB DATE - ND 41P.

EDUCAFON IN

DESCRIPTORS - *BUS ESS TDUCATION;
*OFFICE OCCUPATION DUCATION;
*PROGRAM GUIDES; EDUCATIONAL
OBJECTIVES; *OCCUPATIONAL
INFORMATION; TAXONOMy&'.PROGRAM
DESCRIPTIONS; TEACHER
4QUALIFICATIONS; *COURSE CONTENT
IDENTIFIERS - *MISSOURI; CAREER
AWAkENESS

ABSTRACT - THIS BOOKLET ANALYZES
BUSINESS AND OFFICE EDUCATION AND
EXPLAINS ITS PLACE IN 4HE TRAINING *
OF4IP4DIVIW4.S,FtfR EMPLOYMENT IN
14ISSOURI. G NERAL SUBJECT AREAS
COVERED ARk INCLUDED UNDER THE
FOLLOWING TLES: J1) PECTANCY OF
BUSINESS ANC OFFICE E UCAITION, (2)
JOS OPPORTUNITIES THROUGH BUSINESS
ANI4OFFICE -EDUCATION, (3) SKILLS
ANUFKNOWLEDGES NECESSARY FOR ENTFOr
INTO BUSiNCSS AND OFFICE
OCCUPATIONS, (4) PROGRAM NECESSARY
FUR TRAINING IN BUSINTSS AND OFFICEL,
EDUCATION, (5) TEACHER
OUALLFICATION$ IN BUSINESi AND
OFFICE EDUCATON, 161.GUIDANCE AND
PLACEMENT DO BUSINESS AND OFFJCE
EDUCATION.'A SECTION-CONTAINSPA

- DESCRIPTION °P4tiE DItTIONARY OF
*7/ 'OCCUPATIONAEITLES CODING AND A

SUGGESTED TAid 04Y FOR. OFF/LE
OLCUPAVONS,FROM THE U.S. OFEI.CE OF
EDUCATION. (DO '6K

VT, 017 646
'GARLAND'D., ED.

CAREER bPPoiltlfuNITIES-4-ARKEIING,
BuSINESSI A*OFFLICE"._ sPECIAtISTS -

CAREEK.OPPORTuNIT4Et ;

DoCuMENT'N6T AvkIi_ABLICIADm iDRS.
722744083214,'
J.G.,FERGUSON'PUBLISHING CO., SUBS.
OF VOLT41EEDAY'& CO.& INC.,' 6 N.
MICHIGAN AVE., CHICA4bk IL 60602
PUB'DA4E ,47*,0 70 392 P. PMM -
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DESCRIPTORS - CAREER EDUCATION;
AOCCUPATIONAL INFORMATION;
OCCUPATIONS; EMPLOYMENT
OPPORTUNITIES; MARKETING;
*BUSINESS; OFFICE OCCUPATIONS4
*CAREER OPPORTUNITIES; EMPLOYRENT
QUAL!FICATIONS; VOCATIONAL
COUNSELING; CAREER PLANNING;
OCCUPATIONAL GUIDANCE; Posl.tp,
SECONDARY EDUCATION;
*SuBPROFESSIONALS; CAREER CHOICE
HENTIFIERS - EDUCATIONAL
AwARENESS; *cAREER AWARENESS;
ATTITUDES APPRECIATIONS

AbSTRACT - THIS HANDBOOK,ExPLORES
THE CAREER OPPORTUNITIES AVAILABLf
TO GRADUATES OF I- OR 2-yEAR POST-
SECONDARY MARKETING,TUSINESS, OR
ObFICE ENJCATIONAL PROGRAMS.
'INFORMATION CONTAINED IN ovER 300.
408 DESCRIPTIONS IN 26 FIELDS
INCLUDES: (I) TYPE OF WORK, (2)
PERSONAL QUALITIES, (3) SECONDARY
AND P051 SECONDARY EDUCATIONAL:
REQUIREMENTS, (4) APPLYIN FOR
1008, (5) ENTRY LEVEL JOBS, (6)
ADVANCEMENT POSSIBILITIES.(7)
LICENSE OR CERTIFICATION, (8)
_WORKING CONDITIONS, (9) EARNINGS
AND BENEFITS, AND (10) FUTURE
OCCUPATIONAL OUTLOOK. +p-m)

VT 017 709
PROJECTS SIMULATION OF pFFICE
PROCEDURES FOR VOCATI9NAL CiFFICE-
EDUCATION.

fed;,

liTENNESSEE STATE BOARD FOR
VOCATIONAL-TECHNICAL EDUCATION,
NASHVILLE:
11144cEAEwEATIa! (DHEWJ_.
ASHI NGIOW,:ipt:"° .

F AVAILABLt'IN vT-ERIC SET.
PES DATE - ND .136P.

.,DESCRIPTWS - RESOURCE MATERIALS;
MARKETING; WORKSHEETS; *S'TUDENt
:PROJECTS; *TOCHING GUIDES;
VOCATIONAL EOUCATION; *OFFICk
OCCUPATIONS EDUCATION; VOCATIONAL
DEVEtOOPENT; EVALUATION TEpHNIQUES;
TEACHING PROCEDURES; *SIMULATION;
*OFFICE PRACTICE; SECONDARY GRADES;
Bk ORAL OBJECTIVES 4

IERS.- EDUCATIONAL

IP 9 3

A

40

1

BUSINESS AND OFFICE

AWARENESS; BEGINNING COMPETENCE

ABSTRACT - THIS COLOR-KEYED
T(ACHING GUIDE PRESENTS SEVEN
STUDENT PROJECTS FOR OcAngpAL
OFFICE EDUCATION INSTRUCTIOK WHICH
INVOLVE SIMULATION OF OFFICE
PROCEDURES. INTENDED, TO SUPPLEMENT
A TEXTBOOK. EACH PROJECT cONTAINS
TIME ALLOTMENTS, DETAILS ABOUT ITS.
PLACE IN THE CURRICULUM, SUPPLIES
AND EQUIPMENT LISTS, BEHAVIORAL
ObJECTIVES, AND WEAKNESSES IN TASK
PERFORMANCE. SUGGESIIED'sTEACHING
PROCEDURES, EVALUATION TECHNIQUES:
REQUIRED STUDENT FORMS, STUDENT,

P
READINGAATERIALS, AND A
KEy ARE PROvIDgDOR EACH ECT.
THIS GUIDE WA'S 6EVELOPEO-WY
INSTRUCTORS OF4y0tATIONALOPFICE
OCCUPATIONS AT THElECONDARY LEVEL.
THE .4prmutoIoN PRo4fIcT TITLES ARE:4
(1) COMpANYPCORRESPONDENU. (2)
BOARD QDUCATION, (3) VOB SUPPLY,
INC., NORTHERN PENINSULA LIFE
INSURA COMPANY,.(5) OPN HOUSE.
(6) AUSO CONDENSM COMPANY, AND
(7) PR mMED LEARNING INSTITUTE.
(AG)

\al.-VT 017 729#
BUSINESS COMMUNICATIONS.

WICHITA PUBUNICSCmOOLS, KANS°.'
mF AVAILABLE 1N VT-ERIC SET.
PUB DATE - 70 215P.

DESCidipTORS - *TEACHING GUIDES;
GRADE 12; cougsE DESCRIPTIONS;
BIBLIOGRAPHIES; RESOURCE. MATERIALS.Lar.
*REVIEW (REExAMINATION):
106/0CATIONAL EDUCATION; VOCATIONAL
DEVELOPMENT' 'BASIC SKILCS4-4EARNIN
ACTIVITIES;-*BUtINESS EDUCATWN;
OFFICt OCCUPATIONS EDUCATION;
30%0MMUNICATIONWCOMMUNICATION
'SKILLS; WORKSHEETS
IDENTIFIERS - EMPLOYMENT SKILL*,

ABSTRACT.- THISTEACHING GUIDE FOR
A 2-SEMESTER BUSINESS

,E.OmMUNICATIONS C, SE IN GRADE 12

FR
CtN OTAINS A URS. OESCR11411r !Mb 0:

eRATIONALE, PUBLI RELAT: .,:-

TECHNIQUES.. OVERALL SUMMARYTHEETS
FOR EACH .9-wEEK PERIOD. A
BIBLIOGRAPHY, ANO'RESOURCELISTS# . .

. OFFERING INTENSIVE. REVIEW IN sAso;
.,,.4

44...!.i.,;

0.
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GRAMMAR, SENTENCE CONSTRUCTION, AND
AUSINESS LETTER WRITING, 15 UNIT
"OUTLINES PROVIDE RESOURCE LISTS,
LEARNING ACTIVITIES, INSTRUCTIONAL
SCO0t, AND TIMEALLUTMENTS.' VARIOUS
TEACHING SUGGESTIONS, SAMPLE
STUDENT WORKSHEETS, AND A
NOCABULARY LJST OF USEFUL 'BUSINESS

TERMS ARE IHCLUDED. AN INTRODUCTORY
1-11AR pUR E IN TYP/NG CONSTITUTES
PRESEQUI ITE-FOR-TkIS''BUnNESS

WH CHAS,gNRICHED THROUGH
t'iO0rADIOVISUAL AIDS, FILING

r;P,KOCEDURES, SPEECH MAKING, AND
1,.EINIMANSHIP (AG)

VT 017 730 .

WHO? WHAT? WIRE? HOW MUCH7'
COORDINATED VOCATIONAL ACADEMIC
EDUCATION BIBLIOGRAPHY.

MF AVAILABLE IN VT-ERIC SET.
PuB DATE - 72 149P.

DESCRIPTORS - *BIBLIOGRAPHIES;
*CAREER EDUCATION; VOCATIONAL:.

liDEVELOPMENT; *OCCUPATIONAL
"GUIDANCE; HUMAN RESOuRCES;
.,SECONDARY GRADESi HUMANITIES; *WORK
i',STUDY PROGRAMS; *STUDENT DEVELOPED
MATERIALS; COSTS; EDUCATIONAL
COORDINATION4-VOCATIONAL EDUCATION;
ACADEMIC EDUCATIOy; INSTRUCTIONAL
MEDIA
IVENTIPIkg, EDUCATIONAL
,AWARENESSCCARWOAWAKENESS

ABSTRACT - THIS DETAILED
BIBLIOGRAPHY OF CARkER DEVELOPMENT
AND OCCUPATIONAL GUIDANCE MATERIALS
PROVIDES A TEpTATIVE,
REPRESENTATIVE CROSS-SECTIOWOF

/14ATERIALS.A146 RESOURCE PEOPLE INIT
.6MAYAE AVAIiABLE FOR USE IN'JUNIOR

SfNIOR HIGH SCHOOL WORK STUDY
PROGRAM§. COMPILElitY STUDENTS
'ATTLNDINL, THE-197 OORDINATEU
VO4TIONAL'ACADEMIC EDUCATION,' ,

PRVIRAM.WORKSHOP,'THIS,BIBLIOGRAPHy'
Ilk DIVIDED INTO-TEN SWINONS1' 114
BOOKS, BOOKLETS, PAMPHLETS, AND
MAGAZINES, 12/ bUL.LETIN BOWS AND

IIPOSTERS,- (3) EQUIPMENT, 141
F.LLMSTRIPS, 151 FREE MATERIAL
..SOUKCJES. AND RESWRCE PEOPLE; 160
_FUND'RAISING IDEAS, 17/ GAMES 481

XITS,..(9-) SLIDES AND
T.4015*ARENCIE5,TAND (10) :TAPE
er-

. ,

'0)

CASSETTES. FOR EACH ITEM, THE
CATALOG NUMBER, NAME OF THE TEM,
LIST PRICE, NET PRICE, POSTAGE
REQUIRED, AND DESCRIPTION
1INCLUDING GRADE LEVEL) ARE GIVEN
IN A 6-COLUMN FORMAT. THE NAME AND
ADDRESS OF THE PpLISHING COMPANY,
THE CATALOG YEAR, AND,THE TYpE, OF,
MATERIAL Akr INCLUDEQ.'(AG)

07

VT 017 763
ENGLEBARDT. STANL;kL.
CAREERS IN. DAT* P CESSING.

DOCUMENT NOT AVAILABLE'FROM EDRS.

7252-09485 ,

LOTHROP, LEE SHEPAR4/CO., 105
MADISON AVE., NEW YORK, NEW.YORK
10016 1$4.501
PUB, DATE - , 69 423P. PMM

COLLECTION

DECRIPTORS - CAREER EDUCATION;
RESOURCE MATERIALS;ANSTRUCTIONAL
MATERIALS; SECONDARY GRADES; POST

SECONDARY EDuCATION:ADATA
PROCESSING; *EMPLOYMENT
OPPORTUNITIES; *DATA PROCESSING
OCCUPATIONS; COMPUTER SCIENCE
EDUCATION; COMPUTERS; *COMPUTER
.SCIENCE; *OCCUPATIONALINFORMATION;
TECHNICAL OCCUPATIONS
IDENTIFIERS - *CAREER AWARENESS

ABSTRACT ,THIS,BOOK INTRODUCE'S_

STUDENT GRADES 9-12 AND POST
SECONOAf. STUPENTS. TO CAREERS IN
DATA PROCESSING. IT TELLS WHAT,
COMPLITERS ARE AND HOW THEY,WORR.
MORE IMPORTANTLY, HOWEVER, 017
OFOTLIGHTS INDIVPOMALLY THE'CAREE.RSi
,AVAIL0BLE IN DATA PROCESSING% AND
GIVESAlfRSONAL HISTORIES OF PE,OPLE
INVOLVED IN THEM. E:XAMPLES 00

777"-COMPI.ITERS IN.SUCH FIELDS AS 4'

MOICINE AND EDUCATIOJURAMATIZE
THE FUTURE POSSIBILITTEIVOF A DATA
.PROCESSING'CAREER AND MELP-THE .

READER -DECIDE *HERE tick FITS IN 'THIS
BURGEONING 14A40111 (PM)

7,4

VT 017 7641,00- .

S-v W0A0 40R.;HUBBARD.
R ND
switi'eusi mENT. TEXT,
TEA4HERIS MANUAL
PACKET'. spot( 1. ,

KEif AND TEST-%
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DOCUMENT NOT AVAILABLE FROM EPRS.
7240-0724h
-DELMAR PUBLISHERS, INC.,
MOUNTAINVIEw AVE., ALBANY, NY 12205
PUB DATE; 65 555P. PMM
COLLEtTICk.

.

DESCRIPTORS CAREER
*BUSINESS EDUCATION;

. PERSONNEL; *BUSINESS
ADMINISTRATION; MERCHANDISING;
*MANAGEMENT EDUCATION; SECONDARY
GRADES; POST SECONDARY EDUCATION;
TEACHING GUIDE'S; OOKS;
e*INSTRUCTIONAE MATER L.S; TESTS
IDENTIFIUS CAREER WARENUS;
ECONOMICOMARENESS; GOJNING

MPETENCE .

Ak

OPPORTUNITIES;
ADMINISTRATIVE

ABSTRACT - THIS SET IS,DESIG,NED FOR
'L.RADES 11-14 ANU CONSISTS OF A
TOff-WORKBOille, TFACHINi GUIDE, AND

ACKET: IT 1S A PKAClICAL
GUIDE AND AN OUTLINE FOR BOTH THE
TEACHER AND THE STUDENT OF SMALL
BUSINESS MANAGEMENT AND COVERS 15
MAVOR UNITS WHICH RELATE' TO THE
SUCCESS IWBUSINESS OWNERSHIP. AN
ATTEMPT HAS BEEN MAAR USE
SIMPLIFIED TERMINOL ND
EMPHASIZE THE PRACIWAL RATHER -101AN

THE THEORETICALNALUES OF ESSENTIAL
'INFORMATION PRESENTED. (Pm)

VT 617 768
HAILES, WILLIAM 0.,,JR.;HUBeARD,
RAYMOND 1.
SMALL MUSINESS MANAGEMENT, TEXT,
TEACHER'S MANUAL AND KEY, ANL TEST
PACKET. BOOK II.

DOCUMENT NOT AVAILABLEFROM EDR,S.
724D-07249
DELMAW PUBLISHERS, INC.4
MDUNTAINVIEW AVE., ALBANY,

.pus DATE - 67 417P.
-COLLECTION

NY 12205
PMM

DESCRIPTORS - *CAREER "
'OPPORTUNITIES; *BUSINESS EDUCATION;
ADMINISTRATIVE: PERSONNEL; *BUSINESS
ADMINISTRATION;;MERCHANDISING;
*MANAGEMENT EDUCATION; SECONDARY.
GRADES; POST SECONDARY EDUCATION;
_TERLHING GUIDES; WORKBOOKS;
-*INSTRuCTIOWLMATERIACS
IDENTIFIERS-- CAkEER AwARENESS;
ECONOMIC AWARENESS; BEGINNING

.95

#
COMPETENCE

huS/NESS AND OFFICE

OSTRACIA THIS SET'LS DESIGNED FORIII
GRAbES 1114 AN(I_,COSIS:TS roi7f/4.
TEXT-WORKBOOK, IpT4100-GUIDE, AND
TEST PACKET. IT ,t'-A-PRACTICAL
GuIDE AND AN OUTLINE FORA:10TH THE
TEACHER AND THE STUDENT OF SMALL'
BUSINESS MANAGEMENT. AND:COVERS 15
MAJOR UNITS WHICH, RELATE TO THE
SUCCESS IN BUSINESS 'OWNERSHIP. AN
ATTEMPT HAS BEEN MADE TO LAE
SIMPLIFIED TERMINOLOGY. AND
EMpHASIZE THE PRACTICAL RATHER THAN
THE THEORETICAL V6LUES.OF ESSENTIAL
INFORMATION PRESENTED. (PM)

VT 017 770 ED 069 918
CAREER EDUCATION RESOURCE GUIDE.

GENERAL LEARNING CORP., WASHINGTON,
D.C.
DOCUMENT NOT AVAILABLE FROM EDRS.
GENERAL LEARNING COkil,, 2,139
wISCONSIN AVE., N.w., WASHINGTON,
D.C. 20007 ,

PUB DATE - 72 257P.

DESCRIPTORS 7 ADILT VOCATIONAL 411

EDUCATION; BIBLIOGRAPHIES; *CAREER
EDUCATION; *CONCEPTUAL SCHEMES;
EDUCAITIDNAL OBJECTIVES; ELEM
tRADES; HUMANITfES; *INSTRUCTIONAL

. 4INNOVATION; *LEARNING ACTIVITIES;
PHOTOGRAPHS, PROGRAM EVALUATION;
*RESOURCE GUIDES; SECONDARY GRADES;
VOCATIONAL DEVELOPMENT
AuLNITIFIERS-CAREFRAWARENESS

.>-

AVIRACT - THIS RENWORCE GUIDE POR
OREER EDUCATION PRetRAMS PRESENTS
4PARATE SECTIONS WITH INNOVATIVE
LEARNING ACTIVITIES AND RESWRCE
LDEAS FOR KINDERGARTEN AND THE
E,I.P.:MENTARY GRAD'S, ,THE MIDDIf AND
JuNrow:-HrGHscHopt GRADES, AND FOR
41IGH'SCHOOL AND ADULT EDUCATION.
IDEAS FOR EVALUATING CAREER
EDUCATION PROGRAMS AR GIVEN FOR. -

EACH LEVEE, TOGETHER WITH TEACHING
PROCEDURES, PERFORMANCE OBJECTIVES,
RESOURCEAWRIALS, CONCEPTUAL

i

ITATEMENT'S, AND EXPLANATORY NOTES
FOR EACH. LEARNIN(;IACTIVITY.
PHOTOGRAPHS"LLLUORATEIHE'TEXT,
WHICH-WAS.DOEOPED LAftELY BY
T EACHERS, *WOOL ADMINfSTRATORS,
AND OTHER ..DUCATOR FROM,SCHOOC
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SYSTEMS THROUGHOUT THAJATION FOW

S HE USE OF OTHER TEACHERS AT THE
LEMENTARY ANt.N.ECONDARY LEVELS. A

BIBUOGRAPHY, A LIST OF RES(JRCE
' PEOPLE, A CONCEPTUAL...CHART
CORRELATED WITH INDIVIDUAL LEARNING
ACTIVITIES, AND AN eXTENSIVE
RATIONALE Fqic 4,AREER EDUCATION ARE
INCLUDED. -IVA*

'VT 017 789
CLERICAL OCCUPATIONS.

CHRONILLE GUIDANCE PUBLICATION,
INC., MORAVIA. N.Y.
DOCUMENT NOT AVAILABLE FROM EDRS.
I!,62-D9643'
CHHONICLE GUIDANCE, MORAVIA, N.Y.
1 18 Wit'.

DAiE.- Np MP:. PPM
ON

IPTOR - *OFFICE OCCUPATIONS
AT Igo.; *CLERICAL ,OCCUPATIONS;
PART-GRADES; POST UCONDARY.
AupN; CLERKAL WORKERS;

.

COPATIONAL INFORMATION:4*FILE
1.6tRKS1_ *TYPISTS; SUPPLEMENTARY
ADINg PATERIALS; OCCUPATIONAL

-GUIDANCE; INDEPENDE-NT STUDY;
DISTRIBUTIVE E6uCATION; DATA,
PROCESSING OCCUPATIONS; GOVERNMENT
EMPLOYEES; BUSINESS EDUCATION
IDE'NTIFIERS nOAREER AWARENESS,

,141STR*ACT - THIS. DOCUmENT CONSISTS
dF A' SET OF 32 DCCUPATIONA6.,BRIEFS
AND CORREPONDING DICTIONARY OF
OCCUPATIONAL TITLE ADOT) CODE-
NUMBERS ON,AcVARIETY OF CLERICAL
JOBS? ANIYTME INFORMATION MAY BE
)jSEFOL 'TO. STUDENTS. IN c,RAres
kam BRIEF CONCENTRATES ON dNE TYPE.
OF JOB SUCH AS DATA TYPIST,.
ACCOUNTANT:, bOOKKEE PER,.. OR FI LE
CLERfie A JOB DESCRIPTIOW,IS
A.LONIFIWITH A DISCUSSION OF SALARY,
'WORKING HOURS, ADVANTAGES,
pISADVANTAGES, ADVANCEMENT
OPPORTUNITIES. AND 'PERSO4AL.
EDUCATIONAL, AND.:4VIAI NI NG
REQUIREMENTS. SOU4CIES OF FURTHER
'INFORMATION ARE_INCLUDED.

*

VT 0111 796 ,

.

IVARIE,,:TED W., A.ND OTHER
ttAWING SY STEM FOR OFF SE". '

INSTRUCTION AND FUNDAMENTALS OF

OFFSET: A'BASIC COURSE IN QFFSET
DUPLICATING.

DOCUMENT 401 AVAILABLE.FROM EDRS.
1021-08892
A.B. DICK COMPANY, 5700 W.-.TOUHY
AVE .,...CHICAGO., ILL. 60648
PUB DATE - 69 320P, PMM
COLLECTION

DESCRIPTORS - CAFER EDUCATION4,
*INSTRUCTIONAL MATERIALS; *TEACEjrING
GUIDES; TEXTBOOKS; BUSINESS I.

EDUCATION; *OFFICE OCCUPATIONS:-
OEFICE MACHINES; GRADE- 111 GRADE.
12; COMMUNICATION; *REPROGRAPHY1
INDEPENDENT STUDY; PROGRAMED
INSTRUCTION; PROGRAMED . TE.

*S7UDY, GUIDES
IDENTIFIERS - BEGINNING' ?lin CE

ABSTRACT - THIS. SEt OF THRgE''TBXT-,
WORKBOOKS IS A, WOR%A5LE COOR SE OF.
- STUDY DESIGNED TO IrSSIST THE.,
TEACHER .TO DO A. .BETTER JOB OF
TEACHING OFFSET TO STUDENTS OF
GRADES 11 'AND 1. IT PERMITS THE
INDIVIDUAL STUDENT TO PROGRESS WITH
A MINIMUM OF' SUPERVISION AND'
INSTRUCTION TIME-. , THE PROJECTS
DEVELOP THE ABILITY TO PREP,ARE
DIRECT IMAGE MASTERS, PRESENSITIZED
OFFSET PLATES, AND ARTWORK MOIR THE
PREPARATION OF NEGATIVES. (PM)

VT 017 801 ED 069 919
MICROFICHE CUCLECTION OF
CLEARINGHOUSE DOCUMENTS' REPORytp IN
ABSTRACTS OF 1NST RUCtIONA
MATERIALS IN VOCATIOVAlc. AND
TECHNICAL EDUCATION 41AIM), _VOLUME
6, NUMBER 1..

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL AND TECHNICAL
EDUCATION.'
OFFICE OF EDUCATION (DHEW),
WASHINGION, D.C.
EDRS PRICE MF-$47.52 HC NOT
A VA ILABLE FROM EDRS 4
PUB DATE - 72 20,699P,

DESCRIPTORS - AGRICULTURAL
EDUCATION; BUSINESS EDUCkTJON:
CAREER EDUCATION1 CLEAR INGADUSEi&
prisTRIBU VC EDUCATION;.-
43OCUMOJTA ION; HEALTH OCC6PATIONS .

'EDUCATION; HOME ECONOMiCS'

0



11

a

1=11111.1111
114101=11.Elm
Tr

LIii

4.111m,..p
MEMPIMMINNImm,
61INmhimpp.

4

II

nio



OR,

EDUCATION; INDEXES (LOCATERS);
INDUSTRIAL INFORMATION
RETRIEVAL; I OkMATION STORAGE;
*INSTRUCTIONAL MATERIALS;
'4tmIEROFICHE; *TECHNICAL EDUCATION;
TRADE AND INDUSTRIAL EDUCATION;
*VOCATIONAL EDUCATION'

ABSTRACT - DOCUMENTS ANNOUNCED wITH
VT NUMBER'S ONLY IN VOLUME 6, NUMBER
I (vT (I7 800),:OF ABS7WAtTS OF ,

INSTRUCTIONAL MATERIALS IN
VOCATIONAL AND TECHNICAL EDuCATION
(AIM) ARE INCLUDED IN THIS
MICROFICHE SET. THE MICROFICHE SE1
IS ARRANGED IN THE FOLLOWING
SEQUENCE; (1) A VOCATIONAL
TECHNICAL (VT) NuMBER INDEX TO
DOCUMENTS IN THE MICROPICHE
COLLECTION, (2) THE SUBJECT AND
AUTHOR INDEXES FROM AIM, AND (3)
THE FULL TEXT OF DOCUMENTS LISTED
IN THE VT NUMBER INDEX. ThE IEXTS
AKE FILMED CONTINUOUSLY IN VT
NUMBER SEQUENCE. (CD)

VT 017
CLARK, LA,ON, AND OTHERS
SECRETA31 L TRAINING WIDE.
BUSINES7S EDUCATION, WICHITA PUBLIC.
scHgoLs, 196E-1969.

WICHITA PUBLIC SCHOOLS, KANS.
MF AVAILABLE IN (FT-ERIC SET.
PUB DATE - 69 103P.

DESCRIPTORS - COURSE OESCRIPTIONS;
*RESOURCE GUIDES; SECONDARY GRADES;
wORKSHEETS; *PROJECCIRAINING
METHODS; TEACHING,,RAOCEDURES;
EDUCATIONAL OBJECTIVES;
*SECRETARIES; *BUSINESS EDUCATION;
*VOCATIONAL EDUCATION; VOCATIONAL
DEVELOPMENT
-IDENTIFIERS - EMPLOYMENT SKILLS

ABSTRACT - THIS COLOR-KEYED
RESOURCE GUIDE INCLUDES TEACHING

,GUIDELINES. A SUGGESTED GRADING,
'SCALE, AN INSTRUCTIONAL OUT1INE,

---,k(.(D COURSE OBJECTIVES FOR'
SECRETARIAL TRAINING PROJECTS, TO
BE CHOSEN.FROM'A WIDE RANGE OE
BUSINESS AND JOB TRAINING TOPICS.
EXTENSIVE'wORKSHEETS AND. RESOURCE
MATERIAES ARE PROVIDED FOR THE
PROJECT WORK. INTRODUCTORY
SHORTHAND AND TYPING ARE COURSE

9 7.

BUSINESS AND-OFFICE

PRERCQUISITES. DEVELOPED AT A
wuRKSHOP,, THIS SECRETARIAL TRAININGAlk
GUIDE EMPHASIZES YOCATIONOL
PREPARATION AND OERSONALITY.
DEVELOPMENT, IN ADDITION TO ,IHE USE
Of BUSINESS MACHINES AND RELATE!?
OFFICE SKILLS. (AG)

VT '017, 848
A TEACHER.'S GUIDE FOR FREE

,ENTERPRISE.

COLORADO STATE UNIV., FT. COLLINS.
pF VOCATIONAL EDUCATION.

'COLORiDO STATE BOARD FOR COmMUNITr
COLtEGES AND OCCUPATIONAL
EDUCATION, DENVER
mF AVAILABLE IN VT-ERIC 'SET:
PuB DATE - 01SEP71 ,43P.

DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *CURRICULUM GUIDES; POST
SECONDARY EDUCATION; *BUSI1E55 ,

EDUCATION; *TEACHING GUTDES;
BUSINESS EDUCATION TEACHERS1

ATIONAL EDUCATION; EDIONOMIC
ED CATION; *ECONOMICS.; CONCEPT
TEACHING;_GOVERNMENT ROLEV COURSE
CONTENT )

IDENTIFIERS ECONOMIC AWARENESS
FREE ENTERPRISE .

ABSTRACT - wRITTEN;BY SECONDARY
SCHOOL AND TECHNICAL INSTITUTE
-INSTRUCTORS, DEPARTMENT HEADS, AND
COORDINATORS.ANDfAEVIEWED BY AN
ADVISORY pIMMITT:tE OF SCHOOL .

SUPERVISOS AND/BUSINESSMEN', THIS
GUIDE IS PART OF A BUSINESS:AND
OFFICE EDUCATION CURRICULUM PROJECT
DEpGNED FOR pOST SECONDARY: LEVEL
INSTRUCTION./IT CONSISTS OF A 15-

ILEKSON OUTLINE OF CONTENT
ACTIVITIES/WHICH ARE ORGANIZED BY
'SPECIFIC-ECONOMIC CONCEPTS OF :

-BUSINESS ORGANIZATIONS. INCLUDED Ty
THE CONTENT IS AN EXAMINATION Of:
T41E COMPARATIVE ROLE OF THE
INDIVIDUAL AND THE GOVERNMENTjNbElk..
THE ECONOMIC SYSTEMS OF FREE:
ENTERPARISE, SOCIALISM, AND FASCISM%k
CONSIDERATION IS GIVEN TO
GOVEyiNMENT REGULATION OF.BUNES, ill
RISK BEARING, THE LAW OF SUPPLY AND
DEMAND, TYPES OF BUS/NESS
ORiGANIZATIONS, THE PRICE SYSTEM,
OMPETITION, MONdPOLY, AND
INDIVIDUAL AND LEGAL RIGHTS. SPACE



BUSINESS AND OFFICE

IS PROVIDED ON THE LEFT &EDF OF
411ACH PAGE FOR :TEACHERS TO MAKI
OTC's, WRITE IN STUDENT ACTIVITIES.,

AND ADD MATERIAL THEY l'HI9K`AS
NECESSARY.. (AUTHOR/DL) (

VT 017 849
4 TEACHER'S GUIDE FOR DATA
PROCESSING.'

COLORADO STATE UNIV., FT. COLLINS.
DEPT. OF VOCATIONAL EDUCATION.
CEIL.ORAO0 STATE BOARD FOR COMMUNITY
COLLEGES AND OCCUPATIONAL
EDUCATION, DENVER.
MF AVAILABLE IN VT-ERIO SET..
PUB DATE - 01SEP71 43P.

DESCRIPTORS - *INSTRUCTJONAL
MATERIALS; GOAL ORIENTATION;
EitH VIORAL OBJECTIVES; *VOCATIONAL,
.EDU,ATION; BUSINESS EDUCATION;
*OF ICE OCCUPATIONS'EDUCATION;
COMMUNICATIONS; SECONDARY GRADES;
*DATA PROCESSING; VISUAL AIDS;
VOCATIONAL DEVELOPMENT; *TEACHING
GUIDES

IIFDENTIFIERS - EDUCATIONAL AWARENESS

ABSTRACT - FUNDED By'A STATE GRANT,
THIS INSTRUCTIONALONIT ON DATA
PROCESSING WAS DEVELOPED BY
VOCATIONAL BUSINESS AND OFFiCE
EDUCATION-TEACHERS AT THE HIGH
SCHOOL LEVEL WITH THE AID OF AN
ADVISORY COMMITTEE OF TEACHERS AND
LEADERS IN BUSINESS. FOR EACH. OF

/

THE TEN LESSON PLANS, A TOP

I/

CAL
OUTLINE CORRELATED WITH KEY'
TEACHING POINTS IS PRESENT D IN A
2-tOLUMN FORMAT.'SPACE IS PROVIDED
FOR.THE TEACHER'S NOTES.YOUR UNIT
GOALS WITH BEHAVIORAL OBJECTIVES'
ARE INCLUDED. LINE DRAWINGS

\kLLUSTRATE THE TEXT., IAG)..,

,VT 017 857 ,

GENERAL OFFICE TRAINING. A G IDE
FOR TEACHERS TO HANDLE SPECIAL

-1PROBLEMS IN BUSINESS EDUCATrON.
ITENTATIv,E REPORT.

WISSOURI STATE DEPT. OF EDUCATION,
WjEFFERSON CITY.. BUSINESS AND OFFICE
EDUCATION SECTION.
ME- AVAILABLE IN VT-ERIC SET.
PUB DATE - 69 2P5P.

9 8

.89

- GESCRIPloRS *OFFICE OCCUPATIONS'
to, ESUCklION; VOcATIDNAL EDtAATION;
VOCATIONAL DEVELOPMENT; PECIAL 4114
PROdRAMS:;-*TEACHIN GUIDES;

, SECONDARY GRADES;'OLEXIOIE
PROGRESSInN; STUgENT PROJECTS; *JOB
TRAINING; AUSINESS EDUCATION;
INDIVIDUAL NEEDS; INDIVIDUALIZED
INSTRUtTION; RESOURCE' MATERIALSr
MARKETING; OCCUPATIONAL"UIDANCt;
*PROGRAM GUIDES
IDENTIFIERS - BEGINNING ComPETENCE:
*SPECIAL NEEDS

4
ABSTRACT - THIS SPIRAL-430UqD.
SuPPUMENTAL TEACHING GUIDE FOR A'
1-1,EAR INTRODUCTORY COURSO-IN ,. .

GENERAL OFFICE TRAINING AT,THi HIGH
'SCHOOL LEVEL WAS, PREPARED
ESPEGIALLY YO MEET THE NEEDS OF THE
LOW ACHIEVER, THE DISADVANTAGED
STUDENT, AND OTHER SPECIAL NEEDS
GitOUPS. INTENDE

k

jOR USE EITHER AS'
A SPECIAL CdURS OR FOR INTEGRATION

_INTO AN EXISTIN CURRICULUM, THIS
TENTATIVE REPORT EMPHASIZES
INDIVIDUALIZED INSTRUCTION Yo
,ACHIEVE FLEXIBILITY IN MEETING
INDIVIDUAL ,NEEDS. FACILITY
REQUIREMENTS AND SUGG'ESTED1
EQUIPMENT AND SUPPLY LISTS ARE
INCLUDED, A& WELL AS A'WIDE,RANGE
OF APPENDED RESOURCE MATERIALS. THE
INSTRUCTIONAL PRO*RAM Ottl-LINE
DETAILS 23 STUDENT PROJECTS, EACH
GIVING TEACHING PROCEDURES, A
BEHAVIORAL OBJECTIVE, LEARNING'
ACTIVITIES, AND FOLLOW-UP
ACTIVITIES. FOCUSING ON TECHNIQUES
FOR OBTAINING AND SUCCEEDING ON A
JOB, THESE INSTRUCTIONAL UNITS WERE
DEVELOPED BY A STATE..CURRICuLum
COMMITTEE nF HIGH SCHOOL -AND
COLLEGE INSTRUCTORS AND LEADERS IN
BUSINESS. FOR EACH SECTION, TOPICAL
OUTLINES, RESOURCE LISTS, LEARNING
ACTIVITIES, AND EvALUATIO'N -

TECHNIQUES 'ARE CORRELATED" WITHIN
4-COLUMN FORMAT. SAMPLE PROGRAM
MATERIALS AkE PROVIDED. (AG)

J

VT 018 066
'RAKING THE GRADE. L

EFFECTLVE LEARNING' INC.; SETTLEMENT
HOUSES EMPLOYMENT DEVELOPMENT,
INC., NEW YORK, N.Y. ,

1 NEW YORK STATE EDUCATION DEPT.,

a
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ALBANY. BuRgAu7oF,OCCuPATIONAL
EDuCATIm RESEARcH.
DOCUMENT NOT AVAILABLE FROM EORS.
PuB DATE - NOV71 124P.

.DISCAIPTORS, - *READING MATERIALS;
'*INSTRUCTIONAL MATERIAL; *MANPOWER
DE4ELOpms004 wORKSHBETS4 AOuLT
VOCATIONAL EDUCATION; VOCATIONAL .

DEVfLOPM NT; UNDREMPLOYED; 'y
r

UNEMPLOY U;.*SECRETARIES; *JOB
TRAINING 4 SEQUENTIkL APPROACH; WORK
rpERIENC WORK ATIITUDES;
'TEACHING TECHNIQUES; EMPLOYMENT
'PROBLEMS
-TuENTIFIERSI-, SELF AWARENCSS;
*MINI-GRANT

,

'ABSTRACT fo PREPARE.-UNEMPLOYEp
AND OpEREMPLOYED ADULTS FOR

;GSICRETARIAL POSITIONS IN LAW 'FIRMS,
liAIS SPECIAL CuRRICULum DEALS WITH
WORK BEHAVIOR AND WORK CONTENT IN A
SUGWENCE%0F 15 ANECDOTAA.: UNITS
AkSCRIBING THE FICTITIOUS WORK
EXPERIENCE.OF,A YOUNG. ECONOMICALLY

a DISADVANTAGED GIRL DURING HER FIRST
C13UCIAL -WEEKS ON THE 'JOB. FUNDED

-UNDER A.STATE "MINI-GkANT,".THESE
15 INSTRUCTIONAL UNITS CONTAIN.
R.LADING MATERIALS FOLLO ED BY
QUESTIONS FoR. THE STupE T 'TO ,

*NSWER,,' A DETAILED RATIA3NALE AND.
TEACHING GUIDE.DISCUSSITHJS
APPROACH TO MANPOWER.T AINING,
GIVING SUGGESTIONS ON 4OW TO
UTILIZE THE QUESTIONS FFECT1VELY
IN THE CLASSROOM-. DEVELOPED BY
SUPERVISORS, ATTORNEYS, TRAINING
INSTRUCTORS, AND TR4INEES FROM LAW
FIRMS, THE. WORK ASSIGNMENTS, LEGAL
TERMINOLOGY AND FORMS, AND JOB
P.ROBLEMS ARE PRESENTED WITHIN A
CONTEXT OF SUPERVISORY AND ATTORNEY.
EXPECTATIONS AND ATTITUDES AND CO-
WORKERS° ATTITUDES. INTENDED TO

...IMPROVE THE STUDENTS° SELF-
_ AWARENESS, BEHAVIORAL"... s

, UNDERSTANDINGS, ANDen-M-PREHENSION-
AND PERFORMANCE OF WORK TASKS, THIS
STORY IS. AIMED AT MAXIMIZ.ING
STUDENTS° JOB SATISFACTIONS AND

. ALIEMENTS. (AG) -

VT 018 536 ED 072 201
BUSINESS.EDUATION CURRICULUM.
GUIDES FOR THE 70°S.

19 9

;.

BUSINESS'AND -OFFICE

.NEW JERSEy STATE-,-DEPT. OF
EDUCATION, TWENTON. VV. OF,
VOCATtONAL EDUCATION.; NORTH /

HUNTERDON REGIONAL.HIGHI SCHD6L
ANN#NDALE, N.J.; NEW JERSEY/
BUSINESSEDOCATION ASSOCIATION.
OFFICE OF EDUcATION (DHEWV.--"-
WASHINGTON, D.L.

_

EDRS PRICE MF-,40.6.5 HO43.20.
.PUB PATE ND 95P. ti

DESCRIPTOR5 7 *CURRICULUM GUIDES:.
CURRICULUM DEVELOPMENT; *BUSNESS
EDUCATION; VOCATIONALEDUCATION;
*OFFICE OCCUPATIONS EDUCATION:
*BUSINCSS SUBJECTS4TSECONDARY

-GRADE&k SECRETARIES; *COURSE
.CONTEN1 1 LEARNING ACTIVITIES:.
OFFICE OCCUPATIONS

STRACT - DESIGNED FOR USE BY
CTITIONERS AND, CLASSADOM

TEA'tHERS. WITH VARyING BACKGROUNDS
AND TPACHING'EXPERIENCE, THIS

'CURRICULUM GUIDE. IS INTENDED AS A
PATTERN TO AID IN THE'c,ENRICHMENT
AND DEVELOPMENT oF moo INCLUSIVE
CURRICULUMS. COMPLETE WITH
BEHAVIORAL OBJECTIVES, COUR;E
CONTENT, SUGGESTED LEARNING\
ACTIVITIES, MATERIALS AND
'EQUIPMENT, TEACHER RESOURCES,
EVALUATION,PROCEDURES,.ANDs,
CURRICULUM ALTERNATIVES FOR EACH OP
THE''SUBJECTS COVERED, THE MATERIAL
PRESENTED mow. BE VARIED OR6LTERED-
TO INTEGRATE DESIRED LEARNING
SKILLS-WHILE DEVELOPING THE
ATTITUDES AND WORK HABITS NEEDED
FOR SuCOESS IN EMPLOYMENT. COURSES
DESCRIBED UNDER SECRETARIAL
.SUBJECTS INCLUDE SHORTHAND,
TYPEWRITING, OFFICE MACHINES, AND
OFFICE PRACTICE;:UNDER4VUANTITATIVE'
BUSINESS SUBUECTS, RECOROKEEPING.-
BUSINESS MATHEMATICS, AND DATA
PROCESSING; AND UNDER SOCIAL
BUSINESS SUBJECTS, BUSINESS LAW,
CONSUMER EDUCATION, AND BUSINESS
ORGANIZATION. (SN).

VT 018 553? MAN, MINNA L.
M DICAL RECORDS...INSTRUCTIONAL UNITO
FOR THE.MEDICAL TRANSCRIBER.'
MEDICAL TOZMINOOGY OF THE
.DIGESTIVE SYSTEM. ALLIED HEALTH"-
PROFESSIONS PROJECT. .
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CALIFORNIA U V., LOS'ANGELES. ('IV.
VOCATIOIIAL EDUCATION.

OFFICE OF EDUCATION IDHEW),
WASHINGT N, D.C. BUREAU Of RESEARCH
DOCUME NOT AVAILABLE FROM,EURS.
UNIVERtITY OF CALIFORNIA, ALLIED
HEALTH PROFESSIONS PROJECT, 1003
WILSHIRE BLVQ., SANTA MONICA, CA
90401 f$2.00)
PUB.DATE - APR7? 73P. APRIL
1972 REVISION.

DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *MEDICAL VOCABULARY;
*MEDICAL RECORD TECHNICIANS';
*HEALTH OCCUPATIONS EDUCATtON:
*ANATOMY; PHYSIOLOGY
IDENTIFIERS - EDUCATIONAL
AWARENESS; *DIGESTIVE SYSTEM

AbSTRALT --SINU THE OCCUPATION bp.
MEDICAL TRANSCRIBER WAS CONSIDERED
TO BE AMONG THOSe- WITH CRUCIAL'
MANPOWER NEEDS, CURRICULUM AND
INSTRUCTIONAL MATERIALS FOR
TRAINING THt MEDICAL TRANSCRIbER

eaRE DEVELOPED. THIS BOOKLET LEALS
WITH MEDICAL TERMINOLOGY OF THE
DIGESTAVE SYSTEA.'PART ONE OF. THIS
DOCUMENT PRESENTS THE TERMINOLOGY
AS A DESCRIPTIVE NARRATIVO
EXPLAINING ANATOMY, PHYSIOLOGY.
!ATHOL

<C--

Yip HOSPITAL PROCEDURESIN
LABOR TORY TESTS, RADIOLOGY, AND
OPERAT ONS. AFTER EACH NARRATIVE
THERE ARE EXERCISES'JHAT INCLUDE

\ IDENTIEICATION OF ILLUSTRATIONS-,

EACH SFGMENT

TRUE AND FALSE WUESTIONS, MULTIPLE
.. HOICE, MATCHINGi AND OTHER TESTS
.0 '.DISCRIMINATION. PART TWO FOLLOWS
T E WRITTEN WORK. FOR
OF THE WkITTEN MATERIAL THERE IS AN
*AUDIO EXERCISE WHICH REQUIRES THE
STUDENT 10 TYPE A DICTATED LIST OF.
NEW WORDS. THIS IS FOLLOWED_BY A
DICTATED SHORT PARAGRAPH IN WHICH
THE NEW WORDS ARE USED IN A
MEANINGFUL CONTEXT. SIDE A OF THE
TAPE IS DESIGNED TO BE USED
CONCURRENTLY WITH'THE WRITTEN
EXERCISES. ,SIDE B IS USED AT THE

M'CONCLUS I ON OF1 THE WRITTEN E XE RC ISES
WAND INCLUDES MEDICAL:REPORTS OF
VARIOUS KINDS RELATED TO THE-
PARTItULAR DISORDER OF.ITHE SYSTEM
AS THEY MIGHT OCCUR IN }4 MEDICAL
RECORD. THEY RANGE FROM EASY 10-

4

DIFFICULT AND FROM CLEARLY.
ARTICULATED TO GARBLED SPEECH,
AGAIN IN AN ATTEMPT TO SIMULATE THE
REAL-LIFE EXPERIENCE. (AUTHOR/DE)

VT 018 597 ED.073 247
COOPERATIVE OCCUPATIONAL EDUCATION
'PROGRAMS ADMINISTRATIVE HANDBOOK. C

NEW YORK STATE EDUCATION DEPT.,
ALBANY. OFFICE OF OCCUPATIONAL
EDUCATION.
EDRS PRICE mit-$0.65 HC NOT
AVAILABLE FROM EDRS.
PUB.DATE,- 72 92P.,

DESCRIPTORS - *COOPERATIVE
.EDUCATION; *PROGRAM DESCRIPTIONS;
*STATE PROGRAMS; AWORK EXPERIENCE
PROGRAMS; *ADMINISTRATOR:GUIDES;
F DU CAT I ON A JECT VE S;
ADMINISTR IVE ORGANIZATION;
PROGRAM P NNING; PROGRAM
ADMINISTRA ON; OCATIONAL
EDUCATION
IDENTIFIERS 7 *NEW YORK

ABSTRACT - THIS ADMINISTRATOR GUIDE,
DESCRIBES OCCUPATIONAL COOPERATIVE
AND_WORK-STUDY PROGRAMS IN THE
STATE OF NEW YORK, DETAILING THE
'ADVANTAGES OF COOPiWATIVE.EDUCATION
FOR THE STUDENT,-THE, SCHON, THE
EMPLOYER, AND 7HE COMMUNITY. -

RATIONALE FOR WORK EXPERIENCE
PROGRAMS PRECEDES A CHART GIVING
OBJECTIVES, T/ME ALLOTMENTS,
STUDENT CHARACTERISTICS, AND OTHER
PERTINENT INFORMATION RELATING TO

4 14EW YORK WOkK EXPERIENCE PROGRAM.
DIVERSE ADRINISTRATIVE
CON$IDERATIONS ARE DISCUSSED, :

'RANGING FROM STAFFING TO PROGRAM
PLANNING.IPROGRAM FEATURES-.ARE
SPECIFIED FOR EAtH TYPE OF
COOPERATIVE PROGRAM. LINE DIAGRAMS
ILLUSTRATE THE TEXT, WHICH' INCLUDES
A tIBLIOGRAPHY AND A GLOSSARY. (AG)

100

VT 018 730 ED 07e'248
ANDERSON, GRADY L.;RIORDAN, ItICHARD
J. a-
GEORGIA GUIDEBOOK: JOB PLACEMENT
SERVICES.

GEORGIA STATE UNIV., ATLOTA.
GEORGIA- STATE DEPI. OF EDUCATION,
AT ANTA. DIV. OF VOCATIONAL
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EDUCATION:
EURS PRICE't1F-$0.6 HC-S3.29.
PUB DATE - 71 61P.

DESCRIPTORS - *EMPLOYMENT SFRVICES:
*JOB PLACEMENT; ADMINISTRATIVE
ORGANIZATION; STATE PROGRAMS;
RESOURCE MATIR1ALS; *VOCATIOUAL
HULATION; bIBLIuGRAPHIES; *LEADES
GuIDES; VOCATIONAL DEVELOPMENT:
*PROGRAMpEVELOPMENT; OCCUPATIONAL
GUIDANCE; STUDENT TESTING;
'SOMATIVU EVACUATION: INSTRUCTOR
COORDINATORS; COMMUNITY INVOLVEMENT
IDENTIFIERS *GEORGIA

APSTRACT - INTENDED FOR POTENTIAL
ANC CURRENT JOb PLACEMENT
COORDINATORS, THIS GUIDEBOOK
DESCRIBES GEORGIA'S PLACEMENT
S.ERVFCE ACTIVITIES IN THE FIVE
FOLLOWING ARE8AS: (l) ORGANILATION
OF A PLACEMENT SERVICE, (2) ,

DEVELOPMENTAL ACTIVITIES,.(3)
TLSTING, (4) INDIVIDUAL AND GROUP'
WORK ACTIVITIES, ..AND (5) FOLLOWUP
EVALUATION AND-RESEARCH. THE TEXT'S
INTRODUCTORr RATIONALE MAKES THE'
ASSUMPTION THAT JOB PLACEMENT, AS A
KEY SCHOOL SERVICE, SHlipte PROVIDE
.COMPREHENSIVE LE-FORTS WELATED TO
VOCATIONAL PREPARATION BOTH,AT THi
ELEMENTARY AND SECONDARY LEVELS.
RESOURCE MATERIALS AND A
BIBLIOGRAPHT.ARE APPENDED. THIS'
LEADER*S GUIDE WAS FUNDED By MEANS
OF A STATE GRANT. EAGV

. I

VT 018,890 'ED 073 272
WHAT EVERY EMPLOYER NEEDS TO KNOW,
AEOUT,OSHA RECORDKEEPING.

BUREAU OF LABOR STATISTICS (DOL).:
WASHINGTON, D.C.
EDRS PRICE MF-$0.65 HC-43.29.
BLS-R-412
PUB DATE - 72 34P.

DESCRIPTORS *FEDERAL LEGISLATION;
RESOURCE GUIDES4 LABOR'STANDARDS;
*HEALTH; MEDICAL SERVICES; LABOR
CONDITIONS; *RECORDKEEPING;
mPLUYEES; OCCupATIONAL DISEASES:.

*INJURIES; *SAFETY; FIRST AID.
IDENTIFIERS *OCCUpATIONAL SAFETY
AND HEALTH ACT OF 1970

AESTRACT -.THIS PUBLICATION. 101
\4

-BUSINESS'AND OFFICE\

PR,FSENTS ANSWERS TO THE QUESTIONS
MOST FRE:WENTLY ASKED BY ^EMPLOYERS
CONCERNING INJURY AND ILLNESS
RECORDKEEPING AND REPORTING
REQUIREMENTS UNDER THE.WILLIAMS,-
STEIGER OCCUPATIONAL SAFETY AND .7 ,

HEALTH ACT OF 1970. UNDER THIS ACT, .

THE BAJREAU Of LABOR STATISTICS OF
THE U.S.r DEPARTMENT OF LABOR IS
HELD RESPONSIBLE FnR THE. -

RECORDKEEPING AND REPORTING
RE0UIREMENTS.. TOPICS"OF.CONCERN A E
LISTED ALPHABETICALCY FOR.EASY
REFERENCE. ADDRESSES OF
OCCUPATIONAL SAFETY AND.HEAUH
ADMINISTRATION REGIONAL OkFfCES
APPENDED, IN ADDITION TO CHARTS 0

DEPICTING THE CONDITIONS NECESS4RY 4

FOR RECORDING OCCUPATIONAL INJURIES
OR.ILLNESSES'UNDER THIS ACT.

VT 018 993 .41y 073 288 lq

MCMINN, J.H.,-COMP.; MORRIS. KEN,
COMP.
'CAREER EDUCATION:.A HANDBOOK FOR
PROGRAM.INITIATION.

MISSISSIPPI STATF.DEPT. OF
EDUCATION, J&CKSON. DIV. OF
VOCATIONAL AND TECHNICAL EDUCATION.
HMS PRICE ME-SO.65 HC-S6.56.
.PUB DATE - JUL72 134P.

,UESdRIPTORS - *CAREER EDUCATIoN;
.*VOCATIONAL DEVELOPMENT; SKILL
DEvELOPMENT; ELEMENTARY GRADES;
INTERMEDIATE GRADES; SECONDARY
GRADES; *RESOURCE GUIDES; *PROGRAM
DEVELOPMENT; LEARNING ACTIVITIES;
CAREER PLANNING; ATMINISTRATOR.
RESPONSIEILITY; TEACHER
RESPONSIBILITY
IDENTIFIERS - CAREER Ap./ARENESS:
CAREER EXPLORATION

ABSTRACT - THIS COMPILATION OF
IDEAS, SAMPLE ACTIVITIES,,AND OTHER

'.

INFORMION.HAS BEEN'PREPARED FOR
USE BY CLASSROOM TEACHERS,
COUNSEL.RS, CAREER-EDUCATION
LEADERS, AND SCHOOL ADMINISTRATORS
IN ININATING CAREER EDUCATION
PROGRAM5'. SECTION'OF THE HANDBOOK
PROVIDE: ill A DESCRIPTION OF THE
WEER-CENTERED CURRICULUM, WHICH
IS A CURRICULUM DESIGNED TO HELP
STUDENTS DEVELOP SOCIO-LOGICAL,
PSYCHOLOGICAL, AND'OCCUPATIONAL
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SKILLS TE(ROUdi A DEVELOPMENTA,L
'PROGRAM DIVIDED INTO,STAGES

S AREER AWARENESS, EXPLORATION,
REPAII.ATION,'ANO CONTINUING

EDUCATION, (2) A LISIING OF THt
RESPONSIBILITIES,OF THE
ADA1NISTRATpR, CAREER,EDUCAleR,
-OCCUPATIONAL ORIENTATION TEA6-IERS
CpUNSELOM, TEACHE40AND TEACHER
AIDEStIN THE CAREER EDUCATION
PROGRAMS,, (3) A CHART ILLUSTRATING
CAREER 15EVELOPMENT CONCEPTS AT THE

;PRIMARY, 1NTtAMeDIA:T, AND
SECONDARY-GRADE L,EVELS, (4) A GUIDE.
FOR PLANftING CAREER,ACTIV1TIES
BASED ON DEVELOPMENTAL TASKS AND
CHARACTERIS'TIC REACTIONS OF CERTAIN
STAGES OF DEVELOPMENT. ANL) (5) A,
LISTING OF CAREER ACTIVITIES. THe
ACTIVITIES, WHICH ARE DIVIDED INTO
ELEMENTARY, MIDDLE SCHOOL, AND HIGH
SCHOOL LEVELS, CONSIST OF,
INSTRUCTIONAL PROCEDURES,
RESOURCES, AND MATERIALS KEYED TO
UNITS OF STUDY AND SUBjECT MATTER
AREAS. (SB)

IhVT 019 051
O rBuSINESS EDUCATION-SECRETARIAL
SKILLS, GRADES 10-12.

INSTRUCTIONAL OBJECTIVES-EXCHANGE,
,...;

LOS ANGELES, CALIF. I .

DFOICE OF EDUCATION (DHEW),
,PASHINGTON, D.C. DIV. OF
COMPREHENSIVE AND VOCATIONAL
RESEARCH.; CALIFORNIA toIv., LOS
ANGELES. CENTER FOR THE STUDY OF
EVALUATION. .

DOCUMENT NOT AVAILABLE FROM TEAS.
INSTRUCTrONAL'OBJECTIVES EXCHANGE,
BOX 24095, LOS ANGELES, CALIFORNIA'
90024 fse.00) , r

PUB DATE - 70 172R.
(-..i.

'DESCRIPTORS - *BEHAVIORAL
OBJECTIVES.; mEAS6REMENT GOALS;
SECONDARY GRADES;-*MEASUREMENT.
TECHNIQUES; *GOIDELINES;

INFORMATION -6' SSEMINATION; OFFItE1
PRACTICE;'bUS ESS SKILLS,: ,

*BUSINESS.EDUC TION; BUSINESS
EDUCATION TEACHERS; *BUSINESS

/SUBJECTS i

ABSTRACT - THISACOLLECTION OF
INSTRUCTIONAL OBJECTIVES AND
RELATED EVALUATION. PROCEBURES FCR

... A,

93. ,

um- IN TAr. TEACHING hF SECRETARIAL
SKILLS WAS DE4ECOPED HY A NON-
PROFIT EDUCATIONAL CORPORATIONAN
COLLABORATION WITH SEVERAL H/GH
SCHOOL BUSINESS TEACHERS. DESIGNED
PRIMARtLY FOA USE IN GRADES"10-t2,
THE MAITERIAL IS ORGANIZED INTO THgrl
FOLLOONG CATEGORIES: (1) TYPING."
(2) SHORTHAND, (3) OF,PICE MACHINES.,
(4) OFFICE PRACTICE, AND (5).
4USINESS ONGLISH: THIS,COLLECTION
IS COMPOSED.OF 47 OBJECTIVES Arialt
RELATED-EVALUATION ITEMSe EACH r
OBJECTIVE'IS FOLLOWED BY SUGGESTED'
ACTIVITIES.AND CRITERIA FIR JUDGING
THE ADEQUACY OF STODENT RESPONSES.
QUESTIONNAIRE PAGES ARE SUPPLIED
F,OR FEEDBACK IN AN EFFORT TO
IMPROVE.THE:QUALITY OF-THIS
MATERIAL, AS'YET UNTESTED IN THE
pLAssRook.,IKH)

VT 019 052
BUSINESS TDUCATION: BUSINESS LAW,
_GRADES 10-12.

INSTRUCTIONAL OBJECTIVES EXCHANGE,
,LOS ANGELES, CALIF.
.OFEICE OF EDUCATION (DHFW),
-WASHINGTON,D.C. DIV. OF
cOMPREHENSIVE, AND VOCATIONAL
RESEARCH.; CALIFORNIA uNIy., LOS
,ANGELES. CENTER\FOR THE STUDY OF
EVALUATION.'
DOCUMENT NOT AVAILABLE FROM EDRS.
INSTRUCTIONAL OBJECTIVES EXCHANGE,
BOX 24095",.,LOS AliGELES, CA 90024
1$8.00P ,

PUB. DATE ND - 10 7P.

DESCRIPTORS -.*BEHAYIORAL
OBJECTIVES;.MEASUREMENT GOALS:
SECOOARY GRADES;OPMEASUREMENT
TECHNIQUES; -*GUIDELINES; '

INFORMATION DISSEMINATIPN:
*BUSINESS'EDUCATION; BOINESS
EDUCATION TEACHERS;'BUSINESS;
*BUSINESS,SUBJECTS,

ABSTRACT IrOHIS COLLECTION OF
INSTRUCTIONAL OBJECTIVES. AND,
RELATED FVALUATION'PROCEDURES FOR-
THE TEACHING- OF BUSINESS LAW WAS 40
PFZEPARED_AAO DEVELOPED BY A NON- .

PROFIT'EDUCATIONAL CORPORATION.
',DESIGNED PRIMARILY FOR USE AT
GRADE 10-12. THE MATERIACJS
ORGANIZED INTO THE.FOLLOWING"
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'CATEGORIES: (1) FOUNnATIONS OF LAW,
(d) LAW OF CONTKAICTS, 13) LAW OE
RROIRTY, 14).LAW OF NEGOTIABLE
INSTRUMENTS, AND (5) LAW OF
BUSIKSS RELATIONS AND EAWNESS-
APEGANI/ATIONS. THIS COLLEcTION
TCONTAINS 37 OBJECTIVES AND RELATED
EVALUATION ITEMS. EACH OBJECTIVE IS
FOLLOWED BY SUGGESTED ACTIVITILL
ANC( CRIVER-IA FOP\JUDGING THf
ADEQUACY OF STUDENT RESPONSES..
QUESTIONNAIRE PAGES ARE SUPPLIED
FOR.FEEDBACK IN AN EFFORT TO.
IMPROVE THE QUALITY OF THU,
MATERIAL, A YET UNTESTED IN THE
LLAssRoom., (\)

,

VT 019 055* '

BuSINE5S'EDuCATION:''Bowq(EEPING.
GRADES 10-12.

,

fr

A iNSTRUCTIONAL OBJECTIVES EXCHANGE,
COS ANGELES. CALIF.'. -

OFFICE OF EDUCATION.(DHEW). \A
WASHINGTONIJD..C. DIV. OF
COMPREHESIVE,AND'VOCATFIONAL .'
RESEARCH.; CALIFORNIA UNIV., up
ANGELES: CENTER FOR THE STUDY 4iF
EVALUATION.
'D.00UMENT Nal AVAILABLE FgnM etRs.
INSTRUCTIONAL OBJECTIVES---EXCHANGE.
'BOX 24095, LOS ANGELES, CA 90024
f$13.00). -

PUB DATk - 7C 59P.

DESCRPTORS - *BEHAVIORAL
OBJECTIVES; MEASUREMENT GOALS;
SECONDARY GRADES; *MEASUREMENT
TECHNIQUES; *GUIDELINES;
INFORMATION DISSEMINATION; f

*BUSINESS EDUCATION; BUSINESS
EDUCATION TEACkERS; *BOOKKEEPING

/

ABSTRACT - PREPARED BY A NON-PROFIT
EDUCATIONAL CORPORATION, THIS
COLLECTION OF INSTRUCTIONAL
OBJECTIVtS AND 12E1. '6 TED EVACUATION
PROCEDURES FOR USE Y TEACHEO- OF
BOOKKWING, WA DE ELOPED BY A
%SINGLE AUTHOR. DESIGNID PRIMAkILV
FOR,GRADES 10=12, THE MATERIAL
COVEWS BASIC WOOKKFEPING PROCESSES,
BANKING AND CASH TRANSACTIONS,
PAYROLL RE-CORDS, DEPRECIATION OF
ASSETS, AND ACCRUAL AND DEFERRED
EXPENSE. THE CONIENTS INCLUDE 17
OBJECTIVES /CND RELATED EVIILUATION
TIERS. CACH OBJECTIVE IS FOLLOWED

PUSINESS AND OFFICE '

-BY SUGGESTED ACTIVITIES ANT-1
CRITERIA fnR JUDGING THE Al:EEC/UAL*,
OF'STUDENT RESPONSES. QUESTIONNAIRE",
PAGES ARE SUPP IED FOR FEEDBACK IN

kS

.

AN EFFORT. TO PROVE.THE QUALITY OF
THIS MATERIAL, YET UNTESTED INi.
THE CLASSROOM. (KH)

VT 019 056
BUSINESS EDUCATION: GENERAL
BUSINESS,,GRADES 10-12.

- INSTRUCTIONAL dBJECTIVES EXCHANGE,
LOS 'ANGELES, CAITIF.'
UFFICE OF EDUCATION (DHEW),
WASHINGTON: D.C. DIV. PF
COMPREHENSIVE AND VOCATIONAL
RESEARCH,; CALIFORNIA UNIV., LOS
ANGELES: CENTER FOR THE STUDY OF
EVALUATIOK.
DOCUMENT NPT AVAILiBLE FROM EDRS.
INS1RUCTIEENAL OBJECTIVES EXtHANGE4

" BOX 24095, LOS ANGELES, CA 90024
ISB.001
PUB DATE NO 93P.

ut$CRIPTEIRS - *BEHAVIORAL
,QBJECTIVkS; MEASUREMENT GOALS.;
90ONDARY GRADES; *MEASUREMENT
TECHNIQUES; *GUIDELINES;
INFIORMATION DISSEMINATION;
*BUSINESS IDUCATION; BUSINESS
EDUCATIgN TEACHERS; BUSINESS
SKILLS; *BUSINES'S SUBJECTS
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ABSTRACT - THIS COLLECTION OF
INSTRUCTIONAL OBJECTIVES AND
RELATED EVALUATION PROCEDURES FOR
THE.TEACHING OF GENERAL BUSINESS
WAS PREPARED #1410 DEVELOPED BY A
NON-PROFIT EDUCATIONAL CORPORATION.
DESIGNED PRIMARILY FOR USE IN
GRADES 10..12, THE MATERIACCOVERS
MONEY. AND/BANKING, CONSUMER BUYING
AND CREDI(T, INSURANCE, MONEY
MANAGEMEM'COMMUNICATION SKILLS.
.MERCHANDISING..,, ANQ BUSINESS
MATHEIMATICS. THIS COLLECTION '

CON AINS 35 QBJECTIVES AND RELATED
EVA ATION_ITEMS. EACH OBJECTIVE IS
FOL WED BY SUGGESTED ACTIVITIE
/AND CRITERIA FOR jUDGING.THE
ADEQUACY nE STUDENT RESPdNS
QUESTIONNAIRE PAGES ARE SUPPLIED
FOR1' FEEDBACK'IN AN EFFORT TO _

IMPROyE THE QUALITY OF THIS
MATEgIALcAS YET kENTESTED IN THE
CLASSROOM:. 1KNI
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1f7 019 340 EC 073 324
4110ASLYK, LYDIA, COMP.
ANNUnTE(' BIBLIOGRAPHY ON CAREER
EDUCATION. °

RHODE ISLAND LOLL., PROVIDENCE.
CURRICULUM RESOURCq CENTER.
EDRS PRICE MF-$6.65 HC-$3.2q.
PUB 4DATE - FEB73 24P.

. %

DESCRIPT&S - *CAREER EDULAII(N;
*ANNOTATiD BIBLIOGRAPHIES;
VOCATIONAL EDUCATION; HUMANITIE ;

AUDIOVISUAL AIDS; *CURRICULUM
DEVELOPMENT; *VOCATIONAL
DEVELOPMENT; ABSTRACTS; BOOKS);
.MICROFICHE; *INSTRUCTIONAL
MATERIALS
IDENTIFI/S - CAREE

.

AWARENESS

ABSTRACT - THIS ANNO ATED

(
BIBLIOGRAPHY ON CARE k EDUCATION
pROVIDES DESCRIPTIONS OF MATERIALS
AVAILADLE AT THE CURRICULUM .

RESOURCES CENTER, GRdUPED INTO
THESE' CATEGORIES: (I) BOOKS, (2)

RASSETTES,, (3) FILMSTRIP KITS, (4)
GUIDEBOOKS) FOR CURRICULUM
.DEVELOPMENT, (54 MICROUCHE, (6)
MULTIMEDIA KITS, AND (7)
BIBLIOGRAPHIES. EACH ANNOTATION
MENTIONS, AS APPROPRIATE, THE

( TOPICS COVERED IN THE DOCUMEiT, THE
PuRPOSE OF. THE DOCUMENT, THE TARGET
AUDIENC,E, LOCAL CATALOG NUMBERS AND
'THE TYPE OF DOCUMENT. (AG)

VT 019 364
HANDBOOK FOR i0AN TILLER. OFFICE
SIMULATION: ItTE6RATED PROJECTS FOR
CLERICAL OFFICE PRACTICE.

MISSISSIPPI STATE DEPT. OF 1

EDUCATION, JACKSON.. DIV. OF

ECUCAVON.; MISSISSIPPI STATE
VOCATIONAL AND TECHNICAL

UNIV., STATE COLLEGE. CURRICULUM
COORDINATING UNIT.; UNIVERSITY OF
SOUTHERN MISSISSIPPI, HATTIESBURG.
MF AVAILABLE IN VT-ERIC SENT.'
CURRICULUM COORDINATING UNIJ,

PDRAWER DX, MdISSISSIPPI' STATE, Ms
39762 '(S1.00 EACH OR SEVEN FOR /

$4.00)
PUB DATE

DSCRrPTORS *MANUALS; *OFFICE

95

OCCUPATIONS EDUCATION; *SIAULATION;'
CLERICAL OCCUPATIONS; *BUSINESS
EDUCATION; COURSE CONTENT; ACTIVITY
.LEARNING; BEHAVIORAL OBJECTIVES;
STUDENT EVALUATION; *OFFICE
PRACTICE .?

IDENTIFIERS - JPLOAN TELLER; CAREER
AWARENESS

ABSTRACT - THIS HANDBOOk IS ONE OF
A SERIES OF INTEGRATED PROJECTS'FOR
TEACHING CLERICAL OFFICE PRACTICE
HROUGH SIMULATION. IT PRESENTS
ATERIAL FOR SIMULATED EXPERIENCE

AS A LOAN TELLER. IN ADDITIOA TO A
DESCRIPTION OF THE JOB, AN
EXPLANATION IS GIVEN OF PROBLEM
LONFRONTED.BY THE TELLER, A LIST OF
BASIC ASSUMPTIONS FOR SETTING UP
THE SIMULATION, AN OUTLINE OF
BEHAVIORAL OBJECTIVESt AND
SUGGESTIONS FOR EVALUATING THE
STUDENT. THE SIMULATION COVERS A 4-
DAY PERIOD, AND JOB ACTIVITIES ARE
PRESCRIBED FOR EACH DAY. try

'VT 019 883 ED 076 746
COOK, FRED S.; RICHEY, RITA C.
TWO VAE SYSTEM t4ODELS: A MODEL FOR
A COMPETENCY-BASED INSTRUCTIONAL
SYSTEM. COMPETENCY-BASED TEACHER
EDUCATION SERIES NO. 2.

WAYNE STATE UNIV., DETROIT, MI4H.
DEPT. OF VOCATIONAL AND APPLIED
ARTS EDUCATION.
MICHIGAN STATE DEPT. OF EDUCATION,
LANSING. VOCATIONAL EDUCATION AND,
CAREER DEVELOPMENT SERVICES.
EDRS PRICE MF-S0.65 -HC-$3.29.
PUB bATE - NOV72 32P.

DESCRIPTORS - *VOCATIONAL
EDEICATION; *PERFORMANCE BASED.
TEACHER EDUCATION; *EDUCATIONAL
ACCOUNTABILITY; *INSTRUCTIONAL
SYSTEMS; *MODELS; BEHAVIORAL
OBJECTIVES; TEACHER EDUCATION
CURRICULUM; SYSTEMS APPROACH;
PRESERVICE EDUCATION; PROGRAM
DEVELOPMENT; DIStRIBUTIVE
EDUCATION; BUSINESS EDUCATION;
FAMILY LIFE EDUCATION; PERFORMANCE
CRITERIA
;DENTIFIERS - *PROGRAM
IMPLEMENTATION

ABSTRACT - THIS BOOKLET IS ONE IN A.
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SERIES WHICH DESERIBES A .

COMPETENCY-BASEL.TEACHER.EDUCATION
PROGRAM DEVFLOPE'D BY THE STAFF oP.
THE DEPARTMENT OF VoCATIONAL AND
APPLIED AKTS DUCATION Al wAYNE
STATE UNIVERS TY. THIS BOoKLET
DISCUSSES.INST T ONAL SYSTEMS AND
ACCOUNTABILITY, WHICH ARE TWO

, IMPORTANT FALETS Of THE .PROGRAM.
PART I DESCRIbES A mODEE OF THE
COMPETENLY-BASEU.INSTRUCTIONAL
SYSTEM, WHICH UTILIZES A SYSTEMS
APPROACH TO PROGRAM DEVEOPMENT.
THE ELEMENTS OF THE SYSTEM,
INCLUDING COMPETENCIES, PERFORMANCE
OBJECTIVES, NEEDS ASSESSMENT,
DELIVERY SYSTEM', AND EVALUATION
PLUS THE GENERAL PROCEDURES
FOLLOWED TO IMPLEMENT THF.SySTEm
ARE COVERED. PART II PRESENTS'AN
ACCOUNTABILITY MODEL DESIGN(D TO
FACILITATE THE IMPLEMENTATION'OF AN
INSTRUCTIONAL SYSTEM!. THE
ALCOUNTABILIIY MOpEL ALLOWS FOR
INPuT FROM THE WACHER, STUDENT,
AND ADMINISTRATION. A BOOKLET
DVSCRIBING THE COMPETENCIES AND'
PERFORMANCE OBJECTIVES IS AVA1LAB_LE
IN THIS ISSUE AS VT 019 884, AND k
PROGRESS REPORT IS AVAILABLE AS VT
019 885' (ARM VOL.,6, NO. 143.. (se)

VT 019 884 ED 076 74.7
VAE PRE-CERTIFICATION TEACHE
EDUCATION PROGRAM: COMPETEN IES AND
PERFORMANCE OBJECTIVES. COM ETENCY-
BASED TEACHER .EDUCAT140N SERIES NO.
1. .

WAYNE STATE uNIv.., DETROII, MICH.
DEPT. OF VOCATIONAL AND APPLIED
ARTS EDUCATION.
MICHIGAN STATE DEPT. OF EDUCATION,
LANSING. VOLATIONAL EDULICIIVIN AND
CAREER DEVELOPMENT SERVICES.
EIRS PRICE ME-30.65 HC-$6.58.
PwEs DATE SFP72 141P.

)

,

-DESCRIPTCR -, *490CA1IONAL
EUUCATION; *TEACHING SKILLS;
*FERFORMANOE BASED TECHER
EDUCATION; *BEHAVIORAL OBJELTIVES;
TEALHER EDUCATION CURRICULUM;
DISTRIBUTIVEwEDUCATION; BUSINES
ENCATION; FAMILY LIFF EDUCATION;
CAKIEER EDUCATION; PRESERVICE
EDUCATION; TEACHER CERTIFICATION;
PROGRAM DEVELOPMENT; PERFORMANCE

4E05

N
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CRIIERIA

,,ABSTRACT - THIS BoOKLET IS ONE OF
SERIES WHICH DESCRIBES A
OMPETENCY-BASED TEACHER EDUCATION
PROGRAM DEVELOPED BY THE STAFF OF
THE DEPARTMENT OF VOCATIONAL, AND
APPLIED ARTS EDUCATION AT WAYNE,
.STATE. UNIVERSITY. 414E PROGRAM
CONMSTS OF COMPETENCIES,
PERtORMANCE OBJECTFV)E,S, NEEDS
ASSESSMENT, DELOERY SYSTEMS,
.EVALUATIONt AND THIS BOOKLET
CONTAINS THE COMPETENCIES AND
PERFORMAiNCE OBJECTIVES. PART. I
pRpvlbEs A LIST oF 75 PRE-SERVICE
CO4PETENCIES FOR DEVELOPING, $KILLS
PEkTAINING TO PLANNINW.
INSTRUCTIONI,,EVALUATION,-.GUIDANCE,
MANAGEMENT, PUBLIC AND HUMAN
RELATIONS, AND pROEESSIONAL ROLE.
PART Ir CONTAIN& THE PERFORMANCE
OBJEOTiVES FOR' 1 PROFESSIONAL PRE-
SERVICE cOURSES, WHICH INCLUDE SIK
REQUIRED COURSES COVERING THEORY,
METHODS, AND INTERN TEACHING AND.
FOUR SPECIALIZED COURSES IN .

BuSINESS.AND DISTRIBUTIVE EDUCATION4Il
AND HOME AND FAMILY LIVING. COURSE
ANU OBJECJIVE CODE NUMBERS PLUS A
CRO.SS-REKERENCE BETWEEN THE
COMPETENCIES AND PERFORMANCE
OBJECTIVES ARE'APPENDED. TWO
RELATED BOOKLETS ARE AVAILABLE AS
V1 019 883 (1N THIS, IS ) AND VT
019 5 (ARM VOL. 6 4). (SO)

AND

VT 0
INT
NANA

o 009 ED 075 648-
DUCING THF SMALL BUiSINESS
EMENT COURSE.1

SASKA CHEWAN NEWSTART, INC., PRINCE
ALBERT.
EDRS RICE MF-i0.65 HC-13.24.
PUB DATE -471 29P.

DESCRIPTORS - COURSE DESCRIPTIONS;
PROGRAM COSTS; PROGftAM GUIDES;
*AMERICAN INDIANS; EDUCATIONAL .

PROGRAMS; BUSINESS ADMINISTRATION;
ADrINISTRATIVE PERSONNEL;
*MANAGEMENT EDUCATION; *MANA
*BUSINESS SKI *BUSINESS;
MANPOWER DEVELOP ENT
IDENTIFIERS - CA4ADA

ABSTRACT - CANAEIAN INDIANS FACE
THE THREAT OF A Coss OF THEIR ONCE
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RICH RESOURCES OF FISH, FUR' AND
GAME AS UNDEVELOPED LANDS ARE

S ILLING WITH TOURISTS AND NEW
OPULATIONS. PUBLIC AWARENESS OF

THIS SOCIAL PKOBLEM HAS PRODUCED
GOVERNMENTAL LOANS AND GRANTS FOR
'BUSINESS UNDERTAKINGS WHICH REQUIRE
SOME.TRAINING OF ViCIPIENTS TO MAKE
PRDCCTIVE USE OF THE AVAILABLE
FINA PIAL AID. DESIGNED TO ASSIST
PEOP INDIAN ANCESTRY WHO ARE
INTE ST D IN PREPARING FdR JOBS AS
OWNE .-MANAGERS OF THEIR OWN
bUSINESSES OR FOR MANAGEMENT
POSITIONS WITH BUSINESSES OWNED BY
THEIR BAND COUNCILS, COOPERATIVE
AND OTHtRS,'THIS BROCHURE CONTAINS
THE RATIONALE, CONTENT AND
INSTRUCTIONAL METHODOLOGY UTILIZED
IN A MANAGEMENT COURSE FOR SMALL
BUSINESSMEN WHICH WAS DEVELOPED BY
THE TRAINING RESEARCH AND
DEVELOPMENI_STATION. SUBJECT AREAS
COVERED INCLUDE: (1) MANAGEMENT
PRDCESSIC(2) MARKETING, (3)
FINANCE, ACCOUNTING AND
QOOKKEEPING. (4) PERSONNEL

W EANAGEMENT, (5) BUSINESS eAw, (6)
IPPERSONAL FINANCE. (7) BUSINESS
COMMUNICATION, (8) PRODUCTZON
MANAGEMENT, AN (9) OfFICE
PROCEDURES. (AU OR/SN)

VT 020 485
DRAPER, A.M. LESLIE
CAREER GUIDES FOR ENTRN% OCCUPATIONS
IN DATA PROCESSING.

CApFORNIA OCCUPATIONAL ANALYSI
FI LD CENTER, LOS ANGELES.
MF AVAILABLE'IN VT-ERIC SET.
DE-..6289-A-4
PUB DATE,-' FE873 19P. REViSION I.

DESCRIP*ORS *CAREER'
OPPORTUNITIES; *ENTRY WORKERS;
*CAREER LADDERS; CAREER CHOICE;
*OCCUPATIONAL INFOkMATION;
VOCATIONAL tDUCATION; *DATA

4
PROCESSING OCCUPATIMS
IDENTIFIERS - BEGINNING COMPETEN6E

ABSTRACT - DEVELOPED BY AN
"OCCUPATIONAL ANALYST,,THIS CAREER
GUIDE IDENTIFIES REPRCSENTATIVE

OCCUPATIONS IN DATA
P CESSING TO AID THOSE CONSIDERING
A REER IN THE FIELD. A GENERAL

9 7

OUTLINE OF BENEFITS, TRAINIPG, AND
HIRING REQUIREMENTS FOR WORMRS IA
COMPUTERRELATED OCCUPATIONS IS
FOLLOWED BY SPECIFIC INFOkAATION ON
VARIOUS ASPECTS nF DATAPROCESSING.
INCLUDED FOR EACH OCCUPATION IS A
CAREER LADDER DETAILING
OPPORTUNITIES FOR ADVANCEMENT
THROUGH EXPERIENCE AND TR4INING. A
WORKSHEET IS PROVIDED AT THE END OF
THE GUIDE FOR USE IN ADDING .LOCAL
AREA INFORMATION DI TkE GENERML
DATA OF THE GUIDE..'THIS MATERIAL
MAY BE USEFUL TO VOCATIONAL
COUNSELORS AS WELL AS TO CLASSROOM
TEACHERS. (ICH)

VT 100 003
CAMERON, WALTER A., COMP.
STUDENT'S GUIDE TO INFOE.

TENNESSEE OCCUPATIONAL RESEARCH AND
DEVELOPMENT COORDINATING UNIT,
KNOXVILLE;TENNESSEE STATE .DEPT. OF
EDUCATION, NASHVILLE. DIV. OF
VOCATIONAL-TECHNICAL EDtiCLTION..
MF AVAILABLE'IN VT-ERIC S T.
PUB DATE - SEP72 70P.

DESCRIPTORS - *OCCUPATIONAL
CLUSTERS; OCCUPATIONAL
INFORMATION; *OCCUPATIONS; *STUDY
GUIDES; *VOCATIONAL EDUCATION
IDENTIFIERS - *TENNESSEE; CAREER
AWARENESS;. INFOE

ABSTRACT - THIS STUDENT GUIDE IS-
PART OF THE INFOE SYSTEM DEVELOPED
BY THE VOCATIONACEDUCATION'UNIT AT
THE UNIVERSITY OF TENNESSEE. INFOA
STANDS KM INFORMATION,NEADED FOR
OCCUPATIONAL ENTRY AND IS' A CAREER
INFORMATION SYSTEM THAT CAN HELP A
STUDENT LEARN ABOUT JOBS IN HIS
STATE. THIS BOOKLET EXPLAINS HOW
THE INFOE SYSTEM IS USED, PgovIDEs
CAREER CLUSTERS FOR INFOE BOTH
PROFESSIONAL AND TECHNICAL, AND AN
ALPHABETICAL LISTING WITH '

DESCRIPTIVE INFORMATION ABOUT EACH
OF THE LISTED OCCUPATIONS. THE
CAREER, CLUSTERS PRESENTED IN THIS
MANUAL INCLUDE SOME OF THE
FOLLOWING: (1) PROFESSIONAL AND
TECHNICAL. (2) CLERICAL AND SALES,
(3) SERVICE, (4) FARMING. FISHING,
AND FORESTRY, (5) PROCESSING, (6)
MACHINE. TRADES. (7) BENCH WORK, AND
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EEO STRUCTURAL woRK. (DE)

VT 100 004 /
CAMERON, WALTER A., COPIP:
COUNSELOR'S (WIDE. TO INFOE.,

V
TENNESSEE OCcuPATIONAL RE!sEARCH AND
DIVELOPMINT COORDINATING UNIT.,
KNOXVII4t; TENNESSEE STATE C&PT. of
EDUCATION, NASHVILLE. DIV. OF
voCATIONAL-TEcHNICAL EDUCATION.
mF AVAILABLE IN VT-ERIC SET.
PUP DATE - SEP72 87P.

<

DESCRIPTORS - *cOUNSELPRS:
*INFORMATION SOURCES; *OCCUPATIONAL
GUIDANCE; *PROGRAM DESCRIPTIONS;
**RESOURCE GUIDES; INFORMATIDN
RETRIEVAC; SLCONDARY GRADES
IIINTIFIIRS *INFORMATION NPFDiD
FOR WUPATIONAE ENTRY; INFOE

ABSTRACT - THIS (AWE TO INFUE
(1NFORMATION NEEDED FOR
OCCUPATIONAL ENTRY) IS A SERvICE
WHICH INAELtS COUNSELORS TO PROVIDE
LOCALIZED CAREER AND EDUCATIONAL
INFORMATION TO STUDENTS AND TO
ELIMINATE THCPRESENT INEFFICIENT
DUPLICATION OF INFOR.MATION-
GATHERING ACIIVITIE$ BY GUIDANCE
COUNSELORS, CONTENT MATERIAL IN THE
GUIDE FOCUSES UN THE FOLLOWING: (1)
USE Or THE INFOE PECK, 121
IMPLEMENTING INFOE, (3) INFOE PILOT
STUDY, 141 FUTURE PLANS FCR INFOE,
(5) INFOE INVENTORY LIST, (6)
ALPHABETICAL LISTING AND JOH
DESCRIPTION, (T) COmMUNITY COLLEGE
PROGRAMS, (S) TECHNICAL INSTITUTE
PROGRAMS, AND 19) SOURCES OF
INFORMATION ON VOCATIONAL TRAINING
pRoGeAmS. (DL)

VT 100 038
OFFICE PRACTICE SYLLABUS 1 6 z:
ADVANCED TYPEWRITING, MACHINE
'TRANSCRaTION, EUSINESS MACHINES,
FILING, DUPLICATING, COMMUNICATION,
DATA PROCESSING, AND HUMAISL
RELATIONS.

41P

NEw YORK STATL EDUCATION DEPT.,
ALBANY. BUREAU OF SECONDAlq
CURRICULUM DEVELOPMNNT.
.74E- AVAILABLE IN VT-tRIC
PUB DATE - 72 215P. 1972
RIVIStON. 107

nEscRIPTORS - SUPPLEMENTARY
TtxTBOOKS; *OFFICE- PRACTICE;
TYPEWRITING; OFFICE MACHINES;
FILING; REPRo6RAPHy; COMMUNICATION
SKILLS; DATA rioxEssING: Hum4P4
RILATIoNs; COURSE CONTENT;
*BEHAVIORAL ORJECTIvES; TEACHING
PROCEDURES; BUSINESS EDUCATION;
OFFICE OCCUPATIONS EDUCATION;
UNITS nF STUDY (SUBJECT FIELDS)
IDENTIF;ERS' EMPLOYMENT SKI'LLS;
CAREER A,WARENESS

ABSTRACT - THIS SYLLABUS IS
DESIGNED 10 ASSIST TEACHERS OF/
OEFICE PRACTICE TO PROVIDE
ADEQUATELY TRAINEDspFFICE PERSONNEL
WITH ENTRYLEVEL COMPETENCIES.
LUIRRICULUM INNOVATIONS SUCH 4s
MODULAR STRUCTURE, OBJECTIVES
SlATED IN MEASURABLE STUDENT
BEHAVIORAL TERMS. AND EVALUATION
TECHNIQUES RELATED TO THOSE e
OBJECTIVES ARE INCORPORATED IN THE
DOCUMENT. THE MODULES ARE
SEPARATELY BOUND 44p,micLum fNE
FOLLOWING SUBJECT kREAS: (1)
ADVANCED TYPEWRITING, (2) ADDING
AND CALCULATING MACHINES. (1)
tCHINE TRANSCRIPTION, (4)
DUPLICATING MACHINES, (5) FILING
AND RECORDS MANAGEMENT, (6) DATA
PROCESSING, (7) LOMMUNICATIONS, AND
(ft) HUMAN RELATIONS. A TEACHER'S
MANUAL ACCOMPANIES THE MODULES AND
CONTAINS A STATEMENT OF COURS
OBJECTIVES, ADMINISTRATIVE.
CONSIDERATIONS. A DESCRIPTION OF
THE OFFICE PRACTICE LABORATOOY AND
TEACHING METHODS, AND JOB
INSTRUCTION SHEETS. (DC)

VT 100 043
HASIU14, JANICE
BEHAVIORAL OB _CTIVES AND
EVA:LUATION IN BUSINESS EDUCATION
COURSES.

.atur

HIGHLAND REGIONAL HIGH SCHOOL.,
BLACKWOOD, N.J.; Ew JERSEY STATE
DEPT. OF EDUtATI N, TRENTON. DIV.
OF VOCATIONAL E UCATION.: RUTGERS,
THE STATE UNIV NEw BRUNSWICK,
N.J. CURRICUL,LJPI LAB.
ME AVAILABLE IN VT-ERIC SET.
N6J. VOC-TECH cURRICULUM CAR.,
RUTGERS U4IVERSITY, BUILDING' 4103,
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.

KILMIR LAmPoS, NIW hRoNSWICK, Nlw
JERSEY 01903 11.1.0()
41rUb hATE - 40,1473, sSP. ,

DESCRIPToRS *BW,INESS.IVOCATIoN;
54CONDARY GRAMS: *bEHAVIoRAL\

0
OBJECTIVES; UNIT PLANS;
STENOGRAPHY; TYPE-WRI1IN6;.
*BUSINESS SKILLS; uPPICI
OCCUPATIONS: oPEICE PkACTIEt:
*BOOKKEEPING

At.STRACT - THIS MANUAL %AS *.s

DEVELOPED TO SERVE AS A GUIDE FOR
THE TEALHEk OF BUSINE5S EDUCATION

- IN PLANNING_ SPICIER. INSTRUCTIONS
FOR STUDENTS PARTICIPATING IN
VOCATIONAL EDUCATION. THE MANUAL
wAS DESIGNED TO HELP THE TEACHER
COMMUNICATE CERTAIN SKILLS ANC
KNOWLEDGL 10 STUDENTS IN SULH A wAY

".THAT STUDENTS CAN DEMONSTRATE "(HE'D<
ACHIEVEMENT ON THE BAST! OF
PREDEURMINED BEHAVIORAL
OBJECnYES. THL CONTENT OF THE
MANUAL (.ONSISTS OF THE FOLLOWING
UNITS: BOLKKEEPING I AND

& CLERICAL BOOKKEEPING, CLERICAL
O PPRACTICE, CLAKICAL TYPING I AND II,

INTRODUCTION 10 BUSINESS OFFILE
PKALTICE I AND II, PERSONAL TYPING",,
STENOGRAPHY I AND II, AND,
TYPEWRITING I AND IT. EACH UNIT
CONTAINS TWO SECTI-ONS: 11) COURSE" %
OBJECTIVES STATED IN BEHAVIORAL
TERMS TO ASS441 THE STUDENT IN
DLTERMINING THE SPECIFIC GOALS (iF
EACH COURSE, AND 12) mEMEIDS OF,
EVALUATING THE DEGREE 10 WHICH THE
COURSE UBJECTIKI HAVE BEEN. mLT AS-
PREVIOUSLY SUGGE7T1p. (AJTHOR/DL)

Vi'100 050
INSTRUCTOR'S GUIDE TO OFFeCE
MACHINES, 1970.

WICHITA PUBLIC SCHOOLS, KANS.
M.F AvArLApcE IN vT-ERIC SFT.,
PuB DATE - 70 102P.

tESCRIPTORS - *LOURSE CONITENT;,
*OFFICE MACHINES; *OFFICE,
OCCUPATIONS EDUCATION; *SLCONDARY
GRADES; *TEACHINCGUIDFSI
.PERFORMANCE TESTS; KESOURCE
_MATERIALS; wORKSHEETS
IDENTIFIERS - WICHITA PUBLIC
SCHOOLS

APSERACT - THIS GUIDFIPROV1OUS THE
IW.TRuCTOR-wITH RATERIALS AND
SUGGESTIONS THAT WILL ENABLE A
TEACHER TD flEvILOP A MACHINES
COURSE WHICH STUDENTSIWILL GAIN
SKILLS'ON.vARIOU5 OFFICE MACHINES.
DLVELOPED FOR GRADES 10, 11, AND 12
OF THE wICHITA.POBLIC'SCHOOLS, THE
COURSE COVE,RS SEVEN MACHINES.,.TEN-
KEY ADDING; FULL-KEY ADDING;
AUTOMATIC. PRINTING, ROTARY, AND
91/-LOWIVEN CALCULATORS; AND
BOOKKEEPING 'MACHINES. FOUR .

-DIFEWENT ROTATION pLANS FOR'
/ MACHINE USE ARE EXPLAINED WHICH

ALLOW THE HAXIMUM NUMBER OF DAYS A
STUDENT CAN RE ON.A MACHINE AND
STILL ALLOW EVERY STUDENT EQUAL
IME WITHIN THE CONSTRAINTS OF

.2''CLASS Sur AND CLASSROOM EQUIPMENT.
WORKBOOKS, TEXTBOOKS, AND ,

SUPPLEMENTAL MATERIALS ARE
SUGGESTED. METHODS OF HANDLING
DAILY wnmK, CARE OF EQUIPMENT,
SCHEDULING TESTS AND EXAMSi AND
RESOURCE MATERIALS ARE INCLUDED.
THE, cuum-copuo GUIDE PROVIDES .

NUMBEROUS TESTS, ASSIGNMENT SHEETS,
AND REVIEW pROBLEMS AS' WELL'AS
AN-SwER KE/S. (MU)

1 0

VT 00 0513 .

cMCCRURYT. WILMA O.
Job PLACEMENT..

HARLANDALE.INDEpENDENT scHpot:
DISTRICT,' SXN ANTONIO, TEX. CAREER
EDUCATIOVCENTER.
OrFFICE OF EDUCATION (DHEW),,

D.c.; TEXAS EDUCATION
AGENCY, AUSTIN.,
rP.F iNAILABL IN VT-ERIC SET.
PUb DATE - 72 43P. .

c

DItCRIPTORS-- *EMPOYMENT SEAVICES:
A

,*JOB PLACEMENT;. OCCUPATIONAL,
GUIDANCE; *SCHOO INDUSTRY -

. RELATIONSHIP; *Y UTI(FMPLOYMENT;.
COOPERATIVE ()ROG AMS;- EMPLOYMENT ,
INTERVIEWS; 011 PPLICATION;
STU)ENT FMP11Y NT

AbSTRACT-- THE .OBJECTIVES AND
ougATIoNAL PROCEDUREI-OF THE
HARLANDALE SCHOOL DISTRICT,,SAN
ANTONIO, TEXAS IN CONNECT2ON -WITH
ITS CAREER EDUCATION PROGRAM ARE
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,,DESCRIBED IN THIS BOOKLE1. 4HE JOB'
PLACEMENT SERVICE PROVIDES
I.NFORMATION, CONTINUING GUIpANC.E,

1.AND ASSISTANCE TO STUDENTSt
GRADUATES, AND-OUT-OF-SCHOOL YOUTH
.IN FINDING JOBS, MATCHING ABILITIES_
.4441*..NEEDS, MAINTAINING WORKING
geWEIONSHIPS WITH LOCAL BUSINESS

-AND INDUSTRY IN PROVIDING
10PLOYMENT OPPORTUNITIES, AND
iSUPPLYING AN OCCUPATIONAL FOLLOWUP
PROGRAM FOR EVERY,STUDENT'LEAVING
THE SCHOOL. SAMPLE LETTERS TO
EMPLOYERS-ABOUT THE PLACEMENT
SERVICE, STUDENT ASS/STANCC-FORMS,
AND.COUNSELING MATERIALS ARE
INCLUDED. (ME)

VT 100 080
EXCERPTS FROM C IFORNIA EUSINESS
EDUCATION P RAM GUIDE FOR
DISTRIBUT E AND OFFICE
OCCUPATIONS.

-CALIFORNIA STATE DEPT. OF'-
-EDUCATIONI'SACRAMENTO.BUREAU OF
BUSINESS EDUCATION.
ME AVAILABLE IN VT-ERIC SET.

.PUB DATE - 72 20P.

DESCRIPTORS - *BUSINESS EDUCATION;
*DISTRIBUTIVE EDUCATION; *MODELS;
*OFFICE OCCUPAIIONS-.EDUCATION;.
*TEACHING GUIDES;'ADULT EDUCATION;
OCCUPATIONAL INFORMATION; OFFICE
OCCUPATIONS; PROGRAM GUIDES;
SECONDARY GRADES
IDENTIFIERS - *CALIFORNIA; CAREER
AWARENESS

ABSTRACT - 70 ASSIST DISTRIBUTIVE
AND OFFICE EDUCATION TEACHERS OF
SECONDARY AND ADULT STUDENTS IN
REAPPRAISING'AND UPDATING THE
BUSINESS EDUCATION CURRICULUM, THE
CALIFORNIA STATE DEPARTMENT OF
EDUCATION, BUREAU OF BUSINESS
EDUCATION, SPONSORED A TASK FORCE
TO DOELOP GUIDELINES FOR A UNIFIED
TRAINING PROGRAM WHICH WOULD
PROVIDE STUDENTS WITH ENTRY-LEVEL
JOB COMPETENCIES COMPATIBLE WITH
THt NEEDS OF EMPLOYERS. THE PROGRAM
INCLUDES STUDENT-ORIENTED
PERFORMANCE OBJECTIVES, A NUMBER OF
ALTERNATIVE APPROACHES TO
INSTRUCTION, AND IDENTIFICATION OF
APPROPRIATE STUDENT MATERIALS FOR

109

BUSINeSS AND OFF

THE.FOLLOwING: (I) COMPETENCIES
COMMON.TO-BOTH DISO.IBUTIVE'AND'

. 4 UFFICE OCtUPATIONS4A21
'4414STRIBUTIVE Ofl

CORE OF.COMPETENCIES,.ANDA3
SPECIALTY COMPETENCIES FOR.SELECTED
ENTRY-LEVEL DISTKIBUTIVE AND OFFICE
POSITIONS. SEVEN OCCUPATIONS WERE
CHOSEN FOR THIS STUDY: SALESPERSON,
dENEkAL, CHECKER-CASHIER,_SWiCE
-STATION ATTENDANT,'WiITEW-WAPTRESt4
GENERAL OFFICE CLERK, CLERK-TYPIST,
AND,STENOGRAP40. AN INVESTIGATION
OF TASK ANALYST% STUDIES WAS USED
IP DETERMINE THOSE COMPETENCIES

-NEEDED BY ENTRY-LEVEL EMPLOYEES IN
THE PERFORMANCE OF THEIR WORK. A'
MODEL WAS PREPARED TO GIVE AN.
OVERVIEW OF THE CALIFORNIA BUSINESS
CAREER EDUCATION PROGRAM.
(AUTHOR/DU

VT 100 082
STIREWALT, BRUCE; BRYAN, FAYE
CURRICULUM GUIDE FOR VOCATIONAL
TEACHER-COORDINATORS OFINIENSIVE
BUSINESS TRAINING;

MISSISSIPPI STATE DEPT:-OF
EDUCATION, JACKSON. DIV..OF
VOCATIONAL AND TECHNICAL
EDUCATION.; MISSISSIPPI STATE
UNIV., STATE COLLEGE. CURRICULUM
COORDINATING UNIT.
MF AVAILABLE IN VT-RIC SET.
CURRICULUM COORDINATING 'UNIT,
DRAWER rix, MISSISSIPPI STATE, MS
39762 ($2.00)
PUB DATE - 72 130P.

DESCRIPTORS - *BUSINESS EDUCATION;
*LEARNING ACTIVITIES; *OFFICE -

OCCUPATIONS EDUCATION; *STATE
,

CURRICULUM GUIDES; *VOCATIONAL
EDUCATION;. BEHAVIORAL OBJECTIVES;
COURSE CONTENT; OFFICE PRACTICE;
:RESOURCE'MATERIALS; SECONDARY
GRAMS; TIME BLOCKS; TYPING
IDENTIFIERS - CAREER AWARENESS

ABSTRACT - DEVELOPED BY THE
MISSISSIPPI STATE DEPARTMENT OF
EDUCATION, THIS CURRICULUM GUIDE IS
DESIGNED TO HELP VOCATIONAL
TEACHERS. AND COORDINATORS IN
PLANNING THE CURRICULUM FOR THEIR'
INDIVIDUAL SCHOOLS AND IN TEACHING
AND UPGRADING THEIR TEACHING.



BUSINESS AND OF'FICE #

CONTENTS OF THE GUIDE INCLUDE A ,

ALASCRIPTION OF INTENSIVE BUSINESS
WRAINING AND A STATEMfENT OF .

OBJECTIVES, A CURRICULUM SYNOPSIS,
ANO A DESCRIPTION OF THE 1968

.AMENDMENTS TO THE VOCATIONAL
EDUCATION ALT OF 1963. THE BODYA3F
THE GUIDE CONSIST,S OF *N-EXTENDED
DESCRIPTITIO OF UNITS OF STUDY iN
BUSINESS TRAINING. THEY INCLUOE THE
FOLLOWING: BUSINESS COMMUNICATIONS,
DUPLICATION PROCESSES, GRAPHIC
ARTS, HUMAN RELATIONS, INTRODUitION
TO DATA.PROCESSING,'JOB
ORIENTATION, MACHINE TRANSCRIPTION, .
OFFICE SIMULATION, OFFICE

'INPEWRITING,'.THE EXECUTIVE
TYPEWRITER, CONSUMER EoUCATION,
CALCULATING MACHINES, CLERICAL
RECORD KEEPING, FILING AND RECORDS
MANAGEMENT, REFERENCE ACTIVITIES,
SHORTHAND:TRANSCRIPTION, TRAVEL AO
TRANSPORTATION, AND INTEGRATED
PROJECTS. EACH UNIT CONTAINS A
.STATEMENT OF OBJECTIVES, A
DESCRIPTION OF CONTENT, A LIST OF

S UGGESTED LEARNING ACTIVITIES,
UGGESTEU MATERIALS FOR CLASSROOM

A SAMPLE TEST, AND A
_BIBLIOGRAPHy. (DU

VT 100 083
HANDBOOK FOR SAVINGS TELLER. OFFICE
SIMULATION: INTEGRATED PROjECTS FOR
CLERICAL,OFFICE PRACTICE.

MISSISSIPPI STATE DEPT. OF
EDUCATION, JACKSON. DIV. OF
VoCATIONAL AND TECHNICAL
EDUCATION.; MISSISSIPPI STATE
UNIV., STATE COLLEGE. CURRICULUM
COORDINATING UNIT.; UNIVERSITY OF
SOUTHERN MISSISSIPPI, HATTIESBURG.
mF AVAILABLE IN vT-ERIC SET.
CURRICULUM COORDINATING UNIT,
DRAWER Dli,mISSISSIPPI STATE. mS
397624111.00 EACH OR SEVEN $4.00)
PUB DOW - 72 13P.

DESCRIPTORS - *BANKING; *CLERICAL
OCCUPATIONS; *OFFICE OCCUPATIONS;
*OFFICE OCCUPATIONS EDUCATION;

II*SIMULATION;, INSTRUCTIONAL
MATERIALS; TEACHING TECHNIQUES
IDENTIFIERS - *SAVINGS TELLER;
BEGINNING COMPETENCE; CAREER
,AwARENESS;,EmPLOYMENT SKILLS

110
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, ABSTRACT - AS PART OF THE
INTEGRATED PROJECTS FOR CLERICAL
OFFICE PRACTICE, THIS,MANUAL,-
PRESENTS A SIMULATED ENVIRONMENT
FUR THE SAVINGS TELLER AND IS PART
OF A BUSINESS EDUCATION:CURRICULUM
DESIGNED TO PREPARE THE STUDENT FOR.
EFFECTIVE PRODUCTION IN THE WORLD
OF WORK. THE PURPOSE OF A SIMULATED
OFFiCE IS TO EMPHASIZE GROUP
'LEARNING AND ,THUS ENABLE STUDENTS
TO GRASP THE(COACEPT,OF'THE OFFICE
AS AN OPERATING'SYSTEM 'WITH MANY
INTERRELATED PARTS'AND FUNCTIONS.
THE MANUAL DESCRIBES BASIC
ASSUMPTIONS OF THE'SIMULATED
PROJECTS, ITS OBJECTIVES, AND
POSSIBLE EVALUATION 'PROCEDURES.. THE
SIMULATION IS DESIGNED FOR FIVE
CLASS PERIODS. DESCRIPTIONS OF
STUDBAT ACTIVITIES FOR EACH DAY.ARE
pROVIDED IN THE MANUAL. (OL)

VT 100,084
HAgDBOOK Fog OFFICE MANAGER. OFFICE
SIMULATION: 'INTEGRATED PROJECTS TOR
CLERICAL OFFICE PRACTICE.

UNIVERSITY OF SOUTHERN MIASISSIPPI,
HATTIESBURG.; MISSISSIPPI-STATE
DEPT. OF EDUCATION, JACKSON. DIV.
OF VOCATIONAL AND TECHNICAL
EDUCATION.; MISSISSIPPI STATE
UNIV., STATF COLLEGE. CURRICULUM
COORDINATING UNIT.
MF AVAILABLE IN'VT-ERIC SET.
CURRICULUM COORDINATING UN/T,-
DRAWER DX, MISSISSIPPI STATE, MS
767 ($1.00,EACH oR SEVEN FOR -1,

$4.oa).
PuB DATE - 72 20p.

DESCRIPTORS 7 *CLERICAL
OCCUPATIONS; *OFFICE MANAdEMENT:
*OFFICE OCCUPATIONS EDUCATION;'
*SIMULATION; BUSINESS EDUCATION:"
IMSTRUCTIONAL'mATERIALS;40FFICE
OCCITATIONS; 'TEACHING TECHNIQUES
IDENTIFIERS - *OFFICE MANAGER;
BEGINNING COMPETENCE; CAREER
AWARENESS; EMPLOYMENT SKILLS

ABSTRACT - AS PART OF THE
INTEGRATED PROjECTS FOR CLERICAL
OFFICE PRACTICE, THIS MANUAL
PRESENTS A SIMuLATED ENVIRONMENT
FOR THE OFFICE MANAGER AND IS PART
OF A BUSINESS EDUCATION CURRICULUM
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pESIGNED TO PREPARE THE STUDENT FOR
EFFECTIVE PRODUCTION IN THE WORLD
OE WORK. THE PURPOSE OF A'SIMULATED

f)

OFFICE IS TO EMPHASIZE GR P

LEARNING AND TE4JS ENABLE, TuDENTS
TO GRillp THE CONCEPT OF,/,T E OFFICE
AS.AN OPERATING SYSTEM ITH MANY
INTERRELATED PARTS AN
THE MANUAL DESCRIBES
ASSUMPTIONS OF,THE
PROJECTS, ITS OBJEC

FUNCTIONS. -
ASIC
ULATED
VES AND

PoS IBLE EVALUATION'PROCEDURES. tHE
SIMULATION IS DESIGNED FOR FOUR
tLASS PERIODS. DESCRIPTIONS OF
STUDENT ACTIVITIES, FOR ExCH DAr ARE
PROVIDED IN THWMANUAL. 101i

VT 100 085 /

HANDBOOK FOR/CLERK TYPIST. OFFICE
SIMULATIUWINTEGRATED PRUJECTS FOR.
CLERICAL OFFICE PRACTICE.

/ ,

MISSISSIpPI STATE DEPT. OF
EDUCATION, JACKSON. DIV. Mf
VOCATIONAL AND TECHNICAL
EDUCA7ION.; MISSISSIPPI STATE

STATE'COLLEGE. CURRICULUM
COORDINATING UNIT.; UNIVERSITY Of
soyimERN MISSISSIPPI, HATTIESBURG.
MV AVAILABLE IN VT-ERIC SET.'
C/URRICULUM COORDLNATING UNIT, -

DRAWER DX, MISSISSIPPI STATE, MS
3C762 1$1.00 EACH OR SEVEN FOR
$4.00)
PUB DATE - 72 24P.

DESCRIPTORS - *CLERICAL
OCCUPATIONS'; *OFFICE OCCUPATIONS;
*OFFICE OCCUPATIONS EDUCATION;
*LSIMULATION; *TYPISTS; ACTIVITY
LEARNING; BEHAVIORAL OBJECTIVES;
BUSINESS EDUCATION; COURSE CONTENT;
STWENT EVALUATION
IDENTIFIERS - *CLERK TYPIF; CAREER
AWARENESS .

ABSTRACT - THIS HANDBOOK IS 'ONE OF
A SERIES OF.INTEGRATED PROJECTS FOR
LEARNING CLERICAL OFFICE PRACTICE
THROUGH SIMULATION. THIS SPECIFIC
PAMPHLET PRESENTS SIMULATION
MATERIAL FOR THE PROSPECTIVI CLERK
TYPIST. IN ADDIlION TO A
DESCRIPTION OF THE JOB, THERE IS AN
EXPLANATION OF PROBLEMS.CONFRONTED
BY-A CLERK TYPIST IN A SIMULATED
SITUATION, A LIST oF BASIC
ASSUMPTIONS WHICH ARE OPERATIVE INlii

,a

BUSINEt AND OFFICE

THE.S.ITUATION,-AN OUTLINE OF
BEHAVIORAL-,OBJECTIVES, AND
.SUGGESTIONIFOR EVALUATION. THE'
SIMULATION COVERS A FIVE-DAY
PERIOD, AND'JOB ACTIVITIES ARE .

PRESCRIBED FOR EACH DAY.AbL)

VT loo 0p6-
HANDBOW FOR PAYROLL CLERK. OFFICE
SIMULAWON: INTEGRATED PROJECTS FOR
CLERICAL OFFICE PRACTICE.

mISSISSIPPI.STATEDEPT.*
EDUCATION, JACKSON.. DIV.i0F
VUCATIONALAOND TECHNICAL
EDUCATION.;'MISSISSIPOI STATE
UNIV.,.STATE:COLLEGE..CURRICULUM
COORDINATING UNIT.; UNIVERSATy OF
SOUTHERN MISSISSIPPI, HATTIESBURG.
MF AVAILABLE IN VT-ERIC SET...
CURRICULUM COORDINATING.UNIT.
DRAWER:DX, MISSISSIPPI sTXTE, As
39,762 ($1.00 fACH OR 'SEVEN FOR
$4.00)
PUB, DAT7.- 72 18P.

DESCRIPTORS - *ACTIVITY LEARNING; 0
*BUSINESS EDUCATION; *CLERICAL
OCCUPATIONSI *OFFICE OCCUPATIONS
EDUCATION; *SIMULATION; BEHAVIORAL'
OBJECTIVES; COURSE.CONTENT;.
INSTRUCTIONAL MATERIALS; STUDENT
EVALUATION
IDENTIFIERS - *PAYROLL CLERK;
CAREER AwARENES&

ABSTRACT - THIS HANDBOOK IS ONE OF
A SERIES,OF INTEGRATED PROJECTS FOR
LEARNING CLERICAL OFFICE PRACTICE
THROUGH SIMULATION. THrs SPECIFIC
PAMPHLET PRESENTS,SIMULATION
MATERIAL FOR TH! PROSPECTIVE
PAYROLL CLERK.IN ADDITION TO A
DESCRIPTION OF THE JOB, THERE IS AN,
EXPLANATION OF PROBLEMS CONFRONTED
BY A PAYROLL.CLERKA LIST OF'BASIC.
ASSUMPTIONS WHICH ARE OPERATIVE IN
THE SITUATION, AN OUTLINE OF
BEHAIIORAL OBJECTIVES, AND
SUGGESTIONS FOREVALUATION. THE
SIMULATION COVERS A FIVE-DAy.
PERIOD, AND JOB ACTIVITIE ARE
PRESCRIBED FOR EACH DAy. 1DL)4

VT 100 087
OFFICE SIMULATIcJ& : INTEGRATED
PROJECTS FoR CLERI AL OFFICE
PRACTICE. (FORM MASTERS)
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40ISSISSIPPI STATE'DEPT. OF
DUCATION, JACKSON. DIV. OF

VOCATIONAL AND TECHNICAL
EDUCATION.; MISSISSIPPI STATE
UNIV., STATE COLLEGE. CURRICULUM
COORDINATING UNIT. UNIVERSITY.OF
SOUTHER,* MISSISSIPPI, HATTIESBURG.
MF AVAILABLE IN VT-ERIC SET.
CURRICULUM COORDINATING UNIT,
DRAWER DX, MISSISSIPPI STATE, MS
39762 ($1:00)
PUB DATE - 72 47P, 0

DESCRIPTORS - *ACTIVITY LEARNING;
*CLERItAL OCCUPATIONS; i

-*INSTRUCTIONAL MATERIALS.: *OFFICE
OCCUPATIONS' EDUCATION; WJSINESS
CORRESPONDENCE; BUSINESS EDUCATION;
SIMULATION
,IDENTIFIERS -*FORM MASTERS

ABSTRACT - DEVELOPED ey THE
VOCATIONAL AND TECHNICAL EDUCATION
CENTER AT MISSISSIPPI STATE
COLLEGE, THIS DOCUM'ENJ IS ONE OF A
SERIES OF INTEGRATE P CTS FOR
IREAHROUGH

SIMULATION. TH CKAGE
RNING CLERICAL OF ACTICE

CONTAINS SIMuLATION.MATE IALS WHICH
ARE FORM MASTERS LIKELY TO BE USED
IN MANY OFFICE TRANSACTIONS. THE
FORMS ARE SUFFICIENT IN NUOIBER SO
AS 10 ADEQUATELY COVER ONE ROTATION
FOR SEVEN STUDENTS.,AMONG THE
BUSINESS FORMS THE FOLLOWING ARE
INCLIADED: AN ACCOUNT IDENTIFICATION
CARD, AN APPLICATION FOR
EMPLOYMENT, AN APPLICATION FOR-
UNITED STATES SAVINGS BONDS, A
DEBIT MEMO, AN EMPLOYEE'S
WITHHOLDING EXEMPTION, A PROMISSORY
NUTE, A SAVINGS DEPOSIT SLIP, AS
WILL'AS MANY OTHERS. (DL)

VT 100 088 Ar
HANDBOOK FDR DISCOUNT CLERK. OFFICE
SIMULATION: INTEGRATED PROJLCTS FOR
cri.ERICAL OFFICE PRACTICF.

M/SSISSIPPI STATE DEPT. OF
EDUCATION, JACKSON.. DIV. OF

'VOCATIONAL AND TECHNICAL
II/EDUCATION.; MISSISSIPPI STATE
UNIV., STATE' COLLEGE. CURRICULUM
COORDINATING ONIT.;- UNIVERSITY OF
SOUTHERN MISSISSIPPI; HATTIESBURG.
MF AVAILABLE IN VT-ERIC SET.

CURRICULUM COORDINATING UNIT,
DRAWER DX, MISSISSIPPI STATE, MS
39762 ($1.00 EACH OR SEVEN FOR
$4.00)
PUB DATE 72 23.

DESCRIPTORS *BUSINESS EDUCATION;
*CLERICAL OCCUPATIONS; *OFFICE
OCCUPATIONS EDUCATION; *SIMULATION;'
ACTIVITY LEARNI G; BEHAVIORAL

. OBJECTIVES; COUR E CONTENT; STUDENT
EVALUATION
IDgNTIFIERS *DISCOUNT CLERK;
CAREER.AWARENESS

- .

A'BSTRACT THIS HANDBOOK IS ONE'OF
A SERIES OF PROJECTS kill LEARNING
CLERICAL OFFICE PRACTICE THROUGH
SIMULATION. THE PAMPHLET PRESENTS
SIMULATIOM MATERIAL +OR THE
PROSPECTIVE DISCOUNT CLERK. IN '

ADDITION TO A DESCRIPTION OF THE,
JOB, THERE IS AN EXPLANATION OF
PROBLEMS CONFRONTED DY THE tLERK IN
A SIMULATED SITUATION, A LIST OF
BASIC ASSUMPTIONS WHICH ARE
OPERATIVE IN THE SITUATION, .AN
OUTLINE OF BEHAVIORAL OBJECTIVES. .

'AND SUGGESTIONS FOR EVALUATION. THE
SIMULATION COVERS-A FIVE-DAN
PERIOD, AND JOB ACTIVITIES ARE
PRESCRIBED FOR EACH DAY. (DL)

VT 100. 090
-GIRANDOLA, RUDOLPH J9 ED.
PRACTICAL PUBLIC RELATIONS PROGRAMS
bTO PROMOTE VOCATIONAL EDUCATION IN
YOUR SCHOOL DISTRICT.

4
NEW JERSEY STATE ADVISORY COUNCIL
ON VOCATIONAL EDUCATION, TRENTON.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.

.

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 70 16P.

DESCRIPTORS - *MASS MEDIA; *PUBLIC
RELATIONS; *PUBLICIZE; INFORMATION
,D1SSEMINATIDN; MODELS; SCHOOL
DISTRICTS; VOCATIONAL EDUCATION
IDENTIFIERS - NEW JERSEY

ABSTRACT - TO HELP GAIN PUBLIC
ACCEPTANCE AND SUPPORT FOR
VOCATIONAL EDUCATION PROGRAMS; THIS*

ilk PUBLIC INFORMATION MODEL FOR LOCAL
SCHOOL DISTRICTS IN NEW JERSEY wAS
PREPARED TO'PROMIDE THE LOCAL

112
"e*
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DISTRICT QITH A PRALTIC-AL PUBLIC
/11FORMATION PROGRAM. cosi- FACTORS
ASSOLIATEU WITH EACH SUGGESTED
COMPONENT OF THE MODEL ARE GIVEN SO
THAT A SCHOOL DISTRICT MAY SELECT
COMPONENTS ACCORDING TO LIS
FINANCIAL CAPABILITY: TECHNIQUES
DISCUSSED INCLUDE MONTHLY ,.
PUBLICATIONS, NEWS RELEASES,
PHOTOGRAPHS, RADIO AND TELEVISION
PROMOTION, SLIDESr FILMS, VIDEO
TAPES', PRINTED MATERIALS, A
SPEAKERS' BUREAU, DISPLAYS, AND
SCHOOL.VISITATION PROGRAMS..,(MF)

VT./1K 109
WHAT HAT WILL YOUR CHILD CROOSE?
DCCUPATIONAL LLUSTERS:'

POTTAWATTAMIE COUNTY SCHOOL SYSTEM,
-COUNCIL (SLUFFS,'IOWA. THE HALVERSON
CENTER FOR EDUCATION.
BUREAU OF ADULT, VOCATIONAL,-AND
TECHNICAL EDUCATION IDHEW/OE),
WASHINGTON, D.C. -
MF AVAILABLE IN VTERIC., SET.

. DEC-0-71-0676(361)
PUB DATE ND 59P.

DESCRIPTORS *CAREER EDUCATION;`
*OCCUPATIONAL CLUSTERS;
*DEVELOPMENTAL PROGRAMS; ELEMENTARY
GRADES; SECONDARY GRADES; POST
SECONDARY EDUCATION; PARENT
EDUCATION; *MANUALS
IDENTIFIERS CAREER AWARENESS,

ABSTRACT THIS RESOURCE BOOKLET
PRESENTS AN ORGANIZATIONAL SCHEMA
FOR 15 JOA-CLUSTERS AS PART OF AN
EXEMPLARY PROJECT IN CAREER'
EDUCATION. OCCUPATIONAL AREAS WERE
DELINEATED 110 INCLUDE THE OFFICE
OCCUPATIONS, PERSONAL SERVICE,
PUBLIC-SERVICE, AGRIBUSINESS AND-
NATURACREOURCES, COMMUNICATIONS
AND MEDIA, CONSTRUCTION, CONSUMER
AND HOMEMAKING OCCUPATIONS,
ENVIRONMENT, FINE ARTS AND
HUMANITIES, HEALTH OCCUPATIONS,
HOSPITALITY AND'RECREATION,
MANUFACTURING, MARINE SCIFNCE,
MARKETING AND DISTRIBUTING, AND
OFFICE OCCUPATIONS'. WITHIN EACH
CATEGORY, VARIOUS OCCUPATIONS ARE
LISTED.. (DL)

VT 100 141
113 .

.

BUSINESS Aft OFFIC,

'MABBS, DAVI
GOING METRIC: HOW TO COPE
OFFICE.

IN THE

DoCUMENT NOT AVAILABLE'IN VTERIC
SET.
RfFSJC/6
ORTHWOOD PUBLICATIONS LTD., ELM
HOUSE,- 10-16 ELM STREET,,LaNDON,
WC1X0BP 01-837 1234 ($.65)
PUB DATE 7f 100P.

.7
'DESCRIPTORS *METRIC' sperkm;
'BUSINESS SKILLS1 MEASUR 'OEN'T;
'\.OFFICE PRACTICE; PROGRAMED. .

'INSTRUCTION, . .

IDENTIFIERS .GREAT BRITAIN.

I

ABSTRACT OVER THE PAST'SEVERAL
YEARS INDUSTRY AND COMMERCE,IN
GREAT ARITAIN HAVE BEEN CHANGING'TO
THE METRIC SYSTEM. THIS PUBLICATION
IS ONE OF A SERIES DEVELOPED FoR
THE STANDING JOINT COMMITTEE nf.
INDUSTRIAL TRAINING BOARD04
TRAINING.FOR:METRICATION TWRELP.
TRAIN PERSONNEL TO USE THE METRIC.
SYSTEM IN THEIR DAILY WORK. IT WAS
PREPARED WIT,FE THE ASSISTANCE DE THE
BRITISH.STANDARDS INSTITUTION, THE
METRICATION BOARD, AND OTHERS."THE
VARIOUS'METRIC MEASUREMENTS ARE
PRESENTED IN A PROGRAMED ,LEARNING-
TEXT TO TAKE THE INDIVIDUAL'THROUGH
THE METRIC SYSTEM STEP BY STEP.
(MF)

css?
.VT 100 144
MASHEB, CLIFFORD W.; LEBOWITZ,
ROBERT B.
CLIFFS KEYNOTE REVIEWS: ACCOUNTING.

DOCUMENT NOT AVAILABLE IN VTERIC
-SET.
CLIFF'S NOTES, INC., LINCOLN,
NEBRASKA 68501 ($2.25)
PUB DATf 68 116P.

DESCRIPTORS *ACCOUNTING; *REVIEW
(EXAMINATION); *STUDY GUIDES;.*TEST
REVIEWS;.800KKEEPING; BUSINESS
SUBJECTS,'

ABSTRACT THIS STUDY GUIDE IS
DESIGNED FOR STUDENTS' USE IN
REVIEWING WORK IN AN ACCOUNTING
COURSE OF STUDY.. tRUCTIONS ARE_
GIVEN FOR USING THE ANUAL FOR A
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GENERAL.REVIEW, OR A QUICK REVIEW,
AND FOR.ADDITIONAL HEtP IN /.

tOSSAPARING
FOR EXAMS. AN EXTENSIVE

RY OF TERMS IS INCLUDED WITH
E.

PAGE REFERENCES TO THE GUIDE.
CONTENTS RANGE FROM THE SIMPLE:
RECtiDING Of TRANSACTIONS. TO
ACC NTING: PRINCIPLES AND-INCOME
TAXES. (MU)

4

'VT 100209
LISOWSKI, ROBERT
CAREERS IN ACCOUNTING': A CAREER.-
ECUCATION UNIT IN'BUSINESS-
'EDUCATION.

f

MCKEESPORT AREA CHOOL DISTRICTi
PA.
MF AVAILABLE IN VT-ERIC SET:
PUB DATE - ND - 6P. ,

DESCRIPTOgS - *ACCOUNTING;4
'*tUSINESS EDUCATION;.*jOB SKILLS;
.*IiESOURCE UNITS;.*UNITA)LAN;
OCCUPATIONAL INFORMATION;

'OCCUPATIONS; SECONDARY GRADES;
VOCATIONAL:DEVELOPMENT

likEST'RACT -\THIS INSTRUCTIONAL*UNIT:
WAS DESIGNED 70 ACQUAINT SECONDARY
ACCOUNTING STUDENTS IN PENNSYLVANIA
WITH OCCUPATIONS WHISH UTILIZC THE
SKILLS WHICH, THEY AVE CURRENTLY
BEING TAUGHT IN THEIR'CLASSES.,
-CONTENTS ,OF THE UNIT-*INCLUDEZ (1)
STATEMENTS OF OBJECTIVES, (2) 'AN
141TLINE.OF THE SUdJECT,MATTER TO BE
NWSTERED DURING THE COURSE-OP THE,'
UNIT, (3) A LIST OF THE: ,

OCCUPATIONAL AREAS Tc). BE .EXPLORED,
(4) AN ENUMERATION Of STUDENT,
LEARNING ACTIVITIES, 151 SUGGESTED
STUDENT EVALwaIoN TuH611(.013, AND
(6) INFORMATION TO THE TEACtER
INSTRUCTING HER TO. CONSTRUCT-AN
APPROPRIATE BIBLIoGRAPHY..(SN),

VT.100,215
SHERLINE, RENEE C.
HANDBOOK FOR.COOPERATIVE DOCATION
COORDINATORS. PART.WHANDBOOK, AND
PART 2, EXHIBITS.

WM. YORK CITY,BOARD OF EDUCATION,
BROOKLYN,.-N.Y. bUREAU, OF
COOPERATIVE EDUCATION. ,

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 69 95P.
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DESCRIPTORS - *COOPERATIVE .

EDUCATION; *COORDINATORS

-Y-Pi
*EDUCATIONAL TOLICYI *V ATION4-
-EDUCATION.; 7ORK,.STUD OGRAM*.
ADMINISTRATI N; EDUCAMPINAL'

-.PROGRAMS;'MANUALS;"PARrTIME JOBS .

IDENTIFIERS - *NEW YORK CITY SCHOOL\
SYSTEM

. . 4

.. .. , .

1:

ABSTRACT 'I-VIE-MANUAL:. DEECRIBES
THE REGULATIOWGOVERNIN, THE.
PRACTICES' AND.PRQICEDURES OF

I. COOPERATIVE*EDUCR.TION IN:THE NE*
vim CITY.SCHOOL,SYSTEKE9101 tFIE

.BENEFIT. OF THE COORDINATOROF
COOPERATIVE EDUCATION IN ANY ,ONE OF A
THE SCHOOLS IN THE YSTEMPRESENT' I

PROCEDURES AND THOSE CONCERNING
PLACEMENT:OF,STUPENTS ARE

..

DESCRIBED. VARIOUS PARTo-TIME.
.-PROGRAMS,OFFERED,ARE DEFINED By THE
POLICIES.GOVERNING 'THEM:
ALTERNATING. WORK AND CLASSES ON A
17WEEK, 2-7WEEK, 37WEEK, 4-WEEK, AND
DAILY BASIS. THE SCHOOLS
PARTICIPATING rN THE COOPERATIVE
'PROGRAM ARE LISTED. THE FOLLOWING
PROGRAMS ARE DISCUSSED IN DEAIL: -.
(1) MUNICIPAL CIVIL SERVICE.
-PROGRAM, (2). HEALTH CAREERS,..(3) k*
5-YfAR PROJECTION FOR OCCUPATIONAL,
EDUCATION UNDER THE BUREAU OF
COOPERATIVE.EDUCATION OUTLINES
PROGRAM,EXPECTATIONS IN TWELVE
MAJWIOCCUPATIONA4 AREAS. THEY ARE:
(1) BUILDING TRAUS,,(2)
COSMETOLOGY, 13) 1-DRAFTING, (4) .

ELECTRICAL TRADES, (5) ELECTR9NICS,
(6) FASHION TRADES, (7) FOODS X .

TRADES, (8) HEALTH, (9), HOSPITAL,
. (10),MACHINE EHOP, (11) PRINTING,
AND 112).WOODWORKING. THE 33,t,..
EXHIBITS PROVIDE SAMPLE FORMS OF.
.APPLICAT iNS, TESTS,:
CER.q ONS1 AGREEMENTS, AND
OTHER' ING DEVICES. (MU)

VT 100 222 !!f

NORTH CAROLINA CAREER EDUCATION
CURRICULUM,MATERIALS.

CURRICULUM 'COORDINATING UNIT.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-TRIC SET. ,

PUB DATE - 73 12%
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DESCRIPTORS - *CAREER EDUCATION;
*INSTRUCTIONAL MATERIALS; *TEACHING
MATERIALS; CAREERS; 'CURRICULUM
GUIDES; VOCATIONAL.DEVELOPMENT;
VOCATIONAL EDUCATION
IDENTIFIERS - *NORTH CAROLINA

ABSTRACT - THIS DOCUMENT CONTAINS
THE TITLES AND DESCRIPTIONS OF
CURRICULUM MATERIALS DEVELOPED BY
VOCATIONAL PERSONNEL IN NORTH '

CAROLINA FOR Ui SE IN FA
.

CILITATING
THE ADVANCEMENT °OF CAREER
EDUCATION. ENTERED UN6ER THE TITLES 7

OF CAREER EXPLORATION AND CAREER /
PREPARATION, THE MATEkIALS INCLUDE:
(1) A COPY OF A STUDENT ACTIVITY
SHEET FOR-USE IN THE AREA OF CAREER
EXPLORATION, (2) A TEAACHER'S GUIDE
TO VOCATIONS, AND (3) CURRICULUM
GUIgES AND TEAcH1NG UNITS FOR USE
IN FACILITATING COURSES".IN

, AGRICULTURE PRODUCTION, OUTDOOR
REC EATION AND APPLIED ECOLOGY,

'ORP&AMENTAt tiORTICULTURE, CONSUMER
AN HOMEMAKING,'BUSINESS AND OFFICE
EDUCATION, AEROSPACE, COOPERATIVE
FASHION MERCHANDISING, TRADE AND
INDUSTRIAL EDUCATION, AGRIcULTURAL
MECHAN4S, HEALTH OCCUPATIONS, AND
DISTRIBUTIVE 'EDUCATION COOPERATIVE
PROFESSIONAL SERVICES. (SN)

VT 100 #235
GATES,'MOINE; DAVISONv.-UAYNE
SECRiTARIAL OFFICE ,PRACTICE. COURSE
CURRICULUM.

GkAND FORKS pOBLIC SCHOOLS, N. AK.'
411F AVAILABLE,IN VT-ERIC SET.
PuB DATE -:71 212P.

'DESCRIPTORS '30CURRICULUM GUIDES;
*OFFICE -OCCUPATIONS EDUCATION;
*OFFICE PRACTICE;,*TEACHING'GUIDES;
*VOCATIONAL EDUCATION;,GRADE 12;
SECONDARY STUCENTS

AbSTRACT - THIS COURSE CURRICULUM
IS DESIGNED 10 ACQUAINT THE GRADE
12 STUDENT WITH INFORMATTON NEEDED
IN PREPARATION FOR A VARIETY OF
OCCUPATIONSIN OFFICE PRACTICE.
COURSE CO;INTS LOVER TOPICS FROM
SEEKING E OYMENT TO PREPARING FOR
LONG-RANGE, CAREER GOALS. SKILLS IN
THE DETAILS OF VARIOUS OFFICE
OCCUPATIONS AkE SOUGHT THROUGH
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.BIASINESS AND OFFICE

'LESSONS IN DICTATION AND
TRANSCRIPTION, PRODUCTION
TYPEWRITING., FrLING AND. RECORDS
MANAGEMENT, OFFICE' MACHINES,
RECEPTIONIST DUTIES; AND TRAVEL-AND
TRANSPORTATION SERVICES. OVER.80
BEHAVIORAL OBJECTIVES,OF THE COURSE
ARE LISTEQ. (AU)

VT 100 250
JA CONTINUOUS PROGRESS PROtRAM TOR
BUSINESS EDUCATION.

SAINT BERNARD PARISH SCHOOLS..CHALMETTE, LA.
MP'AVAILABLE IN VT-ERIC'SET.
PuB RATE - "101 82P.

DESCRIPTORS - *BUSINESS EDUCAT;ON;
*CONTINUOUS PROGRESS PCAN;
*CURRICULUM GUIDES; INDIVIDUALIZED

:INSTRUCTION; *tEQUENTIAL-LEARNING;
BEHAVIORAL OBjECTIVES; COURSE
CONTENT; FLEXIBLE PROGRESSION

ABSTRACT - A CONTINUOUS PROGRESS .

PROGRAM FOR INDIVIDUALIZATION or ;11.

INSTRUCTION IN BUSINESS EDUCATION
HAS BEEN PREPARED' USING LEARNING
SEQUENCES DESIGNED POR STUDENT
NEEDS AND ASPIRATIONS AND PROVIDING'
FoR PLACEMENT AccoRDING TO
ACHIEVEMENT 114A FLExIBLEHNONGRADED
FRAMEWORK. EACH:SEQUENCE INCLUDES A .

,BRIEF DESCRIPTION OF SCOPE AND'A
.LISTING OF PERFORMANCE OBJECTIVES
TO GIVE AN INDICATON OF,THE LEVEL
OF PROFICIENCY A STUONT.SHOULD
REACH'UPON COMPLETIONAJF THE.- -

LEARNING EXpERIENCES..AREAS IN
BUSINESS EDUCATION'COVERED ARE
'GENERAL BUSINESS., TYPEWRITING,
SHORTHAND, BOOKKEEPING, CLERICAL
FRACTICE, DAYA PROCESSINGL AND WORK
EXPERIENCE. (ME)

1/T. 100 260
ARIZONA COOPERATIVE EDUCATION
0DIRECTORY,

ARIZONA' STATE DEPT. OF EDUCATION,
PHOENIX..
MF AVAILABLE IN fuERIC SET.
pub DATE - 72 13P.

DESCRIPTORS - *COOPERATIVE
EDUCATION; *COOPERATIVE PROGRAMS;
*DIRECTORIES; *INSTRUCTOR
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COORDINATORS
IDENTIFIERS - *ARIZONA

1103 STRACi -' THIS DIREOORY OF
ARIZONA.COOPERATIVE EDUCATION
OROGRAiS IDENTIFIES, EACH. ONE bY
ACRONYM. THE.DIRECTORY IS ORGANIZED'
BY SCHOOL.DISTRICTS AND EACH ENTRY
-WITHIN' A DISTRICT NAMES THE , .

PROGRAM.,0ITS SITE, ITS COORDINATOR,
AND THE AUMBEk OF ,YEARS THE PROGRAM.
HAS BEEN IN EXISTANCE. A LLST OF .

SPECIAL EDUCATION WORK COORDINATORS
--IS INCLUDED. (MU)

*VT 100 263,
GEORGIA CAREER EITCATION CURRICULUM'
MATERIALS.

MISSISSIPPI STATE UNIV.,
MISSI1SSIPPI.STATE. CURRIC4UM:
COORDINOING UNIT.; MISSISSIPPI
STATt DEPT. OF EDUCATION, JACKSON.
-DIV. OF VOCATIONAL AND-.TECHrICAL .
EDUCATION.,
MF AVAILABLE IN VT-ERIC SET.
CURRICULUM COORDINATING UNIT,

I ISSISSIPPI STATf
RAWER DX,-MISSISSIPPI STAT

3'9762 )

PUB:DATE 120.
.

DEstRI07oRt - lgANNOTATED
BIBLIOGRAPHIES; *CAREER EDUCATION;

-*CURRICULUM RESE1ARCH; *RESOURCE
MATERIALS; CURRICULUM; EDUCATIONAL'

(-RESEARCH
1UENTIFIERS7.- *GEORGIA

'ABSTRACT - THIS BIBLIOGRAPHY OF
CAREER EDUGATION.RESOURCES CONTAINS
INFORMATION. UbMITTFD FROM GEORGIA
TO THE MISSI S/PiP44URRICULUM
COORDINATING'UNIHE 12 TITLES.
ARE ORGANIZE ASCAREER
EXPLORATION, PREPARATION; ENTRY AND
AUVANCEMFNT,i AND MISCELLANEOUS.
DATA ON THEDOCUMENTS. INCLUDE: (1)'
.TITLE, (k).CONTENT, (3) TYPE OF
AATERIAL, (4) GRADE LEVEL, 151
CAREER LEVEL, 46) INTENDED USER,
(7) GENERAL, DESCRIPTION, (8)
AUTHOR(S), "(9) PUBLISHER, (10)TIATE.

IIDF PUBLICATION, 111) NUMBER OF
PAGES, (12): COST, (13) PERSON
SU MITTING INFORMATION, ANP (15)
S ATE. (MU)
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VT 100 271
bFFICE SIMULATION-INTEGRATED
PROJEcTS FOR CLERICAL OFFICE
PRACTICE; TEACHERfS.MAIUAL.

MISSISSIPPI STATE:UNIV., STATE
COLLEGE. cuRgIduLum CDORDINAT/NG
'UNIT.; UNIVERSITY OF SOUTH*RN

MISSISSIPPI STATE DEPT. 0
MISSISSIPPI, HATTIESBURG.

'EDUCATION, JACSqN 4. DIV: OF
VOCATIONAL AND T CHNICAL EDUCATION.
MF :AVAILABLE IN T-ERIC SET. .

CURRICULUKCOORD NATING UNIT,
DRAWER- DX, MISSIS PPI STATE, MS
39762 e$2.00)
PUB DAT!". 72

DESCRIPTOR EEPING;'*OFFICE
OCCUPATIO CE OC,WPAtIONS
EDUCATION; *OFFICE PRACTICE:,
*SIMULATION; ANSWER KEYS; BANKING;
CLERICAL WORKERS; MANUALS;':
SECONDARY GRADES'

ABSTRACT - THIS TEACHERS' M4NUAL I)S
DESIGNED FOR USE IN A CLASSROOM
SIMULATING THE VARIOUS FUNCTIONS OF
BOOKKEEPING PECULAR TO BANKING .

INSTITUTIONS. THE POSITIONS OF
PAYROLL CLERK, SAVINGS TELLER, LOAN
TELLER, GENERAL CLERK TYPIST', AND
OFFICE MANAGER ARE .SUPPLIED WITH
INPUT DATA-FOR CLASS PROBLEMS. THE
PROBLEMS AND ANSWER KEY ARE
INCLUDED IN THE MANUAL. RELATED
DOCUMENTS ARE AVAILABLE A6 VT 100
083 - VT 100 086 AND VT. 100 088.
(MU)

VT 100 275
ERLANDSON, RAY.S. .

STARTING AND MANAGING A SMALL
RETAIL MUSIC IORE: START4NG AND
MANAGrNG SERIES, VOLUME 20.

SMALL BUSINESS ADMINISTRATION, '

WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SdfT. .

SUPERINTE,NDENT'OF DOCUMENTS, U.S.
- GOVERNMENIT5RINTING-OFFICE,

WASHINGTON, D.C. 20402 (S/N 4500-
00107, 4.55)
PUB DATE - 7p 87PA

DESCRIPTORS - *BUSINESS;
*MANAGEMENT; *MUSIC; MANAGERIAL
OCCUPATIONS; PUBLICATIONS; SERIALS
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IDENTIFIERS *MUSIC STORE
MANAGEMENT

'ABSTRACT 'THIS BOOKLET WAS
PREPARED.IN COOPERATION WITH THE
NATIONAL ASSOCIATION. OF MUSIC
MERCHANTS AND IS INTENDED TOIASSIST
PERSONS.INTERESTED IN SETTING UP
AND MANAGING RETAIL MUSIC
BUSINESSES. SPECIFIC TOPICAL
CONTENTS INCLUDE:.(1) THE MUSIC _

BUSINESS, (2) LOCATION PROBLEMS.
(3) LEASED DEPARTMENTS. (4).YOUR.
BUILDING AND EQUIPMENT, (5) THE,
STUDIO OPERATIONi (6) YOUR STARTING
-CAPITAL', (7) YOUR MERCHANAISE.A8).
FINANCIAL MANAGEMENT, (9) OTHER-:
MANAGEMENT CONCERNS% (10) SELLING+.
(ft) BRINGING CUSTOMERS INTOJME,
STORE, 112).. THE RECORD DEPARTMENT,
AND, (13) YOUR BUSINESS AND TkE LAW.
'IN ADDITION, A SECTION ANNOUNCING
INFORMATIONAL SOURCES IS PROVIDED.
(SN)

VT 100 267
CURRICUCUMDUIDEFINBUSNESS
EDUCATION.

MARYSVILLE JOINT UNIFIED'SCHOOL
DISTRICT, CALu*,
ME AVAILABLE IN VTERIC SET.
PUB IVE ND 112P.

DESCRIPTORS' *BUSINESS EDUCATION;
. *CURRICULUM GUIDES; *TEACHING
GUIDES; BUSINESS SUBJECTS; COURSE
CONTENT; SECONDARY GRADES

-ABSTRACT THIS CURRICULUM GUIDE
WAS DESIGNED FOR USE BY BUSINESS.
EDUCATION TEACHERS IN CALIFORNIA'S
MARYSVILLE JOINT UNIFIED SCHOOL
DISTRICT.. INCLUDED ARE
INSTRUCTIONAL PLANS FOR ALL COURSES
COMPRISING THE BUSINESS EDUCATION
CURRICULUM IN GRADES 9-12 COMPLETE
WITH-PRWRAM CONTENT OBJECTIVES,

.

PERFORMANCE OBJECTIVES, AND SRAtES
FOR THE tNTRANCE OF LEARNING
'STRATEGIES, RESOURCES, AND.
PRIORITIES BY tHE PERSPECTIVE
.TEACHERS. (SN)

VT 100 290
A.COURSE OF
COOPERATIVE

STUDY FOR THE
WOR STUDY PROGRAM;

/o
f , 117
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CLARKSVALEMONTGDMERY.COUNTY
SCHOOLS,'TENN.
MF AVAILABLE IN VTERIC SET.
PUB DATE NO1 221P. .

DESCRIPTORS .*COOPERATIVE
EDUCATION; *COURSE DESCRIOTION-01
.4[MENTALLY HANDICAPPED; *TEACHING
GUIDES; *WORK'STUDY PROGRAMS; .

HANDICAPPED STUDENTS; VOCATIONAL
EDUCATION-

ABSTRACT THIS INSTRUCTIONAL
MANUAL WAS DEVELOPED TO ASSIST
TEACHERS OF EDUCABLE MENTALLY
HANDICAPPED STUDENTS ENROLLED IN.
SPECIAL EDUCATI LASSES OF THE
CLARKSVILLEM(34*G ROUNTY
scHooLs. THE GUIDE S BASED ON.
.FINDINGS OBTAINED N A PREVIOUS'
STUDY OF THE NEEDS AND.'

. CHARACTERISTICS OF CHILDREN WITH
SEVERE LEANING-DISABILITIES AND
INCLUDES A PHILOSOPHY AND,'

'ORIENTATIONAL OVERVIEW OF THE
WROPOSED COOPERATIVE WORK STUDY
PROGRAM AS WELL AS GENERAL PROGRAM
'OBJECTIVES AND A LIST OF THE NEEDS
.70 BE FULFILLED BY THE PROGKAM. IN
ADDITION, OBJECTIVES, COURSE
DESCRIPTIONSi LEARNING ACTIVITIES,
TEACHINGMETHODS AND INSTRUCTIONAL
MATERIALS TO BE USED IN TEACHING
1HE PUPILS ARE GIVEN. (SN)

VT 100 304
OCCUPATIONAL RELATIONS COURSE
OUTLINE. SECOND YEAR._WORCESTER.
PUBLIC SCHOOLS WORKSTUDY:PROGRAM.

WORCESTER PUBLIC SCHOOLS, MASS.
MF AVAILABLE IN VTERIC sgr.
PUB DATE 63 56P.

DESCRIPTORS *CoppERATIVE,
EDUCATION; *COURSE CONTENT;
*CURRICULUM GUIDES; *HUMAN
RELATIONS;,*WORK EXPENIENCE',
PROGRAMS; COURSE DESCRIPTIONS;
EMPLOYMENT_QUALIFICATIONS; MANUALS;
VOCATIONAL DEVELOPMENT4.VOCATIONAL
EDUCATION

ABSTRACT. THIS COURSE OUTL/WE WA$
DEVELOPED TO SERVE THE NEEDS OF
THOSE .PUPILS 16 YEARS OF AGE OR
OLDER, WHO ARE ENROLLED IN THE
SECOND YEAR OF THE WORK EXPERIENCE



BUSINESS AND OFFICE

EOUCATION PROGRAM IN THE WORCESTER
PUBLIC SCHOOLS. THE PURPOSES OF THE

AIIPROGRAM AAE THREEFOLD: (1)' T1
FOSTER AN AWARENESS OF THE
IMPORTANCE OF PERSONAL RELATIONS
AND THE WORLD OF WORK, (2) TO HELP
STUDENTS DEVELOP A GREATER
'APPRECIATION OF THE EDUCATIONAL
POSSIBILITIES INVOLVED IN THEIR
JOBS, AND (3) TO AID STUDEN1S IN
MAKIING BETTER SCHOOL AND WORK
ADJOSTMENTS BY INTEGRATING THE
EDUCATIONAL.AND OCCUKATIONAL
ASPECTS OF THE P OGRAM.IAN
EXPLANATION OF H W THEiPROGRAM
OPERATES AND.A GENERAL OVERVIEW OF
THE BASIC CONTEXTUAL:AREAS COVERED
ARE PROVIDED IN THE OUTLINE AS:WELL
AS ASSIGNMENT DATA SHEETS FOR EACA
OF THE EIGHT TOPICAL AREAS --

EMPHASIZED IN THE COURSE. THOSE
ASSIGNMENTS BY'TOgfC AND NUMBER
'ARE: (1)-THE STUDY OF YOUR JOB, (2)
HUMAN RELATIONS, 13) THE PROBLEM OF
COMBINING-SCHOOL AND WORK, (4).
PAYROLL DEDUCTIONS AND BENEFITS.,
(5) BEING A CONSUMER, (6)(UNIONS,

411(7) AMERICAN ECONOMY, AND(8)
VOCATIONAL CHOICE AND SECL.RING
ADDITIONAL TRA/NiNG. (SN)

AVT 100 308
BURTON, CHESTER J.,,AND OTHERS

, AUTOMATIC BUSINESS DATA PROCESSING
1 AND 2 SYLLABUS.

NEW YORK STATE EDUCATION DEPT.,
ALBANY. BURgAU OF SECONDARY
CURRICULUM DEVELOPMENT.
DOCUMENT NOT AVAILABLE IN VTERIC
SET.
THE UNIVERSITY OF THE STATE OF NEW,
YORK, THE STATE EDUCATION
DEPARTMENT, BUREAU OF SECONDARY
CURRICULUM DEVELOPMENT,- ALBANY,
N.Y.
pUB DATE 72 137P.

'DESCRIPTORS .*BUSINESS EDUCATION;
*COMPUTER SCIENCE EDUCATION; *DATA
PROCESSING OCCUPATIONS; *ELECTRONIC
DATA PROCESSINGF*STATE CURRICULUM

10 GUIDES; PROGRAM GUIDES

ABSTRACT THIS NEW YORK STATE
CURRICULUM GUIDE OUTLINES A 2YEAR
COURSE OF INSTRUCTION FOR SECONbARY
STUOENTS, IN AUTOMATIC BUSINESS DATA

4
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pkoussING. PREPARING FOR ENTRY
LEVEL JOBS AT THE END OF THE FIRST
YEAR AS RECORD EQUIPMENT OPERATORS,
AND AT. THE END OF THE SECOND YEAR
AS PERIPHERAL EQUIPMENT OPERATORS
OR PROGRAMMERS. INSTRUCTIONS TO
TEACHERS AND ADMINISTRATORS STRESS
THE NEED FOR THE TEACHERS TO ADJUST
THE COURSE CONTENT AND OBJECTIVES
TO THE LOCAL EMPLOYMENT SITUATION,
IHE NEED FOR THE STUDENT TO HAVE A
TECHNICAL KNOWLEDGE AND
UNDERSTANDING OF THE MACHINES
INVOLVED, AND AN UNDERSTANDOG OF
BUSINESS OPERATIONS IN GENERAL.
CURRICULUM PLANNING INCLUDES
DEFINING BEHAVIORAL OBJECTIV15.,.
GIVING CONSIDERATION-TO.THE
USEFULNESS OF WORK EXPERIENCE,
DELINEATING TVIE COURSE CONTENT,
IMPLEMENTING,THE LNSTRUCTIONAL
PROGRAM, AND EVALUATING THE
PROGRAM. THE SUGGESTED COURSE
CONTENT CONTAINS, EIGHf-UNITS FOR
THE FIRST YEAR ANO SIX FOR THE
SECOND...EACH UNIT STATES ITS
PURPOSE AND CONTAINS TEACHING
.°SUGGESTIONS, CONTENT COVERED, AND
VOCABULARY TERMS... A NUMBER OF
WORKING DRAWINGS ARE INCLUDED IN
THE TEXTUAL MATERIAL.AMU)

VT 100 434
SWANN, ALLEN Fo, AND OTHERS
GUIDE TO BUSINESS EDUCATION: GRADES
9-12.

WARWICK SCHOOL DEPT., R.I.
MF AVAILABLE IN VTERIC SET.
CURRICULUM OFFICE, WARWICK SCHOOL
DEPT., 24 WARWICK LAKE AVE:,
WARWICK, RI 02889
PUB DATE SEP71 186P.

DESC.RIPTORS *BUSINESS EDUCATION;
j*BUSINESS SUBJECTS; *COURSE
CONTENT; *CURRICULUM GUIDES;
*PROGRAM CONTENT; EDUCATIONAL
PROGRAMS; GUIDES; SECONDARY GRADES-

ABSTRAdT DEVELOPED PRIMARILY FOR
TEACHERS, COUNSELORS, AND
ADMINISTRATORS AT THE SECONDARY
LEVEL, THIS GUIDE IS INTENDED TO
CREATE A BROADER UNDERSTANDING OF
THE BUSINESS EDUCATION PROGRAM
CURRENTLY OPERATING IN THE PUBLIC
SCHOOLS OF ,WARWICK, RHODE ISLAND.
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°INCLUDED IN IT ARE: (1) AN
INTRODUCTION, (2) A STATEMENi OF
THE PHILOSOPHY OF BUSINESS
EDUCATION, (3 ) A LIST OF THE
GENERAL OBJEC IVES-OF THE BUSINESS
.CURRICULUM, 1 A LIST OF THE .

pgoGRAms OF STUDY AVAILABLE IN
BUSINESS EDUCATION, AND (5) A-LIST
OF THE COURSES COMPRISING THE
CURRICULUM AS WELL AS COURSE
OUTLINES FOR EACH. (SN)

VT 100 439
RIMLAND, ANN HOPE
CURRICULUM GUIDE FOR OFFICE
PRACTICE.

CHICAGO BOARD OF EDUCATION, ILI..
MF AVAI,LABLE IN VT-ERIC SET..
BOARD OF EDUCATION OF THE CITY OF
CHICAGO, 228.N. LASALLE ST.,.
CHICAGO, IL 60601 ($I.50)
PUB DATE 72 27P.

DESCRIPTORS - *OFFICE OCCUPATIONS;
*OFFICE OCCUPATION§ EDUCATION;
*OFFICE PRAtTICE; *TEACHING GUIDES;
CLERICAL WqRRERS;fSECONDARY GRADES;
VOCATIONAL EDUCATION
IDENTIFIERS :*CHICOGO PUBLIC
schigoLs

ABSTRACT -:"THIs GUIDE IS DUIGNED
FOR CHICAGO.SCHOOLS FCR USO,BY
TEACHERS AS.A BASIC PAN FOR MARX
IN AN OFFICE -PRACTICE tLASS THAT
MEETS A DOUBLE PERICD OF 80 MINUTES;
PER DAY. THE TEACHER MAY ENRICH OR
SIMPLIFY EACH UNIT AS THE'NEEDS ANO
INTERESTS OF THE CLASS DICTATE.
GENERAL COURSE OBJECTIVES LIST
SOCIAL AND ECONOMIC OBJECTIVES AND
SKILLS AND COMPETENCIES. CONTENTS
INCLUDE OBJECTIVES, SUBJECT MATTER,-
SUGGESTIONS TO THOTEACHER,
CLASSROOM ACTIVITIES, AND
-REFERENCES OUR THESE FIVE UNITS:
(1) ORIENT4TION AND ORGANIZATION,
(2) FILING, (3) MACHINE
TRANSCRIPTION, (4) DUOLICATING1 AND
151 COMPUTING MACHINES. (AUTHOR/MU)

VT 100 449
A,CAREER ORIENXATION AND
EXPLORATION GUIDE FOR TEACHERS OF
PRACTICAL ARTS SUBJECTS: INDUSTRIAL
ARTS, HOMEMAKING, BUSINESS
EDUCATION, MIDDLE/JUNIOR HIGH 119
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SCHOOL. A UNIT IN CAREER EDUCATION.
)

TULSA PUBLIC SCHOOLS, OKLA.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 51P. ,

VESCRIPTORS - *CAREER EDUCATION;
*CURRICULUH GUIDES; *JUNIOR HIGH
SCHOOLS; *OCCUPATIONAL INFORMATION;
*PROGRAM DESCRIPTIONS; BUSINESS
EDUCATION; FAMILY LIFE EDUCATION;
INDUSTRIAL ARTS; SECONDARY GRADES
IDENTIFIERS - *TUCSA PUBLIC i
SCHOOkS; CAREER EXPLORATION

ABSTRACT - THIS GUIDE IS DESIGNED
FoR TEACHERS OF THE JUNIOR HIGH
SCHooL GRADES TO USE IN INTEGRATING
CAREER gOUCATION CONCEPTS OF CAREER
CLUSTERS INTO THE'TULSA CITY
SCHOOLS. CLASSES OF INDUSTRIAL
ARTS, BUSINESS EDUCATION,'AND
FAMILY LIFE ARE USED AS THE
VEHICLES IN IMPLEMENTING THE
PROGRAM. PART I INTRODUCES PATTERNS
OF EMPLOYMENT, THE MAJOR
OCC ATIONAL AREAS, AND INFORMATION
AND EbUIREMENTS FOR A6MISSION INTO
OCC XTIONAL TRAINING PROGRAMS.
psRlp 11 ANALYZES THE MAJOR
OCCUPATIONS TO PRESENT THE
OCCUPATIONAL CLUSTERS USEFUL IN AN
EXPLORATION OF CAREER
PoSSIBILITIES. (MU)

VT 100 450
DIVERSIFIED OCCUPATIONS
COORDINATOR'S HANDBOOK.

SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.; CLEMSON
UNIV., S.C. VOCATIONAL EDUCATION
MEDIA CENTER.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 73 70P,

DESCRIPTORS - *ADMINISTRATOR
GUIDES; *ADMINISTRATOR ROLE;
*COORDINATORS;.*PROGRAM GUIDES;
*WORK EXPERIENCE PROGRAMS;
VOCATIONAL DEVELOPMENT; WORK STUDY
PROGRAMS
IDENTIFIERS - SOUTH CAROLINA.

ABSTRACT - THIS PROGRAM GUIDE FOR
ADMINISTRATORS AND COORDINATORS IN
THE SECONDARY SCHOOLS OF SOUTH.
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'CAROLINA-IS DESIGNED TO
ESTABLISH OR IMPROVE (SIVE FIED

4100CCUPATIONS
PROGRAM. IN THESE

PROGRAMS, STUDENTS IN REGULAR HIGH
SCHOOLS RECEIVE ONTHEJOB TRAINING
MNDER SCHOOL SUPWISION IN LOCAL
INDUSTRIAL OR BUSiONESS
ESTABLISHMENTS FOR A PART OF TH6
DAY. GOALS, REQUIREMENTS, ROLES OF
THE PARTICIPANTS, AND USE OF
ADVISORY COMMITTEES ARE DETAILED
..THE FUNCTIONS OF THE COORDINATO
ARE RELATED TO THE ENROLLMENT 0
STUDENTS, THEIR PLACEMENT, THE
SELECTION OF TRAINING STATIONS, AND
THE SUPERVISION AND EVALUATION OF
THE STUDENT ON THE JOB. PUBLA
RELATIONS, LEGAL REQUIREMENTS IN
THE STATE. THE iyom RECORDS AND
REPORTS'NEEDED BY.THE SCHOOL SYSTEM
ARE DESCRIBED. AN.APPENDIX SUPPLIES
REFERENCE,MATERIALS FOR THE
ADMINISTOATOR AND THE 'COORDINATOR.
(MU)

VT 100 451
CURRICULUM GUIDE, FOR OFFICE

DOCCUPATIONS

SOUTH CAROLINA-STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF

Fir VOCATIONAL EDUCATION.; CCEMSON
UNIV., S.C. VOCATIONAL EDUCATION
MEDIA CENTER.
MF AVAILABLE IN VTERIC SET.
PUB DATE 73 1118P.

DESERIPTORS *BUSINESt EDUCATION;
*BUS/NESS SUBJECTS; *OFFICE
OCCUPATIONS EDUCATION; *STATE
CURRICULUM GUIDES; *TEACHING
GUIDES; COURSE CONTENT; SECONDARY-
GRADES .

IDENTIFIERS *SOUTH CAROLINA

ABSTRACT THIS STATE, CURRICULUM
GUIDE PROVIDES ALL SOUTH CAROLINA
BUSINESS TEACHERS WITH A REFERENCE
41001( OF SUBJECT AIWA GUIDELINES FOR
OFFICE OCCUPATIONS. FOR EACH
SUBJECT AREA, ANhINTRODUCTION AND A
SET OF STUDENT OBJECTIVES ARE
GIVEN, THE COURSE CONTENT IS
OUTLINED".., AND SUGGESTED EVALUATIONS
ARE OFFERED. UNITS ARE INCLUDED FOR
THE FOLLOWING,SUBJECT AREAS: (1)
BOOKKEEPING. (2) BUSINESS .

COMMUNICATIONS, (3) BUSINESS LAW,

(4) BUSINESS MATHEMATICS, 95) DATA
PROCESSING. (6) INTRODUCTION TO
BUSINESS, (7) KE PUNCH TRAINING,-
(8) OFFICE MACHI ES. (9) OFFICE
PRACTICE, (10) R CORD KEEPING, (11)
SHORTHAND. AND (12) TYPEWRITING.
(MU)

VT 100 455
SOLOMITA, ARMAND R./
SUBJECTRELATED. OCCUPATIONS, GRADES
7-9,

SOUTHINGTON PUBLIC SCHOOLS, CONN.
MF AVAILABLE'IN VTERIC SET.
PUS DATE 73 33P.

DESCRIPTORS *CAREER EDUCATIONS
*CLASS ACTIVITIES; *INTEGRATED
CURRICULUM; *LEARNrNG ACTIVITIES;
*MANUALS
'IDENTIFIERS *SOUTHINGTON PUBLIC
'SCHOOLS

ABSTRACT THIS MANUiL IS DESIGNED
TO ASSIST THE JUNIOR HIGH SCHOOL
TEACHERS IN THE SOUTHINGTON SCHOOLS
IN INTRODUCING CAREER EDUCATION
CONCEPTS INTO THE'CURRICULUM.
SEVERAL CLASSROOM ACTIVITIES ARE
PROVIDED FOR EACH OF THE FOLLOWING
CLASSES: MATHEMATICS, ENGLISH,
SCIENCE, LANGUAGES, SOC/AL STUDIES,
BUSINESS, HOME ECONOMICS, ART,
PHYSICAL EDUCATION, AND INDUSTRIAL

.ARTS. (MU)

VT 100 462
GOATES, WAYNE A.
D/RECTORY OF BUSINESS AND
INDUSTRIAL 'ORIENTATION
SITES/COtTULTANTS.

UTAH STATE BOARD OF-EDUCATION, SALT
AKE CITY.

MF AVAILABLE IN VT--ERIC SET.
PUB DATE JUL72 53P.

DESCRIPTORS *COMMUNITY
COOPERATION; *COMMUNITY RESOURCES;
*COMMUNITY SURVEYS; *INDUSTRY;
SCHOOL INDUSTRY RELATIONSHIP;
COMMUNITY INVOLVEMENT; VOCATIONAL
EDUCATION
IDENTIFIERS *UTAH

ABSTRACT THE PURPOSE OP T
DIRECTORY IS TO PROVIDE Ca /44LORS

1 2 0
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3AND TEACHERS WI0 A LIST OF
'EMPLOYERS WITHIN THE STATE OpeUTAH,
INNARIOUS REPRESENTATIVE
OCCUPATIONS, WHO-HAVE 4GREIED TO -

MAKE AVAILABLE TIMES WREN STUDENTS
MAY VISIT 111EIR PLACES OF .

EMPLOYMENT FOR ANON,THEJOB
'ORIENTATION, OR WHO-ARE WILLING.T0-
SEND REPRESENTATIVES INTO. THE
PUBLIC SCHOOLS FOR SUCH ORIENTATOIN
PURPOSES*. CONTENTS ARE PRESENTED ON
A CONTINUOUS CHART SD THAT WITH .

EACH COMPANY LISTED, THE READER CAN
CHECK THE FAMRS.THAT APPLY FROM
THE FOLLOWING 'FHA/ ARE LISTED: (1)
VISITS OF STUDENTS, (2) NUMBER OF
VISITORS AT ONE TIME, 43/ FREQUENCY
OF VISITS, .(4) TIME REQUIRED NI
TOUR OPERATIONS, 45) WILL SEND
REPRESENTATIVESTO SCHOOL, (6)
.EXPENSE TQ SCHOOL, (7) HIRE HIGH-
CHOOL STUDENTS PART TIMES, (8) HIRE

RIGH SCHOOL STUDENTS UPON
GRADUATION. (9). MINIMUM HIRING AGE,
AND (10) LEVEL OF POST HIGH SCHOOL
TRAIN/NG REQUIRED. OVER 150 FIRMS
ARE LISTED'INCLUDING 1HOSE FROM
MINING CONSTRUCTION,
MANUFACTURING, TRANSP01#ATION,
C6MMUNICATION, UTILITIES, WHOLESALE
AND RETAIL TRADE, FINANCE,
=INSURANCE. REACESTATE, AND
GOVERNMENT.. (AUTHOR/MUI.

VT 100 465
LEE, JASPER S.; COMP.
SOUTH CAROLINA CAREER EDUCATION
CURRICULUM MATERIALS.

MISSISSIPPI STATE UNIV., STATE
COLLEGE. CURRICULUM'COORDINATING
,UNIT.; MISSISSIPPI STATE DEPT. OF
EDUCATION, JACKSON. DIV. OF.
VOCATIONAL AND TECHNICAL EDUCATION.
.MF AVAILABLE IN VT-ERIC SET.-
PUS DATE - 73 39P.

DESCRIPTORS - *ANNOTATED *

BIBLIOGRAPHIES; CAREER EDUCATION;
*CURRICULUM RESEARCH; *EDUCATIONAL
RESEARCH; *RESOURCE MATERIALS;
CURRICULUM
IDENTIFIERS - *SOUTH. CAROLINA

ABSTRACT - THIS BIBLIOGRAPHY OF
CAREER EDUCATION RESQURCES CONTAINS
INFORMATION SUBMITTEO FROM SOUTH
CAROL/NA TO THE MISSISSIPPI 101J.

BUSINES-k F/CE

kESEARCH AND CURRICULUM:PUN/T. THE
59 TITLES ARE ORGANIZED AS CAREER
EXPLORATION AND PREPARATION,
AGRICULTURE, Bus/NESS, casTRIBUTAI
EDUCATION, HOME ECONOMICS, SPECIAL
EDUCATION AND TRADE AND INDUSTRIAL
EDUCATION. DATA ON THE ENTRIES
INCLUDETITLE, DISCIPLINE, TYPE OF
1MATERIAL, GRADE LEVEL, CAREER
LEVEL, INTENDED USER: GENERAL
DESCRIPTION OF SUBJECT MATTER,
AUTHOR(S), PUBLISHER, DATE OF
'PUBLICATION, PAGE NUMBERS, COST,
AVAILABILITY, NAME OF INDIVIDUAL
SUaKITTING DOCUMENT, AND STATE.
(MU)

VT 100 466
JAMESON, ANNE Ho
THE TEN-KEY ADDING, MACHINE. STUDEWI
MANUAL.

SCIt CAROLINA STATE.DEPT. OF
EDU ATION, COLUMBIA. OFFICE QF
VOCATIONAL EDUCATION.; CLEMSON
UNIV.,-S.C. VOCATIONAL`EDUCATION
MEDIA CENTER.
MF AVAILABLE ty/VT-ERic SET.
PUB.DATE'N- 73 31P.

DESCRIPTORS - *BUSINESS SKILLS4
*OFFICE MACHINES; OFFICE
OCCUPATIONS MINCATION;.*OFFICE
PRACT E. *STUDY GUIDFS; SKILL
DEVEL ENT
IDEATI ERS -.- *TEN KEY ADDING
MACHINES

-ABSTRACT - THIRTEEN LESSONS IN 'THIS
MANUAL CONTAIN OBJECTIVES AND
LEARNING ACTIVITIES INVOLVED IN
GAINING SKILL ON THE TEN-KEY ADDING
MACHINE. THE STUDENT IS LED IN A ,

STEPBY STEP ApPROACH IN LEARNING
TO USE. THE VARIOUS KEYS ON THE
MACHINE WITH SPEED AND ACC...CURACY.
ADDITION, SUBTRACTION,
MULTIPLICATION, AND DIVISION ARE
PRACTICED WITH STRESS ON GOOD WOR
HABITS AS SKILL IS GAINED. THE
TEACHER'S MANUAL IS AVAILABLE AS V
100 469. (MU)

4

VT 100- 467
JAMESON, ANNE H.
THE FULL-KEYBOARD
STUDENT MANUAL.

ADDING MACH/NE.



AMUS1NESS.AND OFFICE

SOUTH CAROLINA STATE DEPT. OF

SEDUCATIOih COLUMBIA.' OFFICE OF
VOCATIONALPWCATION.; CLEMSON
MNIV.v.S.C. VOCATIONAL EDUCATION
MEDIA .CENTER.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE .-.73 5P.

DESCRIPTORS -7 *BUSINESS SKIL411)
*OFFICE MACHINES; OFFICE

PRACTICE'
:

OCCUPATIONS EDUCATION;

IDENTIFIERS K*FULL EYBOAR
MACHINES

v-
.ABSTRACT - FINGERING TECHNIQUES ARE
jLLUSTRATED BY LINE DRAWINGS,
Auscussvoi IN NARRATIVE DESCRIPTION,
AND DEMONSTRATED THROUGH A SERIES
.4F'PROBLEMS IN THIS.STUDY GpIDE.
AlgitICEDURES,TO COVER VARIOUS
;.coopiTINGEmcks THAT MAY BE VITT INN-

. USING THE 'FULL KEYBOARD ADDING (

MACHINE ARE DEFINED ANO
ILLUSTRATED. A TEACHER'S MANUAL.
RELATED TO THIS STUDY GUIDE IS

'AVAILABLE AS VT'100 468. (MIS

VT 100.461V
JAMESON, ANNE H.
THE-FULL..-KEYBOARD ADDING MACHINE.
TEACHER'S MANUAL.

'SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICI OF
VOCATIONAL EDUCATION.; CLEMSON
UNIV., S.C. VOCATMAL EDUCATION
MEDIA CENTER.
MF AVAILABLE IN VT.-ERIC SET.
PUB DATE ..- 73 5P.

DESCRIPTORS - *ANSWER KEYS;
*BUSINESS SKILLS; *OFFICE MACHINESi
*OFFICE OCCUPATIONS EDUCATION
IDENTIFIERS - *FULL.KEYBOARD ADDING
MACH/NES

ABSTRACT - ANSMERS TO THE PROBLEMS
CONTA/NED IN THE STUDENT'S MANUAL
FOR THE FULL KEYBOARD ADDING
MACHLNOARE GIVEN IN THIS TEACHER'S
MANUAL. THE TEN-,KEY MACHINE
TEACHER'S MANUAL MAY BE USED FOR
INSTRUCTION OF THE FULL KEYBOARD
MACHINE. THIS ANSWER KEY APPLIES TO
THE...PLATED DOCUMENT A STUDENT'S
MANYOL. AVAILABLE AS VT 100 467 AND
THEI.TUDENT'S AND TEACHER'S MANUALS

FOR THETEN-KEY MACHINE ARE
AVAILABLE° AS VT 100 466 AND "VT 100',"
469 RESPECTIVELY. (MU)

VT 100 469
.JAMESONi ANNE H.
THE- TEN..-KEY ADDING MACHINE.
TEACHER'S MANUAL.

SOUTH CAROLINA STATE DIEwrof
EDUCATION,,COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.; CLEMSON
UNIV., S.C. VOCATIONAL EDUCATION
MED/A CENTER.
*F AVAILABLf IN VT=ERIC SET.
PUB DATET3 16P.

,

-

DESCRIPTORS *ANSWER KEYS;
*BUSINESS SK/LI,St *OFFICE
0CCUPATION4ADUCATION;.*OFFICE
MACMINES;A#HUALS1 TESTS -

1,0ENTIFIERS *TEN KEY AptNG
.

.MACHINES-

ABSTRACT - ANSWERSFOR PROBLEMS
IN THE1.3 LESSONS OFi WENT'S

. MANUAL ARE GIVEN IN THI HEReS

..MANUAL. AN INTRODUCTION IDES
SUGGESTED PRELIMINARY'ACTIVITIES
FOR THE TEACHER, SUGGESTED
SUPPLIES, MATERIALS, AND EQUIPMENT,
OBJECTIVES,,ARD.FOLLOWUP FOR THE
LESSONS. THE STUDENT'S MANUAL IS
AVAILABLE AS VT 100 466. (MU)

VT 100 477-
OCCUPATIONAL WORK EXPERIENCE. (26
STUDENT HANDBOOKS AND 1
INSTRUCTOR!S MANUAL).

OHIO STATE DEPT. OF EDUCATION,
COLUMBUS. TRADE AND INDUSTRIAL
EOUCAT/ON SERVICE.
MF AVAILABLE IN VTERIC SET.
INSTRUCTIONAL MATERIALS LABORATORY,-
THE OHIO STATE UNIVERSITY, 1885
NEIL AVENUE, COLUMBUS, 6H/0 43210
ISTUDENT HANDBOOKS $8.00;
INSTRUCTORS MANUAL $4.00).
.PUB DATE - 73 509P.

DESCRIPTORS - *HIGH SCHOOL
STUDENTS; *STUDY GUIDES; *TEACHING
GUIDES; *VOCATIONAL ADJUSTMENT;
*WORK EXPERIENCE PROGRAMS;
EMPLOYMENT EXPERIENCE; WORK
ATTITUDES

1"fai
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ABSTRACT - THIS Sti OF MANUALS
SUPPLIES A TEACHING GUIDE.FOR THE
INSTRUCTOR AND 26 STUDY GUIDES FOR
THE HIGH SCHOOL STUDENT ENROLLED IN
A WORK EXPERIENCE PROGRAM. THE
TEACHING. GUIDE GIVES THE INSTRUCTOR
A RATIONALE FOR EACH UNIT OF
INSTRUCTION, SUGGESTED CLASSROOM
ACTIVITIES, AND CHALK BOARD USES
KEYED TO EACH STUDY UNIT. THE 26
STUDY GUIDES INCLUDE SUCH TITLES
AS: (1)- ORIENTATION, (2) SAFETY.
(3) WHY STAY IN SCHOOL, (4) HOW TO
STUDY, (5) HOW TO APPLY FOR AND GET
A J08, (6) PERSONAL BUDGETING, (7)
SOCIAL SECUR0ITY, (8) WHAT THE
EMPLOYER WANTSi ANO (9) LABOR LAWS.
(MU)

VT 100.478
CAREER EDUCATION LESSONS:
MISCELLANEOUS MINI-UNITS FOR GRADES
K-6 DEVELOPED DURING 1972-73 SCHOOL
YEAR.

WATERTOWN INDEPENDENT SCHOOL
DISTRICT 1, S. DAK.
MF AVAILABLE IN VT-ERIC SET.
PuB DATE - 73 17P...

DESCRIPTORS - *CAREEF EDUCATION;
*CAREER LADDERS; *CAREER PLANNING;
*LESSON PLANS; *TEACHING GUIDES;
ELEMENTW GRADES; UNITS OF-STUDY
(SUBJECT FIELDS)

ABSTRACT - THIS INSTRUCTIONAL GUIDE
WAS DESIGNED FOR USE IN THE CAREER
EDUCATION PROGRAM FOR GRADES K-6. 0
CONTAINED ARE MINI-UNITS ON THE
.FOLLOWING OCCUPATIONAL CLUSTERSI
(1) CONSUMER AND HOMEMAKER, (2)
FINANCIAL AND BUSINESS SERVICES,
(3) AGRIBUSINESS, AND (4) NEWSPAPER
EDITING. (SN)

VT 100 482
GREEN, KATHERINE S., AND THERS
HANDBOOK FOR VOCATIONAL TEACHER-
COORDINATORS OF BUSINESS AND OFFICE
EDUCATION.

MISSISSIPPI STATE UNIV., STATE
COLLEGE. CURRICULUM COORDINATING

.-: UNIT.
MISSISSIPPI STATE DEPT. OF
EDUCATION, JACKSON. DIV. OF
VOCATIONAL AND TECHNICAL EDUCATION.

BUSINESS AND OFFICE

MF AVAILABLE IN VT-ERIC SET.
BUS-OFF-PUB-2000
PUB DATE - 72 .431P.

. III
DESCRIPTORS - *BUSINESS EDUCATION; 0

*COOPERATIVE EDUCATION; *OFFICE
OCCUPATIONS EDUCATION; *PROGRAM
GUIDES; *VOCATIONAL EDUCATION;

.

ADULT EDUCATION; OFFICE OCCUPATIONS'
IDENTIFIERS = *M/SSISSIPPI

ABSTRACT - THIS PROGRAM GUIDE FOR
COOPERATIVE VOCATIONAL EDUCATION IN'
OFFICE OCCUPATIONS DESCRIBES THE
REQUIREMENTS CW THE COORDINATOR,
INSTRUCTOR' STUDENT, AND EMPLOYER
FOR PARTICIPATION IN MISSISSIPPI
PROGRAM. EQUIPMENTAND PROGRAM
OFFERED BY THE SCHOOL, EDUCATION
AND EXPERIENCE OF THE COORDINATOR,
PREREQUISITES TO BE MET BY THE
STUDENT FOR ENROLLMENT'AND'
AGREEMENTS BY THE EMPLOYER ARE
DEFINED. A SPECIAL PROGRAM FOR
INTENSIVE STUDY USING SIMULATION.
WITH BLOCK SCHEDULING TO PROVIDE.AN
OFFICE-LIKE ATMOSPHERE WHEN
COOPERATIVE EDUCATION IS NOT
FEASABLE IS DESCRIBED SHOWING THE
PREREQUISITES OF-ALL PARTICIpANTS
AND THE PROGRAM REQUIREMENTS.,MANY
SAMPLE FORMS ARE INCLUDED FOR THE
PROGRAM, THE INSTRUCTOR, THE
STUDENT, AND THE EMPLOYER. A
PROGRAM FOR ADULT EDUCATION IS
DEFINED FOR USE IN THE STATE.
GENERAL INFORAATION, MINIMUM OFFICE
STANDARDS', FREE TEACHING AIDS,
EVALUAT/ON DATA, CALENDAR OF
EVENTS, AND A-LIST OF SHORTENED JOS
DESCRIPTIONS ARE INCLUDED. (MU)

:

VT 100 484
WATKINS, DAISY
BOOKKEEPING I: STARTING A
BOOKKEEPING SYSTEM. LEARN/NG
ACTIVITY PACKAGE.

NINETY SIX HIGH SCHOOL, S.C.
MF AVAILAOLE IN VT-ERIC. SET.
LAP-I
PUS DATE - ND 18P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *PROGRAMED
UNITS; *STUDY GUIDES'; UNITS OF
STUDY (SUBJECT FIELDS)
IDENTIFIERS - *LEARNING ACTIVITY
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_-PACKAG; LAP

ABS1RACTJ= THIS PROGRAMED '014IT OF
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING
TEXTBOOK, IS.FOR THE BEGINNER IN
THE. FIELD. /T COVERS THE ACTIVITIES
IN CONNECTION WITH RECORDING AND
POSTING THE OPENING ENTRIES OF A
SMALL BUSINESS. A LIST.OF RESOURCES
BEHAVIORAL OBJECTIVES AND A SELF-
EVALUATING TEST ARE INCLUDED. (MU)

VT 100 485
WATKINS, DAISY
BOOKKEEPING I: BOOKKEEPING CYCLE.
LEARNINWACTIVITY PACKAGE.

NINETYAIX HIGH SCHOOL, S.C.
MF AVANABLE IN VT-ERIC SET.
LAP-2'
PUB DATE - ND 16P.

DESCRIPTORS *BOOKKEEPINGF
*BUSINESS EDUCATION; *PROGRAM,
UNITS; *RECORDKEEPING.; *STUDY
GUIDES; UNITS OF STUDYASUBJECT
F IELDS )
IDENTIFIERS - *LEARNING ACTIVIITY
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED 'UNIT OF
STUDY, KEYED TO 20TH CENTURY
COOKKEEPING AND ACCOUNTIRG
EXTBOOK, IS FOR THE BEGINNER IN

THE FIELD. IT COVERS THE ACTIVITIES
IN CONNECTION WITH RECORDING AND
POSTING ENTRIES FOR A GENERAL
JOURNAL, STR/KING A TRIAL BALANCE.'
AND.CORRECTING ERRORS IN A TRIAL
BALANCE. BEHAVIORAL OBJECTIVES,
RESOURCES, AND A SELF-EVALUATING
TEST ARE INCLUDED. (MU)

VT 100 486
WATKINS, DAISY
BOOKKEEPING I: SPECIAL JOURNALS AND
SUBSIDIARY LEDGERS. LEARNING
ACTIVITY PACKAGE.

ictgLvPillP
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S.C.
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PUB DATE - ND 27P.

DESCRIPTORS - *EtAKEEPING;
*BUSINESS EDUCATION; *PROGRAMED
UNITS; *RECORDKEEPING; *STUDY

. GUIDE S.V.UNLTS_OF STUDY ASUBJECT
FIELDS)
IDENTIFIERS *LEARNING ACTIVITY.
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TH.CENTtRY
BOOKKEEPING AND ACCOUNTING TEXTBOOK
IS FOR THE BEGINNER IN THE FIELD.
IT COVERS THE ASTIVITIES IN
CONNECTION WITWRECORDING.
PURCHASES.-CASH PAYMENTS, SALES,
AND THE CHECKING ACCOUNT AND ,

RECONCILIATION Of BANK STATEMENTS.
BEHAVIORAL OBJECTIVES, RESOURCES,
AND A SELF-EVALUATING TEST ARE.
INCLUDED. (MU)

VT 100 487
WATKINS, DAISY
BOOKKEEPING It FINANCIAL REPORTS.
LEARNING ACTIVITY PACKAGE.

NINOY SIX HIGH SCHOOL, S.C.
MF'AVAfLABLE IN VT-ERIC SET
LAP-4
PUB DATE - ND 19P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *PROGRAMED
UNITS; *RECORDKEEPING; *STUDY
GUIDES; MIS OF STUDY (SUBJECT
FIELDS)
IDENTIO1ERS - *LEARNING ACTIVITY
PACKAGE; LAP

.ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TA CENTURY
BOOKKEEPING ND ACCOUNTING
TEXTBOOK. IS FOR THE BEGINNER IN
THE FIELD'. It COVERS THE ACTIVITIES
IN CONNECTION WITH REVIEWING THE
WORK SHEET, PROF/T AND LOSS
STATEMENT, BALANCE,SHEET, THE
CAPITAL STATEMENT, ADJUSTING AND
CLOSING ENTRIES. AND THE POST-
CLOSING TRIAL BALANCE. BEHAVIORAL
OBJECTIVES, RESOURCES, AND A SELF-.
EVALUATING TEST ARE INCLUDED. (MU)

VT 100 488
WATKINS. DAISY
BOOKKEEPING I: SPENCER ATHLETIC
cons. LEARNING ACTIVITY PACKAGE.

NINETY SIX, HIGH SCHOOL, S.C.
MF AVAILABLE IN VT-ERIC SET.
LAP-75.
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PUP DATE - ND 9P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *PROGRAMED
UNITS; *RECORDKEEPING; *STUDY
GUIDES; UNITS OF STUDY (SUBJECT
FIELDS)
.IDENTIFIERS - *LEARNING ACT/VITY
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING
TEXTBOOK, IS FOR THE.BEGINNER IN
THE FIELD. If COVERS THE ACTIVITIES
IN CONNECTION WITH THE TRANSACTIONS
OF A-WHOLESALE ATHLETIC GOODS
BUS/NESS FOR A FISCAL PERIOD OF ONE
MONTH. BEHAVIORAL OBJECTIVES,
RESOURCES, AND A SELF-EVALUATING
TEST ARE INCLUDED. (MU)

VT 100 489
WATKINS, DAISY
BOOKKEEPING.I: INTRODUCTION TO
AUTOMATED'DATA. LEARNING ACTIVITY
PACKAGE.

NINETY SIX HIGH SCHOOU,,S.C,
MF AVAILABLE IN VT-ERIC SET.
LAPr6
Pue DATE - ND 11P.

DESCRIPTORS - *BOdkKEEPING;'
*BUS/NESS EDUCATION; *DATA
PROCESSING; *PROGRAMED UNITS;
*STUDY GUIDES; UNITS OF STUDY
(SUBJECT FIELDS) -3--

SDENTIFIERS - *LEARNING ACTIVITY
.PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF;
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING
TEXTBOOK., /S FOR THE BEGINNER IN
THE FPELD. IT COVERS ACTIVITIES IN
CONNECTION WITH AUTOMATIC MACHINES,
HIGH SPEED ELECTRONIC EQUIPMENT,
AND PROCEDURES IN AUTOMATIC DATA
PROCESSING. BEHAVIORAL OBJECTIVES',
RESOURCES, AND A SELF- EVALUATING
TEST-ARE INCLUDED. (MU)

VT 100 490
WATKINS, DAISY
BOOKKEEPING I: COMBINATION JOURNAL.
LEARNING ACTIVITY PACKAGE.

125
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NINETY SIX HIGH SCHOOL, S.C.
MF-AVAILABLEAN-VT-ERIC SET.
LAP-7
.PUB DATE - ND 17P.

DESCRIPTORS - *BOOKKEEPING;
*BVSINESS EDUCATION;-*PROGRAMED
UNITS; *AECORDKEEPING; *STUDYJ,
GUIDES; UNITS, OF STUDY (SUBJECT
FIELDS)
IDENTIFIERS - *LEARNING ACTIVITY
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND.ACCOUNTING
TEXTBOOK, IS FOR THE BEGINNER IN
THE FIELD. IT COVERS THE ACTIVITIES
.IN CONNECTION WITH THE USE OF THE
COMBINATION JOURNAL, THE PETTY CASH
FUND, HANDLING OF SALES RETURNS AND
CASH DISCOUNTS. BEHAVIORAL
OBJECTIVES, RESOURCES, AND A SELF-
EVALUATION TEST ARE INCLUDED. (MU)

VT 100 491
WATKINS, DAISY
BOOKKEEPING I: CASH REGISTER
BOOKEEPING SYSTEM. LEARNING
ACTIVITY PACKAGE.

NINETY srx HIGH SCHOOL, S.C.
MF AVAILABLE IN VT-ERIC SET.
LAP-B
PUB DATE - . ND 19P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *OROGWAMED
UNITS; *STUDY GUIDES; UNITS OF
STUDY (SUBJECT FIELDS)
IDENTIFIERS - *LEARNING ACTIVITY
PACKAGE; LAP

ABSTRACT - TH/S PROGRAMED UNIT OF
STUDY, KEYED TO 20TH CENTURY*
BOOKKEEPING AND ACCOUNTING
TEXTBOOK, IS FOR THE BEGINNER IN
THE FIELD. IT COVERS THE ACTIVITIES
IN CONNECTION WITH DEPRECIATION,
POST-DEPRECIATION EXPENSES, GAINS"
AND LOSSES ON FIXED ASSETS.
BEHAVIORAL OBJECTIVES, RESOURCESt
AND A SELF-EVALUATING TEST ARE '

INCLUDED. (MU)

Off 100 492'
WATKINS, DAISY
BOOKKEEPING I: PRACTICE SET.
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L.EARNING ACTIVITY i"ACKAGE.

AINNINETOSIX,JSIGH SCHOOL, S.C.
18,4F.AVAILABLE IN VT-ERIC SET.

PUB DATE - ND. 13P.

DESCRIPTORS. - *BOOKKEEPING;
*BUSINESS'EDUCATION; *PROGRAMED
UNITS; *STUDY GUIDES; UNITS OF
sTuoy (SUBJECT FIELDS)
IDENTIFIERS - *LEARNING ACT/VITY
PACKAGE; LAP

AbSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING
TEXTBOOK,'IS FOR THE BEGINNER IN
THE FIELD. IT COVERS ACTIVITIES IN
CONNECTION W/TH.RECORDING SUCH
TRANSACT1ONS3FRON CASH REGISTER
RECORDS AS ENTRIES INTO A
COMB/NAT/ON JOURNAL, POSTING,
PROVING, AND PHASES OF. ACCOUNTING
AT THE END IF THE FISCAL PER/OD.
BEHAVIORAL OBJECTIVES, RESOURCES,
AND A SELF-EVALUATING TEST ARE

"'INCLUDED. (NU),

"VT 100 493
WATKINS DA I SY-

BOOKKEEPING II: BOOKKEEPING CYCLE.
LEARNING ACTIVITY PACKAGE.

NINETY SIX HIGH SCHOOL, S.C.
WAVAILABLE IN.VT-ERIC SET.
LAP-10 .

PUB DATE - °ND- 14P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *PROGRAMED 4
UN/TS; *STUDY GUIDES; UNITS OF
STUDY (SUBJECT FIELIIS)
IDENTIFIERS - *LEARRING ACTIVITY
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED. TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING
TEXTBOOK, IS'FOR THE BEGINN1R IN
THE FIELD. IT COVERS ACTIVITIES IN
CONNECTION WITH ANALYZING BUgIN1SS-
TRANSACTIONS INTO DEBIT AND CREDIT

',PARTS AND RECORDING THEN INTO A
COMBINATION JOURNAL, PROVING CASH,
MAKING A SCHEDULE OF ACCOUNTS
:RECEIVABLE AND A SCHEDULE,PF
ACCOUNTS PAYABLE,-AND STRIKING A

TRIAL BALANCE. BEHAVIORAL'
OBJECTIVES, !RESOURCES,- AND A SELF,
EVALUATING TEST ARE INCLUDED. (MU)

VT, 100 494
WATKINS, DAISY
BOOKKEEPING DEPARTMENTAL AND
PAYROLL ACCOUNT/NG. LEARNING
ACTIVITY PACKAGE.

NINETY SIX' HIGH SCHOOL, S.C.
NF AVAILABLE.IN VT-ERIC SET.
LAP...11
pm DATE - ND 16P.

DESCRIPTORS - *BOOKKEEPING;
*BUSINESS EDUCATION; *PROGRAMED
UNITS; *STUDY GUIDES; UNITS OF
STUDY (SUBJECT FIELDS)
IDENTIFIERS - *LEARNING ACTIVITY
PACKAGE; LAP

ABSTRACT - THIS PROGRAMED UNIT OF
STUDY, KEYED TO 20TH CENTURY
BOOKKEEPING AND ACCOUNTING

110.EXTBOOK, IS FOR THE BEGINNER IN.
THE FIELD.JT CONCERNS THE
ACT4VITIES IN CONNECTION WITH
APPLYING BOOKKEEPING PROCEDURES TO
A BUSINESS ORGANIZED ON A
DEPARTMENTAL BASIS. BEHAVIORAL
OBJECTIVES, RESOURCES, AND A SELF...
EVALUATING IlkST ARE INCLUDED. (NU)

VT 100 508
GARRISON, DOROTHY D.
DUPLICATING EQUIPMENT. TEACHER'S
MANUAL.

SOUTH CAROLINA STATE DEPT.-OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL-EDUCATION.; CLEMSON
UNIV., SOUTH CAROLINA. VOCATIONAL
EDUCAT/ON MEDIA CENTER.
MF AVAILABLE /N VT.ERIC SET.
OFFICE OF VOCATIONAL EDUCATION, .
OFFICE OCCUPATIONS SECTION,
COLUMBIA, SC 29201
PUB DATE - 72 14P.

DESCRIPTORS -*BUSINESS EDUCATION4,-:.
*EQUIPMENT UTILIZATION: *OFFICE
MACH/NES; *TEACHING" GUM:MS;
*REPROGRAPHY; BUSINESS-SKILLS;
EQUIPMENT MAINTENANCE'

ABSTRACT - TH/S MANUAL WAS DESIGNED
',PR USE BY BUSINESS EDUCATION '-
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TEACHERS k1R THE- FACILITA1ION OF
.
710STRUCTION IN THE AREA pf BUSINESS
MACHINE OPERATIONS. CONTAINED ARE
INSTRUCTIONAL GUIDES FOR 1HE
7TEAtHING OF SKILLS IN THE USE OF
THIFOLLOWING PROCESSEO, (1) THE

' FC0/DAIROCESS, (2) THE INK
DkonttoloN PROCESS, AND (3) THE
OFFSET PROCESS. AS A SUPPLEMENT TO
THE INSTRUCTIONAL GUIOES, TWO.
PRACTICAPROBLEMS ARE,INCLUDED.
(SN) 1:;77

VT 10(1401-
REENSTjERNA, SWANNEE R.
TRANSCRIBIN( TRAINING'TECHNIQUES.
TEACHER'S MANUAL AND STUDENT
MANUAL.

SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE
OCCUPATIONS SECTION.; CLEMSON
UNIVERSITY, SOUTH CAROLINA.
VOCATIONAL EDUCATION MEDIA CENTER.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 71 29P.

DESCRIPTORS - *TEACHING GUIDES;
*TRAINING TECHNIQUE.S;.TEACHING
PROCEDURES; BUSINES.4 SKILLS;
*OFFICE MACHINES; OFFICE PRACTICE;
*BUSINESS SUBJECTS; BUSINESS
EDUCATION
IDENTIFIERS - *TRANSCRIBING

ABSTRACT - DEVELOPED TO ASSIST
TEACHERS OF MACHINE TRANSCRIPTION
'CLASSES, THIS MANUAL CONTAINS
INSTRUCTIONAL 00INTERS AS WELL AS A
COURSE RATIONALE, STUDENT
PREREQUISITE REQUIREMENTS, AND
ILLUSTRATIONS OF .TRANSPARENCIES
DEPICTING THE VARIOUS MACHINES TO
BE USED IN THE COURSE.-IN ADDITION,
EVALUATIVE CRITERIA AS WELL AS
TRANSCRIPTION SUGGESTIONS AND A
LIST OF MASTERY WORDS ARE PROVIDED.
THE MACHINES TO BE UTILIZED .

INCLUDE: (1) THE CASSETTE TYPE UNIT
RECORDER, 12) THE REEL TYPE UNIT
RECORDER, (3) THE MINIATURE:AND
REGULAR CASSETTE TYPE UNIT, (4) THE
BELT TYPE UNIT RECORDER-
TRANSCRIBER, AND (5) THE DISPOSABIE
BELT TYPE UNIT TRANSCRIBER...1'5N)

VT 100 607 127
OFFICE EMPLOYEES! PRACTICUM.

BUSINESS AND OFFICE

STUDENT-MANUAL.

CIVIL SERVICE'COMMISSION,
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC sef.
PUB DATE - ND 71P.

DESCRIPTORS - *PRACTICUMS;
*GOVERNMENT EMPLOYEES; *OFFICE
OCCUPATIONS EDUCATION; *MANUALS;
WORKSHOPS; WORK ATTITUDES
IDENTIFIERS - *UNITED STATES mat...
SERVICE-COMMISSION

A-BSTRACT'- TO AID THE CIVIL SERVICE
OFFICE4WORKER IN ASSUMING
RESPONSIBIL/TIES,:A 37DAY WORKSHOP
WAS CONDUCTED TO ANALYZE THE DUTIES
AND DIMENSIONS OF TODAY'S OFFICE-
WORKER, EXCHANGE INFORMA11014 -

REINFORCE CONCEPTS, AND sfrmougt
INTEREST IN STRIVING TOWARW':
INCREASING OFFICE EFFICIENCYAND
JOB SATISFACTION. THE AGENDA
INCLUDED THE FOLLOWING DIMENSIONS
OF THOUGHT: (1) PERFORMANCE AND.'
RESPONSIBILITY, (2) COMMUNICATIONS
(3) HUMAN RELATIONS,- (4) APPLIED
COMMUNICATIONS, AND, (5) SUCCESS.
THIS PARTICIPANT'S MANUAL USED IN_
THE SESSIONS 'RESENTS ouiLmes OF
THE MEETINGS;!FORMS NEEDED, AND THE
GENERAL CONCEPTS DISCUSSED. (MU)

VT 100 615
IDLEMAN, HILLIS K.
COPING-WITH THE PROBLEMS OF A
TECHNOLOGICAL AGE. PART I AND II.

NEWIYORK STATE DEPT. OF, EDUCATION.
ALBANY. BUREAU OF SECONDARY.
CURRICULUM DEVELOPMENT.
MF.AVAILABLE -IN VT-ERIC SET.
THE UNIVERSITY OF THE STATE OF NEW
YORK, THE STATE DEPT. OF EDUCATTON,
BUREAU OF SECONDARY CURR/CULUM
DEVELOPMENT, ALBANY, NY
PUB DATE - 73 49P.

DESCRIPTOR'S.- iCONSUMER EDUCATION;
*CONSERVATION EDUCATION; *ENERGYU
*TECHNOLOGICAL ADVANCEMENT:
SCHEDULE MODULES; *TEACHING GUIDES*
UNITS OF STUDYASUBJECT FIELDS);
SECONDARY GRADES; POST SECONDARY
EDUCATION

ABSTRACT - fkirs 2-PART TEACHING



BUSINESS AND OFFtE,

.

GUIDE CAN BE USED TO PROVIDE
-MODULES- OF CONSUMER---EDucAnON IN .

411SUCH FIELDS AS SOCIAL STUDIES,
BUSINESS, HOME ECONOMICS, OR
INDUSTRIAL ARTS IN SECONDARY AND.
POSTSECONDARY CLASSES. PART I OF
THE GU/DE DEALS WITH TECHNOLOGY AND
*NE ENERGY CRISIS. PART II
CONTINUES WITH ENERGY SOURCES,
POLLUTION, AND CONSERVATION. A 3...

COLUMN TEACHING GUIDE OF
UNDERSTANDING, SUGGESTED TEACHER
AND PUPIL ACTIVITIES, AND SOURCE
MATERIALS COVERS TOPICS CONCERNING
SHORTAGES OF ENERGY SUPPLY,
'CONSUMER ROLES IN CONSERVATION,
ECONOMICS OF A CHANGING TECHNOLOGY,
AND THE COST/BENEFTT RATIO OF
ENERGY UTILIZATION. (MU)*

VT 100 618
STITT, THOMP4 R.
AN ANNOTATED' BIBLIOGRAPHY )
ENVIRONMENTAL EDUCATORS.

SOUTHERN ILLINOIS UNIV.,
CARBONDALE. DEPT. OF AGRICULTURAL

Ili INDUSTRIES.
ILLINOIS STATE BOARD OF VOCATIONAL
EDUCATION AND REHABILITATION,
SPRINGFIELD.
PO AVAILABLE IN VT...ERIC'SET.
SOUTHERN ILLINOIS UNIVERSITY, DEPT.
OF AGRICULTURAL INDUSTRIES,
CARBONDALE, ILL.
PUB DATE -.. 73 33P*.

DESCRIPTORS - *BIBLIOGRAPHIES;
*RESOURCE MATERIALS; *AGRICULTURAL
EDUCATION; 4!ENV/RONMENTAL
EDUCATION4. 'OCCUPATIONAL CLUSTERS.

ABSTRACT - DESIGNED TO SERVE AS
RESOURCE MATERIALS FOR MCATIONAL
TEACHERS WHO ARE TEACHING IN
ENVIRONMENTAL AREAS, THIS
BIBLIOGRAPHY,IS A COLLECTION OF
BOOKS, ARTICLES, AND OTHER
PUBLICATIONS. IT IS PRESENTED
ACCORDING TO THE FOLLOWING
OcCUPATIPONAL CLUSTERS: 11) APPLIED
BIOLOGICAL AND AGRICULTURAL 4

ft OCCUPATIONS, (2) BUSINESS,
11, MARKETING AND MANAGEMENT, (3)

-4HEALTH OCCUPATIONS, 14) I,ODUSTRIAL.
OCCUPATIONS, AND 151-PERSONAL AND
,PUBLIC SERVICE OCCUPATIONS. EACH'OF.
'THESE CLUSTERS IS THEN ORGANIZED
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ACCORDING TO THE.EPA DESIGNATED
POLIUT/ON BRACKETS: GENERAL, ADO,
WATER, Nem 'WATER SUPPLY. LAND
POLLUTION AND REFUSE DISPOSAL,
NOISE, AND ATONIC RADIATION.
(AUTHOR/MU)

VT 100 619
ST/TT, THOMAS R. (
AN ENVIRONMENTAL GLOSSARY FOR
ENVIRONMENTAL EDUCATORS.

SOUTHERN ILL/NOIS UNIV.,
CARBONDALE. DEPT. OF AGRICULTURAL
INDUSTRIES.
ILLINO/S STATE BOARD OF VOCATIONAL
EDUCATION AND REHABILITATION4
SPRINGFIELD.
MF AVAILABLE IN VT-ERIC SET.
DEPT. OF AGRICULTURAL INDUSTRIES,
SOUTHERN ILLINOIS UNIVERSITY,
CARBONDALE, ILL.
PUB DATE 73 -30P.

t,

DESCRIPTORS *ENVIRONMENTAL
EDUCATION; *VOCATIONAL EDUCATION;
*DEFINITIONS; *GLOSSARIES;
*VOCABULARY

ABSTRACT THIS LIST OF 307
NUMBERED TERMS HAS BEEN COMPILED TO
SERVE AS RESOURCE MATERIALS FOR
VOCATIONAL EDUCATION TEACHERS WHO
ARE TEACHING IN ENVIRONMENTAL
AREAS. INCLUDED /N THE Documelo IS
A LIST OF 14 OCCUPATIONAL
DEFINITIONS. IMUI

VT 100 620
BUSINESS AND OFFICE OCCUPATIONS.
MOE SIMULATION. STUDENT'S MANUAL.

UTAHAATE BOARD FOR VOCATIONAL
EDUCATION, SALT LAKE CITY.
MF AVAILABLE /N VT...ERIC SET.
STATE BOARD OF EDUCATION, 1670
UNIVERSITY CLUB BLDG., SALT LAKE
CITY, UTAH 84111
PUB DATE - ND 155P.

DESCRIPTORS *OFFICE PCCUPATIONS
EDUCATION; *SIMULATION; *MANUALS;
*BUSINESS EDUCAtION; *STUDY GUIDES

ABSTRACT THIS MANUAL PROVIDES THE
STUDENT WITH INFORMATION CONCERNING
.THE ROLES FOR A SIMULATION PROGRAM .

'IN-OFFICE OCCUPATIONS-EDUCATION

128
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INCLUDING THE RATIONALE FOR
SIMULATION. THE BUSINESS FUNCTIONS
AND PROCESSES INVOLVED, AND
DEScRIPTIONS OF THE POSITIONS TO BE
FILLED DURING THE COURSE OF
INSTRUCTION. COLORCODED TASK
SHEETS AND PROCEDURES FOR EACH OF
THE SEVEN POSITIONS AND. A MASTER
CUSTOMER LIST FOR A MORTGIAGE LOAN
COMPANY,PROVIDE THE SIMULATION
EXERCISES..THE TEACHER'S MANUAL IS
AVAILAW'AS VT 100 621. (MU),

VT 100 621
BUSINESS AND OFFICE OCCUPATIONS.
MOE SIMULATION. TEACHER'S MANUAL.

UTAH STATE BOARD FOR VOCATIONAL
EDUCATION, .SALT,LAKE CITY.
MF AVAILABLf IN VT..ERIC SET.
'STATE BOAR&OF EDUCATION, 1670
UNIVERSITY CLUB BLDG.. SALT LAKE
CITY, UTAH 84111
PUB DATE ND 155P.

DESCRIPTORS *OFFICE OCCUPATIONS
EDUCATION; *SIMULATION; *BUSINESS
EDUCATION; *TEACHING GUIDES;
*SIMULATED ENVIRONMENT

ABSTRACT THIS TEACHING GUIDE FOR
AN OFFICE SIMULATION CLASS PROVIDES
THE INSTRUCTOR WITH OBJECTIVES,
PROCEDURES, SCHEDULING, AND
SIMULATED EXPERIENCES FCR 7 STUDENT
OFFICE POSITIONS. THE 19 UNITS OF.
STUDY TO BE COMPLETED IN'CONNECTION
WITH THE stmuLATTON INCLUDE THE
FOLLOWING: (1) BANKING, (2)
CORRESPONDENCE, (3) DICTATION AND
TRANSCRIPTIONS, (4) BUSINESS
MACHINES, (5) PERSONNEL EVALUATION,
(6) FILING. (7) JOS INTERVIEWING,
(8) PAYROLL, (9) PETTY CASH, AND
(10) TRAVEL PLANNING. METHODS OF'
CONDUCTING THE SIMULATION AND
SEVERAL ROTATION PLANS ARE
SUGGESTED AND MATERIALS NEEDED FOR

; STUDENTS AT EACH POSITION ARE
LISTED FOR EACH PHASE OF THE
OPERATION. A STUDENT MANUAL IS
AVAILABLE AS VT 100 620. (MU)

VT 100 622
BUSINESS AND OFFICE OCCUPATIONS.

' CURRICULUM GUIDE. TEACHER'S MANUAL.

UTAH STAIE BOARD FOR VOCATTN AL 129

'BUSINESS AND OFFICE

EDUCATION, SALT LAKE CITY.
MF AVAILABLE IN VT....ERIC SET.
STATE BOARD OF EDUCATION, 1670
UNIVERSITY CLUB BLDG., SALT LAKE
CITY, UTAH 84111
PUB DATE - JUN73 43P.

DESCRIPTORS *STATE CURRICULUr
GUIDES;'*BUSINESS SUBJECTS;
*BUSINESS EDUCATION; *OFFICE
OCCUPATIONS EDUCATION; *COURSES;
BUSINESS SKILLS
IDENTIFIERS *UTAH

st.

ABSTRACT THIS STATE CURRICULUM
GUIDE OFFERS SUGGESTIONS FOR UTAH
VOCATIONAL TEACHERS IN BUSINESS
EDUCATION TO HELP THEM TO BOTH
MAINTAIN REALISTIC STANDARDS
REFLECTING CONTEMPORARY BUSINESS
PRACTICES AND MAKE USE OF THE ROST
EFFECTIVE TEACHING METHODS. THE
GUIDE REPASENTS AN EFFORT TO
PROMOTE ARTICULATION AND
COMMUNICATION AMONd THE VARIOUS
EDUCATIONAL. SETTINGS IN THE STATE.
SUGGESTED COURSES OF STUDY FOR THE
JUNIOR H/GH SCHOOLS AND,THE HIGH
SCHOOLS AND A 4....YEAR RECOMMENDED
CAREER ORIENTED CURRICULUM IN
BUSINESS EDUCATION ARE OUTLINED.
GENERAL RECOMMENDATIONS FOR THE
FOLLOWING COURSES ARE MADE: (1)
BASIC BUSINESS, (2) BOOKKEEPING.
(3) BUSINESS COMMUNICATIONS AND
BUSINESS LAW, (4) COOPERAT/VE
OFFICE EDUCATION, (5) DATA
PROCESS/NG, (6) OFFICE MACHINES AND
PROCEDURES, (7) PERSONAL FINANCE,
(8) SHORTHAND AND TRANSCRIPTION.
(9) SIMULATION, AND (10)
TYPEWRITING. (MU)

VT 100 627 .

ADMINISTRATORS GUIDE TO CAREER
EDUCATION.

NORTH DAKOTA STATE BOARD FOR
VOCATIONALEDUCATION, BISMARCK.
BUREAU OF ADULT, VOCATIONAL, AND
IECHNICAL EDUCATION IDHEW/OEt,
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
0EG-0*70-4752(361)
PUB DATE 30AUG73. 510.

DESCRIPTORS - *CAREER EDUCATION;
*ADMINISTRATOR GUIDES; EDUCATIONAL



BUSINEiS AND OFFiCE

PROGRAMS; *PROGRAM GUIDES;
ELEMENTARi EQUCATIONt SECONDARY

"'EDUCATION; *PROGRAM DEVELOPMENT

ABSTRACT TO FAMILIARIZE
ADMINISTRATORS WITH THE CONCEfT OF
CAREER EDUCATION AND TO PROVIDE
SUGGESTIONS FOR THE PLANNING AND
DEVELOPMENT OF CAREER EDUCATION
PROGRAMS IN THE LOCAL SCHOOLS, THIS
GU/DE OUTLINES A PRACTICAL STRATEGY
FOR GETTING CAREER EDUCATION
ADOPTED AND IMPLEMENTED AT THE
LOCAL LEVEL. DEFINITIONS. GENERAL
GOALS, AND CHARACTER/ST/CS OF
CAREER EDUCATION ARE STATED AND THE
ELEMENTS AND EXPECTED OUTCOMES OF A
PROGRAM ARE DESCRIBED. STRATEGIES
FOR INSERVICE TRAINING OF TEACHERS
AND A GRADEBYGRADE LEVEL GUIDE TO
THE PROGRAM OBJECTIVES ARE
PROVIDED. A PLAN FOR,IMPLEMENTAT/ON
CONTAINS NATIONAL, STATE, AND LOCAL
RESPONSIBILITIES AND NINE ACTION
STEPS IN THE IMPLEMENTATION
PROCESS. AN APPENDIX CONTAINS
SAMPLE QUESTIONNAIRES, REFERENCES,

SAND A LISf OF SUPPLIERS OF CAREER
EDUCATION MATERIALS. (MU)

1

VT 100 629
KEEP CAREERS'IN MIND. MIDDLE SCHOOL
CAREER EDUCATION.

DEPENDENTS SCHOOLS (DOD).
WASHINGTON.4D.C. PACIFIC AREA.
MF AVAILABLE IN VTERIC SET.
PUB DATE SEP73 295P.

DESCRIPTORS - *CAREER EDUCATION;
*OCCUPATIONAL INFORMATION;

-*INTEGRATED CURRICULUM;
*OCCUPATIONAL CLUSTERS; MANUALS
IDENTIFIERS - *PACIFIC AREA
DEPARTMENT OF DEFENSE SCHOOLS

ABSTRACT THIS HANDBOOK, DESIGNED
TO BE USED AS A FLEXIBLE TOOL WITH
SUGGESTED ACTIVITIES FOR ALL AREAS
OF STUDY, IS INTENDED TO PROVIDE
TEACHERS, ADAINISTI4TORS, AND
SPECIALISTS IN THE PACIFIC AREA
DEPARTMENT OF DEFENSE SCHOOLS WITH
A PRACTICAL PROGRAM CONtERNING
CAREER EDUCATION. OBJECTIVES OF
CAREER EDUCATION ARE STATED AND
ILLUSTRATED /N THE OCCUPATIONAL
CLUSTER WHEEL. BOTH INTEGRATIVE AND
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DISCRETE COURSEPREJNTENOED IN
THEIS OCCUPATIONAL CLUSTERS AS
.THEY ARE USED IN°12 DISCIPLINES.
IMPLEMENTATION ROLES AND
RESPONSIBILITIES ARE OUTLINED,.
TERMS DEFINED, AND SPE PIC
DISCIPLINE ACTIVITIESj INCLUDING
THE USE OF FIELD TJS AND
EDUCATIONAL GAMES, 44E DESCRIBED,
(AUTHOR/MU)

"i...

VT 100 639
CAREER EDUCATION CAT4FG:

,..-

POTTAWATTAMIeCOUNTY- CHOOL 'SYSTEM,
COUNCIL BLUFFS. IOWA. .

MF AVAILABLE INvVTER C SET-..

PUB DATE 117140 ., 32P.
. *Pg

.

DESCRIPTORS *IyAREERDUCATION;
**INSTRUCTIONALAATERT4LS;
*CATALOGS; tOOK'S; Mkt; 1LEMENTARV

1;GRADES; SECONDARY_GR SP.

IDENT/F/ERS *IrOTTAW TAME COUNTr
SCHOOL SYSTEM; IOWA

MATERIALS PURCHAISEDIFY E
ABSTRACT ,

POTTWATTMIE COUNTY SCHO SYSTEM'S
CAREER EDUCATIQN PROJECT, FOR USE iN
GRADES K THROUOR 12.Z`MOTERIALS ARE
CLASSIFIED AS RELATIN TO ,.

OCCUPATIONAL AWARENE OR TO SELF
AWARENESS ANCL;FURTHE SOBGROUPED AS
SMALL MEDIA.,A6MM FI . AND BOOKS.
OVER 400 ENTICES Aft A LISTING oF
36 PROFESSIONAL IlOOKS M CAREER
EDUCATION Alt um IMF

,

VT 100 678-
GERSHON. THEODORE J.
A HANDBOOK FOR EMPLOYMENT
ORIENTATION TEACHERS OF SPECIAL
NEEDS STUDENTS.

RUTGERS, THE STATEUNIV.. NEW
BRUNSWICK, N.J. CURRICULUM LAB.
NEW JERSEY STATE DEPT. CIF
EDUCATION, TRENTON. DIV. OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VTERIC SET.
PUB DATE. OCT73 34P.

DESCRIPTORS *VOCATIONAL
EDUCATION; *SPECIAL EDUCATION;
*VOCATIONAL DEVELOPMENT: *PROGRAM
DEVELOPMENT; MANUALS; *PROGRAM
PLANNING

'
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IDENTIFIERS - *NEW JERSEY

ABSTRACT .. THE PROGRAM4 OF
EMPLOYMENT, ORIENTATION N NEM
JERSEY FOR STUDENTS WHO REQUIRE
SPECIAL EDUCATION IS DES RIBED.
OBJECTIVES OF-THE PROGRAiI, A':-
CLASSIFICATION OF THE VARIOUS
SPECIAL EDUCATION,STUDENTS, AND": ,

1

40PERATIONAL- DEFINITIONS FOR.THE.4
'STATE INTRIPOCE.THE MATERIAL, THE
NATURE AND SPECIAL NEEDS OF,
HANDICAPPED STUDENTS ARE DISCUSSED
ND PROBLEMS.ASSOCIATED WITH
EACHING THE'HANDICAOPED ARE,
ONSIDERED. CAREER DeVELOPMENT 'IN
HE STATE BEGINS WITH.THE
tCHNOLOGY FOR CHILDREN PROGRAM
LADING TO THE INTRODUCTION TO
°CATIONS PROGRAM. ANTHIRD PHASEEIS
HE EMPLOYME T ORIENTATION ()ROGOW.
F THIS HAND!) O

BASIC SKILLS A PLICAB TO MANN
K WHICSTRIVES- FOR

,AREAS OF EMPLOYMENT RATHER THAN
SPECIAL JOB, SKILLS. IN THIS EFFORT"
BOTH.A SIMULATED WORK PROGRAM AND
ONE OF BASIC SKILLS TRAINING ARE .

USED. ON THE SECONDARY LEVEL.:
VOCATIONAL PROGRAMS FOR SPECIAL
NEEDS PUPILS INCLUDE SEPARATE
CURRICULUMS, INTEGRATED
CURRICULUMS, AND'A COMBINATION OF
EACH. (MU)

VT 100 686
PIESLAK, RAYMOND F.
ABOUT BUSINESS.

MARIE H. KATZENBACH SCHOOL FOR THE
DEAF,'WEST TRENTON, N.J.
NEW JERSEY STATE DEPT. OF.
EDUCATION, TRENTON. DIV.,OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT....ERIC SET.
NEW JERSEY VOCATIONAL TECHNICAL
CURRICULUM LABORATORY, BLDG. 4102,
KILMER CAMPUS, RUTGERS UNIV., NEW
BRUNSWICK, N.J. 08903 .

PUB DATE -.JUN74 130P.

DESCRIPTORS - *STUDY GUIDES;
INSTRUCTIONAL MATERIALS; MANUALS;
*BUSINESS; *BUSINESS
ADMINISTRATION; *AGRIBUSINESS;
VOCATIONAL EDUCATION; BUSINESS
.EDOCATION; SECONDARY GRADES; POST
SECONDARY EDUCATION; *BUSINESS
RESPONSIBILITY 131

BYSANESS AND OFFICE
11

ABSTRXCT THIS MANUAL. WAS PREPARED
FOR'STUDENTS ENROLLED IN tHENew
JERSEY BUSINESS...TRAINING CURRICUL
AND IS INTENDED TO BE SIMPLISTIC /N
FORMATt It10..COMPREHENSIVE IN ITS
ATTEMPT /0 ORIENT STUDENTS TO,YHE
FIELD. OF BUSINESS AS k SYSTEM.
-THUS, THE GUIDE SEEKS TO PROVIDE
LEARNERS WITH SOME KNOWLEDGE OF THE
NATURE OF BUSINESS TRANSACTIONS,
HOW 8USINESS SERVES THE CONSUMER,
IHOW BUSINESS IS ORGANIZED AND
MANAGED. AND THE KINDS OF WORKERS
NEEDED IN THE FthD. THE NINE
TOPICAL UNITS TO BE STUDIED
INCLUDE: (1),INTRODUCTION TO

'BUSINESS, (2) THE'BUSINESS WORLD.
AROUND YOU, (3) KINDS OF
BUSINESSES, 14/ SHOPPIWG. IN YOUR
COMMUNITY. (5) MNAT BUSINESSMEN DO.
(6) THE VALUE OF BUSINESS TO THE
tOPIMUNITY., (7) OCCUPATIONS, (8)'WHO
OWNS BUSINESS, AND (9) IMPORTANT ,

FACTS ABOUT MONEY. (SN)

Ity 100 699
OFFICE AND BUSINESS OCCUPATIONS
CLUSTER GUIDE. VOCATIONAL
'EDUCATION/SPECIAL EDUCATION
PROJECT.

CENTRAL MICHIGAN UNIV., MOUNT
PLEASANT.
OFFICE OF EDUCATION (DHEW)ip
WASHINGTON, D.C.; MICHIGAN STATE
DEPT. OF EDUCATION, LANSING.
VOCATIONAL EDUCATION AMD CAREER
DEVELOPMENT SERVICE. ."
DOCUMENT NOT AVAILABLE IN VT...ERIC
SET.
PUB DATE 73 118P.

DESCRIPTORS *TEACHING GUIDES;
*VOCATIONAL EDUCATION; *EXCEPTIONAL
STUDENTS; *INSTRUCTIONAL UNITS;
*OFFICE OCCUPATIONS EDUCATION;
DISADVANTAGED GROUPS; TASK
ANALYSIS; DATA SHEETS; STUDENT
RECORDS; OFFICE OCCUPATIONS

ABSTRACi - THIS TEACHING GUIDE IS
ONE OF A SERIES FOCUSING UPON THE
PREPARATION OF PERSONS WITH SPECIAL/1h
EDUCATIONAL NEEDS. A TASK ANALYS/S
DEFINES COMMON CLUSTERS OF TASKS IN
THE FIELD OF OFFICE AND,BUSINESS
OCCUPATIONS WHICH INCLUDES THE

-



eusrmess AND OFFICE

FOLLOWING SUBCLUSTERSt GENERAL
41REFICE CLERKS AND OFFICE MACHINE
PERATORS. EACH SUBCLUSTER PRESENTS

. A 'NUMBER OF TASKS, AND AN
INSTRUCTIONAL UNIT SUPPLIES THE
TEASHER WITH A MULTI,-PART TEACHING
GUIDE FOR EACH. TASK. A TASK SHEET
FOR EACH STUDENT CARRIES A PROGRESS
REPORT AND CONTAINS.SKILLS TO BE
GAINED, INSTRUCTIONAL AND REFERENCE
MATERIALS, LANGUAGE KNOWLEDGE
REQUIRED FOR THE TASK, AND
SUGGESTIONS FOR DISCUSSION WITH THE
STUDENT CONCERNED. A BIEMOGRAPHY
IS KEYED TO THE TEACHING GUIDE AND
AN APPENDIX CONTAINS CODES?.FOR
INTERPRETING THE VARIOUSiNUMBERS
FOUND1N THE TASK SHEETS. (MU)

VT MO 801
ALLEN, THOMAS R., JR.,,AND OTHERS
WEST VIRGINIA GUIDEBOOK: JOB
PLACEMENT SERVICES.

WEST VIRGINIA STATE DEPT. OF
EDUCATION, HUNTINGTON. DIV. OF
VOCATIONAL EDUCATION.

410MF AVAILABLE IN VT-ERIC SET.
PUB DATE 74 139P.

)
DESCRIPTORS - *GUIDES; *PROGRAM
DEVELOPMENT; *JOB PLACEMENT;
*STUDENT PLACEMENT; *VOCA-TIONAL
EDUCATION; EMPLOYMENT SERVICES;
VOCATIONAL COUNSELING; OCCUPATIONAL
GUIDANCE; ARTICULATION (PROGRAM)
IDENTIFIERS - *WEST VIRGINIA

ABSTRACT - DIVIDED INTO FOUR
SECTIONS AND DIRECTED TO VOCATIONAL
PERSONNEL AND COUNSELORS VW
VOCATIONAL-TECHNICAL SCHOOLS, THIS
MANUAL IS.INTENDED TO-SERVE AS A
GUIDE FOR DESIGNING AND
IMPLEMENTING JOB PLACEMENT PROGRAMS
FOR GRADUATES OF VOCATIONAL
PROGRAMS. INCLUDED IN ADDITION TO
THE INTRODUCTION,. ARE SECTIONS ON:
(1) HOW TO ORGANIZE A PLACEMENT
SERVICE. (2)- MAJOR FUNCTIONS OF THE
JOB PLACEMENT COORDINATOR, AND (31
INFORMATION ON APPLICANT TESTING.

iikAS SUPPLEMENTS TO THE GUIDE, LABOR
IIIILAWS. SAMPLE INTEREST INVENTORIES,

DATA SHEETS FOR INCLUSION IN
PLACEMENT RECORDS, WORK SHEETS,
APTITUDE AND ACHIEVEMENT TESTS,
INTERVIEW GUIDELINES, CHECK SHEETS
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OF FACTORS TO BE INCLUDED IN JOB
PLACEMENT CENTERS, AND A LIST OF
EXISTING PROGRAMS' WHICH ARE.
DESIGNED TO ASSIST Thit
DISADVANTAGED OR HARD TO EMPLOY ARE
GIVEN. (SN)

VT.100 803
BOOKKEEPING CLASSES SPECIAL
JOURNALS TRANSPARENCIES PACKETt
INTRODUCTION. RECORDING GOODS
BOUGKT ON ACCOUNT - PURCHASES
JOURNAL. CASH PAYMENTS JOURNAL.
RECORDING GOODS SOLD ON ACCOUNT
SALES JOURNAL. CASH RECEIPTS
JOURNAL. GENERAL JOURNAL.

CLEMSON UNIV., S.C. VOCATIONAL
EDUCATION MEDIA CENTER.
SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 1.22P.

DESCRIPTORS - *TRANSPARENCIES;
*OFFICE OCCUPATIONS EDUCATION;
*BOOKKEEPING; *CLASSROOM MATERIALS

ABSTRACT - SIX SETS OF
TRANSPARENCIES ARE COMBINED IN THIS
PACKET OF TEACHING-MATERIALS:FOR
BOOKKEEPING CLASSES. MATERIALS IN
THE PACKET INCLUDE THE FOLLOWINGS
(1) INTRODUCTION (7
TRANSPARENCIES), (2) PURCgASES
JOURNAL (36 TRANSPARENCIES), (3)
CASH PAYMENTS JOURNAL (14
TRANSPARENCIES), (4) SALES JOURNAL
(32 TRANSPARENCIES). (5) CASH
RECEIPTS JOURNAL (19
TRANSPARENCIES). AND (6) GENERAL
JOURNAL (13 TRANSPARENCIES). (MU)

VT 100 804
CAREER OPPORTUN/TIES
TRANSPARENCIES.

CLEMSON UNIV., S.C. VOCATIONAL
EDUCATION MEDIA CENTER.
SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 35P.

DESCRIPTORS - *VOCATIONAL
EDUCATION; *CAREERS; *J08
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APPLICATION; *EMPtOYMENT
INTERVIEWS; *TRANSPARENCIES;
VOCATIONAL INTERESTS

ABSTRACT - INFORMATION ON PLANNING
A CAREER IS GIVEN IN THESE 35
TRANSPARENCIES WHICH INCLUDE
VOCATIONAL INTEREST INVENTORIES
CONCERNING CLERICAL, MUSIC...
SCIENTIFIC RESEARCH, ART, AND
SOCIAL SERVICE OCCUPATIONS.
PERSONAL ATTRIBUTES THAT WILL AID
THE JOB.SEEKER, A NUMBER OF CAREERS
IN HOME ECONOMICS AND SEVERAL
SOURCES OF JOB INFORMATION-FOR THE
STUDENT ARE GIVEN. THE STEPS
ILLUSTRATED IN JOB APPLICATION
INCLUDE THE APPLICATION FORM AND
INTERVIEW, APPROPRIATE DRESS,
.PROCEDURES, AND TIPS ON BEHAVIOR.
GENERAL INFORMATION ABOUT
PERFORMANCE ON THE'JDO IS INCLUDED.
IMU)

VT 100 SOS
HOLLIDAY, MARGARET P.
NEGOTIABLE INSTRUMENTS.
(TRANSPARE -ES).

CLEMSON UNIV. S.C. VOCATIONAL
EDUCATION mula CENTER.
SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 20.

'DESCRIPTORS - *TRANSPARENCIES;
*BUSINESS EDUCATION; *BANKING;
*BANKING VOCABULABY; ACCOUNTING;
FINANCIAL SERVICES
IDENTrFIERS--'*NEGOTIABLE
INSTRUMENTS, * K

Is

ABSTRACT - THESE 28 TRANSPARENCIES
REPRESENT EXAMPLES OF CHECKS,
DRAFTS, AND PROMISSORY NOTES FOR
USE IN BUSINESS EDUCATION COURSES.
SEPARATE TRANSPARENCIES IDENTIFY
EACH PART OF THE THREE TYPES OF
INSTRUMENTS BY CONTENT, SIGNATURE,
ORDER TO PAY, WORDS OF
NEGOTIABILITY, CERTMN SUM, TIME OF
PAYMENT ON DEMAND, AND SUMMARY OF
.CONTENTS. (MU)

VT 100 806
REENSTJERNA, SWANNEE R. 133

TRANSCRIBING TRAINING TECHNIQUES.
(TRANSPARENCIES).

CLEMSON UNIV., S.C. VOCATIONAL
EDUCATION MEDIA CENTER.
SOUTH CAROLINA STATE DEPT. OF
EDUCATION, COLUMBIA. OFFICE OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 6P.

DESCRIPTORS - *BUSINESS EDUCATION;
*TRANSPARENCIES; *STENOGRAPHY;
*OFFICE MACHINES; 00ICE PRACTICE;
*OFFICE OCCUPATIONS EDUCATION

ABSTRACT - SIX TRANSPARENCIES FOR
USE IN A BUSINESS EDUCATION CLASS
MAKE UP THIS PACKAGE OF TEACHING
MATERIALS.,THEY IDENTIFY THE
FOLLOWING WIECES OF EQUIPMENTs (1)
CASSETTE TYPE UNITRECORDER, (2)
REEL TYPE UNITRECORDER, (3) DISK
TYPE UNITTRANSCRIBER, (4)
MINIATURE AND REGULAR CASSETTE TYPE
UNIT, (5) BELT TYPE UNITRECORDER,
TRANSCRIBER, AND (6) DISPOSABLE
BELT TYPE UNITTRANSCRIBER. (MU) 0

VT 100 815
A COMPREHENSIVE VOCATIONAL
EDUCATION PROGRAM FOR CAREER
DEVELOPMENT IN GRADES K-14. INTERIM
REPORT.

OR1NGE tOUNTY CAREER DEVELOPMENT
PRWAM, ORLANDO, FLA.
BUREAU OF ADULT, VOCATIONAL, AND
TECHNICAL EDUCATION (DHEW/OE).
WASHINGTON. D.C.; FLORIDA STATr
DEPT. OF EDUCATION, TALLAHKSSEE.
DIV. OF VOCATIONAL, TECHNICAL AND
ADULT EDUCATION.
MF AVAILABLE IN VT-ERIC SET.'
0EG-0-72-0630
PUB DATE - 15SEP73 120P.

DESCRIPTORS - *CAREER EDUCATION;
*VOCATIONAL'O#VEL0'MENT;
*INSTRUtTIONAL M IALS;
*INTEGRATED C .' LUM;

*OCCUPATI_ONS; 'it:7.: ENTABY GRADES;
SECONDARY GRADE ` POW SECONDARY
EDUCATION .

IDENTIFIERS - *ORANGE COUNTY CAREER
DEVELOPMENT PROGRAM

ABSTRACT - THE INTERIM REPORT OF
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jHE ORANGE COUNTY CAREER
',DEVELOPMENT PROGRAM ACCOMPANYING

THESE INSTRUCTIONAL MATERIALS.
COVERS THE PERIOD OF SEPTEMBER 14,
1972SEPTEMBER 15, 1973. IT
DESCRIBES THE GOALS AND OBJECTIVES,
PROCEDURES, RESULTS AND
ACCOMPLISHMENTS, EVALUATIONS, AND
CONCLUSIONS OF A PROJECT WHICH HAS
PRODUCED THE TEACHING MATERIALS
ENCLOSED. THEY INCLUDE, FOR EACH
GRADE LEVEL, A SEPARATE UNIT THAT
CAN BE USED AS THE VEHICLE FOR
INTEGRATING CAREER EDUCATION INTO
THE EXISTING CURRICULUM THROUGH A
STUDY OF AN OCCUPATION OR A CLUSTER
OF OCCUPATIONS. LANGUAGE ARTS,
'MATHEMATICS. SOCIAL STUDIES, AND/
SCIENCE ARE SOME OF THE SUBJECT
AREAS THROUGH WHICH INTEGRATION OF
CAREER CONCEPTS INTO THE CURRICULUM
IS TO TAKE PLACE. (MU)

VT /00 816
MEYER, LEO A.
OCCUPATIONAL PROGRAMS IN CAPPORNIA

* PUBLIC COMMUNITY COLLEGES.4#73.-
lo 1 974.

CALIFORNIA COMMUNITY COLLEGES,
SACRAMENTO. OFFICE OF THE
CHANCELLOR.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE*- JUN73 163P.

DESCRIPTORS - *COMMUNITY COLLEGES;
*EDUCATIONAL PROGRAMS; *VOCATIONAL
EDUCATION; *DIRECTORIES;
*EDUCATIONAL OPPORTUNITIES
IDENTIFIERS - CALIFORNIA

ABSTRACT - REVISED TO PROVIDE A
MORE CONVENIENT ACCESS TO THE KINDS
OF INFORMATION DESIRED BY STUDENTS
AND COUNSELORS, THIS DIRECTORY OF

, .99 PUBLIC COMMUNITY COLLEGES IN
CALIFORNIA CONTAINS COURSE
OFFERINGS OF OVER,3,400
OCCUPATIONAL PROGRAMS. SECTION I
CONTAINS GENERAL INFORMATION ABOUT

$ CALIFORNIA COMMUNITY COLLEGES:
COST, ADMISSION PROCEDURES, AND
SPECIAL SERVICES AVAILABLE. SECTION
II CONTAINS CHA S LISTING THE
PROGRAMS OFFE Y EACH COLLEGE IN
THE FOLLOWING 114,r (1)

AGRICULTURE. ) BUSINESS AND
OFFICE, (3) COMMUNICATIONS. (4)
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CRIMINAL JUSTICE. (5) ELECTRICAL
ELECTRONICS, (b) ENGINEERING
TECHNOLOGY, 4.7) ENVIRONNLENTAL AND
NATURAL RESOURCES, (8) HEALTH
SERVICES. (9) HOME ECONOMICS AND
FOOD SERVICES, (10) MM....MANAGEMENT
AND'SUPERVISION, (11) SCIENCE AND
LABORATORY OCCUPATIONS, (12)
SERVICE OCCUPATIONS, AND (13)
TRADES AND INDUSTRIES. SECTION III
CONTAINS A DATA SHEET ON EACH
COLLEGE LISTING ALL THE
OCCUPATIONAL PROGRAMS THAT THE
COLLEGE OFFERS. AN INDEX IS
PROVIDED IN SECTION IV. (MU)

VT 100 818
SMITH, PHYLLIS
PILOT PROJECT FOR OFFICE
SIMULATION.

PARKVIEW HIGH SCHOOL, LITTLE ROCK,
ARK.
BUREAU OF OCCUPATIONAL AND ADULT
EDUCATION (DHEW/OE). WASHINGTON,
D.C.
MF AVAILABLE IN VTERIC SET.
PUB DATE ND

DESCRIPTORS - *TEACHING GUIDES;
*SIMULATION; *BUSINESS EDUCATION;
*OFFICE OCCUPATIONS EDUCATION;
*OFFICE PRACTICE: OFFICE
OCCUPATIONS
IDENTIFIERS *LITTLE ROCK PARKVIEW
HIGH SCHOOL

ABSTRACT - THIS GU/DE, DESIGNED FOR
A LITTLE ROCK HIGH SCHOOL BUSINESS
EDUCATION CLASS, AND USED THERE BY
THE AUTHOR, PROVIDES ALL OF THE
MATERIALS,NEEDED FOR TEACHING A
SIMULATED OFFICE PRACT/CE CLASS.
THE OF THE DOCUMENT
CONTAIN OLLOWING MATERIALS FOR
CONDUCT/N E SIMULATION: (1)
GENERAL PROCEDURE OF THE COMPANY,
(2) POSITIONS AND DESCRIPTIONS OF
EACH JOB, (3) CUSTOMERS AND
CREDITORS OF THE COMPANY. (4)
EXAMPLES OF FORMS USED IN THE
COMPANY. AND (5) EVALUATIONS USED
IN THE COMPANY. L/STS OF SUPPLIES,
EQUIPMENT, AND SAMPLES OF ALL FORMS
USED IN THE CLASS 'ARE INCLUDED. A
STEP-BYSTEP EXPLANATION OF
PREPARING FOR AND TEACHING THE
SCHEDULE OF CLASSES IS'PROVIDED,FOR
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THE TEACHER WHO IS NEW TO
SIMULATION TEACHING. (MU)

-1,
VT 100 822
CURRICULUM AND INSTRUCTIONAL
MATERIALS DEVELOPMENT. PROFILE. TEN
STATE CONSORTIUM.

OKLAHOMA STATE DEPT. OF VOCATIONAL
AND TECHNICAL-EDUCATION,
STILLWATER. CURRICULUM AND
INSTRUCTIONAL MATERIALS CENTER.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE -/ ND 30P.

DESCRIPTORe- *VOCATIONAL
EDUCATION; *EDUCATIONAL NEEDS;
*CURRICULUM RESEARCH; CURRICUL1M
PLANNING; *CURRICULUM DEVELOPMENT
IDENTIFIERS - *TEN STATE CONSORTIUM

ABSTRACT - THE DOCUMENT LISTS THE
CURRICULUMS THAT ARE UNDER
DEVELOPMENT, PLANNED FOR
DEVELOPMENT, OR IDENTIFIED AS A
NEED FOR THE STATES OF NORTH
DAKOTA, SOUTH DAKOTA, NEBRASKA,
KANSAS, MISSOURI, ARKANSAS,
OKLAHOMA, TEXAS, COLORADO, AND NEW
MEXICO. ARRANGEO'BY VOCATIONAL
FIELD, EACH ENTRY PROVIDES THE
FOLLOWING INFORMATION: (1) A TITLE
AND DESCRIPTION OF THE COURSE, (2)
THE NAME AND ADDRESS OF A PERSON TO
REACH CONCERNING IT. (3) THE STATE
OF ORIGIN OF THE PROJECT, AND (4)
THE EXPECTED DATE OF COMPLETION.
VOCATIONAL FIELDS INCLUDED ARE
AGRICULT
EDUCATION, H
EDUCATION: BU
TRADE AND I
EDUCATION. (MU)

DISTRIBUTIVE
ME ECONOMICS, HEALTH
INESS EDUCATION,
STRY, AND CAREER

VT 100 852
COOK, CLIDIE; LOUIS, VIRGIE
TEACHER'S HANDBOOK ANP STUDENT'S
ACTIVITY GUIDE FOR GENERAL BUSINESS
UNIT, ',LIVING AND WORKING IN OUR
ECONOMY". SUGGESTED TEACHING
MATERIALS.

OMAHA PUBLIC, SCHOOLS, NEBR. DEPT.
OF VOCATIONAL EDUCATION.
OFFICE OF EDUCATION.(OHEW).
WASHINGTON, D.C.
MF AVAILABLE IN VTERIC SET.
OEGalW71-46611361)

BUSINESS AND OFFICE

PUB DATE - 72 100P.

DESCRIPTORS *CAREER EDUCATION;
INTEGRATED CURRICULUM:- *VOCATIONAIIII
EDUCATION: *DISADVANTAGED YOUTH;
LEARNING ACTIVITIES; SELF CONCEPT;
EMPLOYMENT OPPORTUNITIES; *BUSINESS
EDUCATION: WORK ATTITUDES;
SECONDARY GRADES
IDEKTIFIERS - *OMAHA PUBLIC SCHOOLS

ABSTRACT - THIS GUIDE FOR
INTEGRATING CAREER EDUCATION
CONCEPTS INTO THE SECONDARY GRADES
IS PART OF AN EXPANDED VOCATIONAL
EDUCATION PROGRAM FOR DISADVANTAGED
YOUTH IN THE OMAHA PUBLIC SCHOOLS.
THE SUBJECT MATTER OF THE DOCUMENT
DEALS WITH THE GENERAL BUSINESS
COURSE WHILE STUDYING THE UNIT ON
*LIVING AND WORKING IN OUR
ECONOMY.* CONCEPTS OF CAREER
AWARENESS, WORK ATTITUDES, SELF
AWARENESS, J(16 OPPORTUNITIES,
OCCUPATIONAL INFORMATION, AND JOB
INTERVIEWS ARE PRESENTED IN
LEARNING ACTIVITIES, VISUAL AIDS,
READINGS, AND DISCUSSIONS. (MU)

VT 100 857
MORGAN, CURTIS Log JR., AND OTHERS
PREPARING FOR THE WORLD OF WORK. K
6.

OMAHA PUBLIC SCHOOLS, NIEBR. DEPT.
OF VOCATIONAL EDUCATION.
OFFICE OF EDUCATION (DHEW),
WASHIAGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
OEG-0-71-4661(361)
PUB DATE - AUG72 81P.

DESCRIPTORS - *CAREER EDUCATION:
*INTEGRATED CURRICULUM; *VOCATIONAL
EDUCATION; *DISADVANTAGED YOUTH;
LEARNING ACTIVITIES: SELF CONCEPT;
EMPLOYMENT OPPORTUNITIES: *TEACHING
GUIDES; ELEMENTARY GRADES
IDENTIFIERS - *OMAHA PUBLIC SCHOOLS

ABSTRACT - THIS GUIDE FOR
INTEGRATING CAREER EDUCATION
CONCEPTS INTO GRADES K THROUGH 6 IS
PART OF AN EXPANDEDVOCATIONAL
EDUCATION PROGRAM FOR DISADVANTAGED
YOUTH IN THE OMAHA PUBLIC SCHOOLS.*
THE SUBJECT MATTER OF THE DOCUMENT
DEALS WITH THE WORLD OF WORK.
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CONCEPTS OF THE WORLD OF WORK,
BUSINESS AND OFFICE OCCUPATIONS,

ilk HEALTH OCCUPATIONS, TRANSPORTAT,ION,
AND-CONSTRUCTION ARE PRESENTED /N A
TEACHING GUIDE OF BULLETIN BOARD
IDEAS, LEARNING ACTIVITIES;
CLASSROOM GAMES, READINGS,
DISCUSSIONS, AND FIELD TRIPS. (MU*,

VT 100 676
HILL, RICHARD Kell ED.; SCHMIDT, B.
JUNE, ED.
BEHAVIOKAL OBJECTIVES FOR SELECTED
UNITS IN BUSINESS EDUCATION.

VIRGINIA POLYTECHNIC INST. AND
STATE UNIV., BLACKSBURG. DIV, OF
VOCATIONAL+TECHNICAL EDUCATION.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.; VIRGINIA STATE
DEPT. OF EDUCATION, RICMMONOt DIV.
OF VOCATIONAL EDUCATION.
NF AVAILABLE IN VT...ERIC SET.
HARRY L. SMITH, PUBLIC INFORMATION
AND PUBLICATIONS, STATE DEPT. OF
EDUCATION, RICHMOND, VA. 23216
(82.00)
PUS DATE ND . 140P.

DESCRIPTORS *BEHAVIORAL
OBJECTIVES; *BUSINESS EDUCATION;
*STENOGRAPHY; *BUSINESS SUBJECTS;"
*UNITS OF STUDY (SUBJECT F/ELDS)1;
UNIT PLAN; PROJECTS; VOCATIONAL
EDUCATION

ABSTRACT ONE OF A SERIES OF-
PUBLICATIONS, THIS BOOKLET
CONTAINING BEHAVIORAL OBJECTIVES
FOR SOME 48 INSTRUCTIONAL UNITS IN,
BUSINESS EDUCATION IS THE DIRECT
RESULT-OF A VOCATIONAL EDUCAT4ON
EVALUATION PROJECT CONDUCTEILWRING
THE SUMMERS OF 1971 73. WRIT)FN
PRIMARILY FOR TEACHERS OF
SHORTHAND, THE UNITS ENTERED
INCLUDE AN OUTLINE OF THE CONTENT,
A GOAL STATEMNT, AND GENERAL AND
SPECIFIC mien-pas, TO FACILITATE
EASE IN PMING THE CATALOG.
INSTRUCTIONS 'ARE PROVIDED AS WELL
AS INFORMATION ON THE CONTENTS OF
THE BOOKLET, AND HOW AND WHY THE
UNITS' WERE DEVELOPED. (SN).

VT 100 696
CAREERS IN OFFICE OCCUPATIONS.
(TRANSPARENCIES).
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CLEMSON s.c. vocATIONAL-
EDucetoN MEDIA CENTER.
SOUTUCAROLINA STATE DEPT. OP
EDYCATIONIP"COLUMBIA. OFFICE OF
VOCATIONAL eourATTom..
MF AVAILABLE IN VTERIC SET.
PUB DATE ND 41P.

DESCRIPTORS *CAREERS; *OFFICE
OCCUPATIONS; *OFFICE OCCUPATIONS
EDUCATION; *OCCUPATIONAL
INFORMATION; *DANSPARINCIESI
OCCUPATIONAL GINDANC26

ABSTRACT ELEVEN TRANSPARENCIES
ARE PROV/DED TO BE USED IN
EXPLORING A VARIETY OF CAREERS IN
OFF/CE OCCUPATIONS. THEY ARE
CLASSIFIED.AS ACCOUNTING, CLERICAL,
STENOGRAPHIC, KEYPUNCH, AND DATA
PROCESSING. A SCRIPT TO ACCOMPANY
THE TRANSPARENCIES IS INCLUDED.
(MU)

VT 100 699
PIESLAK, RAYMOND F.
.MAGNETIC TAPE SELECTRIC. TYPEWRITER.

MARIE H. KATZENBACH SCHOOL FOR THE
DEAF, WEST TRENTON, N.J.
NEW JERSEY STATE DEPT. OF
EDUCATION, TRENTON. DIV". OF
VOCATIONAL EDUCATION.
MF AVAILAOLE IN VTERIC SET.
NEW JERSEY VOCATIONALTECHNICAL
CURRICULUM LABORATORY, BLDG. 4103
KILMER' CAMPUS, RUTGERS UNIV., NEW
BRUNSWICK, N.J. 0,903 (12.50)

7U8 DATE JUL74 136P.

16ESCRIPTORS *OFFICE MACHINES:
*OFFICE OCCUPATIONS; *OFFICE ,

OCCUPATIONS EDUCATION;
*TYPEWRITING; BUSINESS EDUCATIONS
BUSINESS SKILLS; TYPISTS
IDENTIFIERS *IBM MAGNETIC TAPE
SELECTRIC TYPEWRITER

ABSTRACT DESIGNED TO BE USED WA
STUDENT TEXT, THIS MANUAL PROVIDES
THE BASIC KNOWLEDGE AND PRACTICAL
APPLICATIONS NEEDED FOR EFFICIENT
OPERATION OF THE IBM MAGNETIC TAPE

;.SELECTRIC TYPEWRITER. THE 58 6

LESSONS HAVE BEEN WRITTEN FOR EASY,
READING AND COMPREHENSION WITH EACH
ITEM OF INFORMATION EVENTUALLY

136
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LEADING TO A COMPLETE KHOWLEDGE OF
THE MACHINE OPERATION. SOME

4 PRACTICE EXERCISES HAVE BEEN
INCLUDED BUT IN ADDITION TO THESE,
THE /BM MAGNETIC TAPE SELECTRIC
TRAINING GUIDE SHOULD BE/USED TO
PROVIDE A BROADER KNOWLEDGE. THE 58
LESSONS CONTAIN INFORMATION
CONCERNING THE KEYBOARD,.SELECTOR
DIAL, PLAYBACK AND MODE DIAL,
BACKSPACEv SKIP BUTTON, RECORDING
'DASHES, CORRECTING TAPES, EXPANDING
A, LINE WITH MORE THAN ONE
CHARACTER, RECORDING ADDITIONS ON
SECOND TAPE, AUTOMATIC SEARCH CODE,
AMD AUTOMATIC LETTER WRITING AND
ADDRESSING ENVELOPES. (AUTHOR/MU)

.,111. 101 003
1-RourmAN, CAROL M.
INTRODUCTION TO OFFICE OCCUPATIONS.

CAMDEN COUNTY VOCATIONAL AND
TECHNICAL SCHOOLS, SICKLERVILLE,
N.J.
NEW JERSEY STATE DEPT. OF
EDUCATION, TRENTON. DIV. OF
VOCATIONAL EDUCATION.
MF AVAILABLE:IN VT-ERIC SET.
NEW JERSEY VOCATIONALTECHNICAL
CURRICULUM LAB., BLDG. 4103.-KILMER
CAMPUS, RUTGERS UNIV.,.NEW.
BRUNSWICK, N.J. 08903 ($1.00)
PUB DATE AUG74 31P.

DESCRIPTORS - *WORKBOOKS; *OFFICE
OCCUPAT1 *OFFICE OCCUPATIONS
EDUCATION; *SPECIAL EDUCATION;
INDIVIDUALIZED INSTRUCTION; ENTRY
WORKERS

ABSTRACT THIS WORKBOOK FOR
STUDENTS IN SPECIAL EDUCATION
CLASSES PROVIDES A STEP-BY-STEP
INTRODUCTION TO THE TYPES OF OFFICE
JOBS REQUIRING MINIMUM TRAINING.
NINE CLERICAL FUNCTIAS ARE
PRESENTED IN SIMPLE LANGUAGE AND
WORKBOOK ACTIVITIES ARE PROVIDED .

FOR INDIVIDUAL INSTRUCTION.
NUMEROUS -LINE DRAWINGS rLLUSTRATE
THE MATERIAL AND TWO SHORT QUIZZES
ARE INCLUDED. (NU)

VT 101 043
MOORE, NORMAN Re, ED.
LEARN/NG MATERIALS. FREE AND
INEXPENSIVE. 17TH BIENNIAL EDITION.
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GEORGE PEABODY COLL. FOR TEACHERS,
NASHVILLE, TENN. DIV. OF SURVEYS
AND FIELD SERVICES.,
MF AVAILABLE.IN VT..'..ERIC SET.
DIV. OF SURVEYS AND FIELD SERVICES,
GEORGE PEABODY COLLEGE FOR
TEACHERS, NASHVILLE! TENN. 37203
($3.50).
PUB t5ATE 74 251P.

,DESCRIPTORS *INSTRUCTIONAL AIDS;
*INSTRUCTIONAL MATER/ALS;
*EDUCATIONAL RESOURCE%; *RESOURCE
GUIDES
IDENTIFIERS - *LOW COST
INSTRUCTIONAL MATERIALS

ABSTRACT - THIS DOCUMENT IS THE,
LATE

154
EDITION OF A GUIDE TO

EDUC ONAL MATERIALS OBTAINABLE
FROM LIC AND PRIVATE SOURCES AT
LITTLE OR NO COST. AN ANNOTATION
FOR EACH OF MORE THAN 2,800 ITEMS'
INCLUDED A DESCRIPTION-MF THE./TEM,
ITS SIZE, PRISE, AND ORDERING
INFORMATION. 'ENTRIES ARE ARRANGED
ALPHABETICALLY BY SUBJECT HEADINGS,
CROSS-REFERENCED, AND INDEXED. 4
AMONG THE A/PS LISTED ARE ,

-PAMPHLETS, -CHARTS, MAPS, bUTLINEA,
UNITS, ACTIVITIES, PROJECTS AND
FILMS. IKH)

VT 101 206,
OCCUPATIONAL, VOCATIONAL, AND
TECHNICAL-EDUCATION. PHASE II 7TH
GRADE. COURSE OF STUDY. EXPLORATORY
EDUCATION.

PITTSBURGH BRARD OF PUB6C-
EDUCATION, PA..DEPT. OFZURRICULUM
AND INSTRUCTION. .

MF AVAILABLE IN,VTERIC SET. .

DIV. OF CURRICULUM, PITTSBURGH
BOARD OF PUBLIC EDUCATION, 341
BELLEFIELD AVENUEITTSBURGIli PA
15213 ($4.00
PUB DATE... SEP135: 338P.

DESCRIPTORS -*VO ATIONAL
DEVELOPMENT;:*GRA *CAKOR'
EDUCATION; *INTEGRATED CURRICULUM:
*CURRICULUM GUIDES :

IDENT/FIERS PITTSBURGH PUBLIC
SCHOOLS

ABSTRACT,- DESIGNED FOR'THE
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CHANGING CURRICULUM IN'THE
PITTSBURGH PUBLIC SCHOOLS, THIS'

GUIDE FOR GRADE 7 INTEGRATES
MATERIAL ON CAREEK,ORIENTATION INTO
THE CURRICULUMS INOHOME ECONOMICS,
BUSINESS EDUCATION, AND INDUSTRIAL
ARTS.JNSTRUCTIONS TO THE TEACHER
STRESS THE GOALS OF DEVELOPING
DECISIONMAKING ABILITY AND
MARKETABLE OR AVOCATIONAL SKILLS IN
THE STUDENTS. LABORATORY SAFETY
GU/DELINES ARE GIVEN FOR EACH OF
THE THREE CURRICULUMS. IN THE
TEACHING GUIDE, A 3COLUMN FORMAT
PROVIDES CONCEPTS, STUDENT UEARNING
ACTIVITIES, AND REFERENCES FOR
UNITS /N TEXTILES, FOODS, HEALTH
CARE, COMMUNICATIONS,

.

MERCHANDISING, DATA PROCESSING,
MANUFACTURING, AND TRANSPORTATION*
VARIOUS WORK SHEETS, ORGANIZATION
CHARTS, AND FORMS USED IN BUSINESS
ENTERPRISES ARE INCLUDED TOR
SIMULATION USE. (MU)

.

VT 101 207 ,

OCCUPATLONAL, VOCATIONAL, AND
&TECHNICAL EDUCATION* PHASE I 6TH
II/GRADE. COURSE OE STUDY. EXPLORATORY

EDUCATION.

PITTSBURGH PUBLIC SCHOOLS, PA.
MF AVAILABLE IN VT-ERIC SET.
DIV* OF CURRICULUM, PITTSBURGH
BOARD OF EdOLIC EDUCATION,. 341

---""BELLEFIELD AVENUE, PITTSBURGH, PA
15213 (tgtnn)
PUB UATE SEP73 92P.

DESCRIPTORS - *CURRICULUM GUIDES;
*INTEGRATED CURRICULUM; *VOCATIONAL
DEVELOPMENT; *CAREER PLANNING;
CAREER EDUCATION; TEACHING GUIDES;
*GRADE 6
IDENTIFIERS - PITTSBURGH PUBLIC
SCHOOLS

ABSTRACT -.DESIGNED FOR THE
CHANGING CURRICULUM IN THE
PITTSBURGH PUBLIC SCHOOLS, THIS
COURSE OF STUDY FOR GRADE -6
INTEGRATES MATERIAL ON CAREER

&ORIENTATION INTO THE REGULAR
PCURRICULUM. THE FOUR GENERAL
CONCEPTS BASIC TO THE WORLD OF WORK
WHICH ARE TREATED IN THE GUIDE ARE
HUMAN RELATIONS, PRODUCTION,
COMMUNICATIONS, AND CONSUMERSHIP. A

3.COLUMN TEACHING GUIDE CONTAINS
CONCEPTS TO BE TAUGHT,.LEARNING
ACTIVITIES SUITABLE AT EACH STEP,
AND SUBJECT AREAS WITH WHICH ThE
CONCEPT CAN BE INTEGRATED. SPECIAL
INSTRUCTIONS TO. PITTSBURGH TEACHERS
PROVIDE HELP fN USING OUTSIDE
SPEAKERS AND IN ORDERING VISUAL
AIDS. (MU)

VT 102 215
TEACHING BUSINESS TAXES STUDENT
HANDBOOK.

-
-

INTERNALAEVENUE stOICE (DEPT. OF
TREASURY), WASHINGTON, D.C.
MF AVAILABLE IN VT1RIC SET.
PUB DATE, 72, 34Pe.

. .

DESCRIPTORS _MANUAES; *TAXES;
*BUSINESS EDUCAT/ON; BUSINESS
ADMINISTRATION; *PROSLE! SOLVING;
COLLEGE CURRICULUM *WORKBOOKS

ABSTRACT - THIS-WORKBOOK /S.
DESIGNED TO AtVE COLLEGE STUDENTS
TAKING FUNDMENTIKACCOUNTING
AND/OR BUSINESS NOMINISTRATION AN
UNDERSTANDING OF THE IMPORTANCE OF.
TAXES IN THE OPERATION OF A
BUSINESS. THE FIRST UNIT COVERS THE.
PREPARATION OF FEDERAL EMPLOYMENT
WITHHOLDING TAXES AND CAN BE
PRESENTED PO/NT45YPOINT,'DR
COMPLETE PROBLEM. IN THE OTHER
UN/TS DEALING WITH SOLE
PROPRIETORSHIP, ilARTNERSHIP
CORPORATION RETURNS, OPPORTUNITY:IS
PROVIDED FOR BOTH CLASSROOM
DISCUSSION'AND INDIVIDUAL PROBLEM
SOLVING* ALL OF THE FORMS NECESSARi'
TO WORK THE PROBLEMS IN THE
HANDBOOK ARE LOCATED IN'A SEPARATE
PACKET. (01)

VT 101 231
OCCUPATIONAL, VOCATIONAL, AND
TECHNICAL EDUCATION. PHASE III
8TH GRADE.'COURSE OF STUDY.
EXPLORATORY,EDUCATION.

alb

PITTSBURGH BOARD OF PUBLIC
EDUCATION, PA. DEPT. OF CURRICULUM
AND INSTRUCTION.
MF AVAILABLE IN VT-ERIC_SET.
PUB DATE - OCT73, 593P.

DESCRIPTORS - *drICULUM GUIDES;
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*GRADE 8; *VOCATIONAL EDUCATION;
*/NDuSTRIAL ARTS; *HOME ECONOMICS;
BUSINESS EDUCATION .

IDENTIFIERS - PITTSBURGH;
PENNSYLVANIA

ABSTRACT -.THIS CURRICULUM GUIDE
OUTLINES LEARNING PATTERNS WHICH
MAY SAE ADAPTED OR ADOPTEb...BY-THE
CREATIVE TEACHER IN OCCUPATIONAL
EDUCATION. EMPHASIS IS PLACED ON
PROCESSES BASIC.TO SPECIFIC JCS
ACTIVITIES FOUND WITHIN THE AREAS
OF BUSINESS EDUCATION, HOME
ECONOMICS, AND INDUSTRIAL ARTS.
STUDENTS ARE ABLE-TO ASSOCIATE,
INTEGRATE AND CATALOG THESE'BASIC
PROCESSES WITH SPECIFIC JCS ROLES
OR CAREERS RANGING FROM ENTRY LEVEL
JOBS TO ADMINISTRATIVE POSITIONS.
THE EDUCATIONAL GOAL OF THE
.EAPERIENCES IS THEADAPTION OF HIS
KNbWLEDGE TO FUTURE DECIS/ON-MAK NG
PROCESSES BY THE STUDENTS. FOR EACH
UNIT GENERAL OBJECTIVES, SPECIFF
OBJECTIVES, PROCESSES, CAREERS,

0 DEVELOPING CORE,'STUDENT LEARNING
ACTIVITIES AND REFERENCES ARE '

GIVEN. UNITS COVERED INCLUDE:
BUSINESS COMMUNICATIONS,
INFORMATION PROCESSING,
:MERCHANDISING, CLOTHING AND
:TuctILEs, FOODS AND NUTRITION,
'HONE, HEALTH AND'COMMUNITY SERVICE,
CONSTRUCTION, MANUFACTURING, POWER
ANO TRANSPORTATION, AND VISUAL

. .COMMUNICATIONS. (AUTHOR/KB) .

VT 101 250
COOK, IVA DEAN
OCCUPATIONAL NOTEBOOK PROGRAM. ,

STUOENT OCCUPATIONAL NOTEBOOK.

WEST VIRGINIA UNIV., NITRO. KANAWHA.
VALLEY GRADUATE CENTER.
ME AVAILABLE IN VT-ERIC SET.
RESEARCH PRESS CO., P.O. BOX 3177,
COUNTRY FAIR STATION, CHAMPAIGN, IL
!_:,1q20

'PUB DATE - 72- 47P.

DESCRTITORS - *TRAINABLE MENTALLY
HANOIC PPED; *WORK ATTITUDES;
WORKBOOKS: JOB SKILLS; *EVPLOYEE.
RESPONSIBILITy

ABSTRACT - THIS STUDENT NOTEBOOK,
PART OF AN OCCUPATIONAL ORIENTATION
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PROGRAM FOR THE EDUCABLE MENTALLY
RETARDED, IS DESIGNED TO GUIDE
STUDENTS THROUGH A SERIES OF
EXERCISES PLANNED TO GIVE THEM THE III
PRACTICAL SKILLS AND BASIC
KNOWLEDGE REQUIRED FOR EMPLOYMENT.-
OPPORTUNITY IS PROVIDED FOR
EXPOSURE TO TliE FOLLOWING1 (1)
FILLING.OUT APPLICATION FOAMS, (2)
PREPARING FOR AN INTERVIEW, 43)
GETTING' TO WORK ON TIME.-(4) USING
THE TELEPHONE, (5). PERSONAL
GROOMING TIPS, AND (6) DEVELOP/NG A
WORKABLE JOB VOCABULARY. IT IS
SUGGESTED THAT THE STUDENTS
COMPLETE SPECIFIC ENTRIES ON
PRACTICE SHEETS FIRST SO THAT THE
NOTEBOOK MAY SERVE AS A PERMANENT-
REFERENCE TOOL. (KH)

VT 101 255
ECONOMICS GUIDE FOR SECONDARY
TEACHERS. GRADES 7-40.

ASHLAND CITY SCHOOLS, OHIO.:
MF AVAILABLE IN VT-ERIC SET.
PUS DATE - 72 209P.

DESCRIPTORS - *ECONOMIC EDUCATION; 410
.*PROGRAM GUIDES; CURRICULUM GUIDES;
*SOCIAL STUDIES; *INTEGRATED
,CURRICULUM; *SECONDARY GRADES
IDENTIFIERS - ASHLAND C/TY SCHOOLS

ABSTRACT - THIS PROGRAM GUIDE FOR
ECONOMIC EDUCATION IS DESIGNED TO
BE INTEGRATED INTO THE SOCIAL
STUDIES CURRICULUM FOR GRADES 7
THROUGH 10 /N THE ASHLAND CITY .

SCHOOLS« COLOR CODED BY GRADE
LEVEL. EACH SECTION CONTAINS A
VARIETY OF EcoNomrc CONCEPTS TO BE
TAUGHT ALONG WITH CONCRETE
ACTIVITIES, DISCUSSION QUESTIONS,
AND KEY TERMS. THE MATERIAL FOR
EACH LEVEL IS KEYED TO THE.
TEXTBOOKS CURRENTLY USED IN THE
SOCIAL STUDIES AREA COVERED DURING
THAT YEAR. ALSO INCLUDED IN THE
GUIDE ARE CHARTS, WORKSHEETi, AND
OTHER MATERIALS FOR DUPLICATION.
(KH)

VT 101 262
MINIMUM LEVELS OF TECHNICAL
COMPETENCY STANDARDS OF BUSINESS
AND OFFICE EDUCATION PROGRAMS IN
NEBRASKA. FINAL REPORT.
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EDUCATION.
.''MF AVAILABLE IN VTERIC SET.
RUB DATE - ND . 49P.

AmiKEARNEY STATE'COLL.E NEBR.
II/NEBRASKA STATE DEPT. OF EDUCATION,.

LINCOLN, DIV. OF VOCATIONAL
EDUCATION.; NEBRASKA' OCCUPATIONAL
-NEEDS RESEARCH COORDINATING UNIT,
LINCOLN.
MF AVAILABLE IN VTERIC SET.
NEBRASKA STATE-6EPT. OF EDUCATION,
DIV. OF VOCATIONAL EDUCATION,. 233 r

SOUTH TENTH STREET, LINCOLN, NB
- 68508
PUB DATE 74 60P.

DESCRIPTORS *CURRICULUM GUIDES;
*BUSINESS EDUCATION; *OFFICE
OCCUPATIONS EDUCATION;
4PERFORMANCED BASED EDUCATION; JOB
TRAINING --
IDENTIFIERS .. NVBRASKA

ABSTRACT.- THIS CURRICULUM GUIDE
IDENTIFIES,THE MINIMUM LEVEL OF
TECHNICAL COMPETENCIES NEEDED BY
NEBRASKA STUDENTS IN BUSINESS AND\
OFFICE EDUCATION..IT IS INTENDED 1111,
ASSIST NEBRASKA BUSINESS TEACHERS

411IN PLANNING LEARNING ACTIVITIES AND
DEVELOPING STRATEGIES TO PREPARE
STUDENTS FOR:ENTRY LEVEL POSITIONS
IN THE FOLLOWING SIX AREAS: (1)
ACCOUNTING AND COMPUTING, (2)

GENAL OFFI CLERICAL, (3)
FILING, OFFI4E/

ER
MACHINES, AND

INFORMATION COMMUNICATION, (J)
STENOGRAPHIC, SECRETARIAL, AND
RELATED OCCUPATIONS, (5)
SUPERVISORY,AND ADMINISTRATIVE
MANAGEMENT, AND (6) TYPING AND
RELATED OCCUPATIONS. IT IS A SELF-
CONTAINED DOCUMENT WHICH MAY BE
USED INDEPENDENTLY OR IN
CONJUNCTION WITH OTHER SCHOOL
OBJECTIVES OR CLASS PROGRAMS. THE
GUIDE DOES NOT.INCLUDE TEACHING
METHOD, MATERIALS, OR EVALUATION.
FOR EACH AREA OF WORK ACTIVITIES,
GENERAL WORKER REQUIREMENTS AND
COMPETENCIES ARE PRESENTED. (KB)

VT 101 263
DEVELOPING CAREER EDUCATION.

&DEVELOPING CAREER EDUCATION IN THE
MIFSMALL, RURAL SCHOOL.

MILFORD PUBLIC SCHOOLS, NEBR.
NEBRASKA STATE DEPT. OF EDUCATION,
LINCOLN. DIV. OF VOCATIONAL

'DESCRIPTORS *INSERVICE EDUCATION;
*CAREER EDUCATION; *ARTICULATION
(PROGRAM); *PRESERVICE EDUCATION;
SCHOOL COMMUNITY RELATIONSHIP;
OCCUPATIONAL INFORMATION;
*VOCATIONAL DEVELOPMENT
IDENTIFIERS MILFORD PUBLIC
SCHOOLS

ABSTRACT THIS PUBLICATION
PROVIDES.THE BASIC STEPS AND
INSIGHTS TO DEVELOPING A PHILOSOPHY
OF CAREER EDUCATION. IT4MOVIDO
CHANGE AGENTS. WITHIN LOCAL %MIMS
WITH THE BACKGROUND ANW RESULTS OF
THE. PROGRAM DEVELOPED IN MILFORD,
NEBRASKA. THf PUBLICATION IS
SEPARATED INTO TWO PARTS; THEY ARE:
(1) POSITION STATEMENTS AND
PHILOSOPHY,,AND (2),RINCIPLES AND
PRACTICES 1N DEVELOPING'CAREER.
EDUCATION. A COMMUNITY RESOURCE
NSTRUMENT, A PROGRAM ARTICULATION
INSTRUMENT, A SAMPLE NEWSLETTER AND
A LIST OF COMMERCIALLY PREPARED
MATERIALS ARE APPENDED. (KB)

VT 101 264
DEVELOPING CAREER EDUCATION. GRADES
7-12 INSTRUCTIONAL UNITS.

MILFORD PUBLIC SCHOOLS, NEBR.
NEBRASKA STATE DEPT. OF EDUCATION,
LINCOLN. DIV. OF VOCATIONAL
EDUCATION.
MF AVAILABLE IN VT.-ERIC-SET.
PUB DATE - ND 237P.

-DESCRIPTORS *CAREER EDUCATION;
*TEACHER DEVELOPED MATERIALS;
*CURRICULUM GUIDES; OCCUPATIONAL
INFORMATION; VOCATIONAL '

DEVELOPMENT; SECONDARY GRADES;.
INSTRUCTIONAL PROGRAMS; *TEACHING
,PROCEDURES
IDENTIFIERS MILFORD PUBLIC
SCHOOLS ,
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ABSTRACT THIS BOOKLET CONTAINS A
SET OF INSTRUCTIONAL UNITS FOR
DEVELOPING CAREER AWARENESS IN
GRADES 712. EACH UNIT SPECIFIES
GRADE LEVEL, liNIT TITLE,
OBJECTIVES, ACTIVITIES, RESOURCES,
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EVALUATION AND RELATED ACTIVITIES.
A SAMPLING OF TOPICS INCLUDE: PLOT
DEVELOPMENT, ART OF STORYTELLING,
BUILDING AMERICA, CHARACTER MDT,
COMMUNICATION SKILLS IN THE
TELEVISION INDUSTRY, ENVIRONOWNTAL
AWARENESS AND POLLUTION,
CONSERVATION CLUSTER, SKIN CARE AND
PROBLEMS. COSMOTOLOGY LAWS AND
REQUIREMENTS, CONSUMER ECONOMICS,
BUSINESS FORMS, EXPLORATORY
BUSINESS, AND CLOTHING AND
TEXTILES. (KB)

VT 101 265
DEVELOPING CAREER EDUCATION. GRADES
K-2 INSTRUCTIONAL UNITS.

MILFORD PUBLIC SCHOOLS, NEBR.
NEBRASKA STATE DEPT. OF EDUCATION,
LINCOLN. DIV. OF VOCATIONAL
EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE ND 410P.

DESCRIPTORS - *CAREER EDUCATION;
*TEACHER DEVELOPED MATERIALS;

t*CURRICULUM GUIDES; OCCUPATIONAL
INFORMATION; VOCATIONAL
DEVELOPMENT; INSTRUCTIONAL
PROGRAMS; *TEACHING PROCEDURES;
*PRIMARY EDUCATION
IDENTIFIERS MILFC4D PUBLIC
SCHOOLS

ABSTRACT r. THIS BOOKLET CONTAINS A
SET OF INSTRUCTIONAL UNITS FOR
DEVELOPING CAREER AWARENESS IN
:GRADES K-2. EACH UNIT SPECIFIES
GRADE LEVEL, UNIT TITLE.
OBJECTIVES, ACTIVITIES, RESOURCES,
EVALUATION AND RELATED ACTIVITIES.
A SAMPLING OF TOPICS INCLUDE:
KNOWING MYSELF,,HOMEAWFAMILY. MY
SCHOOL, SCHOOL WORKEO.BAKERS,
BARBERS AND BEAUTICIANS,
HOUSEKEEPING, FOOD AND BEVERAGE
PREPARATION_ANDSERVICE, DOMESTIC
ANIMAL CARE, POSTMAN, LIFEGUARD,
TRANSPORTATION, CLAIMING
OCCUPATIONS, PUBLICSERVICE, AND
BUSINESS AND OFFICE. (KB) . 1-

1,1°401 2744
GUARINO, SAM
TELE4ECHNIQUES MEAN .BUSINESS.

CLEVELAND HEIGHTS HIGH SCHOOL,

BUSINESS AND OFFICE

OHIO.
MF AVAILABLE IN VT-ERIC SET.
DISTRIBUTIVE EDUCATION MATERIALS
LAB., OHIO STATE UNIV., 1885 NEIL
AVENUE.,115 TOWNSHEND HALL,
COLUMBUS, OHIO 43210 .

PUB DATE - AUG70 76P.

DESCRIPTORS - *DISTRIBUTIVE
EDUCATION;.*CURRICULUM GUIDES;
*TELEPHONE INSTRUCTION; TEACHING
METHODS; INSTRUCTIONAL MEDIA

ABSTRACT - THIS MANUAL HAS BEEN
WRITTEN TO HELP THE STUDENT ACQUIRE
THE PROPER TELEPHONE TECHNIQUES. .

THE MANUAL-WAS DEVELOPED: 11) TO
TEACH A BUSINESSLIKE MANNER OF
HANDLING TELEPHONE CALLS, (2) TO
UNDERSTAND THE FACTORS DESIRABLE
FOR PROPER TELEPHONE'PERSONALITY,
(3) TO SAKE THE STUDENT MORE. .

KNOWLf044ABLE OF THE TACTFUL'
TECW. §,EMPLOYED IN TELEPHONE
SELL' ..4ND (4) TO PROVIDE A
COMPREHENSIVE IDENTIFICATION OF
OTHERAtLEPHONE RESOURCEt.:TOPICS
COVERED INCLUDE: ABOUT THE
TELEPHONE, TELEPHONE PERSONALITY,
TELEPHONE-CALLS, IELEPHONE SALES,
AND TELEPHONE RESOURCES*. EACH UNIT
HAS AIMS AND OBjECTIVES luta). A
LIST OF MATERIALS NEEDED BY THE
INSTRUCTOR, SUGGESTED CONTENT, AND
TEACHING SUGGESTIONS. AIDS AND
ACTIVITIES, AND HANDOUT SHEETS ARE
APPENDED. (KB)

VT 101. 283
A CAREER-EDUCATION CURRICULAR MODEL
FOR JUNIOR HIGH SCHOOL STUDENTS'AND
FINAL REPORT.-

CAESAR RODNEY SCHOOL. DISTRICT,
CAMDEN, DEL.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 237P.

DESCRIPTORS.- *CURRICULUM GUIDES; .

*OAREER EDUCATION; *GRADE 7; *GRADE
8; *OCCUPATIONAL'INFORMATION
IDENTIFIERS - CAESAR RODNEY/JUNIOR
HIGH SCHOOL ,/

ABSTRACT - THIS CAREER EDUCATION
CURRICULAR GUIDE WAS DEVELOPED TO
GIVE EACH TEACHER SUGGESWIONS AS TO
HOW ONE MAY PROVIDE EXPOSURE OF
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CAREER INFORMATION TO STUDENTS. THE
Amik4AFORMATION IN THE BOOKLET MAY BE
111)USED.VERBATIM, DR IT MAY BE. US,ED AS

A REFERENCE FOR ADAPTINGONE'S OWN /-

IDEAS FOR TEACHING ABOUTTHE,WORLD'
OF WqRK.'THIS TOTALLY INTEGRATW
CURR/CULUM CUTS'ACROSS ALL OF TgE
STUDENT'S EDUCAT/ONAL EXPERIENCES
AND RUNS THROUGH THE ENTIRE JUNIOR
HIGH SCHOOL CURRICULUM, GRADES 7
AND 84 PROVIDING ALL STUDENTS THE
OPPORTUNITY TO.STUDY ALL '

OCCUPATIONAL CLUSTERS. THROUGH
FIELD TRIPS, HANDS-ON APPROACHES,*
CLASSROOM EXPLORATION AND RESEARCH,
STUDENTS ARE PROVIDED THE
OPPORTUNITY TO EXAMINE MORE CLOSELY
THOSE CLUSTERS THAT HAVE THE
GREATESf PERSONAL APPEAL. THE
FOLLOWINGNCURRICULAR AREAS 'ARE
COVERED: ART, ENGLISH, HEALTH AND
PHNSICAL EDUCATION, HOME ECONOMICS,
INDUSTRIAL ARTS, MATHEMATICS,
NUSIC, SCIENCE, SOCIAL STUDIES, AND
SPECIAL EDUCATION..IT IS
RECOMMENDEW"THAT CAREER INSTRUCTION
BE INTEGRATED INTO EACH OF .THE .

"ABOVE AREAS FOR qamImum OF 'SEVEN
CLAWHOURS PER.SECTION AT VARIOUS,
INTERVALS THROUGHOUT THf YEAR. FOR
EACH AREA THE GENERAL PURPOSE,
PUPIL OBJECTIVES,TECHNIQUES,
MATERIALS, EVALUATION, AND A UNIT
REFERENCE ARE PROVIDED. A LIST OF
RELATED OCCUPATIONS., AN OUTLINE FOR
SPEAKERS, INSTRUUIONAL AIDS, AND A
LIST OF SUGGESTED FIELD TRIPS ARE
APPENDED. A FINAL REPORT UN THE
CAREER EDUCATION CURRICULAR MODEL
IS ALSO APPENDED. (KB)

VT 101 287
DRUMMOND, ROBERT J.;
To, JR. ,

LEARNING RESEARCH AND
APPLIED TO CLASSROOM
I.

VITRO, FRAAK

PRINCIPLES AS
LEARNING: PART

MAINE.UNIV., ORONO."
MAINE RESEARLH COORDINATING UNIT
F OR xVOCA TIONA L °EDUCAT iON. AUGUSTA .

MF AVAILABLE IN VT-ERIC SET.
RESEARCH COORDINATING UNIT, BUREAU

W OF VOCATIONAL EDUCATION, STATE
DEPTV. OE EDUCATIONAL. AND CULTURAL
'SERVICES. AUGUSTA, MAINE 04330
OU8 DATE - . ND 79P.

142

DESCRIPTORS - *LEARNING THEORY;
*TRANSFER OF TRAINING; *CLASSROOM
TECHNIQUES; *INSTRUCTIONAL MEDIA;
*TEACHING,TECHNIQUES; BEHAV/ORAL
OBJECTIVES; REINFORCEMENT
IDENTIFIERS ...MAINE.

'ABSTRACT - THE PURPOSE OF THIS
MANUAL IS' TO PROVIDE VOCATIONAL AND
TECHNICAL TEACHERS WITH A REVIEW OF
THE PRINCIPLESOF LEARNING WHICH
HAVE APPLICATION TO THEIR ,SUBJECT

-'FIELDS. THE BOOKLET HAS TWO
_SECTIONS: flk A SELECTED REVIEW OF
THE LITERATURE RELATED TO MOW
'LEARNING THEORY IS APPLIED TO
INSTRUCTION; AND (2) A LISTING OF

.

PRINCIPLES OF LEARNING THAT HAVE
BEEN'IDENITIFIED AS HAVING -

.APPLICATION TO CLASSROOM TEACHING.
THIS PRELIMINARY REPORT IS DESIGNED
TO PROVIDE YEACH,ERS WITH AN OUTLINE
ctF THE COMPONENTS OF A LESSON,-
CATEGORIES OF LEARNING, AND THE
USES OF CERTAIN INSTRUCTIONAL
MEDIA. (KB)

VT 101 348
ALTERNATE COOPERATIVE EDUCATION FOR:w
TWO-YEAR QUARTER SYSTEM COLLEGES.
FEASIBILITY RESEARCH AND PROGRAM
DESIGN.

FOOTHILL COMMUNITY COLL. DIStRICT,,
LOS ALTOS HILLSi'CALIF.
OFFICE OF SDUCATION (DHEW),-
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET..
DEC-0-73-4492
PUB DATE - 15AUG74 123P.

DESCRIPTORS - *VOCATIONAL'
EDUCATION; *TECHNICAL EDUCATION;
*COMMUNITY COLLEGES; *FIELD
EXPERIENCE PROGRAMS; *COOPERATIVE
EDUCATION; QUARTER/ SYSTEM;
INTERNSHIP PROGRAMS
IDENTIFIERS - CALIFORNIA

ABSTRACT - TO DESIGN A MODEL
COOPERATIVE'EDUCATION PROGRAM, FOR
ANY 12-WEEK, QUARTERSYSTEM, 2-YEAR
COLLEGE AND TO DESCRIBE THE')
PROCESSES BY WHICH THE DISTRICT AND
ITS FACULTY,'THE COMMUNITY AND'ITS

. EMPLOYERS, AND THE COLLEGESAND
THEIR STUDENTS ARE ACCOMODATED IN
THE DESIGN WAS THE PURPOSE oF THE,
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.RESEARCH PROJECT REPORTED IN THIS

I

,DOCUMENT. THE CONCEPT OF 3-MONTH
ANt 6..-MONTH, ALTERNATE TERM,
COOPERATIVE EDUCATION FIELD
EXPERIENCE FOR STUDENTS SEEKING TO
COMBINE EDUCATION CLASSROOM. THEORY
AND CONCEPTS WITH REAL....TIME CAREER

,
-DEVELOPMENTS OR CAREER EXPLORATION
:OPPORTUNITIES WAS ENDORSED. THE
APPENDICES FURNISH SURVEYS
CONDUCTED IN THE COURSE OF STIUDY
PLUS INFORMATION ABOUT THE
COMMUNITY COLLEGES INVOLVED.
iAUTHOR/LJ)

, VT 101 356
A GLOSSARY OF TERMS FOR BUSINESS
MANAGEMENT..

cv-

'DELAWARE STATE COLL., DOVER..
MF AVAILABLE IN VT-ERIC SET.
PUB DATE 74 32P.

DESCRIPTORS *GLOSSARIES;
*BUSINESS ADMINISTRATION;
*MANAGEMENT
IDENTIFIERS - DELAWARE STATE/

'CoLt.g4E

ABSTRACT INTENDED FOR USE BY BOTH
,THE STUDENT. OF MANAGEMENTIAND THE
PROFESSIONAL IN THE FIELD THIS

, GLOSSARY OF TERMS IS'LIMITED TO,
"THOSE.WORDS AND TERMS UNIQUE TD THE
.FIELD OF BUSINESSAANAGEMENT.
'DEVELOPED BY A MANAGEMENT CLASS AT
'DELAWARE STATE COLLEGE, THE.
GLOSSARY CAN ALSO BE USED AS A TOOL
TO EXPAND THE INDIVIDUAL'S
KNOWLEDGE OF THE PRWCIPLES,
FUNCTIONS.- AND RESPONSIBILITIES OF
MANAGEMENT. (AUTHDReLJ)

VT-101 357
OLIVER, J. DALE
AN EVALUATION SYSTEM FOR VOCATIONAL
EDUCATION IN VIR,TNIA. FINAL
REPORT.,

VIRGP4IA POLYTE,64NIC INST. AND
'STATE' UNIV., BLACKSBURG. DIV. OF
VOcATIONAL...-TEONICAL EDUCATION.
OFFICE OF EDUOATION(DHEW),
WASHINGTON,
MF AVAILABLE/IN VT-ERIC SET.
PUB DATE JUL74 896P.
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DESCRIPTOR;/- *EVALUATION;

!
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*MANAGEMENT INFORMATION SYSTEMS;
*BEHAVIORAL OBJECTIVES;
AGRICULTURAL EDUCATION; AUTO
MECHANICS; BUSINESS EDUCATION;
HOMEMAKING EDUCATION; DRAFTING
IDENTIFIERS VIRGINIA

ABSTRACT THIS FINAL REPORT OF AN,
EVALUATION SYSTEM FOR VOCATIONAL
EDUCATION IN VIRGINIA COVERS THE
TIME PERIOD FROM FEBRUARY 15., 1971
TO JUNE 30, 1974. THE PROJECT WAS
DIRECTED TOWARD SOLVING THE PROBLEM
OF PROVIDING VALID, TIMELY AND

( RELIABLE INFORMATION'TO.USE IN
EVALUATING, PLANNING AND ACCOUNTING
FOR FEDERALLY SUPPORTED VOCATIONAL
AND-TECHNICAL EDUCATION PROGRAMS.
THE MANAGEMENT INFORMATION SYSTEM
DEViLOPED AND IMPLEMENTED BY THIS
PROJECT CONTAINED TWO SUBSYSTEMS.
THE MACRO-SUBSYSTEM WAS DESIGNED TO
PROV/DE INFORMATION TO LOCAL
DittnIott MAKERS. THE RESULTS AND
ACCOMPLfSHMENTS ARE AS FOLLOWS: (1)
DEVELOPMENT OF A VOCATIONAL
EDUCATION REPORTING-SYSTEM, (2)
DEVELOPMENT,OF AN-ANNUAL AND FIVE 0
YEAR PLANNING DOCUMENT, AND AN
ANNUAL EVALUATION PROCEDURE, AND
(3) THE DEVELOPMENT OF
APPROXIMATELY 200 UNITS OF
INSTRUCTION. VARIOUS REPORTS,
SURVEYS, PLANNING STRATEGIES, AND
BEHAVIORAL OBJECTIVES ARE APPENDED.
(KB)

VT 101 363
NICHOLS, NATALIE P.
OPEN SPACE CONCEPT IN BUSINESS
EDUCATION. FINAL REPORT.

PENNRIDGE HIGH SCHOOL, PERKASIE,
PA.
PENNSYLVANIA RESEARCH COORDINATING
UNIT FOR VOCATIONAL EDUCATION,
HARRISBURG.
MF AVAILABLE IN VTERIC SET.
PUB DATE 30JUN74 78P.

DESCRIPTORS -.q*BUSINESS EDUCATION;
VOCATIONAL EDUCATION; *BUSINESS
EDUCATION FACILITIES; SELF DIRECTED411
CLASSROOMS; *STUDENT CENTERED
CURRICULUM; *CURRICULUM; EDUCATION
IDENTIFIERS - PENNRIDGE HIGH SCHOOL

ABSTRACT IN THE SPRING OF 1974,
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THE PENNRIDGE HIGH SCHOOL BUSINESS.
41iEDUCATION DEPARTMENT COMPLETED A
THREEYEAR FEDERALLY FUNDED STUDY.
THE PURPOSE OF THE STUDY WAS TO
DISCOVER THE RELATIONSHIP BETWEEN'
OPEN SPACE ENVIRONMENT AND THE
EMPLOYABILITY OF STUDENTS UPON
GRADUATION. A SERIES OP DIAGNOSTIC,
ATTITUDEi AND ACHIEVEMENT TESTS
WERE ADMINISTERED PERIODICALLY.
EMPLOYERS AND PARENTS WERE POLLED.
EVALUATION.AND ANALYSIS OF THE
ACCUMULATED DATA OVER A THREE YEAR
PERIOD INDICATED THAT AN OPEN SPACE
ENVIRONMENT HAD THE FOLLOWING
IMPACT UPON PARTICIPATING STUDENTS:
(1),THEY WERE MORE SELF.-DIRECTED
AND HIGHLY MOTIVATED AT AN EARLIER
AGE, (2) ONCE ON THE JOB THEIR
PRODUCTIVITY INCREASES SOONER, AND
(3) THEIR VOCATIONAL PROFICIENCY.
AND BASIC KNOWLEDGE BECOME elt;'

4t, 'PERSONAL ACHIEVEMENT AND A SOURCE
OR PRIDE. TESTING SCHEDULES, BASIC
SKILLS, ATTITUDE INVENTORY',
NARRATIVE REPORTS, PARENTAL
QUESTIONNAIRE AND EMPLOYABILITY

ECORDS ARE APPENDED. (AUTHOR/KB)

VT 101 389
SPOONER, KENDRICK
VOCATIONAL YOUTH ORGANIZATIONS. ARE
THEY NEEDED?

COLORADO RESEARCH COORDINATING
UNIT, FT. COLLINS.; COLORADO STATE
BOARD FOR COMMUNITY COLLEGES AND
.00CUPATIONAL EDUCATION, DENVER.-
MF AVAILABLE IN VT-.ERIC SET.
PUB DATE - 30JUN74 85P.

DtSCRIPTORS - *SURVEYS; *YOUTH
CLUBS; *VOCATIONAL INTERESTS;
EVALUATION METHODS .

IDENTIFIERS - COLORADO

ABSTRACT - THE PRIMARY FOCUS OF
THIS STUDY WAS TO SECURE EVIDENCE
TO SUPPORT OR REJECT THE ASSUMPTION
THAT VOCATIONAL YOUTH ORGANIZATIONS
ARE AN ESSENTIAL AND NECESSARY PART
OF SECONDARY VOCATIONAL EDUCATION

IPROGRAMS IN THE STATE.OF COLORADO.
FIVE POPULATIONS WERE SURVEYED AND
SPECIFIC QUESTIONNAIRES WERE
DEVELOPED FOR VOCATIONAL STUDENTS,
PARENTS, EMPLOYERS, TEACHERS, AND
ADMINISTRATORS. THE FINDINGS SHOW
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AN OVERALL POSITIVE PERCEPTION'OF
VOCATIONAL YOUTH ORGANIZATrONS BY
STUDENIS, TEACHERS, ADMINISTRATORS,
PARENTS, AND EMPLOYERS* rm
PRACTICE, THE ALLOCATION OF
RESOURCES, TIME, MONEY, AND
FACILIXIES INOICATES A LOW PRIORITY
ON THEFPART OF SCHOOLS TO SUPPORT
VOCATIONAL YOUTH ORGANIZATIONS AS
PART OF THEVOCATIONAL CURRICULUM.
A LIST OF RECOMMENDATIONS,
OBJECTIVES, INSTRUMENTS AND COVER
LETTERS ARE APPENDED. (KS)

VT 101 399
CHIALTAS, CHRIST I. .

SELECTED BUSINESS EDUCATION
CURRICULUM STANDARDS AND PRACTICES
IN UNITED STATES PUBLIC SECONDARY
SCHOOLS. SPRING,"1972*

DOCUMENT NOT AVAILABLE IN VTIERIC
SET.
PUB DATE 73 -219P. ED.6. THESIS.,
CALIFORNIA UNIV.o-LOS ANGELES.

DESCRIPTORS *SECONDARY'SCHOOLSI
,*CURRICULUM, DEVELOPMENT; *BUSINESS
EDUCATION; *QUESTIONNAIRES:
*ACADEMIC STANDARDS; DOCTORAL
THESES

144

ABSTRACT FOR THIS PROJECT, STATUS
INFORMATION ABOUT STANDARDS OF
CURRICULUM EXCELLENCE AND THE
CORRESPONDING LEVELS OF PRACTICE IN
SECONDARY BUSINESS EDUCATION WERE.
AStERTAINED AND THE
INTERRELATIONSHIPS BETWEEN THESE.
STANDARDS.AND PRACTICES WERE THEN.
EXAMINED. SPECIFICALLY, THE
DIFFERENCES BETWEEN THE PERCEPTIONS
OF LEADERS IN THE FIELD OF BUSINESS
EDUCATION AND BUSINESS DEPARTMENT'
CHAIRMEN WERE STUDIED. THE
NECESSARY DATA WAS COLLECTED BY
MEANS OP A MAILED OPINtONNAIRE.
FROM THE RESULTS OF ANALYSIS OF THE
OPINIONNAIRE, THE RESEARCHER

.

CONCLUDED THAT BUSINESS EDUCATION
CURRICULUM PRACTICES WERE FAR FRO!
ADEQUATE. IT WAS RECOMMENDED THAT
FURTHER RESEARCH PROJECTS BE
INITIATED ON THE STATE AND LOCAL
LEVELS COMPARABLE TO THIS NATIONAL
STUDY, AND THAT THE RESULTS.OF THIS
STUDY BE USED TO IMPROVe.MUSINESS
EDUCATION CURRICULUM. A



81 LIOGRAPHY IS FURNISHED AND THE
AP1PENDIXES INCLUDE ODPIES OF,THE
M TERIALS USED IN CONDUCTING THE
S Y.,(AUTHOR/LJ) .

4.1 101 401
SYLLABUS AND-ZURRICULUM DEVELOPMENT
,FOR MEDICAL TYPEWRITING, UTILIZING
/AN INDIVIDUALIZED INSTRUCTIONAL 4

/APPROACH. FINAL REPORT.

NORTH CENTRAt TECHNICAL INST.,
WAUSAU, WIS.
WISCONSIN STATE BOARD OF
VOCATIONAL, TECHNICAL, AND ADULT
EDUCATION, MADISON.; OFFICE OF
EDUCATION (DHEW), WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - AUG73 I22P.

,DESCRIPTORS - *CURRICULUM GUIDES;
*TYPEWRITING; *INDIVIDUALIZED
INSTRUCTION;AtSECRETARIES; *MEDICAL
RECORD TECHNICIANS; MEDICAL CASE
HISTORIES; RECORDKEEPING; MEDICAL
VOCABULARY
IDENTIFIERS - NORTH CENTRAL
TECHNICAL INSTITUTE

ABSTRACT - THIS INDIVIDUALIZED
INSTRUCTIONAL BOOKLET CONKAINS A
COURSE SYLLABUS, ASSIGNMENT SHEETS,
AND SLIDE. TAPE PRESENTATIONS FOR A
COURSE IN MEDICAL TYPING. THE
MATERIALS IN THE BOOKLET ARE TO BE
USED WITH MEDICAL TYPING BY ROOT
AND BYERS. THE APPROXIMATE LENGTH
OF TIME REQUIRED TO COMPLETE THE
COURSE IS 45 HOURS. MEDICAL
TYPEWRITING I CONTAINS A TOTAL OF
87 ASSIGNMENTS WHICH ARE DIVIDED
INTO 16 MAIN SECTIONS. THE SECTIONS
ARE: CARDIOLOGY; THORACIC MEDICINE;
DERMATOLOGY; EYE, EAR, NOSE,
THROAT; DIABETES; UROLOGY;
ENDOCRINOLOGY; MENTAL HEALTH;'
GYNECOLOGY AND OBSTETRICS;
PEDIATRICS; GASTROENTEROLOGY;
CHEMOTHERAPY; ORTHOPEDICS;
NEUROLOGY; GENERAL REVIEW TRACK I;
AND GENERAL REVIEW TRACK II. THE
OBJECTIVES OF THE MEDICAL TYPING I
COURSE ARE:, (1) FAMILIARITY. WITH
MEDICAll TERMS USEDIN ARTICLES,
REPORTS, CASE HISTORIES, AND
CORRESPONDENCE; (2) TO TYPE 50
WORDS PER MINUTE WITH 1.5 ERRORS
PER MINUTE ON STRAIGHT COPY TYPING
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MEDICAL'ARTICLES, REPORTS, AND CASE .

HISTORIES IN CORRECT FORM, AND (3)
TO TYPE MEDICAL CORRESPONDENCE AT A411
MINIMUM RATE OF 19 WORDS PER MINUTE
WITH A HIGH DEGREE 00 ACCURACY.
GRADING SCALES, GRADING
PERCENTAGES, AND INSTRUCTIONS ARE
PROVIDED. (KB)

VT 101 402
INDIVIDUALIZED LARGE TYPING CLASS
INSTRUCTION. INTERIM'EVAlp ON
REPORT.

BERKELEY SCHOOL DISTRICT, MO.
mF AVAILABLE IN VT-ERIC SET.
PUB DATE - 30AUG73 16P.

DES*CRIPTORS - *INDIVIDUALIZED
INSTRUCTION; *TYPEWRITING; *HIGH
SCHOOLS; *CURRICULUM EVALUATION;
INFORMATION DISSEMINATION
IDENTIFIERS MISSOURI

ABSTRACT THIS INWERIM REPORT
DETAILS EACH OF THE OBJECTIVES FOR
INDIVIDUALIZED INSTRUCTION IN
TYPING CLASSES IN THE BERKELEY
(MISSOURI) SCHOOL DISTRICT ALONG
WITH ACTIVITIES AND EVALUATION FOR
EACH OBJECTIVE. THE OBJECTIVES
'INCLUDE REDUCING FAILURES IN TYPING
CLASS TO SEVEN PERCENT, RAISING THE
AVERAGE GRADE IN,FIRSTYEAR TYPING
CLASSES 10 PERCENT, AND INCREASING
THE AMOUNT OF INSTRUCTION IN
BUSINESS EDUCATION PER STUDENT BY'
15 PERCENT. DISSEMINATION
ACTIVITIES INCLUDE PUBLICATIONS,
MEETINGS AND CONFERENCES. AND
CLASSROOM OBSERVATIONS BY OTHER
SCHOOLS.. (LJ)

VT 101 406
SHIPP, JEANETTA C.

' CAREER AWARENESS K-6 (ELEMENTARY).
DICTIONARY OF OCCUPATIONAL. TITLES.

OKLAHOMA STATE BOARD OF VOCATIONAL
EDUCATION, STILLWATER.
OFFICE OF EDUCATION (DHEW),
WASHINGTON. D.C.; OKLAHOMA STATE
DEPT. OF VOCATIONAL AND,TECHNICAL Aft
EDUCATION, STILLWATER. CURRICULUM III
AND INSTRUCTIONAL MATERIALS CENTER.
MF AVAILABLE IN VT-ERIC SET.
OEG-0-7214682
OKLAHOmA STATE DEPT. OF VOCATIONAL
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ANO TECHNICAL EDUCATION, CURRICUCUM
ANO INSTRUCTIONAL MATEKIALS CENTER,

0 1515 W. SIXTH AVENUE, STILLWATER,
OKLAHOMA 74074 ($3.25)
PUB DATE 74 299P.

DESCRIPTORS - *ELEMENTARY GRADES;
*CAREER EDUCATION; *DICTIONARIES;
*OCCUPATIONAL CLUSTERS
IDENTIFIERS - OKLAHOMA

ABSTRACT - THIS HANDBOOK WILL AID
PUPILS IN ELEMENTARY SCHOOL TO
BECOME AWARE OF THE OCCUPATIONAL
CLUSTERS THAT THEY WILL BE STUDYING.
IN GREATER DEPTH DURING JUNIOR AND
SENIOR HIGH SCHOOL. THIS
PUBLICATION SHOULD BE USED TO FOCUS
ATTENTION ON AWARENESS OF
OCCUPATIONS RATHER THAN CHOICE, TO
GENERATE EXCITEMENT RATHER THAN
PRODUCTION, AND TO EXPOSE PUPILS TO
DIFFERENT LIFE STYLES, CAREER
PATTERNS, AND EDUCATIONAL
EXPER/ENCES THAT ENHANCE THE
INDIVIDUAL. THE HANDBOOK IS
INTENDED FOR USE WITH THE CAREER

*AWARENESS GUIDE "I CAN BE ME FROM A
w-TO, Z." THIS DOCUMENT IS ORGANIZED

AROUND THE FOLLOWING 15 MAJOR
OCCUPATIONS: AGRIBUSINESS AND
NATURAL RESOURCES, BUSINESS AND
OFFICE, COMMUNICATIONS_AND'MEDIA,
CONSTRUCTION., CONSUMER AND
HOMEMAKING EDUCATION, ENVIRONMENTAL
CONTROL, FINE ARTS AND HUMANITIES,
HEALTH, HOSPITALITY AND RECREATION,
MANUFACTURING, MARINE SCIENCE,
MARKETING AND DISTRIBUTION,
PERSONAL SERVICE, PUBLIC SERVICE,
AND TRANSPORTATION. (AUTHOR/L)

VT 101 409
DEVELOPMENT OF OFFICE SIMULATION
PROGRAMS FOR ACCOUNT CLERK AND
CLERK TYPIST PROGRAMS.'

GATEWAY TECHNICAL INST., KENOSHA,
W/S.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - JUL74 10P.

I DESCRIPTORS *SIMULATION;
*SIMULATED ENVIRONMENT; *CLERICAL
OCCUPATIONS; POST SECONDARY
EDUCATION; BUSINESS EDUCATION;
OFFICES (FACILITIES)
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ABSTRACT - THIS DOCUMENT REPORTS
THAT AFTER CONSIDERATION OF SEVERAL
COMMERCIALLY AVAILABLE SIMULATION
PACKAGES, APEX, BY THE 3.44 COMPANY,
WOULD BEST MEET THE NEEDS OF POST..-
SECONDARY VOCATIONAL EDUCATION.
APEX IS PARTICULARLY APPLICABLE TO
CLERICAL PROGRAMS SUCH AS THE
ACCOUNT CLERK AND CLERK TYPIST.'
PROGIUMS. OTHER ACTIVITIES IN THE
DEVELOPMENT OF OFFICE SIMULATION
PROGRAMS INCLUDED STUDYING AND
PURtHASING OFFICE FURNITURE AND
EQUIPMENT. (LA

VT:I01 412
14AIR, MARGARET, ED.; LAW, GORDON,
ED.
INTRODUCTION TO VOCATIONS. A
TEACHERS GUIDE.

RUTGERS,' THE STATE UNIV., NEW
BRUNSWICK, N.J. CURRICULUM LAB.
NEW JERSEY STATE DEPT. OF
EDUCATION, TRENTON. DIV. OF
VOCATIONAL EDUCATION.

.

MF:AVAILABLE -IN VT..-ERIC SET.
PUB.DATE, SEP13 ':, 443P.

WV.

DESCRIPTORS *STATE CURRICULUM
GUIDES; *TEACHING GUIDES; *CAREER
EDUCATION; *CAREER PLANNING;
OCCUPATIONAL INFORMATION
IDENTIFIERS - NEW JERSEY

ABSTRACT - THIS TEACHING GUIDE IS
FOR USE IN THE CURRICULUM OF THE
NEW JERSEY PUBLIC SCHOOLS WHERE
CAREER EXPLORATION IS IMPLEMENTED
INTO THE JUNIOR HIGH SCHOOL GRADES.
AN INTRODUCTION DIRECTED TO SCHOOL
ADMINISTRATORS CONCERNS,NUNDING
REQUIREMENTS AND DETAILScfOR
MEETING STATE STANDARDS IN SUCH
MATTERS AS TEACHER CERTIFICATION,
COST OF INSTRUCTION, SPENDING
ALLOWANCES, SPEAKER INFORMATION,
AND FIELD TRIP PROCEDURES. THE
MODULES, HERE CALLED CYCLES,
PROVIDE CURRICULUM MATERIALS FOR A
NUMBER OF UNITS WHICH MAY BE USED
SELECTIVELY. THEY COVER SIX AREAS:
(1) KNOW YOURSELF, (2) BUS/NESS
EDUCATION, (3) HEALTH SERVICES, (4)
HOME ECONOMICS, 15) INDUSTRIAL
ARTS, AND (6) SCIENCES. EACH CYCLE
CONTAINS AN INTRODUCTION,
OBJECTIVES, SUBJECT MATERIALS.
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ASSIGNMENTS, AND A DAY-TO-DAY
PROCEDURES GUIDE. R CF
MATERIALS AND Ali LIOGRAPHY ARE
INCLUDED. (MU)

VT 101 415
FROBOSE, JANISE C.
HANDBOOK OfibpAREER INFORMATION
RESOURCES. Ni

RUTGERS,,THE STATE UNIV., NEW
BRUNSWICK, N.J. CURRICULUM LAB.
NEW JERSEY STATE DEPT. OF ,

EDUCATION, TRENTON. DIV. OF
VOCATIONAL EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - NOV74 166P.

DESCRIPTORS - */NFORMATION SOURCES;
ARESOURCE MATERIALS; *RESOURCE
GUIDES; *CAREER EDUCATION;
*OCCUPATIONAL CLUSTERS; MANUALS;
INSTRUCTIONAL MATERIALS

ABSTRACT - THIS PUBLICATION LISTS
-INSTRUCTIONAL RESOURCES FOR CAREER
EDUCATION. MATERIALS HAVE BEEN
ORGANIZED IN TERMS.OF THE 15
OCCUPATIONAL CLUSTIERS DEVELOPED BY
THE U.S. OFFICE OF EDUCATION..A-
LISTING OF Jos FAMILIES ANO,TYPICAL
OCCUPATIONS WITHIN EACH CLUSTER .

PROVIDES EASY ACCESS TO-THE
RESOURCE LISTING WHICH FOLLOWS.
MATERIALS LISTED INCLUDE TEACHING
AIDS, FILMS, PAMPHLETS, AND
ORGANIZATIONS. (AOTHOR/MU)

VT 101 421
BADEN, CONN/E; PRUSS, PAT
CAREER POSSIBILITIES AFTER TAKING'
BUSINESS COURSES.

OMAHA PUBLIC SCHOOLS, NEBR.. DEPT.
OF VOCATIONAL EDUCATION.
BUREAU OF OCCUPATIONAL AND ADULT
EDUCATION (DHEW/OE), WASHINGTON,
D.C.
MF AVAILABLE IN VT-ERIC SET.
0EG-0-71-4661(361)
PUB DATE - JUL74 13P.

DESCRIPTORS - *CAREERS; *BUSINESS
EDUCATION; *HIGH SCHOOL STUDENTS;
BOOKKEEPING; ACCOUNTING; OFFICE
PRACTICE; OFFICE MACHINES;
STENOGRAPHY; TYPEWRITING
IDENTIFIERS - OMAHA PUBLIC SCHOOLS
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ABSTRACT - THE MATERIALS IN THIS
UNIT ARE JNTENDED FOR USE BY
TEACHERS AND kTUDNTS IN BUSINESS
COURSES. EACH TUDENT WILL RECEIVE
A CHART INFORMI G HIM OR HER OF THE-
CAREER POSSIBIL TES AFTER.
COMPLETING A BUSINESS COURSE. THE-
MATERIALS ARE INTENDED TO
SUPPLEMENT CLASSROOM ACTIVITIES
THE VARIOUS BUSINESS ODURSES.
CHARTS, LEMN/Np ACTIVITIES ANb
AVAILABLE MEDIA ARE 'PRESENTEO. !KB);

VT 101 442
OCCUPATIONAL INFORMATION SERVICE
CONTRACT. FINAL REPORT.

.,

DES MOINES AREA COMMUNITY COLL.,
ANKENY, IOWA.; IOWA STATE DEPT. OF
PUBLIC INSTRUCTIMWDES MOINES.
MF AVAILABLE IN V.T.,=ERIC SET. ,

PUB DATE 74 49P.

DESCRIPTORS - *OCCUPATIONAL
INFORMATION; *INFORMATION SERVICESi.
*VOCATIONAL ED

ABSTRACT - THE Ds. VERIFIES II,
THE FULFILLMENT OF-A CONTRACT TO
PROVIDE OCCUPATIONAL INFORMATION
SERVICE MATERIALS. INCLUDED ARE
STATEMENTS OF SCRIPT REVIEWS;
CATEGORIES OF OCCUPATIONS;,SAMPLE .
SCRIPTS OF 15,0CCUPATIONAL
CLUSTERS, ONE ADAPTED FOR USE oN
THE COMPUTER. LISTS OF SCHOOLS FOR
WHICH SERVICES WERE PROVIDED AS
WELL AAN OUTLINE OF A
DEMONSTRATION FOR COMPUTERIZING
IOWA SCRIPT MATERIALS AND A SOURCE
FOR ADDITIONAL INFORMATION. (MU)

VT 101 444
ZERO IN ON COOPERATIVE VOCATIONAL
EDUCATION TRAINING AGREEMENTS.

OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-,ERIC SET. ,

PUB DATE - JAN74 36P.

DESCRIPTORS - *COOPERATIVE
EDUCATION; *SCHOOL INDUSTRY
RELATIONSHIP; *CONTRACTS;
SPECIFICATIONS

A:TRACT - THIS PUBLICATION IS.
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INTENDED TO ENCOURAGE STATES AND
LOCALITIES TO. GIVE FURTHER
CqNSIDERATION TO THE DEVELOPMENT

MI AND UTILIZATION OF TRAINING
AGREEMENTS IN THE CONDUCT OF
"COOPERATIVE VOCATIONAL EDUCATION
PROGRAMS. BY WAY OF EXAMPLE AND,
'ILLUSTRATION, TWELVE
AGREEMENTS WERE IDE
IN TH/S PUBLICATION
INO-ORMATION CONTAINED N THIS
PUBLICATION MAY E VI ED AS A FORM
OF TECHNICAL ASSISTAN E.
(AUTHOR/KB)

VT 101 453
VOCATIONAL EDUCATION STATE
INSTRUCTIONAL MATERIALS FOR OFFICE
OCCUPATIONS. REVISED 1974.

OKLAHOMA STATE DEPT. OF VOCATIONAL
AND TECHNICAL EDUCATION,
STILLWATER. CURRICULUM AND
INSTRUCTIONAL MATERIALS CENTER.
OFFICE OF EDUCATION 1DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.

O OEG-0-72-4682
pm DATE 74 44P.

DESCRIPTORS - *ANNOTATED
BIBLIOGRAPHIES; *ABSTRACTS;
*VOCATIONAL EDUCATION;
*INSTRUCTIONAL MATERIALS; *OFFICE
,OCCUPATIONS

ABS ACT - THIS ANNOTATED LISTING
OF CJRRICULUM MATERIALS FOR OFFICE
OCCUkATIONS IS PROVIDED IN ORDER TO
APPRI E PLANNERS, ADMINISTRATORS,
VOCATIONAL EDUCATORS AND OTHERS
INTERESTED IN OFFERING okINvttArED
IN VOCATIONAL PROGRAMS OPTE
AVAILABLE CURRICULUM MATERIALS
DEVELOPED BY VARIOUS STATES. THE
CURRICULUM MATERIALS HAVE BEEN
IDENTIFIED-WITH THE INSTRUCTIONAL
TITLES AND CODES FROM THE
CLASSIFICATION SYSTEM OF THE OFFICE
OF EDUCATION. THE TITLE OF THE
DOCUMENT, PUBLICATION DATE, THE
NUMBER OF PAGES, PRICE, AND A
,SUMMARY OF THE CONTENT IS PROVIDED

IIFOR EACH ANNOTATION. (KB) ,

VT 101 463
A CURRICULUM GUIDE FOR A CAREER
EXPLORATION PROGRAM IN THE
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MIDDLE/JUNIOR HIGH SCHOOLS OF
GEORG/A FOR BUSINESS EDUCATION
EDUCATORS.

GEORGIA STATE DEPT. OF EDUCATION,
ATLANTA. DIV. OF VOCATIONAL
EDUCATION.; GEORGIA STATE UN/V.,
ATLANTA.
MF AVAILABLE IN VT..,ERIC. SET.
PUB DATE".- 30JUN72 211P.

DESCRIPTORS - *STATE CURRICULUM
GUIDES; *TEACHING GUIDES; *CAREER
EDUCATION; *GRADE 8; *CAREER
PLANNING
IDENTIFIERS GEORGIA'

ABSTRACT - THIS STATE CURRICULUM
GUIDE FOR THE JUNIOR HIGH SCHOOLS
OF GEORGIA CONTAINS TEACHING GUIDES
FOR MINI.-COURSES MN GRADE 8 FOR
OCCUPATIONAL EXPLORATION OF
CLERICAL AND SECRETARIAL,
MANAGEMENT AND..FINANCE, MARKET/NG
AND SALES, AND DATA PROCESSING
OCCUPATIONS. THE GUIDE IS PART OF A
STATE EFFORT TO PROVIDE STUDENTS
WITH LEARNING ACTIVITIES IN CAREER
EDUCATION. SELF-AWARENESS AND
KNOWLEDGE OF OCCUPATIONAL AND
EDUCATIONAL OPPORTUNITIES,
DECISIONMAKING SKILLS, AND .

ATTITUDES TOWARD WORK, ARE SOUGHT TO
PROVIDE THE ADOLESCENT WITH TOOLS
FOR VOCATIONAL DEVELOPMENT. THE
TEACHING GUIDES FOR THE MINI...-

COURSES PROVIDE A 4..-COLUMN FORMAT
OF OBJECTIVES, LEARNING
EXPERIENCES, INSTRUCTIONAL
RESOURCES, AND SUGGESTED
EVALUATION. (MU)

VT 101 476
A NATIONAL ANNOTATED BIBLIOGRAPHY
OF CURRICULUM MATERIALS IN
VOCATIONAL AND CAREER EDUCATION.

ILLINOIS STATE BOARD OF VOCATIONAL
EDUCATION AND REHABILITATION,
SPRINGFIELD. DIV....OF VOCATIONAL AND
TECHNICAL EDUCATIDN.
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VTERIC SET.
PUB DATE - ND -.828P.

DESCRIPTORS - *ANNOTATED
BIBLIOGRAPHIES; *ABSTRACTS;
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INSTRUCTIONAL MATERIALSi.
*VOCATIONAL EDUCATION; *CAREER
EDUCATION; HEALTH OCCUPATIONS:-
PRESCHOOL EDUCATION; PUBLIC SERVICE
OCCUPATIONS; ADULT EDUCATION;
MARKETING; BUSINESS EDUCATION .

ABSTRACT - THIS NATIONAL ANNOTATED
BIBLIOGRAPHY LISTS CURRICULUM
MATERpiLS WHICH ARE AVAILABLE IN
THE AREAS OF VOCATIONAL ANO CAREER
INFORM#TION. THE AREAS COVERED
INCLUDE: APPLIED BIOLOGICAL AND .

AGRICULTURAL OCCUPATIONS; BUSINESS,
MARKETING, AND MANAGEMENT
OCCUPATIONS; HEALTH- 'OCCUPATIONS:
INDUSTRIAL ORIENTED OCCUPATIONS;
PERSONAL AND PUBLIC SERVICE
OCCUPATIONS; PREStHOOL THROUGH
GRADES 6; GRADES 7 AND GRADES 9
AND 10; GRADES 11 AND 12; GRADES 13'
AND 14; ADULT EDUCATION;
HANDICAPPED STUDENTS; DISADVANTAGED
STUDENTS; CAREER EDUCATION; COMMON
TO ALL AREAS; TEACHER-EDUCATOR;
STATE AGENCY PERSONNEL;
OCCUPATIONAL EDUCATION
ADMINISTRATOR; AND LOCAL AGENCY
GUIDANCE PERSONNEL. EACH ABSTRACT
CONTAINS THE TITLE OF MATERIALS,
NAME OF DEVELOPERS, TYPE OF
MATERIAL, FOR STUDENT USE,JARGET
LEVEL OF STUDENT, FOR PROFESSIONAL
USE, TRAINING REQUIRED TO ysE
,MATERIALS, CONSULTING SERVICES,
COPYRIGHTS, COST, ORDERING
INFORMATION, AND THE ABSTRACT. (KB)

VT 101 477
GREGORY, RICHARD Bo
SELF-INSTRUCTIONAL COURSE IN
ELEMENTARY TYPEWRITING II.

MF AVAILABLE IN VT-ERIC SET.
PUE DATE - SEP71 70P.

DESCRIPTORS - *AUTOINSTRUCTIONAL
AIDS; *COMMUNITY COLLEGES;
*TYPEWRITING; *,TYPISTS; *BUSINESS
CORRESPONDENCE; BUSINESS EDUCATION
IDENTIFIRS -.CENTRAL PIEDMONT
COMMUNITY COLLEGE

ABSTRACT - THIS IS A COURSE IN
'ELEMENTARY TYPEWRITING II. IT IS
DESIGNED TO.BE OF A SELF-PACING 4

NATURE--ONE IN WHICH THERE IS NO 1.41J
TIME REQUIREMENT AND'IN WHICH THE
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STUDENT SETS THE PACE AT WHICH HE
WANTS TO PROGRESS. OBJECTIVES,ARE. 41,
ESTABLISHED FOR EACH LESSON AND
SPECIFIC, DETAILED INSTRUCTIONS FOR
EACH PART OF THE-LESSON HAVE BEEN .

WRITTEN. THIS COURSE CONSISTS OF
LESSONS 45-87 OF COLLEGE
TYPEWRITING, 8TH EDITION, BY
LESSENBERRY, WANOUS, AND DUNCAN,
PUBLISHED BY SOUTH-WESTERN
PUBLISH/NG COMPANY. IN ADDItION" TO
THE TEXTBOOK, LABORATORY MATERIALS'
FOR DIVISION I AND 2 MUST ALSO BE
PURCHASED. TOPICS COVERED INCLUDE:
TABULATION AND WORD DIVISION,
BUSINESS LETTERS, AND OUTLINES AND
MANUSCRIPTS. PRODUCTION TESTS AND
THEORY QUIZZES ARE PROVIDED AFTER
EACH UNIT. (KB)

VT 101 487
MASON', EMMETT E.-, ED.
VOCATIONAL TEACHER EDUCATION AT.
CENTRAL MICHIGAN UNIVERSITY. IINNUAL
REPORT. 1973-1974.

CENTRAL MICHIGAN AJNIV., MOUNT
PLEASANT.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 74 65P.

DESCRIPTORS - *PERFORMANCE BASED
TEACHER EDUCATION; *HOME ECONOMICS;
*BUSINESS EDUCATION; *INDUSTRIAL
EDUCATION; *COURSE.OBJECTIVES;
CURRICULUM; TEACHER EDUCATION
CURRICULUM; VOCATIONAL EDUCATION
TEACHERS
IDENTIFIERS - CENTkAL MICHIGAN
UNIVERSITY

ABSTRACT - THE PURPOSE OF THIS
REPORT ON VOCATIONAL TEACHER
EDUCATION AT CENTRAL MICHIGAN
UNIVERSITY IS TO DESCRIBE.
ACTIVITIES ANC? PRESENT INFORMAT/ON
WHICH RELATES TO FUNDING OBTAINED
FROM THE. MICHIGAN STATE DEPARTMENT
OF. EDUCATION. THE MAJOR CONCERN WAS'
THE JDEVELOPMENT OF A COMPETENCY
BASED tURRICULUM.WITH SETS OF
PERFORMANCE OBJECTIVES FOR: HOME
ECONOMICS, BUSINESS.EDUCATION.
STENOGRAPHY, SHORTHAND DICTATION,
SHORTHAND DICTATION AND
TRANSCRIPTION. BEGINNING
TYPEWRITING. INTERMEDIATE
TYPEWRITING, ADVANCE.TYPEWRITING,
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AND INDUSTRIAL EDUCATION. INCLUDED
IN THE DOCUMENT ARE COURSE

O DESCRIPTIONS, PROGRAM GBALS,
PERFORMANCE OBJECTIVES AND A
CHECKLIST OF DUTIES AND TASKS OF A
CONSUMER-HOMEMAKING TEACHER.
(AUTHOR/KB),

VT 101 536
RHETT, NANCY, COMP., AND OTHERS 4
'ABSTRACTS OF EXEMPLARY PROJECTS IN
VOCATIONAL EDUCATION.

BUREAU OF OCCUPATIONAL AND ADULT
EDUCATION (DHEW/OE), WASHINGTDN,
D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - JUN74 )184P.,

DESCRIPTORS - *ABSTRACTS;
*VOCATIONAL EDUCATION; *CAREER
EDUCATION; DEVELOPMENTAL PROGRAMS;
*DEMONSTRATION pROJECTS

ABSTRACT - THE PURPOSE OF THE JUNE
1974 BOOKLET IS TO PROVIDE
INFORMATION ON THE SECOND THREE-

I YEAR ROUND OF EXEMPLARY PROJECTS.
THESE SECOND ROUND PROJECTS ARE
UTILIZING THE SECTION 142 (C)
.FUNDING FOR FISCAL YEARS 19739
1974, AND 1975. THIS BOOKLET
PROVIDES OVERALL BACKGROUND
INFORMATION ON THE VOCATIONAL
EXEMPLARY PROJECTS, AS WELL' AS AN
ABSTRACT OF THE ACTIVITIES BEING
UNDERTAKEN IN EACH INDIVIDUALIZED
PROJECT OF THE SECOND THREETYEAR
ROUND. EACH ABSTRACT CONTAINS;
ADMINISTRATIVE STRUCTURE, PROGRAM
DESIGN, PROGRAM COMPONENTS, UNIQUE
FEATURES, AND SITE INFORMATION.
(KB)

VT 101 581
MINIMUM LEVELS OF 7ECHNICAL
COMPETENCY STANDARDS OF BUSINESS
AND OFFICE EDUCATION PROGRAMS IN
NEBRASKA, JUNE 1, 1973-MAY 31,
1974. FINAL REPORT.

KEARNY STATE COLL., NEBR.
&NEBRASKA STATE DEPT. OF EDUCATION,
"LINCOLN. DIV. OF VOCATIONAL

EDUCATION.; NEBRASKA OCCUPATIONAL
NEEDS RESEARCH COORDINATING UNIT,
LINCOLN.
MF AVAILABLE IN VT-ERIC SET.

PUB DATE - 74 103P.

DESCRIPTORS - *BUSINESS EDUCATION/
*BUSINESS-EDUCATION TEACHERS;
*BUVMESS SKILLS: INSERVICE TEACHER
EDUCATION; TEACHER EDUCATION
C4RRICULUM--

ABSTRACT - A SURVEY OF BUSINESSES.'
TEACHERS, CURRICULUM DEVELOPMENT
CONSULTANTS.-AND EMPLOYEES
DETERMINED THE COMPETENCIES 'WHICH
WERE INTEGRATED /NTO THE BUSINESS,
EDUCATION 'CURRICULUit GUIDES
pRODUCED. GUIDE§ WERE'IMPLEMENTED
ApIR THE FOLL0W/9OG SIX AREAS OF
WSINESS EDUCATION: In ACCOUNTING
AND COMPUTING, 121 OFFICE MACH/NES
AND'GENERAL OFF/CE'CLERICAL, (3)
INFORMATION COMMUNICATION, (4)
STENORAPHIC AND SECRETARIAL, (5)
SUPERVISORY AND MANAGEMENT, AND 161
TYPING AND RELATED. RESEARCH STtLL
NEEDS TO BE DONE'ON TEACHING
METHODS TO TRANSFER THE
COMPETENCIES FROM THE /NSTRUCTOR TO
THE STUDENT. IT WAS RECOMMENDED '

THAT THESE GUIDES BE INCORPORATED
INTO INSERVICE TRAINING FOR
BUSINESS AND OFFICE EDUCATORS AND
BE UPDATED PERIODICALLY W/TH TRENDS
IN .EDUCATION AND INDUSTRY.. .

(AUTHOR/MU)

VT 101 615
PIETERSE, CHARLES
WORLD OF WORK, VOLUME IV,

-

INDUSTRIOLOGY PLANBOOK. FINAL
REPORT.

CONTOOCOOK.VALLEY REGIONAL SCHOOL
DISTRICT, PETERBOROUGH, PIP.H.
BUREAU OF OCCUPATIONAL AND,ADULT
EDUCATION (DHEWOE),.WASHINGTON,
D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - JUN73 210P.

'DESCRIPTORS - *PERFORMANCE
CRITERIA; *LESSON PLANS;
*VOCATIONAL EDUCATION; *INDUSTRIAL
EDUCATION; HOME ECONOMICS
EDUCATION; HEALTH OCCUPATIONS;
BUSINESS,EDUCATION; *DEVELOPMENTAL.
PROGRAMS ,

IDENTIFIERS - NEW HAMPSHIRE; WORLD
OF WORK

150
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ABSTRACT - THIS DOCUME CONSISTS
Of LESSON OUTLINES AND LISTS OF
PERFORMANCE CRITERIA Fog
INDUSTRIAL, HOME ECONOMICS, HEALTH,
AND BUSINESS OCCUPATIONS, AMONG
OTHERS. GRADES 7 AND 8 AS WELL AS
FIRST AND SECOND YEAR VOCATIONAL
GRADES ARE INCLUDED.. NO TABLE OF
CONTENTS IS PROVIDED...1U)

.VT 101 626
TRAINING PLANS FOR COOPERATIVE
OFFICE EDUCATION. A GUIDE.

VIRGINIA STATE DEPT. OF EDUCATION,
RICHMOND. DIV. OF VOCATIONAL
EDUCATION.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - AUG74 196P.

DESCRIPTORS - *OFFICE OCCUPATIONS
EDUCATION; *COOPERATIVE EDUCATION;
*OCCUPATIONAL CLUSTERS; *MIRK
EXPERIENCE PROGRAMS; *TEACHING
GUIDES; JOB SKILLS; COOPERATIVE
PROGRAMS; SECONDARY GRADES
IDENTIFIERS - VIRGINIA .

ABSTRACT - IN 36 INSERVICE
WORKSHOPS, 138 COORDINATORS OF
COOPERATIVE OFFICE EDUCATION IN THE
SECONDARY SCHOOLS OF VIRGINIA
DEVELOPED THIS SET OF TEACHING
GUIDES. TASK INVENTORIES-HAVE BEEN
TRANSLATED INTO COMPETENCY LISTS
WHICH DESCRIBE THE SKILL,
KNOWLEDGEl'AND ATTITUDES NEEDED FOR
ENTRY AND ADVANCEMENT INTO VARIOUS
OFFICE JOBS. FROM THESE, THE
WORKSHOP PARTICIPANTS HAVE .

DEVELOPED MODEL TRAINING GUIDES FOR
15 JOB TITLES WHICH INCLUDE 90
PERC 4NT OF ALL THE JOBS THAT
COOK ATIVE OFFICE EDUCATION
STUDER S HELD DURING THE PRECEEDING
5 YEARS. EACH STUDENT ENTERS ONE OF
THE FOLLOWING SIX OCCUPATIONAL
CLUSTERS FOR BLOCK PROGRAMS nF
GLASSWORK: (1) STENOGRAPHIC, (2)
TYPEWRITING. (3) FILING, (4)
CLERICAL ACCOUNTING, (5) DATA
PROCESSING, AND (6) OFFICE _

DUPLICATION. THE STUDENT TRAINING
GUIDE IS KEYED TO THE REQUIREMENT
OF THE JOB AND ITS PROMOTION . .

POTENTIAL. A TRAINING SPONSOR AT
THE PLACE OF EMPLOYMENT WORKS WITH
THE COORDINATOR IN DEVELOPING AND
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E44UTING THE TRAINING PLAN;Alt
APPENDIX TO THE GUIDE CONTAINS A Aft
SAMPLE PLAN IN A 3-COUUMN FORMAT OF1I,
EXPERIENCE NEEDED, ON THE JOB
EVALUATION, AND INDIVIDUAL RELATED
INSTRUCTION, AS WELL AS MODEL
TRAINING GU/DES FOR_THE 15 JOB
TITLES, SAMPLE TRAINING AGREEMENTS,
ANOA MODEL PLAN FOR EAC
OCCUPATIONAL CLUSTER. ( THOR/NU)

VT 101 660
INTERDISCIPLINARY SUPPç1RT CLASSES.
FINAL REPORT.

BANKS HIGH SCHOOL DISTRICT 13,
OREG.
OREGON STkTE DEPT. OF EDUCATION,
SALEM. DIV. OF COMMUNITY COLLEGES
AND VOCATIONAL EDUCATION.
MF AVAILABLE IN VTERIC SET.
PUB DATE JUN74 14P.

DESCRIPTORS - *INTERDISCIPLINARY
APPROACH; *CAREER EDUCATION;
*BUSINESS ENGLISH; *PRACTICAL
MATHEMATICS; *CLUSTER GROUPING;
tCOURSE CONTENT; HIGH SCHOOL
STUDENTS
IDENTIFIERS - BANKS HIGH SCHOOL;
OREGON

ABSTRACT - THE INTERDISCIPLINARY
SUPPORT CLASSES_PROJECT WAS.STARTEDr.
AT BANKS HIGH SCHOOL, OREGON, TO
PROV/DE CAREER CLUSTERS /N THE

...ENGLISH AND MAT4NA1ICS
DEPARTMENTS..TO DEVELOP CROSS--
CLUSTER UNITS AND SUPPORT
MATERIALS, AND TO REARRANGE CLASSES
FOR MORE EFFICIENT STAFF
.UTILIZATION THROUGH
INTERDISCIPLINARY APPROACRES. TWO
DIRECT SUPPORT COURSES WERE
DEVELOPED IN CAREER. ENGLISH AND
CAREER MATH, WHICH ARE DESCRIBED IN
THE REPORT. PROJECT PROCEDURES AND
OUTCOMES ARE PRESENTED, AND
CONTINUATION AND EXPANSION OF THE
PROGRAM IS RECOMMENDS°. (MF)

VT 101 756
BUSINESS AND OFFItE OCCUPATIONS
FOLLOW-UP.

AUBURN UNIV., ALA. OCCUPATIONAL
RESEARCH AND*DEVELOPMENT UNIT.
ALABAMA STATE DEPT. OF EDUCATION.



BUSINESS AND OFFICE

MONTGOMERY. DIV. OF' VOCATIONAL
AlkEDUCATION.
ISIMFAVAILABLE IN VTERIC SET.

R/D-19
PUB DATE AUG74 85P.

DESCRIPTORS *SCHOOL SURVEYS;
*GRADUATE SURVEYS; *OCCUPATIONAL
SURVEYS; *VOCATIONAL FOLLOWUP;
*OFFICE OCCUPATIONS EDUCATION;
TABLES (DATA); JOB PLACEMENT
IDENTIFIERS ALABAMA

ABSTRACT THIS REPORT RELATES
FINDINGS OF SURVEY INSTRUMENTS
MAILED TO THE 1971-72 BUSINESS
OFFICE AND OCCUPATIONS EDUCATION
TERM/NEES'FROM THE SECONDARY SCHOOL
VOCATIONAL PROGRAM IN ALABAMA.
INFORMATION RELATING TO THE
BUSINESS AND OFFICE EDLWATION
VOCATIONAL PROGRAM INCLUDED THE
INFLUENCES ON THE STUDENTS OF
COURSE WORK AND INDIVIDUALS; THE
TERMINEESo OPINION OF. THE PROGRAm
TEACHER JOB PREPARATION, SCHOOL

Am'FACILITIES AND COOPERATIVE
"PROGRAMS; THE CURRENT EMPLOYMENT

STATUS'AND SALARY; AND INFORMATION
ON THE CONTINUING EDUCATION AND JOB
iLACEKENT SERVICE MADE USE OF. A
TOTAL OF 35 TABLES PRESENT THE
DATA. 40 SUMMARY, CONCUAIONS,4
RECOMmENDATIONS ARE MADE. AN
APPENDIX CONTAINS TABLES LISTING
,JOB TITLES, AS THE TERMINEES
REPOUED THEM, OF FIRST JOBS AND
PRESENT JOBS. (AUTHOR/MU)

VT 101 766
SIGGINS, DENNIS
RECOMMENDATIONS FOR THE OPERATMON
OF A MOBILE BUSINESS EDUCATION
INSTRUCTIONAL MATERIALS RESOURCE
CENTER.

MP AVAILABLE 0 VTERIC SET.
PUB DATE SEP14 142P.; M.A.
THESIS, CALIFORINIA STATE UNIV., LOS
ANGELES.

DESCRIPTORS *MOBILE LABORATORIES; I
11*BUSINESS EDUCATION; *RESOURCE

CENTERS; *USE STUDIES; *INFORMATION
DISSEMINATION; RESOURCE MATERIALS;
INFORMATION.UTILIZATION; MASTERS
THESES 152
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ABSTRACT TO DETERMINE PROCEDURES
AND TO MAKE RECOMMENDATIONS 'FOR
IMPROVING THE OPERATION OF A NOBILE
LABORATORY USED FOR DISSEMINATION
OF NONCOMMERCIALLY PREPARED
RESOURCE MATERIALS, QUEST/ONNAIRES
WERE SENT TO 400 TEACHERS WHO HAD
USED THE LABORATORY. FINDINGS
SHOWED THAT TEACHERS USED OFTENEST
THE MATERIALS IN TYPEWRITING,
BOOKKEEPING, DISTRIBUTIVE
EDUCATION,. JOB A4POLICATIONS, AND
MAKING CH4NGE: AND THAT THE
MATERIALSWERE USED AS A RESOURCE'
INFORMATION, IN INDIVIDUALIZED
INSTRUCTION..THE AVERAGE T/ME SPENT
IN THE LABORATORY WAS 57 MINUTES
PER TEACHER. TEACHERS SAID'THAT
THEY DES/RFD ONE WEEK OR MORE OF
NOTIFICATION BEFORE THE ARRIVAL OF
THE LABORATORY. CONCLUSIONS BASED
ON FINDINGS WERE.THAT THE MOBILE
LABORATORY WAS AN ORGANIZED. AND
EFFECTIVE PROGRAM OVERWHELMINGLY
ACCEPTED BY EDUCATORA.
RECOMMENDATIONS WEROTO CONTINUE
THE OPERATION; TO SCHEDULE THE
LABORATORY IN INDIVIDUAL SCHOOLS,
IF POSSIBLE AT TWO SCHOOLS PER DAY,
AND TO ADD A VARIETY OF MULTIMEDIA
INCLUDING SLIDES, TAPES,
FILMSTRIPS, AND TRANSPARENCIES.
(AUTHOR/MU)

VT 101 771
FULLER, ROBERT W., AND OTHERS
FIELD TEST REPORT'OF A CAREER
ORIENTED, PEERINSTRUCTIONAL MODEL
IN THE OFFICE CLUSTER OF BUSINESS
OCCUPATIONS AT THE CLOVIS ADULT
SCHOOL OF BUSINESS.

CLOVIS UNIFIED SCHOOL DISTRICT,
CALIF.
MF AVAILABLE IN VTERIC SET:
PUB DATE ND .95P.

DESCRIPTORS *PROGRAM EVALUATION;
*INDIVIDUALIZED PROGRAMS; *ON THE
JOB TRAINING; *ADULT VOCATIONAL
EDUCATION; *OFFICE OCCUFATIONS
EDUCATION
IDENTIFIERS CLOVIS ADULT SCHOOL
OF BUSINESS; CALIFORNIA'

ABSTRACT TO FIELD TEST AN
INDIVIDUALIZED INSTRUCTIONAL
pROGRAM WHICH WAS USED AT THE
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CLOVIS ADUP SCHOOL OF BUSINESS IN
CALIFORNIA AND HAD BEEN DESIGNED BY
THE HUMAN RESOURCESdpESEARCH
ORGANIZATION (HUMRRO), AN
EVALUATION ISIF THE PROGRAM EXAMINED
TEACHING MATERIALS, STUDENT WORK,
TEACHER ATTITUDES, STUDENT
ATTITUDES, ENROLLMENT, AND
PLACEMENT. THE PROGRAM WAS NOT OF A
SPECIFIC VOCATION BUT DESIGNATED A
TRAINING ACTIVITY WHICH COULD BE
CARRIED OUT AT THE JOB STATION.
HUMRRO MATERIAL CONTAINED BOTH TEST
CHECKLISTS AND A PEER INSTRUCTOR'S
GUIDE. NO CONTROL GROUP WAS
AVAILABLE FOR COMPARISONS OF
PROGRAM EFFECTIVENESS BIOT FR(I'm THE
POSITIVE ATTITUDES OF STUDENTS,
BUSINESS PEOPLE AND EDUCATORS, IT
WAS FELT THAT A COMBINATION OF JOB
STATIONSAJTILIZING PEER INSTRUCTORS
WAS A MORE EFFECTIVE APPROACH THAN
TRYING TO RELATE ALL SKILL TRAINING
TO A SPECIFIC JOB TRAINING STATION.
SAMPLES.OF THE COMPETENCY MODELS OF
THE PROGRAM AIRE:APPENDED.
(AUTHOR/MU)

VT 101.T791
SELF-INSTRUCTIONAL COURSE IN
BEGINNINt TYPEWRITER. .

LENOIR COMMUNITY COLL., KINGSTON,
N.C.
DOCUMENT NOT AVAILABLE IN VT-ERIC
SET.
PUB DATE - ND 105P.;
RELATED DOCUMENT SEE VT 101 477,
VOLUME 89 NUMBER 2.

DESCRIPTORS - *TYPEWRITING;
*TYPISTS; *OFFICE OCCUPATIONS
EVOCATION; *AUTOINSTRUCTIONAL AIDS;
COURSE CONTENT

ABSTRACT - INTENDED FOR USE WITH
TEXTBOOK AND TAPES, THIS BEGINNING
COURSE IN TYPEWRITING IS DESIGNED
FOR STUDENTS TO USE or-ii SELF-
INSTRUCTIONAL COURSE WITH THE
STUDENT SETTING THE PACE. LESSONS
ONE THROUGH 50 COVEW THE TOPICS
BEGINNING WITH LEARNING THE LETTER
KEYS, ACHIEVING TYPEWRITING EASE,
AND LEARNING TO TYPE SYMBOLS AND
FRACTIONS, TO THE PLACEMENT OF
MEMOS AND POST CARDS, TABULATION,
WORD DIVISION, REPORTS, AND

5 3

BUSINESS LETitS. THE DOCUMENT
WHICH PRESEN LESSONS 45 THROUGH
87 IS AVAILABLE AS VT 101 477 IN
AIM/ARM VOL. 89 NO. 2. (MU)

VT 101 801
PROJECT REAL: RELEVANT EDUCATION,
ACTIVITY CENTERED LEARNING.
EXPLORING THE WORLD OF CAREERS,
GRADES 7 & 8s SUPPLEMENT TO
TEACHERS' GUIDE; INSTRUCTIONAL
UNITS.

NEWPORT INDEPENDENT SCHOOL
DISTRICT, KY.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 24P.

DESCRIPTORS - *ACTIVITY UNITS;
*CAREERS; *GRADE 7; *GRADE 8;
TEACHING GUIDES
IDENTIFIERS - PROJECT REAL;
NEWPORT; KENTUCKY

ABSTRACT - THIS TEACHERS' GUIDE
SUPPLEMENT PRESENTS SUBJECT AREA
UNIIS IN SEVEN OCCUPATIONAL
CLUSTERS: COMMUNICATIONS AND MEDIA
OCCUPATIONS - ENGLISH;
TRANSPORTATION - IAL STUDIES;

;6
BUSINESS AND OFFI CCUPATIONS -
ENGLISH (BUSINESS TERS); FINE
ARTS,ANO HUMANITIES - ENGLISH;
CONSUMER AND HOMEMAKING:RELATED
OCCUPATIONS ..; HOME ECONOMICS;
HOSPITALITY AND RECREATION
OCCUPATIONS - LANGUAGE ARTS; HEALTH
OCCUPATIONS - HEALTH ILLUSTRATIONS
(ART); AND AGRIBUSINESS AND NATURAL
RESOURCES 7 SCIENCE. EACH UNIT
INCLUDES AIM, CONCEPTS, BEHAVIORAL
OBJECTIVES, ACTIVITIES AND
MATERIALS, EVALUATION, SUGGESTED
RESOURCE PEOPLE AND FIELD TR/PS,
AND BIBLIOGRAPHY. (MF)

VT 101 804 '

BUSINESS DATA PROCESSING. A
TEACHER'S GUIDE.

VIRG/NIA STATE DEPT.-OF EDUCATION,
RICHMOND. DIV. OF VOCATIONAL
EDUCATION.
KF AVAILABLE IN VT-ERIC SET.
PUB DATE - SEP74 196P.

DESCRIPTORS - *ELECTRONIC, DATA
PROCESSIuG; *BUSINESS EDUCATION;
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*COMPUTER ORIENTED PROGRAMS;
PROGRAMING LANGUAGES; INPUT OUTPUT
DEVICES; *STATE CURRICULUM GUIDES;
ECONDARY GRADES; *TEACHING GUIDES

IDENTIFIERS - *VIRGIN/A

ABSTRACT THIS CURRICU1UM GUIDE
HAS BEEN PREPARED TO SERVE AS AN
AID TO BUSINESS TEACHERS IN
VIRGINIA IN PLANNING, EXECUTING,
AND EVALUATING THE TEACHING AND
LEARNING PROCESSES IN BUSINESS DATA
.PROCESSING. BECAUSE DATA PROCESSING
PROGRAMS VARY WIDELY AMONG HIGH
SCHOOLS, EVERY EFFORT HAS BEEN MADE
TO PRODUCE A COURSE OF STUDY WHICH
COULD BE ADAPTED TO AS MANY AS:
POSSIBLE. FOR THOSE SCHOOLS
OFFERING COURSES USING UNIT RECORD
EQUIPMENT THERE IS A DETAILED
SECTION COVERING ALL ASPECTS OF
WIRING AND OPERATION.'FOR THOSE
USING COMPUTERS"?' TW6-SECTIONS
OUTLINE THE PROGRAMMING LANGUAGES
OF COBOL (COMMON BUSINESS ORIENTED
LANGUAGE) AND RPG (REPORT PROGRAA
GENERATOR). IN ADDITION TO THE

41OUTLINES,
NARRATIVE EXPLANATIONS

AND PROBLEM EXERCISES ARE '

PRESENTED. (AUTHOR/ME)

VT 101 811
BOWLING GREEN CAREER EDUCATION
MANUAL FOR TEACHERS, COUNSELORS,AND
ADMINISTRAT04.

BOWLING GREEN INDEPENDENT SCHOOL
DISTRICT,'KY.
KENTUCKY STATE DEPT. OF EDUCATION,
FRANKFORT. BUREAU OF VOCATIONAL
EDUCATION.
MF AVAILABLE /N VT-ERIC SET.
OUB DATE - 74 109P.

DESCRIPTORS - *MANUALS; *CAREER
EDUCATION; *PROGRAM DEVELOPMENT;
*EDUCATIONAL PROGRAMS; TEACHING
GUIDES; ADMINISTRATOR GUIPESU
COUNSELOR FUNCTIONS; *RESOURCE
UNITS
IDENTIFIERS - *BOWL/NG GREEN;
KENTUCKY

I ABSTRACi - THE SUBSTANCE OF THrs
MANUAL CENTERS ON THE DESIGN,
DEVELOPMENT, AND /MPLEMENTATION OF
CAREER EDUCATION INTO THE
EDUCATIONAL PROGRAMS OF BOWLING

GREEN, KENTUCKY. IT IS BASEWON THE
EFFORTS AND EXPERIENCES OF THE
BOWLING GREEN STAFF THROUGH A
THREE-YEAR DEVELOPMENTAL PROCESS
INVOLVING EVERY TEACHERi GUIDANCE
COUNSEL6R, AND ADMINISTRATOR.
gECTIONS INCLUDE CAREER EDUCATION
ELEMENTS, ORGANIZATION, JCS
CLUSTERS, UNIT WRITING, ELEMENTARY
LEVEL, JUNIOR HIGH UNITS, AND HIGH
SCHOOL ACADEMIC PROGRAM. THE
APPENDIX CONTAINS SURVEY FORMS,
HIGH SCHOOL PROGRAMS OF STUDY, AND.
BIBLIOGRAPHY. (MF)

VT 101 819
CATALOG OF COURSES.
POLICIES AND PROCEDURES. AN L
suRve* OF TRAINING NEEDS. / HOUSE,
INTERAGENCY AND NOW-GOVERNMENT
COURSES.

BUREAU OF RECLAMATION (DEPT. OF
INTERIOR), DENVER, COLO.
ENGINEERING AND RESEARCH CENTER.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - JAN73.,4 66P.

DESCRIPTORS - *JOB TRAINING;
*GOVERNMENT. EMPLOYEES; FEDERAL
GOVERNMENT; *COURSE DESCRIPYIONS;
CATALOGS; *INSERVICE PROGRAMS; *OFF
THE JOB TRAINING; EXTENSION
EDUCATION; PERSONNEL POLICY

ABSTRACT - THE.GOVERNMENT EMPLOYEES
TRAINING ACT PROVIDES FOR
GOVERNMENT-PAID, OR GOVERNMENT
TIME, TRAINING FOR FEDERAL
EMPLOYEES -- INSERVICEt
INTERAGENCY, DR NON-GOVERINMENT.
THIS DOCUMENT DESCRIBES THE TYPE OF
TRAINING AVAILABLE FOR EMPLOYEES OF
THE ENGINEERING AND RESEARCH CENTER
OF THE BUREAU OF RECLAMATION AT-
DENVER. SECTION I PRESENTS THE
TRAINING ACTIVITIES GARDE A D
TRAINING POLICIES AND PROC DURES.
SECTION II GIVES,MANAGEME
PROCEDURES FOR CONDUCTING THE 1973
ANNUAL SURVEY OF TRAINING NEEDS.
ENROLLMENT PROCEDURES AND TRAINING
RECORD ARE IN SECTION III. SECTIONS
IV AND V SUPPLY COURSE INFORMATIOPU
IN NINE CATEGORIES: SUPERVISORY--AND
MANAGEMENT; TECHNICALSCIENTIFIC,
AND PROFESSIONAL; COMMUNICATION
SKILLS; CLERICAL AND OFFICE; TRADES
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AND CRAFTS; SAFETY MANAGEMENT;
FIRST AID, LIFESAVING, ETC.;
ORIENTATION; AND OTHER. MOST OF THE
TRAINING PARTICIPATED IN BY
EMPLOYEES OF THF DENVER CENTER FALL.
INTO THE FIRST THREE CATEGORIES.
(MF)

VT 101 824
WAHONICK, RONALD, AND OTHERS
AN ANALYSIS OF THE PERSONAL
MANAGING OCCUPATION. (PERSONNEL
MANAGER)

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAB. (TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION (MEW),
WASHINGTON. D.C.
Af VAILABLE IN VTERIC SET. *

ATE ND 288P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 101 823 AND VT 101 825 THRU 874.

DESCRIPTORS *TASK ANALYSIS;
*PERSONNEL MANAGEMENT; *PERSONNEL
DIRECTORS; *JOB SKILLS;
*OCCUPATIONAL INFORMATIONeTASK
PERFORMANCE; EQUIPMENT UTILIZATION'

ABSTRACT THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE I. 1973 TO DECEMBER 30, 1974

41t
TO TRAIN VOCAT ON L TEACHERS IN THE
TECHNIQUES OF, NG A
COMPREHENSIVE DC UPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT.
PROCEDURAL KNOWLEDGE, SAFETY
KNOWLEDGE. MATHEMATICS SKILLS, AND
SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A BASIS FOR
GENERATING INSTRUCTIONAL MATERIALS.
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES. CRITERION
MEASURES. AND SUPPORTING SKILLS IN
-THE ACADEMIC AREAS. THIS VOLUME
DESCRIBES THE DUTIES PERFORMED BY A
PERSONNEL MANAGER IN INDUSTRY. THE
NATURE OF PERSONNEL WORK DIFFERS
WIDELY WITH THE SIZE AND NEEDS OF
,INDIVIDUAL COMPANIES. SO TASKS
INCLUDED ARE THOSE THOUGHT TO BE
COMMON TO MOST 000MPANIES., 155.:.

BUSINESS AND OFFICE

(AUTHOR/MF)

VT 101 828
DIPLACIDO, PAT E., AND OTHERS
AN ANALYSIS OF THE SMALL BUSINESS
MANAGING OCCUPATION.

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAB. (TRAOE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION WHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VTERIC sty.
PUB DATE ND 238P.; SEE
RELATED DOCUMENTS IN TNIS ISSUE AS
VT 101 823 THRU VT 101 827 AND VT
101 829 THRU VT 101 874.

DESCRIPTORS' *TASK ANALYSIS;
MANAGERIAL OCCUPATIONS; *BUSINESS
ADMINISTRATION; *JOB SKILLS;
*OCCUPATIONAL-INFORMATION; TASK
PFRFORMANCEitEQUIPMENT UTILIZAVON
IDENTIFIERS *ENTREPRENEURS

ABSTRACT THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED:FROM .,.

JUNE 1, 1973 TO DECEMBER 30, 1974.41r
TO TRAIN VOCATIONAL TEACHERS IN'THEIOV-
TECHNIQUES OF MAKING A ' :. .- '., . A
COMPREHENSIVE.00CUPATIONAL'. 44 -:',': ,
-ANALYSIS. EACH ANALYSIS INCLUDE?. A:- r
STATEMENT OF THE VARIOUS TASKS.
PERFORMED IN AN OCCUPATIONfilITH-
THE APPROPRIATE ITEMS IDENTIEIED

. FOR EACH TASK: TOOLS AND EQUIPMENT.'.:. 4

PROODURAL KNOWLEDGE. SAFETY '.::,. '-...._ii,

KNOWLEDGE. MATHEMATICS SKILLWAND
.4CIENCE AND COMMUNICATION,NEEDED:,
'tlIR SUCCESSFUL PERFORMANCC. THE .'.

'ANALYSIS DATA PROVIDED A SAO; FOR
GENERATING INSTRUCTIONAL.MATERTIO,

.."'''i

COURSE OUTLINES. :STUDENT"'-
PERFORMANCE OBJECTIVES, CRITiiJON 4
MEASURES.,4AND" SUPPORTINEVSKILAS. IN
THE ACADEMIC AREAS. THE DUTIES OF-*';,
SMALL BUSINESS MANAGER. WHO rs .,

RESPONSIBLE FOR THOOPERATION OF AN

DUTIES WOULD BE OR DOMI4ANTLY-'. -,-.

INDIVIDUALLY OWNEDSMALL OUS/ESS
ARE DESCRIBED IN. IS:VOLUME.i

M.

SUPERVISION AND MANAGEMENT,
-''

DEPENDING ON THE sixviil RAIuhE of
THE BUSINESS. (AUTHOR/Mt .o-

-t, '. e ,

VT 101 829
ABELL, GEORGE H. t .AND(OTHERS
AN ANALYSIS OF THE TERMINAL'
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C LERKING OCCUP AT ION

OHIO STATE UNIV9 COLUMBUS
INSTRUCT TONAL MATERIALS LAB (TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION IDHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 180P .;SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 101 823 THRU VT 101 826 AND VT
101 830 THRU VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*CLERICAL OCCUPATIONS;.
TRANSPORTATION; *SERVICE VEHICLES;
DELIVERY SYSTEMS; *JOB SKILLS;
*OCCUPATIONAL INFORMATION; TASK
PERFORMANCE; EQUIPMENT'. uTILIZATAON
IDENTIFIERS - *TRUC9NG" imousVity

eV

ABSTRACT - THE OCCUPATIONAII..
ANALYSIS PROJECT WAS coi4pOt Teti 'gam

:4
4
Ulf 1 1973 TO DECEMBER' 30, i1974

-..-;,-.'''ci9:11-TRAIN VOCATIONAL EACHERS' IN THE
*-1ECHNIQUES OF MAKING A

siccivaliEHENSIVt OCcUP.MICINAL
.ANAXYSIS. EACH ow. z No,uoEs .A
''STATEMENT OF THe'..VARIOUS4' TASKS

-v'i'PE.RiORMED IN AN -OCCUPAT AI.ION,IIH
TPiE APPROPRIATE1TkM$ IDENTIFIED
FOR EACH 'TASK: "Tootsti) -AND EQI)IPMENTt..-

7 PROCEDURAL KNOWLEDGEle SAFELY r
KNOWLEDGE 4:MATHAAT ICS SKTPS, AND,.
SCIENCE ANRi.COMMUNItATION NEEDED

eic .,,FOR spccEsspuL.PERF.ORHANCE. THE*
411004(0, NALYSIS. DATA '.INIOVIDED:. A liSSIS _FOR

GENERATI NG I TRUCTIOtIAL.. MATERIALS,
,COURSE OUT ,Np.S 9 ..SiTOOCT
PERFORMApICE CIBJEC-T,IVWS', 1tRITERION

At)Ift.UPPORT/N SKILLS /41e
THE-ACADEMIC" AREAS. .THEI2CLERIXAL.
4FUNCTION DESCRIQED THISOATLUME
IS.!-THAT OF- TeERMIN.AL:.CLERK- IN Al'
MOTOR FREIGHT TERMINAL. A LT:HouG H

DIFFER, 11HE
BASIC'FUNCTIONS OF ftECORDKEEPIO,.

.

-0 ISPATCHFIG,'. TACINGw. CASHIERING,
;BILLI*4.AND=CUSTOMER SERVICE- ARE *4!'

FOUNDAIV".' L 'AREAS OF, THEr4
RANSaRtqION t INDUIT-ItY.

:1AUfHOR'4040.1

Vii..10/ .835
JOSEp,H 'E., JR

AN ANALYSIS OF THE BILLING. 'AND
BOOKKEEPVIG. MACHINE ":0PERKING
,OCCUPATIA.

147
0

OHIO STATE UNIV., COLUMBUS.,
I NSTRUCT I ONAL MATERIALS LAB I TRADE
AND INDUSTRIAL E(UCATION).
OFFICE OF ED(JCATION IDHEle),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC 'SET.
PUB DATE - ND 214P.; SEE
RELATED' DOCUMENTS IN THIS ISSUE AS
VT 101 823 THRU VT 101 834 AND VT
101 836 THRU VT 101 874.

'
7 ,

DESCRIPTORS *TASK ANALYSM;
*OFFICE MACHINES;"BOOKKEEPING; *JOB
SKILLS; *OCCUPATIONAL INFORMATION;
TASK PERFORMANCE; EQUIPMENT
UTILIZATION

ABSTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TEVINIQUES OF MAKING A

,COMPREHENSIVE OCCUPATIONAL
'ANALVSI-S. EACH ANALYSIS INCLUDES A

,4-TATEMENT OF THE VARIOUS TASKS
'PERFORMED IN-AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOILEACH TASK: TOOLS AND EQUIPMENT,
"PRO-MURAL KNOWLEDGE, SAFETY
KNALEDGE, ilIATHEMATICS SKILLS°, AND
'SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PE RMANCE. THE
ANALYSIg DATA PR VI ED A BASIS FOR
GENERATING6 INSTR CT ONAL MATERIALS,
COURSE OUUINES, S UDENT

'PERFORMANCE OBJECTIVES, CRITERION
MEAVRES,' 'AND SUPPORTING SKILLS IN
THE ACADEMIC4-'AREAS. TASKS RELATED
TO THE OPERATION OF THE BOOKKEEPING
-MACHDIE,ARE DESCRIBED IN THIS
VOLUME, AS 9S,UCH MACHINES RANGE FROM

I 141) L, E , MECHANICAL MODELS TO HIGHLY
',SOPHISTICATED ELECTRONIC SYSTEMS,
THE ANALYSIS. IS WRITTEN IN GENERAL
TERMS TO SERVE AS A STARTING POINT
FOFI DIFFERENT SCHOOL PROGRAMS.
(AUTHOR/MF )

-

VT'.141 836
ItRAVNr, EVRIS, AND OTHERS
AN ANALYSIS OF THE DATA PROCESSING

OCalt'ATION
,.-

pHiO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAB. (TRADE
AND INDilSTRIAL EDUCATION).
OFF-ICE :Ot EDUCATION COHEN),

156 r
t.
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*WAS NGTON, D.C.
MF AIAILABLE IN VT-ERIC SET.
PUS DATE - ND 198P.; SEE
RE ATED DOCUMENTS IN THIS ISSUE AS
VT 101 823 THRU VT 101 835 AND VT
10 837 THRU VT 101 874.

/

DESCRIPTORS - *TASK ANALYSIS; *DATA
i PROCESSING OCCUPATIONS; *JOB
SKILLS; *OCCUPATIONAL INFORMATION;
TASK PERFORMANCE; EQUIPMENT
UTILIZATION

ABSTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED'IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROIEDURAL KNOWLEDGE, SAFETY
KNOW EDGE, MATHEMATICS SKILLS, AND -'
SIEtCE AND COMMUNICATION NEEDED
Fdh SUCCESSFUL PERFORMANCE. THE
'ANALYSIS DATA PROVIDED A BASIS.FOR
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES, CRITERION
MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC AREAS. THIS VOLUME
PRESENTS TASK STATEMENTS FOR ENTRY
LEVELJWSITIONS IN THE_FIELD OF
BUSINESS DATA PROCESSING.
(AUTHOR/MF)

VT 101 837
HARNISH, RONALD, AND OTHERS
AN ANALYSIS OF THE BOOKKEEPING
OCCUPATION.

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAB. (TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION (DHEW),
WK
ME
PUB
.REL
VT

INGTON, D.C.
VAILABLE IN VT-ERIC SET.
DATE - ND 154P.; SEE
TED DOCUMENTS IN THIS ISSUE AS,
01 823 THRU VT 101 836 AND VT

101 838 THRO VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*BOOKKEEPING; *ACCOUNTING; *JOB
SKILLS; *OCCUPATIONAL INFORMATION;
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TASK PERFORMANCE; EQUIPMENT
UTILIZATION

ABSTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROMIIII
JUNE 1, 1973 TO DECEMaER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
kNALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROCEDURAL KNOWLEDGE, SAFETY
KNOWLEDGE, MATHEMATICS SKILLS, AND'
SCIENCE AND COMMUNICATICN NEEDED

t FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A BASIS FOR
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVE&, CRITERION
MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC'AREAS. DUTIES RANGING
FROMPREPARING A PAYROLL TO
ASSISTING IN PREPARATION OF
FINANCIAL STATEMENTS ARE INCLUDED
INJHIS VOLUME ANALYZING THE

.-.BOOKKEEPING OCCUPATION. lAUTHORMF.
r.

VA,101/B62 .:-.
HOSKINSONJH4RENi-THOMPSON, 'DORRIS
R. --.p;;;;:7,..
AWANA00iF THE-ADMINISTRATIVE
A.SSTS0140)0CMPATION.'

OHIO STAIE-UNIV., COLUMBUS.
INSTRUCTIONAL MA T ERIALS LAB..
AND INDUSTRIAL ED ATION).
OFFICE OF EDUCATI (DMEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE- ND 128P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 101 82,3 THRU VT 101 861 AND VT
101 863 THRU VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*OFFICE MANAGEMENT; ADMINISTRATIVE
PERSONNEL; CtERICAL OCCUPATIONS;
*JOB SKILLS;'*OCCUPATIONAL'
INFORMATION; TA,SK PER MANCE;
EQUIPMENT UTIO/ATION

,
6,

ABSTRACT - THEOCCUPATIONAL
ANALYSIS PROJECT WA& CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE.

4A

i

(TRADE



BUSINESS AND-OFFICE 149

TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A

-.STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROCEDURAL KNOWLEDGE, SAFETY
KNOWLEDGE, MATHEMATICS SKILLS, AND
SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYS/S DATA PROVIDED A BASIS FOR
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES, CRITERION
MEASURES, AND SUPPORTING SKILLS IN4
THE ACADEMIC AREAS. THIS VOLUME
ANALYZES THE ADMINISTRATIVE

1

ASS/STANT OCCUPATION, THE DUTIES OF
WHICH RANGE FROM CLERICAL TO
SUPERVISORY. AS THE TITLE IS
AMBIGUOUS, THIS ANALYSIS VIEWS THE
JOB AS AIDING THE EXECUTIVE IN
OFFICE FUNCTIONS. (AUTHOR/MF)

VT 101 864
RIDENER, NORMA A., AND OTHERS
AN ANALYSIS OF THE MEDICAL RECORDS

411CLERKING OCCUPATION.
=.,.

OHIO STATE UNIV., COLUMBUS..
INSTRUCTIONAL MATERIALS LAB. (TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATibiN (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 218P.; SEE
RELATED DOCUMENTS IN THIS ISSLE AS
VT 101823 THRU VT 101 863.AND VT-
101 865 THRU VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*MEDICAL RECORD TECHNICIANS; *JOB
SKILLS; *OCCUPATIONAL INFORMATION;
TASK PERFORMANCE; EQUIPMENT
UTILIZATION

AESTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TECHNIQUES OF MAKING.A
COMPREHENSIVE OCCUPATIONAL

SANALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
_FOR EACH TASK: TOOLS AND EQUIPMENT,
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PROCEDURAL KNOWLEDGE, SAFETY
KNO-WLEDGE, MATHEMATICS SKILLS, AND
SCLENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A BASIS FOR.
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES, CRITERION
MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC AREAS. TASKS OF A
MEDICAL RECORDS CLERK ARE ANALYZED
IN THIS VOLUME. AS THESE TASKS VARY
ACCORDING TO THE TYPE OF
EMPLOYMENT, TASK STATEMENTS WERE
GENERALIZED TO FIT A WIDE RANGE OF
MEDICAL FACILITIES. (AUTHOR/ME)

VT 101 865
PEAL, SHARYN; ROSE, VIRGINIA
AN ANALYSIS OF THE PAYROLL CLERKING
OCCUPATION.

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONALAATERIALS LAB.,(TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION (OHEN),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE .T 'ND -272P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 101 823 THRU VT 101 864 AND VT
101 866 THRU VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*PAYROLL RECORDS; *CLERICAL
WORKERS; *JOB SKILLS; *OCCUPATIONAL
INFORMATION; TASK PERFORMANCE;
EQUIPMENT UTILIZATION

ABSTRACT THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROCEDURAL KNOWLEDGE, SAFETY
KNOWLEDGE, MATHEMATICS SKILLS, AND
SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A BASIS FOR
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES, CRITERION
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MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC AREAS. IN THIS VOLUME
DUTIES OF A PAYROLL CLERK ARE
ANALYZED. TASK ANALYSIS IS RASED ON
PAYROLL TASKS DONE BY THE MANUAL
METHOD RATHER THAN BY COMPUTER.
(AUTHOR/MF)

Iri 101 866
MURPHY, JUDY K., AND OTHERS
AN ANALYSIS OF THE SECONDARY SCHOOC
CLERICAL AIDE OCCUPATION.

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAB. (TRADE
AND INDUSTRIAL EDUCATION).
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-ERIC SET.
PUB DATE - ND 196P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 101 823 THRU VT 101 865 AND VT
201 867 THRU VT 101 874.

DES6RIPTOWS - *TASK ANALYSIS;
*TEACHER AIDES; *SCHOOL AIDES;
SECONDARY SCHOOLS; CLERICAL
WORKERS; *JOB SKILLS; *OCCUPATIONAL
INFORMATION; TASK PERFORMANCE;
EQUIPMENT UTILIZATION

ABSTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30, 1974
TO TRAIN VOCATIONAL TEACHERS IN THE
TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A,
STATEMENT OF THE VARIOUS TASKS-
PERFORMED IN AN OCCUPATION, WITH
TAE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROCEDURAL KNOWLEDGE, SAFETY
KNOWI4DGE, MATHEMATICS SKILLS, AND
SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A bASIS FOR
GENERATING INSTRUCTIONAL MATERIALS,
COURSE OUTLINES, STUDENT
PERFORMANCE OBJECTIVES, CRITERION
MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC AREAS. THIS.VOLUME
ANALYZES THE TASKS OF THE SECONDARY
CLERICAL TEACHER'S AIDE, WHO MAY
PERFORM A VARIETY OF CLERICAL
DUTIES IN VARIOUS SCHOOL
DEPARTMENTS AND dEFICES AS WELL AS
ASSIST THE TEACHER WITH
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NONPROFESSIONAL DUTIES. (AUTHOR/MF)

VT 101 867
KNUPKE, LUCILLE M., AND OTHERS
AN ANALYSIS OF THE WORD PROCESSING
OCCUPATION.

OHIO STATE UNIV., COLUMBUS.
INSTRUCTIONAL MATERIALS LAO. (TRADE
AND INDUSTRIAL EDUCATION).
'OFFICE OF EDUCATION (MEW),
WASHINGTON, D.C.
MF AVAILABLE IN VT-..ERIC SET.
PUB DATE - ND 248P.; SEE
RELATED DOCUMENTS /N THIS ISSUE AS
VT 101 823 THRU VT 101 866 AND VT
101 868 THRU VT 101 874.

DESCRIPTORS - *TASK ANALYSIS;
*BUSINESS CORRESPONDENCE; *OFFICE
OCCUPATIONS; DOCUMENTATION; OFFICE
MACH/NES; *JOB SKILLS;
*OCCUPATIONAL INFORMATION; TASK
PERFORMANCE; EQUIPMENT UTILIZATION

ABSTRACT - THE OCCUPATIONAL
ANALYSIS PROJECT WAS CONDUCTED FROM
JUNE 1, 1973 TO DECEMBER 30. 1974
TO TRAIN VOCATIONAL TEACHERS IN THE411
TECHNIQUES OF MAKING A
COMPREHENSIVE OCCUPATIONAL
ANALYSIS. EACH ANALYSIS INCLUDES A
STATEMENT OF THE VARIOUS TASKS
PERFORMED IN AN OCCUPATION, WITH
THE APPROPRIATE ITEMS IDENTIFIED
FOR EACH TASK: TOOLS AND EQUIPMENT,
PROCEDURAL KNOWLEDGE, SAFETY ,

KNOWLEDGE. MATHEMATICS SKILLS, AND
SCIENCE AND COMMUNICATION NEEDED
FOR SUCCESSFUL PERFORMANCE. THE
ANALYSIS DATA PROVIDED A BASIS FOR
GENERATING INSTRUCT/ONAL MATERIALS,
COURSE OUTLINES, STUDEINT
PERFORMANCE-OBJECTIVES. CRITERION
MEASURES, AND SUPPORTING SKILLS IN
THE ACADEMIC AREAS. THIS VOLUME
ANALYZES THE TASKS PERFORMED IN
WORD PROCESSING BY QUALIFIED
WORKERS IN ENTRY-LEVEL AND ADVANCED
POSITIONS. WORD PROCESSING INVOLVES
HANDLING A WIDE VARIETY OF
DOCUMENTS AND MACHINES WITHIN AN
OFFICE TO PRODUCE THE MOST WORK IN
THE LEAST TIME. (AUTHOR/ME)

VT 101 901
A HANDBOOK FOR COOPERATIVE
EDUCATION STUDENTS.
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BREVARD COMMUNITY COL
up FLA.

MF AVAILABLE IN VT-ER
PUB DATE - ND

DESCRIPTORS - *COOPER
EDUCATION; *COMMUNITY
*PROGRAM GUIDES
IDENTIFIERS - FLORIDA
COMMUNITY COLLEGE

1.9 COCOA,

IC SET.
26P.

ATIVE
COLLE(,ES;

; BREVARD

ABSTRACT - WHILE THE INFORMATION IN
THIS HANDBOOK IS AIMED PRIMARILN AT
INFORM/NG THE STUDENT, IT IS
INTENDED TO SERVE AS A CONTINUING
GUIDE TO THE THREE PARTNERS OF
COOPERATIVE EDUCATIONSTUDENTS,
EMPLOYERS, AND THE COLLEGE. THE
CONTENTS INCLUDE DESCRIPTIONS OF
COOPERATIVE EDUCATION IN GENERAL,
THE SPECIFIC COOPERATIVE EDUCATION
PROGRAM AT BREVARD COMMUNITY
COLLEGE, THE COOPERATIVE TRAINING
ASSIGNMENT, AND COOPERATIVE
EDUCATION POLICIES AS WELL AS HINTS
TO STUDENTS. APPENDED ARE

0 APPLICATION AND ASSIGNMENT FORMS
USED IN THE PROGRAM. (AUTHOR/LJ)

VT 101 947
ROWE, JOHN L.
THE DEVELOPMENT OF TEACHING UNITS
FOR OFFICE EDUCATION SIMULATED
PROGRAMS FOR USE IN THE STATE OF
NORTH DAKOTA. FINAL REPORT.

NORTH DAKOTA UNIV., GRAND FORKS.
DEPT. OF BUSINESS AND VOCATIONAL
EDUCATION.
NORTH DAKOTA STATE BOARD FOR
VOCATIONAL EDUCATION, BISMARCK.;
OFFICE OF EDUCATION IDHEW),
WASHINtTON, D.C. 41*

MF AVAILABLE IN VT-ERIC SET.
PUB DATE - 15JUN73 61P.; SEE
RELATED DOCUMENT VT 101 948 IN THIS
ISSUE.

DESCRIPTORS - *OFFICE OCCUPATIONS
EDKATION; *DEVELOPMENTAL PROGRAMS;
INSTRUCTIONAL MATERIALS; *OFFICE

sh OCCUPATIONS; *MODELS; *OCCUPATIONAL
OF CLUSTERS; SURVEYS; QUESTIONNAIRES

IDENT/FIERS-- NORTH DAKOTA

ABSTRACT - THE PURPOSE OF THIS
EXEMPLARY PROJECT IN VOCATIONAL

EDUCATION FOR THE STATE OF NORTH
DAKOTA WA§ TO DEVELOP SIMULATED
OFFICE EDUCATION MATERIALS FOR USE
IN BUSINESS AND VOCATIONAL OFFICE
EDUCATION PROGRAMS. THE PROJECT
PERIOD WAS FROM SEPTEMBER 1970
THROUGH JUNE 1973. OCCUPATIONAL
MODELS° WAS SELECTED AS THE
IDENTIFYING NAME FOR THE CONCEPT
DEVELOPED'. EAtH OF THE 24 MODELS
CONTAINS TWO KITS, ONE FOR THE
STUDENT-EMPLOYEE AND ONE FOR THE
TEACHER-SUPERV/SOR. A TEACHER'S
MANUAL WAS WRITTEN TO ACCOMPANY THE
MODELS. THESE 49 ITEMS COMPRISE THE
LIBRARY OF NORTH DAKOTA
OCCUPATIONAL/MODELS. OCCUPATIONAL
MODELS AKE SELF-CONTAINED
INSTRUCTIONAL PACKETS. DEVELOPED
FROM ACTUAL OFFICES TO DUPLICATE
MANY OF THE SITUATIONS AND
ACTIVITIES INVOLVING THE OFFICE
EMPLOYEE. THEY PRoVIDE A REALISTIC

.

EDUdATIONAL EXPERIENCE FOR STUDENTS
AND ALLOW THEM TO EXPLORE A VAR/ETY
OF OFFICE CAREERS. THE THREE PHASES
OF*THE PROJECT-ORGANIZATION,
DEVELOPMENT, AND DISTRIBUTION-ARE
DESCRIBED IN THE REPORT, AS ARE
SURVEYS MADE OF.EMPLOYERS,
EMPLOYEES, TEACHERS, AND STUDENTS.
(MF)

VT 101 948
NORTH DAKOTA OCCUPATIONAL MODELS: A
CAREER CLUSTER CONCEPT. A HANDBOOK
FOR NORTH DAKOTA VOCATIONAL OFFICE
EDUCATION TEACHER-COORDINATORS.

NORTH DAKOTA UNIV., GRAND FORKS.
DEPT. OF BUSINESS AND VOCATIONAL
EDUCATION.
NORTH DAKOTA STATE BOARD FOR
VOCATIONAL EDUCATION, BISMARCK.;
OFFICE OF EDUCATION (DHEW),
WASHINGTON, D.C.
DOCUMENT NOT AVAILABLE IN VT-ERIC

,

SET.
PUB DATE - 73 105P.; SEE RELATE6
DOCUMEN/ T VT 101 947 IN THIS ISSUE.

'

DESCRIPTORS *OFFICE OCCUPATIONS
EDUCATION; *TEACHING GUIDES;
BUSINESS EDUCATION TEACHERS;
*OCCUPATIONAL CLUSTER;
*OCCUPATIONAL INFORMATION; *MODELS;
SIMULATION; TESTING
IDENTIFIFRS - NORTH DAKOTA
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ABSTRACT - NORTH DAKOTA
OCCUPATIONAL MODELS WERE DEVELOPED
FROM ACTUAL OFFICES AND BUSINESSES
IN THE STATE TO DUPLICATEAREAL JOSS
AND MATERIALS IN SUCH A MOODIER THAT
STUDENTS COULD WORK SEMI-
INDEPENDENTLY. THE POSITION
SIMULADON PACKETS PERMIT THE
OCCUPATIONAL MODEL TO SUBSTITUTE
FOR OR ENRICH THE COOPERATIVE
OFFICE EXPERIENCE. A VAR/ETY OF
SUGGESTIONS FOR ORIENTATION, CAREER
EXPLORATION, AND IMPLEMENTATION OF
THE MODEL PLAN ARE PRESENTED IN
THIS TEACHERS' MANUAL. EACH
ACTIVITY CITED HAS BEEN TESTED AND
FOUND EFFECTIVE IN SCHOOL USE.
FORMS AND EXAMPLES ARE INCLUDED FOR
ORIENTATION, PUBLIC RELATIONS,
EVALUATION, AND SIMULATION
(INTERNAL OFFICE PROCEDURES). (ME)

VT 101 969
CARVER, JEANNE, AND OTHERS
JOB EXPLORATION AND MACHINE SKILLS.
CURRICULUM GUIDE ANq COURSE
OUTLINE.

ARIZONA STATE DEPT. OF EDUCATION,
PHOENIX.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 2.
PUB DATE - JUN73 195P.

DESCRIPTORS - *CURRICULUM GUIDES;
*BUSINESS EDUCATION; *TYPEWRITING;
*OFFICE MACHINES; GRADE 10;
PREVOCATIONAL EDUCATION; 'OFFICE
OCCUPATIONS EDUCATION; SALES
OCCUPATIONS
IDENTIFIERS - *LAREER EXPLORATION

ABSTRACT - THIS PRE-VOCATIONAL,
COURSE IN BUSINESS FIDUCATION IS
DESIGNED TO ENABLE THE 50PHOMORE
STUDENT TO COMPLETE AFULL YEAR OF
TYPEWRITING, EXPLORE CAREERS IN
BUSINESS, AND GAIN BEGINNING SKILLS
FOR BUSINESS JOBS. THE TWELVE UNIT
COURSE INCLUDES UNITS ON DATA
PROCESSING OCCUPATIONS, BUSINESS
MATH, AND THE OPERATIWOF SALES
AND OF.FICE MACHINES. AFJOB
ORIENTATION UNIT PROVIDES PRACTICE
IN JOB-FINDING SKILLS. EACH'UNIT
CONTAINS ACT/VITIES, EDUCATIONAL
OBJECTIVES, MATERIALS AND MEDIA,
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AND SOURCES AND SUGGESTIONS. (NJ)

VT 102 010
BIBLIOGRAPHY ON CAREER EDUCATION.

BRIDGEPORT BOARD OF EDUCATION,
CONN.
BUREAU OF ADULT, VOCATIONAL, AND
TECHNICAL EDUCATION (DHEW/OE).
WASHINGTON, D.C.
MF AND HC AVAILABILITY WILL ax
ANNOUNCED IN VOL. 9, NO. 2.
DEG-0-71-0679( 361)
PUB DATE - JUNT3 23P.; SEE
RELATED DOCUMENTS VT 102 011, VT
102 154, VT 102 155 AND VT 102 012
IN THIS ISSUE.

DESCRIPTORS - *ANNOTATED
BIBLIOGRAPHIES; *CAREER EDUCATION;
*AUDIOVISUAL AIDS; FILMSTRIPS;
PHONOGRAPH RECORDS; FILMS;
EDUCATIONAL GAMES; TAPE RECORDINGS
IDENTIFIERS - BRIDGEPORT;
CONNECTICUT

ABSTRACT - A RESEARCH BIBLIOGRAPHY
FOR USE BY PERSONS INVOLVED IN
IMPLEMENTING CAREER EDUCATION
CONCEPTS, THIS DOCUMENT CONTAINS
ALL OF THE COMMERCIALLY PRODUCED
MULTIMEDIA USED BY PROJECT BACE
WHICH IS CONNECTICUT'S EXEMPLARY
PROJECT IN CAREER EDUCATION. THE
RESOURCES LISTED INCLUDE BOOKS,
FILMSTRIPS, RECORDS, CASSETTES, AND
FILMS, WHICH ARE COMMERCIALLY
PRODUCED. THE LISTED ITEMS ARE.ALL
ANNOTATED AND INCLUDE GRACE LEVEL
AND COMMERCIAL PRODUCER.
(AUTHOR/VA)

VT 102 044 0

COMPETENCY BASED EDUCATION. AN
ANNOTATED BIBLIOGRAPHY.

WEST VIRGINIA STATE DEPT. OF
EDUCAT/ON, CHARLESTON. BUREAU OF
VOCATIONAL, TECHNICAL, AND ADULT
EDUCATION.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 2.
PUB DATE 74 53P.

DESCRIPTORS - *ANNOTATED
BIBLIOGIIAPHIES; *PERFORMANCE BASED
EDUCATION; VOCATIONAL EDUCATION;
RESOURCE GUIDES :
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ABSTRACT - MATERIALS INCLUDED IN
SOTHIS BIBLIOGRAPHY WERE COLLECTED

DURING 1974 FOR THE EDUCATION
PROFESSIONS DEVELOPMENT ACT
PROJECT. "FAMILIARIZING TENCHERS
WITH NEW CURRICULUM MATERIALS".
OBJECTIVES OF THIS PROJECT WERE TO
TRAIN VOCATIONAL TEACHERS IN
COMPETENCY-BASED CURRICULAR MODELS.
THE MATERIALS LISTED IN THIS
BIBLIOGROHY ARE GROUPED AS
FOLLOWS; AGRICULTURAL EDUCATION,
ALLIED HEALTH OCCUPATIONS
EDUCATION, BUSINESS AhD OFFICE
EDUCATION, HOME ECONOMICS .

EDUCATION, AND TRADE, INDUSTRIAL,
AND TECHNICAL EDUCATION. EACH ENTRY
NOTES THE AVAILABILITY AND COST OF
THE ITEM. (AUTHOR/NJ)

VT 102 080
ESTABLISH CRITERIA FOR 'STUDENT
PERFORMANCE IN A VOCATIONAL
EDUCATION PROGRAM. MODULE D-1.
PROFESSIONAL VOCATIONAL TEACHER
EDUCATION MODULE.

*OHIO STATE UNIV., COLUMBUS. CEN
FOR VOCATIONAL EDUCATION.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 2.
PUB DATE - 11DEC72 28P.; SEE
RELATED DOCUMENTS VT 102 OBI THRU
102 OBit IN THIS ISSUE.

DESCRIPTO4S - *TEACHER EDUCATION
CURRICULUM;4 PERFORMANCE CRITERIA;
*VOCATIONAL EDUCATION TEACHERS;
*PERFORMANCE BASED EDUCATION";

.

STUDENT EVALUATION; STUDY GUIDES

ABSTRACT - /HIS MODULE, PART OF A
VOCATIONAL TEACHER EDUCATION
CURRICULUM UNIT, PROVIDES
INSTRUCTION IN THE ESUBLISHMENT OF
CRITERIA FOR STUDENT PERFORMANCE IN
VOCATIONAL EDUCATION PROGRAMS.
ESTABLISHING THESE OVERALL CRITERIA
.INVOLVES DETERMINING THE POINTS IN
TIME FOR PERFORMANCE ASSESSMENT,
THE PERFORMANCE OBJECTIVES TO BE

'ACHIEVED,
AND THE LEVEL OF

PERFORMANCE REQUIRED AT EACH
ASSESSMENT. THE MODULE CONTAINS
FOUR LEARNING EXPERIENCES, EACH
WITH OBJECTIVES, ACTIVITIES AND
OUTCOMES STATED IN BEHAVIORAL
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TERMS. A SUPPLEMENTARY SECTION
INCLUDES INFORMATION SHEETS,
CHECKLISTS, AND CHARTS RELATING TO
THE LEARNING EXPERIENCES. (NJ)

VT 102 081
ANALYZE AN OCCUPATION. MODULE 032,
33. PROFESSIONAL VOCATIONAL TEACHER
EDUCATION MODULE.

OHIO STATE UNIV., COCUMBUS. CENTER
FOR VOCATIONAL EDUCATION.
MF AND HC AVAILABILITY WILL OE
ANNOUNCED IN VOL. 9, NO. 2.
PUB DATE - SEWU 30P.; SEE
RELATED DOCUMENTS VT 102 080 AND VT
102 082 THRU 102 084 IN THIS ISSUE.

DESCRIPTORS - *J08 ANALYSIS;
*VOCATIONAL EDUCATION TEACHERS;
*TEACHER EDUCATION CURRICULUM;
STUDY GUIDES; VOCATIONAL EDUCATION;
BEHAVIWAL OBJECTIVES

ABSTRACT THIS MODULE, PART OF A
VOCATIONAL TEACHER EDUCATION
CURRICULUM UNIT, IS DESIGNED TOI
PREPARE THE VOCATIONAL EDUCATION
TEACHER IN OCCUPATIONAL ANALYSIS.
THE MODULE CONTAINS SEVEN LEARNTNG
EXPERIENCES WHICH REQUIRE THE
.PROSPECTIVE VOCATIONAL'EDUCATION
TEACHER TO PLAN AN OCCUPATIONAL
ANALYSIS AND TO ANALYZE SPECIFIC
OCCUPATIONS WITH THE AID OF
RESOURCE PEOPLE AND EXISTING
OCCUPATIONAL ANALYSES. A
SUPPLEMENTARY SECTION CONTAINS
CHECKLISTS, EVALUATION FORMS, SELF
TESTS, AND INFORMATION SHEETS
RELATED TO THE LEARNING
EXPERIENCES. (NJ)

VT 102 082
SELECT AND OBTAIN STUDENT
INSTRUCTIONAL MATERIALS. MODULE
#73, 74, /5. 78. PROFESSIONAL
VOCATIONAL TEACHER EDUCATION
MODULE.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL EDUCATION.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO..2.
PUB DATE - 03APR73 30P.; SEE.
RELATED DOCUMENTS VT 102 DBO, 102
081, 102 083 ANO 102 084 IN THIS
JSSUE.
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DESCRIPTORS - *MEDIA SELECTION;
TEACHER EDUCATION CURRICULUM;
*VOCATIONAL EDUCATION TEACHERS;
LEARNING1 ACTIVITIES; STUDY GUIDE5I
INSTRUCTIONAL MATERIALS

ABSTRACT - PART OF A SERIES OF
VOCATIONAL TEACHER EDUCATION
MODULES, THIS LEARNING GUIDE IS
DESIGNED ith HELP THF VOCATIONAL
EDUCATION TEACHER SELECT AND OBTAIN
INSTRUCTIONAL MATERIALS.-THE MODULE
CONTAINS THREE LEARNING
EXPERIENCES, COMPLETE WITH
OBJECTIVES, SELF-TESTS, INFORMATION
SHEETS, AND CHECKLISTS. INCLUDED
ALSO IS A DISCUSSION OF FACTORS TO
BE CONSIDERED'IN MATERIALS
SELECTION SUCH AS LEVEL OF
STUDENTS, AVAILABLE FACILITIES AND
EQUIPMENT, AND ECONOMIC AND TIME
,CONSTRAINTS. /N ADDITION, THE
SUPPLEMENTARY SECTION -SUGGESTS'
POSSIBLE SOURCES OF INSTRUCTIONAL
MATERIALS FOR CLASSROOM USE. (NJ)

VT 102 083
WRITE STUDENT PERFORMANCE
OBJECTIVES FOR THE VOCATIONAL
EDUCATION OFFERING..MODULE #39.
PROFESSIONAL VOCATLONAL TEACHER
EDUCATION MODULE.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL EDUCATION.
MP AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 2.
PUB DATE - 18SEP72 32P.; SEE
RELATED DOCUMENTS VT 402 080 THRU
102 082 AND VT 102 084 IN'THIS
ISSUE.

DESCRIPTORS - *BEHAVIORAL
OBJECTIVES; *VOCATIONAL EDUCATION
TEACHERS; *TEACHER EDUCATION
CURRICULUM; LEARNING ACTIVITIES;
STUDY GUMES

ABSTRACT - THIS MODULE, PART OF A
VOCATIONAL TEACHER EDUCATION
CURRICULUM UNIT, IS DESIGNED TO
INSTRUCT THE VOCATIONAL EDUCATION
TEACHER IN WRITING PERFORMANCE
OBJECTIVES. THE MODULE CONTAINS
SEVEN LEARNING EXPERIENCES, EACH
WITH OBJECTIYES, ACTIVITIES, AND
OUTCOMES STATED IN BEHAVIORAL
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)
TERMS. A SUPPLEMENTARY 5ECTIOK
INCLUDES INFORMATION SiHEETS, SELF
TESTS. AND ANSWER KEYS RELATING, TO Alb
THE LEARNING EXPERIENCES. (NJ)

VT 102 084
SEQUENCE STUDENT PERFORMANCE
OBJECTIVES. MODULE 053..54;.590.:
PROFESSIONAL VOCATIONAL TEACHER
FDUCATION MODULE.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL EDUCATION.
MF AND HC AVAILABILITY WILL BE .

ANNOUNCED IN VOL. 9, NO. 2.
PUS DATE - 29MAR73 26P.; SEE
RELATED DOCUMENTS VT 102 090 THRU
102 083 IN THIS ISSUE.

DESCRIPTORS - *TEACHER EDUCATION
CURRICULUM; *VOCATIONAL EDUCATION
TEACHERS; *BEHAVIORAL OBJECTIVESt
SEQUENTIAL LEARNING; LEARNING
ACTIVITIES; STUDY GUIDES,

'ABSTRACT - THIS MODULE, PART:OF A
VOCATIONAL-TEACHER EDUCATION
CARICULUM UNIT, IS DESIGNED TO
HELP THE VOCAT/ONAL EDUCATION
ACQUIRE A COMPETENCY IN SEQUENCING
STUDENT PERFORMANCE OBJECTIVES FOR
VOCATIONAL-COURSES. THE MODULE
CONTAINS THREE LEARNING
EXPERIEVCES,.EACH WITH OBJECTIVES,
ACTIVITIES, AND OUTCOMES STATED IN
BEHAVIORAL TEAMS. A SUPPLEMENTARY
SECTION INCLUDES CHECKLISTS,
INFORMATION SHEETS, SAMPLE STUDENT
PERFORMANCE:OBJECTIVES, AND OTHER
MATERIAL RELATED TO THE LEARNING
EXPERIENCES. (NJ).-

VT 102 085
FOSTER, BRIAN, AND OTHERS
ACCOUNTING CLERK GUIDE, INSTRUCTOR
PACKET-PART I. A SPEC UNIT FOR THE
10TH, 11TH, OR 12TH GRADE. A CAREER
EDUCATION UNIOAN EDITED
DEVELOPMENTAL DRAFT).

MESA PliBLIC SCHOOLS, ARIZ.
ARIZONW STATE DEPT. OF EDUCATION,
PHOENIX.
DOCUMENT NOT AVAILABLE IN MF OR HC.410
PUB DATE - JUN73 154P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 102 086 THRU VT 102 092.
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DESCRIPTORS - *ACCOUNTING; UNIT
.....A14; HIGH SCHOOL STUDENTS;

410INDIVIDUALIZED INSTRUCTION;
*TEACHING GUIDES; ANSWER KEYS;
CLERICAL OCCUPATIONS; PILOT
PROJEcTS

ABSTRACT - THIS INSTRUCTOR PACKET
IS PART OF k UNIT FOR GRADES 10,
11, AND 12, DESIGNED FOR
INDIVIDUALIZED PROGRESSION IN
PREPARING STUDENTS FOR ENTRY INTO
THE OCCUPATION OF ACCOUNTING CLERK.
THE COMPLETE UNIT CONSISTS OF FOUR
PACKETS, EACH WITH TWO PARTS:
INSTRUCTOR PACKET, LEARNER PACKET,
EXERCISE AND WORKSHEET PACKET, AND
TEST PACKET. THE INSTRUCTOR PACKEJ
LISTS PERFORMANCE OBJECTIVES,
VOCAAULARY, LEARNING TASKS. AND
SUPPLEMENTAL ACTIVITIES FOR LESSONS
1 THROUGH 11. IT ALSO INCLUDES
PRETEST AND'POSTTEST KEYS. PART I
OF THE UNIT IS CONCERNED WITH THE
BASIC ACCOUNTING THEORY FOUND IN
THE ACCOUNTING CYCLE. (NJ)

O VT 102 086
FOSTER, BRIAN, AND OTHERS
ACCOUNTING CLERK GUIDE, INSTRUCTOR
PACKET-PART.II. A SPEC UNIT FOR JHE
10TH, 11TH, OR. 12TH GRADE. A CAREER
EDUCATION UNIT (AN EDITED
DEVELOPMENTAL DRAFT).

MESA PUBLEC SCHOOLS, ARIZ.
ARIZONA STATE DEPT. OF EDUCATION,
PHOENIX.

NOT AVAILABLE IN MF OR HC.
PUB E - JUN73 175P.; SEE
RELATED DOCUMENTS /N THIS ISSUE AS
VI 102. 085 AND VT 102 087 THRU 102.
09E.

DESCRIPTORS *ACCOUNTING; UNIT
PLAN; HIGH SCHOOL STUDENTS;
INDIVIDUALIZED INSTRUCTION;
*TEACHING GUIDES; ANSWER KEYS;
CLERICAL OCCUPATIONS; PILOT
PROJECTS

ABSTRACT - THIS INSTRUCTOR PACKET

11

IS.PART OF A UNIT FOR G§ADES
11, AND 12, DESIGNED rem
INDIVIDUALIZED'PROGRESSION IN
PREPARING STUDENtS FOR ENTRY INTO
THE OCCUPATION OF ACCOUNTING CLERK.

, THE.CONPLETE UNIT CONSISTS OF FOUR
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PACKETS, EACH WITWTWO
INSTRUCTOR PACKET, LEARNER PA 4T.
EXERCISE ANM WORKSHEET PACKET.:4AND
TEST .PACKET. THE INSTRUCTOR PACIET
LISTS PERFORMANCE OBJECTIVES.
VOCABULARY. LEARNING TASKS-, AND
SUPPLEMENTAL ACTIVITIES FOR LESSONS
12 THROUGH 21. PRETEST AND POSTTEST
KEYS ARE ALSO INCLUDED. PART II OF
THE UNIT IS CONCERNED WITH THE
BASIC ACCOUNTING THEORY ASIT,IIS
USED WITH rHE COMBINATION JOURNAL
AND SUBSIDIARY LEDGERS. IT ALSO
ACQUAINT% THCSTUDENT WITN PAYROLL
PROCEDURES AND DATA.-PROCESSING FOR
ACCOUNTING. (NJ)

VT 102 087
FOSTER, BRIAN, AND OTHERS
ACCOUNTING CLERK GUIDE, LEARNER:
PACKEii-PART I. A SPEC UNIT FOR THE
10TH, 11TH. OR 12TH GRADE. A CAREER
EDUCATION UNIT (AN EDITED
DEVELOPMENTAL DRAFT).

MESA PUBLIC SCHOOLS, ARIZ.
ARIZONA STATE DEPT. OF EDUCATION,
PHOENIX.
DOCUMENT NOT AVAILABLE IN MF OR HC.
PUB DATE - JUN73 122P.; SEE i

RELATED DdCUMENTS IN THIS ISSUE iS,
VT 102 085 THRU VT 102 086 AND VT
102 088 THRU VT 102 092.

DESCRIPTORS *ACCOUNTING; UNIT
PLAN; HIGH SCHOOL STUDENTS;
INDIVIDUALIZED INSTRUCTION; *STUDY)-
GUIDES; CLERICAL.00CUPATIONSVPILOT
PROJECTS

ABSTRACT THIS LEARNER PACKET IS
PART OF A UNIT FOR GRADES 10, 11.,
AND 12, DESIGNED FOR INDIVIDUALIZED
PROGRESSION IN PREPARING STUDENTS
FOR ENTRY INTO THE OCCUPATION OF
ACCOUNTING CLERK.. THE .COMPLETE UNIT
CONSISTS OF FOUR PACKETS, EACH WITH
TWO PARTS: INSTRUCTOR PACKET,
LEARNER PACKET..EXERCISE AND
WORKSHEET PACKET, AND TEST.PACKET.
THE LEARNER PACKET
VOCABULARY, l!UGGEST LESSON TIME,
SELF-CHECK KEYS, AND WORKSHEETS FOR
LESSONS 1 THRUGH 11. PART IIOF'THE
UNIT IS CONCERI1ED WIfH THE7BASIC
ACCOUNTING THEORY FOUND IN THE
ACCOUNTING'CYCLE. (NJ)
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VT 102 088
FOSTER, BRYAN, AND OTHERS
ACCOUNTING CLERK GUIDE, LEARNER
PACKET-PART II. A SPEC UNIT FOR THE
10TH, 11TH, OR 12TM GRADE. A. CAREER
EDUCATION UNIT (AN EDITED .

DEVELOPMENTAL DRAFT).

MESA PUBLIC SCHOOLS, ARIZ.
'ARIZONA STATE DEPT. OF EDUCATION,
PHOENIX.
DOCUMENT NOT AVAILABLE IN MF OR HC.
PUB DATE - JUN73 118P,p; SEE
_RELATED DOCUMENTS IN THIS ISSUE AS
VT 102 085 1HRU VT 102 087 AND vT
102 089 THRU VT 102 092.

DESCRIPTORS - *ACCOUNTING; UNIT
PLAN; HIGH sCHooL STUDENTS;
MDIVIDUALIZED INSTRUCTION; *STUDY ,

GUIDES; PILOT PROJECTS; CLERICAL
OCCUPATIONS

ABSTRACT - THIS LEARNER PACKET IS
PART OF,A,UNIT FOR GRADES 101 111
AND 12, DESIGNED_FOR INDIVIDUALIZED
PROGRESSION IN PREPARING THE
STUDENT FOR ENTRy INTO THE
OCCUPATION OF.ACCOUNTING CCERK. THE
COMPLETE UNIT CONSISTS OF FOUR
RACKETS, EACH WITH TWO PARTS:
,INSTRUCTOR PACKET, LEARNER PACKET,
EXERCISE AND wORKSHEET PACKET, AND
TEST PACKET. THE LEARNER PACKET
CONTAINS VOCABULARY, SUGGESTED
LESSON TIME, SELF-CHECK KEYS, AND
WORKSHEETS,FOR LESSONS .12 THROUGH
21. PART ri OF THE UNIT IS
CONCERNED WITH THE BASIC ACCOUNTING
THEORY AS IT IS USED WITH THE
COMB/NATION AND SUBSIDIARY-LEDGERS.
IT ALSO-ACQUAINTS THE STUDENT WITH
PAYROLL PROCEDURES AND DATA
PROCESS/NG FOR ACCOUNT/NG. (NJ) .'

VT 102 009
FOSTER, BRIAN, AND OTHERS
ACCOUNTING CLERK GUIDE, EXERCISE
AND WORKSHEET. PACKET-PART I.

tiESA PUBLIC SCH0046 ARIZ.
ARIZONA STACTE DEPp.,.13E EDUCATION,
PHOENIX.
DOCUMENT NOT 'AVAILABLE IN MF CR HC.
PuB DATE - JUN73 25P.; SEE.
RELATED DOCUMENTS IN.THIS ISSUE AS
VT 102 085 THRU VT 102088 AND VT.
1021, 090 THRU vT 102 092.:
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DESCRIPTORS 1- *ACCONTING; UNIT- -.

PLAN; HIGH SCHOOL STUDENTS;
INDIVIDUALIZED INSTRUCTION;
*wORKSHEETS; PILOT PROJECTS;
CLERICAL...00CUPATIONS

ABSTRACT - THIS EXERCISE AND.
'WORKSHEET PACKET Is PART OF A UNIT
FuR GRADES 10, 11, AND:129-DESIGNED
FOR INDIVIDUALIZED PROGRESSION IN-
PREPARING STUDENTS FOR ENTRY INTO
THE OCCUPATION OFHACCOUNTING CLERK.
JHE COMPLETE UNIT CONSISTS OF FOUR
pACKETS, EACH WITH /WO PARTS: ,

INSTRUCTOR PACKET, LEARNER PACKET.,
E*ERCISE AND WORKSHEET PACKETILAND
TEST PACKET. THE'EXERCISE AND
WORKSHEET PACKETecoNTAINS A COPY-OF
,EVERY WORKSHEET IN THE LEARNER
PACKET FOR LESSONS 1 THROUGH 11 SO
THAT THE INSTRUCTOR CAN DUPLICATE
THESE PAGES IF THE PACKET IS YO BE_
.SAVED FOR OTHER LEARNERS. PART I OF
THE UNIT-IS CONCERNED WITH THE
BASIC ACCOUNTING THEORY FOUND IN
THE ACCOUNTING CYCLE. (NJ)

VT 102 090
FOSTER, BRIAN, AN6 OTHERS
ACCOUNTING CLERK GUIDE, EXERCISE
AND WORKSHEET PACKET-PART II.

mESA PUBLIC SCHOOLS, ARIZ.
-ARIZONA STATE DEPT, OF EDUCATION,
PHOENIX. -

DOCUMENT NOT AVAILABLE IN MF OR HC.
PuB DATE - JUN73 27P.; SEt
RELATED DOCUMENTS IN THIS ISSUE AS
VT' 1027.085 THRU VT 102 089 AND VT.
102 091 THRU VT 102 092.

DESt RS - *ACCOUNTING; UNIT
PLA H SCHOOL sTUDENTS;
INDI aLIZED INSTRUCTION;
*wORKSHeETS; CLERICAL OCCUPATIONS

ABSTR T - THIS EXERCISE AND
WORKSHEET PACKET IS PART OF A UNIT 4
FOR GRADES 10, 11, AND 129 DESIGNED
FOR INDIVIDUALIZED pROGREsSION IN
PREpoRING STUDENTS FOR ENTRY INTO
THE 'OCCUPATION OF ACCOUNTING CLERK.AiL
IHE 'COMPLETE UNIT CONSISTS OF FOUR IIP
PACKETS, EACH WITH TWO PARTS:
INSTRUCTOR PACKET, LEARNER PACKET,
EXERCISE AND WORKSHEET ,PACKET, AND
TEST PACKET. THE EXERCISE AND
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WORKSHEET PACKET CONTAINS A copy OF
.EVERY WORKSHEET IN THE LEARNER

gapACKET FOR LESSONS 12 THROUGH 21 SO.
IMPTHAT THE INSTRUCTOR CAN DUPLICATE

THESE PAGES IF THE PACKET IS TO BE
SAVED FOR OTHER LEARNERS. PART II
OF THE UNIT IS CONCERNED WITH THE
BASIC ACCOUNTING THEORY AS IT IS
USED WITH THE COMBINATION JOUANAL
AND SUBSIDIARY LEDGERS. IT ALSO
ACQUAINTS THE STUDENT WITH PAYROLL
PROCEDURES AND DATA PROCESSING FOR
ACCOUNTING. (NJ)

VT 102.091
OOSTER, BRIAN, AND OTHERS
ACCOUNTING CLERUIDE, TEST
PACKET-PART I.' '

MESA PUBLIC SCHOOLS, ARIZ.
ARIZONA STATE DEM. OF EDUCATION,
PHOENIX.
DOCUMENT NOT AVAILABL IN MF OR'He.
Pue DATE - JUN73 61P.; SEE
RELATED DOCUMENTS IN THIS ISSAJE AS
VT 102.085 THRU VT 102 090 AND VT
1 02 092.

CSCRIPTORS - *TESTS; *PRETCSTS;
*POST TESTING; *ACCOUNTING; UNIT
PLAN; HIGH SCHOOL STUDENTS;
CLERICAL OCCUPATIONS; PILOT
PROJECTS

ABSTRACT - THIS TEST PACKET IS PART
OF A UNIT FOR GRADES 10, 11, AND
12, DESIGNED FOR INDIVIDUALIZED
PROGRESSION IN PREPARING STUDENTS
FOR ENTRY INTO THE OCCUPATION OF
ACCOUNTING CLERK.'THE COMPLETE UNIT
CONSJSTS OF FnUR PACKETS, EACH WITH
TWO PARTS: INSTRUCTOR PACKET,
LEARNER PACKET, EXERCISE AND
WORKSHEET PALKET, AND TEST PACKET.
THE TEST PACKET CONTAINS BOTH
PRETESTS AND POSTTESZS FOR LESSONS
1 THROUGH 12. PART I OF THE UNIT IS
COACERNED WITH THE BASIC ACCOUNTING
THEORY FOUND IN THE ACCOUNTING
C4CLE. 1Nj).

VT 102 092
aFOSTER,BRIAN, AND OTHERS
IpCCOUNTING CLERK GUIDE, TEST
PACKET=PART II.

MESA PUBLIC SCHOOLS, ARIZ.
ARIZONA TATE DEPT.lbF EDUCATION,

PHOENIX.
DOCUMENT NOT AVAILABLE IN MF OR HC.
PUB DATE - JUN73 131P.; SEE
RELATED DOCUMENTS IN THIS ISSUE AS
VT 102 085 THRU VT 102 091.

DESCRIPTORS *ACCOUNTING; *TESTS;
*PRETESTS; *POST TESTING;
INDIVIDUALIZED INSTRUCTION; UNIT
PLAN; HIGH SCHOOL STUDENTS;
CLERICAL OCCUPATIONS; PILOT
PROJECTS

.ABSTRACT - THIS TEST PAtKET IS PART
OF A UNIT FOR GRADES 10, 11, AND'
12, DESIGNED FOR INDIVIDUALIZED
PROGRESSION IN PREPARING THE
STUDENT FOR ENTRY INTO THE
OCCUPATION OFACCOLINTING CLERK. THE
COMPLETE UNIT.pONSISTS OF FOUR
PACKETS, EACWWITH Twn PARTS:
INSTRUCTOR PACKET, LEARNER PACKET,
'EXERCISE AND WORKSHEET PACKET, AND
TEST PACKET. THE TEST PACKET
CONTAINS BOiH PRETESTS AND
POSTTESTS FOR LESSONS 12 THROUGH
21. PART II OF THE UNIT IS
CDNCERNED WITH THE BASIC ACCOUNTING
,THEORY AS IT IS USED IN THE
%OMB/NATION JOURNAL: AND SUBSIDIARY
LEDGERS. IT ALSO ACQUAINTS THE
STUDENT WITH PAYROLL PROCEDURES AND
DATA PROCESSING FOR ACCOUNTING.
(NJ)

VT 102 191
ROBEY, DORIS; BURR, BETTY
A COMPARATIVE STUDY OF ALTERNATIVE
METHODS AND TECHNIQUES TN
STENOGRAPHIC TRAINING.

PULASKI COUNTY SPECIAL SCHOOL
DISTRICT, ARK.
ARKANSAS STATE DEPT. OF EDUCATION,
LITTLE ROCK.; BUREAU OF
OCCUPATIONAL AND ADULT EDUCATION'
4DHEW40E), WASHINGTON, D.C.
.E1F ANR VAILABILITY WILL BE
.*NNoursi voL4 9*. NO. .2.
PUB O

. 'JUN7.5 ;. 30P .

DESCRI4ORS. *STENOGRAPHY;03*ICE
PRACTICA5 OFFICE MACHINES4
*EXPERIMtNTALROGRAMS;.:-COM!IARATIVE

IDENTLOIERS - LITTLE 04kORkANsAs
ANALYSI4

-

ABSTRACT - A SURVECOND6CTED IN
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1974 IN THE LITTLE ROCK AREA .

REVEALED THERE WAS A DEMAND FOR
OFFICE.PERSONNEL WHO COULD TAKE
SHORTHAND: THERE WAS A DEFINITE
NEED"FOR THE INITIATION AND
IMPLEMENTATION OF A PROGRAM AT
MCCLELLAN HIGH SCHOOL TO BOOST
ENROLLMENT IN'SHORTHAND COURSES.,
THE PURPOSEOF THIS STUDY WAS TO''
DETERMINE_IF STUDENTS COULD ACQUIRE
A PROFICIENCY LEVEL:IN
TRANSCRIPTION FOR EMPL6YMENT IN A'
ONE...YEAR PERIOD THAT EXCEEDS THE
LEVEL NOW ACHIEVED IN:THE..
TRADITIONAL SHORTHAND CLASSES. A
COMPARATIVE STUDY WAS CONDUCTED TO
ASPERTAIN WHETHER STUDENTS COULD
ACHIEVE A HIGHER LEVEL OF SKILL
THROUGH THE USE.OF MACHINES OR BY

TRADITIONAL APPROACH. ALL
NTS HAD ONE.HOUR OF

INS TION DAILY. THE MACHINE
METHOD TEACHING SHORTHAND
APPEARED TO BE A SUPERIOR METHOD.
FORTY...-FOUR PERCENT OF THE STUDENTS
.IN THE EXPERIMENTAL MACHINE
SHORTHAND GROUPS HAD REACHED A JOB-
ENTRY SKILL LEVEL BY THE END OF,THE
SCHOOL YEAR. THIS COMPARED TO 6
PERCENT.IN THE CONTROL GROUPS OF
TRADITIONAL GREGG SHORTHAND. (VA)

VT 102 215
CASHIER/ACCOUNTS RECEIVABLE CLERK
.EXPLORATION.

PORTSMOUTH CITY SCHOOLS, VA.
BUREAU OF OCCUPATIONAL AND ADULT
EDUCATION IDHEW/OE), WASHINGTON,
D.C.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 3.
PUB DATE -7 JUN75 38P.; RELATED
DOCUMENTS VT 10,2 215.AUROUGH.VT 102
.218 IN THIS ISSUE.

DESCRIPTORS - *CAREER EDUCATION;
*JUNIbR HIGH SCHOOLS; *DISTRIBUTIVE
EDUCATION; *CLERICAL OCCUPATIONS;
.*SIMULATION

ABSTRACT - THEtE STUDENT MATERIALS
PRESENT EXERCISES DESIGNED TO
SIMULATE THE JOB PERFORMED BY A
CASHIER/ACCOUNTS RECEIVABLE CLERK.
THE CONTENT OF THE COURSE COVERS
JOB INSTRUCTIONS, WRITING RECEIPTS,
PROVING CASH, CUSTOMER ACCOUNTS,

r-
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PREPARING STATEMENTS, AND SCHEDULE
OF ACCOUNTS RECEIVABLE. ALSO
INCLUDED IN THIS DOCUMENT ARE A
PRETEST. AND POSTTEST FOR THE UNIT 410
'AND A GLOSSARY. ILJL.

VT 102 217
CLERK-TYPIST EXPLORATION.

PORTSMOUTH CITY,SCHOOLS, VA.
,BUREAUrOF OCCUPATIONAL AND ADULT
EDUCATION (DHEW/OE), WASHINGTON,
D.C.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 3.
PUB DATE - JUN75 ,31);; RELATED
DOCUMENTS VT..102 1 THROUGH VT 102 ,
218 IN THIS ISSUE..

DESCRIPTORS - *CAREER'EDUCATION;
*JUNIOR HIGH SCHOOLS; DISTRIBUTIVE
EDUCATION; *CLERICAL OCCUPATIONS;
*SIMULATION; *TYPISTS

ABSTRACT - THESE STUDENT MATERIALS
PRESENT EXERCISES DESIGNED TO ,

SIMULATE THE JOB PERFORMED BY A
CLERK-TYPIST. THE CONTENT OF THE
COURSE COVERS JOBINSTRUCTIONS,
FORM LETTERS, INVOICES, A ROUGH
DRAFT BUSINESS REPORT, PURCHASE
REQUISITION, PURCHASE ORDER,
TELEPHONE CONVERSATION, AND RATING
SCALE.....TTELEEHONE PERSONALITY. ALSO
INCLUDED INwITHIS DOCUMENT ARE A
PRETEST AND POSTTEST TOR THE UNIT
AND A GLOSSARY. (LJ)

VT 102 218
FLESHMAN, KAY M.
DESIGN FOR A ONE-SEMESTER.
CURRICULUM FOR EXPLORATORY
BUSINESS. FINAL REPORT.

Y*,

PORTSMOUTH CITY SCHOOLS, VA.
BUREAU OF.00CUPATIONAL AND ADULT
EDUCATION (DHEW/OE), WASHINGTON,
D.C.
MF AND HC AVAILABILITY WILL BE
ANNtUNCED IN VOL. 9, NO. 3.
PUB DATE - JUN75 38P.; RELATED
DOCUMENTS VT 102 215 THROUGH VT 102
218 IN THIS Issue.:

pESCRIPTORS'- *JU
Alb

NIOR HIGH SCHOOLS; 1111.

*CAREER EDUCATION; *BUSINESS
EDUCATION; *CURRICULUM GUIDES;
*SIMULATION
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)!,

ABSTRACT - THIS FINAL REPORT
11000NSISTS OF FOUR PARTS: (1) A

REPORT OF THE PROJECT TO DESIGN AN
EXPLORATORY BUSINESS COURSE, (2)
COURSE OUTLINE FOR'THAT COURSE, (3)
A LIST OF OBJECTIVESIAND TEACHING
SUGGESTIONS. AND (4) A 'BIBLIOGRAPHY
AND LIST OF RESOURCES,. THE INTENT
OF THE PROJECT WAS TO DESIGN A
CURRICULUM FOR A ONE-SEMESTER
COURSE AT THE JUNIOR HIGH SCHOOL
LEVEL WHICH WOULD_ALLOW STUDENTS TO
DISCOVER HOW BUSINESSES OPERATE AND
TO EXPLORE OPPORTUNITIES FOR A
CAREER IN BUSINESS. ALONG WITH THE
CURRICULUM GUIDE, SIMULATIONS WERE
DEVELOPED FOR THE JoeS OF CLERK-
TYPIST, RETAIL SALEt CLERK, AND
CASHIER/ACCOUNTS RECEIVABLE CLERK.
(LJ)

VT 102 259
LEARNING ABOUT BUSINESS.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR'VOCATIONAL EDUCATION.

&NATIONAL INST.,OF EDUCATIONADHEW).
'111INASHINGTON, D.C.

DOCUMENT NOT AVAILABLE IN MF OR HC.
CENTER FOR VOCATIONAL EDUCATION.
OHIO STATE UNIVERSITY, 1960 KENNY
ROAD, COLUMBUS, OHIO 43210. (ORDEk
01C22. $7.00 EA.)
PUB DATE - 74 118P.

DESCRIPTORS - *CAREER EDUCATIONI
LEARNING ACTIVITIES; GRADE 1; GRADE
2; GRADE 3; GRADE 4; INTEGRATED
CURRICULUM; *TEACHING GUIDES;
SOCIAL STUDIES; *BUSINESS
EDUCATION; *CAREER AWARENESS

ABSTRACT - IN THIS TEACHER'S GUIDE,
LEARNING EXPERIENCES FOCUS ON
HtLPING STUDENTS IN PRIMARY GRADES
DEVELOP THEIR UNDERSTANDING OF THE
INTERRELATIONSHIPS AMONG.
BUSINESSES, WORKERS, AND FAMILIES
THROUGH EXAHINA1IONS OF LOCAL
STORES AND BUSINESSES AND OF THE
WORKERS. WHO WORK IN THEM. STUDENTS

'ORE GIVEN THE OPPORTUNITY TO
"ACQUIRE ECONOMIC.AWARENESS AND
SELF-SUFFICIENCY. THEY LEARN TO
MATCH NEEDED GOODS AND SERVICES TO
THE TYPES OF STORES AND BUSINESSES
THAT PROVIDE THEM. THEY IDENTIFY

168

AP. EXPLORE THE BASIC BUSINESS
"INCIPLES OF INCOME, EXPENSES, AND
IDEPENDENCE ON WORKERS, CUSTOMERS,
AND OTHER BUSINESSES. THE SUBJECT
AREA FOR WHICH THE MATERIALS IN
'THIS GUIDE HAVE POTENTIAL IS SOCIAL
STUDIES. EACHAET OF LEARNING
EXPERIENCES CONTAINS A STUDENT
-OBJECTIVE, SET OVERVIEW, RESOURCE
LIST, TEACHER-PREPARATION TASKS,
LEARNING ACTIVITIES, AND
SUGGESTIONS FOR EVALUATION-SUMMARY
ACTIVITIES (iUTHOR/NJ)

VT 102 344447
METRIC EDUCXTION. AN ANNOTATED
BIBLIOGRAPHY FOR VOCATIONAL,
TECHNICAL AND ADULT EDUCATION.
BIBLIOGRAPHY SERIES NO. 26.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR VOCATIONAL EDUCATION.
BUREAU OF OCCUPATIONAL OW ADULT
ENCATION (DHEW/OE), WASHINGTON,
D.C.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, ND. 3.
OEC-04-74-9335
.CENTER FOR VOCATIONAL EDUCATION,
OHIO STATE UNIVERSITY, 1960 ,KENNy
ROAD, COLUMBUS, OHIO 43210. (ORDER
#(3826, $10.00 EA.)
PUB DATE - 74 156P.;-RELATED
DOCUMENT.VT 102 227 IN THIS ISSUE.

DESCRIPTORS - *ANNOTATED
.

BIBLIOGRAPHIES; *METRIC SYSTEM;
*VOCATIONAL EDUCATION; *REFERENCE
MATERIALS

ABSTRACT - THIS ANNOTATED
BIBLIOGRAPHY I'S DESIGNED TO ASSIST
VOCATIONAL, TECHNICAL, AND ADULT

' EDUCATION TEACHERS AND OTHERS
LOCATE AVAILABLt-MATERIALS ON
METRIC EDUCATION. EACH CITED ITEM
IS AVAILABLE FROM A SUPPLIER OR AN
INFORMATION SYSTEM. IT IS ORGANIZED
INTO THREE SECTIONS:.INSTRUCTIONAL
MATERIALS, REFERENCE MVERIALS AND
RESOURCE LISTS. THE INSTRUCTIONAL
MATERIALS SECTION IS ORGANIZED BY
MATERIA TYPE: INSTRUCTOR GUIDES,
STUDENT

4

ATERIALS, AND AUDIO-VISUAL
MATERIA -eS EACH CITATION PROVIDES
INFORMATION ON POSSIBLE USE; FOR
EXAMPLE, EROCATIONAL LEVEL
INDICATED IN*PARENTHESIS AT THE END

&It
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OF EACH CITATION AND CONTENT
INDICATED IN THE -ANNOTATION.
INCLUDED IN THE REFERENCE MATERIALS
SECTION ARE ITEMS ON GENERAL
METRICATION, IMPACT ON EDUCATION,
METRICATION OF BUSINESS AND
INDUSTRY, IMPAC7 ON CONSUMERS,
INTERNATIONAL SYSTEM OF UNITS (SI).
CONVERTING Fgom CUSTOMARY TO METRIC
UNITS, NATIONAL AND INTERNATIONAL
STANDARDS, AND BIBLIOGRAPHIES. THE
LISTS OF RESOURCES IN SECTION THREE
ARE DESIGNED TO HELP THE USER
LOCATE ORGANIZATIONS, PUBLISHERS,
SUPPLIERS, AND RESOURCE PERSONS WHO
MAY 'BE HELPFUL IN DEVELOPING OR
SELECTING CURRICULUM MATERIALS..
NAMES, ADDRESSES, AND AVAILABLE
MATERIALS AND SERVICES ARE GIVEN.
(AUTHOR/NJ)

VT 102 365
CURRY, CHARLES
A COMPILATION, PREPARATION AND
DISTRIBUTION OF INSTRUCTIONAL
MATERIALS THAT EMPHASIZE POSITIVE
WORK ETHICS. FINAL REPORT.

VIRGINIA POLYTECHNIC INST. AND
STATE UNIV., BLACKSBURG. DEPT. OF
AGRICULTURAL 'EDUCATION.
VIRGINIA STATE DEeT. OF EDUCATION,
RICHMOND.. DIV. OPVOCATIONAL
EDUCATION.; OFFICE OF EDUCATION
(DHEW), WASHINGTON, D.C.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO.-3.
PUB DATE -JUN75 15P.; RELATED
DOCtMENT VT 102 366 IN THIS ISSUE.

DESCRIPTORS - *INSTRUCTIONAL
MATERIALS; *WORK ATTITUDES; ETHICAL
VALUES; NATIONAL SURVEYS; *MEDIA
SELECTION

AbSTRACT A SURVEY WAS CONDUCTED
AMONG 343 CHAIRMEN OF COLLEGE
VOCATIONAL TEACHER EDUCATION
DEPARTMENTS, PERSONS RESPONSIBLE
FOR CURRICULUM DEVELOPMENT CENTERS,
RESEARCH UNIT COORDINATORS,
REPRESENTATIVES OF THE NATIONAL
NETWORK FOR CURRICULUM COORDINATION
IN VOCATIONAL EDUCATION, STATE
SCHOOL SUPERINTENDENTS, AND STATE
VOCATIONAL EDUCATION DIRECTORS TO
SELECT MEDIA AND GATHER
INSTRUCTIONAL MATERIALS THAT
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STRESSED POSITIVE WORK ATTITUtES
AND ETHICAL VALUES. MATERIAL
FOCUSING. ON PRIDE IN-GOOD
WORKMANSHIP, JOB ATTAINMENT ANO
HOLDING P QMIA, OCCUPATIONAL 4

DECISIONMAAING, AND POTENTIALJOB
SATISFACTION WERE COMPILED AND-
ISSUED AS A SEPARATE ANNOTATED'
BIBWOGRAPHY, VT 102 1:6 IN THIS
ISM, TO ASSIST IN TEACHING
POSITIVE WORK ATTITUDESOMORE
EFFECTIVELY. CONTACT LETTERS,
SURVEY INSTRUMENT, AND BIBLIOGRAPH.Y.
FORM ARE APPENDED. (KJ)

VT 102 366
CURRY, CHARLES
AN ANNOTATED BIBLIOGRAPHY OF
IASTRUCTIONAL MATERIALS WHICH
EMPHASIZE WORK ETHICS.

VIRGINIA POLYTECHNIC INST. AND
STATE UNIV., BLACKSBURG. DEPT. OF
AGRICULTURAL EDUCATION.
VIRGINIA STATE DEPT. OF EDUCATION,
RICHMOND. DIV. OF VOCATIONAL
EDUCATION.; OFFICE OF EDUCATION
(DHEW). WASHINGTON, D.C.
MF AND HC AVAILABILITY WILL BE
ANNOUNCED IN VOL. 9, NO. 3.
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096 554
096 554
101 219
101 219
101 219

ED 101 219
ED 101 219
ED 101 219
ED 101 219
ED 101 219.
ED 101 219
ED 101 219
ED 101 219
'ED 101 219
ED'101 219
ED 101 219.,

81

94

2

17

-23

25'
26

26

28.

2Y
35
40
52

80
91

2

4

6

6

6

15

23

.27

35
80
84
95
109
111
4

61
18
20
30
45
65
72

82
83

83

85
97

107
111
22

VT NUMBER

VT 101
VT 101
VT 101
VT 101

J/VT 101
VT 101
VT 101
VT 101

356

357
363
389

399
401
402
406.

VT 101 409
VT 101 412
VT 101 415
VT 101,421
VT1101 442
VT 101 444
VT 101 451
VT.101,:,463

VT 101`'476
VT 101 477.

VT 101 487
VT 101 536
'VT 101 581

, VT 101 615
VT 101 626
VT 101 660
VT 101 756
VT 101 766
VT 101 771
#VT 101 791
VT 101 601
VT 101 804

APT
VT
VT
VT
VT
VT
VT
VT
VT
VT
VT
VT
VT
VT
VT

#VT
*VT

295

101 811
101 819
101 824
101 828
101 829
101 835
101 836
101 837
101 862
101 864
101 865
101-866
101 867
101 901
101 947
101 948
101 969

302

. ED NUMBER _MICROFICHE
. SHEET

ED 101_219
ED 101 2.19
ED 101 219
ED 101 219

ED 10. 724 2

,ED 103 724 3

ED'103'724
ED 103 724 10
ED 103 724 13
ED 103 724 20
ED 103 724
ED 103 724 37,

ED 103 724 40
ED 103 724 48
ED 103 724 75
ED 103 724 '97 ,

ED 103 724 105
ED 103 724 117
ED 103 724 176
ED 103 724 ,233

ED108,003 26
ED 108 003 48
ED 108 003 103
ED 108 003 192
ED 108 003 .202
ED 108 003 209

215.

216
228
250

5,.

ED 109 512
,ED 109 512,
ED 109 512
TD 109 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512
ED1.09 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512
ED 109 512

ED 112 188

2

3

13

28

?-3
37

38

44

45
47

75.

76

77
78
79

122
183



/I

VT NUMBER

*VT 102 010
*VT 102 044
*VT 102 080
*VT 102 081
*VT 102 082
*VT 102 083
*VT 102 084
*VT 102 085
*VT 102 086/

ED NUMBER/ MICROFICHE 1,

SHEET

ED 11 506 .

ED 1 244
ED /12 266
ED, 413 558

ED 113 559
ED 113 560
ED 113 561

/ ED 114 515,
-ED 114 516 ".

*VT"102.087/ ED- 114 517
*VT 102 088 aED 114 518
*VT 102 089 ED 114 519
*VT 102/090 ED 114 520,,*

*VT 107 091 'ED 114 521

*VT 102 092 ED 114 522
.*VT )102 191 ED 112 204
*Vt/102 215 ED, 114 685
*vt 102 217 ED 114 687

OT 102 218 ED 114 684 .

/iNT 102'259i
/ *VT 102 344 ED 115 953.

*VT 102 365 ED 115 966
'.*VT 102 366 E6 115 766

296

303

P .

i" .

",


