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INTRODUCTION.'

Recent innovations in Ceifornis distributive, office.and'persopal business:'
education programs have created'a demand for appropriate instrictionalfmate-
rials. Business educators have been =kit* a increasing number of requests for
inforMation regarding thele respective program treas.', In an attempt to accommo-
date these requests,.thii Bureau of Business gducation hAs.created the Businele
-Educarrion-DAt-a-Dislemination-Sys-ted(BEDDF).

A

Through 4 system which maximizes speed in retrieval and dissemination, HgDDS.is
dhsigned to make ivailable to business educators i wide array, of curriculum and
instructional materials. These materials am-obtained from two sources': (l)

selected materialkfrom the Educational Research Information Center (ERIC); and
(2) original aster els written by classroom teachers-. Bureall'staff solicits -

teacherdeveloped aterials that are considered kppropriate for dissemina-
tion. A Review Teè.a of teachers appointed.by the Bureau then evaluates and codes
these materials for inclusion in the Osten.

.

Hard copy or microfiche may be obtained as explained in the catalog. Using the
"BEDDS ORDER FORM" (BgDDS-2) found on page 1.49 of this catalog, aubmit your
request for materialleto:

New.

Vocational Education Resource
Information Cepter'IVERIC)

Vocational Education Unit
State Department of Education

. 721 Capitol Mail
Sacramento, CA .95814

.Business educators may wish to share their own*Aaterials with others by submit..
tint; thei to BEDDS.* This may be done by completing-a "BEDDS SUBMITTAL FOUP
(BEDDS-l) and submitting the fompleted form (See Apiendix, page 143for sample)
and documeni to VOIC or Bureau staff. If considered apprtiriate by,f6e BEDDS
Review Team, materials will then be made available for dissemination. Materials
submitted for inclusion should be of reproducible copy4-black on white, either -
mimeo or tipewritten. Avoid Xerox, photocopy, and-spirit 4pp4icating: Dittoed
copy does not reproduce.

* Important Note:
,

P

MATERIALS .10TECTED BY COPYRDMITina NOT,BE ACCEPTED FOR USE BY

41EDDS. DOCUMEgTS HAVE BEEN PRINTED EXACTLY AS'RECEIVED FROM THE
ORIGINATOR. VIEWS OR OPINIONS OF AUTHORS DO NOT:NECESSARILY REPRE-
SENT STATE DEPARTMENT OF YOUCATION.POSITION OR POLICY.
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now To uiR Tigs CATALOG
g

The list of educational liateriels in this catalog is organised according to ctomb's ides.tilied in tHe 1 o Ofad i u au copy_orithe-Guida-leceryour de-iiiiiCz-Limumt-idhetrmaa oriligiiia Supervisor. Thliee listed compatendles are necessary,coiponents of vocational ofkice and distributive education programs.(See page 3'ior'listing '1 coWpetency modules). In addition to materials appropriate for the ukil,materials for spbcialty areas in bossiness education are also included.

Orderinit Individual Titles
.

Ten hard copy titles ca lb efcrofichi titles, ma combination of 10 hard copy andmicrofiche tittastmay be ordered free of charee Isy completing the attached umOrder kom. Business education departmOnts are asked to submit 'no more than oneorder per day. To prevent duplication of orders.within a school, please obtain
the signature of the 4usiness Education Department Chairmmaldoca substating; orders.Mail all orders to the Vocational Education Resource Information Center (VERIC),Vocational Education Mayo State Department of Education, 721 Capitol Mall, Sacram-oot**. CA695814.

Ose If\ Code possicys

1. In the "Orkginal Materials" section of the catalog, eaih document is identifiedwith a respectivesasamber: Be sure to eater the Correct p2, number ou the .BIDDS OIDER FOEM (BEDDS-2) when requesting original materials.

2. In the "Selected ERIC Materials" 'section of the catalog, each docuaent'ls
identified with a repective IR. umber. Be sure to eater the correct fit
number on the BEMS ORDER POEM (BRBDS-2) uben ratmulticg ERIC materials.

"
Artless gkERIA Miaterlile

ERIC microfiche may be revieied at one of thi.ERIC centers lifted at the baCk ofthis catalog. Bach regional supervisor hos a conplete set of the ERIC materials
identified in the RFC section of this catalog.

Use pf Descriptors

.

To give au indication of the content of the documents in the "Original Material;
Section," each title has been krieflye4bstracted

and categorized by tilse use of"descriptors." The following list of descriptors 'Ind sample abstract ulll be
helpful,in diteridatag the coeponents of each;document:

A - Teacher Resource thsterials

I -Sibliagrsohy

C Student Learning; ActiviLy Package

D - Measurable Objective's.

-1-

.



Wite of Descrtptoit (continued) k

B - Pretest. and Ley

P Posttest(s) and Key(s)

- AV Required

I - Equipment Required

w

60.1 - Service Accounting: .. .

MING DOWN TRIAL MANCE. Grosimont Union..........i.,TRA
, High School District, Mt. Migiteil High School,
Sprine Valley.; Martha Morrists 1972. .24 pages.

4.

600 - ekcpunting Clerk

&

S.

. I

.

. This unit is to be used ib a beginning book-
keeping class with high school students. The
unit. Is designed to assist the studetit in find--1 ing his own errors when his trial balance totalsare not even. Auswerie fot post test facia osk.page 127 of claw Atcouttag. Pot use
after studying Chapter 11.of Century 21 Actountinik
by Boynton, Swanson, and Porkner, South-Western
Publishing Company, 1972: Makes use of trans-
parencies rid projectoi. Order 00

.2.

14
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/01 --AddilA Machine :

10..KEY ADDING MACHINE LkP. San 'Mateo County Scbools,
Regional Training Programk Redwood City; CbarlesA.

"Prieet-T-1972.--6.-pa-ges.

100 Common Core

-

. .

The purpose of the LAP is to provide the students in the,
office occupations craps a guide-to learning a 10-key

., adding machine. This LAP is written.for.use-with a
-Monroe Adder/Lista and commercially produces materials.
No tpsts or'anewer sheets. Order Tp_ool 12143,

OPERATING THE MANUAL 10-KEY ADDIIG MACHINE. North
Saline* High.School, Salinas; R. E. Rende, 1971. 20
.pages.

A student learning activity package designed'to help
students learn how to use the 10-key adding machine.
Generarand, measurable objectives are stated. Post-
test and use of multimedia'are included. No key
included. Order ID 003 242.1.

A6DING MACHINE LEARNING.SYSTEM. Gilbert High_Schowl,
Anahei!; E. Dicus. 8 pages.

;

A student learaing package on the use oUthe 10-key
adding machine. This package Is deiveloped.for use withleasjayine, Agnew-and,Pasewarrk4,by
SouthuMestern Publishing Company. Order ip 993 ;42.00...-

%

MONROE 10-KEY ADbiNG MACHINE. J. A: McCoy, 1972. 19
pages.

A student 'learning activity.package'prepared for use
in:a one-semester couise at the junior high ichool
level. Student will learn correct posture and machine
pOsition, the parts of the pachino and how to add and
subtract problems. General and Weaeurable objectives .

stated. Pretest, posttesepana answers are included.
Order io 222.22 at.

DEC1NAhS 01 f1Z 10-KEY Apruc-iIsmic-mmINE.
Dominguez Sigh-School, Compton; Dalsyll. Green, 1972'
13 paps.

A student learning activity package devoted to the
addition process with whole numbers and decimals.
General and measurable objectives are stated. (Pretest,
posttest, answerspand-sugsestions to teacher ite
Included. Order ,D 00_2142.12.
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101 - Addpg Machine (continued)

MULTIPLICAT710N USING VIE TEN-KEY ADDING MACHINE.
Norwalk-La Mirada Adult School...Nowak; Marie Terando.
18 pages.

"'`
A ptudent learning activity package on multiplication
on the ten-key addtng machine, iacludinethe short-cUt
method. Measurable objectives.are steted. Included are
use of multimedia, pretest, and posttest With answers.
Teacher instructions and bibliography provided.
Order/ID 003 242.19.

TEN-KEY ADDING MACHINE. Santa Cruz High School; U. E.
Laurence, 1971. 39-pages.

A student learning activity package on the operation
of the ten-key addingmachine by the touch method,
ineluding addition subtraction, multiplicationsand
division.- Measurahe objectives are stated. Pretest
and posttest with answers are included. Order
ID 003 242.26.

TEN-KELADDING*MACIIINS. San Diego Unified School
District, Midway High School/Patrick Henry Ugh School.
San Diego; Cipri Powell and Susan Reese, 1973; 51
pages.

A self-contained learning activity package on the-Agent-
tion of the Teu-Key Adding Machine, Suggested time for
the seven jobs in the package is two weeks. A pretest,
two posttests, solutionspand visual illustrations are
iicluded. Order A 003 256.47.

ADDING Avicmit. morwilk-La Mirada Unified, Norwalk
High School, Norwalk. 23 pages.

A student LAP on operating the 10-key adding machine.
Parts and functions of a-Monroe adding machine are
diagrammed in the LAP. Exercises, including answers,
and a student answer sheet form are also included.
Keys to pretests and posttest are not included.
Order xp OD; )2,56.6l.
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101 - Adding Machine (continued)

THE TEN-KEY ADDING MACONE. Chaffey Union High School,
Ontario; Mary Ellen Montgomery And Mary Sauter, 1973.
42 pages.

.

A self-contained student LAP on operating the ten-key
adding mathine. HOO TO OPERATE A TEN-KEY AWING MACHINE
tape and instruction boOklit from Mt. San .Acinto are
required to complete the LAP activities. Keys to post.%
tests are not included. Order ID 003 56.71.

-ADDING MACHINE - 10-KEY. Tamalpais High 'Sthool, Mill
Valley; 1973. 47 pages.

A student learning activity package on the operation of
the 10-key adding machine. The student 4111 learn
mathematical computations by using the touch method. A
sample of the Monroe Rhvthmatic Touch Exercise booklet
is ltcluded. Order ID 003 270.7.

3

TEN-KEY LAP--101 COMPETENCY. ASC Unified School Dis-
trict, Cerritos High School, Cerritos; Maty K. Boston,'
1975. 17 pages.

This LAP is designed to guide the student through the
Common Core Competency for the ten-key adding machine.
A. 'practice test is included at the end of the LAP to
give the student an opportunity to identify and "review
problem areas before taking test to verify comps-
tencies. The LAP is designed to enable the student to
work at his own pace with-little instructor help needed.

. Keys to test not included. Order ID 003 278.

CLERK TYPIST - BUSINESS MACHINES. Los Angeles City
Unified School District. 7 pages.

A student study way correlated with Modern Clerical
rractic, Srd edition, by Friedman and Grossman.
Order ID 003 278.10.

102-Data Processing,:

ARTICULATION STUDY - DATA PROCESSING. Santa Barbara
County; Articplation Study Committee Data Processing,
1968. 19 pages..

Includes a survey of job opportunities in 1967-1970,
. with grade level requirements, recommended,curricu-

Ilum for high school and junior college, and suggested
course outlines. Order ID 003 1'03.

-6-

DESCRIPTORS.
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102 - Data Processin(continuedY

DATA PROCESSING AND THE CLERICAL TYPIST, Oakland
Unified School Diitrict; 1971. .25 pages.

This mAtirial contains material which could be used to
introduce to students the clerical tasks which are
related to a data processing operation. Included is
simulation work on key punch operation. Order
JD 003 123.5.,..

READINGk PUNCHED CARD, Susan Wifi, 1972. 17 pages.
A learning activity package introducing the Holleritia
C;de through the use of actual punched cards. includes
five activity exercises to give experience with bath
numeric and, alpha data. Pre- and posttests with
answers are included. Order ID 003 240.2.

TINE HANDLING. Homestead High School, Sunnyvale;
Donald R. Koch. 16 pages,

An arithmetic exercise and data processing project '

involving basketball gape time calculations to be
prepared for computer input. Includes'inotructiams
and prepared forms. Order ID 093

INTRODUCTION'TO DATA rsoczsum. San Francisto Unified
School District, Woodrow Wilson High kchool, San
Francisco; Lawrence D. Chan. 22 pages.

A sery elementary learning unit designed*for disad-
% vantaged students. Uses cotissoplace. demonstration .

materials to permit students to "discover" basic con-
cepts of data processing. Order p9o2 210).5.

INTRODUCTION TO DATA PROCESSING* Lowell Nigh School;
Daniel Sullivan, 1971. ,16 pages.

A learning activity package including rationale,
objectives., pre- and postteats, and planned assign-
ments. Posttest key not included. Ord.r JD 00) 2554.

DATA PROCESSING (CONFUTER E)UCATION STUDIES).. Ravens-
wood High School, East Pilo Alto; Leroy Finkel', 1971.
IS pages.

A learning activity piciage providing fundamental termi-
nolnly and concepts of data processing. Designed to
accompany specific text material. Includes objectives,
learning activities self-evaluation test, and answers.
Slide/tape recommendel. Script not included. Order
ID 003 05,15.
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- Data Proa.essins, (continued)

DATA PROCESSING. Norwalk-La Mirada Unified School.,
District, Norwalk High School, Norwalk. 34 pages.

learning activity package.providing background ip the
batics of manual and automated data proiessing. .Con-
tains information on methods of computer input,-and piob-

.

lets assignments. Pretest< working papers, and posttest
included. Tape posttest script not included. Keys not
included.. Order ID 003 255.18.

DATA PROCESSING THEORY. Visalia Untried School District,
Visalia. 11 pages.

A student guide to accompany the text,Fundamentals of
Data Processing, by Wanous Wanous, Wagner, South-Western
Publishing Company, 1971. Includes orientatian, perfora,
mance objectives, and scheduled assignients. Final
examination provided, along 41th key. Order ID 003 266.1.

BLOCK DIAGRAM. Sequoia Unioi High School, Redwood CitY;
C. A. Caruana. 16 pages.

This unit explains the need for diagramming. Describes
and illustrates various typical symbols. Provides step-
by-step instrugtions for carrying'out-threlestudent---.
activities. No tests or keys are provided.* Order

003 2664.

DATA PROCESSING. Chaffey Uniqp High School, Ontario;
1973. 8.pages.

re'

A learning activity package to accompany the workbook,
Tim Are A Da.ta frocessor, published by South-Western
Publishing Company. Includes performance objectives,

. instructions, and posttest. Key to posttest not
inctuded: Order JD 993 ;66,6.

DATA PROCESSING. Tamalpais High School, Mill Valley;
Susan Dell Pehl. 42 pages.

A learning activity package*for basic business. For
. use in conjunction with specific text material.

Includes performance objectiies, activity assignments,.
and working papers. Pre- and peottests are included.
Keys are not included. Order JD 003 266.7.

vo
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- Data Processing (continued)

a
COMMON CORE--DATA PROCESSING. ,Ygaacio Valley High
School, Concord; Jeffrey Prates. 14 pages.
A learning activity package including a pretest (no
answer key), introduction and instructions, and au
activity guide. Intended for use with prepared tapes,
head phones, and accompanying working papers. Order
ID 003 278.7.

DATA PROCESSING-4 JOB PREPARATION ACTTVITY. Santa
Clara Untfied School District, Buchaer High School,
Sanqi Clara; 1974. 15 pages.

A student learning package based on.two reference text-
books covering data processing terminology and various
input and output media. Measurable objectives stated.
Includes pretest, but no key included. Order
ID 003 278.11.

103.-Groomisik:

BUSINESS GROOMING FOR EVERYONE. Eisenhower High School,
Rii1to; Marie Smallwood. 24 pages.

This learning activity package on Businese Grooming is
designed for student use. It includes instructional
objectives, information on good grooming, posture
transparencies, self-assessment questionnaires, and a
list of reference materials.. Order 16 003 249.6.

%

WHAT WILLIWB WEAR? Greater Lowell Regional High Schoo
1971. 15 pages.

This learning activity package covers general informa-
tion about fashion with suggested student activities.
Keys pat included. Order /D 003 254.17.

:

PERSONAL GROOMING. Sierra High School, Whittier;s
Barbara Nix. 10.pages.

A lesson plan-including nbjectives listed instruc-
tional materials, audiovisual aids, and suggested activi-
ties. Order ID 003 26412.-
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1.0722misi (continued)

106
GROOMING. Norwalk-La Mirada Unified School District,
Norwalk High School, Norwalk. 55 pages.

'A LAP designed to expl4n the "why" of good grooming,
'and-to show mays of improving.personal attractiveness.
'Includes self-rating and assignment sheets, and a per-
- sonal development test.\Order JD 003 265.70.

4.

GROOMING Tubs FOR A SICaRTARY. North American Aviation,
Inc.-, Los Angeles. '9.pages.

Grooming suggastions discussing office style dries,
planning a wardrobe, clothing selection,and-4osture.
Order TD 003 269.2.

GROOMIliG FOR GALS. -Huntington Beach Union High School
District, FountaSin Valley High School; Denis Gitschier
and Bob Crendhaw, 1974. 20 pages.

The purpose of this package is to.prepara a girl-to be
able to describe an appropriate appearance,suitable
for employment in a retail situation. Material can be
used for office situations as well. No tests.are
included. Ordnr p oo ;78.12.

GROOMING. Buchser High Sefiool, Santa Clara. 50 pages.

A learning activity package containing fifteen activi-
ties to.guide'the student.towards meeting-on-the-jhb
grooming standaids... Several personal and.grooming
inventories, as well es a health ,and complexion plan
iere indluded. Pretest, but keys ail not included.
Order ID 003278443.

GROOK1NG. Tgacio Valliky High School, Concord. 16
pages. ,

Activities, in this package provide standards by which
employers judge applicants. A grooming chetkup is
included. References aro ma40 to tepee and information
sheets which are not included. Order ;0-003 mkt.
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103L _-GroominA (continued)

el

GROOMING FOR GUYS. Huntington Beach Union High School
District, Fountain Valley High School; Denis Gitlichier
and Bob Crenshaw, 1974. 23 paged.

The purpose of this learning activity paCkage is to pre-
pare a boy to be able to describe an appropriate appear-
ance suitable for employment in a retail situation. Mate-
rial can be used for office situations as well. Included
is a section on tying a Windsor.Knot for a necktie.
Order ID 003 278,15.

GOOD GROOMING. WHO NEEDS IT? WHY? G. R. Getchell.
14 pages. .

This student activity packet contains tips and guidelines
for good grooming in business situations. A student
could read this packet to gain Ink,understanding of what
is meant by good grooming and bor one would go abput
accluir.ing such characteristicsjas are associated with
good.grooming, Order ID 003 265.1.

GROOMING. Visalia Unified; 1972. 9 pages.

This instructional unit on grooming is designed primar-
ily for girls. It helps them to assess themselves in
the poditive and negative factors of gropmipg and then
has them consider and attempt to.apply.qualities of
'good grooming. Order JD 003 265.2.

4

BOY'S GROOMING. Visalia Unified; 1972. 27 pages.

Readini material on good grooming for boys is provided
in this uni. The student who works on this unit would
read information about proper clothing (bow to select
and care for cloihing) and personal grooming; then he
may take tests oti this material to sse how well he
comprehends what he has riled. Order 1 265.3.

YOULPOSIIIRE TALKS. San Mateo Regional Training
Program, Daly City; Joyce Bing. .10 pages.

A student codld ude,this learning activity packet for
determining his standard of posture. Re may also use
the packet for developing and measuring his,posture
when sitting, Standing, walking. The packet is skill-
fully developed with measurable objectivesd Order
ID 003 265.10.

DESCRIPTORS

atk
8a
6
g0

k0
,C
.11.00
CP

lig

)..,A
01a
314

000
w4
en4' A
la

1

4

.0

$3

00
00Z

,1
A
J
0J

40
Il

134

...

.43

.1.
00

. 04

(Lii
vl
*
01

"A....jg
It
0
14

-

iti
0
No4
0

Po4

V
w
14
*4
3

A
40
0

0'
al

1ABCDEFOIII
1

.

4
0

_

X

-
X

b

I

rA ntintienrin
11H111 x 111sI.II,I

AlinDE rimminI, x x Ill

einemunuomma

enrainnntin
x xaunx



194 Handwrispla:

HANDWRITUG INPROVENENT. Narchia A. Webb, 1970.
5 pages.

skill unit outline that includes teacher resource
materials, objectives and a bibliography an
handwriting improvement. Order 19,..aLlfri.

HANDWRITING PACKAGE. Mary E.tte Dawning, 1969. 10
pages.

This NandWriting Learning Activity Packet has a sug-
gested.Pretest and: poWnet withgeneral and-neasurable
objectives. There are handwriting activities included
along with suggested instructional meterials., Order
ID 003 265.29.

HANDWRITING. ,Niadison Nigh School; Ann.Hake. 1$ pages.

This learning activity package has practice,penmansbip
exercises, examples of proper postures.and number
writing problems: 0Aer P Q93165.43.

.

HANDWRITING. Buchaeriliet School'Santa Clara. 25
pages.

.

.

A learning-ac ivity package that contaiis detailed
instructions correct writing techniques as well as
examples of le ble and illegible baidwriting. Seven
activities aid in determining the student's handwriting.
competency. Pretest included, but no answer key.

.

Order p 903 278.8.

HARDWRITiNG0 Los Angele's City Unified School District.
5 pages.

Student etudy guide correlated with Cleric* Record-mum, 2nd ation and saftgasinfauggsum 3rd ;
edition. Incl4dea comPetency test but po answer key.
Student record sheet Also provided. _Order JD 003
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105 - Instructions:

READING INSTRUCTIONS. Visalia Unified School District;
'27*pages.

A student learning package to assist the student in
improving performance and behavioral skills in proof-
reading., interpretation,and the carryiLA out of written
instructions. Iqcludes pretest, posttest,and measurable
objectives. Ordfir XID 003 256.45.

ACTIVITIES FOR READING /INSTRUCTIONS. Ygnacio Valley
High School, Concord; 1974. 22 Pages.

Several activities are proviiled for reading and follow-
ing written instructions op time and money will not te
wasted. Varied activities relate to messages, proof-
reading, typing frimm rough drift in 20th.Centurv TVDe-
yatim, Fth edit4a. 'Order 100 003 ppas.

INSTRUCTIbNS. 'Huntington Beach Union High School
District, Fountain Valley High School; Denis Gitschier
and Bob Crenshwm 1974- 11 pages.

Btudents follow specific written instructions to com-
plete three acttiities on following sequential direc-
tions and building a Barnaby Model Paper Airplane:
Included is student worksheet tor the first two activi-
ties. Order ID 001 2784,.

INSTRUCTIONS. Buchser High School, Santa Claii. 31
pages.

A learning aotivity packet designed to fmprove the
student's ability to understand and follow instructions.
Includes performance objeCtives, learntng activities,
and performance tests. tovers the.csming out of oral
and written instructions or requests from teacher,
employer, or lustomer. Includes a pretest, no key.
Order xp 00 278.20.
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106 - Job Application:

C 4OMPLETING JOB APPLICATION BLANKS. ndra Reber.
4 pages.

4

A skill unit outline of objectives, instructional mate-
rials, and suggested student activities on compieting
job applications. Order ID 003 29.2.

.HOW TO APPLY' FOR A JOB. Eisenhower High School, Rialtl;
Evelyn Cone, 1971. 16 pages.

This learning activity package on How to Apply for a
Job is designed for student use and includes objectives,
a-prrtest, a skill.inventory, suggested resource mate-
rials, preparation of an application letter and data
sheet with examples, and an application form for employ-
ment; Keys not included. Order ID 003 249.3.

SELL YOURSELF - LETTER OF APPLICATION. Hueneme High
School, Oxnard; Sandra Iverson, 1972. 17 pages.
A learhing activity Package with motivational tips,

0 problem assignments, illustr4ted examples, and sample
letter format. Order ID 003 249.5.

RATTINESS IS A SUCCESSFULLY COMPLETED APPLICATION.
Merle Sheaffer, 1971. 16 pages.

This learning activity package on preparation of
application forms is designed for student use. A
vocabulary list is included, and the learning activi-
ties are correlated with the recommended textbook;
information about employment applications and exam-
ples are.contained in' this package. Order ID 001 249,6.
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PREPARING FOR THZ INTERVIEW. College of Alameda;
Catherine Brown. 9 pages:

;This packet of learning material could be used by a
student who is preparing for ipferview procedures.
It contains a checklist for a -Rudest to use in
determining his demo of preparedness in various
chavicteristics, m list of informational items which
a student should take With him on an interview, and
a bibliography of reading material which would help
the student prepare for-an.fhterview. Order
ID 003 249.7.
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THE PERSONAL DATA SHEET. Source Unknown. 8 pages.

Specific information required for the preparation of a
personal data sheet is included. In addition, there is
a list of suggested werds and phrases,to be used.
Order ID 003 254.18.

THE JOB INTERVIEW FOR,EMPLOYMENT. Visalia Unified
School District; l972. 22.pages.

The purpose of this learning activity package is to
provide the student with an understanding of proper
job application and to simulate a business condition,
in a mock interview. A sample Job.Interview Math Test,
a Job Interview Rating Sheet, and a "Test Yourself"
form :or a student to determine his job-seeking
abilities are a part of this learning activity package.
Order XD 003 265.4.

CAMER DEVELOPMENT--JOB CHOICES. Riverton School
Districta Riverton, Wyoming; J. C. Hitt, 1972.
12 pages.

A continuation.of learning activities concerned with
job chokces and opportunitie.s. Includes objectives,
pre- and posttests, required and optional activities.
Intended for use with selected reference material.
Order XD 003 265.20.

CAREER DEVELOPMENTAPPLY/NG FOR A JOB. Riverton School
District, Riverton, Wyoming; J. C. Hitt, 1972. 13 pages.

A continuation of leathinkactivities concerned with
lettets of apprication, application forms, and the job
interview. Includes objectiviial pre- and posttests, and
required and optional activities. Order XD 003 205.21.

.re

THE APPL/eATION FORM. Visalia Unifill School District;
1972. 13 pages. .

'ThiNiaearning activity package is designed to prepare a
student to complete an application blank for employment.
Quiz referred to but not included. Order MID 003 265.27.
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. 106 - Job Application (continued)

4

PREPARI ritETTERS OF APPLICATION AND RESUMES--ADEG.
Trona Nigh School; Cenel Wokal. 11 pages. _

This illustrated learning activity package is designed
-ior student use. Included are performance objectives,
self-test with answers, learning actiVities en letters
of applications, and restuses. Suggested textbook refer-
ences are correlated with the activities. Order
'ID 003 265.28.

WRITINC A RESUME. 'Exeter Union High School; Toni Lynn
Fuller, 1971. 13 pagis.

Designed for student use, this Learning Activity Pack-
age on Writing a Resume.includeAobSectives, recom-
mended instructional, materials, a pretest with animers,
suggested activities, and a list of words and phrases,
to be defined: Order ID 003 265.30.

APPLICATIONS FORMS. Sweetwater Union High4School, Chula
Vista; 1973-74. 19 pages.

A continuation of the LAP series on job selection and_ .

procurement. Provides infOrmation and practice in
fillifig out a job applicati.m form. Pretest, vecabu-
lary answer sheet, and application/ forms included.
Order ID 003 265.60.'

HOW TO WRITE AN APPLICATION LETTER: Sweetwater Union
High School, Chuld Vista; 1973. 16 pages.

A continuation of the LAP series on job selection and
procurement. Contains performance objectives, instruc-
tions and work hints, and examples of prepared letters.
Order ID 003 24)66.

HOW TO WRITE A RESUME. Sweetwater Union High School,
Chula Vista.; 1973. 13 pages.

A continuation of the LAP'series on job selection and
procurement. Includes performance objectives, an out-
line of content for a resume, vocabulary study, and
several sample resumes. Order ID 003 265.67.
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li2catio'n (continued)

.0

THE INTERVIE1J1 Vweetwater Union High School, Chula
Vigta;.1973. ,28 pates.

A,cohtinuation of the LAP .series on job selection and
Orocurement. Includes performance objectivle, sug-
gestions, preparing for the interview, dress and_groom-
in, conduct hints list of questions frequently alike&

, eiamples of foklow-up letter. Includes pretest and
sqpring.key for the XAPS on-the Application Letter-and
The Interview; Order 1S.U.D0(14.8..

A

JOB APPLICATION. Norwalk-La Mirada Unified School
District, Norwalk High Schooli Norwalk. 45 pages.

A '_earpirli activity Oackage to equ1;s,and motivate the
student for pffective job Waiting. Includes social
security informatiqp, federal clerical aptitude test,
preparation of a personal data sheet, questions
frequently asked during employment interviews, etc. '
Sample application form, assignment.working papers,
7-ete5t , and posttest are included. Keys not
u-lud ds. Order ID 003 265.76.

.

JOB APPLICATION -ICOMMON CORE, COMPETENCY 6. Chaffey
Union High School, Ontario; Jghn Tracey. 57 pages.

Student completes working papers using the student
manual as a reference. Re obtainn a test at the wild
of each unit and completes without using any reference
materials. Units cerrelate with objectives in the
state Guide. Teacher's key is not included. Order
ID 003 265.80.

JOB APPLICATION. Mt. Diablo Unified School District,
Ygnacio Valley High School, Concord; 1974. 20 vges.

A student learning aftivity package on Job Appltcation.
Objectives include employment terminology, date sheets
or resumes, skill in completing an application, an
understanding of cfassified ads, employment testing,
skill in interliiewing, payroll'deductions, and social
security usage. Pretest included, but no answers.
Ordir XD 003 270.4.

INTERVIEWING FOR A JOB - SCRIPT. Helen Davis, Santa
Rosa. 5 pages.

#ft script for a slide/tape presentation. The mock inter-
view.for clerk-typist includes five characters. Narra-
tive is written for 23 slides. Order XI) 003 271.
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106 - Jo5 Avals:11-jal (continued):

La Canada High School; Buzz Burner,
197 2 pages.

-
% onit.on hew to apply for a job.., Student will type a
personal data sheet, an application form, and a letter
of apeication. Unit is cor'related withitextbpok, 21st
gdition Typiall Text, South-Wesf.ern Publishing Company.
Order ID 003 271.3:

APPLYING FOR 'A JOB. Kern High School District, North
High School.; Bakersfield; Webb Cady, 1975. 32 pages.

Individualized unit designed for student use.- ActiVi-
ies include examining ways to find job openings,
making af resume, typing a lefter of application, fill-
ing out a.jOb application, and conduct during an inter-.
view. Behavioral objectives, pretest,.posttest, and
recommended instructional materials also included.
Order ID 003 278.17.

I.

JOB APPLICATIOH AND PREPARATIOC$ Huntington Beact,
High School Diatr4ct, Fountain Valley High School;
Denis Gitschier a0d Bob Crenshaw, 1974. 42 pages.

'A learning activity package of importance for any job
applicant. States objective and rationAle for this

\cif

activity. Supplies a sample application.form and line-
by

\
-line instructions for filling it out. nfOrmation

and sample questions for a typical job Date iew are
provided. Information and a checklist for self-
evaluation are provided. Includes samples of profes-
sional resumes, social security forms and information,
as well as work permit inforTation. Prpvides accom-
panying blank forms for practice or testing. Order
ID 003 278.21.

JOB PREPARATION ACTIVITIES -- PART r - JOB
APPLICATION (Competency 106). Buchaer High School,
Santa Clara. 32 pages.

A learning activity packet to assist the student in
problems of applying for a job. Covers preemployment
testing, resume or data sheet, application letter,
telephone appointment, personal interview, social
security information, and vocabulary checklists.
Includes performance objectives, activity assign-
ments, and sample solutions. No answer to test.
Order ID 003 278.22.
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106 7 Job Application (continued)

JOB APPLICATION--PART II (Competency 106). Buchser High
School, Santa Clara. 32 pages.

A continuation of Part I of this series. Deals speciifi-

cally with the written application, including the filling
out of special forms. Includes performance objectives .
instructions, guidelines, and line-by-line helps in fill.
ing out a typical application form. This is followed with
a practice exercise to apply the learning. Includes also
sample questions asked during an oral interview, and simu-
lated interview problems. Pfetest included as a separate
unit under Part I. Order 1D 003 2J8.23.

JOB APPLICATION. Ygnacio Valley High School, Czncord;
1974. 15 pages.

Activities in this leazning package relate to several
textbooks as references for an understanding of employ-
ment terminology, applications, interviews, payroll
deductions, social security. ho answer keys. Order
jD 003 278.24.

107 - Maikinia Change:

A PROJECT IN RECORDKEEPING. Mission Righ School,
San Francisco; Mary Ellen Davis, 1971. 17 pages.

A learning activity package dealing with cashigqr
records. Includes illustrated instructional material,
followed by practice problems and solutions. Order
ID 003 242.

HANDLING A CASH DRAWER. Judith Chambers. 6 pages.

A programmed unit designed for student use. Included
are activities on counting change and clesing out the
cash drawer. Order XD 003 254t13.

RANDLINd MONEY - MAKING CHANGE - PROVING CASH.
San Mateo County; Aili Hughes, 1971. 13 pages.

For student use in a salesmanship class, this lesrning
activity package on handling money has instructional
Alectives and programmed activities, with arithmetical
proglems. Order ID 003 254.15.
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. 107- Making Change (continuo.d)

(
MAKING CHANGE. Norwalk-La Mirada Districtoribtall High
ichuol, Norwalk. 28 pages.

A wo:kz. competency unit intended for use with prepared
tapes uf information. Includes learning activities with
sample forms, daily reviews, working papers, pretest and
posttest. Scripts for tapes are not included. Ordet
/D C 1154.39.

MAKING CHANGE. Chaffey Union High School District,
Ontario; Mary Ellen Montgomery and Mary Sauter, 1973.
24 pages.

A learning activity package for use with Clerical,
Recordkeening, by Baron and gienfield, Course 1, 3rd
edition, South-Western Publishing Company. To be used
with cassette tapes. Includes performance objectives,
step-by-step instructions, problems, answers, working
papers, and posttest without the key. Order ID 003 269.4.

MAKING CHANGE. Ygnacio Valley High School, Concord.
25 pages.

A learning activity package of particular value to sale
clerks, cashiers, and ticket sellers. Includes intro-
duction, general instructions, performance/objectives
four practice assignments, and self-checkitig answer
No preteat or poattest included. Order D 003 269

COMMON CORE--MAKING CHANGE. Ygnacio Valley higit School,
Concord; Ted G. BogioC:;27 pages.

A learning activity paaage including inttoduction,
instructions, performance objectives, progrees checks,
self-tests and answer sheets. Covers various cashier-
ing activities. Includes bibliography. Order
ID 003 278.25.

MAKING CHANGE. Huntington Beach Union High School
District, Thornton Valley High School; Denis Gitachier
and Bob Crenshaw, 1974. 10 pages.

A student learniag activity package designed to develop
change making skill in common sales transactions. Pro-
vides 15 rules on proper handling of cash transactions.
Measurable objective stat-d. Includes posttest and answer
sheet. Order JD 003 278.26.

9 ff-
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107 - Making Change (continued)

MAKING CHANGE - A JOB PREPARATION ACTIVITY. Buchser High
School, Santa Clara; 1974. 10 pages.

A student learning activity package contains student
materiale that can be used alone or with simulation mate-
rials to develop basic-skills in making change and com-
pleting common report forms. Special emphasis is given
to safeguards.in change making. Measurable objectives

p stated, Pretest and posttest included. Order..

;D 003 278,27.

108-- Math Comiutations:

FRACTIONS. Source Unknown. 10 pages.

This student learning activity packet on fractions con-
tains objectives and an explanation of common and decimal
fractions. Included lire problems in adding, subtracting,
multiplying, and dividing fractions and decimals. A test
is included. No key inclyded. Order ID 003 104.1.

MATH PLAhEMENT - ACHIEVEMENT TEST. San Mateo County
Schools', Regional Training Program, Redwood
Charles A.Priest, 1972. 14 pages.

Matheliatics placement test diagnoses student's abil-
ities in the following areas: (1) whole numbers, (2)
fractions, (3) decimals, (4) ratio and proportion,
(5) percentaier... (6) measurement, and (7) graphs. Order
ID 003 104.2.

EXTENSIONS. Source Unknown. 6 pages.

A learning activity package for general business.
Includes sequentialized activities and a performance
evaluation test. No answers available. Order
ID 003 117.1.

MATH COMPUTATIONS. Mt. Diablo Unified School District,
Ygnacio Valley Hie; School, Concord. 12 pages.

A student 14P to provide
metic fu stale using
textbooks. Jrder j

review of arith-
SPECTRUM MATHEMATICS SERIES

o 003
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108 - Mathamalgations (continued)

CHANGING %ACTIONS TO DECIMALS. Chester Brooks.- .5 pages.

This student learning activity package on changing
fractions to decimals includes explmnations and prac-
tice problems; keys to problems are not included.
Order ID 003 262.

DECTIMAL FRACTIONS. Joseph Greco, 1970. 10 pages.
Teacher resource material including general and
specific objectives, a list of suggested instruc-
tional materials, and recommended activities.
Order ID 003 262.1.

PERCENTAGE. Willial House, 1969. 8 pages.

This teache; resource unit contains an outline,
general and measurable objectives, recommended instruc-
tional materials,,and suggested student activities..
Order ID 003 262.2.

FUNDAMENTAL SKILLS IN MATHEMATICS. isa1ja Unified
School District. 39 pages.

1k A student LAP and teacher resource terial to accom-,

*patty the workbook Business Math730, Gregg Division
McGraw-Hill. Includes objectives, instructional infor-
mation, assignments, posttests and keys, and answer
sheet form. Order ID 003 262.4.

DEVELOPING PROGRAMS FOR SLOW AND DISENCHANTED
LEARNERS OP MATHEMATICS. Terrence F. Rieger, 1972.
19 pages.

A teacher resource uMit including a bibliography and
description of a mathematics program developed by the
State of Montana foethe slow learner. Order
ID 003 262.5.

OFFICE MATH - PER CENT. Sonora Nigh School, La Habra;
Pamela Amspach, 1972. 31 pages.

This selfcontained student LAP on office math has six
activities with answers on changing percentages to

. decimals and decimals to pereeutages. Objectivea4 p
pretest, a posttest, and an instructor's key :moil
included. Order p 003 262.6.
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108 - Math Computations (contilued)
u4114,

BASIC MATH SKILLS. Sweitwater Union High School District,
Hilltop Jf. High School, Chula Vista; John Ayres, 1972.
5 pages.

A pretest to identify'student weaknesses in basic mathe-
matical skills is provided. No key included. Order
ID 003 262.8.

MULTIPLICATION AND DIVISION OF DECIMALS. Daryll W.
Rhoads. 11. pages.

This self-contained student LAP on the multiplication
and division of-decimals includes a self-test with
solutions, explanations, problems, and a posttest with
solutions. Order XD 003 262.11.

CONVERTING FRACTIONS TO DECIMALS AND PERCENTS. Barstow
College, Barstow; Lewis R. Tarbox. 9 pages.

`f rfr

This instructional unit on converting fractions to
decimals and percents has a pretest (no keys) explana-
tions, examples, and problems with solutions. Order :

ID 003 26?.12.

.e"

BASIC MATH. Nadine Reid and Alice Stephens. 46 pages.

This sielf-contained student LAP has explanations,
. mblems, and answers, in addition to subtraction,
multiplicatioNand division. Ordat nowatu.

MATH COMPUTATION - A LITTLE BOOK OF PROBLEMS. Norwalk-
La Mirada Unified Schonl District, Norwalk Hlgh School,
Norwalk. 25 pages.

A student LAP including survey instructions, practice
problems, table of decimal equivalents for fractions,
progress test, answer sheet, and math test. Covers
fundamentals, fractions, decimals, and percentage.
Keys to LAP problems and tests are not included.
Order ID 001 262.16.
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108 - rath Computations (continued)

COMMON CORE COMPETENCY MODULES. Clovis Unified Scholia
District, Clovis Adult School; Robert W. Fuller. 24 pages.

e

Clovis' cqmmon core modules incltide:.-Basic Mathematics;
Written-Communicationsi Oral Communication; Reports,
Manuals, Directories, and Catalogsi Spelling; Job Appli-
cation; 10-Key Adding Machine; Sortimg, Checking, and
Verifying; Filing andletrieving; Handwriting; Making
Change; Proofreading; Instructions. A separate section
on Objectives and How to Use Them is included. Order
ID 003 271.4.

COMMON CORE - MATH COMPUTATIONS. Ygnasio Valley.High
School, Concord. 12 pages.

A student LAP, covering math fundamentals, fractions,
decimals, percent, and graphs. Includes objeCtives and
student instructions for use with Spectrum Mathematics
Series. Order ID 003 278.28.

109 - Oral Communication

BUSINESS COMMUNICATIQN1 PREPARING AND PRESENTING,A
SPEECH. Aragon High..School, San Mateo; Lloyd Mast.
13 pages.

Reasons for.having the ability to present a speech are
presented in this student-learning activity packet.
Pertinent information for a student preparing'speaches
to inform, entertain, or persuade is presented in
readable form. Measurable behavioral objectives are
included in the LAP. Order XD 003 251.1.

A

LET'S YALK Nauss. San Diego Unified Schdol District;
Evelyn Jenkins, 1973. 145 pages.

Student materials requiring reading, listening to class-
room practice tapes, listening and responding-to taped
exercises, and finally recording original sentences on
cassettes. The six small LAPS cover: 1) verb to be;
2) third person singular verbs; 3) possessive nouns;
4) plural nouns; 5) irregular verbs; 6) pronouns as
subjects and objects. Overview pretest determines which
packets each student should complete. Each packet has a
self-test and posttest. All test solutions are included.
Measurable objectives are stated. Scripts are included.
Specific teachingasuggestions are included. Order
ID 003 26319. (Available only in microfiche.)
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109 Oral Communication (continued)

ORAL COMMUNICATIONS. Buchser High School, Santa Claras
19 pages.

LAP inclUdes suggestions for topics of conversation with
instructions for selecting con0ersationa1 partner and
peer.evaluators. Evaluators listen to and.rate conver-
sation partners. Rating sheet is included. Other activi-

?s require students to answer or ask questions or make
r quests. Pretest is included. Satisfactorily completing
activities constitutes posttest. Measurable objectives
are stated. Order ID 003 278.29.

110 - References. Manuals, Directories. Catalogs

USING SOURCES OF INFORMATION. El Cajon Valley High\
School; Barbara Jean Nempel, 1970. 19 pages.

The student takes a pretest to determine how
prepared he is to use sources of information. The ZIP
Code Directory, Telephone Directory, and Secretarial
Handbook are required to con4lete the LAP activities.
Also included are exercises in problem solving and
proofreading, a self-appraisal form, and an.appendix
of factual data on sources for general, specialized,
and travel information. Order ID 003 106.

ZIP CODE DIRECTORY. William McNeill, 15 pages.

A student learning package on how to locate zip code
numbers in the National Zip Code Directory. Activi-.

ties include locating numbers in multi-coded and
single-coded cities. Pretest and answers included.
Order ID 003A242t5.

ZIP CODE DIRECTORY. RuntOgton Beach High School
and Westminster High School;*Doris Colgan. 10 pages.

A student learning actiliity package on the information
in the National Zip,Code Directory. The student will
learn the organization of the directory and how to
locate zip codes and addresses. Genera! objectives are
'included. No answer key. Zip Code Directory required.
Order ID a03 242.11.

USING THE TELEPHONE DIRECTORY. Bulatovich. 10 pages.

A student learning activity package on locating names,
addresses, and numbers in the telephone directory. How
to Ilse the green and yellow pages is part of the
instructional package. Measurable objectives are
stated. Posttest and notes to instructor on how to use
the package are inclUded. Order ID 003 242 27.
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1612.zittssancen
Catalogs (continued)

HOW TO USE A ZIP CODE DIRECTORY. Source Unknown.
42 pages.

Designed for student use, this learning activity package
on the Use of a Zip Code Directory has a pretest and
posttest. The programmed activities develop facility
in using thefZip Code Directory. Charts and sample
pages are included. Order rip 003

USING THE ZIP CODE DIRECTORY. Maxine Shofner. 6 pages.
A resourcb unit on use of the Zip Code Directory.
General and measurable objectives, suggested instruc-
'tional materials, and student activities are included.
Order ID 003 256.3.

DEVELOPING PRX.SKILL COMPETENCY. George Hall. 7 pages.
t Skill unit includes resource material for the teacher,

general and measurable objectives. Multimedia is sug-gested for teaching the switchboard's basic functioning.
Order ID 003 256.4:

USE OF REFERENCE.MATERIALS.
Visalia'Unified School

District, Visalia; 1972. 37 pages.
A student learning package on how to use selected
basic reference materiels, including the directory,
thesaurus*, almanac, city directory, and the Readers'texiodical Pretests and key
are included. Measurable objectives are stated.
Order ID 003 256.1$.
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CATALOGS. Source Unknown. 10 pages.

A student LAP explaining the need for and use of busi-
ness catalogs. Includes.stated objectives, introduc-
tion, instructions, sample forme, and five working

. assignments. Spiegel Catilog.is required to complete
the activities. Keys to activities are not included.
Order 003 256.67.
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110 - References. Manuals. kirectortes,
Catalogs (continued)

REFERENCE BOOKS FOR THE STENOGRAPHER AND TYPIST.
Foothill High School, Santa Ana;Ungela Satterlee.
13 pages,

A student learnin actiiity package op different refer-
ence books to assist stenographers and typists on where
to find the answers. Questions and answers are included.
Order ID 003 257. f-

REFERENCES, MANUALS, DIRECTORIES. Norwalk-La Mirada, .

Norwalk; 1973. 62 pages.

_A learning activity package covering the use of dic-
tionaries, telephone directories, ZIP Code Directory,
and employeed handbooks. Stated objectives, directed
activity assignments, working papers, business forms;
and a posttest are included. Keys to LAP and posttest
are not included. Order /0 003 25717.

4

ZIP CODE. Source Unknown. 1974. 10 pages./
A LAP on the use of the National Zip Code Directory.
including st ted objective, introduction, instructions,
appendix, au five acttvity assignments. Keys to LAP
activities are not included. Order ID 003 257.9.

DICTIONARY USAGE. Whittier Union High School District,
Pioneer High School, Whittier; 1972. 27 pages.

A student LAP with activities to improve efficiency in
using dictionaries. Order XD 003 263.7.

LEARNING AcTIVITY PACKAGE FOR DICTIONARY USAGE.'
Whittier Union High School District, Pioneer High
School, Whittier; Elaine Prukop, 1972.. 22 pages.

Included are eight activities covering alphabetising,
symbols and abbreviations, spelling, and pronuncia-
tion. A review checkup completes the package.
Order ID 003 263.18.

USE YOUR TELEPHONE DIRECTORY. Carlmont High School.
Belont; June Terzich. 27 pages.

TheAxercises in this illustrated learning activity
package are designed to develap skill in using the
white, yellow, and gren pages of-telephone direc-
tories. Key for posttest not included. Order
Id 003 265.36.
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110 -References. Manuals._ Directories,
'Catalogs (continued)

USE OF THE TELEPHONE DIRECTORY. Wm. S. Hart Union High
School District, Canyon High School, Saugus; R. Conway
Spitler, 1971. 23 pages.

An illustrated student reference manual with information
and activities on the use of the telephone direetory?.-

. Pretest has no key available. Order ID 003 265.44.

Z-ZIPPING THROUGH THE ZIP CODE DIRECTORY. Madison High
School, Jean Aldridge. 22 pages.

This learning activity packet is designed for practice
in using efficiently the Zip Code Directory. It
includes illustrations and exercises to reinforce
learning. Order ID 003 265.47.

A LOOK AT THE TELEPHONE DIRECTORY.4 Ann Hoke and Jean
Aldridge. 25 pages. .

This illustrated learning activity package has exer-
cises and situations requiring proper use of informa-
tion in the white and yellow pages of the telephone
directory. Pretests and posttests are included.

. Order xp 003 2§5,53.

REPORTS, MANUALS, DIRECTORIES, AND CATALOGS. Chaffey
Union High School District;.1973. 88 pages.

Six learning activity packages designed.for the stu-
dent's use in the classroom dealing with reports,
manuals, directoriessand catalogs. These LAPS are
baseCon the tate Program Guide (common core, Comp. )1))
and include e dictionary, telephone directory, UP
.Codes, com telephone directory,.catalogs, and road
maps. ckage contains a posttest and answers.
Order (Available in microfiche only)

REPORTS, MANUALS, DIRECTORIES. Mt: Diablo Unified
Scheol District, Toacio Valley High School; 1974.
16 pages.

A student learning package on developing skill in-
locating information from the Telephone Directory and
the National Zip Code Directory. Unit I includes
seven activities using the Telephone Directory and

. Unit I/ includes two activities using the Zip Code
Directory. Order ID 003 /7043.
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110 - askuenenus
Catalolia (continued)

REFERENCES, DIRECTORIES, CATALOGS, SCHEDULES, MAPS.
Tamalpais High School., Mill Valley; Rose.M. Ascierto.
61 pages.

Student completes activities using dictionaries, sip
code and-telephone directories, Sears catalogt air and
bus schedules, maps, and employee handbooks. Posttest

is included. Material correlates with local telephone
directory, but can be readily adapted. Rey to posttest
is not included. Order ID 003 271.5.

TELEPHONE. Santa Clara Unified School District.,
Buchier High School, Santa Clara; Robert Palmas,
1975.' 24 pages.

A learning activity package using a local telephone
directory (required for pre- and posttests) and a call
director. Order ID 003 278.2.

REPORTS, MANUALS, DIRECTORIES. Ygnacio Valley High
School, Concord; 1975. 19 pages.

Through nine activities, the student learns to use five
different reference sour s in this packet. These
sources include directo es, catalogs, schedules, and
maps. Order j 003 7 6. %

USING REFERENCES. s Angeles City Unified School
District. 19 pages.

Student activities to acquaint learner with a steno-
grapher's handbook, a dictionary, a word division guide.
Includes ais extensive list of reference materials.
Correlates with keference Manual for ktinograpbers and
7vs:4sta, pew MeErjap-jlebektex Poclot Diettonarv, and
Applied ligpiness Typing by Holland. Order ID 003 27k.0'.

THS DICTIONARY. Ravenswood ugh School, Zest Palo Alto.
8 pages.

Introduction to the dictionary as a reference source.
Work sheets help geudents find, spell, pronounce and
determine the measaug of words. Answers not included.

Order XD 093 65.16.
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Ill - Simple Businessfiecords:

KEEPING PERSONAL RECORDS. Source Unknown. 22 pages.

This student LAP on Keeping Personal Records contains
objectives, activities, and problems. The posttest
requires studente to prepare a monthly budget and record
trabsections in an Income and Expense Record Book. Keys
to LAP and posttest are not.included. Order ID 003 10721.

CHECKING. Source Unknown. 22 pages.

Included in this'etudent LAP on checking actounts are
objectives and sequential activities. Samples.of
signature cards, check forms itith stubs, quizzes, a
posttest, and a bank reconciliation problem are pro-
vided. Keys to. LAP and posttest ere not included.
Order ID 003 107.4.

BUSINESS FORMS. Sour& Uninown. 19 pages.

A learning activity peckage, it inclddes sample busi-
ness forms, a narration of transactions, sequentialized
activities, and performance tests. No answers included.
Order ID 003 117.

BUSINESS RECORDS. Visalia Unified School District,
Visalia. le pages.

A student guide to accompany the text General Record
Keeeinit, 5th Edition. Permits the student to work at
his own pace. Provides objectives, outline of assign-
ments, and standards of performance. Order
ID 003 256.20.

BANK/NG SERVICES. Nancy Gienger, 1969. 15 pages.

This teacher resource unit on banking services includes
general and specific objectives with competency and
specific skills listed, an outline, general teaching
procedures, teaching suggestions, a list of.reference
materials, evaluation procedures, and examples of
checks and bank reconciliation statements.
Order ID 003 259.10.
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ntzjja,pjsjL_....nitIessRecords (continued)

KEEPING SIMPLE BUSINESS RECORDS. Visalia Uftified School
District; 1972. 32 pages.

. Activities in this learning aAivity package include
handling a checking account, petty cash fund, inventory
records, and purchasing documents. Specific textbooks
are required for each activity. Keys Co LAP activities
are not included. Order ID 003 259.13.

SIMPIIE BUSINESS RECORDS -.COMNON,CORE, COMPETENCY 11.
Source Unknown. 49 pages. ---

Learning activities correlate with state objectives.
Students complete shipping orders from message forms
giving information. A cassette and booklet are needed
to complete the assignment, but are.not included with
these noterials. Activities for 11.4 are correlated
with text, Clerical 3rd edition. Post-
tests for each section sre included. Keys are not
included,_ Order iksiugati.

SIMPLE BUSINESS RECORDS. Norwalk-Li-Mirada Unified
School District, Norwalk High School, Norwalk. 20
pages.

A work competency unit on sales and credit memo yerify-
ing and posting. Adding machine prerequisite. Includes
business documents for source material, working papers,
sample sales register,and customers'accounts. Posttest
and problems available, but no answer key. Order
JD 003 270.6.

BUSINESS RECORDS SIMPLELAP. Santa Clara Unified School
District, Buchser High School; Bob McGinnis. 1975.
27 pages.

Learning activity package for students in the common core.
Covers simple busineos records. Keys not included.
Order JD 003 278.4.
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SIMPLE BUSINESS RECORDS. Mt. Diablo Unified School Dist.
Unacio Valley High School, Concord; 1974. 15 pages.

With this activity you learn about the fundamental proce-
dures involved in keeping simple business records. Included,
are units on cashier's records, checks and bank statements, '
petty cash and retail salesclerk records. All *pock refers'
to Clerical Record pimping, seCond edition, South-Western
Publishing Company. No tests. Order ID 003 27841.
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112 - Sortina. Checkine, Verifyina:

CLASSIFYING ItiORMATTON BY SORTING. B. 4. Allison,
1971. 11 peg .

An instructional resource guide. 'Includes objectives,pre- and posttests, activities, and job standards.
Order ID 003 103.2.

SORTING, CHECKING,AND VERIFYING. Tamalpais High School,
Mill Valley; Susan Doll Pehl, 1973/A28.pages.

A Student LAP containing 12 ectiviiies to develop skills
in sorting, checking, and verifying information. Keys
to LAP activities and posttest are not included.
Order ID 004 256.64.

:-

SORTING, CHECKING,AND VERIFYING. Chaffey Union High
School, Ontario; 1973. 76 pages.

A student LAP consksting of ten activities dealing with
sorting, checking, and verifying of data. Student
activity answer sheets and teacher's guide are included.
Order ID 003 256.69. (Available in microfiche onlY)

SORTING, CHECKING, AND VERIFYING. Norwalk-La Mirada
Unified School District, Norwalk High School, Norwalk.55 pages.

A learning activity package including stated objec-
tives, instructions, end ten activity assignments.
Intended to provide competency in sorting and checkingsales slips, comparing names and numbers, and coepiag
business data. Includes iretest, posttest, and work- ting papers. No keys included. Order XD 003 2M.5.

SORTING, CHECKING, VERIFYING. Oakland Unified School
DistrictQferle Wood. 31 pages.

-

A learning'activity package designed for students com-pleting the common core competencies. The docupent
presents 12 self-paced, self-checking, jobs quit drillthe skill areas of sorting, checking, and verifying.
Order ID 003 278,1.
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112 - SortinA0, Checkinsw Verifyinik (continued)

SORTING, CHECKING, AND VERIFYING. Ygnacio Valley High
School, Concord; 1974. 36 pages.

Sr.rting business documents, verifying moth computa-
tions, and planning efficient systems for checking
are included in this learning package. OTder
ID 003 278.31.

SORTING, CHECKING, AND VERIFYING. luchser High School,
Santa Clara. 28 pages.

A learning activity package including objectives; instruc-
tions.and 12 activities. The purpose of these activities
is to develop competencies in sorting, checking, and
verifying miscellaneous daLa. Several activities require
information not furnished in this LAP. A pretest is
included. Answers are not included. Order ID 003 278.32.

IISPELLING. College of Alameda, Alameda; Marjorie Dtxon.
21 pages.

Student materials include a list al. 400 spelling words
taken from a college-level business

1441

lish text, test
forma, ancfollow-up worksheets. Alsokgiven are a
variety of prucedures the teacher could use to imple-
ment these materials. Order ID 003 106,1.

SPELLING. Chaffey Union High SchOol District, Ontario;
1972-197. 36 pages.

This self-contained student LAP covers spelling rules
in Section I and error patter in Section /I. *A
cassettet_tape to record ans rs is required. Script
for spelling tape #1 anc' ys to section posttests are
not included. Order ID ;13 262.17.

SPELL/NG AND WORD U. E. Visal a Unified School
District; 1972. 37 pages.

A two-part student to impr e spelling add ward
usage abilities requir use of a dictionary and
teacher-prepared spelling tapes. Scripts to spelling
tapes are not included, Order ID 003 263.6.
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113 - SEtlitnik (continued)

HOW'S YOUR SPELLING? San Mateo County Schools, Regional
Training Program, Redwood City; Charles Priest, 1972.
10 pages.

A studin, LAP foespelling improvement correlated with
SKellint Drills and Exercises. Gregg, 1964; Lincoln
Diagnostic Tests, N. Y. EduCational Records Bureau, 1949;
and Spellin*Principles, Appleton-Century Crofts, 1966.
Tests are mentioned, but not included. Order
ID 003 263,12.

SPELLING. Arlene McCabe, 1970. 15 pages.
An occupational competence unit containing objectives,
instructional materials, practice drills, and word
lists. Order ID 003 263.14.

SPELLING VRPROVEMENT PACKET. Maxine Keilig, 1972. ,
38 pages.

This learning activity package has practice exercises
using spelling rules. Also included are a pretest and

-a posttest. Order plimutataq.

SPELLING. Tamalpais High School, Mill Valley; Susan
Doll Pehl. 32 pages.

Activities.in this LAP correlate with Spelling Drills
and Exercises by Brendel and Near, and ppelling by
Principles by Smith. Activities are assigned after
completion of a diagnostic pretest. Worksheets are
included. Script for pre- and postests are not in-
cluded. Order ID 003 ?63,21.

ft;

SPELLING. Santa Clara Unified School District, Buchner
High School, Santa Clara; 1975. 9 pages.

A learning .,(Avity package containing a uide to
Gregg's Spelling Drills by Brendel. Spel ing pre-
and posttests are included. Order ID 003 278.3.
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114 - Telephone:

RECEPTIONIST. Santa Clara Unified School District,
Buchser High School, Santa.Clare; Robert McGinness, 1972.
5 pages.

Goals, objectives, and skill tasks are outlined for a
one-semester certificated occupations course to train
receptionists and PBX operators. The evaluation and
testing standards are the results of one year's experi-
ence in a pilot program. Order ID 003 121.11.

TELEPHONE ANSWERING TECHNIQUES. Grossmont College,
El Cajon; Karen Seal, 1972. 9 pages.

This LAP is 2esigned to follow an introductory film,
such as Pacific Telephone's A ?Winer of Sneaking.
General and measurable objectives are stated. Order
ID 003 242.6.

YOUR PUSH BUTTON TELEPHONE. No9salk-La Mirada Adult
School; Inez Shilling, 1972. 13 pages.

A student learning activity package on use of the push
button telephone. Student will learn how to handle
incoming calls, putting them on hold, and transferring
or using the ICL line and also how to take messages
accurately. Measurable objectives are stated. Order
tD 003 242.13.

USE OF THE tNTRODUCTORY PAGES IN THE TELEPHONE DIRECTORY.
Canyon High School, Saugus; R. Conway Spitler, 1971.
26 pagei.

A student learning activity package to aid in the use
of the telephone directory's introductory pages. Stu-
dents will learn how to place local, long distance and
emergency calls; locate areas served by the telephone
directory, locate area codes, and telephone rates.
Measurable objectives are stated. Pretest, poittest,
and answers are included. Order ID,003 242.17.

USING THE TELEPHONE DIRECTORY. .Darlene Staib, 1969.
9 pages.

A teacher's guide that includes objectives, instruc-
tional materiels using-multimedia, arid suggested class
activities in efficient use of a telephone directory.
Order XD 003 256.1.
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1144 - Telephone (continuesd)

TELEPHONE COURTESY. Phyllis Grichuhin, 1970,
4 9 pages.

Skill unit includes resource materials and suggested
class activities for.the teacher. Goneral.and mbesur-
isIble objectives are stated, multimedia are used,in
teaching various telephone techniques, and a bibli-
ography of instructional materials is provided.
Order ID 003 256.13.

TELEPHONE TECHNIQUE. Tamalpais High School, Mill Valley;
Rose. M. Ascierto, 1973. 29 pages.

This student LAP includes a reference section of ten
pages which summarizes effective telephone techniques
and activities on planning calls, taking messages,
evaluating telephone conversations, and developing and
recording role-playing dialogues. Reference texts,
needed to complete the activities are Applied Secre-
tarial Practice, fifth edition; peretarial Office
Procedures, eighth edition: Teletrainins for Buskness
Studie0,, 1965; and _t_LAIcitzti_laThon, 1966. Keys to
the activities and posttest are not included. Order

*!4.

TELEPHONE TECHNIQUES--SCRIPT. .Ravenswood High itchool,
East Palo Alto; 1973. 15 pages.

This is the script of die General Slide Package. for
Business produced by Pacific Telephone and Telegraph
Company to improve telephone techniques. Order
ID 003 265 35.

TELEPHONE. Norwalk-La Mirada Unified School Jistrict,
Norwalk High School, Norwalk. 31 pages.

A LAP intended for improved telephone technique; per-
sonality, and manners. Provides information types of

. calls, taking messages, use of directory, special
telephone equipment etc. Self-check questions and
a.postiest are included. Keys not included. Order
1e003 265.7.1.

TELEPHONE. Huntington Beach Union High School District,
Fountain Valley High School; Denis Gitschier/Bob
Crenshai, 1974. 21 pages.

A student LAP to improve telephone personality, manners,
and techniques for handling incoming sales calls and
customer objection situations. A Telephone Activity
Worksheet is included. Order ID 003 278.9.

11.
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114 - Telephone (continued)

RECORDING TELEPHONE iESSAGES. Rieumend Unified School
District, Harry Ells High School, Richmond; Agnes Gowen,
1970. 11 pages.

This learning activity package covers background infor-
mation on the switchboard and how to record messages.
Pre- and posttests are included. Order ID 003 278.33.

TELEPHONE. Mt.-Diablo Unified School District, Ygnacio
Valley High School, Concord; 1974. 34 page's.

The learning activity package is to be used with commer-
cially prepared Telephone Dynamics. A caSsette recorder
is needed. The telephone techniques are presented as
well as objectives. Pre- and posttest (no key) are
included. Order ;111 003 278.39.

11$ - Warkine with Peoplt:

a RECEPTIONIS4 Gertrude Roberts. 8 pages.

A skill unit that includes general and measurable objec-
tives, suggested instructional materials, and student
activities for training receptionists. An evaluation
on procedures in handling callers is also a part of this
unit. Order ID 003 121.14.

CAREER DEVELOPMENT. Riverton school District, Riverton,

Woming; J. C. Hitt, 1972. 14 pages.

A learning activity package for dse with selected refer-
ence material. Provides planned activities and a self-
test. No film available. Order ID 003 265.18.

WORKING WITH PEOPLE. Norwalk-La Mirada Unified School
District, Norwalk. 64 pages.

A LAP designed for personality evaluation and improve-
ment with a view to career development. Includes self-
evaluation, program planning, and saleable skill plan-
ning material. Hay be used in conjunction with career
development tapes and film strips. Order ID 003265.77.
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.115 - Working with Peoele.(continued)

WORKING WITH PEOPLE. Mt. Diablo Unified School District,
Unacio Valley High School; 1974. 43 pages.

A student learning package that will contribute towards
personal development in working with people. Unit
includes three sections: -voice and expression, person-
ality,and human relations. Order ID 003 270.2.

wommic taro PEOPLE. Buchser High School, Santa Clara;
1974. . 16 pages.

A student learning activity package designed for CBEPG,
Common Core Competency, 115. Includes self-evaluation
and improvement, problem-solving in stress situations.i.
a self-improvement plan to overcome habits that antago-
nize and contribute to failure on the job, and pre- and
posttests. No keys are provided. Order ID 003 278.5.

EMPLOYER-EKPLOYEE-CUSTOMER RELATIONS. Huntington
Beach Union Nigh School District, Fountali Valley
High School; Denis Gitschier and Bob Crenshaw, 1974.
21 pages.

A student learning packet with four case problems and
suggested solutions that contribute towards personal
understanding o( the relationship between employers,
employees, and customers. Posttest included; no key.
Order ID 003 278.37.

WORKING WITH PEOPLE. Mt. Diablo Unified School District,
Ygnacio Valley High School, Concord; 1974. 34 pages.

Activities in this 'learning activity pakage include
three sectionsit voice, personality, and human rela-
tions. Many suggestion6 are ihcluded for working with
people.- Evaluation forms, progress check sheets, and
records to play are mentioned. Tests are not ncluded.
Order ID 003 278.40.
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116 - Written ComFunication:

A

COMPOSITION OF LETTERS. Monte Vista High School,
Danville; Rose Mari Pinter, 1972. 26 pages.

Contains Pre- and posttests, learning guides, and
exercises for seven learning activtties. These are
interspersed with checkpoints. Includes model letter.
Keys not included. Order ID 003 251.

BETTER PUNCITATION WITH THE CO*A. Ramona High
School; Barbetta Krogman, 1970. 23 pages.

A teacher resource unit and a self-contained student
LAP on the principal uses of the comma. Explanations,
exercises, self-tests, and answers are in,the LAP.
Order ID 003 263.3.

BUSINESS ENGLISH. Visalia Unified School District;
1972. 257 pages.

A teacher resource unit and student guide consisting
of a comprehensive coverage of grammar instruction
organized into 14 small learning activity packages
correlated with Business English and Compunication,
4th Edition, by Stewart, Lanham, Zimmer, and Clark;
McGraw-Hill Book Company. Order ID 003 263.13.
(Available in microfiche only)

PROF'ER WORD USAGE. Monterey Peninsula Unified school
District, Roger S. Fitch Jr. High School; Alice M.
Gieschen, 1971. 28 pages.

There are 25 troublesome words included in this stu-
dent LAP on word usage. The LAP provides the student
with an opportunity to test his tnowledge,on the use
of these words, to engage in study if necessary, and
then take a posttest. The text Heath Handbook of
EnOish 9, is used. Order kD 003 26345.

THE Cowin SENTENCE. Bill Taylor. 18 pages.

The purpose of this student LAP is to help a student
become proticient at recognizing and correcting sentence
fragments. A' pretest, study guide material, and * st-
test are included in the LAP. Order ID 003 263.17
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116 - Written Communication (continued)

WRITTEN COMMUNICATION. Norwalk-La Mirada Unified
School Aistrict, Norwalk High School. 18 pages.

A LAI, intended for improvement in business communi-
cation Contains problem material, sample business
letters and meMos, bulletins, etc. Keys not included.
Order ID 003 265.72.

WRITTEN COMMUNICATION -AN EFFECTIVE WRITr;..' MESSAGE.
Huntington Beach Unified School District, Fountain
Valley High School; Denis Gitgchier and Bob Crenshaw,
1974. 12 pages.

The learning package presents clear and not-so-clear
messages in order to help the student write effectively.
Order ID 003 278.34.

WRITTEN COMMUNICATIONS. Mt.Diablo Unified School
District, Ygnacio Valley High School, Concord;
1975. 7 pnes.

A learning activity package whose goal is to build
paragraphing, punctuatlln, and vocabulary skills. A
ptetest and diagnostic chart directs students to
various punctuation problems. Vocabulary building
sections use the workbook for Business &Wish and
CoMmunications, by Stewart, Lanham, and Zimmer, 3rd
Edition, published by McGraw-Hill. Keys not included.
Order ID 003 278.35.

WRITTEN COMMUNICATION - GRAMMAR. Buchser High School,
Santa Clara; 1974. 25 pages.

A student learning packzge on identifyi both complete
and incomplete sentences is followed wi4 activities
containing correct and incorrect word usage. Choices
must be made in use Of commas, capitalization, cc -)o-
sition, and message writing. No posttest. Order
ID 003 278.16.
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41/201 -'Duplicatinik:

200 Office Core

p.

DUPLICATING MACHINE OPERATOR. Santa Clara Unified
School District, Buchser High School, Santa Clara;
Robert McGinness, 1972. 5 pages.

A detailed outline of objectives developed as a pre-

. liminary step in devising goals, objectives, and skill
tasks for a certificated program involving duplicating
machine operator. Order ID.p03 121.1.

P

LIQUID DUPLICATING OPERATOR. Sinta Clara Unified
School District, Buchser High School, Santa Clara;
Robert McGinness, 1972. 5 pages.

Guidelines for the liquid duplicating operator serve
as a job traintng description to be presented to a
potential employer during an interview along with the.

4 certificates earned and a personal resume. Order
ID 003 121 8

MIMEOGRAPH DUPLICATING OPERATOR - GUIDELINES. Santa
Clara Unified School District, Buchser Nigh School,

411
Santa Clara; Robert McGinness, 1972. 5 pages.

Guidelines for the mimeograph duplicating operator
serve as a job traiaing description to be presented
to a potential employer during aa interview elm&
with the certificates earned and a personal resumk
Order ID 003 121.9.

DUPLICATING MACHINE OPERATOR. Kern High School
District, Bakersfield High School, Bakersfield; Carol
Moore. 5 pages.

A skill unit that includes measurable and general
objectives, suggested instructional materials, and
student activities for teaching spirit mimeograph
and offset duplicating processes. Order
XD 003 121.15.

OFFSET DUPLICATING. El Dorado Union High School Dis-
trict, Ponderosa High School, Placerville; Robert M.
Close, 1970. 12 pages.

A skill unit that includes general and measurable
nbiectives, suggested class activities, a bibli-
ography, 'land other teaching sources. Supplies and
equipment needed.for teaching the offset are listed.
Order ID 003 121.16.
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291.:_oallsgitit* (continued)

TYPING A,FLUID MASTER. Escondido Union High School Di
trict, Escondido High School, Escondido; A. Irene
Brouillet, 1972. 10 pages.

In this learning activity,package the student is directed
in typing fluid process masters on manual and electric
typewriters. In addition, instructions are given on how
tO correct errors, draw and write, and use multicolors
on a fluid process master. Duplicatins Machine Processes,
Pasewark, Souel-oWestern Publishing Co. needed. Order
ID 003 238.1.

HOW TO TYPE AND RUN A STENCIL. Howard G. Graubner, 1972.
20 pages.

The purpose of this learning activity package is to
help the learner unAerstand the process of stencil
duOlication and to develop the ability to type sten-
cils which will produce legible copies and to run
copies off on a thimeograph machine. Order ID 003 238.10.

OPERATING THE FLUID Et:PMCAfING MACHINE. Escondido High
School; A. Irene Brouillet, 1972. 11 pages.

A student learning ecavity package on how to
, prepare and operate the Rocke Fluid Duplicating Machine.

Measurable objectives are stated. Pretest and answers
are included. Package is written for use with Dupli-
cating Machine processes: Stencil and FlyAd by William
R. Pasewark, South-Western Publishing Company, 1971.
Order ID 003 242t15.

SCOPE (ILLUMINATING DRAWING BOARD). ABC Unified Sphool
DitriCt,'ABC Adult School Office Occupatio's Center,
Hawaiian Gardens; June Boardman, 1973. 14 pages.

A learning activity package on how to trace, shade,
letter, rule.and make proper corrections on a stencil
sheet while it is attached to a scope. Pre- and post-
tests and measurable objectives are included. Key not
included. Order ID 003 256t41.

SPIRIT OR FLUID DUPLICATOR. Tulare Union High School;'
:Ron Schlotthauer, 1972. 16 pages.

A student learning package and teacher resource unit
on the operation of the fluid duplicator and the steps
in typing and correcting a spirit master. Posttest
included. Key not included. Order ID 003 256.55.
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201 - DuolicatinA (continued)

DUPLICATING. Ygnacio VallexHigh School, Concord.
8 pages. .

Jobs in this activity are taken from 12.1.ne
Processes, Pasewark, South4lestern Publishing.Compady;.
A. B. Dick Company Mimeograph Series; and Western Tape
filmstrips. No tests or performance evalUations are
included. Order ID 003 276..10. ..

CLERK - TYPIST SIMULATION #2 - DUPLICATING. Richmond
Unified School District, Harry Ells High School,
Richmond; Agnes Gowen, 1970. 12 pages.

Included in this learning activity package are two
suggested activities. It contains information about
equipment end supplies needed duplicating and pro-
cedures to follow. Order D 2 6 11.

02 Filin.g, and Retrjevng:

FILING CLERK - GUIDELINES. Santa Clara Unified School
. District, Buchser High School, Santa Clara; Róbert

McGinness, 1972. 3 pages.

Guidelines for teachers ahd students serve as an impor-
tant part of a certificated occupetiona program. These
same guidelines serve as a.job training description to
be presented to a potential employer during an inter-
view along with the certificates earned and a personal
resume. Order TD 003 121.10.

FILING - THE MEMORY OF BUSINESS. Source Unknown.
19 pages.

The rules for filing4 equipment used in fi1ing, steps
in the filing process,and the four methods commonly
used for filing are sated in this learning activity
package. Measurable objectives'are given. 'Pretest
and posttest included. No keys included. , Order
AD 003 242.7.

ALPHABETIC FILING, Quartz Hill High School, Lancaster;
Austine Perry. 12 pages.

A student learning activity package on alphabetic fil-
ing. 'Student will learn the rules of alphabetic filing,
indexing.and Cross-referencing. Measurable objectives
are stated. -Pretest: posttest, and bibliography are
included. Package is developed for use with Grftg
utisx Practice, Kahn, Yerisn, and Stiwarv,i McGraw-Hill
Book Co., Inc., 1961. Order AD 003 242.20. 5 "-
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ILvin ...a(continued)

ALPHABETICAL FILING - SECTION I. Lassen High School,
Susanville; Rite Kennedy. 27 pages.

A student learning package on the basic rules for alpha..
betic filing. Written to be used in conjunction withibekesalina, Third Edition, by
Bassett, Agnew, and Goodman, South-Western Publishing
Company, 1964. Measurable objectives and tests.are
included. Keys not included. Order ID 001 25641.

aims CORE COMPETENCY MODULES. Clovis Unified School
District; Robert Fuller, 1972. 11 pages.

The following modules are included in this packet:
filing, duplicating, petty cash, and handling the
mail. Order XD 003 276.

Fn.= AND RETRIEVING - OFFICE COL:. Santa Clara
Unified School District, Bucbser High School, Santa
Clara; Robert McGioness. 32 pages.

Packet for use by tudenta.4h office core or general
office. Ten activities and exercises. Correlated
with flogreadmyjaima by Kahn, 8th Edition, McGraw-Hill.
Order ID 003 276.4.

FILING AND RETRIEVING. Ygnacio Valley High School,
Concord; 1974. 7 pages.

In this learning.package you file documents alpha-.
betically and numerically. Must have Ausiness Fl
inland Recuds Control by Bassett, Agnew, and Goodman,
3td;Fdition, South-Western Publishing Company.
,Ord r /D 003 276.8.

CLERK TYPIST - FILING (1 of 8 MODS). Los Angeles
City4Unified School District. 8 pages.

Student vuo guide to accompany Modern Clerlsil
fleas& by 'Friedman and Grossman, 3rd Editice, Pitman
Publishing Corp. Includes'competency test and key.
lrder ID 003 276.12.

5,
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/03 Plait (Xncomknag and 04tigInp.) :

CLASSES OF DOMESTIC MAIL AND SPECIAL MAILING SERVICES.
Dwight Wentzel, 1972. 17 pages.

A student learning activity package on how to identify
and handle domestic mail services and special domestic
mail services. Measurable objectives are steted. Pre-
test, posttest, and answers are intluded. Vse of multi-
media is suggested. This package is aveloped for use
with Secretarial Procedures and Administration, Hanna,
Popham, Deemer, 5th Edition, South-Western Publishing
Fompany, 1968. Otder XD 003 242.18.

MOUNTAINS OF MA/L: THE NEW WAT TO ADDRESS ENVELOPES.
Edgewood High School, West Covina; Mae M. Elle)", 1971.1g
8 pages.

A student learning package on how to address envelopes
using the state abbreviations. The purpose of the
optical character reader used by the postal system is
described. Order ID 003 242.25.

INCOMING AND OUTGOING MAIL PROCEDURES. Visalia
Unified School,Dis.trict; 1973. 27 pses.

A student learning package on how to handle mail.
The student will be able to determine the different
classes of mail and calculate the amount of postage
on a gtoup of 20 mail items; learn the state postal
abbreviations and type transmittable telegrams.
Measurable objectives, pretest, posttest,and solu-
tions are included. Order ICD 003 256.48.

LETTER FOLDING AND INSERTING PROCEDURE. South
San Francisco Unified School District, South
San Francisco High School; Claire K. Mitchell,
1973. 4 pages.

A script for a slide/tape instruction on how to
properly fold and insert letters in the three types
of commonly used business envelopes--small size,
large size, and window envelopes. Script is written
for 27 slides. Order XD 004 ?58.30.
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4

a94 - Petty Cash:

HANDL/NG A PETTY CASH FUND. Pittsburg Unified School
Distfict; Nancy A. Hughes. 8 pages.

Thistoccupational competence unit contains a brief
orientation, terminal performance objectives written
in detail, and a list at suggested activities and

-vocabulary. Order p 003 255.2.

BUSINESS RECORDS - PETTY CASH. Santa Clara Unified
School District, Due:hoer High School, Santa Clara;

I Bob MCGinness, 1975. 34 pages.

Learning activity package for students completing the
office core. Covers a variety of simple business
records. Used with peneral gecordkeepins 6th Edition,
by Huffman, McGraw-Hill Book Co. Order rip 003 276.3.

205 - Soellinx:

WORD DISCRIMINATION OF SOUND4LIKE WORDS. Odell.
Kirchner, 1971. 16 pages.

The student takesa pretest on sound-alike words; deter-
mines his ability to distinguish between sound-alike
words; does further study in the LAP ik necessary; and
then takes a posttest. Order ID 003 106.4.

206 - Typina:

TYPING I. Santa Clara Unified School District,
Bechser High School, Santa Clara; Robert MtGinnesk,
1972. 10 pages.

Goals, objectives, and skill tasks are outlined for a
one-year course in typing. The c_terse is:geared to
initiate preparation for a certiCcated occupation pro-
grkm. The evaluation and testing standaids are based
on the typical student and ag..aE manual typewriters
of this school. Considerable detail in presenting the
sk 11 tasks is necessary to standardise procedure,
es cially for inexperienced teachers or teachers new
to 4be department. Order p.....*Aogla.
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41120EL:Tigin& (continued)

TYPEWRITING MEMORY SPHERES. Ruth Low, 1971. 10 pages.

This student activity package is designed to instruct
the student on creating a memory sphere'on a typewriter
with Elite type. Various rules and principles of type-
writing fundamentals are typed. Creating such a sphere
and having it availabie for reference is to help the
student underseand various typewriting fundamentals.
Order ID 003 123.7.

PREPARING A ONE-COLOR STENCIL. Gilbert High School;
Dicus, 1971. 5 paes.

Forty steps are presented in thia student LAP to take
the student from the very beginning to the completed
process of preparing a one-Color stencil to the point
where it may be run off on the mimeograph machine.
Order ID 00X 123.8.

DO YOU KNOW HOW TO PROPERLY ADDRESS AN ENVELOPE?
Kimberly Ann Stutes, 1972. 33 pages.

The purpose f this learning activity package is to
instruct the student in the most current and up-to-
date method of addressing an envelope. Two-letter
state abbreviations and Zip Codes are used in the
material. Order ID 003 238.

TYPING FOOTNOTES. San Diego Unified School District,
Midwhy Adult School, San Diego; Leona Plummer, 1972.
17 pages.

This learning activity package is correlated with
20th Century Typewritinsk, Ninth Edition, South-
Wester- Publishing Company. The package expands on
the use and purpose of a footnote; a script is
included in the package,and it may be used for
taping. A copy for an overhead transparency is also
included wie\the package. Order ID 003 238.2.

44

SIKPLF BEGINNING MANUSCRIPT. San Marino High School,
San Marino; Janet Rutz, 1972. 12 pages.

This learning activity package is to be presented
early in the course of a personal typewriting class.
It is:assumed that the student has had no previous
experience in the typing of reports and manuscripts.
The material in this package contains no footnotes,
title page, or bibliography (hence the term "simple").
Order ID 003 238.4.
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206 - TYping (continued)

TYPING REVIEW. Yosemite High School, Merced; George W.
Gallaher, 1972. 59 pages.

This learning activity package assumes the student has
had some instruction in all of these areas: correcting
errors, rough drafts, business letters, personal busi-
ness letters, addressing envelopes and postal cards,
tabulated tables, outlines, reports, statement of account
and invoices. The review in each section could be used
as a first-time learning experience because of the manner
in which it is presented. Each section contains a pretest,
required learning activities, and a posttest. No keys
included. Order ID 003 238.5.

SPEED AND ACCURACY TYPING LAP. Ceres High School,
Ceres; Ruth Bunding, 1972. 25 pages.

In this learning activity package, the learner may work
on improvement In his accuracy anespeed skills. Spe-
cial directions and practice material are provided for
such techniques as proper typing position, correct
stroking and fingering, reading response, continuity
and rhythm, use of operative parts, and spelling improve-
ment. Order ID 003 238.6.

BUSINESS LETTERS. Los Angeles City Unified School
District, El Serena Junior High School; Esther Key,
1972. 34 pages.

The purpose of this learning activity package is to
provide material for the student to learn to type a
mailable letter and envelope. The material is corre-
lated with Personal Typing, 2nd Edition, by Wanous
and Haggblade. Also included with the package is
material for transparencies which the learner may use
at various points. Order Ill_003 238.7.

TABULATIONS. Lawndale High SchOol, Lawndale; Peula J.
Gordon, 1972. 20 pages.

In this learning activity package.the learner can work
independently on material to set up columnar tables
which are centered correctly horizontally and which
have headings over the columns. Posttest is included
with answer key. Order ID 003 238.8.
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206 - Typing (continued)

TYPING THE ALPHABET. Lincoln High School, Stockton, and
akdale High School, Oakdale; Nona C. Smith and Al Fahey./8 pages.

This learning activity package is designed to allow for
individual student progress in learning the alphabetic
keyt on the typewriter. It is correlated with Century 21
TypewritinA by South-Western Publishing Company. Its use
would be beneficial to the late enrollee, the disadvan-
taged student, or the student who has had some typewriting
instruction and uishes to "start over." Order
XD 003 238.11.

TYPING INDEX CARDS, CARBON PAaS, ENVELOPES, FOLDING
LETTERS, AND TYPING POST CARDS. Lodi Unified School
District, Lodi High School, Lodi; Gladys Watson, 1972.
21 pages.

This learning activity package may be used by the stu-
dent independently from a textbook, It is designed to
assist the student in developing skill in typing enve-
lopes, post cards, index cards, tarbon copies, and in
folding letters. It contains complete instructions,
exercises, and a posttest. Order ID 003 238.12.

ADVANCED TABULATION (lIFING). Hughson High School,
Hughson; Hal Bernstrom, 1972. 16 pages.

Before artempting this learning activity package, the
learner must have had an introduction to tabulation.
The package is correlated with Century 21 Typewritinik
published by South-Western Publishing Company. it
also includes typing material for a tabulated report
from unarranged and rough draft copy. OTder
ID 003 238.14.

PROOFREADING - TYPED DOCUMENTS. Source Unknown.
6 pages.

A teacher resource unit that includes general and
measurable objectives, suggested instructional mate-
rials, and student activities for teaching proof-
reading skills. Order ID 003 t34314.
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1

gat_I_Dalg (continued)

BUSINESS LETTERS. Lilliana Malberg. 8 pages.

An instructional unit for teaching various lengths
and styles uf business letters. Includes a idoliog-
raphy and suggested student activities. Order
ID '003 256.1b.

MIKEOGRAPH DUPLICATOR - TYPING THE STENCIL. Sourceo
Unknown. 1974. t, pages.

A student LAP describing a stencil and giving diret-
tions to prepare the typewriter, type a stencil., and
make corrections. Activities require the use of two
textbooks, Greg& Vocational Tytisg 191 and Duplisattma
Machine Processes. Order ID 003 256.62.

41,

FLUID DUPLICATOR - TYPING A FLUID MAStERStT. Source
Unknown. 1974. b pages.

A student LAP describing a masterset and giving
directions to prepare the typewriter, type a master-
set, and make .corrections. Activities require
use of the Duplicating Machine Processes textbook.
Order ID 003 256.63.

PROOFREADP:: IMPROVEMENT. Anita Anderson, 1970.
9 pages.

A teacher re;ource unit wiN dethods and procedures
for teaching proorreading. A bibliography of text-
books and parrlhlets is included,along with suggested
student activ 1 for learning the fundamentals of
proofreading. der ID 003 258.2.

PRODUCING A MAILABLE LETTER. Monache High School,
Porterville: Kim Corbin, 1971. 14 pages.

By working through this programmed LAP, the student
identifies qualities that make a letter mailable, and
follows directions for activities to produce mailable
copy. Keys to activities are not included. Order
ID 003 258.8.
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206 - Typing (continued)

CORRECTING TYPING ERRORS, Midwest High School; Nancy
Ingrum, 1972. 11 pages.

Student learns to correct typing errors using type-
writer eraser, KO-rec-type, liquid paper, and an
envelope window. Includes measurable objectives and
learning activities. Order ID 003 258.14.

SCRIPT - TYPING LETTERS. Sequoia Union High School
District, Ravenswood High School, East Palo Alto;
1973. 5 pages.

.A Script for a unit of instruction to help the stu-
dent learn t1,%e format used for letters at Standard
Oil Company of California. Concentrates on format
used and gives tips to the stenographer or typist in
the areas of spelling, grammar,and punctuation.
Script is written to go along with 24 slides.
Order XD 003 258.28.

EM4 SELECTEIC TYPEWRITER. Harry Ells High School;
Mary L. Coffey, 1973. 4 pages.

A script for a slide/tape presentation demonstrating
the different parts of the typewriter that will help
the student in typing stencils and carbon copies.
Narrative is written for 30 slides. Order
ID'003 g58.29.
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STENCILS. ABC Unified School District, ABC Adult
School Office Occupations Center, Hawaiian Gardens;
June Boardman, 1973. 17 pages.

A stwient LAP on stencils. Activities include how
to asdemble a stencil pack; how to align the stencil
in the typewriter; how to use the stencil guide mark-
ings for copy placement; and how to type, splice, and make
corrections. Pretest, posttest, and measurable objec-
tives are included. Keys to tests are' not included.
Order XD 003 258.33.
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206 - Typing (continued

sprit* MASTERSET. ABC Unified School District, ABC
Adult School Office Occupations Center, Hawaiian
Gardens; June Boardman, 1973. 17 pages.

A student LAP on haw to type, trace, shade, letter and
.

make corrections or a spirit or fluid masterset. Pre-
test, posttest, c-0 measurable objectives are includede
Keys to tests ar, .ot.included. Order ND 063 258.34.

OUTLINES AND MANUSCRIPTS - LAP 2. San Mateo Union High
School District, Aragon High School, San Mateo;
Marilyn Lee. 24 pages.

A student learning package on typing outlines and
manuscripts. The student will learn the proper
arrangement; use and identification of proofreader's
marks; rules concerning margins, spacing, and bead&
ings; and type from unarranged copy. Measurable
objectives, and self-test are included. Package is
;written to correlate With textbook, prexa Typinsk,
191 pries. Order ID 003 250.41.

S.

REVIEW - LAP 4. San Mateo0Union High School District;
Donald E. Tingley. .21 pages.

Self-contained LAP #4 of Phased Typing Program where'
the'student reviews typing letters, envelopes, tables,
outlines, and manuscripts in ten different activities.
.General objectives are stated. Order ID 003,,258t42.

ROW TO TYPE DIRECT PROCESS MASTERS. Schurr High
School, Montebello; Mary.R. Fisher, 1971. 16 pages.

Directions for typing and making corrections on a
master are included in this learning activitY pack-
age. The self-directed activity also includes pre-
test and posttest materials; keys are not included.
Order jD 003 250.51.

4.

ADDRESSING ENVELOPES. Foothill High School Santa
Ana; Angela Satterlee. 21 pages.

This self-contained LAP is designed to teach the stu-
dent how to type addresses on envelopes according to
the retommendations of the United States Postal Ser-
vice. Posttest is included. Key is not included.
Order Tp 003 p58.54.
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206 - Typinik (continued)

SUCCESSFUL LETTERS. King City High School, King City;
Nicholas Munoz-, Jr. 15 pages.

A student LAP correlated with 20th Century TypinA,
Ninth Edition, South-Western Publishing Company.
Designed to develop ability to type letEers from
unarranged copy and tu proofread"the typed material
with acceptable standards. Keys not included.
Order ID 003 258 55.

TYPEWRITING - CORRECTING WITH CHALK-COATED PAPER.
San Ramon Unified School District, Monte Vista High
School and San Ramon High School; 1973. 4 Pages.'

Students make corrections using,chalk-coated paper.
Disadvantages are explained. Test VI is mentioned,
but is not included. Order /D 003 258.82.

TYPEWRITING. La Canada Unified School District,
La Canada High School; Suzz Burner, 1973. 55 pages.

Course of study outlines for Typewriting I. AB and
2 AB. Materials are correlated with Century 21
Typewritinik, complete course, by Lessenberry, South-

4 Western Publishing COUpany. Ord0r ID 003 258.84.

TYPEWRITING - REVIEW CENTERING. San Ramon High Schoo..,
Danville; 1974. 6 pages.

Students review horizontal and vertical centering. NO
pre- or posttest. Order ID 003 258.88.

TYPEWRITING. Santa Clara Unified School District,
Buchser High School, Santa Clara; Robert McGinness,
1975. 11 pages.

A.student guide for a one-year course in typewriting
using the text, Gregg TYPina 300. Oilder ID 003 276.2.

TYPING A MEMO AND ATTACHMENTS FOR MAILING. Ygnacio
Valley High School, Concord; 1974. 23 pages.

A 35-minute typing job includes use of memo, bill of
lading, envelopes,and carbon paper. Other shorter and
longer jobs are given referring to South-Western 20th
Century text. Performance objectives with time and
efficiency are stated for use of index cards, postal
cards, invoices, and envelopes. Order ID 003 276.7.
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TypinK (continued)

TYPEWRITING, JOB PREPARATION ACTIVITIES. Buchser High
School, Santa Clara. 9 pages.

A learning activity package designed to introduce the
student to Buchser High School's individualizeleMethod
of learning to txpe and the State Program Guide (common
core, 16 competencies). The goals of the program,
teaching/learning methods, and'grading/credit policies
are included. No pretest or posttest necessary.
Order ID 003 276.9.

207 - Working with People:

CAN I GET I JOB? Source Unknown. 21 pages.

Included arc lists of questions frequently asked by
prospective employers at job interviews,,a sample
personal data sheet, and a list of negative factors
which frequently lead to rejection of the job appli-
cant. Order QUALIIDO.

DRESSING PlOPERLY FOR A PERSONAL INTERVIEW.
San Francisco Unified School District, Woodro4
Wilson High,School, San Francisco; Ali'e N. Bailey,
1973. 4 pages.

A script for a slide/tape presentation on how.to
dress for a personal interview. Includes tips on
hair, dress, hands, face and posture. Narrative is
written for 29 slides (not included). Order
ID 003 265.15.

WORKING wrrH PEOPLE. Buchser High School, Santa
Clara; 1974. 28 pages.

kstudent learning package designed for CBEPG, Office
Core Competency 207. The student is given a Business
Behavior Guide and information to identify his
strengths and weaknesses and those of other class-
mates. Models of employee rating forms guide -the
student in developing a 20-point form that could be
used in school. Problem situations involving
employer/employee, employee/employee, and employee/
public are also given for solution. Suggested solu-
tions to these eleven problem situations are included.
Order 11/.2232a.A.
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Ill- Written Communication:

PREPARING ORIGINAL CORRESPONDENCE. Delta High
School; Roberta Hover, 1970. 8 pages.

A teacher resource unit presentid with general Objec-
tives. A pretest and a posttest are both included with
the unit. A bibliography of instructional materials
suggests assignments for the unit. The aim is to pro-
vide a learning unit for the student so he can create
correspondence in response to specific situations.
Order ID 003 123.

CLERICAL AND avn SERVICE TRA/MING - SECTION..1-5.
Lassen High School; Rita Kennedy. 12 pages.

A student learning package on Civil Service and
Clerical Training Preparation designed for a semester-
length course divided into five sections. Instruc-
tional material to be used io conjunction with Inten-
sive Clerical and Civil Service Training, Fourth
Edition, by Robert Fisher, South-Western Publishing
Company, 1968. Measurable objectives are given.
Order XI) Op 256.30.

WRITTEN COMMUNICATIONS. Buchser High School, Santa
Clara; 1973. 28, pages.

A student guide to three textbooks: Ilasomagle
Letters, Punctuation Drills and Exercises, EnAlish
Usagp Drills and Ekercises. Pretest and posttest ati:
included without the keys. Order ID 003 276.1.

PUNCTUATION REVIEW. Los Angeles
District. 14 pages.

Student activities to review end
comma usage. Contains rules and
Keys are included. OrdOr ID 003

4O

City Unified School

punctuation and
practice exercises.
276.6.
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300 General Office Clerk

301 -Adding,Machine:

SHORT-CUT MULTIPLICATION ON TEN-KEY. Kern High School
District, Bakersfield High School, Bakersfield; Roy E.
Fussel. 8 pages.

A unit of instruction on short-cut multiplication on
the ten-key adding listing machine. Measurable objec-
tives, instructional mkterials,and multimedia that can
be Assad along with suggested student activities and
different evalilating techniques are provided for the
teacher. Order ID 003 256.2.

COMPUTATION OF CHAIN DISCOUNTS ON TEN-KEY ADDING
MACHINES. Bellflower High School; Juanita Harper.
8 pages.

A student learning activity package on computing
chain discounts of three operations on the Ten-Key
Adding Machine. Tests and answers included.
Order ID 003 256.17.

ADVANCED ADDING AND CALCULATING MACHINES. Visalia
Unified School District, Visalia. 16 pages.

A student learning guide for use in conjunction with
the text, Office Machines Course, Cornelia, Pasewark,
Agnew, South-Western Publishing Company. Includes
general instructions and a brief statement of activi-
ties and performance objectives. Order ID 003 256.21.

TEN-KEY ADD-LISTING MACHINE. ABC Unified School
District, ABC Adult School, Hawaiian Gardens; Jack
Wagon, 1972. 23 pages.

A learning:activity package including objectives,
instruction!, problem material, and tests. A chart
for the use of reciprocals is supplied. For use la
secondary and adult training. Practice in touch
addition and other machine functions. Keys not
included. Order ID 003 256.22.

.56.

DESCRIPTORS

ao
co

1g
m

.w
pG

SA

co,

a
4
4)
14

>.=,a
40i
CO
0

e-4
.13
414
Ca

....1
A0
a
e4ja
0
I..

0
0
44
X

>..k

44
-....
1.0a
..)
0
$*

CI.

ey
;a

....N
>
ao
ad ,

ON
m,

"
at
Go

Et
...
400

Clo

-

I

W
IA

04
II

ed
0
x
4)

1.4

1

,C1

,114

le

ce

>4

al
la

741gi
ao
cd

C

i

2
Cr
14

, ABCDEFGHI
x x x X

rimierinnorm' H ri
is

eneritinnen

D Magnaimmummnin



301 - Addi4 Machine (continued)

TEN-KEY LAP - 301 COMNETENCY. ABC Unified School Dis-
trict, Cerritos High'School, Cerritoi; Mary Katharine
Boston, 1975. 19 pages.

This LAP is designed to follow the LAP, TEN-KEY - 101
COMPETENCY. It -uides the student through the re4uire-
meats for General Office Clerk Adding Machine Competency
301. The assignments are taken from Ten-Key Adding
Listing Machine Course, Fourth Edition, Pasewark and
Cornelia'by Southilestern Publishing Company. A test
to verify the competency is included.

The LAP is developed to enable the student to Work at
his own pace. Onlr work that is.necessary for the 301
competency is included to enable the student to meet
his goal as quickly,as possible. 'Order ID 003 282.

10-KEY ADDING MACHINES. Huntington Beach Union High
School District, Fountain'Valley High School; Denis
Gitschier and Bob Crenshaw, 1974. i5 pages.

A LAP providing practice in addition, subtraction, and
multiplication of whole numbers and decimals using a
Friden 211 or 213 ten-key adding machine. Touch method
is mentioned but not stressed. Speed is not stressed.
Answers to problems are part of package. Pretest and
posttest are included (test keys are not available).
Measurable objective stated. Order ID 003 282,2.

TEN-KEY. Ygnacio Valley High School, Concord; 1974.
32 pages.

Activities in this learning package include how to
operate the adding machine, how to use subtotals and
decimals, and how to perfect the touch system. No
posttest. Order ID 003 282.3.

122_:a1illig.and Retrieving:

NUMERICAL FILING. Jan Mensendick.

A skill unit that includes general
gested instructional materials and
ties for teaching numerical filing
functions. Order ID 003 256.11.

7 pages.

objectives, sug-
student activi-
and its basic
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02 - Filing and Retrieving (continued)

ADVANCED FILING. Visal a Unified School District.
20 pages.

A student learning pac ge on alphabetic, numeric,
geographic,and subject iling. Includes preparation
of,cross-reference slips. Measurable objectives are
stated. The unit is written to correlate witiaBvsiness
Filing and Records Control,. Third Edition, Bassett,
Agnew and Goodman.and Filpig Office Practice, Business
Filing and Records Control Practice Set, Third Edition.
Order ID 004 256.1g.

FHAHETIC FILING. Visalia.Unified School District.
' lO"biies.

A student learning package on alphaoetic filing.
Includes filing names of individuals, business, and
govetament names. Measurable objectives are stated.
The unit is/written to correlate with Alphabetic
Indexing, third edition, Mearl R. Guthrie, South-
Western Publishing Company. Order ID 003 256.23.

ALPHABETIC CORRESPONDENCE FILING - SECTION II, Lassen
High School, Susanville; Rita Kennedy. 17 pages.

A student learning package on the application of basic
alphabetic filing rules to correspondence filing.
Written for use with Business Filin4 and Records
Control, Third Edition by Ernest C. Bassett, Peter
L. Agnew, and David G. Goodman, South-Western Pub-
lishing Company. Measurable objectives, tests,and
angwers are included. Order ID 003 25647.

GEOGRAPHIC, NUMERIC, AND SUBJECT FILING.- SECTION III.
Lassen High School, Susanville; Rita Kennedy. 22
pages.

A student learning package integrating the basic
+filing rules previously learned into special rules
governing geographic, numeric, and subject filing.
Written for use with Business Mina and Records
Control, Third Edition, by Bassett, Agnew and Good-
man, South-Western Publishing Company. Measurable
objectives and final filing test are included. Keys
are not included. Order ID 003 256.28.
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302 - Filitm and Ratrievinx (continued)

ALPHABETIC FILING. Sequoia Union High School,District,
Ravenswood High School, East Palo Alto; 1973. 28 pages.

Assignment sheets on Alphabetic Filing that correlate
with textbook, Progressive Filing, Seventh Edition,*
Kahn, Yerian, Stewart. Pretest and achievement tests
are included. Order ID 003 256.54.

303 - Mail (Incoming and Outgoing):

MAIL AND SHIPPING. San Diego City School's, Memorial
Jr. High School, San Diego; Lucille R. Young. 51 pages.

A self-contained student LAP-St postal services and
methods of shipping with related exercises. Also
included are definitions of shipping ters and answer
s4eets. Order ID 003 256.57.

6 CLERK TYPIST-MAIL (1 of 8 MODS). Los Angeles City
Unified School District. 9 pages.

Student study guide to accompany Modern Clerical
Practice, 3rd. Edition, by Friedman and Grossman.
Includes competency test and key for incoming and
outgoing mail.. Order ID 003 282.1..

304 - Referenc . Manuals Directories., Catalogp:

REFEREN L PDR OFFICE WORKERS. Source Unknown.
197 pages.

This student LAP on using an office reference manual
includes instructions and four activities. Reference
Manual for Office Workers, South-Western Publishing
Company, is required to complete the activities. Keys
to LAP are not included. Order XI) 003 256.68.

THESAURUS. Source Unknowm 1974. 5 pages.

A LAP tosgive information and practice in the use of
a thesaurus. 'includes stated objective, introduction,
and three practice assignments. Order XD 003 257.4.
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224 Re ferencetua
Catalogs (continued)

TIMETABLES. Source Unknown. 1974. 14 pages.

A LAP to provide informatioL and practice la reading
public transportation timetables. Includes intro-
duction, sample timetables, and three learning activity
assignments. Order ID 003 257.5.

HOTEL GUIDEBOOKS. Source Unknown. 1974. 5 pages.
A student LAP with objective, introduction, instruc-
tions, and four activity assignments requirlig the
use of the Hotel and Motel Guidebooks or Red Book.
Order ID 003 257.6.

- Simple ausinetexcla:

CLERICAL FRACTXCE. Santa Clara Unified School Die-,
trict, Buchser High School, Santa Clara; Robert
MoGinness, 1972. 6 pages.

Goals, objectives, and skill tasks are outlined for
a one-year certificated occupation course to train
Clerk Typists and Offlce Clerks. The evaluation and
testing standards are the results of the one year's
experience in a pilot program. Order ID 003 121.12.

306 - Telephone:

HOW TO OPERATE THE 555 CORD SWITCHBOARD. Yuba City
High School; 1971. 22 pages.

Operation of the 555 Cord Switchboard presented by
the Office Education Laboratory of Yuba City High
School. A complete description of the board with
illustrations. Order JD 003 256.

PBX mu UNIT -,555 BO6RD. Modesto City.Schools,
Modesto High School; Odessa Gamble and Lucille
Pester, 1969. 10 pages.

A skill unit that Ancludes a pretest, objectives,
resources,and bibliography for the teacher, and
suggested student activities in teaching the PBX.
Key is not included. Order ID 003 2567.
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30" . Telephone (contiiaued)

TELEPHONE: TAXING INCOMING CALLS. San Francisco
Unified School District; 1969. 10 pages.

A skill unit that outlines personal qualities desired
in taking incoming calls, entry-level jobs identified
with use of the telephone, instructional material for
student and/or instructor, and techniques to be used
for evaluation. General and measurable objectives are
stated.and suggestions on how to use the unit are pro-
vided. Order ID 003 256.8. \

IATER/AL FOR USING THE TELEPHONE. Helen K. P ggins,
19o9. 8 pages.

A skill unit on supplementary materials and class
activities on how to use the telephone in different
office situations; Measurable objectives are
Included. Order ID 003 256.9.

400 Clerk-Typist

401 -

PROOFREADING STUDENT PACKET. Source Unknown. 17

pages.

This illustrated learning activity package includes
information and exercises on proofreading words and
numbers. It recommends the use of the EDL Skill
Builder and has a pretest and a posttest. Keys are
mt available. Order ID 003 265.48.

TYPING ec CORRECTING IMAGE MASTER. Mildred S. Rill,
1970. 22 pages.

An instructor's guide for typing and correcting a
dirtct image master (offset) and a student LAP are
presented in thts material. Both a pretest and a
posttest are provided for the student along with
specific learning objectives that hould.be mastered
by the student when completing the unit. Explicit
work assignments for typing an offset master are
gi%en for the student to follow. No answers are
enclosed. Order JD 003 123.1.
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402 - Typinik (continued)

CORE TYPING OF OUTLINES, REPORTS, AND SEMPLE
MANUSCRIPTS. Mt. View High School; Slavich, Steuart,
Vidal. 14 pages.

Contained in this learning activity package is a self-
checking test and the instructioPal procedures for
ty.:Ang a simple manuscript and an outline. It is
especially designed for a student who is working on
individual progress. Order ID 003 123.6.

CARBON PAPER. Mt. View High School; Slavich, Steuart,
Vidal. 10 pages.

This student LAP is written in both English and Spanish.
It is designed for instruction on how to place carbon
paper into paper packs, to make corrections, and to
apply the use of typing with carbon sheets. A self-
checking test is included. Order ID 003 123.9.

IBM MAGNETIC TAPE SELECTRIC TYPEWRITER - PREPARING FORM
LETTERS. Pasadena City College; Donald Busche, 1972.
53 pages.

This learning activity package provides materials fw
learning how to record and play back form letters on
the MT/ST by using two tapes, the aur search code but-
ton, and the switch code button. The package contains
an abundance of practice materials which the learner
is able to use independently. Order XD 003 238.9.

TYPING SEMPLE TABULATED COLUMNAR (TABLE) PORN.
Manteca High School, Manteca; Carl Lutz, 1972. 14pages.

This learning activity package is designed tor the
student who 1.!.:s not yet been introduced to columnar
tabulation. Included in the package 'are a pretest,
required activ:.ies which may be done independently
from a textbook, a posttest, and.a section for the
student to "recycle" if he had problems on any of the
sections. Order ID 003 238.15.
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411 402 - Tull& (continued)

e/

BUSINESS LETTERS WITH TABULATIONS. East Union High
School, Manteca; Duane Papousek, 1972. 10 pages.

By working with this learning activity package, the
student will be able to type correctly a letter with a
tabut,atiop from an unarranged draft. A number of
good aCtivities are included in the package which may
be used by the student independently from a type-
wt4iLing textbook. Order ID 003 238.16.

4. HORIZONTAL AND VERTICAL CENTERING. Manteca High
Schoel, Manteca; Judy Papousek, 1972. 13 pages.

This learning activity package is designed to be
used with the student who has rot yet been intro-
duced to horizontal and vertical centering. A
test, learning activities, and a posttest are
included. No answer sheets. Order ID 003 238.17.

TYPING NUMBERS AND SYMBOL KEYS. Patterson High
Sehool, Modesto; H. E. Graham, 1972. 10 pages.

This learning activity package is correlated with
Century 21 Typewritim by South-Western Publishing
Company. The purpose is to help the learner type
short sentences containing numbers as well as
statistical material containing numbers, words, and
symbols. Order ID 003 238.18.

PHASED TYPING PROGRAM - TABULATION LAP B. San Mateo
Union High Schbol District, San Mateo; Dmiald E.
Tingley. 16 pages.

The purpose of this student learning activity packet
is to help the student learn to identify open and
ruled tables and to type them acceptably. The mate-
rial is correlated with Gregg Typing. 191 Series.
Self-checking devices are included in, the tAP.
Order ID 003 238.19.
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TYPING AND CORRE NG A STENCIL. Carol Ann Staggs,
1971. 11 pages.

The purpose of this student learning activity packet
is to direct and instruct the student in typing,
correcting, and proofreading the copy of a stencil.
These tasks are accomplished through typing a report
which is included in the packet. Order ID 003 238.21.
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402 - Typinik (continued)

,
INTERMEDIATE TYPI3G, FORM LETTERS. Anaheim Union High
School District; Karen Shaw. 9 pages.

The material in this package is correlated with 20th
Century Typewritint Ninth Edition. Procedures for
typing forw letters, criteria for mailability and self-
checking devices are provided for the student in this
LAP. Order ID 003 238.22,

THE IBM EXECUTIVE TYPEWRITER. Robert S. Forsberg.
19 pages.

By completing the tasks assigned in this learning
activity package, the student will be able to learn
the operative parts on an IRK Executive typewritet
and also be able to set margins, center horizontally
and vertically, correct errors, tabulate, and justify
on the machine. .ftder /Di'003 238,23.

MODIFIED BLOCK STYLE LETTER,.MIXED PUNCTUATION. North
Salinas High School, Salinas; Natalino G. Cacciotti,
1971. 19 pages.

The student vill learn to type business letters in
modified block style with mixed punctkution in this
learning activity package. Proof of achievement is
based upon speed, accuracy, and proofreading of the
letters typed. Self-evaluation checks are included
in the unit for the students to use in checking their
progress. Textbook required: 20th Centutr Wye-
writiu, 1st Year Course, Ninth Edition, by Lessen-
berry, Crawford and Erickson, South-Western Publishing
Company, 1967. Order ID 003 238.24.

BUSINESS LETTERS - ELECitIC TYPEWRITER. C. Benito
Jt. Union High School, Hollister; Eddie Poole. 32
pages.

This learning activity package is designed for the
student who has ability on the electric typewriter
and who has completed the basics of typewriting.
The student is to develop proficiency in typing
different letter styles. Models of various letter

- styles are provided in this unit alonewith daterial
to be typed by the student. Order ID 003 238,25.
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1111 402 - Typinp (continued)

TO TYPE A FORM urrEit ON THE KT/ST (Magnetic Tape -
Selectric Typewriter). 'La Puente Adult Vocational

Center, City of Industry; Jane Yourdan. 8 pages.

A student learning package on the steps to follow in
setting up the MT/ST to type a form letter and insert

personalized information. Equipment required: IBM Mag

Tape Selectric Typewriter; audiovisual aids required:
IBM 16 mm sound film (14 minutes) free; and /BM Mag
Tape Selectric Typewriter Training Manuals, 1 and 2.
Order ID003 238.26.

TYPING A STENCIL. Contra Costa Girls' Center,
Martinez; Gloria J. Duncan. 4 pages.

A script for a slide/tape presentation on how to type
stencils to produce legible, uniform copies. Script
is written for 31 slides. Order ID 003 256.40.

GOVERNMENT OFFICE. Source Unknown. 1974. 21 pages.

A student LAP containing objectives, and nine typing
activities covering typing duties in a 3overnment
office. Activity directions and problem materials

are included. Order ID 003 256.65.

EXECUTIVE OFFICE. Source Unknown. 1974. 11 pages.

A student LAP containing introduction, objective, and

eight typing activities covering typing duties in an

executive office. Activity directions and problem
materials are included. Order ID 003 256.66.

GENERAL/ADMINISTRATrVE OFFICE. Source Unknown.

1974. 11 pages.

A student becomes acquainted with typing jobs encoun-
tered in the general or administrative office by typ-
ing eight activities. Activity directions and problpi
materials are included. Order ID 003 256.74.

TABULATIG. - LAP 3. San Mateo Union High School Dis-

trict; Donald E. Tingley. 32 pages.

Students win be able to identify the common parts of
aitable,and typewrite in correctly arranged form a
three or four column "open" table on completion of this

learning activity package. Coerdinated with Grftialik-

ifig, 191 &Brim. Includea self-administered pretest

(no key or standards for gradine; cartoons, examples,
illustrated directions; directions for back spacing and
mathematical methods for centering horizontally.
Order ID 003 _Z58.44.
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402 Typing (continued)

TABULATION - LAP 38. San Mat5to Union High School
District; Donald E. Tingley. 16 pages.

Students who are able to arrange and type "open" tables
will learn to identify common parts of both open and
ruled tables and typewrite in correctly arranged form.
Learning activity package correlates with Gregg Tykkalk,191 Series. Includes self-administered pretest with
standards (no key); cartoons, examples, illustrated
directions; time objective for each activity; typing
from rough draft; typing tables in business letters.
Order ID 003 258.45.

LONG REPORT - LAP 6. San Mateo Union High School...-.
District; 3onald E. Tingley. 17 pages.

Students who can type unbound manuscripts with foot-
notesolearn to type a 12-page, leftbound Correspon-
dence Manual in gssaiLazipAL91Series. No exemp-
tion procedure (pretest) is to be used with this LAP.
Standards for speed and accuracy of production are
given. Cartoons, examples, and illustrated direc-
tions.augment text instruct,ions. Order ID 003 258.46.

SO YOU WANT TO TYPE A LEFTBOUND MANUSCRIPT. Hueneme
High School, Oxnard; Delores Rawlins. 22 pages.
Students who are able to type unbound mdhuscripts with
footnotes, and who can use proofreader's marks, learn
to type from rough draft a leftbound manuscript.
Includes pretest (no key) and motivational cartoons and
student evaluations. Order ID 003 258.47.

TYPING OUTLINES. Mission Bay High School; Jean
Weidshaar, 1970. 45 pages.

Both a teacher resource unit and a programmed student
learning activity package on typ4g outlines. A pre-
%est, posttest, keys,and scri*.kbr a tape on procedures
tor typing outlines are includWd. Order ID 003 258.53.

TYPEWRITING - AGENDA, MINUTES, AND RESOLUTIONS. San
Ramon Unified School District, Monte Vista High School
and San Ramon High School.; 1973. 12 pages.

Students learn to type an agenda, minutes, and reso-
lutions. Correlated with Gres$ Typing. 191 Series.
Test VI is mentioned, but is not included. Order
ID 003 258.83.
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0.2_:_llarmi (continued)

TYPEWRMING - FOOTNOTES. San Ramon High School,
Danville; 1974. 9 pages.

Students learn to type footnotes using superior
figures. Students make and use a "visual gulote."
Correlates with Gresg /Wing. 191 Series: No)pretest
or posttest. Order ID 003 258,85.

TYPEWRITIOgv)- FIVE PAGE MANUSCRIPT. San Ramon High
School, Dan ille; 1974. 5 pages.

Students learn to type a five page manuscript with
footnotes. Correlates with Grem Tvoinst 191 Series.
No pretest or posttest. Order ID 003 258.86.

TYPEWRITING - 0P1 TABLES. San Ramon High School,
Danville; 1974. 12 pages.

Students who are able to center typed material hori-
rontallr on varying sizes of paper learn to typewrite
in correctly arranged form a three or four column
"open" table. Learninz activity package correlates
with Grext 'Typing. 191 Series. No pretest or rsttest.
Order ID 003 458.87.

THE TECHNICAL OFFICE, Source Unknown. 1974. 22 pages.

This LAP is inteuded to train for technical typing and
related office skills. It includes an introduction,
stated objectives, and informUtion on photo reproduc-
tion. This is followed by eight learning assignments.
No answers to problems. Order ID 003 258.89.

TYPEWRITING - TABULATION LAP - RULES TABLES. San
Ramon Aigh School, Danville; 1974. 5 pages.

Provides an exercise on the tabulation of ruled
tables. Intended to accompany Gregg Typing. 191
Series. No pretest ar posttest. Order ID 003 48.92.

TABULATION LAP - ROUGH COPY. San Ramon High School,
Danville; 1974. 4 pages.-

Provides three activity assignments on tabulating from
rough draft copy. Intended to accompany firsuizaaa,
191 Series. Includes stated peiformance objectives apd
directions. Order ID 003 2593.
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40; -Typing (continued)

TABULATION LAP - TYPED RULED TABLES. San Ramon High
School. Danville; 1974. 7 pages.

Designed to accompany Gregg TVping. 191
Includes four activity assignments with
rial from perfect copy and rough draft.
ID 003 258.94.

Series.
problem mate-
Order

MANUSCRIPT LAPS. San Ramon High School, Danville;
1972. 15 pages.

A series of five LAPs related to the preparation of
typed manuscripts. These incl.ide the paper line
gauge, balance line, minor headings, unbound report
style, and pivoting. The LAP* are designed to
accompany Gegit Tvping - 191 Series. Order
ID 003 258,95.

CLERK TYPIST - TYPING REViii (1 of 8 Mods). Los
Angeles City Unified Sch 1 District.. 49 pages.

A self-contained instructional unit joncluding a typ-
ing competency test and key. Reviews centering
tabulations, envelopes including zip, erasing, a a
carbon copies, cards, squeezing, and spreading.
text, Applied Business Inkm, is used. Order
ID 093 281.1.

CLERK - TYPIST SIMULATION. Richmond Unified School
District; Harry Ells High School, Richmond; Agnes
Gowen, 1970. 9 pages.

This LAP includes materials to produce a duplicated
copy of the sales analysis, to produce an interoffice
memo, and to duplicate a table. No teacher's key.
Order ID 003 281.2:

CLERK - TYPIST SIMULATION. Richmond Unified School
District, Harry Ells High School, Richmond; Agnes
Gowen; 1970. 3 pages.

Activities in this LAP include typing on file cards,
preparing mailing lists, typing letters and enve-
lopea,and typing an outline from a handwritten rough
draft. No teacher's kev. Order ID 003 281.3..
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402 - Tyagg (continued)

CLERK TYPIST - PRACTICE SET.(1 OF 8 MODS). Los Angeles
City Unified School District. 4 pages.

Student study guide to accompany Office WI:4PM, tex,
and envelope of .working materials by Reigner. Answer
key is not included. Order IAa_ga.ADO.

CLERK-TYPIST SIMULATION #4 COMPUTING & CALCULATING
TABLES-CARBONS. Richmond; Unified School District,
Harry Ells High School, Riichmond; Agnes Gowen; 1970.
14 pages.

This learning activity covers typing price lists and
purchase orders. Included are practice forms which
show commissions of salesmen. Order ID 003 287.

4.92,..z_itEic en cotramication:

111/

WRITTEN COMMUNICATIONS, TABLES, AND BAR GRAPE. Clare-
mont Unified School District, Claremont High School,
Claremont; 1972. 38 pages.

A student LAP correlated with Secretarial Office
Procedures, South-Western Publishing Company, 1972,
and consisting of three sections:. Part I--the compo-
sition of ten diffei.ent typesOE business letters and
typing them in mailable form; and Parts II and III--
the completion of a table and a bar graph. Order
ID 003 263.2..

WRITING REPORTS & FORMS. Visalia Unified School
District; 1972. 21 pages.

A student LAP correlating with Effective English for
Business text and Agssetarial Office prgsedures text;
and consisting of three parts: Part I - composing and
typing a letter; Part IIP,c_tables; and Part II/ - bar
graph. Order ID 003 263.5.

BUSINESS LETTERS. Visalia Unified School District;
1972. 32 pages.

A student LAP of ten business letter writing activi-
ties correlated with a number of speciAac textbooks
provides the student with a variety of/experiences in
writing different kinds of business letters. Order

ID 003 263.8.
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403 - Written Communication (continued)

WRITTEN COMMUNICATIONS. ABC Unified School District,
Office Occupations Center, Hawaiian Gardens; 1972.
19 pages.

A student learning guide on composing and typing mail-
able business letters. The LAP includes objectis,
orientation, instructionsand correlated exerciseb.;T:ectmitliianlua, South-Western Publishing
Company. Order ID 003 263.11.

HOW TO WRITE A RESUME-410W TO PREPARE FOR THE JOB
INTERVIEW. Sweetwater Adult School, National City;
1972. 20 pages.

Materials and activities designed for use by adult
students In preparation for jab interviews are pro-
vided. Order ID 003 265.12.

WRITE A FESUNE. Cerritos College at Rancholo Amigos,
Downey; 1972. 15 pages.

Among the activities included for student use are
preparation of a personal data sheet, a perkonal
inventory form, and educational and work experiende
worksheets. Order ID 003 265.14.

SOO Stenographer

Ltitscribin :
MACHINE TRANSCRIPTION - GUIDELINES. Santa Clara
Unified School District, Buchser High School,
Santa Clara; Robert W. McGinness, 1972. 4 pages.
These guidelines for the machine transcription
serve as a job trai ng description to be pre-
sented to a potenti 1 employer during an inter-
view. Order D 003 12 .

MACHINE TRANSCRIPTICIN Mercy High School,
Burlingame; Christine Wells. 16 pages.

A beginnees learning activity package on haw to
use transcribing machines. Measurable objectives
are stated. Suggestions for the teacher on how
to use LAPs are included. For use with Dictaphone
Stenorette or IBM transcribers. Order ID 003 241.1.
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..5.1.)LL.- Typjn.g ancranscribin (continued)

MACHINE SHORTHAND. College of the Desert, Palm Desert;

Betty Lou Roche, 1971. 11 pages.

This learning activity package is developed for Use
with textbook, Touch Shorthand, Keyboard and TheorY,
Book 1, Nixdorf, 1967; and the Instruction/Dictation
Tape Set. General and measurable objectives are
stated. Order ID 003.241.2.

INTERMEDIATE STENOGRAPHY. College of the Desert, Palm
Desert; Josephine Gallegos, 1971. 17 pages.

A student learning activity package on developing word
building power and transcription skills. General and

measurable objectives are stated. Use of multimedia
and tests are included. Package is designed for use
with Gregg Shorthand in Colleges, Vol. IT, Diamond
Jubilee Series, by Leslie, Zoubek, and Hosier. Order

ID 003 241,3.

MACHINE TRANSCRIPTION. Los Angeles Unified School
District, Belmont Community Adult School; Marion E.
Graff. 11 pages.

A student learning activity package on the introduc-
tion to Machine Transcription. Student will be able
to produce a mailable transcript within a time limit.
Gengral and measurable objectives are stated. Self-
te4 and key are included. For use with any trans- .

cribing machine. Suggested use with Dictaphone Secre-
tarial Studies, Part I, or a Gutde for the Edison Voice
Writer published by McGraw-Edison Company. Order
ID 003 241.4.

4 IBM EXECUTARY TRANSCRIBER. Source linknown. 2Q pages.

Student learning activity package on the IBM Executary
Transcribing Machine. Answers are included for all
questions. Ordet ID 003 242.14.

4 V

THE VOICE TRANSCRIBER. Myrtle Rhoedes 1970. 17 pages.

A student LAP on use of the voici tr.scriber. General
and measurable obj=ctives, instructional materials,and
suggested class activities are provided for teacher's
use. Order ID 003 256.6.
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291_2Ixamand Transcribing (continued)

TRANSCRIBING MACHINES. Visalia Unkfied School District,
Visalia. 21 pages.

A student learning package on use of the IBM Executary
Tran ription Machine. Measurable objectives are
stated. The unit is written to correlate with Student's
Guide - Transcriytion Skills for Word Processinn,
International Business Machines, 1969,and 31 programmed
dictation belts. Order...ID 003 256.24.

MACHINE TRANSCRIPTION - SECTION 1-4. Lassen High
School, Susanville; Rita Kennedy. 24 pages.

A student learning package teaching the operation of
transcribing equipment and the development of trans-
cription techniques. The student will learn to coor-
dinate hand and foot activities for smooth typing
while operating the transcribing unit. Instructional
material to be used with Transcriotiors Technique with
IBM-Executary Dictation Equipment by IBM, 1960.
Measurable objectives and grade check sheets are
included. Order ID 003 256.29.
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410INTRODUCTION TO MACHINE TRANSCRIPTION. Los Angeles
. Unified School District, Belmont Community Adult
School; Marion E. Graff, 1973. 11 pages.

Two learning activity packages on typing a.mailable
transcript directly\from the transcribing machine.
Measurable objectives, pretest, and solution are
included. Order ID 003 256.33.

TRANSCRIBING. Santa Clara Unified School District,
Buchser High School, Santa Clara; Bob McGinness, 1975.
9 pages.

A learning activity package using various media and
methods to teach transcription to second-year steno-
graphic students. Order ID 003 286.

TRANSCRIBING MACHINE - IBM EXECUTARY MODEL 212.
Buchser High School, Santa Clara, 1974. 11 pages.

A student learning package.on the parts of the
Executary Transcriber and on the ways of operating
ell machine ps6ts is developed so it can be read by
Che student. Performance objectives are stated.
Includes pretest and posttest. Keys are not included.
Order ID 003 286.1.
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600 Accounting Clerk

TRACKING DOWN TRIAL BALANCE. Crossmont Union High
School District, Mt. Miiuel High School, La Mesa;
Martha Morris, 1972. 24 pages.

This unit is to be used in a beginning bookkeeping
class with high school students. The unit is designed
to assist the student in finding his own errors when
his trial balance totals are not even. Answers for
posttest found on page 127 of Century 21 Accounti4K,
by Boynton, Swanson, and Forkner, South-Western Publish-
ing Company, 1972. Makes use of transparencies and
protector. Order ID 003 239.

THE EIGHT COLUMN WORKSHEET. Mt. Whitney High School;
Ned Davis, 1971. 10 pages.

A LAP designed for use with publisher's transparencies
to Bookkeeping
23rd Edition, South-Western Publishing Company.
Order ID 003 239.3.

RECORDKEEPING I. John Iskra, Jr., 1968. 21 pages.

An instructional oe with three student learning
activity packages

(I) How to identify and verify business trans-
actions from business documents or forms used
by businesses.

(2) Recording business transactions in special
journals for each type of business form.

(3) Totaling and proving journals and to know
when they are arithmetically correct.

Measurable objectives are stated. Self-assessment test
and other suggestions for evaluation are included.
Order ID 003 24223.

PREPARING TELLER'S BATCH SHEET AND JOURNAL ENTRIES.
Yuba City High School, Yuba City; 1971. 7 pages.

A concise activity packet produced by the Office
Education Laboratory of Yuba City High School on
how to prepare teller's titch sheets and make jour-
nal entries. Use of the NCR 160 posting machine is
indicated. Order ID 003 255.1.
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601 - Service Accocatiut (continued)

THE BALANCE SHEET. Gene HaOrilenko, 1969. 7 pages.

An occupational competency unit. Includes objectives,
recommended instructional material, and activities.
Order ID 003 255.3.

QUARTER PLAN,-60 DAY/12 144EK, INDIVIDUAL PROFICIENCY
STUDY FOR BOOKKEEPING AND ACCOUNTING 1B, QUARTER TWO.
Big Bear High School, Big Bear Lake; Richard Burton,
1972. 9 pages.

This unit is designed for a year-round high school,
based on quarter plan schedules. The program was
written and intended to give the business education
student a method of individualized learning success
while providing for individual goals, motivation, and
responsibility in a first-year bookkeeping and account-
ing course. Performance objectives, evaluation of'
performance objectives, level of performance selection
for an A, Bor C grale, and individual performance
activities are given. Order ID 003_255.6.

QUARTER PUN, 60-DAY/12 WEEK, INDIVIDUAL PROFICIENCY
STUDY FOR BOOKKEEkNG AND ACCOUNTING 1A, QUARTa ONE.
Big Bear High School, Big Bear Lake; Richard Burton,
1972. 10 pages.

This program was written and intended to give the
business education student a method of individualized
learning success while providing for individual goals,
motivation, and responsibility in a first-year book-
keeping and accounting course. Developed for a year-
round high school, performance objectives, evaluation
oi performance objectives, level of performance selec-
tion for an A, B, or C grade, and individual performance
activities are,tiven. .Order ID 003 255.7.
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411
u0) Service AcrtzAarLag. (continued)

QuARTEK PLAN, o0 DAY/I2 WEEK, INDIVIDUAL PROFICIENCY

STUDY POR BOOKKEEPING AND ACCOUNTING /C, QUARTER THREE.

Big Bear High School, Big Bear Lake; Richard Burton,

1412. 9 pages.

This program was writtzn and intended to give the busi-

ness education student a method of individualized learn-

ing success while providing for individual goals, moti-

vation, and responsibility in a first-year bookkeeping

and accounting course. Developed for a year-round
hiKti schoo 1, based on a quarter plan schedul-, perfor-

mance objeetiYes, evaluation of performance objectives,
level ot performance selection for en A, B, or C grade,

and individual performance activities are given.

Order ID J03 .255.8.

CkREERS IN BOOKKEEPING. Modesto City School District,

Modesto: Dorothy L. Brown. 39 pages.

Provides an introduction to bookkeeping through a

series ot job specifications. Outlines step-by-step

procedures in performing designated bookkeeping
tanks. Order ID 003 255.13.

BOOKKEEPING - INDIVIDUALIZED. San Mateo County Sctools,

ROP Ottice Occupatio:s Program, Burlingame; Charles F.

arrett, 1574. 49 pages.

Twelve individualized and programmed units in bookkeep-

ing. The self-paced units are correlated with Account-

inx Essentials fvr Career Secretaries, Third Edition,

Carlson, Carlson, and Burnett, South4lestern Publishing

Company, 1972. Order ID 003 255.16.

COMPUTING AND CALCULATING INTEREST. Richmond Unified

Schoo. oistrict, Harry Ens Hit.o School, Richmond;

Agnes Gowen, 1970. 10 pages.

This learning activity package iS designed to tLach

the student about promissory notes.due dates,and per-

tinent information relief-id. Forme ire included for

tne suggested activities. Order ID 003 280.1.
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QS.

692........sto Accounting:

RANK STATEMENT RECONCILIATION. El Monte Union High
School District, Mt. View High School; Gerry Hobbs,
32 pages.

A learning activity package including instructions for
both teacher and student, problem material, sar,., busi-
ness toms, transparency, tests,and answers. Order
ID 003 239 2.

LEARNING ABOUT CHECKS. Sunset High School, West
Covina; Betty Rouse, 1972. 19 pages.

A student learning activity package on checks with
emphasis on how to prepare a deposit slip, how to
write a check accurately, and how to endorse the
checks you receive. Measurable objectives are stated.
Pretest, posttest and answers are included. Package
is developed to be used with general
Economic Understandingo 9th Edition, Crabbe, Debrum,
and Haines, South-Western Publishing Company, 1966.
Order ID 003 242.21.

BOOKKEEPING. Visalia Unified School District. 72
pages.

A student guide tor use with Century
and Accounting, 23rd Edition. Presents a combination
of group and self-paced activities appropriate to the
material. Includes objectives, scheduled assignments,
and a series of terminal performance tests to be
coordinated with the various units o'Z work. Order
ID 003 255.4. (Available only in microfiche.)

603 - Pa roll Accountiag:

PLEASE: NO ERRORS IN PAYROLL: Helen Edwards, 1972.
17 pages.

A learning activity package which includes directions
for use by the teacher, pretest with answers, detailed
procedure, sample problems including state and federal
income withholding tables, and a posttest. Order
ID 003 239.1.
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607 - Machine Calculating:

THE ELECTRONIC CALCULATOR. Sweetwater Union High School-
District, Castle Park High School, Chula Vista; Ray
Griebel, 1972. 9 pages.

A student LAP on the operation of the electronic
calculator. The pretest determines the math ability
of high school students. Measurable objective* are
stated. This package is developed for use with How
to..tachine, Walker, Roach
and Hannah. Order ip 003 24246.

OPERATING TEN-KEY PRINT CALCULATOR. Bob Warren. 9
pages.

.A skill unit that includes general and measurable
objectives, suggested instructional materials, and
student activities for teaching the operation of a
ten-key printing calculator. Order ID f:03 256.5.

OPERATING KEY DRIVEN CALCULATOR. Source Unknown
8 pages.

A teacher resource unit that includes general and
mipmurable objectives, a bibliography, and student
activities for teaching the operation of a ten-key
driven calculator. OTder ID 003 256.12.

CALCULATING MACHINES. Canyon High School, Saugus;
Conway Spitler. 13 pages.

This package describes :.he procedure in performing
daily work, how credits are,earned and what is
required to receive credits. Measurable objectives
for operati:on of Ten-Key Adding Listing Machine, Key
Driven Calculator, Printing Calculator, and Rotary
Calculator. Orde: ID 003 256.32.

PRINTING CALCULATOR. Riverton High School and
Lander Valley Hi;.h School, Riverton, Wyoming; Jack
Ratliff and Ruth Canning, 1973. 22 pages.

A student LAP where the student will develop the skill
of using the printing calculapr by doing

ATIl
a"tion,

subtraction, multiplication,ivision act vities.
The unit is written to correlate with workbook, Ten-
Key AddinkListing Machine, ihird Edition, Agnew and
Pasewark. Includes general and measurable objectives.
Order ID 0 256.46.
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a

607 - Machine Calculatine(continued)

BOOKKEEPING MACHINE - PAYROLL OPERATIONS. ABC Unified

School District, Cerritos High School, Cerritos; Mary

K. Boston, 1975. 52 pages.

This LAP is designed to teach the student payroll

operations on a NCR 3100 accounting machine. Basic

payroll vocabulary, operating procedures for the
machine, and actual exercises in payroll preparation
are included. Order ID 003 280.

700 Additional Occupations

Data Processimm

A TWU-YEAR HANDSaON DATA PROCESSING PROGRAM FOR HIGH

SCHOOLS. Poway Unified School District, Poway High
School, Poway; Janet Baulch, 1972. 33 pages.

A description and an outline of the hands-on Data

Procesting two-year course as presented.at Poway High

School. In addition, there are a current Bibliography
of printed materials and a list of sources for films

that can be used in any Data Processing loram.
Order ID 003 240.1.

ADVANCED BASIC (COMPUTER EDUCATION STUDIES). Ravenswood

High School, East Palo Alto; Leroy Finkel, 1972. 12

pages.

A learning activity package to be used with assigned

reading on BASIC programming. Stated objectives are

given. Includes a series of game-type problems in a

selection of disciplines: math, science, business, and

social studies. Order ID 003 255t10.

BASIC BASIC (COMPUTER EDUCATION STUDIES).00Aavenswood
High School, East Palo Alto; Leroy Finkel, 1972. 12

pages.

A learning activity package designed to use with

assigned reading material, presenting the BASIC com-

puter language. Includes objectives, learning activi-

ties, and self-evalqation problems. Order ID 003 255.12.
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Data ProcessinK (continued)

COMPUTERS IN CAREERS GRADES 9-12. Central Texas Col-
lege, Killeen,Texas; Dr. Suzette Gebolys, 1973. 68
pages.

A detailed booklet providing full support to teachers
in implementing data processing curriculum grades '-12;
includes course descriptions, equipment needed, sug
seamed laboratory activities, suggested floor plans,and
an extensive bibliography of data processing films and
textbooks. Order 11) 003 275,19. (Available only in
microfiche.)

DATA PROCESSING TECHNOLOGY TWO-YEAR POST-HIGH SCHOOL
CURRICULUM. Central Texas College, Killeen, Texas;
Dr. Suzette Gebolys, 1973. 108 pages.

This extensive guide identifies technicians, states
specific job requirements, and describes special prob-
lems in defining, initiating and operating post-secon-
dary data processing programs. Particular detail is
given to hours per geek and balance between classroom
and laboratory activities. An extensive bibliography
is included providing detailed lists of texts, films,
and professional organization activities. (Available
in microfiche only4 Order ID 003 275.13.

INTERMEDIATE BASIC (COMPUTER EDUCATION STUDIES).
Ravenswood High School, East Pato Alto; Leroy Finkel,
1972. 14 pages.

A learning activity package to be ysed with any BASIC
reference manual or with specified reading assignments.
Includes learning ectivities and self-evaluation busi-
ness and statistical problems. Keys are not included.
Order TD 003 255.9.

OPERATING AN IBM 26 PRINTING CARD PUNCH MACHINE,
Marilyn 3. Robertson, 1970. 11 pages.

Includes a statement of objectives, suggested activi-
ties, and listed sources of instructional and drill
materials. Order ID 003 103.1.

PREPARING A PROGRAM CARD. Los Alamitos Hi h.School;
Frances Smallfield, 1971. 21 pages.

A learning activity package and teacher's resource
unit providing instructions and practice material.
Includes card design fot-raw data and checklists for
accomplishment. No postlesta or keys included.
Order ID 003 266 4.
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Data rrocessinx (continued;

SIMULATING COMPUTER MACHINE LikNGUAGE. San Francisco

Unified S hool District, Woodrow Wilson High School;

1971. 9 pkgeS .

An tntroduction)to a machine computer language simu-

lator - SIMPER. Lists basic commands and provides a

glossary explaining their usP. Ca?: be utilized without

equipment. Grades 7-14. Order ID 003 255.17.

SUGGESTED OUTLIN; FOR TEACHING INTRODUCTION TO DATA
PROCESSING - ONi SEMESTER. EDP Recource Center, San
Francisco; Gene Muscat. 20 pages.

Includes a timetable for covering 15 areas of value
for the beginning student in a one-semester course.
Annotated with page number references in n..wo text-

books. Order ID 003 240.3.

LEGAL OFFICE. SOurce Unknown. 1974. 12 pages.

A learning package on legal typing to accompany
GREGG Vocational Typing 191. Provides eight assign-

ments dealing with legal forms and documents. Order

ID 003 258.91.

LEGAL TYPEWRITING. Visalia Unified Sch3o1 District;

1973. 51 pages.

A student learning package on frequently type/ legal

documents:. Power of It orney, Revocation of Power of

Attorney, Last Will a4c1 estament,-, Affidavit, Notice

of Sale of Real Property, Bill of Sale, Promissory
Note and Fictitious Business Name Statement. The iinit

is self-contained and includes pretest, posttest,
solutions. legal terms, e drill on typing numbers,
aed measurable objectives. Order ID 003 258436.

Medica/:

MEDICAL OFFICE. Source Unl.nown. 1974. 19 pi.ges.

These nine 11.PS deal with problems and duties of a

medical typist. It includev an introduction, infor-
mation for the medical secietary and receptionist,
and instructions for typing medical reports. No

solutians to problems. OrePr.ID 003 258.90.
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_Medical. (continued)

40B. DESCRIPTIONS AND PERFuRMANCE SKILLS FOR THE MEDICAL
CLERICAL OCCUPATIONS. University of California, Divi-
46n of Vocational Education; 1974. 23 pages.

4edical-6erical Occupational Prbpa:ation Series
Re-lease No. 2 describing the components and perfor-
mance skill for medical clerical occupations and the
medical clerk cluster. Job descriptions are taken
from the Dictionary of Ocnupational Titles. Order
ID 003 257.8.

MEDICAL SECRETARLAL TRAINTNG. Napa Senior High School,
Napa; Alice L. Hoist. 9 pages.

Teacher resource materials and suggestions in estab-
lishing a Medical Secretarial Training Program. Order
ID 003 241.5.

Statistical Typewritiag:

STATISTICAL TYPIST. Santa Clara Unified School Dis-
trict, Buchser High School, Santa Clara; 775. 12
pages.

A student learning activity package correlated with
the textsiaiiliglicalTirabulaticmina,
by Wanous and Thompson, published by South4Western.
Order ID 003 288.

800 Distributive Core

Orientation

601 - Careers in NarketinA:

A PLAN FOR THE PREPARATION OF HIGH SCHOOL STUDEK'S
FOR ENTRY-LEVEL ENFLOTABILrrY IN THE SUPERNARKEI%
ABC Unified School District, Artesia; 3. P.
Williams, 1970. 14 pages.

This plan provides resource material for teachers
.of distributive education. Included are job titles
for which high school students may qualify and the
duties and responsibilities of each job classification.
An organization plan as well as a rotation plan
explains the method of operation to prepare high
school students for entry-level emplOyability in a
supermarket. Order ID 003_119.

-82-

PI I

DESCRIPTORS

4.0
V

lad
W
01

at
$.0
w

..0
w
al
Go

E4

eC
-a
ur.'0
44
4.4
.12
v4
at

a
f-,
AlvOmaa21
14
Z
0111mwox
WZ

a
a4,

113a
41J1

1.4
a.

gimang
MINION

715
....4.

>1
0

b4

0.,14
9:1._
.0a

11.4

LA

0
CU

Op

' la
-42

ad

44

W
(-4

1

ID
44

of 4

w
04

P'
G

10
01
*4
44
Z

CO

ow

4J

2

ra3

A 13 C D

I
1111111111111111111111

B IN D F1E119 R 111

crintioneil rem Emil

i!iria D. . ni!triti
alilluail Ion



Orientation (continued)

801 - Careers in MarketinK (continued)

CAREERS IN MAIMING. Lowell High School, Nashoba

Tech., and Greater Lawrence, Nashoba, MA; 1972. 29 pp.

This manual includes activities to assist stutients

in making career choices and identifies the person-
ality traits required for success. Small group discus-
sian activities are recommended. Order ID 003 254.18.

CAREERS IN MARKETING. Huntington Beech Unified School
District, Thornton Valley High School; Denis Gitschier .

and Bob Crenshaw; 1974. 14 pages.

A student learning activity package describing points
for students to consider when selecting a career in
marketing. Includes discussions of careers for women,
work environment, fringe benefits,and vacation plans.
Suggested use with career center. General.objective

stated. Order ID 003 287.4.

802 - MarketinA in Our Economy:

DISTRIBUTIVE CORE - MARKETING EN OUR ECONOMY. Ywacio
Valley High School, Concord. 12 pages.

Includes 11 problem,activities on fac,ors influencing
price, economic and market trends, channels of distri-
bution, and types of business organization. Order

ID 003 287.10.

Competencies

803 - Basic Sales Techniques:

DEMONSTRATING A RETAIL PRODUCT FOR SALE. R. C.

Atherton. 9 pages.

A competency unit designed for teachers whi-h contains
,eueral, specific,and related objectives. Recommended
instructional materials and suggested activities are
included. Order ID 003 254.7.

MERCHANDISING MATHEMATICS. Donald Rathbone. 10 pages.

The pretett for this unit covers basic arithmetical
computations., General and behavioral objectives are
included. There are student activities for calculating
payroll, purchasing and pricing merchandise, end extra
credit activity covering the preparation of an income

statement, a balance sheet, various graphs and

charts. Order ID 003 254.14.
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Competencies (continued)

803 - Basic Sales Techniques (continued)
1.

DISTRIBUTIVE EDUCATION - MARKETING PROJECT. Oakland
Public Schools; 1972. 13 pages.

This group of learning activity packages covers projects
in Cashiering, Buying and Pricing, Channels of Distri-
bution, and Customer Buying Motives. Each project has
recommended instructional materials assignments,and,
activities. Order ID 003 254.19.

COMPLETION

Activities
and Charge
extensions
included.

OF SALES SLIPS. Source Unknown. 26 pages.

in this LAP include preparation of Cash
Sales slips with practice in computing
using calculating machines. Iteys are not
Order ID 003 254.20.

SALES Si_JPS. Morse High School; Tony Caragozian.
44 pages.

This illustrated learning activity package provides a
variety of practice exercises.for the preparation of
sales slips. Included are related arithmttical prob-
lems. Order ID 003 254.23.

DEM5rSiRATI0N. Source Unknown. 13 pages.

This learning activity p3cket uses references to text-
book reading materials. Activities include preparing
and executing a sales presentation. An outline and
rating sheet form, along with other informational pate-
rials are provided. Order ID 003 254.29.

STORE SALES SYSTEMS - KNOW YPUA SELL/NG PAPERWORK.
A. M. Dunn, 1972. 41 pages.

-7/
This LAP has exercises on proper preparation of refund
tickets, charge credits, and sales checks. Activities
to practice writing legibly on various forms are
included. Order ID 003 254.40.

DISTRIBUTrVE CORE - BASIC SALESMANSHIP. Ygnacio
Valley High School. 7 pages.

A LAP to be carried out in conjunction with specific
texts, records, tapes, and transparencies. Covers the
five rules of selling. Order /D 003 287.1.

DESCRIPTORS

0,u
1.4

8
m
cog
W6
w0
4'
E-

,,
..c

:11p.
OC0

..-,

.0
...4
04

-4
.0
c)

n
r.
.04

1.6

co

clA=

oj
*g

4.6wW,W
a:

Jil
0
14

04

Z,
,../
4.

....

"...

el
%..e4

I./
m

t-

4.1
0
0
As

..c,

w
)..,

...4,0
cz

,I
X
a)

1-4

la
CM

llom

...4

act
co

ce

a).

4C

ce
cd

44
=

E
a

...4

oN
La

ItBCDEF CH
X X

NflIl
nrinniv

D . nrin
11111111

phiEnninninainc .nnn a to

1111M11111M1111
11 x12111 MIR



-

Competencies (continued)

Ili803 - Basic Sales Techniques (continued)

BASIC SALES TECHNIQUES. Huntington Beach Union High
School District, Thornton Valley 1j.gh School; Denis
Gitschier and Bob Crenshaw; l974f 17 pages.

A LAP taat describes in detail e methods for making
a formal sales presentation. everal successful sales
campaigns are cited. General objective is stated.
Posttett consists of a formal sales presentation as
judged by an observer's checklist. Videotaped postteet
is suggested. Order ID 003 287.4.

804 - Cashiering (Cash Register and Sales Records):

CASHIER - CHECKER - CLERK OBJECTIVES. Santa Clara
Unified School District, Buchser High School, Santa
Clara; Robert McGinness, 1972. 2 pages.

A detailed outline of objectives developed as a pre-
liminary step in devising goals, objectives,and skill
tasks for a certificated program involving different
kinds of Cashier Checker and Clerk Checker. Order
ID 003 118.4.

CLERICAL CASHIER. Santa Clara Unified School Dis-
trict, Buchser High School, Santa Clara; Robert
MeGinness, 1972. .5 pages.

Guidelines for the clerical cashier serve as a job
description to be presented to a potentiid emp
during an-Interview along with the certificates
earned and a personal resume. Order ID 003 121.7.

CASH REGISTER UNIT. Whittier High School; Barbara
Hickethier. 14 pages.

Designed for student use, this LAP on the Cash Regis-
ter has performance objectives, a pretest, learning
activities with illustrations, and a final test. An
instructor's outline aud answer key are part of the
package. Order ID 003 245.1.

MAKING CHANGE (CASH REGISOR). SOURCE UNKNOWN. 7 pages.

This distributive education teacher resource material
has general and primary obectives. The project is
described and necessary instructional materiala are
listed. In the appendix are four transactions to
develop skill in making change using a cash register.
Answer keys are provided. Order ID 003 2$4.2.
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Competencies (continued)

804 - Cashiering.(Cash Register and Sales Records) (continred)

CHECKER-CASHIER. Donald Rathbone. 3 pages.

This learning activity packet designed for use by stu-
dents contains general and specific objectives. A
vocabulary list is included. For activities, textbook
references with page numbers are recommended. No tests
or keys provilled. Order ID 003 254.5.
oo

HANDLING MONEY. Sweetwacer Union High School Dtptrict,
Castle Park High School, Chula Vista; Susan Head, 1972.
20 pages.

Programmed activities on making change and handling the
cash drawer. Order ID 003 254.8.

CASH REGISTER. Henry High School and Madison High
School; H. Embertson and G. Gaffney. 21 pages.

This illustrated three-part
cashing checks, and operatin
Included are exercisea for
inf; rules, and activities to

a

k

covers making change,
cabh register .

change, cash check..
used with a cash regis-

ter. Keys are not included. Order ID 003 254.22.

, CASH REGISTER OPERATION. Source Unknown. 13 pages.

Included in this LAP are nine different activities for
practice in learning the parts and operation of a cash
register. Instructions and exercises are a part of
.the package. Order ID 003 254.30.

CASHIERING/OASH REGISTER. Huntington Beach Unified
School Distriet, Thornton Valley High School; Denis
Gitschier and Bob Crenshaw, 1974. 23 pages.

A LAP providing studentsAlith numerous sales problems
covering the use of tax tat?les, NCR mechanical cash
register, cash validation, credit slips, and credit
cards. Measurable objective stated. Includes post-
test but no answer key. Order ID 003 287.3.
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Competencies (continued)

806 - Customer Services:

CHECKING C 'DU. Maxine Fdster, 1971. 12 pages.

This teacher esource unit on Caecking Credit includes
objectives, recommended instructional materials, sug-
gested activities, a list of sources for investigating
credit, and suggestions for using Bureau Blue Book key.
Order ID 003259.7.

807 - Employer-Employee-Customer Relations:

STUDENT TRAINING STATION PROGRESS REPOR Rig lard
Nigh School; Donald Rathbone. 4 pages.

This progress report for students assigned o training
stations under the cooperative distributive e attfOn

program has a rating scale to evaluate job skills atut---

attitudes for use by the traini sponsor ii cooperation
with the teacher coordinator trder ID 003 118.1.

TRAINING AGREEMENT POR COOPERTIVE ranutturrvE
EDUCATION PROGRAM. Highland igh School; Donald
Rathbone. 4 pages. 7

\

This example ofla training agreement for a cooperative
distrtbutive education program includes informatiun
sbout the responsibilities of the student;ithe psrents,
the training sponsor, the school, and the teacher
coordinator. Order ID 003 118.2.
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SHIPPING/RECEIVING PROCEDURES. Visalia Unified School
District, Visalia. 28 pages.

\A student guide to accompany the text, Materials
ilandling. Traffic and Transportation, by Tyler and
Corenthal. Cre, McGraw-Rill, 1st Edition, Includes'
orientation, sttement cf objectives, scheduled assign-
ments, and a final examinacion. Order /D 003 256.25.

DISTRIBUTIVE CORE - CUSTOMER SERVICU. Ygnacio Valley
High School, Concord. 8 pages.

A series of ten learning activity assignments includ-
ing case problems dealing with customer relations.
Order ID 003 287.5.
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Competencies (continued)

08 - Sales Promotion:

WHEN SHOULD YOU ATTEMPT TO CLOSE THE SALE? Cerritos
eillege; Lowc11 Anderson, 1971. 17 pages.

This Illustrated unit is designed for student use in
salesmanship classes. Included are a pretest, five
programled activities. a pasttest, and keys. Order
ID .003 254.12.

\

PROJECT - METHOD FOR SALES PROJECT ACTIVITY. Source
- Unknown. 10 pages.

Thts actiiity inch:des recommendations for organizing
and opera!ing a sales promotion campaign and evalua-
tive proceeures. Orkr ID 003 254.33.

S.A.ES PA:240TioNS. Huotington Beach Union High School
DIstrict, 1,,ornton Valley High School; Denis
Gitschier and slob Crenshaw, 1974. 18 pages.

A stbdent leaf-Ain3 activity package that concentrates
.--. on the goals and forms of,advdrtising and background

information on various advertising media. A student
study guide and posttest. No key. Order ID 003 287.6.
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DISTRIBUTIVE CORE --sAlgs PPOMOTION. Ygnacto Valley
High School, Concord. 6 rages.

A learning activity package with goals, objectives, and
activities with both external and internal media devices.
LAP uses specific books, pamphlets, and tapes. Order
ID 003 287.7.

809 - Stockkeepint andlnventory Control:

RECEIVING CLERK. Santa Clara Unified School District,
Buchser High School, Santa Clara; Robert McGinness,
1972. 2 pages.

A detailed outline of objectives developed as a pre-
liminary step in devising goa .bjectives,and skill
tasks for a certificated prof involving receiving
clerks and stock clerks. Order ID 003 718.5.
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"Competencies (continued)

0.9.2ZjillOOMERJUNLAPAIEOLEILM.L9ntro1 (continued)

SHIPPING CLERK. Santa Clara Unified School District,

Buchser Hi6h Schoot; Robert McGinness, 1972. 2 pages.

A detailed outline of'-objectives developed as a pre-
liminary step in devising goals, objectives a..ei skill
taski; for a certificated program involving ohipping
clerk., Order fD 003 118.8.

STOCK/INVENTORY. fatrick Henry High SchooL; Karla M. .

Kerr, 1972. 43 pages.

This learning activity pacibage is designed to prepare
students with skills needed for jobs as stock/inventory

clerks. Included are practice forms and related compu-
tational problems. arder XD 003 254.21.

PERPETUAL AND PHYSICAL INVENTORY. Source Unknown.

28 pages.

The five activities include textbook reading references
and use of various forms.. In the appendix'are examples
of a stock record card, stockbook and requisition, pur-
chase requisition, requisition log, merchandise order
journal., purlhase order, reorder flow chart, and inven-
tory tally sheet. Order ID 003 2.54.25.

STOCKKEEPING AND INVENTORY CONTROL.. Huntington Beach
Union High School District, Thornton Valley Nigh School;
Denis Gitschier am; Bob Crenshaw:1974: 9 pages.

4*

This learning activity package concentrates on the
description of stockkeeping tips. Various forma for
merckiandise control are described in detail. A general
objective is stated. Posttest consista of a student
project drawing,a floor plan for real or imaginary stock-
room. Order ID 003 287.2.

Specialties

810 - Advertising:
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PREPARING ROUGH LAYOUTS FOR ,NEWSPAPERS. Shasta College;

Robert S. Davis. 9 pages.

This occupational competence unit in advertising is
designed for use by distributive educaticin teachers. An
outline shows the contents of the Unit. Included are
overall objectives, primary objectives, and Deleted objec-
tives. There are suggested activities and evaluation of
progress in addition to a list of entry-level jobs with
which this skill is identified. Order ID 003 118.
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Speetelties (continued)

810 - AdvertiEtie (continued)

a
DISPLAY CLERK, Santa Clara Unified School District,
Buchser HightSchool, &arta Clara; Robert McGinness,
1972. 2 pages..

A detailed outline of objectives developed as a pre-
liminary step in devising goals, objectives,and skill
tasks for a certificated program involviAg display

_clerk. Order ID 003 118.9.
At

CONSTRUCTING AN ADVERTISEMENt LAYOUT. Pittsburg
Unified School District; Bruce H. Dexter, 1970.
10 pages.

.

This occupational competence unit is designed for
distributive education teachers. Both general and
specific objectives are included for constructing an
advertisement layout. A list of instructional mate-
rials may be adapted to.the needp of the group serve+.
There are suggested activities, a list of supplies,
equipment and audiovisual aids, and suggested evalua-
tion procedures for this competency unit. Order
ID 003 254.1:

or

co.

ADVERTISING. Donald Rathbone. 3 pages.

This learning activity packet on Advertising is
designed for student use in the distributiO education
prograth. General and measurable objectives are pro-
vided. Tne activities include recommended'readings
from texts and lisfening to and evaluating tape record-
ing af advertisements. Order Ili 001 254.6.

ADVERTISING. Source Unknown. 19 pages.

Included in this LAP are reading references from text-
books and 12 suggested activities. Examples of.an
advertising layout and copy sheet, and a layout rating
sheet are contained in.the appendix. Order
ID 003 254.36.

DISTRIBUTIVE CORE - DISPLAY. Ygnacio Valley High '
School,.Concord. 4 Pages.

A series of seven learning activities to be used with
the oe25t. Advertising and Diselavin4 Merchandise .

(author and publiaher not stetted). The activities are
coordinated with reading assignments in the text.
Order LD 003 287.9.
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411) SPecialties (continued)

811 - Creative Sellinx:

SPELLING. Donald Rathbone. 4 pages.

l'his LAP on Spellihg contains general and specific
objectives. Tbe textbooks, Retail Merchandising, and

Fundamentals of Spellins, are required. Textbook'read-
ings are included in the activities. A'sales talk
evaluation form is provided. No tests or keys are

provided. Ordet. XD 003 254.4.

.TRAINING NANU FOR SALES PROMOTION DEPARTMENT.
Yuba City High School, Yuba City. 9 pagde.

This manual putlines the duties and responsibilities
of the sales promotion supervisor in the student store
who reports directly to the Student Store Manager.
Included under his supervision are display, advertis-
ing, and signpress, in addition to responsibiliqkfor .
time cards and jab cards. Order ID 003 254.16.

812.- Display:

DISPLAY CLERK - GUIDELINES. Santa Cjara Unified School
District, Buchser High School, Santa. Clara; Robert

McGinness, 1972. 4 pages. 2

.Guide1inalfor teaCheric and students serve as an
important part of a certificated occupation program.
These smme guidelines serve as an interview along with
the certificate earned and a persanal resume. Order

10_03_1111..11

CREAT:NaDISPLAYS. Source Udkn 9 pages.
.

This segment of Unit on Displays includes
Na

planning
sheet, sketch, and a copy of a letter.requesting use
of merchaddise for display purposes. Order

.ID 003 254.24.

DECA DISPLAY RATING SHEET. Source Udknown. 3 papal;

This two-page rating sheet to evaluate store ditioplays
is recommended for use with the Evaluation Dieplays
LAP. Order ID 00r2S4.26.
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Specialties (continued)

$1; - Displav- (continued)

COLOR. Source Unknown. 12 pagea.

.This,segment of the Unit on Displays contains termi-
nology.about various colors. Activities include pre-
pairing color wheels. Keys arp'not included. Order
ID 001.254.27.

ELEMENTS OF DESIT. Source Unkown,: 10 pages.

This segment of Obe Unit on Displays covers the basic
fundamentals of design. Examples of'line and diteC-
tion nd hape are included:: Size, texture, weihht,
and colcir re explained. Two activities and a posttest
are includ d. Keys are not iecluded. Order'
D, 003 254 2

.EVALUATING DISPLAYS. Source Unknown. 9 pages. .

This* package is designed for use in the Siudent Store
as a segment of the Unit on Displays. Recommenda7
tions for analyzing various store displays.using
evaluative criteria are included:" Field trips are
recommended. The DECA-Divplay Rating Sheet isto be
used along with this package. Order ID 003 254.32.

PRINCIPLES OF DESIGN. Source Unknown. 14 pages.

InCladed in,this segment of the Unit on ,Displays are I
definitions, a calendar Of merchandising dates, and
proper display of the flag and shield of thelinited
Statfts. There are six activities to teenforce under-
standing of design pqnciple.s. 'Keys are not included.
Order ID 003 254.34.

INTRODUCTION TO VISUAL MERCHANDISING. Source Unknown.
6 pages.

This segment of the Unit on Displays explains various
kinds bf window displays, provides an activity to
evaluate local store displays; and includes the pre-
paration of a bulletin board using proper display
techniques. Order ID 003 254.35.

DISPLAY ARRANGEMENT. Source Unknown. 6 pages.

Included in this segment of Unit on Displays are defi-
nitions of terms and illustrations of various display
arrangements. Order ID 003 254.37.
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900 Distributive Occupations

4

901 - Cashier-Checker-Bagger:

CHECK/R - CASHIER. Santa Clara Unified School ilistrict,

Buchser High SchooloSanta elate; Rebert McGinness, 1972.
4 pages.

Guidelines for teachers and students serve as an impor-
tent Oart of a certificated occupation program. These

same guidelines serve as job training description to be
preisented to a"potential emptiiier during an interview. b

along with the certificates'earned and a personal
resume. Order ID 003 118.12.-

'CASHIERING. Senta"Clara Unified School District,
Ruchser High School, Santa Clara; Robert McGinness,
!972. S pages.

Goals, objectives, and skill tasks ervoutlined for a
one-semester certificated occupation course.to train
clerical cashiers end checker cashiers. The evaluation
and testing standards are the results of one year's .

experience in a pilot program. Order ID 003 118.13.

AI 902 - Salesperson. General: .

, VV.
PAYROLL CLERK. Santa Clara Unified School District,
Buchser High School, Santa Clara; Robert W. McGinness,
1973.. 2 pages:

/

.A. detailed dutline of objectives developed as a pre-
liminary step in.devising.goals. objectives,and skill
tasks for a certificated program involving payroll.

clerk. Order ID 003 117.2.

PAYROLL CLERK - GUMELINES.--Senta Clara Unified School
bisttict, Buchser High School, Santa.Clara; Robert
McGinness, 1974o 3 pages.

Guideline's tor teaalers and students serve'as an impor-
tend part of a. certificated occupation frogram. These

same guidelirees serve as a job training description to
be presented to a potential employer during an interview
aloag with the certificate earned and a person'al resume.

Order ID 003 117.3.
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11

SizAzierkeerson - General (continued)

` SALES CLERK, VARIED. 'Santa Clara Unified School Dig-
trict, Buchser High School, Santa Clara; Robert W.
4cGinness,1972. 3 pages.

-4' An outline of tasks and skills for a variety of retail
clerk eiccupations to be used in preparatied,of-the
goals, objecityeswand skills needed to carp an'occu-
pation certificaie. Order ID 003 118.6..

SALES CLERK. %Santa Clara Unified School District,
Suchser High School, Santa Clara; Robert W. MeGinness,
1972. 3 pages.

A ddtailed outline of objectives developed as a pre-
liminary stepin devising goa1s, objectives,and skill.
tasks for a certificated program involving sales
clerks. Order IL) 003 118.7.

SALESMAN, SALESPERSON, SALES CLERK. Santa Clara
Unified School District, Buchser High School, Santa
Clara; Robert W. McGinness, 1972. 4 pagers.

A detailed outline of objectives deve1ope4 as a pre-
liminary step in devising goals; objecti7es,and skill
tasks for a certificated program involving differet-.t
kinds of sales cleiks. John W. Ernst, Aggislalaten,
Gregg Division, McGraw-Hill, serves as an excellent
guide. Order./D 003 118.10.

.144CMAHDISE.PRICING. Source Unknown. 4 pages.
' This unit on merchandise pricing is designed for dis-

tributive pducation teachers. Included are overal.1,4
primary, and related objectives. Under instructional
materials are listed textbooks, equipmenWsudiovisual
aids, and business and community resources. There are
suggested activities and recommended evaluatiqn proce-
dures. Order ID 003 254.

TRAINING L FOR MANAGER - *DENT STORE:. Yuba
City Nigh. ol, Yuba City. 9 pages.

This manual lists the duties of a student store man-
ager and explains time cards, and job card procedures.
Sections on the Art of Getting Along clid Duties of
Student Store Supervisor are also included. Order
ID 003 254.31.

1.
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904 - Waiter-Waitress: 4

FOOD CLERK, WAITER, WAITRESS. Santa Clara Unified
School District, ftchser- High Schoot, Santa Clara;
Robert W. .McGinness, 1972. 2 pages.

A detailed outline of-objectiveS developed as a pre-
iminary step in devising goals, objectives%and skill

tasks for ,s certificated program involving different
kinds of food clerks: Order ID 003 119.1.

..

RESTAURANT GUEST CHECK - PREPARATION & PRESENTATION.
Joan Olsone Ventura. 46 paged.'

Shows basic technive and rules for Preparing the
guest check. GivecAsample menu and customer-orders
for.preparing guest checks as pre- and posttests.
Order ID 001 244,.

FOOD SERVICE PROGRAM - ROP SUGGESTED COURSE OUTLINES.

Naps County ROE% B. D. Booth. 14 pogo's.

Resource material for setting up a ten-week program in
food 4ervice occupations. Waiter-waitregs preparations
are detailed. Order ID 003 284.

4

Specialty Areas in Business Education

Business Law:

BUSINESS CONTRACT. Source Unknown. 27 pages.
%

This self-contained LAP on business contracca for
student use has objectives, vocabulary, sample situ-
ations, quizzes for various activities, and a post-
test. Keys to the LAP and posttest are not ificluded.

0 der ID 00:, 107.3.

CALIFORNIA COURT SYSTEM. Fresno City Colle Cliff

Eischen, 1971. 19 pages.

This illustrated learning activity package the

California Court System is designIfed for stu4ent use.
Included aminstructiomalpbjectives, a pretest,
programmed activities, and charts on California Court

Structure. No key is Included. Order ID 003 247.1.
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Busineis Law (continued)

JUVENILE COURT PROCEEDINFS. Mt. View High Schaaf', Mt.
View; Kenneth R. Bailey. 16 pages.'

This student learning activity packet is'a case study
of the proceedings of the Juvenile Court authored by,
an attorney of San Francisco. It is intended as a
supplement to the instruetional materials of a busi-
ness law Class. A review sheet and answer key are
provided. Order ID op 41()

APPLYING THE LAWS OF ARRift. Garrith Perrine, 1969.
7 pages.

This teacher resource %alit ingludes objectives, a list
of instructional diaterials, and suggested activities
foi a unit on applying the laws of arrest. Order
ID 003 260 1

YOUR RIGHTS AND RESPONSIBILITIES AS AN EMPLOYEE.
El Cajon Valley High School, El Cajon; Barbara Jean
Hempel, 1971. 21 pages.

A LAP including objectives, list of activities,
reference sources, pretest, facts for employees,
definitions, problems with vtlutirns, and a post-
test. Order ID 003 26545.

CBEP Program Guides/Strategles:

OFF/CE OCCUPATIONS PROGRAM GUIDE. San Mateo County
chools, Redwood City; Charles Priest, 1972. 53
pages.

this guide will be helpful in"developing an office
practice or office occupations program. Units
covered with suggestions on how to-teach are: (1)
typewriting, (2) business mathematics, (3) 10-key
adding machine, (4) business English, (5) spelling,
(6) filing, (7) transcribing, (8) miscellaneous
tasks; and (9) a job intimview." In addition to these
units are samples of a flowchart, managing individual
progress by a Student Progress Record, a unit on hand-
writing legibility, andlske Certificate of Completion.
Order ID 003 121.
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OP

CUP PrL,aj_nGuidesia,Mmisi (continued)

BUSINESS EDUCATION DEPARTMENT. Santa Clara Unified
School Diartct, Buchser High School, Santa Clara;
Robert McGinness, 1972. 10 pages.

A'curriculum guide to Bucheer High School's businesa
educatidn certificated occUpttion prolvtam in which job
entry-level ski'lls and tasks are stressed rather than
course _content. Goals, objectives,and skill tasks are
presented to serve as a guide for schools with an en-
rollment of 5-600 in a business department. Testing
areas and standards are also presented. Order
ID 003 256.53.

OFFICE OCCUPATIONS PROGRAM GUIDE., Fullerton Unionilligh
School., District, Sunny Hills High School, Fullgrtell;
Marty Hays, 1974. 11 pages.

This program guide provides'students and teachers with
a 'wins of recording CBEPG competencies completed.

. Order ID 003 256,70.

BUSINESS PROGRAMS AN OVERVIEW. Wm. S.Iliart Union
High School, Canyon High School, Saugus; R. Conway

111 Spitler, 1973. 21 pages.

Information and recommendations about implementation
of business programs using common job Akins are
included. The Five Occupational Programs of Account-
ing and Computing, General Office, StenograPtic,
Secretarial and Related, Typing and Related, and
Sales.(Distributive) are explained. Examples of pro-
motional material for recruitment of students are
also included. lirder ID 003 265.40.

FLOW C4ART - BUSINESS DEPARTMENT COURSES. Canyon
.High School, Saugus. 2 pages.

This flow chart begins with pretest and student-
and-teacher copference and continues through vartous
activities until objectives are arhieved and credit
is earned. Order 10 003 265.4k.

OBJECTIVES AND HOW TO USE THEM - WFICE COMPETENCY
MODULES. Clovis Adult School Career/Vocational i

Education; Bob Fuller, 1973. 12 pages.

A unit on objectives designed to help one understand
what an objective is and hrw ya, can use it to help
you make learring easier_and more interesting.
Order IDO21.2.69.1.
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CBEP Program Guides/Strategies (continued) .

111

COMPETENCY-BASED GRAMM STRUCTURE. Santa Clara Unified
School District, Buchner High Sehool, Santa Clara;
Robert MeGinness, 1975. 19 pages.

Description of grading structure in individualized
CBEPG programs.° picludes forms, chartd, and letter
to parents. Order ID or; 49.1.

. .

geggver Education/General Business/Economics:

INSURANCE. tource Unknown. 21 pages.

A programmed LAP for student use containipg objecttves
and using'either of two textbooks for reference.
Included are vocabulary lists, reading assignments,
and self-administered quizzes. Keys to assignments
-are not inc1ud6d. Order XD 003 107.

GENERAL BUSINESS - TEACHER OUTLINE, James Zimmerman,
1969. 70 poes.

This outline includes a 13-unit course outline which
includes references to textbook end.nine teacher
options. Teacher outlines and keys for learning
activities cover the folloWing topics: The Business
Contract, Ten-Key Adding Machine Keyboard, Fractions,
Checking, Business Forms.I and II, Interest, Insurance,
Keeping Persoial Records, Bookkeeping and Accounting,
and Business Math Tapes. AnSwers to test questions
are provided. Order XD 003 107.2. (Available in micro-
fiche oRly.)

ECCROMICS: A CONSUMER'S VIEWPOINT. Santa Clara .

Unified School District, Buchser High School, Santa
Clara; Robert MeGinness, 1972. 4 pages.

Goals, objectives, and skill tasks are outlined for
.a one-semester course emphasiLini protection of the
consumer, his rights, spending, budgeting and savings.
Order ID 003 108.
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Consumer Education/Geapral Business/Economics (continued)

ECONOMICS rN BUSINESS. Castle Park High School; Susan
Heas, 1972. 9 pages.

A transparency/tape presentation designed as an intro-
duction to economics for large-group or individualized
instructhion. Script correlatet with Economtcs in Busi-
ness Transpatencies from 1M. Order /D 003 248.

. ,

BUDGETINC. Source Unknown. 7 pages.

This unit ia designed for teachers of General Business.
There are overall, primary, and related objectives
included. Under.instructional materials are listed
reference texts, pemphletb, and magazines. Audiovisual
aid's, supplies, equipment, and business and community ,

-resources are recommended. Suggested activities include
unit-orientation and drill activities, Order ID 06 259.

BASIC AUTO Ar6,MOTORCYCLE INSURANCE COVERAGE. Exeter
Union High Selool District, Kaweah High Sehool; Pat
Hardy, 1971 11 pages.

'is LAp on Iniurance is designed for student use.

it
. .luded arelobjectives and a pretest. Activities are
c_ordinated with readings Woe General.Business text-
book. Key to pretest is not included. Order ID 003 259. .
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SAVINGS AND LOAN ASSOCIATIONS: Exeter Union High
School,: Jim Braden, 1971. 9 pages.

This consumer education LAP is designed for student
use with Applied Economics textbook. It includes
information about savings and loan institutions andt,
personal finance and budgeting. An essay pretest anl
a combined objective and essay posttest are contained
in addition tote list of resource Faterials. ' Keys to
tests and LAP are not included. Order ID 003 259.2.

SAVINGS AND INVESTMENTS. Thomas Martin, 1971. 9 pages.

A teacher iesource unit on savings and investments,
including objectives, instructional materials, and
activities. Order D 003 259.3.
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Consumer Education/General Business/Economics (continued)

HOW TO READ STOCK LISTING. Raymond Doorack, 1970,
7 pages..

6

This LAP on How to Read Stock Listings is designed for
student use. Included are objectives, sequentialized
activities with the use,of the daily newspaper, and a
suggested evaluation procedure. Order tD 003 259.4.

PAMILYTINANCE. Mr..Hackney. 4 pages.

A course outline 'on Family Finance foredult educators
of Consumer Education which includes a report of nine
'meettngs with an"outline of topics covered by seven
speakers and the instructor. Order ID 003 259.5.

AUTOMOBILE INSURANCE. Tulare Union Hiih School; Mel
Mendes, 1971. 15'pages.

This student 'LAP on automobile insurance is designed
for use with General Business textbook. Included are
a.pretest, textbook--related activities, and optional.
activities. Keys and script for tipe are not included.
Order pp 003 259.6.

BUDGETING. Itt.-Diablo Unified School District, College
Park High School, Concord; Bob Giannini. 12 pages.

This six-week learning'activity packet on budgeting is
*correlated with..General.Business text problems, activi-
ties, topics for lectures, quizzes, and examples of
forms (or maintaining records of income and expense
are included. Tests and LAP keys are not included.
Order ID 001 259.8,

FOR RENT. Patricia Ann Crews. 19 pages.

411.4, teac4er resource unit on apartmenq includes
objectives, materials needed, sample tests, and
methods of presenting. It covers what, when, how,
snd where to look for an apartment. There is a sug-
gested role-playing situation, information about
utilities, and rental abbreviations. The concluding
statements indicate hew the unit can be inter4elated
in other courses. Order ID 003 259.9.
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consumer Educ4clasiamullkaimuudhommgcs (continued)

THE BUSINESS WORLD. Manchester Central High School;
Ma;garet Hoben, 1972. 18 pages.

A 'student LAP which serves as an introducaon to the
business world. Basic economic concepts are inte.-
grated through the performance of various activities
requiring an unnamed textbook and workbook; keys to
LAP activities and posttest are not included. Order
ID 003 259.11.

hal"

FIFTEEN MODULES OF LEARNING FOR SELECTED TOPICS IN
GENERAL BUSINESS. California State University, San
Jose and San Diego; Wanda Blockhus and Maurice L.
Crawford, 1972. 120 pages.

This teacher resource manual containing 15 modules of
instruction covering the following topicsqou and the
Business Economy; Characteristics of a Free Enterprise
System; Planning Your Future; Consumer Buying; Services
for Consumers; Problems of the Consumer; Sources of
Consumer Information; Establishing Credit; Kinds of
Credit; The Cost of-Using Credit; Citizenship Respon-
sibilities; Automobile Insurance; Borrowing Money;
Planning a Savings Program; Planning thk_Use of Your
Income. Learning Objectives and related 'subject con-
tent are provided for each module in addition to-
Teacher Activities, Student Activities, answers to
tests, and lists of Resource Material. Order
ID 003 259,12. (Available in microfiche only.)

INVESTING IN STOCKS. Orange Unified School District,
Villa Park High School, Orange; Leo Joseph Fracalosy.
5 pages.

A teacher's guide containing objectives, recommended
instructional materials, and suggested activities. It

- is to be used with the Investins in Stocks LAP. Order
ID 003 261.

INVESTING IN STOCKS. Orange Unified School District,
Villa Park High School, Orange; Leo Joseph Fracalosy.

This student LAP on investing in stocks includes a
vocabulary and stock market information. It is to be
used with Investing in Stocks, teacher resource unit.
Order ID 003 261.1.
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Consumer Education General Business Economics (continued)

LEARNING TO READ STOCK QUOTATIONS AND CALCULATING RATE
OF RETURN ON INVESTMENTS. San Leandro Unified School
District; Russell C. Schubert. 7 pages

A student LAP designed to accompany specific business
arithmetic texts and steck exchange pamphlets. Indludes
pretest and posttest (no keys). Order ID 003 262.3.

INTEREST. Source Unknown. 11 pages.

This self-contained student LAP on calculative interest
includes objectives, five job activities with various
problems, and a test. Key to test not included. Order
ID. 003 262.9.

PRORATING. Porterville Union High School,
kobert Jorge. 18 pages.

This illustrated learning activity package
of taxes, insurance, and interest includes
key, and calculating activities. Posttest
not included. Order ID 003 262.13.

Porterville;

on proration
a self-test,
and key are

cONSUMER EiOCkTION - RESOURCE UNIT. Kent Stinson. 14
pages.

Teacher resource unit. Textbook reviews, pamphlets,
and listings of organizations concerned with consumer

.education. Order ID 003 285.

CONSUMER CREDrT. Tranquillitytnion High School;
Eilene Pettit, 1974. 25 pages.

This learning activity provides information on types
and sourFes of consumer credit. It includes applying
for a bank loan, opening a charge account, the revolv-
ing charge account, credit rating agencies, laws pro-
tecting the consumer, and.rwhere to go for help. The
idea that credit does not come Ptee but costsextra is
made clear, with consequent guidelines for its use.
Included in the package are self-checking questions,
an applicationlorm, a posttest, and an information
leaflet by the California Department of Consumer
Affairs. Order ID 003 285.1.
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III
Cooperative Education:

4

PERFORMANCE OBJECTIVES FOR THE COOPERATIVE EDUCATION

METHOD OF INSTRUCTION. Source Unknown. 1974; 49 pages.

Recommended minimum measura6le performance objectives
created by Michigan State Unlversity that could be used
when the method of instruction is Cooperative Education.
pals are includea as examples where learners coopera-
-tively plan unique activities that require individu-
alized performance objectives, Order ID 003 274.1.

Distributive Education:

EDEN AREA ROC DEMONiTRATION PROGRAM PACKET. San Lorenzo
Unified School District, Eden Area ROC, San Lorenzo;
John Linder, ,1971-72. 44 pages.

Distributive Education materials for persons interested
in starting, updating, or comparing a DE Program.
Included are suggested steps for,research and develop-
ment, curriculum, follow-up, and DE forms. DE demon-
straton program operators may use as an example for
packet idea. Order ID 003 243.

RETAIL MERCHANDISING PROGRAM. Salinas Union High School

District, Salinas; Ilene J. Hylton. 28 pages.

This packet contains informative materials regarding
introducing, iTplementing, and operating the program;
also copies of some items used for class work. Its
purpose is to give some ideas as to how the program is

operated in order to prepare students with entry-level
skills in the Retailing fields. The purpose is to com-
municate with the b4finessmen and also to help bridge -

the gap between schoal and community. This affords
students the hands-on opportunity on exploratory work

training stations. Order ID 003 245.

PREPARING A BILL OF SALE. E. L. Klovdahl, 1972. 13

pages.

Contains rationale,objectives, pri= and posttests with
answers, background information,and learning activi-

ties. /ntended for use with prepared tapes or text-
book materials. Bibliography included.. Order

ID 003 247.
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Distributive Education (continued)

EMPLaYEE HANDBOOK AND TRAINING MANUAL FOR REDWOOD HIGH
SCHOOL STUDENT STORE AND MT., WHITNEY HIGH SCIIOOL ;TUDENT

rSTORE. Redwood Nigh Schooand Mt. Whitney High"School.
48 pages.

Employee handbook to train salesmen and sales clerks.
- Training includes work in selling, inventory control,
cashiering, display, advertising, signpress techniques,
buying, and employee supervision. Order ID 003 254.11.

FOOD STORE COMPETENCIES - HEAD GROCERY CLERKtHEAD PRODUCE
CLERK AND ASSISTANT MANAGER. Source Unknown., 53 pages.

A list ot fool store competeucies in categories of knowl-
edge and.underbtandings,, skills, and attitudes for head
grocery clerk, head produce clerk, and assistant man-
ager. Order ID 003 270,

COMPUTING AND CALCULATING-DUPLICATING MACHINE-REFERENCE
MATERIAL. Richmond Unified School.. Dfstrict, Harry Ells
High Sctlool, Richmond; Aknes Gowen, 1970. 13 pages.

Activities in this learning alétiviiy package include
analyzing and determining the daily sales made by each
salesman, his weekly total,and his averege daily sales.
This included.material is to be prepared in table iorm
and duplipted for distribution. Order ID 003 275.18.

C'

Office Simulation:

SIMULATED OFFICE, TELEPHONE CLERK. Santa Clara Onffied
School District, Buchser High School, Santa Clara;
Robert McGinness, 1972. 2 pages.

An outline of a simulated office course for teleOhone
clerks has been synthesized from the course developed
by Pacific Northwest Bell Telephone Co. and Fort
Steilacom Community:College. As a primary step this
outline would help to develop goals, objectives,apd
skill tasks for similar simulations. Order ID 003 121.4.
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Office Simulation (continued)

PRACTICAL OFFICE OCCUPATIONS LABORATORY MANUAL. Gross-
mont Union High School. District, Santana High School,
Santee. 29 pages.

The Practical Office Occupations Laboratory Manual is
an employee's guide for those students entering a model
corporation, Scimitar Enterprises, Santana High School.
Manual includes a corporate manual, general personnel
policies,and an office manual. Order ID 003 242.28,

DEMONSTRATION PROGRAM: OFFICE SIMULATION. IGrossmont
Union Nigli School District, Santana High School, Saitee;
Berg, Drenth, and Streib, 1971. . 57 pages.

A teacher's (employeex) iuide to use for preparing stu-
dents entering the office simulation, Saber Enterprises,
Inc., at Santana High School. Includes samples of Saber
business forms, a,descriptionvf the companrs organiza-
tional chart,.general operations information, job descrip-
ciors, and other suggestions in developing an office
education labbratory. Order ID 003 242,29.

DEMONSTRATION PROGRAM: OFFICE SENULATION. Yuba City .

High School, Yuba City; 1971. 88 pages.

Materials used in the Office ESucation Laboratory
include: (1) Employee Handbook and Training Manual

(2) Campus Directory
(3) Procedures Manual for Preparing Payroll

Records
Order ID 003 242.30. (Available in microfiche only.)

DEMONSTRATION PROGRAM: OFFICE OCCUPATION LABORATORY--_
USING THE SPIN-OFF PLAN OF INSTRUCTION FOR ENTRY-LEVEL
JOBS. JGhn Burroughs High School; Bett Trempe, 1972.
200 p4v.s.

Materials include a description of the spin-off plan,
suggestions on use of an audio learning laboratory,
individual instructional packages using filmstrips and
cassettes for 10-key bdding- machine operation, switch-
-board, business arithmetic,and filing; also, training
manual for tistors, job descriptions, andbeamples of
achievevent certificates issued. All the materials
included are items that werellistributed to the demon-
stration program participants who attended in 1971-72.
Order ID 003 2442.31. (Available in microfiche only.)
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411.

Office Simulation (continued)

ORIENTATION - SIMULATED OFFICE (LESTER HILL CORP.).
Jefferson Union High School:District, Terra Nova High.
School, Pacifica; Betty Kanalz, 1973. 7 pages.

A script for a slide/tapa presentation to.give the stu-
dents a brief overview of what the office simulation is
about and the different jobs that they will be perform-
ing. Script is for 35 slides. Correlated with Lester
Hill'i Program, pubelished by MoGraw.-Hill. Order
ID 003 270.1, .

EMPLOYEE HANDBOOK AND TRAINING MANUAL FOR OFFICE
EDUCATION LAB. Yuba City High School, Yuba City;
Wayne Leach. 60 pages.

This learning package is designed Eo aid the student
in.gaining his'skills for entry-level employment in
the general office. The.activity package is based on

.individualized instruction and possible variable credit."
Performance objectives are given for each job title.
Many detailed job descriptions. Order XD 003 274.

LESTER HILL - GU/DEL/NES-FOR INEXPERIENCERTEACHERS,
Santa Clara Unified School District, Ruchser High
School, Santa Clara; Robert McGinnesx, 1975. 54
pages.

Helpful :hints for teachers using Lester Hill sImula-
tion. Order ID 003 275.7.

CLASSROOM MANAGEMENT PLAN. LOS Angeles City Unified
School District. 29 pages.

Teacher resource materials for organizing the class7
room where students participate in a variety of, --

activities at the same time. Includes organization
chart', job descriptions, and payroll plan for stu-.
dents., Order ID 003 279.3.

Shorthand:

ENGLISH PHONICS GREGG SHORTHAND, Lorraine Cresto,
. 1969. 10 pages.

Teacher resource materials, student activities, and
Instructional materials to show the closelassocia;ion
of English phonics Andthe writing of Gregg shorthand.
General objectives enc..* pretest are included. No
answer sheet. Textbook references desirable. Order
ID 003 241.
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OP

allwmat (continued)

N
SHORTHAND - ARE YOU HOOKED? San Mareos High School;
Lola F. Edmiston. 26 pages.

A student learning package designed for use sea supple-
ment to Gyegg Shorthand, Diamond Jubilee Series. This
LAP is primarily concerne4 with hawk vowels. General
ina measurable objectives'are statied. Pretest and post-
test and answers are included. Order ID 003 242,3.

LEARNING TO DICTATE SHORTHAND.' Palo Verde College;.
Shiron Miller. 7 pages.

A student LAP on learning how to dictate. Activities
require ihe Use of Student's Transcript of Gregg Short-
hand 'for Colleges. Diamond Jubilee Series. -Mier
ID 003 257.2.

"14c%
t411,11.

SHORTHAND THEORY. StiqUoia Union High School District,
Ravenswood High SchOpol, East Palo Alto; 1973. 10 pages.

This student package is designed to develop'communica-
tion Skills. News articles of current interept will
be used'to review spelling,.pronunciation, meaning of

- words, structure of sentences, and punctuation. Also
included is a project used to.identify any.difficulty.
in hearing sounds and what letters are represented by '

these sounds. Shorthand theory projects and tandardS
for individual, unite of instruction are part of the
package. Textbooksr, Structured Lparning Method, Skimin,

. and Gregg Shorthand! Individual Progress Method, LesUe,
are needed for the shorthand projects. Order
ID 003 257.3.

Student Organizations:

a;15DECA.

EMPLOYEE HANDBOOK AND TRAINING MANUAL FOR DISTRIBU-
T/VE PSUCATION CLUBS OF AMERICA STUDENT STORE.
Yuba city High School, Yuba City. 61 pages.

Bmploi6e handbook to Crain safeamen and sales 'clerks.
. Training includes work in selling, inventory control,

cashiering, display, advertising, sigipress tech-.
niques, buying, and es.11oyee supervision. Order

*ID 003 254.9.
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Student Orgahizations (continued)

a. .DECA (continued)

ONE FOR THE MONEY, TWO FOR THE SHOW. Shelbyville
Central High School, Shelbyville, Tennessee; Mike
Price, 1974. 100 pages.

1974 First Place National DECA Competitive Event
Winner, Area of Distribution Manual-High School Divi-*
sion. DECA Adviser and member reference when prepar-
ing Area of Distribution manuals for State and
National competition. (Available in microfiche only)
Ordet ID 003 289..3.
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A STUDY TO DRMINE REASONS FOR THE EXISTENCE AND
NONEXISTENCE O# STUDENT VOCATIONAL ORGANIZATIONS
IN CALIFORNIA. Eacondido Union High-Scheol District, '
Orange Glen High School, Escondido; Orange Glen DECA
Chapter, 1975.% 138 pages.

1975 First Place National DECA Competitive Event
Winner, Creative Marketing Project - High School
Division, DECA Adviser and member reference when
preparing Creative Marketing Wspuals for State ,and
National competition. (Available in microfiche only)
Order ID 003 289.4.

WHERE THERE IS A WHEEL...THERE IS A WAY!' L. D. Bell
High tchool, Hurst,Texas; Lynda! Thomas, "974. 97
pages. ...

1974 First Place National DECA Competitive Event
Winner, Studies in Marketing-Automobile and Petro-
leum Industry-High School Division. DECA adviser
and member reference for use in preparing studies in
marketing manuals for State and National competi-
tion. (Available in microfiche only) Order
ID 003 489.5. '.

ALTERNATIVE ORGANIZATIONAL STRUCTURES FOR FBLA AND
DECA. California State Department of Education,
Bureau of Business Education, Sacramento; 1975..
3 pages.

This document can be used by student organization
advisers as an aid in considering alternative
organizational structures for implementing FBLA and/
or DECA chapters as an integral part of the business
and distributive education programs. Order
ID 003 289.7.
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go.

awl Orzsniations (continued)

. a. pla (continued)

1974 MANUAL SUMMARY SHEETS FOR DECA. California
State Department of Education, Sacramento; Shari
Malone, 1975. 51 pages.

Collection of Award Winning Manual Summary Sheeip
from thef1974 National Conference. Contains most
1st, 2nd, 3rd place winners and finalists for all
categories. Order rp 003 277.

MERIT AWARD PROGRAM (DECA): GOLD FILE. Kern Jt.
UnioW High Scho61 District. Highland Iligh,School'i,
Bakersfield; Shari Malone, 1975. , 31 pages.

An example of a Gold l.evel Activity File for use
by students participating in the Merit Award Pro-
gram (MAP). (MAP) is. a compttency-based occupa-
tional exploration and training program wvallable
to members in the Distributive Education Clubs of
.America,'DECA'. the file, done in the area of
Apparel and,Accessories, coUldAmused as a gutde
for students working on the siTvr or gold levels
of MAP. Order ID 003 277.2.

RETAIL MERCHANOISING DECA IN THE CURRICULUM.
Lowell High School, Nashoba, Massachusetts;
A. M. Dunn, 1972. 30 pages.

A brochure of information Oh the organization and
activities of the Distributive Education Clubs of
America. Explains the relationship between the
DECA program and the day-by-day activities 'of the
DE classroom and cooperative training. Describes
the various competitive events in the DECA con-
test program. Order ID 003 273.

b. FBLA

--CALIFORNIA CHAPTER OF THE,FUTURE BusruEss LEADERS
OF-AMERICA HANDBOOK. California State Department

(1

'.. of Education, Sacramento; Doug Might, 1972. 142
pages.

A handbook for local FBLA chapter adviaers on the
effective organization and operation of office educa-
tion youth activities. Order rD 003 102. (Avail-
able in microfiche only.)
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Student Organizations (continued)

b. LIKA.1 (continued)

THE-MERITS OF FBLA. Livingston High School, Livings-
ton; E. Dale Brister, 1972. 6 pages.

Winning entry in the essay competitivesevent at the
1972 FULA State Leadership denference. Order
ID 003 102.1. a

TRINITY HIGH SCHOOL NEW CHAPTER WORKSHOP. Trinity
High School, Weaverville; Tom Clark, 1972.- 13 pages.

California State ISLA winning entry in the most
Aoutstanding project competitive event at the FBLA
State Leadership Conference. Order. ID 003 102,4.

FBLA pummitt CARUTHERS, CALIFORNIA. Caruthers
High School; Sherian Lyles, 1972. 16 pages.

Winning entry in the Community Service competitive
event at the 1972 FBLA State Leadership Conference.
Order ID 003 102.4.

FBLA CHAPTER MONTak REPORT. Caruthers High echool,
Caruthers; Tom Clark, 072. 5 pages.

An example of a properly formated monthly report.
The chapter of the month report is one of the cri-
teria in selecting the FBLA Chapter of the Year.
Order ID 003 472.

AlM - BRONZE ACTIVITY FILE FOR FBIA. California
.State Department of Education, Sacramento; Shari
.Malone, 1975. 61 pages.

Example of activitY file, Bronze Award Level, for
FBLA'sAwards for Individual Merit (AlM) Program.
VocatiOal area for this file is General Office
Clerk. Order XD 003'47TA.
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Student Organizations (continued)

b. FBLA (continued)

FBLA SPEAKING FOR LEADERSHIP. Florida State Depart-
. mint of Education; Jeanette L. Melamory. 34 pages.

Public Speaking Manual developed by the Florida
State Chapter of FBLA for local FBLA chapters.
Includes openings, mannerisms, rating sheets, ban-
quet seating arrangements, parliamentary procedures,
outline of typical meetings,,exercises, and refet-
ences. Order ID 003 279.2.

FBLA - CHAPTER OFFICER TRAINING. Florida-itate.
Department of Education, Tallahassee, Florida;
Jeanette.4. MeGlamory, 1974. 36 pages. Ole

Officer Training Manual developed by the Florida
State Chapter of PIMA for looal chapters includes
the duties and responsibilities of each officer,
'the use of committees in.local chapters, and a
sample chapter officer installation ceremony.
Order ID 003 281.

CARUTHERS ANNUAL CHAPTER ACTIVITIES REPORT.

. Caruthers High School, Caruthers; Rayleen Daniels,
1975. 70 pages.

Reference material for FBLA chapters preparing an
Annual Chapter Actiyities Report. This.report
received first plate at the 1975 State Liadership
Conference and includes local VILA chapter's
activities and projects from Apri1,19741,thibugh
March, 1975. Ord ID 003 289.1.

PREPARATION FOR mums
Unified School District,
Riverstde; Rubidoux FBLA
pages.4

LEADERSHIP. Jurupa
Rubidotx High School,
Chapter, 1975:'46

First place entry in Most Original Project Event
at the 1975 FALA National Leadership Conference.
Project descifbes Rubidoux High School's "FBIA
Clasp" called "Preparation Fpr Business Leader-
ship." Order TO 003 289.2..
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ewr

VERTICAL CENTERING. Corinne H. Laffie, 1969. 8 pages.

This unit contains teacher rcitource material'eand a stu-
dent Review Sheet on horizontal and vertical centering.
Solutionq to the Review Sheet activifies are included.
Order ID 003 258.3.

1k
1.

HORIZONTAL CENTRING. Betty.S. Rose,,,t970.. 9 pages. ,

,This studertt LAP is desigVed sO) tha(horizontal center-
ing on.the typewriter can he liarned through Seven
activities. Keys to the aetivities are not included.
Order Ip.093 48.5.

.?! APPL/CATION.OF THE...BASIC RULES OF CAPITALIZATION IN
\TYPEWRITING.- Arcadia kigh School; Anne E. Gaydos.
8 pages,

Basic rulesjo. -Lpitalization are presented in this.
.

teacher resourcv,unit. Sentence and letter drill exer-
cises requiring .the use of a typewriter are inauded.
Review tests and keys are mentioned but not included.
Order ID op 2511,11.

TYPEWRITINC,SEQUENCE. Wm. S. Hart Union High School
Distric Canyon High School,'Saugua; Conway Spitler.
12pfges.

-An orientaçton booklet designed to explain the Canyon
High indiv dualized typing program to students. In-
cluded are ourse objectives, placement evaluation,
description,of work patterns, class procedures; grad-
ing standards,and variable credit information. Order
ID 003 258.13.

INDIVIDUAL PROFICIENCY STUDY FOR TYPING IA , UNIT TWO,
PART ONE. Bear Valley Unified School District, Big
Sear High School, Big Beai Lake; Richard W. Burton,
1972. 8 pages.

Xndividual Prof*ciency Study was developed for a year-
round high school program based on a quarter system.
The program is intended to individualize a beginning
typing course using personal and professional typing.
South-Western Publishing Company. Performance objec-
tives, Evaluation of Performance Objectiveb and indi-
vidual Performance Activities are included. Order
ID 003 258.21.
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TYinwriting (conttnued)

INDIVIDUAL PROFICIENCY STUDY FOR 'MING 115, UNIT ONE,
PART ONE. Bear Vziley Unified Schap/. Oiotrict, Big
Bear High SchrOi, Big Bear Lake; Richard Burton, 1972.
8 Pages.

Inaividual Proficiency Study was developed for a year-°.
round high school program based on a quarter system.
The programis intended to individualize a beginn,ng,
typing course using personal and professional typing. M
South-Western Publishing Company. Performahce Objec-
tives, Evaluation of. Performance Objectives,'and .

vidual Performadie Activitietrare included. Order
ID 003 258.22.

INDIVIDUALIZED PROFICIENCY sruny FOR TYPING LA, UNIT
ONE, PART ONE. Bear Valkey.Unified School District,
Big Bear High School, Big .Bear Lake; Richard W. Burton,

,

1972. 6 pages.

Individual Proficiency Study was developed for a year-
round high school program based on a quarter system.

1

The pro ram is intended,to individualize a beginning .

t.,.ing Ourse using personal and professional typing..
lAth-4W stern ,Publishing Company. Performance Objec--

. t , Evaluatan.of Performance Objectives,.and Group
Pet.ormanee Activities are included.__der

,----------,

ID 003 258.23. \ ,

4:

\

INDIVIDUAL PROFICIENCY STUDY FOR TYPING lc, *IT ONE,
PART ONE. Bear Valley Unified Sclool DistrictBilg
Bear Nigh School, Big Bear Lake; Richsrd W. Burton:.
1972. 9,pages.

Individual Proficiency Study was developed for a ear-
round high school program based on,a quarter systmo.
The program is intended to individualize a beginning,

typing course using personal and professional typ!ng.
South-Western Publishing Company. Performance Olec-
tives, Evaluation of Performance Objectives, an,.
Individual Performahce Activities are given. Crder
ID 003 298.24.

SCRIPT - TABULATION. Sequoia Union iigh School:Dis-
trict, Ravenswood High School, East Palo Alto; 19;3.
4 pages.

A script for a slide/tape presentation on the funda-
mentals of setting up and typing a tabulation problem
with a heading and two columns. Presentation is writ-
ten to go along with 22 slides. Order ID 003 258.25.

1
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writin (continued)

SCRIM:- ENVELOPES. Sequoia:Union' High School District,
RavenswoodPigh School, East Palo Ajto;.1973. 6 pagea.

-

A script for a slide/taperpresentation on
A

typing enve-
lopes. Explains use of the zip code and the coding sys-

. tem. Script is written for 38 sltdes. Order
ID 00.3.258.26.'

SCRIPT - IBM PROPORTIONAL TFPEWRITER. Sequoia Union
High School District, Ral4nswood High School, East PaletV Alto; 1973. 9 pages.

A script on the operation of the IRM ExecutiVe Type-
writer. The slide/tape presentation covers all the
machine partsspecial keys, and other-features of the
proportional tOewriter. Script is written to go nIong
with 46 slides, and correlated with 20th.Centu
writing, Ninth Edition.' Order ID 003 258.27.

.

*.

TYPEWRITING TEACHING HOME ROW AND KEY STROKING. harry
Bettencourt. 8 pages.

A script for a videotape presentation for beginning
typing students on the correct position at the 'type- .
writer. the home key iingering, and*the correct strok- P
tog of the home row keys. Order ID 003 258.31.

INTRODUCTION TO BEGINNING TYPEWRITING. San Mateo County
Schools, RTP Office Occupations Program, Daly City;
Joylean Lott, 1973. 5 pages. '

A. script for a slide/tape presentation for a beginning
typist on learning the correct typing and finger.posi-
tions, key stroking, and spacing, and different parts
of the typewriter. Script is written for 31 slides.
Order JD 003 258.3.

INTRODUCTION TO THE ELECTRIC TYPEWRITER -ADLER.
Sequoia Union High School District, San Carlos High
School, San Carlos; Gene Worthington, 1973. 21 pages
A student learning package to provide the student with
a systematic exposure to the features of an Adler elec-
tric typewriter along with drill selected to provide a
degree of confidence on the electric keyboard. Included
are: Progress/Grade Sheets, Worksheets #1 and #2, and
Narrative of Instru-tion. 20th Century Twiewritine,
9th Edition, South-Western Publishing Company,is required
to complete the activities. Order ID 003 258t38..
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Tveewritiuk (continued)

INTRODUCTION TO THE ELECTRIC TYPEWRITER - IBM SELECTRIC.
Sequoia Union High School District, San Carlos High
School, San Carlos; Gene Worthington, 1973. 22 pages.

A student learning package to provide the student with
exposure to the features on the selectric and drilly
to gain a degree of confidence on the electric keyboard.
Included are: Progress/Grade Sheets, WROsheets #1 and
#2, and Narrative of Instruction with Illustrations.
The unit is correlated with booklet entitled "The IBM
Selectric--An Introductory Course" which can be obtained
free of charge from the IBM Company. Order ID 003 258.39.

INTRODUCTION TO THE ELECTRIC TYPEWRITER - IBN STANDARD.
Sequoia Union High School District, San Carlos High
School, San Carlos; Gene Worthington, 1973. 24 pages.

A student learning package to provide the student with
a systematic exposure to the features of an IBM stan-
dard electric typewriter along with drilbselected to
provide a degree of confidence on the electric keyboard.
The unit is used with booklet entitled "A Short Course
in Electric Typewriting" which can be obtained free of
charge from the IBM Company. Order ID _003 258.40.

LETTERS - LAP 1. San Mateo Union High School District;
Donald E. Tingley. 30 pages.

Beginning typist( will learn to identify basic parts of
personal and business letters and envelopes; arrange
these parts properly and typewrite in acceptable form.
Learning activity package is coordinated with Om
Typing._ 191 Series. Includes self-administered pretest.
No key or standards for grading are included. Also
includes: cartoons, examples, illustrated directions;
programmed learning material on basic letter parts and
addressing envelopes; specific instructions for teacher-
made activities to augment text assignments. Order
ID 003 258.43.

HORIZONTAL CENTERING. Montebeilo Sr. High School,
Montebello; Austin Keiser. 7 pages.

A step-by-step procedure is given in this learning
activity package for the student to follow to center
a word or line horizontally. Posttest key not included.
Order ID 003 258,52.
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Typewriting, (continued)

DEVELOPING ECONOMIC UNDERSTANDINGS IN rUNIOR HIGH
SCHOOL TYPING CLASSES. Sweetwater Union High School
District, Hilltop Jr. High School, Chula Vista; John
Ayres, 1972. 8 pages;

A typewriting manuscript emphasizing basic economic
cepts and a posttest to determine acquisition of

iL motion are included. Key to posttest is not
included. Written especially for the junior high
school. Order ID 003 269.

1
TYPEWRITING (2) JOB PREPARATION ACTIVITIES. Buchser
High School. 17 pages.

A LAP designed to introduce the student to Buchser High
School's individualized method of advanced typewriting
and the State Program, Guide (common core. 14 competen-
cies). The goals of the program, teaching/learning
methods, and grading/credit policies are included. No
pretest or posttest is necessary. Order ID 003 289.

Work Exeerience Education:

OFFICE OCCUPATIONS - A VOCATIONAL WORK,EXPERIENCE
EDUCATION. San Jose High School; Marie Cardinale.
16 pages.

Illustrations of actual forms and working papers for
student and-teacher use in administering a work experi-
ence program. Order XD 003 252.
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TEACHER/COORDINATOR GUIDE FOR LEARNING ACTIVITY PACKETS
FOR WORK EXPERIENCE STUDENTS. Sweetwater Union High
School, Chula Vista; J. William Goddard, 1973-74.
54 pages.

A guide for use with seven LAPS related to career
selection and procurement. This guide is intended for
orientation and consolidation of information related
to the series; Self-Inventory, Self-Appraisal, Appli-
cation Forms, Resume, Application Letter, Interview
and Social Security Information. It includes pretestsr
posttests, answer sheets, and forms. Ordei ID 003 265.63.'
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t.
General Tonics

Audiovisual:

FILMSTRIP AND SLIDE PROJECTION. San Diego Unified
School District, Midway Adult School, San Diego;
Genevieve Dudgeop, 1972. 11 pages.

This training manual for the operation of filmstrip
and slide projectors includes objectives and activi-
ties.' Posttest is included; however, there is no key
provided. Order ID 003 268.

Career Development/Job Infoimation:

AUTOMATIC CALCULATOR OPERATOR - GUIDELINES. Santa
Clara Unified School District, Buchser High School,
Santa Clara; Robert McGinness, 1972. 4 pages.

These guidelines serve as a job training description
to be presented.to a potential employer during an
interview, along with th2e certificates earned and a
persotial resume. Order ID 003 121.3.

EMPLOYMENT READINESS TASKS - GUIDELINES: Ser. Clara
Unified School District, Buchsetiligh Schol, ante
Clara; Robert W. McGinness, 1972. 3 pages.

These guidelines verve as a job training description
to be presented to a potential employer during an
interview, along with the certificates earned and a
personal res '. Order ID 003 121.5.

DEVEL1MENT OF AUDIOVISUAL INSTIalCTIONAL UNITS FROM

DOT CLASSIFICATIONS. Torrance Unified School Dis-
trict, Torrance; Del Smith, 1970. 35 pages.

This material contains narrations which could be used
for recording inf rmation about 19 different jobs
which are listdd under DOT classifications. It also
gives the names d sources for individuals who have
prepared slides t go with the various narrations.
Included in the j bs are: accounting clerk/bookkeep-
ing clerk; bus boy itchen helper; cashier/checker;
clerk t '-t; clerk helper (box boy); display men;
duplic. machine o atot; file clerk; gift wrapper/
cashier wrapper; incoming merchandise checker; marking
clerk; PBX switchboard operator; receiving and shipping
clerk; receptionist; service station attendant; shoe
salesperson; stock-clerk; transcribing machine operator;
and waitress/counterman. Order ID 003 124.
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Career Development/Job Information (continued)

STEPS TO OBTAINING AN OFFICE JOB. Mt. Miguel High
School; Janette Reints.' 35 pages.

A staent,learning activity package including interview
techniques, preparation of a data sheet and application
letter, dress, and methods to locate job-openings.
General objectives a're stated. Included are suggestions
for use of multimedia and a bibliography. Order
ID 003 242.24.

PREPARING FOR THE JOB INTERVIEW. Barbara Hickethier.
9 pages.

A skill unit outline that includes teacher resource
materials, objectives,and a bibliography on preparing
for job interviews. Order ID 003 249.1.

MAKING THE CORRECT DECISION ON A JOB THAT FITS YOU.
Sonora Union High School; Barbara F. Hayes, 1969.
15 pages.

'This learning activity packet is for student use. It
enables the student to identify and describe the desir-
able qualities of an office worker. A pretest and post-
test are included. Recommended readings from texts are
included ie the suggested activities. Keys are not
ilcluded. Order ./D 003 264.

PERSONALITY TRAITS FOR THE JOB,. Jean Ellingsen, 1970..
14 pages.

An occupational competence unit including objectives,
instructional materials, and suggested activities.
Bibliography and audiovisual materials are listed.
Order ID 003 2640.

CAREER GUIDANCE. Philip A. Rue; Fontana; 1971. 14
pages.

This learning activity package is designed for student
use. It contains a bibliography, suggested self-
appraisal and aptitude tests, and a student progress
checklist. Order ID 003 265.

CAREERS. Canyon High School, Monrovia; Sylvia Wall,
1972. 17 pages.

Programmed activities and materials to be used for
career guidance purposes are provided. Kuder Prefer-
ence Test needed. Order ID 003 265..7.
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Career Development/Job Information (continued)

11'

CAREER DEVELOPMENT -.SELF-IN;ENTORY. Riverton High
School District, Riverton, Wyoming; J. C. Hitt, 1972.
14 pages.

Part of a series of learning activities; this one in-
cludes objectives, pre- and posttests, required and
optional activities, and a selectecrreading list.
Order ID 003 265.22.

INVESTIGATTNG CAREER OPPORTUNITIES tN BUSINESS.
Campbell County High School, Gillette, Wyoming;
Sherry Lambert, 1971. 15 pages.

A learning activity package designed to show business
career opportunities. Presents related job clusters,
job prospects, salaries, necessary skills, and advance-
ment opportunities. Includes objectives and learning
activities. Order ID 003 265.23.

A DAY ON THE JOB. Dubois High School, Riverton,
WyoMing; Roberta Warner, 1972. 8 pages.

A mini-LAP for use in conjunction with.job visita-
tions and observations. Iacludes a checklist on
conduct for the visitation and a followup question-
naire on impressions. Order ID 003 265.24.

CATALOGUE OF CAREER EDUCATION LEARNING ACTTVrTY
PACKAGES. School District 25; itiverton High School,
Riverton, Wyoming; 1972. 22 pesos.

This catalog of LAPs,which are available from School
District No. 25,1ists items under Career Orientation
iftJunior High School and Business and Career Orien-
tation in Senior High School. There are also LAPs
available in Banking Math. Order TD 003 265t1.1.

CAREER GUIDES FOR ENTRY OCCUPATIONS IN GAS UTILITIES.
California State Department of Human Resources
Development; Sacramento. 22 pages.

In this guide is information about entry-level occu-
pations in the areas of business, clerical, and mail
payment for gas utilities companies.. Also included
are career opportunities,ts well as employee benefits,
and training required fOi these occupatioas.. Order
ID 003-265.32.
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Career Development/Job Information (continued)

CAREER GUIDES FOR ENTRY OCCUPATIONS IN FOOD SERVICE.
Califopia. State Depirtment of Human Resources

; Development; 1972. 21 pages.0

This guide is de'signed for guidance in identifying
entry-level occupations and career ladder opportunitiesin the field of food Service. In addition to informa-tion about employee,benefits,

training required, promo-tional opportunities, and general hiring reqUirements,there are eight. occupational areas described. 'Order
ID 003 265.42.

CAREER GUIDES FOR ENTRY OCCUPATIONS IN PRINTING.
California State Department of Human Resources
Development; 1971. 31 pages.

This guide is designed for guidance in identifying
various entry-lewl occupations and career ladder
opportunities in the field of Printing. Included
are Sales and Phototypesetting

requiring business
and salesmanship skills. Order ID 003 265.49.

CAREER GUIDE FOR. ENTRY 'OCCUPATIONS IN BANKING.
California State Department of Human Resources
Development; 1970. 22 pages.

This guide is designed for guidance in identifying
entry-level occupations in Banking. Areas included
are CustOmer Service, International Banking Services,Mail and Messenger Services, Management Training and
Trust Services. Order.ID 003 265.50,

CAREER GUIDES FOR ENTRY OCCUPATIONS IN FIRE PROTEC-
TION. California State Department of Human Resources
Development. 23 pages.,

This guide is designed for guidance in identifying
entry-level occupations and career ladder opportu-
niEies in the field of Fire Protection. Nine occu-
pational areas are explained. These are Airport Fire
protection; Arson Investigation; Fire Prevention;
Forestry Fire Protection; Harbor Fire Proteetion;
Helieopter Operations; Industrial Fire Protection;
Rescue aid Ambulance Service; Urban and Suburban Fire
Protection. Order p'0103 265.51.
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CareezDevelopmentjjob Inforina tion (continued)

CAREER GUIDE FOR.ENTRY OCCUPATIONS IN DENTAL HEALTH.
lifornia State Department of Human Resources Develop-
nt; 1972. 23 pages.

This guide is designed for guidan e in identifying entry-
, level occupations and career ladd opportunfties in the

field of Dental Health. The nine occupational areas
include Dental Assisting; Dental Hygiene; Dental Labora-
tory Technology; Dental Laboratory Work, Crown and Bridge;
Dental Laboratory Work, Denturesi Dental Laboratory Work,
Oithodontics; and Dentistry. Order ID 003 265.52.

CAREER GUIDES FOR ENTRY OCCUPATIONS IN ELECTRICAL
UTILITIES. California State Department of Human
Resources Development; 1972. 26 pages.

This guide is designed for guidance in identifying entry-
level occupations and 'career ladder opportunities in the
field of electrical utilities. There are 14 occupational
areas explained. These are Cable Splicing; Customer Ser-
vfbe, Accounting; Custsomer Service, Telephone; Hydro Sta-
tion Operation; Line Construction; Plant aaintenance,
Electrical; Plant Maintenance, Mechanical; Service Center;
Steam PlaAt Operation; Stores; Substation Operation; .

Suryeying; and Transportation. Order ID 003 265 54.

CAREER GUIDES FOR ENTRY OCCUPATIONS IN MERCHANDISING.
California State Department of Human Resources Develop-
ment; 1972. 21 pages.

This guide is designed for guidance in identifying entry-
level occupations in Merchandising. The eight occupa-
tional areas explained include Buying; Customer Service;
Credit; Display; Sales; Security; Stock; and Unit Con-
trol. Career ladder opportunities apa also covered.
Order ID 003 265.55.

4

CAREER GUIDES FOR ENTRY OCCUPATIONS IN INSURANCE. Cali-
fornia State Department of. Human Resources Development;
1970. 22 pages.

This guide is designed for guidance in identifying entry-
level occupations in Insurance. The areas covered are
Actuarial, Administration, Claims Adjusting; Claims
Processing; Mail Processing; Marketing; Policy Process-
ing; Premium Collections; and Underwriting. Order
ID 003 265.6.
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Career Development4Tob Information (continued)

1
CAREER GUIDES FOR ENTRY OCCUPATIONS IN DATA PROCESSING.
California State Department of Humait Resources Develop-
ment; 1973. 20 pages.

This guide is designed for guidance in identifying entry-
level occupations in Data Processing. In addition to
information about employee benefits, training required,
promotional opportunities, and general hiring requite-
ments, seven occupational areas in the computer field are
explained. These include Computer and Computer Time
Marketing; Computer Maintenance; Computer Operations--
Programming; Computer.Programming; Data Acquisition and
Control, Keypunch; and Data Acquisition and Control,
Control Clerk. Order ID 003 265.57.

CAREER GUIDES FOR ENTRY OCCUPATIONS IN TELEPHONE COM-.
MUNICATIONS, California State Department of Human
Resources Development. 20 pages.

This guide is designed for guidance in identifying
entry-level occupations in Telephone Communications.
Seven occupational areas are explained. These include
Central Office Maintenance; Coin Telephone Services;
Customer Services; Installation and Repair; Line
Maintenance; Line Maintenance, Gables; and Traffic.
Order 12_1(21.M.,51,,

SELF-INVENTORY - A PREPARATION FOR ANALYZING CAREERS.
Sweetwater Union High School, Chula Vista; 1973.
32 pages.

A LAP in self-evaluation for vocational and educational
potential. Includes objective, instructions, interest
lists, checklists, and vocabulary definitions. Pre- and
posttests are included. Ordqr ID 003 265.64.

SELF-APPRAISAL. Sweetwater Union High School, Chula,,
Vista; 1973. 6 pages.

A continuation of the-LAP series on vocational selec-
tion. Includes objectives, introduction, and checklist.
Order JD 003 215.65

SOME QUALITIES THAT EXECUTIVES DOOK FOR WHEN INTERVIEW-
ING OR PROMOTING OFFICE WORKERS. North American Avia-
tion, Inc., Los Angeles. 4 pages.

A list of specific points in Appearance, Attitude/Per-
sonality, manner in which Application is Completed,
Skills, and Education Expirience that North American
Aviation uses when interviewing and promoting office
workers. Order ID 003 265.73.
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411/Career Develo ment Job Information (continued)

SOCIAL SECURITY INFORMATION. Sweetwater Union High
School District, Chula Vista; 1973-74. 23 pages.

A 1earningjbctivity p -kage designed to inform the stu-
deft in matti of_social security benefits and proce-
dures. Provx._s performance objectives, lists of bene-
fits, sample forms. Includes a pretest and posttest. .

Order ID 003 265.69.
tz.

A SAMpLING OF EMPLOYMENT PRACTICES USED Bi BUSINESS,
INDUSTRY, AND GOVERNMENT. California State Department
of Educatiota, Bureau of Business Education, Sacramento;
1974. 52 pages.

A compilation of materials designed to familiarize stu-
dents with the standard types of employment application
blanks used by business and industry, interviewing
techniques, employment tests, and job-related informa-
tioq. Twenty-six firms contributed.materials for the
release. Order ID 003 265.74. *

CAREER EXPLORATION.\ Oceana High School; Al Butler,
1974. 16 pages.

An outline that kovides direction towards creating
career-related experiences by pairing-various curricular
areas such as Psychology and English to form a unit in
Human Relations; Business and Mathematics to form a unit .

in Buying and Pricing, etc. Order ID 003 275.

AIDES TO CAREER EDUCATION ACE PROGRAM - HANDBOOK. Los
Angeles City Unified.School District; 1974. 33 pages.

A telcher resource guide. Describes a district-wide
effoit in career education. Vocational programs for
disadvantaged students are included. Use of parapro-
fessional aides is detailed. Order ID 003 275.2.

CAREER EDUCATION. Parkway Jr. High School, South
San Francisco; Richard P. John, 1975. 19 pages.

A unit designed for Junior High School math students
that will enable them to acquire a self-understanding
and knowledge of accounting and distribution. Six
reference books are required. OTder ID 003 275.3.
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Career Development/Job Information (continued)

INTRODUCTION TO PUBLIC SERVICE CAREERS - LAP. Oakland
Unified School District, Fremont High School, Oakland;
George P. Dellis. 81 pages.

A learning activity booklet for students interested ip
employment in public service careers. The booklet
includes teacher guide. (Available in microfiche only)
Order ID 003 275.6.

OFFICE OCCUPATIONS PERFORMANCE SURVEY. The Center for
Vocational and Technical Education, Ohio ,State Univer-
sity, Columbus, Ohio; Robert Taylor, 1973. 92 pages.

A task inventory analysis survey whose purpose was to
gather information to be used to design and revise two-
year associate degree programs in Ohio. Data are ranked
in order of percent of respondence performing tasks in
secretarial occupations. Job descriptions are also
'computed for General Secretary, Executive Secretary,
and Administrative Assistant. (Available in m#rofiche
only) Order ID 003 275.9.

MODULE FOR EMPLOYABILITY. Los Angeles Unified School
District. 84 pages.

A complete'unit.including a pretest (not a challenge
test) and module competency test with keys. Sub-
modules include: You and The Job;'Preparing for the
Job; Are You Ready bor the World of Work?; Climbing
the Ladder in the World of Work; What are the Benefits
in the World of Work?. Order ID 003 275.17. (Available
in microfiche only)

/4 0

GUIDANCE. Los Angeles City Unified School District.
32 pages.

Teacher resource materials and suggested student activi-
ties to aid in choice of instruction modules. Includes'
use of want ads, surveys, business visits, interviews.
Includes job descriptions of common entry-level jobs
such as mail clerk, receptionist, dlerk typist. Order
;D 003 275.20.

RECRUITMENT DAY - SOUTH SAN FRANCISCO UNIFIED SCHOOL
DISTRICT. South San Ptancisco High School; Margaret
Purdell. 4 pages.

A resource document for coordinators, department heads,
or teachers interested in conducting a Recruitment Day.
Describes a high school program to place students in full-
time, entry-level employment. Order /1) 003.279,. 132
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Disadvantasted:'

c'.

VOCATIONAL EDUCATION FOR THE MULTI-CULTURAL AND EDUCA-
TIONALLY DISADVANTAGED. Grant to Bureau of Vocational
Education, California State University, Long Beach;
Dr. Robert Kunst, 1973. 18 pages.

State of California, Bureau of Vocational Education, 1973.
This repert is designed for guidance for teachers in iden-
tifying learning characteristics and in listing teaching
strategies in Vocational Education. Keys to success are
enumerated in order to help the vocational education
teachers and administrators as they strive to see that all
students have an equal opportunity to achieve success.
Order ID 003 275.15.

Evaluation/Follow-up/Performance Rating;

DISTRIBUTIVE EDUCATION EVALUATIVE INSTRUMENTS. Yuba
City High School, Yuba City. 8 pages.

Evaluation forms for "Employee Rating Scale," "Display
Rating Sheet," and "Advertising: Layout Rating Sheet."
Order ID 003 254,10.

QUESTIONNAIRE FOR USE IN MAKING SURVEY & FOLLOW-UP
STUUY.OF GRADUATES.OF THE BUSINESS COURSE. Pennsylvania

. Department orEducation, Harrisburg, PA;. 1972. 12 pages.

This Publication Provides a se le survey form for use
in determining what vocational 1bpportunittes exist in
the businesses of a community nd what skills and profi-
ciencies are required. It a110 contains a follow-up
questionnaire for former students'to determine how the :

school training measured up to actual business needs.
Order p Qoa 265,159.

jOB PERFORMANCE RATING PROCEDURES USED BY REPRESENTA-
TIVE BUSINESS OFFICES. California State Department of
Education, Bureau of Business Education, Sacramento;
1974. 45 pages.

A publication prepared for informing schools of the
procedures used by busineSs and industry in thp evalu-
ation of job performance of office workers. DiffeTent
job performance rating forms used by business, inaustry
and government are included in the release from nine
enterprises. Order ID 003 265.61.
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Evaluation/Follow-ue/Performance Rating (continued)

SOME SELECTED EMPLOYEE ATTENDANCE RATING PRACTICES FROM
.BUSINESS, INDUSTRY, AND GOVERNMENT. California State .

Department of Education, Bureau of Business Education,
Sacramento. 53 pages.

A publication.prepared for informing schools, who are
conducting Desiness Education programs about rules,
regulations, and forms used to rate and record the atten-
dance aspect of employee performance. Release discusses.
meaning of absenteeism, need for rules and regulations,
and employee responsibility for absenteeism. Sixteen
different firms from business; industry, andigovernment
contributed their attendance policies and/or forms for
this publication. Order ID 003 265.62.

TRAINING PROFILE. Author unknown. 1974. 23 pages.

A series of progres1 checklists for either self-rating
or teacher-rating of student progress. Covers basic
knowledge and duties for Waitress, Grocery Store, Ship-
ping and Receiving, Service Station Attendant, General
Office Clerk, and Clerk Typist. Order ID 003 275.10.

*QUESTIONNAIRES FOR USE OF A SCHOOL DISTRICT IN MAKING
SURVEY *AND FOLLOW-UP STUDY OF GRADUATES OF.THE BUSINESS
COURSE. Pennsylvania Department of Education, Bureau
cf Vocational,Ttchnical and Continuing Education,
11hrrisburg, PA; 1972. 12 pages.

Includes a preface and suggested questionnaire for
potential employers of high.school graduates. Covers
positions and skills in demand, reasons for turnover,
standards of performance required, reliance on school
records., etc. Includes also a sample questionnaire
for following up graduates of the business program.
Order ID 003 275.23.

- Instructional Resource Materials:

A LIST OF LAPS. Greater Lowell Regional Vocational
Schools, Lowell, MA.; Jerry W. Carpenter, 1973.
33 pages.

This catalog lists e Learning Activities Packeges
which are availabl from the Greater Lowell Ke4iona1
Vocational-Technical School District, 10 Bridge Street,
Room 302, Lowell, MA 01852, at 50c per copy. There are
93 items under Business Tech in addition to various
listings in subject areas other than business.
Order ID 003 265.39.

1 3 4
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DESCRIPTORS

("Instructional Resource Materials (contifiued)

GEM - TASK FORCE - INTERIM REPORTS. Mesa Verde High
School, Carmichael; Lynda Veatch, 1975. 66 pages.

Teacher catalog of materials for the California Busi-
ness Educatio Pro ram Guide for Office and Distribu-
tive Occupations. Includes published text and multi-
media sources. Order TO 003 275.1.

,Heasurement/Metrics:

SOURCE BOOK OF METRIC MATERIALS AND EQUIPMENT. Cali-
fornia State Department of Education, Sacramento;
Joseph Hoffmann. 94 pages.

An extensive catalog of published materials for teacher
use. Includes multimedia areas. (Available in micro-
fiche only) Order ID 003 275.4. .

TEACHING STUDENTS DO MEASURE - REPORT. California
State Department of Education, Sacramento. 13 pages.

Tpachet resource paper. Describes the theoretical
base of measurement tasks. Order tD 003 275.5.

LET'S THINK METRIC IN VOCATIONAL EDUCATION, Calf.-

fornia State Department of Education, Sacramento;
1973. 26 pages.

An informative publication to provide assistanc,a to
vocational educators in instituting the metric sys-
tem of measure in vocational programs throughout
California. Includes the history of metrics! funda-
mentals of the system, advantages, and suggestionv
for converting in the schools. Several conversioa
tables as well as a list of available educationsl
publications are Included in 4n appendix. OrdeT
ID 003 275 21.

METRICATION AND SOME IMPLICATIONS FOR BUSINESS EDU-
CATION. Pennsylvania Department of Education,
Harrisburg, PA; 1974. 17 pages.

This pamphlet will be of help to business teachers in
bringing metric insLEuction into business coureva,
particularly business mathematics and typewrit,ng.
Covers both historical and recent developments, as
well as an explanation of the system and its vocabu-
lary. Order ID 003 275.22.
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Promotional Materials:

PROGRAM FOR OPPORTUNITIES UNLIMITED. Santa Barbara City
College, Santa Barbara High School District, Carpinteria
High School District. 21 pages.

This promotional brochure presents the need for prepara-
tion with a business education department along with the
training programs which would prepare a student for
employment in the Santa Barbara and Carpinteria High
School Districts and in Santa Barbara City College.
Order ID 003 105.

CLOSE THE "SCHOOL-TO-PUBLIC GAP." Bear Valley Unified
School District, Big Bear High School, Big Bear Lake;
Richard W. Burton, 1972. 8 pages.

This report discusses method0 of improving the public
image of schools through better public relational
Order ID 003 265.37.

CAREER ADVISORY COMMITTEES IN OCCUPATIONAL EDUCATION.
Modesto High School District, Modesto; Gaylord B.
Boyir. _15 pages.

This mantissa provides information about the need, orga-
nization, and functions of advisory committees. Order
ID 003 265.38.

ON-THE-JOB DISTRIBUTIVE EDUCATION PROGRAM, Kern High
School District, Highland High School. 4 pages.
This is a promotional brochure designed to attract
and prepare young people for merchandising, marketing,
and management in thd distributive occupations.
Order ID 003 267.

EMPLOYMENT THROUGH WORK EXPERIENCE. Anaheim Union
High School Disttict; George Hanley. 3 pages.

This is a promotional brochure desianed to present
information about the work experience program at the
Anaheim Union High School District and to answer
frequently asked questions about the program. Order
ID 003 267.1.

1°3
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11,Promotional Materials (continued)

READY, SET, GO: Kern High School District; Ron Fontaine.
41 pages.

Display posters designed to promote vocational education
trom Junior High through community college levels. The
poster series covers various jobs, what you would learn,
vhat you would earn, and what else you should know
about the jobs. Written in English and Spanish. Order
ID 003 267.2.

HUMBOLDT COUNTY VOCATIONAL EDUCATION. Humboldt County
Schools, Humboldt Regional Occupational School, Eureka;
1973. 11 pages.

A promotional pamphlet published by the Humboldt County
Vocational Education Offic. Order ID 003 267.3.

JOB ORIENTED BUSINESS SKILLS - BROCHURE. Pacific Grove
High School, Pacific Grove. 11 pages.

Use as model for student introduction to individualized
CHEM course. Describes what student responsibilities
include. Cartoons. Order ID 003 283.

Miscellaneous:

CALCULATOR MACHINE OPERATORS. Santa Clara Unified
School District, Buchser High School, Santa Clara;
Robert W. McGinness, 1972. 3 pages.

A detailed outline of objectives developed as a pre-
liminary step in devising goals, objectives.and skill
tasks for a certificated program involving calculator
machine operators. Order ID 003 121.2.

SENIOR INTENSIFIED PROG_AM IN JOB ENTRY-LEVEL TRAINING
AT GAHR. ABC Unified School District, Gahr High
School, Cerritos; Sandra Neher, 1972. 87 pages.

The Senior Intensified Program is a two-hour block
class. It is a model for use by teachers in develop-
ing a job entry-level training program. Includes
instructional materials. (Available in miCrofiche
only) Order ID 003 242.2.
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Miscellaneous (continued)

WRITING PERFORMANCE OBJECTIVES FOR BUSINESS STUDIES.
Marin-Sonoma County Workshop; 1972. 17 pages.

Presents the what, why, and how of-10'ehaviora1 objec-
tives together with typical objectives for typewriting,
shortkand, secretarial office practice, bookkeeping,
and retail merchandising. Order ID 003 249.4.

HOW TO WRITE A BUSINESS RESEARCH PAPER. Roger W.
Premier; 1971. 14 pages.

This student LAP is designed to help a student deter-
mine if he is readf to do a research paper. The pre-
test will direct the student'either toward doing a
research paper or toward further study on how to pre-
pare a business research paper. A posttest (no key
included) would determine how ready the studeftt is to
do a research paper after he has studied the .aterial
contained in the LAP. The student is referred to tu.-,ny

reference books. Order ID 003 263.16.

CERTIFICATE OF OCCUPATIONAL PROFICIENCY - CBE JOURNAL.
Bear Valley Unified School District, Big Bear High
School, Big Bear Lake; Richard W. Burton; 1974. 18
pages.

A copy of the certificate and booklet describing the
vocational program leading to the Certificate of
Occupational Proficiency in sixteen occupations, as
listed in the Dictionary of Occupational Titles is
.included. Also included is an article appearing in
the CBE Journal written to promote and explain the
certificate program in the Business Education Repart-
ment of Big.Bear High School. Order ID 003 261\.4.

\

GREGG 0.J.T,. PROGRAM TESTS. Santa Clara Unified School
District, ibehser High School, Santa Clara; Robert
McGinness; 1975. 34 pages.

Posttests for Gregg's On the Job Training Program.
Includes OJT numbers 701 through 715. Keys are not
included. Order ID 003 275.8.

liS
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Miscellaneous (continued)

CLERK TYPIST - RECEPTIONIST (1 of 8 mods). Los Angeles

City Unified School District. 11 pages.

Student study guIde to accompany Modern Clerical
Practice, 3rd edition, by Friedman and Grossman,and
About lier,bypulrews. Includes competency test and
key. Order ID 00a. 275.12.

ORGANIZATION OF WORK.
District. 12 pages.

Student activities to

4 reit.

Los Angeles City Unified School

increase awareness of the need
for organization of work and to help students be
organized. A self-contained unit. Can be used in a'

variety of situations. Order ID 003 275.14.

CIVIL SERVICE PREPARATION. Los Angeles City Unified

School District. 25 pages.

Teacher's lesson plan and a series of three tests which
cover letter and number perception, number and word
comparison,and spelling. Keys are included. Order

ID 003 275.16.
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BUDS num= gin MATERIALS BUBEAUtOr BUSINESS IMAMS

DISTRIBUTIVE OCCUPATIONS

Toed Dietribution - 04.06

ED 021 V82

Curriculum in Food Handling and Distribution. A Guide For Experimentation in Sigh School and Poet High School Voca-tional Training. Stilts and Othere. Conn. Univ. Spans Agency - Conn. Stat. Dept. of Rdu Etc. OEC-5-8-112 May 67167 P.

fioneraliserchandiskog - 04.08

RD 012 399

Sales Promotion. A Suggested Adult DistriLutive Education Cour.* Outline. By Rubin, Alan J. sad Others. New YorkState Education Dept. Albany Nysed-Bull-166 Pub Date 66 26 P.

ED 017 651

Selected Instructional Materiels for Distributive Education. Levendowski, J. C. California State Dept. of Education.Sacramento Council for Distributive Toscher Educ. CUTE-Professional-Bull-7 Jan. 66 39 P.

ED 017 712
The ProjecePlan For Distributive Education in Florida Iligh'Schools. Florida St. Dept. of Education, Tallahassee Jen.67 68P.

0ED 017 713

Self-Study Prograe in Retail Store Operations. Units 1-13 end Study Guide. quaker Oats Co. Chicago, III. 1965 777 P.

ED 018 562
A First Look at Distribution. Washington State Board For Vocat. Educ. Olympia. Aug. 66. 282 P.

ED 018 655

Participation Experiences, A Handbook tor Project Teaching A Manual For Use with "A First Look at Diotribution."Washington State Distributive Education Couree Outline. Regeneu, R.L. and Others. Jul. 67. 88 P.

ED 019 412
A Philosophy of Distributivi Education. A Roport of Tbe Firs Step in The Research Project. "A Coepeteacy PatternApproach To Curriculum Construction in Distributive Teachor Education" Crawford, L. C. Rep. CDTE-Profess.-Bull-10.67. 110 P.

ED 019 473

A Pilot Program Comparing Cooperative and Project Methods of Teaching Distributivs Education. Ferguson, E. Jr. JointCoun. on Econ. Educ. N.T., N.Y. Rep% No. Br-5-0048. National Ousineoe &fut. Assn. Cast. MC-5-85-111. 67. 13 P.

ED 020 419
A Comparison of The Effectivmse of The Project and Cooperative Methods of Instruction on Selected Coepetencies inDistributive Education at The Secondary Level. Research Report Nr.. 4. Ferguson, Umord T., Jr. Mich. St. Univ., EastLonging, Dept. of Sec. Educ. Apr 68 22 P.

ED 020 421

A Case Study of Weaknesses in Coordination Practices. Dorr, Eugene L. Council for Distributive Teacher Educ. 196219 P.

ED 020 421

Readings in Distributive Educ.--The Project Plan of Instruction and Related Teacher Educ., Selected Papers From tho Nat.Seminar in Distributive Educ. (Mich. St. Univ. 196049 Project Report No. 5. Rains's, Peter G. and Others. Mich. St.Univ., East Lousing. 1968 172 P.

ED 020 427

Guidelines for Implementing The Project Plan of Instruction in Distributive Education Through Teacher Education. Pro-ject Report No. 6. Michigan St. Univ., Gast Lansing Dept. of Sec. Educ. Apr. 68 99 P.
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General Merchendialna coned.

KD 020 420
Guidelines tot Implemint'us The Project Plan of Instruction in Distributive Education in The Schools. Project Report
No. 7. Michigan St. Mau., East Loosing, Dept. of Soc. Mac. Apr. 68 96P.

KD 020 647
Facilities and Equipment for Ditributivo Education Provosts. Trimpe, Adrian And Others. Wasters Michigan Univ.,

Kalamazoo 1968. 72P.

ED 021 135
The Di ributivs Education Curriculum as Evaluated by Dusineemmen and Distributive Education Students of Utah. Final
Repo Loveless, Austin C., Egan, Ronald, Utah Research Coord. Unit for Vocet. nd Tach. Rduc. BR-6-3046
OEG 77-063046-1612. 1968 °34P.

ED 022 041
The Dunwoody Papers, Report of National Training Conference For Distributivw Education (1st Minneapolis. Aug. 14-25,
1939) Knouse, Reno S. Wis. Univ., Madison Distributive Educ. Off.-Etc. Sept. 67 93P.

ED 022 042
Suporviston Considarations of Student Teaching in Distributive Education. Mill, Chester O. Bowling Green State Univ.,

Ohio Dept. of Susinehe Education. Council for Distributive Teacher Bducation. 67 39P.

ED 022 045
Audto-Visual Instructional Notarial& for Distributive Education. A Classified Bibliography, Final Report. Levendowski,
j. C. Idaho State Board of Vocational Educ. Boise, Idaho, Et. Mey 68 112P.

ED 022 862
Needed Isprovesents in Distributive Teacher Education, Knauss, Reno S. Council for Distributive Education. Michigan

State Univ. East Loosing Distributiva Teacher Education Service 1964 26P.

ED 022 903
Sources and Recruitmeneof Distribuiivs Education Teachers. Mills, Chester O. Dowling Green State Univ., Ohio. Dept.

qf.lesinese Education, Council Pet Distributive Teacher Education 1967. 36P.

ED 023 889
NL.

Development of A . ing Instructional System For Distributive Education. Final Report No. 16. Ertel. Idaho Univ.

Pocotello Dept: of -al. Wash. State Coordinating Council for Occupational Educ. Olympia. Kash. State Univ. Etc.

Aug. 1968 49P.

ED 023 931
Workshop Report. Distributive Education Project Development Workshop (Rutgers Univ. New Brunswick, June 19-30, 1967)
will. Univ. Madison Sch. of Educ. Spooks. Asency-Office of Education (DOM Washington, D.C. Etc. 67 216P.

ED 021 932
RegionAl Workshops in Project Development For Distributive EducAtion Curricula. Final Report Samson. Spans. Agency

OffIce of Education (MEW). Washington, D.C. Bureau of Research. Doc 67. 44P.

ED 023 933
workshop teport. Distributiva Education Project Development Workshop. (Ifie. Univ. Madison. .July 30-Aug.11 1967).
WI.. Univ. Medieval% Sch. of Educ. Spans. Agency-Offica of Ed. MM. Wash., D.C. Div. of Comprehensive and Vocational
Ed. 07 I99P.

ED 026 849
Inveutory Systems Laboratory, Final Report. Naddor. Johns Rivkin& Univ. Baltimore, ND. Spons. AG-Office of Education

(MEW) Wash., D.C. Bureau of Research. Buraau NO. Br-7-C-015. Jan, 68 136F. Contract-OEC-070015-3111.

EDV027 383
Pilot Training Project tor Teachers of Distribution and Marketing. Focusing ow Responsibilities For Corse) Development,

Tennyson. Meyer. Minn. Univ., Minneapolis. Coll. of Educ. Spons. AG-Minn. State Dept. of Educ., St. Paul. 15 Dec 67

95P.

ED 027 428
Survey to Determina Appropriat Occupotional Programs in The Field of Distribution and Marketing at Various Levels of

Education Etc., Pock. Denman. Washington Univ., Etc. Spans Ag.-Off. of Ed., Etc. Jan 68 403P.

ED 027 429
Survey to Detarmins Appropriate Occupational Programs in the Field of Distribution and Marketing at Various Levels of

Education. Etc. Peck. Doman. Sports. Ag.-Off. of Educ., Etc. Bureau No. BR-5-1327, Jan. 69 181 P. Crant-OEG-4-6-

03127-1724.

ED 029 635
Business's Best Seller--It's Called Retailing. Barnard, Louise. 69 6P.

ED 028 250
A Selected and Annotated Dibliogrephy R1ate4 to Cooperativa and Project Methods in Distributiva Education., Etc.

Ferguson Michigan State Univ., East Lansing., Etc. Spoon Ag.-Off. of liduc. (DHEW). Wash., D.C. Apr. 67 121P.

Contract-DEC-85111.
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ED 031 584

A Study of Education For The Distributive Occupations with implications for Better Articulation of High Sch. and Com-munity Coll. Programa in Conn. Kalabary. Holmes, Conn. State Dept. of Educ. Hartford, Div. of Voc. Educ. Etc. May 69IIIP.

4.4- 032 039
.

cooperative-Distributive Education., An Alternate Semester Program. Bennett, Robert L. California State Dept. ofEducation, Sacramento. Bureau of Business Education, San Memo Coll., Calif. 68r 14P.

ED 032 303
A Competency Pattern
Virginia Polytechnic

ED 032 185
A Compe(ency Pattern
Virginia Polytechnic
Crant-OEG-6-85-044.

Approach to Curriculum Construction in Distributive Teachee'Educ. Final Report, Volume 1. Crawford,Inst.,' Blacksburg. Spans. Ag.-Off. of Educ., Etc. 31 Dec. 67 348F. Grant -0EG-6 -85-044.

Approach to Curriculum ConsXruction in Dintributive Teacher !due. Finsl Report Vol. III. Crawford.Inst., Blacksburg. Spans. Ag.-Off. of Educ. (DHEW). Wei., D.C., Bureau of Rest. 31 Dec. 67 317P.

ED 032 386

A Coepetency Pattern Approach to Cdrriculum (onstruction in Distributive Teacher Educ. Final Report. Volum* ry. Craw-ford. Virginia Polytechnic Inst. BLacksburg. Spans. Ag.-Off. of Ed. (D)M) Wash., D.C. Bureau of Res. 31 Dec. 67248P. OEG-6-85-044.

ED 032 4)5 (A Competency Pattern Approach to Curriculum Construction in DistributiOe Teacher Education. Final Report of Res.Project Vol. V. Crawford. Virginia Polytechnic Inst., Blacksburg. Spoons. Ag.-Off. of Educ., Etc. Juno 69 250P.06G-6-85-044.

ED 0)2 384
a competency Pattern Approach to Curriculum Construction
Virginia Polytechnic`Inet. Blacksburg. Spans. Ag.-Off.

ED 033 089
A Seminar Par Distributive Education Program Development
Mich. State Univ., Etc. Spons. Ag.-Off. of Educ., Etc.

As.countina and Computing - 14.01

in Diatributiv Tescher Educ. Final Report. Vol. II. Crawford.
of Educ. (DREW), Etc. 31 Dec. 67 297P. Croat-ONG-6-0-044.

Through Teacher Eshliotion. Final Report, Heinen. Rowe.
Bureau No-RR-7-0489. 68 42P. Crant-OEG-3-7-070489-3128.

OFFICE OCCUPATIONS

ED 016 837

A Follow-up of New York State High School Booklowing Students Fiaal Report. Bor. 3 and 13. Fairbenk, B.E. State Univ.of N.Y. Albany, New York, State Education Dept. Albany, Sept. 67 485P.

Busineqg Data Proceosini,SYstems - 14.02

ED 016 861

A Study of The Effectiveness' of Data Processing. Summer Institutes for Business Teachers. Wall, Lewis E. ColoradoState Univ., Ft. Collins Coll. of Business BR-6-2437 31 Aug. 67 08C-4-6-062437-2230. 141P.

ED 011 660

Electronic Businens Data Procssing Peripheral Equipment Occupations. Sug gestad Curricuis. Office of Education (DREW)Washington, D.C. 0E-86010 1964 120P.

ED 023 927

A Guide For Flaming Facilities for Occupational Preparation Proves* in Data Proeassing. Interim. Report. Nentoch.Research 25. Ohio State Unlvt, Columbus, CTI tor Vocational and Technical !due. Spons. Agency-Off. of Ed., Etc.Nov. 68 67P.

ED 030 111

Curricular Implications of Automated Data Processini-lor Educational Institutions. Final Report. Bangs. Colo. Unto ,boulder, Spoof. No.-112-5-0144. Sept. 69 397P. Contract-ORC-6-85-030.

Mina. Wise Mechines,, and Coneral Office Ckglica; - 14.03

ED 010(195

Office lnd Business Education Teacher Training Clinics. By Cook, Fred S. Wayne State Univ. Coll. of Education,Detroit, Mich. B2-6-1522, 1966. 97P. OLG-3-6-061522-0437.

ED 016 830
A Study of Block-Time Schodule for Teaching Vocational. Office Prectica. Vilma Report of Project 201. Welleth, John.Michigan St. Univ., East Lansing, Coll. of Rehm. 19E7 14P. OEC-5-85-111.

ED 017 626

Office Occupation, Individual Instruction Materials. Iowa State Dept. of PUblic Instr., Dee Moines 665143629EJun. 65 11P.

RD 017 635
0.1. Individual Instruction Materials. Supplement. Iowe State Dept. at Public /neer.. Des Moines 26r-10991
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Wine. Offise HostiLeg, an4 General Office Clerical mimed.

ED 017 65)

110

Office Machines Used in fluidness Today. An Annotated end Classified Bibliography for the Years 1938 Through 1964.
Cook, Fred S. Wayne State Univ., Detroit, Mich. Jan. 65 42P.

ED 017 666
Office Education and Distributive Education Teachsr-Coordinators, Critical Requirements and Reaeons-J2dgmeut Compari-
sons. A Brief Summery of a,Doctoral Dissertation. Harris E. Edward. Northern Illinois Univ. De Kalb Council for
Distributive Teacher Educ. CDTE-Professional-Bull-8. Jun. 1965 63P.

ED 017 721
Filing and Relsted Occupations. A Sugoested Corricul.ms Guide. Office of Education (DREW). Washington, D.C. South-
Western Publishing Co., Cincinnati, Ohio. 1967 109P.

ED 018 563
Selected Entry Office Jobe For the High School Student. Report of Conferences with Govornment. Business and ltdustry
Calif. State Dept. of Education. Sacramento. Jul. 65 65P.

ED 018 564
office Occupation Programs Under the Vocational Education Act of 1963. Repiirt of a Southern California Conference.

California State Dept. of Education. Sacramento, 1964, 37P.

ED 018 581
Office Machin*. Used in Fusioess Today. Cook, Fred S.,Naliche, Eleanor. Wayne State Univ. Detroit, Mich. Dec. 65 57P.

ED 018 663
BOOST--Business an4 Office Education Student Training. Preliminary Report. Huffman, Marry. Ohio State Univ. Columbus
Center for Vocatiocal Educ. Report No. 091-CM4E5-14. 67 270 P.

RD 018 665
Clusters of Tasks Associated with Perforesoco of Major Type, of Office Work. Perkins Edw. A., Jr. end 0 sers. Washington
State Univ. Pullman. Report No. WIU-14. Report No. BR-7-0031. Grant 0EG-4-7.-070031-1626. Jan. 68 211/4P.

ED 019 476
Pre-Service Education of Office Occupations Teachers. Kilchenstein, Dolores. Texas Technological Coll. Lubbock, Dept.
of Business Education. Rep. Mo. BR-7-0450. Grant 0M-1-7-070450-3524. No. 67 81P.

ED 021 136
Opinion of Educators on Block-Ties Vocational Business and Office Practice Clemoss. Final Report. Loveless, Austin G.
Holmes, Carl. Utah Research Coord. Unit for Vocat. and Tmb. Educ. 1R-6-1046 ON-4-7-063046.4612 1968 20P.

RD 021 137
In-Service Education of Offico Occupations Teacher-Coordinators. Final Report. Reed, Jack C., Wright, Lucille E.
University of Northern Iowa, Cedar Fells RR-7-0542 OSG-3-7-070542-2968. Apr. 68 232P,

ED 021 140
A Taxonomy of Office Activities for Business and Office Education interie Report. Reimarch 12. Huffman, Harry and Others.
BR-7-1223. OCC-1-7-071223-5114. Jul. 68 164P.

ED 021 987
Administration and Supervision in Business Education. Hansen, Kenneth 3., Ed. Liles, Parker, Ed. National Business
Education Association, Washington, D. C. 65 356P.

ED 022 864
A Study of The Opportunities Per Roquirements of and Knowledipm, Abilities, and Related Characteristics Heeded By Begets-
n ing Office Workers la the State of Coma. With isplititteee for Busioess. Etc. Burton J. R. end Others, Etc. 67 214P.

E D 022 909

Advantaged and Disadvantaged Rural Nish School Girl's Perceptions of Office Work. Masterson Albert C. 'Ohio State Univ.,
Columbus. Center for Vocational and Technical Education. Jun. 68 232P.

RD 023 894
A Planning Study to Determine the Feasibility of Doveloping a ile4Businoes and Off. Rduc. Curriculum. Lanham. Moonshot
--an Off.lOccupation Curriculum. Final Report, Ohio State Univ., Columbus CTR. For Vocational and Tech. Educ., Etc.
Jun 68 122P.

4
ED 029 089
Cross-Cultural Value in Office Education with Emphasis on In-Service Teacher Educ. Report of Regional.lost. Winnett.
Ohio State Univ., Columbus, Rte. Spans. Ag.-Off. of Education (DREW), flesh., D. C. Sep. 68 69P.

ED 03) 232
DCFR Projects Relatod to Adult education, and Projcts Related Wholly or Partially to Office and Distributive Occupations.
Jul. 1, 1964--Jun. 30, 1969. Off. of Educ. (DNEW), Wash., D. C. Div. of Comprehensive and Voc. Edw. Ressarch 7 Jun 69
15P.

-1 -
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Filinga Office Machines. and G04014 OiCleALCIefice cOnt'd.

RD 034 047
_

Practicum for Simulatad Methods in Office Occupation Education Final Report. Hanson, Garth A. Utah State Univ. Logan.

III
Dew.. of Rusin*** Education and Office Admin. Office of Education. (DREW) Wash., D. C. Bureau of Resoarch. DR-8-0394.Jun. 69, 100P. OEG-0-8-0803494-3598(085)

§tenosrolatic. Secretarial 14.07

ED 016 048
A study of the Effectiveness of the

Stenographic Laboratory In Teaching Beginning and Advancad Shorthand. Kirk, BeverlyCleo Dunn. George F. Phoenix Union High School System. Arts. Sep. 66 29P.

ED 017 718
11 iuggestions For A High School Vocational Stenographer Program. A Workshop Report. Ohio State Dept. of Education,Columbus Bowling'Croen State Univ. Ohio, Bus. Ilduc. Dept. Peb. 67 109P.

RD 019 484
A Stenographic, Ser:starial and Related Occupations. A Suggested Curricula Guide. Office of Education (DREW) Washington,D. C. Report No. OE-86011. 67 199P.

ED 020 419

Scientific Secretary Training Program Developmsnt, Sweoson, John R. Colorado Univ., Boulder Mar. 68 Contract OEC-6-85-049 307P.

ED 023 783
The High School Vocat.onal Stenographic Program Tentative Report (Report on the Curriculum Workshop. June 14-July 2,1965). 65 179P.

ED 021 830

An Investigation to Determine if Higher Speeds are Obtained with Th. Diamond Jubilee Gregg, Shorthand Method. Starhuck,Ethel. Colorado Western States Smell School. Project. Denver, 65 8? .

ED 026 531

Factors Assoeiated with Succeasful Adaptation to The Socretarial Stenographic Role. Cook, Shapiro. Wayne State Univ.,Detroit, Mich. Coll. of Edw. Spans. Asency-Off. of Educ. (DREW), Wash. D. C. Bureau No-ER-6-2181. Oct. 68 451P.Grant-00=-3-6-062181-2079.

ED 0:7 387
Pilot Study To Explore the Us* of An Audio-Visual Tutorial Lab. in tho Secretarial Skills Area as A Means of Updatingand Improving Curriculum Offoringa at The Community Coll. Level In Mich. Edwards. Spoons. Ag.-Efich. Stet. Dept. ofEduc., Etc. Jun. 68 35e.

ED 02423
The Process and Product of Machine Shorthand Programs in New York State Schools. Drexler, Violet. Colorado State Coll.,-Creole-Y. Counseling and Testing Coster. 66P.

SD 029 N20
A Guide Tor Planninefacilitis For Occupational Preparation Programa For Modica,. Secrettries. Res. Serie* No. 33.Macconnell, Ohio State Univ. Etc. Spans. Ag.-eff. of Ed., Etc. 55-7-0158. Apr. 69. Grant-OM-3-7-000158-2037. 59P.
ED 029 129

Speciol Extension Education For Secretarial and Agricultural Workers, Final Raport. Loyola Univ. Naw Orleans, La.Inst. of Human Relations. Spans. Ag.-Off. of Manpower Policy, Evaluation, and Res., Etc. Apr. 67.91P. Contract-82-20-66-11.

1Zy Pine and Related - 14.09

ED Old 610

Implications of Research for Teaching Typewriting. Delta Pi Epsil Research Bulletin 2. West Leonard J. 62 40P.
ED 019 510
Effects of Interval Pacing on th* Acquisition of Typewriting Skill. West Leonard 3. City Univ. of New York, Div. ofTeacher Education. Rep. No. ORE-R1-68-3. Rep. No. 55-6-2116. Grant 050-1-7-062116-0397. Jan. 68 422.

ED 026 518
A Comparison of A Master Teacher and Instructional Assistants in Automated Shorthand and Typewriting Instruction. FinalReport. A Pilot Study Conducted at Tha Harrisburg Aiea Community College. Fortner, Dorothy. 31 Jul. 68 103P.

ED 033 229
The Sight Method of Teaching Typewriting Technique and Keyboard. Final Report. Ruddle. Fairfax County Schools, VA.Soong. Ag.-Offica of Educ. (DREW) Wash., D. C. Bureau of Research. Bureau No. 16-9-C-006. Aug. 69 29P. Grant-0E6-)-9-09006-0019-010.

BASIC BUSINESS

Business Lao 88.01

ED 0)0 054
Estate Planning. A Suggested Outline for An Adult Group. Bulletin 151. Rev York State Education Dept., Albany. Bureau0( Business and Distributive Education. 64 531).
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ic9.ler-L1R 85.02

ED 019 428
Economic Education in the Sish School. Report of a Business Education Advisory Committers on Economic Education (San
Fralcisro, Calif. Dec. 13-14, 1966) Calif. State Dept. of Education. Sacramento, 66 17P.

Conetper Educating - $0.03

ED 016 SOS
Pilot Training Project. lased on Directed Occupational Experience for Teachers of Marketing and Distribution. Meyer,
warren C., Mtnneeotaliniv., Minneapolis Col. of Education BR-6-1594 30 Jun. 67 149P. OEC-34-061594-0680.

ED 016 906
TM National Leadership Conference on Consumer Education and Financial Plannini)(Maryland University, College Park,
Jul. 18-19, 1966), Proceadinge. Maryland Univ. College Park. CT!. of Adult Educ. 1966 116P.

mscrumosous VOCATIC8141.

Central Topige-Vocatiommag.- 99.00

ED 016 039
A Pilot Project in Programmed teaming to:Extend the Purposes snd Incresee Factors of Motivation. Lanham, Frank W. and

Others. Michigan Univ., Ann Arbor, School of Eduoation, Michigan St. Board of Control for Vocational Educ. UIPORA-PROJ-
05692. Oct. 63 90P.

ED 016 049
Developing the Occupational Business Education Program in The Small High School, Business Education Curriculum Devollopment
Series. Aikin, Brenton R. California State Dmmpt. of Education, Sacramento. 1966 28P.

ED 016 051
=A Business Education Projects, Cafifornis State Dept. of Education. Sacramento 1965 79P.

4

ED 016 869
National Seminar To Improve thw Use of Youth Organisations In Vocational Education as Teaching Devices. Final Report. ,

Luster, George L. Kentucky Univ. Lexington Callow of Education 1ER-7-0494. Oct. 67 1f4P 01C-1-7-070494-3595.

ED 017 645
Businese Education Standards. Pennsylvania State Dept. of Health, Ilarrieburg. Mar. 66 18P.

ED 018 294
Curriculum Goals for Region S. Brown, Stuart R. South Carolina Region 5, Educ. Services Center. I Fab. 68 100P.

4

ED 018 564
Office Occupation Presrams Under the Vocational Education Act of 1963. Report of a Southern California Conference.

California State Dept. of Education. Sacraeonto, 1964. 37r.

ED 018 565
Research Training Inst. For Persons in Vocational Education Participating in Res. and Dev. Activities. (June 13-Aug. 12,

1966) tomer, Carl F. By. Roe. Foundation. Laxington. Report No. RR-6-1341. Grant 010-2-6-062343-1349. Aug.\66

88P.

ED 018 576
Leadership far Vocatiomal Education in California-Theory and Practice of Program Development. Summary Report of the

Coastal, Central, and Southern Regional. Conferences. (Jan.-Fob. 66) Cal. Univ., los Angeles, Etc. 66 I57P.

ED 018 598
Sauple Dusinses Education Training Plans Conducted Under Manpower Development and Training Programs. (For Maoist.

Purposes). Calif. State Dept. of Edna. Sacramento 64 801'.

ID 018 640
Businses Work Experiencs Education Programs en Operational Mandbook. Levendowski, J. C. Atkin, Brenton R. California

Univ. of LOS Animates, ealifornia State Dept. of Education. Sacramento 63 77P.

ID 018 666
A Self-Evaluotion Inatrument for the Business and Office Education Programa In the Secondary Schools (44 Trial Document).
Addison, Robert T. Ohio State Dope. of Education. Columbus, Report Mo. OSDE-EULL-4. Jun. 67, 40P.

EV 019 500
Education For A Changing World of Work. Report of the Panel of Conoultents in Vocatiems1 Education. Office of Education

(wWW). Washington, D. C. Report No. 02-80021. 64 307P.

ED.019 514

0 Directory, Programs of Vocational Education in The United States. Little, J. Kenneth Sauer, G. C. Wisconsin Univ.,
Madigan. 66. 534P. _



ED 020 411

Vocational-Technical Teacher Education--National Seminar Proceedings (September 24-29, 1967). Leadership 15. Vivian,Neal E. Hoffman, Kenneth E. Ohio State Univ., Columbus. Center for Voc. Educ. 1467 275P.

gn 112! 150

Stste-Wide Computerized Model for Determining Occupational Opportunities in Nebraska. Nebraska Research CoordinatingUnit. L 4 ncoln Jul. 68 18P.

ED 021 164- -

Criteria tor Evaluating Instruction in Adult Education. Los Angeles City Schools; Calif. 1963 50F.

ED 021 951

t:ugmeStions for Teaching Business Pupils of Different Ability Levels with Special Emphas on Pupils ExperiencingDifficulty. Thompson and Others. New York State Education Dept. Albany 64 51P.

ED 021 955

Today's Preparation for Tomorrow's Jobs Curriculum Guide and Handbook. Kanawa County board of Education. Charleston W.Va., West Va. State Dept. of Vocational Ed. Charleston, 65, 153P.

ED 022 005
The Correlated Curriculum Project New Experimental Program For The Geniral Student. Ford Foundation, New York, N. Y.Mar. 67 69.

ED 022 061

Research Visability Vocational Education for Girls and Women, Lew, Gordon F. Oct. 1968 I6P.

ED 022 853

A Guide to Business Education in Florida Schools. Bulletin No. 72. Florida State Dept. of Education, Tallahassee.67 188P.

ED 02) 159
Team Teaching, A Selectaf Amor...tied Bi,liography. Davis, Harold S. Education Research Council of Greater Cleveland,0hio. 67 56P.

ED 021 810
An Analysis of Occupational 71t:ev Competenclea Needed In Off.-Farm Agricultural Supplies Businosses. Tencher
Education Res. Series, Voluppla 7, No. Gunderson, O. D. Pennsylvania State Dept.r Public Instruction. Harrisburg,Agricultural Ed. Section. Etc. Jun. 66 123P.

ED 023 849

A Natiooal School Counselor Evaluation of Occupational Information. Vocational Technical Report. Perrone, P.A.,Gross, L. Wisconsin Univ., Madison. Induatrial Relations Rea. Inst. Spons. Agency-National Science Foundation, Wash.,D. C. Apr. 68 33P.

ED 024 837

Changing Undergraduate Business Teacher Educationyrogroms to Prepare Teachers For Culturally Different Youth. Reportof An Inst. (Temple Univ June 3-14, 1968). Ohio State Univ., Etc. Jun. 68 146P.

ED 025 587
Evaluation in Vocational Education. Researth Summery. Caltfornii Coordinating Unit For Occupational Research andDevelopment. Sacramento, 67 81P.

E D 025 593

Annotated Bibliography of Instructional Media, Vocational Education or The Deaf. Training Manual. A Report of the
Workshop, Etc. Spans. tg.-Off. of Educ. (DHEW) Wash., D. C. Captioned Films for The Deaf Branch. 67 1969.

ED 025 654

A Preliminary Evaluation of Richmond Plan Programs (Pre-Techni.tal Plan) in Secondary Sch. Final Report. Kincaid,
Hamilton, Stanford Res. Inst., Etc. Spons. Ag.-Off. of Ed., Etc. BR-5-1337.1 Aug. 68 2729. 0EG-4-6-000431-0709.

ED 026 512

New Media in Teaching The Busic-sa Sub;cts. National Businizas Education Yearbook, No. 3. Swanaon, Edwin A. Ed.
National Business Education Association. Washington, D. C. 65 2109.

ED 026 513
Susiness Education. An Evaluative Inventory. National Business Educpaion Yearbook. No. 6. dall, J. Curtis, Ed.,and Others. National Justness Education Association. Washington, D. C. 68 386P.

ID 026 $14

Selected Reading in Dueinese and Office Occupations - Designed Especially for tho Classroom Teacher. Travis. Missling.Rational Business Education Yearbook. No. S. National Stoniness Education Association. Washington, D. C. 6; 350P.

1 u
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Ginstal Toe ' .

ED 02? 401
ioA Guide For Planniog Facilitias for Occupational Preparation Progress in Business and Office Occupations. Selden, Ohio

State Unilk., Columbus. Etc. Span.. Ag.-Off. of Rd., Etc. Bureau No.-W-7-0158. Nov. 68 91P. Grant-016-3-7-000158-2037.

#

ED 02? 464
Small Softness Management. Part I, A Suggested Course Outlier.. New York Stabs Education Dept., Albany. Bureau of Basic

Continuing Education. 68 ??P. Revised Editiom.

ID 028 25$
involvseent. laminae. Business Teacher Programa Leading to A Better Understanding of Studaats With Special Need.. City

Univ. of New York, N.T. Muntar Coll. Spons. Ag.-Off. of Educ. (DMEW), Wash., D.C., Ohio Stmt. Univ., Columbus, Etc.

68 I45P.

ED 031 566
Culdflinas in Sulkiness Education 1968. New York Stets Education Dept., Albany. Bureau of Occupational Education Research.

69 57P.

e"-Th

ED 031 848
The Modification of Education Equipeent and Cuiriculue for Maximum Utilication Sy Physically Disabled Persons, Etc.
Namarich. Talisman. Roman Resources CTR. N.T. Spoos. Ag.-Off. of Edw.... (VEW), Wash., D.C. 69 86P.

RD 033 992
Instructional Notarial. for Urban Schools. A Bibliography of Multi-Ethnic Textbooks, Etc. Amer. Educational Publishers

inat., New York, N.Y. 69 65P.

Wines. Natbamatics - 99.01

ED 018 367
Business, Industrial Arts, and Ganarsi Consumer Mathematics Guide. Tentative. Minot, Lamp. Utah State Board of

Edunation. Salt Lake City. 66 125?.

ID 022 685
Business Mathematics for High Schools.' ew York City Board of Education, Brooklyn, N.Y. Bureau of Curriculum Develop-
ment. Feb. 67 80P.

Ideuttaii_onownteatum _ 99.02

RD 022 451
Study of Frequency of Errors snd Areas of Weaknesses in Business Connuntcations Classes at Kapiolani Community Col.

Uehara, Soichi. Jan. 68 17P.
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FIVE,EASY STEPS FOR ABSTRACTING

An abstract is a brief description of the content of the document. It must be factual,objective, and completely faithful to the intent of the author. It is neither a bookreview nor a critical essay.

STEP I. Complete SOURCE section of the form.

STEP II. Classify.the document by placing a check mark to the left of the
appropriate item in the CBRPG or SPECIALTY AREA column. If thedocument is classified Inder CBEPG, write the competency numberin the space provided (see page 3 of BEDDS catalog for competencynumbers).

ETEP III.

STEP TV.

STEP V

EXAMPLE: For an Adding Machine document: V, Common Core 101

Print or tips. the TITLE of the document in the space provided.

Write the ABSTRACT usfng the following guidelines: (See example inAppendix of BEMS catalog.)

(a) Scan the document to obtain a general understan of
its content.

(b) Describe the document by checking appropriate descriptors.

(c) Count the pages being submitted and record total in the space
provided.

(d) Write the ABSTRACT:

(1) In the first sentence, indicate who will Use
the document.

(2) In the eecond sentence, give a concise state-
ment describing the content of the document.

(3) Identify specific text materialq required
(author, title, and publisher); snee%fic audio
visuals required (title and source); and specific
equipment required (name, make, and model).

(e) Be brief. Avoid unnecessary expressions and value judg-
ments. Do not embellish. Do not paragraph.

Staple the following items:

BEDDS SUBMITTAL FORM (BEDDS-1)
Document
Tests, problems, and appropriate keys
Recommendations for use

and MAIL to:

Vocational Education Resource Information Center
Vocational Education Unit
721 Capitol Mall
Sacramento, CA 95814

NOTE: MATERIALS PROTECTED BY COPYRIGHT WILL NOT BE ACCEPTED FOR USE BY BEDDS.
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41110 2) snuthurs.t Regioeal Lahoratory for
Education Research 6 bevelopment
11100 La Cienega Boulevard
Inglewood 90304

CALIFORNIA

3) Far West Laboratory for Educational
Research and Development-Library

Milvia Street
Berkeley 94704

1) Chico State College Library
Chio 95926

1 ) Honnold Library
Government Publications
Claremont 91711

1) California State College Library
1000 East Victoria Street
Dominguez Nills 90246

:) Fresno State College Library
Fresno 9)710

t) California State College at
Fullerton, Library
SOO No. State College Blvd.
Fullerton 92631

Fullerton Juniot College Library
121 East Chapman Avenue
Fullerton 92632

3) University of California
Serials Acquisitions
The University Library
La Jolla 92037

1) Education and Curriculum
California State College Library
6101 East 7th Street
Long Beach, CA 90801

411/ AVAILJOILITY CODE:

Location of ERIC Microfiche teitiections

1) J. F. Kennedy Memorial Library
California State College, L.A.
5175 State College Drive
Los Angeles 90032

1) Education Library
Aversity of So. Callfernie

University Park
Los Angelee 90007

1) ERIC Clearinghouse on Junior
Colleges
University of California
Education-Psychology Library
Powell Library Building
Los Angeles 90024

1) San Fernando Valley State
College
18111 Nordhoff Street
Northridge 91324

2) Ambassador College Library
300 West (reen Street
Pasadena 91105

1) Contra-Costa County
Depaitment of Education
75 Santa Barbara Road
Pleasant Hill 94523

1) California State Polytechnic
College
Reterence Library
Pomona 91766

2) San Mateo County Information E.
Library Resources Dissemination
Center
Office of Education
590 Hamilton Street
Redwood City 94063

13 University of California Library
Government Publications Dept.
Riverside 92507

1) Sonoma State College Library
1801 Eas'l Cotati Avenue
Rohnert Park. 95928

1) California State Department of
Education, Vocational Education
Resource Information Center
721 Capitol Nell,
Sacramento 95814

1) Sacramento State College Library
6000 Jay Street
Sacramento 95819

1) Collection open to public
2) Collection limited to organizational use only
3) Information not available

Y-
2) San Diego County Department

of Education X

6401 Linda Vista Road
San Diego 92111

2) Education Resource Center
San Diego State College
Library
5402 College Avenue
San Diego 92115

3) U.S. International University
Elliott Campus Library
8655 Ponerado Road
San Diego 92124

1) Education Library
San Francisco State College
1630 Holloway Avenue
San Francisco 94132

1) U.S. Office of Education
Department of HEW
50 Pulton Street
San Francisco 94102

1) College Library
California State Polytechnic
College
San Luis Obispo 93401

1) University of California
Library
Santa Barbara 93106

1) University of Pacific
Library
Stockton 95204

1) El= Clearinghouse on
Educational Media and
Technology
Institute for Communication
Research

Stanford University
Stanford 04305



Requested f

Requested by:

ED or LD #

Ow=4.=111m.

BEDDS ORDER FORM

Business Education Data Dissemination System
1

(Limit - 10 hard copy or 10 microfiche titles;
or a combination of 10 microi(che and hard copy titles

per sChool per order)

Vocational Education Resource
Information Center

Vocational EduCation Unit
721 Capitol Mall
Sacramento, CA 95814

Business Education Department Chairman

School

Address

City, State, Lip ,County

Area Code, Phone

TITLE OF ,DOCUMENT

Date

ka

For Office Use by

Check for
Hard Micro-
Cc fiche

Vocational Education Resource Information Center

Date Mailed Units back ordered
ED or ID #

Copy sent to regional Office
date

cc. Oakland Regional Office
L. A. Regional Office
Sacramento Regional Office

BEDDS-2

1 5

-149-

,/

ED or ID #

ED or fD #

ED or ID #



BEDDS ORDER FORM

Business Education Data Dissemination System (BEDDS)

(Limit - 10 hard copy or 10 microfiche titles;
or a combination of 10 microfiche and hard copy titles

per school per order)

Requested from: Vocational Education Resource
Information Center

Vocational Education Unit
721'Capitol Mall
Sacramento, CA 95814

Requested b :

0

ED or ID #

Business Education Department Chairman

School

Address

City, State, Zip County

Area Code, Phone

TITLE OF DOCUMENT

4

Date

I

Date Mailed

For Office Use by

ChPck for
Hard Micro-
Co fiche

Vocational Education R,source Information Center

Units back ordered=1.11111111.11111=...........p..
Copy sent to regional Office

date

cc: Oakland Regional Office
L. A. Regional Office

. Sacramento Regional Office

BEDDS-2
-151-

ED or ID #

ED or ID #

EDA or ID #

ED or ID #

75-60 (Reprint) DE10702 4-77 24


