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INTRODUCTION.* -

Roeent innovations in California distributive, office,and’ persopal buﬁ.neu
education programs have (reated ‘s demand for opproprtote instructional mte-
rials. Business educators have been making an increasing number of requeoto for
information regarding these respective progrsm areas. ' In an attempt to accommo- ot
date these requests, the Bureau of Business Education hads. creoted the &ninets ‘

","
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Through a system which maximizes speed in retrieval and dissemination, BEDDS is .

designed “to make available tQ business educitors a wide array of curriculum and

instructional materials. These materials are,obtained from twu sources: ‘(1)
selgcted wmaterials- from the Educational Research Information Center (ERIC); and

(2) original msterfals written By classroom teachers. Bureau 'staff solicits
teacher-developed %ﬁoriah that ere considered appropriate for dissemina- .
tion., A Review Team of teachers appointed by the Buregu them evaluates and codes °*
these mterials for incluoion in the dystem.

- Sl A
{ R * .

Hard copy or microfiche may be obtained as explained in the catalog. Using the
“BEDDS ORDER FORM" (BEDDS-2) found on page 149 of this catalog, submit your : .
request for materials’ to: .o | . -

. Vocational Education Resource
. : : Information Cepter (VERIC)
. Vocational Education Unit
State Department of Education .
. 721 Capitol Mall N T
Sacrsnento, CA - 95814 : . v
‘Business educators may wioh to share their own lhterialo with othersa by submit. - .
ting them to BEDDS.* This may be done by completing.a "BEDDS SURMITTAL FORM" .
(BEDDS-1) and submitting the gompleted form (See Appendix, page 143, for sample) R
and document to VERIC or Bureau otaff, If considered appt“é'prhte by .the BEDDS .
Review Team, materials will then be made available for di.ueninotton. Materials
submitted for inclusion should be of reproducible copys-black on white, either .
mimeo or typewritten. Avoid Xerox, photocopy, and ‘spirit duplicating. Dittoed

_copy does not reproduce.
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* Important Note: | ) e

‘. »

MATERIALS .ROTECTED BY COPYRIGHT WILL NOT _BE ACCEPTED FOR USE BY
*BEDDS. DOCUMENTS MAVE BEEN PRINTED EXACTLY AS' RECEIVED FROM THE
ORICINATOR. VIEWS GR OPINIONS OF AUTHORS DO NOT.NECESSARILY REPRE-

‘ sm STATE DEPARTMENT OF EDUCATION - 'POSITION OR POLICY,
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* HOW TO use THIS CATALOC -
. R ‘ s . | _ |
. : The list of educationsl waterials in this catalog is organized &ccording to compe-

” tencies idertified in tlie Cal

and Digeributive Occupa onp. __A_.s '
= - ———-ment chSiveln or Regional Supervisor. Th listed competendies are necessary

components of vocational office and distributive education programs. (See page 2 ‘ior -
listing *f competency modules). In addition to materisls appropriate for the Gu:de,
materials for spbeialty areas in buainess education are also included. . .

-~ - : ' f )
. .

¢ Ten hard copy titles ox 10 microfiché titles, ox a cosbination of 10 hard copy aund
. wicrofiche titles,may be ordered free of charge by completing the attached
Ordex Foxrm. Business education departments are asked to subeit no moye then one'
order per day. To prevent duplication of orders.within a schoql, please obtain
- the signature of the Business Bducation Departaent Chairman when subsitting orders.
Mail all oyders to the Vocational Education Resource Information Center (VERIC),
Vocational Education Unlg, State Departaent of Education, 721 Capitol Mall, Sacra-
mbnto, CA‘95814. vt .

l. In the “Original Materials" uctton.of the catalog, each document 1p fdentified
with a respective JD number. Be sure §o enter the ¢orrect ID number on the .
BEDDS ORDER FORM (BEDDS-2) when requesting original materisls. . .

. 2. In the "Selected ERIC Materials” ‘section of the catalog, each docuaent 1s
' identdfied with a respective ED neaber. Be sure to enter the correct £D
. number on the BEDDS ORDER FORM (B'EIPS-Z) vhen requesting ERIC materials.

DRrem Guide for Offfce .
r depact-

o erial
ERIC microfiche may be reviewad at ove of the ERIC centers listed at the back of
this catalog. Bach regional supervisor bos a complete set of the ERIC materials
fdentified 1o the 'qlq section of this catalog. '

] - . . ?
"To' give an indication of the content of the documents in the "Origioal Materials
Section,” each title hag been b iefly“abséracted and categorized by the use of
“descriptors.” The following l{lt of descriptors dad sample sbstract will be
helpful .in deétermining the components of each’ document: y

-

A - Teacher Resource Naterisls

-

»

- ’_A B - Bibliogra by
l C - Student iearning ActiviLy Package -

D - Measurable Objectives
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mmﬁ (continued) -~ \ - .
¢ E - Pretest. and Key T, a
+ P - Posttest(s) and Ke;('e)
o v T . G- Text Required __ S

8 - AV Required | .

I - Equipment Required - -

Publishing Company, 1972 Mskes use of trans-
parencies ,n'd projector. Order

601 - Service Accounting: . . i .
. [ ~ : ° -~
CKING DOWN TRIAL BALARCE. Grosswont Uniom . | |
,Bigh School District, Mt. Migsel High School, - BN E
\ Spring Valley; Martha Morris, 1972. 26 pages. § A | & ‘ 3 '
) T o ‘ ’-3 “." '
. This unit is to be used ibh a beginning book- . § My & B § o
~ keeping class with high school students. The ] & . ol ¢ %
unit 4s designed to agseist the studest in find-* 3 7 2 | &
/ ing his own errors vhen his trial balance totals g i
are not even. Aunswexs fok post test foudd on_ o il Ad ad = <
page 127 of Century 2% Accounting. For use .o ' n
after studying Chapter 8 of Century 21 Accounting : ﬂ . ﬂ ﬂﬂﬂﬂ \
by Boynton, Swanson, end Porkner, South-Wegtern . XIX X |X

¢




. 5 CBART OF CBEFGC COMPETENCY MODULES
) '100. COMMON CORE N . 500, STIENOGRAPHER '
- 101l. Adding Machine . ' 501, Spelling = ,
102. Data Processing _ 502. Typing and Transcribing
103. Grooming i A 503. Written Communication
. 104. Handwriting ‘ |
o " 105. Ingtructions : 600. ACCOUNTING CLERK-
. 106, Job Application .~ - 601, Service Accounting
107. Makiog Change .. 602. Cash Accounting ) *
106. Math.Computations . > . 603. Payroll Accounting
109, ' Oral Communication ] ' 604, Merchandtse Accounting
¥ 110.. Refekences, ls,. . - "’ 605, "Automated Accounting
- Deree es, Catalugs : 606, Covernaent Accounting
. 111, Simple Bupiness Records ' -607. Machine Calculating
i . 112, Sorting, Checking, Verifying -
\< " 113. Spelling : 700, ADDITIONAL OCCUPATIONS . T
114. Telephone : . ' . J . ' /.
‘115, Working with People _  800. DISYRIBUTIVE CoRm o /
116. Written Communication Orientation '
: 3 : 801, Careera in Maiketing -’
-+ 200. OFPICE CORB , ' : _ ) 802. Marketing i Qur Economy -
/ . 201, puplicating : ' _ .
©° 202, Tiling and Retrieving . ' Competencies )
. . 203. Meil (Iocoming and Outgoing) - 803, DBasic Ssles Techniqies
204. Retfy Cash . 804. Casbiering (Cash Register
R 205, Spelling : . " snd Sgles Records)
206. .Typing ‘ : e ' 805. Communication >
207. Working with People . - 806. Custowmrr Services
208. Writtenm Communication ° 807. Eamployer-Bapléyee-Customer
S ) . Relatfions _
300.  GENERAL OFFICE CLERK . 808. Sales Promotion
s © 301. ‘Adding Machine - e * 809. Sctockkésping and Inventiry
302. Triling and Retrigving ’ Control .
- 303. Msil (Incoming snd Outgoing) _
304.: References, Mapuals, Specialties -
: Directories, Cataloge- 810. Advertising -
305. Siaple Business Records L » 811. Creative Selling
306. Telephowp , ] 812... Display .
400. CLERK-YPIST- 900, DISTRIBUTIVE OCCUPATIONS \
401, ‘Spelling - v 901. Cashier-Checker-Sagger
7 402. Typing : 902, Sslesperson, Genexsl
403. Written Communication 903. Service Ststion AtWt .
. \ ‘ 904. " Waiter-Nsitress ! .
) . \
o N
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, 100 Coumon Core e
. ¢ . : ' . . ) o - v
101 --Adding Machine: . .- @ - IS
10-KEY ADDING MACHINE LAP, San Mateo County Schools, \é 2 ] o v o -
‘Regional Training Program, Redwood City; Charles A, o , . o) 8 ..r S
~— - Friest; 1972 G pagess — v R o sl &3 §
The: purpose of the LAP is to ‘provide the students in the % - ' E : ol 8 B
office occupations clags a guide-to learning a 10=key LI 5 o & xe L
.. adding machine. This IAP is written.for uyge with a ~] @ = & & & <] m
' Monroe Adder/Lista and commercially produces materialg. alslciplelrlclnlx
No teets or‘answer sheets. Order ID 003 121,13, y .
y K : X|X

OPERATING THE MANUAL 10-KEY ADDING MACHINE. RNorth
. Salinas Bigh. School, Salinss; R. E. Rende, 1971. 20 : :
pages, - . , ' ’ : i
A student learning activity packsge designed ‘to help
students lesrn how to use the 10<key addiag machine.
General and measurable objectives are stated. Poet-~
test and use of multimedf{a are included. No key

included. Order ID 003 242.1.

ADDING MACHINE LEARNING.SYSTEM. Gildert High School, “ ¢ ‘

-

Anaheim; E. Dicus. 8 pages. : Y ~—

A student leariing package on the uge of the 10=key
adding machine. This package {5 developed.for use with

2l olzlzlelals]

Ten- Adding-Ligti hine, Agnew-and Pasewagk, b a '
South-Western Publighing Company.: Order ; \ ..B-..E.B
[ . * . .
MONROE 10-KEY ADDING MACHINE. J. A. McCoy, 1972. 19 . - o,
pages. N : o ' \

A student ‘learning activity-package ‘prepared for use .
in & one-semester coufse at the junfor high school
level. Student will learn correct posture and machine
pdsition, the parts of the sachine and how to add and
subtract problems. General and weasurable objectives .
stated. Pretest, posttegt, and angvers sre included.

Order ID 003 262,10.

DECIMALS % TR 10-KEY ADFNG-LISTING MACHINE., s , .
Dominguez High.School, Cowpton; Dafsy W. Green, 1972° - T
13 pages. .

A student lesrning activity package devoted to the
addition process with whole pumbers and decimals.
General and measurable objectives are stated. Pretest,

. Posttest, answeres, and -suggestions to teacher ate
included. Order ;Lm;_%_,_g. )

4 | . : &
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101 _- Adding Machine (continued)

MULTIPLICATION USING THE TEN-KEY ADDING MACKINE.
Norwalk-Ls Mirada Adult School, Nonulk Marie Terando.
18 pages.

A ptudenit learuning activity paclage on nmltipucatton
on the ten-key adding mschine, including' the short-cut
method. Messurable objectives are stated. Included are
use of multimedia, pretest, and posttest with answers.
Teacher instructions snd biblfiography provtded.

Order! ID 003 262.19.

TEN-KEY ADDING HACRINE Santa Cruz High School; U. B, _

Lnnrence, 1971. 39 pages.

A student learning activity paehge on the operat:ion -
of the ten-key adding machine by the touch method,
including addition, subtraction, multiplicatiom, aud
division. - Measurable objectives are stated. Pretest
and posttest with ansvers are included. Order
ID 003 262 26.

TEN-KEY_ ADDING MACHINE. San Diego Unified School
District, Midway Bigh School/Patrick Henry High School,
San Diego; Cipri Powell and Susan Reue. 1973, 51

Nge. * T~

\
A self-contained learning activity package on mem-
tion of the Ten-Key Adding Machine, Suggested time for
the seven jobs in the package is two weeks. A pretest,

. two pogttests, solutions, and visual {llustrations are

included. Order Q 003 256.47.

ADDING MACHINE. Norwalk-la Mirada Unified, Norwalk
High Schocl, Norwalk. 23 pages.

A student IAP on operating the 10-key adding machine.
Parts and functions of a Monroe adding machine are
diagrammed in the LAP. Exercises, including snswers,
and a student angwer sheet form are algo included.
Keys to pretests and posttest are not included,

Order ID 003 256,61.
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101 - Adding Machine (continued)
€ .

[

[

*

THE TEN-KEY ADDING MACHINE. Chaffey Union Bigh School,
Ontario; Mary Ellen Montgomery and Mary Ssuter, 1973.
42 pages, :

A self-contained student LAP on operating the ten-key
adding machine. HOW TO OPERATE A TEN-KEY ADDING MACHINE
tape and instruction bodklét from Mt. San .acinto are
required to complete the LAP activities, Keys to post=-
tests are not included. Order ID 003 256.71.

‘ADDING MACHINE - 10-KEY. Tamalpais High School, Mill
Valley; 1973. 47 pages, - .
A student learning activity package on the operation of : . -

the 10-key adding machine. The student will learn
mathematical computations by using the touch method. A

. sample of the Mounroe Rhythmatic Touch Exercise booklet
is tncluded. s

Y.

gble Obi.
Preteat_
.1 | Pogt Test(s)/Key(s

» | 9] Text Required
" | =] Av Required

had :iiblio raphy

] Oliap

% |9 Measur

> | Teachs = Resource

m

Order ID 003 270.7.

TEN-KEY LAP--101 COMPETENCY. ASC Unified School Dig-
trict, Cerritos Righ School, Cerritos; Mary 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 IAP to
give the studemt an opportunity to identify and Teview
problem areas before taking test to verify compe- :
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 msg.rict. 7 pages. ‘

A gtudent study guide correlated with Modern Clexical
Rractice, 3rd edition, by Friedman and Grossman,
Order ID 003 278.10.

)

102 - Data grOcesgglljg: ) . .

ARTICULATION STUDY - DATA PROCESSING. ~Ssnta Barbara
County; Articulation Study Committee Data Processing,
1968. 19 pages. '

Inc’udes a survey of job opportunities in 1967-1970,
with grade level réquirements, recommended, curricu-
Jum for high school and junior college, and suggested
course outlines. Order ID 003 103. ’

~ | 14




. 102 - D;ar.a Processigg' (éénunued)
. . [ .

‘e
s/
* < \ A

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

This material contains material which could be used to

.introduce to students the clerical tasks which are

reiated to a data processing operation. Incluoded is
sioulation work on key punch operation. Order

ID 003 123,5.- .

READIRG‘A PUNCHED CARD, Susan Blei, 1972. 17 pages.

A, learning activity package introducing the Hollerith
Code through the use of actual punched cards. Includes

- five activity exercises to give experience with both

numeric and alpha data. Pre- and posttests with
answers are included. Oxder ID 003 240,2. )

~

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

An arithmetic exercise and data processing project -
involving basketball game time calculations to be
prepared for computer input.  Includes instructions:
and prepared forms. Order ID 003 2640.4. :

INTRODUCTION TO DATA PROCESSING. San Pranciséo Uniffed
School District, Woodrow Wilson High School, San :
Prancisco; Lawrence P. Chan. 22 pages. )

L}

A very elementary leanﬁng unit degigned for disad- '
vantaged studeats. Uses commoitplace. demonstration . ~ %;_‘
X

naterials to perwit students to "discover” basic con-
cepts of data processing. Order ID 003 240,S. -

INTRODUCTION TO DATA PROCESSING. Lowell High School:
Daniel Sulliun.,, 1971. .16 pages.

A learning activity package including rationale,
objectives, pre- and posttests, and planned assign-
ments. FPosttest key npt included. 'Order ID 003 255.S.

DATA PROCESSING (COMPUTER EDUCATION STUDIES).. Ravens-
wood High School, East Palo Alto; Leroy Finkel, 1971.
18 pages. - .

A learning activity package providing fundamental termi-
nology and concepts of data processing. Designed to
accompany specific text matcrial. Includes objectives,
learning activities, a self-cvaluation test, and answvers.
Slide/tape recommended. Script not ime luded. Order

ID 003 255,13. ;
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DESCRIPTORS
‘10 - Data Prosessing (continuedj ' P © .
. ; . & a -
: . A K “ .
DATA PROCESSING. Norwalk-La Mirada Unffied School - ' PREREERE (. ]
- District, Norwalk High School, Norwalk. 34 pages. fi -: o : . E =
s - . : L :
‘A learning activity package providing background in the wl 5 < ° é < & -
basics of manual and automated data processing. .Con-~ | ] I R e B i .
tains information on wmethods af computer imput,-and prob- | 9 = _1- 8 8 o] wf acf
lem assignments. Pretests) working papers, and posttest ol a3 3‘ S E S
included. Tape posttest script not included. Keys not ‘
included.. Order ID 003 255.18. . A|BICIDIE]FIG|R}X
: ; X x| Ix

DATA PROCESSING THEORY. Visalia Untfied School District,
Visalia. 11 peges.

A student guide to accompany the gtext, Fundamzentals of
Data Processing by Wanous, Wanous, Wagner, South-Western
Publishing Company, 1971. Includes orientation, perfor=
mance objectives, and scheduled assignments. Pinal
examination provided, along with key. Ordeér ID 003 266.1,

¢ . :
BLOCK DIAGRAM. Sequoia Uniom 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 three student—_ -
* activities. No tests or keys are provided.* Order

ID 003 266.3.

DATA PROCESSING. Chaffey Union High School, Ontario;
1973. 8 pages. : s

-

* A learning activity package to accompany the workbook, .
You Are a Data Proceggor, published by South-Western
Publishing Company. Includes performance objectives,
instructions, and posttest. Key to posttest not

included. Order ID 003 266.6.

-

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 objectives, activity assignments, .
and vorking papers. Pre- snd posttests are included.

" Keys are not included. Order ID 003 266.7.

' o
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*102 - Data Processin (continued) L - » > T
o . . : rNEREE
3 Fa 3 : ‘8 1t al.
- COMMON CORE--DATA PROCESSING.  Ygaacio Valley High o 8 /] o 3 A =3 =
School, Concord; Jeffrey Frates. 14 pages. «l 3 '.é 3 n-;' -.; el -
A learning activity package including a pretest (na -§ ° o = ék = o
answer key), introduction and instructions, and an ol o uf & 4 = ]
. activity guide. Intended for use with prepared tapes, 3 2 3 ! I I I I
* head phones, and accompanying working papers. Orderx : i
ID 003 218.7. x aAlsjclolelF|cin]t
© . : ¢ ) ] X 1) X
. DATA PROCESSING--A JOB FREPARATION ACTIVITY. Santa : _ '

Santa Clara; 1974. 15 pages. ;

A student learning package based on-two reference text~ )
books covening data precessing terminology and various -
input and output media. Measurable objectiveg stated.

Includes pretest, but no key included. Order
ID 003 278.11. '

Clara Unified School District, Buchser High School, < _

-

103 - Grlomning : . . ' _ . - .

BUSINESS GROOMING FOR EVERYONE. Eisenhower High School, - )
‘ Rialto; Marie Smallwood., 24 pages.. '

This learning activity package on Business Grooming is . =~
designed for student uge. It includes instructional ‘

objectives, information on good grooming, posture
trangparencies, self-assessment questionnaireg, and a
list of reference materjals.. Order ID 003 249.8.

-

WBAT WILL WE WEAR? Greater Lowell Regional High School;
1971. 15 pages. .

This learfiing acttvi't:y package covérs general informa-
tion about fashion with suggested studeént activities.

Keys not included. Order ID 003 254.17.

PERSONAL GROOMING. Sierra High School, Whittier:- ’
Barbara Nix. 10 pages. ' - .

A lesson plan including nbjectives, listed instruc- Aals] ] y 7‘;* . ' I
tional materials, audiovisual aids, and suggested activi-~ . '

ties.  Order ID 003 264,2.. -~ LX}X] . 1 1 1.
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103 - Grooming (con“tinued) o . vt
o |8 b
¢ ‘ » - . el =] . © >N o : -g 3
GROOMING. Norwalk-La Mirada Unified School District, . - & § '§ é - § M e
Norwalk High .Schoo.l. Norwalk. 55 pages. - ) | E b b _: -1 3' _
"A lAP designed to explaim the "why" of good grooming, .2 -1 § ol % | =
“and-to show ways of improving personal attractiveness. ' K\ 3' A
,Includes self-rating and assigament eheets, and a per- ~
- sonal development test.\ Order ID 003 265.70. : A|BICIPIEIFIGIH|T
- ; - .

- able to describe an apyropriate appearance,suitable

" DRSCRIPTORS . ~ °

GROOMING TIPS FOR A SECERTARY. North American Aviatien,
Inc., Los Angeles. "9 -pages. .

Grooming suggestions discussing office style dress,
planning a wardrobe, clothing selection,and®posture.

Order'm 003 269,2.
N

CROOMING FOR GALS. -Huntington Beach Union Bigh School : ’
District, Fountafin Valley High School; Deni s Gitschier :
and qu Crenshaw, 1974. 20 pages. '

The 'puipose of this package is to.prepare a girl to be

for employment in a retail situation. Materfal can be
used for office situations as well. No tests are

included. Ordor ID 003 278.12. ENEEN
GROGMING. Buchser Righ School, Santa Clara. 50 pages. -

A leiming activity package containing fifteen activi- -
ties to guide the student towards weeting on-the-job

grooning standards. - Several personal and grooming -
inventories, as well as a health and complexion plan
axe inéluded. Fretest, but keys are mot included,

Order ID 003 276.13. RN

GROOMING. Ygnhcio Vallay Bigh School, Concord. 16
pages. ' . . )

Activities in this pacl:aé‘e provide ctand“a'rd’s’by which

esployers judge spplicants. A grooming checkup 1o
included. References are made to tapes and information

sheets vhich are not included. Order D003 278,1%.
4 \ -
/
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103 - Grooming (continucd)
[

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

The purpose of this learning activity package is to pre=-
pare a boy to be able to describe an appropriate appear-

rial can be used for offifce situations as well, Included
is a section on tying a Windsor Kuot for a necktie.

Order ID 003 278.15.

GOOD GROOMING, WHMO NEEDS IT? WHY? G. R. Getchelli,
14 pages. . N

<

This stuydent activity packet contains tips and guidelines
for good grooming im busimess situations. A student
could read this packet to gain understandtng of what
is mweant by good grooming and “one would go about
acquiring such characteristicséps are asgociated with
good. grooming. Order ID 003 2 .

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 positive and negative factors of groomipg and then
has them consider and attempt to apply ‘'qualities of

+good grooming. Order ID 003 265.2.

-

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

) xeadinb material on gocd grooming for boys is provided
.in this unit. The student who works on this unit would
‘read information about proper clothing (how to select
and care for clothing) and personal grooming; then he
may take tests oh this material to see how well he ’
comprehends what he has rgad. Order 2_265.3.

YOUR POSIURE TALKS. San Mateo Regional Training
Program, Daly City; Joyce Hing., 10 pages.

A student codld ude, this learning activity packet for
determining his standard of posture. He may alge use
the packet for developing and measuring his posture
when sitting, standing, walking. The packet is sgkill-
fully developed with measurable objectives. Order

ID 003 265,10.

»

-

ance suitable for employment in a retail situation. Mate-
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" along with suggested imstructional miterisls. Order

1 "
DESCRIPTORS ¢
L
rictng: 3
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D
FEFERER
o | <
tEEEEF
3 (FERERD
. \ 8 3'0 o a wt
* -
HANDWRITING IMPROVEMENT. Marchia A. Webb, 1970. E‘ ot Ml &
A skill unit outline that includes teacher rescurce DIE|F{GIR]I
materials, objectives and a bibliography on xlxl

hundwttins improvement.  Order ID 003 249, ,

BANDWRITING PACKAGE, Mary Etta Downing, 1969. 10
pages.
Thie llandvriting mmtng Activity Packet has a sug- - o

gested pretest and posttest with general and measurable
objectives. There are handwriting activities ineluded '

(]
.

BANDWRITING.  Madison llish School; Ann Hake. 18 pages.

Thie learning activity package has practice, pemnship
exercises, examples of proper posture,: and number

writing problems:, C.der ID 003 265,43,
HANDWRITING. Buchser High School, Santa cm-a., 25 s
pages. . ‘

A learning activity package that eonu!,h.a detailed - “
instructions correct writing techniques as well as
nun plelrlelnls

exanples of legible and illegible handwriting., Seven
T TTTT] 7

activities aid in determining the studént’'s handwriting
competency. Pretest included, but no answer key.

Order ID 003 278.8.

HANDWRITING. Los Angelea City Unified School District.

5 pages.

Student study guide correlated with p_lggml_’mm- E

keeping, 2nd edition, and Modern Clerfioal Practice, 3rd . |
edition. Includes c:npetency test but no answer key. . unnﬂnnnn
Student record sheet &lso provided. _Order w -.B.- -E--



*

DESCRIPTORS ‘

105_- Instructions: ‘ > v
. ] | ]

o N :

o °

. : | g ) I I B B B R

READING INSTRUCTIONS. Visalia Unified School District; K/ o <] S 8} e
1973, "27 'pages. FREEER ai gl
. A student learning package to assist the student {n 2 P 2 '3 of Wl 318
~ improving performance and behavioral skills in proof- - I 3' b £ ol 5t ol 2
reading, interpretstion,and the carryitr; out of written & @ x R ) <} m

instructions. Izelhdes pretest, posttest, and measurable A nlc DIEjF|{cGiul]1I

objectives. Ordér 3 _256.45. , . .7
ID 003 256.43 - Jxlx x| Ix] |x

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

Several activities are provided for reading and follow-
ing written instructions ¢0 time and money will not te
wasted. Varied activities relate to messages, proof-

reading, typing from rough draft in 20th Cemtury Type-~
writing, 9th editiQt. Order ID 003 278,18. _

] hx ]
INSTRUCTIONS. ' Huntington Beach Union High School
Pistrict, FPountain Valley Righ School; Denis Gitschier
and Bob Crenshaw, 1974. 11 pages.

. Students follow specific written instructions to com~
plete three activities on following sequential direc-
tions and building & Barnaby Model Paper Airplane.’
Included is student worksheet for the first two activi-

ties. Order ID 003 278.19.

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

A learning aotivity packet designed to foprove the :
student’s ability to understand and follow instructions.
Includes performance objectives, learning activities,

and performance tests. Covers the_carrying out of oral
and written instructions or requests from teacher,
employer, or zustomer. Includes g pretest, no key.

Order ID 003 278.20.
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COMPLETING JOB APPLICATION BLANKS. Slndra Neher. ' A8 L8 E
4 pages. > i I ' al S8l Xl 2
f _ &~ @ o &l S IS
A skill unjt outline of objectives, instructional mate-
- rials, and suggested student activities on compfet:ing A Blc ID EIFfGIH|I
job applications. Order ID 003 249.2, xl I I )
= ,

5

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

This learning activity package on How to Apply for a :
Job {s designed for student use and includes objectives, ‘
a-pretest, a skill inventory, suggested resource mate-~

rials, preparation of an application letter and data :
sheet with examples, and an application form for employ- unﬂnnﬂn L
ment. Keys not included. Order ID 003 249.3, i . X1X u Xi 4

SELL YOURSELF - LETTER OF APPLICATION. Hueneme High
School, Oxnard; Sandra Iverson, 1972, 17 pages.

A learning activity package with motivationmal tips,
® problem assignments, 1llustruted examples, and sample
letter format. Order ID 003 249,5. )

L}

A

HAFPINESS IS A SUCCESSFULLY COMPLETED APPLICATION.
Merle Sheaifer, 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-
tigs are correlated with the recommended textbook;
information about ewployment applications and exam-

-Ples are contained in this package. Order ID 003 249.6.

PREPARING FOR THE INTERVIEW, College of Alameda;
Catherine Brown. ¢ pages.

This packet of learning naterial could be used by a ' -
student who is preparing for ingerview procedures. '
It containe a checklisg for a Ttudent to use in
determining his degree of preparedness in various

. ¢characteristics, a list of informational ftems which
& student should take with him on an interview, and
& bibliography of reading material which would help
the student prepare for -an .fhterview. Order

9
o
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£ . 106 - Job Application (continued). ¥

¢ .

_ 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 phraoes to be used.

Order ID 003 254.38.

~

THE JOB INTERVIEW FOR.EMPLOYMENT, Visalia Unified
School District; 1972, 22 pages. .

The purpose of this learming activity package is to
provide the student with an understanding of proper

job application and to simulate a busimess 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 ID 003 265.4.

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

A continuation of learning activitfes concermed with
job chojces and opportunities. Includes objectives,
pre- and posttests, required and optional activities.
Intended for use with selected reference material.

Order ID_003 265.20.
| /

-
ra

CAREER DEVELOPMENT-~APPLYING FOR A JOB. Riverton School

District, Rivertom, Wyoming; J. C. Hitt, 1972, 13 pages.

A continuation of learhing activities coneerned with

lettets of application, appllcation forms, and the job

interview. Includes objectives, pre- and posttests, and
required and optional activities. Order ID 003 265,21
i

THE APPLICATION FORM. Visalia Unifiéh School District;
1972. 13 pages. .

“Thimmlearning activity package is designed to prepare a

student to complete an application blank for employment,
Quiz referred to but not included. Order ID 003 265,.27.

rd
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. 106 -~ Job Application (continued) ~ .

4
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Order ID 003 265,60.'

y ,%1 :
PREPAR;NgkngTERS OF APPLICATION AND RESUMES--BDEG.
Trona High S¢hool; Genel Wokal, 11 pages. _

This illustrated learning activity package is designed

, ‘tor student use. Included are performance objectives,

self-tést with answers, learning activities en letters
of applications, and resymes. Suggested textbook refer
ences are correlated with the activities, Order

+ID 003 265.28. . :

WRITINC A RESUME, "Exeter Union High School; Toni Lynn
Fuller, 1921. 13 pages.

Designed for student use, ﬁhis L_eam’ins Activity Pack-~
age on Writing a Resume includesvobjectives, recom-

. mended instructional materials, a pretest with answers,

suggested activities, and a list of words and phrases:

to be defined, Order ID 003 265.30.

APPLICATIONS FORMS. Sweetwater Union High,School, Chul
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 application form. Pretest, vocabu-

lary answer sh@et, and applicatior forms included. !

HOW TC 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 4D 003 2§§_.66.

HOW TO WRITE A RESUME., Sweetwater Unjion 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 contert for a resume, vocabulary study, and
several sample resumes. Order ID 003 265.67.
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106 - Job Application (continued)

»

Ob}.
[Rey

| ™} Post Teat(s)/!(el(s).

ired
| AV Regquirgd.

™1 'Equi

m INTBR\’IEH.\ %‘*’ueemacex Union High Schooi, Chula
Vista; 1973 28 pages.

] »cohtmuation 6f the LAP sertes on jod selection and -
’ 'ptocurement. Includes performance objectivds, sug-
- gestions, preparing for the interview, dress and ;room-
'© . ing, conduct hints, list of questions frequently aske&,
‘ . . examples of follow-up letter. Includes pretest and
.- scdring key for the LAPsS on- the Application Letter -and

. The Interview. Order ID 003 265.68. | -

nt Required

m—

Helimur able

Py

» | Teacher Resource
| Bibliogrsphy
E )
™1 Pretest
@ Text Requ
=

o . .
JOB APPLICATION. Norwalk-La Mirada Unified School
District, Nomlk High School; Norwalk. 45 pages. o0

. A -eaming activity package to equ! > .and motivate the .
< student for gffective job hinting. Includes social )
' security information, federal clerical aptitude test, ‘
preparation of a personal data sheet, questions 3 =
frequently asked during employment interviews, ete.
Samplg application fprm, assignment.working papers,
r-etest, and posttest are included. Keys not

"1 luded. - Order ID 003 265,76.
. )

JOB APPLICATION < COMMON CORE, COMPETENCY 6. Chaffey
“Union High School, Ontario; Jghn Pracey., 57 pages.

Student completes working papers using the student

. manual as a reference., He obtainn a test at the ead
of each unit and completes withou. using any reference p—
materials. Units correlate with objectives in the IA 31 CIDIE G ¥ __x_l
state Cujde. Teacher's key is not included. Order | .E
ID 003 265.80. X J

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

A student learning activity package on Job Application.
Objectives include employment terminology, date sheets '
or resumes, skill in completing am application, an
understanding of cfaseified ads, employment trsting,
skill {n intewiewfns, payroll ‘deductions, and social
security usage. Pretest 1nc1uded but no anawers.

Order LD 003 gzgg 3 b N
\
INTERVIMNG FOR A JOB ~ SCRIPT. Helen Davis, Santa
Rosa. 5 pages. ‘
. A script for a slide/tape presentation. The mock inter- = N ' .
view for clerk-typist includes five characters. Narra- A DIE Gluj
tive is written for 23 slides. Order ID 003 271, x| L1 | X\
. “l7s .
Q . ?d




106 - Job Application (continped)_

JOB\APPLICATION. La Canaca High School; Buzz Burner,
197&\ 2 pages. '

\ unit'on hgw to apply for a job. . Student will type a
personal data sheet, an application form, afid a letter
of apélication. Unit is.cor?élgted with textbgok, 21st
Edition Typiag Text, South-Wesfern Publishing Company.

-Oreder ID 003 271.3> -

. APPLYING FOR ‘A JOB. Kern Righ School Diatrict, North

Righ School, Bakersfield:; Webb Cady, 1975. 32 pages,
Individualized unit designed for student use. Activi~

-$ies include examiniﬁg ways to find job openings,

making aj resume, typing a letter of application, £i11-
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.

A

JOB APPLICATION AND PRERARATIONZ:'Huntington Beac:.
High School District, Fountain Valley High School;
Denis Gitschier ag§d Bob Crenshaw, 1974. 42 pages.

"A learning activity package of importance for any job

applicant. States objective and rationdle for this
activity. Supplies a sample application- fora and line-
-by~1ine instructions for filling it out. \{;:brmation
and sample questions for a typical job intexview are
provided. Information and a checklist for self- ]
evaluation are provided. Includes samples of profes-
sional resumes, social security forms and information,
as well ag work permit information. Provides accom-

" panying blank forms for practice or testing, Order

ID 003 278.21.

JOB PREPARATION ACTIVITIES -- PART I - JOB
APPLICATION (Competency 106). Buchser Righ School,
Santa Clara. 32 pages. )

A learning activity packet to assist the student in
problems of applying fer a job. Covers preemp loyment
testing, resume or data sheet, application letter,
telephone appointment, personal interview, social
security information, and vocabulary checklists.
Includes performance objectives, activity asgign-
ments, and sample solutions. No answer to test.

Order ID 003 278,.22.
- ff..
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106 = Job Application (continued)

JOB APPLICATION~-PART II (Competency 106). Buchser Righ
School, Santa Clara. 232 pages.

A continuation of Part I of this series. Deals specifi-
cally with the written application, including the fillinmg
out of special forms. Includes performance objectives,
instructiong, guidelines, and line-by-line helps in fille-
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 sinu-
lated interview problems. Pretest included as a separate
unit under Part I. Order JID 003 278,23.

JOB APPLICATION. Ygnacio Valley Righ School, concord;
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. Ko answer keys. Order

IJD 003 278.24.

107 - Making Change:

A PRQUECT IN RECORDKEEPING. Mission Righ Scheol, _.
San Francisco; Mary Ellen Davis, 1971. 17 pages.

A learning activity package dealing with cashiar
records. Includes i{llustrated 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 closing out the

cash drawer. Order ID 003 254.13.

HANDLING MONEY - MAKING CHANGE - PROVING CASH.
San Mateo County; Ail{ Hughes, 1971. 13 pages.

For student use in a salegmanship class, this learning

"activity package on handling money has instructional

¥ojectives and programmed activities, with arithmetical

problems. Order ID 003 254.15.
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- 107- Making Change (continuc~d) @ . =
< 5 2 ég -v o
A é .§ © ~ @ b o
MAKING CHANGE. Norwalk-La Mirada District, \!orwelk High 2l 8 L ) v - I
School, Norwalk. 28 pages. R 2 EL ol & -éi &
A wolx competency unit intended for use with prepared & 2 5 § ‘: : K
tapes of information. Includes learning activities with g = ‘ al ® o X2
sawple forms, daily reviews, working papers, pretest and ﬁ @ g\ﬁ & o & € &
posttest. Scripts for tapes are not includeéd. Ordex )
ID_C _254.39. ,, SURLEROOE
X| |X|X X
MAKING CRANGE. Chaffey Union High School District,
Ontario; Mary Ellen Montgomery and Mary Sauter, 1973.
24 pages. N
A learning activity package for use with Clerical ) -

Recordkeeping by Baron and Stenfield, Course 1, 3rd
edition, South-Western Publishing Company. To be used

step-by-step instructions, problems, answers, working

with cassette tapes. Includes performance objectives, l_‘-
papers, and posttest without the key. Order ID 003 2€9.4.

-

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

A learning activity package of particular value to sale
clerks, cashiers, and ticket sellers. 1Includes intro-
duction, general instructions, performance objectives/
tour practice assignments, and self-checkifg answerg/
No preteat or posttest included. Order ID 003 269

AIBICIDIEJFIGIR]I

COMMON CORE--MAKING CHANGE. Ygnacio Valley High School,
Concord; Ted G. Bogioﬂg;. 27 pages.

A learning activity package including intfoduction,

instructions, performance objectives, progress checks, :

self-tests and answer sheets. Covers various cashier- AlB I Cﬂ I Elrlc E(
X

ing activities. Includes bibliography. Order
ID 003 278,2S.

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

" A student learniing activity package designed to develop :
change making ski{ll in common sales transactions. Pro- o
vides 15 rules on proper handling of cash transactiong.
Measurable objective stat-d. Includes posttest and answer _A__B_‘_L DIE | PIGIHIT,

sheet. Order ID 003 278,26. XIX X

26




DESCRIPTORS

'i07 - Making Change (continued)

P

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

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

Pretest/Rey

LAF

T

» | Teacher Rescurce

[-
Bibliogkaphy
! Text Required

®| AV Required -

to safeguards. in change making. Measurable objectives

]

"] Equipment Required.

™ | © | Measurable Obj.

pe=] M

¥ 1 ™| Post Test(s)/Ke

» stated, Pretest and posttest included. Order

ID_003 278.27.

promusfinas

-]

108 - Math Conéutations:

FRACTIONS. Source Unknown. 10 pages.

This student learning activity packet on fractions con- - %
tains objectives and an explanation of common and decimal

>3

fractions. Included are problems in adding, subtracting,

multiplying, and dividing fractions and decimals. A test

is 1nclud?¢. No key included. Order XD 003 104.1.

?

MATH Puz:m-r - ACHIEVEMENT TEST. San Mateo County
. " . Schools, Regional Training Program, Redwood (- - _ _ ;
- Charles A. Priest, 1972. 14 pages.

Mathematics placement test diagnoses student's abil-
ities in the following areas: (1) whole numbers, (2)

fractions, (3) decimals, (4) ratio and proportion,
(5) percentage-, (6) wmeasurement, and (7) graphs. Order
ID 003 104,2. . X

EXTENSIONS. Source Unkmown. 6 pages.
A learning activity package for general business.

Includes sequentialized activities and a performance 3
evaluation test. No answers available. Order A CIDIE GlLE
ID 003 117.1. ’ ) X :

MATH COMPUTATIONS. Mt. Diablo Unified School District,
Ygnacio Valley Righ School, 60qcord. 12 nages.

A student AP to provide an intensive review of arith- ]

metic fu atals using SPECIRUM MATHEMATICS SERIES LA C{DIE

textbooks. urder ID 003 259.14. . Ix X
23 -




108 - Math Computations (continued) ' G

CHANGING FRACTIONS TO DECIMALS, Chester Brooks..

5 pages. ;

This student learning activity package on changing
fractions to decimals includes explanations and prac-

. tice problems; kéys to problems are not included.
- Order ID 003 262,

4

DBCI;IAL‘ FRACTIONS. Joseph Greco, 1970. 10 paées.

Teacher resource material including general and
specific objectives, a list of suggested inscgpc-
tional materials, and recommended activities.

Order ID 003 262.1,

PERCENTAGE. William House, 1969, 8 pages.

This teacheg resource unit contains an outline,
general and measurable ob Jectives, recommended instruc-
tionmal materials, and suggested student activities, .

" Order ID 003 262.2.

School District. 39 pages.

\ A student LAP and teacher resource terial to accom-
spany the workbook Business Math/30, Gregg Division
- McGraw-Hill. Includes objectives, instructional infor~
mation, assignments, posttests and keys, and angwer
sheet form. Order ID 003 262.4. °

FUNDAMENTAL SKILLS IN MATHEMATICS. w:;::}}a Unified

DEVELOPING PROGRAMS FOR SLOW AND DISENCHANTED
LEARNERS OF MATHBEMATICS, Terrence F. Rieger, 1972,
19 pages. '

A teacher resource unit including a bibliography and
description of a mathematics prograa developed by the
State of Montana for the slow learner. Order

ID 003 262,5.

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

This self+contained student LAP on office math has six
activities with answers on changing percentages to
decimdls and decimals to perceuntsges. Objective
pretest, a posttest, and an instructor's key are‘36

included. Order ID 003 262.6.
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108 - Math Computations (comtinued)

BASIC MATH SKILLS, Sweétwater Union Righ School District,
Hilltop Jr. High School, Chula Vista John Ayres, 1972.

5 pages.

A pretest to identify student weaknesses in basic mathe-
matical skills is provided. No key imcluded. Order '

ID 003 262.8.

g

MULTIPLICATION AND DIVISION OF DECIMALS. Daryll W.
Rhoads. 13 pages.

This self-contained student LAP on the multiplicatien
and division of decimals includes a self-test with
solutions, explanations, problems, and a posttest with

solutions. Order ID 003 262.11.

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

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

ID 003 262,12.

bd

BASIC MATH., Nadine Reid and Alice Stephens. 46 pages.
This self-contained student LAP has explanations,

- problems, and answers, in addition to subtraction,

multiplication, and division. Ordar ID 003 262.15.

MATH COMPUTATION -~ A LITTLE BOOK OF PROBLEMS., Norwalk-
La Mirada Unified Schovl District, No:walk High School,
Norwalk. 25 pages.

A student LAP including survey instructioms, practice
problems, table of decimal equivalents for fractions,
progress test, answer sheet, and math test. Covers
fundamentale, fractions, decimsels, and percentage.
Keys to LAP problems and tests are not included.

Order ID 003 262.16.

31
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108 - Math Computations (continued) L 1 |- 19 3 ‘
| o - < |3 11 13
.COMMON CORE COMPETENCY MODULES. Clovis Unified' School 3 8 ° .
District, Clovis Adult School; Robert W. Fuller. 24 pages. 3 o ol é’ :- o I f 3
e . .t ~t 2] M
Clovia' common core modules include:..Basic Mathematics; ol & - I I I R I o
Written Communications; Oral Communication; Reports, - O A -1 - I B
Manuals, Directories, and Catalogs; Spelling: Job Appli- ] o ol of % =13
cation; 10-Key Adding Machine; Sortimg, Checking, and Sl 3 3 o &l &S y
Verifying; Filing and Retrieving: Handwriting; Making
Change; Proofreading; Instructions. A separate section A|BICIDJE]F|Gin]1
on Objectives and How to Use Them is included. Order X 'y *
ID 003 271.4. : : '

COMMON CORE - MATH COMPUTATIONS., Ygnacio Valley High C
School, Concord. 12 pages. . ' o
A student LAP covering math fundamentals, fractions, e . _
decimals, percent, and graphs. Includes objectives and ' ‘

student instructions for use with Spectrum Mathewatics n 3 ﬂﬂﬂﬂﬂ Bil
Series. Order ID 003 278.28. . \ BEE E

-~

109 - Oral Communication

*

BUSINESS COMMUNICATION, 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 ‘speeches ) N

to inform, entertain, or persvade is presented in I
readable form. Measurable behavioral objectives are PAJBICIDIEIPIGIH}T]
included in the LAP. Order ID 003 251.1. x| x

LET’S TALK BUSINESS. San Diego Uniffed School District;
Evelyn Jenkips. 1973, 145 pages.

Student matetrials requiring reading, listening to class- -
room practice tapes, listening and responding -to taped

~ exercises, and. finally recording original sentences on

Measurable objectives are stated. Scripts are included. Alslciplrir IG il
Specific teaching suggestions are included. Order o I —
(ID 003 263.19. (Available only in microfiche.) X XIXJIX)X X| X

cassettes. The six small LAPS cover: 1) verd to be;

2) third person singular verbs; 3) posgessive 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,

24 -




109 -~ Oral Communication (continued)

»

ORAL COMMUNICATIONS. Buchser High School, Santa Clara,
19 pages. ' <

LAP includes suggestions for topics of conversation with

' instructions for selecting conVersational partner and

peer ‘evaluators. Evaluators listen to and rate conver-
sation partners. Rating sheet is included. Other actiwvi-
tjés require students to answer or ask questions or make
requests. 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 fnformation, The ZXP
Code Directory, Telephone Directory, and Secretarial
Handbook are required to complete the LAP actiyities.
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~-c¢oded and

. single~coded cities. Pretest and answers included.

Order ID 003 242.5.

ZIP CODE DIRECTORY. Huntington Beach High School

and Westminster High School; Doris Colgan. 10 pages.

A student learning activity 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 Q03 242.11.

USING THE TELEPHONE DIRECTORY. Bulatovich. 10 pages.

A student learning activity package cn locating names,
addresses, and aumbers in the telephone directory. How
to use 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.

30
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110 - Reference nuals, Directories,

Catalogs (continued)

nt Required

" 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 the,Zip Code Directory. Charts and sample x' .
pages are f{ncluded. Order ID 003 249.9.

14

> _'I‘eacher.lleawrce
% |'Bibliography

| Pogt Test(s)/Ke
Q| Texkt Required
=1 av Required

= Pretest /Key
™1 Bqui

ol e Measurable Obj.

£

" USING THE ZIP CODE DIRECTORY. Maxine Shofner. 6 pages.
A resourck unit on use of the Zip Code Directory,

General and measurable objectives, suggested {ngtrue- | .
“tional materials, and student activities are included. AlBlciDlElricla 1

Order ID 003 256.3. X} X X

DEVELOPING PBX ‘SKILL COMPETENCY. George\ Hall. 7 pages. T

« Skill unit includes resource material for the teacher, , ] )
general and measurable objectives. Multimedia is sug- ' d,
gested for teaching the switchboard's basic functioning. AIBICIDIBIY Ij

Ordﬁr 1D 003 256 4.

e
>4
»”

USE OF RE?BﬁENCE“HA’fERIALS. Visalia‘tluified School
District, Visalia; 1972. 37 pages.

A student learning package on how to use selected
basic reference materials, including the directory,
thesaurus, almanac, city directory, and the Readers'

Guide to Periodical ng‘gga;ggé. Pretests and key
are included. Measura >le objectives are stated, e

Order ID 003 256,18.

CATALOGS. Source Unknown. 10 pages. .

A student LAP explaining the need for and use of busi-
negs catalogs. 1Includes stated objectives, introduec-
tion, {nstructions, ssmple forms, and five vorking
assignments. Spiegel Catalog is required to complete
the activities. Keys to activities are not included.

Order ID 003 256.67.
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' 110 - References, Nnna;als, Directories,
Catalogs (continued) °

]

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

¥
A student learnin. activity package op dffferent refer-
ence books to assist stenographers and typists on where
to find the answers. Questions and answers are 1n¢1uded.

Order ID 003 257. T X
\ R :

REFERENCES, MANUALS, DIRECTORIES, Norwalk-La Mirada,
Norwalk; 1973. 62 pages.

.A learning activity package coveriag the use of dic- o '
tionaries, telephene directories, ZIP Code Directory,
and ewployees handbooks. Stated objectives, directed
activity assignwents, working papers, business forms, I
and a posttest are included. Reys to LAP and posttest AIBICIDIEIFLGC
are not included. Order ID 003 257.7.

]

Pretest/Key
1" 1. Poat Test(s)/Key(s
Equipment Requived |

¥
-
\\\

> | Teacher Resource
® | Bibliography

© | Text Required

= | AV Required

Clrap

M| 9 IMeasurable Obi.
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-

le} CODE., Source Unknown. 1974. 10 pages.

‘ A 1AP on theiuae of the National Zip Code Directory.

including stdted objective, introduction, 1nqtructioné, BlcipiElricinlr
appendix, and five activity 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. Y

A student LAP with activities to fmprove efficiency in A C{DIEIFIC
using dictionaries. Order ID 003 263.7. X XIX|X

<

1=

LEARRING ACTIVITY PACKAGE FOR DICTIONARY USAGE.’
Whittier Union High School District, Pioneer High
School, Whittier; Elaine Prukop, 1972._ 22 pages.

Included are eight activities covering aiphabetizing,
synbols and abbreviations, spelling, and pronuncia- alslclolelelclul:
tion. A review checkup completes the package. B = L s

Order ID 003 263,18. X{ X

USE YOUR TELEPHONE DIRECTORY. Carlwmont High School,
Belmont; June Terzich. 27 pages.

' The .6xercises in this illustrated learning activity
. package axe degigned to develop skill in using the
vhite, yellow, and greén pages of- telephcne direc-
tories. Key for posttest not inciuded. Order
1D 003 265.36. o B

Q . N .. .375




110 - References, Manuals. Directorie .

*f

.Codes, com

Catalogs (continued)

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

An illustrated student reference manual with inforwation
and activities on the use of the telephone dixectory, -

. Pretest has no key aveilable. Order ID 003 265.44. 7

Z-ZIPPING TRROUGR THE ZIP CODE DIRECTORY. Madigson Righ

" School; Jean Aldridge. 22 pages.

This learning activicy packet is designed for practice
in using efficiently the Zip Code Directory, It
includes illustrations and exercises to reinfqyee

learning. Order ID 003 265,47 .

A LOOR AT THE TELEPHONE DIRECTORY.  Ann Hake and Jean
Aldridge. 25 pages. ' =N

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 ID 003 265.53.

REPORTS, MANUALS, DIRECTORIES, AND CATALOGS. Chaffey
Union High School District;.l973. 88 pages. .

Six learning activity packages designed, for the stu-
dent's use in the clagsroom dealing with reports,
manuals, directories,and catalogs. These LAPS are
baged .on the State Program Guide (common core, Comp. }p)
and include the dictionary, telephone directory, 2IP
telephone digectory,. catalogs, and road
ckage containg a posttest and answers.
. (Available in microfiche only)

maps.
Order

REPORTS, MANUALS, DIRECTORIES. Mt. Diablo Unified
Scheeol Distriet, anafio 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. Umit I includes -
seven activities veing the Telephome Directory and ’
Unit IT includes two activities using the Zip Code

Directory. Order ID_ 003 270,3.
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References, Manuals, Directories,
Catalogg (continued)

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

——
Student completes activities using dictionaries, eip
code and-tglephone directories, Scars catalog, air and
bus schedules, maps, and employee handbooks. Posttest
is included. Material correlates with local telephone
directory, but can be readily adapted. Key to posttest
is not included. Order ID 003 271,5.

TELEPHONE. Santa Clara Unified School District,
Buchser High School, Ssants Clasra; Robert McGinnis,
1975./ 24 pages.

A learning activity package using a local telephcne
directory (required for pre- and posttests) and a call

director. Order ID 003 278.2.

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

Through nine activities, the student learns to use five
different reference sourcés in this pecket. These
sources include directories, catalogs, schedules, and
oaps. Order

USING REFERENCES.
District. 19 pages.

Student activities to acquaint learmer with a gteno-
grapher's handbook, a dictionary, a word division guide.
Includes an extensive list of reference materials.

s Angeles City Unified School

Correlates with Reference 1 for Stenographe
Typists. New Mexriam-Webstexr Pocket Dictionary, and
Applied Buginegs Tvping by Holland. Order ID 003 278.30.

THE DICTIONARY. Ravenswood High School, East Palo Alto.
8 pages. . )
Introduction to the dictionary as a reference source.

Work sheets help gtudents find, spell, pronounce and
determine the meaning of words. Answers not included.

Order ID 003 265,16.
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111 - Simple Business Records: R @ 4
. W 'g .
| ; YEREREE o
KEEPING PERSONAL RECORDS. Source Unknown. 22 pages. HEENMECERELE
This student LAP on Keeping Personal Records contains al a & a L
objectives, activities, and problems. The posttest v IS ul ol &l & 3
requires students to prepare a monthly budget and record Sl =31 = I I |
~ trabsactions in an Income and EBxpense Record Book. Keys | e g' R B S
to LAP and posttest are not .included. Order ID 003 107.1. | ™| ® LELELKL
: A nj[c plE]lFrlcu]:x
X| X X

CHECKING. Source Unknown. 22 pages. .

Iocluded in this student LAP on checking accounts are
objectives and sequential activities. Samples of
signature cards, check forms with stubs, quizses, a
posttest, and & bank reconcilfiation problem are pro-
vided. Keys to LAP and posttest are not included.

Order ID 003 107.4.

BUSINESS FORMS. Sour&e Unknown. 19 pages.

A learning activity package, it includes saaple busi- |
ness forms, a narration of transactions, sequentialized
activities, and performance tests. No angwers included.

Orde}' ID 003 117.

BUSINESS RECORDS., Visalia Unified School District,
Visalia. 18 pages. .

A student guide to accompany the Cext General Record
Keeping, 5th Edition. Perwits the student to work at
his own pace. Provides objectives, outline of assign-
@ents, and standards of performance. Order

ID 003 256.20.

BANKING SERVICES. Nancy Gienger, 1969. 15 pages.

This teacher resource unit on banking services includes

general and specific cbjectives with competency and

specific skills listed, an outline, general teaching

procedures, teaching suggestions, a list of reference -
materiale, evaluation procedures, and exapples of
checks and bank reconci{liation statements.

Order ID 003 259.190. . :

i




. 111 - Siugpie.nustness Records (continued)
JEiNEss Records

’

DESCRIPTORS

‘with text, Clerical Recordkeeping, 3rd edition. Post-

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

Activities in this learning activity package include .
handling a checking account, petty cash fund, inventory
records, and purchasing documencs. ‘Specific textbooka

i

Pretest/Key

—

—

AV Required

are required for each activity. Keys to LAP activities
are not included. Order ID 003 259.13.

> | Teacher Resourc
@ | Bibliography

m

"1 i Post Test{(s)/Key(s)

™| Equipment Reguired

»® | © | Meagsurable Ob

| 9| Text Required

SIMPLE BUSINESS RECORDS - COMMON CORE, CGHPETENCY 11.
Source Unknown. 49 pages. -~

Learning activities correlate with state objectives.
Students complete shipping orders from message forms
giving information. A cassette and booklet sare needed
to complete the agsignment, but are -not included with
these materials, Activities for 11.4 are correlated

tests for each secticn are included. Keys are not

included, Order ID 003 265.81.

% o

b‘lﬂ
==

SIMPLE BUSINESS RECORDS, Norwalk-La Mirada Unified
School District, Noxrwalk High School, Norwalk. 20
pages, Y

A work competency vnit on sales and credit memo verify-
ing and posting. Adding machine prerequigite. Imcludes

business documents for source material, working papcrs,
sample sales register,and customers’ accounts., Posttest
and problems available, but no answer key. Order

ID 003 270.6.

BUSINESS RECORDS SIMPLE--LAP. Santa Clara Unified School
District, Buchser High Scheool; Bob McGiomis, 1975.
27 pages.

Learning activity package for students in the common core. .Aq Blc

Covers simple business records. Keys not included.

Order ID 003 278.4. !

SIMPLE BUSINESS RECORDS. Mt. Diablo Unified School Dist.
Ygnacio Valley Righ 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 wock refers’

to Clerical Record Reeping, second edition, South Western

!

s

X

JL*: C

Publishing Company. No tests. Order ID 003 278.38.
-31-_ ~
-39
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112 - Sorting, Checking, Verifying: ol * s ég 2
, g ¢ o O .g y @ '
~ EREEEEE N
. ! o - 2 S of A N €
CLASSIFYING INFORMATION BY SORTING. B. J. Allison, sl & ul o & & 3 g
1971. 11 pagds. gl = al- 8l of o & &
, . R N
An inestructional resource guide, Includes objectives, &) R 3 = Al o ~ <] w
pre~ and posttests, activities, and job standards.
Order ID 003 103,2. - AlBICIRDIE|FIGIu|1

SORTING, CRECKING, AND VERIFYING. Tanalpais High School,
Mill Valley; Susan Doll Pehl, 1973( 728 pages.

R . . \\‘ .
A student LAP containing 12 activigieﬁ to develop gkills
in sorting, checking, and verifying {nformacion, Keys
to LAP activities and posttest are not included.

Order ID 003 256.64.

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

A student LAP consisting 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 assignuents.
Intended to provide competency {n sorting and checking
sales slips, comparing names and numbers, and copying
business data. Includes pretest, posttest, and work-
ing papers. No kéys included. Order ID 003 270.5.

L RN

SORTING, CHECKING, VERIFYING., Oakland Unified School
Dictrict;‘yerle Wood. 31 pages.

A learning activity Package designed for students com-
pleting the common core compatencies. The docupent
presents 12 self-paced, self-checking, jobg that drill

. the skill areas of sorting, checking, and verifyths.
Order 1D 003 278.1. -




‘ 112 - Sorting, Checking, Verifying (continued)

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

S~rting business documents, verifying math computa-
tions, and planning efficient systems for checking
are included in this learning package. Order

ID 003 278.31.

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

A leesrning activity package including objectives; instruc-
tions.and 12 ectivities. The purpose of these activities
is to develop competencies in sorting, checking, and
verifying miscellaneous daia. Several activities require
information not furnished in this LAP. A pretest is ,
included. Answers are not included. Order ID 00? 278.32.

113 - Spelling:

SPELLING. College of Alameda, Alameda; Mar jorie Dixon.
21 pages. RS

Student materials include a list of 400 spelling words
taken from a college-~level busineas\kngéish text, test
forma, and follow-up worksheets. Also piven are a
variety of prucedures the teacher could use to imple-
ment these materials. Ovrder ID 003 106.1.

SPELLING. Chaffey Union High Schbol Distrfct, Ontario;
1972-1973, 36 pages.

This self-contained student LAP covers spelling rules
in Section I and error patt:zpc’fgﬁgzziion II. A
casgette.tape to record answérs is required. Script
for spelling tape #1 an’ kéys to section posttests are
not included. Order ID 003 262.17.

SPELLING AND WORD U E. Visalla Unified School
Digtrict; 1972, 37\pages.

A tvo-part student to impreve spelling add word
usage abilities requir use of a dictionary and
teacher-prepared spelling tapes. Scripts to spelling
tapes are not included. 059er ID 003 263.6.
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113 - Spelling (continued) )

HOW'S YOUR SPELLING? San Mateo County Schools, Regional

Training Program, Redwood €City; Charles Priest, 1972,
10 pages.

A studénf LAP for spelling iwprovement correlated with
lling Drills and Exe cises, Gregg, 1964;: Lincoln

Diagnostic Tests, N. Y. Educational Records Bureau, 1949;

and §gellingﬁfrincigleg. Appleton-Century Crofts, 1966,

Tests are mentioned, but not included. Order

ID 003 263 12,

SPELLING, Arlene McCabe, 1970. 15 pages.

An occupa:ionai competence unit containing objectives,
instructional materfals, practice drills, and word
lists. Order ID 003 263.14.

SPELLING IMPROVEMENT FACKET, Maxine Keilig, 1972, -
38 pages. \

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

" a posttest. Order ID 003 263.20.

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 Spelling by
Principles by Smith. Activities are asgigned after
completion of a diagnostic pretest. Worksheets are
included., Secript for pre- and postests are not in-

cluded._ Order ID 003 263.21.

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

A learning «¢:{vity package containing a puide to

Gregg's Spelling Drills by Brendel. Spelling pre-

and posttests are included. Order ID 003 278.3.
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. 114 - Telephone:

RECEPTIONIST,. Santa Clars Unified School Digtrict,
Buchser High S;hool, Santa.Claera; Robert McGinness, 1972.
5 pages.

Goals, objectives, and skill tesks are outlined for a
one-gemester certificated occupationsg 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,

<

TELEPEONE ANSWERING TECENIQUES. Grosswmont College,
El Cajon; Karen Seal, 1972. 9 pages.

This LAP is designed to follow an introductory film,
such as Pacific Telephone's A Manner of Speaking.
Ceneral and measurable objectives are atated. Order

ID 003 242.6.

YOUR FUSH BUTTON TELEFHONE. Noxsalk-La Mirada Adult
School; Inez Shilting, 1972. 13 pages.

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

ID 003 242.13.

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

26 pagea, w )

-

A student learning activity package to aid in the use
of the telephone directory's intreductory 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, posttest,
and anawers 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 materisls using multimedia, and suggested class
activities in efficient use of a telephone directory.

Order ID 003 256.1. °

DESCRIPTORS

) <
Q
@ L] :
"AREREECRE
.E 2?ﬂw§g§
33 "EEEE
EREEEEE
L w H e @
Ul ~ of W] & o] ot -
EEEEEERE
L&l A Eg 21 ol &l & <] &
AEBICIDIE]IFIGIHTII
X
/
Alrﬂclnsrcg__;_
| Ixlx
alBlcinlelricinly
xixlxlx
Alsjclolelrlclnl:
XIXixXx]X
alslclolelrlcln]
11 ] Ixlx]




ﬁﬁb - Telephone (continued)

\

TELEPHONE COURTESY. Phyllis Grichuhin, 1970,
9 pages.

Skill unit includes resource materials and suggested
claas activities for.the teacher. General and measur-
able objectives are stated, multimedia are used in
teaching various telephone techniques, and a bibli-
ography of instructional materials is provided.

Order ID 003 gSo.

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; Secretarial Offfce
Procedures, eighth edition, Teletraining for Business

- Studies, 1965; and The Receptionist, 1966. Keys to .

the activities and posttest are not included. Order

- ID 003 256.58. .

T
TELEPHONE TECHNIQUES--SCRIPT. . Ravenswood High #chool,
East Palo Alto; 1973, 15 pages.

This is the script of the General Slide Package for
Business produced by Pacific Telephome and Telegraph
Coxpany to improve telephone techniques. Order

ID 003 265.35.

TELEPHONE, Norwalk-La Mirada Unified Schooi Jstrict,

' Norwalk Righ School, Norwalk. 33 pages.

A 1AP 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
sttest are included. Keys not included. Order

a.
003 265.71.

TELEPHONE., Huntington Beach Unjon High School District,
Fountain Valley High School; Denis Gltschierlnob
Crenshaw, 1974. 21 pages.

A student LAP to improve telephone personality, mamners,

and techniques for handling incoming sales calls and

customer objection situations. A Telephone Activity

Worksheet 18 included. Order ID 003 278.9. A q
L
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114 - Telephomne {continued) Y] . @ et
\ [V ;1 5 PN =
| - .‘ SERFFEREEE
RECORDING TELEPHONE MESSAGES. Richmond Unified School B EREEREE
District, Havry Ells High School, Richmond; Agnes Gowen, b B s a L -
1970. 11 pages. . ' < = 3l 8 9l |
This learning netivﬂ:y pnckaée covers background infor- 5 § Sl é’ 5 S é : : g
mation on the switchbodrd and how to record messages. '
Pre- and posttests are included. Order ID 003 278.33. A|BICIDIEI}FiGCIRII
x| Ix]x]

TELEPHONE, Mt. Diablo Unifted School District, Ygnacio
Valley High Schoel, Concord; 1974. 34 pages.

The learning activity package 18 to be used with commer-
cially prepared Telephone Dynsmics. A cassette recorder

is needed. The telephone techniques are presented as

well as objectives. Pre- and posttest (no key) are AlBLCIDIEIF

%

in¢cluded. Order ID 003 278,39.

4
'

115 - Working with People:
- RECEPTIONIS. Gertrude Roberts. 8 pages.

' A' skill unit that includes general and meagurable objec~
y tives, suggested imstructional materialg, and student -

on procedures in handling callers is alse a part of this

activities for training receptionists. An evaluation AlBIC!D 3',
unito Ol‘der !D 003 13101 "

CARRER DEVELOPMENT. Riverton School District, Riverton,
Wyoming: J, C. Hice, 1972. 14 pages.

>

E
o 4
(=] ¢

I
J=

A learning activity package for use with selected refer-
ence material. Provides planned activities and & 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 evaluatfon and improve-
sent with a view to career development. Includes self-

ning material. May be used in conjunction with career

evaluvation, program planning, and saleable skill plan- Al 8l ¢

development tapes and film strips. Order ID 003 265,77.
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WORKING WITR PEOPLE. Mt. Diablo Unified School District, 3._ o o e &l 2 3f §
Ygnacio Valley High School; 1974. 43 pages. g - = I I o & <
‘ . . L o e e
A student learning package that will contribute towards | SI - I A I B
personal development {n working with people. Unit
includes three sections: .-voice and expregsion, pexson~ A|BICIDIEJFIGIH|I
ality, and human relations. Order ID 003 270.2. x| x

WORKING WITH PEOPLE.. Buchser High School, Santa Claga;
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, .
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 -EMPLOYEE -CUSTOMER RELATIONS. Huntington

Beach Union High School District, Fountain Valley

High School; Denis Gitschier and Bob Crenshaw, 1974,
" 21 pages. '

- A student learning packet with four case problems and
suggested solutionsg that contribute towards personal
understanding of the relationship between employers,

employees, and customers. Posttest included; no key. e
Order ID 003 278.37. o XX ] 3. X

WORKING WITH PEOFLE, Mt. Diablo Unified 3School District,
Ygracio Valley High School, Concord; 1974. 34 pages.

Activities in this learning activity pa;luge {include
three sections;  voice, personality, and human rela-
tions. Many suggestionb are iihcluded for working with
people.. Evaluation forms, progress check sheets, and alslclolelrlelal:
records to play are mentioned. Tests are not ncluded. e e o

Order ID 003 278.40. X




. 116 - Written Congnunication:

P

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

Contains pre- and posttests, learning guides, and
exercises for seven learning activities. These are
interspersed with checkpoints. Includes model letter.
Keys not included. Order ID 002 251.

BETTER PUNCTUATION WITH THE COMMA, Rawmona Migh
Scheecl; Barbetta Krogman, 1970, 23 pages.

A teacher resource unit and a self-contained student

- LAP on the principal uses of the comma. Explanaticmns,
exercises, self-tests, and answers are in_the LAP.
Order ID 003 263.3.

BUSINESS ENGLISH, Visalia Unified School Districe;
1972, 257 pages.

A teacher resource unit and student. guide consisting
of a comprehensive coverage of gremmar instruction
organized into 14 small learning activity packages
correlated with Business English and Communication,
4th Edition, by Stewart, Lanham, Zimmer, and Clark;
McGraw-Hill Book Company. Order ID Q03 263.13.
(Available in microfiche only)

s

PROPER WORD USAGE, Montérey Peninsula Unified School
District, Roger S. Fitch Jr. High School; Alice M.
Gieschen, 1971. 28 pages.

There are 25 troublesome words included 1& this stu-
dent LAP on word usage. The LAP provides the student
with an opportunity to test his knowledge.on the use
of these words, to engage in study if necessary, and
then take a posttest. The text Heath Handbook of

Eonglish 9 is used. Order ID 003 263.15.

L]

THE COMPLETE SENTENCE. Bill Taylor. 18 pages.

The purpose of this student LAP is to help a studeant
become pro?icient &t recognizing and correcting sentence
fragwents. A pretest, study guide material, and a-post-
test are included in the LAP. Order ID 003 gg;.lié?p
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116 - Written Commpunication (continued)

\ WRITTEN COMMUNICATION. Norwalk-La Mirada Un{fied
School District, Norwalk High School. 18 pages.

A 1AP intended for improvement in business communi -
cation, Contains problem material, sample businegs
letters and memos, bulletins, etc. Keys not included.

Order ID 003 265.72.

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

The learning package presenté clear and not-so-clear
messages In order to help the student write effectively.
Order 1D 003 278.34.

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

A learning activity package whose goal {s to build
paragraphing, punctuation, and vocabulary skills. A
pretest and diagnostic chart directs students to
various punctuation problems. Vocabulary building
sections use the workbook for Business English and
Coftmunications, by Stewart, Lanham, and Zimmer, 3rd
Edition, published by McGraw-Hill. Keys vot included.
Order ID 003 278.35.

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

A student learning package on 1dent:ify}k§ both complete
and incomplete sentences is followed witK activities
containing correct and incorrect word usage. Choices
must be made in use of commas, capitalization, ¢c =0-
sition, and message writing, No posttest. Order

ID 003 278.36. T
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200 Office Core

.gpl ~'Buplicating:

»

DUPLICATING MACHINE OPERATOR. Santa Clara Unified
School District, Buchser RHigh 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 003 121.1.

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

Guidelines for the liquid duplicating operator serve
as 8 job training description to be presented to a
potential employer during an interview along with the
certificates earned and a personal resume. Order

ID 003 121.8.

* )

MIMEOGRAPH DUPLICATING OPERATOR -~ GUIDELINES, Santa
Clara Unified School District, Buchser High School,
Santa Clara; Robert McGigness, 1972. 5 pdges.

Guidelines for the mimeograph duplicating operator
serva as a job training description to be presented
to a potential employer during am interview alo
with the certificates earned and a personal reszﬁxg
Order 1D 003 121.9.

-

DUPLICATING MACHINE OPERATOR, Kerm 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

ID 003 121.15.

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

ar

A skfll unit that includes general and measurable
objectives, suggested class activities, a bibli-
ography, and other teaching sources. Supplies and
equipment needed for teaching the offset are listed.

Order ID 003 121,.16.
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201 - Duplicating (comtinued) ) - T ' EE 3
. | . : RERRE
] b o )
TYPING A FLUID MASTER. Escondido Union High School Di 8l 5 13 [N | @
trict, Escondido High School, Escondido; A. Irene o '54 1ol 1A H 9
xl © ~ 3 - - R K.
Brouillet, 1972. 10 pages. . N # o 5o @ -.ér £
In this learning activity package the student is directed \ 2 & - &l = @ §
in typing fluid process masters on manual and electric -1 ol of =] %™ 3
typewriters. In addition, instructions are given on how & = 3 = al a8l S
to correct errors, draw and write, and use multicolors aAlBlciplElrlclnlT
on a fluid process waster. Duplicating Machine Procesges,
Pasewark, Sout-Western Publishing Co. needed. Order x!x ! x

ID 003 238.1. -

HOW TO TYPE AND RUN A STENCIL, Howard G. Graubmer, 1972.
- 20 pages. :

The purpose of this learning activity package is to

help the learmer understand the process of stemcil
duplication and to develop the ability to type sten-
cils which will produce legible copies and to run

copies off on a miieograph machire. Order ID 003 238.10.

OPERATING THE len CUPLYCATING MACHINE. Escondido High
School; A. Irene Broulile:, 1972. 11 pages. -

A student learning sc:ivity 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 Pluid by Willism ' X
R. Pagewark, South-Western Publishing Company, 1971. AIBJCIDEEIFiCIR]2
Order ID 003 242.15.

SCOPE,_,&(ILLUMINATING DRAWING BOARD). ABC Unified School
District,  ABC Adult School Office Occupations Center,
Hawaiian Gardens; June Boardman, 1973. 14 pages.

A learning activity package on how to trace, shade,
letter, rule.and meke proper corrections on a stencil

. =
sheet while it is attached to a scope. Pre- and post-
tests and measurable objectives are included. Key not AJBICIDIRLF -&-L—H
included. Order ID 003 256,41. _ X[X]x}]x

SPIRIT OR FLUID DUPLICATOR. Tulare Union High School:
:Ron Schlotthaver, 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 AJBICIDIE|F BiI
included. Key not included. Order ID 003 256,55. X
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201 - Dugl;c}ating (continued)
- *J

,
ll‘l:
» | Teacher. Kesource

nt Required

il

DUPLICATING. Ygnacio Valley High School, Concord, . '.-1
8 pages. T

Joba in this activity are taken from Duplicating usghine
Processes, Pasewark, South-Western Publishing Company; -
A. B. Dick Company Hiuogmpb Series; and Western Tape
filmstrips. No tests or performance evaluations are X

included. Order JD 003 276,.10.

R

Measurable Ob{.
Pretest/Key

| Post Test(s)/
Equi

LAP

w | Bibliography

o)
o
m
O | Text Required.

=1 AV Required

-t

a
3

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

Included in this learning activity package are two
suggested activities. It contains information about

equipment and supplies needed duplicating and pro-~
cedures to follow. Order ID 003 276.11.

202 - Filing and Retrieving: ' .

FILING CLERK - GUIDELINES. Santa Clara Unified School
District, Buchser Righ School, Santa Clara; Rébert
McGinness, 1972. 3 pages.

Guidelines for teachers and students serve as an impor-
tant part of a certificated occupations 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 003 121,10,

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

The rules for filing, equip;nent used in filing, steps
in the filing process, and the four methods commonly
uged for filing are stated in this learning activity

package. Measurable objectives are given, "Pretest '
and posttest included. No keys included. . Order * _Aq CIDIE GlHII
, ID_003 262,7. C . [xix }x jx
A

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

‘ Y atudent 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 biblfiography are

included. Package is developed for use wtch Grégg Qu:.ck n nﬂ
Filing Practice, Kahn, Yerian, and Stewart, McGraw-Hill .nn

Q
EMC Book Co. . Inc. » 1961. ' O_tder E 002 242.22 5 ‘ .
‘ ~%3-
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" DESCRIPTORS

202 - Piling and Retrieving (continued)

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

A student learning package on the basic rules for alpha-
betic filing. Writtem to be used in conjunction with
usiness Filing and Records trol, Third Edition, by
Bassett, Agnew, and Goodman, South-Wegtern Pudblishing
Company, 1964. Keasurable objectives and tests are
included. Keys not included. Order ID 003 256.31.

Y.

% { AV Bequired

nt Required
o

Pretest
| Post Test(s)/Ke

% | @) Text Required

Equi

® | Teacher Resource

®{ Bibliography

id 71

Y [ Mecasurable Oby.

m
[
ya

OFFICR CORE COMPETENCY MODULES. Clovis Unified School
District; Robert Puller, 1972, 11 pages. ‘

The following modules are included in this packet:
filing, duplicating, petty cash, and handling the

mail. Order ID 003 276.

FILING AND RETRIEVING - OFFICE COLS. Santa Clara
Unified School District, Buchser High School, Sante
Clara; Robert McGinness. 32 pages.

Packet for use by studentiﬁih office core or 3enernlm
office. Ten activities and exercises, Correlated

with Progresgive Filing by Kahn, Sth 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 &lpha-
\ betically and numerically. Must have Business Fil-

gng.and Records Control by Bassett, Agnew, and Goodman,
3ed Bdition, South-Western Publishing Company,
- Onder ID 003 276.8.

. L * K

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

. Student gtudy guide to accompany Moderm Clerical B
Practjice by Friedman and Grossmen, 3rd Bdition, Pitman

Publishing Corp. Includes ‘competency test and key.
?rder ID 003 276.12. '

S8 -
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- Mail ncoaing and oin

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 donestic
nail services. HMeasurable objectivee are stited. Pre-
test, posttest, and angwers are included, Use of multi-
media £ suggested. This package is developed for use

with Secretarial Procedures and Adminjietration, Haona,
Popham, Beamer, 5th Edition, South-Western Publishing

Company, 1968. Order ID 003 242.18.

)

MOUNTAINS OF MAIL: THE NEW WAY TO ADDRESS ENVELOPES.
Edgewood High School, West Covina; Mae M. Elley, 1971.1;
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 gystem is

described. Order ID 003 242.25.

INCOMING AND OUTGOING MAIL PROCEDURES, Visalia
Unified School District; 1973. 27 p ges.

A student learning package on how to handle mafl.
The student will be able to determine the different
classes of mail and calculate the amount of postage
on a gioup of 20 meil items; learn the state postal
abbreviations and type transmittable telegraws.
Measurable odbjectives, pretest, posttest,and golu-~
tions are included. Order ID 003 256.48.

LETYER FOLDING AND INSERTING PROCEDURE. South
San Francisco Unified School Discrict, South
San Francisco High School; Claire K. Mitchell,
1973. & pages. ~ .

A script for a slide/tape instruction on how to
properly fold and insert letters in the three types
of commonly used business envelopeas--small size,
large eize, and window envelopes. Script {s vwritten

for 27 slides. Order ID 003 258.30.
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204 - Petty Cash:

HANDLING A PETTY CASH FUND, Pittaburg Unified School
Dutgict; Nancy A. Hughes. 8 pages.

‘rhumccu;mtional competence unit contains a brief
orfentation, terminal performance objectives written
in detail, and a list ot suggested activities and

“vocabulary. Order ID 003 255.2. l

N— -
BUSINESS RECORDS - PETTY CASH. Santa Clara Unified
School District, Buchser Righ School, Santa Clars;
‘ Bob McCinness, 1975. 34 pages.

Learming activity package for students completing the
office core. Covers a variety of simple business
records. Used with General Recordkeeping, 6th Edition,
by Huffwan, McGraw-Hill Book Co. Order ID 003 276.3.

-~

205 - Spelling: o

WORD DISCRIMINATION OF SOUND-ALIKE 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 if necessary; and
then takes a posttest. Order ID 003 106.4.

06 - ing:

TYPING I. Santa Clara Unffied School District,
Buchgser High School, Santa Clara; Robert McGinness,
1972. 10 pages.

Goals, objectives, and gkill tasks are outlined for a
one-year course in typing. The ¢ rse is geared to
initiate preparation for & certificated occupation pro-
grém. The evalustion and testing standards are based
on the typical student and a manual typewriters

of this school. Considersbie detail in presenting the
sxill tasks is necessary to standardize procedure,
espgcially for inexperienced teachers or teachers new
to the department, ¢Order ID 003 123.2.
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206 - Typing (continued)

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

This student activity package is desfigned to imstruct
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 available for reference is to help the
student understand various typewriting fundamentals.
Order ID 003 123,.7.

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

Forty steps are presented in this student LAP to take
the student from the very beginning to the completed
process of preparing a one-color stemcil to the peoint
where it may be run off on the mimeograph machine.

Order ID 00} 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,
Midway Adult School, San Diego; Leona Plummer, 1972.
17 pages.

This learming activity package is correlated with
20th Century Typewriting, 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 vit\\the package. Order ID 003 238.2.

*

SIMPLF 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 noe previous
experience i{n the typing of reports and manuscripts.
The material in this package contains no footmotes,
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 hag

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 mannerx
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 {n his accuracy and speed 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 jimprove-
ment. Order ID 003 238.6.

BUSINESS LETTERS. Los Angeles City Unified School
District, El Sereno 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
majlable letter and envelope. The material is corre-
lated with Personal Typing, 2nd Edition, by Wanous
and Raggblade. Alsce included with the package 1s
material for tranaparencies which the learmer may use
at various points. Order 1D 003 238.7.

TABULATIONS. Lawndale High School, Lawndale; Paula J.
Gordon, 1972. 20 pages.

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

»’

TYPING THE ALFHABET, Linceln High School, Stockton, and
akdale High School, Oakdale; Mona C. Smith and Al Fakey,

~18 pages.
This learning activity package is designed to allow for

individual student progress in learning the alphabetic
keys.on the typewriter. It is correlated with Century 21

- Iypewriting by South-Westerm Publishing Company. Its use

would be beneficial to the late enrcllee, the disadvan-
taged student, or the student who has had some typewriting
instruction and wishes to "start over."” Order

ID 003 238.11.

TYPING INDEX CARDS, CARBON PACKS, ERVELOPES, FOLDING
LETTERS, AND TYPING POST CARDS. Lodi Uniffed School
District, Lodi High School, Lodi; Gladys Watson, 1972,
21 pages.

This leacning activity package may be used by the stu-
deat independently from a textbook, It is designed to
asgist the student in developing skill in typing enve- b
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 (TYPING). Hughson High School,
Hughson; Hal Bermstrom, 1972. 16 pages.

Before atrtempting this learning activity package, the
learner must have had an introduction to tabulation.

The package is correlated with Cemtury 21 Typewriting ~

published by South-Western Publishing Company. It
also includes typing material for a tabulated report
from unarranged and rough draft copy. Order

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 Zzgalk.
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BUSTNESS LETTERS, Lilliana Malberg. 8 pages. -§ .‘..; al Sl o o ‘531
An instructional unit for teaching various lengths & = 3 f':r af &) &) 3T} &
and styles of business letters. Includes a vibliog- K1
raphy and suggested student activities. Order Al B q DIEIF)C
ID VO3 256.l6. . x| x X
MIMEOGRAPH DUPLICATOR - TYPING THE STENCIL. Source ¢ :
Unknown. 1974, o pages. —— 4
A student LAP describing a stencil and giving diree¢-
tions to prepare the typewriter, type a stencil, and il
make corrections. Activities require the use of two : ~
textbooks, Gregg Vocational Typing 191 and Duplicating AJBICIDIEIFIGIR ;
Machine Processes. Order ID 003 256.62. Xi X X

<€ -

FLUID DUPLICATOR - TYPING A FLUID MASYERSET. Source
Unknown. 1974. 6 pages. '

A student LAP describing a masterset and giving . .
directions to prepare the typewriter, type a master- ' ‘ -
set, and make ‘corrections. Activities require the

use of the Duglicacing Machine Processes textbook. —Q-q-L-Q.l.E FlelujI
~ . X

Order ID 003 256.63.

PROOFREADI* .; ITMPROVEMENT. Anita Anderson, 1970.
9 pages.

A teacher re ;ource unit wiék dethods and procedures
for teaching proofreading. A bibliography of text-
books and pamnhlets is included, along with suggested
student activ * g for learning the fundamentals of

prootreading. der ID 003 258.2. . .S )
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 maflable
copy. Keys to activities are not included. Order

ID 003 258.8. X

1
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206 -~ Typing (continued)

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

Student learns to correct typing errors using type-~
vriter erager, Ro-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 geript for a unit of imstruction to help the stu-
dent learn the format used for letters at Standard
0il Company of California. Concentrates on format
used and gives tips to the sterographer or typist in
the areas of spelling, grammar, and punctuation.
Seript is written to go along with 24 slides.

Order ID 003 258.28.

b

IBM SELECTRIC TYPEWRITER. Harry Ells High School;
Mavy L., Coffvy, 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. Ordex

ID ‘003 258.29.

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

A stuient LAP on stencils. Activities include how
to assemble a stencil pack; haw 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 ID 003 258.33.
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206 - Typing (continued)

SPI&NASTERSET. ABC Unified School District, ABC
Adult School Office Occupations Center, Hawaiian
Gardens; June Boardman, 1973, 17 pages.

A student LAP on how to type, trace, shade, letter and
make corrections or a spirit or fluid magterget. Pre-
test, posttest, ¢ ' neasurable objectives are included,
Keys to tests ar: - ot included. Order ID 003 258.34,

LAP
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OUTLINES AND MANUSCRIPTS - LAP 2. San Mateo Union High
School District, Aragon High School, San Mateo; '
.lei lyn 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 msrgins, spacing, and head~
ings; and type from unarranged copy. Measurable g S g
objectives, and self-test are included. Package is
mritten to correlate with textbook, Gregg Typing,

191 Series. Order ID 003 258.41.

~

REVIEW - LAP 4. San Mateo 'Union High School District; e - . *
Donald E. Tingley, ‘21 pages. ,

Self-contained LAP #4 of Phased Typing Program where’ e
the student reviews typing letters, envelopes, tables, ‘ | 1
outlines, and manuscripts in ten different activities. Alpjcipieiricie]ls
-General objectives are stated. Order ID 003 258.42. Xix

HOW TO TYPE DIRECT PROCESS MASTERS. Schurr High
School, Montebello; Mary R. Pisher, 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 1D 003 258.51.

A

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

This self-contained LAP is designed to teach the gtu-
dent how to type addresses on envelopes according to
the retommendations of the United States Postal Ser-
vice. Posttest is iacluded. Key 1is not included,

Order ID 003 258.54.
6u




\s

206 - Typing (continued) y

-~

SUCCESSFUL LETTERS. King City High School, King City;
Nicholags Munor,.Jr. 15 pages.

A student LAP correlated with 20th Century Typing,
Ninth Edition, South-Western Publishing Company.

Designed to develop ability to type letters from
unarranged copy and tu proofread”the typed material
with acceptable standards. Keys mnot imcluded.
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 wake corrections using chalk-coated paper.
Disadvantages are explained. Test VI is mentioned,
but is not included. Order ID 003 258.82.

\ )
TYPEWRITING. La Camada Unified School District,
La Canada High School; 3uzz Burner, 1973, 55 pages.

Courge of study outlines for Typewriting 1 AB and

2 AB. Materials are correlated with Century 21
Typewriting, complete course, by Lessemberry, South-
Western Publishing Company. Order ID 003 258.84.

TYPEWRITING - REVIEW CENTERING. San Ramon High Schoo.,
Danvilles 1974. 6 pages. '

Students review horizontal and vertical cemtering. No
pre~ or posttest. Order ID 003 258.88.

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

A- student guide for a one-year course in typewriting
using the text, Gregg Typing 300. Oxder 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 wmemo, 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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206 - Typing (continued) | .

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

A learning activity package designed to introduce the
student to Buchser High School's 1ndiv1dualize?fﬁethod
of learning to type 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 1 .,OB? Source Unknown. 21 pages,

Included are lists of questions frequently agked 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 ID 003 265.8.

DRESSING P!OPERLY FOR A PERSONAL INTERVIEW,
San Francisco Unffied School District, Woodrow

Wilson High School, San Francisco; Aline N. Bailey,
1973. 4 pages.

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

ID 003 265.15. °

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

A" student learning package designed for CBEPG, Offfice
Core Competency 207. The student is given a Business
Behavior Guide and information to identify hig
strengths and weaknesses and those of other clgsn-
mates. Models of employee rating forms guide the
student in developing a 20-point form that could be
uded in achool. Problem gituations involving
employer/employee, employee/employee, and emp loyee/
public are also given for solution. Suggested solu-
tions to these eleven problem situations are included

Order ID 003 276.5.
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208 - Written Communication:

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

A teacher resource unit presented with general 6bjec-

tives. A pretest and a posttest sre both included with -

the unit. A bibliography of instructional materials
suggests assignmentg for the unit. The aia {8 té pro-
vide a learning unit for the student so he ean create
correspondence in response to specific situations.

Order ID 003 123.

CLERICAL AND CIVIL SERVICE TRAINING - SECTION. 1-5.
Lassen High School; Rita Kemnedy. 12 pages.

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

Order ID 00} 256.30.

-

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

A student guide to three textbooks: Iyping Maidable
Letters, Punctuation Drills and Exercises, English

Usage Drills and Exercises. Pretest and posttest are
included without the keys. Order ID 003 276.1.

¢
PUNCTUATION REVIEW. Los Angeles City Unified School
District. 14 pages.

Student activities to review end punctuatioan and
comma usage. Contains rules and practice exercises.
Keys are included. Order ID 003 276.6.
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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 Iisting machine. Meagurable objec-
tives, instructional materials, and multimedia that can
be used along with suggested student activities and
different evaluating techniques are provided for the

teacher. Order ID_003 256.2.

3

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

A student learming activity package on computing
chain discounts of three oferations 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 comjunction with
the text, Office Machines Course, Cornelia, Pasewark,
Agnew, South-Western Publighing 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,
instructions, problem material, and tests. A chart
for the use of reciprocals is supplied. For use in
secondary and adult training. Practice in touch
addition and other machine functions. Keys not
included. Order ID 003 256,22,
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301 -~ Adding Machine (continued)

302

=

TEN-KEY LAP - 30! COMPETENCY. ABC Unified School Dis-
trict, Cerritos High School, Cerritos; Mary Katharine
Boaton, 1975. 19 pages.

This LAP is designed to follow the LAP, TEN-KEY - }01
COMPETENCY. It -uides the student through the redquire-
ments for General Office Clerk Adding Machine Compe tency
301. The assignments are taken from Ten-Key Adding
Listing Machine Course, Fourth Edition, Pasewark and
Cornelia by South-Western Publishing Company. A test

to verify the competency is included.

The AP is developed to enable the student to work at
his own pace. Onlv 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. ?S 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.
Answérs 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. '

- Filing and Retrieving:

NUMERICAL FILING. Jan Mensendick. 7 pages.

A skill unit that includes general objectives, sug-
gested instructional materfals and student activi-
ties for teaching numerical filing and its basic
functions, Order ID 003 256.11.
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\

02 - Piling and Retrieving (continued)

ADVANCED FILING, Visalla Unified School District.
20 pages.

A student learning packige omn alphabetic, numeric,
gecgraphic,and subject "filing. Includes preparation
of cross-reference slips. Measurable objectives are
stated. The unit is written to correlate with-Business
Filing and Records Control, Third Edition, Bassett,
Agnaw and Goodman, and Fglﬁng Office Practice, Business
Filing and Records Control Practice Set, Third Edition.
~ Order ID 003 256.19.

PHABETIC FILING. Visalia Uniffed School District.
. 10 Duges.

A student learning package on alphavetic filing.
Includes filing nemes of individuals, business, and
goverament names. Measurable objectives are gtated.
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 Filing and Records
"Gontrol, 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 003 256.27.

GEOGRAPHIC, NUMERIC, AND SUBJECT FILING .- SECTION III.
iassen High School, Susanville; Rita Kemnedy. 22
pages. ¢

A student learning package integrating the basgic

- .filing rules previously learned into special rules

- governing geographic, numeric, and subject filing.
Written for use with Business Filing and Records
Control, Third Edition, by Bassett, Agnew and Good-~
man, South-Wegterm Publishing Company. Measurable
objectives and final filing test are included. Keys
are not included. Order ID 003 256.28.
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DESCRIPTORS
» .

302 - Filing and Ratrieving (continued)

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

Assignment sheets on Alphabetic Filing that correlate

Pretest/Key

Equipment Required

"} pogt Test(s)/Key(s)

> | Teacher Rescurce

@ | Bibliography
.| Measurable Obi.

with textbook, Progressive Filing, Seventh Edition,
Kahn, Yerian, Stewart. Pretest and achievement tests

=] av Required

bt

ate included. Order ID 003 256.54.,"

» | @] Text Required

[>¢
e |

303 - Maj! (Incoming and Outgoing): .

: A
MAIL AND SHIPPING. San Diego City Schools, Memorial
Jr. High School, San Diego; Lu;glle H. Young. 51 pages. r

A self-contaimed student LAPon postal services and

methods of shipping with related exercises. Also AlBlCIDIE

included are definitions of shipping terms and answer

N sieets. Order ID 003 256.57. Xj IXIX JX|X

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

Studeﬁt study guide to accompany Modern Clerical

Practice, 3rd Edition, by Friedman and Grossman. A nl C

Includes competency test and key for incoming and l
outgoing mail, Order ID 003 282.1. Xp X .9 ¢

|

304 - Referenc Manuals, Directories, Catalogs:

REFFREN L FOR OFFICE WORKERS. Source Unkmown,

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 A 31 CIDIEIFIG

to LAP are not included. Order ID 003 256.68. | X l& |

- N

THESAURUS. Source Unknown 1974. 5 pages.

A LAP to-give information and practice in the use of alslclplelrlc

a thesaurus. Includes stated objective, introduction,

and three practice assignments. Order ID 003 257.4. IX X
8 £,
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304 - Referenceg, Manuals, Directories,- ‘
Catalogs (continued)

TIMETABLES. Source Unkmown. 1974, 14 pages.

A LAP to provide informatio.. and practice in reading
public transportation timetables. Includes intro-
duction, sample timetables, and three learning activity

Pretest/Key

" | Ppost Test(s)/Rey(s)

© ) Text Recuired

» | Teacher Resource
& | AV Required

W | Bibliography

m

assignments. Order ID 003 257.5.

™| Equipment Required

» | 9! Measurable Ob

jps | LAP

HOTEL GUIDEBOOKS. Source Unknown. 1974. 5 pages.
A student LAP with objective, introduction, instruc-

tions, and four activity assignmenta requirisg the alslciplelr

use of the Hotel and Motel Guidebooks or Red Book.
Order ID 003 257.6. 24

lﬂ

305 - Simple Businesgs Records:

CLERICAL PRACTICE. Santa Clara Unified School Die~
trict, Buchser High School, Santa Clara; Robert
McGinnesg, 1972, 6 pages.

Goals, objectives, and skill tagks are outlined for
& one-year certificated occupation course to train

Clerk Typists and Offfce Clerks. The evaluation and

AIB
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 Laberatory of Yuba City High s
School. A complete description of the board with CIDIEIFIC

fllustrations. Order ID 003 256. . X X

PBX SKILL UNIT - 555 BOARD. Modesto City.Schools,
Modesto High School; Odessa Gamble and Lucilie
Pester, 1969. 10 pages. =

A skill unit that includea a pretest, objectives,

resources, and bibliography for the teacher, ana AiBlcipiE

suggested student activities in teaching the PBX. o
Key is not included. Order ID 003 256,7. X X X




. 30n - Telephone (continued)

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

A gkill unic that outlines personal qualities desired
in taking incoming culls, 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 arxe pro-
vided. Order ID 003 256.8. \

ATERIAL FOR USING THE TELEPHONE. Helen K. P ggins,
1909, 8 pages.

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

400 Clerk-Typist

. 401 - Spelling:

PROOFREADING STUDENT PACKET. Source Unknown. 17
pages.

This {llustrated 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
n. t available. Order ID 003 265.48.

._~ Typing:

TYPING & CORRECTING IMAGE MASTER, Mildred S. Hill,
1970. 22 pages.

An instructer's guide for typing and correcting a
direct image master (offset) and a student LAP are
pregsented in this material. Both a pretest and s
posttest are provided for the gtudent along with
specific learning objectives that should.be mastered
by the student when completing the unit. Explicit
work assignments for typing an offset wmaster are
given for the student to follow. No answers are

enclnsed, Order ID 003 123,1.
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402 - Typing (continued)

CORE TYPING OF OUTLINES, REPORTS, AND SIMPLE
MANUSCRIPTS. Mt. View Migh School; Slavich, Steuart,
Vidal. 14 pages. ~

«

Contained in this learning activity package is a self-
checking test and the instructioral procedures for
tyring 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 materialsg for
learning how to record and play back form letters om
the MT/ST by using two tapes, the guto search ccde but-
ton, and the switch code button. The package contains
an abundance of practice materjials which the learner

1s able to use independently., Order ID 003 238.9.

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

This learning activity package is designed ior the
student who I:>s not yet been introduced to coluanar
tabulation. Included in the package are a pretest,
required activ *ies which may be done independently
from a textbobk, 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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‘ 402 - Typing (continued) !

* This learning activity package is designed to be
used with the student who has rot yet been intro- N

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

tabulation 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-
wri.ing textbook. Order ID 003 238.16.

-

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

duced to horizontal and vertical centering. A pre~~
test, learning activiti{es, and a posttest are
included. No answer sheets. Order ID 003 238.17.

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

This learning activity package is correlated with
Century 21 Typewriting by South-Western Publishing
Company. The purpose is to help the learner type
short sentences containfng numbers as well as
statistical material containing nuambers, words, and

" symbols. Order ID 003 238.18.

PHASED TYPING PROGRAM - TABULATION LAP B. San Mateo
Union High Schbol Disgtrict, San Mateo; Douald E.
Tingley. 16 pages. /

The purpose of this student learming activity packet
{s 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 {n the 1AP.

Order ID 003 238.19.

TYPING AND CORRECTYNG A STENCIL. Carol Ann Staggs,
1971, 11 pages. %

The purpose of this student learning activity packet
is to direct and ingtruct the student in typing,
correcting, and proofreading the copy of a stencil.
These tasks are accomplished through typing a report
vhich is included in the packet. Order ID 003 238.21.
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INTERMEDIATE TYPING, FORM LETTERS. Anaheim Union High R I ol o of & A ¥
School District: Karen Shaw., 9 pages. -5 - §L § : .’.‘. é’ S
2
The matertial in this package is correlated with 20th 5‘ al gh * -~ 3. - 1 A
Century Typewriting, Ninth Edition. Procedures for -+
typing forw letters, criteria for mafilability and self- AIBICIDIEIF|G|H|I
checking devices are provided for the student in this X X
LAP. Order ID 003 238.22,
THE IBM EXECUTIVE TYPEWRITER. Robert J. Forsberg.
19 pages. T
By completing the tasks assigned in this learning
_ activity package, the student will be able to leagn
the operative parts on an IBM Executive typewriter
and also be able to set margins, center horizontally AJBICIDIEIFIGIH]I
and vertically, correct egrors, tabulate, and justify x| x X

on the machine. Order ID*003 238,23.

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

The student will learn to type business letters in :
modified block style with mixed punctuation 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 Centu ype-
writing, lst Year Coutrse, Ninth Edition, by Lessen- A
berry, Crawford and Erickson, South-Western Publishing
Company, 1967. Order ID 003 238.24.
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BUSINESS LETTERS - ELECikIc TYPEWRITER. €. Benito
Jt. Union High School, Hollister; Eddie Poole. 32
Pﬂge. .

This learning activity package 1s designed for the
student who has ability on the electric typevwriter
and who has completed the bagics of typeuriting.
The student {s to develop proficiency in typing
different letter styles. Models of various letter A
styles are provided in this unit along with daterial
to be typed by the student. Order ID 003 238.25.




‘ 402 - Iypirs (continued)

TO TYPE A FORM LETTER ON THE MT/ST (Magnetic Tape -
Selectric Typewriter). La Puente Adult Vocatiomal
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
pergonalized information. Equipment required: IBM Mag
Tape Selectric Typewriter; audiovisual aids required:
IBM 16 om sound film (14 minutes) free; and IBM Mag
Tape Selectric Typewriter Training Manuals, 1 and 2,
Order ID 003 238.26.

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

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

COVERNMENT OFFICE. Source Unknown. 1974. 21 pages.

A student LAP containing objectives, and nine typing
activities covering typing duties in a overnment
office. Activity directions and problem materials ~
are included. Order ID 003 256.65.

EXECUTIVE OFFICE. Sourxrce 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/ADMINISTRATIVE 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 probl
materials are included. Order ID 003 256.74. ff‘

¢
TABULATIC. - LAP 3. San Mateo Union High School Dis-
trict; Donald E. Tingley. 32 pages.

Students will be able to identify the common parts of
aLtable,and typewrite in correctly arranged form a
three or four column "open'" table on completion of this
leatning activity package. Cocrrdinated with Gregg Typ-
ing, 191 Series. Includes self-administered pretest
(ro key or standards for grading); cartoons, examples,
illustrated directions; directions for back spacing and
nathematical methods for centering horizontally.

Order JID 003 258.44. ,‘)
-65 -
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402 - Typing (continued) ~

TABULATION - LAP 3B. San Hat}o Union High School \
District; Donald E. Tingley. 16 pages.

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

from rough drafr; typing tables in busineys letters.
Oxder ID 003 258.45.

-

LONC REPORT - LAP 6. San Mateo Union High School -..
District; Jdonald E. Tingley. 17 pages.

Students who can type unbound manuscripts with foot-
nutes¢learn to type a 12-page, leftbound Correspon-
dence Manual in Gregg Typing, 191 Series. No exemp -
tion procedure (pretest) is to be used with this LAP,
Standards for speed and accuracy of production are
given. Cartoons, examples, and i{llustrated direc-
tions. augment text instructjons. 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 manuscripts 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 uni¢ and a programmed student
learning activity package on typing outlines. A pre-
§est, posttest, keys, and scri t £or a tape on procedures
tor typing outlines are includéd. Order ID 003 258.53.

TYPEWRITING ~ AGENDA, HIﬁUTEs, 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 Gre Typin 191 Series.
" Test VI 1{s mentioned, but 1s not included. Order

ID 003 258.83.
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. 402 - Typing (continued) .

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

Students learn to type footnotes using superior
figures. Students make and use a "visual guilde."
Correlates with Grega Typing, 191 Series. No!pretest
or posttest. Order ID 003 258.85.

‘\
nrnwmun@- FIVE PAGE MANUSCRIPT. San Ramon High
School, DanVille; 1974, 5 pages.

Students learn to type a five page manuscript with
footrotes. Correlates with Gregg Typing, 191 Series.
No pretest or posttest. Order ID 003 258.86.

TYPEWRITING - OPEN TABLES, San Ramon High School,
Danville; 19724. 12 pages.

Students who are able to center typed material hori-
zontallv on varying sizes of paper learn to typewrite
in correctly arranged form a three or four colupn:
"open" table. Learninz activity package correlates
with Gre ing, 191 Series. No pretest or eosttest.
Order 1D 003 258.87.

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

This LAP is inteunded to train for techmical typing and
related office skills. It includes an introduction,
stated objectives, and informiation 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 High School, Danville; 1974. 5 pages.

Provides an exercise on the tabulation of ruled

tables. Intended to accompany Gregg Typing, 191
Sexies. No pretest or posttest. Order ID 003 258 92.

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

Provides three activity assignments on tabulating from
rough draft copy. Iantended to accompany Gregg Typing,
191 Series. Includes stated performance objactives ard

directions. Order ID 003 258.93.
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602 - Typing (continued)

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

Designed to accompany Gre 191 Series.
Includes four activity assignments with problem mate~
rial from perfect copy and rough draft. Order

ID 003 258.94.

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

A series of five LAPs related to the preparation of
typed manuscripts. These incl.de the paper lime
gauge, balance line, minor headings, unbound report
style, and pivoting. The LAPs are designed to
accompany Gre iog - 191 Series. Oxder

ID 003 258.95.

CLERK TYPIST - TYPING REV (1 of 8 Mods). Los
Angeles City Uniffed Schdol District. 49 pages.

A self-contained instructional unit dncluding a typ-
ing competency test and key. Reviews centering
tabulations, envelopes including zip, erasing, and

carbon copies, cards, squeezing, and spreading. e
text, Applied Business Typing, is used. _Order

ID 003 281,1. —

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

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

CLERK - TYPIST SIMUIATION. Richmond Unified School

District, Harry Ells High School, Richmond; Agnes
Gowen; 1970, g pages.

Activities in this LAP include typing on file cards,
preparing mailing lists, typing letters and enve-
lopes,and typing an outline from a handwritten rough
draft. No teacher’s key. Order ID 003 281,3.
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402 - Typing (continued)

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

Student study guide to accompany Office Typing, text,
and envelope of working materials by Reigner. Answer
key is not included. Order ID 003 281.4.

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

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

403 - Written Communjcation:

WRITTEN COMMUNICATIONS, TABLES, AND BAR GRAPH, 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 diffe.ent types of business letters and
typing them in mafilable 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 Secretarial Office Procedures text;
and consisting of three parts: Part I - composing and
typing a letter; Part II*= tables; and Part III - bar
graph. Order ID 003 263,5.

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

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

ID 003 263.8.

[ I
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DESCRIPTORS
Q) °
oo o ™
m » h ’:
403 - Written Communication (continued) o = é o 3 \
2oL - written Lommunication
ERFEEERE \
L
WRITTEN COMMUNICATIONS. ABC Unified School District, =} @ o ¥l sl o4 &
~ Office Occupations Center, Hawaifan Gaxdens; 1972. - IS ool & 2 3 E
19 pages. ] ' A 8 . o =
i sl o 8] &l >l 3
A student learning guide on composing and typing mail- St & 3 Sl o] & = &
able business letters. The LAP includes objecti-es, . I
orientation, instructiomns, and correlated exercises. - A|BJCIDJE}F|{GIH
Typewriting Style Manual, South-Western Publighing x| x X
Company. Order ID 003 263.11.

HOW TO WRITE A RESUME--HOW TO PREPARE FOR THE JOB \

INTERVIEW. Sweetwater Adult School, National City;
1972. 20 pages.

Materials and activities designed for use by adult

students ln preparation for jab interviews are pro- ] %
vided. Order ID 003 265.12.

>

WRITE A FESUME, Cerritos College at Rancho}o Amigos,
Downey; 1972. 15 pages.

Among the activities included for student use are
preparation of a personal data sheet, a personal ‘

inventory form, and educational and work experience AIBICIDIEIFIGIH|T
worksheets. Order ID 003 265.14.

L
\

500 Stenographer

302 - Typing and Transcribing:

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 training description to be pre~ AlBlciplE]lFrlcinuli1]
sented to a potential employer during an inter-
view. Order ID 003 {122, X

MACHINE TRANSCRIPTION.\Mercy High School, J
Burlingame; Christine Wells. 16 pages.

A beginner’s learning activity package on Wow to o '
use transcribing machines. Measurable objectives

are stated. Suggestions for the teacher on how :
Lo use LAP3s are tincluded. For use with Dictaphone AlBlCLD E _F clull ‘
Stenorette or IBM transcribers. Order ID 003 241.1. X X1Xx X
t 7 »
L
-70- . Q




. 502 - Typing and Transcribing (continued)

MACHINE SHORTHAND. C¢ollege 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 Degert, Palm
Desert; Josephine Gallegos, 1971, 17 pages. '

A student learning activity package on developing word
bui lding power and transcription skills. Gemneral and
measurable objectives are stated. Use of multimedia
and tests are included. Package is designed for use
with Gregg Shorthand in Colleges, Vol. II, Diamond
Jubilee Series, by Leslie, Zoubek, and Hosler. 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 Tramscription. Student will be able

to produce’ a maflable transcript within a time limit.
General and measurable objectives are stated. Self-
test and key are included. For use with any trans-
cribing machine. Suggested use with Dictaphone Secre-
tarial Studies, Part I, or a Guide for the Edigon Voice
Writer published by McGraw-Edison Company. Order

ID 003 241.4.

IBM EXECUTARY TRANSCRIBER. Source Unknown. 20 pages.

Student learning activity package on the IBM Executary
Transcribing Machine. Answers are included for all
quegtions. Ordex ID 003 242.14. )

4 /;i

THE VOICE TRANSCRIBER. Myrtle Rhoedes, 1970, 17 pages.

A student LAP on use of the voice trafiscriber. Géneral
and measurable objectives, instructional materials, and
suggested class activities are provided for teacher's
use. Order ID 003 256,6.

<
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202 - Typing and Tramscribing (continued)

\\J/

TRANSCRIBING MACHINES, Visalia Un{fied School District,
Visalia. 21 pages. /

A student learning package on use of the IBM Executaty

Tran ription Machine. Measurable objectives are

stated., The unit is written to correlate with Student's

Guide - Transcription Skills for Word Processing,
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-
dirate hand and foot activities for smooth typing
while operating the transcribing unit. Instructional
material to be used with Iranscription Technique with
IBM-Executary Dictation Equipment by IBM, 1960,
Measurable objectives and grade check sheets are
included. Order ID Q03 256.29.

t

INTRODUCTION TO MACHINE TRANSCRIPTION. Los Angeles
Unified School District, Belwmont Comnunity 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 nedia and
wethods to teach tramscription 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

all machine pd?ts is developed so it can be read by
the student, Performance objectives are stated.
Includes pretest and posttest. Kevs are not included.
Order 1D 003 286.1.
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600 Accounting Clerk DESCRIPTORS

-

60l - Service Accounting: ) -3
o] &
w Cd e
o | N ERFERE
TRACKING DOWN TRIAL BALANCE. Groasmont Union High 2 0 ,«-\<§ <
School District, Mt. Misuel High School, La Mesa; ol J |4 |3l &
Martha Morris, 1972. 24 pages. , & g % V] 2 é ?:_4;
This unit is to be used in a begimning bookkeeping v o - E of & of &
class with high school students. The unit is designed Sl = L I I I 1 B
to assist the student in finding his own errors when oA 3 oo 8 & =l &
his trial balance totals are not even. Answers for ) sl 2 ol ol o < w
posttest found on page 127 of Century 21 Accounting, AIBICIDIE]|F{GiH ]|
by Boynton, Swanson, and Forkner, South-Westerm Publish-
ing Company, 1972. Makes use of transparencies and | X] X

projector. 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 accompany 20th Century Bookkeeping and Accounting, A

jw
o
o
rs
-

23rd Edition, South-Western Publishing Company.
Order ID 003 239.3.

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

An {nstructional p~-" ,e with three student learning
. activity packages
* (1) 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
vhen they are arithmetically correct.

Measurable objectives are stated. Self-agsessment test
and other suggestions for evaluation are included.

Order ID 003 242.23. Xi{X X

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. Ovrder ID 003 255.1.
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601 - Service Accounting (continued)

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

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

QUARTER PLAN,. 60 DAY/12 WEEK, 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, motivatior, and
responsibility in a first-year bookkeeping and account -
ing course. Performance objectives, evaluation of
performance objectives, level of performance selection
for an A, B, \or C grade, and {ndividual performance
activities are given. Order ID 003 255.6.

QUARTER PLAN, 60 -DAY/12 WEEK, INDIVIDUAL PROFICIENCY
STUDY FOR BOOKKEEPING AND ACCOUNTING 1A, QUART.R ONE.
Big Bear High School, Big Bear Lake; Richard Burtom,
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 respongibility in a first-year book- -
keeping and accounting course. Developed for a year-
round high school, performance objectives, evaluation

of performance objectives, level of performance selec-
tion for an A, B, or C grade, and individual perf.rmance

, activities arelgiven. .Ordexr ID 003 255.7.

N

<.

DESCRIFPTORS

O 3
g : 2 k=
~ ™4 o]
" ARERERRE
W o >N Of W O
-1 A1 A1 Ivt =) I IO
xu Bl ~] @f oy ) .o
" of &l o] o} 2 2
o O uml—#n:g‘
AN
L EEEEEEEE
alslciplelrlclul
X |x Ix X |x
AlB plelriclul:
X X X '
aAlslclolelrlclalx
X




0!

- Service Accounting (continued)

QuaRTER FLAN, U DAY/12 WEEK, INDIVIDUAL PROFICIENCY
STUDY FOR BOUKKEEPING AND ACCOUNTING 1C, QUARTER THREE.
Big Bear #igh School, Big Bear lake; Richard Burtomn,
1972, 9 pages.

This propram was written and intended to give the busi-
ness education student a method of individvalized learn-
ing succese while providing for individual goals, moti-
vation, and responsibility in a f{irst-year bookkeeping
and accounting course. Developed for a year-round

high school, based on a quarter plan schedul~, perfor-
msance objectives, evaluation ot performance objectives,
level ot periormance selection for en A, B, or C grade,
and individual performsnce activities are given,

Order I uvUl} 255.8.

CAREERS (N 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
tasks. Order ID 003 255.13.

ROOKKEEPING - INDIVIDUALIZED. San Mateo County Sctools,
ROP Lt tice Occupations Program, Burlingame; Charles F.
farrett, 1974, 49 pages.

Twe lve individualized and programmed units in bookkeep-
ing. The self-paced units are correlated with Account-
{ng Essentials fur Career Segretaries, Third Editiomn,
rarlson, Carlson, and Burnett, South-Western Publishing
Company, 1972, Order ID 003 255.16.

-

COMPUTING AND CALCULATING INTEREST. Richwmond Unified
Schoo. wistrict, Harry Ells Hign Schoo!, Richmond;
Agnes Gowen, 1970. 10 pages.

This learning activity package i3 desigrned to teach
the student about promissory notes, due dates, and per-
tinent information relatéd. Forms are included for
the sugpested activities. Ovder ID 003 280.1.

C‘x.
RS L

DESCRIPTORS

BEEERE
) e
~ )
» . o] ko
i R
8 o> o ~N @ “
ol o > ® W} o} =
ul o el o] ~ =~ @
wl © —l N[ & ) m} &
'V O N of o ] ©
) O ol & e} wf 9§ @
@) © ] o) f oZf O E
| I E{ I N Y 1 B
: o al o] wf X ] Py
@i - ol wf Of f > O
ngzmml—ctu
AlBICIDIE}JFIGIH} L
| X
AIBICIDIEIFIGI Y1
X X
AIBICIDIEYFiIGIH]I
X
A B] CIDIEFFIGINH!I




DESCRIPTORS

602 - Cash Accounting:

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

Equipment Kequired

A learning activity package including instructions for
both teacher and student, problem material, sar . . busi-
ness forms, transparency, tests, and answers. Order

1D 003 239,2.

» | Teacher Resource

* | @] Bibliography
Y |Measurable Obj.

% | 1 pretest/Key
% | ™| Post Test(s)/Key(s)

9| Text Required
1Ay Required

Pt

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

A student learaing activity package on checks with
emphasis on how to prepare a deposit slip, how to ;p
write a check accurately, and how to endorse the

. checks vou receive. Measurable objectives are stated.
Pretest, posttest and answers are included. Package
is developed to be used with Genersl Business for
Economic Understanding, 9th Edition, Crabbe, Debrum, AlB
aand Hafnes, South-Wegtern Publishing Compuny, 1966.

Order ID 003 262,21, X IX [X IX .

BOOKKEEPING., Visalia Unified School District, 72
pages. .

A student guide for use with 20th Centur Bookkeepin -
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 afpicinielrlcluls
coordinated with the various units o work. Order
ID 003 255.4. (Available only in microfiche.)

FRAPR SN

-
L3

603 - Payroll Accounting:

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 A!BICIDiBIPiGIH]TI

income withholding tables, and a posttest. Order

ID_003 239.1, A1X -
S4
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607 ~ Machine Calculating:

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

A student LAP on the operation of chelelectronic
calculator. The pretest determines the math ability
3 of high school students. Measurable objective: are

Pretest/Key

| Post Test(s)/Key(s)

|
» { Teather Resgource

stated. This package is developed for use with How

m

1AV Required
™1 Equipment Required

to Use Adding and Calculating Machine, Walker, Roach
and Hannah. Order ID 003 242,16. X

* | ©{ Measurable: Obj.

% | ] Text Required

-

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

A skill unit that includes general! and measursble

objectives, suggested instructional materials, and A

e

student activities for teaching the operation of a "'SL
ten-key printing calculator. Order ID £03 256.5. X -l

OPERATING KEY DRIVEN CALCULATOR. Source Unknown
8 pages. \~!/,ﬂ

A teacher resource unit that includes genmeral and

mqasurable objectives, a bibliography, and student
sctivities for teaching the operation of a ten-key

1>

=
L]

driven calculator. Order ID 003 256.12.

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

This package describeg :he procedure in performing
daily work, how credits are earned and what is
required to receive credits. Measurable objectives

for operation of Ten-Key Adding Listing Machine, Key AIJIBICIDIEIF

Driven Calculator, Printing Calculator, and Rotary X
Calculator.  Orde- ID 003 256.32.

FRINTING 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 calculagor by doing afgﬁtion.
subtraction, multiplication dnd™~division activities.
The unit is written to correlate with workbook, Ten-

Key Adding Ligting Machine, fhird Edition, Agnew and Alplc

©
™
e
@

Pasewark, Includes general and measurable objectives. x| x X
Order ID O ° 256.46.

So
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l 607 - Machine Calculating (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

Bibliography

e

3| post Test(s)/Rey(s) _

O} Text Required
=1{ AV Required

» | Teacher Resource

w
© | Measurable Ob}.

™1 pretest/Key

payroll vocabulary, operating procedures for the

={ Equipment Required

machine, and actual exercises in payroll preparation
are included. Order ID 003 280.

b< 1°]ap

— -

700 Additional Occ;pations

/\\,/

Data Processing: ‘-

A TWO-YEAR HANDS-ON DATA PROCESSING PROGRAM FOR HIGH
SCHOOLS. Poway Unified School District, Poway High
School, Poway; Janet Baulch, 1972. 233 pages.

A description and an outline of the hands-on Data
Proces: ing two-year courge 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 Py 3ram.

b 1>

Order ID 003 240.1.

ADVANCED RASIC (COMPUTER EDUCATION STUDIES). Ravenswood
High School, East Palo Alto; Leroy Finkel, 1972. 12
pages.

a A learning activity package to be uged with assigned
reading on BASIC programming. Stated objectives are r

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

.
i~
o]
”
(2]

selection of disciplines: math, science, business, snd

social studies. Order ID 003 255,10. X Xi X X

BASIC BASIC (COMPUTER EDUCATION STUDIES).dl%avenawood
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- I
puter language. Includes objectives, learning activi- AIBICIDIEIFIGC

ties, and self-evaluation problems. Order ID 003 255.12. xl xl %




DESCRIPTORS

Data Processing (contfnued)

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
gested laboratory activities, suggested floor plans, and

Teacher Resgsource
Bibliography

bj.

Prétestlxey

Equipment Requirec

an extensive bibliography of data processing films and
textbooks. Order ID 003 275,19, (Available only in

“ | Meagsurable 0

=

=3 Post Test(s)/Key(s)

91 Text Required
=1 AV Required

It

microfiche.)

!1772_
»

>

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

This extensive guide identifiesg 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 week and balance between classroom

and laboratory activities. An extensive bibliography
18 included providing destailed lists of texts, films, A

and professional organization activities. ( Available

in microfiche only) Order ID 003 275.12. X

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

A learning activity package to be vsed with any BASIC

reference manual or with specified reading assignments,
Includes learning activities and self-evaluat{on busi- A

ness and statistical problems. Keys are not included.
Order *™D 003 255.9. X

SR TS

L (2]

OPERATING AN IBM 26 PRINTING CARD PUNCH MACHINE,
Marilyn J, Robertsom, 1970. 11 pages.

Includes a statement of objectives, suggested activi - A

ties, and listed sources of imstructional and drill X
materials. Order ID 003 103.1.

o

PREPARING A PROGRAM CARD. los Alamitos High School;
Frances Smallffeld, 1971. 21 puges. o

~

A learning activity package and teacher's refource
unit providing instructions 2nd practice material.

Includes card design fot raw deta and checklists for A

acconplishment. No postiesta or keys included,

Order ID 003 266,4. X

B



. DESCRIPTORS

Data Processing (continued,

i SIMULATING COMPUTER MACHINE LANGUAGE, San Francisco
Unified Scﬂgjicbistrict. Woodrow Wilson High School;

——

1971, 9 phges.

An tntroductiou)to a machine computer language simu-

Pretest/Key

—

1] post Tedt(s)/Key(s)
@ | Text Required

®1Bibliography
B! AV Required

™

lator - SIMPER. Lists basic commands and provides a

=~ Equipment Reyuired

.1 | Mcasurable Obj.

glossary explaining their use. Car: be utilized without
equipment. Grades 7-14. Order 1D 003 255.17.

® {>» | Teacher Resource

SUGGESTED OUTLINE FOR TEACHING INTRODUCTION TO DATA
PROCESSING - ONE SEMESTER. EDP Recgource Center, San
Francisco; Gene Muscat. 20 pages.

/l'
,(
X 3N
:

Includes a timetable for covering 15 areas of value

for the beginning student in a one-~semester ‘course.
Anncotated with page number references in “wo text-

PS

x >
=
(g

books. Order ID 003 240.3.

//
. LEGAL OFFICE. Source Unknown. 1l%¥74. 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 Al B

O
1~/
t
T
7]

1D 003 258.91.

L
-]
»e

LEGAL TYPEWRITING. Visalia Unified Schaol District;
1973. 51 pages.

A student iearning package on frequentiy type! legal

/’ documents:: Power of sttorney, Revocation of Power of
Attorney, Last Will a Egtgatamencﬁ Affidavit, Notice
of Sale of Real Property, Bill of Sale, Promissory _
Note and Fictitious Business Name Statement. The »nit -

is self-contained and includes pretest, posttest, I AIBICIDIEIFPIG

solutions. legal terms, a drill on typing aumbers, :
ard measurable objectives, Order 1D 003 258.36. L_;;.

W

Medical:

MEDICAL OFFICE. Source Unknown. 1974, 19 pu.ges.

These nine LAPS deal with problems and duties of s
@ medical typist. It includes an introduction, infor-

mation for the medical secretary and receptionist, AlBLSEI D Fi:G

‘n

and instrvetions for typing medical reports. No

lH

goluti:ms to problems. Orler ID 003 258.90. | IS X

Q : 8 o

ERIC 8l




DESCRIPTORS

?
- Medical (conttinued)

OB DESCRIFTIONS AND PERFURMANCE SKILLS FOR THE MEDICAL
JLERICAL OCCUPATIONS. University of Califormia, Divi-
gion of Vocational Education; 1974. 23 pages.

hedica"é?erical Occupational Prépa.ation Serfes
Reledase No. 2 describing the components and perfor-
mance skill for medical clerical occupations and the

Pretest/Key

Eyuipment Required

“ [ Measurable Obj.
71| Post Test(s)/Key(s)
|1 €| Text Required

® | Bibliography
tr

medical clerk cluster. Job descriptions are taken
from the Dictionary ot Ocrupational Titles. Order

%1 AV Required

o}

> | » | Teacher Resource

ID 003 257.8.

MEDICAL SECRETARIAL TRAINING. Napa Senior Righ School,
Napa; Alice L. Hoist. 9 pages.

Teacher resource materials\and suggestions in estab- AIBICIDIELIPFP

lishing a Medical Secretarjal Training Program. Order
ID 003 241.5.

Stgtistical Typewritiag:

Lo

STATISTICAL TYPIST. Santa Clara Unified School Dis-
trict, Buchser High School, Santa Clara; {P?S. 12

pages. \\\\-'/ .

# student learning activity package correlated with

the texts Statistical Typing and Tabulation ing, AIBICIDIEFF

by Wanous and Thompson, published by South-Western.

X| X
Order ID 003 288.

N

800 Distributive Core
Orfentation

801 - Careers in Marketing:

A PLAN FOR THE PREPARATION OF HIGH SCHOOL STUDEK™S
FOR ENTRY-LEVEL EMPLOYABILITY IN THE SUPERMARKE ",
ABC Unified School District, Artesia; J. P.
Williams, 1970. 14 pages.

This plan provides resource material for teachers
of distributive education. 1Included are job titles
for which high school gtudents may qualify and the //'
duties and responsibilities of each job classfification.

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 AlBICIDIERFIG
supermarket. Order ID 003 119, ' X -




. - J

‘ o
\«\;) '

Orientation (continued)

801 - Careers in Marketing (continued)

CAREERS IN MARRETING. Lowell High School, Rashoba
Tech., and Greater Lawrence, Nashoba, MA; 1972. 29 pp.

This manual includes activities to assist students

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 Beach Uniffed Scheel
District, Thornton Valley Kigh 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 environmeat, fringe benefits, and vacation plans.
Suggested use with career center. General .objective
stated, Order ID 003 287.8.

02 -~ Marketing in Qur Economy:

DISTRIBUTIVE CORE - MARKETING IN OUR ECONUMY, Ygracio
Valley High Schooi, 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 ' e

803 - Basic Sales Technigues:

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
ingtructional materials and suggested activities are
included. Order ID 003 254.7.

MERCHANDISING MATHEMATICS. Donald Rathbone. 10 pages.

The pretest for this unit covers basic arithmetical
computations. General! and behavioral objectives are
included. There are student activities for calculating
payroll, purchasing and pricing merchandise, #nd extra
credit activity covering the preparation of an income
gtatement , @ balance sheet, a':. various graphs and
charts. Order ID 003 254.14.

G
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DESCRIPTORS

Competencies (continued)

803 - Basic Sales Techniques (continued)

-

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 bistri-~
bution, and Customer Buying Motives. Each project has
recommended instructional materials. assignments, and
acvivities. Order ID 003 254.19.

COMPLETION OF SALES SLIPS., Source Unknown. 26 pages.

Activities in this LAP include preparation of Cash
and Charge Sales slips with practice {n computing
extensions using calculating machines. Revs are not
included. Order 1D 003 254,20,

SALES StIPS., Morse Righ 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 arithmétical proE;,/”
lems. Order ID 003 224.2;,##¢//’,,/ ///,/

. e -

PSS, o -~

e

DEMONSTRATION. Source Unknown. 13 pages.

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

STORE SALES SYSTEMS ~ KNOW YOURX SELLING PAPERWORK.
A. M, Dunn, 1972, 41 pages.

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.

DISTRIBUTIVE CORE - BASIC SALESMANSHIP. Ygnacio
Valley High Scheool. 7 pages.

A LAP to be carried out in conjupction with specific
texts, records, tapes, and trarsparencies. Covers the
five riies of selling. Order ID 003 287.1.

Teacher Resource

Equipment Required

>

% | Bibliography

| Pretegt/Key

| Post Test(s)/Key(s)

=1 AV Required

-t

» | ©iHeasurab’> Obj.

* | @1 Text Required

)

L)
o

“




DESCRIPTORS

Competencies (contfaued)

‘ 803 - Basic Sales Technigues (continued)

BASIC SALES TECHNIQUES, Huntington Beach Union High
School District, Thornton Valley High School; Denis
Gitschier and Bob Crenshaw; 1974 17 pages.

A LAP taat describes in detail phe methods for making
a formal sales presentation. geveral successful sales

——

-

Equipment Required

"3 ] Post Test(s)/Key(s)

9| Text Required

» | Teacher Regource
T AV Required

@ {Bibliography

campaigns are cited. Genevxal objective is stated.
Pogsttest consists of a formal sales presentation as

| o]

judged by an observer's checklist. Videotaped posttest

> 19| Meagurable Obj..
™ | Pretest/Key

is suggested. Order ID 003 287.4.

804 - Caghiering (Cagh Register and Sales Records):

CASHIER -~ CHECKER - CLERK OBJECTIVES., Santa Clara
Unified School District, Buchser High Scheool, Santa
Clara; Robert McGimness, 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 AiBiciplElrF

kinds of Cashier Checker and Clerk Checker. Order
ID 003 118.4. 2.4

CLERICAL CASHIER. Santa Clara Unified School Dis-
trict, Buchser High School, Santa Clara; Robert

McGinness, 1972, . 5 pages.
Guidelines for the clerical cashier serve aeihj;:/
description to be presented to a potential emp AiBICIDIE]P

during an-fnterview along with the certificates

earned and a personal resume. Order ID 003 121.7. X

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

Designed for student use, this LAP on the Cash Regis-

ter has performance objectivea, a pretest, learning
activities with illustrations, and a final! test. An AIBIC]IDJE]F

instructor's outline aud answer key are part of the

package, Order ID 003 245.1. h XL X

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

This distributive education teacher resource material
has gemeral and primary ob‘rectives. The project is
described and necessary ing'ructional materjials are L

ligsted. In the appendix are four transactions to

>
w
L)
<
m™
=

' develop skill in mdking change using a cash register.

Ansver keys are provided. Order ID 003 254.2. LA

Q.




Competencies (continued)

804 - Cashiering (Cash Register and Sales Records) (continved)

CHECKER-CASHIER. Donald Rathbome. 3 pages.

This learning activity packet designed for uge 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 provided. Order ID (03 254.5.
“ .

HANDLING MONEY. Sweetwater Union High School District,
Castie Park High School, Chula Vista; Susan Read, Y972.
20 pages,

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

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

This illustrated three-part LAP covers making change,
cashing checks, and operating a cash register,

Included are exercises for nlaki change, cash check~
ing rules, and activities toWe used with a cash regis-

ter. Keys are not included. Order ID 003 254,22, {

CASH REGISTER OPERATION. Source Unrknown. 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/QASH REGISTER, Huntington Beach Unified
School Distriét, Thornton Valley High School; Denis
Gitschier and Bob Crenshaw, 1974, 23 pages.

A LAP providing students-with numerous sales problems
covering the use of tax tables, NCR mechanical cash
register, cash validation, credit slips, and credit
cards. Measurable otjective stated. Includes post ~
test but no answer key. Order ID 003 287.3.

e
"
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DESCRIPTORS

~
(2]
Competencies (continued) ° 25
‘l" : s 4 Ix
806 - Customer Services: 3l > = ~N %
o £ P I B I
. . ol & ot I vt B={ I
CHECKING CRQE. Maxine Foster, 1971. 12 pages. = ° % ol & =
" « o] @
This teacher Fésource unit on Caecking Credit includes - I ;r ol &} & 1 §
objectives, recommended instructional materials, sug- ul 3 = e By vt B B
gested activities, a list of sources for investigating &l = g 2 I A B
credit, and suggestions for using Bureau Blue Book Rey. 1
Order ID 003 259.7. A|BICDIEF|GH =
) x x| Ix X
807 - Employer-Employee-Customer Relations:
STUDENT TRAINING STATION PROGRESS REPORP. Highlard
High School; Donald Rathbone. 4 pages.
This progress report for students assigned o training ‘ 9

stations under the cooperative distributive eturalion
program has a rating scale to evaluate job skills and—"]
attitudes for use by the trainirg sponsor iri ccoperation
with the teacher coordinator. @rder ID 003 118.1.

>
b

3z
L
la
o
m
=
o
=
]

\1

\

TRAINING AGREEMENT POR COOPERALIVE DISTRIBUTIVE -
EDUCATION PROGRAM, Highland fiigh School; Donald -~
. Rathbone. &4 pages.

- A}

This example of] a (faining agreement for a cooperative
distributive education program includes informatiun
about the responsibilities of the student /the parents,
the training sponscr, the school, and the teacher
coordinator. Order ID 003 118.2.

5]
O

D1E!FPIGIE!]

b [>

- SHIPPING/RECEIVING PROCEDURES. Visalia Unified School
. District, Visalia. 28 pages.

\\A student guide to accompany the text, Materials

dandling, Traffic and Tranagportatien, by Tyler and o
Corenthal. Ore~g, McGraw-Hili, lst Edttion,_ Includes’ A
orientation, stet2ment cf objectives, scheduled agsign- |} |
ments, and a final examinacion. Order ID 003 256,25. A sl X

— ) 3 .7
DISTRIBUTIVE CORE - CUSTOMER SERVICRS. Ygnacio Valley )
High School, Concord. 8 pages. )

/

,
)
|

A series of ten learning activity assignments includ- A
ing case problems dealing with customer relations. :
Order ID 003 287.5, ) -

j=
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Competencies (continued)

<i%fj ~ Sales Promotion:
WHEN SHOULD YOU ATTEMPT TO CLUSE THE SALE? Cerritos
College; Lowzll Anderson, 1971. 17 pages.

Tiis 1llustrated unit is designed for student use in
salesmanship classes. Included are a pretest, five

programeed activities, a posttest, and keys. Order
ID 003 254.12.

\

PROJECT - METHOD FOR SALES PROJECT ACTIVITY. Source
*  Uaknown, ' 10 pages.

This actirity incivdes recommendations for organizing
and operating a sales promotion campaign and evalua-
tive procedures. Order ID 003 254.33. :

-

S-.LES fh;f‘tO‘rmNS. Huntington Beach Union High School
District, 1.ornton Valley High School; Dents
Gitschier and Rob Crenshew, 1974. 18 pages.

A sthdent leer~in; activity package that concentrates
~ on the goals and tforms of advértising and background

information on various advertising media. A student

study guide and posttest. No key. Order ID 003 287.6.

NG

DISTRIBUTIVE COKE - SALES PROMOTION. Ygnacio Valley
High School, Concord. 6 pages. '

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 - Stockkeeping and Inventory Control:

KECEIVING CLERK. Santa Clara Unjified School District,
Buchser High School, Santa Clara; Robert McGinness,
1972. 2 pages. :

A detailed outline of objectivrs developed as a pre-
liminary step in devising goa - -bjectives,and skill
tasks for a certificated prog .. involving receiving
clerks and stock clerks. Order ID 003 118.5.

Qo

,.I
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. Competencies (continued) L . _ .

809 - Stockkeeping and Inventory Comntrol (continue&)

SHIFPING CLERK, Santa Clara Unified School District,
Buchser Hipn School; Robert McGinness, 1972, 2 pages.

A detailed outline of~ebjectives developed as a pre-
liminary step in devising goals, objectives a.d skill
tasks for a certificated program involving snipping
clerk., Order gD 003 118.8. ‘

*

STOCK/INVENTORY . fatriék Henry High Schoo:; Karla M.
Kerr, 1972. 43 pages. '

This learning activity pacEBge is designed to prepare
students with skills needed for jobs as stock/inventory
clerks. Included are practice forms and related compu-
tational problems. .Order ID 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, purshase order, reorder flow chart, and inven-
tory tally sheet. Order ID 003 254.25.

STOCKKEEPING AND INVENTORY CONTROL.- Huntington Beach
Union High School District, Thornton Valley High School;
Penis Gitschier and 9ob Crenshaw, 1974. 9 pages.

This learning activity package concentrates on the
description of stockkeeping tips. Various forms for
merchandise control are described in detail. A general
objective is stated. Posttest consists of a student
project drawing-a floor plan for real or imaginary stock-

room. Order ID 003 287.2.

Specialties

810 - Advertising:

PREPARING ROUGH LAYOUTS FOR NEWSPAPERS. Shasta College;
Robert S. Davis. 9 pages.

This occupational competence unit in advertising is
designed for use by distributive education teachers. An
outline shows the contents of the unft. Included are

overall objectives, primary objectives, and pelated objec- |

tives, There sre suggqsted activities and evaluation of
progress in addition to a list of entry~-level jobs with
which this skill is idefitified. Order ID 003 118. .

P : ’89. 9 0‘-
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Speciglties (continued)

-

810 - Adve:;isiﬁg (continued)

>

- DISPLAY CLERK, Santa Clara Unified School District,

_clerk. Order ID 003 118.9. :

" ADVERTISING. Donald Rathbone. 3 pages.

a

Buchser High School, Sarta Clara; Robert McGinness,
1972. 7 pages. :

A detailed outline of objectives déveloped as a pre-

liminary step im devising goals, objectives, and skill
tasks for a certificated program involving display

-

CONSTRUCTING AN ADVERTISEMENT LAYOUT. Pittsburg

Unified School District; Bruce K. Dexter, 1970.
10 pages. . .

This occupational ¢ompetence 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 needs of the group serveq.
There are suggested activities, a list of supplies,
equipment and audiovisual aids, and suggested evalua-
tion procedures for this competency unit. Order

ID Q03 254.1.

-

-

This learning activity packet on Advertising is
designed for student use in che distributivd education

~ prograh. General and measurable objectives are pro-

vided. Tue activities include recommended ‘readings
from texts and listening to and evalvating tape record-
ing of advertisements. Order ID 003 254.6.

ADVERTISING. Source Unknown. 19 pages.

Included in thisg 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 text, Advertising and Dieplayinz Merchandise .
(author and publisher not stuted). %he activities are
coordinated with reading assignments in the text.

Order ID 003 287.9.
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‘ sbecialties (continued)

811 - Creg;;ve Selling:

_“SPELLING. Donald Rathbone. a pages.
‘This LAP on Spellihs contains general and speeific

812 - ﬁisglax:

objectives. The textbooks, Retail Merchandising and
Fundamentals of Spelling are required. Textbook read-

. ings ave included in the activities. A sales talk

evaluation form is provided. No tests or keys are
provided. Ordex ID 003 254.4.

TRAINING b FOR SALES PROMOTION DEPARTMENT.

Yuba City High School, Yuba City. 9 pagée..

This manuval outlines 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 respousibility. for:
time cards and job cards. Order ID 003 254,16.

N

DISPLAY CLERK - GUIDELINES. Santa Clava Unified School
District, Buchser High School Santa CIara Robert
McGinness, 1972. 4 pages.

_Guidelines for teachers and students serve as an

important part of a certificated occupation progrsa.
These same guidelines serve as an interview along with
the certificate earned and a personal resume. Order
ID 003 118.11.

-

/

CREAT:NG/DISPLAYS, Source Unknown. 9 pages.

This segment of Unit on Displays 1ncihdé§‘é planning
sheet, sketch, and a copy of a letter. requesting use
of merchandise for display purposes. Ovxder '

'ID 00.! 2%.2&.

DECA DISPLAY RATING SHEET. Source Urknown. 3 pages: K

This two-page rating sheet to evaluate store diaplays
18 recommended for uge with the Evaluation Digplays
LAP, Order ID 003 255,26.

i
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Specialties (continued) 8 > s ~ ot o .
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- 812 - Display (continued) “l = al ¥l ol A5 € .
—— - : . o ' o ul @) 3
— d ) ; . . - . ol © ™ t-‘. ﬁ* ~2 g
COLOR., Source Unkmbown. 12 pages. . : < E § § ol & -
. . This segmenpt of the Unit on Displays contains termd- '5 = g' & g'g &2 %S -
nology -about various colors. Activities include pre- ‘
\ paring color wheels. Keys are not included. Order A|BICIDI|E|F|{GIH|I ,
ID 003 254.27. . : x Vxl 1 -

.

ELEMENTS OF m?ss:c{. Source Unknown. 10 pages.

This segment of the Unit on Displays covers the basig
fundamentals of design. Examples of ‘line and direc-
tion and shape are included. Size, texture, weijht,
and color hre explained. Two activities and a posttest
are included. Keys are not iffcluded. Order

. EVALUATING DISPLAYS. Source Unknown. 9 pages.

This package is designed for use in the Student Store .
as a segment of the Unit on Displays. Recommenda -
tions for amalyzing various store displays.using
evaluative criteria are included! Field trips are
recommended. The DECA Di.play Rating Sheet issto be

used along with this package. Order ID 003 254.32.

PRINCIPLES OF DESIGN. Source Unknown. 14 pages.

Included i this segment of the Unit on Displays are * - _— ,
definitions, a calendar of merchandiging dates, and
proper display of the flag and shield of the United

' Statps. There are six activities to reenforce under-
standing of design pg&nctplep. ‘Keys are not included.

Order ID 003 254.34.

-

INTRODUCTION TO VISUAL HER&:HANDISING. Source Unknown. .
6 poges. ' : : .

This segment of the Unit on Displays explains various
kinds bf window displays, provides an activity to
evaluate local store displdys; and includes the pre-~
paration of a bulletin board using proper display
techniques. Order ID 003 254.35.

-
1Y

DISPLAY ARRANGEMENT. Source Unknown. 6 pages.

Included in this aeément of Unit on Displays are defi-
nitions of terms and illustrations of various display

arrangements. Order ID 003 254.37. iG . 4 - ‘
-92- U *
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900 Di stribu;tve Occupations .

- Cashier~Checker-Bagger: : e

CHECKER - CASHIER. Santa Clara Unified School District,
Buchser High School,, Santa Claga; Rebert Hccinneu, 1972.
4 pages.

Guidelines for teachers and students gerve as an impor-

~tant part of a certificated occupation program. These

same guidelines serve as job training deacription to be
presented to a’ potential employer during an interview
along with the certificates‘earned and a personal
resume. Order ID 003 118,12, . ~

[ M ..

‘CASNIERING. Santa Clara Unified School District,
Buchser High School, Santa Clarxa; Robert llccinness,
1972. S pages.

Goals, object:ives. and skill tasks are outlined for a

" one-semester certificated occupation course: to train

clerical cashiers and checker cashiers. The evaluation
and testing standards are the results of one year's
experience in a pilot program. Order ID 003 118.13.

) . ,

-
&

. ‘ .9_0

2 ~ Salesperson, General:

PAYROLL CLERK, Sants Clara Unified School District,
Buchser High School, Santa Clara Fabert W. McGinness,
1973., 2 pages.' -

P '

. A detailed outline of objectives developed as a pre-~

liminary step in devisingegoals, objectives, and skill
tasks for a certificated program invelving payroll:
clerk. Order ID 003 117.2.

PAYROLL CLERK - GUILELINES.- ‘Santa Clara Unified School
Pistfict, Buchser Righ School, Santa.Clava; Robert
McGinness, 197% 3 pages. ’

Guidelines for teadhers and students serve as an impor-
tand part of a certificated occupation program. These
same guidelines serve as a job training description to
be presented to a potential empleyer durfng an interxview
aloag with the certificate earned and a personal resume.

_ Order ID 003 117.3.

- . «3
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902 - Salesperson - General (continued) g 1 & ® o
. o & o 313 :u o). =
' SALES CLERK, VARIED. ‘Santa Clara Unified School Dis- o o |2 % o AN &
trict, Buchser High School, Santa Clara; Robert ¥. 5 8 u o & 2 &3
McGinness, 1972. 3 pages. - 'f‘,’ :': § g’: u & =
T 'An outline of tasks and skills for a variety of retail = S' 5] I I I I
clerk occupations to be used fn preparatiof of the BlciplE a1
goals, objectives,and skills needed to €aTrp an ‘oucu-~ A s FiG
. Pation certificate. Order ID 003 118.6.. ' by

. MERCHANDISE. PRICING. Source Unknown. 4 pages. L ]

SALES CLERK. :Santa Clara Unified School District,
Buchser High School, Santa Clara; Robert W. McGinness,

- 1972. 3 pages.

L

A détailed outline of ob

d jectives developed as a pre- , - [r—y— : ? !
liminary step, in devising goals, objectives, and skill - IA l B l c','b l EiF i [ i'}ji
tasks for a certificated program involving sales ) R
clerks. Order ID 003 118.7. S LX) - i

&

SALESMAN, SALESPERSON, SALES CLERK. Santa Clara
Unified School Distriet, Buchser High School, Santa
Clara; Robert W. McGinness, 1972. & pagea.

A detailed outline of objectives developed as a pre-
liminary step in devising goals, objectives, and skill
tagks for & certificated program involving differeut

kinds of sales clerks, Jobn W. Ernst, Basic Salesvan, Blclonleiricln ‘1
Gregg Division, McGraw-Hill, serves ag an excellent X ;

guide. Order. ID 003 11§,10. °

This unit on merchandise pricing is designed for dis-
tributive education teachers. Included are ovexall,
primary, and related objectives. Under instructional
materials are listed textbooks, equipment audiovisgual

aids, and business and community resources. There are A

suggested activities and recommended evalustion proce~ ' 1 ==

dures. Order ID 003 254. ] | X1 X

4
.

TRAINING MANUAL FOR MANAGER - STUDENT STORE. Yuba o
City High: AEprol, Yuba City. 9 pages.

This manual lists the dutfies of a student s'tore oan- ©
ager and explains time cards, and job card procedures. :

Sections on the Art of Getting Along ind Duties of ¢ 1
Student Store Supervigor are also inciuded. Order _A_*_B_J_C_fb_ ELF !

ID 003 254.31. X

.10 :
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| Equipment Reguired

‘090; - 5 g

- Waiter-Waftresas:

“

- ’
FOOD CLERK, WAITER, WAITRESS, Santa Clara Unified

School District, Buchser High School, Santa Clara;
Robert W. McGinness, 1972. 2 pages. ‘

raphy

i -’
" | Post '{est(sll!kel(s)
| Text Required

Pretegt/xey
el WA Reéuired -

R

‘s 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.

S {Measurable Obj.

w | Biblid
LAP |

o

» | ? | Teacher Resource

-

L

LA
RESTAURANT GUEST CHECK - PREPARATION & PRESENTATION.
Joan Oison.. Ventura. 16 pages.

Shows basic technique and rules for prepgring the gt
guest check. Gives' sample wenu and customer. orders
for. preparing guest checks as pre- and posttests. JAIBICIDIESF GIRT
Order ID 003 244.

) | : .
FOOD SERVICE PROGRAM - ROP SUGGESTED GOURSE OUTLINES.
Napd County ROP; B. B. Booth. 14 pages. : ’ . —

: ' Resource material for setting up & ten-week progran in
‘ food .ervice occupations. Waiter-waitreas preplratiom
are detailed. Order ID 003 284.

4

3

[
.

Specialty Areas in Business Education

Business law: -

.

BUSINESS CONTRACT. Source Unknown. 27 pages.

This self-contained LAP on business contracts for
student use has objectives, vocabulary, sample situ-

ations, quizses for various activities, and a post- '&_ cipiBIPNGER!II
test. Keys to the LAP and posttest are not mcluded. —Jf
0-der ID 005 10?= . * : .

»

. 7
CALIFORNIA COURT SYSTEM. Fresno City Collez,’ Cliff

. Ei{schen, 1971. 19 pages.

This {llustrated learning activity package the
4 California Court System is designéd for student use. . e i

Included are.instructional objectives, a pretest, Alslclpls clels

_ programmed activities, and charts on California Court -
- _ Structure. No key is included. Order’ LD 003 247, XX JX jX
® >
L v '
A -
. 105
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Business Law (continued)

JUVENILE COURT PROCBEDINQS. Mt. View High School’, Mt.
View; Kenneth R. Bailey. 16 pages.

This student learning activity packet 1s a case study
of the proceedings of the Juvenile Court authored by -
an attorney of San Francisco. JIt is intended as a
supplement to the instrugtional materials of a busi-
ness law class. A review shéet and sngwer key are
provided. Order ID 003 260.

%

APPLYING THE LAWS OF ARREST, Garrith Perrine, 1969.
7 pages. '

This teacher resource uiit includes objectives, a list
of instructional materials, and suggested activities
foy 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 1AP including objectives, list of activities,
reference sources, pretest, facts for employees,
definitions, problems with e~lutirns, and a post-

test. Order ID 003 265.25.

CBEP Program Guides/Strategies: )

R ™.
OFFICE OCCUPATIONS PROGRAM GUIDE. San Mateo County
‘Schools, Redwood City; Charles Priest, 1972, 53

pages.,

this guide will be helpful in' developing an office
practice or office occupations program. Units
covered with suggestigns 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 interview.” In addition to these
units are samples of a flowchart, managing individual
progress by a Student Progress Record, a unit on hand-
writing legibility, and ghe Certificate of Gompletion.
Order ID 003 121, - ;

.

-
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CBEP Program Guides/Strategies (continued)

BUSINESS EDUCATION DEPARTHENT. Santa Clara Unified
School Dig€rict, Buchser High School, Santa Clara;
Robert McGinness, 1972. 10 pages.

A cuxriculum guide to Buchser High Schoeol's business
educatidh certificated occupation progfam in which job
entry-level skirlls and tasks are stressed rather tham

course content. Goals, objectives,and skill tagks are

presented to serve as a8 guide forxr 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 Uniog/ﬂlgh

School, District, Sunny Rills High Schoo! Fullere
Marty Hays, 1974. 11 pages.

This program guide provides'students and teachers with
fﬁeans of recording CBEPG competencies completed.
Or D 00 70,

-~

BUSINESS PROGRAHS -~ AN OVERVIEW. Wm. S. Hart Union
High School, Canyon High School, Saugus; "R. COnway
Spitler, 1973, 21 pages.

‘Informgsion and recommendations about implementation
of business programs using common job skills are
fncluded. The Five Occupational Programs of Account-
ing and Computing, General Office, Stenographic,
Secretarial and Related, Typing and Related, and
Sales (Distributive) are explained. Examples of pro-
motional material for recruitment of students are

also included. quer ID 003 265.40.

FLOW CﬁART - BUSINESS DEPARTMENT COURSES. Canyon
‘Righ School, Saugus. 2 pages. '

This flow chart begins with g pretést and student-
andteacher conference and continues through various
activities until objectives are achieved and credit
is earned., Order ID 003 265,41.

OBJECTIVES AND HOW TO USE THEM - L°FICE COMPETENCY
MODULES. Clovis Adult School Qgreer/?ocational ‘
Education; Bob Fuller, 1973. 32 pages.

A unit on objectives designed to help one understand
what an objective is and hew yo: can use it to help
you make learring easier .and more interesting.

Order ID 003 269.3.
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CBEP Program Guides/Strategies (continued) .

COMPETENCY -BASED GRAD NG STRUCTURE. Santa Clara Unified
School District Buchser High School, Santa Clara.
Robert McGinness, 1975. 19 pages.

Description of §rading structure in individualized
CBEPG programs. ;ncludes forms, charts. and letter

to parents. Order ID 003 279.1. . .

e

~

Consumer_Educatjion/Ceneral Business/Ecogomics:

INSURANCE. Source Unknown. 21 pages.

A prcgrammed LAP for studeat use cantaining objectives
and using ‘either of two textbooks for reference.
Included are vocabulary lists, reading assignoents,
and self{-administered quizzes. Keys to assignments
‘are not fncludéd. Order ID 003 107.

\

A

GENERAL BUSINESS - TEACHER OUTLINE, James Z{mmerman,
1969. 70 pages. T

This outline includes a 13-unit course cutline which
includes references to textbook and .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, Ingurance,
Keeping Personal Records, Bookkeeping and Accounting,
and Businegs Math Tapes. Answers to test questions

are provided. Order ID 003 107,2. (Available in micro-

fiche only.)
v

ECCNOMICS: A CONSUMER'S VIEWPOINT, Santa Clara
Unified School District, Buchser High Scheol, Santa
Clara; Robert McGinness, 1972. 4 pages.

Goals, objectives, and skill tasks are outlipned for

‘a one-semegter course emphasiziing protection of the
consumer, his rights, spending, budgeting and savings.
Order ID 003 108.
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¢ DESCRIPTORS

-

Congumer_Educetion/Ceneral Business/Economics (continued)

phy

ECONOMICS IN BUSINESS. Castle Park High School; Susan
- : Heas, 1972. 9 pages. : .

A transparency/tape presentation designed as an intro-
duction to ecomomics for large-group or individualized

i)
nt Required

P

O Meapucable Obj.
™| pretest/Key

1] Post Tes%(s)/Ke
© | Text Required

W 1Biblio
LAP

instruction. Script correlates with Economics in Busi-

= AV Required

™| Equi

b‘ » | Teacher Resource

gees granggagencteg from 3M. Order ID 003 248 003 268.

BUDGETING . Source Unknowm. 7 pages. .

This unit is destgned for teachers of General Business.
There are overall, primary, and related objectives
included. Under instructional materisls are listed

- reference texts, pamphleti, and magazines. Audfiovisual

.resources are recommended. Suggested activities include

aids, supplies, equipment, and business and community . Als c|~ PIEIF
ﬁh—-l‘ -
unit ‘orientation and drill activitieg, Order ID 063 259. | X R

BASIC AUTO A:D.MOTORCYCLE INSURANCE COVERAGE. Exeter .
Union High School Digtriect, aneah Bigh SChool Pat

.' Hardy, 1971 11 pages. -

_ “{s LAP on }nmrsnce is designed for student use.
mn . .luded are!objectives and a pretest.. Acciviti.ea are A cip
¢ _ordinated with readings Yrom General Business text- :

» [
» [

book. Key to pretest is not included. Order ID 003 259.1.

SAVINGS AND LOAN ASSOCIATIONS. Exeter Union High
Schools Jim Bradem, 1971. 9 pages. _ .

This consumer education LAP is designed for student
use with Applied Economics textbook. It includes
information about savings and losn institutions and.

personal finance and budgeting. An asssy pretest au'ﬁ
. ~ a combined objective and essay posttest are contained A

in addition to% 1lst of resource materials. ’ Keys to n
tests and AP are not included. Order ID 003 259.2.

» : | x
SAVINGS AND INVESTMENTS. Thomas Martim, 1971. Y pages. . _ .

P Jo
-
pe
-
-

w 4

A teacher rasource unit on savings and investments, A

including objectives, instructional materials, and ]

activities. Order ID 003 259.3. ' XjiX
- ‘

-*
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. Congumer Educagionzceneral Business/Economics (continued)

N

HOW TO READ STOCK LISTING. Raymond Doorack, 1970,
7 pagen.

This LAP om How to Read Stock Listingse is designed for
student use. Included are objectives, sequentialized

. activities with the use,of the daily newspaper, and a

suggested evaluation procedure. Order ID 003 259.4.
FAMILY FINANCE. Mr..Hackney. & pages.

A course outline on Family Finance for adult educators
of Consumer Education which includes a report of nine

'meetings with an ‘outline of topics covered by seven

speakers and the instructor. Order ID 003 259.S.

AUTGMOBILE INSURANCE. Tulare Union High School; Mel
Mendes, 1971, 15 pages.

This student TAP 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 tape are not included.

Order ID 003 259,6. N : *

|

BUDGETING. -Mt. 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 for maintaining records of income and expense
are included. Tests and 1AP keys are not included.
Order ID 003 259.8.. . .

FOR RENT. Patricia Ann Crews. 19 pages.

hig teacuer resource unit on apartments includes
objectives, materials needed, sample tests, awd
methods of presenting., It covers what, when, how,

gnd where to look for an apartment. There is a sug-
gested role-playing situation, information about
utilities, and rental abbreviations. The concludins
statements indicate how the unit can be incet.elated
in other courses. Order ID 003 259.9.

~
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DESCRIPTORS

.
; I
e

Congumer Educattion/General Business/Economics (comtinued)

THE BUSINESS WORLD, Manchester Central Righ School;
Margavet Hoben, 1572. 18 pagus.

A 'student LAP which serves as an introduc.ion to the

—

LAP

AV Required

Equi

; nt Required

business world. Basinc economic concepts are inte-
grated through the performarce of various activities

» 1 Teacher Resvurce
= | Post Test(s)/Key(s)

% |Bibliograph

=

requiring an unnamed textbook and workbook; keys to

E‘ @ | Text Required

F I Measurable Obji.
F‘ & Pretest/Key

2

LAP activities and posttest are not included. Order
ID 003 259.11.

g
FIFTEEN MODULES OF LEARNING FOR SELECTED TOPICS IN
GENERAL BUSINESS, California State University, San
Jose and San Diego; Wanda Blockhus and Maurjice L.
Crawford, 1972. 120 pages.

This teacher regource manual containing 15 modules of
instruction covering the following topics=--You 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 the Use of Your
Income. Learming Objectives and related sobject con-

tent are provided for each module in addition to- .
Teacher Activities, Student Activities, answers to AIBICIDIEIFIGIHN

tests, and lists of Resource Material. Order xl x X

X -
ID 003 259.,12. (Available in microfiche only.) <

“

MYESTING IN STOCKS. Orange Unified School DPistrict,

r
villa Park High School, Orange; Leo Joseph Fracalosy,
S5 pages.

A teacher's guide containing objectives, recommended

instructional materials, and suggested activities. It AlBlicliplirlirle

-2

- 1is to be used with the Investing in Stocks LAP. Order

ID 003 261. X} X

INVESTING IN STOCKS. Orange Unified School District,
Villa Park High School, Orange; Leo Joseph Fracalosy. 11pp.

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 umnit. AlBI C 2_ EJFIGIH

Order ID 003 261.1. X

-1040,,



Consumer Education/General Business/Fconomics (continued)

LEARNING TO READ STOCK QUOTATIONS AND CALCULATING RATE
OF RETURN ON INVESTMENTS. San Leandro Unified School
District; Russell C. Schuberg. 7 pages

A student LAP designed to accompany specific business
arithmetic texts and stock exchange pamphlets. Includes
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 imcluded. Order
ID 003 262.9. i -

PRORATING. Porterville Union High School, Porterville;
Robert Jorge. 18 pages.

This illustrated learning activity package on proration
of taxes, insurance, and interest includes a self-test,
key, and calculating activities. Posttest and key are

not included. Order ID 003 262.13.

CONSUMER EDUCATION - 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 CREDIT. Traaquillity Ynion High School;
Eilene Pettit, 1974, 25 pages.

This learning activity provides information on types
and sources of consumer credit. It includes applying
for a bank loan, opening a charge account, the revolv-
ing chatge account, credit rating agencies, laws pro-
tecting the consumer, and.where to go for help. The
idea that credit does not come free but costsextra is
made clear, with consequent guidelines for its use.
Included in the package are self-checking questions,
an application form, a posttest, and an information
leaflet by the California Department of Consumer
Affairs. JIrder ID 003 285.1.
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Distributive Education:

°- Cooperative Educatiom:

&

PERFORMANCE OBJECTIVES FOR THE COOPERATIVE EDUCATION
METHOD OF INSTRUCTION. Source Unknown. 1974. 49 pages.

Recommended minimum measurable performance objectives
created by Michigan Stave University that could be used
wvhen the method of instruction is Cooperative Educationm.
Foals are included as examples where learners coopera-
‘tively plan unique activities that require individu-
alized performance objectives. Order ID 003 274.1.

EDEN AREA ROC DEHONéTRATION 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 & DE Program.
Included are suggested steps for research and develop-
ment, curriculum, follow-up, and DE formg. DE demon-
strat ‘on program operators may use as an example for

packet idea., Order ID 003 243. a

RETAIL MERCHANDISING PROGRAM. Salinas Union High School
District, Salinas; Ilene J. Hylton. 28 pages.

This packet contains informative materials regarding
introducing, implementing, 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 bﬁg\nessmen and also to help bridge
the gap between school 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, pre= and posttests with
answers, background information,and learning activi-
ties. Intended for use with prepared tapes or text-
book materials. Bibliography included.  Order

ID 003 247.
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Distributive Education (continued) . “

'EMPLOYEE HANDBOOK AND TRAINING MANUAL FOR REDWOOD HIGH
SCROOL STUDENT STORE AND MT. WHITNEY HIGH SCHOOL ENT
STORE. Redwood Figh School and Mt. Whitney High School.
48 pages. . : o

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.
\ ) —_——

I3

FOOD STORE COMPETENCIES - HEAD GROCERY CLERK/HEAD PRODUCE
CLERK AND ASSISTANT MANAGER. Source Unknown.. 53 pages.

A list of fcod store competencies in categories of knowl-
edge and underdtandings, 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 District, Harry Ellg
High Sclicol, Richmond; Agnes Gowen, 1970. 13 pages.

] o

Activities in this learning sétivity package include

analyzing and determining the daily sales made by each
salesman, his weekly total, and his average daily sales.
This included material is to be prepared in table torm
and duplicated for distribution. Order ID 003 275.18.

- Office Simulation:

SIMUIATED OFFICE, TELEPHONE CLERK. Santa Clara Unf fied
School District, Buchser High School, Santa Clara;
~ Robert McGinness, 1972. 2 pages. '

An outline of a simulated office course for telephone
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, and

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, sGrossmoeﬁ
Union High School District, Santana High School, Santee;
Berg, Drenth, and Streib, 1971. . 57 pages.

A teacher's (employer'.s) guide to use for preparing stu-
dents entering the office simulation, Saber Enterprises,
Inc., at Santana High School. Includes samples of Saber
business forms, a.description-of the coupany's organiza-
tional chart,. general operaticns information, job descrip-

iors, and other suggestions in developing an office
education laboratory. Order ID 003 242,29.

DEMONSTRATION PROGRAM: OFFICE SIMULATION. Yuba City .
High School, Yuba City; 1971. 88 pages.

Materials used in the Office Education Laboratory
include: (1) Employee Handbook and Training Manual ~
(2) Campus Directory
(3) Procedures Manuval 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. John Burroughs High School; Betty Trempe, 1972,
200 psges.

Materials include a descripcion of the spin-off plan, '
suggestions on use of an audio learming laboratory,

- individual instructional packages using filmstrips and

caggsettes for 10-key adding- machine operation, switch-

"board, business arithmetic,and filing:; also, training

manual for tators, job descriptions, and” samples of

* achievement certificates issued. All the materials

included are items that were distributed to the demon-
stration program participants who. attended in 1971-72.
Order ID 003 242.21. ({(Available in microfiche omnly.)
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Office Simulation (continued)

-

ORIENTATION - SIMULATED OFFICE (LESTER HILL CORP.).
Jefferson Union High School District, Terra Nova High
School, Pacifica; Betty Kanalz, 1973. T pages.

A script for a slide/tap& 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's Program, published by McGraw-Hill. Order

- ID 003 270.1.

-~

¥ .

EMPinEE kANDBOOK AND TRAINING MANUAL ROR OFFICE
EDUCATION LAB, Yuba City High School, Yuba City;
Wayne Leach. 60 pages.

This learning package is designed to 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 ID 003 274,

LESTER HILL - GUIDELINES FOR INEXPERIENCED TEACHERS,
Santa Clara Unified School District, Ruchser High
School, Santa Clara; Robert Hccinnesa, 1975. 54

pages.

Helpful hints for teachers using Lester Mill simula- )
tion, Order ID 003 275. 7.

CLASSROOM MANAGEMENT PLAN. Los Angeles City Unified
School District. 29 pages.

Teacher resource materials for organizing the clags-
roeom where students participate in a variety of -
activities at the same time. Includes organization
chart, jod descriptions, and payroll plan for stu-.
dents. Order ID 003 279.3.

o

Shorthand:

ENGLISH PHONICS GREGG SHORTHAND, Lorraine Cresto,
1969. 10 pages.

Teacher resource materials, student activities, and
instructional materials to show the close association
- of English phonics dnd, the writing of Gregg shorthand.
General objectives and .n» pretest are included. No
answer sheet. Textbook references desirable. Order
ID 003 241. ' '
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° Shorthand (continued) - ' 0 -
. :

. ) ’ N
SHORTHAND - ARE YOU HOOKED? San Maréos High School;

Lola F. Edmiston. 26 pages.
A student learning package designed for use as a’ supple-

ment to Gregg Shorthand, Diamond Jubilee Series. This

IAP is primarily concerned with hook vowels. Gemeral -
ind measurable objectives are statWd. Pretest and post-
test and answers are i{ncluded. Order ID 003 242.3.

LEARNING TO DICTATE SHORTHAND,' Palo Verde Coliege;.
Sharon Miller., 7 pages. :

A student LAP on learning haow to dictate. Activities
require the use of Student's Transcript of Ggﬁgg Short-
hand -for Colleges, Diamond Jubilee Series. Or¥der
ID 003 257.2. :
< \\“
A,

SHORTHAND THEORY,. Sequota Union Righ School Distriect,
Ravenswood High Schogl, East Palo Alto; 1973. 10 pages.

This student package is designed to develop’ cowmunica-
tion gkills. News articles of current interest will

be used to review spelling, pronunciastion, meaning of
words, structure of sentences, and punctuation, Also
tncluded is a project used to identify any difficulty

in hearing sounds and what lettets are represented by -

~ these sounds. Shorthand theory prejects and standards

for individual units of {nstruction are part of the

package. Textbooks, Structured Learning Method, Skimin,

and Gregg Shorthand! Individual Progress Method, LesLie,
are needed for the shorthand projecta. Order

ID 003 257.3.

Student Orggnizatténs:

lq{? DECA .
EMPLOYEE BANDBOOK AND TRAINING MANUAL FOR DISTRIBU-
TIVE FDUCATION CLUBS OF AMERICA STUDENT STORE.

Yuba City High School, Yuba City. 61 pages.

Employee handbook to train safesmen and sales ‘clirks.
Training includes work in gelling, inventory comtrol,

cashiering, display, advertising, signpress tech-
niques, buying, and en>loyee supervision. Order

- ID 003 254,9.
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DESCRIPTORS

Student Organizations (continued)

DECA (continued)

ONE FOR THE MONEY, TWO FOR THE SHOW. Shelbyville
Central High School, Shelbyville, Tenressee; Mike
Price, 1974. 100 pages.

1974 First Place National DECA Competitive Evé%t
Winner, Area of Distribution Manual-High School Divi-
sion. DECA Adviser and member referemce when prepar-
ing Area of Distribution manuals for State and

National competition. (Available in microfiche only)
Order ID 003 289.3.

<

-
t

A STUDY TO D NE REASONS FOR THE EXISTENCE AND
NONEXISTENCE OF STUDENT VOCATIONAL ORGANIZATIONS .
IN CALIFORNIA. Escondido Union High Schqol District, *
Orange Glen High School, Escondido; Orange Glen DECA
Chapter, 1975. ¢ 138 pages. 7

1975 First Place National DECA Competitive Event
Winner, Creative Marketing Project - High School
Division. DECA Aduiser and member reference when
preparing Creative Marketing uals for State .and
Nationai competition. {Available in microfiche only)
Order ID 003 289.4.

WHERE THERE IS A HHEEL.l.THERE IS A WAY. L. D, Bell

- High School, Hurst, Texas; Lyndal 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 003 289.5. ‘. . ‘

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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DESCRIPTORS

‘g_t_udent Organizations (continued) N

a. DECA (continued)

-

nt Required

1974 MANUAL SUMMARY SHEETS FOR DECA, California
o . State Department of Education, Sacramento; Shari
Malone, 1975. 51 pages. . .

Collection of Award Winning Manuval Summary Sheee.s
from thes 1974 National Conference. Contains most
lst, 2nd, 3rd place winners and finalists ﬁor all
categories. Order ID 003 277.
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) < 1> Teacher Resocurce

MERIT AHARD PROG (DECA): GOLD FILE. Kemm Jt. C e
Unionw High Schedl District, Highland High School,
. Bakersfield; Shari Hnlone, 1975. 31 pages. .

An example of a Gold Level Activity File for use
by students participauns in the Merit Award Pro-
gram (MAP), (MAP) is a compitency-bnsed occupa~
tional exploration and trainimg program available .
to members in the Distributive Education Clubs of
Anerica,'DECA'. The file, done fn the area of

Apparel and Accessories, codl%t% used as a guide
for students working on the sf{lver or gold levels

@ ocwr. order 1o 003 217.2.

RETAIL MERCHANDISING ~ DECA IN THE CURRICULUM.
Lowell High School, Nashoba, Massachusetts;
A. M, Dunn, 1972, 30 pages. . - v .

A brochure of information on 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 comgetitive events in the DECA con-

test program. Urder ID 003 273.

- b. FBLA
~ CALIFORNIA CHAPTER OF THE. FUTURE BUSINESS LEADERS
OF. AMERICA HANDBOOK. California State Department /
' of Education, Sacrsmento; Doug Mahr, 1972. 142
pages.
- A handbook for local FBLA chapter advigsers on the oyt ' '
. effective organization and operation of office educa~ jalplclplE ctmlzl
tion youth activities. Order ID 003 102, (Avail- . _'J'.
. able in microfiche omnly,) :

-1 1%
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Student Organizations (continued)

b. FQLK (continued)

THE ‘MERITS OF FBlA. Livingston High School, Livings-
ton; E. Dale Brister, 1972. 6 pages.:

Winning entry in the essay conpetitive ‘event at the
1972 FBLA State Leadership Conference. Order

ID 003 102.1. . . P

TRINITY HIGH SCHOOL NEW CHAPTER WORKSHOP, Trinity
High School, Weaverville; Tom Clark, 1972.” 13 pages.

California State FBIA winning entry in the most
. outstanding project competitive event at the FBLA
\State Leadership Conference. Order ID 003 102.2.

FBLA PUBLICIZES 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 MONTHLY REFORT, Caruthers High §chool,
Caruthers; Tom Clark, 1972. 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 FBIA Chapter of the Year.

Order ID 003 272.

-

AIM - BRONZE ACTIVITY FILE FOR FBLA. Calffornia
. State Department of Education, Sacramento; Shari
. Malone, 1975, 61 pages.

Example of activity file, Bronze Award Level, for
FBLA' g Avards for Individual Merit (AIM) Program.
Vocatiphal srea for this file 1s General Office

Clerk. Order ID 003°277.1.

3
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udent Organizations (continued) v

b.

-

FBLA (continued)

~

FBLA SPEAKING FOR LEADERSHIP. Florida State Depart-

. ment of Education; Jeanette L. McClamory. 34 pages.

Public Speaking Manual developed by the Florida
State Chapter of FBIA for local FBLA chapters.
Includes openings, mannerisms, rating sheets, ban-
quet seating arrangements, parliamentary procedures,
outline of typical weetings, exercises, and refef-
ences. Order ID 003 279.2.

FBLA - CHAPTER OFFICER TRAINING. Florida-State

Department of Education, Tallahassee, Florida; / v

Jeanette L. McGlamory, 1974. 36 pages. FA

Officer Training Manual developed by the Florida
State Chapter of FBLA for local 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 Righ School, Caruthere, Rayleen Daniels,
«1975. 70 pages.

Reference material for FBLA chapters preparing an
Annual Chapter Activities Report. This. xeport
received first plade at the 1975 State Leadership
Conference and includes local FBLA chapter's
activities and projects from April, 1974, through
March, 1975. é::?x ID 003 289.1. _ \

ALY

PREPARATION FOR BUSINESS LEADERSHIP, Jurupa
Unified School District, Rubidoux High School,
Riverside; Rubidoux FBLA Chapter, 1975. 48§
pages.’ B

First place entry in Most Original Project Event
at the 1975 FBLA National Leadership Conference.
Project descrfbes Rubidoux High School's "FBLA

Class" called "Preparation Fpr Business Leader-

ship." Order ;g 003 289.2.
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This unit containg teacher retource material and a stu- | BN ol o = % o !
dent Review Sheet on horizontal and vertical centering. A 3 B I P - B g
Solutiong to the Review Sheet activities are included, '
’ Order ID 003 258.3. AlIBICIDIEIFlGIH] I
| X! x|

HORIZONTAL CENTERING. Betty 5. Rose, 1970. 9 pages.

.This studeft LAP {g desigred eg tha(hortzontgl center-
ing on the typewriter can he léarned through seven
activities. Keys to the activities are not included,

Order ID 003 258.5. L '

2

 APPLICATION OF THE-BASIC RULES OF CAPITALIZATION IN
“TYPEWRITING. - Arcadia High School; Anne E. Gaydos.

8 pages. . ; A . ‘ . ‘ N
Basic rules.fo- -ipitalization are preseuted in this ST
- teacher resource_unit. Sentence and letter drill exer~

. cises requiring the uee of a typewriter are indluded.
Review tests and keys are mentioned but not included.

Order ID G03 258,11, '

TYPEWRITING . SEQUENCE. Wm. S..Hart Union High School %
Districg, Caqyoq Righ School, Saugus; Conway Spitler.

“An orifnta on booklet designed to explain the Canyon
High individualized typing program to students. In-
cluded are ‘course objectives, pPlacement evaluation, .

description.of work patterns, class procedures; grad- aAlslcln ﬂnﬂnn ‘
ing standards, and variable credit information. Order ﬂ -
ID 003 258.13.

b ) . “ \

INDIVIDUAL PROFICIENCY STUDY FOR TYPING 1A, UNIT VO,
PART ONE, Bear Valley Unified School District, Big

Bear High School, Big Bear Lake; Richard W. Burton,
- 1972, 8 pages.

Individusl Proficiency Study was developed for a year-

round high school program based on a quarter systens.

The program is intended to individuslize a beginning °
. typing course using personal snd professional typing.
" South-Western Publisghing Crupany. Performsnce objec-

) %
tives, Evaluation of Perforzance Objectives, and indi- A g ' rlela I 1 . .
vidual Performance Activities are included. Order .
ID 003 258,21, ‘ X{X X
®
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Typewriting (cont{nued)

INDIVIDUAL PROFIGIENCY STUDY FOR TYPING IB, UNIT ONE,

DESCRIPTORS

PART ONE, Bear Valley Unified Schnoi District, Big
Bear High Schcol, Big Bear Lake; Richard Burton, 1972,
8 pages. ' .

Individual Proficiency S:ud} wag developed for a year=-"

round high school program based on a quarter system,
The progran. s intended to individualize a begloning

PRSI

i

LAP

Pretest/Key

typing course using personal and professionsl typing.
South-Western Publishing Company. Performance Objec-

% | Bibliography

1| Post Test(s)/Key(s) -

~{ Equipment Required |

ztves. Evaluation of Performance Objectives, and Indi-
vidual Performance Activities are inciuded. Order

ID 003 258.22.

A .
.

k‘ » | Teacher Resource

INDIVIDUALIZED PROFICIENCY STUDY FOR TYPING 1A, UNIT \
ONE, PART ONE. Bear Valley Unified School District,

Big Bear High School, Big Bear Lake; Richard W, Burtonm,

1972. 6 pages. '

Individual Proficiency Study was developed for a year-
round high school program based on a quarter system. .

t..-ing dourse using personal snd professional typing.

> |© Measurable Obi.

4
% | ] Text Required
A Fl AV Re'uiroed'

The progfam is intended.to iondividualize & beginning .

uth—H stern Publishing Company. Performance Cbjec---
t , Evaluation of Performance Objectives, -and Group: A

Pex .ormance Activities are included. Order . .
ID 003 258.23. .\ -

INDIVIDUAL FROFICIENCY STUDY FOR TYPING 1C, UNIT ONE, '
PART ONE, Bear Valley Unified Scl ool Dlstrict\\Big "

o

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

1972. 9 _pages.

Individual Proficiency Study was developed for a yeare
round high school program based on & quarter syst:m.
The program i{s intended to individualize a beginning
typing course using personal and professional tyr!mng.

| |
[

Sougth-Wegtern Publighing Company. Performance 0-jec~ A

tives, Evaluation of Performance Objectives, an. 1

Individual Performatce Activities are given, C(rder X

lﬂ

ID 003 259.2.

<

SCRIPT - TABULATION. Sequoia Union Righ School Dis-
trict, Ravenswood High Schocl East Palo Alto; 19/3.

4L pages.
A script for a gslide/tape presentation on the funda-

mentals of setting up and typing a tabulation problem A

with a8 heading and two columns. Presentation is writ-

ten to go along with 22 slides. Order ID 003 258.25. X
12
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writing (continued) | | .
o i- ' ' >

SCRIPT/ - ENVELOPES. Sequoia :Union' High School Districe,
Ravenswcod Bigh School, East Pale A}to;_l9?3. 6 pages.

A scriptlfor a slide/tapqrpresentation onrtyping enve~
lopes, Explains use of the zip code and the coding sys-
tem. Script {s written for 38 slides. Order

ID 003.258.26.

SCRIPT - IEM PROPORTIONAL TYPEWRITER. Sequoia Union
High School District, Ravenswood High School, East Paler
Alto; 1973. 9 pages. ' I

A script on the operation of the IBM Executive Type=-
writer. The slide/tape presemtation covers all the
machine parts, special keys, and other features of the
proportional typewriter. Seript is written to go along
with 46 slides, and correlated with 20th.Centu Y Typ. -
writing, Ninth Edition. Order ID 003 258.27.

]
-

TYPEWRITING § TEACHING HOME ROW AND KEY STROKING. Harry
Bettencourt. 8 pages. o

A script for a videotape presentation for beginning
typing students on the correct position at the type- R
writer. the home key fingering, and the correct strok- °
ing of the home row keys. Order ID 003 258.31.

INTRODUCTION TO BEGINNING TYPEWRITING, San Mateo County
Schools, RTP Cffice 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 {s written for 31 slides.

Order ID 003 258,32.

~,

INTRODUCTION TO THE ELECTRIC TYPEWRITER - ADLER.
Sequois Union High School District, San Carlos High
School, San Carlos; Gene Worthington, 1973. 21 pages
A student learning package to provide the gtudent with
8 systematic exposure to the features of an Adler elec-
tric typewriter along with drill selected to provide a

degree of confidence on thelelectric keyboard. Incluilled
are: Progress/Grade Sheets)\ Worksheets #1 end #2, and
2

Narrative of Instru.tion. Century Typewriting,

9th Edition, South-Western Pub ishing Company, is required

to complete the sctivities. Order ID 003 258,38.
L d
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Typewriting (continued)

INTRODUCTION TO THE ELECTRIC TYPEWRITER - IBM SELECTRIC.
Sequoia Unfon High Schoel District, San Carlos Righ
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 drill

to gain a degree of confidence on the electriec keyboard.
Included are: Progress/Grade Sheets, Wqcrksheets #1 and
#2, and Narrative of Instruttion with Illustrations.

The unit is correlated with booklet entitled "The IBM
Selectric--An Introductovy Course" which can be obtained

free of charge from the IBM Company. Order ID 003 258.39.

DESCRIPTORS

INTRODUCTION TO THE ELECTRIC TYPEWRITER - IBh STANDARD,
fequoia Union High School District, San Carlos High
School, San Carlos; Gene Qorthington, 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 drills selected to
provide a degree of confidence on the electric keyboard.
The unit is used with booklet entitled "A Short Course
itn 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 typists 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 Gregg
Typing, 191 Series. Includes gelf-administerad 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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DESCRIPTORS

Typewriting (continued) P

Nt

Q

DEVELOPING ECONOMIC UNDERSTANDINGS IN TUNIOR HIGH
SCHOOL TYPING CLASSES. Sweetwater Union High School
District, Hilltop Jr. Righ School, Chula Vigta; John
Ayres, 1972. 8 pages.

.

e Obi,

Pretest /Key

[

1P

A typewriting manuscript emphasizing basic economic

nt Required

AV Required

¢ cepts and a posttest to determine acquisition of
i: rmation are included. Key to posttest is not

” | Teacher Regource
% | Bibliography

0
Q1 Text Required

e Heiaurabl
=

> |'1| post Test(s)/Rey(s)

included. Written especially for the junior high X

1 ™} Equi

school. Order ID 003 269.

B
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. 16 competen-~ N .

cies). The goals of the program, teaching/learning “lals choielr
methods, and grading/credit policies are included. No

pretest or posttest is necessary. Order ID 003 289. : -

- Work Experjence Education:

OFFICE OCCUPATIONS - A VOCATIONAL WORK.EXPERIENCE
EDUCATION. San Jose Righ School; Marie Cardinale.

16 pages. C e
Illustrations of actual forms and working papers for
student and teacher use in adMinistering a work experi- IA, Bpcibd IB I L4 I ¢
ence program. Order ID 003 252. IA ! l l |
L g,
~

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 intemded for
orientation and consolidation of information related

to the series; Self-Inventory, Self-Appraisal, Appli- i I
cation Forms, Resume, Application Letter, Interview Eiil CIDIEIFIG

and Social Security Information. It includes pretests, l

posttests, answer sheets, and forms. Order ID 003 265.63, -

p=b
a\)
.
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General Topics

Audiovisual:

" FILMSTRIP AND SLIDE PROJECTION. San Diego Uni fied

School District, Midway Adult School, San Diego;
Gengvieve Dudgeopn, 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 Information:

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 : potential employer during an
interview, along with tie certificates earmed and a
persotal resume. Order ID 003 121.3.

\ ‘ .
EMPLOYMENT READINESS TASKS - GUIDELINES. Ser¢.~ Clara

Unified School District, Buchser High Schoo!, :santa
Clara; Robert W. McGinness, 1972. 3 pages.

These guidelines cerve 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.

DEVELORMENT OF AUDIOVISUAL INSTRUCTIONAL 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 infgrmation about 19 different jobs
which are listédd pnder DOT clagsifications. It also
gives the names ahd sources for individuals who have
prepared slides tb go with the various narrations.
Included in the jdbs are: accoumting clerk/bookkeep-
ing clerk; bus boyXkitchen helper; cashier/checker;
clerk ¢ ’et; clerk™g helper (box boy); display man;
duplic. machine operator; file clerk; gift wrapper/
cashier wvrapper; incouming merchandise checker; marking
clerk; PBX switchboard operator; receiving and shipping
clerk; receptionist; service station attendant; shoe
salesperson; stock ‘clerk; transcridbing machine operator;
and waitress/counterman. Order ID 003 124.
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DESCRIPTORS

*

Career Development/Job Information (continued) .

STEPS TO OBTAINING AN OFFICE JOB. Mt. Miguel Righ
School; Janette Reints. 35 pages.

bj.

nt Required

A student learning activity package including interview
techniques, preparation of a data sheet and application
letter, dress, and methods to locate job ‘openings. .
General objectives are stated. Included are suggestions
for use of multimedia and a bibliography. Orcer

ID 003 242,.24.

[ 4

~—

/Rey
("] Poat Test(s)/Key(s)

WS

Pretest

» 1 Teacher Resource

| ¥ ]1B{bliography
9| Text Required

O 11ap

> | © | Measurable 0
= | AV Required
"1 Equi

=

PREPARING FOR THE JOB INTERVIEW. Barbara Hickethier.
9 pages. :

. S r $ .
A skill unit outline that includes teacher resource A BI CIDIEIP}GC
materials, objectives, and a bibliography on preparing X

for job interviews. Order ID 003 249.1.

( + -

- -
= )
|

MAKING THRE 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- 0
~able qualities of an office worker. A pretest and post- :

test are included. Recommended readings from texts are AlBlclp
Ancluded in the suggested activities. Keys are not
. igcluded. Order ID 003 264. _ 1 X1 X

be [m
=

+

1
-

PERSONALITY TRAITS FOR THE JOB. Jean Ellingsen, 1970..
14 pages.

An occupational competence unit including objectives,
instructional materials, and suggested activities. : AIBI C
Bibliography and audiovisual materials are ligted.

L
w
]
9
=
-

X X

Order ID 003 264,1. X

CAREER GUIDANCE. Philip A. Rue; Fontana; 1971. 14

pages.

This learning activity package is designed for student

use, It contains a bibliography, suggested self- AlBlcipiE]lFriclnil
appraisal and aptitude tests, and a student progress X o ;7
checklist. Order ID 003 265. X} i

CAREERS. Canyon High Schoo), Monrovia; Sylvia Hali,
1972, 17 pages.

Progrémmed activities and materials to be used for A
career guidance purposes are provided. Kuder Prefer-
ence Test needed. Order ID 003 265.7.
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areer Development/Job Information (continued)
' [}

[
CAREER DEVELOFMENT - SELF-INVENTORY. Riverton High
School Disgtrict, 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 selected.reading list.

Order ID 003 265.22.

INVESTIGATING CAREER OPPORTUNITIES IN BUSINESS.
Campbell County High School, Gillette, Wyoming;
Sherry Lambert, 1971. 15 pages.

A learning activity package designed to show Susiness
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

A mini~LAP for use in conjunction with job visita-

" tions and observations. - Includes a checklist on

conduct for the visitation and a follow=-up question-
naire on impressions. Order ID 003 265.24.

CATALOGUE OF CAREER EDUCATION LEARNING ACTIVITY
PACKAGES. School District 25, Rfiverton High School,
Riverton, Wyoming; 1972. 22 pages.

This catalog of LAPs,which are available from School
District No. 25, lists items under Career Orientation

i Junior High School and Business and Career Orien-

tation in Senfor High School. There are also 1APs
available in Banking Math. Order ID 003 265.31.

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 bugsiness, clerical, and mail
payment for gas utilities companies. Also included

are career opportunities as well as employee benefits,

and training required for these occupatiocus. Order

ID 0037265.32.
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Career Development/Job Information (continued)

CAREER GUIDES FOR ENTRY OCCUPATIONS IN FOOD SERVICE,
" Califognia State Department of Human Resources
~ Development; 1972. 21 pages. o-

This guide is designed for guidance in identifying
entry-level occupations and career ladder opportunities
in 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-level occupations and career ladder -
opportunities in the ffeld of Printing. Included
are Sales and Phototypesetting requiring business
and salesmanship skills. Order ID 003 265.49.

CAREER GUIDE FOR‘ENTRYlOCCUPATIONS IN BANK&NG.
California State Department of Human Resources
Develppment; 1970. 22 pages. . '

This guide is designed for guidance in identffying
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-
nities in the field of Fire Protection. Nine occu-
pational areas are explained. . These are Airport Fire
Protection; Arsen Investigation; Fire Prevention;
Forestry Pire Protection; Harbor Fire Protedtion;
Helicopter Operations; Industrial Fire Protection;
Rescue and Ambulance Service; Urban and Suburban Fire

Protection. Order ID ‘003 265.51.
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Career Development/Job Information (continued)

' CAREER GUIDE FOR ENTRY OCCUPATIONS IN DENTAL HEALTH,
&E3lifornia State Department of Human Resources Dewelop-
nt; 1972. 23 pages.

This guide is designed for guidante in identifying entry-

< level occupations and career laddey opportunities in the
fiteld 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, Dentures; Dental Laboratory Work,
Orthodontics; and Dentistry. Order ID 003 265.52.

-

A

Equipment Required

u{_)

© Measurable 0Obj.
" | Pretest /Key

| Post Teaiip)lxex(s)
"IText Required

wiBibliography
ot W Required

(2
"4

» | ® | Teacher Resource

CAREER GUIDES FOR ENTRY OCCUPATIONS IN ELECTRICAL i
UTILITIES. Califormia State Department of Human
Resources Development; 1972. 26 pages. . -

A

N
This guide is designed for guidance in {dentifying 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-
vice, Accounting; Custgmer Service, Telephone; Hydro Sta-

tion Qperation; Line Construction; Plant Maintenance, )
Electrical; Plant Maintenance, Mechanical; Service Center; AIBICIDIJEIFIGIRII

Steam Plaft 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-

This guide is designed for guidance in identifying entry-
level occupations in Merchandising, The eight occupa-
tional areas explained {nclude Buying; Customer Service;

Credit; Display; Sales; Securfity; Stock; and Unit Con- .ﬁ..!#lc plelricinll

trol. Career ladder opportunities are also covered.

. Order ID 003 265.55. X
. L]

CAREER GUIDES éOR 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- alslciolelrlelnls

ing; Premium Collections; and Underwriting. Order

ID 003 265.36. ‘
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Career Development/Job Information (continued)

h
CAREER GUIDES FOR ENTRY OCCUPATIONS IN DATA PROCESSING,
California State Department of Human Resources Develop-
ment; 1973. 20 pages.

This guide is designed for guidance in identi fying entry-
level occupations in Data Processing. In addition to
information about employee benefits, training réquired,
promotional opportunities, and general hiring require- -

ments, seven occupational areas in the computer field are

explained. These include Computer and Computer Time
Marketing; Computer Maintenance; Corputer Operationg--
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 guidamce 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
Mainternance; Line Maintenance, Cables; and Traffic.

Order ID 003 265.58. -

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. Order ID 003 265,64.

SELF-APPRAISAL. Sweetwater Unjion High School, Chula,
Vista: 1973. 6 pages. '

A continuation of the LAP series on vocational selec-
tion. Includes objectives, introduction, and checklist,

Order ID 003 215,65

SOME QUALITIES THAT EXECUTIVES LOOK FOR WHEN INTERVIEW-
ING OR PROMOTING OFFICE WORKERS, North American Avia-
tion, Inc., Los Angeles. & pages.

A list of specific points in Appearance, Attitude/Per-
sonality, marner in which Application is Completed,
Skills, and Education Experience that North American
Aviation uses when interviewing and promoting office

workers. Order ID 003 265.73.
L
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DESCRIPTORS

. Career Development/Job Information (continued)

——

w1Bibliography

nt Required

SOCIAL SECURITY INFORMATION. Sweetwater Union High »
School District, Chula Vista; 1973-74. 23 pages.

A learning &ctivity p ~kage designed to inform the stu-
deiit in matt: of social security benefits and proce-
dures. Prov:i.._s performance objectives, lists of bene-~
fits, sample forms. Includes a pretest and posttest. .
Order ID 003 265.69. ~ ' | o " X

Pretesgt/Key
|| pogt Test(s)/Key(s)

» | Teacher Resource

“ | Measurable Oﬁi.
% [ m

@] Text Required .

"= | AV Required

| BEqui

A SAMPLING OF EMPLOYMENT PRACTICES USED BY BUSINESS,
INDUSTRY, AND GOVERNMENT, California State Department
of Education, 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 V4
techniques, employment tests, and job-related informa- Al BLC EiFicinlil
tion. Twenty-six firms contributed materials for the X

release. Order ID 003 265.74. @ ‘ = 8

. CAREER EXPLORATION.
1974. 16 pages. \

An outline that provides direction towards creating

career-related experiences by pairing various curricular
areas such as Psychology and English to form a unit in AlBl ¢
Human Relations, Business and Mathematics to form a unit . Bn
in Buying and Pricing, etc. Ordeg ID 003 275. . X

Oceana High School; Al Butler,

* |o

AIDES TO CAREER EDUCATION ACE PROGRAM - RANDBOOK. Los
Angeles City Unified.School District; 1974. 33 pages.

A teacher resource guide. Describes a district-wide \
effort in career education. Vocational programs for AlBlclplielrlcetE II
disadvantaged students are included. Use of parapro- I
fessional aides is detailed. Order ID 003 275.2. Xjx .

CAREER EDUCATION. Parkway Jr. High School, Scuth
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 A
and knowledge of accounting and distribution. Six X Ix
reference books are required. Order ID 003 275.3. :

(g]
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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 in
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 rgnked
in order of percent of respondence performing tasks im
secretarial occupations. Job descriptions are also

' computed for General Secretary, Executive Secretary,

and Administrative Assistant. (Available in microfiche

only) Order ID 003 275.9.

MODULE FOR EMPLOYABILITY. Los Angeles Unified School
District. 84 pages.

A complete ‘unit- including a pretest (mot a challenge

test) and module competency test with keys. Sub-
modules include: You and The Job; Preparing for the
Job; Are You Ready for 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) . -

! ' /
GUIDANCE. Los Angela2s City Unified School District.
32 pages.

Teacher resource materials and suggested student activi-

. ties to aid in choice of f{nstruction modules. Includes

Q

use of want ads, surveys, business visits, interviews.
Includes job descriptions of common eptry-level jobs
such as mail clerk, receptionist, ¢lerk typist. Order

ID 003 275.29.

RECRUITMENT LAY - SOUTH SAN FRANCISCO UNIFIED SCHOOL
DISTRICT. South San Ftancisco High School; Margaret
Purcell. & pages.

A resource document for coordinators, department heads,
or teachers interested in conducting a Recruitment Day.
Deseribes a high school program to place students in full-

time, entry-levél employment. Order ID 003.279. 132
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DESCRIPTORS

Disadvantaged:*

o w b
@ vocaTionAL EWUCATION FOR THE MULTI-CULTURAL AND EDUCA- g 4 |8 =
TIONALLY DISADVANTAGED. Gramt to Bureau of Vocational gH o 3 ~N g*
Education, California Sta‘te University, Long Beach; g £ o N @ Lo B o
Dr. Robert Kunst, 1973. 18 pages. el M - 2 o 2 ,gr b
State _of_Caufornis,' Bureau of Vocational Educatiom, 1973. E e § > o o S 'g
This report is designed for guidance for teachers in iden- S { ol el = 3
tifying learning characteris%ics and {n listing teaching & = 3 g & gf & : S
strategies in Vocational Education. Reys to success are
enumerated in order to help the vocational education AIBJCIDIEIFIGIHII
teachers and administrators as they strive to see that all X
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. | X |

STULY . OF GRADUATES OF THE BUSINESS COURSE. Pennsylvania

‘ QUESTIONNAIRE FOR USE IN MAKING SURVEY & FOLLOW-UP
Department of Education, Harrisburg, PA; 1972. 12 pages.

This publication provides a sample survéy form for use
in determining what vocational bpportunities exist in
the businesses of a community Agnd what skills and profi-
ciencies are required. It algo contains a follow~up
questionnaire for former students 'to determine how the
school training measured up to actual business needs.

Order ID Q03 265,59.

JOB PERFORMANCE RATING PROCEDURES USED BY REPRESENTA-
TIVE BUSINESS OFFICES, Calffornia State Department of
Education, Bureau of Business Educatiau Sacramento.

1974. 45 pages.

A publication prepared for informing schools of the
procedures used by business and indugtry in the evalu-
ation of job performance of office workers. Different

- -

job performance rating forms used by business, in’duey'y AJBlCIDIE F BIT)
and government are included in the release from nine ]
- entegprises. Order ID 003 265.61. . X
T—I—
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Evaluation/Follow-up/Performance Rating (continued)

L]

SOME SELECTED EMPLOYEE ATTENDANCE RATING PRACTICES FROM

. BUSINESS, INDUSTRY, AND GOVERMMENT. California State

Department of Education, Bureau of Business Education,
Sacramento. 53 pages.

A publication prepared for informing schools, who are
conducting Bdsiness Education programs about rules,
regulations, and forms used to rate and record the atten-
dance aspect of employee performance. Releage discusses.
meaning of absenteeism, need for rules and regulations,
and employee responsibility for absenteeism. Sixteen
different firms from business’, industxy, and government
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 progress checklists for efther self~rating
or teacher-rating of student progress., Covers basic
knowledge and duties for Waitress, Grocery Store, Ship-
ping and Receiving, Service Statjon 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
¢f Vocational, Technical and Continuing Education,

Rzrrisburg, PA; 1972, 12 pages.

Inciudes a preface and susgeé:ed questionnaire for
potential employers of high .school graduates, Covers
pesitions 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.

- Ingtructional Resource Materials:

A LIST OF LAPS. Greater Lowell Regfonal Vocational
Schools, Lowell, MA.; Jerry W. Carpenter, 1973.

33 pages. o

This catalog liatsfb7 Learning Activities Packrges
which are availablé from the Greater Lowell Regional
Vocational-Technical School District, 10 Bridge Street,
Room 302, Lowell, MA 01852, at 50¢ 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.
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. o Instructional Resource Materials (continued)

<

~

GEM - TASK FORCE - INTERIM REPORTS. Mesa Verde High
School, qumlchsel; Lynda Veatch, 1975. 66 pages.

Teacher catalog of materials for the Californis Busi-
ness Education Program Guide for Office and Distribu-
tive Occupations. Includes published text and multi-
media sources. Order ID 003 275.1.

A

‘.geasurecﬁentlnetrigs :

7

SOURCB 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 FO MEASURE - REPORT. California
State Department of Education, Sacramento. 13 pages.

Teacher resource paper. Describes the theoretical
base of measurement tasks. Order ID 003 275.5.

LET'S THINK METRIC IN VOCATIONAL EDUCATION, Calf-
fornia State Department of Education, Sacramentc,
1973, 26 pages.

An {nformative puhlication to provide asgistanc: to
vocational é&ducators fin instituting the metric sys-
tem of measure in vocational programs throughout
California. Includes the history of wmetrice? funda-
mentals of the system, advantages, and suggestions
for converting in the schools. Several conversiou
tables as well as a list of available educational
publications are included in an appendix. Order

ID 003 275.21.

METRICATION ANRD SOME IMPLICATIONS FOR BUSINESS EDU-

CATION, Pennsylvania Department of Education, P

Harrigburg, PA; 1974. 17 pages.

This pamphlet will be of help to business teachers in
bringing metric insiruction into business courses,
particularly business mathematics and typewrit.ng.

Covers both historical and recent developments, as -

well as an explanation of the system and {ts vocabu-
lary. Order ID 003 275.22.
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Promotional Materials:

PROGRAM FOR OPPORTUMITIES UNLIMITED. Santa Barbara Cicy
College, Santa Barbars High School Distric€, 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 'SCROOL-TO-PUBLIC GAP." Bear Valley Unified
School District, Big Bear High School, Big Bear Lake;
Richard W, Burton, 1972. . 8 pages.

This report discusses methods of improving the public
image of schools through better public relations.

Order ID 003 265.37.

CAREER ADVISORY COMMITTEES IN OCCUPATIONAL EDUCATION.
Hod§sto High School District, Modesto; Gaylord B.
Boyer. .15 pages.

Thig manual provides information about the need, orga-
nization, and functions of advisory committees. Order
ID 003 265.38.

8
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 merchandfsing, marketing,
and management in the distributive occupations.

Order ID 003 267.

EMPLOYMENT THROUGH WORK EXPERIENCE. Anghe{m Union
High School Dist¥ict; George Hanley. 3 pages.

This is a promotional broghure designed to present
information about the work experience program at the
Anahein Union High School District and to answer

frequently asked questions about the program. Order
ID 003 267.1. )
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Promotional Materials (continued) bt +i N .5
3l 5 13 1N v
o o8 o) ) of o8
[} Q @ :‘4 -t QO -
READY, SET, GO! Kern Migh School District; Ron Fontaine, | | ® o Bl ol {4 e
41 pages. o] o n o & & & §
. ol = a ol ol o & -
Display posters designed to promote vocational education s o 3 of of o x|} 3
trom Junior High through community college levels. The ~] m x| ouf adf =} €] w
poster series covers various jobs, what you would learn, alBlicIplElFlg I
wvhat you would earn, and what else you should know
about the jobs. Written in English and Spanish. Order X

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
Righ School, Pacific Grove. 11 pages.

lise as model for student introduction to individualized aAlslciplelr

o CBEPG course. Describes what student responsibilities

include. Cartoons. Order ID 003 283. X

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 AIBICIDIEIF
tasks for a certificated program involving calculator

machine operators. Order ID 003 121.2. , #

le

eff

SENIOR INTENSIFIED PROG.AM IN JOB ENTRY-LEVEL TRAINING N
AT GAHR, ABC Unified School District, Gahr High \
School, Cerritos; Sandra Neher, 1972, 87 pages,

The Senior Intensified Program is a two-hour block

——

sl

class. It is a model for use by teachers in develop-
ing a job entry-level training program. Includes A

lo
o
joxs
~

(1]

B\

instructional materials., (Available in microfiche X

only) Order ID 003 242.2.

49
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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¢ﬁ;havioral objec-
tives together with typical objectives for typewriting,
shorthand, secretarial! office practice, bookkeeping,
and retail merchandising. Order ID 003 249.4.

! [N
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 ready to do a research paper. The pre-~
test will direct the student either toward doing &
research paper or toward further study on how teo pre-
pare a business research paper. A posttest (no key
included) would determiné how ready the studefit is to
do a research paper after he has studied the .aterial
contained in the LAP. The student is referred to nony
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 Cert{ficate of
Occupational Proficiency in sixteen occupationg, 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 epart-
ment of Big Bear High School, Order ID 003 26 lol.

\

GREGG O.J.T. PROGRAM TESTS. Santa Clara Unified School
District, Buchser 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. .
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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, 3Ird edition, by Friedman and Grossman, and
About Her,by Andrews. Includes competency test and
key. Order ID Q0. 275.12.

e

&
‘. &

ORGANIZATION OF WORK. Los Angeles City Unified School
District. 12 pages.

[
Student activities to 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 Cif} 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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BEDDS SELECTRD ERIC MATERIALS . BUREAL: OF BUSINESS EDUCATION .

DISTRIBUTIVE OCCUPATIONS

Food Distpibution - 04.06

ED 021 982

Curriculum in Food Hendling and Distribution. A Guide For Sxperimentation in HBigh School and Pogt High School Voca-
tional Training. Stiles and Others. Conn. Univ. Spona Agency - Comn. State Dept. of Rdu Rte. ORC-5-8-112 May 67
167 P.

Geneygl Mepchandiging - o4.08

BT 0k2 399

Sales Promotfon. A Suggested Adult Distrilutive Bducation Course OQutline. By Rubin, Alan J. and Others. New York
State Education Dept. Albeny Nysed-Bull-166 pub Date 66 26 P, .

ED @17 651

Selected Instructional Materisls for Dietributive Education. lavendoweki, J. €. Califormia State Dept. of Education.
Secrsnento Council for Digtridutive Teacher Educ. CDYE-Professional-Bull-? Jen. 66 39 P.

ED 017 12 ‘
The Project”Plan For Distributiva Education in Plorida Righ ‘Schocls. Florida S¢. Dapt. of Educstion, Tallahagsee Jen.
67 &8P, <

ED 017 T13 *

Self-Study Progras in Rstail Store Operations. Units 1-13 end Study Guide., Quaker (ats Co. Chicago, Ill. 1965 277 P.
ED 018 562 i . . :

A Piret look et Distribution. Washington Stste Board For Vocat, Educ. Olympta. Aug. 66. 282 P, .
ED 018 655

Participation Expertences, A Handhbook for Project Teaching A Msnusl For Use with "A Piret Look at Distribution.”
Washington Stete Digtributive Education Course Outline. Hagensu, R.L. and Others, Jul. 67. 88 P.

ED 019 412 - -

A Philosophy of Digtributive Education. A Report of The Firxs Step {n The Research Project. "A Competency Pattern
Approach To Curriculum Conatruction in Distributive Teacher Education” Crawford, L, C. Rep. CDTE-Profess.-Bull-~10,
&7. 110 0P, .

ED 019 473

A Pilot Progrea Comparing Cooperative snd Project Methods of Teaching Distributtve Educatfon. Perguson, E. Jr. Joint
Coun. on Econ. Bduc. N.Y., B.Y. Rep. No. Br-5-0048. National Busineve Bduc. Assmn. Cont. OEC-5-85-111. 67. 13 P.

ED 020 419

A Comparison of The Effectivensss of The Project and Cooperative Methods of Instruction on Selected Competencies in
Distributive Educatfon at The Secondary Level. Resesarch Report Re. 4. Ferguson, Boward T., Jr. Mich. St. Univ,, East
Laneing, Dept. of Sec. Educ. Apr 68 22 P.

2D 020 421 .
A Case Study of Weaknesses in Coovdination Practices. Dorr, Rugens L. Council for Distributive Teacher Educ. 1962
| L ]
§
ED 020 42)
Readings in Distributive Educ.--The Project Plan of Instruction and Related Teacher Educ., Selected Papers From the Nat,
Seminar in Distributive Educ. (Mich. St. Univ. 1967) Project Report No. 5, Haines, Peter G. and Others. Mich. St. .
Univ., Rast Lansing. 1968 172 P.

ED 020 427
Gutidelines for laplementing The Project Plan of Instruction in Distributive Education Through Teacher Education. Pro-
ject Report No. 6. Michigsn St. Univ., Rast Lanstng Dept. of Sec. Bduc. Apr. 68 99 P.

Q -132- /-
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Ge 1 ha ng cont'd,
ED 020 428 ’ ' . coo
Cuidsltnes for Iwplement ng The Project Plen of Instruction in Digcributive Rducation in The Schools. Project Rsport
No. 7. Michigan St. Univ., Eest laneing, Dept. of Sec. Bduc. Apr. 68 9¢P,

Kb 020 647 . '
Facilities and Equipment for Distributive Bducatfon Programs. Trimpe, Adrian snd Others. Western Michigan Univ.,
Kalamaxco 1968. 72P. -

fu
ED 021 135 .

The Diggrridbutive Education Curriculum ee Evaluated by Businsesmsn and Distributiva Bducation Students of Uteh. FPFinal

Repo Loveless, Austin Ges Egan, led. Utah Research Coord. Unit for Vocat. and Tech. Educ. BR-6-3046

OEG ~? 063046-1612. 1968 34P.

ED 022 04t
The Dunwoody Papers, Raport of National Trefining Conference For Distributive Education (let Minneapolies, Aug. 14-25,
1939) Knouse, Rano S. Wis. Univ., Madison Distributive Educ. Off.-Btc. Sept. 67 9IP.

ED 022 (&2

Supervision Considarations of Scudent Teaching in Distributive Kducation. MNill, Chester 0. Bowling Greén State Univ.,
Ohio Dept. of Busineés Rducation. Council for Diatributive Teacher Bducatiom. 67 3I9P. -

-
\

ED 022 045
Audio-Visual Instructionsl Materisle for Diatributive Education. A Classified BDidliography, Fiaal Report. Levendowskt,
J. €. 1ldaho State Board of Vocational Rduc. Botse, Idaho, Bt. May 68 112P.
ED 022 842 . '
Needod Improvemants in Distributive Tescher lduclttan, Knouse, Reno $. Council for Distributive Bducation. Michigan
Stste Untv. East Lansing Distributive Tescher Education Service 1964 26P.

‘
ED 022 903
Sources and Recruitment’ of Distributive Education Teschers. Mille, Chester 0. Bowling Green State Univ., Ohio. Dept.
qf Businees Education, Council Fog Distridbutive Tescher Education 1967. 36P.

ED 023 889 : : .
Development of A .- ing Instructional Systes For Distributive Education. Final Report No. 26. Ertel. Idsho Unie.
Pocatello Dept. of .d. Wash. State Coordinating Council for Occupatiounal Educ. Olympie. Wesh. State Unfv. Etc.
Aug. 1968 49P. '

ED 023 931 - .
Workshop Report. Distributive Education Project Development Workshop (Rutgerx Univ. New Brunswick, June 19-30, 1987)
Wis. Univ. Madigon Sch. of Bduc. Spons. Agency-Office of Bducation (DHEW) Weshington, D.C. RBec. 67 216P. "

ED 023 932
Regionet Workshops 1n Projact Davelopasnt For Distributive Education Curricule. Final Report Semson. Spons. Agency -
0ffice of Rducation (DHEW). Washington, D:C. Bureau of Ressarch, Dec 67. 44P. .

ED 02) 933

Workshap Report. Dtstributive Educatton Project Development Horkshop. (Wia. Univ. Madieon. ' July 30-Aug.ll 1967).
Wie. Untv. Madieon Sch. of Bduc. Spons. Agency-Office of Bd, (DHEW). Wash., D.C. Div. of Comprehensive end Vocational
Bd. &7 199P, .

ED 026 849
Inventory Systems Laboratory, Final Report. Naddor. Johns Hopkine Univ. Baltimore, MD. Spons. AC-Office of Education
(DMEW) Wesh., D.C. Bureau of Ressarch. Buresu Mo, Br-7-C-015. Jan. 68 136P. Contrect-0EC-070015-3111.

ED' 027 382 -

Pilot Training Project for Teachers of Distributfion and Marketing. Pocmmg on Responsibilities For Carecy Developaent,
Tennyeon. Meyer. Minn. Univ., Minnespolis. Coll. of RBduc. Spons. AG-Mion. State Dept. of Bduc., St. Paul. 1S Dec 67
95P.

ED 027 w28
Survey to Determine Appropriate Occupstional Programs in The Field of Distribution end Marketing ec Various Levels of
Education Ptc., Peck. Denman. Weshington Univ., Etc. Spone AR.-0ff. of Bd,, Etc. Jen 68 403P,

ED 027 429
Survey to Deterwine Appropriate Occupational Programs in the Field of Distribution end Marketing et Various Levels of
Education. Btc. Peck. Denmen. Spons. Ag.-Uff. of Bduc., Bte. Buresu No. BR-5-1327. Jen. 69 181 P. Crent-OEG-4-~6-
03127-1724.

ED 029 633
Business's Best Seller--It‘s Called Retailing. Barnard, Loutes. 69 6P.

ED 028 250

A Selacted and Annotated Bibliogrephy Relatec to Cooperstive end Project Methods in Distributiva Educetton., Etc.
Ferguson Michigan State Univ., East Lansing., Etc. Spon~ Ag.-0ff. of Bduc. (DHEW). Wash., D.C. Apr. 67 121P.
Contract -OEC-85111.

e
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Gsperat Mepchandis{ng gong'd.
ED 031 584
A Study of Education For The Distributive Occupations with Isplicationa for Better Articulation of High Sch. and Com-
wunfty Coll. Programe in Conn. MNalsbary. Holmnes, Comn. State Dept. of EBduc. Hartford, Ptv. of Voc. Educ. Etc. May 69

111P.

ki 032 039 . . o
Coovperative-Dtgtributtve Educatton., An Alternate Semester Program, DBennett, Robert L. Californta States Dept. of
Education, Sscramento. BureRu of Businees Education, San Matec Coll,., Calif. 68 1P,

ED 032 383

A Competency Pattern Approach to Curriculum Construction in Distributive Teacher Educ. Final Report, Volume 1. Cravford,
Virgtnia Polytechnic Insc., Blacksburg. Spons. Ag.-Off. of Edue,, Bte. 31 Dec. 67 348P. Crant-0EG-6-85-044,

ED 032 185 .
A Competency Pattern Approach to Curriculum Conatruction in Diavributive Teachev Bdue. Final Report Vol. III. Crawford.

Virgtnia Polytechnic Inst., Blacksburg. Spons. Ag.-Off. of Educ. (OHEW) . Wash., D.C., Bureau of Res. 31 Dec. 67 2317p.
Grant ~OBC-6-85-044 .

ED 032 J86 .
A Coapetency Pattern Approach to Cdrriculum Construction in Distributive Teacher Bduc. Final Report. Volume IV. Crawv-

ford. Virginia folycechnic Ingt. Blackeburg. Spons. Ag.-Off. of Ed. (DHEW) Wash., D.C. Bureau of Res. 31 Dec. 67
268P. 0BGC-6-85-044,

ED 032 4)5

A Competency Pattern Approsch to Curriculus Construction {n Distributive Tescher Education. Final Report of Res.
Project Vol. V. Crawford. Virginia Polytechnic Inet., Blacksburg. Spons, Ag.-Off. of Bduc., Etc. June 69 250P.
OEG-6-85-044, ’ )

ED 032 384
A Competency Pattern Approach to Curr{culus Construction in Diatributtve Teachar Bduc. Final Report, Vol. II. Crawford.
Virginia Polytechntic Inec. Blecksburg. Spons. Ag.-Off. of Educ. (DHEW), Etc. 31 Dec. 67 297p. Grant -0EG-6-85-044,

ED 03) 089 § '
A Scntinar Por Distributive Education Progras Developmsnt Through Teacher Edu tion. Finsl Report, Haines. Rowe.
Mich. State Univ., Etc. Spons. Ag.-Off. of Bdue., Etc. Bureau No-BR-7-0489. 68 42pP. Grant ~08G-3-7-070489-3128.

.Aggounnng and Compuging - 14.01 OFFICE OCCUPATIONS ‘

ED 016 837 *
A Follow-Up of New York State Righ School Bookkeeping Students Fiaal Reporet, Bor. 3 and 13, Fairbank, R.E. State Univ.
of NY. Albany, New York, State Education Dept. Albany, Sept. 67 485P.

Busineps Data Procegping Systems - 14.02

ED Ulb 861 ’

%
A Study of The Bffectiveness of Data Processing. Summer Institutes for Businegs Teacheras. Wall, Lewis E. Colorado
Scate Univ., Ft. Colline Coll. of Busineas BR-6-26437 31 Avug. 67 OEG~4-6-062437-2230. 141p,

¥
ED 017 660 : {

Electronic Bueinere Date Processing Peripheral Equipasnt Occupations. Su‘gsnt-d Curricula. Office of Education (DHEW)
Washington, D.C. OE-86010 1964 120P. ¢

ED 023 927 ’

A Guide For Plannttiz Pacilities for Occupation'nl'l'mnratton Programs in Data Procassing. Interim. Report. Mclntoeh.
Ressarch 25. Ohio State Univ., Colusbus, CTR for Vocational gad Technical Bduc. Spons. Agency-Off., of Ed., Ecc,

Nov. 68 67P.

ED 030 711 N

Curricular Implications of Autometed Data Pmccutng'?or Educaticnal Institutions. FPinsl Raport. Bangs. Colo. Univ R
Boulder, Spons. No.-BR-5-0144, Sept. 68 397P. Contract-0EC-6-85-030. .

Offg shineg, and General Office Clerical - 14.03

. BD 010,198
Office and Business Bducation Teacher Training Clinice. By Cook, Fred S, Weyne State Univ, Coll. of Education,
Decroft, Mich. BR-6-1522, 1966. 97P. 0BG -3-6-061522-0637,

ED Ol6 R30

A Study of a Block-Time Schedula for Teaching Vocational Office Practica. Final Report of Project 201. McBeth, John.
Michigan St. Univ., Bast Lansing, Coll, of Rduc. 1967 14P. OBC-5-8%-111. ‘

ED 017 626 '

Offica Occupation, Individual Instruction Materiele. 1lowa State Dept. of Public Instr., Des Motnes 6651-L362VE
Jun. 65 11P.

D 017 638
0.E. Individual Instruction Materials. Supplement. Iowa State Depe., of Pudlic Inatr., Das Moines 26?-109\!!

El{llC* - e sl 1 1 » ¢
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liog, O Mach ad General Off )| ) 9 ‘d.

€D 017 653

Offtce Nachines Used in Buainass Today. An Annotated snd Clasetfied Bibliography for the Years 1938 Through 1964,
Cook, Pred S. Wayne State Univ., Detroit, Mich. fan. 65 42P.

ED 017 666 ‘

Office Educatfion and Distridutive Education Teacher-Coordinators, Critical Regquirements snd Reasons-Judgwent Compari -
song. A Bricf Summary of adoctoral Dissertation. Harris E. Edward., Northern Illinotis Univ, De Rald Counctl for
Distributive Teacher Rduc. CDTE-Professional-Bull-~8. Jun. 1965 63P.

ED 017 72t

Filtng and Rclated Occupanono. A Suggested Curricul:e Cuide. Office of Education (DHEW). Washington, D.C. South-
Western Publishing Co., Cincinnati, Ohto. 1967 109P.

ED Ol8 5613
Selacted Entry Office Jobe Por the High School Student. Report of Conferences with Government. Business and Irdustry
Calif. Stete Dept. of Bducation. Sacrsmento. Jul. 63 65P.

ED 018 S84
0ffica Occupstion Programe Under the Vocatfonal Education Act of 1963, Report of s Southern California Conference.
Californie State Dept. of Education. Sacramento, 1964, 3I7P. .

ED 018 $83 .
Office Machines Used in Pusiness Today. Cook, Fred §.,Maliche, Eleanor. Wayne State Univ. Detroit, Mich, Dec. &5 S7P.

ED 018 463

BOOST- -Businese and Office Educetion Student Trafinfng. Preliatnary Report. Ruffmean, Harry. Ohio State Univ. Columbue
Center for Vocational Educ. Report Ro. OSU-CVE-RES-14. 67 270 P,

ED 018 665
Clusters of Tasks Aesocisted with Perforssnce of Major Types of Offfce Work. Perkins Bdw. A., Jr, end O rere., Washington
State Univ. Pullmen. Report No. WSU-14. Report No. BR-7-0031, Grant OBG-4-7~070031-1626. Jan. 68 2L P

ED 019 476

Pre -Service Education of Office Occupations Tedchers. Kilchenstetn, Dolores. Texas Technological Coll. Lubbock, Dept,
of Business FEducation. Rep. No. BR-7-0450. OGrant OEG-1-7-0704%0-3524. No. 67 81P,

ED 021 136
Opinton of Rducatore on Block-Time Vocational Business and Office Practice Classes. Final Report. Loveless, Austin G,
Aolues, Carl. Utah Research Coord. Unit for Vocat. end Tech. Bduc. BR-6-3046 OFEC-4-7-063046-1612 1968 20P.

D 02t 137
In-Service Education of Office Occupations Tescher-Coordinatore. Ftaal Report. Reed, Jack C., Hrlsht. l.ueulc .
University of Northsrm Iowa, Cedar Pelle BR-7-0342 OEC-3-7-070542-2968. Apr. 68 232P.

ED 021 140
A Taxonomy of Office Activities for Buainess and Office Education Interim Report. Research 12, Ruffman, Rarry and Others.
BR-7-1223, OBG-1-7-071223-5134, Jul, 68 164P, N

BD 021 87 :
Admintistration and Supervistion in Business Education. Hansen, Kenneth J., Ed, Ltles, Parker, Ed. National Business
Education Association, Washington, D. C. 6% 23%6P,

D 022 864
A Study of The Opportunities For Requiresents of and Knowledges, Abilitise, qnd Related Chnnctoruuea Needed By Begin-
oing Office Workers in the State of Conn, With !-p}tcattén- for Businese. Etc. Burgon J. R. end Others, Brc. 67 214P,

ED 022 909 :
Advantaged and Disadvantaged Rural High School Girl's Perceptions of Office Nork. Masterson Albert C. 'Ohio State Univ.,
Columbus. Center for Vocationsl and Techaical Education. Jun. 68 232P.

XD 023 8% )

A Plenning Study to Determine the Feasibility of Developing a New Businegs snd Off. Educ. Curriculum. Llacham. MNoonshot
--an Off. Vccupation Curriculuw. Final Report, Ohic State Univ., Columbus CIR. For Vocational and Tech. Educ., Etc.

Jun 68 122P. :

a
£D 029 089

Crase-Cultural Velues in Offtce Education with Esphasis on In-Service Tescher Educ. Report of a Regional Inst. Winnett.
Ohio Stats Univ., Columbus, Btc. Spons, Ag.-0ff. of Education (DMEW), Wesh., D, C. Sep. 68 69P.

ED 033 232

DCVR Projecte Related to Adulet Rducation, and Projects Related Wholly or Partially to Office and Discributive Occupations.
Jut, 1, 196&--Jun. 30, 1969. Off. of Educ. (DHEW), Wash., D, C. Div. of Comprshensive and Voc. Educ. Resssrch 7 Jun 69
15P.
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ED 0N 047
- Practicum for Simulated Methoda in Office Occupation Educetion Pinal Report. Hangon, Garth A. Ucah State Univ. Logan,

Dept. ot Buatness Education and Office Admin. Office of Rducation. (DHEW) Wagh., D. C. Bureau of Ressarch. BR-8-039.
Jun. 69, 100P. OEG-0-8-08034%4-3598(085)

anNo h 1 - 14.07

ED O16 048

A Study of the Effectivanass of the Stenographic Laboratory fn Teaching Beginning and Advancad Shorthand. Kirk, deverly
Clam Dunn. Ceorge F. Phoenix Union High School Systes. Aris. Sep. 66 29P.

Y ED Q1 718

B Suggestions For A Hi gh Scheol Vocattonsl Stenogrephar Program. A Workshop Report. Ohio State Dept. of Education,
Columbue Bowling Creen Stats Univ, Ohio, Bue. Educ. Dept. Peb, 67 109P.

- ED 019 484

= Scenvgraphic, Se-ratariel and Related Occupations, A Suggested Curriculs Guida. Off1ce of Educacion (DHEW) Washington,
. C. Report No, OE-86011. 67 199P.

\ﬁ

BD 020 419

Scientific Secrenry- Tratning Progras Development, Swanson, John R. Coloredo Univ., Boulder Mar, 68 Contract OEC-6-8%-
049 307P.

ED 023 783

The High School Vocet.onal Stanographic Program Tentetive Report (Report on the Curriculum Workshop. June l4-July 2,
1965). 65 179P.

Eli 023 810

An Investigation to Determine if Higher Speeds are Obtained with The Diamond Jubilee Gregg Shorthand Method. Starbuck,
Ethel. Colorado Wwestern States Smell Schoole Project. Denver, 6S 8P.

ED 026 531 . . .
Factors Agsociated with Succespful Adaptation to The Secretarial Stenographic Role. Cook, Shapiro. Nsyne State untv.f.
Detroit, Mich. Coll. of Educ. Spons. Agency-0ff, of Educ. (DBEW), Wash. D. C. Bureau No-BR-6-2181. Oct. 68 4S1P.

Crent QEG-3-6-062181-2079. ’ !

ED 0.7 387

Pilot Study Te Explore the Use of An Audio-Visual Tutortal Lad. in the Secretarial Skille Area as A Means of Updating '
end Improving Curriculum Offerings at The Community Coll, Level in Mich. Edwarde. Spone. Ag.-Mich. Scate Dept. of

Bduc., Etc. Jun, 68 135¢.

- R ep 0223

The Process and Product of Machine Shorthand Programs in New York State Schools. Drexler, Violat. Colorado Stata Coll,,
“Greel¥y. Counseling and Testing Center. 66P.

8D 029 y20
A Guide For Planning“Facilitiss For Occupational Preparation Progrems For Madical Secretgrics. Res. Serties No. 33.
Macconnell, Chio Stats Univ. Bec. Spons. Ag.-0ff. of EdQ,, Bte. BR-7-0158. Apr. 69. Grant-OBG-3-7-000158-2037. 49P.

ED 029 129
Special Exteneion Education For Secretarial and Agricultural Workera, Final Report. Loyole Univ, Naw Orleans, La.

Inst. of Human Relations., Spons. Ag.-Off. of Manpower Policy, Eveluation, end Res., Btc. Apr. 67 . 91P. Contract-
82-20-66-11, 1

Typing end Related . 14 09

ED 013 630 .
Isplications of Resesarch for Teaching Typewriting. Delte Pi Epsil  Research Bulletin 2. West Leonard J. 62 4OP.

ED 019 510

Effecte of Interval Pacing on the Acquisition of Typewriting Skill, West Leonard J. City Univ. of New York, Div. of
Teacher Education. Rep, No. ORE-RR-68-3. Rep. No. BR-6-2116. Grant OEG-1-7-062116-0397. Jan. 68 42P.

ED 026 518

T
A Comparison of A Master Teacher and Instructional Assiatants in Automated Shorthand end Typewriting Instruction, Final
Report. A Pilot Study Conducted at The Harrieburg Ares Community College. Fereocz, Dorothy. 31 Jul. 68 103p,

ED 033 229

Tha Sight Method of Teaching Typewriting Technique and Keyboard. Pinal Report. Ruddle. Pairfax County Schoola, VA.
Spons. AR.-Office of Educ. (DREVW) Wesh., D, C. Bureau of Research, Bursau Ne, BR-9-C-006. Aug. 69 29P. GCrent-0BG-
Business Lev - g5.01

1-9-09006-0019-010.
BASIC BUSINESS .
ED 030 0%

Estate Planning. A Suggested Outline for An Adult Croup, Bulletin 151, New York State Education Dept., Albany., Bureesu
of Busineas and Uistributive Rducation. 64 SIP,
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Ssonomics - 88.02

ED 019 428

Economic Educatica {n the Bigh School. Report of & Buainese Education Adviaory Committee on Bconomic Rducatfon (Sen
Francisco, Coltf. Dec. 13-14, 1966) Calif. Scate Dapt. of Rducation. Sacrsmsnto, 66 17P.

Congymer Edycagion - 88.03

ED 016 805

Pilot Treining l‘ro}cgt. Basad on Directed Occupational Experience for Teachsrs of Marketing snd Distribution. Meyer,
Watren C., Minnegots Univ., Minneapolis Col. of Education BR-6-139% 30 Jun. 67 149P. OEG-3-6-061394-0680.

-~

ED 016 %o

The National Leadership Conference on Consuwmer Rducetion end Finsncial letr@(‘hwlln‘ University, College Park,
Jul. 18-19, 1966), Proceedinge. Maryland Univ. College Park. CTR. of Adult Educ. 1966 116P.

NISCELLANEOUS VOCATIOMAL

Geperal Topige-Yocatiopal - 99.00

ED 06 039
A Pllot Project in Programmed i.untns to:Extend The Purposes sud Incresse Factors of Motfivation. Lenhea, Frank W. and

Others. Michigan Univ., Ann Arbor, School of Rduecation, Michigan St. Board of Control for Vocationsl !dllc. UM ~-ORA -PROJ -
05692. Oct. &) 9OP,

ED 016 049

Developtng the Occupational Susineaes Education Program in The Small High School, Bustineas Education Currlculu- Development
Setien. Atfkin, Brenton R. Celifornia Stata Dept. of Bducation, Sacramento. 1966 28,

ED Ol6 051 .
MDTA Buginass Education Projecte, mtﬁorﬂh State Dcpt. of Educatifon. Sacramsnto 1965 79P.

ED 016 869 v
National Seminar To Isprove the Use of Youth Organisaticas i{n Vocational EBducatjon as Tesching Devices. Finmal Repore.
Luster, George L. Iﬁ_entuclty Univ. lexington Collegs of Bducation BR~7-0694. t. 67 lpﬁ!’ OEG~-1-7-070494-3595.

[}

ED 017 645
Business Bducation Standarde. Pencsylvenia State Dept. of Health, HBarrisdurg. Mar. 66 18P.

€D 018 2% )
Curriculum Goals for Region 5. Brown, Stuart R. South Carolina Region $, Educ. Services Center. 1 Fab. 68 100P.
‘.

ED 018 564

Office Occupation Programe Under the Vocational Education Act of 1963. Report of a Southern California Conference.
California State Dept. of Educatiom. Sacramente, 1964. JI7P.

ED 018 %65 : .
Research Training Inat. For Perscas in Vocational Rducatfon Partfcipating {n Res. and Dev. Activities. (June 1d-Aug. 12,

1966) Lamar, Carl 7. By. Bes. Poundaticn. Lexington. Report Ro. BR-6-2343. OCrant ORG-2-6-062243-1349. Aug.\ 66
88P.

ED 018 $76 ’ )
Leadership far Vocational Bducation in California--Theory and Practice of Program Development, Summery Report of the
Coastal, Central, and Southern Regicnal Conferences. (Jan.-Feb. 66) Cal. Univ., Los Acgeles, Btc. 66 157P.

D 018 598 b

Sample Busioess Rducatico Trataing Plans Conducted Under Manpower ncwtomt and Training Prograns. (For Raview
Purposes). Calif. Stata Dept. of Rduc. Sacramento 064 80P,

KD 018 640 '
Buainees Work Experiencs Education Programe an Operationa)l Bandbook, Levendowaki, J. C. Aikin, Brenton R. California
Univ. of Los Angales, %alifornia State Dept. of Education. Sacramente 63 77P, -

D o183 666
A Self-Bvalustion Inatrument for the Business and Office Kducation Programs in the Secondary Schoole (A Trial Document).
Addtecn, Robert T. Obto State Dept. of RBducation. Columbus, Report No. OSDR-BULL~4. Jun. 67, 4O0P.

50 019 50

Rducation For A Changing World of Work. Report of the Penel of Conpultants in Vocationsl Rdueation. Offica of Rducation
(DHEM) ., Washington, D. C. Report No. OR-80021. 64 2J07P.

kD 019 514

Directory, Programe of Vecationsl Bducation in The United States. Little, J. EKenneth Somer, G. €. Wisconain Univ.,
Madison. 66. S3P.
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General To ~Vocational ‘d. . v
ED 020 431 :
Vocational -Technical Teacher Education<-National Seminar Proceedings (September 24-29, 1967). Leadership 15. Vivian, .
Neal E. Hoffman, Kenoeth E. Ohio Stata Univ,, Colusbus. Centar for Voc. Educ. 1967 275P. \’
ED 121 130 ‘

State -Wide Computerized Model for Determining Occupational Opportunities in Nebraska. Nebragka Research Coordinating

Untt. L\Qz:ln Jul. 68 18P. .
ED 021 led>-

Criterta tor Evaluating Instruction tn Adult Education. Los Angeles City Schools, Calif, 1963 SoOP.

+
ED 021 983 i
“uggestions for Teaching Busineas Pupils of Different Ability Levels with Special Emphaals on Pupils Experiencing
Difffculty. Thompson and Others. New York State Educstion Dept. Albany 64 S1P.

ED 021 95%

Today's Preparation for Tomorrow's Jobs Curriculum Guide and Handbook. Kanaws County Board of Education. Charleston W.
Va., West Va. State Dept. of Vocational Ed. Charleston, 65, 153P.

Eb 022 005

The Correlated Curriculum Project a New Experimental Program For The General Student. Ford Poundn:lén, New York, N. Y.
N Mar. 67 6P, .

ED 022 06)
Research Visability Vocetional Education for Girla and Women, Law, Gordon F. Oct. 1968 16P,

ED 022 853
A Gutde to Businwss Educerion in Florida Schools. Bulletin No. 72. Florida State Dept. of Education, Tallahasgee,
&7 188P. :

ED 023 1%%

Team Teaching: A Selecte? Annot.ted Bi .liography. Davis, Rarold §. Education Research Council of GCreater Cleveland,
Ohio. &7 56P.

ED 023 810 )
An Apalysis of Occupational Titles cnd Competenciea Needed In Off.-Farm Agricultural Supplies Businesses. Teachey

Education Res. Saries, Voluwe ?, No. .. Gundergen, 0, D, Pennsylvania State Dept.?f Public Instruction. Harrisburg,
Agricultural Bd. Section. Ete. Jum, 66 123P. ) ‘

EBD 023 849
A National School Counselor Evaluation of Occupational Information. Vocational Technical Repert. Perrone, P.A.,

Cross, L. Wisconsin Univ., Madison. Induatrial Relations Rea. Inet. Spons. Agency-National Science Poundation, Wash.,
0. C. Apr. 68 3J3P.

ED 024 837
Changing Undergraduata Buainess Teacher Education Programs to Prapare Teachers For Culturally Pifferent Youth. Report
of An Inst. (Temple Univ , June 1-16, 1968). Ohio State Univ., Bte. Jun. 68 146P.

ED 025 587 .
Evaluation in Vocational Education. Ressarth Summary. Caltfornia Coordinating Unit For Occupational Research and
Developaent. Sacramento, 67 B81P.

ED @25 593
Annotated Bibliography of Instructional Media, Vocational Education ior The Deaf. Training Manual. A Report of the
workshop, Etc. Spona. Ag.-Off. of Rduc. (DHEW) Wash., D. C. Captioned Filss for The Deaf Branch. 67 196P.

ED 025 654
A Preliminary Evalustion of Richmond Plen Programs (Pre-Techni:al Plan) in Secondary Sch. Pinal Report., Kincaid,
Hemiiton, Stanford Rea. Inst., Etc. Spone. Ag.-Off. of Ed., Bec. BR-5-1337.1 Avg. 68 272P. OBGC-4-6-000431-0709.

BD 026 512 .
New Media in Teaching The Buair~aa Syb'ects. Nstional Buaineaa Bducation Yesrbook, No. 3. Swangon, Bdwin A. Rd.
Rational Business Bducation Associstion. Washingten, D. C. 65 210P.

ED 026 51)

Business Bducation, An Evaluative Invantory. National Busineas Educpsion Yearbook. No. 6. vall, J, curtis, Ed.,
and Othera. Nationsl Business Rducation Agsociation. Washington, D. C. 68 386P.

ED 026 S14

Selected Reading in Bueiness and Office Occupationa - Designed Especially for the Classroce Teacher. Travis. Missling.
National Busineas Education Yearbooh. No. S, National Buainaas Bducation Aasociation. Washingtoa, D. C. 6; 3I50P.
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ED 027 401

A Guide For Planntng Facilities for Occupational Preparsicion Programs in Busineas and Office Occupattions. Selden, Ohto
State Uniw,, Columbue., Kte. Spona. Ag.-Off. of Rd., Bte. Buresu No,.~BR-7-0138. Wov, 68 91P. Grant-ORG-3-7-000138-2037.

D 027 464 ‘

. .
Small Busineas NManagement. Part I, A Suggested Coursa Outline. New York State Education Dapt., Albeany. Bureau of Baaic
Continuing Educecton., 68 77P. Revised Edition.

D 028 253

Invelvemsnt. Ineervice Buesinees Teacher Programa Lesding to A Better Understanding of Studgats With Specisl Needa. City

tniv. of Wew York, N.T. Huater Coll. Spons. Ag.-Off. of Bduc. (DHEW), Waeh., D.C., Ohio State Uoiv., Colusbuas, Etc.
68 145P.

ED 031 366

Culdelinas 10 Bustnees Educeticn 1968. New York State Bducation Dept., Albany. Bureau of Occupational Education Research.
69 5P, ' :

ED 031 848 S

The Nodiftcation of Rducation Equipasnt and Curriculum for Maximus Utflicetion By Physically Disabled Pereons, Ftec.
Hemarich. Vellsman. Human Resources CTR. N.Y, Spons, Ag.-Off. of Educ. (DBEW), wash., D.C. 6% B6P.

ED 033 992

Inatructional Materiala for Urban Schoole. A Bibliography of Multi-Rthnic Textbooks, Bte. Amer. Educational Publishers
_ Iast., Wew York, N.Y. 69 o%r.

Bupiness Mathemptice - 99.01

ED 018 J6?

Business, Industrisl Arte, and General Conaumer Mathematics Guide. Tentative. Winget, Lerue. Uteh State Boerd of
Rduration. Salt lake City. &6 125P. T

8P 022 685

Businesa Mathematice for High Schools.’ New York City Board of Bducation, Brooklyn, N.Y. Buresu of Curriculums Develop-
ment. Pebd, 67 80P.

Buainegs Commmiceations - 99.02 p

ED 022 451

Study of Prequency of Errors and Aress of Wesknesees in Businsss Communfcations Clasees at Kapiolani Community Col.
Uehara, Sotchi. Jen. 68 17P.
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' (Area Code)

TITLE ___ TRACKING DOWN TRIAL BALANCE
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PIVE EASY STEPS FOR ABSTRACTING

An abstract ig a brief description of the content éf the document. It wmust be factual,

objective, and completely fajthful to the intent of the author. It is neither a book ‘
review nor a critical essay.

STEP 1. Complete SOURCE section of the form.
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(2) In the second sentence, give a concige state-
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Fullerton, Library
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321 Fast Chapman Avenue
Fullerton 926132

Southwest Regtora! Ladoratory for
Education Research & Levelopment
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The Untversity Library
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Education and Curriculum
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Office of Education
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Government Publications Dept.
Riverside 92507

Sonoma State College Library
1801 Ess* Cotat!f Avenue -
Rohnert t'ark - 95928

California State Department of
Education, Vocational Education
Resource Informactfon Center

721 Capitol Mall,

Sacrsmento 95814

Sacramento State College Library

6000 Jey Sctreet
Sacrame nte 95819
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San Diego County Depaftment
of Education Y
6401 Linda Vista Road
San Dlege 92111

Bducation Resource Center
San Diego State College
Library

5402 College Avenue

San Diego 92115

U.S. International University
Elifott Caspus Library

8655 Pomerado Road

San Diego 92124

Education Library

San Francisco State College
1630 Holloway Avenue

San Francisco 94132

U.S. Office of Education
Department of HEW

50 Pulton Street

San Prancisco 94102

College Library

California State Polytechnic
College

San Luis Obtspo 93401

Universicy of California
Library
Santa Barbara 93106
University of Pactific
Library

Stockton 95204

ERIC Cleartinghouse on
Educations)l Media and
Technology

Insticute for Conmunication
Research

Stanford Universtity
Stanford ©4305



BEDDS ORDER FORM

Business Education Data Dissemination System (BEDD..

\
‘ (Limit - 10 hard copy or 10 microfiche titles;
or a combination of 10 microfiche and hard copy titles
’ per school per order)
Requested féé:;/ Vocational Educaticon Resource Date
Information Center (
Vocational Education Unit ¥

721 Capitol Mall
Sacramento, CA 95814

Requested by:

Business Education Department Chairman

School

Address

City, State, cip _County

Area Code, Phone

Check for
Hard)Micro-
ED or ID ¢ TITLE OF DOCUMENT Ccpyj fiche
o
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Vocational Education Resource Information Center
Date Mailed Units back ordered
: ED 1D ¢
Copy sent to regional Office or
'I' date .
ED oxr ID # %
ec: Oakland Regional Office - -
L. A. Regional Office .1:).; D D @
Sacramento Regional Office Vs or
5~ BEDDS-2 ED or 1D #

-149-~



BEDDS ORDER FORM

Business Education Data Dissemination System (BEDDS)

‘ (Limit - 10 hard copy or 10 microfiche titles;
or a combination of 10 wmicrofiche and hard copy titles

per school per order)

Requested from: Vocational Education Resgource
Information Center
Vocational Education Unit
721°‘Capitol Mall
Sacramento, CA 95814

Requested by: ;

Business Education Department Chairman

@

Date

e
School
Address '
City, State, Zip -
Area Code, Phone
Check for
: Hard}Micro-
ED or ID ¢ TITLE OF DOCUMENT Copy|l fiche
i
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Vocatfonal Education R:-source Informatfon Center
Date Mailed Units back ordered

Copy sent to regional Office

‘I’ date

cc: Oakland Regional Office
L. A. Regional Office -
Sacramento Regional Office 1 s
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O BEDDS-2
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ED or ID ¢

ED or 1D ¢

ED or ID ¢

ED or 1D ¢
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