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. petency, and the gajning -of occupational skills. " L , e

 FORWORD

~ Changes ‘occurring today in all f;ace'ts' of th_:iety present many':'probléms'-_a'nd
challenges to education. Education for business, as an integral part of the total

1

z

. program of education, attemptsto meet student needs by directing its programs:

. s

o toward developing the knowledge, ‘skil§, attitudes, and relationships necessary .

for ‘an individual to’ understand and successfully adjust to the functions of our ~

" business'world — an_increasingly complex and changing society. E. I
. . .. t - . ; - . . ) - . e - - ._-_

"The breparatibn of youth to succeed in the world of work is an,impo'rtaht"‘bb- T

. .*_jective of our schdols. According to. the- United  States Department of Labor,
‘businéss occupations constitute the largest and fastest growing :employment

group in the labor market. p N
-~ The. objectives of the DoDDS business education curriculum are closely con-

nected 'to’ the. DEPARTMENT OF ' DEFENSE. DEPENDENTS SCHOOLS

" PHILOSOPHY STATEMENT AND GENERAL 'OBJECTIVES and CAREER e
'EDUCATION OBJECTIVES. These objectives stress the individual’s acquisition of -

sound physical and r'nén_tal health habits, the acquisition of basic skills and basic .

learning skills, the abilify to adapt to the changing human-madde and natural en-

. vironment, the development of responsible social behavior, the development of a -

coherent system of values and ethniéal behavior,- creative and aesthetic com- . &

. This curriculum .guide has been prepared primarily. to giyevdir,ection to the.
business teachers, counselors, and school_principals in the.planning and’im- _ '
plementation of business education curricula. | urge ‘all school personnel and

other interested peréons to consult this guide to obtain a better understanding of

the DoDDS business education program. - - o |
B a_u.‘lmw) Ae fuleeste

: R ' .- - Anthony Cardinale
L sE o o o ‘ Director
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 PREFACE .

The primary purpose of this curriculum guide is to-offer a flexible worldwide

‘business education curriculum for DoDDS. This guide is designed to give a com-

mon base-to the business education instructional program in terms of specific ob-
jectives and-content. Individual teachers-are free to select their own method ofin-

: struct'l__dn and are encouraged to used ingenuity and creativity. .

-Career education mUst\ be-an integral part of the entire school curriculum.

: Caree_r' exploration programs have been implemented at the elementary and junior
- high school'level. It is recommended that these programs serve as a foundation -

for the development of the skills specified in the four business clusters presented

- in this_guide: Clerical, Sgcretariél/Ste'nographic, Information Processing, -and
Business Administration. These clustérs each have a description, suggested se-

quence of courses in that cluster, and a recommended program for students ma-
joring in the clustgf.,,lndividual course descriptions are listed alphabetically for
easy reference—~_ - C : S '
_ ﬂrbgréms have been developed to meet individual needs'for job-entry level as
well as to prepare students for postsecondary education. Additional requirements’

which will enable students to earn a certificate of proficiency in a career cluster
have been specified. Students who prefer not to work:toward a certificate may

take courses from different clusters.

The success of a quality business education depends upon instructors, '

counselors, and administrators who are cognizant of and promote dynamic, - '

forward-looking business education. programs as outlined in this curriculum

ghide. It is re_c_ognize‘d_that:jhdividual.systqfns may adapt this guide to meet their
own needs and capacities.” - : g

i
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PROGRAM GOALS FOR -
MID!SLE ‘SCHOOL/JUNIOR HIGH S_CHOOL
' " BUSINESS EDUCATION '

The - middle school/junior high s'choolj bus_ines; program is primarily ex-
ploratory in nature. More specifically, the program should: -

1. Provide exploratory experiences in career selection.
Cw : : r N

2. Provide pre-vocetional guidance assistance and experiences.

3. Contribute to the consumer, business, and socio-econgmic un: =rstar-
ding o(&all students. . ‘ o ’ ' '

4 Form a foundation for the further study of busmess subjects



O

ERIC

Aruitoxt provided by Eic:

" periences for the_student. More spec*“ically, this program shoulcl: o

. PROGRAM GOALS FOR
., .HIGH SCHOOL BUSINESS EDUCATION

The hlgh school busmess educatlcn program is-designed to- prowde p‘revoca-— '
tional, vocational, gdvanced career preparation, and: general education” ex-"

‘ y N _ | -
1. Provide occupational an-. t:ireesr gundance, career orientz"u:%, and -
exploration_ of job'opportunities sind ‘-'&z«:uirements' in bus!mess. o

. 2 Develop o’ccupaf’onal Pnow'ﬂq uge-. at""udes and sklll= Tt are

formationt processing, and by ziness. ;::mistratlon caree - muwers

3. Develop personal—use skills tu:: will permit' one to bec::;r" « fully |
L functloning lndlwdual m,the c=r-sonal business activities = fifzz. '

.

4 Dffer activities and experler'; 3 that contnbute to eac~ cadent’

- becoming an effectlve citi--  -wpablz of making sounc :c: omic
! 1udgments ( . _ -
. 5. Provide a foundation the sz-ves as a basns for advancez c...dy in
" busingss and/or vocatnc-u_ competency. . _ ,
,v '
6. Emphasize ’decisi_onmakir - -ommunication, logic, reasanir., and

»  manipulative skills. . _ : _ ) .
/ S
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. . BUSINESS LAB

- their own rate of speed. A contract/job system may.be used to monitor and im-___

- - (DESCRIPTION)
The business lab should consist of a learning environment ¥ree and open, but
well ordered and managed with specific objectives in mihd. Given such an en- ,
vironment, students enter at their own level of,achievemen’t-and move along at g

prove the achievement rate. Achievement rates and goals should be clearly in-

_ dicated so that students will 'work at their highestlevel. The progress of each stu-

dent is measured on an individual basis. This allows students of varying ability

ranges and/or varying business backgrounds to .be in the same class. Students -

can move ghead individually and freely explore many areas in varying depths. .
__Instruction should be‘individualized to the greatest extent possible considering -

v

’ time and resources available. Béginning typewriting and.tbeginning shorthand

should not be offered in the lab. Glassroom lecture should be kept to @ minimum.
Individualized learning depends heavily- upon teacher organization, good self-
instructional materials and. audio-visual fearning aids. o

‘Materials should be broken into learning modules/learning activity packets
(LAPS) if not previously done'so by the publisher. Specific goals and objectives of
a module should be clearly<indicated and reviewed with the stugents before they .
begin work. Modules selected jointly by the instructor and the student should

"« reflect career goals based upon student interest and achievement levels. Evalua- T

tion through pretesting may indicate that a student may omit partial or ehtire - ) >

- .modules of work. :

“" " The role of the instructor:becomes one of learning facilitator. The instructor °
prescribes the framework and procedures necessary for students to meet-entry-
level requiréments for their carez{‘goals. . - : o
" The learning modules suggested for use in the business lab are designed-to
provide as great a:selection of job-entry level skills as appears practical. Individual
requirements differ from school to schoo);,therefore, the design of this learning
system provides’for the selection of modules to satisfy particular needs. .
It is realized that individual differences in evaluation philosopHies exist among-

" teachers. This is encouraged as some teachers feel more comfortable withapass- . - '

fail system.versus numeric or letter grades. Within the business lab, subjective
evaluation and/or objective evaluation may be used, depending upon teacher -
preference. . .- e _ . “

_For assistance in business lab organization and promotion, see the special sec-
tions on individualization and LAP/module preparation in the back of this guide.
)
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.CLERICAL CAREER CLUSTER -

i . -

*

The Clerical Cay,!er Cluster is designed .to ‘equip students with the skills, .-
Uowledge, ahd attitudes needed for entry-level.employment in the major clerical
occupations. This, cluster is also recommended 4s the basis for further study in
‘the Secretarial/ Stenographic, Informatlon—Processmg, and Business Admlnlstra--
tion: Career Clusters.

Clerical occupations represent one of the Iargest occupatlonal groups “and

- each year provide thousands of new job opportunities for those seeklng initial

employment. Work may consfst of one or- more of the following duties: rec-
ordkeeping, filing, duplicating, typing, answenng the telephone, operating

~ various business machlnes greeting callers, and handling mail.

Clerical opportunltles can be found in the fields of civil service, finance, ‘in-
surance banking, manufactunng, real estate wholesalln% retailing,” and.service
;or anizations. : .

g\Some of the career opportunltles avallable to students completlng thlsrcluster

arel’ .
Bank Teller .’ - Postal’ ]
Cashier- . . . : " . Receiving® .
Clerk-Typist . _ Ry - ‘Recordg Management (Flllng)
Clerks:” - * ' { - Sales . . 4
Accémmodation . / < Shlpplng : : B
-Accounts|Payable -~ - - ° . _ . Statistical : '
-Accounts) ecewable , . Stock and Inventory
Bank - '« . Travel
Billing and redit T Traffic = .
. Claims - PR . Machine Operators:.'
.+ » Employment ! ‘ T Addresging &\e;a o
. -Gate and TicRet ” - -+ Billing and Bookkeeping.
General Office =~ - ~ 7 . . Calculating '
Government Service : . Collating
Hotel ) . .. Duplicating ' .
Information 7 L Mailing *
Interviewing = .~ R "~ PBX (Switchboard) )
License . R ‘Messenger .
- Mail - ’ -+ Receptionist ° S
Medical Record 3 *  Reservations and Ticket Agent
Order . T Tape Librarian :
Payroll and Tlmékeeplng .. . Teacher Aide . - T e
Personnel ' ' Telephone andfT elegraph Operator
< g a
SN R . . -
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Suggested

‘Grade

Level

.9‘,

'_101

11:12

«

.

'CLERICAL CLUSTER COURSES

»

—

Coursa Titles
Beglnnlng Typewrmng o o o .
_Introduction to Byginess ) ' '
_ Intermediate (Revfew) Typewntlng
Busnness Mathematlcs

s

Consumer EconOmips’
Recordkeeping «
Office Simulqtionsi
Lab Modules:

Records Management
} ‘Orientation;to Business Careers
- Job Applications C—
Beginning Human Relations .
Receptionist and Communication Serwces ,
Reprographics - : R 7

Electronic Calculatgr @ .

Business English
'Electives from these plusters

. SecretarialStenqgraphic Cluster
Information Procéssing Cluster
Business: Administration Cluster -



T cn.smcm.cn.usrsn SN AT
R ., (RacommandadegramI . _'f R

. .. . Course .- . ., .

. litroduction to Business . . :]_
e Beginning,“Typewriting" “, oo T e

el e 'Records Management (LM). - T >,T C oo
'« " Orientation fo Business Ca:eers (LM) - A '
Aleo N Retordkeeping - A S , . .
L Job Applicatiogs (LM) = - - ,‘ R M TR
' ... 0 7. Office-Simulation (T ) L T '
Ll . ... - Beginning Human. Relations M) I

© .7 ... Beceptionand Communlcatlon Servnpe;s(LM) o S T
.. M.« . Reprographics'{LM) / s " o B

“.rowl L Electronie CaIcuIator(LM) o L AT

., . -Business Mathematlcs . “* R A P
s "+ -~ Business English " . U g A
' " Intermediate’ Typewrmng Pat N R

B ' \

Consumer Economics LT e T e o
. L - e, iy

-
©

Secreta / Stenographlc Cluster b
Information Processnng Cluster.- .
Busmess Admlnlstéatuon Cluster T

. R 'Advance&o .3, R v N N VS :

" /" GrOTAL SEMESTERS REQUIRED FOR™ ~ Vi* ~ * - . . &
.. " ~CLERICAL CLUSTER CERTIFICATE: ~ . .~ .~ .10 .7

o ST T T e e
- SN e : . % .. o > Lo

'v . e x
L T S
o &‘ “u. «9 i ’I" F 3"‘{”,‘{' .h,’",’,l;fs {Jﬁ‘
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. Office Superwsor

<

_SEQI;E'_I-'ARIAI._/S_'[ENO_GRAPHIC CAREER CLUSTER

A ‘.H,'

. .
* The secretanal/ stenographnc cluster is desngned to prepare students for entry- .
level jobs In%thls field. The study of shorthand system ( Gregg, Speedwriting, or .-
- machine)’ and typewriting are essential parts of this preparation. Studeqts should '
so be acqualnted with and/or. knowledgeable in the fields of recordsn}ra

iring a posmon

in‘this area. Students should be able to demonstrate cooperatron with and respect

for other |nd|V|duaIs

e Comy Ietlon of this career cIuster also provrdes an éxcellent background

for those students who wish to further their’ educatlon by attendlng post high

school mstltutlons in this field."

Automatlc EIectromc Typewnter Operator
Correspondents -~ :
: % Civil Service
Credit~
Fan Ma|l
Finance ' %
lnsurance S, T R
~ Letter Campargn Coord|nator
K Paramedrcal Services .
. Personpel - -~ - .. | v
Review. L :
" Sales
' Transportatron
Travel -
Court Re orter o
In-File Operator ‘-j.'- L

R Productlon Gdordmator o
Secretary L
* Civil Servrce e ..

v

Some of the career opportunltles available to students completrng this cIuster :

Education
~ Executive -, =
““legal
Medical S

I Men;b\ershlp

. Paramediéal’ Servrces
Private
. Religion
Script Supervisor
Social
Stenographer g
: Civil Service

- Foreign Language o

~ Medical -
'Paramedical Servrces '
Police " A
Legal = . S

Print Shop

.Public . - -
‘Stenotype Operator
Technical -

~ Stenographic Pool Supervisor
~ Word Processing Programmer ... .

3

nage-.
ht, recordkeeprng, telephone:work, the handling of mail, ang other assorted
" duties one wouId be required to perform as prereqursrtes for ac

<



SECRETARIAL/STENOGR/APHIC CLUSTER COURSES

~ R4 7
. / o

;»-; ' : - Suggested .
Grade . . e R
Level - = . . Course Title )
9 - Beginning Typewn‘hng '
Intermediate {Review) Typewrmng
. Introduction to Business .,
_ Business Math
.. Consumer Math T
o 10. - . Advanced Typewriting \

~ Beginning Shorthand ' ; , .
Machine Shorthand o
.+ -Records management
N " Recordkeeping © =
o Office Simulations
' - Lgb Modules:
. o > - Calculator
S~ . & Reprographics : T
I B Beglnnlng Human Relatlons h Ly
-11-12 . Advanced Shorthand.
' Consumer Economics = ' . - T 7
Business English R
Lab Modules ‘ ’
gption and, Communlcatlon Serwces
htive Typewriter
A ialized Simulations:
. Legal, Medical, and Executive
' ‘Machine Transcrlptlon and Dictation .
Job Applications-- '
Orlentatlon to Business Careers
, Advanced Human Relations
- Supervisory Sknlls .

{ .
~ Optional: . Busmess Law
ST " Accounting
' - Word Processing Cluster »
'Data Processing Cluster . « = .
Cooperatlve Work Expenence (CWE)




(Rocommondod Programl

3

S ~ Course

o . ' . I S »
ngmmng Typewntmg ' oA ' :
Shorthand L S N
Onentatlon to Business Careers (LM) - B ]

Job Appllcatlons “(LM), :

" Advanced Typewrltmg/ Slmulatlons‘(LM)
'Records Management (LM

Business Engllsh

Reception and Communication Servnces (LM) R EE

~ Machine Tr nscription (LM)
-~ Human Relations (LM)

. ['Office Simulations , -
'}:Zj?ecordkeepmg _
. 7!'Introduction to Busmess ]
. .Electives B
Clerical- Cluster S e . ]
Word Processing Cluster - *- :

Cooperative Work Experience - o -

_Data Processing Cluster
Business Administration Cluster

o

TOTAL SEMESTERS REQUIRED FOR PROFICIENCY
CERTIFICATE IN SECRETARIAL/STENOGRAPHIC
: CLUSTER '

e
-

SECRETARIAL/ STENOGRAPHIC CLUSTER

—

Semesters

p’.‘_g.li
ST

ST



~ INFORMATION PROCESSING CARELR CLUSTER

- DATA PROCESSING/COMPUTER AND WORD PROCESSING .
- Processing - both ‘words and data has- been an integral part of American
_business operations s_ince the Industrial Revolution. Howevér, both of these fields
‘have shown dramatic growth and change over recent years. This is prir-2rily due

..

to the,technology which has_produced innoyative electronic equipmen- Gesigned ~ #

1) .

" to facilitate these processes. - - : oo .
- Generally, both fields could be defined as the function of transfc— . Jata
- and ideas into meaningful c’ommunic.atipns as quickly as possible. Cor-~: - and

"data processing s'ys_te‘rm’are commorily found today in high schools . oro-
“om-

cessing equipment, including electronic’ typewriters, is also bec. -~ -
' monplace in business divisions of high schools and junior colleges. V- -2 dt-=ziled
" -..explanations will be given in the following pages regarding both @ “*:c= and
. -~ word processing fields. : e : -
. Business education programs must reflect the changes taking plac. . sday’s
job- market that have come about because .of this influx of technolcz . This -.°
cluster is‘designed to assist. business students interested'in preparifig for aitner, or

both, of these fields. -
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| DATA PROCESSING/COMPUTERS

A Division of . Informatmn Procossmg

‘\4

Computers are a. very |mportant part of what we know as data processing. Itis
est|mated that 80 percent of all data processed today i is business data. The proc-
essing is an integral part'of the operatlon of governmept education, business, in- -
~ dustry, medical science, and related resetrch’in "all 'of these areas. The intraduc-
tion of the computer has not reduced- the number.of workers needed; rather, it
~has changed the types of training necessery for job performance

Business transact|on recording and b~ - “keeping are performed to provide an
~ accounting of the operatrng results and - status ofa buslness or organlzatlon ,
Data Processing is a, mechanrzed proc .. of organizing the data into. mean-
Lo mgful results. . ‘- L : :
The Dataﬂ:’rocessrng Career Cluster offers high school students opportunltres
_ to Iearn modern methods of processing data and to train for a career.in this field«
, ' Careers are varied, ranging from dat: preparatron/ entry to systems analyst. High
“school graduates with specialized instruction in data processing presently quallfy-
. for at least one-half of-the 600 jobs avcllable in the computer 1 freld

The completton .of this career clust ar also provides an excellent backgrounc
"for the, student who plans to attend technlcal 'school -or college partlcularl

IR those’who plan to major in computer science or accounting. o
Some of the career opportunrtres available to studnets completrng thls clust' K
T are . ’ B * . L ) l/'
L Operator Jobs S = _ C{eric"al_ .lol)s .
’ Accounting Machine Operator ~ Card Filer S
Computer Console Operator = . . 4Coder -
- Computer Terminal Operator .~ Data Dlstnbutor R
Cryptographrc Machine Operator o Data-Entry Clerk
'Data Typist - = ~ o Data Examination Clerk
In-File Operator , - - Data Processing: Librarian
- . Keypunch Operator  ° o Magnetic Tape Handler
‘{Q_ - Photo- Composltron Keyboard: SRV Payroll Clerk
: Operator N Program Filer
.Stock Control. Operator\ S Programmer '
Teletype Dperator e M :  Proofreader

 Terminal SvstemOperhtor . Statement Clerk '#

RINS

BN
{
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.DATA PROCESSING/COMPUTER CLUSTER COURSES
~ 3 . em o o
B Suggested T '

- - Grade o : S : ‘
- Level S -~ Course Title

; oL . . .

9. .. Beginning Typing =~ . -
L " Intermediate Typing
" . ‘Introduction to Business S
oo ST Busnness Mathematlcs ‘ ' .

1. Same as Grade 9 PLUS .
K - Programmlng in Basic.
o . K _ Introduction to Data Processing
7z o . - Advanced Typmg e T .
2 e - Key to Card b
: ' Key to Disc R S
'Recordkeeping - ST e e

Beginning Accountlng '

3 Consumer Economlcs

) - Business Law. .
.~ - " Office Simulations .’ .' e
St Lab Modules: . " ' L
‘ Beginning. Human Relations L
Electronic Prmtmg Calculator T

T 1112 - Business Computer Appllcatlons e
" L, - Advanced Accounting’ ' '
. R ©Business English =~ - - _& . el of
: \\' . * - Office Simulations l : o o
f ‘ L .+ Lab Modules: . . L
R o v Records Management LR
S . I %'Mketing’
LT o .- Sdles .
o R ... Merchandising.
. - _ R " Advertising
) ' ' ‘Advanced Humin Relations
. Superwsory Skills - o b . ,
BN CWE (Cooperatlve Work Expenence) ’ S

. & -

g

<"




o

. systems have also changed th: cdition:

o WORD PROCTISSHUT CLUSTER - °
/‘\ o0 "A Division oy fre o i) [Frocassing

' Word Processing is a man: . ment tol v nich improves office efficiency. It

combines people, procedures. - qui, me:. . more effectively utili'zej.hunjavn
and economic resources in an office &1 oionment, regardless of size.
Word Processing systems ..signer  ° ordinate the performance of a

- variety of office tasks — inclc- .. -.annin: - 2archjng information, telephon-
.ing, orginating. written docurnc yping J/% to name a-few. These
NECN )

«s of the_executives and office
workers who perform these task:. ' : .

. - + : . . '
The primary tool of “Input” is dictaticr :juipment. -The author of the docu-

‘ment puts: ideas into words by réedrding ::am on a dictation unit or recorder
-which may be located at a r-earby secretaria: station orina centralized area called
-a Word Processing Center. : o

The primary tools of “’Outpe t” for pro: zssinj t&l? ’do}:uments are transcription

“units and keyboards with magnetic anc ’or memory technology. The-office
worker listens to the di,ctationf and usex e keyboard to- process ‘original, -
_repetitive, and revised documents more ¢ ciently. - cor B

. To reproduce typawr'l'tten/docﬁmen'tso'r: - distribution, many offices use a’

A ]

copier.

Some of the career opportunities available 0 students completing this cluster

are: - .o S , , ,

' Secretary" - '

~ —'Autorhatic_Electronic Typewriter Operator -

-+ . Clerk-Typist ‘ | A
Machine Transcribe: = P
_General Office Clerk ¢ j R
Stenographer -~ -7 . Py '
-~ ; ~ . J l ‘
DNt _ 9

Y



€ * WO'iD - ROCESSING CLUSTER COURSES

 Supgested . . T

- CGrade S , '
Lavel .

L]

o e ,Cour:ié"’Titlos
: v &
9 - Beginning Typing " ! _
L -~ Introduction to Business
’ ' v Intermediate Typing

, : Recordkeeping .
N L . Beginning Shorthand
- Advanced Typing

Speedwriting ‘

4 ‘ -ab Modules: o

. 4 Introduction to Data Processmg
- Beginning Human Relations

Electronlc Calgulator-Operation

TR

-

=3

A . 3. iness English e,
, R . Acvanced Shorthand , ‘

b ' ‘Machine Shorthand
Lab [.-lodules: :

. , : l.iagnetic Tape Selectric Typewnter
s : . IBM Memory Typewriter . . L
CooL e .. CRT Equipment SE
R . " Machine Transcription _ .
SR " Office Simulations: .’ . @
; | : " Lestér Hill , T
' S - AlaCarte - S
Sl - * Houston House
o - , Advanced Typewntlng,jSImulatlons
- e - ; Advanced Human Relations U
\\ e

o S C'ptlpnal. Busmess_ I.,aw
P 1\

-
y - .

. >

al . " . Optional Modules: - 0
S - “‘Supervisory Skils - - . .
' Lo ‘ . Management in Office-Simulations
‘\‘ . o - Dictation Techhiques-

<

Y S




v INFOR’VIATION PROCESSING CLUS "ZRS

(Rocommandad Programl

’ . v Y,
g . No. of N o -
D/ <"\ PROCESSING " Semn. WORD PROCESSIl¢ .
¢ . : :
-, Tyro-Ariting ‘ 2 Typ I:Itlng .
Re ...s-laragem (L) -’ ,Autom’atic Typewr. -
“an ol p G0 oor -~ 2 . Machire Transcript ,
(Li | .o S -
- S Business English :
“Oric wzation to  _sine i i S
L raers LN e - ’ -
P : - _Orlentatlon Business
S Job -omioaticns - Careers (LM)
Introc -+ it - R o Job Appllcatlons(LIVI)
Prc:-uomng (L .
: , Offlce Slmulatlons L4-6
Programming-i sa: . .57 -
y - Records Management {LIv. - .
‘Business Computer ApD. ' o L ,
N : . Human Relations (LIv. o
Fooo ng
g : chtatlon Techmques LMY
C ki—z Celatic s (LMD I, ey o
. - EIectlves: . \ C-
B T A 02 , S
- - - S Data Prpcessmg Iuster
=usinizss Administration o Secretanal/ Stenographlc
" . Cluster PR 7 Cluster -
~ “Clerical Cluster - s . Clerical Cluster
Cooperative Work Exp. ' ‘Business Admin:stration
. ‘Secretarial/ Stenographlc : : Cluster :
. Cluster-. -~ . .. Cooperative Worl Exp. -
. ’ a
TOTAL SEMESTERS - )
REQUIRED FOR -~ L oS : '
INFORMATION PROCESSING = - -, 10 -
- CLUSTER CERTIFICATE 0. . . , SR o
15 ' .
. A —
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e

- The busmess admlnlstratlor CEEET T i de5|gned to va_ i stﬁdents
_ with the various distributive seowice mx=sbs v iiaple in the Ame on business
system strengthen backgrouno | SHR T fcatlons busmec - .":h,"‘;nd ac-
countmg, and.introduc student' T g md superwsory epts. . .
It has been found tha oneofc. -y mree zwosein thgéAmenc f)rkaorce is
I_/employed somewhere within. dist zutwe se: - 2 industries, ran: - srom Food
services to ‘transportatlon\Mﬂny ¢” ~hese jo:»  rein managerlal ‘upervisory
Lo posmons In order to fill jobs availzzie in the: {ustries, 'studer- suld know |
~~ . themsélves, have an @wareness <i careers a- llable to thent i siness "and
distributive services, know job recuirements. = d know of their m:es' of ad-
. vancement to higher job levels. : S o
' Some of &Nareer opportunities available <= students compl . _his cluster
L ' g ' e, R A
- DISTRYBUTIVE: - SUPE - " 1URY s
Accountant Equal Op-.ortunizi:. Admlnlstrm Asst.”
/‘)Ctuary : Reoresentzative : Asmstar}tl nager
Advertising quker Execn_tlve Secreter Director: - N :
9 .Agent: ~ Faghion Coo?dlnato: Fund Ra:zing b
: onding. - , Inspector ‘Industrie: Relzzions
- Purd asmg . * Investigator + \ Motion Zicture o
| . Rea Estate \ Lawyzer . ‘News ard- Sports_‘
. . Revenue -/ - . d.oén Officer Public R=lations ~ -
- ‘Travel . - Lobbyist Manager: S
- ,Appraiser .’ . Park Ranger Bank - -
.+ Arbitrater - - ‘Police’ Commissioner Business '
< Auditor. . Property Disposal’ “.Circulation .
* . 1Bahk Examiner S Officer . . City S
 Bookkeeper . " " Public Relations Worker - Credit g "
»+ Breker . | ' Recruite- ~ Flight Control

“ Buyer 4 4 | {0

[y

«
o

9

Ll

A

C.
BUSINESS ADMINI‘L’S‘l""”’u—-~“lllr y CAREER C..
. N

o0 /l

Budget Officer

Claims Representa
Controller ‘
@oroner ,

Credit Analyst

" Dispatcher

ER

* Sales Worker
Sales Person .. .

-Training Representatlve : .“

~ Underwriter
Urban Planner

Marketmg Redearch
Worker

Government Servnces

,a{,l“

Hotel = - : i

Industrial Traffic
‘Labor Relatlons '
Personnel .- - .-
Promotlon
"~ Recreational Serwces
-Transportation :
Resident- Supervisor, .-
. Superintendent - k
Supetvisor _ o
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BUSINESS ADMINISTRATION CLUSTER C/OURSES

o s, x5
Suggostod -
Grade'

Level — ‘ Course Tltlo J o '
. N RS > . r

9 'Beglnnlng Typewriting

/. Introduction to Business. - ¥
' Business.Math = '

10 Records'Manageme_nt, . - ©
- .. Recordkeeping - - ‘- . " -,
o - Office Sim Iaiiens C.e ) -
: * Lab Modu " Ty a
] ) Orrentatlon to Busnness Careers :
o e Electronic Calculator Operation
’ - ~* Y - Reprographics * N -
' .=/ " Begioning.Human Belatlons K :
-~ ., Taxes : .
T Introductory Data Processnng .

1= Beglnnmg Accounting B . .
' - Advanced, Accounting . N
_ Consumer Economics ' '
s . Busmess Enghsh , -
y b . Business Law -
we ot * > Programming in Basic ,
) .' ‘Business Computer Appllcatlons
'_ - Lab Modules: - '
. "Advanced Human Relatlons - . .
Marketing Careers ' L -
Sales: - e Y
o “Advertising PR .
. - Supervisory Skills . .
' o - Job ‘Application” *
IR C Dictation Techniques

;Optio'nal:L, ~ . Cooperative Work Experience . *© - . ..

o T Advanced Typewriting’ ' o
Key to Disc : _
Key to Card . S

.‘-a,h



© e

Ct BUSINESS ADMINISTRATION cLusren

!Recommandod Programl

 Course- - . Semesters
Accounting - - C mo : . 3

.

>~ Business English .. P T

_Orien'tation to Businéss Cargers {LM) R . : _ R
¢ Job Application (LM) - K A | o .
- Beginning Human Relatians (LM) e o i
" Advanced Human RélatIOns(LM) , D
B¥ginning Typewriting - - . o
" Business Mathematics ', . .
¢ °  Consumer Economics e R
" Introduction to Business = . .
.. . Records Management
N Recordkeepin
.. Electronic Caf?:ulator Operatlons (LM . , S
. " < _Reprographics (LM) . - —. . A a6
S < Taxes(tm) ., 0 ® - I -
’ Introductory Data Processlng (LM) S o .
Business Faw o o Lo B e
Progratmming.in Basic B - o ' :
Marketing Careers (LM) I 1. /‘

Sales (L) g’ . . TR

Advertising 1LM) , : . B P .
erchandising (LM) S o s .o
- Supervisory Skills (LM) -~ . . : ) C Do
Dictation Techniques-(LM) T e
Business Computer Applications (LM) . -~ . =~ S ' )

o Office.SimuIations:' Lester Hill (LM) L SR

CIerrcaI "Cluster Courses T ‘

. Information Processing Cluster Courses. . |- S 0-2
Secretarial/ Stenographlc CIuster Courses ] o . ¥

.. -

: :g " TOTAL SEMESTER HOURS REQUIRED FOR BUSINESS S
‘ ' ADMINISTRATION CLUSTER CERTIFICA‘H‘E - .10

-




| MIDDLE SCHOOL/JUNIOR HIGH scuoon. B
-+ 'COURSE DESCR}?TIONS -
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BUSINESS CAREERS EXPLORATION

‘DESCRIPTION e

2

iscover various careers available in the~business field. The student- WI|| explore
the world of work as it relates to per rsonalities, attitudes, vaIues and fnterests.

- Hands-on " projects are ‘included in the followmg career . areas: ' clerical,

: stenography, acccountlng, data proeessrng, and wholesallng/ retailing. .

'LEARNINGTIME S . oA

i AOBJECTIVES e T T

e

2.

4590 houfs " -

- leen the approprrate |nstruct|on and materlals the student quI be abIe to:

£

. . . .,Q :

. Demonstrate sk|IIs generaIIy useful |n the worId of work
Practice’ effectlve work hablts =

Make career decisions.

Demonstrate |mproved {:areer capabllltles

Implement career pIans

m »ow N_—-

-~ 6. Demonstrate posltlve attltudes and values toward work

' MODULE OUTLINE -~ . B N

A. ALookatYourseIf R L
What am | gomg? - o ' L -
3 2 How aré people different?
3 Why do peopIe work?

ALook at the World of Business = - f;. e

’ . Y, . 10 . L
C ALook at Careers in {uslness\ o . Lo T

‘1. Clerical - LTV
~ 2. Secretarial. : o

3 Data, processlnga R

4. WhoIesalln% and reta|I|ng. .

(,'! -

D.. Explorlng Careers i in Buslness R R
1. Accounting: and bookkeeplng e e v -
. 2. Gregg shorthand ~ "*, T Tam L
- 3.. ‘Filing - S R
4. Mail handling - - * S '
. 5. Sales representative - S C
.. 6:,Grocery clerking ' '
- 7. Banking and credit

Buslness careers exploratlon proV|des ‘students W|th the opportunlty to SRR



K3

- [ 4
‘-.

. Materials rncluded in sections A and B are the basic or|entat|on to’ buslness

' Acareer exploration. The remainder of the program may consist of either sections -

C, D, math or reading application modules or any combinatién of thesesectlons
This portlon of the program lends |tseIf to |nd|vrdualrzat|o/0 . :

CURRICULUM MATERIALS * . -

. - Essential Materials .

| _Career Education Program Vol. II, .M’cKnigfht Publrshing' T.

| E)koloﬁhg Caroom Pro;ram; South’-Western,‘ t6 booKlets),
/ - Real Life Heade\SkrIIs. Scholastlc Book Servuces o _ |
. ..‘Hoal krfo Math Skllls, Scholastlc Book Serwces :

: Projopt Dlscovery, Southwest Iowa Learnlng Resources Center '
(hands-pn projects) RO o

< .

Suppl&mental’v Materlals R oL

e

L]

Exploratory Busmoss, 5th Ed., McGraw-HrII
' Caroer Comic Books, ng Features :

'Job-O CFKR Career Matenals 1974 (booklets)

R World of Work McGraw-HrII K|t (Set of50pamph|ets) ‘
' Audrovisual Matenals Vi L - ‘ ! o .‘.._ ‘ ra

-r‘.\;\ .

The folIowrng audlovrsual matenals may be avallable at your f|Im A

center, Iearnlng resource center (LRC) or buslness Iab o <



- Choosing a Job . . B o -
Identity (set) ‘ ) ' '
Is a Career in Clerical.Work for You? .
Is a Career in Frnance, Insurance; or Real Estate for You? .
Isa Career tn the.Hotel or Motel Busmess for You? - .
' Js a Sales Career for You? : ,
“Making It In the World of Work o ./
’ Never Underestimate the Power of a Woman o
s - Planning Your Career . : T .
' Your Job: ' co ;."' ' - '
77 -Applying For t o, , "
A " Finding the Right One -
- Fitting In :
Getting Ahead o L .
Good Work Hablts ' T '

_ F‘ImstripsICassottes ) v
T /

Career Clusters: An Introduction.to Related Occupatlons ,
Career Clusters by Hoffman Busrness/ Clencal/ Sales/ Computer
Tech . y

' Caréer Drrectlon High School as Tryout
- . Career Drscoveneg Senes .
' Careers Unlimited .
S _Career’ Values: What Really Matters to-You? ‘
R ‘Careers Without College =
: ,Explore -
- -Exploring: Careers Set;- MarketnngADnstnbutnon and Busnness/ Offrce
i Job Agltude Series '

v

&

Jobs i Data Processmg Computer Opportunltles
‘Key Céreer Exploration’
. The Butterick Career Resource Center
- Women at Work: Choice or Challenge
-4

-




MATH AI?PLIC,ATIONS'
' DESCRIPTION | .
Math Applications is a,rnodule designed as a review to help students function
effectively in the communities in which they live. Materials covered provide basic
computation skills using problem-solvipg based on everyday situations.

LEARNING TIME
.6-45_5 hours -

.OBJECTIVES

1
4

‘Given the appropriate instruction and materials, the studen‘t will be able to:
.-Add subtract multiply, dlwded accurately and estimate.

. Compute daily personal expenses. o . - ¢
. Demonstrate an ability to manage money. R

. Demonstrate the ability to understand and apply math to varrous work
related situations. L :

. Demonstrate the ability to appIy math to solve energy and money savrng
problems .

TAWN =

‘o0

MODULE OUTLINE

‘A . Math Applications - - o S
) 1. Basic facts =~ . S ' R
_ 2. Your daily expenses " ’ N
3. Managing your money - C e
4. Math on the job
5. Energy and money savers o
6. Leisure math - - o L -

cunmcuL’um MATERIALS' o
Essential Materlals

‘Real Life Math Sknlls, Scholastlc Book Services

L



| PERSONAL TYPEWRITING
DESCRIPTION . e
S, S Personal T”ypewrrtlng is an- exploratory course deslgned to |ntroduce

" typewriting through the yse of the touch method. -Skills are developed “for per-
sonaI use and to give the student a foundat|on for further. studies in business.

L_EARNING TIME(
-. ' 90 hours : -'

- oa:lscﬂvss o L

Given the appropr|ate |nstruct|on and matenals the student will be able to:

- Operate the keyboard by touch and W|th correct techn|que
Demonstrate proper care and maintenance of the machine.
Type words, sentences, and paragraphs with accuracy, cont|nurty, _
and minimal speed. T
Type from printed, handwrltten and corrected copy ' '
Identify and correct errors. = o o
Apply basic word division rules. - : !

. Demonstrate ab|I|ty to center, arrange and type personaI notes, per-
sonal letters, and short reports. . iy

..8. Demonstrate ab|I|ty to center copy vert|caIIy and honzontally

LY
whe

No o

< MODULE OUTLINE .

. A. Basic Type Skills | :
- 1. Correct techniques and machrne adjustments

iy ' b 2.. Letter keys® S o : o
3. Figure and symbol keys - b Y ‘s
4 Proofreadlng and correctlng errors ST PR

' B. .Ba5|c Personal Typrng AppI|cat|ons
1. Centering and tabulating =~ = = - o
. _ 2. Personal notes and letters. ' C / )
PR 3. Short reports and outI|nes .
-0 4. Tables S /o

g cunmcur.um MATERIA[,S |
Essentlal Materlals - R -7 ,
i » Personal Typewmmg for Junior ngh Schools, 3rd Ed., South-
! . ' Western Publishing Co.
O o Typmg in Plain Engllsh Fearon P|tman Publlshers In(c~

A




~ ' ° READING APPLICATIONS L
¢ - R o . - -. B ! P
DESCRIP‘[ION ' ) ' _ S

Reading appllcatlons isa moduIe designed as a review to help students func- :

- tion effectively in the communities in which they live. Materials covered pravide
basic |nformat|on presented either through the pnnted word or graphlcally, or O

L e ot prosered fer g MAPINCG S S I T 4w

4

LEARNINGlTIM_E e
6-45 hours' Ty
OBJECTIVES A o

.

Given the appropriate’ instruction and matenals@rstudent will be able to:.

3. Read and |nterpret slgns labels and d|rect|ons on packages cans,
etc:
2. Demonstrate the ab|I|ty to read |nterpret and foIIow d|rectldns
- 3. Demonstrate the ablllty to read and correctly answer detailed ques-
~ tions on various application forms, and show how to fill them out.
4. Demonstrate the abrht@to use a dictionary..
5 Demonstrate the ability to read and understand various parts of a -’
newspaper by correctly answerlng detailed questions - »~ :
6. Demonstrate the ability to read advertlsements cr|t|cally by answerlng
detalled questlons. _ —: S

MODULEOUTLINE R : R Lo e
 A. Reading Applications = - , L
- Reading signs and labels - c
Faflowing d|rect|ons
Reading and filling in forms and appllcatlons ‘
Using-reference materials. L : -
. Reading newspapers - L N R
. Consumer educatlon . - . i

ook wn =

CURRICULUM MATERIALS
. Esgential Materials '
g _ SR Real Life- Reading Skills, Levm Scholastlc Book Serwces

. . . : . [ . .
" - - . . .
.
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s 'BEGINNING ACCOUNTING

e 'DESCRIPTION s T T -

" . Beginning accounting introduces the- co_mplete‘,fungamental~a000unting
cycle, special systems for recording %gccounting transactions, dnd _special
accounting topics related to all types of business, including an emphasis on mer-
L “chandising business operations. A major aim is to- prepare students for job entry
" positions. Practical applications of accounting principles are provided through the .
: incorporation of business simulation:sets with the usage of journals, ledgers, and -
business transactions. Topics involving payroll, interest, depreciation, ;nd‘ac-

cruals are included. ‘ : . .
i 0 E ‘f‘ P . - . . .. - /7 - . : ) ., N o
LEARNING TIME T T N , 2
\ . - ) . . - L. e . .
.. 180 hours - S e _
. Learning time may vary, depending upon individual student’s ability. . -
OBJECTIVES S T
e . P ) _ ‘ . . . 9_4 . . ‘
Given the appropriate instruction:and materials,"the student will be able to:
1. Write a brief definition of the fundéme_ntal accounting equation. R
2. Classify assets, liabilities, and capital. . : ‘ o
- 3. Examine, journalize, and post business transactions. B _—
o 4.  Prove the accuracy of posting.- - o a . £
' 5. Explain'and utilize the six-column work sheet. . : S
Kﬂ ...+ 6. Prepare an income statement and- balance sheet. . -
‘~, Y=« 7.° Close the ledger. : . S -
‘ ' €. Apply basic accounting principles to a simple merchandising

' _busineSs. : : o o ,
9. Maintain a checking account.and reconcile bank statements. "’ o
10. . Explain and lutilize the eight-column work sheet with adjustments.
11. " Define the term “business data processing.” S
12. Discuss computer applications felating to payroll accounts receivable,
~and inventory.. T BT r o
13. “Prepare apd record a payroll, including dedygtiqns.
14. Describe and use the five special journals.
- 15. ~ Describe and explain the petty cash account. _ o
16. Perform nécessary accounting for sales ‘tax, bagif' debts, depreciation, -
. . "notes, accrued income and expenses. o
= - 17~ Describe.basic accounting differences be\tween single ownership,
~ parthership, and corporation. - - - o

-
N .

G




MODULE OUTLINE . -, = o
- A. Accountlng Theory Fundanfeﬁtzvals - A

1. Starting an. accounting system . - -
" 2. Recording an openng entry T e Co
‘) 3. Posting the qpening : entry. \9\ o
_ 4. - Debit and credit of, bUSIﬂBSS transactlons affectlng baIance sheet .
T accounts -,
Co- 5. Debit and credit of income and ex%nse transactions
g - 6. Journalize business transactions Lt .t
, 7. Posting : e -
’ 8. Proving the accuracy of posting .- SR y '
9. The incomie st@tement and balance sheet IR
10. - Closing the ledger ' '
11.. Project — review and application of the accountlng cycle in |t§\
slmplest form ' o . , Sk o
. . : ] ..’
. i . - B. Slngle Ownershlp Accountlng o o A o
N Ny 1. Journalnznng transactions of a merchandising buslness -
. ' 2. . Posting to ‘the ledgers of a merchandising buslness '
3.  Checking account and reconcnllatlon of bank- statements
‘4. Eight-column work sheet with adjustments '
5. Financiat statements for a merchandising business . :
6. ’Adjustlng and closing entries for-a merchandising business
7. Simulation — review and application of the accountlng eycle wnth

_comblnatlon journal and subsldlary Iedg

o -C Introductlon to Data Processlng and PayroII Systems
' 1. Data processing systems -
2. . Automated accounting systems: processnng the chart ofcaccounts
and the opening entry : : L ,

3. .'ﬁAutomated accountlng systems processlng transactlons and end of-
~ fiscal-perjod work . : -

-

= 4. PayroII records , ‘ _ o
7 - C 5. Payroll accounts, taxes, and reports
‘ 6. Simulation — review and appllcatlon of data processung and payroll
pnnmples
. . - RPN
'Q ) - N \‘ . )
- ) * : - ..c . A- »
N g ¥ . - -
’ kS . :
' 28 .
- &




D Specral Joumals Sales Tax, Bad Debts, and Deprec o
. 1. - Special journals: purchases and cash payments four-column general '
journal . A
' Spec|aI joumals sales and cash recerpts
- Cash|register system and petty cash S
Sales tax-and other sales and purchases systems
Uncoéllectible accounts and_valuation of. accounts rece|vab|e
Plant assets and depreciation - . E .
Dispésirig of plant assets R P
. Simulation — revrew and app||cat|on of speclaj transactlons and.
. journals. - = . , . S
"E: Notes and Accruals Introductlon to ,Partnershlps and Corporatlons
1. Notes and interest . "
2. - Accrued income andéccrued expense
3. Partnershlps '
4
5

ONOORWN

Cotporations -« __-.. ' . / - _
Slmulatlon — review and app||cat|on of accountrng prrncrples

*Section E may be inéluded in' Advanced Accountrng

CURRICULUM MATERIALS
' Essentlal Materiels

. Century 21 Aecounting, %lrst Year Course, 2nd Ed., South~
Western \
/\Worktgg papers and study gurdes for Century 21 Accountlng, Flrst
* Year Course, 2nd Ed. Achievement tests are available for nomlnal
fee upon request from South-Wes?ern :
’ Supplementary Matorials = . ' ‘ e

3usiness Srmulatlon Sets, South-Western , :
"Quadrasonics” ' .//
*Village Garden’ Center - Pegboard PayroII System '
- o . “New Horizons" :
-t © "Envirotrol” : :
. - . Clerical Payroll Procedures, 7th Ed. £ (#51) Fuller, South-Western,
' Simulation

Audiovisual Mate els : -

The following ¢ audiovisual materrals may be avarIabIe at your ’frlm
_center, Iearnlng resource center (LRC), or business Iab

-

Films: . L R

_ . Data Processrng Introductory Prrncrples
L .+ __Data Processing Occupations’

o ----- ~-=77 " Bookkeeping and You . _ . _
‘ ' Filmstrips/Cassettes - :
The Bookkeeping Process, SVE '

Data Processing Sound Frlmstrlps South-Western
. -

¥

4




I ADVANCEDAccouMG R

T DESCRIPTION y

Advanced acoountlng is desrgned to prepare studen}s for entry-level account-
lng positions. Content is focused on accounting and business theory, stressing
the “why"’ of ac'countlng with coverage of such topics as corporations, partner-

- ships, and cost accounting. Through the use of special problems, the student can
apply accounting knowledge to merchandising and mar:facturing-type
businesses. The student erI expsrienice ax:countlng and businss:: management

4

problems BN

T

i

. e ’

/.

© LEARNING TIME _ -
180 hours . - o !

P : _Learning time m'ayvv_ary,ﬁg;;\mding upon individual student’s ability?_ o
OBJECTIVES S N e

v L leen the appropriate lnstrbctlc and. matenals the student will be able to:

- 1.. Perform"general accou-. fung with 'arof' iciency consist::nt with job-
o - -entry requrrements of & ‘bookkesps - or junior accountzat{
- 2. - Apply basic accountlng principgies~tc departmental anc payroll ac- . .
- . counting, partnership and co{np;osl\a:coun‘_ting, and coroorate stocks
andtbonds accounting.

b

S 3. “:Demonstrate a\fundamfental knowiztzge of cost accou-mng as related A
IR U S ~ tosales. - « T A
S - * 4, Explain the procedure of accountlnr for notes drafts, trade accep- _ \\
A -~ tance, and: various faxes. ; | .,

-

5. Interpret fmaricral-n:aports o
e

MODULE OUTLINE /Sectlon E, Beglnmng Accountlng, may be |ncluded

Y

B 4

A. Partnershlp Accountlng R .
B Accountmg as an occupatron ' L
2.. 'Recording phase of agcounting '
3. Summanzmg and reportlng phase of accountlng
4, Pro;ect Review of accounting pnncrples . - L
6. 4orming a partnership, - - ’

v

.-‘.",_,,,, [, S e

6. Dividing partnetship earnings -

-7.  End-of-fiscal-period work for a partnership :

-8 Slmulatlon—rewew ‘and appllcatlon of partnershlp accountlng . (
principles . .




-B. Corporatlon Accountmg
L Purchases and cash. payments clerk -
‘Sales and cash reteipts clerk Lo o
" Inventory control clerk ~ ° _ L o S
., Payroll clerk L ' -

Departmentalized accountlng . e ey
Voucher system clerk . ' '

Recording daily transsaécno .- ' .
Processing daily trangéctions and end- -of-fi scaI perrod work '

Forming a corporation = - . -

10. Acquiring capital faf a corporatlon ' IR
" 11. Financial analysis agd reporting of;a\eorporatlon S C N
“12. . Simiulation—review and appllcatlon of corporatlon’accountmg

’ prlnC|ples . :

CINOOAWN

C. Cost Accountlng ¢ - ' : ' ;
~ 1. Cost accountlng for a merchandising buslness L .
2. Cost accounting for a manufactunng'buslness7 - e
3. End-of-fiscal- -period work for a manufacturing business )
- 4. Acpounting for u colléctible accounts f, : .
- 5. Acgounting for Jant assets o >
6. ,Accountln&for prepaid and accrued ltems
7. "~ Accounting on a cash basis - ,
8' Slmulatron—rewew and appllcatlon of cost accountlng prrnCIpIes S
N s _
s D. Analyzmg Accounting’ Data for Management Use ‘ L ’ ‘
.+ 1.. Budgetary planning and control = % -
"+ 2. Accounting information for. management decnslons
' Analysis of financial statements -

L 4, Statement of changes in fmancnal position -

’
-~ f
¢

2

CURRICULUM MATERIA[S
., & -
Emntlal Materials ° e ) Ky

Century 21 Accounting, Advanced COurse, end Ed., South-
! "~ - Western
. ) Working papers and study gmdes for Century 21 Accounting, Ad-
a I vanced Course, 2nd Ed., South-Western. Achievement tests are
| available for a nomlnal‘fee upon request fron'r.South Western

Supplomentary Materials B

o ‘ ,Buslness Simulatjon Sets, South- Western J
RSN - *”Abrams and Silver”’
v . "Custom Auto Center”’
‘ : ""Trade Winds Marine”’ ' ‘ L
Transparencnes CQntury 21 Accounting, 2nd Ed., #8205, South-Western
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'DESCRIP’I’ION I o
“Advertising is designed to develop “the skill , attitudes, ‘and knowledge
necessary for jobs in. advertlsmg and other marketlnz oc€upations. The course ex-
amines the nature and.purposes of advertising medica, r@ates advertising to the
‘job of the fetail salesperson,-demdnstrates how tojwrite effective advertising

"+ copy, and gives the students the opportunrty to prepare an advertlsmg layout.
4

LEA;:NINGTJME L . P L
v 20 hours- ' ' . -

 OBJECTIVES ' =3 - |
Given the approprlate instruction and materlals the student will be able to:

4
1

by
1

1. ° ldentify the major uses of advertlsmg and select sample adver-

- tisements illustrating such uses. ox L
- .2 Identlfy the contribution of various ad%‘lsmg media‘in the advertis-
Tl - - . ing program of a business firm.

3. Establlsh goals and select approprlate promotlonal medla for con-
, . ‘sumer product
N - +. 4. Plan and wrrt‘e pIe direct copy wh|ch will arouse |nterest and
s beliefjin the product. _
5. “Appl specnflc ‘method of measurlng the effectlveness of an adver-
tising media to its audience. Lo : . : ‘

. “  MODULE ?umnis _, ® .o SO
: ' . Advertising and the Student ' 2 ' oo

. Advertising Media . . . C

. Advertising and Personal Selling ,

. The Written Message - + ¢ = S

.,The Hlustrated Message S . ;

. Preparing Direct Mail Advertising '

. Planning an Advertising Campaign o

. The Advertising Campaign in Action . : .
Selllng Advertlsmg Space and Time -

. Mgasuring Advertrsrng:Effectlveness s

CURRICULUM MATERIAI.S i _ _ ,
Essentlal Materials C o L
. L i Advertlsing, 2nd Ed., 1978, McGraw- H|II (text and record) g ‘
L e Audlovlsual Materlals - A »
o The followmg audiovisual materials may be available at your film
e center, learning resource center (LRT), or business Iab
Films' : , . PR
The Buy L|ne S S
" Just Sign Here = - o
Why Do Y\qu Buy??

CrIemMmMUOwW>
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ORIENTATION TO, BUS}NESS CAREERS

3 .- -

- = CLERICAL/ SECRETARIAL-ST ENOGRAPHIC/ . :
INFORMATION PROCESSING/ BUSINESS ADMINIST RATION

/ . . . . 4.

DESCRIPTION ' ¢ ‘ St

3- o .

‘ Onentatlon to Business Caree}? is an overvrewof the opportumtles and pro--
grams available to students interest ed in business careers. ,The student becomes”

aware of the requrrements necessary to enter SpeCIfIC caﬁaers and’ the, programs /

Al

-available to reach the jOb goal . o P '\‘J
LEARNING TIME / S e

. 5 hours o : . R .

oBJECTIVES 7 . . "

leen the approprlate instruction and. matenals the student WI|| be able to: .

"1, Describe briefly the dlffere&t career clusters: | 4 e
a. Clerical :
. b. Secretarial- Stenographlc ,
c. Information Processing B «_
d, Business Admlnlstratlon - -

s
P

v
L

2. List five or more positions in a selected career area and explain the ,\'

. basic requirements fbr job entry. L,
- 3. '«Descnbe the busmess laboratory envrronment '

MODULE OUTLINE® o T S -
A: ~ Research Career Areas and The|r Interrelatlonshlp
* 1. Clerical _ _ A A
2. Secretarial-Stenographic : - K
-3. Ipformation Processing ' ‘
4. Business Admlnlstratlon

B. Research One Specific Career Area in Depth
- 1. Positions available e
" ."2. Basic job-entry requirements . , ° '
3. Avallabletralnlng programs (content, tlme ect. )
¥

a. ngh school~ -

-

" b. College or vodational school , =~
c. On-the-job training L
C. Tour of Business Laboratory S o
. 1. Layout . : v g ‘
*\. " 2.Procedures : ' T y
3. Equipment - IR ' AP
4. Materials - . ‘ T
. . T S ‘ EA N :
! .
( s
~ ‘ b

*y



o @_ ‘CURRICULUM MATERIAI.S L o ) " KU . L
SRR Supplementary Materials I S R R
o Secrotarial Ofﬂca Procadures, 9th Ed., South Western Un|t 1
. ~Unit 15éjpart1 4,5; Un|t6 part 1
Clarical Ofﬂce Procedures, 6th Ed., South-Western Unit 1 Un|t
16 part 1, 4; Unit 3, part 4; Unit 40, part1 4
. 'DOT Occupational Outlook Handbook :

' CQntury 21 Accountlng, Begm_:_ and Advanced Cources, South-
Westgarn .Preface. R SO : ‘
Exploratory Business, 4th Ed., McGraw—Hnl _

- Job Sort—Career Education Guide, DODDS :

o S, e General Buslness For Economics Underatending, South Western,

R ~Unit 3. LT .

A o Word‘ Procpssing, Prentlce Hall ." o ;; ' B
S U Guide For. Business Education,’ DODDS _
© i career Comic.Bo ks, King Features S

< s . WoMd of Work Kit . s
ST Auélovlsual Materiafs - : . v :

o The followung a dnowsual matenals may be avallable at‘Vour f|Im

center, learning resource centet (LRC) or. business:lab.. .
. PR 'Introduction to Business and 0ff|ce Careers, Klmbrell McKnlght

T @ " Butterick Career-Resource Center- - :

. .

K|

" Career. Clusters An Introduptlon to Related Opportunltles
A7 .. 7 Cateers Unlimited. Lo
U ' * Careers W|thout College .4 e
. . . . . . CareerValues — What Really Matters to" You? I
s oL ~ Jobs'in Data Processing: Cdmputer Opportunltles B
o s =7 The'Shipping and Receiving Clerk. T
R ' . ", . _TheInsurance Agent . . S TR
SR D \ Assistant PurchasinggAgent ... - .- e :
- Ty Exploring Caréers Set, SVE, The Secretary, The Computer Con-.
) o sole Operator, Asslstant Manager o - B
‘ . ) . I_ :ﬁ. ¢ : .
. ‘. ‘34 : , TN
417 T
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BUSINESS compuren APPLICATIONS i

e , . .

DESCRIPTION

Busrness Computer App||cat|ons is desrgned to help students utilize ‘fhe com-

puter through magnetlcally written procedures called ’ ‘programs’’. stored ona
floppy disc. Learnrng approaches-include: drill and practice, problem soIvrng,
decrsron makrng processes s|mulat|ons and mformatlon retr|evaI

LEARNINGTIME__' I T
90hours. T A

N
Y

on.usc'rlves R T .
leen the approprlate |nstruct|on and materlals, the student will be abIe to: -

1. List and. descrrbe yeys m whrch the computer is curreﬁ'tly ut|I|zed in’
L " business: . . o . S
|

2. . Use the computer for drill and~practhe \
3. Use the computer to soIve problems in the followrng.areas

so®

. a. Deprec|at|on A N S
b, Market analys's . L . e
c. Slmple and compound |nterest rates . . A

- d. Saving \and investment.programs -
e, Loan amortization ;

f. *Determine optimum farm’ productron grven the factors of supply

and demand '

~ g. Stock rnvestment programs

 h. Billing and |nventory programs
| Payroll programs: _

'} Reservation programs *, ‘ :

k. Converslon programs (money, temperature etc )

4 - Use the computer to prepare the foIIowrng accountlng records. _ I.:

'

4

..Acccounts payable - . o
. Accounts receivable T Lo
. Merchandise |nventory R o S

. Trial baIance S .
‘Worksheet e
. Frnanclal statements s B
..Schedule of accounts .

Ta :«_o- oD oo,

' § Use the computer to run slmulatron exercrses such as MARKET

.General ledger ~ . SR



- MODULE OUTLINE
'A. -Drill and Practice - S S
B. Worksheet ‘and Materlals Generatlon ’ A

~ C.Problem Solving : '- - ' )( '

- ', D.- Simulation ~

" E. Informatlon Retrieval

CURRICULUM MATERIAI.S

o . Essentlal Materials , ' ' :
 To be provided by the Mlnnesota Edueatlon Computlng Consortlum '
Contact reglonal computer eduction speclallst :

Supplementary Materlals

v “ L : Programmlng in Basic for Business, Bosworth and Nagel Sra
' ' o197 L
© 7 A Guided. Touriof Computer Programmlng in BASIC Dw
“and Kaufman, oughton Mifflin Co., Boston - ;
Flowq‘anlng; chgg and Harness Houghton leflln Co., Boston
° . i @ ‘
a4 . h ) ) E '.,
Y . ' ' T
® ] - y » ’
o o \,'\' ) O . -
.‘: v': - ‘ o
- '\.‘ . f . 36 _
e o
, . . 43 i




. BUSINESS ENGLISH

) DESCRIPTION

Business English proV|des students with the communlcatlon skllls they will
need on the job. It provides training, necessary for students to develop com- ,
, petence in ech of the communication skills: ‘Reading, writing, speaking, and - .
listening. Students will Iearn to apply their speaking and writing skills to gettlng a.
job. In add|t|on, students will be |ntroduced to the Ianguage of bus|ness

Do

N

. LEARNING TIME¢
45-90 hours =~

| oa.uscﬂves . o , ‘ |
: leen the approprlate instruction and materials, the student wnlf be able to i - {\

- 1. Apply pr|nc|ples of commynication: psychology to oral and wntten
- communications. o
o 2. Demonstrate expanded vocgbulary and effectlvely use word o
- ‘references. . .
"~ 3. Apply effectlvely the princi Ies of grammar and punctuat|on S .
4. Write effective routine an specialized letters. ' I

' 5\.' . Plan and write effectlve emos, reports,, mlnutes, and news
. releases.
" 6. Speak effectively through such activities as plannlng and gwmg a .
talk, meeting the public in person and by telephone, and par- BN

ticipating in" group discussions.
1. Wr|te resumes and letters of application, reference, and acceptance :

TMODULE OUTLINE D o

A. Communrcatlng - The Psychology of Effectlve Communication
B. - Developrng Reading and Listening’ Skills C : .

. Cl Improvmg Basic Word Skills — Words and Word References -
 D. Developing Language Skllls L T
. Grammar - . : » T . oo
* 2. Punctuation and punctuatlon style o : , o,
E. Writing Messages That Get Results. . o o '
* 1. The craft of writing .
2. Planning and writing letters oo _
3. Memos, reports and other communlcatlons . e oo
" F. - Developing Speaking Skills — Effectlve Speaklng '
"G. Communications to Get'a Job ‘
**In adapting the text Business Engllsh and COmmunIcation, for use in the -
_ lab, selected units can be used. ;
~ **Business Correspondence/30 may be- substltuted for Part E of the module :
outI|ne above - , . , /

N 44



| CURRI ULUM MATERIALS
- Essential Materials

- *Business Engllsh and Communicatlon, 5th Ed Stewart
Lanham, Zimmer, Clark 'Stead. Gregg/ McGraw- Hill -

o . ,I . Student Projects and Activutles for Buslness English and Com-
’ ' munication, tests, Gregg/ McGraw Hill ' :

_**Business Correspondence/30 2nd Ed Fruehllng and Bouchard.

Gregg/McGraw-Hill, Inc.

Punctuation, A Programmad Approach, Perknns South Western ,'

Publlshmg Co. -
Supplementary Materials

, | English Style Skill Bullders, 2nd Ed., Cleary and Lacombe
" Gregg/McGraw-Hill, Inc.

Intensive Clerical and Cwul Servnce Tralning, 5th Ed Flsher S')uth-
Western Publlshlng Co : , :

-

i



.' ! ' '
~ BUSINESS LAW -~ -
DESCRIPTION I S _
Busrness law is' deslgnjii to heIp the student understand law and-its enforce-
/ _ mént as it applles to society and the |nd|V|duaI The course stresses the contrac:
~tual obllgatuons that arise out of. ballment commerclal paper transactions, and
: utlllzatlon of real property : :
L LEARNINGTIME -
T 45-90 h'ours ' 3 V. .
OBJECTIVES N
leen the appropnate |nstruct|on and materlals ‘the student will be able to ¢

o . L
R P Descnbe the development of our legal sygem its changes, and its -

place’ in our soclety :
2 __'Demonstrate respect, ur%erstandlng, and awareness of. mdnvndual
- legal rights -and respons|b|||t|es T SR S

Distinguish between civil and criminal law. ' o

Identify the basic elements of contracts. S

Define bailment relationships. _ C '

_Identlfy the basic elements of commercnal paper, methods of

transfer, and the rights and responsibilities of all parties.

Describe the legal rights and responslbrlmes of the tenant and/or
& .. ownerof real property - o .

K}

f
Toobdw

~

MODULE OUTLINE

A Understandlng the Law S I o N .
o " 1. Law and society ' o o o
. 2. Law and the citizen - - T : C
. 3. Law and the minor,- -~ . : e ) ’
" B. Enforcing. the Iaw T i - Co ' ’
1. Crimes . S e L
2. Torts ’ oL T .
, 3.)Law enforcement and the courts e o T
.C. Making Contracts”  ° . I 2
: . How contracts are made -~ - S 2
. Form of agreement - o
. Void and voidable agreements " ‘
. Legal agreeement o : -
. Consideration ... .. oV
. Transfer and discharge e
..'Remedles for breach of cr‘

.

.\'i.cncn_hwro-x




'D. Understanding Personai Property and Bailments h
** . 1. Personal praperty
' 2. Mutual benefit bdilments -
3.Special bailments
* E. Using Commercial Paper
" 1. Nature and kinds of commercial paper
2. Elements of negotiability ,
- 3. - Transfer of corﬁmercral paper '
" 4. Rights of holders . Comen

b

~ B. Liability .of parties L o
- F. Renting and Owning Real Property =\ "
- 1. Real property '
2. Landlord and tenant
3. Wills and intestacy

G. 'Looklng at Law in,the Future

CURRICULUM MATERIALS

Essentlal Materials . - .
. Applied ‘Business Law, 11th Ed., South Western ,
- Workbook and tests for Applled Buslness Law, 11th Ed South-
Western \
_ Business Law/30 2nd Ed Gregg/McGraw-Hlll Programmed"text/
' workbook for use when the course is taught in the busnness Iab
- Supplementary Materials
Cen *Learning Activity Packago, Unigraph Products
S a. Consumer contracts s
) o _b. Consumer rlghts and responS|b|I|t|es o -
F ' e o Audio sual Materials . : 7 ' .
I ' ' ' T e following audrovrsual materials may be available at you film_
.~ center, learning’ resource center (LRC) or busmess Iab ! ‘

Films :

Quiet House, Publlc Hours : o

The Voice of the Witness S Lt c

Slldes s ' '
Contract Law (22 Slides) J Waston Walch :




'BUSINESS MATHEMATICS . '

3

" DESCRIPTION

. Business, méthematlcs applies fundamental mathematlcs skllls essentlal for

~ personal use as a consumer and/or entry-level jobs The students reinforce their
basic computational skills and apply these skills to banking, interest, payroll, |n- -
stallment buying,- marketrng, insurance, personal flnance, and financial reports

'LEARNINGTIME - S

90-180 hours (Career or mathematlcs credlt)
( 45 hours — Business Lab Module -~

,,oa.lecnves Ly . o .
Given the approprratc:g rnstructlons and materrals, the student will be able to:

" 1. Perform addition, subtraction, multiplication and division usrng whole :
‘numbers, fractions, aliquot parts, decimals, and percents. -
Perform simple. mental calculations accurately, whenever possrble S
Apply short cuts rrf*computlng whenevert possrble' '
Estimate common-sense answers for checking caICUIatrons

" Read and understand business problems and identify the -

~ ' mathematical processes needed for their solution.

s
EESTE

Q" 6. Relate busrness mathematics termnnology and problem‘s to concrete
busrness applrcatrons .
" MODULE OUTLINE -

180 hours: . A, B, C D, E F G(Letters/numbers refer to outlrne below) [\

90 hours:  Basic Skills: A;-B2, C1,2; E1,.F2, G2
".. . . Career 0r|ented A4; B1,2,3; C'ED1 2; E1 3; F2 G
Personal Use: A; B1 E1l; F;, G2 _
-45 hours: Business Math/30 can ke substltuted for. (*) areas in -
" module below 7w i . :

— A. Basic Math
P *1, Addition; multlplrcatlon substractlon, dwrsron
a. Skill e L . S
: b. Estimation * = = o - N
N *2. Fractions ' ' ' R
o *3. Decimals : :
. . *4. Percents
. ‘B. Finance - - - B e
.. ™.Banking .. [ L L
.+ *2.Interests - S T T
.. *3, Payoll - . ) R ,
. *4, Installment ~ B

4




a
. C. Busuness Support Serwces L , o . CL
*1. Data Processmg '
2 Reportlng information
3. Transportatlon
.D. *1. Retailing .
-*2. WhoJesaling '
.. *3.Sales and inventory records -
E.. Operations . - . . - - . , _
1. Measurement o o ‘ S
2. Building materials ' ' '
_ 3. Service industries
F. Income Management -
¢ 1. Insuranc::
. 2. Personal fizance. U _ ,
o -~ G. Business Anz:isis N A
. » . 1. Financial reports = -~ S S
© ..+, + 2.Costing procedures . '

o CURRICULUM MATERIALS .
- Essentlal Matarlals ‘ .
Math for- Buslness Careers, McGraw-HIII ot
Business Math/30, 2nd Ed’, McGraw-Hill =~
" Business Mathematics for the Consumer, Laudlaw K
Supplementary Materlals

' Leamning Actlvity Package, Unlgraph Products, (budgetlng, com-. '
o parison shopping, credit, flnanclng, and'i msunng a car) ’

Intensive Clerical and Clvil Servlce Tralnlng, 5th Ed Part 3,

(arithmetic) -~ L t;, P
Audiovisual Materlals -~ - . "
The'following auduovusual materlals may be avallable at your film center, .

learning resource center (LRC), or business lab.
Consumer Education: Budgeting - _ S

! “Installment Buying _ 3 -
. o : Retall Credlt )
' s Decimal Fractions - , K -
* Metric System (The) .. . C
Money and Banking - Ly
" Percentage ’ s
. _ Retail Credit Buying .S
.2 - <. Shortcuts in Kultiplication with Fractions
"~ __ .-.'. . Understanding the Metric System'(filmstrip)
o +-'  Wise Use of Credit -~ . - "%
} . A 2 B . . , ) o N
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AR ELECTRONIG-CAI.C_ULAT,OR';OPERATION-'

K A. Touch Sy item and Keyboard L 7

DESCRIPTION =~~~ T

' EIectronlc Calculator Operatlon |ntroduces the display and/or pnntlng -
y ‘calculator for use in & ssiness.and office occupations. The studen: achieves profi-
C|ency in mathematm e.vmp‘utatlons using the touch system.

LEARNING TIME
20-45 hours . | o o
‘OBJECTIVES © - - C S
Given the approprlate lnstructlon and matenals, the student WI|| be able to

4. Demonstrate an occupatlonal ab|I|ty in touch operatlon

2. Solve specific business problems. b '

- 3. Describe the value and importance of the calculator in busmess
4. Demonstrate: lmproved basic mathematlcal skills. .
5. Demonstrate proper care of the calculator T

MODUI.E OUTLINE

~

1. Additioh/subtraction . T
-2, Multlpltcatlon/dlwsmn S

- B. .Calculator Applications o _ ‘ _ _
~1.-Accounts receivable L .

. Invoices v B J) '

. Sales journals - - - o - R e ,

. Payroll . o R I . L e

. Commissions. ’ ’ - - v

. Markup/markdown

. Deposit slips - N _

8. Interest/notes . : .+ . b

. jCare of the Machine s ' '

CURRICULUM MATERIALS _ _ o _ - o
'* Essential Materials . S S S
- Electronic and mechanlcal Prlntlng Calculator COurse, South-

‘Western - - '~
Electronic Display Celculetor COurse, South-Western

_Office machines Course, South-Western
" 10-Key Addlng-LIstIng Machlnes, South- Western

ooxlmm-z_s.wtoé

Supplementary Materials = = - S o :
* " Machine Office Practice Set, SoutH—Western S S ’
_ Clerical Office Procedures, 6th Ed., South-Western, Unit 10,
. Paged ° . : .
) ) Secretarial Office Procedures, Sth Ed South-Western, Un|t 6, D
 -- ;Page3.. -

. - . 43 - . R




N o ', E ,CONS_UMER ECONOMICS

iR L . . B
o i . Ney
.

DESCRIPTION - P ‘ :
‘Consumer. economics is deslgned to ass|st students in evaluatir. -; ilreatyles and
spendlng patterns in terms of recognized value and consc|oust coiosen goals. It
. helps students learn to manage their finances and to survive and prosper inthe -
«* . marketplace. Economic, legal, and business concepts are examlned only as they’
- _are relevant to maklng consumer decisions.. - .

_ _ LEARNII\IG TIME _ IR _ _
A T 45 90 or 180 hours o : - :
' ' ' Thrs course may be taught as a one- semester, a full year, ora nine-:

‘week course. Teacher discretion. shouId be used in selecting’
| modules o .

e OBJECTIVES R S
a leen the approprlate lnstructron and matenals, the student will be able to:

1. Deseribe individual performance as a consumer in c0ntrast with .

( T - established consumer reSponsrbrl=" asina baslcally freo economy. _‘_'3',
. 2, Llist future job opportumtres ' »
R X 8. -Describe an individual resourcr n~°nagemen: Ty Tt
N - _ values and goal attainment a: sty .~ @CONOM. SUGUIiLY.
ﬁ- '\,.‘ : 4 Describe the jmpa.t of .consumes chorces on personal finances,

business, and the euonomy S '

, . '. and accuracy of promotlons, advertlslng, and's
- 6. Write a proposal advocating consumer change? -
S 7. Deflne an descrlbe the role of the consumer in reIatnon&up to other
v . - ¢ 7 . roles such &s worker, voter, citizen, famrly member, and student.

8. Identify and define appropriate uses of consumer credit. .
-« «9. Déscribe the effects of |nflat|on and determlne means to minimize its
S impact on pefsonal goals. ., o
LA "', 10." Determine th adequacy of available housing. A
o 5 - I Demonstrate In-ability to assess. savings and mvestment aIternatrves
. - AR 12 Demonstrate ag ability to ‘assess the adequacy of msurance) -
» ; . . coverage. o , k2 ;
N ' , . 13. Demonstrate an ability to appralse potentlal purchases based on per- :
oo L sonaI values and needs, income; use, quahty, and price. .7 , .

=




MODULE OUTI.INE

A Demdlng, Plannlng, and Spendlng
1. Decisions; demsmns
. , *2. We're not all alike (goals)
. ' '3. A road map for spending lbudget)
: 4. Food for thought (food)
5. Togs, tags, and rags (clothes)
.6. Allin a day'y work (career).

B.  The.Consumer's World _ '
- 1. The market place (supply and demand) - .
2. The shady side of the mar\(etplace (fraud) e
3."Consumer power '
4. Citizen power

- C. Buy Nolv, Pay Later -
I . Credit: What and why
2 ‘Shopping for ‘credit - ,
3. The credit blues M . -
4. Inflation and you - o
D.. Wheeling and Dealing
. 1.-Buying a used car o -
2. Buying a new car
.- 3.Insuring your car :
_ 4. Inflation and you " o B
E£. A Roof Over Your Head-- '
‘1. Where should | live?
2. Tenant and Iandlord
-3. Buying your dream house
. 4. New types of homes
°5. Urban. decay and suburbaﬁ sprawl

F. Your Health and Your Future

. Doctors and-health insurance
2. Your medicine chest
3. Saving for sunshlne and rain
4. What if?. ~ .Life Insurance

) o - 5. The golden years

. G - Taxes * .

: (Reference ""Taxes" Lab Module)

——

4 - . .
- ‘ ' : .8




o 'CURRICULUM MATERIALS
- Essentlal Materials _
“%3_5 .. Consumer Action, Houghton Mifflin Publlshlng Co
: Supplemontary Materlals

- The Consumer in the Marketplace, 2nd Ed Pltman Corp.
Consumer kenso, Coronet Instructional Matenals Chlcago (10
cassettes with student’booklets). _

' Contemporary Consumer Serles, McGraw-Hlll
Family Financlal Managemont, South Western Publlshlng Co., .
(Klt) .

-Policles for Protectlon, How Life and Health- Insurance Work, -
- " American Council of Life- Insurance;- Health Insurancejlnstltute (free _

- . .7 booklgts) ~ :

' .- Every Ten Mlnuies, Insurance Informetlon Instltute (free materlals)
Audlovlsual Materials

o

. (Reference combined Ilst for both Introduction to Business and Con-
L ' .. . sumer Ecoriomics Iocated in the Introductlon to Busnness course’
s Cy descnptlon) A ‘ e
- \ _" . ‘. - .
I\ > ) .
_ . ’ !
- ’ Ld




" F. Understandlng Electronlc Computers _ o S-m,

N

R INTRODUCTORY DATA PROCESSING

“r
. r

DESCRIPTION =~ . - Cd o

Introductory data processlng expla|ns the process and termmology of automa-
tlon ag it applies ta recard handling. A number of machines are described, but
they are considered incidental to the process. Explaining the process not the

machines, themselves, is the primary purpose of this module. Each step is ex-

plalned from the time a source document is prepared until a final report has been
prepared autorg.atlcally .

LEARNING nmE . .

’ _ . ,
. 45 hours : : ' b

OBJECT IVES

1. 'Descr|be in general terms How computer system operates.
2. Identify changes that have taken place in processing data because of
" electronic computers

b3 Demonstrate skill in analyzing problems and laying out Ioglcal steph

- by-step solutions as reqmred by the computer.
4. Identify careers associated with information ptocesslng

MODULE OUTLINE I Sy
A. Ingraduction to Data Processing B v
yPefinition "~ . - L.

2.Tools . -~ . -~ o o -
. 3."Jobs and careers e T
4, Systems s : o _ _ '

B. Manual- Mechanlcal Data Processlng Systems '

- C. Automated Data Processing -

D. *Preparrng Input Media for Automated Processmg
E. Unrt-Record System

G. Lang.uage System of the Computer and Information Starage

. “H. SoIvrng Data Processrﬁb Problems with the Computer
'I. . Additional Computer Programs (Optional) °

This module can be used with or without spec|aI|zed equup“ment Access to card
or disc eqmpment ‘and an electronic computer would be hrghly desirable but is not * -
- essentlal in meeting the goals of the course. v

=

. - . e
; I . a
.

Ly
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. qUnmcumM MATERIALS

Essentlal Materlals : - : o

. . Introductory Data Procosslng, An Intenslvo courso, 1973 SR
e, - South-Western.{text)
P - -Introductory Data Processing, A Practlce Set, 1973, South-'
L Western(pro;ects) Ty, _ , REL
el N Supplementary Materials AP AR
"e .. " YouAre A Data Processor, 1972, South- Western ’ B

EIRE R Computon, Pooplo and Data, 1972, South-Western S
L L Audlovlsual Materlals - . . ol

o Thé follownng audiovisual matenals may be avallable at your f||m~.; R
e center, learning resource center (LRC), or bu%ness lab. o
~ Data Process“hg Equ1pment Techmcnan D

\ R T o ...Data Processing Introductory Pnncnples i T

LT . " . - Data Processnng Occupatlons SR A - i
P ~ Data Processmg Programmer ' ' :

oL .. -The Computer Revolutlon R

. Filmstrlps/ Cassottes =~ g T o

Computer Serles I, Introcjuctlon to Computer Programmmg(Set o ‘ -

of6wnth souhd) oo d ® T Lk

;, , Computer Senes I, Bmary Number System (Set of 4 wnth U
Sl sound)

-

L Data‘Processmg (Set of7wnth sound) SR voA o~

S “k_v
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-DESCRIPTION . . b
chtatlon technques provrdes practical dlctatlon skills for the- mexpenenced .
_ orlglnator The module-is. designed to train originators in various techmqges of
' d|ctat|ng, kinds and types of equipment being used, varlous word processmg g -
systems and oral refmement of speech patterns - : .
) I_.EARNING T™ME - . -
o WBhowss s ) - F
'.OBJEC'I'IVES e , S _
leen the apprepnate mstructlon and matenals the student w1II be able to g ’
P ldeﬂ‘trfy varlous word. processing s‘VStems of / |nput  and ‘output.”’ )
. 2. .Tape record atLOn at varying speeds on availble equment usrng )
. -correct grammiar, enunciation, and dictation. g
-3.~ . Transcrrbe effectlvely from pre-recorded matenals to become. famlllar o
. with problems of transcriptionists. - . - ° R .
~ b 0perate all a\vallable dictation gquipment effectrvely. . o
_5. ldentlfy and” exp|a|n bperatlon o‘f}controls on avarlable equrpment
. 1
Monuusouume e ,
A. Dictation OveKnew and Explanatlon P 3N o
1. Course arrangement: o L _ L
- 2,.Lesson coverage S Q@
3. Ieanlng opportunitieg S ' R AR o
L4 ‘Vocabulary . N R _ :
' B. Word Processing ™ P - 2 ’
- 1. Concept. S ( - : C o ‘
2. Applications ' . o i _
.- . 3. Equipment I o , - G- -
" > 4 Telephone ., . - . ae ) .
-C. Machine Dictation o o T o Lo
1. Dictation systems IR R e .
2: Procedures = - oS T e .
. - 3. General” gurdance o N . : -
T4 Grammar review - IR .
o ) P ) . ,\." ' r‘ |
g . s T - L - [N .
. ‘ ;‘ B ’ et B \,
’ v P ,349 : :l .
. . o . LN .. (_v -
N © ‘ kY , . DB . o . .



. . . . i .
> . . . ¢ . . - A

e [ - D Dictation Practice . o L
A S A. Improving efficiency . = - = _ ‘ . |
- N« 2. Visualization . R SR . e

" 3. Dictation refinement- = -~ - .
,-44 Vocabulary-synonyms, antonyms s . L

', .E. Communications Criteria , .
.~ - 1..Cooperative’ relatlonshlp e - : -

. 2. Expressing ideas - e RS pi -

- 3. Effective correspondence” . T . . < ¢ .

. 4. Dictation — transcription -~ - . .
o S Transcrlptlon Development = e o L

.. 1.Recognizing problems . - " . . e

2.-Techniques improvement- .',- ' S

5 .*. - 3. Transcription aids - o '

B ’,4 Punctuatlon '

.
.8

cunmcur.um MATERIAI.S o T

W T .{,-EssontlalMaterlals D S P
N cin .. ‘Executive chtatlon for Word Processlng, Dictaphone (/‘b'rpora- ‘

e e, A3 4 o t|0n R /\& .‘, - :

el . . -
- P Y . . I
R . . ' ! .

Supplomentary Matorlals D T S

o - . 'Word Procosslng, A Comprehonslvo Tralnlng Progr m. for

. . 7 7 . .- ANord Originators and Transcrlptlonlm, ESP, lnc to include: - ,

e T ‘--teacher’g de, student workbook library card. klt ‘and swelve Vo

'«' e 60-minute cassettes.- . . -

o The Aft of Machlno Transcrlpflon} IBM Inc

- L ’Audlovlsual Matorlals . LT s,

% 0 . The followmg audlowsual matenals may be avallab]e at your f Im-
T center, Iearnmg resource center (LRC) or busmess Iab

o "= . Films: : N
S e P Word: Processmg chtatlon — Napqleon to Now
o - o s 0 \What's It All About? - -
R - .. -+ ..t Worties and Wonders - ) )
- r . ‘ ' . e L . . L e
. * : @ [
v ! v we » * - &,
RS - . ‘ >t
1 N . ¢ ’ Y
. N
. ) ~ R '
¥ - : o
. - \ : . Do
i - ¢ B 50' . 5 N A 4
. r R . . ’
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N

| EXECUTIVE TYPEWRITER OPEHA‘T ION .
Descmmon AR S

. Executlve typewnter operatlon |s a module deSIQHGd to ‘enable students to

pomonal specing and many speglal keys a Ievers desngned to consnderably im-

prove the lmage of the typed copy.

;« learn how to operate the {BM “Execfmve" Typewnter. this machlﬁe features pro- |

'PREREQUISITES DR L
*  Beginning typewriting - R o
LEARNINGTIME o
10'hours A P RN
. ,\ '- . ’ v' . ) A.'.. v .' B . . v
OBJECTIVES e SR,

w

" Given the appropriate instruction and matenals,\ the student will be able to:

.- 1. Demonstrate\ﬁnderstandmg ofproportlonal spacing principles,

e 2. . Display mastery of special Executive Typewriter. levers and controls
Lo - to inglyde: Ribbon Position Lever, Expand'rl.ever, Space Expand
' ¢ Lever, m Lever, and- ‘Repasitioning Indicator. .

- 3. _Demonstrate understandmg and use of justlﬁcatlon feature for proper
' right margin alignment. .

- 4. Arrange problem copy on the Executlve Typewnter to mclude

- business. letters, tables, manuscripts, and business forms. "
<B. - 'Demonstrate proper care of the Executlve TyPewrlter to mclude nb-

bonchang|g R
. ) ’ . - _-ﬂ\
° . _g"v
A L s : .
¢ »

. - :
' &
A o ’ “ " . .

. ) N

s _— - R

- L . . \ .
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i . MODULE. ouﬂ'.ms R
A Introductlon R L -
“. - 1. Typewriter posmon R _ R

~ 2; Typing posture oo
B Spacmg and Shift Keys -

E /' 1. Proportional spacing ’ _ L » ‘_74_\
2. Shlftkeyandshlftlock N . L

- C. Spectal levers, Keys, and Stops,., - : Coe . e .
. 1. Expand lever L S _ LT

- 2. Typamatic keys LT ,
: '3 Tab stOpS '-'. . K . . . . : . - \ .
’4 Symbol keys - L 'w_» ._ S > ‘
D - Beginning Exercises = - L
1. Realigning copy ~ . S .
2. Typing corrections . . . T
.~ 8. Typing numbers ‘ R
. 4-Vertical centering S e
L E. Speclal Features, |~ = . T e
1. Partial carriage return’ ' i
2. typing leaders
-3 Centering columnar headmgs

. F. Intermediate Exercises - ¥ . .
Nads " 1. Typipg cards - T A .
. . 2. Perdonalized touch control -~ ..
. 3. Typing roman numerals S .
A 4. Typing outlines SR A
R ' '5, Justification .~ . . ) /,
IS 6. Justification without- a rougﬁ draft
-~ . 'G. Special Features, || o
P : 1. Page-end indicator - /
A N2 Multlple copy control ' __
‘ o 3. Impression indicator
.~ H. Advanced Exercises- . S _
1. Manuscript typing - S e
. 2. Typing; business letters = . - , )
g . 3 Addressmg envelopes ...
' -4. Tabulation practices "~ . | .
5. Transcription practlce '
- 6. Timed writings

4 ' CURRICULUM MATERIALS
| " Essentlal Materlals

P _ : Short Course For The IBM "Executlve" Typewriter, IBM to in- '
C clude 10 Magnabelts and teacher’s guide.- o .
iBM Executlva Typewriter Operailng lnatructlons, IBM

N R ",

s

-

-t

»~
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DESCRIPTION ", _ .' .

Beglnnlng human relatlons ,stresses the lmportance of hyglene and good
groomlng t0'job_success. It also develops an understanding of and an apprecia-

T ; tion for human ré atlons as wéll as an understandlng of oneself It develops the

LEARNING TIME. ~ * ) B
10 ho'u'rs T PO S
OBJECTIVES T T

llnk between )uman relations skills and communlcatlons skllls

3

1. Outllne a'persghal groomlng prbgtam o
2. Demonstrate nsitivity to sound human relatlonshlps in the work en-

~ vironment. o C
3. Recogmze and evaluate strengths and weaknesses of one s per-
- sonallty o <

4. Recogmze the lmportance of good human relations for effectlve
* communications. , © IR . -

o~

MODULEOUTLINE - - . "
A . Personal Awareness S
: 1. Personal hyglene . ‘ o - o
2. Grooming and dress - .f’\c" L : s
. B . Understanding Human Relatlons T e I
m 1. Definition of human rglations -~ = ’ .
7 2. Development of human relations - v
. 3 Success@'nro.ugh human relatlons S
C. ‘Self-Understanding o o

1.Whoareyou? . . .;. .
2. What is |mportant to you? Rtk
~ 3. Do you like yourself? . .~
4. Do others like you? ™ .
5 Where are you gomg?

D . Human Relations and Communlcatlons RS

1. Deflnmon of commumcatlon . ' e
2. Barriers to geod communication .and human relatlons
3. The importance oﬁood Ilstenlng s

© 4. Offlmal and unofflmal commumcatlon L . R
R T s . "' Lo ’ " \
' F N . . ‘: -
? - 3/‘/— —f . ‘v ’
”, ‘f . d E b

BEGINNING HUMAN RELATIONS' - .

o



QURRICULUM’MATERIAI'.S. e
... . Essential Materlais C L
' ~ ' Human Roelations jn Buslneso, South-Western S
" .. . Secretarial Office Procedures, 9th Ed., South-Wesfem
/ Supplementary Materials L - v
_ Sears Hidden Value Series, Sears, Roebuck & Co. Free record and
o « filmstrip new each year, pamphlets available for a small fee. -
& o World of Waork Klt, Cooperative Work Expenence or Career Infot-
. ' ~ mation Center - .
' " Consult your human ecology department health educator,
_ B .cosmetology mstructor, and the LRC specrallst for addmonal
< matenals . . v
[\ \ -Audlovlsual Matorlals

The followrng audrovrsual materials may be available at your fi t” Im
" center, Iearnlng res*‘uﬁce center (LRC), or busmess Iab
o ©  Films: v

IR o . “What Do We Look Like Tq hers? ' -
. ' " Person To Person-Making Cémmunications Work For You "+ -
S . © " Miss Teen Flnds The_ Look She lees, Mllady Film L
\L " Records - » B
- Gregg Secretarial Tralnlng Records, Set One, _Gregg/McGraw- -
- " Hill, Record #6 Slde 1 & 2.

< -

. . . . - S
' .

5



©* .y ADVANCED HUMAN RELATIONS

oescmmou . o ST |
' ) Advanced Human Rela,tlons is deslgned to develop an understandmg and ap--
preciation of an lndlwdual 'S relatlonshlp with fellow employees employers and
customers e B i . , A

3

LEARNING TIME | . |
"~ 10 hours '

» oaJecﬂves B |
leen tl\e appropnate lnstructlon and matenals the student will be able to S,

- Recognize human relation traits that are important for employees
2. Recognize human relation traits that are important to employers.
3. Recognlze human relation tralts that are |mportant when deallng WIth
customers.
4.. Develop workable solutlons to human relatlons problems.
5. .Describe the effect of human relations on morale in a business.
6. : Demonstrate a knowledge of good human relatlons :

A
v

MODULE OUTLINE . o g '
A . Human Relatlons Wlth Fellow Employees
. 1. Being accepted v
. 2. Observing rules R .
(- 3. Carrying your own weight . ~ - .
o 4. Developifig tolerance o -
5. Getting ahead while, getting along B

B. Human Relations With- Employers
" 1. Understanding an employer. ~~ .~

* 2: What an employer-éxpects of employ es

3. Basic management styles of employers ~ .

4. What it S>|lké\t0 be an employer. ) . 3_

C. Human Relatlons’?Wlth Customers
( " 1. Who is a customer?
' 2..The. importance of custome)rs
3. Why customers keep coming back - ,
~ 4. How to deal with any customer: = A
5. I$ the customer always right? -
o 6. “It's business, not personal”

124

$
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'cynmcuwm MATERIALS -~ \

N

N
.

. Essential Materials ' :
S Human Relatlons in Busmess, South/W/e;(em Units 3, 4, and’ 5

I

Supplementary Materials * e
World -of Work (kit), Cooperatlve Work Experience

-Audiovisual Materials ,

. The following a@iovisual matenals may vallab1e at your fi Im ‘
center, learnlng resource center (LRC), orBusiness Iab -
- Films ? e
Your Job: Fltting In
‘ " Good Work Hablts
Filmstnps/Camttos '
‘. Effective Qffice Worker : o
__Inter-Personal Development (advanced) o .
Job Attitude Series - _ ©
The Changmg Work Ethic &
Other: - e
Gregg Secretanal Tralnlng Records Sets 1 and 2

[ * ’»‘\
B N \
. T A .

- AN .
o a




" INTRODUCTION TO BUSINESS

1 e

oescmmou o e L

Introduction to business is designed to deveIop an understandmg of the every-
day world of economics, labor, andi msurance It also develops the ability to select /
and use business goods and. servicces and to-manage personal business affairs.

- General math principles are applied to bractical everyday business and personal
situations. In addition, an exploratlon of areers and the world of work wull be
conducted. S N :
. ‘. ~\~‘
45900r180ﬂhours~)l' , .
This course can be taught as a full, year coursd, two semester
courses with six units each, or 9-week courses with three units each
+ * Teacher d|scret|on should be used to select the modules. '

LEARNING TIME A .

OBJECTIVES . B
leen the appropriate instruction and materials, the student will be able to:

v

-

N

1. Explain the functions of marketing efflctency in obtalnlng and us|ng
goods and services. .
. 2. Decribe the rights and respons|b|I|t|es of a consumer. . Lty
3. Relate and demonstrate the importance of keeplng fmancnal records

s

: _for personal "and family use. :
" 4. ldentify the ‘thanging value of money and its effect on personal and
o - family budgeting. :

/S\E:plmmthe tunctlons of banklng anda‘ﬁoney and the use of b7ank|ng

services. - \,
v 6. Explam the functlon and wise use of credlt )
7. Identify the prmcnples of savings and investing. = = *

.~ 8 EpraLn the importance of ava|Iab|e conﬁnunlcatlon services
9. Descnbe the available travel services. . :
10. Ident|fy the |mportance of various, means of transpomatlon in sh|p-

./_» ot

ping. ‘ o I
11. Define and demonstrate economlc cntlzenshlp through the study of
. business and the economic enwronment N .
12. Explain the nature and functions of business and its |mpact on every- -
' day life.

13. Describe how our 8conomic system works, explaln its problems and
-, demonstrate a desire to help solve those problems. .
-14. " I1dentify the world of work and compare caresf opportun|t|es career ’

. preparation, and job success and satisfaction. - g to
15. Compare the use of insurance protect|on to the resuItlng economrc :
risks. o . L
. Y - : . .

~



* MODULE OUTLINE _

. Your.Economic World.
' 1: Meeting economic needs and wants

Vs
<
N

- 1. What busmess -do - .

1.

oducing goods and services

-Serves the. Economy ‘

‘2. Organizing for business - . e

3. Automating business activities o

4. Measunng wrth metric

Looklng at Career :
1. Moving toward your career .
2. People in the working world
3. Exploring careers in busmess

Being a-Wise Consumer _
1..Your place as-a consumer
2. Finding.consumer information - -

~ 3.-Becoming a smart shopper
4. Your consumer rights and respons:bllmes

. Practical Money Management

1. Deciding how to use your income -

. 2. Personal money management

3. Family money management
4. The _changlng value ‘of money

.. Using Banking Services . . \j

- 1. How banks serve you

. 2. Opening a_checking account
" 3. Using personal checks R /
4. How your chegking account works \) -

5. Making payments by other means
6. Cashing and deposmng checks ,

- Using Credit Wlsely )
‘1. Mesting needs and wants with credlt '

2. obtaining a loan

3. Buyipg on credit -

4 Installment buying

5. Keeping a good credit record

Insuring: Against Economic Risks
1. How insurance handles risks

"2. Insurance for vehicles. -

6. Insurin

3. Home and property insurance - ...

4. Life i Insurance <

5. Health (i insurance o
for income security

58
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1. Saving and lnvestmg

‘ 1. Planning your savings

2. Using a savings account :
. 3, Investing in “stocks and bonds . S -
4 Investing in real estate : I

~J. Moving Ideas, Goods, and People
| . 1..Communication and transportation

' 2. Communication by telephone

e 3 Communication by letter -~ o S ' o
3. Transporting goods S
- 5. How Americans travel R -y :
K . Government,Labor and World Tra,d,e o
1. Government in the economy ' . ’

2. Paying for government services
3, Labor's role in our economy ,
4. Trading with other countnes o ' e

L. ‘Starting Your Career : )
1. Planning what you will do . = -
" 2. Entering the worklng world _ ‘ -

. CURRICULUM MATERIAI.S _ ‘ .

Essentlal Materials S v R R
Genersl Business For Economlc Understanding, 11th Ed.,
South- Western Publishing Co.

- ,General Business For Economlc Understandlng, Actnvmes and
projects, tests and examlnaslons, first and second semesfer (for ‘
abovetext) =~ - .. . - , S S

Supplementary Materials . ‘ ¢ ' )

' }onsumer Education Resource Mdteﬂals I’(it, Geneva College,
‘ Dr. Stewart Lee {small fee)
N - Famlily Financlal Management, 3rd Ed., South-Western (kit)
Forms In Your Future, Globe Book ‘ ‘
Consumer Sense, Coronet ' o,
«I.eamlng Activity Package, Unigraph Products (Loose leaf lesson
sheets in,a holder: Advertising, hudgeting, comparisor shoppmg, .
consumer: con_tracts, consumer rights: and responsibilities, cre it,
o - financing and insuring a car,. housmg, 1nf|at|on, recession, and labels
N . - on féod and clothing) - S R
- Introductlon To Business and Office CQreors, Mcnght
Exploratory Business, 6th Ed., McGraw-Hill ' _
Introduction To Hosplitality and Recreation Careers, M Khight
. Real Life. Readlng Skllls, Scho\'astrc Book Service

v A3 '
. - . : T i . f ’ " ) -'.
- oA X . W e J .
. : .7 ... b9 : : . . : .
. . .. . ) L. - . ’
. ‘ . : ’ - .
M N N 3 . : - e
. . . . 1
.
.

P
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S
_Audiovisual Materials
' The following audioyisual matenals may be avallable at your film

~

-, . . K -

L e

A

_center, learning resource center { LRC), or business’ lab. - S SV

- -, €omblneﬁ .audiovisudl list for lntroduct:on to Busmess and Coﬁsumer
) ' Economlcs . > : - B . o
"Films * . SRR B .
- Banks and the Poor - L , s - /
‘Big Day Tomorrow S .
. .Consumer Education, Budgeting -
- Consumer Education,. Retail Credlt Buylng ,
, . Consumer Protection ~ D . « . &
v o . 'How to Buy a Used Car N
- I Want to Work For Your Company
Just Sign ' Here -
* Life Insurance (set of six films) ‘ e
Money and Banking W T~
" Retail Credit Buying - - . ’
_ o ® The Buy Line ’ - A
[ ' The Owl WI§\Gave A Hoot

o

The Role of Money T . SR
L A The Story ofthe Wholesale Market_ ' ' i
'+ . 7 The Wise'Use of Credit , L
' S This is a Cooperative* - N
) - What We'Look Like fo’Oth’ers [ S _ v
= :_‘Your Job Applyln%1 orlt - . . Ty
S - Finding eﬁlght One T o '
Fitting In. _ S
Getting Ahead N S
*-Good Work Habits : el
' ) Your Thirft Habits (2nd ed )~ / -
) L L ' Filmstrips/Casqettos ' ' .o
' ‘Automobile Insurance ‘ \
. Contempory Zonsumer Serles McGraw-HIII
‘Insurance on the Home : !
Money Manageme‘ut Series (set of 6 fllmstnps) ‘
‘Our Market Economy
So You Want to Use Credit
w oo So You Want Wheels  /
o . The Exploited Generation

o o The Great Amencan Sale . - - o
_ r\ .Other - ' S . T
VR ' Pnormes, Decnslons, Security (game) . ' '

3
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JOB APPLICATIONS .

. : ST .

DESCR\I:’:’ION . o . .
- &Job pllcatlons/ p/ owdes expenence in self-evaluatlon and techniques
necessary for seekihg a job, writing Ietter§ of" appllcatlon lnterwewmg, and taklng

' employment tests.

LEARNINGTIME E B -
| 1(»20 hours - » T e T
OBJECTIVES oo

.;'

2
leen the appropnate mstructlon and matenals ‘the student will be able to:

1. Identify personal assets and information.
- 2. Identify locations of possible job opportunlty information.
3. Produce a personaf inventory, a data sheet, and letters of appllcatlon

L " and follow-up. : g i

4, ~ Complete an appllcatlon form employment test, . and a personal in-
terwew \"/ .

* MODULE OUTLINE R . L
A. Salable\%\?(f\ ST e ﬂ S Y"
Y. Persond| inventory -, CE.

o V2 Datashest - * - P - T coel

' B. Job\Opprotunites | . T e '
1. School'placement office "¢ M« o '
2. Friends/rélatives® « = >~ -

3. Former employers *

. 4. Prospective employers : .

‘ 5 Advertisements - - n

6. News items ¥ o \p
7. Employmgnt-agencies .

Letters of Appllcatlon/ Enclosures «- . _ o

1. Answering advertisements _ L N

..

2. No knowhn vacancy T |

3. Oyg-of-town positions T '
4, Followup to verbal request- . ’ e

D-. Application Forms = .

1, General information ' I

. 2, Specific information . . N .-
“E.” Personal Interview = - e T ¢

- 1. Preparation o I
2. Responses. * s

s

3. Simulated j;ﬁter\/_iew' . . o .

.

re



N
~

Employment Tests S Lo

AT skl T
- / O X Gegeral knowledge'{ T SRR P SR
CO 1 Letter of thanks

e Request for re3ults _ :

) v N ‘ .d‘.‘c._}.-""l: g ’ . ) L .
. . — CUR,RICULUM MATERIALS '% o N . e R, REEA R
Eesentlal Materlals Ly, .\ R I
Scope Vlsuals 13 - Gettlng Applications nght, Scholastlp Book
_ ‘Service .
- How To Find and Apply for a Job South Western”

» . . . <y

Supplementary Materlals =~ .~ - . . : \ R
" Secretarlal Office Practlce, 9tb ed., South Weste;n, Unlt 14 parts
o o . 1,2, 38, 4, plus supply inventory. o
w0 .+ . Clerical Office Procedures, 6th ed South Western, Unit 16“15arts / '_‘
S 1,-2, 3, plus supply inventory. '
S " The Job You Want —-How To Get lt, K25 South Western

B - Forms In Your Futurs, Globe Book S -
The Job Book: How to Find end Keep.a Job SCOPE job sl:)eets Ay

Jeoxy
o

R '. 1, Scholastic‘Book Services. s 1.« '/'\ I R

o . Civil Service Tests for Typists, 1969 ed.; McGraw-HrlI RE R
O .? ‘intensive CIerk:al and Clvll Service Trainlng, K92 South- '
. S Western o S _ . .

L e World of Work Kit .. . DA v
U T Careerytgrnn’tatlon Series, McKnlght Cooperattve Work Ex- R
N v " -petienc Coordlnator e Y O ST
Vet 0% Audiovisudl Materials - | | . .
' A TR o The foIIowmg audlowsual materials may be avallable at your fllm ’
R center, Iearnlng resource center (LRC)’; or buslness lab. '
FI‘ImsW o L : N
S S - Threé 'Young Men ~ Job Interv:ew e
Three Young Women — Job Interwew
Your Job:. Applying For It. . e ST
: -Finding The nght One S e
ChooslngaJob SRS s
e Filmstrlps/Cassettes e e e
Coet ;HowtoGeta,lob el e R
. *. # . " Careersin the'70’s — Finding ’Yourself Then Your Job T e
e ~ *. . The'school v:deo-tape recorder may he used to. fllm lnterv:ews ‘ I
_ . T e -.;and then play back for: emphasls T . ~
TR _ _ @ - N o
T e Y R e
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-,

B :;':"DESCRIPTION T e e e
"I Key to Cardis deslgned for students who have basic typlng sk|IIs WhICh wrll be . '
o applled tp -computer data preparatlon Emphasls |s pIaced on exerclses in card- S .
: :_punch control and 0perat|on . co PO N -[:
‘_,_LEARNINGTIME S
o 20-40h0urs 2 e S
___;OBJECTIVES P T P RS SV
‘ _ _Givenr the appropnate mstructlon and matenals the student will be able to-». .
: “’ s 1@ Explaln in general terms the reIat|onsh|p of the keypunch to the com- -, ot T
s 2 Descnbe the’ proeedure necessary to punch cac?is T
) v "3.7?’;- Operate a keypunch “machrne to accurately an efflclently punch
e cards. . T e
f-_umm-: L e S
- tronto&h&KeYﬁa% B Gy T S

o RSP T

I o Keypunc Characterlstlcs T ) ST _.j:_' ..?'“'.f"-'i--" -
I Procedilre for Keygunch Operatlon ' ' '

§ _';lcunmcuwM MA,TERIALS R ' Cr P’ L _
R x. | Essential Materials S o i - :}"c L ﬂ
I Keypunch Tralning Course, Kit plus workb@b"ks Bux 3rd ed o o

L. ~South-Western Publlshing Co., 1975 L e RERR
" Audiovisual Materials T
- . The following: audrovnsual materials. may bé avarlable at your fllmy/ L

: center, learning resource center (LRC), or bUslness lab.
Jobs in Data Proc.essmg (6 sound frlmstnps) Goronet Chrcago, Ik

P
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i D n . o . . ’_- . . : . T - .
S . . -KEYTODISC . -
5 BRI e . & L . - " d T . . ) e

. I . N . B '~.-_ ! LT e ‘. . . ’ .

) S ) - . ..
' . e o 3 >

S 'DESCRIPTION T e

R . . .
" ‘ L. Y

: S Key to drsc data entry is desrgned for students who have basrc typrng skrlls-
R ,“ ~-which will be applred to computer data entry.. Computer-supported screen for- - -
/ " .mats facifit:

e B tate this rapid dafa entry. Emphasrs Is. pIaced on exercises in file crea~ . ‘; B
. Wn and rec0rd addrtlon and deIetron ot L 7

e ( LEARNING TIME N o : e >

N R 20 hours K e e e
' A Y . . R . B L / P o A

B e ..‘k. . .. 3 ; .» . e ‘,. . A .

' oa.recﬂves ' R T - .
. ,”“ B Grven the efppropnate |nstruct|on and matenaIs the student will Be aHIe to :
R @ Exp|a|n in general)terms the reIatronshrp a\the coméuter to dISc o ‘

Py S e e . files. - -

LA ... 2.. Operate a termlnal (CRT or. TTY) to retrreve and execute a data
o S ventrys . . T I~
R -3 Descnbe in general terms the structUre of a disc file. :

. -4, List the procedures necessary to"establish a ‘disc file.
e “ 5.7 List the procedures necessary to‘hpdate an eX|st|ng d|sc frle -
< _ IR : \Efficrently enter data at high speedv' R T
v L L o LR _:.1_ o R
- « . MODULE OUTLINE e LT e X

- A. IntroductrOn to ComputZr Supported Drsc Frles _ 2
B-. Computer ControI Commands B o . o C
7 s C. Termlnal Charactenstlcs o C ey N (
O ‘D Data Entry Exerclses for Establrsnrng Drsc Frlm and for Updatrng DISC F|Ie _‘
s e~ "t-E_. Strupture of Dlsc Frles . e e fet “
\Ee ' \ F. Computer Programs for Dataugﬁtry ° o < 3
. CURRICULUM MATERIALS H c XA s e e
4 Essentlal Materlais B T S B
Contact ur, regronal computer edueatlon specrallst _ R
i Audlov v,_'u laterials - . . -t en o )
, “The followrng audlovrsual materials may be avarIabIe at your f|Im
_ e * ‘center, learning resources, centé’f (LRC), or business lab.
U - Jobs in Data Processmg (6 sound'frlmstnps) Coronet Chrcago, IL .
, . y _ B S . _ v
4. s I - . ".7 g 64 . ) ’
) ot \ . \ ’
- o~ » > PR Lot o
f LIPS : N . ,1(_ ~‘ S . 71 : \ ' .



 PREREQUISITES C T

Ca o MACHINE TRANSCRIPTION

| —
v

DESCRIPTION T

. Machine transcription is a- word processrng output system designéd to

: speed tHe transferral of ideas to typewrltten communications. This course pro-

vides the.fundamental knowledge and skrlls reqmred for use and ‘opetation: of

- transcribing machlnes in-the preparation of fypewrrtten copy The student wrll'

transcrrbe from recordlng machlnes‘uslng a typewrrter

. n
..

1. Knowledge and skill in the use of the typewrlter

~ ‘—QZ' Knowledge of various buslness documents, styles, formats and typ-
e Co- t-ing procedures. ©. - 1 . . -
N .. 3. +Skills in the language arts.
s '. 4.- Basic skills inv proofreadrng .
LEARNING TiME . . e g

.20 hours — basic .
40 hourss—- advanced

| OBJECTIVES e |
BRI leen the approprlate instruction and matenals the student will be able to:’

Prepare the ) nscrlblng unit for use :

2. . Transcribe drret:tly from the transcrrptron unit, using a typewrrter

3. TPrepare the following busrness materral in marlable form, using the
: .transcrrblng machine: = , .

o _ - a. One- and two-page. letters in approprrate styles

4 b.Manuscripts .

: ~c. Office forms

4, Edrt a typed rough draft usrng approprlate pt"’ ofreader s marks e

°

. - L
- ‘ ’ - /A — ’ <
- . : . - B
..
. -, - . N
° g ot - o g
R .
'
o ™~ “n
“ ; " . - P - - v
o \ . .
: 2,
M .
o . SN .
‘ . - .- .
. > e ~ - .
s . . - <
' . .
§ . 2 )
- 9% ) - v
. .
“ . ¢ -
< + .
: X . .-' . .
- .
- . A ) .
N 4 r M ¢ A3 - "\ . o, N N .
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A e

B.." Busihess Commumcat‘é“’mqnd the D|ctat|ng Machlne System o
S .. C. The chtatlng Transorlblng Machme S » L
Vo ..~ - D. skils and_ Secretarial Practice SRR

F

G

RN

-~ General BUSIHBSS Communication *
Secretanal Development
Communications . . ' o

Transportation S s

Advertising and publlshlng

Government S

“Education = S L

Banking and insurance . v

Data processing - - o ‘ ‘ o

Medicine ) - o '

Law - S

Automotive indUstry s

; 10. Science and englneenng :

L ~11. Social service and welfare - ° <

12, Metals-lndustry o

O@ND 9 HON

| - . CURRICULUM MATEmAL's -
. - Esstential Materials - o
/ B | _ -*One of the follownng three progra s may be usad:
Secreteriel Practice Course, Dictaphone Corporatlon to mclude: .
teacher guide, student workbook nd. lndlvndual secretanal course
, cassettes. .
Transcription Skills for Word Processing, IBiVK, Inc., to |nclude: S
o teacher guide, student guide, and 34 prerecorded magnabelts.
2 Word Processlng, A comprehensive Trelnln:hlkgrem for T -
Coe Word Orgiriators and Transcriptionists, (advanced) ESP, Inc., to *~
include: teacher guide, student workbook I|brary card k|t and St l' AR
twelve 60-minute cassettes. , . L
' Supplementary Materials T : ; PR
Tl s Word Pl'000885n9, 1977 Prentlce HaIl s




DESCRIPTION)

.....

MTST operation is word processmg output" systent designed to gpeed the

transferral of rdeas t typewnter cdmmunrcatron Thls unit of instruction rs“

“termediate and advanced typist.

'PREREQUISITES . N _;,

N Knowledge and sill i ln the use of the IBM Selectric Type rrter
'2.  Knowledge: of various busrness documents styles, formats, and typ-

S -_rng procedures n o @:‘
T~ .3, “Skills in the language arts B o
: e . 4 Skillsin proofreadmg and ed\tlng > L, b
LEARNING TIME ..

R 25 hours — One Tape Statron
" == 748 hours — Two Tape Station.:: _ .
s o . ’

OBJEGTIVES o L T S o
Given the appropriate mstructron and materlals, the student erI be able to:

1. Operate all functions of the MTST to include:
' .Record and playback - S
Installation and removal of tapes
Coding e : R V\- S :
Line returning, underscorlng, and centerlng Do e
Batch retording . o L e
Revisioh: of material'in play mode 7 L
Play and transfer — two statron onIy ' o
.Revrsrons in-adjust mode . :
RPN P -Transfer in adjust mode - - two station only e
- Record and playback text and indented materials . '
k. Record and playback projects of more han one page '

2. . Produce mailable documents efficiently and-productively.

3. Demonstrate skills and knowledge i processing-a variety of busmess
' documents which can be transferred to other keyboards with - '

Ta .-*sv'.as"crsv

. om—.
-

A magnetic/memory technology e
o ‘4. - -Demonstrate proper care and marntenance of the MTST to cinlude-
A ‘ . .ribbon changlng :

¢ .

-




MGDULE OUTLINE = .. R
*Thls _outline can be used for either the one--or two-tape station training by

sumply observmg the asterisk (*) which indicates training for two-station onIy a
. separate manual is avallable for each training program. e~

Introductlon to Magnetlc Tape Selectric Typewrmng '
1. Typewriter .
"2. Console _ : ,
»'.’ - 3. Capabilities and Ilmltatlons N
’\ "~ *4.'One Station and Two Station ’

-ﬁ‘ewew of the Ke\gboard _ .
Record and PIayback S - — ' o . "
. .Rewsmn in Play . . e R CRESY
*Play Transfer. B _' o [ v
hev’ision’é?ﬁl}\ldjus_'t': RO - T
*Adjust Transfer o A o : N
*Transferrlng a Second Time P ’
" *Copy Revisions N o

Fext and Indented Materlals o o
. Pro;ects of More Than One Page - . o B » s

¢

x'uv_.—_:rb-nmo_nm'

CURRICUI.UM MATERIALS ‘ . . ‘
' _ Essential Materials -Km- ‘ S ’ e B L
f\-‘ : IIB;,\ln :\negnetic Typee Selectric Typewrlter, One Tepe Stetlon, _—
i IBM, Inc T
- 1BM Magnetic Tepe Selectric Typewnter, Two ‘Tape Station, - .
- IBM, Inc. , » s
- What Happened? Pamphlet, IBM Inc L m‘ T ] [f'
Supplementary Materials: ’ o - Ji A
Word Processing, 1977, #93650-4 resource text. - / 4
Audlowsuel Materials = . ' /’ & . Ly
foIIowmg audiovisual matenals may be avallable &t your: film '

0  learning resource center (LRC), or busmess lab. ‘ :
F'Ims : ' E - T .
"Word Processmg What s It All. About? . ‘s7i o e

Word Processing—Worries and Wonders’

14 B °

68 e
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" MARKETING CAREERS

-

-DESCRIPTION o,

Marketlng Careers is deslgned to assist students wuth career pIannlng by pro-

o viding situations for exploration of the increased: opportunities in servicce

/ businesses.’The course stresses self-assessment, identifies rewards and satisfac-
tions from work and employer expectations, examines distributive industries, and

assists students in selecting a career. field allgned W|th therr |ntere§ts and
_-apt|tudes - L e oo :

¢ N

LEARNING TIME
20 hours _ ‘ T

" oBJECTIVES . o | \
Gnven the appropnate |nstruct|on and matenals, the student will be able t/ o

_ 1. Identify the needs,. rewards and satisfaction in work. %
\L 2. Identify what emplogyers expect! from workers in_service industries.
L 3. Recogmz&the economic lmportance and grovxgh prospects in each
. service industry.
- 4. Describe the important. aspects gLeéch service |ndustry
. .4, Evaluate personal IrBErests and ,prospects for success |n eacb service
SN el |ndustry ‘

o
e

. .
v . . . - ~\.- ) »
. .

 MODULEOUTLINE ¢  (
xrketlng

A . Chances for Success in M B e ’
B. Job Ch0|ce\aﬁd Your Employers ; S /7‘ . i
E Apparel and Acc)ssorles R I PR 1 K
. \ D . Home Furnishings = = . \g e R ,
E "Autqr(petwelndustry NS s | SR

aF . Food Markétlng and F d Servnce N

H . Marketlng Serv
| . Finding Jobs i in M'




sontial Materials ‘ _

_ Careers fh Marketing, 2nd ed., McGraw—HnII 1978
Autiogvisual Materials -

R ' The foIIowmg audnovnsual matenals may be avallable at:ayour f|Im

: _'7‘“ . center, Tlearning resource center (LRC), or business Iab
- B Films: =
) f - Careers in the 70's, D0ubleday .
v Choosnhg a Job : o
~ Hey, What About Usl, Indiana Unnversnty 5.
o - “  Is'a Careerin the- Servnce Industnes for You?.
-2 o, lListen, Listen o _
'/ : : Makmg It in the World of Work o ' _
- : ) .
.;' . . R - :\9;‘

.
-

RS . ‘ . > R -' G.
.ﬂ, N L . - . - . -\ - N :“ A
K*-/ R 70 -
kS ; R AN
' o P - . R4 ’7 [ .
* é\”‘ o s . }: = - * A ?@ /
. : ‘ . oA




| |eM_ng“E'MORv TYPEWRITER OPERATION

DESCRIPTION
IBM memory typewrlter operatlon is a word, processmg output” system

. designed to speed the tranisferral of ideas to typewritten.communications. This .

module of instruction provndes in-depth trammg on all fun\tlons and procedures

of the IBM memory typewnter ' . Co
L" ’ ; .
PREREQUISITES _ . _
1. Knowledge and skill in \ the use of the IBM. ”Selectnc” typewnter &
2. Knowledge of various bus?ness documents, styles, formats, and typ-.
- ing’ procedures. .. -
3.  Skills in the language arts. |
4. . Skills in proofreading and editing. »
LEARNING TIME  ~ ', - . -~ = | ‘

4-24 hours (See |nd|v1dual modules)

\ oa.uscnves | |
Gwen the appropnate instruction and materials, the studen will be able to:

L

4. Demonstrate proper care and maintenance of. the IBM memory
typewrlter to |nclude rlbbon changlng - '
~ MODULE QUTLIND - S
" There are four skill levels avallable to be’consldered 'Q tralmng an operator on
“the IBM memory typewnter .-“,‘ - :
P
Module #1—Acqumtance Level 4 hours'
A . sic-Functions From the Training Manual ST S
1. Typing . o o T : N
2. Playback " N e : o, -
~ 3. Storing T
34, Recaling . - - ¢ . Lo cs
5. Revisions = * . T e ‘ o :

.. Operate all functions of the'IBM memory typewriter. ' an

Demonstrate skills\and knowledge in processing a variéty of buslness
documents which oan be transferred to other keyboards with _
' magnetic/memory technology.

Produce mallbfe ‘Xcuments efficiently and productively.

Lot

~I
0}
f«\



,;Module #2—Basic Level ' . 9 hours

ta ' s ~ {Includes Module. #1—4 hgurs) ~* o
. A . Basic Functions (Module #1) Training Manual / o o
: % Loggmg and F|I|ng, Part Il, #1, Tralnmg Manual . L e L
\ T C. Repetmve Letters, Part I, #5, Trammg Manual , e ' B
D .. Practice, Sample Projects, Umtl SD.- T R h
" Module #3—Interm§dlal Level 15 hours -

(Qdequate for entry level jobs) {Includes Module #1 —4 hours)
~ Basic Functlons (Module #1) Training Manual /)
Logglng and Filing Part I, #1, Tralnlng Manual T
Repetitive LettersjPart Il, #, Training Manual ." : '. Lo y .
. Mujtlple-Page Projects, Part Il, #2, Tralmng Manual , '{r R o
- Tabular Projgcts, Part I, #3a, Ttaining. Manual R o
Practlce, Sample Pro;ects Unltl i'SD R 4\ L
'Module #4—Advanced Level - 24 hours : ' TN ,‘ x
+ {Includes Module #1—4 hours) i / to
. Basnc Functlons (Module #1) Training Manu I L .“ "’4 s
Logging and Filing, Part II, #1, Training Manual S L4 CLe
Repetitive Letters, Part Il, #5, Traimng-Manuaf ' < (V,
/-

'11 m o,'o'm

Y

. -Multiple-Page Pro;ects Part-il, #2; Training Manual
._Tabular Projects, Part.1l, #3a, Trarnlng Ma ual’ fg Sy :
Decnmal 'I‘qbulatlon Part I, #3b 1)‘a|n|ng Manual N . .
Standard Paragraphs, Part 1, #6; Tralmné Manual SO . .
- Indented‘MatenaI;;g‘Pan I, #4° Tralnmg wandal | e o : m;. '{\
- ' Reyerse: Index; Part II, #7; Trammg Manual - IR S
o , . "'Practrce\Sample Pro;ects UmtI—SD II—SD | o .
. CURRICULUM MATERIALS. "' e SRS T
ential Materials - -~ : T E T e / -
/ {8 iBM Memory Typewrrter Qperatmg Iné:tlructlons, IB{\ Inc. =~ T

- o

-91:1:. & moo .m >

feaw

,.
2
-

U T IBM Memory Typewrlter Samplg Projects, |IBM; Inc’
| . °1BM Moeinory Typew |tor"l'eaoherp Gulde, 1BM, "Inq.
e Suppllﬁentary Materials - , N

Y Word Processmg, 1977, #93650 4 resomce text
~ e 'i o Aud Visugl Materlals %" St T P :
IR A her followmg audnovnsual matenalsvn?éy be avallable at your film .

SRR cénter Ieafmng resowe ‘center. (LRC) or busmess lab. <

“/) - ':'- PR . . N . ) : . "\.,_

. [ )  ~ F-lms ) ,-.At . .—.‘ ( R Lot

S T g Word Processmga—Whats ft AII About7 / A j ' f . ‘. ST

T WodProcess,’n? Womé‘éand Wonders; -/ /K \_
‘ S - : S R

- o rd

- - N
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S ME?CHANDISING S
T DESCRIPTION* R (O e 5 S e
. e ' 1 . EERRPO 4
‘ Merchandrsrng is desngr@ to acqualnt students: W|th the buy|ng anf 'prlcmg/b “_\ oo
o functrons of merchandnsmg.f’l' hese fungtions include pIannlrrg ways-to get he "™\ s
¢ right merchandlse to customers at the right time, at the right pIace in the right . '~ -
“amounts, and at the nght prices. -4 . . T & s
. .. R SR N 't . .
IN TIME R T e e '
. LEARN G s e R - N
or 20 hours N~ ey : -
pBJECTIVES R . ( <

. -.c. X - v 4 3 ‘ -
1’? leen the appropnate instyyction Z? mat g;als the student will be able to:

RN 1. Identlfy the pos|t|ons W|th| fl(m t at rnclude the sevenyfunct»lons
A AL of buyjng. « e B
v , 2. { Identlfylpg the speclflc act|V|t|es assomated ith each buyrng func-'. ,

tion. g
{\. . J‘ .
3~ Identlfy and dffj[entlate between unlt control systems ) L )
)4 Identlfy the factors considered by a buyer in setting retail:prices. ™ .. - ¢y
- 5.+ entify the ricing techniique that would resuIt in the I'argest vqume

-

. . . ‘v . ) .
‘e N N / . . .: - B
A , _
: S o _

, ' " of sales.for a g;v\en product. K'/ L
- 6. Determine the latest trendvrnﬁmarketmg a spec|f|c pr‘aduct [or servr(e : \ 3o !
'MODULEOUTUINE /.° * [ | .« =, - AN
AL M rchandlsmg as a Career I S w. e 7\\\{ - " \ '; g
B. NI‘anm'pg for Profrts I ' B o 5
(:'2 . Controlllng the Budget Through ﬁ]nlt Control . ' | Lo
/ . . Choosing.the Product and T|mrng the Purchase - . - T e e .
E. Choosing the Vendor and negotlatmg the Buymg Contract S v
/ i\\ Prlcmg Strategy . o S T o .‘-_' s '
g\ Controllmg and~Managln 1he: t yeki o " _ S ?W§" SR
é/ o, irHa _S?ﬂhng and Promoti g the-Me dise. s "y/’ e _,&9 '- 3, -
" L.~ ‘Merchdngising: olicies, Pradtrces and,;l'rgrfds S o, |
'CUBRICULUM MATERIALS / ;@u SRR \ f,"‘r, St
Esstentia Materrals CET ;“&’f"ﬁ b ‘_P' ST \\ﬁ o
i Marchangi\mg, 2nd ed ,.1978 McGraw—HrII Inc T I ’
Audlovisual Matermls B SR N - \.' R ¥
‘The following audiovisual matenals may be avallable at your f|Im R
- cen%er Iearnrgg resource center (LRC) or buslness Iab - ooy
_— F‘Ims ' RS s e T e '

‘The Story CffThe WhoIesale Bke; BT R AT
at Is A Corporatron? ~ / e (‘ -
ls A. Career In The HoteI Or Motel Business. For You? ( ﬁ -
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S DEESRIPTION s 5 Co e S

~

A _ ) ice Slmulatrons not to be confused wrth |nd|vrdual student slmulatrons, are .
oo t deslgried to glve students an oppertunlty t0"y view the actu;zl flow pf work in arffof- ¢ «
EE - fice. Students arg able to perceive the |mportance of theur lndlvudual posrtrons and 3

(*_’ / ‘how they*relate to the whoIe office structure.. Interectlon among the student ,

.o employees is |anortant i Plvung ‘them,'experience-in learning how to deal and
R . work with other people. Organization of time, decrslon-makihg wrth regard to- . .
o o work pnutles, h\:'neat and correct work are stressed - RN

cb

. \ '
. : ) : EE L o . ) 4
e 1 ~~ [.ESTER Iﬁ.o CESI Ul TION o SRR ' :
' ; : This 45-90 hour {)fflce srmula on accommpdates 6 to 30 studeqts Asstwudents;
: . . dssume a variety-of office jobs l a fictitious company, they develop and apply a ° )
o . 'wide range of clerical skills, uire a broad range of occupational eiperrences R
R . by rotatlng through %ﬁerem e positions and departménts, and undergo .
. : realistic patterns of interdction WI hone another, ust as offrce workers doonthe ° ;'
‘ S job The simulation also familiarizes students with the standards. and behaviorex- .1
R | R pected of themjn busrness{ and serves as Qn |deaI transit _,an fro? ‘classroom to of- \
B f|ce v .,"~ K -] nrk

AR ALAcA?tTE ENIE'ansEs. L f RN S
“ .. I Thls 45:90 hour advb{lced moduIe offrce srmuIatlon‘rs desrgned to reﬂnd and .

‘ . integrate ltecretarial and clerlcal skillg\and general office pro‘cedures. Acc0m- S & /
* , modating ;om 6 to 15 studenits, it offers opporfunities for interaction- withina , . © <

M

vy realistic business setting. Rotating- thr0ugh—a varlety of responslble office, posi-. -
a . trons students learfi t eveloptl{e decrsron -making, organlzatlonal and Jhuman -
: 4 }y) reltjtlons skills essentlal to a su,ccessful career. A knowledge of s rthand for:.

AR ,handllrig the secretarlal offrce positions is recommended but nbr ssent|a1

. A.f . , : N . Q& o
- - . S - . L A N ""') Il
K . . ; . ) . o . f
( . LEARNING‘T!ME s A _g :
' TRyt . : “r B S
: e 45-90 hours ‘ ' y N {o -
. R o, 5 N R P o \' L
. \ Y ‘(\ : / ' ' R *..
* ) R L B ‘ . v .
¢ e {3 { ¢ 41 N \~
p\n . ’ ; o - e - {’ -
: ) ( € oap . N
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S : R . . ° <‘" 0 0" . / - .
. N o * L. ] ! P //) ' 1 i \‘5 . o
."’\/ : <t . { - : ° o .
‘./# . . . . R 4, ‘ v, o ‘_> i
: OBJECTIVES - . VA .
' . “Given the appr’opnate |nstruct|on and materigls, the student wnII be able to '
\ : L%I AppIy buslness knowledge and skills t§ various office activities. ' - .
: A PerfornL va(ious tasks available in a mo erh business office. N T g i
e * '+ 3. Demonstrate an ‘understanding of the Prk flow. process found ina .
. " - typical business office. 7 / ‘
_ - ‘4. - Demonstrate.an understafélng of companyLo \gamzaﬂon and general .
oo - policies fpuind in.a typical busjness office. . v
{\ ¢ .- 5. Apply,effective commumcaudﬁsknlls |n dealmg wnth other offlce T :
- ... i employees as{veul as customers. .
DR R - N Display.a better urftlerstanding of the a\eclslonmakln/g process with . -
) foe T regard to work prioritiés.. « - ¥ AP .
. 7. :Petect and corre;:t(errors'b ore the mform@tion |s\d|ssem|nated Vot N -
o cunmcuwn&mmemmsv% S UL N

e oo . /. . . S e PO ‘ : X ‘_‘ ..

T -\ Fodontigl Materlals - T T , -

g . L Il Office Slmulatlon, §unply ‘1 , #35462-6, Tt
_ S : .Kr’awntz/McGraw Hill. To"iriclude Empjoyees Gmde, #35461-8, and - .
L e Employer 's-Guide (Teacher_ ‘Manual) #35463:4' ) .

Ny © .. Ala Carte Enterprises, 1976 FileiCabinet, 711828, e o e
" N Witherow/ McGraw-Hill. To inciudeé Office Manual, #54266 X and . L
R Admlmstratlve Manual #54267-8. , A o

- ' A La Carte Enterprises, Telephone Thput. Cassettes, 1976,. /& e !

Y- - raw-Hill. | . . o T
& . #87620 7, McG T . .
. &' . ! . § « "«,,. ol . : .‘)/3» X ?~/l : . [ o - .
i ;\\‘. \ N i e'd ‘. \ : ) . "-"J 3 ’ L ' /< . h . : ‘ - .
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S S g

o DESCRIPTION P S S

e Programmlng in BASIC provrdes a knowledge of’ data processlng from the use

A of a terminal.to understandmg that programmlng,rs growing |ncreas|ngly impor= - e
e ". “tantatall IeveIs of busmess ThIS beglnmng programmlng in BASIC course uses:.

: ~ the computer ‘to ‘solve typlcal business proplems As students learn BASIC /_
busrness procedures are studled T O P : - -

e . i . -

IR LEARNINGTIME e e |

90hours R R ol
OBJECT]VES P T e N ) - e
: le%n the approprlate |nstruct|on and materlals the student W|II be abIe to . Tee

L " 1. Explain the steps ‘requrred to run a BASIC program on a computer z

- %72, Operate & termlnal (CRT or 'I'I'Y) to caII up and executea Ilbrary pro--
3L :Descnbe in general terms ho\/v a computell‘works PR ':': I

" Define the appropriate computer termg; - . i;-,, e
List the sequence of events |nvoIved ln usmg a computer to soIve a o

L . 5 _'buslness problem. ., Loy - » L R

IR .f > . 6. Create.a flow chart outllnlng a program to be wrltten in BASIC DR

8

.-'v‘

.7.

L -_'Wnte and run a computer program in BASIC N :
8. r,_'_'Demonstrate an ‘awareness of jOb opportunltles in the fleld of mfor- -
. .I.matlon processlng R T N N L ,

L

. MODULE QUTLINE v L g Sl
L - B A Introductlon to the Coggputer Systems and W
TR | " BASIC Program Elements a%dStructure : Lo
- ,7-'-'.' - C Flow. charting ProcedUres e e ST
et oD The%cgmmands END, PRINT; ‘and REM - . - R T e
R E . The Commands READ/DATA,: RESTORE and INPUT B
o . s “F. The'Command LET '~ =~ . - 0 /e L
_ R G‘-'\The Commands GOT TO, IF/THEN
. 7% _"H. TheCommands FOR/NEXT ~ " 4 .~ " .
SR | Subscnpted Vanable and’ DIM ;]-__:' R " e
L. Functlonszand Subroutlnes T e
S K. String Variables '+ : R B OG-S RS
S _’f' |_' PRINT USING ard TAB LT e
:.__.\ M Data Files™ N -‘\ ' o __
RN | -‘.""Casg\Appllcavtlon ProbIems and Programmlng Prolects e

o

é
e
‘ .
.‘ "4 '
J-
\ (g



e .- : 7_, . ;"._ o PR ] 54. g .
S CURRICULUM MATERIALS LA SN
e Emntial Materials '-. S TR e e I

_ % “ : .prograr_ﬁmmg m BASIC for Busmeas, Bosworth and Nagel SRA ' R
Poate SRR -7/ B . -
e A Gulded Tour of Computer Programming in BASE Dwyer : R S
-and. Karyman Houghton Mifflin; Boston o CoL e
Flow’ Chartmg, Mchff and Harness, Houghton leﬂm, Boston B R

ERI
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e BECE".T'_ON AND COMMUNICATION SERVICES

,_DEscmpﬂoN K 5 Sl T .:,;» - e

" students with telephone procedures, handllng of incoming. and outgolng mall '
format for telegraphlc communrcatlons, and. technlques for communrcatlng wrth

JThe ‘Reception and Communlcatrons Servrces area is destgned to famrlranze A

the publrc I : e , . :
'_LgARNlNG TIME o
e T, \ 30 hours « . S _ S .
: o w - o Co co a . .
- OBJECHVES S 4 L Lo - R
' S N Grven the approprlate instructions. and materials, the student erI be able to:
N & B E uDemonstrate what constltutes approprlate behavror in reIatron to
W e ' . , busrness assoctiates. e .
_ 2. Demonstrate that a respect for the |nd|v1dual a helpful dlsposmon,
' ) and a belief that people appreciate cooperation and courtesy are all %‘ ;
L. lmportant attitudes fbr meeting the public.
" 3. Differentiate between written |etter sent vula thJBostal service and
. messages sent almost simultaneously using the teIephone, telegram, N
’ . or Telex equrpment and when to use each type. - , & :
4. Answer the teIe_phone courteously and attentively. . v
2T +5..  Describe the range of telephone,services: avarlable, the ratestructure, -
=% - . and where to find mfo@atlon in the telephone drrectory . ;
E e, w 6. Describe the varipus postal services ava,_lable and where and how to
Fo .. find this lnformatlon - - x
o 7. Handlei incoming and outgorng marl promptly and carefully s "
. -8. -~ Select the most effrcrent and economrcal method of‘ marlrng and/or ‘
o »io ' . shipping. o~ - SR
9. Assign priorities to' lncoming and outgorng mall '
| ~\ g o ,“':. w o . . N LR ) oé)
o o o ’ . ‘ ‘ ¥
. . Y V < . 4 . 3
\:. ) 3 _..i . . . \ ) “ l,- . ._: - _. . ' ,gT. ﬁ“ ' . ]
AT . L4 ¢y . Vot o N M :?
0 EARTS G et : . '
- . ' . “'-78q : ‘ . ‘ Q’ *;.
:.. 3 B ‘ . ] B i ‘.‘ 4‘_4‘ . J-" [y .Q -
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‘MODULE eup.ms/ I S

o AL VMeetrngthePubIrc A B : o B
N - 1.%eceivingcallers.. -« "~ . . . ' R
“L 2. 0Oral ‘communications in busmess o e T
A B. Usrng Communrcatlor@\ Business - 1 T _ * o, S
"L 1. Handling incoming calls -~ v L0 T e Lt e
~ 2. Handling outgoing calls” - P N -
3. Using special equipment. - - L L L
. a. Switchboard -, e . e T
, b. Touch:tone telephone L ) e : .
. s c. Keytelephone . . ° ' LT L e
© . " .d. Speakerphone C | o S
~ ' e.. Automatic dialing telephone T - I

) oL . f. Mobile telephone= IR _ A L
4 Uslng special services = I . ‘ c N
S -a.” Special long- dlstance calls o SR S e
« ' b, Teletypewriter service . j R e
: R c. Domestic telegraph service, [ o, e T PR R i

'-d. lnternatronal telegraphéervrces. S

A o2 Using Marl and ‘Shipping Services ’ PO T o
L Handling incoming mail R o T ‘_ )
el T2 Handllng outgoing’ mail | S e . o
"s’s ' 2: > 3. Volume mail - .‘ B
. 4. Air and surface’ shrpprng AP AN

cunmcur.um MATERIALS LT e Y S

v Emntlal Matenals . . . B AR
T The Recaptionlst, South Western, (offlce jOb srmulatron) May be g
: - ~ used as a substitute for the module above) . - \
S " Clerical Office Procaduros, 6th ed ‘South- Western, Unlts 5, 6 9 :
e . plus supply inventory. ‘ A
" .. Secretarial Office Procedures,.gth ed., South Western Unrts 7 8 o
-9, plus supplyrnventory C
T " Intensive Clerical and Civil Service Training, 5th ed South-
I ‘Western, lessons 2, 3, and 4 A :

“*y "+ . Audiovisual Materials E o ,
R ... - The following audiovisual matenals ay be available at your film- "
. R center,;learnmg resource center ( LR ), or busmess Iab )

,f* AMannerOfSpeakrng S e I ’

_ . If An Elephant Answers - . ':,§?- T, SR
SEPE STV A Invisible Diplomats- AL W e T .

n “" e ,f‘.", » Person To Person - Maklng Communlcatrons Work For You L T

LES i - » . .
4 . 3 e . -
. ) t
Lo ] . n £ t . :
I.' ¥ te . S " ..
g e ; T -
| N a r L2 L9 . Y s A
: . : L. T > RS ’ o
. PR d a : @
w i ‘, ,s. , , "
. ~ Vo o : . .
.t ¥ .,,« voLY il HECE v
- 3 . e w0 .
> ~ LT . : SN E
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Filmstrips/Cassettes =~ -~ . - " '

A - e
N -

, Effective Office Worker « . - . .. - . -~ o
* _  =. Other _ ! e L ",'.""’..’-;*'*,)"_'*""*"i;;; .o o ':)'* :
' - Telephone Techniques For The Secretary (27 slides and casset- ~ .

tes) ¢ S
C . Secretarial Training Records, Gregg/McGraw-Hill ‘

N 4 ) N

- e L oé. : s .
T - Tt - g
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e ‘RECORDKEEPING = - 7/ . .
_DESCRIPTION ~ . . e
Recordkeeplng is deslgned to acuaint students W|th the many aspects of” o
creating and processmg accurate records in ‘the areas of cash receipts, payroII .
cash payments, accounts recelvable, credit accounts .collections, petty cash: .
. funds, and banking. Students are provided with sound preparatron for business
. careers and-an excellent foundation for further study. Recordkeeping should not .
: . be ‘equated with accounting;.it is not desrgned to replace accountrng norisita
B srmpllfled accountlng course. : -
- (I .:l e 7 [ "’"(‘:“ﬁl_f“"’ » - . .
e -LEARNING TIME ™~ /. SR Y P
T 90«180 hours N - TR
LI o -"«-&ﬁ't o ‘;‘:r_l;i U :ﬂ - : . .
s OBJECTIVES “ ot f T ot .‘ _v_ PR -
s ‘ - N
o and personal use. ‘ iy ) e Tt e
S ldentlfy and describe the foIIowmg recor&s “ ©os
e a. Cashier - EARESY re s LTl :
_ b.  Petty cash g T ) e
" “.c. "Bank statement R L T T
-d-"Retail sales -~ - - T, 0t 0 %o .
R " e. Purchgggandstock -~ -~ T s : .o oL
: RN - f. Wholesale sales N L ST T
; ~g- Payroll - oo TR U LI I
. ) el -g':"h._;:Recelpts and payment-s s 4 CRE e D S E
. e :.“i' Bydget """ " .- : N I ‘ >
" ‘ : e 4 Apply the basic cIerrcal-computatlonaI skllls common ﬁ‘b the record— ¢ .
e 'Z keeplng required in such .office and sales occupatlons cashler, a4
" e sales clerk, stock clerk, payroll clerk, owner of a smaII usiness, Ry
_ S general office. worker, postlng -.clerj< and other entry-level clerlcal .
oL posmons . ot
o e, - I \ ) .
s): {J .1') ’). “‘v‘.'
. (‘ B vy
w- y, _');‘ N -;_ ._'
. 3 Y
4] - =x. .lt' - .
e R r a: n_.?, ’ -"
\)‘ By R T~ - '-;' I

EMC__..
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: MODULE OUTI.INE
. - (First Semester) . .
-~ A- Introduction to Recordkeeprng . o
' B'.:'Basrc Skills . . - L o ST
R "C7 Cashier Records : ' § I
' D.. Banking Records - T .
~ E! Petty Cash Records . ' : .
'_Fg'. _Personal Records - - e T : .
_G'. Retail Sales Records _ : . T T
) - (Second Semester) ' j L S B2 5T L
% -A. Purchasing Department Records I A
' B Wholesale Sales Department Records . S,
?C. Payroll Department Records . : L .
~D. Small Rétail Business Records’ ' ’ g -
s '. (Busrness Lab Module-r45 hours per module) o f P ey
*A. Cash Records - S T
" - B. Wholesale and Retail Sales Records e o
N @ R Payroll Records _ : A S -
' . : D. Small Retall Busrnesses and Purchasrng Department Reconds '

¢ .
P -

A . o L] :
P L o - - . R !
A - ‘3' ‘g{% . . 1, . i -

| cunmcur.um”ArEmALs SR SR
e w Emntial Matodals - = . LT
: .Practlcal Recordk&eplng, 4th ed South-Western R

¥ ", S Worklng papers and supplemen@%%p’roblems for’ Practical Record-' -

‘: _ k&eplng, Units 1-6 and 7-10; tests;@outh-Western = ™
- ‘ 4 General Recordkeeping, McGraw-Hill

_ SIIppIementary Materials - . = ~. - .
& ..~ - % ° Essential Business Formsnnd :i(gg, Rowe - - ' o
, ¢ Model Office Practice, 2nd -ed5:¥a@Sraw-Hill -

'« Open Road 0yclery, Squth-We (‘pfractice‘set)

*;. - ‘Business Simulation Set, :South-*f&stern SR :

S ° - Family Financial ,Management, South-West(% (practrcerset) ' o

" . Projectsin Clerical Recordkeeping, S uthsWestern I o
’

A - .. Village Gardbr@enter, Pegboard Pay II System, South- 1 :
Doy ¥, - Western - . k‘tf
W - W e . Houston House, Gregg/McGraw-Hlll( ffiee smulatren%ntral File; - "

v o - Officd Supplies, Employees Handbook for above * = . %" ' , A
AN / -~ _ . Clorical Office Procedures, 6th ed., South-Western' >4, -~ ~ -7 =
ST el Secretarial om“ Procedures, 9th ed.; South-Westernr&% 4

A ce el R -0 X S ST
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‘ . RECORDS MANAGEMENT = .
osscmmou o - L ‘
Records management deveIops knowledge and skills in the use of various fi i—

ing systems and methods of records’control. The student |ntroduced to. the
aIphabetlc geographlc, nlimeric and subject filing systems

_LEARNING TIME o
-+ .20-45 hours J

* OBJECTIVES - | L

e o
G|Ven the approprrate rnstructlon and materlals the student erI be able to:

1. - Demonstrate the systems for aIphabetrc, numeric,’ subject and -
gebgraphlc filing. '

o2 @ Identlfy and use various reference books e :
+ T8, Describe the types of equrpment for card and correspondence f|||ng
systems. <.

o

" Describe the mechanlzed and electronic phases.of fllmg and records
% - ‘control. . .
6. Define the procedures of maintaining and lmprovmg ’fllmg systems

“ 4_ vl a and recogmze the lmportance of records management. - S
MODULE OU'[LINE e ' ‘ 4 |
A Fllrng and Finding Bus|ness Records v . oot

1. Nature .and scope of alphabetic frllng St B
2. Alphabetic indexing of personal names R
3. Alphabetic mdexrng of business and geographlc names

4. Alphabetic mdexmg of names and 0rgan|zat|ons government agencres

. and subjects. .. = . - . *.

‘B . Alphabetic Correspondence Fllrng — - S

e .

1. Alphabetic correspondence f|l|ng : -
y R Reqursrtlon ¢ch arge, ‘and follow-up contrﬁ . S oy
..3. Transfer-and orage controls R
4. types of aIphabetrc filing systems

.4ﬂ ¢
,C . Other Flllng Systems and. Procedures e, , .
1. Geographic systems and procedures, o . S -
2. quetcsystems*and procedures : L P
3. Subjeé systeméagd procedures e T ot o
~D . Recbrds anag?zme qié o o 7, e .
. - 1. Card records and systems - R ' . '
4 ﬁ?-. 2. Eqmpment and gystems in- records, eontrol ."\ ;
o WS. Data processing and microfiiming. v[
T TN, Mamtaln}ng and |mproV|nQ records &ontrol s ms .,
"4’& v o P . X ) 4, ‘ o . o
Yoo g BRI -V ‘-ﬁ“{ I P
l. . ., “‘.‘{.,.“ . . .- ’_' E " :Jv’.." . . . ‘\ ‘: ’ . . ,‘,
'-'-._7‘ . s L33 a C . /' ot N ;\ L ~

Apply skills'to fundamentals of record controI and filing. LT

.
aw .
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. CURRICULUM'MATERI"ALS oo e S y ‘ .
S, & W™ . N "
Ewentual Matgnals I : : ? . L
: R " >, Buamess F'Iing and Records COntroI 4th ed Bassett and Good- :
DT gf man, Sodth-Western' Publlshmg Co. - .
. v Officq Filing Procedures, Bassett and"Goodman South Western,
oo Publishing Co. - : o _
' Supplémentary Materials . ' - ' oy )
. *." . The Gregg Reference Manual, 5th ed., Gregg/ McGraw-Hlll :
. Intensive’ Clerical and Civil Service Traimhg, 5th ed., Fisher, _ :
. 2. ‘South-Western Publishing Co., Part IV, Sec. C. : » .
/ . .- Clerical Office Procedures, 6th ed., PasewarkAOIlveno South- :
. Western Publishing Co/ - o
o T - Secretarial Office Procedures, 9th ed., Ollveno/ Pasewark South-
B . - Western Publishing®Co: , i S
. ~ Dictionary N Cl S
- -~ Audiovisual Materlals ) . '
. The foIIowmg audiovisual materials may be avallab’le at your fi Im '
. - center, learning resource center (LRC), or busmess lab. . R
- Busmess Filing, Fllmstnp, Coronet ) "
' e of N ‘
- . .
- P 4 . . . e ow s ¢
< ) “ ‘ - . €' C - . .a '
X o . e ( ~ t
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¥ A e SR Se - -
’ : C ot :“% . 5
- - W -y h > { )
o y . REPROGRAPHICS : :
. - . - B » . - » —
e . . ) . . ) l . . » - ‘v - q
bsscn}rmou . : B SR . :
.‘ Reprographrcs rs the t'érm whrchﬁ;r to all dugkcatmg and cobying
SRR cesses. This course. emphasrzes the fo‘llowmg,reprographlc ptocesses:. ph S .
A copymg, ﬂurd dupllcapng,- stencil dupllcatlng,~and offsef\gupllcé@g c T <
N . ’\ i « - . . V:'» % .;:
LEARNING TIME C ';‘-‘*‘- Lo .
3v45hours (see modules) " R .
\ . _ ) ﬁ . '- -
OBJECTIVES S RS
e e
- leen ‘the appropnate instruction and m'a?enals, the studérkt,Ml be able to: ¥
1. Select the approprlate dupllqatlng method baseﬂ,uiit_m cost> max-
L |mum ef‘f’ crency, and number of copies requn'ed 2 \
-2 Prepare masters for- duplication- & . } L : ‘
+3. Operate. each machlne usrng proper techmques to. obtarn optrmum
- N (}/ ¢
L clarity. [ . : )
-~ "4 jPerform necessam machlne malntenance ‘ / ‘
A . }
) PROTOCOPIER MODULE OUTLINE ‘3 hours. T . .
A T 'e of- COprers ) e ¢ , o et
: Iectréstatro R '
2 18frared o . o e ,ﬁe‘ '
B. Pldhthedob . -~ B i |
" ~* 1. Assemble the supplies _ )
"~ 2.Plan the layout _ " e
-C. Prepare the Master - N
"'D. Copy Production . a ’ . ’
1. Prepare machlne S
’ 2. Run copy - y : : . 1
3. Place machme in moperatlve position . B
I 4. Clean'work area . - ¥ ‘ . } ‘,)
. | R S '
) - C T
;I"".' .. . ‘ < : > ~.H:. . '
’ R o . u; PR . ! . _. o . _:._' . s
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ERIC

Aruitoxt provided by Eic:

L3

< 1.ASS,
1 =

e the Stenbii e
1. Correct errors '

2. Proofread o ,—"ﬁ .

D . Copy Production -« = .
- - 1. Prepare machlne _ :
* 2. Run Coples - T e
3. Place machine in lnoperatlve posmon
. 4. Store or discard stencil *.
E. Arnwork . -
R A Assembfe the supplles and equ1pment
2. Prepare a guide copy.-- - #
.3.- Prepare stencil
4. Prepare machlne o
5. Run copies. " -
- 6. Place’ machine i in moperatlve posmon

p;

9

7..Clean work arear . . L
\ Store or dlscard stencil.
NS T s . N i
e oo e ot
v .} » ’ ¢ s
' \,-.3‘/ i
- A N
e e .
. f B
. v ’
C T
B ’ ‘
I3 [ 3 N N
i o 87

*10 hours
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) .'-'C".'Prepare the Master - . = : \"4 ’

4 .4 Offset clean-upg

-A Features" Offset Bllcator = _~ T
et Plafrthe Job <~ . T, - - . . ‘

'D. :Operate the Duplicator_ J 7 - - -

-E. Artwork

1. Assernble the supplies - . - T ey
. 2. Plan the layout o~ ae ot
" 3. Prepare the typewritér ' :

- 1. Corrections ot
- 2 Proofread ‘ _ " L ‘

3

1. Assemble supplles
2. Prepare duplicator _ . : .
» 3. Duplicate copies Vo e

5.2Place the duplidator in |nact|ve posmon C . !

1. Assemble the supplles and equ1pment
2. Prepare a gmde copy ¢

3. Prepare a master - T

.4 DUpI'cate coples - -

’ "5 Clean-up ~ -~ | SR _
-.B.. Place the dupllcator in lnactlveoposmon ' oo

— P

o cunmcuwM MATERIALS - ° - e

Essential Materials . : S

Duphcatmg Machlne Processes, .2nd ed SomhAWestern : \ﬁ
.Expendable Supply Péck for AB DICK Offs%aﬁVIDupllcator ModeI 310"

4 or Model'326, AB DICK - -

. Expendable Supply Packe for AB DICK EIectroStat‘c opler, ModeI
675, AB DICK . )

Supplementary Materiais: N et .

<

R . ' s

Clerical Office Procedures, 6th. éd., South Weste;n A
. Secretarial Office Procedtifes, 9th ed South-Western * o
Y ~ Graphic Communicatlon, McKnlght '
- Audiovisual Materials ; &

The following audiovisual mat’enals may be, avallable at your fllmb' .

-center, Iearmng resource centef.(LRCI or busmess fab.~
. Filmstrlps/Cassettes

Offset Printing: - . '- , .
Prepanng the Direct: Image Master ( o R } .
Operating the;AB DICK, 6, Part 1 .. R
. N Operatlng the AB DICK 3 , Part 2 x o T
" . Q N - v.--.c;' - . 88 }_ : " . . .‘ § ) . . ,.}:1;"‘1'?-‘r
/ :' ] ) 9‘)“ - - ( ’.3
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. . SALES i - s re Com
. E e T ST S Y
B vl’%/ S P > A & L ST
ESCR'P (s) o . o . o L e .
RN Sales is designed to preparest‘ddents wrth skrlls necessaryfor selk bs. The . Lo
courrse defines selling, gives an overview of how @ sale is made, |dent|f|e§buy|ng T
motlves stresses product knowledge and explores the sellrng process |n depth . .
R LEARNlNGngE - - - LT
.20 hour§ o i L e R T % CR
| oaJEcrl\les % S T \
. leen the appropnate mstructlon and matenals the student w:II be ab{e to! o s
»1 Identify the qualltres of a good salesperson. - e L e
© T t Identify and define five stages of & sale. o = LT r
~~Pefine the méjpr buying motive. .o . S
o 4. Demonstrate a knowledge of the selllng process S ° R
) : _ / . . . ' o "(‘ i ,'{'.' s
‘'MODULE OUTLlNE ) A R - B
A .Why: Selllng is lmportant , o S s . . L )
) B ’ ot oo : K; . .
B "How a Sale is Made R . . ' . . o . L
C . Understand|ng Prospects and Customers ) T . } _ :
s% Using Product Knowledge - R T Yo D
N Beglnn|ng the o o= g e U ¥ SR
: > F—L Making an Effectlve Demonstrat|on LU . e _g,fi-
.. G.@srcoming.Sales Resistance . . T T LT el Gaa s
v H'slng the Sale - oo ' R SOIE ST U
o P Bmldlnga Sales Personalrty S P ‘]_-i_"__ ‘ . “ _f‘.'j '., T
e o o L . i ' o »7 ' e
. CURRICULUM MATERIALS e gt : L I
L LI . ' T, . Lo T
“ . [Essential Materlals kS Ty s . e ‘ - T
A S Bamc Selling, 2nd ed Ernest and Dorr, Gregg DlVISlon McGraw— SN \ “
Coh e Hill, 1978 * - . B e
‘ Audlowsual Materlals\/, . ) s T
R 5 The followrng audiovisaul materlals may be avallable at Xour film Y .
' . center, Iearmng ré'source center lLRC) or bus|ness labw L - ’”;
B Flms. BEESENER - _ . ke 't' _ .‘1’ > s
¢ .7 Is a Sales Career for You? S > SRR
o __Why Do You Buy? . " - T " ot
. Gareers in theo70’s, Dohbleday ;. S e o o .
N T - s T R I e e o
: ot . ’ Lot - Par
) ) v T ! “ AL PR
; an .."a- ;‘j ( . . k‘: . . : e ¥
.)‘_ ) v 5 ‘_\ oy : o



SUPERVISORY SKILLS .

DESCRIPTION .. — =

/Superwsory skills provides. students with an opportunlty to examlneln depth
. the job of a supervisor. it also helps them develop those competenCIes neededto -

plan_and organize work, train and evaluate employees, and-serve as a com-, -

munications link between management and employees This -course should be A

taken in conjunctlon wuth Advanced Human Relatlons . : Lo .

LEARI\_I_ING m™E = - °

25 hours _
) _ L, T S . [P
OBJECTIVES . - C B [
) leen the . appropnate |nstruct|on and materlals the student quI be able to: -
1. List the various types of business organlzatlons T
2. Describe the role that sound management principles pIay in the suc- .-
~ cessful operation of the various types of businesses. - . .
) 3 Explain the importance of-business ethics. 7. B ‘
) 4, List various duties of a supervisor WIth respect to managenal dutles° s
) ' and non-mangerial duties. . e
5. List and explain elen}énts of effectlve Ieadershlp W|th|n an organlza-
tlon . : :

-_MODULE OUTLINE . L

AL ‘Supervnsory Responsnbllltles - e o :
B. Job Satisfaction _ N 4 R - /
- C.. Setting Goals—— =~ . T
" D . The Decisionmaking Process ‘ ' ‘4 - AL
"E. Training an Employee ' o ' ‘
F. Conducting Meetings \
, G. Supewisingf an Employee
H . Building Morale _ . - _ , :
s Ll .
’ : A ;
@ : L
90
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. ~',' ,l ; L ', ‘ . .., - -é’ : ‘ L ' . - R v . """l . -
“ - . - CURRICULUM MATERIAI.S, e T o / Coe
BN Essential Mntenals I S
‘\ '___.; - ‘Suapervisory Skills In; Marketmg, Lucy Crawfor,d Occupatlonal ot
s S Manuals and Prolects in, Marketing Qenes. text- \‘)vorkbook McGraw- = .. - < -
i Hl" “ , SR __-‘ CoL e, ) [ '\\'\ '
Supplementary Materlals \< T T T ' S '
© Reference the following modules: '
Onentatloh to Business Careers
Marketmg Careers . '
Advanced’ Human Relatlons
Sales C
Advertising - ..
i) Merchandising’ - . _ .
P - Dictation Techmques ) ‘ o o : (
' Audiovisual Materlals ' ' g S

The following audlowsual materlals may be avallable at your film
~ - center, Iearnlng resource center (LRC) or business Iab
_; . Fllms o o
v o | Want To Work For Your Compa_‘x EET PR .
“ - S Money And Banklng . I
‘Retail Credit Buying
' ) The Role Of Moneyh o
S I ' The Story of the Wholesale. Market , ,
ST . . This.Is A Cooperative .- "~ . . L -
" : ~ What We Look Like To Others R S
i L Your Job: .
S Applying For It
= ~ Finding The Right One
’ , . Fitting In -
PR -+ < - Getting Ahead o , o
S ' ' Good Work Habits = - g o : .
~ Filmstrips/Cassettes . A : '
. Our Market Economy

~

-9




R T 'f‘ _BEGINNIN_G’. SHORTHAND -
DESCRIPTION: . - . . ”"
_ Beglnnlng shOrthand is de5|gned to heIp a student become competed{ in
- skills, knowledge and attltudes which enable enfry into initial stenographlc posi- |
~tions or to use these compgétencies as a basis for further instruction in a.third and _
- fourth semester. Beglnnmg shorthand introduces theory, dictation, and practlce I §
~ The course includes brief forms, phrases, punctuation, and business vocebulary"; y
building. Students vyho elect beginning shortha'nd for the purpose of acquiring.a
.- .. -skill to be used as.a vocatlonal tool should demonstrate a sound background in
.. English, skill in typlng, a keen | |nterest in learning shorthand and personal traits
S requrred for office work S : ¢ S

PREREQUISITES:/ . 'Beginning Typewriting -

LEARNING TIME
180 hours

P ° L : .
,‘ " . .. -

OBJECTIVES '0 (First Semester)

/ o - G|ven the app/roprlate |nstruct|on and matenals the student WI|| be able to
1. Transcribe i in Ionghand/typewnter 25 teacher- wntten shorthand

) ' outllnes of previously studied words in5 mmutes W|th 80 percent or 0
better accuracy. :
2. Transcribe in Ionghand/typewnter 25 dictated words and/or phrases
' of pr/evrously studied vocabulary in 5 mlnutes with 80 percent, or
, - better, accuracy. » Lo
o 3. Trarscribe in Ionghand/typewnter 25 d|ctated” brief forms of
b L T pre\//lously studied- material in 5 minutes wuth 95 percent or better, -

accuracy L
"4, . Transcribe in Ionghand/typewnter textbook related matenal d|ctated .
at predetermined rates of speed of 100- 120 words for 3 mmutes wuth
95 percent, or better, accuracy. / )
5. Transcribe in Ionghand/typewnter from d|ctat|on for Sommiras from '
practiced. material, (40-60 wpm) W|th|n 15 minutes v~ —imimum
L of 95 percent accuracy.
- 6. Transcnbe in longhar: d/typewriter from: homeworl Y3 oztine rate
o of 15 wpm-with a mi=imum of 95 percent accura =

. 7. ' red from homework -otes at 60 wpm wrth 100 povSE  Emn o for K
1 mlnute . )
L : - .
) . ’ . )
. /~/( ’ 5 R .
. 92 : s
g i

C 799




OBJECTIVES  (Second Semester)

' Given the appropriate rnstructlon and materlals, the student will'be able to:-

'1.‘

Transcribe at th ypewriter new, unprewewed material dictated for 3

minutes at 60 wrthrn 30 mlnutes with 95 percent or better, R

/

accuracy.

. Transcribe at the typewr|ter from homework notes for 5 m|nutes wrth _

a speed of 25 wpm or better, and a mlnlmum of 95 percent
accuracy.

-Read from homework notes at 90 wpm for 1 minute with 100 per- .

cent accuracy. . : . -
Transcrlbe'\tvrthln 15 m|nutes with 95 percent accuracy from practic-.
ed material dictated for 3 minutes at 60-80 wpm (100-120 word Iet-

ters).
“Transcribe wnthln 15, minutes wrth 95 percent accuracy from pract|c- :

ed material dlctated for 5 mmutes at 50-70 wpm (100 120 word Iet-
ters). '
Spell and punctuate correctly transcr|pt|on from plate notes and/or

- from dlctated matenal wrth a minimum of 95 percent accuracy

2] . -

s
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' Moouusouume a Flrst Seme er oL
T A", lntroductlon of Theory §\ T - i

.. Introduction of Brief Forms
.. Reading. Practice R o L ; e ‘
Building Transcnptlon Skl||S< Lo S SN
Writing Practice - oo R
. iCareerlnformatlon _ 3 .
. Bmldfng Dictation Speed PR A oo e
g . Revrew of Pnnmples of Engllsh Grammer D o '

£
G

1)
I oOomMMOO®
N

oo

ODULE OUTLINE ',_ Second_Semester '

RevlewofTheory B . L
g “Rewew of Brief Forms _’ B SR | .' o { .
Improvement of Readlngp SkI"S DR S
. lmproveﬁ@nt of Transcnptlon Skllls. '
- Improvemeht of Writing Skl"S
Buﬂdlng chtatxon Speed - ;
. Review.of Prmcrples ‘of . Engllsh Gram}nar E °,5::‘ e
;*NOTE A suggested formula for computlng%S pf ceht accuracy—

. 4’
{: ' A

~'~—-“ 4

m-nm.d.o w.> 3

. - Error r’ate in perCent w2 Nurhber of words. transcrlbed lncorrectly

Number of words per mmu e. x number of mlnutes .
\<a e /§' .

A 3'.

R cunmcuwm MATEHIALS L 'j' ol T .-~; .

- . ‘ L

,Esssrihal Matenals

Grsgg Shorthand Serles 90, (text) Gregg/ McGraw-H|II to mclude

J A student transcnpt student Workbook ‘and key to workbook.

P T Lt Gregg chtatlon and Introduction to Transcriptlon, (text) - _

Yoo i & Greggl/! McGraw-Hlll to lnclude student transcrlpt studerkt workbook, - -~
Ul ;f » and d key to’ workbook . o

oy ‘ ‘_ o ; . . L . . m ﬁ
FORE Supplémentary Materl:l(H J ' ,

Y e T Gregg Shorthand st-Used Words and Phrases, Serles 90
T k 197§ ‘Gregg/McGraw-Hill -~ - - N
: / A Graggs orthand Etloriary, Series 90, 1978, Gregg/ Vchraw;;lll
SRV ,Speed-gictatlon with Previews in Gregg Shortharu. Serie
.7, 1978, Gregg/McGraw-Hill ‘
T AT T 'ﬁecords for Gregg Shorthand, Serles 90 Gregg/N.. .raw-Hill © -
VoA ' : ) - Student chtatlon Records from Gregg chtatlon arni Introduc-
C e Dy Ction to! Transcrlptlon, Séries 90, Gregg/ McGraw.
: =‘fj T Phrase-Letter Records from (jregg Digtation andﬂ* "roductlon
. .. T to Transcrlptlon, Gregg/Mc%raw-Hlu .
_,,-', . . . ..‘,' . , 94-/ L ) :a

e - ‘l;: '1._','./,'1’({1.“ | R

e




ADVANEED SHORTHAND

: DESCRIP‘[ION - o

1

—

_The advanced shorth%nd program should enable a student to acquire the
. degree of . vocational skill which - will facillitate * entry into secretarral or
stenographic caréers. upon graduatron ‘from high school or serve as a basis for fur-

ther study in a post-secondary institution. Advanced shorthand concentrates on s

- developmg dictation and- transcription speed and accuracy, and refines those
--skills, knowledges and attltudes developed in. begrnnlng shorthand

’ ( PREREQUISITES: Beglnnlng Shorthand . T :
‘LEARNING TME R ’ '

rd

o *180 hours o, R . T
L OBJECTIVES ~First Semester '

- leen the approprlate rnstructron and materrals the student will be able to:

ST 1.- - Take dictatidn at the rate- -of at least 80 wpm for 3 mrnutes W|th g
R - minimum of 95 percent accuracy.
. 2. Transcrlbe directly. frorh notes, using the typewnter ata rate of 25
S ' o Wpm for 3 minutes with 'a minimum-of 95 percent accuracy.
. , 3. Trascrrbe mailable letters using composition skills, when necessary
: . - 4. . Read from homework notes 2= the raté of 125 wpm for 1 minute
s .. with 100 percent acciiracy. C
_ \ 5. ' Correctly punctuate a 25-itern objectlve test within 15 mrnutes wrth a
. “minimum of 95 percent accurzcy.
CT < R Correctly speII 50 words (taizer from practlced mater I within 10
minutes with a minimum of 3% =arcent accuracy. '
- Correctly proofread and re=-:z2 in mailable form a given exercrse

w\ :  within 30 mrnutes with .a mr—am of 95 percent accuracy
. M ULE OUTLINE First S +nemer
© Theory Reviev

1. Formation .. wvorcs
2. Brief forms =nd high-freq” 2~ words
B . Review of Engiish Mechanic -

C.. Dictation = - w . -2
: ;’Use unfamiliar as ‘well as f&g= :: mez:e7als -~ . .. —
, Preview for spesz bur’dmg o S
3. Introduce: OffICE-:"‘/ie < static ‘< '
v -+ a. 30seconcs to & rm.rutes / . o
- = T -liee r‘/ . “.
b. 8_0-1QO wrr ansl wp —
", D.. Transcription o
: . 1. Refine present 7scrm - iques” — - mum efficiency -
2. Stress prooiraadig sorm"  “IIT y
3..Emphasis or errc r-fr= ST ' : _ :
L < . .
7-/ . . A . ’ . TN o
. . . . ‘ : P




# CURRICULUM MATERIALS -~ |

Essentml Matenals

= ' ) "~ Gregg T;any:rlptlon Senes 90 1978, Gregg/ McGraw-Hlll mcludes
S - student transcrlpt student workbook, and key to workbook

Supplementary Materials

Gregg Shorthand Most-Used Words and Phrases, Serles 90
1978, Gregg/ McGraw?HIII
. Gregg Shorthand chtlona:y, Series 90, 1978, Gregg/McGraw Hill
-~ "Speed Dictation with P'rewews in Gregg Shorthand Senes 90
 Gregg/McGraw-Hill o ‘
Student Dictation Regords from Gregg Dictation and lntroduc- .
- tion to_ Trar%(lon, Sefies 90, Gregg/McGraw-Hill. _ '
Phrase-Letter ecords from Gregg Dictation and Introduction
_to Transcription, Series » Gregg/| McGraw-Hill . T
The Gregg Reference Manual 5th ed Sabin, Gregg/ McGraw Hill

) | 9 .

an




. OBJECTIVES Second Semester (

Given the appropriate lnstructlon and materials, the student will be able to:- '_

1. . Transcribe new, unprewewed material dictated at 100 wpm for 3 :
~_ minutes with a minimum of 95 pércent accuracy. .
2. transcnbe practiced material dictated at 100-140 wpm for 3 mlnutes '

with a minimum of 95 percent accuracy.

3. Transcribe practlced material dictated at 80-120 wpm f r 5 m%utes
“with a minimum of 95 percent accuracy. : /%

4. Transcribe 50- dictated brief forms with 100 percznt accuracy.

5.

Correctly punctuate a 25-item objectlve test witisin 10 mlnuteo with 23

- minimum of 95 percent accuracy. :

- Cor'ef*tly spell 50 words (taken from practlced mz-=rial) within 10

- minutas with 100 percent accuracy.

7. Correctly proofread and retype in mailable forq a grv=n exarcise
“within 20 minutes with ‘a minimum of 95 percent acc.

“

MODULE CUUTLINE | Second-SemeSter oY

R
i

. Contin:= Theory Review " -

Dintario o

-,

v cliztation
e of speeds { 100-140)
o = “aulty of officesstyle dictation
I . ice srracialized shorthand vocabulary; e. g " medlcm legal. atc

3

Tranemr e

“less transcripts, - o

I, Er testing , :

Z. Ber . of “’cold” homework for transcribing

&, TreomuTa dems:onmakmg skills for office- style dictation
) MATERIALS?

.Essenfial Materials

Gregg Speed Bmldmg, Series 90 1978 Gregg/ ﬁchraw-Hlll to in-

clude student transcript, student workbook, and key to workbook.
Gregg Shothand Most-Used Words and. Phrases, Series 90

Gregg/McGraw-Hill ‘ /

Gregg Shorthand chtionary, ‘Series 90 1978 Gregg/ McGraw-Hill -

Student Dictation Records from Gregg Dictation and. Introuxucv
~ tion to Transcnption, Series 90, Gregg/ McGraw-Hlll

r
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. s». .- _MACHINE SHORTHAND _
DESCRIPTION | o
Machine shorthand requ|r=s approximately the same number of class hours
for learning - theory -and machine operation as any other shorthand'system. -
. Machine shorthand necessitazas the automation of keyboard locations for letters,

- and combinations of letters. S™ugdents who elect machine: shorthar 1 for the pur- -
- . pose of acqulnng a skill > * sed as a vocatlonal too! ~:‘ ould.cemonstrate a
5o sound background in Enc:us | skiill in Ty 1ng, a keen. lnteres' = z@rning shorthand
and personal traits requirec for Hic: vork. .
PREREQUISITES = - | L L ‘
- Beginning Typewrmng ; S - e
“LEARNING TIME ‘ .
E 180 hours L v e ..
| dB‘JECTIVES  First Sernester . W - o K
) Given the appropnate ineri: won c"'ld matenals the =..d= ¢ will be able tc:

T.° 'Transcrlbe 25 dic-er-: worcs and/orphrases {zraw :msly studied;—— '
within 5 minutes 1. w3 th-e minimum of 80 psrzer accuracy.

|
“

. 2. Transcribe 25 di—::d touch shorthand abbrev:ztic s (previously
- studied) in 5 m ..:zs with @ minimum of 95 perze accuracy. :
e 3. Transcribe text-rlated material dictated at precsi mihed rates of T
' speed (lettersc  7-120 words) for 3 minutes Vit 2 min‘i\mum of 85
percent accurac: , : aﬁg
. 4.  Transcribe from dictation for 3 mlnutes from practicad material
A (60-80 wpm) witain 15 mnnutes W|th a mlnlmurn of 95 percent =L
. -, . . agcuracy. | - : -
B - b, ‘.-Transcrlbe from text plate notes at the rate of 15 wpm With a -
minjmum of 95 percent accuracy. . .
; ) 6. Read from-text plate notes at the rate of 60 wpm wnth 100 percent
T ' . accuracy for 1 minute, . ‘ . L ,
- MODULE OUTLINE ,  First Semester ./ | o

A.. Introduction of Keybgard . .o 3 *". _ ey

B . - Introduction of Correct Posture and Posltlon at the Machine

C. IntroWn of Machlne Parts and Upkeep of Machine ‘ oo

D. Introduction of Touch Shorthand Abbreviations, ' e - g
E. Vocabulary Builders. L o S s :
F. Introductlon of {J'ranscrlptlon Technlques '\’ o
G. ..__Rewew of Engllsh Skllls (Punctuatlon Cap|taI|zat|on, and Spelllng) .
H : ,

"'Rewew of Letter Styles and Abbreviations  *

co o ':;.‘ . . N ot : ) =
' ) ol ’,;' ) --,._ Lo ., K . - . \“‘- - / ' '
. P o ) . : 98 E . . v \._‘ 4 v c 0
-- : ' ", B . 5 N . 0 ¢ . . . . l 0 : . ' ’ ‘\ . .
.v;_ e 7,‘ ‘:.; N . . . » . . - 1;) ) L » \ \ ‘
’ . '.‘l < . K A . ( d +
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OBJECTIVES Second Semester— chtatlon

G|ven the approp*rate |nstruct|on "and materials, the student will be abIe to:

: 1. Trascrrbe new, unprevrewed materrals dlgtated for 3 minutes at 80
T wpm wrthln 30 minutes with a minimum 6f 95 percent accuracy.
2. Transcribe from notes for 5 minutes With a speed of 25 wpm, or bet-
S ter, a minimum of 95 percent accuracy. :
3. Read from notes at 90 wpm for,1 minute with 100 percent accuracy.
4, Transcribe within 15 minutes with 95 percent accuracy from practic-
* ed materlal dlctated for 5 minutes at 80-100 wpm using 100-120 word
'Ietters . . - “a
5. Transcribe within 15 minutes with 95 percent accuracy from prac
- ed material dictated for 5 minutes at 70 90 wpm using 100 120 word
letters. 7,
6. Spell and punctuate correctly transcription from pIate notes and/or
: from d|ctated material with a minimum of 95 percent at:curacy
' ' MQDULE OUTLINE  Second Semesterf- Dictation -0
A. Rewew of Theory ! ' :
‘ B. Rewew of Touch-Shorthand Abbrewatlons

) C. Dictation at Varying and Increasrn‘g Rates of Speed and for Longer Ig‘erlods :

b

‘. iad

/

* of Time
‘D . Review of English Skrlls P
E. Review of Transcrlptlon Techniques LT v _
/. F.  Review of Typm@ Concepts .- - k
*NOTE: A suggested. formula for computing 95 percent accuracy—
‘Error rate in percent = Number of words transcrlbed |ncorrectIy x100 = -
' Number of words per-mipute X number of mrnutes
_ CURRICULUM MATERIA!.S . L o ; T )
. : Essential Materials ’ o v o

°

‘Computer-CompatlbIe Touch Shorthand, Keyboard .and

Theory, f976 Stenograph, Book 1. Includes teacher’s manual, sup- | .
plementary dictation for Book 1, and |nstruct|on/d|ctatron cassettes
Channel A (slow speed)

CQmputer-CompatlbIe Touch Shorthand Skill Development
and Transcription, 1976, Stenograph Book 2. Includes teacher’s
manual, Supplementary dictation for Book 2, dictation tapes, Chan-
nel A {slow speed) - :

,Stanographlc Di‘ctlonary, Stenograph -

Audiovistal Materials .

(

o "
: . ' \ The following audiovisual materlals may be avarlable at your fllkn
center, learning resource center {LRC), or bus|ness lab.- '
: - . : L : '_ \

A Fllinstnp/ Record
- A Touch Shorthand System Is. Born

@" . : .99 A

J. . ) . . ) . \.‘ . ‘ \Y]

* 10%




v -~ SPEEDWRITING -

- DESCRIPTION

- system uses the lettdrs of the alphabet and familiar punctuation marks to repre-

©

-/

’

Speedwntlng is designed to prov:de the necessary skﬂls to meet vocatlonal
objectives for stenographers, secretaries, and other office professionals as well as
provide a useful note-taking method for school and general use. The Speedwriting

sent sounds. Students who elect speedwrmng for the purpose, of acquiring a skill

-/ 'to be used as a. .voccational tool should demonstrate a sound background in
. English, skill in typing, a keen interest,in learning shorthand, and personal tralts

required for oft"ce work. ‘ “i c e
’ . .
LEARNING TIME - . o |
oo o ;o 4 . )
90 hours ¢ S i D
OBJECTIVES = .

New Principle(s) o : e T :
E. 'S[':nscrlptlon Exercises Using the New PnnCIpIe(s) N . .
F. emonic Aids to Learnlng ’ ' . ‘
7 ) ¢ : ; 3
\( . l. 1 d .. /
® S . o0 ' 4
. - . Y , b N
. . f~ . o ¥

’_MODULE OUTLINE - o [/

Given the appropnate instruction and ‘materials,. the student will be able to:

1. Take unfamiliar dictation at a Jminimum rate of 80 words per minutes
" for 3 minutes at 95.percent accuraCy
2. Transcribe speedwriting at a rate of at Ieast 15 words per rﬁlnutes for
: ~ 3 minutes at 95 percent accuracy.
3. Demonstrate an ability to réad and Wwrite correctly the standard ab-
breviations used in speedwriting.. \

vy | 4... Demonstrate an ability to read and write correctly the standard bnef

forms’ of speedwriting.
b U’emonstrate an improved busines vocabulary.
" . 6. ‘Correctly construct n t new outlines (:Ebols)
7. Demonstrate improved Engllsh spelling, and punctuatlon for pur—
poses of accurate transcnptlon

Each lesson is composed of the follewing: -

A . “Introduction and/or Review of New Principles
B Thorough Explanation of the Principles

C. Vocadeary llldstrating Applicatiohs of the New Pnnmple(s)q

D . Practice Exercises in Speedwrmng to lllustrate Realnstlc Applfc/a‘;lons of the

¥

s
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. ) ’ . St ' M P - ) .
: CUBRICUI.UM MATERIALS ot B '
.Essential Materlals A -'} ' - )
- Principles of Speedwrmng, 2nd’ ed Landmark Senes, , .
. #0-672:98001 -0, Bobbs-Merrill Education Publlshlng . Lo
Landmark Dictionary, #0-672-98358—3 " e f
Teacher’s manual for Principles of Speedwrltlng, 2nd ed., Bobbs-
. Mersill Education Publishing VAR , o
Audlowsual Matenals . ' R o

. i ‘ . : .
. T : e H - .
' . . . . -
. . s . K 5 ) . . - ’ L.

. Theory Tapes ( Cassettes) *for Speedwntmg, #0-672-98027{,
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R - C i N ,Q . e i SN e R
o DESGRI‘PTION . R P . f
" , The module, taxes is desrgned to develop an. underStandrhg.ofthe reasons for. o

v Ty taxesa d.their role in our socrety The module also develops the ability to prepare

TS 7 acclrate tax forms, Information about careers with the Interhal Revenue Servrce
PR vand in the accountmg freld are included e - S
o (See module outllne for possnble usage in oth‘er courses ) - : g3
Lo sl Lot R TR e e a
L "LE’ARI\IINGTIME N T T T
" \; 'r\, ;{ - S - ) ‘} = L. X - : ) e ~ °
e W. e//1~3 hoursv - R B
.',T"v'___ e i i -. N vﬁ“[% B F5 - /'/ RPN L :
U _'"OB.IEC‘I'IVES. S O L o S
C ' ~Given the. appropriate rnst«fuctron and ‘materlals the student wrll be ableto:
1 _ Descnbe the history of taxatlon and the roIe of taxes |n our socrety
. 2. DeScribe the federal budget process, - . , % NS AR R
: 3 Desonbe |nd|V|duaI rights’ agﬂx responsrbi‘htles-as a taxpayer . -
‘ ' 4 Sta‘te the purpose of a social*security nufmber. e \ S
S A 5. Explaln when and where to-file a federal income tax return, - )«»
o, 6 . Prepare Rerms 1040 and 1040A and Schedule Al B - a '
S - Determine fhe correct tax,.using.the tax tables. <
, b} EXpIaIQ vanous pos|t|ons available. with the/, Internal Revenue Serlce
a0t " Explarn w'here to get mformatlon about careers in accountmg _ \
. / ‘ , ‘,l PRV
S MODULE oun.mg_/ s oo T
St AL Our Feddial Tax System - Lo ' ‘

B. Informatlon on Forrﬁ'1040A W o s e T
oy T Hl‘ﬁformatlon & Your First Job . T~ o e
..~ D. Form 2040 and Schedule A. : ,,ti e -
‘ o E. A d|t| naj Ipcome Tax Inforrﬁatlon o )7 Coes
B .'G Tax s and Your Future S “ R T o L \
. : ;o ‘ : . . . . “ Jrv‘t‘f ‘-Q’&“/ * -
N AII or part of the module may. be mcluded |n the followrng courses at the
S /’a’scretlon of the ‘teacher: Introduction to Business, Consumer Economlcs '

, Recordkeeprng, Records Management Accountlng, Business Computer Appllca-
- . L tions, and as a separate module in. the CIerlcaI and Buslness Adm|n|strat|on

o

o - Clusters. 2 R O
. ‘ _‘. ..v-', . e . . "w P .:’:'t )
’ o ’ N ,& o . “
N . A : L g
> ; .
. | - 10g .
-9. v , B .




. ... CURRICULUM MATERIALS | |

Essantial Matarials ST <y
Understanding Taxes, Text/ Workbook Department of the

upon request o
. Understanding Taxes, Teacher S Guude, Publncatnon 19
Publication 17 N . L _

l Supplamentary Materials. /i

Careers in Taxation, booklet v
, Wall posters of enlarged tax forms .

R ‘Transparencies made from forms in teacher s gulde ‘(mus;/Be
* S prepared by instrugctor) : ,
o Audiovisual ‘Materials - e, L o
T . . The foIIowmg audwnsual materlals may be ‘available at your f|Im
o ~ . center, learning resource center {LRC), or business lab.
L Films =~ = =~ . AN
o Your Income Tax A T
: Federal Taxaton ~ - . —~ . [ -.°
. .o PR
" 4
. : Tt R
y S .t . ’ -
.. \ > .

» T s
AN S %
b . .
103 S
5 a,

. Treasury,’ Internal Revenue Serwce Publlcatlon 21 Avallable free

'
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BEGINNING TYPEWRITING - -~ .

- DESCRIPTION .
Beglnnlng typewriting is - deslgned to develop bas|c typewr|t|ng sklll for both

' personaI and occupational application.” The ‘course is composed- of keyboard °
v - familiarity, technique- refinement, and speed/control development. Emphases is’

.- also placed on Iearnlng the correct procedures involved in typing the various:.
- bus|ness letters, forms, reports, and,tables.  ° _ S

 LEARNING TIME, . . |
' 3180 hours S o ) o
OBJECTIVES

Given the appropr|ate |nstruct|on and mater|aIs the student will be able to \

1. Dembnstrate cérrect posture and position at the typewriter.
- . "2, Demonstrate corfect key stroking, . operat|on of service. keys, and
' +§ other typewriter mechanisms.
3 Demonstrate complete automatlzatlon of the typewr|ter keyboard |n-
cIudlng number and symbol keys.- ,
q, Demonstrate stroklng facility on stnght-copy and probIem copy -
. “materlal :
"~ .'5. - Demonstrate stroknng accuracy on stralght copy and probIem copy
. . . material.
S g, Org|n|ate copy at the typewr|ter, to thlnk and typewnte Lo
simultdneously. 2
- 7. Demonstrate the ability to arrange probIem copy: business Ietters
- tables, manuscripts, outlines, and other forms of: business papers
. - with vertical and horizontal centering. i :
A 8. Demonstrate mastery of information which wouId |ncIude spacing
' ' before and after: punctuation marks, typlng of numbers, cap|taI|za-
. tion, uses of punctuation forms, and typlng book and magazme titles

and articles. ”_ : S
9. Demonstrate mastery of the technlques of proofreadlng and correct-
ing errors.” '

10. . 'Demonstrate proper typewriter care, |ncIud|ng ribbon- changlng
J1. .;"Demonstrate ability to type forms involved in applying fora job.
12.. Attain a typing speed of 30 wpm with two errors, or Iess onab
" minute straight-copy timing. . .

TN



FlRST SEMESTER MODULE OUTLINE

A . Basic. Typing Operatiohs . - . - s
“. s . 1l Introduction of parts of the machlne
A ‘ 2. Introduction of proper: typmg posture

N - 3: Introduction of keyboard * '

4! Introduction of key-stroking patterns

. Improvement of speed.and control
.-Introduction of number keys
. Introduction of centering
. Introduction to compaosition’
. Introduction. of symbol keys -

*10. Introductior of proofreading techniques :- N
“11. Introduction of personal commuhications — erasing, word-divisiofi

manuscrlpts personal Ietters envplopes T

Introduction to Business Typing .

1. Business letters andfenvelopes O
* 2. Carbon packs - SRR PR :

‘3. Simple tables - ' D

4. Outlines, short reports, footnoteS' T

©ONO O

ty




SECOND SEMESTER MODULE OUTLINE
A . ‘Personal and Professional Typewriting T . /
" 1. Improvement of'speed and control R .
~ 2. Improvement of keystroking techniques
S lmprovement of composition skills .
_ 4. Improvement of grammar skills :
5. Building sustained production SkI"S personal and busn" € Ietters
manuscripts, reports, tabulations. . o y

“'B'. Improvement of Professional Typewrmng Skl”S '
1. Speed and accuracy emphasis B

* 2. Special office applications: statistical rough raft, int::0 . memos, in-
+ . dex cardbmarllng list, envelopes, two-pa ers, repo; - =3, .invoices,
. minutes of meetings, appointment schedules, speeches. ~inai-Tigs, applica-.
. tions for employment,.personal data sheets, justificatioc =~ <1t margins
cunmcuwM MATERIALS ' §
-Esgential Materlals , '

A Century 21 Typewrlting, 2nd ed complete course . Lzssenberry, :'
L ' -~ South- Westerh .Publishing Co.’ _
o : ‘Typewriting Drills for Speed and Accuracy, 3rd ed. Rowe

... McGraw-Hil. .
g S Laboratory Materials, Cycles 1 & 2 for Century 21 uypewrltlng
27+ Tests, teacher's manual, and keyboard chart for above. ,

Supplementary Matorials = .
Applied Office Typing, a- Practice Set\n Clerncal 'B'ypmg, 4th
ed., text-workbook, Frisch, McGraw-Hill. C :
Snow Country, Typewrrting Practice Set, Reynolds, South-

estern s :
\ -] Clerk-Typlst, Indio Paper 00 Inc., Shmn, South We;tern. o
hadow Mountain Lodge Practice Set. - - o ‘

Jo

e
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' DESCRIPTION

) program for these students - ~ husiness lab so that they may be encov:
continue in the business a- . - where the sehool population warran: -. =%

IN ERMEDIATE TYPEWRITHNG
 (REVIEW_TYPEWRITING)

A . .o, - . . - ‘ -

IR A
Intermedlate typewrmng oncentrates on rewewmg:ﬂ( basic sk|IIs and bnng- o

ing students’ uprto' a level of proficieficy whergby they can succeed in advanced '

. typing. Due to the umqus nature of the DoDDS school system, where we ex- - °

perience a. transientr student body, it is recogmzed that a problem may exist
whereby typing. students ha‘fe missed or not mastered certain. basic skulls

" Teachers are encouraged to ~ ~er individualize an intermediate or review “Vpir 7

s

special class section for thzse .dents. Fredlt may be given for thic .’se
.according.to the local school policy. e Sy ‘
. T L ot 4 ,
.'LEARNING TIME ' o N

90-180 hours . .
Teacher discretior would be used to detemrlne wh|ch mat :rials and
time frame touse. . . .

OBJECTIVES
(See Beglnmng Typewrmng)

™ . . “ . . ‘ .

CURRICULUM MATERIALS
7 (See Beglnnlng Typewrmng) o T
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.~ ADVANCED TYPEWRITING -

r
DESCRIPTION , .
,,' ‘Advanced typewr|t|ng |s vocatlonal in nature It reweﬁs and re|nforces
previous: learning, reconstructs and. extends Keystroking skills, improves sKill
transfer, expands related- knowledges, enlarges problem know-how, ‘increases
manipulative dexterity, .and develops high competence in typing jc os.of increas-
ing dlfflculty and more stringent performance demands. This course also places
-, the student under mtens,,‘ve time pressurg to |mprove bas|c ‘and productron skills '
" and placesistudents in a realistic office setting to cornplete the job tasks that vi .
“in length, complexﬁy, and in amount of guidance provided — tasks-that approach
" as nearly as posslble those ‘typed in actual offlces in buslness, mdustry, and .
institutions. _— co oo S~ 0T , '
PREREQUISITES ' Begiﬁning.Typeyvritjn'g N O y
LEARNINGTIME - . T e
~ 90-180 hours- ' 8
OBJECTIVES —  "First Semester . ' B
Given the approprlate |nstruct|on an mater|aIs the\udent will be abIe to , :
1. "Type 40\wpm from straight copy W|th no more: than 2 errox’s in 5 .
aminutes. : - o : . 2 B
2.7 Type in failable form: e IR B A
. "a.Business letters o I : . g
/s
_ b. Business letters using spec|aI size stat|onery . . -z
= c. Business letters with special features ) e .
" 3. Type mang.scnpts and reports in finisfied form. , .
4."  Type a variety of business forms and spec|aI bugness comr;unlca- A
» _ tions. N -
5. - Arrangé and type stat|st|caI mformatlon intg tables. - : } ?
6. Type memos, letters, and réports that include aIphanumerlc data '
7. Make correctlons on finished copy o
OBJECTIVES : Second Semester =~ S R s
-, Given, the approprlaté instructlon and materlals the student wilkbe abIe to v
' 1 ’ Type 45 wpm from stralght copy ‘wit no more than 2 errors, |n 5
.minutes. : i
- 2.7 .Type v%ous Ietters memos, reports, forms ‘and other buslness
. .. communications found in typical and specialized. offices. .
-3 'Interpret directions and make dec|S|ons to produce f|n|shed advance{
B typewriting tasksy , ' - :
4. . Increasg speed and accuracy in typlng productlon materials. o N
B, Ap’§y in realistic business situations the basic knowledge /s'féllls, and '
- *_  coricepts they. have prewously Iearned : , :
ST € o S T
s T ¥ 7 T .
B M : R . )
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C - ) [ ._ : o e T ‘ .
ODULE OUTLINE  First Semester A .
A ImprOVIng _Typi"i'f““?' g oo stemioe : . : . | N
1. Basic skills reviw ‘ - I ‘
2. Letter, table, ¢ “or .omoetance ¢ .
. B'. Office Communic: = Sk o .
. 1. Business letter: - SE:ti®l i > stationery _ :
2. Business letter. .~ spec. fezvires . o ; o : oy
3. Special busine:  .r'munic. R o '
C.. Data Communicz. =2 “ikills
1. Tabular report p: .~ ising

2. Alphanumeric ccrmmunicet: . = rocessing
-3..Business'forms .- .Lessinc

MODULE.OUTLINE * * Secor Semester. - -

A . . Improving Basic Producticn 3k~ - .
1. Basic/letter skil's . T v b
2. Basic/report sk ls .* . ARG
3. Basic/forms and tabulazio™: skilic S e /
- B . Functional Office Simulations : ’ ' ' w/

1. Adntinistrative office typin: S _
2. Sales/prrchpsmg effice typir. ; o SRR )
-office typing " . _ . I

4. Executive office typing .- : ‘
5. Employment acitivity typ_ing . o x
.C . $pecialized, Office Simulations . ; .o '
. RIS

+ . 1..Reprographic office typing.

.2. Insurance office typing ) :
- 3. Technical ¢*fi~~ ©*ing - ‘.
* 4. Legal office typing , ST '
' 5. Medical office typing . . . S . .

*Inlieu of the textbook acitivities lisz=¢ in the module outline, the supplemental
typing SImuIatlons (listed below) may be Jsed partlcularly as ‘a substltutlon for the
second semester acitivities.» :

J T . :
) . [
¢ p
1
-
N . a “~ .
~ .
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. . 2 ) )
- v : '
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A
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. ey

: . é&tsﬁfor Cycles 3 and 4 and Placement Test #2
. 1w supple

“""."., inc .

. . ) T o 0 ﬁ‘.

Zaserrual t(fMaterials - L - .

Cantury 21 Typewrlting-’-\Complete Course, 2nd’, eg
Lessenberry, Crawford, Encksdﬁ Beaumont Robingo Soth-

\Western Publishing Co. *
Workbook for Century 21 Typev@hting Complete Course, Cycles

2.and 4, 2nd ed., South-Westérn Publishing. % .
. .

ntaryMaternals C N .

. .Executive Offices of amerlca, Mclntosﬁ and Welter, South-
-Westerri Publishing Co., 1plus cassette). : , .
‘Tovver Typing, Ivarie, Gregg/McGraw-Hlll Inc. w0

T’m egaJ Secretary, Frdbman, Rosga, and Amold Mc| ntosh anu

“wivi-. South-Western Publishing Co., (cassettes) ~ '
v iting Office Practk;e, 5th ed., Atklnson, South-

F lishiag Co. -

“vypirn~ Yedical Forms, SLngned Gregg/ McGraw-H‘Il

wiedl..” Typing Practice, 2nd ed., 1968, Root Gre,gg/ McGraw

sl SE mce Te&sts for yplst;s 1969 ed Mulkerne McGraw h

ol

he Secre: -ary On Th Job, 1976, Wl"‘ - JW, Gregg/ McGraw-I—ﬁl

ine. ’ * A . O~
Alsq reference. snmuiatlons in Beglnnlng Typing . \ '

A

} . ’ e « ]
. . . .

CURF.CU.:lv MATERIALS . T )
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. A . ? e
o e SUGGESTED G&,El L ARIZ NG -
~ lmsfnucrmm = s SCHOOL EDL emrao S
co RN ﬂct N »-_z..mJPATIONS* .
X ".'.',"" : f'., . " . . .
) T <« .. . DEFINIT'G'“ S, O -XL‘IZED INSTR:. 'DN\ J) . o
. - N a: v . . . ) e ‘f'.‘, . .. f . a ) )
- e ¥* Instruetlon l/stﬂcs tpaneu . f’ ‘ L 1‘ K
‘ j . i- Accompllshments g qir d\lv;cy  checked (one- @ bas|s \Mth the
LI S student)’ ST s - . “ -
_' o : *  Repetitiory uhtll ma::cry level is :ached = ‘ C , . h
5 _
~ - % . Multiple learning resources arz _tilized: \;lsual : pnnted r|aI
. - teacher, other students. (Studer:: uses those that sest for hi er )
DR .+ .. % Teacheris'present tc af ~sigzance, act a4 cour.: - murg:eﬂquso\q
o _ : inspriationa mativatc vz . o ,esnd'to;_‘deviséfns*. el ptogrtﬂ’ns as | .
T )gvell as to define wor: :c it s nesds of individuz - ents - - o /f"-.\. '
. ' * Students are motivatc . to Iea~ -y zacept responsi:?;i ._/‘for-their'lea_rnin:_: :
o 8- * Group work caft £2 done as v-ell as nd|V|duaI worl ‘ -
s o * tudent record shows. what the :z::dent has maste =d by certain’ datw,
T 70« ¢ andi is evndence as accountablllt\f o each student, 7or tJ:ure emplovnrc
- . & - y .' . L
S, L Ky khstructlons fo the s:udents to r:llow are in the for'n of assignr:nr , -
:-” ) - ' .. " . 4‘ eets & - . . ' — N ” i’ . e ‘ * \
oLl \ o fw ADVAKTAGES er INDIUIgu ALIZING INs-'tucTnON
. » o - N ’ e
R fo ADMINrsmk‘rons AND coumseu.ons 5 - ,
_. * ":‘_}f N ~'-"_’ " % Pro ides, for greater flexibility in scheduhng ?possuble t ve students - '
A %nrolled in more than one course in a room at thp same
o . _ S a. Easler to: maj<e ﬁnandéé dur/ng a semester -
e . +4b '". Easy to handle a trdnsfer student alqumg the ‘'start at’ student s
o S \ own level of progress . . ~ }
. e ' + ¢.' Original student schedullng is ‘easy if* more than one course. is - L
. / : _'L o scheduled for a room at a certaln t|me - , : : S
S -.P—
'\ . 2 : . g ¥
: Q ., R .
- *Compliments of State of Illlnols Board of Vocatrvnal Educatlon rehabllltatlon, vanswn of Voca— "l
- tional and Technlcal Educatlon . i o e . . 5
. ’ 7 . V ) 4
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“ * Assures they are providing the veﬁ/ best educatron posslble for each stu-
dent, accordlng to lndlwdual ab|l|ty and‘motiviation - ,

r\-

* _As student |nterest increases, Iarger numbe cours‘es can be effectlvely
offered in the curriculum and will result in raximum and more efficient

L4

7‘ % Brings favorable public recognition to schooﬁNhen program is successful

7! tlllzatlon of equipment and facilities ¢ .

i * The student record shows what k|IIs ’and Teg rning -.the student has
. " "mastered by certarn dates which serves as evide ce of accountabrllty that
/- can'be us?d by admrmstrators, pare ts, employers, and others '

"7 %, Makes bettér yse of staff. trme on the professional level . o
L% ’Easlly adaptablego dlfferent‘school cé'lendars«—year round quarters
seesters, - . . ML . ,
V'ro TEACHERS - SR S -
o * - Allows opportunlty to. ldentrfy and be able to holp studonts indlvidual-
——

ly and.in groups with thieir weaknesses : : ST \

Tk Allews opportunlty td work with severat subjec reas (if muItrpIe cotrses
© are go|ng on wrth'n a lab), broé’denlng‘rthe te cher s experrence .

' \\ ! * Aljows time for courde reV|s|on and development in place of dally Iesson

v

P ) .~ later

preparatron : e . i v
* Changes raje from Iecturer tQ Iearnlng manager and motlvator

3 * Alloyviﬂexlblllty to deal with transfer students or students startrng school
an-others - .. - . ' : T

- _Allows time and ;erX|b|I|ty to handle specraI students wrth speclal prob-
~ lems.or “abilities o . ¢ . o , o

' Increases poss|b|I|ty of department enrollment because of erX|b|I|ty

% AIIows opportunity for professional growth through wr|t|ng and im-
pIement glnstructronal packages = - - . -

* ProV|des greater teacher worksatrsfactlon with-a method of teachmg‘that

¢

’

¢

‘ allows_greater progress for low ability students wh|Ie offeting a greater r

_ chaIIenge to hrgh ab|I|ty students « ~
ok \Success prowdes fav0rable public recogmtlon of the teacher s work

* If enough time is aliowed for tralnrng, it meets the overaII occupational”

measurable objective of the program, to provide employablo skillsand =

. knohledgo to, students upon graduation

N »
L)

" TO STUDENTS
. % Oan learn at student’ 's own pace

LA

<’ *@’ Grven chance to master materlal has char;ce at better grade by repeating
' assignments drid tests. accordrng to need L :

'q : v B J_. . 113 o .
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' . t_\ A o v ' /_'
% - May have opportunlty to cover more |nstruct|onal matenal than traditional
cIass o : P .o

K4

e Has an pppo}tunlty to take a class that' would not ord|nar|Iy be offered
because enrollment_was not large enough (can offer two' or more I9¢~
_ enroliment, courses and combine) :

-Ar 'Has a cHance to take a lass he mlght not ordinarily take because of
scheduling dlci{?:ulty (assumes ‘classes were offered in the lab all day orF °
, several more times a. day than before). N

. . . -

* Receives more'bersonal individual attention from the teacher

compet|t|on is available if deslrable but emphasls is upon Hmprovmg stu- <.

- }*’. Is rellevéd of group cpmpetltlon being forced upon eac?h ‘student— group

. .* _ dent’s own performance .1, = .
o * . Has’ opportunity to develop better self-concept as emph,asls is alwdys on’
7 the pos|t|ve achievement * . Yo

Recewes |mmed|ate feedback from teacher or through self-checklng

e May"be motlvated by use of multlple Iearnlng resources
Y. Develops ability to follow wntten and verbal ‘|nstruct|ons ant dlrectlor(
‘ ’ *, Hasopportunlty to meet |nd|vrdual goals k " '. - .
‘ (f growdes opportuhity for transfer students wnth specyal learni [\g
*problems, to receive needed attention - . » {.“
K Provudes opportunity to 1earn from exach other and to help each Other-
% Provides learning atmosphere—that is Iess formal and more relaxéd W|th
less pressure ‘as in teacher paced teachrng
"..* Frees .student from fa|I|ng behlnd because. of absences o PR
'.-g; % Allows for differences in |n|t|at|ve mterests and perseverance r(," : g
* + Allows for more realistic tra|n|ng for the buslness ‘world (by using offlce '
standards teach|ng student to use time wisely, and to organlie work)
* Prowdes greater probab|I|ty of |mmed|ate empjoyment after graduatlon _
‘% Enhances’ student ab|I|ty to be successful with more advanced hlgher )
,educatlon courses
A4 5
, . - T e
~ ‘ev‘. g ' T
. ,\ S - . E 17‘03- S N -
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) GENERAL GUIDELINES FOR INDIVIDUALIZING INSTRUCTION

.. . N A IN *I'HE BUSINESS LAB ' . . \

The foIIowrng sequentlal gU|deI|nes are |mportant to conS|der when planning
and |mpIement|ng an |nd|V|duaI|zed ‘approach to teach|ng in the bus\ness lab.
. - [4
1. Obtaln admrnsntralve approvaI to plan the changeover to individualized in-
struct|on W|th a goal of |mplementat|on ata reasonabIe t|me in the future.

L Adequate Igad tinie should be aIIowed to deveIop or adapt materials, pro-‘ '

cedures, and organization for |nd|V|duaI|zed instruction. A year of advance

planning and th|nk|ng awould be best before maklng a c0mp|ete change |n ‘

.the method of |nstruct|on
. 7 .

commlttees cdn function for vanous phases of the pIann|ng

-
»

3. When a generaI pIan is ready, request a meetlng wuth adm|n|strators in-
terested teachers, andvocatlonal counselors to explain the procedures

v

4/ \ Proceed to plan the more speC|f|c phases of the changeover and how the _

~plan W|II be implemented. . N v
N - .

-B. Involve all business teachers in a general in- service workshop on the

5 geheral plan. Include all willing teachers in the planning of the subse-
- quent specific phases to be utilized in the changeover. Invite gu|dance
2counseIors and admmlstrators , . , .

-a. Make sure that you do not give the |mpress|on that whatever-
audiovisual equipment you add will relieve the teacher of any of the
responsibility for the. Iearn|ng situation. The role changes, but does not '

‘make the teach|ng jOb any Iess demandlng

b. Consrder what subject areas vylll be |mpIemented at. one t|me B

6. Include the following, actions and con5|derat|ons in the changeover to the -

Iabconceptr ' , ‘. S e ST
) B P 8

o N .~ k]
» LS

a. Prolect a posmve attrtude about the student s use of mater|als and -

equrpment e : . - o
b Be prepared to answer questlons on any phase of a.course at‘any time.

Y, o 4

c Student records shouId be standardlzed arLd deta|Ied emough for any‘

teacher to refer to. . - T .
. . - Yo ~

:'Request all teachers that will be 1nvolved in the |nd|V|duaI|zed system to.
- join the planning committee. These teachers must be |nvolved Sub-*

/\.

ad
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T8N,

.
S,

d. Set up room as a model-office concerning workﬂe .

e. Make sure assignme\\\heeets are ‘clear and wefl written 0 students .

. know’ exactIy what is expected and what they’are to do.
f Allow erxrbrllty in tudent ass|gnments (method of earning, content,
sequence, etc )"t‘gzs greater adaptabllrty to need ‘ '

Ask aII rnvo/ed teachers to edit ‘assignment sheets and made recommen- :

~ dations - for ‘improvement. assignment sheets- dre written by IocaI~
teachers, have others edit. If asSignment sheets are obtained from outside -

source,.have aII teachers edrt - e T -

dividualized instruction’ lab. Request teacher editing. Make them tem-
: porary as they WI|| be contrnuaIIy revrsed from year to -year.

.Conduct frnal [n.-serwcg tra|n|ng for all teachers that will become Iearnrng

: managers and counselors
. S

Have more than one rnstructor famrlrar WIth the rndrwduallzed instrlction -
,lab so that they may easily substltutes In -service tralnrng should be con-

ducted regularly T N

.

Famllrarrze all counseIors wrth the porposed change and lts beneflts

Lrst in- school curr|cqum catalog e A .:;"- B
7 ‘ - .

x""““ e o

quate‘ student rec rds?

116

Fmahzeq?gnment sheets .
o - o ‘}; .
Write tedcher’s manuals for guldes for all teachers’ worklng W|th|n the in- -

Pr are,to keep etalled recor, g; of the entrre operat|on lncIudmg ade- o



: ORIENTATION GUIDEI.INES FOR
INTRODUCING INDIVIDUAI.IZED INSTRUCTION
_ G|ve the counselors and other: teachers as weII as approprrate admlnlstrators
a thorough orientation as-to the method of |nstruct|on so that they will under-
stand what will be going on in the lab. A thorough orientation and epranat|on
from the student’s viewpoint is crucial for student’s understand|ng of the concept

N of the |nd|vrduaI|zed method of |nstruct|on

T fe foIIowrng are generaI gu|d||nes for orienting students:

1. Putin students’ Ianguage. - ' ¢

—_—

2. Do an audidvisual presentatlon whrch is effectlve because "a plcture IS.; T
~ worth a thousand words"” and is the same each time. You might give

students a cgpy of the scrlpt,,’also grve them a tour of the lab.

S 3 IncIude the idea of workrng at their own pace — what WJ|| happen when

~ they finish early, and how they will be eValuated for amount of work ac-
» complishéd and what they may do’in order to compIete more work (extra -

tlme or whatever arrangements are made)
4

'y IncIude forms to be compIeted and why — put these forms in order -

5, . Explarn gradrng concept : \

: 6. o Grve students alab Iayout —Pp t signs around in' the cIassroom

7. Mlgh start students tradltronaIIy and edse them into |ndependent pacing.

(Danger Ifabrupt change in class procedure is made too late in semester
students may resist.) . > .

g\ Conduct roIe pIay|ng to.illustrate cIass procedure

L} .

9. TeII students they may have to wait for teacher attentron if the:teacher is

' bysy with another student — teach theW to do another job. until the
teacher is free S o :

10, - Explain program’ opt|ons to students when they flnlsh the requrrements

* for a course or module. These options should be ‘studerit selected from a

variety of drfferent Iearn|ng expe?iences desrgned to enhance their career

oaIs o ‘ .

R L P2
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TIPS FOR WRITING ASSIGNMENT SHEETS
AND INSTRUCTIONAL PROGRAMS '

o ) ¢

" 1. 'Use student oriented Ianguage_ only. -
'2.  Define and explain all new t'e'r’ms ‘ '_ ’
3. Write course objectlves for each unit of work in measureable terms and in

student language. Hand out to each student in order that each. student'
knows’ exactIy what is expected

( Be sure all teachers are invdlved in writing the “objectives)

4. . In wr|t|ng an asslgnment sheet include all |nformat|on verballzed to the' :

class when teaching tradmonally This would include information’that |sf B

. . ot covered ‘by a‘text or other presentat|ons the student wouId V|ew or
. Ilsten ‘to.. . :

e 5. ‘When wr|t|ng msturctlonal programs (audlo or vnsual or both) consider .
o comblnlng the knowledge of a person from a subject area: with ‘the ex-
perience of a person who has made aud|ovrsual |nstruct|onal matenals
U a. Cons|der |ncorporat|ng humor and music in an |nstruct|onaI program -
_ .. or work sheet, to add interest. Conside the students who WI|| be using
. the materials, and add appropnate comments

'
.. . Q

b. If posslble before using |nstruct|onaI programs assignment sheets
. -with a large group of students, test the materrals wrth a small group or
R ... one student S o : :

. . . R . . . .-




R . GRADING ALTERNAT[VES FOR INDlVIDUALIZED INSTRUCTION

The followrng are SOme of the aIternatrves to the gradlng-procedure for an in-
drvrdualrzed approach: Some can.be combined and expanded. Choose those that -
would fit the particular situation, within the guidelines and p0|ICleS of the school
(unless pohcres and guidelines can be changed or modrfled)

| “-v‘Cour_seG_radesj‘__ S | . o ,,/
Y . '-Exnlanatibh of achiévement levels:(withor without letter grades)
. a. Personal reCOrd file | . T o |
o | b. Certificate in addltron to d|p|0ma L SRR :
2, Pass/fail methog
3. ; . Letter grad‘es or number 'grades (5~pdint scale er perce'"ntage)
4. Student must do aII work — assign gradesland average, but student .'

. o , must finish all work. Extra time will have to be aIIowed for student to- .
work to complete in some cases. ‘ ‘ oA

_ ' 5. ASS|gn agrade but aIIoW student to redo work if he/she deS|res in order to
. raise grade ina certain Ilmrted time. . .
6. . I% student doeS not finish a course at end of year, give the grade student
*. has achieved at this ponnt Student can continue program the followmg '
K . semester. : : . _ -
v _ - ‘ ;o
7. ‘Grade A or B: mastery leVel only. Consider’ any lesser achievement as

unemployable gkill. Set employable skill level of achlevement making
requ|rements realistic to offlce occupatmns

119
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| ' . LA P : e
A TOOL FOR INDIVIDUALIZIN%NSTRUCTION*

s INTRODUCTION

14

What does LAP mean? LAP is an acronym which means Learning Activity

" Packet. This packet is a self-instructional unit designed to aid students in learning
a¥single basic concept. The concept to be’learned is set up in a step by-step

pattern. -- _ : C e

" A'LAPis deslgned fora speclflc ability | level. It provrdes erxnblllty in the Iearn-
rng act|vrt|es which students may choose in order to attain stated objectrves

Students proceed at therr own pace A LAPisa tooI for mdrvrduahzmg |nstruc-

tlon‘l B

" COMPONENT PARTS OF A LEARNING ACTIVITY PACKET

,Ratlonala '

' The ratronale shouId descnbe what the unit is abéut and why lt is |mportant
for the student to complete it. = o .

S

."‘

A term such as purpose or rntroductlon may be used to |dent|fy the rat|onaIe o

B Objactlv'as .

Goals stated in terms of measurable performance are referred to'as behavioral

vob]eétlves Behavroral objectIVes must be stated for each Iearnlng athi ivity so that -

student performance may. be evaIuated based on these ob]eCtNes by the
teacher, the student, or/Z th|rd party. - ' o 3

- &

e

*Courtesy of Business and-Office Educatron, D|V|5|on of Occupatronal Educatlo_n, State

Department of Public Instructlon, Raleigh, North Carolina, 1972—73

120
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b

- Pretest
¢ ‘A pretest is a diajgno_sfic instrument designed to determine the-learner's need
for the activities in the packet. Each test item is based on the objectives and con-

. tent of the LAP.

l.-e'ar'nin‘g_ Activities

) " The LAP contains a variety of lsarning activities and materials — ‘'some re- .
+ " quired, some opgipnal — that lead to achieving stated objectives. ‘ :
] Exampl§§ of learning activities include reading from a-suggested reference, = = -
*viewing ﬂfil)a or filmstrip, operating equipment, taking a field trip, conducting a
persgnal interview, etc. _ \~ /E . -
_"& . _' Specific ins,tructior:gfo? each’ learning activity are provided for the stident. -
. . . . X / PR >

: Sttigient'g are provided a}self—test_by’which they may evaluate their perfor-
Jhance. This test is based on stated objectives and is different fromi the pretest
and any of the dctivities in the packet. It is ’cak_en .and scored by'the student. The
results are\used by tl;l_g student to determine if any of the learning activities need ]
to be rep;ted and/or if additional ones are needed. - . '

“ . ) ' | ‘l- .-l f_

o Self-test

The posttest is designed to measﬁre“stu'dent 'p'erfo}mance in terms of stated -
- objectives. It-may be a written test, a performance test, or a combination; and it
may be scoreq by the teacher, another student, and/or a third p'a_rty‘.‘ .
., ‘Teacher Evaluation Check List - e T | |
: ) The teacher evaluation check list is a devic for recording student perfor- -
1} mance. Items on the list are based directly on the stated objectives. _ S :
i o ., _T_< . . ) ‘ . .\ L \ . . ‘,

¥ S : 2 ‘e -
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| s  SUGGESTED USES OF LAPS

\_\;_ ' ~ Since each student learns at a different rate and in a different way, LAPs offer:
v _ an effective menas of permlttlng students to plan and seIf-pace their learning.
: N K . -

' LAPs may be, used ina vanety of. ways The foIIowmg is a suggested list:

1. In a course where all students aré |nv0Ived in the lndlvrduallzed instruc-
tlon process . _ C o ~

2:To make-up 'classwork missed die to absence Mchool {applicable

nly'when Aroup instruction has been used). ) Lot

- e LI

Ce ... 3.To pr vrde reme,glal expenences where group mstructlon has been
' ‘ ' used _ . - v
o, 4 .-To pro ide individual projects for advénced students. : _~,__

5. To provrde materials for;lndependent study (example A student who
cannot part|c1pate in regular cIass actIVItles for various reasons).

' o . 6. To provrde an ln depth expenence ina seIected sk|II area . , L
S o Cautlons \/\ S .
L y - . o . _ N
o . " A LAP may not be appropriate for all students in all situations within a given - . -

) ) c0urse TV/“followmg are some of the conditions under. which a LAP should not
' )/ : be used ‘ : 5 N dor

1. Whep students do not understand what a LA$ is or, hoyv to use it. Q r
- : .
, ,2 When aII students are to use the same 'LAP and complete each Iearnmg
. ' . acrtrvrty slm\&taneously ' . .- o
3. When the content of.a LAP is not appropnate for the ab|I|ty Jevel of a
: student . o . : R

3

. /
4. To free the teacher from teachlng reﬁ)onslbllltles (used as “busy

- work).
- -), NG 5. As a continuous reading acitivity. \
L 4
* . 1?2 ! ..

cwr




ADVANTAGES OF usmG LAPS - -

. o LAPs provrde certaln advantages to teachers and students Some of these
N S ¢ are: S R ' '
. 1.' Provide diversified Iearning activities within a class: °

i -

t|onaI assrstance : S L e

< 3. Permit students to assist in coIIectlng and organlzlng resource materrals
Ao, . which may he used al;mLA??S : :

° . . 3 4
- . - S

4. Provide opportunlty for student rnvoIvement in the selectron of student

c ‘_(.:éution

T et takes time to determlrre appropnate approaches for various student anlty
\ ) ' IeveIs to ‘'select content to organize materials; to secure adéquate resources; to

field test, revise, and refine LAPs; and to acclimdte to this methqd of mstructlon. _
. = . . / .

~

REMEM BER — A well-planned learning packet permits the student to learn

\‘v “at his/her own pace; to select resource materials and actrvrtres and to eyaluate .
&

per nal progress toward stated objectrves
"

§ e . .
: N . _ o K 3.
e . 3 -~
R )
A . / JJ '
7 _ ‘.
d o ] -~ .J'I * ./'
L / ] ) . ‘ .
X . '
- 1]
! p , .
’ kd
L oo . 123
. . s

S o Iz a

2. Provide time durrng cIass for teachers to assrst students who need addr- , |

" ‘learning experiences. _ Y S . _ '
e V : - . O o ‘ \'/ "D
) - . k) : X - -
.. R . _ N . BN | . N L



TIPS ON HOWT0o usrs FILMSTRIPS EFFECTIVELY
Ajﬁp anA'SWE@r IN THE CLASSROOM*

. (‘) - 5 - T
v ", . When shouldfyou use filmstrips? ~> .

, Lk Use frlmstrrpskt the beglm(n\. of a unit to motivate students, to get them
. o excited abaut a new topic O&rea o’f study, to focus their thrnklng ona
: 4 partrcular concept o S i

-

Y

ko Use frlmgnps in the middle of a unit to remforce a concept you have been

" discussing or to bring it to another level, to help students transfer and =~

tonnect information from orie area of: the curriculum to another, or to pro- -
vnde different examples or a different pornt of view, :

» " N -
n .

* Use fllmstnps at the end of a.unit to review lnformatlon or td'summarize

' ) . ) - and crystallize what your studer4ts have Peen learning.
How can you use filmstrlps effectlvely and creasrvely?‘ '

< - . : :

‘ * Plannlrig is. important. Be sure to read. the teacher’s gmde that accom-

L -" 7 panies the filmstrips to determine when they should be shown and what’

T ' D acntlvrtes should precede and foll w the screenlngs

k. Don't over use the filmstrips. When filmstrips are shown day’ after day, or

only on Frrday afternoons or only on the day before.a holrday, or only.

when- a substitute teacher comes, students will begin to think " that’

A filmstr[ps' re not-to be taken seriously. Check with other teachers in the -

., ..~ ., schoolto eeJ{ w often they are using filmstrips ahd if they have aIready
. shown youy students a frlmstrlp that you are pIannlng to lse. ~:

* /4961. t use fllmstrrps in isolation. Plan questlons and/ r activities before
after showrng a filmstrip. Don't let it become a passrve medium.

* Show part of all of a frlmstnp wrthout the sound Th|s can be an effectlve _
" review of a process or procedure. Ask students to describe what is hap-
pening in each step, what equipment is being used, and what safety. pro- -
cedures are being followed, etc. Have them guess what the next step is.
_ Use fllmstnps in the’same mariner as an evaluation technique. ( This is par-
. trcularfy useful with studehts who cannot understand written questlons or

|nstruct|0ns ) s
v q' ° N L. ) . ) - . ' |
Y . *Prepared by MarshaﬂcCormlck Edltorlal Director, Butterlck ‘Publishing, New York

. " NY. Copyright 1979 Buttetick Publishing, a DIVISIOH of American Can Company. All
Rrghts Reserved. Used bY]é&l’ngSlOﬂ ' '

‘o
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« © .. % --Listen toa section of the cassette or record without showing the filmstrip. -

‘Use this techpique to stimulate and direct .c_iisc.ﬁssion. Ask stugents to . -
describe what is happening and why, ‘and what they wou in this
situation. etc. . : o Y
3 . _ . | i
\ : >\ oL ) o . T
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. 7 CLOSING PROCEDURES _ .
e BUS )w.ss DEPARTMENT.FOR SUMMER Momﬂ%

—_— Ciean storage areas cablnets student desks, etc.

4

Check flles for ordér, Iabellng, and ease of Iocatlng department lnfor--

f ol . mation. o

: ¢ . . P -

N [ 'Make arrang'er'ner::s to havie’ zll typewriters servie:. during the summer.

S o : * Cover all equipment_ with rné:"ﬂchine\govers. : _
, .. —__ Make an inventory of all business education equipment b‘y serial
T - . . ‘number (typewriters, calculators; reproduction equipment, audiovisual

: equipment, etc.). File thelnventorywn;ithe department head or school '

.

~ -  administration, and keep a copy for your own file. S
‘ - ] S ' S -
. ©___ Inventory all ter"upoks, suoplies, teacher mz.als, and resource
e o materials‘-and,'st'.:vr‘e in prows storage area. - . B

____ Make sure that reeded textbooks and supplles Tar the new year have
"beef requisitioned. F|Ie this :~ith the department chairperson or the
4 .. . ere . .
, o pnnmpal;\,Keepa copy in you- iile. This requisition should include itemgs -
/ ' . listed in the-suppiy catalog as -vell as any special needs which are plan=t%
) . ned for the new school year.

e T Prepare and submit, as recussted and at proper time, aII requwec ,
' hreports on department acitivitias, u;\cludmg inven-ories, faII mformatlon
enverope for new teacher, anc department recorcs. " '

R S Loclg&:ur\l_y all storgge dreas. Leave keys and drrectlons with proper
: auth0r|t|es .

o

- i Perform the add|t|onal tasks umque to your department and school in
! ‘ ‘ S e " order to secure propertles and insure a pIeasung department for the fall -
E ' 4« opening. . " .

SN D : Clean and put in good order the teacher’s desk PIans sometimes .
- ' change ina few months. Be prepared for emergencies. _
.
Prebare an annuaI report of your department for the administrator. This™- )
" . provides an opportunlty, not.only to summarize your work for the year;
) 3ut alsq to propose needed changes and expansmns for the 9om|ng
T . * year. - . . J e

- . . . . s

0. F."

R . .
Ny . . . .- . ! - -




3

_ Teachers who are not planning‘on returning'the following 'school year will
want to leave an OUTLINE. OF BASIC. INFORMATION - FOR INCOMIN@
TEACHERS Such an outllne might address the foIIowrng toplcs

3

T % .Where to locate keys for cabinets, files, etc/Any comments regardlng
. eqmpment ma|ntenance procedures in your schooI -
C % Procedures t:ogordering textbooks and suppll,es. . ,
* L cation of.fuse box, master switch, etc: “ '
N — LSS :
X Locaqon of curnculum guude, teacher manuals, e{tc
’ N - _;;
*  How to order fltms from the film Ilbrary;
= 2 8 bt
* : Resource persons within area and a Ilst of possrble field-trip sites.
- T c .
ok T Iephone number and address of all business equlpment vendors servmg
vfzu(area IBM, AB DICK, etc.). e
. . "( TN ‘ .
*x - Nan-e/,,(address, and. teIephone number of career educatlon coord|nator
" .serving your region. R , o
\1 : o . - a o
e o 0
v . . v * Y
s . 9 - ’ "
1
»p‘ -‘, ‘ . - ., ;. ) »\ S , i
t s oy
: 7 '
0 !"
¢ .
~
4 '_ 5{ .
L
) i ] - ’
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A DIRECTORYLOF PUBLISHERS ' o
P ’ r‘ R \/)l . Lo . . ° A .
e - The following Irst of addresses |ncIudes textbook publlshers aﬁpubllshers of -
5o resource matenals referenced in this guide -
o — 6[ :
L Agency for InnovatrveC~urr|cqum Inc. 580 yivan Avenue, Englewood Cllffs, NJ
07632 : S . < LI
e T s ». o
- %e . AIIyn and Bacon, Inc 470 AtIantlc Avenue Bo?on, MA 0?210 A G
oA . k e
A Amencan COUﬂCI| of Llfe lnsurance, Health Insurance Instltute 1850 K Street, -
» N.W., Washlragton, D.cc20006 " ; | . L
| - ' Automated Tralnlng, Inc Box 1947 Charlotte, NC s ‘ . :
Lo _ Bobbs-MerrilI \Educational Publishing, 4300 West 62 St',', Indianapolis, IN 46206
. B - ‘- L ‘, l. ‘ ;\ . )

- Brown, Wm C Compeny, yBlishers, 2460 Kerper Blvd., Dubuque, IA 5200114 -

'f{" o Center for Vocatlbnal and 'I‘echnrcal Educatlon, Ohlo State Unrverslty, 196 Kenny ,‘f
. Rd Cqumbus, OH 43210 \ : :
. \tv ! "r . \ : o » . . - ’ ]
- : ‘ Changlng T'mes Educatron Service, 1729~ H S‘lr’eet, N.W., Washington, D.C.
A zm . )\‘ - X . . - < ) »

Collier Macntilian International, Iffc., 866 vird Avenue, New York, NY 10022

R

Consumer lnformatron Center, Pueblo, CO 81009

.DeIta Pi Epsilon National Office, Gustavus,AdoIp_hus College* St. Peter, MN

Dictation Disc é;ny; 240 Madison Avenue, New York, NY 10016

- . {tE:ncyclopedla Britannica’ Educathn Corporatron, 425 N. Mlchlgan Avenue,
S hicago, L 60611 o _. ) \
| ESé Inc., 1201 E. Johnson, Box 5037, Jonesboro, AR 72401
2 ﬁ | Feardn PltmanV;ubllshers, Inc., GBavrs Dr:, Belmont C‘A 94002
. v ..“ -‘ Follett Publrshlng Co 1010 W. Washlngton Blvd., Ch|cago, IL 60607 - ’
S Forkner P~ubllshrng, Customer sferv.ce, P. e Box652 Ridgewvood, NJ 07451 *
| - GIencoe Publlshlng Co Inc., 17337 Ventura Blvd., Endlno, CA 91316
| ' ; 128, A
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- O . 7 , ()
R .
.




Geneva College, Dr. Stewa'rt t:ee Beaye'eraIIs PA t5010 { '- o .
-Gould Publrcatrons, 199 State Street Bmghampton, NY 13901 ’ K
Harcourt Brace Jovahovrch Inc., 757 Thrrd Avenue New York NY 10017 e
Harper & Roe, Publrshers lnc 10 €. 53 St., New York, NY 10022 e j
Holt R|nehart and W'nstort lnc 383Mad|son Ave., New York NY 10017 . |

| (- . -
ot Houghton Mifflin.Co., One Beacon st., Boston MA 021 7 74// / -

Io
* v

Household Frnance Corporatron Money Management lnstrtute Prudentlal Plaza, -
~ Chicago, IL 60202, . —_— ’ . g ’
. | R « - o oo
\! : Insurance Informatidn Institute, 110 William St., New York NY 10038 /

: ' , = > . ‘
Internal Revenue Sefvice, District Director, Understahdlng Taxes Coordrnator, )
P. 0 Box. 3036, Church St. Statron, NY 10908

/ IO
Joints Councrl on Econom|c .Educatlon 1212 Avenue of the Amerrcas New York
‘NY 10036 . ! : 7 . }
P . : . 7 '
o~ Lardlaw Brothers Customer Servrce Department, Thatcher and Madlson, R|ver .
. Forest, IL 60305 , s - : . - '
7‘ A . . . ta .
MPC Educatlonal Publlshers 3829 Wh|te Plains Rd., Bronx NY 10467 o
‘ ' /_)
‘ . Macmillan Publlshlng Co Inc:, 100A Brown St Ri rslde NY 08075 T .
. & - /\\\
McGraw-Hill Internatlonal Book' Co., 1221 Avenue of the Amerrcas, New York,’ o
NY 10020 ' : - - s '
) . ; - . . Zo
v'QMc'Knight Publishing Co., Box 2854, BIoomfngton IL 61701 . .

-

Medra Systems Corp 757 Third Ave., New York NY 10017 -

] .
c Penny, J.C., Educatlon DlVlslon 1301 Avenue of the Amer|cas New York NY
o : 10019 L

Vel 3

P{entlce HaII lnc Englewood %NJ 07632

Random House Inc 400Hahn Road, Westmrnster MD 21f7/ '

Rowe H Ms Co The 624 N. G|Imore St Baltrmore,gMD 21217
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| L T Y L o
;':Saunders W B Co W Washrngton Sq Phlladelphra PA: 19105 '
| o '_‘;Scholastlc Book Serwce 1904 Sylvan Avenue Englewood Cllffs NJ 0763 |
| Scrence Research Assocrates Inc 259 East Erre Street Chrcago, IL 60611
. 'Scott ForeSman and Co 100 East ake Ave Glenvrew IL 60025

' ‘ét‘f L -Sears, . Roebuck and .Co., Customet Informatlon Servrces Dept 703, Sears
o ' Tower Chlcago, IL 60684 S : :

.v South- Western Publrshlng Co., 5101 Madlson Rd Crncrnnatr, OH 45227
‘._Stenograph P. 0 Box 224 7300 N||es Center Road Skokle IL 60076
- Van Nostrand‘ Reinhold, 450West 33 st., N€w York, NY 1ooo1
‘ : Walch J. Weston, Publrsher Box 658 Portland ME 04104
‘. _VYestern Tape 2761 Manne Way, Mountarn View,. CA 94042 | o T

AWlIey, John & Sons Inc ,605 Thrrd Ave Néw York NY 10016

@
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PROFESSION”KI. LI#EHATURE FOR
BUSINESS TEACHERS ’

Contlnued professional growth should be the aim of every busmess teacher .
Keepmg abreast of new develogments in the field of education requires time and .

_effort, but the rewards make the effort worthwhile. Business education teachers

should\make every effort to read the professronal Irterature m their f|e|d oL

FoIIowmg is a hst of several busmess educatron publlcatlons

THE ABCA BULLET N _ :
The American Business Communrcatrons Assocratlon
317-B David Kinley Hall .
" Univefsity of |||In0IS Te
Urbana, IL 61801 -
'BALANCE SHEET -
South-Western Publishing Co.
- 5101 Madison Road
Clncmnatr, OH 45227 .

. BALL STATE JOURNAL FOR BUSINESS EDUCATION o
Department of Business and Offlce Admlmstratlon .

* College of Business

_-Ball State University
Muncie; IN 47306 -

BUSINESS EDUCATION FORUM
- National Business Education Assocratlon . L o
* . 1906 Assodiation Drive = - Ly
. Reston; VA 22091~ : : | Co
‘BUSINESS EDUCATION JOURNAL - ‘
Division*of Business and Busmess Educatlon SR

" Emporia State Unlversrty o
'Emporla, 'KS 66801

' BUSINESS EDUCATION WORLD -
..+ McGraw=Hill International Book Co.
1221 Avenus of the Americas
" New York, NY 10020 ‘

- BUSINESS EXCHANGE R
" Houghton Mifflin’ Company . "
. .Department B "' .
- One Beacon Street
... .Boston, MA 02107 DU
SR CALIFORNIA BUSINESS EDUCATION JOURNAL
I ,'Calrfornla Business Educatron Assocratron o RO
... 7. . School of Business and Economlcs o
7 Humboldt State; Unrversrty c - o
¥ . - Arcata, CA95521 o N




- "+ CENTURY.21 REPORTER . -
: ~ South-Western Publishing Co. - 8
5101 Madison Road L ' ’
Cincinnati, OH 45227

THE JOURNAL OF BUSINESS EDUCATION
- - Heldref Publications :
© . .4000 Albemarle St., N W
~ . Suite 504
Washington, D.C. 20016 Ca
_MISSISSIPPI BUSINESS EDUCATION ASSOCIATION JOURNAL
- Mississippi Business Educatlon Association - ;- o
~ School of Business Admlmstratlon :

- University of Mississippi
University, MS 38677

- THE OHIO BUSINESS TEACHER ' _ ,
Ohio Business-Teacher Association ' -~~~ oL
Department of Busmess Education ' . '
Bowlmg Green’ State Umversnty
Bowling Green, OH 43403

THE SECRETARY S
The Natlonal Secretanes Assocatlon

L 2440 Pershmg Rd.
' _Kansas City, MO 64108

S . TODAY'S SECRETARY
%' .. *  Gregg Division _

. McGraw-Hill Book Co. .

PO - 1221 Avenue of-the Amencas )

.7 . "'NewYork, NY 10020 SR
e - “THE VIRGINIA BUSINESS EDUCATION JOURNAL e
' S Vlrglma Busmess Educatlon Assocnatlon .- ,

" School.of Business' : S
. : . Virginia Commonwealth Umversnty S
"+ " Richmond, VA23284

LA

v

et : _VOCATIONAL EDUCATION :
i - " 5" TheJournal of the American Vocatlonal AssOcnatlon
S o Amencan Vocatlonal Assocnatlon Inc.

=¥ 2020 N 14th St.
.. Adington, VA 22201

’




| F B L A C '
FUTUBE BUSINESS LEADERS OF AMERICA

The Future Bu$lness Leaders of'Amenca (FBLA) is the natlonal organization

- for all young adul\s in high school and postsecondary institutions enrolled in

business programs. The organization, composed of over 8,000 high school and - -

postsecondary. chapters, operates as an integral part of the school program under

the guidance of business teachers, state supervisors, school admunnstrators and

businessmen.

.
§

The activities of the, FBLA provide an Opportunlty for business students to

prepare for business and office occupations. Members of FBLA learn how to-
engage in lndnwdual and group business enterprises; how to hold office and direct

- the. affaurs of the group; - how to work with representatlves of other youth-
yorgamzatlons ‘and how to compete honorably with their colleagues onthe local,

state, and national Ievels FBLA provides an opportunity for travel to state and na- -
tional conferences and. |leadership conferences, visits to other chapters and to
business and industrial enterprises, and close contact 'with -successful .

.busmessmenandWomen : S

FBLA's acceptance as an orgamzatlon of value for the student is evndenced

'by the fact that it is on the Approved List of National Contests and Actlvmes of
‘the Natlonal AssoCIatlon of Secondary-SchooI(PnnCIpaIs
N

A national office is located in Washington, D.C. The FBLA Board of Dlrectors ,

- establishes FBLA PoliCigs in Ime with the vocational needs of buslness and offlce
~education students . : ,



* .

*

*

*-

' the|r work. -

PURPOSES

N

- ~The pl}rposes of the FBLA are to:

Develop cOmpetent aggress|ve. busin'ess Ieadership.

£

Strengthen the confrdence of young-men aﬁd Women in themselves and

. , J
g

Create more’, |rlterest and understﬁdrng in the rntellrgent chorce of
business- occupatlons :

.

Encourage young men and women in the development of |nd|vrdual proj- .
ects and in establrshlng themselves |n buslness

[N

'Encourage, young-persons to |mproVe the home and. 'co'mmunity.

. »
-7

_ lj'eVelop character, "prepare for'useful citizenship, and fost r patriotism.

Participate.in cooperative"etfort.‘.

Encourage and practlce thrift.
Enc0urage |mprovement in scholarshlp and promote school loyalty
: : ¢ .

‘Imprové and establlsh standards for entrance |nto buslness occupatlons

One of the\major objectlves of FBLA is to develop self-confldence and strong,
’aggress|ve business leadership so that these future buslnessmen and' women may
_'participate more effectively in the business and community *ie of which they are
" “soon to be an integral part.. FBLA also serves as an effectiv.- means of br|ng|ng
students together to deal with 'vocational preparation, natlonal problems; com-.
g mun|ty improvement, and worthwhlle relatronshlps wnth local, state, and nat|onal

groups rnterested in the welfare of youth

>

¢






o _ reviewed in detail by the Business Education Task Group in their meeting of June 19-23,

9 . {
DEPARTMENT OF DEFENSE o
OFFICE OF DEPENDENTS SCHOOLS B

2461 EISENHOWER AVENUE B
ALEXANDRIA VIRGINIA 22331 . o

EDS-50867 - .« ~ October 5, 1978

MEMORANéUM FOR Directdr of Dependents Schools, Atlantic
Director of Dependents Schools, Europe
‘Director. of Dependents Schools Pacific .

SUBJECT: Essentlal Textbooks/lnstructlonal Matenals L|st|ng for Buslness Educatlon
. 1 .o
Itis a pIeasure to provrde you wuth the attached Department of Defense Dependents o
- Schools (DsDDS) List of the Approved Essential Textbooks/Instructional Materials in.
Business Educatlon forthe indicated categories. Any future appropriated fund procurement
. of Business Egducation Essential Textbooks/lnstruétlonal Materlals for DoDDS must - - "«
conform to tﬁgs»{kstlng unt|I offrcrally reV|sed . IEE

-As you know, texts and matenals provrded by publishers for th|s review. process were
studied extensively during school year 1977-1978 by formal review committees in‘each of
the DoDDS regions. Those worldwide committees were composed of students, parents,
and community representatives as well as professional educators. Detailed data,

~ conforming to established criteria and .generated by each of these committees, were

1978. Essential Textbooks/Instructional Materials judged most-suitable for‘achlevmg the- :
published DoDDS objectlves wuthm the DoDDS system have been |nc|uded inthe approved
Inst ' ;

Your support ofthe DoDDS Buslness Educatlon EssentralTextbooks/lnstructlonal Materlals
revrew |s appreC|ated 3 . .

n

' Anthony Card|naIe .
g Dlrector

o L. SEP 2180
) . 2 L : ' . R ...' l.g :‘ ' ) e ' ' o Y



DODDS ESSENTIAL TEXTBOOKS/INSTRUCTIONAL MATERIALS FOR
'- : L BUSINESS EDUCATION, GRADES 612 - '
o Table of Contents . . T
Title of Program - : ‘ - . ' . PageNo.:
Exploratory BUSINESS . ...\ vvvereessnnss PETTIIT e . e R R
PersonaITyplng e ﬂ ...... U 1
Introductlon to Business............ ST . ........ L / ..... e T
Consumer Education ) ........ e, ‘, ..... 1
BusinessL'aw'...'....._.;.‘.._..........'....;.{A. ...... // ....... ‘ ..... ot
é_usine’s_s Mather"n.atice_’._.,..._.....' ...... [ ‘ "—/ ...... 2
'.fy'pewrit;ngl.....».c_..;..f ...... e A ....... fhn 2
Recordkeeplng ...... ..... e ..... ..... 2
Accountlnglblwq ..... .......... 2
. Accounting Il ... ..... ........ P ...... ...... 2
35 '. Data Processmg ........ FERERPRRS .......... e, SN L e :1
Typewrmng ] /1 .......................................... N, S 3
. Shorthandl ................ ‘ ....... l ...................... e R S 3
S -Shorthand Il .....e.c..iv.. TR PR e [ R TR 3
MachlneShorthand .......... e B
Bus.lnees‘Engllsh.;_.._..'..........\.'.’...‘....‘..-_.‘......:.j ..... | /3 : -

_ BusinessFiIing feeene e PR A e 2.3
Busmess Machlnes......_\ﬁ.’:..:..'.- ......... .......... /3
Reprographics ........... / ....... ‘ ...... 4.

'.‘Cl'ericag Prectiée'..‘.‘.:f.:....‘.......»...i ....... ‘ ........ SO SRR 4
Secretarial Practice .. .- ...... e [ETRERTR ........ h4 b

. -Marketir{g/ManaQement".v.‘A..; ..... e /‘ ........ e 4
" Word Processmg...'. . e e AR ST cvvieiaiiB
Oﬂ”ce Slmulatlons ..... E 1 ...... Tl ) "5
Careerlnformatlon..‘;'...........';..5.;'.. ....... el ....... 5.s
' ] DoDDS Systemwnde Curnculum Development Comm:ttee e e REEE 6 »
K DoDDS Business Educatlon Task Group . s . e SERLETIEE ; ........ . 6 J

APPROVED LISTOF N




o
-] - APPROVED LIST OF
' DoDDS ESSENTIAL TEXTBOOKS/INSTRUCTIONAL MATERIALS FOR
. o BUSINESS EDUCATION GRADES 6-8 '
g - a
. . ’ : .- Copyright
'Title of Program * = . : Author Pub_lishgr Date
Exploratory Business: . , : - .
Project Discovery Southwest Southwest 1975 |
— Learning (lowa) Learning r) .
! Resources Resources '
Center Center o
Introduction to Businass & Kimbrell McKnight o 1975
Office, Careers - Publishing ®
' o] Company § 7
. Clerical Techniques fc: a2~ , Kestehbaum Allyn and 1975
~ - Busingss Career ' - -Bacon =
Exploring Careers Program * South-Western - 1974-
(Softcover and Mlnlcases , Publishing 1976 i
- 20-30 Hours) Company -
. Exploring Clencal Careers—Rlstau ,
* Exploring Secretarial Careers—Reel \‘\’\ :
- | . .|Exploring Data Process Careers—Baggett v
.* 'Explgring Wholesaling and :
. Retailing Careers—Eggland
‘ Explonng Accountmg Careers~PIevyak
Personal Typmg : . : ) ' o
Personal Typewntmg for JHS . Wanous and South- Wester_n 1971
~(Third Edition) Haggblade Publjshing " '
. : Company -
Intfoductlon fo Business: - - .
. General Business for ECOI’IOI’T\[C DeBrum,.Haines, South-Western 1976
Underst;andlng ,’. - Malsbary and  Publishing ) .
o Doughtrey Company I
General Buiness for - Price, 6 McGraw-Hill 1972
Everyday Living ~Musselman,” International - PR
(Fourth Edition) . , and Hall Book Company
- (Textbook, Transparencies, - | : oL
Filmstrips and Records) . 5
“Consumer Education: T . - .
Consumer Action - Morton and Houghton * * - 1978 . -
. : . Rezny 7 Mifflin
A ; B - ‘ - Company"




Jslnpss Law:

’ -South-Western

- Applied Business Law ‘&Flsk and 1977
P . Mietus Publishing A
s ~ f ' © ~ Company . o
Business Law/30 ! Rosenbergl - McGraw-Hill 1976
o . Bonnice :nternational’” T
Book Company i . -
Business Math:;:m'z:tics: , ) ’ : : )
Math for Business Careers - » Huffman, = :  McGraw-Hill - 1975 -
- . Twiss, International '
. ‘ ~Williams’ Booﬁk}anany . .
Business Mathamatics/30 ‘Rosenberg, ;  McGraw-Hill 1975
’ L o Lewis, and ‘International =’ '
o Poe Book Company :

- A'pplied_BusirFst Matheématics Fairbank South-Western 1975
S - . A ' Publishing Company’ - '
Mathematics for Daily Living ) Lewis - Littp g : £ 1975

L 5 oL R ’ E;E]cational '
: . - Publishing
A . . International .
: Typewrltmgl ) Ao - _: o
Century 21 Type%rmng ‘Lessenberry,.  South-Western = - . ‘ 1'9,77:/,,_\
: ., Crawford, Publishing T
- . Erickson, Company =~ | - = L
- Beaumont, and : : ‘
Robmson -/ B

‘Recordkeepm ' , / ot e
Practlcal Recordkeeplng 1,11 Baron/and South-W_e"ster‘n . L 1975-
o« Steinfeld ~_ Publishing 1976

. A ‘ B ~Company o
‘General Recordkeeping’ Huffman, . . McGraw-Hill 1976
: & E T Stewart- ‘International =~ '
L Book-,Company . _

. Houston Housé AJob- B Cotton, McGraw-Hill 1976

Training/Office Simulation Lima, and - * International ¢ :
B Approach to Recordkeepmg ) . Koeppen Book Company -
- 3
- Aocountmgl . c . o _
_Century 21, Accountmg Swanson, South-Western 1977
" (Second Equn) Lo > " Boynton, Publlshlng .
- : Rossand - - Company -
: . Hanspn Co " \ .

* Accounting Il: - o Co T C
. Century 21, Accountlng, , Boynton, South-Western - 11978
P Adv Course " Swanson, Ross ‘Publishing - :

| and Hanson ‘Company .
nE “;“_,.‘"' ) , e e ‘. _ g‘?
. - ... Q . ' _ C
2




Data Processing: S . a8 e
" Introduction to Data & .- Robichaud, McGraw-+ 11 | - 1977
' Processung S ' - -Muscat, Hall . . Internatfpr. i
. o R - " Book Comnzpny SN
lntrodUc‘tion to Computer ' - Wu - Harcourt 1970
Data Processing. - . e ‘Bracé’ )
K S o o ~ . Jovanovict
. - : o ] " - Internationzi ,
bl S S - Corporatior: -t
" Introductory Data Processing— Wanous, South-Western ~ ©1972
An-Intensive Course . ‘Wanous and Publishing ' :
(Second Edltlon) ' S -Wagner . Company
Ty ewrmng II : ‘ ‘ : , ' ; SR
entury 21 Typewrmng . Lessenberry, South-Western . ." 1977 .
. - Crawford, . * Publishing- Co T
v ;r - Erickson, "~ Company _
L - Beaumontand - o [
. e ;.. ~ “Robiason - 7 L
Shorthand i:. =~ - oA . : L - .
Gregg Shorthand . .7 'Gregg, . - McGraw-Hill- - 1978
Latest Edmon T Leslie, International ) .
' o Zoubek Book Company-
Shdr’thand'llz oo _ C ,, ,
N Gregg Shorthand; - : Le . .. . T . 1978
' + Latest Edition” ' - - Zouw-k, . >%nternation'al . '
. y o " Lemaster, ook Company’
: : S ~_ Strony ‘. o o
Machlne Shorthand P oo . L
- Touch Shorthand S ' . Stenograph . - . 1976.

" Book 1, Keybodrd and. Theory Stenograph - - R 1976
‘Book 2, Beginning Skill - .. Stenogtaph " - T 1977
Development and Transcription, ' o ' R B .

Busmess English: - S >/ SR , R S

-Business English and o - Stewart, McGraw-Hill . 1978
.Communication 7~ + . Lanham, ~'International - ' -
(Flfth Edmon) R anmerﬂCIark - Book Company .~ s
S R ' “and Stead s . S
BusinessFiling: T : o ' T
Business Filing and R .. ,Bassettand .. - '-'-South~Western o 1974
Records Control 2 Good/nan ' ?;'.'Publlshlng / o
o L Company ot/
Business Machines:.. SRR R :
Office Machine Course - ~ - Cornelia, Somh-Western LT 19N
. B " Pasewark and  Publishing . o
: Agnew Company ,
— . s T \‘ ' o - »,
3. A )
' g : . 14 e




Ten- Key Addmg-

Pasewark and

South-Western

1973}

Cl4g

~ Listing Machine Course™ ornelia - Publishing
o _ R Company
Electronic arid Mechanical ~ Pasewark . South-Western 1974
. . Printing Calculator Course - . : . _Publishing '
S - - o Company
Electronic Display - Pasewark South-Western . 1975
.Caloulator Course Publishing -
. Company
Reprographlcs ) S - L _ S
Duplicating Machlne Processes: Pasewark * ‘South-Western . - 1975
" Stencil, Fluid, Offset and ' - + " Publishing :
Copier . Company _
Dupllcatlng Machine Operann Kupshand = Collier 1972
~and Decision Making Joyce Macmillan . | - , -
e v - International
: C . Company
~ Clerical Practice: : o - - '
Multi-Media Modules in Rohr/Schatz ~ Western Tape 1974-
Business and Office Education ) . ' . 1977
(Tapes, Filmistrips, Booklets) : / o
1. Secretafial - ’ . -
. 2. Clerical L o _
< Clencal Office Pr0cedures ~ Meehan, South-Western 1978
- (Sixth Edmon) . Pasewark and  Publistiing "
S Oliverio - ' Company
4 'Secretarlal Practlce ' ' . _ o

" Secretarial Office Procedures - Oliverioand - South-Western- - 1977 .

(Ninth Edition) Pasewark Publishing h
- . T . Company J

~ Today's Women > - Whitcomb and McGraw-Hill 11976
o N Lang . -+ International . ‘

) . . ST ‘Book Company - »

' '4 MarketlnglManagement o _ ' . :
Marketing-ifi Action © Warmke, Palmer South-Western 1976
(Eighth Edition) . and Nolan : Publishing : :

o _ Y S Company
Buvsinesstrin_cipIes and S_hi'lt, Everard South-Western S 1'973_ .
Management and Johns Publishing -~ 1 N '

- ) . R Company LN , :

. Fandamentals of Selllng, ~"Wingate and South- Vyestern 1976

,- (10th Edmon) ' R Nolan " Publishing. :

- : L Company =~ . R
..Retail M_erchandising ) Wingate and South-Western 1975
- ' ‘Samson Publishing -

k : o Company .
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WordPl‘ocessing L o
' .- “The IBM Memory. Typewnter , " Cecil Western Tape 1977
(Cassettes) - N : - ,
| ' Office Simulations: ' . T
. A La Carte Enterprise Ruey McGraw-Hill 1976
. ! ' International
: , % Book Company
Lester Hill Office " Krawitz McGraw-Hill 1971
Simulation o International
: . * Book Company . .
~ Caréer Information: ‘, : .'
. Business Career Opportuni'ties _ Houghton S 1978 -
Box (125 Varnishéd Cards) Mifflin - oo
R . e Company T
. Careers in Office Services ; - - Butterick 1975
{Cassettes/Filmstrips) - Publishing i '
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' DEPARTMENT OF DEFENSE DEPENDENTS SCHOOLS

B

PO Dr Anthony Cardlnale

; - DAtector °
D Hmm an Drysdale . Dr. Joseph Mason T Dr. Edward Killin
Dlrector, AtIant|c Reélon Director, European Reglon Director, Pacific Region
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_ {Mr. Steve -Motta, Chairperson ' Office 'of Dependents Schaols .
Mr. Folmer G. Christensen ' . Atlantic Region °
Dr. Carl B. Gustafson - ' ..~ ' . European Region 5
Dr. Joseph Larkin . . . . " Pacific Region
. v ] ) . A N . . ’ . ’ .
PR 7poops_euslus'ssso'ucmou TASK GROUPS
. . l' ._.‘“u» . ‘I, ) : : ' (
, . . . .
Dr. Daniel L. Stabile, Chairperson A —
| . Career Education Coordinator v \ P
\ Department of Defense Dependerits Schools T
| ' 2461 Eisenhower Avenue . L - '
, Alexandna, Virginia 22331 . . e _ co ;o
A e
- Mr. James Willis . : N s S .
Career Education Chief : ' c S :
Department -of Defense: Dependents Schools—AtIantlc Regron o
Building 995, Ellyson Field i
Pensacola, Florida 32509 - . -\ ’ ’
Dr. Joseph P. lidresano ',-_b - ‘ IR -
- Career Education Chief ' o R A
Department of Defense Depéendents Schools—European Reglon ; .
APO New York 09164 ' i
"Mr. Mark Carstens " ' o A : _
"Career Education Chief - - - ) tL T
Department of Defense Dependents ,Schools—Paciflc Reglon - ' R
¢ Futenma, Box 796 : L,
.. FPO Seattle 98772 : e
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REGIONAL BUSINESS EDUCATION TEXTBOOKS/
ESSENTIAL MATERIALS FORMAL REV IEW COMMI'I'I'EES
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DoDDSEUR

‘ -'.Tom Carter
~Joan Dingmann

Susan Groskopf

~Jennifer Heinen |

Steve Larson

. ~ Joan Lundgren

3

3

Sebastian Michelena, Chalrperson

- Carol Rector

Karen Shaw -

Ralph Simpson’
. Gloria Zucchetti

. Paula Shelhamer’

DoDDSPAC

Robert Brzeslnskl _
‘Mark Carsténs, Chairperson
Benjamin Clift.
-JimCrans . .
- Decimae Dennls o
Janice Parker.

Lois Shook - LN
"I' eddy Steenson I
Brenda Travis :
n@ancy Tnpp
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