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TASK # 8
ANSWER SEVERAL INCOMING TELEPHONE CALLS
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Polite greetings, identify self and company, offer assistance, report or information or additional information.

Jequest

RELATED COMMUNICATIVE TASK:

VOCATIONAL TASK: #8 Answer several incoming telephone calls

PERFORMANCE Given a wmultiline phone and four incoming calls in English, will answer the phone and screen calls. A checkllst will

OBJZCTIVE be used to rate your peryormance, all items must receive a yes rating.

izggi A§D TECHNICAL LANGUAGE - .
NOWLEDGE TECHhNICAL TERIS FUNCTIONS STRUCTURES

;° COMMUNICAT IVE SKILLS
: SEE ATTACHMENT

3. SEE ATTALHMLNT Active: Speaking Interrogatives

4. Writing

S. . . . R Affirmative Statements

6. Passive. Listening comprehension

7.

8 FUNCTIONS

9. Polite requests for information

10. Polite reports of information

11. Polite greetings

12. Polite identification

13.

14.

15.

TOOLS AND MATERIALS -

TEARNING ACTIVITIES AND RESOLRCES

e ephone OCATI0 J.R.ESL

Message pad VOCATIONAL .R.

Penci?/pzn l. LEARN|NG STRATEGIES }. LEARNING STRATEGIES

- . Facilitator identifies tools & materials a. rfacilitator demonstrates how to make

BACKGROUND KLOWLEDGE b. Facilitator reviews technical terms affirmative statements

Basic know!edge of telephone usage c. Facilitator demonstrates procedures for b. Facilitator lectures on |nterrogat|ve<

answering a telephone call. and reviews modals.
d. Practice activity sheets # 1,2 c. Participants complete Activity Sheets

SarsTy . e. Role-play answering a telephone call using #1,2,3,4,5 and 6.

Secure telephone cord and wires to WTeletrainer'

prevent tripping f. Hands-on skill practice at Center's business

Place equipment in secure aiea to
avoid dropping.

ATTITUDES

Pleasant telephone voice
Friendliness

Courtesy

Interest

office.

EVALUAT | ON
Per formance Test
RESVURCES

a.

b.
c.
d.

Information, Operation, Job and Activity
Sheets

New York Telephone's “Teletrajner"
Facilitator
HACER INC. business office

2. EVALUATION
Performance Test
3. RESOURCES
a. Facilitator
b. Activity Sheets
c. New York Telephone's '"Teletrainer"
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HACER INC/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

INFORMATION SHEET: RECEIVING A CALL
INTRODUCTION

A receptionist must bave a Pleasing telephone personality and a
well modulated voice that shows dignity as well as courtesy.

The receptionist is not seen by the person at the other end of
the line.He/she is judged and the employer is judged, by the
friendliness of his/her telephone voicz. He/she must always show

interest in what is being said and always reply in clear tones,
never raising his/her voice.

RECEIVING A CALL:

1. When the phone rings, answer it as soon as possible. If you must leave
your @esk, ask someone to answer for you during your absence and
explain wheie you can be located.

2. Always have a memo or message pad near the phone. Try rnever to keep
the caller waiting while you look for a pencil to write down any infor-
mation being given.

3. If you must leave your desk to obtain information for the caller, try
not to keep the person "holding" for a2 long time. Ask the caller if
he wishes to hold the line, to call back, or to leave his name and
phone number for you to call him with the desired information.

4. Never talk with a pencil, chewing gum, or cigarette in your mouth.

5. If you are asked to screen your employer's calls, do so in a tactful

manner. Asking for the caller's name in a courteous way should encourage

the caller to give his name readily.

6. When taking a message, ask for the name of the caller, his company, and
his telephone number, making a notation of the time of the call. Be
sure that the person called receives the message as soon as he/she
returns.

OONVERSATIONS:

Courtesy: speak sc that your woice and attitude reflect a "voice with a smile."

Cléamess: Speak clearly and present all information clearly.

Conciseness: Say no more than necessary to complete the call courteously.
Correctness: Be sure that your language and information are correct.

Completeness: Give all the information required, Make necessary notes during

the conversation.

J 6

THE FIVE BASIC QUALITIES OF GOOD COMMUNICATION SHOULD BE PRESENT IN TELEPHONE




INFORMATION SHEET
Page 2
IV. TRANSFERRING A CALL

HACER INC/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

To transfer a call to someone else in your system:
1.
2.

Place the call on hold by touching the HOLD button.

Call the person you are transferring the call to by
touching the INTERCOM button and dialing that person's

intercom code number. (When you hear the beep, announce
the call and hang up)

. Look at the green light next to the line with the call

you are transferring, it should be flashing rapidly. If the

other person picks up the line, it will stop flashing and stay
a steady green.

. If the light continues to flash rapidly, it means that the

person you transferred the call to has not picked up the call.
At this

. Wait a reasonable amount of time ( 10 seconds), if the light

is still flashing, pick up the call and try to assist the caller.




INFORVATION SHEET 3

Page
SCREENING CALLS

The secrciary is often called on 1o sqreen iucoming calls for her employer. This
is the process of mentally clussifying calls and deciding quickly which ones
should be handled by her emiployer and which ones she is able to complete satis-

factorily.

The current trend is for the business exccutive to answer his own, telephone
when he is in the office. However, some cn{ploycrs have the secretary answer
the telephone so that they will be relieved of calls which do not require their
personal attention. Practices vary, and each employer determines the policy to
be followeA regarding screening.

Skills in the art of screening can be gained through business expérience. To be
successful, the secretary must use good judgment, tact, and courtesy.

What practices should be followed when screening calls?

® Be friendly and sincere.
® Reflect a ready-to-serve attitude.
® Ask questions skillfully.

® Give effective explanations.

How might a secrelary obtain the name of the caller?

® She might say:
“May I tell Mr. Baker who is calling, please?”
“I'm sorry. Mr. Baker isn’t available just now. May 1 tell him whe

called?” |

What might a sccrelary say if, after wcreening the call, she decides
her employer would want 1o spesk with the caller?

® She might say.

“Just a moment, Mr. Brown. Let me see if ] can get him for you.”

"1 hnow he's been expecting to hear from you. Just a moment. please.,

Il let him know you are waiting,”

What niight a secretary say if, after sereening a call, shie decides her
enployer would not want to speuk with the culler?

® She might say:

“I'm sorry. Mr. Lyons isn't available, Perbaps 1 can be of help.”

“When Mr. Lyoos returns, Pll tell him you culled.”

[l{fc‘ RESOURCES: Teletraining for Business Studies AT&T
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II.

a.
b.
c.
d.

III.

HACER INC/HISPANIC WOMEN'S CENTER

BILINGUAL VOCATIONAL .TRAINING
TASK #8

INFORMATION SHEET: ELECTRONIC MESSAGES
INTRODUCTION

Electronic mail/message systems are communication systems
that store and deliver messages through a computer network,
instead of using postal services or spoken messages over the
telephone.

Capabilities

Can distribute messages

Can send documents and messages

2 or more persons can have a conference through the computers
Follow up services

How it functions:

There are basically two types of message distribution systems
Inhouse

Message distribution services

Inhouse.~ An office having two or more computers can be)inked
together to form a system. Messages can be sent electronically
from one computer station in one office to another.

Message Distribution Services

Various companies now offer message distribution services.

A business can purchase or lease an "electronic storage
mailbox" from one of these companies that offer this service.
There are two types of message distribution services:

Voice Mail: The sender calls the service and leaves the
message which is converted into digital pulses. The receiver
can call the service, get the message and store it or

delete it.

Keyed text: Keyed text is store at the message distribution

center. The customer can get their messages and store them
in their computer.

ﬁESOURCE: Computers Today

D.H. Sanders
McGraw Hill Book Co.




HACER INC/HISPANIC WOMENS CENTFR

TASK #8 BILINGUAL VOCATIONAL TRAINING
INFORMATION SHEET: ELECTRONIC COMMUNICATION

COMPUTERIZED CONFERENCES:

Systems have been developad that allow various
persons to communicate through théir computer
terrinals. The persons can use & computerized
confevence service to hook up their computers
through a telephone to a central computer file.

Users can: |
l. Key in information |
2. Send information %
3. Store information |

Advantages:

l. Persons can participate at different times
or at the same time.

2. Businesses can communicat cross country.

3. Various and different businesses working on
a project can communicate at once.

RESOURCE: Computers Today
D. H. Sanders
McGraw Hill Book Co.




HACER INC./HISPANIC WOMEN'S CENTSR
TASK #8 BILINGUAL VOCATIONAL TRAINING

YINFORMATION SHEET: EXAMPLES OF ELBCTRONIC MESSAGES

l.- 1Inhouse

Amanda

sends N\

message 4 Doris

receives
message
/
.l
’,‘iégfves } > | Alex is out to
messaqe lunch, will read
9 message when he
returns to his
computer.
2.~ MESSAGE DISTRIBUTION SERVICE

Doris has a
computer at home I
she can call the

Amanda service and

i \ receive her message.
sends
messages

message
distribution
service

Andres is on -
vacation. When she
returns home. She
receives +he
message., _ ’

IV. ADVANTAGES

a. Users can send and receive messages at home or during
business trips.

b. Reduce interruptions from the teiephone.

c. People at remote sites can communicate easily.

d. People in different time zones can communicate.

11




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

INFORMATION SHEET : PARTS AND FEATURES OF THE AT&T MERLIN 820

INDICATOR LIGHTS

1. RED
2. GREEN

AUTOMATIC LINE SELECTION]
INTERCOM « pg]»}.lpu[:::j

r——-q INTERCOM AUTO DIAL
LU X D Dm

=3 N\, HOLD

KECETVER [:][:][:]

_VOLUME CONTROL SWITCH " E]LTJ[Z!
- ok=] @n@

t RECALL

CORD

RESOURCE: AT&T MERLIN 820 Operation Manual




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

INFORMATION SHEET: FEATURES OF THE AT&T MERLIN 820

LINEC LINEG

LINEF

i

LINEB

LINEA

i

LINEE |

JEREE
|

|

Fixed features

The dial pad 15 surrounded by labeled buttons, which are called the Fixed
Features. With Standard Features you get two Fixed Features, HOLD and

RECALL. A Feature Cartridge is required to get the rest
indicator lights

Notice how the lights work on your MERLIN telephone. A triangular red
light points to the outside line you'll get if you pick up the handset. Green

ights tell you the status of lines: free, busy, ringing, or on hold.

Making an outside cail

When you want to make a call. the MERLIN systen automatically selects
a line for you. All you have to do is pick up and dial. This feature Is called

Automatic Line Selection.

If you want to use a line other than the one the system selected for
you, such as 3 WATS line, you can do so simply by touching the button

1or the desired line.That's all there is to itl

' Outside
Lines
MODEL 820
LINED LINEH

.

Q RESOURCE: AT&T Merlin 820 Operation Manual

I &= 13




OPTIONS COMPATIBLE WITH STANDARD FEATURES

You can expand the usefuinesss of your MERLIN system by adding
optional equipment such as:

Loudspeaker paging

if your MERLIN Control Unit is equipped with « Paging Cartridge, you
can page other persons no matter where they are in your office.To do
this your business needs to be equipped with a lnudspeaker paging
system. You use Loudspeaker Paging by touching INTERCOM and then
dialing "6" (If your telephone has a PAGE button, you should touch
INTERCOM and then PAGE)

Headset adapter

The HEADSET ADAPTER allows you to plug in a standard Headset for
hands-free operation.

To place or answer a call using the HEADSET ADAPTER, simply
touch ON/QUIET, leaving your handset on the hook.To terminate calls,
Jjust touch OFF.

If you want to nave 2 side conversation while using the HEADSET
ADAPTER, you can mute the microphone by helding down the ON/
QUIET button. When you are ready to resume your call, release the
ON/QUIET button.

Manual modem adapter

Thus small urut plugs into the voice ‘terminai, allowing you to connect a

modem for data commurucation (for a computer)
Transferring a call

To transfer a call to someont: else In your System, you must first place it on
hold by touching the HOLD button.Then, call the person you're transfer-
ring the call to by touching an INTERCOM button and dialing that
persons intercom code number. When you hear the beep, announce the
call and hang up.

At this point, the green light next to the line with the call you're
transferring should be flashing rapidly. When the other person picks up
the call, the light should stop flashing and be a steady green, indicating
that the line is in use again. If the light continues to flash rapidly. it means
that the other person was not able to pick up the call. You may pick it up
again yourself now by touching the line button next to the rapidly
flashing green light.

Recall

On most telephone company lines, you Can disconnect a call without
hanging up. Simply touch the RECALL tutton. This will return you to dial
tone on the line you're on, whether it's an outside line or an intercom hine,
enabling you to make a second call immediately.

If you're on a PBX or Centrex system, or have other special services,
RECALL serves to “flash” the system (corresponding to a switchhook flash
on an ordinary telephone).

Test switch

This switch lets you know if the light and ringing of your MERLIN
phone are working correctly. Push the switch away from you to the T
(Test) position. Observe the lights and ringing. Return the switch to the
center position.

Volume control

Use this control to adjust the volume of the ringer and the speaker
simultaneously. i4




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

ATTACHMENT
TECHNICAL TERMS

ANSWER:

AREA CODE:

COLLECT CALL:

CONVERSATION:

CUT OFF:

EXTENSION:

HANG UP:

INCOMING CALLS:

INFORMATION:

INTERCOM:
LONG DISTANCE:

MESSAGE:

MESSAGE PAD:

PERSON-TO-PERSON:

PICK UP:

PUT ON HOLD:

RECEIVER:

a spoken or writ :n reply to a question or
request

three digits preceeding the phone numbe:r
pertaining to state and region

a call placed through an operator which is
charged to the person being called

formal or informal interchange of thoughts by
spoken words

to intercept; to interrupt; tc bring to a
sudden end

a series of numbers added to the central office
number which are assigned to a specific person
or office within the organization

to break off telephonic communication
telephone calle coming in; entering

knowledge communicated or received concerning
some fact or circumstance

an intercommunication system
U.S. telephone service between distant points

a communication, as of information, advice, or
direction transmitted through a messenger or
other agency

a number of sheets of paper held together at
the edge to form a tablet and which are used
for written communication

a call placed from one specific person to
another through a telephone operator

to lift the receiver when answering or placing
a phone call

one feature of telephone service ("hold"
button) which allows temporary interruption
of spoken communication

a device or apparatus which receives electrical
sigynals or waves, and makes them perceptible

to the senses, as the part of a telephone held
to the ear

19




TASK #8

TECHNIZAL TERMS
p. 2

RECEPTION"ST:

CALL TRANSFER:

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

a person employed w receive callers and with

the knowledge and ability to handle telephonic
communication.

you pass along a call which is intended for

another person in the office’ by wsing the
hold button and the intercom.

16




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
4 ACTIVITY SHEET #1 J.R.ESL

COMMUNICATIVE TASK: Offer assistance, report or request information

DIRECTIONS: Write the questions corresponding to these answers during a
telephone conversation.

1. I'm sorry. She's not available right now, hut I'd be happy to have
her call you.

2. Yes, of course. I'd be glad to take a message.

3. This is Mrs. Chandler.

4. I'm calling from the May Company.

5. Yes. I'd like to speak with his secretary.

6. Yes. I'd like to speak with someone in the accounting department.

7. No, thank you. I need to speak to him personally.

8. She knows what I'm calling about.

9. No, thanks. 1I'll call back at that time.

DATE

17




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK 48
ACTIVITY SHEET #1 J.R.ESL
COMMUNICATIVE TASK: OFFER ASSISTANCE, REPORT OR REQUEST INFORMATION

DIRECTIONS: Write the questions corresponding to th2se answers during a
telephone conversation.

1. I'msorry. She's not available right now, buf I'd be happy to have her
call you.

Could I please speak to (person)?

2. Yes, of couwrse. I'd be glad to take a messaée.
Could I leave a message?

3. 1his is Mrs. Chandler. ,
May I ask who's calling, please?

4. I'm calling from the May Company.
What company are you calling from?
5. Yes. I'd like to speak with his secretary.
Is thére anyone who you would like to speak to?

6. Yes. I'd like to speak with someone in the accounting department.
May I help you?

7. No, thank you. Ineedtospeaktohimpersonally.
Could I connect you with his secretary?

8. She knows what I'm calling ~hout.
Could you please tell me what this is in reference to?

9. No, thanks. I'll call back at that time,
He'll be back tomorrow, Would you like to leave a message?

18




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #2 J.R.ESL

OOMMUNICATIVE TASK: Polite greetings, offer assistance, repor or request information

or additional information

DIRECTIONS: Fill in the spaces provided with the appropriate words.

A.

C.

Greetings in combination with identification of organization/company.

l. Good . _you for calling organization/company name .

2. .Company/organization name . My I : ?

3. Good moming . . .. May I you?

Offers for ascistance to caller.

1. My L. you?

2, WhatcanI & 2

3. who you 1like __ speak to?

4. Is there anyone else who _ _~ would _ to speak with?

5. How . I be of tn you?

Offers to take messages in conbination with explanations for people being called.

1. I'm sorry. Mr. Roberts available right now. ._.__you like to

a ?

2. I'msorry. Mrs., Mitchell . , , meeting., . . her to

when she finishes?

———ee  Selam—————

3. Ms. Bowman is not at her desk right now. But I'd be happy to .

___ her.
4. Mr. Weber is out of the office for the afternoon. But he'd be glad to
tonorrow if you'd, leave .
NAME DATE

- 13
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGU‘AL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #2 J.R.ESL

COMMUNICATIVE ¥ASK: Polite greetings, offer assistance, report or request information
or additional information

DIRECTIONS: Fill in the spaces provided with the appropriate words.
A. Greetings in combination with identification of organization/company.

(Answer Key)

1. Good (morning) . {Thank) you for calling organization/company nane .

2. Company/organization rame May I (help) (you) >

3. Good moming _ (company/organization name) May I _(help) _you?

B. Offers ;'tor assistance to caller.

1. mayl (I)  (helplyou?

2, Whatcan I & (for) (you) ?

3. who (would) you 1like (to) spaak to?

4. Is there anyone else whe (you)  ould (like) 5 gpeak with?

5. How (could) I be of (help) 5 you?

C. Offers to take messages in combination with explanations for people being called.

1. I'msorry. Mr. Roberts _ (is) (not)available richt now. (Would) you like to

Aleave) 8 (message) 7
2. I'msorry. Mrs. Mitchell (is at a)d meeting. (Would) (you) (likehor to

. _(_ga_]_lmlmeh she firiishes?
©3. Ms. Bowman is not at her desk right now. But I'd be happy to (take a message)
4. Mr. Weber is out of the office for the afterncon. But he'd be glad to (€all) you

(back) tonorrow if you'd (like to) j.... (your) (number)

U 20 -




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #3 J.R.ESL

COMMUNICATIVE TASK: Report or request information

DIRECTIONS: Practice this dialogue with a partner, using New York Telephone's
“Teletrainer", .-

A: Cood morning. Thank you for calling Allied Chemicals.
B: Patricia Winthrop, please.

A: My I tell her who's calling, please?

B: Charles Jordan.

A: Could you please tell me what this is in reference to?
B: Yes. It's about our meeting tomorrow.

A: Thank you. I'll see if she's available. Please hold.

B: Yes, thank you.




HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 8
ACTIVITY SHEET #3 J.R.ESL

SCORING SHEET AND FLUENCY LEVELS

TASK #8

Trainee's Name

Performance ObJective.

Date of Test

Criteria 51413 1
Rhetoric X6
Register/Style X3
Syntax X 4
Vocabulary X6
Pronunciation X

Welghted Score

Errors Noted:

Recommendation for additional work:

Resource: Miranda Associates

Evaluated by: _

I




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #4 J.R.ESL

COMMUNICATIVE TASK: Polite greeting, offer assistance, report or
request information

DIRECTIONS: Fill in the spaces provided with the appropriate
words or phrases.

Receptionist: Good . Thank you for Allied Chemicals.
1st Caller : David Harrison, please.
Receptionist: Could I ask who's , ?

1st Caller : Yes, this Henry Jacobs.
(telephone rings for second call)

Receptionist: Mr. Jacobs, could please hold for a ? (Answers a second call)
Receptionist: Good . Thank you for Allied Chemicals. OCould
you hold a » Please? (Switches back to first call)

Receptionist: Mr. Jacobs, thank you for holding. 1I'll see if Mr. Harrison L

available.
1st Caller : Thanks.
(Receptionist informs Mr. Harrison of telephone call)
Receptionist: Mr. Harrison, Mr. Jacchs is on the line for you.
Mr. Harrison: Thank you.
(Receptionist answers second caller)
Receptionist: Sorry to keep you . May I you?
2nd Caller : Mrs. Stanford, please.
Receptionist: May I ask who's » please?
2nd Caller : This is Mr. Thomson.

Receptionist: Thank you. I'll see if she  available now.

DATE




ullToxt Provided

TASK #8

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

ACTIVITY SHEET #4 J.R.ESL

COMMUNICATIVE TASK: Polite greeting, offer assistance, report or

request information

DIRECTIONS: Fill in the spaces provided with the appropriate
words or phrases.

Receptionist: Good morning . Thank you for calling allied Chemicals.

1st Caller : David Harrison, please.

Receptionist: Could I ask who's calling , please>

1st caller : Yes, this Henry Jacobs.
(telephone rings for second call)

Receptionist: Mr. Jacobs, could YOU please hold for a moment ? (Answers a second call)

Receptionist: Good morning . Thank you for €alling allied Chemicals. Could
you hold on a moment, please? (Switches back to first call)

Receptionist: Mr. Jacobs, thank you for holding. 1I'll see if Mr, Harrison is_
available.

1st Caller : Thanks.
(Receptionist informs Mr. Harrison of telephone call)

Receptionist: Mr. Harrison, Mr., Jacobs is on the line for you.

Mc. Harrison: Thank you.
(Receptionist answers second caller)

Receptionist: Sorry to keep you waiting . May I help you?

2nd Caller : Mrs. Stanford, please.

Receptionist: May I ask who's. _calling , please?

2rd Caller : This is Mr. Thomso:..

Receptionist:

Thank you. I'll see if she is available now.

ERIC.




HACER INC./HISP"NIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #5 J.R.ESL,

COMMUNICATIVE TASK: Offer assistance, .xeport.or request information or
DIRECTIONS: additional infoxrmation.

For each of the sentences/questions/phrases below, commmnicate the same idea nore
politely.

Exanple: Litton Industries.

Polite form: Thank you for calling Litton Industries, good moming.
May I help you?

. He's not here.

. She's late today. She's not here yet.

. He said not to bother him right now.

1
2
3. He's sick.
4
5

. She left early ‘cause it's Friday.

6. She's on the phone with samebody else.

7. What do you want?

8. What are you calling him/her for?

9. wWho is this?

10. She doesn't take calls after 3:00.

11. I can't find him and I don't know when he's coming back.

12. Wait a minute.

13. She's in the bathroom.

Use a friendly tone when rephrasing the above sentences.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #5 J.R.ESL.

COMMUNICATIVE TASK: Offer assistance, report or request information or

DIRECTIONS: additional information.
For each of the sentences/questions/phrases below, commmnicate the same idea more
politely.

2xample: Litton Industries.
Polite form: Thank you for calling Litton Industries, good morming.
May I help you?

1. He's not here. Mr Smith stepped out of the office. My I take amessae ?

e s 5
She's late today. She's rot here yet. Ms Snith will be in this aftermoon. May I help you -

3. He's sick. Mr. Jxes is cut of the office today. Would you like to lesve a message ?
4. He said not to bother him right now. M- Fred is in ameeting. Can I have him call you back ?

5. She left early ‘'cause it's Friday. M Kitt left for the day. Moy I help you ?

6. She's on the phone with 1se. M6 Smtiag is on aother line. May I help you or would
S on ph 1th somebody else e

7. What do you want? Mgy Thelpyou ?

8. What arz you calling him/her for? My I ak what your call is in reference to ?

9. Who is this? May T ask wo is calling please ?
10. Sshe doesn't take calls after 3:00. ;zJSJ'_}gnmm_ubeinomfexane all aftemoon. May I help

11. I can't find him and I don't know when he's coming back. Mc Signnd is rot at his desk
at the moent. Can you please hold ?

12- mita“u..nute- ml]dmmmmtam?
13. She's in the bathroam. Ms Joes is rot at her desk at the moment. Can she yetum your call ?

Use a friendly tone when rephrasing the above sentences.

ERIC 26




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK #8
ACT1. "TY SHEET #6 J.R.ESL

COMMUNICATIVE TASK: Polite greetings, offer assistance, report or request
- - information or additional information.

DIRECTIONS: ,

You are responsible for all incoming calls and messages.

Write a polite sentence/series of sentences to commmnicate by phone to a caller

in the following situations. What you say may include questions.

1. Sameone tells vou he/she is expecting a very jimportant call, but he/she must
leave the office for about a half hour. The call comes and you say:

2. Someone calls to say he/she will arrive at the office late because he/she has
to wait for the babysitter, but is expecting a few important calls before
he/she arrives.
As each call comes, you say: g

3. Sameone leaves the office early on a Friday afterroon, but g..s a call after
he/she leaves.
You answer the call by saying:

4. Someone tells you he/she will only accept calls concerning a certain matter,
and no others for the rest of the afternoon.

a) You answer a call and find out that it is about that matter.

b) You answer a call and find out that it is not about that matter.

5. Someone is in the office but doesn't want to be bothered with calls for another
hour and a half.
You answer calls for hinyher by saying:

6. Somecne left the office/his/her desk without saying where he/she was going,
what time/when he/she would be bac. You answer a call for him/her. You say:

7. Sameone gives you instructions to screen all he/her calls. You do it by saying:

8. Someone leaves his/her desk to go to the ladies'/mens' room and will be right
back. He/she gets a call in the meantime. You answer it and say:

9. While someone is on the phone, he/she receives a call. You say to the caller:

N 27




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #6 J.R.ESL

COMMUNICATIVE TASK: Polite greetings, offer assistance, report or request
information or additional information.

DIRECTIONS: , ,
You are responsible for all incaming calls and messages.

Write a polite sentence/series of sentences to commnicate by phone to a caller
in the following situations., What you say may include questions.

1. Someone tells you he/she is expecting a very important call, but he/she must
leave the office for about a half hour. The call comes and you say:

(0 artermom VI DTN DG 110 STED QA 4l (2 (L 1 LAl RO e 1D 1K 3 TSP

2. Sameone calls to say he/she will arrive at the office late because he/she has

to wait for the babysitter, but is expecting a few inportant calls before

he/she arrives.

As each call comes, you say: g |
i Rodr i Fotly, May I take a messaoe ? . ‘

3. Someone leaves the office early on a Friday afternoon, but gets a call after
he/she leaves.
You answer “he call by saying:
@d aftermomn, Ms Merit left for the day, May I take a messag ?

4. Ssomeone tells you he/she will only accept calls concerning a certain matter,
and no others for the rest of the afternoon.
Just a morent Mr Brown, Iet me see if T can get her for you.
a) You answer a cal! and find out that it is about that matter.

Just a mavent Ms Brown, Iet e see if T can get her for you.
b) You answer a call and find out that it is not about that matter. g

Im sorry, Ms Snith isn't available. Ferhaps I canbe of help ? &

5. Someone is in the office but doesn't want to be bothered with calls for another
hour and a half.
You answer calls for him/her by saying:

Mr Podriguez will retin. in 2 hours. May I be of help ?

6. Son'eone left the office/his/her desk without saying where he/she was going,
vhat time/when he/she would be back. You answer a call for hinyher. You say:

ol M smtiap steped aut of the office. o T be of assistance ?

7. Someone gives you instructions to screen all he/her calls. You do it by saying:

My T ask wo is calling ?

8. Someone leaves his/her desk to go to the ladies'/mens' room and will be right
back. He/she gets a call in the meantime. You answer it and say:

M Goree is mot at her desk. Can I help you ?

9. While soreone is on the phone, he/she receives a call. You say to the cailer: 28§

Ms Sierxa is  arother line. Will you hold or may she call you back ?




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

ACTIVITY SHEET #1 VOCATIONAL

DIRECTIONS: Identify the
Telephone.

parts and features of the AT&T Merlin
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8
ACTIVITY SHEET #1 VOCATIONAL

DIRECTIONS: Identify the parts and features of the AT&T Merlin
Telephone.

)
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2)

4)

5,-;—,!

10)

5)

N

I.Automatic line selection 6. Red indicator light

2. Intercom 7. Green indicator light
3. Receiver 8. Intercom auto dial
4.volume control switch 9. Hold

5. Cord 10, Recall

NAME DATE
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 8

ACTIVITY SHEET #2 VOCATIONAL

DIRECTIONS: Insert the words from the list in the correci
spaces for the following sentences.

Indicator lights 6. Intercom
. Green light 7. Hold button
. Flashing light 8. Red light

Recall button 9. Automatic line selection
. Volume control switch 10. Receiver

. You can get a dial tone on the Merlin Telephone without pushing

a button this feature is called

—

. To converse with someone else in your office ,you would press
the button.

. The controls the loudness of the telephone's
ringer.
The tell the status of your telephone lines.

. A free line is indicated by

. A busy line is indicated by

A line "on Hold" is indicated by .

. You can make a call without hanging up by pressing the

button.

Yov speak into the

. You have two calls, you must answer them, you press the

to make one of the callers wait.

DATE
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK 8

ACTIVITY SHEET #2 VOCATIONAL

DIRECTIONS: 1Insert the words from the list in the correct
spaces for the following sentences.

Indicator lights 6. Incercom

Green light 7. Hold button

Flashing light 8. Red light

Recall button 9. Automatic line selection
. Volume control switch 10. Receiver

You can get a dial tone on the Merlin Telephone without pushing

a button this feature is called _Automatic line selectijon

To converse with someone else in your office ,you would press
the intexrcom button.

The __volume coptrol seitrth ¢ontrols the loudness of the telephone's
ringer. ,

The I1pndicater lights tell the status oI your telephone lines.

. A free line is indicated by Red 1ight

. A busy line is indicated by Green light

. A line "on Hold" is indicated by Flashing light

You can make a call without hanging up by pressing the Recall putton.
button.

You speak into the Receiver .

You have two calls, you must answer them, you press the

Hold button to' make one of the callers wait.




TASK #8

HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

OPERATION SHEET!: ANSWER SEVERAL INCOMING CALLS.

MATERTALS

a.
b.
c.

AT&T Merlin 820 Telephone system.
Pencil/pen.
Paper.

PROCEDURE

How to answer several incoming calls.

1.

10.
1l.
12.
13.

14.

15.

16.

17.

If there are 2 incoming calls, you will see two blinking
lights, answer the first on that started blinking by

pressing the button next to the light.

Give appropriate greeting (Good morning, Good afternoon).
Identify your organization.

Ask caller "Will you please hoid the line?".

Place calls on hold. (Press "Hold" button).

Answer second call (press button next to blinking light).

Give appropriate greeting (Good morning, Good afternoon).

Identify your corporation.

Ask caller "Will you please hold the line?".

Return to first caller (press button next to blinking light).

Thank caller for holding.

Ask caller "May I help you?".

Ascertain if you can handle the call yourself or if another

staff person can take the call. (If the call will take a

lengthy time, ask another staff person to handle the second

call).

If the call is for a particular person, ask the caller for
their name, and place the call on hold (say "please hold").

Notify the person the call is directed to by saying

"Ms. you have a call on 44 or 89. It s Mr.
Always give the last two digits of the line and the name
of the caller.

Return to second caller (press button next to blinking light).

(If another staff person hasn't handled it).

Thank caller for holding.
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TASK #8

OPERATION SHEET #2: ANSWER SEVERAL INCOMING CALLS

p. 2

18.
19.

20.

21.

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

Ask caller "May I help you?"

Ascertain if you can handle the call yourself or if another

staff person can take the call. (If the call will take a
lengthy time).

If the call is for a particular person, ask thz caller for
their name, place the call on hold. (Say "please hold").

Notify the person the call is directed to by saying
"Ms. you have a call on 44 or 89. It is Mr. "

Always give the last two digits of the line and the name
of the caller.




HACER INC/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS
PRACTICE

DIRECTIONS: You will be given the use of the teletrainer. The
facilitator will assume the role of the "Caller" and will make
three(3) telephone calls to you ("Person Called") which
involve situations similar to those which occur in a business
office. You must answer the telephone calls and either offer
assistance or transfer the c¢all if the call is for someone
else.

SITUATION # 1:

Caller: (Facilitator)

Your name is Cynthia Ayala. You are calling the Hispanic
Women's Center to obtain the address of the Center.

Person Called: (Participant)

The receptionist is out to lunch and has asked you to sit-in at
the telephone until he/she returns.

SITUATION # 2

Caller: (Facilitator)

Your name is Samuel Hernandez. You are trying to reach Ms Santa
Villafane at the Hispanic ¥Women's Center.

Person Called: (Participant)

You are Ms Villafane's secretary. Any calls to Ms Villafane
should be transferred to her. Ms Villafane prefers that you
announce the caller's name and extension when you transfer -the
transfer any calls to her.

SITUATION # 3

Caller: (Facilitator)

Your name is Marisol Cortez. You are a salesperson for
Commodore Computers. You are calling the Center to try and make
a sale.

Person Called: (Participant)

Your supervisor does not want to be disturbed by salespersons.
He/she has asked you to screen all calls.

35




HACER INC/KISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #8

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS
PRACTICE : FACILITAOR WORKSHEET

DIRECTIONS: Using the teletrainer, the facilitator and the
participants are to provide the dialogue for the three (3)
"situations" found below.

The facilitator will assume the role of the "Caller" and the
participant will assume the role of the "person Called",

The facilitator should be able to vary th% inforuation given to
the participants in each call in order to elicit various
responses, This ill avoid duplication in the performance of
the task.

Note: Make certain that the participant understands the role
he or she will play.

SITUATION # 1:
Caller: (Facilitator)

Your name is Cynthia Ayala. You are calling the Hispanic
Women's Center to obtain the address of the Center.

Person Called: (Participant)

The receptionist is out to lunch and has asked you to sit-in at
the telephone until he/she returns.

SITUATION # 2

Caller: (Facilitator)

Your name is Samuel Hernandez. You are trying to reach Ms Santa
Villafane at the Hispanic Women's Center,

Person Called: (Participant)

You are Ms Villafane's secretary, Any calls to Ms Villafane
should be transferred to her. Ms Villafane prefers that you
announce the caller's name and extension when you transfer the
transfer any calls to her.



HACER INC/ HISPANIC VWOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 8
JOB SHEET:FACILITATOR WORKSHEET
Page 2

SITUATION ¢ 3

Caller: (Facilitator)

Your name 4is liarisol <Cortez. You are a salesperson for
Commodore Computers. You are calling the Center to try and make
2 sale,

Person Called: (Participant)

Your supervisor does not want to be disturbed by salespersons,
He/she has asked you to screen all calls,
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HACER INC/HISPANIC WOMEN'S CEXTER
BILINGUAL VOCATIONAL TRAINING

TASK # 8

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS
EVALUATION

DIRECTIONS: The facilitator will take you to the
business office of Hacer Inc/ Hispanic Women's Center.
The staff will be introduced to you. 1In addition, you
will be given a list of the staff and their telephone
extension codes. The facilitator will sit you at the
receptionist's desk. You must answer four incoming calls
to the Center. Either offer assistance or transfer the
call to the appropriate staffperson.
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK 8

PERFORMANCE TEST

TASK: Answer several incoming telephone calls

Directions: Demonstrate mastery of answering several telephone

. calls on an AT&T Merlin System,

This test evaluates your ability to: Answer several t:elephorié°ca11s 1

‘The facilitator will sit you down with a multiline telephone.
You must answer four incom;pg calls and either offer assistanc#

Wi
/ No.| Your performance will be evaluated using the items below.
All must be "YES"
. Were the calls answered promptly?
X Were the proper greetings made?
s Were the calls answered courteously?
Was the tone of voice friendly and interested
4. throughout both calls?
Was the proger resgqnse made for the first call
3. (thank you for holding)?
Was the first call transferred immediately to
6. the appropriate person?
Was the proger resggnse made for the second call
7. (thank you for holding)?
S the second call transferred immediatel to
8. gﬁe appropr?age person% Y
9 Were the calls properly concluded?
0.
Truiice Date JArceng s [Hstructorts Signature l
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HACER INC/MISPANIC WOMEN'S CENTER
LILINCUAL VOCATIONAL PROJECT

TASK #8

PERFORMANCE TEST

TASK:  Answer - several iacoming telephone calls.

This checklist will be used by the JRE instructor to evaluate the
participant during the vocatiopal performance,

1. Used appropriate polite greetings?

2. Used appropriate polite requests in seeking
—Jinformation?

3. Verified information?

4. Accurately reported information?

Traince Late |Attenmpts | Instructor's Signature




TASK # 9
TAKE AND DESSIMINATE TELEPHONE MESSAGES

41




RELATED COMMUNICATIVE TASK:

VOCATIONAL TASK: #9

Utilize writing skills, reporct tactual 1nformation, seek clarifi:ation 'nd request iniormation.

Take and disseminate telephone messages

42
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Aruitoxt provided by Eic:

PERFORMANCE Given a telephone and three incoming calls In English, record message on a messade pad and disseminate

OBJECTIVE messages on message board with 100% accuracy.

STEPS AND TECHNICAL LANGUASE

KNOWLEDGE “L_. TECHNICAL TERMS FUNCTI?ONS STRUCTURES

Ancwer Screen

;- Area cod Put on hold COMMUNICATIVE SKILLS Spelling (individual letters)
: Collect call ; Passive: Listening comprehension

;4;. SEE ATTACHMENT v o2 g:ﬁ;nist Reading comprehension Modals (polite request)
: Cut off «Fi B Active : Speaking

2. bis {nate Ver:fication writing Wh-/ Y/N Questions

7: Extension FUNCTIONS Reported speech

8. Hang up Report factual information

9. Incoming calls Seek clarification

10. Information Request information

11. Intercom

12. Iong distance

13. Message

14. Message pad

15. Person-to-person

TOOLS AND MATERIALS
Telephone message board

LEARNIIG ACTIVITIES AND RESOURCES

T elephone message pad

Pepcil ‘pen

Tei%trginer
BACKGROUND KNOWLEDGE

Basic knowledge of telephone
communication.

SAFETY
Secure telephone cords and wires
to prevent tripping.

ATTITYDES
Recognize importance of verifying al{
information
Recognize importance of recording all
the details.

VOCATIONAL

1. LEARNING STRATEGIES
a. Lecture (small group):

materials.

2. EVALUATION
Performance Tests

3. RESOURCES

b. Facilitator

a. Information,Operation, Job and Activity Sheets 5

J.R.ESL

1. LEARNING STRATEGIES

Facilitator identifies equipment and

b. Facilitator demonstrates procedure for
taking and disseminating telephone messages.

¢. Practice actavities # land 2
d. Hands on practice-role playing

using Teletyarer,

Facilitator demonstrates how +o verify
names by using polite requests and
spelling individual letters, Activity
Sheets 311213,4 ard 5.

2. EVALUATION
Performance Test s

RESOURCES

. New York Telephone "Teletrainer"

Speak in a courteous manner

a. Facilitator
v. Activity Sheets
c. New York Tclephone “Teletrainer”
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK #9

INFORMATION SHEET
INTRODUCTION: TAKE AND DISSEMINATE "TELEPHONE MESSAGE S

A. TAKING TELEPHONE MESSAGES

Recept&onists handle quite a few telephone calls every day.
In addition to giving information to callers, they also have
to know how to record information.

Receptionists are a lot like newspaper reporters; they're
good listeners, they ask the right questions, and they get
all the important details.

. B. TIPS FOR GETTING DETAILS

l. Get th2 caller's name and the person he or she wishes to
speak to.

2. Get as many locational details as possible-the caller's
company name and/or address and phone number.

3. Ask the caller to spell all names. Don't take any spellings
for granted.

4. Repeat the information as the caller gives it to you. If

you don't understand the message, say so.

Try to get the essential details

5
6 Verify all information before yc¢ - nang up.

C. RECORDING THE DETAILS

Whom is the message for?

When did the person call?

Who called?

Where can caller be reached?

Don't forget to note the area code.

Messages are brief and include only the important details.
Sign or initial the message with your name.

SN S W N
o o o o

D. ALWAYS REMEMBEPR

l. Write down every message completely and put it in a con-
spicuous place as determined by office rules and regulations.

2. Check the accuracy of names and numbers received over the

telephone by repeating them very clearly .

Be brief, courteous, and businesslike.

When another is telephoning, stop typing if it seems to inter=-

fere with his hearing the message.

5. Keep an indexsof frequently called numbers beside the
telephone.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9 -
INFORMATION SHEET

E. CALLS FOR THE BOSS

1. When someone calls your boss, you should ask for his
name and company.

2. Then you should put him 92z hold while you tell your
boss who's calling.

3. If your boss is too busy to take the call, you should
take a message.

4. You should al. > take a message when your boss is in con-
ference. Use a message pad. Keep it next to the
telephone,




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

INFORMATION SHEET: TELETRAINER

INTRODUCTION:

Using the Teletrainer

1. Introducing the Teletrainer

.

The Teletrainer consists of two activated telephones and a loudspeaker-control
unit. It provides dial tone, ringing and busy signals. This “live” telephone equip-
ment is an aid in creating rcalistic classroom situations for practice in develop-

ing conversational skills,

Model of

Teletrainer

Students using the telephones should face AWAY FROM each other and the
class. so that they . . ..

® rely on voice-to-voice methods of conveying ideas and creating

impressions.
® are not distracted or influenced by exptessions of others.

Each telephone is especially equipped with a cord 25 feet in length so that the
instrumenis can be placed well apart in the classroom.

RESOURCE: Teletraining for Business Studies, AT&T, 1965.
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HACER INC./HISPANIC WOMEN'S CE!'TER
BILINGUAL VOCATIONAL TRAINING

TASK #9

FACILITATOR WORKSHEET: TELETRAINER/ROLE-PLAYING

el |

S AT
|

U

L i F

D1..CTEONS .

Use of the Teletrainer;  The calls are designed to be used with the Teletrainer.
It consists of two activated telephones attached to a
loudspeaker, allowing all members of the class to par-
ticipate by listening to the practice sessions. A real
istic situation is created by having students face away
from each other and the class.

Practice Calle ; ' These calls provide dialogue and relate to . office
) , situations. Each call is intended to accom-
plish specific techniques.
In order to provide practice in handling office tele
phone calls, a scene has been selected around which
a series of incoming ~  _ , calls have been
centered. The calls may be role-played in sequence or
developed independently of one another.

Practice Situations; Office . situations where students supply the
dialogue , provide additivnal
practice, to reinforce techniques covered in practice
calls, and to help meet the goal —to express oneself
adequately, coherently and effectively. These situa-
tions provide the information needed 70 @ 73¢ue —

a call in a realistic manner.

SESOURCE: Teletruining for Business Studies, AT&T, 1965.

ERIC - .47
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TASK #9

TECHNICAL TERMS

ANSWER:

AREA CODE:

COLLECT CALL:

CONVERSATION:

QUT OFF':
DISSEMINATE :

HANG UP:

INCOMING CALLS:

INFORMATION:

IONG DISTANCE:

MESSAGE:

MESSAGE PAD:

PERSON-TO-PERSON:

PUT ON HOLD:

RECEIVER:

RECEPTTIONIST:

VERIFICATION:

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

a spoken Or written reply to a question or request.

three digits preceding the telephone number pertaining
to state and region.

a call placed through an operator which is charged to
the person being called.

formal or informal interchange of thoughts by spoken
words.

to intercept; to interrupt; to bring to a sudden end.
to disperse throughout, to spread widely.

to break off telephonic commumnication.

telephone calls coming in; entering.

knowledge communicated or received concerning some fact
or circumstance.

an interoffice commmnication system.
U.S. telephone service between distant points.

a cormunication, as of information, advice, or direction
transmitted through a messenger or other agency.

a number of sheets of paper held together at the edge to
form a tablet and which are used for written commmication.

a call placed from one specific person to another through
a telephone operator.

to shelter or protect (screening calls and visitors).

one feature of telephone service which allows tenporary
interruption of spoken commmication.

a device or apparatus which receives electrical signals
or wave-, and makes them perceptible to the senses, as
the part of a telephone held to the ear.

a person enmgloyed to receive callers and with the knowledge
and ability to handle telephonic communication.

to prove tc be true; confirmation.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #1: J.R.ESL

COMMUNICATIVE TASK: Request Information
DIRECTIONS: Read the dialogue. Use the

list of substitutions for the

italicized words in the blank spaces provided for in the

revised dialogue.

Substitutions

Could/to
office
telephone

Yes, please.

wish/ring him for you.

Don't mention it.

DIALOGUE REVISED DIALOGUE

A:  May 1 speak with David Jones, please? A: I speak__ David Jones, please?
B: He works in another building. B: He works in another .
A: Would you give me his phone number, please? A: Would yougiveme his _ number,pleas
B:  If you like, 1 can connect you. B: If you + I can .
A: Fine. Thank you very much. A, . Thank you very much.
B: Not at all, sir. B:

NAME DATE

RESOURCE: Adapted from On Speaking Terms,
Collier MacMillan
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TASK #9

ACTIVITY SHEET #1: J.R.ESL

COMMUNICATIVE TASK: Request Information

DIRECTIONS: Read the dialoque.

revised dialogue.

DIALOGUE

He works in another building.

If you like, 1 can connect you.
Fine. Thank you very much.
Not at all, sir.

Prwrw>

Use the list of substitutions for the
italicized words in ‘he blank spaces provided for in the

Substitutions

Could/to
office
telephone

wish/ring him for you.

Yes, please.

Pon't mention it.

May 1 speak with David Jones, please? A:

B:

Would you give me his phone number, please? :

B:
A:
B:

RESOURCE: Adapted from On Speaking Terms,

Collier MacMillan

¢?
o

REVISED DIALOGUE

Could I speak tpDavid Jones, please?
He works in another office .

Would you give me histelephone number,please?
If you wish, I can ring him for yoy.

Yes ,please . Thank you very much.

Don’t mention it.

DATE




HACER INC./HISPANIC WOMEN'S CEMTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #2: J.R.ESL

COMMUNICATIVE TASK: Request information
Report information
Utilize writing skills
Seek clarification

DIRECTIONS: 1. l.aead.the dialogue. Use the list of substitutions for the
1ta:.l1cized words in the blank spaces provided for in the
revised dialogue.
2. Write the message for the original dialogquz on the message form below.

Substitutions
there
he stepped out/give him
Drug Camcany
aqain
telephone
DIALOGUE remainder REVISED DIALOGUE
E— Will he be
Would you like
g: Scllcl), is Mr. J:hnson in? . ) CO_;lldk - A: Hello, is Mr. Johnson ?
: o, I'ra sorry he’s not in right now. Can I take a message? g, Mo It s I
A: Yes, could you tell him Mr. Watson of Mason Drugs called? ! Y S — Canl
B:  Yes. Should I tell him that you'll call back, or do you want — — Tessages
him to call you? A: Yes, coulc you tell him Mr. Watson of
A: Let's see. I'm going to be out of the office for the rest of the the Mason called?
day. Is he free tomorrow morning? B: Yes. showld I tell him that '
B: Yes, he is. Do you want him to call you? call ? i you'll
A:  No, that's O.K. What if I call tomorrow around ten? A: Iet's oo 10 )
B:  Tomorrow at ten? That would be fine. ’ S see. I'm going to be out of the
Al Thank you, Good-bye. office for the of the day.
B: Good-bye. __ free moming?
10 i B: Yes, he is. him to
Widle ?“‘ Were Out g call you?
]
! A: No, that's o.k. I call tomorrow
E around ten?
|
or ' B: Tomorrow at ten? That would be fine.
i A+ Thank you; good-bye.
D TELEPHONED D WILL CALL AGAIN : 8: (md'bYE.
D RETURNEOD YOUR CALL D CAME TO SEE YOU :
[Jreease puone [ wants vo see vou '
T |
i
i
|
TaxEn oy oarg TiIME
NAME DATE
o PESOURTE: On Speaking Terms, Collier/MacMillen.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #2¢ J.R.ESL

COMMUNICATIVE TASK: Request information
Report information
Utilize writing skills
Seek clarification

DIRECTIONS: 1. Read the dialogue. Use the list of substitutions for the
italicized words in the blank spaces provided for in the

revised dialogue.

2. Write the message for the original dialogue on the message form below.

Substitutions
there

Dmg Cormpany
again
telephone
DIALOGUE remainder
—_ Will he be
Would you like
Hello, :s Mr. Johnson in? Oould

he stepped out/give him

REVISED DIALOGUE

No, I'm sorry he's not in right now. Can I 1ake a message?
Yes, could you tell him Mr. Watson of Mason Drugs called?
Yes. Should I tell h n that you'll call back, or do you want
him to call you?

Let’s see. I'm going to be out of the office for the rest of the
day. Is he free tomorrow morning?

Yes, he is. Do you want him to call you?

No, that’s O.K. What if 1 call tomorrow around ten?
Tomorrow at ten? That would be fine.

Thank you, Good-bye.

Good-bye.

= Witle Yo Were Ont

w»w>

>

wrErw

OF

PHONE NO EXT.
DYELEPNONED Dmu. CALL AGAIN
| ln:wnuco YOUR CALL Dcm: T0 SEE vOU
DPL:ASE PHONE D'ANYS YO SEE YOU

TAKEN BY oare TIME

NAME

o> w

: Hello, is Mr. Johnson there?
No, I'm sorry he stepped out.Can I
gi.ue_hm a message?

Yes, could you tell him Mr. Watson of
the Mason Prug Company called?

Yes. should I tell him that you'll
call again ?

Iet's see. I'm going to be out of the

office for the remainder of the day.
Will he _be free tomorrow morning?

: Yes, he is, Would you like him to

call you?

No, that's o.k. CouldI call tomorrow
around ten?

Tomorrow at ten? That would be fine.

Thank you; good-bye.
Good-bye.

DATE

FORM 31.30040

<.

— v 92

21
'l

El{llc RESOURCE: On Speaking Terms, Collier/MacMillan.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #3: J.R.ESL

COMMUNICATIVE TASK: Wh and Y/N questions
Modals for polite requests
Seek clarification

DIRECTIONS: For the nuwbered sections, 1-5, of the message form below, write
at least one question corresponding to the information which
would be reported at each line number. (Include modals where possible) .

Ex. Line 1l: Oould you please tell me who's calling?
or
May I have your name, please?

TO
UWikte Yo Were Out
1. 1., May I have your name, please?
. 14 20

3' PHONE NO. EXT, 3.
4, D TELEPHONED D WILL CALL AGAIN 4,

D RETURNED YOUR CALL D CAME TO SEE YOU ~

D PLEASE PHONE D WANTS TO SEE YOU
5. 5.

NAME DATE




- 7
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #3: J.R.ESL

COMMUNICATIVE TASK: Wh and ¥Y/N questions
Modals for polite requests
Seek clarification

DIRECTIONS: For the numbered sections, 1-5, of the message foxrm below, write
at least one question corresponding to the information which )
would be reported at each line number. (Include modals where possible).

Ex. Line 1l: C(ould you please tell me who's calling?
or
May I have your name, please?

T0

" Whdle Yo Wene Out

1. May I have your name, please? .
oF . 2. Will you please repeat your conpany name?
PHONE NO ext 3._Would you please give me your telephone mmber?

(O] revepwoneo ] wew cave acam 4. Will you be calling Mr.--—— later today? .
D RETURNED YOUR CALL D CAME TO SEE YOU
D PLEASE PHONE D WANTS TO SEE YOU

5. Could you tell me what this is in reference to?

TAKEN BY OCATE TIME

FORM 31-50340




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #4 J.R.ESL

FACILITATOR WORKSHEET

COMMUNICATIVE TASK: Utilize writing skills, listening skills and
spelling (individual letters)

DIRECTIONS: The facilitator will read, then spell out the following

list of names to the participants, who will write tliem
on the attached sheet.

1. George Jensen

2. Gerry Hinnman

i 3. Mario D'Aiuto
4. Karen Jackson

| 5. Carmen Figueroa
6. Eileen J. Ong

‘ 7. Charles Daskilakis
8. Walter E. Zerba

9. Ian J. Van Ek

10, Mary Brown




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #4 J.R.ESL

COMUNICATIVE TASK: Utilize writing skills, listening skills, and
spelling (individual letters)

DIRECTIONS: The facilitator will read, then spell out 10 names from

a list. You will write each name on the spaces provided
on this sheet.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEFT #5: J.R.ESL

COMMUNICATIVE TASK: Report factual information
Seek clarification
Utilize writing skills

DIRECTIONS: A. Consult the completed message form to help you fill in
the blanks in the attached dialogue.

B. Practice the completed dialogue with a partner using the
New York Telephone Company's "Teletrainer".

To Kathy Tannen

Date 1/25/87 Time 11:05_@

WHILE YOU WERE OUT

M. Charles Bailey

of Weiss Consulting

Area Code
& Exchange. (516) 242-4200
TELEPHONED X " PLEASE CALL X
CALLED YO SEE YOU “ WILL CALL AGAIN
WANTS TO SEE YOU “ URGENT
AETUANED YOUR CALL
Message Wants to postpone meeting

till week after next.

P. S.
Operator




HACER INC./HISPANIC WOMEN'S CENIER
BILINGUAL VOCATIONAL TRAINING

TASK #9
SIII'EVITY SHEET #5: J.R.ESL

COMMUNICATIVE TASK: Report factual information

Seek clarification
Utilize writing skills

DIRECTIONS: Fill in the blanks in the following conversation:

A:

Long Island Savings Bank. Kathy Tannen's office.
May  please speak to Ms. Tannen?

I'm sorry. She's not available right now. Can __ take a ?
I can have her you later,

Yes, I'll leave a message.
I ask who's calling, please?
This is Charles Bailey from Weiss Consulting.

you like to give me number?

It's area code 516/242-4200. And the message is for her to call me about
the meeting we have scheduled for next week. I'd like to postpone it until
the week after.

That's area code . You want her to about
the next week,

That's correct.
Thank you. I'll her you.,

Trinks. Good-bye.

DATE




HACER INC./HISPANIC WOMEN'S CENTER
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TASK #9

%C','IEVITY SHEET #5: J.R.ESL

COMMUNICATIVE TASK: Report factual information
Seek clarification
Utilize writing skills

DIRECTIONS: Fill in the blanks in the followiug conversation:

A: Iong Island Savings Bank. Kathy Tannen's office.
B: May I please speak to Ms. Tannen?

A: I'm sorry. She's not available right now. Can I take a message ?
I can: have her call you later.

B: Yes, I'll leave a message.
A: May I ask who's calling, please?
B: This is Charles Bailey from Weiss Consulting.

A: Would you like to give me your telephone number?

B: It's area code 516/242-4200. And the message is for her to call me about
th~ meeting we have scheduled for next week. I'd like to postpone it until
th. week after.

A: That's area code 516/ 242- 4200 . You want her to ga)1 you about
the meeting next week.

That's correct.

A: Thank you. I'll have her call you.

B: Thanks. Good-bye.

DATE




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9
ACTIVITY SHEET #1: VOCATIONAL
DIRECTIONS: Answer all of the following questions.

A. Put a check next to each task that a receptionist might do.

. operate a switchboard
show hospital patients to the appropriate waiting room
make appointments for some visitors
interview job applicants

—— tYP€ letters when not seeing visitors

decide which visitors tn admit to the office
ask office guests their names and addresses
supervise other employees
greet people in a professional manner

. burchase pencils from salesmen

B. Name 3 things you would ask the caller to repeat or spell out.

C. Name 4 important details you need 0 know in order to take a message?

DATE

6O




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

ACTIVITY SHEET #1: VOCATIONAL

DIRECTIONS: Answer all of the following questions.

A. Put a check next to each task that a receptionist mipght do.

Y _ operate a switchboard

show hospital patient: to the appropriate waiting roon
Y make appointments for some visitors

interview job applicants
; . type letters when not seeing visitors

decide which visitors to admit to the office

ask office guests their names and addresses

supervise other employees
v greet people in a professional manner

, burchase pencils from salesmen

B. Name 3 things you would ask the caller to repeat or spell out.

1. Name
2. Company name and address.

3. Telephone nurber

C. Name 4 important details you need to krnow in order to take a message?

1. Name of caller.

2, Telephone number of caller.

3. Name of person being called.

4. Time and date of telephone call.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

ACTIVITY SHEET #2: VOCATIONAL
DIRECTIONS: Answer the following in conplete senternces.

!

1. what does it mean to "verify all information" before hanging up?

2. When someone calls to speak to your boss and he/she is in conference,
what do you do?

3. What kind of information is essential when recording a telephone message?

4, Name three basic qualities of good commmnication that should be present
in taking telephone messages.

5. What should ycu do once you have answered a call and recorded the message?




HACER INC./HISPANIC WOMEN'S (ENTER
BILINGUAL VOCATIONAL TRAINING

m #9 \

ACTIVITY SHEET #2: VOCATIONAL

DIRECTIONS: Answer the following in complete sentences.

What does it mean to "verify all information" before hanging up?

To verify all information before hanging up means to make certain that
you have notated all details; correct name, telephone number, spelling,
and that the caller has confirmed them.

When someone calls to speak to your boss and he/she is in conferernce,
what do you do? You explain to the caller that your boss is in a meeting,

and that you would take a message and will see that he gets it.

vhat kind of inforrmation is essential when recording a telephone message?

and date of call; initial the message you have taken.

Name three basic qualities of good commmication that should be present
in taking telephone messages.

Courtesy, friendliness, businesslike.

What should you do once you have answered a call and recorded the message?

Distribute messages to appropriate persons.




HACER INC./HT5rANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

ATTACHMENT
STEPS AND TECHNICAL KNOWLEDGE

1. Have message pad, writing materials on desk next to phone.
2. Answer phone by the third ring.

3. 1Identify your organization.

4. Identify yourself.

5. Ask caller, "May I help you?"

6. If person being called is not in the office, offer to help
or take message.

7. Listen to caller carefully.

8. Verify all the important details such as, caller's name,
company, area code, phone number, extension (if any).

9. Write message in brief, clear, concise manner.

10. Attach the message to the message board under the name of
the person for whom the call was intended.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK #9 ’

OPERATION SHEET #1

OPERATION: TAKE AND DISSEMINATE TELEPHONE MESSAGE

I. MATERIALS

a. Teletrainer
b. Messave pad
C. Pencils and/or pens
d. Teletrainer

II. PROCEDURE
1. Have message pad, writing materials on desk next to phone.
2. Answer phone by the third ring.
3. 1Identifv your organization.
4. 1Identify yourself.
5. Ask caller, "May I help you?"

6. If person being called is not in the office, offer to help
or take messeage.

7. Listen to caller carefully.

8. Verify all the important details such as, caller's name,
company, area code, phone number, extension (if any).

9. Write message in brief, clear, concise manner.

10. Aattach the message to the message board under the name of
the person for whom the call was intended.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

OPERATION SHEET #2

OPERATION: OPERATING THE TELETRAINER

PREPARATION

o Place control unit on table, with speaker (side opposite controls)

facing the class.

e Attach telephones to control unit. (Plugs fit only one way.)

o Plug power cord into AC outlet only.

o Turn switch to ON.

o Adjust VOLUME control se that all in the room can hear.

o Move telephones farther from unit if a feedbach “how!™ develops.
PROCEDURES FOR TELETRAINER OPERATOR

e Depress DIAL TONE control when caller lifts telephone receiver.

e Release this control when caller begins to dial.

o Depress RING LEFT or RING RIGHT control. as appropriate, when

dialing has been completed.
o Release this control when telephone is answered.
For variation. the Teletrainer operator may . . ..
o depress BLSY SIGNAL control after disling has been completed.
¢'The alert caller will recogmze the signal and act accordingly—hany

up the receiver, wait a short while, and re.dial the nu aber.)

e delay providing dial tone. (The caller should bc aware that he must
wait for dial tone before dialing.)

Note: To gain freedom for observation and supervision, teachers usually select
a student to operate the Teletrainer. The operation is as simple as tuning

in a TV channel and requires little instruction,

RESOURCE: Teletraining for Business Studies, AT&T, 1965.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

JOB SHEET
EVALUATION

DIRECTIONS: You will be given a telephone message pad and the use

of the Teletrainer. The facilitator will assume the
role of the "Caller" and will make three (3) telephone
calls to you ("Person Called")which involve situations
similar to those which occur in a business office.

You must answer the telephone calles, write down the
messages on the message pad and attach each message

on the message board under the name of the person

for whom the message was intended.

SITUMTION #1:

Caller: (Facilitator)

Your name is Norma Treadon. Call the Standard Insurance Company
to find out from your agent, Mr. Jones, if your application for
an automobile insurance policy has been approved. If Mr. Jones
is not available, leave your name and number so that he can
return the call.

Person Called: (Participant)

You work for the Standard Insurance Company. During the lunch
hour you have been asked to answer the telephone for Mr. Jones,
one of the insurance .gents. A call comes in on his line.
Since you are not able to help the caller, offer to take a
message.

SITUATION #2:

Caller: (Facilitator)

Your name is Lillian Lopez. Call Arlene Rodriguez at the
sche

: 4 - e e - S} Y~ I s L P
Hispanic Women-'z Center to reschedulc a meeting with her.

i

Person Called: (Participant)

You are Carmen Garcia, Ms. Rodriguez's secretary. You advise
tne caller that Ms. Rodriguez is in conference and cannot be
disturbed, but that you will take a message and have Ms.
Rodriguez return the call.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

JOB SHEET
EVALUATION

p. 2
SITUATION #3:
Caller: (Facilitator)
You are Geraldine Marrero, order clerk, at Ace Office Supplies.

You are calling Excellent Sales Company to advise them of the
delivery date of their order for office supplies.

Person Called: (Participant)

Your name is Mary Josephs. You are the receptionist at the
Zxcellent Sales Company. There is no one in the purchasing
department to speak to Ms. Marrero. Since you cannot help
the caller offer to take a message.
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TASK #9

~OB SEEET

FACILITATOR WORKSHEET: TELETRAINER/ROLE-PLAY

EVALUATION

DIRECTIONS: Using the Teletrainer, the facilitator and the
Participants are to provide the dialogue for
the three (3) "situations" found below.
The facilitator will assume the role of "Calle."
and the participant will assume the role of "P<r-=on
Called".
The facilitator should be able to vary the information
given to the participant in each call in order to
eli 't various responses and messages. This will
avoid duplication in the performance of the task.

NOTE: Make certain that the participant understands che role
which role he or she will play.
Test small groups at a given time.

SITUATION #1:

Caller: (Facilitator)

Your name is Norma Treadon. Call the Standard Insurance Company
to find out from your agent, Mr. Jones, if your application for
an automobile insurance policy has been approved. If Mr. Jones

is not available, leave your name and number so that he can
return the call.

Person Called: (Participant)

You wecrk for the Standard Insurance Company. During the lunch
hour you have been asked to answer the telephone for Mr. Jones,
one of the insurance agents. A ca comes in on his line.

Since you are not able to help the caller, offer to take a
mecsage.

SITUATION #2:

Caller: (Facilitator)

Your name is Lillian Lopes. Call Arlene Rodrig:-z at the
Hispani’~ Women's Center to reschedule a meeting with her.

Person Called: (Participant)

You are Carmen Garcia, Ms. Rodriquez's secretary. You advise
the caller that Ms. Rodriguez is in conference and cannot be
disturbed, but that you will take a message and have Ms.
Rodr. 1ez return the call.

63




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #9

JOB SHEET

FACILITATOR WORKSHEET: TELETRAINER/ROLE-PLAY
EVALUATION

p. 2

SITUATION #3:
Caller: (Facilitator)
You are Geraldine Marrero, order clerk, at Ace Office Supplies.

You are calling Excellent Salcs Cumpany to advise them of the
delivery date of their order for office supplies.

Person Called: (Participant)

Your name is Mary Josephs. You are tae receptionist at the
Excellent Sales Company. There is no one in the purchasing
department to speak to Ms. Marrero. Since you cannot help
the caller offer tc ts“= a message.




HACER INC/ HISPANIC WOMEN'S CENTER
BILINCUAL VOCATIONAL TRAINING

TASK #9

.: : > TEST test eet for
PERFORMANCE TEST (oggch calf? £

TASK: Take and disseminate telephone mess>ges

Demonstrate mastery of taking a message on

Direccion's: S
a telephone.

This test evaluates your ability to: answer 3 telephone ca%ls, take and
disseminate the messages. You will be using a Teletrainer. 'You
rmust answer 3separate calls, take and aisseminate the messages with 100%

aouteay

aumatubts s,xoyonasuy | saduoyay| sang

. ace\rraq#.
e No.l Your performunce will be evaluated using the items below.
All must be MYES"
T - YES NO
Beginning of the Call
1. Auswered prowptly and plossantly. (Good morning...)
. 2. Cuve proper identification,
Developrient of the Calt
L. Wus attentive; displayed persondd interet, ;
2. Used good judgment in deciding how to handle the sitution. ,
3. Waa alert to oppurtusitics 1o be of asistance (trunsfer, callbuck, !
esuge). - '
4. Volunteered helpfu! information.
5. Cave explunutions cllceuvely. l
6. Made inquinice tactlully. (May I...? Would you like?) :
7. Waa prepured 1o tuke & inessage. :
8. Recordud necessary information carefully, .
9. Verified infonination (spelling, Ggures, etc.). g
10. Used propes techniques when necessary 10 leave the line, :
Clusiug of the Cull
1. Left & pleaning impression at the close of the call, ,
2. Was certuin that the conversation had been completed befure re- ,
. placing the recever. :
Voice Personulity '
L. Spuke distinctly, directly into the mouthpicce. ‘
2. Used currect gramnar; svoided wing slang.
3. Injected polite expressions (plesse, theuk you). ‘
- 4. Retlocted & friendly, suncere manner.
5. Acted with poue and cunfidence.
. 6. Cuve the caller & freling of assuranca.
7. Hepresented the busi ly and efficiently. —
'Message disseminated (attached to message board) .
L ) *The facilitatorwill verify that the messages have been properly
disseminatea (atttached to the message board under the na.-2 of
Q the person for whom the call wag intcnded.
EMC RESOURCE: Adapted from Teletraining for Busines~s Studies, ATeT, 1965.
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TASK # 10
OBTAIN ZIP CODES BY TELEPHONE FROM THE POST OFFICE




Q

ERIC

RELATED COMMUNICATIVE TASK:

Understand d:rections, request information and report information.

VOCATIONAL TASK: #10 Obtain zip codes by te ephone from the Post Ot fice.
PERFORMANCE Given the name aid partial addresses of five persons i1n NYC and a telephone, obtain the zip codes of five pxsons
OBJECTIVE from th2 post office with 1007 accuracy in 5 minutes.
|
TECHNICAL TERMS FUNCTIONS STRUCTURES
,15_° COMMUNICATIVF SKILLS Interrogatives
3. SEE ATTACHMENT Zip Code + 4 fRetiver  sprat ok Numbers
4. Zip Code writing
2' f;?OS:giigarectory Passive: 1listening
7. Directions reading
8. ;:lﬁzzzne Directory FUNCT1ONS
9. Reqort Request information.
i?. P Understand numbers.
12.
13.
14.
15.
Tﬁggihgio MATERIALS LEARNING ACTIVITIES AND RESOURCES
Paper VOCATIONAL J.R.ESL

73

List of names and partial addresses
Pencils

1. LEARNING STRATEGIES

BACKGROUND KNOWLEDGE

Definition and purpose of Zip Codes
How to seek and report information
receivei over the phone.

SAFETY
Secure telephone wires to prevent
tripping.

ATTITUDES
Remember that mail is delivered
faster when Zip Code is included
in address; do not post mail without
a Zip Code.

a. Facilitator identifies tools and materials.

b. Facilitator denonstrates procedures for
obtaining ZIP codus Ly telephone.

c. Prxtioe activataes § 1, 2

d. Hadson practice usiig HACFR INC husiress phave.

?. EVALUATION

Peiformance Test

o

. RESOURCES
a. Facilitator,
b. Information,Operation,Activity and Job Sheets
c. United States Postal Service

d. WGR INC. business off ice
e. NYNEX Informaticn Resources Company

1.

LEARNING STRATEGIES

Facilitator lectures (small group) on

a.
Technical terms using Information Sheets.
b. Practice language functions ani
structures, Activity Sheets #1,2.
EVALUATION
Written Test
RESOURCES
a. Facilitator
b. Actavity Sheets
c. United States Postal Service

74

Aruitoxt provided by Eic:




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL ‘TRAINING

TASK #10
INFORMATION SHEET:#1 Obtain ZIP CODES by telephone.

INTRODUCTION

ZIP codes are used to help get letters to people faster. ZIP
codes are important because they show the number of the post
office that delivers your mail.” It's easier and quicker to sort
the mail by numbers than by addresses.

It's always a good idea to use the ZIP code in ar address. Your
ZIP code should be included in your return address.

You may fina ZIP codes when you need them by purchasing a ZIP code
directory from any post office, phoning your local post office for
ZIP code information, or by Tooking in the yellow pages of the
telephone directory which have the loca] 7IP codes listed.

Remember that mail should be specifically addressed to the place
where the post office is to deliver it. Mail bearing both a

street address and post office box number will be distributed for
delivery in accordance with the address shown on the line immediately
preceding the city and state of destination. The ZIP code must
correspond with the unit (box location or street address) through
which delivery is to be effected. The requirements of this paragraph
are also applicable to return addresses on mail matter.

Example:

Wonsy Mown
et ) des 30
BUSINESS OR | St 80 2oris
RESIDENCE
LOCAT
l m - doha lpaey
0L M e Swpel
f 20 804130 e |
MAILING Toiese On 4004
ADDRESS
21P CODE
CORRESPONDS
YO THIS ADDHESS




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL .VOCATIONAL TRAINING
TASK #19
{)NF?PRMATION SHEET #1
The ZIP Code is very important in the processing and delivery of your mail,

and you should always include it on your mail-both in your return address
and in the mailing address. If you need ZIP Code information, call your

post office.
-

- Postal Information No. 967-8585
Delivery Information Delivery Information
STATION 2IPCODE  TELEPHONE NO. STATION 2IP CODE TELEPHONE NO.
J.A.F. Building 10001-9998 330-2908 Lenox Hull ' 10021-9998 879-4401

* Ansonia 10023-9998 3627486 Lincolnion 10037-9935 261-9781
Audubon 10032-9998 568-3311 Madison Square- 10010-9998 67337
Bowling Green/Trinity  10004-9998 \ 264-8778 Manhattanville 10027-9998 662-1902
Canal StreevPrince 10013-9998 925-3378 Morningside . 10027-9998 662-1901
Cathedral 10025-9998 662-9191 Midiown 10018-9998 944-6598
Chwurch Street 10007-9998 330-5247 Murray Hill 10016-9998 689-1124
Coliege 10030-9998 283-2235 Old Chelsea 10011-9998 675-2415
Colonial Park 10039-9998 368-4211 Peck Slip 10038-9998 964-1055
Cooper 10003-9998 254-1389 . ter Stuyvesant 10009-99998 , 6772112
Fort George 10040-9998 942-0052 Planetarium 10024-9998 873:3701
Franklin D. Roosevelt  10022-9998 330-5549 Ragio City 10019-9998 265-6673
Gracie 10028-9998 988-6681 Times Square 10036-9998 244-0111
Grand Central 10017-9998 826-4677 Trborough 10035-9998 $34-0865
Hamillon Grange 10031-9998 281-8401 Village 10014-9998 989-9741

" Hell Gate 10029-9998 534-2211 Wall Sireet 10005-9998 269-2161
Inwood 10034-9998 567-3032 Washington Bridge 10033-999¢ $68-7601
Knickerbocker 10002-9998 227-0089

ZIP + 4 Code In 1983, the Postal Service implemented a vol-
untary expanded ZIP Code called ZIP + 4. Itis
composed of the original 5-digit code plus a
4-digit add-on.
Use of the 4-digit add-on number is voluntary.
However, it helps the Postal Service direct mail
efficiently and accurately. Even if you prefer not
to use your 4-digit add-on number, use of the
regular 5-digit ZIP Code helps prevent delays.
The 4-digit add-on number identifies a geo-
graphic segment wi'* ‘n the five-digit delivery
area, such as: a city .ock; an office building; an
individual high-volume mailer; or any other sep-
arate designation that may be appropriate to
efficient mail! sortation and delivery. This
reduces the number of handlings, thus signifi-
cantly decreasing the margin for human error
and the possibility of misdeliveries. It also will
lead to better control over postal costs and, in
turn, postage rate stability.
ZIP + 4 is intended for use primarily by busi-
ness mailers who prepare their mail with type-
written, machine-printed or computerized
addressing formats which can be readd by the
Postal Service’s automated scanners during pro- .
cessing. Mailers who qualify receive a rate dis- RESOURCE: A Consumer's Directory of
count on rionpresorted ZIP + 4 mailings of at Postal Services and Products, ]
least 250 pieces and on presorted ZIP + 4 mail- U.S. Postal Service
ings of ar least 500 pieces. )




HACER INC/ HISPANIC WOMEN'S CENTER
‘ BILINGUAL VOCATIONAL TRAINING
TASK #10
INFORMATION SHEET: #f 2 THE POST OFFICE

* INSIDE THE POST OFFICE

* Personnel

The employees which work at a counter or a window in the

post office are called postal clerks. These are the people
+ho wait on you, sell you stamps, give you information, weigh
your packages, and so on. The person in charge of the

post office is called the postmaster or postmistress.

* Each postal clerk ustally has a scales -- to weigh letters and
packages, forms for all the different services, and a set
of stamps -- to mark letters and packages with special
information. The ink for these stamps comes from stamp pads.

* STAMP MACHINES

* You can buy stamps at the counter in the post office from

one of thaz postal clerks, or from a vending machine. Mosi
larger post offices have several vending machines, where you
can buy stamps, stamped envelopes, and stawped postcards at
cost. Private stores or public places sometimes have stamp
machines which charge more than the actual price of the stamps,
but this is not the case with the machines at the post office.
These machines only charge what the stamps themselves cost.

(vrvir: ]
/0056 only

[ o7 ]
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10

INFORMATION SHEET #2 THE POST OFFICE
Page 2

POST OFFICE BOXES

Many businesses and private individuals rent post office
boxes at their branch post office instead of having their
mail delivered. These open with a key or with a combination
dial. : -

S

* MAIL DELIVERY

* Mail is cdelivered by postal employees called mail carriers

who carry their packages and letters in a mail bag or mail
pouch. They also pick up mail along their route and carry
it back to the post office or to storage boxes along the
route where it can be picked up by mail trucks.

POSTING MAIL

You post ma@l by dropping it off at the post office in
the appropriate slot, or you can drop it in a mail box
in the street.

Posr Box
(Ekg§o ’gé OR
MAIE 11 |1 maL Box
OR
Devzloped by HACER INC. 1979 DRoP BoX

A
8{ |
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TASK

#10

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

INFORMATION SHEET: MANHATTAN ZIP CODE MAP

#3
Station

Tel., 2IP

Station wTe]. 2IP

*JAP, BULDING
4210 A

KNICKERBOCKER
124 & Mrosdway
COOPER

HELLOATE  °
RT3 Y

FAANKLIN D. ROOSEVELY 10032
mmmm L)
10033

1“0 Im.My >4
ETARIM ' 10034
127 W Snd 6t -

L)
CATHEDRAL 10028
AGWIAAGE g |
MOANINGUIDE 1
2IW RS . 0
MANHATTANVILE * 0037
WMWK  e-un
GRACE :
LBEWANR  wean
Sea
W 2

ON GRANGE 1
mwmu m‘um

DAIVE OYCKMW
s

|

W18

wie

Wi
w12
\3'
Q\

4
2
I3
<

W 154

# 153 FOGEEOWEE | Y 1

W 137 ST NICHOLAS Wil

H
&
H
&

O

5

3o

10020

1001
LEE)

CENTRAL\rAHK|
SO

\
ROCSEVELT

w48 10036

AV OF
W 41 AMER

ISLAND

EE0
E99 C15017)

wa2

nas CI00TE)

[ X1}
E40

was GEN POST OFF

AV OF AMER

e /%

T
3

Qwie) ..,

£
*
10009

&

[3 5>

S AY £

)

£ HOUSION

WASH SO

" BROOME

CHUACH

Y
oF
g
Wy Y

100470
1B Cenea" (100
BATTERY PARK CIT

10006

RESOURCE: ' NYNEX lntormation Resources Company 1915
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HACER INC./HISPANIC WOMEM'S CENTER
BILINGUAL VOCATIONAI, TRAINING

TASK #10

INFORMATION SHEET: QUEENS ZIP CODE MAP
#4

QUEENS -

RESOURCE:  NYNEX Information Rosources Company 1980




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10
IN?)MTION SHEET: BRONX AND STATEN ISIAND 2ZIP CODE MADPS

ZIP

148 8t & Grand

Concourse . 10451
1318 Inwood Av 10452
2024 Jerome AV 10453
517 £..139 8¢ 10454
833 5t. Ann's Av 104565
442 €, 167 8t ., 10456
575 € Tremont Av 10457
420 E 180 St 10458
1132 Southern Bivd. 10459
362 Devoe Av 10460
2619 Ponton Ay 10461
1440 West Av 10462
5317 Broadwsy 10483

197 Clty fsland Av 10464
J630 E. Tremont Ay 10483
4188 White Plains Rd 10468
711 E. Gunhill Rd 10467
2543 Jerome Ay - 10468
1625 Gunhilt Rd - = 10489
4364 Katonsh Av * 10470
5951 Riverdale Av 10471
1687 Gleason Ay ' 10472
1850 Lalayette Av 10473
1132 Southern Bivd 10474
Co-Op Clty 2375 Givan Av. 10475

Station ZIp
Gen'i P.O, 850 Manor Ry
St George 5Byt - brei

Part Richmond 364 Richmong A
Muiners Harbor 2980 Richmond ‘ger :333?

Slapleton 514 Bu

y 8t . 10304
NWWDOID 667 Yompking Av 10305
o D 331 New Dorp Lo~ 10300
b, tonville 228 Maln 8¢, 10307
wat Klls 16 Nelson Av 10308
WMM Bay 8372 Amboy Rd. 10309
Brightor 1015 Castivlon Av. 10310
Nﬂ'llwngsv:v 4455 Amboy'Rd. 10312

ngvile 2548 Richmond Av. 1031
Tormb Forry Turmine 1030:

ERIC RESOURCE:" NYNEX Information Resources Co
] 8 i Y986

—




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TLSK #10

INFORMATION SHEET: BROOKLYN ZIP CODE MAP

#6

Station yANY
Gen. Post 271 Cadman
Office Plaza East 11204 .
Rugby 728 Ullca Av 11203
Parkvitle 6818 20 Av 11204
Pratt 524 Myrtle Av 11205
Metropolkitan 47 Debevolso 8t 11206
Eest New York 2645 Atlantic Av 11207
Now Lots 1223 Sulter Av 11208
Et. Hamilton 88018 Av 11209
Vanderveer 2318 Nostrand Av 11210
Wiliamsburg 263 8.4 8t. 11211
Browneville 187 Briotol 8L 11242
8¢, Johns 1234 8L, Johns Pl 11213
Bath Beach 1080 Bath Av 11214
Van Brunt 2758 8t 11215
Brevoort 1205 Attantio Av 11216
Times Plazs 642 Allantio Av 11217
Kensington 421 Mo Donald Av 11218
Biythbourne 1200 - 61 6t 11219
Bay Nidge 2028 E 18 11235
Bushwick 1075 Latayetls Ay 11224
Greanpoint 66 Meserole Av 11222
Grevesend 344 AvY 11273
Coney lsland 2727 Mormsld Av 112¢4
Latlerte 315 Empice Bivd, 11225
Flatbush 2273 Church Av 11226
Dyker Helghls 8320 13 Av 11228
Homecrest 2002 AvU 11220
Midwood 1288 Coney isiand Av 11230
Red Hook 615 Clinton St 11234
Bush Term 3Av8 208t . 11232
Stuyvess- 1018 Fuiton SI, 11233
Rydor 1739 E, 45 St. 11234
Bay Station 1723 Jeromae Av 11235
Canansle 1450 Rockawsy Pkwy 11236
Wyckoff His 86 Wyckoff Av 11237
Adeiphl 930 Fulton 8t 11238
Q REsogz%E; NYNEX Information Resources Company 1986

ERIC <

Aruitoxt provided by Eic:




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10
ACTIVITY SHEET # 1: J.R.ESL

COMMUNICATIVE TASK: Comprehension of numbers (aural)

DIRECTIONS: Listen as the facilicator reads these ZIP Code numbers
aloud. Write then in the spaces provided..

DATE




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10
ACTIVITY SHEET # 1: J.R.ESL

COMMUNICATIVE TASK: Comprehension of numbers (aural)

DIRECTIONS: Listen as the facilitator reads these 2ZIP Code numbers
aloud. Write them in the spaces provided .

ZIP CODES
1. 07513
2. 44113
3. 02100
4. 92262
5. 33139
6. 48128
7. 78516
8. 53073
NAME DATE

84




HACER, INC/HISPANIC WO..EN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK 410

ACTIVITY SHEET #2 J.R.ESL

COMMUNICATIVE TASK: Requesting information.

DIRECTIONS: Assume you are calling the post office for
ZIP code information. The following is a
conversation between you and a post office clerk.
Fill in your part of the dialogue and practice
the conversation with a partner.

Post Office Clerk: Radio City Station. May I help you?

You ¢ Yes. I'd like

Post Office Clerk: What city do yeu want the ZIP code for?

You :

Post Office Clerk: What part of New York?

You :

Post Office Clerk: OK. Can you give me the streets and exact
addresses, please?

You :

Post Office Clerk: The ZiP code is 10022. And the next one?

You :

Post Office Clerk: The ZIP code is 10036. Any others?

You :

Pcst Office Clerk: You're welcome.

Name: Date:




HACER, INC/HISFANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10

ACTIVITY SHEET # 2: J.R.ESL

COMMUNICATIVE TASK: Requesting information.

NOTE: The following is a conversation similar to the one
the student will finish writing.

Post Office Clerk: Radio City Station. May I help you?

You Yes. I'd like ZIP crde information, please.

ost Office Clerk: What city do you want the ZIP code for?

Y.u I'd like a couple of New York City ZIF codes.

Post Office Clerk: What parte- of New York?

You

Just Manhattan.

Post Office Clerk: OK. Can you give me the streets and exact

addresses, please?

You

Four ninety-~five Park Avenue South.

Post Office Clerk: The ZIP code is 10022. And the next one?

You Six fifteen Seveunth Avenue.

Fost Oftice Clerk: The ZIP code is 10036. Any others?
You : No; thank you very much.

Post Office Clerk: You're welcome.

86




HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

~TASK # 10
ACTIVITY SHEET # 2 J.R.ESL
i SCORING SHEET AND FLUKNCY LEVELS

Trainee's Name

Performance Objective'

Date of Test

Criteria 514,321
Rhetoric X6=____
Register/Style X3=___
Syntax X4=___
Vocabulary X6 =___
Pronunciation X1=

Weighted Score

Errors Noted:

Reccmmendation for additional work:

Evaluated by;

Resource: liranda Associates




HACER INC/HIPANIC WOMEN'S CENTER
oILINGUAL VOCATIONAL TRAINING

TASK #10

TECHNICAL TERMS

DIRECTIONS:
INFORMATION:
REPORT:
REQUEST:

ZIP CODE:

ZIP CODE DIRECTORY:

ZIP CORE + 4:

TELEPHONE DIRECTORY:

instructions, management, guidance,

knowledge, intelligence.

to relate, take down in writing.

to ask for, to petition.

5 digits added after the state abbreviation
which are important in tbe processing and
delivery of mail.

published by the postal .service containing the
ZIP codes of all states, cities, and lccal areas,
arranged in alphabetical order by state.

ar expanded ZIP code intended for use primarily
by business mailers.

a book containing the alphabetically arranged

names and address and telephone numbers of the
residents of a town oF district.

&8




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10

ACTIVITY SHEET #1 VOCATIONAL

DIRECTIONS: Use information Sheet #2 to f£ind the telephone numbers
of the following post offices.

POST_OFFICES

1. Washington Bridge

2. Ansonia

3. Church Street

4. Wall Street

5. Madison Square

6. Planetarium

7. Midtown

8. Lenox Hill

9. Bowling Green/Tr.nity

10. Knickerbocker

NAME

TELEPHONE NUMBERS




HACER, INC./HISPANJC WUMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10

ACTIVITY SHEET =l

DIRECTIONS:

VOCATIORAL

Use information Sheet #2 to find the telephone numbers

of the following post offices.

POST OFFICES

1.

2.

Washington Bridge
Ansonia

Church Street

Wall Street

Madison Square
Planetarium

Midtown

Lenox Hill

Bowling Green/Trinity

Knickerbocker

NAME

TELEPHONE NUMBERS

__(568-7601)

(362-7486)

(330-5247)

(269-2161)

(673-3771)

(873-3701)

(944-6598)

(879-4401)

(264-8778)

(227-0089)

DATE




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VNCATIONAL TRAINING
TASK #10 |
ACTIVITY SHEET #2: VOCATIONAL

DIRECTIONS: Use the ZIP Code Maps to find the ZIP codes for the following
post office stations located within the 5 boroughs of New York City.

BOROUGH STATION ZIP CODE
1. Manhattan Times Square
2. Bronx High Bridge
3. Staten Island Port Richmond
4. Brooklyn St ywvesant
5. Queens Linden Hill —
6. Manhattan Hamilton Grange
7. Queens Rochdale Village -
8. Bronx Williamsbridge
9. BRBrooklyn Kensington
10. Staten Island St. George
NAME DATF,
31




5. Queens Linden Hill _11354
6. Manhattan Hamilton Grange 10031
7. Queens Rochdale village 11434
8. Bronx Williamsbridge 10467
9. Brooklyn Kensington 11218

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK #10
ACTIVITY SHEET #2: VOCATIONAL
]
DIRECTIONS: Use the ZIP Code Maps to find the ZIP codes for the following
post office stations located within the 5 boroughs of New York City.
BOROUGH STATION ZIP CODE
. .1, Manhattan Times Square 10036

2. Bronx High Bridge 10452

3. Staten Island Port Richmond 10302

4. Brooklyn Stuyvesant 11233

10. Staten Island St. George 10301




EACER INC./HISPANIC "X 'S CENTER
BILINGUAL VOCATIONAL TRATNING

TASK #10

WRITTEN TEST: J.R.ESL
EVALUATION

COMMUNICATIVE “ASK: Liste.n:i_ng to numbers
Understand numbers

DIRECTIONS: The facilitator will read ten (10) addresses and ZIP codes.
You will write the complete address and ZIP code on the

spaces provided below. Listen carefully, they will only
be read once.

ADDRESSES ZIP CODES
West 90th Street 1. 1004

LATE

33




HACER INC./HISPANIC WOMEN'S CENTE
BILINGUAL VOCATIONAL TRAINING

TASK #10

WRITTEN TEST: J.R.ESL
EVALUATION (Facilitator Worksheet)

COMMUNICATIVE TASK: Liste.ning 0 mmbers
Understand numbers

DIRECTIONS: Read the following addresses and ZIP codes to the participants.

They will write the addresses and the ZiP codes on their work-
sheets. Read each address and ZIP once.

1. The ZIP code for West 90th Street is 10024.
2. The ZIP code for East 49th Street is 10017.
3. 10001 is the 2IP code for all of West 25th Street.
4. 10028 is the ZIP code for East 80th Street.
5. The ZIP code for East 92nd Street is 10128.

6. 10033 is the ZIP code for all the streets between West 174th
Street and West 187th Street.

7. 10025 is the ZIP code for West 100th Street.
8. The ZIP code for West 43rd Street is 10036.
9. The ZIP code for East 38th Street is 10016.

10. The ZIP code for 14th Street East of 1st Avenue is 1.0009.




T

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRATNING

TASK #10 ;
ATTACHMENT
STEPS AND TECHNICAL KNOWLEDGE

I. Take list of names and partial addresses and be
prepéred to write down ZIP CODES.

2. From the telephone directory, obtain the number
of the closest post vffice. '

3. Place a call to the post office and ask for ZIP
CODE Infermation.

4. Read the addresses off the 1lis

t in a clear, concise
manner,

5. Write down ZIP CODES next to each address in a
legible manner

6. Verify each ZIP CODE by repeating it back to the
post vffice official.

7. Complete the list and return it

to the person who
requested the information,




HACER INC/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10

OPERATION SHEET

OPERATION: Obtain ZIP codes by telephone
I .MATERIALS

a. Telephone

b. Telephone directory of Post Offices(See info. sheet p-2)

c. List of 5 names and partial addresses

a@. Paper )

e. Pencils

IT. PROCEDURES

1. Take list of names and partial addresses and be prepared
to write down ZIP CODES.

2. From the telephone directory, obtain the number of the
closest post office.

3. Place a call to the post office and ask for ZIP CODE
information.

4. Read the audresses of the 1ist in a clear, concise manner.

5. Write down ZIP CODES next <0 each address in a legible
manner.

6. Verify each ZIP CODE by repeating it back to the post
office clerk.

7. Complete the Tist and return it to the person who

requested the information.

Lo
e




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #1C

JOB SHE™T: OBTAIN ZIP CODES BY TELEPHONE
PRACTIL

DIRECTIONS: Obtain the ZIP Codes of five (5) persons living
in NYC by calling your local Post Office and requesting
ZIP Code information. (Sec¢ attached sheet for addresses).

Iocal Office:
Canal Street Prince 925-3378

I. MATERIALS

ATLT Merlin Telephone

Paper

List of names and addresses with missing ZIP Codes
. Pencils

II. PROCEDURE

Q0 oW

l. Flace a call to the Canal Street Prince Post Office
telephone no. 925-3378 and ask for ZIP Code information.

2. Read the addresses to the clerk.

3. Write down each ZIP code as it is given to you. Verify
each by repeating the numbers to the clerk.

*See Operation Sheet.

37




TASK #10

JOB SHEE
PRACTICE

T: OBTAIN ZIP CODES BY TELEPHONE

.Elisa Donno

105-24 63rd Drive

Rego Park, NY |

.Flora Almond

179-10 90th Avenue
Jamaica, NY

.Bila Font

618 Williams Avenue
Brooklyn, NY

.Miguelina Poland

724 Geratd Avenue
Bronx, NY

.Dudley Castle

272 First Street
Brooklyn, NY

HACER INC,/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

DATE




HACER INC,/HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #10
JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE

PRACTICE

1.Elisa Donno
105-24 63rd Drive
Rego Park, NY (11375)

2.Flora Almond
179-10 90th Avenue
Jamaica, NY (11432)

3.Bila Font
618 Williams Avenue
Brook?yn, NY (11207)

4.Miquelina Poland
724 Geranrd Avenue
Bronx, NY (10451)

5.Dudley Castle
272 First Stree

Brooklyn, NY (11215)




II.

TASK

*See Operation Sheet.

HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

$ 10

JOB SHEET: OBTAIN ZIP CODES BY TEILEPHONE
EVALUATION

DIRECTIONS: Obtain the ZIP Codes of five (5) persons living

in NYC by calling ZIP Code information (see attached
sheet). Iocal office: Canal Street Prince, 212/925-3378

MATERTALS .
a. AT&T Merlin Telephone
b. Paper

c. List _of names and addresses with missing ZIP Codes
d. Pencils

PROCEDURE ¥

1. Place 2 call to the Fost Office and ask for ZIP code
information.

2. Read the addresses to the clerk.

3. Write down each ZIP code as it is given to you. Verify
each by repeating the numbers to the official.




HACER INC./HISPANIC WOMEN'S CENTER

TASK #10

JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE
EVALUATION

1. Judy Costello
QUEENS CHILDREN PSYCHIATRIC CENTER
74-03 Commonwealth Blvd.
Bellrose, NY
2. Ms. Mary Regal
JOINT FOUNDATION SUPPORT
122 East 42nd. Street
New York, NY

3.Ms. Carmen Casava
DON KING PRODUCTIONS
32 East 68th. Street
New York, NY

4.Palma Ayala
34 Metcalf St.
Staten Island, NY .

5.Eddie Palmieri
147-25 Northern Blvd.
Flushing, NY




HACER INC./HISPANIC WOMEN'S CENTER

TASK #10

JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE

EVALUATION,

1.

Judy Costello
QUEENS CHILDREN °SYCHIATRIC CENTER
74-03 Commonwealth Blvd.

Bellrose, NY (11426)

Ms. Mary Regal
JOINT FOUNDATION SUPPORT
122 East 42nd. Street

New York, NYQlOlO&

.Ms. Carmen Casava

DON KING PRODUCTIONS
32 East 68th. Street

New York, NY {1002

.Palma Ayala

34 Metcalf St.
Staten Island, NY(10304)

.Eddie Paimieri

147-25 Northern Blvd.
Flushing, NY (11354)




HACER INC/ HISPANIC WOMEN'S CENTER
BILINCUAL VOCATIONAL TRAINING

TASK #10

PERFORMANCE TEST

TASK: Obtain ZIP codes by telephone

Direction’s: Demonstrate mastery of this task by doing the following:

This test evaluates your ability co: obtain ZIP codes. You will be given
the names and partial addresses of five (5) persons in NYC and a telephone;

cbtain the ZIP codes of the five (5) persons from the post office with 100%
acowracy within 5 minutes

) No. | Your performance will be evaluaced using Lhe items below. YES No
All must be "YES"

| Utilized proper greeting?

2. Obtained appropriate clerk in post office?

3. Stated each address clearly?

4. Verified each ZIP code by repeating it o the clerk?

5. Wrote ZIP codes clearly and correctly?

6.

7.

8.

9.

0.

Trasice Dot JAcroas e [HISErUCLOr ' s Slgnature




TASK # 11
OPEN / NOTATE, ARRANGE (CLASSIFY) AND DISTRIBUTE INCOMING
MAIL




RELATED COMMUNICATIVE TASX:Read for factual information

#11 Open/ notate, arrange (classify) and distribute incoming maal

VOCATIONAL TASK:

Given 10 pieces of mail, a letter opener, datc stamp, stapler

and paper clips, open the euvelopes, stamp the contents,

PERTORMANCE apier . .
OBJZCTIVE sort by addressee and distribute (o addressee. A checklist will be used to rate your performance. All items must recejve
STEPS AND TECHNICAL N e RUCTURES
KNOWLEDGE TECHIICAL TERIS FUNCTION =22t Rk

1 Addressee COMMUNICATIVE SKILLS Vocabulary |

. Certified Mail == Preposition of position

2. LCate Stamp Passive: Reading comprehension |

3. SEE ATTACHMENT Distribute

4. Endorse FUNCTIONS

5. First Class Mail

6. . Incoming Reading for factual information

7. } Letter Opener Identification

8. i Post Office Box

9. ! Paper Clip

10. Registered Mail

11. . Sort

12. Special Delivery L

%g : Stapler )

15. i

quLS AND MATERI%}S LEARNING ACTIVITIES AND RESOURCES

er opener > Paper
ate stamp Stapler VOCATIONAL J.R.ESL
Paper clips 1. LEARNING STRATEGIES 1. LEARNING STRATICIES

BAéKGROUND KNOWLEDGE

NONE REQUIRED

SAFETY

Avoid loose staples

Avoid paper cuts-do not handle paper
edges

ATTITUDES
Recognize importance of distributing
sorted mail immediately,

ERIC

Aruitoxt provided by Eic:

8. Facilitator identifies tools and materials,

b. Facilitator demonstrates procedure for
pProcessing incoming mail.

C. Practice actavities # 1,2

d. Hards-an practice: Partacipants sort and distnbute
weanng narl addressed to HAGR INC. staff menbers.

2. EVALUATION
Performance Test

3. RESOURCES
a. Information, Job, Activity und Operaton
Sheets.
b. Facilitator.
C. HAFR INC. huswress of frae.

a. Facilitator lectures (small group) on
using preposition to describe position.
b. Practice wntlen categonizatan
Activity #1 & #2.
¢. Practice id-ntification of 1tems and
concepts inJolved in incoming mail, Activity
Sheet #3.
EVALUATION

Performance Test

RESOURCES

a. Facilitator.

b. Activity Shuets,

c. Real Life Eployment Skills




HACER INC./RISPANIC WOMEN'S CENTER
BILINGUAL VOCAT1ONAL TRAINING

TASK #11
INFORMATION SHEET

1, INCOMING MAIL

In large cffices, incoming mail is usually handled by a special depart-
ment. However, in the small office, the secretary must be familiar with
all routine practices for handling the incomirg mail.

FOUR STEPS INVOLVING INCOMING MAIL:

1.0pen the mail
2.Make necessary notations
3.Arrange the mail
4.Distribute the mail
1. OPENING THE MALL
-Belore opening letters, those marked "Personal” snould be delivered
sealed to the designated person or officer.
-Other mail should be opened carefully so as not to cut any of the
contents,
-Enciosures should be checked to see that nothing has been omitted.
=The enclosures should be carefully clipped or srapled to their
respective letters.
-When incoming mail contains money or checks, it shculd be sent
immediately to the cashier's office so that the necessary boeiakeeping
record may be made.

2 .MAKING NECESSARY NOTATIONS

Many concerns stamp the date and time of receipt of all incoming mail

in a clear space on the upper part of the letter. This stamp {requently
bears a notation which the secretary fills out when a letter is to be
sent to more than one member of the firm.

3.ARRANGING THE MATL

Tne mall for the Lusy executive would b arranged as follows:

N

. Telegrams

- letters referring to special appointments
Regular mail

Personal nail

Advertiscnents

Noewspapers and magazines

[SaA NS RE — RN PSR o

.

4 . DISTRIBUTING THE MAIL

l All incoming wmail requiring the attention of the person addressed can
;

be distributed by either placing it in a designated area on the person's

desk in order of importance, i.e., telegrams, regular mail, personal mail,
trade mugazines, etc., or by depositing it in the individual's mailbox(es)
usually placed in convenient locations within the office.
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BILINGUAL VOCATIONAL TRAINING

TASK # 11
INFORMATION SHEET: INCOMING MAIL

* INCOMING MAIL

As far as incoming mail is concerned, the mailroom
clerk's duties ir--olve the preliminary sorting of
the incoming mail into groups according to floor,
division, and then individual within each division.

The secretary/receptionist in an office is usually

the person who receives the incoming mail. In a large
cempany, the mail will first have been sorted by the
mailroom clerks in the mailroom. In a smaller company,
the mail will come directly to the secretary.

Each company will have its own procedures for handling
incoming mail, but the general steps are these:

The first ctep is to open the mail. You should use a
letter opener and neatly cut the envelopes open, being
careful not to tear anything inside or to destroy the
return address. Check the enclosures and staple or
clip them to the letter.

Do NOT open letters marked PERSONAL or PRIVATE.

 (@NorATE

Ml\ wn’%

\\ﬁzﬁﬂzn?

'Ill/l”llll (allllllllll / mm

The second step is to make a record of the mail. Most
companies stamp the date received in a clear space on
the letter, and also make & notation of its arrival

in a mail record log.

o Developed by HACER INC. 1979

108




HACER INC/ HISPANIC WOMEN'S CENTER
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TASK # 11

INFORMATION SHEET: INCOMING MAIL 1

Page 2 i
|

* The thircl step is to arrange the mail according to its
importance and urgeéncy. Mail which needs immediate
at.ention should .e placed on top, and less important
mail should be place underreath. Here is an example

f the order in which incoming mail might be arranged:

telegrams

letters concerning that day's appointments
regular mail

personal mail

advertisements

newspapers and magazines

* The fourth and final step is to distribute the mall
to the appropriate perscn. .

f - (3) ARRANGE
. st A
N\

-

;'% ,&
X R
f A lllllt
£, W/M//z/
2 MW%EMZ
'/Illllllmmu'l:'ltIIIIIIIIIIIIIIIIIIw”””’ @ D ! S TR / 5 UTE

(7

/

* When you receive mail addressed to a previous occupant at
your present address, you should neatly cross out the
address, and re-address it with the notation: "Please
forward to:". You can then drop it in the mail, and it
will continue on its way. You should not add any additional

Q .
postage. fMagon Todd
8691 Cherry Lane @
Chelsaa. Mich.

19096

K. John Williams “‘_M

-AZ.L—A-gt—M“wo "7 - ”r‘l,'_'

* If you receive a letter addressed to someone at your address
who you do not know, you should cross cut the address
neatly, and put the letter back in the mall with one of the

following notations: "Addressee unknown. "Party unknown.
l "Not at this address.", "Moved. Left no forwardinq address.“,
- or "Return to Sender."
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 11
INFORMATION SHEET: FORMS OF MAIL

Mail is first classified as either domestic or overseas.
Domest.. mail travels within the U.S.A., and overseas

mail goes outside the country. However, mail to certain
foreign countries, such as Canada and Mexico, also travels
by domestic rates. Overseas mail is also sometimes called
international mail.

DOMESTIC MAIL

Domestic mail is divided into the following classes:
first-cleass, second-class, third-class, and fourth-class.
A piece of mail is said to travel "by" or "via" its class.

First-class mail includes sealed letters and postcards.

Second-class mail includ
and newspapers.

Third-class mail includes

circulars. There is a special third-
mailing large numbers of j




JACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

tas

TASK # 11

INFORMATION SHEET: FORMS OF MAIL
Page 2

Fourth-class mail is also called parcel post. 1 : post
oifice has strict regulations about the weight, size,

and wrapping of packages. The size regulations are

usually stated in terms of the dimensions of the package.
The combined length and girth (distance around) can only
measure a certain number of inches. The weight regulations
are expressed in terms of pounds (lbs.) and ounces (oz.}.
The wrapping regulations include no masking or scotchtape,
a clearly written label, and a sturdy carton or packing

case.
-1@i..§=’a
S

Books and educational materials may be sent at a special
fourth-class rate. This is often called book rate.

Special handling on third and fourth-class mail costs more,
and means that the package is treated with the same care
which first-class letters receive.

There are now many independent carriers for mail besides
the post office. Many of these claim to be cheaper,
faster, or more secure than the postal system. If you
want to use one of these services, you can look them up
in the Yellow Pages of the phone book under "Delivery
Services". You can then call or write them to find ont
about their particular services. Be careful about
hidden or extra charges which you may incur if you do
not follow their directions carefully. :
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BILINGUAL VOCATIONAL TRAINING

TASK # 11

INFORMATION SHEET: FORMS OF MAIL
Page 3 i

* FAST DELIVERY: —

* When you need to have a piece of mail arrive at its
destination quickly, you can either send it special
delivery or by express mail.

* Special Delivery service may be purchased for any class of
mail. Special Deliveryv means that the piece of mail will
be delivered on holidays, Sundays, or other times when the
post office generally is not working.

* Express Mail is now the fastest mail service available from
the post office. This is a special overnight service for
letters and packages which must be contained in specially
marked envelopes and boxes, and dropped off at certain
locations in the post office, or at special mailboxes which
handle only express mail.

A mailgram is an electronic message service. You call the
Western Union office on the telerhone, and give them your
message over the phone. It will be delivered in the next
day's mail. Znother name which is sometimes used for this
is a "night letter". Call the Western Union office for
information about these services.

*  PROOF OF MAILING

* When you need proof of mailing for some reason, you can
either certify your letter or package, or you can buy a
certificate of mailing or a return receipt.

* A certificate of mailing proves that something was mailed
at the post office, but no records are kept.

* If you send something by certified mail, the post office
gives you a mailing receipt, and a record is kept of when
the mail arrived at the addressee's post office.

* A return receiot is a special form which is signed by the
receiver and sent back to the sender to let him/her know
that the piece of mail has arrived safely.
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TASK §# 11
INFORMATION SHEET: FORMS OF MAIL
Page 4

SENDING VALUABLES:

When you are sending something valuable through the mail,
you should either insure it or register it. Third and
fourth class mail can be insured for up to $400.

Third and fourth class mail can be insured for up to $400.

The most secure way to send valuables, however, is to
register them. Records are kept each time the piece of

mail is handled, and the registration fee includes insurance
for up to $25,000. If the piece of mail is lost, it can
easily be traced through the records.

It is not safe to send cash through the mails. When you must
must send money, send a check or a money order. You can buy
buy money orders at the post office in amounts up to $400.

COD means "collect on delivery". This means that the receiver
pays for his merchandise when he receives it instead of sending
payment for it in advance.

FORWARDING MAIL

When you are going to move and change your address, get a_
"Change of Address Kit" from the post office, at least one
month before you are going to move. This kit contains
postcards which you fill out to let the post office know
about the change of address, and also postcards for your
magazine subscriptions, and so on. The post office will
forward first class mail for you for one year free-of-charge.
There are fees for forwarding other classes of mail.
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TASK # 11

INFORMATION SHEET: FORMS OF MAIL
Page 5

OVERSEAS MAIL

Overseas mail can be carried by airplane or by boat. Air mail
is, of course, much faster than surface mail, so letters and
light packages are usually sent by air mail. Heavier packages
traveling overseas are often sent by surface mail, but you must
leave plenty of time for them to reach their destination. Air
mail to Europe takes 7-10 days, while surface mail can take

six weeks or longer.

When you mail a package to any foreign country, you must
declare or state the contents and the value of what you are
sending. When the package arrives at its destination, it
must pass a customs inspection, and often the receiver must
pay a duty (a custom's tax or fee) on the packaae before
they can receive it.

Wfl ST Cusroms DECARATIN -
seng, . VPO STATES oF  puspc,
w M’S lll‘)}udh n
o g ns
o "/Nr” Wrli:

o
Dﬁr«/‘, A % ""'4!/'
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s aA"’/o,, .

[ 073,

* The rates and fees for postal services are always
changing. You can obtain a chart of current rates
and information free-of charge from your main or
branch post office. 114
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TASK # 11
INFORMATION SHEET: FORMS OF MAIL
Page 6

* When a piece of mail goes through the postal system,
the post office cancels the stamp (draws lines over it),
So that it cannot be used over again. They also print a
postmark on the letter or package, which tells the
time, date, and place where the mail was first received.

go——

—
~
:'.""

PosTMARK CANCELED
STAMP

* On any piece of mail, the address must be clearly and
neatly written or typed. If you use a label, make sure
it is firmly attached to the piece of mail. Be careful
to use permanent ink to write the outside address on an
envelope or package. Mzil is often handled very roughly --
it can get wet, torn, stepped on, dropped in puddles,
rained on, snowed on, run over .... and you must make sure
that the address will not wear off, tear off, or run.
Packages generally run more risks than letters, so often
people protect the address with a piece of clear plastic
tape, write the address on the box more than once, and
write the address with an indeiible (permanent) marker.
Always include a full return address.

Zip code| zip code
* The zip code is a necessary part of any address. If you
do not know the zip code for a particular address, you
can look it up in the zip code directory at the post
office, or you can call the zip code assistance number
which is given in your telephone directory. Your tele-

} RETURN a e
E ADDRESS Dibins, 3A

phone book also usually contains a zip code map for your
local area.
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TASK # 11
INFORMATION SHEET: FORMS OF MAIL
Page 7

* First-class mail includes sealed letters, postcards,
and packages for which extra postage has been paid,
in order to receive faster and more careful handling.

FIRST CLASS

* DPostcards cost less to send through the mail than a letter.
Picture postcards have a picture on one side, and are ..ot
generally used in business. The post office sells special
postcards which are blank, and which have a stamp already
printed on them.

* Airmail stationery is lightweight and brightly marked,
usually with red and blue wings or stripes. Be careful
about putting too many enclosures in an airmail letter,
because if you exceed the weight limit, the letter will
be sent by reqular mail.

’ y ;
< ) E;; § (///_\\—— .
. Py e b 4\.\.:{“\ X <3

* Aerograms or airgrams are special letter forms which
fold up into their own envelope. The postage is printed
on them, and you do not need any additional stamps.

You are not allowed to put any enclosures inside an

aerogram. //-

* First-class postage for a letter covers one ounce of
weight. 1If you have several enclosures in a letter,
you will need to add extra postage. A small postage
scale can help you check the weight of your letters.

| ERIC 116




TASK #11

TECHNICAL TERMS

ADDRESSEE:
CERTIFIED MAIL:

DATE STAMP:

DISTRIBUTE:
ENDORSE:

FIRST CLASS MAIL:
INCOMING:

LETTER OPENER:

POST OFFICE BOX:

PAPER CLIP:

REGISTERED MAIL:

SORT:

SPECIAL DELIVERY:

STAPLER:

TELEGRAM:

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

the person to whom mail is addressed.
mail which must be signed for to verify delivery.

a hand~held or automatic stamp machine used to print
a date on a document

tu divide and give out, ex: Distribute the mail.
to sign, ex: Endorse this receipt, please.

a class of mail having the highest postal rate.
what comes in,

a dull knife of metal, plastic or wood used to open
sealed envelopes.

an address rented from the post office, usually used
for receiving large mailings.

used to clip or fasten paper.

mail which is officially recorded in the postal system
for a fee.

separate by rame or category,

delivery of mail by a special messenger for an extra
fee.

a wire-stitching machine used to bind papers, sections
of a book, etc., together.

a_short written message sent by telegragh(coded

and delivered by a messenger.Usually Western
Union. :

117




S S

HACER INC./HISPANIC WCOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK #11
ACTIVITY SHEET #1: J.R.ESL

COMMUNICATIVE TASK: Identification of essential technical terms through
definitions and/or descriptionms.

DIRECTIONS: Fill in the word or phrase corresponding to each of the following
definitions or descriptions.

distribute endorse
telegrams addressee
letter opener date stamp
sort paper clip
incoming certified/registered
l. ¢ the urgent messages sent by electric wire services

rather than by mail.

2, ! glve cut categorized groups of objects, in this case,
mail.

3. ! a hand-held instrument used to imprint the date on
individual pieces of correspondence.

4, : a small plece of metal or plastic used for holding
separate pleces of paper together.

5. ! to sign in order to provide proof of rece’ t.

6. ! an instrument used to open envelopes neatly.

7. ! organize or arrange according to category, group or
classification.,

8. ¢ what 1s received from outside sources.

9., ¢ maill for which the recipient must sign.

0. : the person or organization to which mail is sent.
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING 1
TASK #11
ACTIVITY SHEET #1: J.R.ESL

COMMUNICATIVE TASK: Identificafion of essential technical terms through
definitions and/or descriptions.

DIRECTIONS: Fill in the word or phrase corresponding to each of the following
definitions or descriptions.

distribute endorse
telegrams addressee
letter opener date stamp
sort paper clip
incoming certified/registered
1. (telegrams) ¢ the urgent messages sent by electric wire services

rather than by mail.

2. (distribute : give out categorized groups of objects, in this case,
mail.
3. (date stamp) ¢ a hand-held instrument used to imprint the date on

individual pileces of correspondence.

4. (paper clip) i a small piece of metal or plastic used for nolding
separate pieces of paper together.

5.  (endorse) ! vo sign in order to provide proof of receipt.

6. (letter opener) : an instrument used to open envelopes neatly.

7. (sort) : organize or arrange according to category, group or
classification.
8. (incoming) ¢ what 1s received from outside sources.
9.(certified/ ¢ mail for which the recipient must sign.
registered)

10._(addressee) ¢ the person or organization to wnich mail is sent.
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TASK #11

ACTIVITY SHEET # 2:J.R.ESL
COMMUNICATIVE TASK:
location of information on envelope,

DIRECTIONS: Use prepositions and adjectives of position to describe the

|
|
|
\
Utilizing prepositions of position to describe |
location of information found on the envelope shown below.

Example: INFORMATION LOCATION

stamp in the upper, right corner

LS US. POSTASE it
v

[4 =
N =7 .‘, I
2 .
Sulte 444 g ‘f:}lw .
1101 King Street hA327°87 ..

Alexandria, Virginia 22314

=5 N
\
~

HMETCR¢S04900

cc

Ms. Mary Kellogg
530 Broadway, Suite 611l
New York, NY 10012

illl“”lll“llllII“H'I'I“III

INFORMATION LOCATION

1. Return address

2, City mailed from

3. Date mailed

4. Name of sender

Name of addressee

DATE
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TASK #11

COMMUNICATIVE TASK:

ACTIVITY SHEET # 2:J.

HACER INC./HISPANIC WOMEN'S C.NTER

BILINGUAL VOCATIONAL TRAINING

R.EGL

Utilizing prepositions of position to describe
location of information on envelope.

- T Bk em W =

Ky .
. Caontat Puldications ik

Alesandria, Virgin 22314

DIRECTIONS: Use prepositions and adjectives of position to describe the
location of information found on the envelope shown below.
Example: INFORMATION LOCATION
stamp in the upper, right corner

ATIN o USPUSTAGE R

! N EE by
Suite 444 * - “\e (.- ) .
1101 Mg Strewt kL7 37 £:t;!‘, C‘ MEE

\

HimciCR¢LVau00 ~

cc

Ms. Mary Kellogg

530 Broadway, Suite 611
New York, NY 10012
Illl“”lll“llllll“llIlll“lll
INFORMATION LOCATION
1. Return address (in the vpper left-hand corner)
2, City mailed from (in_the upper, right corner/to the left of
stamp,
3. Date mailed (_ in the upper, right corner/next to stamp)
4. Name of sender (in the upper left-hand corner/above name &
address of addressee)

5. Name of addressee (in the center of the envelope)
NAME DATE
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TASK #11

' ACTIVITY SHEET #3° J.R.ESL

COMMUNICATIVE TASK: Reading comprehension
Identification
DIRECTIONS: Write the nurrber of the mailbox where each piece of
incoming mail would be placed.
INOCOMING MAIL, FOR: BOX NUMBER
MartirgBlunquist
Chief Executive Officer 1

Exanple:

INCOMING MAIL FOR: BOY_ NUMBER

M.X. Blandings

PERSONNEL DIRECTOR

W.W. Whitestone, Sr.
Exec. V.P.

PRESIDENT

Dr. Gollins-Jones
R&D

1liam mxtestone, Sr. § Martin X. Blandings M. Blumquist
ecutive Vi : amptroller CEO

COMPTROLLER

M.O'Rourke
Personnel

fargaret O'Rourke Dr Joan Collms«Jones

arsomel Director Bronson J. Walters

Joan (ollins-Jones
Research & Development

DATE
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TASK #11

COMINICATIVE TASK: Reading comprehension
Identification
DIRECTIONS: Write the number of the mailbox where each piece of
incoming mail would be nlaced.
INCOMING MAIL FOR: BOX NUMBER
Martim Blunquist.
Chief Executive Officer 1

Exanple:

INOOMING MATL FOR: BOX NUMBER

M.X. Blandings 4

PERSONNEL, DIRECTOR 5

W.W. Whitestone, Sr. 3
Exec. V.P.

PRESIDENT 2

Dr. Collins-Jones 6
R&D

Martin X. Blandings
omptroller

M. Blumquist 1
CEO

CQMPTROLLER 4

M.O'Rourke 5
Personnel

Bronson J. Walters

Joan Oollins-Jones 6
Research & Development
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TASK #11

ACTIVITY SHEET #]° VOCATIONAL

DIRECTIONS: Answer the following questions based on the
attached envelope.

1. Where did the letter originate (come from)?

2. Whom is the letter addressed to?

From what borough was “he letter mailed?
4. What date was the letter mailed?
5. The envelope is marked PERSONAL. As the ‘'receptionist,

would you open the envelope and stamp the contents, or
deliver the envelope as is? Explain.

Name: Date:
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IN PUBLIC SERVICE INC.
30 VESEY STREET
NEW YORK, N. Y. 10007

e et D s e e —————

Ms. Harriet Rodriguez
HACER Inc./ Hispanic Women's Center
611 Broadway Rm. 812
New York, N.Y. 10012

PERSONAL
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TASK #11
ACTIVITY SHEET #1; VUCATIONAL

DIRECTIONS: Answer the following questicns based on the
attached envelope.

1. Where did the letter originate (come from)?
(Grand Council Hispanic Societies)

2. Whom is the letter addressed to?
(Ms. Harriet Rodriguez)

From what borough was the letter mailed? _ (Brooklyn)
What date was the letter mailed? (Jan. 22, 1987)
The envelope is marked PERSONAL. As the receptionist,

would you open the envelope and stamp the contents, or
deliver the envelope as is? Explain.

(No, receptionists do not open mail marked "personal”.

Letters or packages marked 'personal" should be opened

by the person(s) to whom the letter is addressed (addressee).

Name: Date:
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TASK #11
ACTIVITY SHEET #2. VOCATIONAL

DIRECTIONS: Read the following statements carefully. In the space provided
before each sentence, mark TRUE if the statement is correct and
FALSE 1if it is incorrect.

1. 1In large offices, mail is handled by the secretary.

2. Letters marked "Personal" shouvld be delivered unsealed to
the designated person.

3. Enclosures should be carefully clipped to the letter before
delivering them to the person.

4. Letters containing money or checks are given to the cashier's
office.

5. Date and time of receipt of all incoming mail is stamped on
the letter.

6. Mail for a busy executive should be arranged by matters requiring
immediate attention first.

|
7. Envelopes should never be stapled to incoming mail.
8. Mail should be collected for several days before distributing to
addressees.
9. Incoming mail must be opened, sorted, classified and distributed
to the proper person as soon as possible.

10. It is not always necessary to date stamp incoming mzil.

NAME DATE
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TASK #11
ACTIVI1Y SHEET # 2¢ VOCATIONAL
DIRECTIONS: Read the following statements carefully. In the space provided

before each sentence, mark TRUE if the statement is correct and
FALSE if it 1is incorrect.

(False) 1. 1In large offices, mail is handled by the secretary.

(False) 2. Letters marked "Personal" should be delivered unsealed to
the designated person.

(True) 3. Enclosures should be carefully clipped to the letter before
delivering them to the person.

(True) 4. Letters containing money or checks are given to the cashier's
office.

(True) 5. Date and time of receipt of all incoming mail is stamped on
the letter.

(True) 6. Mail for a busy executive should be arranged by matters requiring
immediate attention first.

(False) 7. Envelopes should never be stapled to incoming mail.

(False) 8. Mail should be collected for several days before distributing to
addressees.

(True) 9. Incoming mail must be opened, sorted,noted and dastributed.
to the proper person as soon as possible.

(False)l0. It is not always necessary to date stawp incoming mail.

NAME DATE
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TASK # 11
OPERATION SHEET: OPEN, SORT/NOTATE, ARRANGE/CLASSIFY AND DISTRIBUTE

II.

INCOMING MAIL.

. MATERIALS
a. Letter opener
b. Date sZamp
c. Paper clips
d. Stapler
e. 10 pieces of mail
f. Mail record log 1

PROCEDURE :

1. Gather 10 pieces of mail

2. Using letter opener, open all mail not marked “Personal"

3. Remove contents from envelopes

4. Stamp the date received in a clear space on the correspondence.

5. ?otate the correspondence and its arrival date in the mail record
og.

6. Arrange the correspondence by addressee according to its order
of importance and urgency.

7. Arrange any mail marked "Personal" by addressee

8. Distribute the mail immediately to the appropriate person(s)
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TASK #11

JOB SHEET

PRACTICE

DIRECTIONS: Sort, open, stamp and then distribute 10 pieces of

mail to the appropriate person(s).

I. MATERIALS

a.
b.
c.
d.

Letter opener
Date stamp
Paper clips
Stapler

II. PROCEDURE*

1.
2.
3.
4.
5.

6.
7.

Gather the mail.

Separate any mavked "Personal'.

Sort mail according tc addressee.

Open all mail not marked "Personal".

Renove contents and clip to envelope if

contents do not contain sender's name and address.
Stamp the date on the contents.

Distribute the mail.

*See Operation Sheet




TASK # 11
JOB SHEET
PRACTICE:
DIRECTIONS:

HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

The facilitator will give you 5 pieces of mail.
You will be shown where the staff of the Center
sits, in addition, each staffpersons desk has been
labeled with their neme and title.

Follow the procedure you have learned for incoming
mail. (Consult your operation sheet if necessary)
Open, sort/motate, arrange/ classify and distribute
the 5 pieces of mail to the appropriate staffperson(s).
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TASK #11
JOB SHEET
EVALUATION

DIRECTIONS: Sort, open, stamp and then distribute 10 pieces of
mail to the appropriate person(s).

I. MATERIALS

a. Letter opener
b. Date stamp
c. Paper clips
4. Stapler

II. PROCEDURE*

1. Gather the mail.
2. Separate any marked "Personal".
3. Sort mail according to addressee.
4, Open all mail not marked “"Personal".
5. Remove contents and clip to envelope if
contents 9o not contain sender's name and address.
6. Stamp the date on the contents,
7. Distribute the mail.

*See Operation Sheet
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 11
JOB SHEET
EVALUATION

DIRECTIONS: The facilitator will give you 10 pieces of mail.
You will be shown where the staff of the Center
sits,in addition, each staffpersons desk has
been labeled with their name and title.
Follow the procedure you have learred for incoming
mail. Open, sort/ notate, arrange/ classify and
distribute the 10 pieces of mail to the apprpriate
staffperson(s).
The facilitator will observe your performance.

o 134




HACER INC/ HISPANIC WOMEN'S CENTER
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PEKFORMANCE TEST

TASK: Open, sort/notate, arrange/classify and distribute

incoming mail,
Directions: Demonstrate mastery of handling incoming mail by

doing the following:

This ctest evaluates your abilicty to: 0pen' Sort/notate:arrange/classi—'jy
i and distribte in-oming mail. The facilitator will give you 10
i pieces of mail which you must open, sort/notate, arrange/classify

and gt stribute to the appropriate persons—with—160% -aceuracy. —-
No. [ Your pertormance will be evaluated using the 1tems below. Yis NO

ALl must be "YES™

It

' Opened all mail not marked personal ?

>. . Avoided handling paper edges ?

3, I Sorted mail by addressee ?

4. ! Notated the incoming mail in mail record log? o
5 Checked date stamp before stamping mail ?

o Stamped correspondence correctly ? N

Arranged mail correctly according to its

7. importance and urgency ? _
Distributed the mail immediately to the ~~~— [~ -] -

8. appropriate person(s) ?
9.
0. )
' e mcm e m e - PSRN S
i Chae . e e AP . . )
Praice Pute [ACrare [HSUCWr ' s Slgndtue
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TASK # 12
PREPARE OUTCOING MAIL




-

ERIC

Aruitoxt provided by Eic:

RELATED COMMUNICATIVE TASK: Read for factual informutjon and seek clurification

VOCATIONAL TASK: #12 Prepare outgoing mail.

fold and

PERFORMANCE Given 5 outc';soti:ntgf lette-~s and 5 other

leces of mail, ZIP Code Directo stage: meter and le stal rate chart
# ; Ia,sz'terr?tci’rne g)stal expendfgare'an%) stanp

the envelope using

OBJECTIVE Soaie ang mails locate missing ZIP -°°de5§"sg be”‘g‘,sd;ge‘:owwm}; o pe:foxuam,_A]]_;cng_w Gt —LOCOI U0 0 IYaeh ratiis

STEPS AND TECHNICAL 1 exception of ZIP c which may rq‘tA Ve dpre tran 2 errors. -

KNOWLEDGE TECHNICAL TERMS FUNCTIONS STRUCTURES

1. COMMUNICATIVE SKILLS Superlative adjectives
Comparatave adjectives

2. Lo J

3. SEE ATTACHMENT Passive: reading comprehersion Noun-verb associatdion

4. :

5 Active: lisrening Numbers

6. SEE ATTACHMENT speaking

g. ‘ FUNCTIONS

9. Descriptions

10. Vocabulary

11. Aural comprehension/recognition

i3. of numbers

14,

15.

TOOLS AND MATERIALS

I LEARNING ACT.VITIES AND RESOURCES

Postal rate table Envelopes
Scale Mailing labels | voCATIONAL J.R.ESL
Pip pase Biek £ mai
1tectory 10 pes. of mail | LEARNING STRATEGIES 1. LEARNING STRATEGIES

BACKGROUND KNOWLEDGE

Basic familiarity with post office
rules and regulations

a.
b.

Facilitator identifics tools and materials.
Facilitator demonstrutes procedure for outgoing
mail.

a. Facilitator lectures on technical
terms

b E‘agllitator discusses superlative

AFET ¢. Faciulitator danastrates how to use a ZIP e Duvectors. and conparative adjectives
AR5 r¥>v1ng parts when operating d. Hads-an practice (andwvaddial) usary the Center *s business c.Participants practice lanquage
postage meter. office. Farticipents prepere the cutgoing meul of the office. functions and structures, Acta vity
Avoid paper cuts and loose staples, e. Field trip to Post Office. Sheets ¢1,2,3,4,5

Handle heam objects (meter-scale)
ATTITUDES ]

Concuntrate on important details suca
as correct name spelling, address, e:d
Recognize importance of posting mail
at the end of each business day.

2. EVALUATION
Performance Test

3. RESOURCES
M a.

Activity, Intormation , Job and Operation Sheets.
Facilitator.

b.
c. HACER, INC. Business office.
d.

United States Postal Service

2. EVALUATION

Written Test

3. RESOURCES
a. Activity Sheets
b. Facilitator

C. United States Postal Service

sy
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #12
INFORMATION SHEET

I. INTRODUCTION
PREPARE OUTGOING MAIL

In large offices, outgoing mail is usually handled by a special
department. However, in the small office, the secretary must be
familiar with all routine practices for handling the outgoing mail.

In handling outgoing mail, the secretary must be sure that the
letter is complete in every respect and ready for her employer's
signature. If the letter is to be sent by Special Delivery or
Airmail, such notations must appear on the envelope, preferrably
immediately under the postage. When mail is addressed for the
special attention of someone, the words "Attention of..." should
be typed in the lower left-hand corner of the envelope.

It is also the secretary's duty to make certain that any enclosures
mentioned in the letter are carefully checked and securely placed
in the envelope.

After the envelopes are sealed, the correct amount of postage should
be placed evenly in the upper right-hand corner.

OUTGOING MAIL MUST BE:

a. signed

b. folded
C. sealed
d. stamped
e. sorted
f. mailed

As a general rule, & good secretary will keep copies of all letters
that are mailed from her/his office which will be filed appropriately
as soon as possible.

Z2IP codes must be included in the addresses to insure immediate
delivery from the post office.

All letters and other types of mail should be posted at the end of
each business day.

II. SEALING ENVELOPES BY HAND

In small offices envelopes are seldom sealed by machine. A batch

of 8 or 10 envelopes can be quickly sealed by hand by overlapping

the openucd gummed flaps of the envelopes so that all may be moistened
with one stroke of a wet sponge. Each envelope is then picked up
with one hand, passed onto the other, and the flap sealed by closing
the fingers over the envelope. This is repeated until all the en-
velopes are sealed.
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TASK #12
INFORMATION SHEET

p. 2

III. PCSTAL INFORMATION |

Every secretary should be familiar with the general rules and
regulations .of the Postal Service. She will find it uelpful to
know about rates and fees for Airmail, Special Delivery, Registered
Mail, Money Orders, and Insured and C.0.D. mail. She should also
become familiar with the regulations governing parcel post and
printed matter.




- 7*—ﬁ
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BILINGUAL VOCATIONAL TRAINING

TASK #12
INFORMATION SHEET: MATL SERVICES

First-Clags Mail Fourth-Class Mail (Parcel Post)
You use First-CtacssﬁnMa‘l:l af:i; lcttcrs,ng]ost f‘“’ds' q Use this service for packages weighing 1 pound
fopostalr cards, ’cgf:cks agd mor’npc‘;)s::i rsng' C-?. an or more. (If First-Class Mail is enclosed or
scndeaﬂgmaﬂ Rrpdeiais mccc)"m : ;‘s A c:_';m attached, First-Class postage must be paid for
OChSSfme United States may m b e L zh? . the enclosure or attachment unless exempted
2 federal search ran,; e Fim.PC" Mail u by postal regulations.) Packages mailed in the
e cxpeditms handlin mdcmm ‘“r ‘2. continental United States can weigh up to 70
tlon, I you. Fires Mail ignot lcttcrpsoizc pounds and measure up to 108 inches in length
ke e s marmkcd “First Class” o use 3" and girth combined. Your post office also has
.bordered large envelope. information about special mrailing rates for
mpmlt Mail gencrally will be delivered books, catalogs, and internarional mailings.

overnight locally and to certain designated
areas if properly addressed (including 5-digit
ZIP Code) and deposited in tinze for the 5 p.m.
collection. The designated overnight delivery
area is dependent on transportavion accessibil-
ity and scheduling. Second-day delivery is
schieduled for locally designated states nation-

wide to which transportation is available for %
consistent achievement of 2-day delivery. Third-

day deliverv is scheduled for ail remaining .

outlying areas nationwide. \

% Priority Mail
. .\-ﬁ A} Priority Mail is First-Class Mail weighing more

than 12 ounces. Use it when 2- to 3-day service
is desired. The maximum weight for Priority
Mail is 70 pounds, and the maximum size is 108
inches in length and girth combined. When
Second-Class Mail sending Priority Mail, use the free Priority Mail
stickers available from your local post office.

Only publishers and registered news agents

who have been authorized sccond-fal:sss mail‘ilng International Mail
privileges may mail at the second-class poun Airmail and surface mail ¢ i :
rates. The applicable single piece third-class rate all foreign countrics. mcr:narb:fzcur:-tx;(;)rsr :;;a”)
or fourth-class rate muut b; p7id on copies 3f 4 international mail:
second-class magazines and newspapers maile 1. Letters and i
by the general public. Call or visit your post packages ac%$£:;:d§dl$§?é ;:(tjt;r
office for additionz! information. 2. Other Articles—includes printed matter,
3 g‘;“clf ;Of the blind, and small packets.

. Parcel Post.

T C B} 4. Express Mail Inte. national Service.
Third-Class mail, also referred to as bulk busi- Registry service with limited indemnity pro.
ness mail, may be sent by anyone but is used tection is available for letters and cards and
most often by large mailers. This class includes othpr articles to many countries. Insurance is
printed mater~] and merchandise parcels available for parcel post to most countries.
weighing less than 16 ounces. There are two Check with your post office for specific infor-
rate structures for this class: for a single piece mation about the country to which you are
an¢ 'k mail. Many community organizations mailing,
an ~e+%¢s find it economical to use the An acrogramme is a lightweight stationery
bu. 150, individuals may use third-class item that folds into a mailing picce and may
mais lling lightweight parcels. Your post bear imprinted postage. It is an economical and
offic. ., information on what category of convenient form of Jetter mail for correspond-
third-class mail is best suited to your needs. ing with people in foreign countries. Aero-

grammes are available at any post office.

RESOURCE: A Consumer's Directory of Postal Services and Products,
United States Postal Service,

Q
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INFORMATION SHEET: MAIL, SERVICES

p. 2

Special Delivery

You can buy special delivery service on all
. classes of mail except bulk third-class. It pro-

vides for delivery, even on Sundays and holi-
days, during prescribed hours which extend
beyond the hours for delivery of ordinary mail.

This delivery service is available to all cus-
tomers served by city carriers and to other cus-
tomers within 1 1-mile radius of the delivery
post office.

The purchase of special delivery does not
always mean the article will be delivered by
special messenger. Special delivery may be
delivered by your regular carrier if it is available
before he or she departs for morning deliveries.
Call your post office about the availability of
special delivery service.

Note: Make sure the mailing is endorsed
Special Delivery.

Coliect-on-Delivery (COD) Secvice

Use COD service when you want to cellect for
merchandise when it is delivered to the
addressee. COD service may be used for mer-

chandise sent by parcel post, First-Class Mail, or

third-class mail. The merchandise must have
been ordered by the addressee.

Fees charged for this service incl ude insur-
ance protection against loss or damage. COD
items also may be sent as registered mail. COD
service is limited, however, 1o items valued ata

maxiraum of $500. This service is not available
for international mail.

Mailgram Service

Mailgram service is an electronic message ser-
vice offered by Western Union which provides
next-day Postal Service delivery for messages
you send to any address in the United States.
The messages are transmitted for delivery with
the next business day’s mail. Mailgram service is
alse available for Canadian addresses. You can
send Mailgram messages in one of several ways.
You can call Western Union and dictate your
message to the Western Union operator, or you
€an use your office Teiex or TWX. For more
information, call Western Union Telegraph
Company. In Hawaii, call your local post office
for information on how to send a message. In
Alaska, call Alascom, Inc., for Mailgram service.

(Mailgram is a registered trademark of Western
Union Corporation.)

RESCURCE: A Consumer's Directory _of Postal Services and Products,

Cash Receipts

Customers needing to verify payment of post-
age and other services are entitled to cash
receipts. Ask for a Cash Receipt.

Postage Meters

When a mailer uses a postage meter, the post-
age, postmark, and date are imprinted at the )
mailer’s place of business. Many mailers, includ-
ing those with a relatively small mail volume,
have found that this convenience more than off-
sets the costs of m2Untining an account and of

leasing the machine. <ail your post office for
more information.

Special Handling

Special handling service is available for third-
and fourth-class mail only, including insured and
COD mail. It provides for preferential handling
in dispatch and transport, but does not previde
special delivery.

The special handling fee must be paid on par-
cels that require special care such as baby poul-
try, bes, etc., except those sent at the
First-Class Mail rate. Special handling does not
mean special care of fragile items. Anything
breakable should be packed with adequate
cushioning and marked FRAGILE.

Certificate of Mailing

A certificate of mailing may be what you want if
you only need a receipt showing evidence of
mailing. It does not provide insurance coverage
for loss or damage. Your post office will endorse
a certificate of mailing receipt for a fee. No rec-
ord is maintained at the post office.

Personal Checks

Except for the purchase of money orders, the
post office may accept personal checks for pay-
ment of postal services and products up to the
amount of purchase. You must show suitable
identification. Make your check payable to the
U.S. Postal Service or Postmaster.

United Statns Postal Servico.
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INFORMATION SHEET: SPECIAL MAIL SERVICES
p.3

When you have to mail something of value, whether it is money, jewelry, old coins,
important documents or even that old photograph of your grandnother, the Postal
Service has three ways you con mail these valuable items to give them the extra
protection they need: Insured Mail, Registered Mail or Express Mail.

Insured Mail

Insured mail provides reimbursement

up to $400 for an article which is lost

or damaged while in postal custody. This
insurance is available for Third and Fourth-
Class rate mail, It is also available for mer-
chandise mailed at the First-Class Mail®or

Express Mail Next Day Service

Express Mail service, our fastest service, pro-
vides several options for both private and busi-
Ness customers who require overnight delivery
of letters and packages. To use Express Mail
Next Day Service, take your shipment to any
designated Express Mail post office by 5 p.m., or

other acceptance time authorized by the local

Priority Mail™ rates. (I: replaceable items,
re ess of their value, and items valued
over $400, should be sent by Registered
Mail which provides even greater protec-
tion). Reimbursement for insured mail is
limited to the actual value of the item, less
depreciation. Payments will not be made
for sentimental or consequential losses.

Registered Mail

The registered mail system is designed to pro-
vide added protection for valuable and impor-
tant mail. Postal insurance may be purchased, at
the option of the mailer, to cover articles valued
at the time of mailing up to $25,000. Registered
mail is the most secure service the Postal Ser-
vice offers. It incorporates a system of receipts
to monitor registered articles from the point of
acceptance to delivery. Only matter prepaid
with postage at the First-Class Mail rates may be
registered. For additional fees, return receipt
and restricted delivery services are available.

postmaster, or deposit it in an Express Mail col-
lection box. Your mailing will be delivered to
the addressee by 3 p.m. the next day (weekends
and holidays included), or it can be picked up
at the destination post office as early as 10 a.m.
of the next day the office is open for business.
Destinations which can be reached overnight
from your city may be checked by using the
Express Mail Next Day Service Network
Directory. If you don't have a copy, ask your
post office to check the destination for you

This service comes with a money-back post-
age guarantce (see * below) and shipments are
insured against loss, damage, or rifling at no
additional cost. Merchandise is insured up to
$500, except for negotiable items, currency,
or bullion, in which cases indemnity is limited
to $15.

Additional Express Mail services available
include Same Day Airport Service, Express Mail
Custom Designed Service, and Express Mail
International Service. Call or visit your post
office for additional details.

*100% refund of Express Mail postage upon
application at origin post office if an article
maiied by 5 p.m. (or other acceptance times
authorized by the local postmaster) at an
Express Mail acceptance post office is not
available for pickup at a destination Express
Mail post office by 10 a.m. the next business
day; or delivery is not attempted by 3 p.m. of
the next day (unless delayed by strike or work

stoppage).

DS‘QIJRCE: A Consumer's Directory of Postal Services and Products,
* Unated States Postal Service. 1 4 3
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TASK #12
INFORMATION SHEET: CERTIFIED MAIL

What 1S What may be Certified?

Unly items ol'no intrinsic value such as letters,

(] ° ® files, records, etc., that are se t Priority First.
er tlﬁed Ma.llp Class Mail may be sent ¢ sent Friority Firs
* by certified mail. No :

Certified mail provides you with a mailing insur; ance coverage is
receipt and a record of delivery is maintained pr %V‘dffd d%am;]f_ 0ss
at the addressee’s post office. No record is kept or arr}:‘age a(;r tl is ser-
at the office at which mailed. vice. (For valuables

and irreplaceable
items, you should use
insured or registered
mail.)

CERTIFIED MAIL RECEIPT

P-531 700 114 FCCS

RECEIP" FOR CERTIFIED MAIL

W0 YhIw €S T 00T

S G e The fee for certified mail is 75 cents (in addition
g to your postage). For an additional fee, you also
] Ereyr may purchase a return receipt which provides
N Cxvyrrr= you proof of delivery.

S 10 F i e ey
Ty DOMESTIC RETURN RECEIPT
= 1Ore a°3 seeeeas o1 Lo e
i ST P uvag 123 Fres 3
> B rmen 2 Due @) >LHOEN wmuwmlw:wmmmadmmmm,wmlmaml
5 1 | PVt vour eddrass in the “Re TURKN TO 1pece an the reverss side Falusre 10 @0 this will provent his
s 1 | card from being returned u': you, 14 1 ) ]
I . For " t
E‘ 7 00} for additional servicals) requessess, :
g L) Show 16 wham detiversd, dow, anct s 0k s 2 O Oelivery.
B I B 1
l I.An?bmlo .: . ] 4 Mhrm - !
\ s . ]
i I T 1
' ! § Registered Insured
, |4 Cortifies €00
.: l 1 , i Eapoons Mokt
. i . meu”y
: ' ' !_§o0ent ond DATE DELIVERED
e e ~ Addromeq , § Addraese’s Addres (ONLY
i x | : ' ! Wfdlnl&l .
) - 1 '
; ;‘.‘F"" Apnt x i . i :i .
[T Oo Tty ' ; ; l il .
’ ' ' ' '
1 P8 Foem 2011, Fob. 1986 L I oot l Mﬂc REYURN RECEIPT
. ) L N [ S8 — YRR U Py

RESOURCE: A Qonsumer's Directory of Postal Services and Products,
o United States Postal Service.
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INFORMATION SHEET: ADDRESSING MATL
P. 5

Addressing Mail

All mail needs a delivery address and should
also have a return address. The fcllowing infor-
mation is reccommended in the sequence and
position indicated for addressing:
A. Return Address:

1. Sender’s name.

2. Sender’s street address, post office box

number, or rural route number ai:d box Below is a list of 2-letter state abbreviations

number. If mail is from a multi-unit com-
plcx or apartment building, place the
' room or apartment number to the right
of the street address.
3. Sender’s city. state, and ZIP Code.
B. Destination Address:
1. Recipient’s name.

2. Recipient's street address, post office box Connecticut.

number, or rural route number and box Delaware ...... w
number. If mail is to 2 multi-unit com- Dist of Columbra...... DC
plex or apartment building, place the 2:;!&; ........................... 'l':k
room or apartment number to the right Guam....... e GU
of the street address. Hawaii .. . HI
3. Recipient’s city, state, and ZIP Code. Idaho.... D
You will get the best possible service if you: }2:{:2,‘; l',ﬁ
1. Capitalize everything in the address. lowa. 1A
2. Use common abbreviations found in Pub- Kansas .. - KS
lication 65, National Five-Digit ZIP Kentucky . - KY
Code and Post Office Directory, avail- FOUISIANA o o it
able in post office lobbies. MaryTand...oor " Miy
3. Eliminate all punctuation. Massachusetts........... MA
4. Use the 2-letter state abbreviations found Michigan ... v Ml
in this directory (see page 12) or Publica- m:;‘s’:fs‘l‘"ai""" s 'm
tion 65. Missourt . " MO
S. Use ZIP Codes. Montani..... ... . MT

When both a post office box number and a
street address are used, make sure the place
where you want the mail delivered appears on
the line immediately above the city, state, and
ZIP Code line and that the ZIP Code or ZIP + 4
code corresponds to that address. For example:

GRAND PRODUCTS INC

475 LENFANT PLAZA SW
PO BOX 320 (mail will be delivered bere)
WASHINGTON DC 20260-6320

Nevada.. e NV
New Hampshlrc ......... NH
New Jersey o v
New Mexico..

North Dakota. .
No Mariana Islands .. CM
Ohio .. e o
OKIZhoma  oovren o
Oregon.... R
Pcnmylvama
Puerto Rico . ...
Rhode Island
South Carohna.... . . $C
South Dukota ..... ... .. SH

Utah ... .
vermont.
VIrginK e e

Virgin fstands.........c..... vi
Washington.. .. ... WA
West Vlrgmu o e WY
Wisconsin ... e oo W
Wyoming . ... .. wY

RESOURCE: A Consumer's Directory of Postal Services and Products,

United States Postal Service.
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hoose the package
delivery service that is
best for your needs.

EXERE
PAAIL 0

NEXT - g™
Hor e
SERVICE - S

e —— -

Fooiripion
U tre,

night. use Express Mail Next Day Service®
available at 3.500 post offices. Although Next
Day Service costs more than our other package
delivery services. your package will be delivered
right to the door. no later than 3:00 PM. the
next day. including Sundays and hoiidays. Or it
can be picked up at the destination post office as
early as 10:00 A.M. the next business day. Each
city has 1ts own network of cities that can be
reached overnight. Consult your local express
mail network directory available at your local
post office. A five-pound package delivered
overnight coast-to-coast would cost $14.50

XJR'CE: A Consumer's Directory of Postal Services and Products,
United States Postal Service.

Priority Mail

anywhere in the continental United States in
just two to three days. Rates vary by weight (15
o0z.—70 pounds) and distance. but are priced
wcll below the cost of overnight service. A five-
pound package sent cross-country would cost
$6.54. Clearly mark your package “Priority
Mail” or affix “"Priority Mail” labels. which are
available free at the post office, to be sure 1t re-
cewves the priority handling you are paymng for

Third-Class Mail

Third-Class Mail'is an inexpensive way 1o ship
packages that weigh under a e L=
pound. Your package may be sent
from any post office and deliv-

ery standards are similar 10 those
for parcel post. The cost for
a half-pound
package (coast-to-coast) %
is $1.05. '

Parcel Post

This is the most economical method of sending
packages. Parcel post packages can be sent
from any post office in the country Delvery
usually takes from one to ten days.
depending on the distance the

package must travel. If your

package weighs between

1 pound and 70 pounds.

and is 108 inches or

less in combined N

length and girth ?f: @
(distance around at A )
thickest part of ‘
package). it can be <
mailed parcel post.
A five-pound package QR £
sent coast-10-coasl
would cost $4.07.

)
) L X
g
TEN spokn ety =%




TASK #12
Mailing Machine

HACER INC./HISPANIC WOMEN'S CENTER
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INFORMATION SHEET

Bring thie post office

inlo your ofiice with the
Pitn&y Bowes ivlodel 5460
Vizadiiniy Mlachine and RIVIRS

Fostage Weter

Giving you the speed, versatility and
reliability you need in a mailing system,
the Pitney Bowes Model 5460 Mailing
Machine and RMRS Postage Meter is
ideal for your office or shipping room.

You get all the benefits of metered mail
and more! Because this unique system
allows you to reset your posage meter
yourself in just 90 seconds...without
leaving your office.

It's as easy as 1-2-3. Whenever you
need more postage, you simply:

1. Pick up your touch-tone telephone...

2. Exchange data with the RMRS Data
Center, and...

RINRS

DATA CENTER

3. Reset your postage meter with sin-
gle or multiple increments of $200 or
$2,000~-whichever suits your needs.

What's more, your paperwork and pay-
ments to the Postal Service are auto-
matically taken care of by the RMRS
System, once your account is set up. It's
" @ system of payment and resetting that
couldn't be more secure...that saves

Q
OIE MC wes Ing PuntednU S A

Full Tt Provided by ERIC.

i
J—

gt

aoco

you time and money by eliminating
meter downtime, lengthy trips to the
post office, and procurement of certified
checks for payment.

With the PB Model 5460, you can
meter-imprint, seal and stack your out-
going mail in one continuous operation.
Print postage from 1¢ t0 $9.99 and,

it desired, your meter ad. For your
oversized packages and envelopes,
gummed meter tape, wet or dry, is auto-
matically provided.

And the versatile Model 5460 quickly
changes from a mailing systemto a
shipping system. Simply remove the
meter and attach a parcel register.

Designed to give you maximum
depenciability and durability, the Pitney
Bowes Model 5460 Mailing Machine is
compact, easy to operate, and fits in
with any decor.

Specifications:

Overall Height: 8%" (219 mm)

Base Dimensions: 13'%2" by 9%" (343
mm by 238 mm)

Weight: 26 Ibs. (11 kg) (without meter)
Finish: Off-white and Black

Our continuing product improvement
program may bring about changes in
specifications.
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An Equa Opg rtumity Employer

Just think of what
the nine benefiis
of metered mail
can do for you

1. Postal consultation and service.
You get free, no-obligation counsel from
PB mailing professionals on any aspect
of mail/paper-handling procedures.

2. Postage convenience. Buy postage
without ever leaving your office and
print the exact amourii of postage you
need-anytime. Save on trips to the
post office for stamps.

3. Automatic postage accounting.
Your meter keeps track of postage used
and on-hand, and the RMRS system
automatically takes care of your pay-
ments to the Postal Service, once your
account is set up.

4. Office efficiency. Meter-imprint, seal

and stack your mailinonec  ‘ation
and give your employees ©  dtimeto
do more important andprc  stive work.

5. Improved office morale. viake
employees happier on the job by elimi-
nating tiresome wetting and sticking

of stamps and envelopes.

6. Package and large envelope capa-
bility. For a neat and dated, professional-
looking package, your meter will

produce gummed meter tapes for

the exact amount of postage you need.

7. Faster postal service. Because your
mail is already dated and canceled, it
moves through the post office faster and
often catches earlier trucks and planes.

8. Professional image. Your mail looks
neat, crisp, modern and business-
like...and that carries a message about
you and your organization.

9. Meter advertising. Use the free
advertising space on your outgoing
envelopes to create low-cost, high-
impact advertising campaigns. (Ask
your PB representative for details and a
free booklet on the seven benefits of
meter advertising.)

I rye
5= PitneyBowes
Walnut and Pacific Sts
Stamford, Conn. 06904

DR3T950/20%

Form aD734%
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POSTAGE RATES, FEE$S, AND INFORMATION (2}

EXPRESS MAIL (5
NEXT DAY SERVICE. \"2).

AN OVERNIGHT DELIVERY SERVICE THAT'S FAST, AELIABLE, CONVE-
NIENT AND SCONOMICAL.

Exprocs Mall Sorvice is avellshle 7 woek, 35 A
wmnbnhh#zmmhm&..m

Mat rates: nblll.mn.mlh“u'bllt.nul [ 2, ]
pound retes vary by weight and distanss (sonee).
‘ shipment ressigt; and Reserd of
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muumnﬂcﬂu
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[ For copios maliod by the pUbiic, the 1816 is the appiicabls 8 AQie ece third of fourth-ciess rate,
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@ RESOURCE: Postage Rates, Fees, and Information,
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STAMPS, ENVELOPES, AND POSTAL CARLS

ADHESIVE STAMPS AVAILABLE
] Porm Gunswmiraian oot prione
Shests 1,2,3,4,8,7,10, 12° 13.° 14, 1§,* 17,
1819, 20, 22, 25, 20.* 29,° 30, 36," ¥7,
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Bosks 20 22-cont ($4.40), § 22-cont ($1.10), 10
22-cont (82.20), 3 310
- 30206 >
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000
Roguler.....c..... e e Peply (146 sach haif)....... e

SPECIAL SERVICES DOMESTIC MAIL ONLY
INSURANCE

Fm%b po%;w

REGISTRY For Maximum Protsction and Sacurity

Fors 0 pémen w postage

Yohe Por ardates sovered Por orsieten et oowored by
by Puomi insuranes L]

3.0 8
3.9 0
428

ADDITIONAL SERVICES

CERTIFIEDMAIL. .. . ocvottieenntoocnnonsnansncsancans siiciene. $O.78
{in addision to postage}

14

CERTIFICATEOFMAILING..........coiiiiiiniieniiciinenananas 045
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TASK # 12
' INFORMATION SHEET: OUTGOING MAIL

* INCOMING AND OUTGOING MAIL

l * Outgoing mail is the mail leaving an office. Incoming mail
b is the mail coming in to an office.

| \\%\iﬁ

)
}77/" coMiNg >l OFFICE
MAIL

IR S

AL, s
OUTGOING
2 MAIL 52

In la;ge companies, the mailroom handles both incoming and
ou§g01ng mail. The people who work in a mailroom are called
mailroom clerks, and they perform all the mail-related duties.

concerned, are to: collect outgoing packages and
correspondence, check that all the addresses are clearly
written and complete with zip codes, sort them according
to class and destination, and then either:

-- weigh them, figure out the postage according to
current postal charts, and attach the correct
postage (either counted out in stamps or
metered out on a postage meter machine), or

-~ take the sorted mail to the post office, and
have a postal clerk weigh, calculate, and
attach the postage.

At this point, the mail is turned over to the postal
service and sent on its way.

O~ T~
A~

Rumn .. LET'S SEE . THIS
PMKAGE WEIGHS ONE
POVND AND TVELVE OUNCES
AND I WANY To SEND T
FIRST CLASS . HMM

*  QUTGOING MAIL
*  The mailroom clerk's duties, as far as outgoing mail is
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TASK #12
INFORMATION SHEET ; MAILING PACKAGES

¥ Posters and other papers are sometimes mailed in
mailing tubes made of cardboard. If something is
too large to send in a mailing tube or large
envelope, then you must use a cardboard box or

, carton. «)//744(// EEE%/{)

¥ People usually use boxes or cartons made of
corrugated cardboard. Cross-section of

Corrvgated cardboarch
pawavavavavg

_——— —_——— e - ==

paper), or plastic sealing tape, or filament tape.

Filament tape is very strong and has threads o<
nylon in it so it can’t be torn and must be cut.

= c5¢;>\\=~l@%ﬁ% String or
3 - twine
X wrapping

rofer

¥ Any kind of holder for tape is called a tape
dispenser. A tape dispenser for paper tape often

Moistener brush
.% Inside the box a packing slip is usually enclosed

which contains ¢ list of the contents :f the
package.

PACKING LIST] <—label for the outside
ENCLOSED of package

LS

On the putzide nf the package ie attached a2 ] zbel

-———— -

with the address of the person the package is being

Ie

Developed by HACER INC. 1979
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TASK #12
INF:?RMATION SHEET : MATLING PACKAGES
p.‘ The post office has strict regulations about the

size, weight, and wrapping of packages. (For
example, they will not accept packages sealed with
scotchtape or masking tape, because these are not
secure enough).

# larger companies have a mail room that takes care
of mailing letters and packages. Very small
companies usually go directly to the post office.

¥ A stamp machine can be set for a certain amount of
postage and then either print that amount directly
on an envelope or print it on a small piece of
paper tape that ce~ be attached to a package or
manila envelope. .

g
L!::*..‘“ra.i‘:::’..

Developed by HACER INC. 1979
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TASK #12
INFORMATION SHEET : OUTGOING MAIL
p. 3

1. Mailing Letters

¥ Envelopes: The part of the envelope which folds
over to close it is called the flap.

=

¥ There are several different ways of closing or
sealipg an envelope. The most common is a "gummed
flap" - this kind has a sort of dried glue on the

edge of the flap and you must moisten it with water

or lick it with your tongue to make it sticky.

¥ Others are "self-seal envelopes". These usually

have a band of a sticky or gummy substance and then

a covering strip. When you remove the strip, the
flap is ready to seal.

¥ Window envelopes have an opening in the front where

a printed address can show through.

Large anvelopes are often made of a heavy-weight
vyellowish paper and are called manila envelopes.

These usually have a gummed flap in addition to a

metal clasp fasteners. These fasteners have metal

firgers or prongs which bend up, insert through a
hole in the flap, and bend flat again to close.

3 Other manila envelopes close with a "string-and-
button" type closure, where the string is wrapped
around a button to hold the flap closed.
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TASK #12 BILINGUAL VOCATIONAL TRAINING

INFORMATION SHEET
FOLDING LETTERS

All letters must be properly folded for insertion in their envelopes.

For the standard business size envelope (No. 63), letters are folded as follows.

-

First - fold the lower edge of the letter to within 4 inch
of the top edge. Crease the fold neatly.

- !

e

Second - fold the right side of the paper toward the left
so that the folded portion will be about 1/3 of the width
of the paper. Crease the fold neatly. .
I'[;;;“
\

Third - fold the left side of the paper toward the right
to within ? inch of the right edge. Crease and fold
neatly.

Fourth -~ hold the folded letter in the right hand, and
the open envclope, face downward, in the left hand.
Place the letter in the envelope so that the last fold
is inserted first.

Note: Always allow for a slight overlay at each fold,
as this makes it easier to unfold the letter.

For the standard legal size envelope (No. 10), letters are folded as follows:

First - fold the lower edge of the letter to a point
about 1/3 from the top edge of the letter. Crease
the fold neatly.

-

e

Second - fold the top edge of the letter down to a

point & inch from the lcwer edge. Crease the fo'.d —
neatly. !@ v 5

Third - hold the folded letter in the r. .,ht hand,

and the open envelope, face downward, in the left
hend. Place the letter in the envelope so that
the last fold is inserted first.
o Developed by HACER INC. 1979 I
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TASK #12
ATTACHMENT
TECHNICAL TERMS
AIRMAIL: mail sent by airplane.
BULK MAIL: a single mailing of at least 200 pieces or 50 pounds of

CASH RECEIPT:

DELIVERY SERVICES:
DESTINATION ADDRESS:
DOMESTIC MAIL:
ENCLOSURE(S):
EXPRESS MAIL:

FOLD:

FORWARDING MAIL:
INSURED MAIL:
INTERNATIONAL MAIL:

MAIL BAG:
MAILGRAM:
MAILING LABELS:
OUTGOING MAIL:
POSTAGE:

POSTAGE METER:
POSTAL RATE TABLE:

POSTMARK:

mail and assigned a bulk rate, a charge less than pleces
mailed individually.

a8 receipt given to person who needs to verify payment of
postage and/or other services.

city and rural services offered by post office.

recipjent's name, address, city, state, and ZIP code.

mail sent anywhere in the continental United States.

that which is enclosed, as a paper sent in a letter.

fastest overnight delivery of lette;s and packages.

to double ‘paper, cloth, etc.) over upon itself.
notification to post office of change of address.
reimbursement for an article lost or damaged while in postal

mail sent to foreign countries. custody.

cushioned, strong, brown-colored receptacle in which
books or other fragile materials may mailed.

an electronic message service which enables messages to
be sent to any address in the U.S., Alaska, Hawaii, & Canada.

slips of paper or other material, for affixing to something
to indicate destination.

letters, packages which are sent out via generally-accepted
postal rules.

the charge for mailing a letter or other matter
ordinarily prepaid by means of a stamp(s).

an electronic mailing machine.
& chart which helps calculate postage charges.
letters marked with the name, state abbreviation and

first 3 digits of the ZIP code the post office or city
where the majl is processed.
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TASK #12

TECHNICAL TERMS
p. 2

PRESORTED:

PRINTED MATTER:

PRIORITY MAIL:

REGISTERED MAIL:
RETURN ADDRESS:

SEAL:

SPECIAL DELIVERY:

STUFF:

TWO LETTER STATE
ABBREVIATION:

ZIP CODE:

Z1P CODE DIRECTORY:

BILINGUAL VOCATIONAL TRAINING

to prearrange according to kind or class; classify.

paper on which words, letters, figures or computer

prepared material have been reproduced by any process other
than handwriting or typing, and may be sent as third-class
mail if weighing less than 16 ozs.

first-class mail weighing more than 12 ozs.; maximum
weight, 70 1bs.

a serv1ce which provides added protection for valuable mail.
sender's name, address, city, state and ZIP code.

anything that effectively closes a thing as in "sealing

a letter".

delivery on Sundays and holidays beyond delivery hours for

to fill a receptacle by packing the contents ordinary mail.
Closely together.

two letters denoting 50 states' names including U.S.
possessions.

5 digits added after the state abbreviation which are
important in the processing and delivery of mail.

published by the postal service containing the ZIP codes

of all states, cities, and local areas, arranged in
alphabetical order by state.
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BILINGUAL VOCATIONAL TRAINING

TASK #12

ACTIVITY SHEET #1: J.R.ESL

COMMUN;CATIVE TASK: Vocabulary practice for the processing of mail.

DIRECTIONS: Write at least one verb corresponding to each of the following
nouns.

Example: Postal rate chart.
100k up/find/find out/consult

NOUNS VERBS

Postage Meters

Scale

Envelopes

Zip Code Directory

Packages

Mail

Address

Label

Enclosures

OWR VOO WHN -

—

lIP C(ode
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #12
ACTIVITY SHEET #1: J.R.ESL

COMMUNICATIVE TASK: Vocabulary practice for the processing of mail.

DIRECTIONSE Write at least one verb corresponding to eachk of the following
nouns,

Example: Postal rate hart.
look up/find/find out/consult

NOUNS VERBS
1. Postage Meters (operate/set/stamp)
2. Scale (weigh)
3. Envelopes (stamp/seal)
4. Zip Code Directory (look up/find/find out/consult)
5. Packages (wrap/tie/label)
6. Mail (process/stamp/send)
7. Address (check/type)
8. Label (type/affix)
9. Enclosures (attach/check /clip/staple)
10. ZIP Code (check/look up)
NAME DATE




HACER, INC./HISPANIC WOMEN'S CENTER

BILINGUAL VOCATIONAL TRAINING

Task #12
ACTIVITY SHEET #2: J.R.ESL

COMMUNICATIVE TASK: Read for factual information.

DIRECTIONS: Next to each address write in what information
is missing.

Example: Ms. Jane Stewart
Accounting Department
Missing information Andovear Realty
ZIP Code 260 5th Avenue

New York, NY

Missing information:
l. Arts & Entertainment Network
Fifth Avenue
New York, NY 10018 -~

2. Fuji Bank & Trust Company
World Trade Center
New York, NY 10048

3. Corporate Resources, INc.
89-27 Queens Boulevard
New York, 11378

4. Olympic Design Furniture
57 Street
New York, NY 10017

5. Presidential Agency
125 West
Brooklyn 11002

6. Sherwood Packaging Co.
573 Grand
Staten Island, Ny 10127

7. H & L Management Corp.
1346 Washington Boulevard
Connecticut 02158

8. Citibank
399 Madison
New York, NY

9. Cabrini Medical Center

East 19th Street
New York, NY 10004

DATE
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

Task #12
ACTIVITY SHEET #2: J.R. ESL
COMMUNICATIVE TASK: Read for factual information.
DIRECTIONS: Next to each address write in what information
is missing.
Example: Ms. Jane Stewart
Accounting Department

Missing information Andover Realty

ZIP Code 260 5th Avenue

New York, NY

Missing information:

o 1. Arts & Entertainment Network
(. building or a.c.#) Fifth Avenue .
New York, NyY- 10018°

2. Fujli Bank & Trust Company

(no.) World Trade Center
New York, NY 10048
3. Corporate Resources, INc.
(state) 89-27 Queens Boulevard
New York, 11378
(building number, 4 ol ; ; ;
. ymplc Design Furniture
_Toam number) 57 Street
New York, NY- 10017
5. Presidential Agency
(street) 125 West
(state) Brooklyn 11002

6. Sherwood Packaging Co.
(street) o 573 Grand
Staten Island, NY" . 10127

7. H ! L Management Corp.
1346 Washington Boulevard

(city) Connecticut 02158
8. Citibank
(street type) 399 Madison
(zip code) New York, NY
9. Cabrini Medical Center
(hailding number East 19th Street
room number) New York, NY' 10004
DATE
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

' TASK #12
| ACTIVITY SHEET #3 J.RESL

COMMUNICATIVE TASK: Read for factual information

I DIRECTIONS: From the list of superlative adjectives pelow, choose the one
b that best completes the sentence. (Use the "Postage Rates, Fees

and Information" Chart and INFORMATION S.IEETS.)

| safest heaviest cheapest
fastest smallest largest
thickest
1. The way to send Irreplaceable items is by Registered Mail.
2. The envelope you could send First-Class is 12 oz..
3. The way to send at least 200 identical‘printed items is
by Third-Class mail (also referred to as bulk business mail).
4, The way to send something is by Express Mail/Next Day Service.
5. The sized envelope you can send is 33" x 5",
6. The amount of money you could send in 1 money order would be
$700.00.
7. The envelope you can send First-Class is } of an inch.
NAME DATE
L
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK. #12
ACTIVITY SHEET #3 J.RESL

COMMUNICATEIVE TASK: Read for factual information

DIRECTIONS: From the list of superlative adjectives below, choose the one

that best completes the sentence. (Use the "Postage Rates, Fees,
and Information" Chart and INFORMATION SHEETS.)

safest heaviest cheapest
fac.est smalles largest
thickest

1. The _(safest) _ way to send irreplaceable items is by Registered Mail.
2. The _(heaviest) envelope you could send First-Class 1s 12 oz..
3. The (cheapest) way to send at least 700 identical printed items is
by Third-Class mail (also referred to as bulk business mail).
4. The (fastest) way to send something is by Express Mail/Next Day Service.

5. The _(smallest) sized envelope you can send is 33" x 5",

€. The (largest) amount of money you could send in 1 money order would be

$700.00,

7. The (thickest) envelope you can send Frst-Class is } of an inch.

Answers can be found in "Postage Rates,Fees and Information" chart published
by the U.S. Postal Service and in the INFORMATION SHEETS.
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TASK #12

ACTIVITY SHEET #4: J.R.ESL

COMMUNICATIVE TASK: " Reading for factual information

DIRECTIONS: From the list of comparative adjectives below, choose the

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

one that best completes the sentence. (Use the
"Postage Rates, Fees and Inrormation" Chart and INFORMATION

‘SHEETS.) -
cheaper heavier faster
smaller less more
For First-Class mail, envelopes than 33" x 5" or

than 1" are also unacceptable.
For iZxpress Mail,items than 70 pound§ are not acceptable.

To insure a mailed item for ___ than $500.00, you have to use

Register d Mail service.

With a postage meter, you can process the mail much than
by hand.

Printed matter can be sent Third-Class which is than

First Class if each piece weighs than 16 ounces.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #12

ACTIVITY SHEET #4: J.R.ESL

COMMUNICATIVE TASK: Reading for factual information

DIRECTIONS: From the list of comparative adjectives below, choose the

one that best completes the sentence. (Use the
"Postage Rates, Fees and Information " Chart and INFORMATION

SHEETS.)
cheaper heavier faster
smaller less more

For First Class mail, envelopes (smaller) than 3}" x 5" or

(smaller) than }" are also unacceptable.

.
-

For Express Mail jitems _(heavier) than 70 pounds are not acceptable.

To insure a wailed item for (more) than $500.00, you have to use
Registered Mail service.

With a postage meter, you can process the mail much (fasterl_ than
by hand.

Printed matter can be sent Third Class which is (cheaper) than

First-Class if each piece weighs (1€SS) than 16 ounces.

DATE
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HACER INC.,HISPANIC WOMEN'S CENTER
BILINGUAL, VOCATIONAL TRAINING

TASK #12
ACTIVITY SHEET # 5 J.R.ESL
OOMMUNICATIVE TASK: WH questions; seek clarification
DIRECTIONS: Write the questions corresponding to the following sentences.
Ex. Answer: A five digit designation which is very inportant in
efficient mail processing.
Question: What is a ZIP code?

1. Answer: Because it's a faster way to process outgoing mail.
Question:

2. Answer: Mail is delivered faster using them.
Question:

3. Answer: Registered mail is the safest service offered by the Postal Service.
Question:

It is called a cash receipt.

It guarantees overnight delivery.

You would find them listed in the 2IP Code Directory.

You should put it in the uppe -left hand corner of the envelope.

The 1st ounce costs 22¢ and each additional ounce costs 17¢,

DATE
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TASK #12

HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

ACTIVITY SHEET # 5 J.R.FSL

OCMMUNICATIVE TASK: WH questions; seek clarification

DIRECTIONS:

Write the questions corresponding to the following sentences.

Ex. Answer: A five digit desigration which is very important in

efficient mail processing.

Question: Wwhat is a ZIP code?
l. Answer: Because it's a faster way {0 process outgoing maii.
Question: Why is it better to use a postage meter?
2. Answer: Mail is delivered faster using them.
Question: Why is it important to use ZIP codes? .
3. Answer: Registered mail is the safest service offered by the Postal Service.
Question: What kind of mail service would I use to send a valuable document?
4. Answer: It is called a cash receipt.
Questipn: what is a verification of postage payment calied?
5. Answer: It guarantees overnight delivery.
Question: What does mpress Mail service guarantee?
6. Answer: You would find them listed in the ZIP Code Directory.
Question: Where can I find ZIP codes listed? _
7. Answer: You should put it in the upper-left hand corner of the envelcpe.
Question: Where should I put a return address on an envelope?
8. Answer: The 1st ounce costs 22¢ and each additicnal ounce costs 17¢.
Question: How much does it cost to mail a letter First-Class?
DATE
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING |

TASK #12
ACTIVITY SHEET #1 VOCATIONAL

DIRECTIONS: Using the Postal Rate Chart, £ill in the blanks to
conplete the sentence.

1. A letter weighing 2 ounces costs __ to mail First-Class.

2. A 21b. package mailed First-Class to Zone 4 would cost .

3. Books, catalogs and other printed matter weighing less than 16 ozs.
can be sent -Class; over 6 to 8 ozs. costs__ .

4. The charge for a $25.00 money order i.s .

.
-,

5. A 50 pound parcel sent Fourth-Class mail to Zcne 7 would cost__ .

6. The Express Mail rate up to 5 1lbs. costs .

7. Return receipt showing to whom and when mail delivered, costs .

8. Special delivery fee for First-Class package weighing two (2) pounds_ .

9, Insuring a package for $400 would cost .

10. A single postal card bought at the post office would cost




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #12
ACTIVITY SHEET #1 VOCATIONAL

DIRECTIONS: Using the Postal Rate Chart, fill in the blanks to
conplete the sentence.

1. A letter weighing 2 ounces costs _39_3_ to mail First~Class.
2. A 21b. package mailed First-Class to Zore 4 would cost §2.40.
3. Books, catalogs and other printed matter weighing less than 16 ozs.
can be sent Third -Class; over 6 to 8 ozs. costs 98¢ .
4. The charge for a $25.00 money order is_75¢.
5. A 50 pound parcel sent Fourth-Class mail to Zone 7-‘would cost$15.03.
6. The Express Mail rate up to 5 lbs. costs $12.85.
7. Return receipt showing to whom and when mail delivered, costs $4.50.
8. Special delivery fee for First-Class package weighing two (2) pounds $2.95 .
9. Insuring a package for $400 would cost $3.70 .

10. A single postal card bought at the post office would cost 14¢ .
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK ¥ 12

ACTIVITY SHEET #2: VOCATIONAL

DIRECTIONS: Fill in the correct 2IP codes for Manhattan
addresses by consulting the attached map,
( —_——
'u NRIVE gm%
é‘r W
: &
ADDRESS ZIP OODE W 1Rq
W 1R7 10033
1. 444 wWest 56th Street (10019) w17 =
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W/t N
10023 "'t : b
wio 8 @@ M A >
ﬁ
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H R&IBY

o (]
DATIERY PARK CITY L X W & 10005

SEKC NYNEX Information Resources Co. 1986  (jomo63 L200%) (604
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 12

ACTIVITY SHEET #2: VOCATIONAL

DIRECTIONS: ¥ill in the correct ZIP codes for Manhattan
addresses by consulting the attached map,
W nAIve ny?;,%
:{j
: a
ADDRESS ZIP OOLE W 1R9
wWIR?
1. 444 West 56th Street RS . K]
Y
2. World Trade Center \ o
: LR\
D o )
J. 259 West 174th Street Wi~ e
WIS DGEC (M”I"‘l’ W 145
4. 259 East 74th Street B ID R o
Yy wrin AT w,;p _1_(1Q_37
5. 105 West 90th Street D3 Wil & wig (W1
T 13010027) wl #iw
¥ o
6. 28 East 27th Street b § i wm 5 (10035
W 116 uﬂ Sfwno 10076 )| F 117
7. PRoosevelt Island w 11 :,'m ‘-vr'zrrgmn- N I3
8. 408 West 58th Street 10025) — ror
wor Iﬂ!ﬂl@&
9. 287 West 75th Street — — £ar
— e BN R ]
10. 138 East 37th Street el 2!
W/ < . [ 80
ooz | : s
weo ] (10020 47 rar 3
*
w9 ~T6019 tmnﬂ an] F R 16022 )
w,,(q_—"D Flwa £ o norr\
SEE
Wiy CI0036) Mr ward €49 QORI oin
S P—— [N
wae (100187 € 40
was G rostosr o o, 1 (10016) ¢ 5,
o oD SRt
e %C@"_Dg &
<

I

w20 E0 5
i, R
100314 A s lFe

AV OF AMFR
e T £ HOUSTON
a

WA™Y S0

‘ ClTX)—f:‘D HHCA W

cCHuneH, WORMH

NAME DATE mmatrg Chutenl,
AATIERY PARK CI'V

C]:KC NYNEX Information Resource Co. 1986
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 12
ACTIVITY SHEET: #3 VOCATIONAL

Directions: Use the following list to complete the sentences.

Gummed flap

Metal clasp fastener gg:ég machine
Label Pitney Bowes
Postal rate chart Tape dispenser
Mailing tubes Flap

1. The most common way of sealing an envelope is by using a

Any kind of holder for tape is called a

A

3. The return address on a package is displayed by attaching a

4. Posters and other papers are sometimes mailed in .

5. The most common type of stamp machine is the .

6. A. - . can be set for a certain amount of postage.

7. A ____ is used to determine the weight of a package or letter.
8. A - 1s used to determine the cost of mailing.
9. The part of the envelope which folds over to close it is\the

10. Some manila envelopes can be closed by a

NAM.S DATE
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HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 12
ACTIVITY SHEET: #3 VOCATIONAL

Directions: .Use the following list to complete the sentences.

Gummed flap

Metal clasp fastener ggg&; machine
Label Pitney Bowes
Postal rate chart Tape dispenser
Mailing tubes Flap
1. The most common way of sealing an envelope is by using a Gummed flap

2. Any kind of holder for tape is called a Tape dispenser

w

The return address on a package is displayed by attaching a
Label

Posters and other papers are sometimes mailed in Mailing tubes

The most common type of stamp machine is the Pitney Bowes

A stamp machine can be set for a certain amount of postage.

A scale is used to determine the weight of a package or letter.

A postal rate chart is used to determine the cost of mailing.

W 0 ~N o U »

The part of the envelope which folds over to close it is the flap

10. Some manila envelopes can be closed by a metal clasp fastener

NAME DATE
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ZiP CODE

Directory For The
~ United States

The following pages cover all places in the u.s.,
with Zip Codes, that have 2,500 or more inhabi-
tants. Multi-zoned cities have an asterisk (*)
following prefix. Your postmaster urges you to
use zip codes at cll times. IT HELPS SPEED

YOUR MAIL!

INDEX
Slate Page Stote Page
Alaska ...voncreeceneens enee B Montanra ..... veesntnnan eene e 20
Alabama 3 Nebraska .. 20
Arizana 3 Nevada ... 20
ArkONSas e 3 New Hampshire . . 20
Californi ocveemmeermmnminnens | New Jersey .o.coowroonenns 21
Colorado ..ocverrrrssiermerennns . 6 New MeXiCo «ceverrerninnes ceer. 28
Connecticut overreaiitnrinennnnnnes 7 New York ......... s s aans .. 25
Delaware .oeeeseneernnns 7 North Carolina ...
District of Columbia ... 8 North Dokota
Florida ...e-. 8 Ohio ..ceenenee.
Georgia 9 Oklahoma ..co.oves
Hawaii . 10 Oregon ......... -
Idaho ... 10 Pennsylvania ...... vtennanaenns
likinois 10 Rhode Isloand ....coocvviveinnnne
indiana . 12 South Carolina
JOWA  wvnesmnsssnnesasaranssasasenns 12 South Dakota ...... eennertneas .. 34
KONSUS vneeeerernesrerraseonessansens 13 TENNESSEE ooviveerrectsrnrannnee . 34
Kentucky . coovviieenniinnconn 14 Texos ..... et e e eeerna 34
LOviSiONs .ovvicevrronmemmiesinens 14 Utah ..... - e 36
F Y Y - O 15 Ver~ont ... 36
Maryland .....ccocnennns e reenaee 15 Virginia ... B 1.
Massachuselts  ......... ereeees 16 Washingon .oo.oncmsn. 37
Michigan .ccocviceiinnininnee 17 West VYirginia ... 37
MINNESOIT trvvereieemrsioninnnnne 18 Wisconsin  .ocoveienen ... 38
MisSISSIPPI vveeervuecererrarernens 19 Wyoming ...... et 38
MISSOUT tvvnvreriininnnnniannons . 19
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ALABAMA 35094 Leeds 85335 El Miroge
36310 Abbeville 26748 Linden 85231 Eloy
35950 Albertville 35020 Lipscomb 86000 Flogstoff
35010 Alexonder City 36756 Morion 85301 Glendole
35442 Aliceville 35228 Mudfield 85501 Globe
36420 Andolusio 35150 Mignon 86025 Holbrook
36201  Anniston 36601 Mobile 86401 Kingmon
35016 Aro 36460 Monroeville 85201 Mcsa
35611 Athens 35115 Montevollo 85539 Miomi
36502 Atmore 36104 Montgomery 85621 Nogoles
35954 Attolle 35223 Mountoin Brook 86040 Poge
36830 Auburn 35660 ‘Muscle Shoals 85251 Porodise Yolley
36507 Boy Minette 35476 North Port 85345 Peorio
36509 Boyou Lo Botre 35121 Onconto 850 * Phocnix
35020 Bessemer 36801 Opelika 86301 Prescott
352 * Birminghom 36467 Opp 85546 Sotford
35957 Booz 36201 Oxtord 85631 Son Monuel
36426 Brewton 36360 Ozork 85251 Scottsdolc
35740 Bridgeport 35125 pell Cltz 85635 Sierro Visto
35020 Brighton 36867 Phenix City 85713 South Tucson
36010 Brundidge 36272 Picdmont 85273 Superior
36611 Chickosaw 35127 Pleosont Grove 85281 Tempe
35044  Childersburg 36067 Prottville 85353 TYolleson
35045 Clonton 36610 Prichord 857 * TYucson
35550 Cordove 36274 Roonoke 85364 West Yumo
35055 Cullmon 35653 Russcllville 85643 Willcox
36853 Dodeville 36571 Sorolond 56046 Wilioms
36322 Doaleville 35768 Scottsboro 86047 Winslow
35601 Decotur 36701 Selmo 85364 Yumo
36732 Demopolis 35660 Shcettield
36301 Dothon 35150 Sylocougo ARKANSAS
36426 Eost Brewton 35160 Tollodego 1923  Arkodciphio
36323 Elbo 36078 TYollossee 71822 Ashdown
36330 Enterprise 35217 TYorront City 72006 Augusto
36027 Eutoullo 36784 Thomaosville 72501 Botesville
35462 Eutow 36081 Troy 72015 Benton
36401 Evergreen 35173 Trussville 72712 Bentonville
36854 Fairfox 35431 Tuscaloosa 72315  Blytheville
35064 Fourficld 35674 Tuscumbio 72927 Booneville
34532 Foirhope 361783 Tushegee 7272) Brinkley
35555 Foyette 36069 Union Sprin ? 71701 Comden
36442 Florolo 35216 VYestovio Hills 72029 Clorendon
35630 Florence 36201 West End Anniston 72830 Clarksville
36535 Foley 36092 Wetumpko 7203z Conwoy
35967 Fort Poyne 35594 Winfield 72422 Corning
35068 Fultondole 36925 York 71635 Crossett
25901 Gadsden 72834 Dardonclle
35071 Gardendole ALASKA 71832 De Quecn
36340 Genevo 99501 Anchoroge 71638 Dermott
35905 Glencoe 99701  Foirbonks 72042 De Witt
35073 Groysville 99801 Juncou 71539 Dumos
36744 Greensboro 99901 Ketchikon 72331 Eotle
36037 Greenville 99615 Kodiok 71730 El Dorodo City
35976 Guntersville 99835 Sitko 72046 Englond
35565 Holcyville 99503 Spenord 71640 Eudoro
35640 Hortselle 72701  Foyettoville
36345 Heodlond ARIZONA 71742  Fordyce
35209 Homewood 321 Ajo 72335 Forrest City
35020 Hucytown 85323 Avondole 72901 Fort Smith
35801 Huntsville 85603 Bisbee
35210 lrondale 85326 Buckeye ARKANSAS
36545 Jocksor 85222 Coso Gronde 46 Homburg
36265 Jocksonville 85224 Chondler 72601 Hornson
35501 Jasper 85532 Cloypool 72342 Heleno
36862 Lofoyette 85533 Clifton 71871 Hope
36863 Lonctt 85228 Coolidge 71901  Hor Springs
36864 Longdole 85607 Douglos 72076 Jo-ksonville
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72401 Jonesboro 91702 Azusa 94925 Corte Madera
71653 toke Village 933 * Bakersfield 92626 Costa Mesa
722 ®  Llttle Rozk i .6 Baldwin Park 91722 Covina
72086 Lonoke 92220 Banning 95531 Crescent City
71654 McGehee 92311 Barstow 95531 Crescent City N.W.
71753 Magnalia 91746 Bassett 94525 Craockett
72104 Malvern 92223 Beoumant 93277 <Craowley
72360 Marianno 90201 Beil 91730 Cucamanga
72365 Ma ked Tree 90706 Bellflower 90201 Cudahy
71953 Mra 90201 Bell Gardens 90231 Culver City
71655 Monticella 94002 Belmont v5014 Cupertino
72110 Mornlton 94510 Benicia 90630 Cypress
72653  ountain Home 947 *  Berkeley 94014 Daly City
71852 Noshville 902 * Beverly Hills 92629 Dana Point
72112 lewport 93514 Bishop 94526 Danville
72114 gorth Little Rock 92316 Bloomingtun 95€16 Davis i
;%373 osm'o 92225 Blythe 90250 Del Asre
9; P""k 4 96001 Bonnyville 93215 Delono
;§35(5) paragou 92227 Brawley 92014 Del Mar
33333 P‘imson 92621 Brea 92240 Desert Hat Springs
71;01 P_gg Bluff 90620 Buena Park 91766 Diomond Bor
72455 Pocohortos 915 * Burbank 93618 Diruba
77837 Prcsco‘;t 94010 Burlingame 95620 Dixon
72756 Rogers 92041 Calavo Gardens 93620 Dos Polos
12607 Russeliville 92231  Calexico 90240 Dawney
72143 Seorcy 9230 Calimeso 91010 Dunrte
72761 Siloom Springs 9332 Calwa 24566 Dublin
72164 Springdale 93010 Camarifio 92399 Dunlap Acres
71860 Stomps 95124 Cambnian Park 06025 Duns Muir
72160 Stuttgort 95008 Campbell 93219 Eastimart
75501 Texarkama 92624 Capistrana Beach 90022 E. tos Angles
72472 Trumann 95010 Copitala 95351 E. Modesto
72956 Van Burcn 92007 Cordiff-by-the-Sea 94303 E. Palu Alto
72475 Walnut Ridge 92008 Carlsbad 93257 E. Porterville
71671 Warren 93921 Carmel 94805 E. Richmond
72390 Wes? Helena 95608 Carmichoel 90731 East View
72301 West Memphis 93013 Carpinteria 92020 El Cojon
72396 Wynne 90744  Corson 92243 El Centro
92011 Castle Park 94530 ElI Cernito
CALIFORNIA 94546 Costra Valley 95624 Elk Grove
92301 Adelanto 95012 Castroville 94520 EI Monte-Concord
94501 Alameda ©2234 Cathedral City 91731 El Monte-L.A
94507 Alamo 95307 Ceres 93030 EI Rio
94706 Albany 90701 Cerntaos 90245 El Sug'ndo
918 * Alhambra 94541 Cherryland 92330 Elsinore
91001 Altadena 95926 Chico 94803 E! Sobrante
91701 Alto Loma 95926 Chico Vecino 94608 Emeryville
96101  Alturas 91710 China 92024 Encinitas
95127 Alum Rock 93610 Chowchilla 96001 Enterprise
928 * Ancheim 92012 Chulla Vista 92025 Escondido
96007 Anderson 95610 Citrus Heights 95501 Eureko
94509 Anticoch 91711 Claiumont 93454 Evergreen
Apple Vall 9
92307 pble Valley 95425 Cloverdale 93221 Excter
95003 Aptas 93612 Clovi: 94930 Fairfax
9106 Arcadia 92236 Coachclla 94533 Fairtield
93521 Arcata 93210 Coolingo 95628 Fair Oaks
93822 Arden 92324 Coltan 92028 Failbrook
93420 Arraya Grande 95932 Colusa 93223 Farmersville
90701  Artesia 90022 Commerce 93704 Fia Gorden
93203 Arvin 90220 Comptan 19 Garden
93422 Atascadero 945 ¢ Concord 93015 Filimore
94025 Athertor 93212 Corcoran 93622 Firebough
95301 Atwater 96021 Corning 90001 Florence
95603 Auburn 91720 Corona 95630 Folsom
93204 Avenal 92118 Coranada 92335 Fontana
Page 4
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Foo:hill Farms
Ford City

far1 Bragg
vowrtuno

Farster City
Fauntoin Valley
Freedom
Fremont

Fresno
Fruitridge
Fullerton
95632 Golt

Gardena
Garden Grove
Gilroy

Glen Avon Heights
Gleadale
Glendora
Galeta

Grohom

Grand Tervace
Grass Valley
Gridley

Graver City
Guadalupe
Gustine
Hacicnda Heights
Holf Moon Bay
Hanford
Hawaiian Gordens
Howthorne
Hoyward
Healdsburg
Hemet

Hermosa Beach
Hesperia
Highland
Hillsboraugh
Hollistar
Haltville
Hurtington Beach
Huntington Park
Impcrial
impenal Beach
Indio
Inglewood

Isla Vista
Joshua Tree
Kensingtaon
Kentticld
Kerman

King City
Kingsburg

Lo Canado

Lo Cresecnta
Lofayette
Loguno Beach
Laoguna Hills
La Habra
Lokeland Village
Laokepart
Laokeside
Lokewood

Lo Mesa

La Mire.0

ERIC
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93241
93534
90620
92077
91744
94939
91750
90260
92045
93245
90304
92311
92024
90250
95648
92047
95901
93247
95062
94550
95334
95240
92345
90717
93436
508 *
90720
94022
94022
900
93635
95C30
90606
90262
93250
95521
93637
90265
90266
95336
$3933
94903
94553
95901
90270
92023
93640
94025
92359
95340
91107
92655
94030
94941
$5035
91752
95350
91016
91763
90640
93103
93940
91754
91020
93021

Lamonr
Lancaster
La Palma
Lo Presa

Lo Puente
Larkspur

La Verne
Lownddle
Lleman Grove
Lemaare
Lennax
Lenwood
t_eu:adia
iberty Acres
Lincoln
Lincoln Acres
Linda
Lindsoy

Live Oak
Livermore
Livingston
Lodi

Loma Linda
Lomita
Lompoc

Long Beach
Los Alamitos
Los Altos

Los Altos Hlls
Los Angeles
Los Banas
Los Gatos
Los Nictas
Lynwood
McFarland
McKinleyville
Modero
Molibu
Manhattan Beach
Montecao
Morina
Marinwood
Martirez
Marysville
Moywood
Mciners Oaks
Mendoto
Melna Park
Mentone
Mercad
Michillinda
Midway City
Millbroe
Mill Valley
Milpitas
Mira Loma
Modesto
Monrovia
Montclair
Montcbello
Montecita
Mcnterey
Monterey Park
Montrose
Moorpark

95037
93442
94040
96067
95926
92404
95501
94558
92050
92363
94560
91320
91321
95360
92660
91760
95350
94063
95660
92408
94804
95380
90650
94947
9536
936 o
93022
92054
93308
93023
95961
91761
95060
92666
93646
936¢2
04563
95963
95965
93030
94553
94044
93950
93550
92260
92262
943 ®
90274
95969
50723
95823
9;1 @
95363
92509
92370
94952
90660
94611
93650
94564
93449
94565
92670
95667
94523

Margan Rill
Morro Bay
Mauntain View
Moaunt Shosto
Mulberry
Muscoy
Myrtietawn
Naopa
National City
Needles
Newark
Newbury Park
Newhall
Newman
Newport Beach
Norca

N. E. Mode o
Narth Foir Oaks
North Highlands
No. Lomo lLirda
No. Richmond
No. Turlocs
Noarwalk
Novata

Oak Daie
Oakland
Oakview
Occanside
Oildale

Ojai
Olivehurst
Ontcrio

Opa! Clifts
Orange
Oiange Cove
Orangevale
Orinda
Orland
Oroville
Oxnard
Pacheco
Pacifica
Pacific Grave
Palmdale
Palm Desert
Palm Springs
Palo Alto
Palos Verdes Est.
Poradise
Paramount
Parkway
Pasadeno
Patterson
Pedley

Perris
Petaluma
Pico Rivera
Piedmant
Pinedale
Pinole

Pismo Beach
Pittsburg
Plccentio
Placerville
Plecasant Hill
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94566
91766
93257
92041
94025
93534
95670
95014
96080
96001
92373
90271
94061
93654
92376
94802
93555
95562
95613
9457
95367
925 *
94572
94928
90274
94806
95401
91770
95678
94957
90720
91745
92509
958 *
94547
93901
94960
924 °
94066
94070
92672
921 °
91773
91340
941 *
91775
93657
© 92383
951 *
92675
94577
94577
94580
9340}
92069
91108
944 ¢
94806
94901
927 *
92701
a3 ¢
95050
95060
90670

Page
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Pieasanion
Pomona
Porterville

Port Hueneme
Portolo Vollcy
Quortz Hill
Ranchy Cordovo
Rancno Rinconodo
Red Bluff
Redding
Redlonds
Redondo Beach
Redwood City
Reedley

Riolto

Richmond
Ridgecrest

Rio Dell

Rio Lindo

Rio Visto
Riverbonk
Riverside

Rodeo

Raohnert Pork
Rolling Hill Estotes
Rollingwood
Roselond
Rosemeod
Roseville

Ross

Rossmoor
Rowlond Heights
Rubidoux
Sacramento

St. Heleno
Salinas

Son Anselmo

Son Bernordino
San Bruno

Son Corlos

sgn Clemente
San Dicgo

Son Dimas

San Fernamdo
son Froncisco
Son Gobricl
Songer

Son Jocinto

Son Jose

Son Juon Capistrano
Son Leondro
Son Lecondro So.
Son Lorento
non wuis Obispo
San Mcrcos
San Moiino

San Mot2o

Son Poblo

Son Rofacl
Santa Ana

Sonto Ana Heights
Santo Barbara
sonto Claro
Santo Cruz
Santoc Fe Springs

6

93454

93060
95401
93063
94901
92071
94596
95070
93001
94965
95060
90740
93955
95472
93662
94061
93263
94565
91023
90806
93065
92075
93960
95476
95370
91733
90720
92u. /
95705
95350
95965
91030
94080
91777
92077
94305
90680
952
94585
92381
92388
94086
93063
96130
93268
93268
94806
93561
91780
94901
91360
94920
905 *
95376
93274
95380
92680
95482
94587
93107
91786
95688
91744
94550

Santc Mario
Sonta Monico
Sonto Paulo
Sonta Roso
Sonto Susono
Sonto Yenetio
Sontee
Saranop
Saratogo
Soticoy
Sausolito
Scr:ts Valley
Seol Beach
Scaside
Sebostopol
Selmo

Sequoio
Shatter

Shore Acres
Siecro Modre
Signo! Hill
Simi

Sclona Beach
Soledod
Sonoma

Sonoro

So. Ei Monte
South Gote
South Laguna
South Lake Tohoe
South Modesto
South Oroville
South Pasadena
South Son Francisco
South Son Gobriel
Spring Volley
Stonford
Stonton
Stockton
Sutsun City
Sun City
Sunnymcod
Sunnyvole
Susona Knolls
Susonville

Toft

Tott Heights
Tora Hills
Tehachopi
Temple City
Tetro Linda
Thousond Ooks
Tiburony
Totrance

Trocy

Tulore

Turlock

Tustin

Ukiah

Union City
Univeraty of Colif.
Uplond
Vocaville
Valindo
Voltcio

R
(?'\

93436
93001
92392
90043
94553
9327
92083
94598
90255
93280
95076
96094
91790
93025
92683
95351
~3605
90605
95492
90222
95988
93286
95695
94062
92686
94599
96057
9599
92399

Vonderberg Vill.
Ventusa
Victorville
View Pork
Vine Hill
Visolia

Visto

Wolnut Creek
Walnut Park
Wosco
Watsonville
Weed

W. Covina
W. Mculnu Pork
Westminster
W. Modesto
Whitticer
whittier South
Wiilits
Willowbrook
Willows
Woodlake
Woodlond
Woodside
Yorbo Lindo
Yountville
Yicka City
Yubo City
Yucaipo

COLORADC

80022
81101
80010
80002
80010
80302
80601
80020
80723
81212
809 *
80022
81321
81625
81416
802 *
81301
80214
80110
81226
80521
80701
81601
80401
81501
80631
80228
81230
80906
80909
80026
81050
80215
81052

Adoms City
Alomaoso

Alturo

Arvado

Auroro

Boulder
Brighton
Broomfield Heights
Brush

Conon City
Colorado Springs
Commerce City
Cortez

Croig

Delto

Denver

Durongo
Edgewoter
Englewood
Florence

Fort Tollins
Fort Morgon
Glenwood Springs
Golden

Grond Junciion
Greeley

Green Mount’n fill.
Gunnison
lvywild

Knob Hilt
Lefoyette

Lc Junto
Lokewood
Lomor




81054
80461
80120
80501
80537
80829
81144
81401
81501
810 ¢
81067
80135
80911
80110
80751
80906
80229
81082
80840
81089
80030
80033

06001
06403
06037
06801

06239

06423
06424

06030
06426

06035

ERIC
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Las Animas
Leadville
Littleton
Longmont
Loveland
Manitou Sprir.gs
Monte Vista
Montrose
O:chard Meso
Pueblo

Rocky Ford
galida

ecurity
Shertdan
Sterling
Stratton Meadows
Thornton
Trinidod

U.S. Air Force Acd.

Walsenburg
Westminster
Wheat Ridae

CONNECTICUT
06401

Ansonia
Avon
Beacon Falls
erlin
Bethel
Bloomfield
Blue Hulis
Bolton
Branford
Bridgeport
Bristol
Brookficld
Brookiyn
Burlington
Canton
Cheshire
Chester
Clinton
Colchester
Conning Towers
Coventry
Cromwell
Danbury
Daniclson
Darien
Deep River
Derby
Durham
East Hoadom
East Hampton
East Hartford
East Haven
East Lyme
Easton
Ellington
Enfield
Essex
Fairfield
Farmington
Glastonbury
Granby

06830
06340
06437
06514
061
06790
06036
06351
06037
06339
06759
06443

06250
06450
06762
06455
06457
(6460

06353
26354
06355
V770
0605,
06840
00810
06057
065 *
0611}
06320
06776
06470
06357
06471
06473

06360
06779
06570
C6371

06475
06477
06483
02891

06374
06062
06479
06782
06340
06480
06360
06712
06260
06875
06877
06066
0067
(< 065
06413
064¢£4
06082
06070
0607

Greenwich
Groton
Guilford
Hamden
Hartford
Horwinton
Hozardville
Jewett City
Kenmsington
Ledyard
Litchfield
Madison
Monchester
Monsficld
Meriden
Middlebury
Middlefield
Middletown
Milford
Monroe
Montville
Moosup
Mystic
Nougatuck
New Bnitain
New Conaan
New Fairfield
New Hortford
New Hoven
Newington
New London
New Milford
Newtown
Niontic
No. Branford
No. Haven
Norvalk
Norwich
Ookville
Old Greenwich
Old Lyme
O!d Saybrook
Oronge
Oxford
Pawcatuck Br.
Westerly
Plainficld
Plainville
Plantsvilie
Plymouth

Poquonock Bridge

Portland
Preston City
Prospect
Putnom
Redding
Ridgefield
Rockville
Rocky il
Salisbury
Seymour
Sheiton
Sherwood Manor
Simsbury
Somers

06488
06489
06490
06074

06075
06076
069 *
06378
06268
06604

06604
06078
06786
06787
06277
06082
06084
06790
06612
05430
06086
06492
793
06702
06385
06795
06498
06107
06516
06880
04880
05109
06082
06226
06897
06094
06280
06095
06096

06716
06500
06798
06281

19805
19805
19711
19703
19720
19901
19805
19803
19956
19958
19808
19963
19711
19720
19973
19977
19803

Southbury
Southington
Southport-Fairfield
South Windsor
Southwood Acres
Staffo'd (Hollow)
Stafford Springs
Stcmford
Stanington
Storrs
Strotford
(Fairfield)
Stratfield
Suftield
Terryville
Thomaston
hompson
Thompsonyille
Tollond
Torrington
Trumbull
Tunxis-Fairfield
Vernon
Wallingford
Washimgton
Waterbury
Waterford
Watertrwn
Westb:
West Hoartford
West Hoven
Weston (fairfield)
Westport
Wethersfield
Whiteacres
Willimantic
Wilton
Winchester
Windham
Windsor
Windsor Locks
Winsted
Wolcott
Woodbridge
Woodbury
Woodstock

DELAWARE
Brack-Ex.
Brookland Terr.
Brookside
Cloymont
Colliz.s Park
Dover
Eismere
Fairfox
Laurel
Lewes
Marshallton
Milioid
Newark
New Costle
Seoford
Smyrno
Talleyville

Page 7
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158 *

Wiimingtan

DlSTRlCT OF COLUMBIA

32320
32703
33821
azn
32.V3
33823
33825
32807
33830
33154
33505
33430
32211
33161
33432
33435
33505
33505
3351
33308
33314
32512
32211
33054
32533
32920
33904
33054
33505
32210
32324
32428
33619
33515
32711
33440
32922
3293
32809
33134
32536
. 33803
33157
33525
33004
32014
33441
32433
32720
33444
32029
33528
33940
32935
33880
32207
32726
32804
32034

Page

Washingtan

FLORIDA
Apalachicala
Apopka
Arcadio
Arlington
Atlantic Beoch
Auburndaic
Avan Park
Azalea-Park
Bartow

Bay Harbar Isl.
Boyshare Gardens
Belle Glade
Biltmore
Biscayne Park
Baca Roton
Baynton Beach
Bradenton
Braaentan South
Brandan
Brentwood
Braadview Park
Braoksviile
Brookview
Bunche Park
Cuntanment
Cape Canaveral
Cape Coral
Caral City
Cedor Hommack
Cedar Hills
Chattahaachee
Chipley
Clair-Mel City
Cleorwater
Clermont
Clewiston
Cacoa

Cacoa Beach
Conway

Caral Gobles
Crestview
Crystal Laoke
Cutler Ridge
Dade City
Donia

Daytona Beach
Deerfield Beach
De Fumigk Springs
De Lond

Delray Beach
Dinsmore
Dunedia

East Naples
Eau Gallie
Eloise
Englewaad
Eustis

Fairviewr Shares
Fernandina Beach

32730
33030
33841
33901
33931
33450
32548
33843
32601
32960
32216
33054
33170
32043
33737
33844
33009
33010
32218
32805
32017
33020
33030
33934
32935

332

32050
33156
33577
33149
33040
32741
32055
33023

32205

33801

33403
32210
33853

32217

33460
33460
33540
33313
337117
32748
33936
33030
330064
32060
32750
33155
32444
32063
33738
32340
32209
32751
33050
33063
32446

Fern Park
Florida City
Fart Meade
Fort Myers
Fart Myers Beach
Fart Picrce
Fort Walton Beach
Frostpraaf
Goinesville
Gifford,
Glynlea
Golden Glodes
Gatlds .
Geeen Cave Springs
Gulfport
Haines City
Haollandale
Hialeah
Highiands
Halden Heights
Hally Hill
Hallywood
Homestead
Immakalce
indian Horbour
Beoch
Jacksonville
Jacksonville Beach
Kendall
Kensington Park
Key Biscayne
Key West
Kissimmee
Lake City
Loke Farest
W. of Hallandale
Lake Forest )
N. of Jocksonville
Lakeland
Lake Park
Lake Shore
Lake Walcs
Lakewood
Laoke Worth
Lantana
Largo
Laudcrdole Lakes
Leaiman
Lecsburg
Lchigh Acres
Leisure City
Lighthouse Point
Liveoak
Longwood
Ludlam
Lynn Haven
Maocclenny
Madeira Beach
Madison
Magnalio Gardens
Maitland
Marathon
Margate
Marianna

freech
e
L e

Meaduw Park
Melbourne
Melrase Park
Memphis
Merritt Island
Miami
Miomi Beach
Miami Shores
Miami Springs
Milton
Miramar
Maunt Dora
Muiberry
Myrile Grove
Ncples
Natanja
Neptune Beach
Newpart Richey
Newsmyino Beach
Miceville
Nareland
Narmandy Village
Narth Boy Villoge
North Fort Myers
North Miomi
North Miomi Beach
Narth Pglm Beach
Oakland Park
Oakwood Villa
Ocola
Ogaee
Okcechabee
Onego
Opa-Lacka
Orange Park
Orlondo
Orlovista
Ormand Beach
Ormand-By-The-5¢ca
Pahokee
Palatka
Palm Bay
Palm Beoch
Palm Beoch
Gardens
Paimetto
Palm Ryver
Palm Springs
Panama City
Parker
Pembroke Pines
Pensacalo
Perrine
Pine Castle
Pine Huilils
Pinellas Park
Piantation
Plant City
Pampano Beach
Pampano Beach
Highlands
Part Charlotte
Port Saint Jae
Punta Gorda
Quincy




Richmund Heights 32710 Winter Park 31036 Hawkinsville
Rierview 33599 Zephyrhills 31539 Hozlehurst
Riviera Beach GEORGIA 31313 Hinesville
Rockledge 31701 Albony 30230 Hogansville
Ruskin 31510 Alma 31634 Homerville
Safety Horbor 31709 Americus 30233 Jockson
Soint Augustine 31520 Arco 31545 Jesup
Soint Cloud 31714 Achbuin 30236 Jonesboro
Saint Petersburg 30601 Athens 30728 Lo Foyctte
Saint Petersburg 303 * Atlanto 30240 Lo Gronge
Beoch 309 * Augusta 30741 Lokeview
Sameset 31717 Boinbndge 30329 Lo Viste
Sanford 30204 Bormesville 30245 Lawrenceville
Son Jose 30030 Bortonwoods 30059 Leland
San Souci 31513 Boxley 30147 Lindole
Sama Monico 30518 Buford 30436 Lyons
Sarosota 31728 Corro 30059 Mobleton
Satellite Beach 30701 Colhoun 312 * Macon
Sebring 31730 Conmillo 30650 Madison
Scminole 30117 Corroliton 31816 Manchester
Sherwood Farest 30120 Lortersville 30060 Marietta
South Doytono 30125 Cedartown 30060 Morierto Eost
Southgate 30005 Chamblce 31061 Milledgeville
South Miomi 30417 Cloxton 30442 Millen
South Miomi 31014 Cochron 30655 Monroe
Heights 30022 College Park 31063 Mortezumo
South Potrick 319 * Criumbus 31768 Moultrie
Shores 30529 Commerce 30070 Mountain View
Southside Estotes 30207 Convyers 31639 Noshville
South Trail 31015 Cordele 30263 Newmon
Springficld 30531 Cornelia 30319 North Atlanto
Spring Glen 30209 Covington 30033 North Decotur
torke 31740 Cuthbert 30033 North Druid Hills
Stuort 30533 Dohlonego 30033 Oak Grove
Surfude 30720 Dotlton 31774 OQuaillo
Tallohassce 31742 Dowson 31779 Pelhom
Tompa 31501 Deonwood 31069 Pernry
Torpon Springs 30030 Decotur 31407 Port Wentworth
Tovores 31745 Donolsonville 31643 Quitmon
Temple Terrace 31533 Douglos 30153 Rockmart
Tice 30134 Douglosville 30161 Rome
Titusville 30329 Druid Hills 30741  Rossville
Troiler Estotes 3102 Dublin 33075 Roswell
Treosure Islond 31023 Eostmon 31558 Soint Morys
Union Pork 30044 Eost Poini 31522 Saint Simons Istond
Yolporoiso 31024 Eotonton 31082 Sondersville
Venice 310635 Elberton 30328 Sondy Springs
Verdo Beoch 30333 Emory University 314 * Sovonmah
Warrington 30060 Fairooks 30079 Scottdale
Washingtor Pork 30741 Fairview 30319 Skyland
Wasauchula 31750 Fitzgerold 30080 Smyrne
Wesconnett 30050 Forest Pork 30032 South oecotur
West Bradenton 31029 Forsyth 30458 Stotesboro
Westgute 31030 Fort Volley 30747 Summerville
West Hollywood 30501 Gainesville 30401 Swoinsboro
West Miomi 31408 Garden City 30467 Sylvonio
West Poim Beoch 30458 Georgio Southern 31791 Sylvester
West Pensacolo 30032 Gler Hoven 30176 Tollapossa
West Winter 30427 Glennville 30286 Thomvston
Haven 30642 Greensboro 31792 Thoriasville
Westwood Lokes 30316 Greshom Pork 30824 Thomson
Wilton Manors 30223 Griffin 31794 Tifton
Winston 30054 Hapeville 30577 Toc:oo
Winter Garden 31034 Hordwick 30329 Toco Hills
33880 Winter Haven 30643 Hortweil 30084 Tuckes
Poge 9
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Voldosto
Yidalio

Villa Rico
Warner Rabins
Washington
Waycross
Woynesboro
West Point
Winder

haAWAII
Aiea
Ewa
Ewc Beoch
Holciwo

Waimanaole
Waoaipohu

IDAHO
Americon Foils
Blockfoot
Boise
Buhl
Bprley
Caldwell
Coeur d’ Alene
Collister
Emmett
Fronklin
Gooding
Grongeville
idoho Folls
Jerome
Kellogg
Lewiston Orchords
Meatpelier
Moscow
Mountoin Home
Numpo
Payette
Pacote!’.
Prestan
Rexburg
Ruperr
Saint Anthony
Salmon
Sandpaint
Shelley

10

Twin Folls
Weiser
Whitney

ILLINOIS
Abingdon
Addison
Aledo
Algonquin
Alorton
Alsip
Alton
Anno
Antioch
Arlingtan Heights
Auraro
Borrington
Bortonville
Batovio

Beach
Beardstows
Belleville
Bellwood
Belvidere
Bensenville
Benton
Berkeley

B rwym
Betholta
Bloomingtoa
Blue Isfond
Boling Brook
Bourbonnals
Bradley
Brondywine
Breose
Bridgeview
Broadview
Broaokfield
Buffalo Grove
Burnham
Busxanell
Butterfield
Cohokio
Cairo
Columet City
Columet Park
Canton
Carbondale
Corlinville
Cotlyle
Cormi

Carol Stream
Corpentersville
Corroliton
Corierville
Carthoge
Cosey
Caseyville
Cerntrolio
Central Pork
Centreville
Chompoign
Charleston
Chester

Chicogo
Chicogo Heights
Chicago Ridge
Chillicotie
Christopher
Cicero
Clorendon Hitls
Clinton
Cool City
Cnllinsville
Columbio
Cottoge Hills
Country Club Hills
Countryside
Crest Hill
Crestwood
Crete
Creve Coeur
Crystol Loke
Danville
Deccatur
Decrficld
De Koib
Des Ploines
Dixmoor
Dixon
Dolton
Downers Grove
Dundce
Dupo
Duquoin
Dwight
East Alton
East Chicogo
Heights
Eost Maline
East Peono
Eaost  Saint  Louis
Edwordsville
Etfingham
Eldorado

igin

Elk Giove Villoge
Elmhurst
Eimwood Pork
Eurecko
Evanston
Evergrcen Park
Foirtield
Foirbury
Foirmont City
Foirview Heights
Formington
Flara
Flossmoor
Forest Pork
Fox Loke
.ronklin Park
Freeport
Fuitin

Geleno
Golesburg
Golvo

Genesco
Geneva

Genoo




61443
61448

60525
60N44
60045
60047
60438
61301
62439
62254
60439
61542

62656
60645
60532
62056
60441
60148

611
60534

Aruiext providea by enc nm:

Georgetown
Gibson City
Gillespie
Glencoe
Glendale
Gien Ellyn
Glenview
Glenview C'tryside
Glenwood
Godfrey
Granite City
Groysfoke
Green Rock
Greenville
Hamilten
Honover
Horrisburg
Hcrvord
Horv
Honwood Heights
Havono

Crest

Hozel
Herrin
Hickory Hills
Highlond
Highlond Park
Highwood
Hilisboro
Hiliside
Hinsdale
Hoffmon
Homctown
Homewood
Hoopestan
Ingolls Park
Itosca
Jocksonvifle
Jerseyville
Johnston City
Joliet
Justice
Konkokec
Kenilworth
Kewonee
Knoxville
Lo Gronge
Lo Gronge H
Lo Grange
Loke Bluff
Loke Forest
Loke Zurich
Lansina

Lo Salle
Laowrenceville
Lebonon
Lemont
Lewistown
Libertyville
Lincoln
Lincolnwood
Lisle
Litchficld
Lockport
Lombard
Long Lake
Loves Park
Lyons

Heights

Park

Estotes

H'hi'ds
Park

McHenry
Mcleconsboio
Mocomb
Madison
Marengo
Morion
Markhaom )
Morquette Heights
Morscilles
Maorsholl
Moscoutoh
Motteson
Mottoon
Moywood
Melrose Pork
Mendofo
Merrionette Pork
Metropolis
Midlothion
Milon

Maoline
Momence
Monmouth
Maontgomery
Monticelio
Marris
Morrison
Maorton
Marton Grove
Mount Cormel
Mount Morris
Mount Prospect
Mount Vernon
Mundclein
Murphysboro
Noperville
Noshville
Newton

Nifes

Normol
Norridge
Noisth Aurora

. Northbraok

North Chicogo
Northfield
North Glen Ellyn
Northioke
North Pork
North Riverside
Ook Brook
Ook Forest
Ook Lown
Ook Pork
O'Fallon
OQI\SbY
Olyinpio Fields
Oregon

Orlond ark
Ottawa
Polotine

Polos Hcights
Pnlos Hills
Pono

Poris

Pork Forest
Pork Ridge
Poxton

61554
616 *
61613
61354

62274
62363

6N475
61081
60402
£0165
60103
61364

Pckin

Pearia

Peoria Heights
Peru

Phoenix
Pinckneyville
Pittsticld
Plointield
Plano

Princeton |
Prospect Heights
Quincy

Rontoul
Ridgewood

River Dale

River Forest
River Grove
Riverside
Robbins

Robinson
Rochelle

Re falis
Rockfard

Rock {slond
Rolling Meadows
Romeoville
Roselle

Rosemant

(Des  Ploins)
Rosemant

(St. Clair)
Roscwood Heights
Round Loke Beach
Round Loke Paiy
Rushviile

Saint  Chorles
Salem

Sandwich

Souk Village
Savonna
Schoumburg
Schiller Park
Shelbyville

Silvis

Skaokie

South Beloit
South Chicogo Hts
South Eigin
South Hollond |
South Jocksonville
Southlown

South Pork

South Stickney
Sporta
Springfield
Spring Volley
State Pork Ploce
Stounton

Steger

Sterling

Stickney

Stone Pork
Strcomwood
Streotor

Page 11
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46001
46011
46703
47918

47001
47102
47006
4742}
46107
46711
47512

47401
46714
47601
47834

Page
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Sullivan
Summit
Sunnyland
Swansca
Sycamare
Taylarville
Tharntan
Tiltan

Tinl2y Park
Tuscala
trbana

Vailley View
Vandalia
Venice

Villa Park
irden
Warsenville
Washingtan
Washington Park
Waterlao
Watseka
Waucanda
Waukegan
Westchester
West Chicago
Westdale |
Western Springs
West Frankfart
West Xankakee
Westmant
West Pearia
Westville
‘wheatan
Wheeling
White Hall
Wildwaad
Wilmette
Wilmingtan
Winficld
Winnctka
Winthrap Horbor
V/ander Lako
Wood Dale
Woaad Ridge
Wood River
Woodstack.
Warth

Zian

INDIANA
Alexandria
Andersan
Angala
Attica
Aubuin
Aurora
Austin
Batesville
Bedfard
Beech Grave
Berne
Bicknell
Black Oak
Baamington
Blvéftan
Boonville
Brazil

12

Bremen
Broakville
Brownsburg
Cambnidge
Cedar Lake
Charlestawn
Chestertield
Chestertan
Clarksville
Clintan .
Calumbia City
Columbus
Canncrsville
Carydan
Cavingtan
Crawfardsville
Crown Point
Danville
Decatur
Delphi
Drexel
Dunkirk

Dyer )
East Chicaga
Eost Gary
Edgewoad
Edinbur¢
Elkhart
Elwoad
Evansvilie
Fairmaunt
Fart Wayne
Franktart
Frankhn
Garrett
Gary .
Gas City
Goshen
Greencastle
Greendale
Greenficid
Greensburg
Greenrwaad
Haommand |
Hartford City
Highland
Hobart
Hame Carner
Huntingburg
Huntingtan
Indianapalis
Jasper
Jetfersanviile
Kendaliville
Knox
Kokamo
Latayette
La Parte
Lawrence
Lawrenceburg
Lebanon
Ligonicr
Lintan
Loganspart
tee
Madison
Matian

City

Gardens

Mars Hili
Martinsville
Mayfield
Mcrnllville
Michigan City
Mickleyville
Mishawaka
Mitchell
Manticella
Maaresville
Mount Vernan
Muncie
Munster
Nappance
New Albany
New Castle
New Haven
New Whiteland
Nablesville
North Manchester
North Terre Haute
North  Vernan
Natre Dame
Oakiand City
Paoali

Peru
Petersburg
Plainficld
Plymauth
Portage

Porter
Partland
Princetan
Rensselacr
Richmand
Rochester
Rockville
Rosedale Hills
Rushville

alem
Schererville
Scottsburg
Sellersburg
Seymour
Shelbyville
South Bend
South Haven
Speedway
Spercer
Sullivan

Tell City
Terre Haute
Tiptan

Unian City
Valparaiso
Vincennes
Wabast
Warsaw
Washingtan
Washingtan Place
West Lafayette
West Terrchaute
Whiting
Winchester

IOWA
Albia




Algona

50659 New Hampton 66032 Garnett
50010 Ames 20208 Newtan 67735 Goadland
52205 Anomosa 50317 Norwoodville 67530 Great Bend
50021 Anhkeny 50662 Oclwein 67601 Hays
50022  Atlantic 51 Onawa 67060 Haysville
50025 Auduban 51041 Orange City 67449 Herington
52208 Belle Plaine 50461 sage 66434 HMiawatha
50421 Belmond 50213 OQsceola 67544 Hoisington
52122 Bettendarf 52577 Oskaloosa 65436 Holton
€37 Bloomtield 52501 Ottumwa 67951 Hugoton
w.: Baane 50219 Pella 66748 Mumboldt
52601 Burlingtan 50220 Perry 67501 Hutchinson
51401 Carroll 51566 Red Oak 67301 Indcpendence
50613 Cedor Falls 51246 Rock Rapids 66749 lala
52% ®* Cedar Rapids 50583 Sac City 66441 Junction City
52544 Centerville 51201 Sheldon 661 * Kansas City
50049 Chaniton 51601 Shenandaah 67068 Kingman
50616 Charles City 51249 Sibley 67550 Larned
51012 Cherokee 51250 Sioux Center 66044 Lawtence
51632 Clanr1a 511 * Sjoux City 66048 Lecavenwarth
5u525 Cianon 51301 Spencer 66206 Leawood
50428 Clear Lake 51360 Spint Lake 66051 Lenexa
52732 Chinton 50588 Storm Lake 67901 Liberal
52243 Caralviile 52339 Tama 67456 Lindsborg
51501 Cauncil Bluffs 52772 Tiptaw 67554 Lyons
52136 Cresco 50322 Urbandale 67460 McPherson
50801 Crastan 52349 Vintan 66502 Monhattan
528 * Davenport 52353 Washingtan 66508 Marysville
52101 Decorah 507 © Waterloa 67104 Medicine Lodge
51442 Denison 52172 Waukon 66221 Merriam
503 * Des Moines 50677 Waverly 67216 Midland Park
52742 De Witt 50595  Webster City €6222 Mission
52001 Dubuque 52655 Woest Burlingtan 66205 Maission Hills
52040 Dyersville 50265 West Des Moines 67110 Mulvane
50533 Eogle Grave 52175 West Unian 66757 Ncodesha
50627 Eidora 50311  Windsor Heights 67114 Ncwton
50536 Emmetsburg 50273 Winterset 67654 Nortaw
51334 Esterville 67216 OQakiown
50707 Evonsdale KANSAS 67748 Oaklcy
52556 Fairfield 67410  Abilenc 67749 Obechin
50436 Forest City 670C3 Athony . 66061 Olothe
50501 Fart Dodge 67005 Arkansas Ciiy 66523 O:agc City
52627 Fort Madison 66002 Atchison 66064 Osawotomie
50534 Glenwood 67010 Augusta 67473 Osborne
50112  Grinnell 66713 Boxter Sptings €C767 Ottawa
50441 Hampton 66935  Belleville €6204 Overland Park
51537 Hagrlan 67420 Beloit . €6071  Paola
51023 Hawarden 66012 Bonner Springs 67219 Park City
50548 Hunmibetdt 67333 Caney 67357 Parsans
50644 Indecpendence 66720 Chanute 67661 Phillipsburg
£0125 [ndiouola 67335 Cherryvale 61762 Pitisburg
52240 lawa City 67432 Clay Center 671663 Ploinville
50126 Jjawa Falls 67337 Coffeywville 66208 Praise Village
50129 Jefferson 67701 Colby 67124 Pratt
52632 Keokuk 66725 Columbus 66::03 Racland Park
50138 Knoxville 66901  Concardio 67665 Russell
21031 Le Mars 66846 Council Grave 67401 Salina
52057 Manchester 67037 Dery 67871 Scott City
52060 Maquoketa 67801 Dodyc City 66203 Shawnee
52302 Marion 67642 El Dorada 66967 Smith Center
50158 Marshalltawn 67526 Ellinwoced 666 * Tapeka
50401 Mason City 66801 Emparia 67880 Ulysses
51555 Missouri  Valley 67045  Eurcka 67147 Valley Center
52310 Manticello 66205 Fairway 67672 WaKeeny
5264 Maunt Pleasant 66701 Fort Scott 67152 “Wrelfingtan
52314 Maunt Vernan 66736 Fredonia 66205 Westwoad
52761 Muscatine 66739 Galena o restwoa
50201 Nevado 67846 Garden City 672 ¢ 'Wichita
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Winfield

KENTUCKY
Ashlond
Barbourville
Bardstown
Bellevue
Benton
Bereo
Bowling Gresn
Buechel |
Campbellsville
Carroliton
Catiettsburg
Central City
Corbin
Covington -
Cumberlond
Cynthiann
Donville
Dowson Springs
Dayton
Earling‘on

East merset
Elizabethtown
Elsmere
Erlonger
Fairdale
Falmauth

Fern Creek
Flotwoods
Florence

Fort Mitchell
fort Thomas
Fronkfort
Fronklin

Fulton
Gardenside
Georgetown
Glosgow
Greenville
Harlen
Harrodsburg
Hczard
Hendcrson
Highland Helphts
Highview
Hopkmsvnlle
Irvine
Jeffersontown
Jenkins
Loncaster
Lawrenceburg
Lebanon
Ltaicnitel
Lexington
London
Louisville
Ludlow

Lynch
Modisonville
Mayfield
Maysville
Meadowtharpe
Middlesbora
Middletown
Monticell

Morehead
Morgonfield
Mmount Sterling
Murray
Newburg
Newport
Nicholasville
Uxoiono
Owensboro
Paducoh
Paimtsville
Paris

Park _Hills
Pikeville |
Plcasure Ridge Pk,
Prairie Villoge
Prestonburg
Princeton
Providence
Radchff
Richmond
Rosemont
Russellville
Saint Maotthew.
Scattsville
Shelbyville
Shively
Somerset
Southlond
Vailey Station
Valley Village
Versailles
Westwood
williomsburg
Wilmore
Winchester
Zondale

LOUISIANA
Abbevilie
Alexandric
Amite City
Arabi
Arcadio
Avondale
Baker
Bastrop
Baton Rouge
Berwick
Bogolusa
Bossier City
Breaux Bridge
Brownsville
Bunkie

Buras
Chalmette
Church Point
Covington
Crowley
Delhi .
Denham Spripgs
De Quincy
De Ridder
Donaldsonville
East Bank
Eunice
Farmerville

Ferriday
fountain Plaice
Fronkhin
franklinton
Garyville
Golcen
Gonzoles
Grambling
Gretno
Hammond
Harahon
Harvey
Haynesville
Homer

Houmo
Jeaneretts
Jetterson Heights
Jennings
Jonesboro
Kaplon

Kenner
Kentwood
Lafayette
Lake Arthur
Loke Chorles
Lake Charles NE
Loke Providence
Laploce
LaRose
Leesville
Lutcher
Mamou
Manshield
Maony
Marksville
Matrero
Metoirie
Minden
Monroe
Mcrgan City
Natchitoches
New lberia
New Orleans
New Roads
Norco

No. Shreveport
Oakdale
Opelousas
Patterson
Pineville,
Plaquemine
Ponchatoula
Port Allen
Port Sulphur
Raceland
Rayne

naywille
Reserve

Ruston

St. Martinville
Samtown
Scotlandville
Shreveport
Slidell
Springhill
Sulphur
Summer Grove

Meadow

gy

=
Jemt
r
cC




71282 Talluloh 04963 QOaklond 20840 East Pines
7¢0S3  Tesrytown 04064 Old Orchard Beach 21219 Edgemere
70301 Thibodoux 04468 Old Town 21040 Edgewood
71373 Vidolio 04473 Orono 21921 Elkton
70586 Ville Plotte 04474 Orrington 21221 Essex .
70668 Vinton 04271 Poris 20021 Forest Hiights
71082 Vivion 04v67 Pittsticld 20028 Forestville
70591 Welsh 041 * Portland 21701 Fredenck
70669 Westloke 04769 Presque lsle 21532  Frostburg
71291 West Monroe 04841 Rocklond 20760 Gaitherburg
70094 Westwego 04276 Rumford 20770 Greenbelt
71483 Winnfield 04072 Soco 21740 Hagerstown
71295 Winnsboro 04073 Sontord 21227 Holethorpe
70791 Zachary 04074 Scarborough 21740 Holfwoy
04976 Skowhegan 21078 Havre De Groce
MAINE 03908 South Berwick 20031 Hillerest Heights
04210 Auburn 04106 South Partlond 20027 Hillside
3 * Augusto 04083 Springvale 20780 Hyottsvilie
04401 Bangor 04861 Thomaston 21085 Jappa
09 Bor Harbor 04086 Topshamn 20902 Kemp Mill Est.
04530 Bath 04785 Von Buren 26795 Kensington
04915 Belfost 04572 Waoldoboro 20795 Kensington Est
03901 Berwick 04901 Waterville 20781  Kirkwood :
04912 glddefofd 04473 g/cbsger t- 20787 Longlcy Pork
rewer enobsco
04009 Bridgton 04090 Wells 20801 tonham
04011 Brunswick 04092 Westbrook 20810 Lourel "
04416 Bucksport 04294 Wilton 21502 Lol
04619 Coloais 04052 Windhom L° vale
04843 Comden 04901 Winsiow 20783  Lewisdole
04107 Cope Elizabeth 04364 Winthrop 20653 Lexington Park
€4736 Conbou 04096 Yarmouth 21099 Linthicum Heights
(0-.-’923:) gumbcrland 039¢9 York 21093 _li.J;‘hcr'vlllc -
exter imonium
04426 Daver-Foxcraft MARYLAND 21207 Lvr~ Acres
04631 Eostport 21071 Aberdeen 20810 M. ond City
0590 Eliot 20783 Adelphi 21.20 Midale River
04605 Ellsworth 214 * Anna,olis 20822  Mount Rarnier
04937 Foirfield 21227 Arbutus - 20784 New Corroll.s.y
04105 Folmouth Halethorpe 20903 NW Paork Apts.
04938 Farmington 21225 Arundel Village 20903 Oak View
04742 Fort Fairfield 212 * Baltimore 21113  Odenton
04743 Fort Kent 21014 Bel Air 21776 Overleo
04032 Freeport 20705 Beltsville 21.17 Owings Mills
04345 Gardiner 20740 Berwyn Heights 20785 Polmer Park
04038 Gorham 20014 Bethesdo 20014 Porkside
04347 Hallowell 20710 Blodensburg 21233 Parkville
0%444 Hampden 20715 Bowic 20795 Porkwood
04730 Houlton 20722 Brentwood 21128 Perry Hall
04239 Say 21225 Brooklyn Park 21208  Pikesville
04043 Kennebunk 21716 Brunswick 21851 Pocomoke City
03904 Kittery 20731 Cabin . Jokn 21133 Randellstown
04240 Lewiston 21613 Combridge 20853 Rondolph Hills
04750 Limestone 20027 Capitol Heights 21135 Reisterstown
04457 Lincoln 21228 Contonsville 20830 Riverdole
04250 Libon 21620 Chestertown 21122 Riviera Beach
04252 Lisbon Falls 20785 Cheverly 51207 Rockdole
04254 Livermare Folls 20015 Chevy Chase 20850 Rockville
04652 Lubec 20783 Chillum %0781 R Height
04654 Machios 20735 Clinton 5123 R°9°'5 eighis
04756 Madawasko 21030 Cockeyville "7 osedale
04950 Madison 20740 Collegc Park 21801  Salisbury
04257 Mexico 21817 Crisfield 20801 Seabrook
04462 Millinocket 21113 Crofton 20027 Scot Pleasant
04463 Mila 21502 Cumberlond 21146 Severna Pork
04260 New Gloucester 21222 Dundalk 209 * Silver Spring
04268 Norway 21601 Eoston 21219 Sporrows Point
Page 15
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20023
20012
21204
20784
21562
21157
20962
21207

20784

21061
21207

Suitlond
Takama Park
Towson
University Park
Westernport
Westmimter
Wheaton
Woodlown -
Boltimore
Woodlown -
Pr. Geo. .
Woodlawn Heights
Woodmoor

MASSACHUSETTS .

02351
01720
02743
01220
01001
01913
01002
01810
02174
01430
01721
01331
02703
01501
02322
01432
02630
01005
01730
01007
02019
02178
01915
01821
01504
021 *
02532
02184
02324
024 ©
02146
02326
01803
02532
02138
02021
01520
01507
01824
02150
01020
01510
01760
02025
01742
01226
01923
02714
02026
01342

Page
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Abington
Acton
Acushnet
Adoms
Agowom
Amesbury
Amherst
Andaver
Arlington
Ashburnhom
Ashlond
Athal
Attlcboro
Auburn
Avon
Ayer
Barnstabie
Borre . Worcester
Bedfard
Belchertown
Bellingham
Belmant
Beverly
Billerico
Blockstone
Boston
Bourne
Braintree
Bridgewater
Brockton
Brookline
Brookvitle
Burlington
Buzzords Bay
Combridge
Conton
Chaftins
Chariton
Chelmstord
Chelsea
Chicopee
Clinton
Cochituote
Cohasset
Concord
Dolton
Donvers
Dartmouth
edham
Deerfield

16

Dennis
Dightan
Douglas
Dover
Drocut
Dudley
Duxbury
Eost Bridgewater
East Folmouth
Eosthampton
East Longmcadow
Easton-Bristol
East Walpale
Everett

Fall River
Falmouth
Feeding Hills
Fitchburg
Foxboro
traminghom
Franklin
Gardner
Georgetown
Gloucester
Grafton
Granby
Gicor Barrington
Greenfield
Groton
Gravelond
Hodley
Homilton
Hanover
Hanson
Harwich
Haovcrhill
Hinghom
Holb. .k
Holden
Halliston
Halyoke
Hopedole
Hopkinten
Hudson

Hull
Hyannis
ipswich
Ishington
Kingston
Lokeville
Loncaster
Lanesboro
Lowrence
Lee
Leicester
Lenox
Leominster
Lexington
Lincoln
Litileton
Longmcodow
Lowell
Ludlow
Luncnburg
Lynn

fret
(e
—
Naon

01940
02148
01944
02048
01945
02738
01752
02050
02739
01754
02052
02155
02053
02176
01860
01844
02346
01949
01757

51527

02054
02186
01057
0135

01908
02554
01760
02192
02740
01950
01950
02158
02056
02351
01247
01060
01845
02760
01862
01532
01534
01535
01863
02747
02356
01536
01864
02060
02766
02061

02062
01865
01364
01540
01069
01960
02359
01463
01866
0120

02762
02360
02657
02169
02368

Lynnfield
Malden
Monchester
Monsficld
Marbleheod
Marion
Marlborough
Marshficld
Mottopoisctt
Maynard
Mcdfield
Medford
Medwoy
Meclrosc
Mcrrimac
Mcthuen
Middicboro
Middieton
Miifard
Millbury
Mllis

Milton
Monson
Montaque
Naohant
Nontucket
Noatick
Necuham
New Bedford
Newbury
Newburyport
Newton
Noarfolk

No. Abingtan
No. Adams
Notthhamptan
No. Andover
No. Atticbora
No. Billerico
Northboro
Northbridge
No. Brookticld
No. Cheimstford
No. Dartmouth
No. Easton
No. Grofton
No. Reoding
No. Scituate
Norton
Norwell
Narwood
Nutting Loke
Orange
Oxford
Polmer
Peabady
Pembroke
Pepperell
Pinchurst
Pittsfield
Plainwille
Plymouth
Provincetown
Quncy
Randolph
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02767
01867
02151
02370
01966
01969
01543
01970
01950
01906
0266
0277
02067
01464
01545
01876
02725
02143
02895
01772
01551
02743
01550
01075
01075
01982
01077
01562
011 ¢
01564
02180
02072
01775
01566
01776
01527
01507
027177
02780
01463
01876
61983
01469
C1376
01879
01568
01569
01830
G208
02154
01082
02571
01083
02172
01778
01570
c218
01984
01581
01583
02379
0178}
01085
01886
01473

Roynhom
Reoding
Revere
Rocklond
Rockport
Rowley
Rutland
Solem
Solisbury
Sougus
Scituate
Scekonk
Sharon
Shirley
Shrewbury
Silver Loke
Somerset
Somerville
So Bellinghom
Southboro
Southbridge
So Dortmouth
So. Grofton
So. Hodley
So. Hadley Folls
So. Homilton
Southwick
Spencer
Springtield
Sterling
Stonehom
Stoughton
Stow
Sturbridge
Sudbury
Sutton
Swompscott
Swansco
Tounton
Templeton
Tcwksbury
Topsticld
Townsend
Turner Folls
Tyngsbaro
Upton
Uxbndge

Wokcheld

Wolpole
Waolthom
Ware
Warchom
Worren
Wotcrtown
Woylond
Webster
Wellesley
Wenhom
Westboro
West Boylston

West Bridgewater

W. Concord
Westtield
Woestford
Westminister

02193
02790
01089
02050
02188
01588
02382
01095
01267
01887
01425
01890
02152
01801
016 *
02093
02675

49221

49224
48001

49010
48101

48801

49707
48108
48057
48413
49014
4706
45505
43423
48809
49022
49022
48072
49120
49911

48009
49301

LENI)
49228
48013
49712
48063
49017
40107

49601

48723
48724
43C15
49720
48813
49721

48118
48616
48024
48017
49035
48385
49041

48817
49508
48423

Weston
Westport
West Springficld
Westwood
Weymouth
Whitinsville
Whitmon
Wilbrohom
Williomstown
Wilmington
Winchendon
Winchester
Winthrop
Woburn
Waorchester
Wrenthom
Yormouth

MICHIGAN
Adnon

Albion
Algonac
Allegon

Allen Pork
Almo

Alpeno

Ann Arbor
Auburn Heights
Bod Axe
Bottle Creek
Boy City
BReecher
Beechwood
Belding
Benton Horbor
Benton Heights
Bcrkley
Bertrond
Bessemer
Beverly Hills
Big Ropids
Birminghom
Bliusficld
Bioomticld Hllls
Boyne City
Brooklonds
Brownlce Pork
Buchonon
Cadilloc

Coro
Corrollton
Center Line
Chorlevoix
Chorlotte
Cheboygan
Chelsco
Chesoning
Clorenceville
Clowson
Coldwoter
Commerce
Comstock
Corunne
Cutlerville
DPavison

48128
48127
482 °
49047
48020
48429
48021
49506
48823
48197
45001
488217
48229
49529
48732
49022
49022
48024
48430
48220
48134

48433
48025
48026
49412
48135
49735
46173
49837
19417
48837
495 -
49418
458338
481338
48256
48236

48236

48236

46212
49930
48236
48840
49058
48030
48203
49242
49423
48442
16342
49931
48843
49247
49426
48070
48054
48141
48846
49801

Dearborn
Deorborn Heights
Detroit
Dowogioc
Droyton Ploins
Durond

Eost Detroit
Eost Grond Ropids
Eost Lansing
Eostlown
Eostwood
Eoton Ropids
Ecorse
Esconobo
Essexville
Euclid Center
Foir Plain
Formington
Fenton
Ferndole

Flot Rock
Flint

Flusning
Fronklin
Froser
Fremont
Gorder City
Goylord
Gibrolicr
Glodstonc
Grond Hovcn
Grond Ledge
Grand Ropids
Grondvilie
Grcenwville
Gross lle
Grosse Pointe
Grosse Pointe
Forms

Grosse Poime
Fork

Giosse Pointe
Shores

Grosse Pointe
Woods
Homtromck
Honcock
Horper Woods
Hoslett
Hostings
Hozel Pork
Highlond Pork
Hillsdole
Hollond

Holly

Holt
Houghton
Howell
Hudson
Hudsonville
Huntington Woods
Huron Gordens
inkster

lonio

lron Mountoin

Page 17




49935
49938
45849
43847
49201

49428
45001

49057

fron River
lronwaod
Ishpeming
Ithaca

Jackson
Jeniscn
Xalamnzog
Xeego Harbor
Kentwoad
Kingsfard

Loke Harbor
Lake Orion
Lokeview
Lansing

Laopeer
Lopecer Heighis
Lathrup Village
Laurium

Level Park
Lincoln Park
Livonio

Lowell
Ludirgton
Madison Heights
Monistee
Manistique
Marine City
Marquette
Marshall
Marysville
Mason
Melvindale
Menominee
Michigan Center
Midland

Milon

Mitford

Maonroe

Mount Clemens
Mount Clemns S.E.
Mount Morris
Mount Pleasant
Munising
Muskegon
Muskegon Heights
Negaunec

New Baltimore
Newberry

Niles

North Muskegon
Northvill -
Narway

Novi

Ook Park
Okemas
Oscado

Otsego

Owosso

Pow Pow

Paw Paow Lake
Petaskey
Plainfield Heights
Plainvell
Pleasant Ridge

Plymouth

Page 18

48053
49081
48060
48875
48239
48062
48218
48192
48063
48173
49779
48065
48174
4544
48066
48067
48220
48601

4807¢
48080
49781

48879

49085

48880
48176

49783

48075

48192
45090
48161

49345

49015
49091

48473

49286
49093

49684
48183

48034
45203

48768
49968
49504
48088
48089
48095
48184
48184
48197
49007
4946

48086
48197
48917
45201

48192
49509
48197
49464

56007
56308
35303
55112

Pantiac
Portage

Part Huran
Partlaond
Redford Towaship
Richmond
River Rauge
Riverview
Raches:er
Raockwaod
Rogers City
Romeo
Romulus
Roosevelt Park
Roseville
Royal Oak
Royal Oak Twp.
Saqinaw

St. Clair

St. Clair Shores
St. Ignoce

St. Jahns

St. Joseph

St. Louis
Saline

Sauit Sointe Maris
Southticla
Southgote
South Haven
South Moniow
Sparta
Springfield
Sturgis

Svrartz Creek
Tecumseh
Three Rivers
Traverse City
Trentaon

Troy
Vondercook Lake
Vassar
Wokeficld
Walker
Walled Lake
Warren
Waterford
Wayne
Westlond
West Willow
Westwood
Whiteholl
White Lake
Willow Rur
Windemcre
Waodville
Wyondotts
Wyoming
Ypsilanti
Zecland

MINNESOTA
Albert Leo
Alexandria
Anokg
Arden Hills

Auroro
Austin
Babbitt
Boyport
Demioj
Blaine
Bloomingtan
Blue Earth
Broinerd
Breckenridge
Brooklyn Center
Brooklyn Park
Burasville
Coledonia
Cambridge
Cedar Grove
Choska
Chishalm
Circle Pines
Cloquet
Columbia Heights
Coon Ropids
Cottage Grave
Crookston
Crosby

Crystcel
Deephaven
Detrait Lakes
Duluth

Eost Grond forks
Eden Praine
Edina

Ely

Eveleth
Fairmont
Falcon Heights
Foirbault
Fergus Falls
Forest Lake
Fridley
Gilbert
Glencoe
Glenwaod
Golden Valley
Grond Rapids
Gronite Folls
Hastings
Hibbing
Hopkins

Hayt Lakes
Hutchinson
international Falls
Inver Grove Heights
Jackson

La Crescent
Lake City

Le Sueur
Litchtield
Little Conada
Little Falls
Luverne
Mankoto
Maple Grave
Maplewood
Marsholt
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ERIC

Mendota Heights
Mimeapolis
Minnetonkao
Mantevideo

Mound View
New Brighton
New Hope
New Pragus
New Ulm
Northfield
North Monkoto
North St. Paul
Orono
Ortonville
Osseo
Owotanno
Park Rapids
Pipestone
Plymauth
Proctor

Red Wing
Redwood Folls
Richfield
Robbinsdole
Rochester
Roseviiic
Soint Anthony
St. Cloud

St. Jomes

St. Louis Park
St. Paul

St. Paul Park
St. Peter
Souk Centre
Souk Ropids
Shokopce
Shoreview
Shorewood
Silver Boy
Sleepy Eye
South St. Paul
Springfield
Spring Loke Pork
Spring Valley
Stoples
Stillwater
Thief River Folis
Trocy

Two Horbo's
Virginio
Wobasha
Wadeno
Woseca
Woyzata
Wells

West St. Paul
White Bear Lake
Wilimor
Windam
Winona
Worthington

MISSISSIPPI
Aberdeen
Amory
Botesville
Boy St. Louis
Belzoni
Biloxi
Booneville
Brookhoven
Conton
Chorleston
Clarksdale
Cleveland
Clinton
Columbia
Columbus
Corinth
Crystol Springs
D'iberville
Durant
Eflisville
Forest
Greenville
Greewood
Grenodo
Gulfport
Hotticsburg
Hozlchurst

allandmin
ChiNib e

Holly Springs
Houston
Indianofa
Jockson
Kosciusko
Laurel

Lelond
Lexington
Long Beach
Lowsville
McComb
Mogee
Marks
Meridion .
Mussissippi City
Moss Point
Notchez
New Albony
Newton
Occon Springs
Okolono
Oxford
Poscogoula
Pass Chnstion
Pearl

Petol
Philadclphia
Picoyune
Pontotoc
Po:t Gibson
Ripley
Senotobio
Storkville
Stote Coullege
Tupelo
University

39180
38965
39367
39773
38967
39194

63123
65605
63011
63137

63133
64012
63134
64424
64015
65613
63628
65233
63334
63114
63144
63042
64628
64730
65018
64429
63435
63701

64633
64830
63830
65240
63740
63834
64691

63105
64735
65201

63126
63141

63019
63136
63020
63131
63841

63845
65026
64744
63011

64024
63640
65248
63135
63028
63601

63031

63645
6313)

65251

64118
63122
64030

famd,
()
Qo

Yicksburg
Water Volley
Waynesboro
West Point
Winora
Yozoo City

M{SSOURI
Aftton
Aurora
Bollwin
Belletontoine -
Neighbors
Bel-Ridge
Belton
Berkeley
Bethony
Blue Springs
Bolivor
Bonne Terre
Boonville
Bowling Green
Breckenridge Hills
Brentwood
Bridgeton
Brookficld
Bu‘ler
Cchifornio
Caomeron
Conton
Cope Girordeou
Corrollton
Corthoge
Caruthersville
Centrolio
Choffce
Chorlaston
Ch.llicothe
Cloyton
Clinton
Columbio
Crestwood
Creve Cocur
Crystal City
Deliwood
De Soto
Des Peres
Dexter
Eost Proirie
Eldon
El Dorado Springs
Ellisville
Excelsior Springs
Formington
Foyette
Furguson
Festus
Flot River
Florissant
Fredericktown
Frontenoc
Fulton
Gladstone
Glendele
Grondview
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Honley Hills
Honnibol
Horrisonville
Hayti
Hoxelwood
Hermann
Higginsville
Hillsdale
Independence
Jackson
Jefferson City
Jennings
Joplin
Konsas City .
Kennett
Kinloch
Kirksville
Kirkwoad
Lodue

Lomar
Lebonon
Lee's Summit
Lemay
Lexington
Liberty
Louisiano
Macon
Molden
Maplewood
Marccline
Marshall
Maryland Heightr
Maryville
Mehlvills
Mexico
Moberly
Moline Acres
Monett
Mountain Grove
Neosha
Ncevodo

New Madrid
Normandy
No. Konsas City
Northwoods
O‘Fallon
Olivette
Overland
Pacific
Pagedole
Palmyro
Perryville
Pine Lawn
Pleasant Hill
Poplar Bluff
Portageville
Poto
Raytown
Richmond
Richmond Heights
Riverview
Rock Hill
Rolla

St. Ann

St. Chorles

20

St. Clair

Ste. Genevieve
St. Johns

St. Joseph

St. Louis
Solem
Soppington
Sedalia
Shrewsbury
Sikeston
Slater

Sponish Loke
Springfield
Sugar Creek
Sullivan
Sunset Hills
Trenton

Union
University City
Volley Park
Vondolio
Warrensburg
Woshiné;ton
Webb Ci
Webster Zﬂwes
Wellston
Wentzville
West Plalas
Windsor
Woaodson Terrace

MONTANA
Anacanda
Bikings
Billings Heighty
Billings South
Bozemon
Butte

Conrad

Cut Bank
Deer Lodge
Dillon

Flotal Park
Glasgow
Glendivc
Greot Folls
Haordin
Harve
Helena
Kalispel|
Lourel
Lewistown
Libby
Livingston
Miles City
Missoulo
Missoulo S.W,
Roundup
Shelby
Sidney

Sitver Boxs Park
Whitefish
Walf Point

895005
89701
89801
89301
89406
89415
89015
891 *
89030
895 *
89431
89445

NEBRASK
Alliance
Auburn
Aurora
Beotnice
Bellevue
Bloir
Brokcn Bow
Chaodron
Columbus
Cozad
Crete
Fairbury
Falls City
Fremont
Gering
Gothenburg
Grand Islond
Hastings
Holdrege
Kearncy
Kimball

Lo Vista
Lexington
Lincoln

Mc Cook
Millard .
Nebraska City
Norfolk
North Platte
Ogallalo
Omaha
O'Neili
Papillion
Plattsmouth
Ralston
Schuyler
Scottsbluff
Seward
Sidney .
So. Sioux City
Supcrior
Volent.ne
Woahoo
Wayne
West Point
York

NEVADA
Boulder City
Carson City
Elko
Ely
Fallon
Hawthotne
Henderson
Los Vegos
North Los Veges
Reno
Sparks
Winpemucca

NEW HAMPSHIRE

03102

Bedford

03570 Berin




03603
03743
0330}
03818
03038
03820
03824
03833
03835
03045
03581
03842
03755
03765
03106
0305}
0343)
03246
03584
03766
03561
031 ¢
03054
03055
03060
03857
03773
05905
03076
03458
03105
02865
03264
03801
03867
03870
03079
03878
03275
03608
03894

08201
07102
07710
07724
07727
07820
07401
0771
08501
08720
08001
07012
08865
07620
07017

08037
07821
068801
07032
0880°
071712

LRIC

o

Chorlestown
Cloremont
Cuncord
Conway
Derry

Dover
Durhom
Excter
Farmington
Goftstown
Gorhom
Hamptor
Hanover
Haverhilt
Hooksett
Hudson
Keene
Laconia
Lancoster
Lebonan
Litticton
Monchester
Mernmock
Miltord
Nashuo

New Marhet
Newport
Northumberlond
Pelhom
Peterborough
Pinordviile
Ploistow
Plyiouth
Porismouth
Rochester
Rye

Solem
Somersworth
Suncook
Wolpole
Wolteboro

NEW JERSEY
Absecon
Acodemy (Nwk.)
Adelphio
Alfred Yail
Alloire
Allomuchy
Allendale
Allenhurst
Allentown
Allenwood
Alloway
Allwood - Clifton
Alpho
Alpine
Ampere -
Bloomfield
Ancoro
Andover
Annondale
Arlington
Asbury
Asbury Pork

08004
07013
08400
0716
08106
07822
08202
07001

07717
08803
08005
08006
08007
07920
08037
08742
07002
08721

07202
08004
08722
07921

07718
08502
07109
08030
07719
07823
07304
07621

07087
07652

07002

07922
08009
07924
07201
07824
08010
03011
0830
08012
08096
07825
08504
07003
07403

07603
07005
08505
08805
07720
08840
07826
08723
07018
08723
08014
08302
08730
08203
08808

Atco
Athenio (Clifton)
Atlontic City
Atlontic Highlands
Audubon
Augusto
Avaolon
Avenel
Avon-by-the-seo
Boptistown
Barnegot
Barnegot Light
Barrington
Bosking Ridge
Botsto
Boy Heod
Bayonne
Boywille
Boywoy (Elix.)
Beoch Hoven
Beochwood
Bedminster
Beltord
Belle Mead
Belleville
Bellmowr
Belmor
Belvidere
Bergen
Bergenfield
Bergenline
Bergen Moll
{Paromus)
Bergen Pt.
{Boyonne)
Berkcley Hgts.
Berlia
Bernordsville
Betsytown (Eliz.)
Bevons
Beverly
Birminghom
Bivolve
Blackwood
Blockwood Terr.
Bloirstown
Blowenburg
Bloomfieid
Bloomingdole
Bloomsbury
Bogoto
Boonton
Bordentown
Bound Brook
Brodley Beach
Brainy Boro
Bronchville
Breton Woods
Brick Church - E.O.
Brick Town
Bridgeport
Bridgeton
Brielle
Brigontine
Broodway

185

Brookdole -

Bloom¢tield
Brookluwn
Brookside
Browns Milis
Browntown

(Old Bdg.)
Budd Loke
Bueno
Burlington
Butler
Buttzville
Coldwell
Colifon
Comden
Cope Moy
Cope Moy

Coust House
Cope Moy Point
Corlstodt
Corncys Point
Corteret
Costie Point

(Hob'kn)
Cedor Brook
Cedor Grove
Ccdor Knolls
Cedorville
Center (Trenton)
Centrol (E. Org.)
Chombersburg
Changewater
Chothom
Chotsworth
Cherry Hull
Cherry Moll
Chester
Chestnut (Union)
Cinnominsson
Citcle (Trenton)
Circle Plazo
{Monosquan)
Clork
Clorksboro
Clorksburg
Cloyton
Clementon
Clifiside Pork
Cliffwood
Clittwood Beoch
Chfton
Clinton
Clinton Hill-Nwk.
Closter
Collingswood
Cologne
Colonio
Colts Neck
Columbia
Columbus
Convent Station
Caokstown
Coytsville (Ft Lee)
Cronberry Lokse
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S %

08512
07016
08514
0,626
08515
08810
071723
08015
08022
08110
08075
Ui014

07833
08314
08075
07627
08214
07834
08u9s
08315
07017

08316

c8317
0780)

07628
07055
08812
07514
08816
08105
07734
08873
07017
07407
07073
08302

07724
07020
08817
08215
07740
07200
07206
08318
07202
08217
07630
07631
07632
07726
07021
08319
08025
07006
07701

07410
08320
07022
07023
07931

07727

Cronbury
Cronford
Creamridge
Cresskill
Crosswicks
aytan
Deal
Debarah
Decpwater
elair
Delanco
Pelowanno
(Cliftan)
Deloware
D.lmant
Drlran
Demarest
Dennisviile
Desville
Deptfard
Dividing Creek
Doddtawn-
E. Orange
Darchester
Dorathy
Daver
Dumant
Dundece
Dunnellen
East (Paterson)
.Brunswick
E. Camden
E. Keansburg
E. Millstane
Eost Orange
E. Paterson
E. Rutherfard
East Side
(Bridgeton)
Eatontown
Edgewater
dison
Eg9g Harbar City
Elberan
Elizabeth
Elizobethpart
Elmer
Elmara-giiz.
Elwood

Emerson
Englewood
Englewood Cliffs
Englishtown
Esser felis

Estcl Manar
Ewan
Foirﬁeld-Coldwell
Fair Haven

Fair Lown
Fairtan

Fairview
Fanwoad

For Hills
Farmingdale

Poge 22
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07308

08821
07836

08518
07932
08863
03731
08321
07024
07703
07087
07087
07621

07416
07417
08823

07728
08825
07625

07026
07027
08026
08027
07933
07934
08028
07837
08029
08826
07028
07452
07418
08030
08218
07010
07036
07838
08812
08219
07839
07435
07935
07305
08323
08032
07950
08620
07053
07601

07840
08033
08035
08036
07508
07419
08690
08037
08827

08038

Five Carners
{Jer. Cty)
Flogtawn
Flamser,
Flemingtan
Flarence
Flarham Park
Fords

Farked River
Fortescue

Fort Lee

Fort Monmauth
48th St.-Union City

431d St.-Union City

Foster Yillage-
Bergenfield
Fronklin
Frankhin Lokes
Franklin park
Fronktinville
Freehold
Frenchtowp
Garden State
(Paramus)
Garfield
Garwaod
Gibbsbara
Gibbstown
Gillette
Gladstane
Glassbara
Glasser
Glendara
Glen Gardner
Glen Ridge
Glen Rock
Glenwood
Glaucester City
ashen
Grantwaad
Grassell; (Linden)
Great Mcadows
Green Bragk
reen Creek
Greendel)

Green Pand
reen Villoge
Grcenville (J.C.)

reenwich
Grenlach
Greystane Pork

raveville
Guttenburg
Hackensack

ockettstown
Haddenfield
Haddan Heights
Hainespart
Hoaledan

amburg
Homiltan Squoare
Hommontan
Homptan
Hancocks Bridge

19m

07936
07640
07029
08039
07420
07604

07641
07506
07730
08324
08828
07421
07842
08529
07422

07732
08520
07502

07642
07205
07030
07423
07733
07843
07844
08525
07727
07307
07047
08080
08526
08325
07105
07845
onn

08732
08527
07305
0883)
07300
08041
07846
07305
05042
08809
07734
07032
08832
08824
07033
07847
07735
08528
07405
03043
07848
07034
07849
0787
08733

Hangver
Horungtan Pork
arrisan
Hoarrisonville
Haskell
Hasbrouck Hgts,
Horvey Cedars
Howarth
Howthorne
Hazlet
Heislerville
eimetta
Hew,tt
Hibernio
High Bridge
Highland Lks,
Highlond park
Highlands
Hightstawn
Hillcrest
{Patersan)
Hillsdale
Hillside
Habaken
Ho-Ha--Kus
Holmde)
Hopotcong
Hape
Hapewell
Hawel]
Hudsan City (J.C.)
Hudson Hgts.
Hurftville
Imloystawn
lona
lranbound
Irania
lrvingtan
Iselin
Islond Hgts,
Jocksan .
Juckson Ave. (J.C.)
Jamesburg
Jersey City
Jabstawn
Johnsonburg
Journal 8q. (J.C.)
Juliustawn
Jutland (Clintan)
Keansburg
Kearny
cosberg
Kendall Park
Kenilwarth
Kenvil
Keypart
ingstapy
Kinnelan
Kirkwood
Lofayette
Lake Hiowathg
Lake Hopatcang
Loke Maohowk
Lokehurst




08012
08701

08530
07850
08326
08734
08044
8879
08735
08045
08532
07851

08833
07852
08220
ce327
07737
07605
07938
07035
07738
07036
03021
ca221
07424
07643
07739
ORE34
07039
07760
07644
08008
07740
084C3
07853
08865
03048
07071
07939
07428
08641
07947
£rN49
07430
08328
08
08050
08736
08723

08738
08051
08835
07040
08052
07040
08402
07746
08053
08223
08436
C80S4
07747
€8329

ERI

Aruitoxt provided by Eic:

Lakelond
Lokewood
Lombertville
Londing
Londisville
Lonoka Horbor
Lourel Springs
Lourence Horbor
Lovallctte
Lownside |
Lowrenceville
Loyton
Lebanon
Ledgewood
Lceds Point
Lcesburg
Leonordo
Leonio
l.iberty Corner
Lincoln Park
Lincroft
Linden
Lindcawood
Linwood
Little Folls
Little Ferry
Littl> Silver
Littlie York
Livingston
Locust (Rumson)
Lodi

Lorg Beoch
Long Bronch
Longport
Long Valley
Lopatcong
Lumberton
Lyndhurst
Lyons
McAftce
McGuire A, F. B.
Madison
Mognolio
Maohwah
Malogo

Moll (Short-Hills)
Monchawkin
‘Monosquon
Monor Pork
(Bricktown)
Montoloking
Montua
Monville
Maplecrest
Mople Shade
Moplewood
Marqote City
Marlboro
Morlton
Marmoro
Martinsville
Mosonville
Motowon
Mouricctown

08330
076,17
07047
08055
08055
07945
08817

08619
03109
08840
08056
08872
C8845
07748
C7854
07855
07432
073132
(8848
07041
07946
08849
08859
C8332
08340
€831
08342
07093

07750
08852
07434
08343
07042
07645
07045
07074
08057
07751
070%3

07950
07960
07046
07092
0785
08059
07970
08060
08061
07060
08062
07971
08063
07752
07753
07753
0RRS3
07857
07062
07100
08900
08533

Moys Londing
Moywood
Mcodowview
Mcdtord
Medford Lokes
Mendhom
Mznlo Park
1Edison)
Mcreerville
Merchontville
Mctuchen
Mickicton
Middicbush
Middlesex
Middletown
Middie Volley
Middlcville
Midlond Pork
Midtown (Nwk.)
Milford
Millburn
Millington
Milistone
Militown
Millwitle
Milmoy
Minotolo
Mizpoh
Monitor

(W. New York)
Monmouth Bcoch
Monmouth Junct.
Monroc
Monrocville
Montclair
Mcntvo'e
Montville
Moonachic
Moorcstown
Morgonville
Morris Anncx
(Union)

Morns Ploins
Morristown
Mountoin Lokes
Mountainside
Mount Arlington
Mount Ephroim
Mount Frcedom
Mount Holly
Mount Royol
Muhlenburg
Mullico Hill
Murroy Hill
Notionol Pork
Novesink
Neptune
Neptune City
Neshonic Stotion
Nctcong
Netherwood
Nework

New Brunswick
New Egypt

08344
07435
08224
08064
07646
07748
08345
07974
07724
07860
08346
07976
08817
08347
08739
07104
07032
07047
08855
08902
08204
07006
7003

07208
08225
07661

07067
07160
07647
08260
07648
07110
07755
07436
08107
0733]
08226
08740
07756
07757
08210
08231

07439
08R57
07675
08858
07649
07050
(8723
07026

07863
07470
07024
07650
08065
07002

07652
07513
07656
08859

137

Newficld
Newfoundiond
New Gretno
New Lisbon

New Milford
New Monmouth
Newport

New Providence
New Shrewsbury
Newton
Newtoville

New Vernon
Nixon (Edison)
Norma
Normordy Beach
North

No:rth Arlington
North Bergen
Nurth Bronch
North Brunswick
North Copc Moy
North Coldwell
North Center
(Bloom#ticld)
North Elizobeth
Northfield
North Hockensock
Mo. Holedon
North Ploinfield
Northvole
North Wildwood
Norwood

Nutley
Ookhurst
Ocklond

Ooklyn

Ook Ridac
Occon City
Occon Gote
Occon Grove
Occonport
Occon View
Occormville
Oadcensburg

Old Bridae

Old Toppon
Oldwick

Orodcll

Oronge
Osbornsville
Outwoter
(Garfield)
Oxford
Pockonock Loke
Polisade (Ft. Lee)
Polisades Pork
Polmyro
Pomropo
(Boyonne)
Poromus

Pork (Potcrson)
Pork Ridge
Porlin
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07054

07055
07500
08066
07977
08067
08068
08534
08110
08069
08070
07440
08535
08861
08865
08741
07058
05021
08854
08071
08867
07060
08536
08046
08232
07978
08742
08742
08240
07442
07444
08348
07758
07865
08349
07064
0824)
07979
07470
08015

08540
08550
08868

08072

07065

07446
08073
08869
08870
07701

08350
08074
07657
07660
07450
08871
08551
07456
08242
07026
07457
07661

ERIC

Aruitoxt provided by Eic:

Porsippany-
Tray-Hills
Passaic
Paterson
Paulsboro
Peapack
Pedricktown
Pemberton
Pennington
Pennsaouken
Penns Grove
Pennsville
Pequannock
Perrineville
Perth Amboy
Philipsburg
Pine Beach
Pine Brook
Pinc Hitl
Piscatawoay
Pitmon
Pittstown
Pioinficld
Ploinsboro
Plazo
Pleosontvilie
Pluckemin
Point Plcosont
Pt. Pleasant Beach
Pomono
Pompton Lakes
Pompton Plains
Port Elizobeth
Port Monmouth
Port Murray
Port Norris
Port Reoding
Port Republic
Pottersville
Preokness- {Woyne)
Pres’dentiol Lks.
(Browns Mills)
Princcton
Princcton Junction
Quakertown
Quinton
Rahwoy
Romscy
Roncocas
Raritan
Rcadington
Red Bank
Richiond
Richwood
Ridgchield
Ridgeficld Park
Ridgewood
Ricgelsville
Ringoes
Ringwood

Rio Grande
Ritz (Gorficld)
Riverdole
River Edge

Poge 24

07412

08075
07524
08077
07675
08351
08691
07662

07866-

07647
07764
08553
08554
08555
07068
07203
07204
08556
08352
07107
07760
080738
07070
07662
07458
08079
08559
08872
07870
07724
07076
07760
08302
08750
08243
08751
08752
07094
08557
07077
08C80
08353
08008
08723

07078
07701
05081
08558
082701
08083
08873
08244
08876
07114
08879
08880
08881
08104
07606
07039
07079
07503

River Road
(Foir Lowm)
Riverside

River St. (Paterson)
Riverton

River Vale
Roadstown
Robbinsville
Rochelle Park
Rockawoy
Rockleigh
Rockworth
Rocky Hilll
Raebling
Roosevelt
Rosclond
Rosclic

Roselle Park
Roscmont
Roscnhoyn
Roscvitle (Nwk.)
Rumson
Runnemede
Ruthertord
Soddlc Brook
Soddic River
Solem

Sond Brook
Sayreville
Schooleys Mntn.
Scobeyville
Scotch Ploins
Sco Bright
S~obrook

Sca Girt

Sco Iste City
Scaside Heights
Scoside Pork
Sccoucus
Sergeontsville
Scworen

Sewell

Shiloh

Ship Bottom
Shore Acres
(Bricktown)
Short Hills
Shrewsbury
Sicklerrille
Skillman
Smithville
Somerdole
Somerset
Somers Point
Somerville
South (Nwk.)
South Amboy
So Bound Brook
South Bronch
South Camden
South Hackensack
South Livingston
South Oronge
South Potcrson

07080
08882
08753
08360
0787
08884
07081
07762
07762
07874
08885
03886
07875
07980
07460
08559
08247
08084
08248
07701

07876
07901
07087

08008
07461
07877
08085
07878
07093

97566
07522
07670
07763
07608
08086
03837
08560
08753
07512
07082
07052

07083
08249
07879
08600
08650
08017
07047
07083
07735
07087
07200

07043
07458
07030
07018

07106
07470

South Plainfield
South River
South Toms River
South Vineland
Sparto
Spotswood
Springficld
Spring Loke
Spring Lake Hgts.
Stanhope
Ston%on
Stewortville
Stillwater
Stirling
Stockholm
Stockton

Stonc Horbor
Strotford
Strothmoce
Suburbon

(Red Bonk)
Succosunna
Summit

Summit Av
tUnion City}
Surf City

Sussex
Swortcviood
Swedcsboro
Tubor

Taurus

(W. New York)
Teoncck

Tempie (Paterson.
Tenofly

Tenacnt
Teterdoro
Thorofare

Three bridges
Titusville

Toms River
Totowo

Towaco

Town Center
(Orange)
Townlcy (Union)
Townsends Inlet
Tranguility
Trenton
Tuckahoe
Tuckerton

Tyler Park
Umrion

Union Beoch
Union City
Union Squore
(Ehz.)

Upper Montclair
Upper Soddle River
Uptown (Hoboken}
V. A Easp.

(E. Orange)
Vail-burg (Nwk.}
Yallay (Wayne)




07088
08406
07462
07044
07880
C8251
08088
08350
07463
0119
07055
07881
07465
08758
07060

07410

07882
07102

07030

07060
07003

07470
07087
0712
08090
07103
08uN
07701

07006
07008
08107
07740
07666
07090
07032
07764
07480
08108
07093
07032
07424
07030
07304
08628
08053
07675
07885
07981
08838
ORBKY
08252
O875%
077¢5
0e2LH
0225)
""‘l .".‘
Wl

08561
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Vaux Holil
Ventnor City
Vernon

Verona

Vienna

Villos
Vincentow::
Yineland
Woldwick

Woll (Belmar)
Wollington
Wollpock Center
Wonoque
Woretown
Warren
(Ploinfeld)
Worren Pt,
(Foir Lawn)
Woshington
Woshington Park
(Nwk.1
Woshington St.
{Hoboken)
Wotchung
Wotsessing
(Bloomficld)
Woyne
Wcehowken
Weequohtic (Nwk,)
Wenonoh

Wes: (Nwk.)
West Berlin
Westboro

(Red Bonk)
West Coldwell
West Corteret
W. Collingswood
West End

W. Englewood
Westtield

West Hudson
V. Long Branch
West Milford
Westmont

W, New York
West Oronge
West Paterson
West Side (Hab.)
Wost Side (5.C.}
West Trenton
Westville
Westwood
Whortou
Whippony
Whitchouse
White House Sto.
Whitcsboro
Whiting
Wickotunk
W.ldwe0
Witewid Crest
‘W, cnilee
Winngmuto
Windsor

08095
05270
070v5
08096
08097
07047
07675
08034
08107

07075
08098
08562
07481
08620
0889¢

87114
88310
871 ¢
87105
85210
87105
87401
87002
87004
88220
88415
88101
88030
8823
87401
87105
87301
87020
88240
88252
880M
88701
88045
87544
87107

88260
87020
88130
87740
88201
87501
88061
87801
87901

88401
/K352
§80n
87327

17,0
2z "
\en
1441

14004

Winslow
Woedbine
Woodbridge
Woodbury
Woodbury Hgts,
Woodclitf
Woodclitf Lake
Woodcrest
Woodlynne
(Comden)
Wood Ridge
Woodstown
Wrightstown
Wyckotf
Yardviile
Zotcphoth

NEW MEXICO

Alomedo
Alamogordo
Albuguerque
Armijo
Artesio
Atrisco
Azxtec
Belen
Bernolillo
Corlsbod
Cloyton
Clovis
Deming
Eunice
Farmington
Five Points
Galiup
Gronts
Hobbs

Jol

Los Cruces
Los Vegos
Lordsburg
Los Alomos
Los Ronchos de
Albuquerque
Lovington
Milon
Portoles
Raton
Roswell
Saonto Fe
Silver City
Socorro
Truth or
Consequences
Tucumcori
Tuloroso
University Park

Zuni

Nfw YOrY.
bhren
hoory
Ialasvie
Alvion
Alden

14802
14226
1170}
12010
14006
10502
12603
14011
13021
14414
11702
11510
13027
12020
14020
13083
11705
11709
12508
10507
N710
11713
11714
139 ~
14219
10913
11715
11716
11717
10510
14610
11718
14420
104 ©
10708
112 *
11545
142 *
13316
13317
14424
13032
14823
13617
11514
13619
12414
14850
13035
11516
11720
11934
NI121
11722
10514
14225
13745
136,37
1442,
12°/42
AT
PR A
11325

10520

Alfred
Amherst
Amityville
Amsterdam
Angolo
Ardsley
Aslington
Attico
Auborn
Avon
Bobylon
Baldwin
Boldwinsville
Baliston Spa
Botovia
Bayberry
Bay Shore
Baywilic
Beocon
Bedford Mills
Belimore
Bellport
Bethpage
Binghomton
Blosdell
Blouvcit
Biue Point
Bohemio
Brentwood
Briorchiff Monor
Brightow
Brightwaters
Brackport
Bronx
Bronxville
Brooklyn
Brookville
Buffolo
Camden
Cancjohorne
Conondoiguo
Conostoto
Conistco
Conton

Carl Ploce
Carthoge
Catskiill
Coyugo Heights
Cazenovia
Cedorhurst
Centercoch
Center Mariches
Centerport
Centrol islip
Choppoquo
Chuecktowogo
Chenonno Beidye
Chnhnw."u
[APL T
Cotieiail
(% 31
(et
Cummeocs
Congers

Poge 25




Cooperstown
Copiogus
Corinth
Corning
Carnwall
Cornwoli-On-The
Hudson
Cortland
Caxsackie
Cratan-On-The-
Hucson
Dannemaro
Donsville

Decr Potk
Delhi

Deimor

Depew

Derby

DeWitt

Dix Hills
Dobbs Ferry
Dolgeville
Dunkirk

Eost Auroro
Eostchester
East Farmingdale
Eost Glenville
Eost Hills

Eost Islip

Eost Meodow
Eost Northport
Eost Norwich
Eost Potchogue
Eost Rochester
East Rocl.awoy
Eost Syrocuse
Eost White Ploins
Eost Williston
Ellenville
Elmirc

Elmiro Heights
Elmont
Eimsford
Elsmere

Elwood
Endicott
Endwell
Foirmount
Foirport
Foirview
Folconer
Formingdafe
Farmingville
Fayetteville
Floral Park
Fort Edword
Fart Ploin
Frankfort
Franklin Square
Fredonio
Freeport
Fulton

Garden City
Gates

Page 26
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Geneseo
Genevo
Glen Cove
Glen Heod
Glens Falls
Glenwood Landing
Gloversville
Goshen
Gouverneyr
Gowando
Gronville
Great Neck

Greece
Green island
Greenlawn
Greenport
Greenville
Halesite
Hamburg
Homilton
Hampton Boys
Harris Hill
Harrison
Hartsdole
Hastings~
On-Hudson
Hauppougse
Haverstraw
Hawthorne
Hempstewd
Herkimer
Hewlett
Hicksville
Highland
Highiond Falls
Hillerest
Hillside Manor
Holbrook
Homer
Hoosick Falls
Horseheods
Hudson
Hudson Falls
Huntington
Huntington Station
Hyde Park
lion

Inwood
{rondequoit
irvingion
Islond Park
islip

ithoca
Jomestown
Jericha
Johnson City
Johnstown
Kotanoh
Kenmore
Kingspark
Kings Paint
Kingston
Lockowanna
Loke Carmal

<G4

Lake Grove
Lokeland
Loke Dlocid
Lake Ronkonkome
Lake Success
Lokewood
Lancaster
Larchmont
Lathom
Lawrence

Le Roy
Levittown
Lewiston
Liberty
Lindenhurst
Little Falls
Liverpool
Llayd Horbor
Lockport
Locust Valley
Long Beoch
Loudonville
Lowville
Lynbrook
Lyans

Mc Kownville
Malone
Molverne
Mamaroneck
Monhasset
Manlius
Munorhaven
Massopequo
Massapequo Park
Massena
Mostic
Mastic Beach
Mattydale
Mechonioville
Medino
Melville
Menonds
Merrick
Middletown
Mineola
Mohowk
Manroe
Monsey
Monticella
Maunt Kisco
Mount Morris
Mount Vernon
Munsey Pork
Nanuet
Nassau Shores
Nedrow
Nesconset
Newark
Newburgh
New Cassel
New City
New Hyde Fark
New Paltz
New Rochelle
New Windsor




100 *
13417
143 *
11701
11703
nno
nns3
14534

11752
11757
11758
11560
11040

11768
13212
10591
Y4120
13815
10960
11769
13669
11804
14760
13421
13820
10962
14127
10562
13126
13827
1nm
14870
14522
13057
11772
10965
10566
10803
14562
14527
14530
11803
12901
10570
10573
11777
1211
11050
13676
126 *
11400
12143
12144
11901
146 ©
11570
12205
13440
11779
11576
115717
12303
10580

*,.

New Yark
New York Mills
Niagara Folls
North Amityvitle
North Babylan
North Belimore
Narth Beliport
Northeast
Henrietta
North Great River
North Lindenhurst
North Mossapequa
North Merrick
North New
Hyde Park
Northport
Narth Syrocuse
North Tarrytown
North Tonawanda
Norwich
Nyack
Oakdale
Ogdensburg
Old Bethpage
Olean
Oneida
Onconta
Orangeburg
Orchard Pork
Ossining
Oswego
Owego
Oyster Bay
Painted Past
Palmyra
Park Hill
Patchogue
Pearl Rivar
Peekskill
Pelham Manor
Pentield
Penn Yan
Perry
Plainview
Plattsburgh
Pleasantville
Part Chester
Part Jetferson
Port Jervis
Port Washington
Patsdam
Poughkeepsie
ueen:
Ravena
Rensselaer
Riverhcad
Rachester
Rockville Center
Roessleville
Rome
Ronkonkama
Roslyn
Roslyn Heights
Rotterdom
Rye

11962
11780
14779
11754
12983
12866
12477
11782
10583
123 ®
12302
5719
11783
11784
13148
13461
11967
13838
14136
13152
14225
10974
11787
11968
11746
14904
11733
14559
10977
14141

12301

103 *
11530
11790
10980
10901

11791

132 *

10983

10591

11776

11021

10594

12883

14150

14223

12180
10707
12986
11553
135 »
10595
10989
11580
13850
12884
12586
13856
11793
12590
14569
10990
12188
13165

Sag Harbar
Saint James
Safamanca
Son Remo
Saranac Loke
Sorotoga Springs
Sougerties
Soyville
Scarsdale
Schenectady
Scotia .
Sea Cliff
Seatord
Selden
Seneco Falls
Sherrill
Shirley
Sidney
Silver Creek
Skancateles
Sloan
Sloatsburg
Smithtown
Southampton
South Huntington
Southport
South Setauket
Spencerport
Spring Valley
Springvilie
Stanford Heights
Staten Island
Stewart Manor
Stony Braok
Stony Point
Sutfern
Syosset
Syracuse
Tappan
Tarrytown
Terryville
Thomaston
Thorawood
Ticonderoga
Tonawanda
Town Of
Tonawanda
Troy
Tuckahoe
Tupper Lake
Uniondale
Utica
Vahalla
Valley Cottoge
Valiey Stream
Yestal
Victory Mills
Walden
Waltan
Wantogh
Wappingers Folls
Warsow
Warwick
Waterford
Waterloo

13601
12189
14891
14892
14580
14895
11590
13760
14701
13760
14787
10993
11552
11743
11795
12203
10994
10996
11796
14224
13215
12887
106 *
13492
14221
11596
13850
11598
11798
107 *
10598
13495

27910
28001
27203
288 *°
28513
28516
28012
28016
28303
28607
28712
27215
28716
2151
27514
282
28021
27520
28328
28025
28032
28723
28034
28036
28334
2771 °®
28301
27288
27932
27909
28621

201

Watertown
Watervliet
Watkins Glen
Waverly
Webster
Wellsvitle
Westbury
West Corners
West Ellicott
West Endicott
Westficld
West Haverstraw
West Hempstead
West Hills
West Iship
Westmere
West Nyack
West Point
West Sayville
West Seneca
Westvale
Whitehall
White Plains
Whitesboro
Willhiamsville
Williston Park
Willow Point
Woodmere
Wyondanch
Yankers
Yorktown Heights
Yorkville

NORTH CAROLINA
Ah

oskie
Albemarle
Asheboro
Asheville
Ayden
Beaufort

Belmant
Bessemer City
Bonme Doone
Boone
Brevard
Burlingtay
Canton
Cary
Chapel Hill
Charlottz
Cherryville
Clayton
Clinton
Concord
Cramertan
Cullowhec
Dallas
Dovidson
Dunn
Durhom
East Fayetteville
Eden
Edenton
Elizabeth City
Elkin

Poge 27




21823
28339
27828
28301
28043
27526
27529
28052
27530
27253
28630
274 *
27834
28345
27536
28739
28601
28205
27260
28540
28081
27284
28086
28501
28304
28352
28645
27292
28092
28601
27549
28098
28358
28752
28544
28110
28115
28557
24655
21215
27030
25120
28365
27855
28560
28658
28659
27565
27962
28376
276 *
28377
27320
27870
28379
27801
27573
28139
28144
27330
27874
28150
27344
21571
28387

Page
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Enfield

Erwin
Farmville
Fayettewille
Forest City
Fuquoy-Varina
Gorner
Gostonio

Gronite Folls
Gre~nsboro
Greenville
Homlet
Henderson
Hendersonville
Hickory
Hickary Grove
Highpoint
Jocksonville
Konnopolis
Kernersville
Kings Mountaoin
Kinston
Lofoyctte
Lourinburg
Lenoir
Lexington
Lincolnton
Long View
Louisburg
Lowcl!
Lumberte~
Mosion
Midwoy Pork
Moaroc
Mooresville
tAorehcaod City
Marganton
Maorgontown
Mount Airy
Mount Holly
Mount Olive
Murtreesboro
New Bern
Newton

North Wilkensboro
Oxtford
Plymouth
Rocford
Rolcigh

Red Springs
Reids lle
Roonvke Ropids
Rockinghom
Racky Mount
Roxboro
Rutherfordton
Solisbury
Sonford
Scatlond Neck
Shelby

Siler City
Smithfield
Southern Pines

28

28159
28160
28390
28777
28677
28778
27866
27360
27049
28690
28170
27587

28466
27889
28786
28472

27892
28401

Spencer
Spindale
Spring Loke
Spruce Pine
Stotesville
Swonnanoo
Torboro
Thomosville
Toost
*Valdese
Wadesbvro
Woke Forest
Walloce
Washington
Waynesville
Whitevillc
Williomston
Wilmington
27893 Wilson

271 * Winston-Solem

NORTH DAKOTA
58501 Bicmorck
58318 Bottineau
58301 Devils Loke
58601 Dickinson
58102 Forgo
58237 Grofton
58201 Grond Forks
58401 Jomestown
58554 Mondon
58701 Minot
58368 Rugby
58078 South West Forgo
58072 Voliey City
58075 Wohpeton
58801 wWilhiston

OHI0
Ado
Akron
Allionce
Amberley
Amherst
Ashlond
Ashtobulo
Athens
Auroro
Austintown
Avcndole
Avon Loke
Barberton
Bornesville
Boy Villoge
Beochwood
Bedford
Bedford Heights
Bclioire
Bellefontgine
Bellevue
Belpre
Bereo
Bexley
Blonchester
Blue Ash

45610
443 °
44601
45236
44001
44805
44004
45701
44202
44515
45404
44012
44203
43713
44140
44122
44146
44139
43906
4331
44811
45714
44017
43209
45107
45242

02

44512
43402
4414)
45231
43912
419141
44144
44142
45309
44212
43506
44820
43907
43725
44405
44406

447 ¢
43316
44615
45822
45459
44022
44024
45211
45601
452 ©
43113
44) *
44118
43410
45638
4582%
44408
432 °
44030
43812
45238
44827
43731
44221
454
45236
43512
43015
45238
45833
44621
45414
44622
45427
44112
44094
43920
44413
4543
45320
44004
45216
44035
45322
441117
45324
45014
44313
44126

Boordmon
Bowling Green
Brecksville
Brentwood
Bridgeport
Broodview Heights
Brooklyn
Brook Pork
Brookville
Brunswick
Bryan
Bucyrus
Codiz
Combridge
Compbeil
Confield
Conton

Corey
Corrollton
Celina
Centerviile
Chogrin Folls
Charsdon
Cheviot
Chillicothe
Cincinnoti
Circleville
Clevelond
Clevelond Hceights
Clyde

Cool Grove
Ccld Woter
Columbiona
Columbus
Conncout
Coshocton
Covedole
Cresthne
Crooksville
Cuyohogo Folls
Dayton

Dcer Pork
Defionce
Delowore
Delhi Halis
Delphos
Dennison
Dixic Heights
Dover

Drexel

£ost Clevelond
Eost Loke
East Liverpool
Eost Polcstine
Eost View
Eoton
Edgewood
Elmwood Place
Elyrio
Englewood
Euclid
Fairborn
Foirfield
Foirlown
Foirview Pork
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44077

45840
45224

45240
45426
45806
44830
45005
43420
43020
44833
45631

44125
44401

45327
44420
45246
45213
43212
43023
45123
45218
45331

43123
45011

45030
45055
43526
44124
43026
45133
44425
44839
44131

45243
45638
45640
43031

44240
43326
45429
45432
44250
44107
43130
44430
45036
45801

45215

43228

45215
43138
43140
44052
44842
44641
45140
49124
444317
44056
49
44137
45227
45750

Fairport Horbor
Findloy
Firmneytown
Forest Pork
Fort McKinley
Fort Shownee
Fostorio
Fronklin
fremont
Gahonno
Galion
Gollipolis
Gorficld Heights
Gencvo
Germontown
Girord
Gleadole
Golf Moanor
Grondview Heights
Gronville
Greenfield
Greenhills
Greenville
Grove City
Homilton
Horrison
Hcoth
Hicksville
Highiond Heights
Hilliord
Hillsboro
Hubbord
Huron
Independenc?
Indion Hill
fronton
Jockson
Johnstown
Kent

Kenton
Kettering
Knoliwood
Lokemore
Lokewood
Lancoster
Leavittsburg
Lebonon

Limo

Lincoln Heights
Lincoln Villoge
Lisbon
Locklond
Logon

London

Lorain
Loudonwille
Louisville
tovelond
Lyndhurst
McDonold
Mocedonio
Monsfield
Mople Heights
Moriemont
Moarietta

43305
43935
43040

44646
44438
43537
44124
44256

44060
45342
45439
44017

45760 °

45042
45150

446517
43938
45419
44260
45223
45242
45439
43338
45231
43050
44262
43542
45764
43055
45662
44105
45344
43832
43764
45011
44663
45157
44444
44446
45872
45239
44720
45239
44067
44070
45414
44035
44133
43616
44203
44857

45212
43449
45419
44074

44138

44862
43616

44667

45875
43606

45431

Morion
Mortins Ferry
Morysville
Moson
Mossilon
Mosury

Moumee
Moyficld Helghts
Medina

Mentor
Miomisburg’
Miomi Shores x
Middleburgh
Heights
Middlcport
Middletown
Miiford
Millersburg
Minervo .
Mingo Junction
Modern Monor
N.ogodore
Monfort Heights
Montgomery
Moroine

Mount Gileod
Mount Heolthy
Movnt Vernon
Munroe Folls
Nopolcon
Nelsonville
Newark

New Boston
Newburgh Heights
New Corli.le
Newcomerstown
New Lexington
New Miom

New Philodelphio
New Richmond
Newton Folls
Niles

North Boltimore
Northbrook
North Conton
North College Hill
Northficld
North Omsted
Northridge
North Ridgeville
Nortn Royolton
Northwood
Norton

Norwolk
Norwood

Ook Horbor
Ookwood
Oberlin

Olms.ed

Onterio

Oregon

Orrville

Ottowo
Ottowo Hills
Poge Monor

44077
45344
44129
45879
449124

43551
45356
44514
45769
44319
43452
45662
44266
45215
44710
43068
44124
44270
44116
45440
44903
43460
44067
45217
43950
45885
44460
44870
44313
44679
4413
43947
44120
45241
44054
44875
45415
45365
44221
45236
44139
449121
45065
45246
455 *
43952
44240
44136
44471
43560
44278
44883
45371
436 °
43964
45067
45426
45373
44087
44683
44118
43221
4335
43078

Poincsville
Pork Loyne
Pormo
Poulding
Pepper Pike
Persy Hceights
Perrysburg
Piquo

Polond
Pomeroy
Portoge Lokes
Port Clinton
Portsmouth
Rovenno
Reoding
Reedurbon
Reynoldsburg
Richmond Hcights
Rittmon

Rocky River
Rolling Hills
Rosclond
Rossford
Sogomore Hills
Soint Bernord
Soint Cloirsville
Soint Morys
Soiem
Sondusky
Sowycrwood
Sebring

Seven Hills
Shodyside
Shoker Heights
Shoronville
Shefticld Lake
Shelby

Shiloh

Sidney

Silver Loke
Silverton

Solon

South Euclid
South Lebonon
Springdole
Springfield
Steubenwille
Streetsboro
Strongsville
Struthers
Sylvanio
Tollmodge
Tiffin

Tigp City
Toledo
Toronto
Trenton
Trotwood

Troy
Twinsburg
Uhrichsville
University Heights
Upper Arlivgton
Upper Sondusky
Urbano

Page 29




45377
45891
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L.

Vandalio

Von Wert
Vermilian
Wadswarth
Wolabridge
Wapakeneto
Warren
Warrensville
Helghts
Washingtos Ceurt
v.Ouse
Wousean
Waverly
Wellington
Wellstan
Wellsville
West Carroltom
Westerville
West Jetferson
Westlake
West Milton
West Partsmouth
West Richfleld
Wheelersburg
White Hall
White Oaok
Wicklitte
Wiburtorce
Willard
Wiiloughby
Willowick
Wilmington
Windham
Wintorsville
Withamsville
Waadbourne
Woodlown
Woodstield
Wooster
Worthington
Wyoming
Xenia .
Yeilow Springs
Youngstown
Zanesvitle

OKLAHOMA
Altus
Anadorko
Ardmore
Atoka
Bartlesville
Bethany
Blackwell
Bristow
Broken ATow
Chandler
Checotah
Chickasha
Claremore
Clevelond
Clinton
Collinsvitle
Cordell
Cushing

Paas 30

Del City
Dewey
Drumright
Duncan
Durant
Edmond
Elk City
£l Reno
Enid
Frederick
Guthrie
Guyman
Heallton
llenryetta
Hobort
Holdenville
Hollis
Hominy

Lindsay

Mc Alester
Madill
Mangum
Marlow
Miomi .
Midwest City
Moare
Muskogee
Nichols Hilis
Norman
Newato
Okemah
Oklahoma Clty
Okmuigee
Pauls Yalley
Pawhusko
Perry

Picher
Ponca City
Potcau
Pryor
Purcell
Sollisaw
Sand Springs
Sapulpa
Suyre
Seminole
Shawnee
Skiataok
Stillwater
Sulphur
Tahlequah
Tecumseh
The Villoge
Tonkawe
Tulsa
Wagner
Walters
Worr Acres
Wotango
Weatherford

<204

97367
97128
97501
97223
97862
97222
97361
97457
97458
97132
97365
97459
97268
97914
97045
97220
97801
974 ¢
97236
97754
97225
97756

Wewcka
Woodward
Tukon

OREGON
Albony
Aloha
Ashland
Astoria
Baker
Battin
Beaverton
Bend
Brookings
Burns
Canby
Cedar Hills
Central Point
Coos _Bay
Caquille
Corvallis
Cottage Grove

Dallas
Errol Heights
Eugene
Forest Grove
Four Corners
Garden Home
Gilbert
Gladstone
Glendoveer
Grants Poss
Gresham
Haycsville
Hazclwood
Hermiston
Hillsboro
Hood River
Keizer

Kelly Butte
Klamath Falls
Lo Grande
Lake Oswcgo
Laokeview
Lebanon |
Lincoln City
McMinnville
Medfard
Metzger
Milton-Freewater
Milwaukie
Monmouth
Myrtie Creek
Myrtle Polat
Newbcrg
Newport
North Bend
Oak Grave
Ontario
Orcaon City
Parkrase
Pendicton
Partland
Powellhurst
Prineville
Raleigh Hills
Redmand



Reedsport
River Rood
Rockwood
Roscburg
Russellville
Soint Helens
Solem

Seoside
Sil-erton
Springfield

97383 Stoyton

Sutherlin
Sweet Home
The Dolles
Tillomook
Toledo

97068 West Linn

Woodbum

PENNSYLVANIA
Abington

19018 Aldon

Aliquippo
Allentown
Allison Pork
Altoonao

15003 Ambridge

Annville
Archbold

19003 Ardmore
15068 Arnold

Ashlond
Ashley
Aspinwoll

18810 Athens

Avolon

Bolo-Cynvryd
Boldwin
Bagor
Borneshoro
Beover
Beover Folls
Bedford
Bellefonte
Bellevue
Bentleyville
Berwick
Berwyn
Rethel Pork
Rethiehem
Birdsboro
Blairsville
Blokely
Bloomsburg
Boothwyn
Boyertown
Brockenridge
Broddock
Bradford
Brentwood
Rriorcliff
Bridgeport
Bridgeville
Bristol
Brockwoy

Srookhoven
Brookville
Broomoll
Broughton
Brownsville
Bryn Mowr
Burnhom
Butler
Colitornic
Comp Hill
Cononsburg
Corbondole
Corlisle
Cornegie
Con-tle Shonon
Cotosovquo
Centerville
Chombersburg
Charleroi
Chotwood
Cheltenbom
Chester
Cheswick
Churchill
Cloirton
Clorion
Clorks Summit
Cleorfield
Clifton Heights
Cooldole
Cootesville
Collingdole
Coloniol Pork
Columbio
Conemouah
Connellsville
Conshohocken
Coploy
Coroopolis .
Cornwells Heights

orry
Coudersport
Crofton
Creighton
Cresson
Croydon
Crum Lynne
Curwensville
Dole

Dollos
Dallostown
Donville
Dorby
Dovidson Heights
Derry
Devorn .
Dickson City
Donoro
Dormont
Downington
Noylestown
Drovosburo
Drexel Hill
Du Bois
Dunmore
Dupont
Duquesne

4]
(o)
1

17931
16323
15143
15042
18224
18052
16641
15904
17325
17938
19035
15045
18617
19036
15116
19038
176M
17225
19014
15601
15220
16125
16127
19526
17602

Duryea

Eost Foxon
East Lonsdowne
Eost Mc Keespo:t
Eost Norriton
Eoston

Eost Pittsburgh
Eost Stroudsburg
Eost York
Ebensburg
Economy
Eddystone
Edgewood
Edwordsville
Elizobeth
Elizabethtown
Elkins Pork
Elwood City
Emmous
Emporium
Emsworth
Enolo

Ephroto
Erdenheim
Erie

Essington

Etno

Excter
Foirless Hills
Forrell
Feostervillc
Ferndole
Fleetwood
Flourtown
Folcroft
Folson

Ford City
Forest Hills
Fort Woshington
Forty Ford
Fountoin Hill
Fox Chopel
Frockville
Fronklin
Fronklin Park
Freedom
Freelond
Fuilerton
Gollitzin
Geistown
Gettysburg
Girardville
Glodwyne
Glossport

Glen Lyon
Glenolden
Glenshow
Glemside ]
Grondview Heights
Greencostle
Green Ridge
Greensburg
Green Tree
Greenville
Grove City
Homburg
Homilton Park
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19033
1820}

19061

17543

17340
17745
15068

18709
17048
16045
19117
18237
15057
17331
m e
19040
19041

Poge
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Hovertown
Hozxleton
Hellertown
Hershey

Hickory Towaship
High Spire
Hollidaysburg
Holmes
Homesteod
Honcsdole
Horshom
Hummelistown
Huntingdon
Huntingdon Valley
Hyde Pork .
indiona

fngrom

frwin

Jeonnette
Jetterson
Jenkintown
Jersey Shore
Jessop

Jim Thorpe
Johnsonburg
Johnstown

Kane

Kenhorst
Kenmowr
Kennett Squore
King Of Prussia
Kingston
Kittaming
Kulpmont
Lofoyette
Loncoster
Lonsdale
Lansdowne
tonstord
Lotrobe
Lovreldale
Lownton
Lowrence Paork
Lebanor
Leechburg
Lee Pork
Lehighton
Lemoyne
Levittown
Lewisburg
Lewistown
Liberty
Library
Limwood
Lititz
Littlestown
Lock Haven
Lower Burrell
Luzerne
Lykens
‘Lyndoro

Rill

Lynnew'd Gardens

Mc oo
Mc Donald
Hanover

Hatboro
Heaverford

32

Mc Keesport
Mc Kees Rocks
McKnight

Mc Sherrystown
Mohanoy City
Monheim
Monstield
Morcus Hook
Masontown
Meodville

. Mechanicsburg

io
Melrose Pork
Mercer .
Merion Station
Meyersdale
Middletown
Midlond ,
Millcreck Towaship
Millersburg
Millersville
Milivale
Milmont Pork
Milton
Mincrsville
Mamessen
Monongahcla
Monrocille
Montoursville
Moosic
Morrisville
Mount Cormel
Mount Joy
Mount Lebanon
Mount Oliver
Mount Penn
Mount Pleosant
Mount Union
Muncy
Munholl
My=rstown
Nanticoke
Norberth
Notrono Heights
Nozoreth
Nesquchoning
New Brighton
New Castle
New Cumberland
New Eogle
New Hollatd
New Kensington
Newtown Square
Norristown
Northompton
North Belle Vernon
North Broddock
North Cotasouqua
North East
Northumberiond
North Versailles
North Wales
Norwood
Ookmont
Oberlin
Ohiovilie

0il City

Old Forge
Otyphant
Orelond

Oxford
Polmerton
Polmyra

Pooli
Parkesburg
Potterson Township
Patton

Pen Argyl
Penbrook
Penndel

Penn Hills
Pennside

Penn Valley
Penn Vynne
Perkosie
Perrysville
Philodelphio
Philipsburg
Phoenixville
Pilgrim Gorderrs
Pitcoirn
Pittsburg
Pittston

Ploins

Picosant Hills
Pleasureville
Plum

Plymov*h
Plymouth Meeting
Polk

Portage

Port Allegony
Port Corbon
Port Vue
Pottstown
Pottsville
Progress
Prospect Pork
Punxsutoweny
Quokerstown
Ronkin

Reoding

Red Lion
Renovo

Reserve Township
Reynoldsville
Ridgwoy

Ridley Pork
Roonirg Spring
Rochester .
Rochester Township
Rocky Grove
Rosemont
Roslyn
Royersford .
Rutherford Heights
Soint Clair
Soint Morys

Sayre
Schuylkill Haven
Scottdole




15243 Scott Township 16501 Waesleyville 02890 West Borrington

185 * Scronton 19007 West Bristol 02891 Westerly

19018 Secune 19018 Westbrook Park 02893 West Worwick

17870 Sclinsarove 19380 West Chester 02895 Woonsocket

15143 Sewickley 15122 West Mitthn

17872 Shamokin 17038 Wesimont SOUTH CAROLINA |
16146 Sharon 15089 West Newton 29620 Abbeville §
19079 Shoron Hitl 19401 West Norriton 29803 Aiken |
15215 Shorpsburg 18643 West Pittston 29810 Allendole |
16150 Shurpsville 19602 West Reoding 29621 Andcerson |
17976 Shenondooh 15229 West View . 29510 Andrews

19607 Shillington 15905 Westwood 29003 Bomberg

17257 Shippensburg 19608 West Wyomissing 29812 SBarnwell

18080 Slotington 17409 West York 29006 Botesburg

16057 Slippery Rock 15210 Whiteholl 29902 Beoufort

15501 Somerset 15131 White Ook 29627 Belton

18964 Soudertcn 187 * Wilkes-Barre 29512 Berncttcville

18966 Southompton 15221 Wilkinsburg 29010 Bishopville

15601 South Greensburg 15145 Wilkins Township 29029 Comden

15904 Southmont 17701 Williomsport 29209 Copitol View

15401 South Uniontown 19090 Willow Grove 29033 Coyce

17701 South Williomsport 15148 Wilmerding 25209 Cedor Terroce
15775 Spongler 18042 Wilson 29401 Chorleston
19475 Spring City 15963 Windber 29405 Chorleston Heights
15144 Sprimgdale 19094 Waoodlyn 29520 Cherow
19064 Springfiold 19095 Wyncote 29706 Chester
17403 Spring Gorden 19118 Wy admoor 29325 Clinton
Township 19096 Wynnewood 29710 Ciover
16801 State College 18644 Wyoming 292 * Columbio
17113  Steeiton 19610 Wyomissing 2926 Conwoy
19464 Stowe 19050 Yeodon 29532 Dorlington
19087 Stroftord 174 * York 29042 Denmork
1836( Stroudsburg 15697 Youngwood 29536 Dillon
18250 Summit Hill 16063 Zelienople 29601 Duneon
17801  Sunbury 29407 Dufont
19081 Swarthmore RHODE ISLAND 29640 Fosley
15218 Swissvale 02816 Anthony 29340 Eost Goffney
18704 Swoyerville 02806 Barrington 29824 Edgetield
18252 Tomogquo 02809 Sristol 29501 Flerence
15084 Torentum 02863 Centrol Falls 29206 Forest Acres
18517 Toylor 02816 Coventry 29715 Fort Mill
18969 Telford 02910 Cranston 29340 Gotfney
18512 Throop 02864 Cumberlond 29440 Georgetown
16354 Titusville 02818 Eost Greenwich 20829 Groniteville
18848 7Vowondo 02914 Eost Providence 29055 Greot Folls
15085 Trofford 02917 Esmond 29203 Greenview
17881 Trevorton 02828 Greenville 25601 Greemville
19401  Troooer 02835 Jomestown 29626 Greenwood
15145 Turtle Creek 02919 Johnston 29651  Greer
16686 Tyrone 02881 Kingston 29410 Hanohon
16438 Union City 02865 Linceln 29550 Hortsville
15401 Uniontowh 02838 Monville 29654 Honea Poth
19082 Upper Dorby 02840 Middletown 29611 Judson
15690 Vandergrift 02840 Newport 29556 Kingstree
15147 Verono 02852 North Kingstown 29560 Loke City .
19085 Villanovo 02911 North Providence 29720 Loncoster Mills
19086 Wallingford 02859 Pascoo 29902 Lourel Boy
18974 Worminster 02860 Pawtucket 29360 Lourens
18976 Warrington 02871 Portsmouth 29657 Liberty
15301 Washington 029 * Providence 29102 Manning
19087 Woayne 02816 Quidnick 29571  Marion
17268 Waoynesboro 02878 Tiverton 29662 Mouldin
15370 Waynesburg 02879 Woketield 29464 Mount Pleosont
18255 Weatherly 02885 Warren 29574 Mullins
16901 Wellsboro 02886 Warwick 29577 Myrtle Beoch
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29108
29841
29406
29115
29609
29407
29730
29407
29609
29678
29150
29301
29483
29379
29691
29488
29692
29169
2978
29697
29853
29180
29388
29745

Newberry
North Augusto

North Charleston

Orangeburg
Park Place

Riverlond Terrace

Rock Hiil
Saint Andrews
Sons Souci
Seneco
Shannontown
Spartonburg
Summerville
Union
Walhollo
Wolterboro
Ware Shools
West Columbio
Whitmire
Williomston
williston
Wimnsboro
Woodruff

York

SOUTH DAKOTA

57401
5sm
57006
57325
57138
57532
51747
51350
571154
57042
57252
57301
57601
57501
57101
57469
511 e
57262
57783
57785
57609
57201
57580
57078

37701
37303
37205
38314
38008
37218
37620
38012
38320
374 *
37642
37040
3131

Page

Aberdeen
Bele Fourche
Brookings
Chomberloin
Deodwood
Fort Pierre
Hot Springs
Huron

Leod
Madison
Milbonk
Mitchell
Mobridge
Pierre
Rapid City
Redficld
Sioux Folis
Sisseton
Spearfish
Stourgis
Vermillion
Wotertown
Winner
Yankton

TENNESSEE
Alcoa

Athens

Belle Meade
Bemis
Bolivar
Bordeoux
Bristol
Browrsville
Caomden
Chottonoogo
Church Hill
Clarksville
Clevelond

34

37118
38402
38502
38019
38555
371321
37055
31214
38024
3112
37643
37650
3131
37334
31215
37064
37666
37072
37743
37748
38340
37076
37343
38462
38343
38344
371216
38301
37760
37601
37660
37763
379 *
377166
38464
37087
31N
37100
38351
38570
371174
37665
38201
3nio
anis
37355
371216
38237
37801
38 *
38053
31814
38474
3nso
372 ¢
37821
37040
37220
37830
37840
38242
3211
38478
38128
EYLAH]

Cliaton
Columbio
Cookeville
Covinaoton
Crosville
Dayton
Dickson
Donelson
Dyersburg
Eost Ridge
Elizabethton
Erwin
Etowoh
Foyctteville
Forest Hills
Fronklin
Gallotin
Goodlettsville
Grecnville
Horrimon
Henderson
Hermitage Hills
Hixson
Hohenwold
Humboldt
Huntiz.gdon
Inglewood
Jockson
Jetferson City
Johnson City
Kingsport
Kingston
Anoxville

Lo Faollctte
Lowrenceburg
Lebanon
Lenoir City
Lewisburg
Lexington
Livingston
Loudon

Lynn Gorden
McKenzie
McMinnvilie
Madison
Manchester
Moplewood
Mortin
Maryville
Membohis
Millington
Morristown
Mount Pleasant
Murfreesboro
Nashville
Newport
New Providence
Ook Hill
Oak Ridge
Oliver Springs
Poris
Providence
Puloski
Raleigh

Red Bonk

37854
37857
38372
37862
37160
371317
37168
42941

37380
38583
nan
37874
38382
37388
38261

3185

38109
37205
38116
37398

796 *

77018

78516
13209
77039
18332

79830

7751

9 *

719714
77515

79501

78336
76010
757151

75551

787 *
76020
75149
78201

16821

78602
17414
77520
77 *
76201
78102
77401
76105
76513
16126
76932
19720
78343
75418
79006
76230
76825
16024
77833
77611
75026

Ripley
Rockwood
Rogersville
Sovonnoh
Seviervilie
Shelbyville
Signol Mountain
Smyrno

Sovth Fulton
South Pittsburg
Sparto
Springfield
Sweetwoter
Trenton
Tullohomo
Union City
Woverly

West Junction
West Meade
Whitehoven
Winchester

TEXAS
Abilene
Acre Homes
Alomo
Alomo Hcights
Aldine
Alice
Alpine
Alvin
Amorillo
Andrews
Angleton
Anson
Aransos Pass
Atlington
Athens
Atlonta
Austin
Azle
Bolch Springs
Bolcones Heights
Bollinger
Bostro
Boy City
Boytown
Beoumont
Bedford
Beeville
Belloire
Bellmeod
Belton
Benbrook
Big Loke
Big Spring
Bishop
Bonhom
Boiger
Bowie
Brody
Breckenridge
Brepham
Bridge City
Bridgeport
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Brownfield
Brownsviiie
Brownwood

8ryon
Burkburnett
Comeron
Canyon
Caorriza Springs
Carroliton
Corthage
Costle Hill
Center
Channelview
Childress
Cisco
Clarksville
Cleor Loke City
Cleburne
Cleveland
Claverleof
Clute
Cackreil Hifl
Colemon
College Station
Colorada City
Columbus
Caomonche
Commerce
Conroe
Coppera’s Cove
Corpus Christie
Carsicana
Cotulo
Crane
Crackett
Crystal City
Cuero
Daingerfield
Doalhort
Dollos
Dayton
Decotur
Decr Pork
Del Rio
Denison
Denton
Denver City
De Soto

De Vine
Diboll
Dickinson
Dimmitt
Dama
Dumos
Dunconville
Eagle cke
Eagle Pass
Eastiond
Edcouch
Edinburg
gdno

£l Compo
Electra
Elgin

£t Paso

78543
745119
76039
79838
78355
75234
79235
76119
791735
761 °
78624
1754}
78357
76240
77547
77550
75040
76528
78626
78942
75644
756417
78629

75050
75401
77619
77964
76117
76531
79520
78550
79521
77859
78361
75652
76365
79045
75205
77562
76635
77563
78861
770 *
77340
76953
78362
76367
75060
71029
76056
75766
75951
75657
75142
78119
79745
78028
75662
76544
78363
75145
78559
78945
77566

Elso

Ennis

Euless
fabens
Foiturrios
former's Bronch
Floydado
Forest Hill
Fort Stocktaon
fart Worth
Fredericksburg .
frecpoart
Freer
Goainesville
Golena Pork
Golyeston
Garlond
Gotesville
Geotgetown
Giddings
Gilmer
Gladewater
Gonzoles
Grahom
Grand Prairie
Greenviile
Graves
Hollettsville
Hoitom City
Hamilton
Homlin
Horlingen
Haskell
Heatne
Hcbronville
Henderson
Henretto
Heveford
Highlond Pork
Highlands
Hillsboro
Hitchecack
Haondo
Houstor
Huntsville
Hurst
ingleside
tawa Park
lrving
Jacinta City
Jacksboro
Jacksonviile
Jasper
Jefferson
Koufmon
Kencdy
Kermi
Kerrville
Kilgare
Killeen
Kingsville
Kieberg
LoFeno

Lo Grange
Loke Jockson

77640
76135
77568
79331
76550
75146
7157}
78040
79336
75067
71575
79339
771359
78644
75601
794 ¢
75901
78648
78501
19752
76657
75069
79843
76661
756170
78368
79245
78570
75149
76667
7970%
75773
76067
78572
79756
79346
75455
79347
75961
77868
77621
78130
76255
77018
76118
79760
76374
771630
76943
77465
75801

75450
77501
771640
78061
791/2
79070
78577
72071
75686
79072
75074
18064
77610

Lakeview
Loke Warth Yilloge
La Morgque
Lamesa
Lamposos
Lancoster
Lo Porte
Laredo
Levellond
Lewisville
Liberty
Littlefield
Livingstan
Lockhort
Longview
Lubbock
Lufkin
Luling
McAllen
McComey
McGregor
McKinney
Morfo
Morlin
Moarshoall
Mothis
Memphis
Maicedes
Mesquite
Mexio
Midiond
Mineolo
Mineral Weils
Mussion
Maonahans
Mortan
Mount Pleasant
Muleshoe
Nocagdoches
Novosoto
Nederlond
New Brounfels
Nocano
North Husten
No. Richtond Hills
Odesso
Olney
QOrange
Ozono
Palocios
Palestine
Pampo

Paris
Pasodena
pear Ridge
Pearsoll
Pecas
Perryton
Phorr
Phillips
Pittsburg
Plainview
Plono
Plcasanton
Part Arthur
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18578
78374
71979
77651
79356
78065
77445
78375
79252
76470
78580
783717
75080
76118
17469
78582
76114
78380
76567
78382
7747
75785
76901
782 *
78586
78384
78589
78666
78330
76114
75159
78155
79360
76380
79079
75090
77656
78387
79364
78957
79549
71587
79081
77024
79553
76401
79083
17478
75482
77430
79556
78390
79373
76574
75860
76501
75160
78209
75501
17590
79088
75701
78148
75205
78801

Port tsabcl
Partland
Port Lovoco
PartNeches
Post

Poteet
Pronie View
Premont
Ouanch
Ronger
Roymaondyville
Retugia
Richardson
Richlond Hills
Richmond
Rio Grandc City
River Oaks .,
Rabstown
Rockdale
Rackpart
Rosernberg
Rusk

San Angclo
San Antonio
Son Benito
San Diego
Son Juon
San Marcos
San Pedio

Sansom Pk. Villoge

Seagaville
Seguin
Seminale
Seymaur
Shomrock
Shermon
Silsbee
Sinton

Slotan
Smithville
Snycar

South Hustan
Spcarmon
Spring Valley
Stomfard
Stephenville
Stinnett
Sugor Lond
Sulphur Springs
Sweeny
Sweetwoter
Toft

Tohoko
Toylor
Teogue
Temple
Terrell
Terrell Hilis
Texarkano
Texas City
Tulio

Tyler
Universal City
University Pork
Uvolde
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76384 Vernon

77901 Victorio

77662 Vidor

761 * Waco

75165 Woxahachie
76086 Weotherford
79095 Wellington
78596 Wesloco
77486 West Columbio
77630 West Oronge

77075 W. University Place
76114 Westworth Village

77488 whartan

76108 White Settlement
76301 Wichita Folls
79567 Winters

77995 Yookum

UTAH
84003 Americon Fork
84010 Bountiful
84302 Brighom City
84720 Cedor City
84014 Centerville
84015 Clearfield
84120 Cottanwood
84020 Droper
84109 Eost Millcree
84119 Gronger
834106-15 Gronite Park
84526 Heber City
84117 Holloday
84120 Hunter
84037 Kaysville
84118 Keorns
84041 Loyton
84043 Lehi
84321 Logon
84044 Mogno
84047 Midvale
84532 Maoob
84107 Murroy
84648 Nephi
84404 North Ogden
843 * Ogden
84057 Orem
84651 Poyson
84062 Pleasant Grove
84501 Price
84601 Provo
84119 Redwood
84701 Richficld
84069 Roy
84770 Saint George
841 * Solt Loke City
84070 Sandy
84335 Smithfield
84401 South Ogden
84115 South Solt Loke
84660 Spanish Fork
84663 Springvilie
84015 Sunset
84118 Taylorsville
84074 Tooele

Qi)

84070
84010
84078
84401
84084
84070

05641
05101
05201
05301
05401
05452
05753

05855
05701
05478
05819

05156
05676
05001

05089
05404

24210
223 *
24511
22003
222 *
23005
22041
23055
24523
22307
23602
23229
24219
24060
23824

23235
24201
22042
23416
22901

23924
23320
23831

24073
24422
24078
23834
24426
22041

22191

24541

23222
23847
23803

Union

Vol Verdo
Vernal
Washingtan Terro
West Jordan
White City

VERMONT
Borre

Bellows folls
Benningiun
Bottlcbora
Burlington
Essox Junction
Middlebury
Maoantpelier
tiewport
Rutiond

Saint Albons
Soint Johnsbury
South Burlingtan
Springfield
Waterbury
White River
Junction
Windsor
Winaosk:

VIRGINIA
Abingdon
Alexandrio
Altavisto
Anpandole
Arlington
Ashland
Baoiley's Crassrao
Bassett
Bedford

Belle View
Bethel Manor
Beverly Hills
Big Stane Gop
Blacksburg
Blackstane
Bluefield

Ban Air
Bristol

Broyhill Park
Bueno Visto
Charlattesville
Chase City
Chesopeoke
Chester
Christionsburg
Clifton Forge
Collinsville
Coloniol Heights
Cavington
Culmore

Dale City
Danville

Eost Highlond Por
Empario
Ettrick



22030
22046
23901
23851
22491
22630
24333
23223
22306
23369
22801
23075
24019
23860
22306
22942
22151
22044
23228
22M8
24450
22835
23504
24572
22110
24354
24112
23226
24124
236 °
235 *
22151
242713
22960
23803
22043
23362
231 °°
2430}
24141
22151
22070
24641
232 °
24011
24153
24370
23150
23235
24592
23970
22150
2440
23434
24018
24651
22172
22180
24179
23451
22186
22980
22308

ERIC

Aruitoxt provided by Eic:
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Foirfox

Folls Church
Formville
Fronklin
Fredericksburg
Front Royol
Galox
Glenwood Forms
Groveton
Hompton
Horrisonburg
Highland Springs
Hollins
Hopewell
Hyblo Volley
Jefferson Villoge
Kings Pork
Loke Barcroft
Lokeside
Leesburg
Lexingtan
l.um}:|b
Lynchbur
Madison %‘eiOMS
Manrossas
Marion
Mortinsville
Moanument Heights
Narrows
Newport News
Norfolk

North Springfield
Nortan
Orange
Petersburg
Pimmit Hills
Poquason
Partsmouth
Puloski
Rodford
Rovensworth
Reston
Richlonds
Richmand
Roancke
Salem
Soltville
Sandston
Southompton
South Bostan
South Hill
Springfield
Stounton
Suffolk

Sugar Loof
Tozewell
Triangle
Viennao

Vinton
Virginic Beach
Warrenton
Waynesbaro
Woaynewood

23229
22150
23185
22601
22191

98520
98036
98221

98002
98004
98225
98011

98310
98178
98321

98166
98233
98607
98531

98532
99004
99403
98004
99111

99324
99114
99218
99328
98188
99213
98004
98020
98926
98022
98823

98201

98903

98002
98466
98902
98930
98660
98550
98033

98011

9RR26
98028
99336
93031

9833

9R501

98004
98499

98632

98264
98036
98270
98039
98040
98837
98043

Westhem

West Springfield
Williomsburg
Winchester
Woadbridge

WASHINGTON

Abcrdeen
Alderwoad Moarnor
Anacartes
Auburn
Bellevue
Bellinghom
Bathcll
Bremerton
Bryn Mowr
Buckley
Burien
Burlingtan
Comos
Centralio
Chehaolis
Cheney
Clorkstan
Clyd Hill
Colfox
College Place
Colville
Country Homes
Daytaon

Des Maines
Dishman
Eostgoate
Edmonds
Ellensburg
Enumclow
Ephrato
Everctt
Foirview
Federal Way
Fircrest
Fruitvole
Grandview
Hozel Dell
Hoquiom
Houghtan
Inglewood
Kelso
Kenmore
Kennewick
Kent
Kirkiond
Locey

Laoke Hills
Lakewoad Center
Longvicw
Lynden
Lynnwood
Marysville
Medino
Mercer 1slond
Mases Lake
Mountloke
Terroce

$8273
98313
98188
98155
98277
98501
98841
99214
88344
98444
99301
98362
98366
98363
99350
99163
9837
98848
98577
98052
98055
99352
98160
98133
98155
98188
98033
981 ¢
98284
98942
98584
98178
98290
98903
98387
992 °
98390
98944
984 *
98948
98501
98406
98660
99037
99352
98951
98801
98166
98901

WEST VIRGINIA
25801  Beckley
25MS5  Belle
26031 Berwood
24701 Bluefield
26330 Bridgeport
26201 Buckhannon
253 * Charleston
25414 Charles Town
25315 Chesopeoke
26034 Chester
26301 Clorksburg
25827 Crob Crchord
25143 Cross Lones

Page 37

Mount Yornon
Novy Yard City
Normandy Pork
North Pork

Opportunity
Othello
Parklond

Pasco

Port Angeles
Part Orchard
Fort Townscnd
Prasser
dullmon
Puyollup
Quincy
Roymond
Redmond
Rentan
Richlond
Richmand Beach
Richmand Highlands
Ridgccrest
Riverton Heights
Rase Hill
Scattle

Sedro Woolley
Scloh

Shelton

Skywoy
Snohomish
South Broodwoy
Spanaway
Spakane
Sumner
Sunnyside
Tacoma
Tappenish
Tumwoter
University Ploce
Voncouver
Veradole
Walla Walla
Wapata
Wenatchee
White Center
Yokima

211




25064
26241
26554
26037
26354
25951
257 ¢
25530
26726
265317
25601
26049
26582
25315
25401
25136
26505
26041
25637
25882
26115
25143
25901
26159
26101
25550
24740
26164
26261
7521
25171
26431
25303
25216
25926
25312
26101
26062
24801
26070
26452
26505
26003
24986

25661
26187

sS4

54806

54301

53913
53217
53916
53511

54923
54615
54724
53805
53005
53209
53105
53012
53014

Dunboar
Eikins
Foirmont
Follansbee
Grofton
Hinton
Huntington
Kenovo
Keyser
Kingwood
Logan
McMechen
Mannington
Marmet
Moartinsburg
Montgomery’
Margantown
Moundsville
Mount Goy
Muliens

New Mortinsville
Nitre

Ook Hill
Poden City
Parkersburg
Point Pleasont
Princetan
Roverswoad
Richwoad
Ripley

Soint Albons
Shinnston
South Chorleston
Spencer
Sprogue

Tyler Heights
Vienno
Weirton
Welch
Welisburg
Weston
Westover
Wheeling
White Sulphur
Springs
Williomson
Williomstown

WISCONSIN
Appleton
Ashlond
Ashwaoubenan
Baraboo
Bayside
Beaver Dam
Beloit

Berlin

Black River Falls
Bloomer
Bascobel
Brookfield
Brawn Deer
Burlington
Cedorburg
Chilton

Page 38
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Chippewo Folls
Columbus
Cudohy
Delavin

De Pere
Dodgeville
Eau Claire
Edgerton
Elkhorn

Elm Grave
Evansville
Fond Du Loc
Fort Atkinson
Fronklin
Germontawn
Glendale
Graofton
Green Boy
Greendale
Green“ield
Hole’s Carner
Hortford
Howard
Hudson
Hurley
Janesville
Jetfersan
Konkauno
Kenosho
Kewaunee
Kimberly
Lo Crasse
Lodysmith
Loke Genevo
Loke Mills
Lancoster
Little Chute
Madisan
Manitawoc
Morinette
Marshficld
Menasho
Menomonee
Mecnomonie
Mequon
Merrill
Middleton
Milwoukee
Monrae
Muskego
Neecnaoh
Neillsville
New Berlin
New London
New Richmond
QOok Creek
Ocomomowoc
Oconto
Onoloska
Plotteville
Plymouth
Portoge

Port Woshington
Proirie Du Chien
Racine

Falls

53959
54501

54868
53581
54971

54022
53207
54476
54166
53081

53085
53211

53172
54656
53590
54880
54660
53487
54241

53094
53186
54981

53963
54401
53213
53214
53095
53217
53190
54494

82834
82601
82001
82414
82633
82930
82716
82935
82520
82070
82701
82435
82301
82501
82901
82801
82443
82240
82403

Reedsburg
Rhinciaonder
Rice Loke
Richlarnd Center
Ripon

River Folls
Saint Froncis
Schafield
Showano
Shebaygon
Shebaygan Falls
Sharewood
South Milwaukee
Sparto

Surr Praine
Superior

Tomah
Tomahowk

Two Rivers
Watertown
Woaukesho
Woupaco
Woupun
Wousou
Wauwotaso
West Allis

Woest Bend
Whitefish Boy
Whitewoter
Wisconsin Ropids

WYOMING
Buffolo
Coasper
Cheyenne
Cody
Douglos
Evanston
Gillette
Green River
Londer
Laromic
Newcastle
Powell
Rowlins
Riverton
Rock Springs
Sheridon
Thermopolis
Tarraingtar
Woatlond
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TASK #12
ATTACHMENT

STEPS AND TECHNICAL KNOWLEDGE

1 Gather 5 outgoing letters.

2. Check to see that letters have been signed.

3. Check to see that enclosures have been attached
when specified in letters.

4. Select corresponding envelopes.

5. Check envelopes for correct destination; name, address, two
letter state abbreviations, ZIP codes.

6. Designate desired postal delivery service on envelope (airmail,
special delivery, registered mail, etc.)

7. Fold and stuff letters and enclosures into envelopes, then seal.

8. Weigh each letter on scale according to type of delivery service
and destination to determine amocunt of postage required (use rate
chart).

9. Set postage meter to correct amount of postage.-and stamp the
envelopes.

10. Gather next 4 pieces of mail (newsletter, magazine, brochure,
report).

l11. Select appropriate size envelope for each.

12. Check to see that mailing label has been properly addressed; name,
address, ZIP code.

13. Place material in envelope; material should lay flat-do not fold;
then seal.

14, Affix mailing label.

15. See Step 9: Weigh each package on sca'-~, ..

16. See Step 10: Set postage meter to..

17. Take remaining piece of mail-book.

18. Check to see that mailing label has been properly addressed; name,
address, ZIP code.

19. Place book in mail bag, then seal.

20. Affix mailing label.

21. Weigh book on scale according to type of delivery service and
destination to determine amount of postage (use rate chart).

22. Set postage meter to correct amount and stamp the package.
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TASK #12

WRITTEN TEST: J.R.ESL
EVALUATION

COMMUNICATIVE TASK: Verifying information.

DIRECTIONS: Check the Zip Code Map on the following page to
see if the addresses and 2IP codes below
corraspond to each other. If the addresses and
ZIP codes belong together, write "true" in the
blank. If they don't belong together, write "false".

1. The 2IP code for West 90th Street is 10025.
2. The Z2IP code for East 49th Street is 10017.

3. One-zero-zero-one-zero is the ZIP code for
all of West 25th Street.

4. One-zero-zero-two-eight is the ZIP. code for
East Eightieth Street.

5. The 2ZIP code for East 92nd Street is 10128.
6. One-zero-zero-three-three is the ZIP code
for all the streets between West 174th Street
and West 187th Street.

7. One-zero-zero-two-four is the ZIP code for
West One hundred Street.

8. The ZIP code for West 43rd Street is 10038.
9. The 2IP code for East 38th Street is 10018.

10. The z21p code for Fourteenth Street, east of
First Avenue is one-zero-zero-zero-nine.

Name Date

214
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TASK #12

WRITTEN TEST: J.R.ESL
EVALUATION

COMMUNICATIVE TASX: Verifying information.

DIRECTIONS: Check the Zip Code Map on the following page to
see if the addresses and ZIP codes below
correspond to each other. If the addresses and
ZIP codes belong together, write "true" in the
blank. If they don't belong together, write "false".

1. The Z2IP code for West 90th Street is 10025.

2. The ZIP code for East 49th Street is 10017.

3. One-zero-zero-one-zero is the ZIP code for
all of West 25th Street.

4. One-zero-zero-two-eight is the ZIP. code for
East Eightieth Street.

5. The Z2IP code for East 92nd Street is 10128.

6. One-zero-zero-three-three is the Z2IP code
for all the streets between West 174th Street
and West 187th Street.

7. One-zero-zero~-two~-four is the ZIP code for
West One hundred Street.

8. The ZIP code for West 43rd Street is 10028.
9. The 2zIP code for East 38th Street is 10018.
10. The z2IP code for Fourteenth Street, east of
First Avenue is one-zero-zero-zero-nine.
Name Date

Falge-10024
True
False-10001

False-10021

True

True

False-10024
_False-10036
False-10016

True
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WRITTEN TEST: J.R.ESL
EVALUATION

Resource:
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ZIP CODE MAP
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TASK #12
OPERATION SHEET: PREPARE QUTGOING MAIL

. MATERIALS

10 pieces of mail

5 letter size envelopes
Postage meter

Scale

LIP code directory

Postal rate chart

. Mailing labels

. Mail bag

4 clasped manila enveiopes

= TJWQ HhO OO T

PROCEDURE

l.Gather the 5 outgoing letters. .
2.Check to see that all the letters have been signed.
3.Make sure enclosures have been attached if specified in the letter.
4.Select corresponding envelopes.
5.Check envelopes for correct destination: Name, address, two
letter state abbreviations and ZIP codes
6.Fold the letters and insert the letters and enclosures (if any)

in their correspondin, envelopes.

7.Gather next 4 pieces of mail (newsletter, macazine, brochure, and
report)

8.Check the mailino labels for correct destinatign: Name, address,
two letter state abbreviation and ZIP code.

9.Attach the mailing labels to the manila envelopes.

10.Place the pieces of mail in their corresponding envelopes.

11.Check the mailing label for the correct destination for the
remairing piece of mail(book).

12.Attach mailing label to the mail bag.

13.Issert the book in the mail bag,

14.Designate desired delivered on the envelopes and package and seal them.

15.Weigh each piece of mail on 'the scale and userpostal rate chart
to determine the amount of posta-e required.

16.5et postage meter to correct amount of pustage and stamp the
pieces of mail.

17.50ort the the pieces of mail according to type of delivery desired.

18.Place the pieces of mail in the mail pick-up box.
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TASK # 12
JOB SHEET: PREPARE OUTGOING MAIL
EVALUATION

DIRECTIONS: You will be given 5 pieces of outgoing mail. You must
prepare them for mailing.
Follow the steps listed in the information sheet

- Make sure all letters have been signed
Make sure you have folded all letters correctly.
Seal all envelopes and packages.
Stamp the outgoing mail according to weight,
class and destination.
- Sort the outgoing mail according to the type
of delivery desired.
f. Mail the correspondence.Use the appropriate .ans:
Place in outgoing mail slot.

.0 U'D

©

—

. MATERIALS

Outgoing mail

Letter size envelopes
Manila envelopes

Mail bag

Postage meter

Scale

ZIP code directory
Postal rate chart
Mailing labels

!-"D'OQ MO QO oD

Q 2{18
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JOB SHEET: PREPARE OUTGOING MAIL

TASK # 12 ‘
PRACTICE

DIRECTIONS: You will be given 5 pieces of outgoing mail. You must
prepare them for mailing.
Follow the steps listed in the information sheet

Make sure all letters have been signed
. Make sure you have folded all letters correctly.

. Seal all envelopes and packages.

Stamp the outgoing mail according to weight,

class and destination.

Sort the outgoing mail according to the type

of delivery desired.

f. Mail the correspondence.Use the appropriate means:
Place in outgoing mail slot. d

a0 om

(]

I. MATERIALS

ZIP code directory
Postal rate chart
Mailing labels

a. Outgoing mail

b. Letter size envelopes
c. Manila envelopes

d. Mail bag

e. Postage meter

f. Scale

g.

h.

i.
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TASK #12

PERFORMANCL TEST

TASK: Prepare outgoing mail

Directions: Demonstrate mastery of this task by doing the following:

This test evaluates gpur ebility ro: Prepare outqoing mail. You will be

given 5 letters and 5 other pieces of mail, ZIP Code Directory, scale, rate
chart, postage meter; fold and stuff mail, determine postal expenditure and
stamp envelope with correct amount of postage ——

YES N

/) Nu.| Your perfotmance will be evaluated usiog the ttems below.
All must be "YES" with the exception of 2IP codes.which may
il IX (=

. Were all envelopes properly addressed?

I~
.

Did all addresses include ZIP code=?

3. Were the letters folded correctly?

4. Was the correct amount of postage used?

Were envelopes weighed accurately?

[8,}

7. Did participant consult postal rate chart? _ N
8. Were envelopes and packages sealec correctly *

9, Was outgoing mailed stamped correctly ? L
0. Was outgoing mail sortec correctly ?

Plullic L A eriang s | HSEOUCLE 'S Siguature

BEST COPY AVAILABLE
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PERFORMANCE TEST

TASK:

Direccions:

This cest evaluates your ability to:

No. H Your pertotmance will be evaluated usinyg the a1iems below,

| All must be "YES"
£

YES

'
]
t
t

NO

)

ACrongte [HSUCOr' s Segiatug
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TASK #12

PERFORMANCE TEST

TAGK: Prepare outgoing mail

This checklist will be used by the JRE instructor to evaluate the
participant during the vocational performance.

YES | NO
1. Utilized comparative adjectives correctly?
2. Utilized superletive adjectives correctly?
3. Compared names and numbers accurately?
4.Correctly identified any missing information?
Trainee Date [Attempts | Instructor's Signaturc

Q ‘ 222




TASK # 13
REPRODUCE AND COLLATE DOCUMENTS
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RELATED COMMUNICATIVE TASK: Ask for clarification. recognize symbuls and tollow wratren direstioos

VOCATIONAL TASK: #13 Reproduce and collate documents,
PERFORMANCE Given 4 documents and a MITA DC 213 RE Copier with automatic stapler and collater, make | letter size (8 1/2x11) copy of
OBJECTIVE document #1, 1 legal size (8 1/2x14) cppy of dncnmnt_ﬁu_gnla%ummm_‘}n~ N and | re
(85%) of dofument #4. Collate and stapfle the four LANGUAGE items must reciepe a yes rating.
STEPS AND TECHNICAL acheckli , ke o
KNOWLEDGE copies. A cpecklizg biCRE, YWEAME Tfe your performaiggrryong STRUCTURES ___
COMMUNICATIVE SKILLS Yes/No questions
1. active: speaking
2, passive: reading comprehension Wh questions
3. SEE ATTACHMENT SEE ATTACHMENT
4. FUNCTIONS Imperatives
5. Seeking clarification
_6’- Understanding directions
8.
9.
10.
11,
12.
13,
14,
15,
TOOLS AND MATERIALS LEARNING ACTIVITIES AND RESOURCES
Mita DC 213 RE copier
P VOCATIONAL J.R.E.
1. LEARNING STRATEGIES
BACKGROUND KNOWLEDGE 4. Facilitatcr demonstrates steps to turn on LEARNING STRATEGIES
machine dana make copies.
None required. b. Practice actinty sheet ’ : a. Facilitator demonstrates how to seek

C. Hands-on practice (1ndividual) clarification using Wh questions.
SAFETY 2. evallATiof: copier. b. Participants complete activity sheet on
Do not service machine a. Observation of participants operating copier. on related language functions: Activity
No food or drinks , sheets #1, 2, 3, 4, and s.

VALUATION - Performance test

No staples on copier 3. RESOURCES =2VALUATION
ATTITUDES a. Information, activity, operation and job RESOURCES
Concentrate on proper sequence of sheets.
operation. b. Facilitator a. Activity sheets

€. Workbook for Applied Secretarial Procedures b. Facilitator

d. Camputers Today C. Real Life Employment Skilis

€. Business Typing

f. Mita operation manual

094 225
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HACER, INC./HISPANIC WOMEN'S CENTER
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TASK #13
INFORMATION SHEET #1
Copier information, features and special functions.

’

COPYING MACHINES

An enormous convenience for making a few exact, instant copies of
all sorts of documents, copying machines range from large floor
models, which can copy almost anything onto ordinary bond paper,
to small desk-top models, which only copy black-and-white single
sheets onto special coated paper. The electrostatic (Xerox and
other brands) process will pick up most colors (except, usually,
blue) and reproduce them in black and white.

On the large flat-bed machines the original is placed face-down
over a window on the top of the machine. Not only single sheets,
but bound books and other thick items can be duplicated. Before
pressing the copy button, make sure that the copy counter is set
for the number of copies you want, and that the proper length of
paper (letter or legal size) is in the machine.

On rotary-fed machines the material to be copied must be thin,
flat, and of standard size, as it is fed right through the machine.
Be sure to insert the original straight, so it won't get jammed

in the works.

The following illustration of the MITA copier identify the most
important parts of the copier which you will be exposed to:

Sort bin: catches the copies as they come out of the copier. These
copies mdy be in a single stack or multiple stacks.

Stapler: Copies may be stapled together as they come out. This is
helpful when you are making a large amount of copies of a
multiple page document. Avoids dashing back to your desk
to staple pages together.

Main Switch: This switch turns thke copier on or off.
On/Off switch

Grouping Key: Directs the copier to make a single stack of the
copies or to sort each copy in a different stack.

Non-sort key Directs the copier to make only one stack of copies.

Interrupt Key: Directs the copier to stop making copies and to keep
a count of the number of copies made. This allows
someone making a large amount of copies to interrupt
the copy sequence so that another worker may make one
or two copies.

Copy Selector: Is used to select the number of copies from 1 to 99.

Print Key: Is pressed to initiate the copying.

226
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TASK #13

INFORMATION SHEET: PARTS OF THE COPIER
#1 Page 2
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Non-sort key Interrupt key

Main switch
On/0ff switch
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TASK # 13
INFORMATION SHEET#2
Page # 1 PHOTOCOPY MACHINES

¥ A xerox or Photocopy machine is an almost
indispensible office machine today, and everyone
working in an office should know how to operate one.
Secretaries in many companies no longer make carbon
topies while they are typing their correspondence;

they make xerox copies of their work after it i1s
finished.

¥ The Xerox Corporation developed this kind of
machine, and for several years, they produced the
only machines of this kind. This explains why
People so often use the words "werox" and '"xerox
machine" to mean photocopy and photocopy machine.

¥ Nowadays many different companies manufacture
photocopy mach:ines, and so there are many different
brand names or trademarks. Some common brands are

Sharp, Savin, I1BM, and Panasonic, but there are many
more.

* Each company also has many different models or
styles in their "line" of copiers. When a company has
several different models of the same 1tem, people
say that that company “carries a line" of those
products, The expression "top of the line" is used
to describe the best and most expensive models. The
photocopy machines which are the "top of the line"
are large and complicated, and have many extra
features, such as automatic feeders, automatic
sorters, and reduction copying. The least
expensive photocopy machines are cimple and small,
and companies advertise them as "desk top copiers".

%
¢ 0
desk top copier Z
medivm - delvxe model
sy2€ed

Medivm- siZed Capn‘er 2 2 9
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TASK # 13
INFORMATION SHEET
Page # 2
¥ Even though photocopy machines come in many
different shapes, styles, and sizes, they all work
in basically the same way. Here is a list of the
usual steps used in operating a photocopy machine.

¥ To male a copy, you first must turn on the power or
electricity by turning a switch to the ON position.

Ot+

ON

¥ Uhen the machine has warmed up, an >.adicator light
comes on which tells you that the machine is ready
to print. Often it is the print button i1tself
which lights up.

AN

{which is what you want
to make a copy of) face down On top of the glass
at the top of the machine. This glass always 1s
protected by a cover of some sort, so the first
thing that you must do is to lift the cover, and
then you can position your original on the glass.

The origing] Can be a single T, copy is Somehmes called

Sheet of paper, or poges from a duplicate.
3 Yﬂ@g&Z;neP or book ‘

* There is a gauge or guide along the edqzs of the
glass which helps you line up your original with
the edges of the paper copy. Until you are
familiar with a photocopy machine, you will have to
rely on these marks to help you positicn your -
original so that it comes out in the correct place
on the final copy.
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TASK # 13
INFORMATION SHEET
Page # 3

3

You also must decide on the size copy you wish to
make. Almost all copy machines will accommodate
regular (8 1/2 % 11) and legal size (8 1/2 x 14)
sheets of paper. The paper is held in trays.

Some machines hold two trays of paper (one regular,
one legal) at a time, and you select your paper
size by setting a lever to either tray.
photocopy machines only hold one tray at a time,
and you place the tray with the size of paper you

want in the machine. 55%

Cover for tray

heet
§ \ﬁ traj ofcorP ;P ee& S

Next you must sele:t the quantity of copies you
wish to make. Many photocopy machines have a dial
for this, and you dial the number of copies you
'ish to make. Others use buttons and digital
numbers. You punch in the number of copies you
wish to make, and a digital read-out
digital numbers) tells you how many copies you have
selected. Some photocopy machines return to the
ocne-copy setting automatically as they produce “he
copies. QOthers do not; they stay at the same

quantity setting until it is changed.

photocopy machine does not return to one by itsel+,
then you should turn the quantity setting baclk to
one when you are finished making your copi1es -- for
the sake of the person who uses the machine after

you. DIAL

/
2 45

L, 4
B
NUMece oe (PRIES

Set the light/dark lever to the desired shade.
you are making a copy of a very light original,
then setting the lever to DARM can help you make

clearer copies.

Then, close the cover which protects the glass.
Looking at the bright light of the machine when it

is working is not good for your eyes.

Press the PRINT button. Some machines have two
print buttons: one for lightweight paper, and one

for heavier paper.

231
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When the machine has fini
take them out of the tray
remove your original.

shed Printing your coples,
sy and don’t forget to

Photocopy machines use a great deal o
when they are working, and so a machine 1s often
very hot after it hasg finished making a lot of
copies. For this reason, it is npot a good i1dea to
turn the machine off directly after you have
finished making your copies. Inside the machine
there is a fan to cool down the machine as it is
working. If you leave the machine on for a little
while after you have finished €opying, the fan has
a chance to cool down the machinery. Many copiers
turn themselves off automatically when they have
cooled down to a safe temperature.

f electricaty

These are the basic ste

PS in making a photocopy.
Following are some addi

tional suggestionsg

Copying on both sides of the paper:
order to save {(conserve) paper,

make copies on both sides of the
To do this,

then you ta}
the tray,

many times. 1n
you will want tp
sheets of paper.
you must first mal:.e regular copies, and
e those copies and load them bact i1nto
On some copy machines, you load your
tfirst copies into the tray face-cvown and backwards,
and on other machines, you load them face-up. Some
"top of the line" copiers can male copies on both
sides of a paper simultaneously, but usually you
have to reload the first copies and run them

through the machine again.
@:%

FACE -vp FACE - bowN

SR SEARS

hich a photocopy machine
When the machine runs

out of one of these, the PRINT button usually will
not operate. The first supply a1s Baper, and th~ -
second and third are toner and disnersant
(sometimes called developer). Directions for
refilling toner and dispersant vary a good deal
from machine to machine, so the steps will not be
described here. The toner and dispersant are what
provide the "ink" for a photocopy.

There are three supplies w
needs in order to Ooperate.

232
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TASK # 13
INFORMATION SHEET
Page #5

4 Some photocopy machines have an automatic feed
mechanism which allows you to make copies very
Quickly. You insert che originals into a slot arnd
the machine takes them one by ore when it is ready
for them. This automatic feeder folds up and out
of the way when you need to male copies from
something bu :y, like a bool or a magazine.

— Avtomats
kma-%M:
vp

—

LI
/ 2= oS
( Atomahc FGCFCiw op ft Manuat plaCcmem‘

Insert paper Place original face down

*+ The paper used in & photocopy machine 1s always
held in a csort of covered tray or cassette.

loading or refilling the trays. The paper whiich
you use in photocopy machines is special paper, and
you should never use typing or bond paper in a copy
machine. Bond papar is treated with a chemica
substance which can ruin the feeding process 1n a
photocopy machine, and if you run out of copy paper
and substitute regular paper once, you may create a
lot of headaches for yourself later. So, the fairst
thing you should do 1s to malke sure that the paper
you are going to use in the ma:hine 1s made for
this purpose. Then, select the appropriate amount
of paper. The trays or cassettes will hold only a
certain quantity of paper, and if you overfill them
the mechanism which feeds the paper through the
machine will not work properly. Most paper
cassettes have a mark on the inside which i1ndicates
the level above which you should not fill the tray.
Before you put the paper into the tray, vyou should
fan or "riffle" the edge of the paper which will be
fed first, 1n order to separate the csheetsc.

To riffle or separate
the sheetz of paper
before Fillmg the 1:’55

= D¢ not fill apove this Linc
7
/ inside the tray




HACER INC/ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK # 13
INFORMATION SHEET
Page #6

¢ If a piece of peper does not pass smoothly through
the machine, and gets caught or crumpled inside,
the machine will stop, and the FRINT button will
not operate until this paper is removed. At this
time, a MISFEED light on the machine will come on.
Look first in the paper cassette for the misfed
sheet, and then open the machine and look inside.
When you find it, remove it very carefully, and do
not touch any of the parts on the inside ot the
machine. Even a fingerprint can damage t!ie drum.
After the misfed sheet has been removed, you can
press the button called RESET, and the machine 1s
ready to operate again. Do not press the RESET
button without removing the misfed sheet, or you
may ruin the machine.

Q
Reset

3 These three suggestions will help you prevent
misfeeds: 1) Male sure to use copy paper with the
correct specifications for your photocopy machine.
2) Load the paper properly into the cassettes. Do
not load any wrinkled or torn sheets. 3) Do not
overfill the paper cassettes.

¥ The instructions for using special features on your
photocopy machine are always printed in the
operating manuwal, and often also printed on the
machine itself. Read and follow them carefully.

¥ Clean the glass on top of the photocopy machine
frequently, and lLeep the cover over it when ttre
machine is not in use. This will protect the glass

surface from scratches, i1nl smudges, and
fingerpraints. Clean glass means sharp, neat
copies.

Keeping the 3Iass

clean hel s “énsure
clean Cop|es

¥ Finally, photocopying machines are expensive, delicate
machines. Treat them with care.
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There are certain signs and symbols that we are used to in our
everyday lives. Examples would be a green light to cross the
street or a red 1light which means stop

The following are some common signs, symbols and warning mechanisms
that you will encounter in the work-site. These *i1] serve as an

introduction to the signs and symbols you will learn for the operation
of the copier.

You may already know the majority of these symbols, certain of them
you will find in the copier and the copier supplies. Example: the
skull and crossbones is usually found on the toner bottles, You may
also find the no smoking sign a:tached to the machine.

Here are soue erarples of the uritten varrings which
surround us:

Uritten varnings, danger signs, and alarw signals are
arourd us every day. These zre mecnt to protect botlh
people and objects, and it is irportant to understang
vhat they mean and to pay attention to theuw.

The nost common gerneral varnings are: CALUTIOL; DBLULPT,
DACeR; ALERT; VARLNING; SAFETY; HOT; recIsoil.

¥ The universal synbol for poison ic a skull aond
crccesbones.,

The universal symnbol for "Don't ..." or "jo ..." is -
circle vwith a line draun throuzh it. For example, this
synbol over the picutre of a cisarette ncane "o
Smoking". and over the picturec of a lighted natch neorna
"llo Open Flawmes",

The usual colors for danger or warning are red znd
vellow, so warning 5i2ns usually use these colors.
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¥ Exits should be identified yith a clearly labeled
sign which says: EXIT. You may also see these signe:
KO EXIT (or NOT apj EYIT); FIRE DOOR; KEEP pooT LCLOSLD;
FIRE ESCAPLE; FIRE ROUTE; EMERGENCY EXIT; SHELTEER

(EHERGENCY, FALL-OUT, AIR RAID, polur, STORL); o
ADMITTANCE; PRIVATL. 2

/{1/:4// ;’ A7 /-r/r" 7
194 .
AN E 7NN

30

Fire relatecd warnings: COLLUSTIDLL; FLAI'PIAGLT: DO
0T EXPOSE TO OPFER FLALE; 1O shorinc: ro SHIOIING,
LATCHES, OR oPLY FLAULS; TEALY YOU FOR 1'OT SLorIng;
FIRE EZTINGUISLCH.

¥ Other Varning signs youw nay see inclucde: OUT-OT-
ORDLR; ELLCTRIC CULRLET; EXPOSCD VIRES; 11GL. VOLTAGT;
WATCH YOUR STCP; SLIPPELY FLOOT.
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TASK # 13
INFORMATION SHEET: SIGNS, SYMBOLS AND WARNING MECHNISMS

Page 2

¥ SPOKED COMIIANIDS AID VALK INGS

bt

The things that peole cthout or say to alert othcr pecoplc
to &z danger are not thc sanpe things that are¢ writter or
posted in signs. Here are sore exai.vles of the varninss
pPeople say rzther than write:

"Locok out!™ "Stand baclkl" "Stay avay!"™ "Stay bacl:t®
"Stay out!" "Le carefull" "lateh out!"™ "leads up!"
"Look lively!"™ ‘"pttention!™" "Help!" M™Uateh yeursclr!™
"Get out of here/there!™ "Don't touch!" "Gut out of
the wvay!" "Let zo0 of that!® "Drop that!" "{eep out!?

. UARIRINC LIECHANISIS

¥ Hechanical alert systems warn us of a probler, an
€uergency, or a danger. Soue of these arc¢ autonatic --
for instance, many nachines have buzzers or varrning
lights which flash or "go off" when the machine is not
working properly, too hot, or out-of-order. At thac
point, the wmachine itself often shuts down, znd ccnrot
be turnecd back on urtil the problen is taken care of.
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Page 4
The MITA copier utilizes various symbols to advise
the operator of any problems, or service needs the

machine may have. The following are some of the more common
ones you will see

:(J — Copy has been interrupted

[} ~— Time for maintenance
| ’ [ W AP4
__J='. — Add paper
/0
Jil — Call sexrviceperscn
A
Y= — Remove paper from sorter
E:*j\/' — Paper misfeed
[
R — Replace Torer
C’) — Wait until machine is warm
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Original documents can be sent electronically from
one city. to another city, state, czountry or continent, through
the use of facsimile or fax, machines.

Copies of px.inted documents can be sent from one word processing
station to another. The advantage is that two offices can review
the document, make necessary revisions and send the document
electronically over the fa:x machine.

This process would take a few hours, where using, postal or
delivery services would mean a delay of at least one day.

> -

'47".11‘“-44c,'x’.‘.';'-

"N
w
4
.

"

Figure 116 This table,
digital facsimile machie
can transmit high-resoluts
copies worldwide in as {,
as 35 seconds. (Court,
Business Communicat-
Products Division/3M)

Resource: Computers Today
Donald H. Sanders
McGraw Hil) Book Co.
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TASK # 13
INFORMATION SHEET # 4

COPIER PARTS/COPYING INFORMATION

The following diagrams illustrate the copying sequence and different features of the
MITA copier. I,

I.Warming up the copier V.Select # of copies
II.Setting exposure VI.Making copies
III.Selecting cassette(for different size paper)

IV.Selecting copy size VII. The copying sequence

Copying
Reproduction

Usually a copier takes five minutes to warm up. One of the first things done
as soon as the office is opened in the morning is to turn or ' “e copier.

To avoid delays never turn off the copier unless you are ins .cucted.

The copier is one of the last pieces of equipment turned off at the end

of the work day.

I.. WARMING UP COPIER

)

1 Turn on the main switch The w

arm-up displ
{® )onthe display lights up a Copier &

2 sAfter war
m-up 1S compleie
nd piet
warming up. the coprer starts

d. the warm-u
{ O )goes off and the melody sounds, P display

"W ile warm-up display { ¢) ) is | " Warm-up is comploted within about 2.5 ;
cannot be started. Y{ O )ishn. copying minutes.
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COPIER PARTS/ COPYING INFORMATION Page 2

242

II. SETTING EXPOSURE

i ' a 1
1 AE
L OE

. Press the exposure adjusting key ( Al or v )lo
adjust the exposure accoiding 1o the quablity and
tone of the onginal
" When pressing the key ( '4] ). the exposure

indicator becomes smaller (Copies become
darker ) When pressing the key ( }v)), the
indicator becomes larger (Copies become lighter )
Ordinaril the indicator should be set at'q4”
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III. SELECTING CASSETTE .
( ) ( ~
110 ;.

J \_

2 2 The position of the selected cassette is indicated
by the cassette display { =) on the displdy

* When the display ( Z21) blinks, load paper

-

l'. Press the cassette si ‘ectiu ) key 1o set the casselte
size indicator { D ) to the size to be desired

* if the desired indic. tor { D) does not hight up,
reset the cdssette again, then set the indicator

243

3 ». Open the onginal holder, and place an oniginal on
tne contact glass face down whals aligning it with

the onginal indicator.

244
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IV. SELECTING COPY SIZE
4 \ 4 )
L
oua &) [r129 p1x1? ||
o8'«u C:ﬁ »8I5x14 /@ ®
\ »l " °
PSPIRRITY e »8x1IR
o8,x8; »077 [ 33131
onas | & [[frors |8 3 t
 Foto »065 obe "
\_ J

4. (a) Same size copy
Check to see that the magnificauon indicator
{ D )shows10
* If the indicator { D ) does not show 1 O, press
the magnification key { (8] } to setit at 1.0

AN

(" )
)
CIPT A | @ »Nx17 ul:/
o8 x| 2 »8'x14 @
o8l xR :;‘;5 L
o548 ";‘Q 7 »5!5x8Y,
SN : 073 3 '
= Foko »0 65 vf,"x" D 4 L)
\/ T~ !
- : J

¢ Magnification is shown by the magnification
indicator { [¢] ). When the paper size does not matich
the original size, the indicator { D ) blinks. (At this
time, the magnification which is nearest to the
paper size is selected.)

(b} Reduced or enlarged size copy
Press the original size key ( +3]) to set the
oniginal size indicator { < ) according to the
onginal size to be used {When setting the
oniginal size by the original size key, the
magnification 1s automatically changed
according to the selected paper Size )

O\

/,/

* To select the desired magnification size, press the

magnification key { D ) so that the desired
magnification is indicated on the magnification
indicator.




HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
TASK # 13
INFORMATION SHEET # 4
COPIER PARTS/ COPYING INFORMATION Page 5

V. SELECTING NUMBER OF COPIES

— \

\

1 . Set the number of copies . ared by pressing one * It not, or when correcting the copy number, press
or two of the copy number set keys. Up 15 99" the clear key
can be set. The copy number is ¢ splayed on the
copy number setter on the display.
* Before setting number of copies, check to see
that the copy number setter reads "1 '

DD
“
ce
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VI, MAKING COPIES

\_ N— J
1 ., prass the print key { 'O ) 1o stant copying. and the 2, "When the cassette display { ==1) blinks during
praset number of copies are produced copying. 10ad copy paper
* Bafore pressing the print key { 'Q, ). chuck to see When detaching the casselte, the magmification
that the print lamp lights up. {If not, copying 1s changed to same size Select the desired

3 .° To cancel multiple copying midway., press the

|

cannot be started.) magnification again i
clear key |

|

24/ 248
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CCPIER PARTS/COPYING INFORMATIONM Page 7

a4 N
2
4 -
| i 174
=)
—_ 1Ly 6
— y
P
4 | Preset number of copies come out onto the copy 5+ atter copying 1s completed, magnificaiion

tray.

* The produced copy number 1s displayed on the
copy counter on the display (After completion of
copying, the copy counter revers 1o “'0.")

automadtically changes to same s ze copying {1 0)
N 45 seconds, and the copy Number setter
reverts to "1."” if, using another ongtnal, the
same number of copies using the same
magniication rano s desired, simply place the
next original on the conlact glass and press the
printkey { Q) within 45 seconds

N

6. .. If the original holder 1s not opened within §
seconds alter copying, the alarm sounds to warn
you that an oniginal has been left on the contact
glass

® After copying job is completely finished, press the
prehear switch { (@] ).
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Ex.: To pvoduce ten same-size copies from 8-

1/72"°x11*° ongina.

- ,
S(E)EIE [s][
{Iil,gi";:/x\ =| 2 i[
-TC”*B‘: 1](2]{

= »129
» 20
»10
»085

»077
::] »073
»065

94>

.

2. Press Cassette Selection J
\ Kawu

3. Place oriyinal

[=-R1R%})
8!)x14
=28,x11R

5,85

b

28':411R
»5'1x8!,

8‘
’U’,("

4. Check Magnification
\_

2o o \_
( N[
=1 7(18]191](0
I
1071 4|15|l6
T 2{]3
5. Set number pf copies at
"io". 6. Press Praint Key
~— J
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TECHNICAL TERMS
COPY RECEIVING TRAY:

COVER:

CASSETTE:

POWER SWITCH:
FRONT PANEL:
REDUCTION LAMP:
ENLARGE LAMP:
TONER LAMP:

PAPER LAMP:

ALPHANUMERIC DISPLAY:

UPPER CASSETTE
INDICATOR LAMP:

NUMBER KEYS:

CLEAR KEYS:

EXPOSURE CONTROL
LEVER:

REDUCTION KEYS:

PAPER SIZE INDICATOR:
CASSETTE SELECTOR KEY:
MAINTENANCE LAMP:

MISFEED LAMP:

PAUSE LAMP:

Holds copies as they exit from the copier.

Ensures proper contact of the original with
the glass surface.

Holds the paper supply up to 250 sheets.

Flip this lever up to turn power ON.

Open to remove misfeed paper, or to add toner.
Indicates when the reduction key is pressed.
Indicates when the enlargement key if pressed.
Indicates insufficient toner. Replenish toner.

Indicates out of paper condition. Load cassette
with paper.

Displays the number of copies to be produced.

Indicates upper cassette has been selected.

Used to enter the desired number of copies
in multicopying.

This key clears and cancels the multicopy
setting, repeat, and pause functions.
Regulates the exposure. Moving the lever
to darken copies, and moving to lighten copies.
Push key to obtain enlarged copies.
Indicates size of the selected paper.

Used to select upper or lower cassette.
Contact you service department for maintenance.

Flashes to indicate a paper misfeed in the
copier. Remove the misfed paper.

Indicates that the pause key has been activated.

253




Page 2
TASK #13

TECHNICAL TERMS:

PAUSE KEY:

PRINT BUTTON:

Used to temporarily interrup the multicopying
cycle so that another original can be copied
without waiting to complete the copies of the
first original.

The copier is ready for copying when this button
is lit. Pressing the button carses the copier
to start copying.
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ACTIVITY SHEET # 1J.R.ESL

Communicative Task: Follow directions

Activity Sheet #1

Directions: Put these sentences in correct order, then instruct

a partner in the use of the copier according to the order in which
you have listed the sentences.

Close Cover

Place document face down on glass

Set paper size

Set copy size - reduction or enlargement
Turn on machine

Regulate tone

Open cover

Press print button

Set copy counter

Check paper tray.

1. 2.
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TASK # 13
Communicative Task: "ToT11%w directions

Activity sheet # 1J.R.ESL-
Directions: Put these sentences in correct order, then instruct

‘A partner in the use of the copier according to the order in which

you have listed the sentences.

Close Cover

Place document face down on giass

Set paper size

Set copy size - reduction or enlargement
Turn on machine

Regulate tone

Open cover

Press print button

Set copy counter

Check paper tray.

1 {turn on machine) 2. (place document face down
on glass) 3. _(close cover) 4. (set page
size) 5. (set copy size) 6. (check

._paper tray) 7. __(requlate tone) 8. (set copy counter)

9. _(press print button) 10. (open cover)
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Turn
Remov
Place
Open
Set
Check
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TASK # 13
ACTIVITY SHEET # 2 J.R.
COMMUNICATIVE TASY.: Follow written directions

Qirectibns: Match the verbs in column A with the correct complements
in column B to form correct sentences:

Column A Column B
1
on collated copies %
e print button |

copy counter
enlarge or reduce

paper size

Staple copier

Press
Set
Set

" document face down
paper tray
cover

document after copying
|

NAME DATE
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TASK # 13
ACTIVITY SHEET # 2 J.R.ES
COMMUNICATIVE TASK: "Follow written directions

pirections: Match the verts in column A with the correct complements
in column B to form correct sentences:

Column A

Column B
1. Turn on 7 collated copies
2. Remove 8 print button
3. Place 5 _Copy counter
4. Open 9 __enlarge or reduce
5. Set 2__document after copying
6. Check 10 __paper size
7. Staple . l__copier
8. Press —_3__document face down
9. Set 6 _paper tray
0. Set _4 _cover

NAME " DATE
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ACTIVITY SHEET # 3 J.R.ESL MITA COPIER SYMBOLS

COMMUNICATIVE TASK: Recognize symbols

DIRECTIONS: IDENTIFY THE FOLLOWING SYMBOLS BY MATCHING THE
SYMBOLS WITH THE IMPERATIVES. -

SYMBOLS IMPERATIVE
‘:_é—] a. Replace toner.
(l) |
b. Time for maintenance.
[ AN J
909 Cc. Paper misfeed.
"/
J9fl

d. Add paper.

e. Wait until machine is warm.

r.—--——-T \ Pl
=,
7R f. Remove paper from sorter.
A —, g. Call serviceman.
L—d—
A "b. Interrup copying.
é
NAME DATE
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TasK # 13 .
ACTIVITY SHEET # 3 y.g gs1; MITA COPIEN SYMBOLS
COMMUN:CATIVE TASK: Recognize symbols

DIRECTIONS: IDENTIFY THE. FOLLOWING SYMBOLS BY MATCHING THE
SYMBOLS WITH THE IMPERATIVES.

SYMBOLS IMPERATIVE
:::é“J (h) a. Replace toner.
-]
( ) (e) b. Time for maintenance.
.'.
¢9 ¢ (a) c. Paper misfeed.
k)
J9fl
(G) d. Add paper.
c .
;a_/\/'- (c) e. Wait until machine 1is warm.
10
21N
20g (d) f. Remove paper from sorter.
(F)
aib 8\
A — g. Call serviceman.

A (b) 'a. Interrup copying.
é

NAME DATE
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TASK #13

ACTIVITY SHEET #4 J.R.ESL

COMMUNICATIVE TASK: Reading a diagram, following written directions,

completing written directions.

DIRECTIONS:

Refe; to'information and operation she.:ts on MITA
to f£fill in these answers.

Copying Instructions

721 R TEIITR) DA LY e B e
' write the fetier of the correct answer A LIt COVer.

a.\thﬂlpurlulnu:duuuun\u,N(Yrtncnuunvdxnlhv B Place ongdmal tace down
instructions?  « " arid dlose cove
B. How Can You make copres ighier or dather”? D ¢ Set # of copies
c. What step tells you how io place the ominal on the B D Set exposure atjusting key
mekhine? B Press START PRINT
d. Which bution scis the machine in motion? ___E___ F o LOOK 10F COPICS I tay
e. To make more than one copy, which siep should you c G Lt cover and remove
follow? _ ongimal
NAME DATE

RESOURCE: Real Life Employment Skills
Handel & Angeles Publisher
Scholastic Book Services

261 DATE_
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| COMMUNICATIVE TASK:
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ACTIVITY SHEET #4 J.R.ESL

Reading a diagram, following written directions,

completing written directions.

Refer to information and operation sheets on MITA

to £ill in these answers.

write e letier ol the correct ansawer, A

a. Which part of 1he diagram is NOT mentoned m the B

C

c. What step ells you how 1o place the ongimal on the D

E

d. which bution seis the machine m motion? —_— F

e. To make more than one copy. which step should you G
lollow? -

NAME DATE

RESOURCE:

Real Life Employment Skills
Handel & Angeles Publisher
Scholastic Book Services

262 DATE

instruclions? ¢
b. Hlow ¢un you mahe copres hphier or dather? — e
machine? : _

Copy.ng Instructions

Litt cover.

Place ongmal tace down
and close cover,

Set # of copies

Set expcsui'e adjusting key
Pross START PRINT.

LOOK 1O copes m tray

Lati cover and remove
onginal
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TASK #13
ACTIVITY SHEET # 5 J.R.ESL

COMMUNICATIVE TASK: Reading diagrams, fcllowing written directions,
completing directions, identify verbs.

DIRECTIONS: A. This diagrams comes with an incomplete set of
instructions. Complete each step. You may refer
to the operation and information sheets on the
MITA copies.

B. Underline all verbs in the operating instructions.
Opcr. ting Instructions for Copying Machinc¢

a. Press button marked POWER ON.
b. Lin _COVER

¢. Place onginal _EACE DOWN

d. Set the _EXPOSURE 10 the desired darkness

c. Close ._COVER—
f. To make more than one copy, COPY SELECTOR TO THE

_ DESIRED NUMEBER OF COPIES,
’g. Press _PRINT button.

h. Geteopy or copies from _QRIGINAL--TRAZ OR SORT BIN.
i. Laft cover und REMOVE QRIGIN /
E HC

e

Se—s—

"I "‘l @

i e

o 263
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TASK %13

ACTIVITY SHEET #5 J.R.ESL

CCMMUNICATIVE TASK: Reading diagrams, following written directions,
completing directions, identify verbs.

DIRECTIONS: A. This diagrams comes with an incomplete set of
instructions. Complete each step. You may refer

to the operation and information sheets on the
MITA copies.

Underline all verbs in the operating instructions
Operating Instructions for Copylng Machinc

. Press button marked PO'VER ON.
. Lift

. Place original

. Setthe to the desired darkness

. Close

b B« - T < I -

To make more than one copy.

g. Press button.

h. Get copy or copies from

. Liftcoverand @ © e 0 G G




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
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ACTIVITY SHEET VOCATIONAL

DIRECTIONS: USE THE FOLLOWING LIST OF COPIER TERMS TO IDENTIFY THE PARTS OF THE COPIER.
PLACE THE NUMBER OF THE PART OF THE COPIES NEXT TO THE TERM.

SORT BIN GROUPING KEY
STAPLER SORT KEY
MAIN SWITCH INTERRUPT KEY
NON-SORT KEY PRINT KEY

COPY NUMBER SET KEYS

ERIC  nang
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TASK # 13
ACTIVITY SHEET VOCATIONAL

DIRECTIONS: USE THE FOLLOWING LIST OF COPIER TERMS TO IDENTIFY THE PARTS OF THE COPIER.
PLACE THE NUMBER OF THE PART OF THE COPIES NEXT TO THE TERM.

SORT BIN 1 _ GROUPING KEY 4
STAPLER 2 SORT KEY 5
MAIN SWITCH 3 INTERRUPT KBY 7
NON-SORT KEY 6 PRINT KEY 9

COPY NUMBER SET KEYS 8
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ATTACHMENT
STEPS AND TECHNICAL KNOWLEDGE

Procedure

How to reproduce and collate docunents
1. Switch machine on.

2. Open cover.

3. Check paper tray.

4. Place document #4 face down.

5. Close cover.

6. Regulate tone.

7. Set copier to collate(Press sort key once

£. Set copy counter to 1.

9. Set paper size to (8 1/2 x 11).
10, Set copier to reduce (85%).

11. Press priht button.

12. Open cover.

13. Remove document #4.

14, Piace document #3 face down.
15, Close cover.

16. Set copier to enlarge (1:1.21).
17. Press print button.

18. Open cover.

12, Remove document #3.
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ATTACHMENT
Page 2

' STEPS AND TECHNICAL XKNOWLEDCT

20. Place document #2 face down.
21. Close cover.

22. Set paper size to (8 1/2 x 14).
23. Press print button.

24. Open cover.

25. Remove document #2.

26. Place document #1 face down.
27. Clouse cover.

28. Set paper size to (8 1/2 x 11).
29. Press print button.

30. Open cover.

31. Remove document #1.

32. Remuve copies from tray.

33. Staple copies.




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #13
OPERATION SHEET:

OPERATION: REPRODUCE AND COLLATE DOCWMENTS

I. Materials

1. MITA DE.213 RE Copier.

2. Four documents.

II. Procedure

How to reproduce documents:

l. Switch machine on.

2. Open cover.

3. Check paper tray.

4. Place document #4 face down.
5. Close cover.

6. Regulate tone.

7. Set copier to collate(Press sort ke:” once)

8. Sct copy counter to 1.

9, Set paper size to (8 1/2 x 11).
10. Set copier to reduce (85%).

11. Press print button.

12. Open cover.

13. Remove document #4.

14. Place document #3 face down.
15. Close cover.

16. Set copier to enlarge (1:1.21).
17. Press print button.

18. Open cover.

12. ‘Remove document #3.
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20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33.

HACER,

OPERATION SHEET

OPERATION: REPRODUCE DOCUMENTS

Place document #2 face down.
Close cover.

Set paper size to (8 1/2 x 14).
Press print button.

Open cover.

Remove document #2.

Place document #1 face down.
Close cover.

Set paper size to (8 1/2 x 11).
Press print button.

Open cover.

Remove document #1.

Remove copies from tray.

Staple copies.

INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING
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TASK #13
WRITTEN EVALUATION: ORDER OF COPYING VOCATIONAL

DIRECTIONS: The following diagrams show the steps of the
copying procedures. These steps are not in
operative order. Arrange the steps in correct
order by placing the correct number next to the
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Th 'K #13

WRITTEN EVALUATION: ORDER OF COPYING VOCATIONAL

DIRECTIONS: The following diagrams show the steps of the
copying procedures. These steps are not in
operative order. Arrange the steps in correct
order by placing the correct number next to the

instruction.
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HACER, INC./Hi3PANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

JCB SHEET: REPRODUCE DOCUMENTS

PRACTICE

DIRECTIONS:

I. MATERIALS

a. MITA
b. Four

II. PROCEDURE

1. Turn
2. Place
3. Press
4, Place
5. Press

USING MITA DC 213RE COPIER, REPRODUCE THE FOUR
ATTACHED DOCUMENTS.

DC 213 RE copier.
(4) documents.

*.

on machine.

originals in place and close cover.

"Print Key".

next original and close cover.

"Print Key" (use special function if necessary) .

*See operation sheet "How to reproduce documents".
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TASK #13
JOB SHEET
PRACTICE
DOCUMENT

/
HACER, INC./HISPANIC WOMEN'S CENTE}
BILINGUAL VOCATIONAL TRAINING

#1

Bayonné Country Club

37 CiD COUNTRY ROCAD . ,AYONNE, NEW JERSEY 07002 . Prone 762-4170

November 21, 19--

Mr. Charles H. Rogers
94 Park Road
Bayonne, New Jersey 07004

Dear Mr. Rogers:
Subject: Directors' Meeting

The Board of Directors of the Bayonne Country Club will
hold a special meeting on Tuvsday, December 1l4.

The purpose of this meeting 1s to consider the purchdase of
five acres of land adjoining the property of the Club. The
purchase will involve the sum of $20,000 and a very suaall
additional tax each year. The property will be used to con-
struct four extra tennis courts and appropriate facilities.

According to the constitution of the Club, no real estate
purchases may be made without the consent of 11 of the 14
directors. Should the Board fail to act favorably on the
purchase, however, the matter may be referred directly to
the members. Upon consent of three fourths of the member-
ship, the purchase may be legally effected.

fiv . Kingsley, our president, has asked that I stress the
importance of this meeting to every one of our directo-<s.

He feels that this matter requires your immediate action
and therefore urges that vou attend the meeting 1f possible.
Pleasc let me know if we may expect you.

Yours truly,

(Mrs.) Janet Berncy, Secretary

JB:ac

RESOURCES. Business Typing
Monarch Press
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TASK #13

JOB SHEET
PRACTICE

ﬁi@’& Barrett |

Furniture |————"5

4709 East 13th Avenue
C Detroit, Michigan 48200
0 m p a n y Phone 476-1080

May 12, 19--,

Marcin Manufacturing Company,
15 South Wabush Avenue,
Ciicugo, Illinois 60614,

Attention: Mr. Ceorge H. Reyu ids,
Centlemen:

Does your filing system ever g0 on strike?
Does 1t ever refuse to give up instantly the
information thut you know it holds?

Unless all your filing devices minZuize
the moves récessary in the transaction and
recording of business, they make you the victim
and not the waster of details. Your valuable
papers and reccrds must not only be safe, but
wust be available to facilirate and accelerate
the dispatch of business.

Our cabinets are built for use. You selec:
and arrange a cabinet to bult your requirements
and don't huave to adjust your requivements to
sult the cabinect.

Why not call us for couplete information,

Yours very truly,

BARRETT FUKNITURE COMPANY,

J. C. Barrert, President.

JCB:AK

RESOURCE: Business Typing
Monarch Press
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TASK # 33
JOB SHEET
PRACTICE
DOCUMENT # 3

March 2, 19--

Mr. Alfred H. Gable
Personnel Manager

G B C Sales & Service, Inc.
10 Newbury Street . -
Syracuse, New York 13219

Dear Mr. Gable:

Thank you for your letter of February 27. [ am very sorry

to have to tell you that the men whom you wish to see 10 our
factory will be attending a convention in Chicago on April 14.

Also, we are making improvements in the factory that we would
Yike very much to have you and your associates see.

Would it be convenient for all of you to come sometwne in
May? If you can change your plans so that you and your men
will arrive at our factory early n May, we shall be glad
to make our plans accordingly.

We are looking forward with pleasure to your vic<it.

Cord~*1ly yours,

Robert C. Hinman
Branch Manager

RCH:ab

Resource: Applied Secretarial Procedures

Gregg/ McGraw Hill
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TASK # 13
JOB SHEET
PRACTICE
DOCUMENT #4

GALE STATIONERY COMPANY, INC.

17% Pordand Suest
Kiagsion, Now York 1240}

¥

February 15, 19--

cge 17 R

Mr. Robert C. Hinman

United Products Corporation
500 Midison Avenue

New York, New York 10022

Dear Mr. Hinman:

[.om time to time we recelve requests from
schools from different parte of the United States
for interesting visusl aids for teaching how to plan
appropriate and attractive letterheads.

Since you are _in the same line of business and
no doubt receive similar requests, we are wondering
whether you have any suggestions that might help us.
Would you be willing to tell us how you meet these
requests? .

We certainly would appreciate hearing from you.
Very truly yours,

Renaty, J. Qe

Ronald T, Gale
President

RTG:wt

Resource: Applied Secretarial Procedures
Gregg / McGraw Hill
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JOB SHEET: REPRODUCE DOCUMENTS
EVALUATION

\
TASK #13 ’
DIRECTIONS: USING MITA DC 213RE COPIER, REPRODUCE THE FOUR

ATTACHED DOCUMENTS.

I. MATERIALS

a. MITA DC 213 RE copier.
b, Four (4) documents.

II. PROCEDURE *

Turn on machine.

Place originals in place and close cover.

Press "EFrint Key".

Place next original and cluse <over.

Press "Print Key" (use special function if necessary).

b WK

*See operation sheet "How to reproduce documents”.




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL THAINING

POTOMAC JUNIOR COLLEGE (105
Mountain View Road Potomac, N.J. 08348
TASK #13

JOB SHEET (EVALUATION)

DOCUMENT #1

March 8, 19--

Mr. Alan McDonald

United Products Corporation
500 Madison Avenue

New York, N.Y. 10022

Dear Mr. McDonalc:

This is just a note of thanks and appreciation
for the fine talk you gave to our senior students
or "Putting Your Best Foot Forward."

I have had numerous comments from our seniors
telling me how important your thoughts wern to
them. They even made the suggestion thav 1. would
be an excellent topic to be presented by you to
subsequent senior siudents.

You can be sure that we will be contacting you

next year.
Sincerely yours,
David Podgolsky :%7
President

DP/1r

SOURCE: Workbook for Applied Secretarial Procedures,.
Fries, Rowe, Travis, Blockhaus. Gregg Div.sion/
McGraw Hill Book Co.

281 UNIT 20 March 12. No 1




R

TASK #13

HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAININGS

JOB SHEET (EVALUATION)

DOCUMENT #2

SOURCE:

457 White Horse Boulevard

New Milford, Conn. 06776
March 5, 19--

Mr. Alan McDonald

United Products Corporation
500 Madison Avenue

New York, N.Y. 10022

Dear Mr. McDonald:

Enclosed is a résumé that I should like to have
attached to my application, which was placed on
file with your company on August 25 of last year.

Since that time, . took your advice and enro}led
in 15 hours of advanced accounting and computer
work, as you will see on the summary enclosed.

I should appreciate it if you would reevaluate
my application in the light of this advanced

study. Should you have a vacancy in your accounting
department, I should appreciate your consideration.

Sincerely yours,

B. G UWillia
Miss B. J. Willis

Enclosures (2)

Workbook for Applied Secretarial Procedures,

Fries, Rowe, Travis, Blockhaus. Gregg Division/

McGraw Hill Book Co.

2 82 UNIT 20 March 8, No. 3
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TASK #13

JOB SHEET (EVALUATION)

DOCUMENT #3

4891 Montauk Avenue
Rochester, New York 14618
March 6, 19--

Mr. Alan McDonald

United Products Corporation
500 Madison Avenue

New York, New York 10022

Dear Mr. McDonald:

I am interested in joining the sales staff of
your organization. Ronald Mahoney, a good friend
of mine and a member of your executive team, has
been telling me for several years about United
Products.

Enclosed is a résumé that you may be interested in.

I should appreciate hearing from you as to the
possibility of a vacancy.

Thank you for your consideration.
Sincerely,

R whand G WM

Richard Schaefer

Enclosure

SOURCE: Workbook for Applied Secretarial Procedures,
Fries, Rowe, Travis, Blockhaus. Gregg Division/

McGraw Hill Book Co.

Q UNIT 20 !arch 8, No 3
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HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

.

JOB SHEET (EVALUATION)

DOCUMENT #4

SOURCE:

6527 Grosvenor Place
Pine Grove, AL 36769
March 15, 19--

Mr. Alan McDonald

United Products Corporation
500 Madison Avenue

New York, New York 10022

Dear Mr. McDonald:
I will be in New York City the week of April 2.
Woula it be possibie for me to have an interview
with you during that week at a time convenient
to you?
You have an application of mine on file which I
sent to you about a m~ath ago, at which time I
was seeking a secretarial position.
I shall look forward to hearing from you.
Sincerely,
Miss Mary E. Dixon
Workbook for Applied Secretarial Procedures,

Fries, Rowe, Travis, Blockhaus. Gregg Division/
McGraw Hill Book Co.

284 UNIT 20 March 19. No 1
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TASK #13

PERFORMANCE TEST

TASK: REPRODUCE DOCUMENTS

Directions: Demonstrate mastery of this task by doing the
following:

Thi; Lest evaluates your dbill(y co: Rggroduce documents usi g T

213.RE Copier. Youwill be givan for (4) : i r@f(%mardm(tlj;ered::tji t:IBS”A
11 e 1) letter size, (1) 1 sizz, (1) snlargement 1:1-21 ) 0.
Sou - eke (1) Al fm?zecm:im ke made with 100% acourecy.

k No. I Your performunce will be evaluuted using the items below. [Yub NU
All must be "YES"

l. Placed original documents face down?

[’ Closed cover before pressing "Print Key"?

3. Set correct copy count?

4 , Set correct pAper size?

5. Made 4 copies ®

6. Mxthe one letter size and one legal size copy ?

1. Made one enlargement 1:1:21 and one reduction 857?

8. Stapled the four documents together?

9. Turned off special functions?

0.

-1'[.4LH\.L: Dot ACCoNGTS: 'J_“;_; cruclor's Si\JlHLLLL'L:

Q. 285




HACER, INC./HISPANIC WOMEN'S CENTER
. BILINGUAL VOCATIONAL TRAINING

TASK #13

PERFORMANCE TEST

TASK: REPRODUCE DOCUMENTS

This checklist will be used by the JRE irnstiuctor to evaluata the
participant during the wocational performance,

YES | NO
1. Were facilitator's directions using impera-
tives understood?
2, Were symbols recoynized and understood?
Trainee Date |Attempts | Instructor's Signaturc
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TASK # 14
COMPUTE THE COST OF PURCHASING STAMPS
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RELATED COMMUNMICATIVE TASK: Recognize symbols, seek information, report factual information.

VOCATIONAL Task: # 14 Compute the cost of purchasing stamps.
?EREOR"'L\'\-CE Compute using a calculator and record the cost of purchasing stamps with 100% accuracy.
P P ;

OBJECTIVE
STEPS AND TECHNICAL LANGUAGE
KNOWLEDGE TECKIICAL TERIS FUNCTIONS STRUCTURES
1 Clear Key Calculator
2‘ Clear Entry Compute COMMUNICATIVE SKILLS
. Minus Key Balance . Noun/Verb distinction
3. SEE ATTACHMENT On/0ff Switch Petty Cash Active : Speaking
4. Plus Bar Voucher Passive: Reading
2- Multiplicarion Key Arithmetic verbs
. Division Key
7. Memory Clear FUNCTTONS
8. Memcry Minus Recognize symbols and inte.pret them.

9. Mexory Plus
l10. Memory Recall
11. Memory Total
12. Equal
13. Total
14. Percentage
15. Paper Advance

Subtoral

TOOLS AND MATERIALS T LEARNING ACTIVITIES AND RESOURCES
Electric calculator
Fetty Cash Sheet VOCATIONAL J. R. ESL

_Paper _ . 1. LEARNING STRATEGIES

n — 1. EARNING STRATEGIES

BACKGROUND KNOWLEDGE : :' Faclilitator demonstrates machine controls a. Facilitator demonstrates use of
No prior kaowledge required and basic operations. arithmetic Vergs-i )

b. Facilitator lectures on procedure for calcu- b. D:.scussi.:: on logical sequence
— lating the cost of purchasing stamps. of operation.

SAFETY c. Practice activity sgeets # 1% 2, 31.) c. Participants practice language
Be careful of wires to avoid trippin d. Hands-on practice (individual). Skill practice functions and structures, Acti-
No food or drinks near machine. utilizing calculator vity Sheets # 1 and 2.

Do not attempt to service machine ' .
2. EVALUATION 2. EVALUATION

ATTITUDES Performance test. Written test.
Concentrate on proper sequeace of 3. RESOURCES 3. RESOURCES
operatipn. a. Pacilitator a. Activity Sheets

b. Infermation, operation, activity and Job sheets. b. Facilitator
* ¢. Calculating Machines, J. Carter

d. Sharp Calculator Operation Manual
e, BIQER INC, Businegs Office calculators

288
289

Q

ERIC




HACER, INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #14

INFORMATION SHEET: ADDING AND CALCULATING MACHINES

INTRODUCTION:

ADDING AND CALCULATING MACHINES

The familiar ten-key adding machine has a key for each digit, as well as buttons
for plus, minus, repeat, subtotal, and total. With a little practice it can be

run rapidly by the touch system. These machines are also called listing machines,
because they print each number entered, as well as subtotals and totals, on a paper
tape.

The full-keyboard adding mechine has a separate vertical row numbered 1 to 9 for
each columnof units, tens, handreds, thousands, etc. Zeroes register automatically
if no key in a column is pressed. More than one key can be pressed at once. Though
the touch system is not used, and operator skilled in correct finger combinations
and techniques can work speedily.

Multiplication and division can be done on adding machines by repeat addition and
subtraction, but it is much easier to do them on a calculator.

With the key-driven calculator (Comptometer and other brands) an operator can do
high-speed addition and multiplication. Subtraction and division take special
skill. This machine has a fullbank keyboard. Answers appear in a window on the
mechine rather than on a printed tape.

The printing calculator takes less practice to use, as all four operations can

be done at the touch of & button. The machine looks much like a ten-key adding-
listing machine except for the additional multiplication and division buttons.
Some models have memory storage features, dual registers, and provisions for hand-
ling constant quantities.

Pocket and desk-top electronic calculators are rapidly gaining popularity. Having
no moving parts, they are noiseless and extremely fast. Not only do they add,
subtract, multiply, and divide; various models are preprogrammed to do compleX
operations (like square roots) instantly. Many machines have one or more "memories"
for storing the result of a computation for use in future computations; and some

can be programmed by means of magnetic cards or tape to do a whole series of
operations automatically. These machines are of the ten-key type, with extre buttons
for various operations, and come in both window and printing models.
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i FASK #14
INFORMATION SHEET
p. 2

DESK TOP CALCULATORS
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HACER INC./HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #14

INFORMATION SHEET

Pocket Size Calculators

Q ISOURCE: Calculating Machines, J. Carter.
ERIC Southwestern Pub. Co. 292

AruiToxt Provided by ERIC
.
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BILINGUAL VOCATIONAL TRAINING

TASK #14

. INFORMATION SHEET
Page 4

Stamps by Mail

You can buy postage stamps and stamped enve-
lopes through the maii by using a Stamps by
Ma’! Order Form available at your post office or
fro n your letter carrier. A personal check or
Postal Money Order made payable to U.S. Postal
Service or Postmaster can be used to pay for the
stamps.

Address the postage-paid order form envelope
to your post office, enclose payment, and give it
to your letter carri

er, or drop it in any collec-
tion box,

Postage Meters

When amailer uses 2 postage meter, the post.
¥ age, postmark, and date are imprinted at the
maiier s prace ot business, Many mailers, includ-
ing those witha r mall mail volume,
nience more than off.

is conve
- aintaining an account and of
leasing the machin

& Art UBA

Commashank

22

\ ...!.Q-.-.....-

> . ‘

W UrA 22
b <

%

Postage, postmark and date Loose stamps
imprinted using postage meter.

RESOURCE: A Consumer's Director

Yy of Postal Services and Products,
United States Postal Service.
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TASK #14.

TECHNICAL TERMS

CLEAR KEY:

CLEAR ENTRY:

MINUS KEY:

.ON/OFF SWITCH:

PLUS BAR:

MULTIPLICATION KEY:

DIVIJION KEY:

MEMORY CLEAR KEY:

MEMORY MINUS:

MEMORY PLUS:

MEMORY RECALL/MEMORY

TOTAL:
BQUAL/TOTAL

PERCENTAGE KEY:

" PAPER ADVANCE:

Clears the display screen, Keyboard
and operating functions.

Clears the keyboard

Subtracts the last number entered
from the number displayed

Turns calculator on or off

Adds the last number entered to the
nunber displayed.

Multiplies the number displayed
by the last number entered.

Divides the number displayed by the
last number entered.

Clesars the merory

Subtracts entered amount from the
amount stored in the memory.

Adds entered amount to the amount

stored in the nenmory.
Totals and displays the amouat in

the menory.

Totals the amount

Converts a percentage to a
decimal in calculating multiplica-
tion and devision.

Advances register tape

Displays an accumulated total ex. the
total of the first 10 of 20 additions.




TECHNICAL TERMS

Page 2

CALCULATOR:

COMPUTE:

BALANCE:

PETTY CASH;

VOUCHER .

PEITY CASH BOOK:

RECEIVED:

PAID OUT:

EXPLANATION:

FUND:

HACER INC / HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

An electronic calculating machine used to
add, subtract, multiply and divide numbers.

To compute means to find out, figure out
or work out the solution to a mathematical
problem.

The balance is an amount, usually the
remainder of a subtraction operation.

A small amount of money kept in an office
for carfare, stamp purchases or for the
purchase of emergency supplies.

A voucher is a type of receipt used to

record a petty cash transaction.

Example: A staff person would have to
fill-out a voucher in order to be reimbursed
out of petty cash funds for an office related
expense.

A book Kept in the office where a record
of petty cash payments is kept.

To obtain or get: In a petty cash voucher
or petty cash book, it means the amount that
was given to the employee.

The amount of money from petty cash that
was given to the employee.

This term is found in a petty cash book. It
is used to describe the purpose of the amcrt.
In other words it states what the petty cash
amount was used for.

A supply of money set aside for a specific
purpose. Petty cash fund: a supply of money
set aside for emergencies or small purchases
in an office.
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TASK # 14

INFORMATION SHEET: PETTY CASH BOOK

Amount received is the amount of money in the petty cash fund.
Amount paid out is the amount given to an employee for a purchase.

date: 1s the day that money was given for a purchase
Explanation: details the purchase

PETTY CASH BOOK

PETTY CASH FUND

RECEIVED | paib our | PATE EXPLANATION
2/494e ||
W Klololo.| 5/7 Is’b PURCHASE 6F 1% Clhss sinm s
216lalo | 5/9 86| AukcHhsE oF 7on/erR

Jolololo s/ &k Auccnnse oF 1% cirss S7Amps

Always make sure that there is an entry made in the petty
cash book every time funds are received or paid out.
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BILINGUAL VOCATIONAL TRAINING
TASK #14

OPERATION SHEET: PARTS OF THE CALCULATOR

OPERATION: Calculator functiums and opcration. -

Printer

DISPLAY
EL-2192
-®
L®
OPERATING QONTROLS
(1) Power Switch/Print Mode Selector Percent Key
& Paper Feed Key Division Key
Non-Add/Sub~Total Key Multiplication Key
{4) Clear Entry/Total and Clear Key Clear/Total Memory Key
Numeral Keys Recall/Sub~Total Memory Key
(6) Minus Equals Key Memory Minus Key
() Plus Equals Key Memory Plus Key

Constant/Decimal/Add Mode Selector

RESOURCE: Sharp Calculator Operation Manual
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TASK # 14

OP%RATION SHEET: Calculator functions and operation

' . . OPERATING CONTROLS STl

-r
ors » pov  POWER SWITCH/PRINT MODE SELECTOR
When the power switch is turned on, the calculator is ready for operation.
@' position: EL-1192D/2192 functions as a display calculator.
P position: EL-1192D/2192 furictions as a print/display calculator.

® %

PAPER FEED KEY
Advances the paper tape.

NON-ADD/SUB-TOTAL KEY

Non-Add: When this key is pressed right after the entry of a number, the entry is printed
on the right hand side with the symbot “ #°°,
This key is used to print out numbers not to be used for calculations such as code,
date, etc.

Sub-Total: Used to get sub-total(s) of additions and/or subtractions. When depressed follow:
ing [:] or t::] key, “he sub-total is printed with the symbol **¢0°' and the calcula:
tion may be continued.

CLEAR ENTRY/TOTAL AND CLEAR KEY

CLEAR ENTRY: When entered after a number and before a function, clears a number
which has been entered into the keyboard prior to use of a function
key. This key is also used to clear an overflow error caused by an
entry.

TOTAL AND CLEAR: When entered after a function, prints the total of addition and
subtraction with the symbol " x'’. This key also serves as the clear
key for the calculation register and resets an error condition. The
contents of the memory are not affected by use of the @ key.

® [0~ [9)(] NUMERAL KEYS

® 3

® &

® [
© (%]
© b

@ b

RESOURCE: Sharp Calculator Operation Manual

Enter numbers into the calculator.

MINUS EQUALS KEY

The @ key prints the entered number n red: EL-2192) with a “—" symbol and subtracts
the number from the contents of the calculation register. This Key is also use.d to obtain the
product/quotient in negative multiplication and division and prints it with the symbol "' X",

PLUS EQUALS KEY

The [{] key prints the entered number with a "'+'* symbol and adds the numover to the con:
tents of the calculation register. This key is also used to obtain the results in muitiphcation and
division and prints the product/quotient with the symbol ** X *'.

PERCENT KEY
Permits entry and/or answers of actual percentages rather than their decimal equivalents.

DIVISION KEY
Prints the entered number with the symbol *'+*’, and orders dvision.

MULTIPLICATION KEY
Prints the entered number with the symbol 'x'’, and orders multiplication,

CLEAR/TOTAL MEMORY KEY
Totals and cles:s the contents of the memory. The value is printed with the symbol ' X M"”
(M EL-11920).

RECALL/SUB-TOTAL MEMORY KEY '
Reads the contents of the memory and prints the nu.nber with the symbol "0 M™ ("M EL
1192D). The tontent of the memory is not disturbed and may be used for further calculation.
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TASK # 14
OPERATION SHEEY: Calculator functions and operation
p. 3

® M MEMORY MINUS KEY:

Subtracts an entry or an answer from the memory, and prints the number (in red: EL-
2192) with the symbol ‘ —M"" ("M': EL-1192D). This key also serves as the E] key
when accumulating negative oroducts and/or quotients.

MEMORY PLUS KEY

Adds an entry or an answer to the memory, and prints the number with the symbol ""+M'"
{“M": EL-1192D). This key also serves as the @ key when accumulating products
and/or quotients.

CONSTANT/DECIMAL/ADD MODE SELECTOR

“A’.’ position:  The decimal point in addition and subtraction entries is automatically
positioned to the 2nd digit from the lowest digit of entry number. Use of the add mode
permits addition and subtraction of numbers without entry of the decimal point. Use of

the E] . [E and [B keys will automatically override the add mode and decimally
correct answers will be printed.

Ex. Setconstant/decimal/add mode selector at A, P

A. Enter 12 )3 Tape prints 1230 +
B. Enter B 123 [x] Tape prints 123. x
100 (%) 100. =
12,300.00 *

{12300.00 x- EL-1192D)
C. Enter 2 @ Tape prints 2. <
3 (&) 3. =
0.67 *
D. Enter 123 (] Tape prints 1.23 +

TR T2 e

"0, 2, 3" position: Presets the number of decimal places in the answer. The rounded-

off answer is printed to the designated decimal digit.

input override decimal feature: The EL-11920/2192 operates on a principle of floating

decimal entries with pre-set decimal answers.

1. An entry may contain up to 9 decimal {11 decimal: EL-2192) places, regardless of the
decimal selector setting.

2. Answers will be printed to the pre-set decimal position except when an underfiow
condition prevails.

K" position: The following constant functions will be performed.

In constant mode, decimal point of the answer floats.
Muttiplication: The EL-1192D/2192 will automatically remember the first number
entered {the multiplicandj and the {X] 1nstruction.
Division: The EL-1192D/2192 will automatically remember the second number
entered (the divisor} and the [} instruction.

JURCE: Sharp Calculator Operation Manual
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TASK #14

OPERATION SHEET: Calculator functions and operation
p. 4

"+ PAPER TAPE REPLACEMENT’

{1) Assemble the pape. nolder, (Fig. 1)

(2) Insert the knob of the paper holder into the roll of paper and set the roll of paper on the papzr holder.

(3) insert the leading edge of the roll of paper into the opening directly behind the print mechanism, push
the paper feed key until the paper comes out of the front of the print mechanism. (Fig. 2) (Fig. 3)

AR

& Incorrect

ot
¢ Correct

Paper holder

Paper fesd key

CALCULATION EXAMPLES

Set the print mode selector at the P’ position in the following examples,

NOTE: (1) Depress tne B key twice prior to beginning any calculation.
This ensures that no previous entries remain in the unit,
{2) EL-2192 has punctuation on both the display and print out.
EL-1192D only has punctuation on the display.

XKizeaA
PR R

CALCULATIONS|  EXAMPLE | OPERATION DISPLAY PRINT

Non add print No. 123 123 {4 0. 123 #
6.03.1985 6 (-] 03 (-] 1985 g 0. 6031985 #

Addition and

subiraction 126 +360-25= 0 125 (%) 360 (F) 26 £3) (9 450. 450 %

Ac::mo? mdi X 2.50 +4.50 A | 250 (8] 450 (2)

subtraction wit - - !

ot 3.00 300 £3 B 4.00 400 X

Note: The (=] key was not used in the entriss.
Repeataddition |123+323+123+ | o [123[3) (¢ (1)

ond subteetion | 456 — 100 — 100 = 456 (2) 100 B 625. 625 *
(EL-1192D)
42120 X
Multiplicatior. | 12%46% 78 o |12 (x] a5 x) 78 [ 42,120, EL2192)
and division 42.120- X

840+4+15= 3 |sa0(HaF R 14.000 14.000 x

: Sharp Calculator Operation Manual 3 OO
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-

INFORMATION SHEET: CHECKING CALCULATIONS

You can check a calculation by doing the opposite of
the operation: ex: The opposite of addition is subtraction.

ADDITION:
¥ 356 check
+ 23 379
- 23
- 379
354
SUBTRACTION:
989 check
- 777 777
. + 212
—71 989"
MULTIPLICATION:
12 X 10 = 120
check 120 12 = 10
DIVISION 132 11 = 12
check
12 X 11 = 132




HACER, INC./HISPANIC WOMEN'S CENTER
BITLINGUAL VOCATIONAL TRAINING

TASK #14
ACTIVITY SHEET #1:J.R.ESL

COMMUNICATIVE TASK: Nouns/verb distinction, interpretation of
symbols.

DIRECTIONS: Write the noun and corresponding verb for each
of the symbols shown below.

Arithmetic
Operations

Noun Symbol Verb

i.. +

2. -

; X

.o :
|
|
|
|
|
\
1
\
\

NAME DATE 1
|
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BILINGUAL VOCATICNAL TRAINING

TASK #14
ACTIVITY SHEET #1 3j.R.gsL
COMMUNICATIVE TASK: Nouns/verb distinction, interpretation of

symbols.

DIRECTIONS: Write the noun and corresponding verb for each
of the symbols shown brlow.

Arithmgtic
Operations

Noun Symbol Verb
1. addition + add
2. subtraction - subtract
3. multiplication X _multiply
4. division < divide .
NAME DATE
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BILINGUAL VOCATIONAL TRAINING

TASK #14

ACTIVITY SHEET # 2 J.R.ESL

COMMUNICATIVE TASK: Recognize symbols.

DIRECTIONS: = Write the correct verb in each sentence.
Select your answer from the list below:

VERBS: clear, subtract, add, displays, display

1. In order to the memory you press the CM key.

2. The RM key the total amount in the memory.

3. You can an amount to the memory by using the M+ key.

4. If you need to an amount from the memory you press
the M- key.

5. Both the RM key and the = key are used to the total.
NAME DATE )

304




HACER, INC./HISPANIC WOMEN'S CENTER
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TASK #14
ACTIVITY SHEET § 2 JJLESL
COMMUNICATIVE TASK. Recognize symbols.
DIRECTIONS: . Write the correct verb in each sentence.
Select your answer from the list below:
VERBS: clear, subtract, add, displays, display
l. In order to _(clear) the memory you press the CM key.
2. The RM key (displays)the total amount in the memory.
3. You can _(add) an amount to the memory by using the M+ key.

4. If you need to _ (subtract) an amount from the memory you press
the M- key.

5. Both the RM key and the = key are used to (display) the total.

NAME DATE
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TASK #14
ACTIVITY SHEET #1: VOCATIONAL

DIRECTIONS:
Match the symbol in Column A with the term in Column B:

COLUMN A COLUMN B

1, [C] a. Clear Key

2. [C] b. Clear Entry Key

3. (1] c. Minus Key

4. [CE] d. Subtotal Key

5. [X] e. Plus Bar

£. [RM] f. Multiplication Key

7. IM+] _ g. Division Key

8. i=] h. Memory Clear Key

9. [==] i. Memory Minus Key
10. [%] J. Memory Plus Key
11. [+] k. Memory Recall/Total Key
12, [CM] 1. Equal/Total Key
13. [M=] m. Percentage Key

14, 1=} n. Paper Advance Key
NAME DATE
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HACER, INC./HISPANIC WOMEN'S CENTER

TASK #14
ACTIVITY SHEET {1: VOCATIONAL

DIRECTIONS:
Match the symbol in Column A with the term in Column B:

COLUMN A COLUMN B

1. (C] ( a) a. Clear Key

2. (€] ( d) b. Clear Entry Key

3. (N (n) c. Minus Key

4. [CE] { b) d. Subtotal Key

5. [X] { £) e. Plus Bar

6. [RM] (k) f. Multiplication Key

7. M+] (7)) g. Division Key

8. [-] (c) h. Memory Clear Key
9. =] (g) i. Memory Minus Key
10. [¢] ( m) j. Memcry Plus Key
11. [+] (e) k. Memory Recall/Total Key
12. [CM] ( h) 1. Equal/Total Key
13. [M=-] (i) m. Percentage Yey
14. 1=] (1) n. Paper Advance Key

NAME DATE
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TASK #14
ACTIVITY SHEET #2: VOCATIONAL
DIRBECTIONS:
Fill in the blanks with tke terps listed below:
Clear Key Hultiplication key ienory Recall/ Tot:zl
Clear Entry Division key Equal/Total
Hinus Key Memory Clear Percentage Key
On/0ff Switeh Memory Minus Paper Advance
Plus bar Yenory Plus Subtotal
1. The displays an accupulated total.
2. The advances the register tzpe,
3. The converts a percentage to a decinmal,
4. The gives the total arount.
5. The totals and displays the arount
in the merxory,
6. The turns the calculator On or Offr.
7. 4&n arount can be added to the repory by using the
key.
8. An amount can be subtrzcted fron the perory by using
the key,
@. The pemory can be clezared by pressing the key.
10. The divides the number displayed by
the last number entered.
11. The is used to pultiply numbers,
12. The is used to add nunmbers,
13. The is used to subtract numbers.
14, The keyboard can be erased by the .
15. The clears the display screen.
DATE
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l
I
b

TASK #14
ACTIVITY SHECT $2: VOCATIONAL
DIRECTIONS: '
Fill in the blanks with the terms listed below:
Clear Key Yultiplication key llenory Recall/ Totel
Clear Entry Division key Equal/Total
Hinus Key iemory Clear Percentage Key
On/0ff Switch Yemory Mlinus Paper Advance
Plus bar Ylepmory Plus Subtotal
1. The ( subtotal ) displays an accupulated totsl.

2. The ( paper advance } advances the register tzpe.

3. The ( percentage key ) converts a percentafe to a decipzl,

4, The ( equal total )

gives the total acount,

5. The ( memory recall/total )

totals and displays the amount
in the merory.

6. The ( on/off switch ) turns the calculator Cn or Off.

7. &n acount can be added to the remory by using the
? memory plus ) key.

8. An amount can be subtrected froom the perory by using
the ( memory minus ) key.

©. The pemory can be cleared by pressing the ( memory clean:dy,

10. The ( division key ) divides the nunber displayed by
the lest number enteredc.

)

11, The ( multiplication key ) is used to rultiply nupbers.

12. The ( plus bar ) is used to acd nurbers.

13. The ( minus key ) is usec to subtrzet nucbers.

14, The keyboard can be erased by the ( clear key )

15. The ( clear entry ) clears the display screen.




HACER, INC./HISPNAIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TRAINING

TASK #14
ACTIVITY SHEET #3: VOCATIONAL

Ny Y W -

DIRECTIONS: Add, Subtract, Multiply and Divide the following
problems as indicated by the symbols,using an
office calculator.

(Check your answers)

1. 40 2. 41 3. 72

50 40 38

60 52 19

70 50 52

10 63 60

+80 +14 +31
4. 5,190 5. 901.03 6. 77426
-3,976 -456.79 -38275

7. 826 X 451 =

8. 817 X 4693 =

9. 379 X 952 =

10. 95.36 =+ 20.14 =

11. 397 <+ 23 =

12. 91.49 < 23.68 =

Q 3]l0
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BILINGUAL VOCATIONAL TRAINING

TASK #14

ACTIVITY SHEET #3: VOCATIONAL

DIRECTIONS: Add, Subtract, Multiply &nd Divide the following
problems as indicated by the symbols,using an
office calculator.

(Check your answers)

1. 40 2. 41 3. 72
70 50 52
10 63 60
+80 +14 +31
310 260 272
4. 5,190 5. 901.03 6. 77426
-3,976 -456.79 -38275
1,214 444.24 30151
7. 826 X 451 = 372,526
8. 817 X 4693 = 3,834,181
9. 379 X 952 = 360,808
10. 95.36 + 20.14 = 4.73
11, 397 + 23 = 17.26

91.49 < 22.68 = 3.86

DATE

311




HACER INC./HISPANIC WOMEN'S CENTER
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TASK # 14

ACTIVITY SHEET #4 VOCATIONAL

DIRECTIONS: Add, Subtract, Multiply and Divide the following
problems as indicated by the symbols using an
office calculator.

(Check your answers)

1) 15.47 2) 3.80 3) 516.56

44 52 24.15 926.86

66. 95 679.43 657.48

27.07 82.51 187.30

99 53 .90 538.52

59 36 3.46 471.86

78 38 178.05 238.85

48 82 63.40 796. 35

39 61 22.98 733.21

+ 15 18 + 7.95 + 350.53

494. 89 1066. 63 5417.52
4)  62.50 5) 915.25 6) 50.26 7) 921.55
-43.81 -703.48 -31.48 -470.83
18.69 211.77 18.78 450.72

8) 521 X .89 = 463.69 9) 60.34 X .72 = 43.4448

10) 3.79 X .28 = 1.0612 11) 91.49-<- 23.68 = 3.86
12) 685 = 49.75 = 13.77 13) 25.504+9.25 = 2.7568
14) 291.75=+38.50 = 7.5779

NAME DATE
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HACER INC./HISPANIC WOMEN'S CENTER

BILINGUAL VOCATIONAL TRAINING

TASK i 14
ACTIVITY SHEET #4 VOCATIONAL

DIRECTIONS: Add, Subtract, Multiply and Divide the following
problems as indicated by the symbols using an

office calculator.

(Check your answers)

1) 15.47 2) 3.80 3)
44 .52 24.15
66.95 679.43
27.07 82.51
99 53 .90
59 36 3.46
78 38 178.05
48 82 63.40
39 61 22.98
+ 15 18 + 7.95 +
4) 62.50 5) 915.25 o) 50.26
-43.81 -703.48 -31.43
8) 521 X .89 = 9) 60.34 X .72 =

10) 3.79 X .28 =
12) 685 =49.75 =

11) 91.49-<23.68

14) 291.75=38.50 =

NAME ) DATE

13) 25.50-9.25

516.
926.
657.
187.
538.
471.
238.
196.
733.
350.

56
86
48
30
52
86
85
35

53

7) 921.55
-470.83
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. 37 X 45 + 92 =

TASK # 14
ACTIVITY SHEET # 5 VOCATIONAL

DIRECTIONS: Solve the following problems as indicated by the
operational symbols.
1 (6.6 X5.7) + (4.7X1.7)+(3.4X7.2) =

HACER INC./ HISPANIC WOMEN'S CENTER
BILINGUAL VOCATIONAL TKAINING

(14.8 X 61.7) -=193.95 —205.81 =

(92.7 + 80.4 + 61.4) X 33.5 =

(807 + 92 = 56) =+ 314 = 2.68

(48.67 + 72.41 «= 9.35 )= .53 =

( 381.65 + 954.72 — 260.16)+18.05 =
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TASK # 14
ACTIVITY SHEET # 5 VOCATIONAL

DIRECTIONS: Solve the following problems as indicated by the
operational symbols.

(6.6 X 5.7) + (4.7 X 1.7) + (3.4 X 7.2) =299
.37 X 45 + 92 = 1757
(14.8 X 61.7) —=193.95 —205.81 = )13.40
4. (92.7 + 80.4 + 61.4) X 33.5 = 7855.75
. (807 4+ 92 — 56) %+ 314 = 2,68
(48.67 + 72.41 == 9,35 )= .53 = 210.81
59. 62

( 381.65 + 954.72 — 260.16)~18.05 =

NAME DATE
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TASK #14

WRITTEN TEST: J.R.ESL
EVALUATION

COMMUNICATIVE TASK: Recognize symbols; determine operation.
DIRECTIONS: Write the correct symbols and verbs. Select your

answer from the list below.

Verbs: add, subtract, multiply, divide

Symbols: X, =, RM, M-, -=,0M, +, +
1. You use the key to find out what the remainder

is when you subtract one amount from another.

2. A gquicker way *tc find a total other than adding is

to use the key to the numbers.

3. In order to an amount into equal parts you
would use the key.

4. To find a total amount you can one number by
another using the key.

5. To enter a subtotal in the memory of a calculator you

would use the key.

6. If you want to remove an amount from the memory you

would p~ess the key.

7. fou a column of numbers by using the key.

NAME DATE
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TASK #14

WRITTEN TEST: J.R.ESL
EVALUATION

COMMUNICATIVE TASK: Recognize symbols; determine operation.

DIRECTIONS: Write the correct symbols and verbs. Select your

answer from the list below.

Verbs: add, subtrect, multiply, divide

Symbols: X, =, RM, M-, -=,0M, — ., *
You use the -= key to find out what the remainder

is when you subtract one amount from another.

A quicker way to find a total other than adding is
to use the X key to multiply the numbers.

In order to divide an amount into equal parts you

would use the = key.

To find a total amount you can multiply one number by

another using the X key.

To enter a subtotal ir the memory of a calculator you

would use the OM  key.

If you want to remove an amount from the memory you
would press the M- key.

add

You a column of numbers by using the * key.




HACER INC./HISPANIC WOMEN'S CENTER
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TASK #14

OPERATION SHEET: COMPUTE THE COST OF PURCHASING STAMPS

I. MATERIALS

a.
b.
C.
d.

Electric calculator/printer
Petty cash sheet

Pencils

Paper

II. PROCEDURE

WU dwhoH+-
L]

10.

11.

12,

13.

14,

Obtain calculator

Turn on calculator

Enter amunt

Key in division sign (=)

Enter cost of individual stamps
Key in equal sign (=)

Write amount on separate sheet of paper
Check your result

a. Enter amount of stamps

b. Kezein maltiplication sign (x)
c r cost of individual stamps
d. Key in equal sign (=)

Write amount spent on stamps under last entry
on petty cash sheet (under ($100 balance).
Subtract amount spent from $100

a. Enter $100

b. Key in subtraction sign (-)

c. Key in equal sign (=)

d. Write amount on sheet of paper

Check the subtraction

a. Enter subtracted amoint

b. 2Add balance from $100 (use +)
c. Press equal sign (=)

If amount equals $100
a. Write balance under the amount spent on the
petty cash sheet.

Calculate the number of stamps to be
purchased.

a. Enter amount to be spent

b. Press division sign (<)

c. Enter cost of individual stamps

d. Press equal sign (=)

Write the numbers and description of books of stamps
in the description column of the petty cash sheet.

318
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BILINGUAL VOCATIONAL TRAINING

TASK #14
JOB SHEET .: CQMPUTE THE COST OF PURCHASING STAMPS
PRACTICE

DIRECTIONS : Compute the number of 22 cent stamps that can be
purchased using a calculator. Record the amount
of petty cash voucher.

I. MATERIALS

a. Electronic calculator.
b. Scratch paper.

c. Petty cash sheet.

d. Pencil.

II. PROCEDURE

(operation sheet #1)
b. Determine the cost of the stamps (operation sheet #1)
c. Determine the amount remaining from amount if stanps
are purchased. (operation sheet #1)

|
|
|
a. Determine the amount of stamps that can be purchased ‘
|
|
d. Fill out petty cash balance sheet (operation shect #1) ‘
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TASK #14
JOB SHEET

PRACTICE

PETTY CASH BOOK

PETTY CASH FUND

RECEIVED PAID OUT

EXPLANATION

Klddo

- ‘-

DATE
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TASK #14

JOB SHEET: Compute the cost of purchasing stamps.
EVALUATION

DIRECTIONS : Compute the number of 22 cent stamps that can be
purchased using a calculator. Record the amount
of petty cash voucher.

I. MATERIALS

Electronic calculator.
Scratch paper.

Petty cash sheet.
Pencil.

00w

II. PROCEDURE

a. Determine the amount of stamps that can be purchased

(operation sheet #1)

Determine the cost of the stamps (operation sheet $#1)

c. Determine the amount remaining from amount if stamps
are purchased. (operation sheet #1)

d. Fill out petty cash balance sheet (operation shect #1)

o
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TASK #14
JOB SHEET

EVALUATION

PETTY CASH BOOK

PETTY CASH FUND

T
REceivep | pap out | PATE EXPLANATION

/14940 B
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HACER INC/HISPANIC WOMEN'S CENTER
LILINCUAL VOCATIONAL TRAINING

TASK #14

PERFORMANCE TEST

. o v

TASK: Compute the cost of purchasing stamps.

Directions: Demonstrate mastery-in computing cost of stamps by doing the
following: '

This test evaluates your ability to compﬁte the cost of purchasing stamps.
The facilitator will give you a petty cash amount of $100. You must compute

the number of stamps that can be_purchhseﬂ. Check your calculation and
report petty cash balance with 100%Z accuracy.

g

Your performance will be evaluated using the itens below. | YES [ NO
All mast k2 “Yes",

1. Was computation correct?

2. Was correct balance recorded?

3. | Was petty cash voucher filled out correctly?

Trainse Date JAttempts |[INStructor's Signature




