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PREFACE

This curriculum guide is one of five deveioped as part of the Illinois
Plan for Business, Marketing and Management Education for use at the
orientation level (typically the 9th and 10th grades).

A teacher's guide and a companion student activities packet are
available for:

Business and Technology Concepts

Business and Technology Concepts/Business Communications
Business and Technology Concepts/Business Ccmputations
Keyboarding, Typewriting and Formatting

Computer Concepts and Software Applications

Each curriculum guide includes a wide variety of teacher and student
activities which provide extensive flexibility fcr implementation.
Information on how to integrate the activity objectives of the
illinois Plan for Business, Marketing and Management into the State
Learning Gosls is also included.

The Illinois Model for Business, Marketing and Management Education is
presented on the following page. This model presents the suggested
areas and grade levels of study.

The Illinois State Board of Education is committed to assisting
Education for Employment Regional Systems in the development of
quality vocational education programs. The activities outlined in
this product have been designed to prepare persons for employment
and/or further education in the field of business, marketing and
management occupations.

Sincere appreciation is extended to the vocational educators and

business and industry representatives who assisted in the development
and field-testing of this curriculum.

xi



The lllinois Model for
Business, Marketing and
Management Education

Lifelong Learnin
Continuing Education

Preparation for Employment
and/or Further Education in Business,
Marketing and Management (11-Adult)®

Occupational Clusters
* Accounting! *» Computer * Administrative e Service-
bookkeeping  operations/ support/ oriented
* information  programming  secrelanal marketing
processing  * Administrative * Product- * Business
support/ ofented ownership/
clencal marketing management

Orientation to Business,
Marketing and Management (8-10)*

* Business and Technology Concepts
» Keyboarding, Typewriting and Formatting

* Computer Concepts and Software Applications

Foundational Preparation in
Business, Marketing and Management (K-8)

* Communications * Technology Awareness
* Computations/Mathematics ¢ Human Relations

* Elementary Keyboarding » Careers

*Suggestec Grade Levels
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UNIT A: THEORY OF COMMUNICATION

UNIT PLAN

Introduction

This unit identifies the most common varisbles affecting the
accurate transfer of meaning from one person to another. In any
communication situation, numerous stimuli bombard the listener and
affect, positively or negatively, the primary message the speaker
seeks to convey. Understanding these variables provides students with
tools for investigating, predicting and controlling individual
communicative behavior.

Topical Qutline of Unit

THEORY OF COMMUNICATION

1. What is Communication
8. Definition of communication
b. Definition of information

2. Three Theories of Communication
a., Linear
b. Interactional
c. Transactional

3. A Communication Model for the Process of Communication
a. Environment/situation
b. Channel
c. Message
(1) primary
(2) complementary
(3) auxiliary
d. Noise
e. Feedback

4. Barriers to Communication
Channel overload
Differing mind sets
Bypassing

Different backgrounds
Not enough feedback
Influence of time

oo ok

5. Strategies for Overcoming Barriers
a. Expand the channels--don't overload
b. Be aware of differing mind sets

1y
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. Preview

Solicit/provide feedback

Parsphrase/restate

Realice listener is receiving new information
Use analogies/comparisons

Select the right time--provide enough time

T MO D

Unit Objectives

Upon completion of this unit, students will dbe able to pass an
objective test which lists the terms learned and to match them
accurately with the correct definitions of the terms. The students
also will be able to pass & subjective test which asks them to diagram
the communication model presented in class, to accurately label each
component with the correct term, and to explain the meaning and
significance of each term.

Students will be able to

1. Define communication.
2. Analyze communication concepts and complexities.
3. Define the term information.
4. Discuss why knowledge of the definitions of
communications and information are important to a
speaker.
5. Distinguish among the linear, interactional and .

transactional theories of communication.

6. Analyze situations that illustrate principles inherent in
each of the theories of communication.

7. Draw s communication model employing the terms channel,
message, feedback, noise and ervironment/situation.

8. Explain the meaning and significance of each term in the
conmunication model.

9. Identify and describe four common reasons for
communication failure.

10. Describe at least five methods which one should employ
to overcome the most common barriers to communication.

11. State three reasons why knowledge of the theory of
communication is important in the business environment.

12. Provide students with an opportunity to assess conflict
and to make ethical choices relative to competing valiues
and standards to anticipate the consequences of these
choices.

General Comments

This unit should precede other communica“~ion units. Application
and discussion of the theories in later commrication activities will
strengthen student recall of communication theory and will provide
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psychological unity of the course. All activities in this unit ghould
be completed before attempting to asaess the studenta' learning.

The activities suggested for this unit employ the gams theory
approach. Since theory is abstract, the games give the students an
opportunity to observe and to critiqus their communication beshavior
and that of their classmates in a controlled setting. <The games
provide the means by which students can understand and evaluate the
various theoriss presented in class.
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SUGGESTED STUDENT ACTIVITIES

Activity Name: What is Communication? A-1
Unit Objectives 1, 2, 3 and 4

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be stimulated to think as to the meaning and
complexity of communication.

Facilities or Materials Needed

Pen/pencil and paper
Communication Game, One-Way Geometric Model handout

Description of Activity

Lead a class discussion similar to the following:

When wve use the term communication, what do we mean? How would
wve go about describing communication? How would we define it? Let's
put a list of ideas on the board and see if we can come to some
agreement. Who wants to make the first suggestion?

The instructor should guide the students to the following
conclusion: Communication is defined as the act of creating meaning
between two or more people.

Then the instructor should offer a definition of information.
Information is knowledge which is unknown to the receivar or which is
not clearly or accurately understood by the receiver.

We are now going to demonstrate why knowledge of this definition
is important.

Do any of you think you are a good communicator? Who would like
to volunteer to be the communicator for a simple exercise? Does
anyone want to nominate someone?

Once the instructor has a volunteer, conduct the One-Way
Communication Game.

Duplicate the geometric model on the next page and hand it to the
volunteer with the following i{nstructions:
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The class members will now take out a blank sheet of paper. As
the volunteer, your task is to describe verbally how to reproduce the
image drawn on the piece o. paper in your hand.

However, you are to turn around so that you have your back to the
class.

Be careful that you do not hold the page so high that someone in
the class can see it.

One additional rule: The class is not allowed to ask questions,
say anything, or mske any noise that would give you a clue as to your
Progress.

Allow the volunteer enough time to get through four geometcic
figures--about 7 to 10 minutes. Then have him or her silently walk
around the class to look at the figures the class has drawn. Do not
allow anyone to say anything.

Next, have the volunteer return to the front of the class where
he or she once again will turn his or her back to the class. The
class should begin a new sheet of paper. Now, however, allow the
class to ask questions, make comments, etc. Continue for 10 minutes
and allow the volunteer to once again view his or her progress.

Following this exercise, lead a class discussion based on the
following questions.

1. During the first sketch, what effect did the rule that
forbade questions and eliminated talking except by the person
giving directions have on you? Why?

2. How did your first and second sketches compare with the
original geometric model? With other class members’
sketches?

3. What specific type of difficulty did you experience in this
exercise? Why? What caused this difficulty?

4. How adequately did the person giving directions perform?
What particular problems did he or she have? Why?

5. What implications does this exercise have for you?

For business?

Suggested Length of Activity

A 50-minute class period
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Suggestions for Evaluation

Students could be asked to present in essay format their thoughts
of what communication and information are and why two or more people
may have difficulty communicating. The implications of this
difficulty of communication should also be discussed.

)
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ACTIVITY A-1: COMMUNICATION GAME

ONE-WAY GEOMETRIC MODEL
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Activity Name: Three Common Theories of Communication A-2
Unit Objectives 5, 6 and 11

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

This activity should help the students become aware of the
limitations and/or advantages of one-way and two-vay communication
models.

Facilities or Materials Needed

None

Description of Activity

Describe why you played the game the previous class period and
explain what you hoped the students would learn from it. Describe
vhat you saw. Your lecture will sound something like the following:

One of the reasons I had you play the one-way communication game
last period was to shov you how difficult communication really is. .
Much of our communicatiwn with others is descriptive in nature. Have
you ever tried to assemble a product from the directions which are
provided? Even with a preliminary comment, such as "It's so easy a
child could put it together,” directions are usually difficult to
follow!

We constantly describe how we look, feel, dress or act,
forgetting that the words we use may be interpreted differently by
others.

Since communication is so complex, I would like to talk about
vhat leading scholars in the field of communications identify as the
major reasons for many of our communication problems.

To begin, let's look at thres common theories of communicstion.
(The instructor should list each of the three theories of
communication on the board as he or she talks about them.)

The first theory of communication is the linear theory. The
linear theory is a one-vay view of communication (draw a simple
diagram) in which I say something to you, and it goes from me to you.

The hypodermic needle analogy is often used to illustrate this
theory. Believers of this theory hold that what people say is
completely received by the listener in its intended form.
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Most people would deny following this theory; but if you could
witness their communication patterns over s period of time, you would
find that they asctually practice this theory. "If someone gets the
wrong message, it's his or her fault. He or she either didn't listen,
or is too stupid to understand!"®

When we played the One-Way Communication Game yesterday, which
mathod of communication best illustrated the linear theory of
communication? It was the first method when gave
directions, and you were not allowed to give sny feedback. After all,
believers of this theory do not need feedback.

The second method we used illustrated the second theory of
communication, the interactional theory. With all the emphasis on
communication the past twenty years in business, most people are aware
of this theory even though they may not do a good job of practicing it
at work or at home.

This theory is a vast improvement over the linear theory. Here
the notion of feedback is introduced. (Draw a quick disgram of a
message going from speaker to listener with a feedback loop.)

Yesterday you saw for yourselves the improvement in communication
when you could question and discuss the information was
sending.

The third and most contemporary model of communication is the
transactional model. From the transactional viewpoint, communication
can be thought of only within the context of s relationship between
tvo people. Instead of a two-way flow, we have simultaneous
communication going on all the time--some verbal, some nonverbal. The
transactional model emphasizes that all behaviors are communicative--
that it is impossible for one not to communicate.

Let me illustrate what it means to say that it is impossible to
refrain from communicating. Suppose is prone to come to
class late all the time. He/she is communicating to us the fact that
he/she {s late; but what else could be communicated? To me, the
teacher? To you, the students?

Suppose I give a homework assignment with the only instrur.tions
being that I want it to be turned in the day after tomorrow, Five of
you will type the assignment very neatly for the first time this
semester. What does that communicate?

Suppose you see a friend in the hall on the way to the
principal’'s office. Would you get any ideas as to why your friend was
going to the principal's office because of his/her looks or overall
body language? How would your friend look if told that the Principal
wvants to see him/her because of a letter from Harvard stating that
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this individual had won a8 full scholarship? How about if the student
wvas on the way because of having put a snake in Mrs. 's desk
draver and getting caught? Would the student enter the door to the
principal's office differently from your Harvard friend? Of course,
and that is the point of the transactional theory.

There is a book with an interesting title: Nothing Never
Happens. What does that mean? Something is slways happening, and
each of us i{s communicating all the time whether wve want to or not.
And each of us interprets what is happening differently because of
our differing interests, backgrounds, physical abilities and
other considerations.

Everything communicates! How do you feel on cloudy days? Windy
days? Does the color of a8 room affect you? Space communicates.
Would you feel uncomfortable in a restsurant if you were the only one
at the counter and the next person who came in sat right beside you?
He/she is invading your space!

If someone talking to you had a sweater on backwards, would you
be able to concentrate on the spoken message? Do you see what I mean?
Something is always happening in the environment, and those events
wvill affect positively or negatively the successful transmission of
the message or the successful reception of the message.

We need to look at this concept in a little more detail for the
next couple of days. Tomorrow I am going to present a model of
compunication and then explain the rules for & communication gane
ve are going to play the day after that. Then we will discuss the
implications of the tinker toy game. We will look at what happened,
evaluate what happened, and discuss its relevance to us and to
business.

Suggested Length of Activity
A 50-minute class period

Suggestions for Evaluation

Have the students describe and/or draw models for each of the
three theories of communication.
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Activity Name: The Model of Communication A-3
Unit Objectives 7, 8 and 11

Suggested Use of Activity

Appropriate for all student academic lewvels

Objectives of Activity

Students will be presented a conceptual zodel of the most
important variables present in a typical two-way commmication.

Facilities or Materials Needed

Communication Model (make an overhead transparency or chalkboard
drawing)

Description of Activity

Place the commmication model that follows on the chalkboard or
overhead as you discuss each component of the model. Explain the
terms and provide examples to which the students can relate. A sample
lecture is presented on the next page.

11
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COMMUNICATION MODEL
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Here we have a model illustrating the most common variables
affecting communication. If we could take a picture of what was
occurring, these are the components we would see. Each component can
be either positive or negative in its influence on communication.

Explain the model and provide examples. Begin by noting that you
have symbolized (M-1) the message that someone wants to send. Ask the
question, "Why is it that vhen we send M-1, it often gets all mixed up
and comes out M-3 or M-47" The model seeks to answer this question.
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1. ZInvironment/Situation

This is vhere communication takes place, why it takes place,
and when it takes placse.

A proposal of marriage is carefully planned to take these
variables into account. A telephone cgqll at 3 a.m. is
different from one at 3 p.m. Students who want teacher
conferences at lunch time are not planning very well if they
do not offer previous notice. When time is short,
commmication is unsatisfactory. We tend to rush information
and rely on verbal channels.

2. Channel

This method is the one the speaker uses to transmit a
message. It could be language, gestures, visual aids, the
phone, a letter, etc. We often overload the channel,
resulting {n "information overload.” For example, if the
information is new to the listener, the channel should be
broadened to include wvisual aids.

3. Message

. a. The Primary Message is the idea the speaker wants to
transmit.

b. The Complementary Message is the planned use of
additional channels, usually hand gestures and planned
nonverbal cues.

¢. The Auxiliary Message is unplanned nonverbal cues and is
the listener's perception of the speaker's personality
and physical appearance.

Each message may be positive or negative. The listener
determines whether each of these messages is positive or
negative.

4. Noise

These are the distractions present in the communication
environment and the psychological distractions present in the
speaker's message as discussed above. Or these could be
distractions that exist within the listeners. They may have
something on their mind worrying them. They may be hungry.
Or they may disagree strongly with what the speaker is
saying.
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5. Feedback

Feedback is more than the verbal response of the listener.
It slso includes the nonverbal messages the listemer is
transmitting to the receiver. The process discussed
previcusly actually reverses itself. Thus, the model
i{llustrates the transactional nature of commmication.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

Present the complete model of communication and have the students
describe the model in essay format, or have the students construct
this model and describe its components in essay formst.
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Activity Name: The Tinker Toy Game A-4
Unit Objective 4

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

This activity illustrates the importance of employing multiple
channels to convey information and to solicit/provide feedback.

This activity provides students with an opportunity to assess
conflict, to make defensible ethical choices relative to competing
values and standards, and to anticipate the consequences of these
choices.

Facilities or Materials Needed

A set of Tinker Toys (a set of building blocks could be
substituted if Tinker Toys not available)

Tinker Toy Game, Observer's Sheet handout

A box to conceal the Tinker Toy model

Description of Activity

Assemble an unidentifiable object with the set of Tinker Toys.
It need not be too complex. Separate the remaining Tinker Toys into
two plles and fut each pile into separate sacks. Place these in a
box. Your model should be concealed. Conduct the game.

In class, divide the students into four groups: the Blue and
Green groups, each of equal size; the Red group; and the Observers.
The last group should consist of four members. Fach g -oup should meet
in a separate corner of the room (if at all possible, the Red group
vith the model should meet in the hall to shield the model and to
prevent monitoring of its progress).

The Red group has a completed Tinker Toy model concealed in s box
so that only their group members can see it.

The Blue and Green groups each have a sack of Tinker Toy parts
with enough pieces in each sack so that both groups can reconstruct
the Red group's Tinker Toy model. The object of the game is to see
vhich group, the Blue or the Greem, can successfully reconstruct the
unseen model .: the least amount of time.

The Red group selects one messenger; the Blue and Green groups

each select one runner. Out of earshot of the groups, the Red
messenger gives one unit of information to the runners who return to
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their respective groups and repeat the instructioms. The runners neet
with the messenger as often as necessary until either the Blue or
Green group decides it has reconstructed a satisfactory copy of the
Red group's model.

The observers may split up to watch a group individually, or
all may watch all groups. At least one observer should watch the
interaction between the Red messenger and the Blue and Green
runners at all times during the game. Observers may not
communicate their findings to the other groups; observations
should be recorded on the Observer's Sheet.

All players should observe the following rules (observers
will enforce the rules):

1. Red messengers: Give only one unit of verbal information at
a time. Do not include the color of the Tinker Toy pieces in
your information.

2. Blue snd Green runners: You may not ask a question of the
Red messenger during the first 25 minutes of the game, but
you may ask him or her to repeat the instructions. During
the last 10 minutes of the game, you may question the Red
messenger.

3. Red messengers and Blue and Green runners: Do not use any
nonverbal techniques (i.e., gestures, pictures, etc.)
to convey informationm.

Vhen either the Blue or Grecn group signals that it is done,
or when 35 minutes have elapsed, the game ends. Compare the Blue and
Green models with the Red group's original Tinker Toy model. The
Observers should then briefly describe and analyze the communicative
behavior of the class during this exercise.

This game provides several opportunities for the discussion of
ethics. Students will find themselves in several ethical dilemmas
where they must choose between conflicting standards or values.

For example, through participation in this exercise students may
have to choose between doing for themselves and doing for others.
Also, they may need to decide between loyalty to their friends or
violating this loyalty. Further, they are placed in a situation where
they will have to decide whether group allegiance is more important
than personal desires.

33
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Students are allowed to make free choices and should be led to
see the consequences based upon the choices made. For instance,
students will decide whether or not rules of the game should be
folloved and vhether or not they should expose wrong doing on the part
of other students or simply mind their own business.

Suggested Length of Activity

A 50-minute class period

17
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NAME

ACTIVITY A-4: TINKER TOY GAME
OBSERVER'S SHEET
Use the following questions as guidelines for observing the
communication behavior of the players in the Tinker Toy game. Write

your cbservations on this sheet.

1. Did everyone in the group contribute? Who contributed the
most? Who contributed the least? Why?

2. Did anyone not listen well? Who? Why?

3. Did any confusion exist because of a8 misunderstanding of
terminology?

4. what effect occurred in the game when the runners were
allowed to ask questions of the Red messenger?

5. Describe how the Red group planned its strategy. Was it
effective? Did they follow their strategy? Why did they
change their strategy?

6. Additional observations:

35
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Activity Name: Identification of Barriers to A-5
Communication and Methods to Employ
When Communicating Information
Unit Objectives 9, 10 and 11

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Objectives of this activity are to have the students anslyze the
effect of restricting the channels of communication in the game, to
have students evaluate the use of feedback during the last ten minutes
of the game as opposed to the lack of feedback earlier, and to consider
strategies to overcome the barriers to communication.

Facilities or Materials Needed

Appropriate copies of Observers' Sheets from the Tinker Toy Game
Suggestions for CGiving Instructions handout

Description of Activity

. In this class period, form new groups each containing a
representative from the Red, Blue, Creen and Observer groups to
discuss the following questionms.

1. What communication difficulties did your group experience?

2. Recognizing the problem that faced the Red messenger, how
wvould you have described the Tinker Toy model to the Blue and
Green messengers?

3. How did questioning by the Blue and Green runners facilitate
the flow of information? Why?

4. How might the use of other forms of communication (gestures,
drawings, pictures, etc.) have improved the flow of
information?

5. To what extent did the difference in each person's background
hinder the flow of communication? Did the messengers use
unfamiliar words in their descriptions?

6. What was your reaction to the Observers? Did you feel
comfortable or uncomfortable with them in your group? What
might have been your reaction had the Observer become a
participant in your group? How might this action have
affected his or her observations? Why?

7. Identify four common reasons for communication failure which
were illustrated in this game.

8. Suggest at least five methods which one should employ to
overcome the most common barriers to communication you have
identified,.
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9. State three reasons why knowledge of the theory of
communication is important in the business environment.

The teacher should guide the discussion, having students recognize
some of the possible strategies to use in order to communicate
effectively by incorporating the students' comments into the
discussion. Following the discussion, the teacher should distribute
copies of the Suggestions for Giving Instructions handout. Go over
the handout with the students.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

The buzz group discussion provides immediate evaluation, and a
test at this point is not necessary. At & later date the instructor
could 1list the terms mentioned in the unit and list their definitioms,
scrambling their order. Students could then match the definitions to
the terms. One idea is to present the complete model of communication
and have students describe the model in an essay format.

37
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NAME

ACTIVITY A-5: SUGGESTIONS FOR GIVING INSTRUCTIONS

1. State the desired objective; the goal or the overall picture.
2. Be familiar with the material to be presented.
3. Get the attention of your partner before beginning.

4. Give instructions in a logical order (time, space or some
other sequence).

5. Know your partner and speak his/her language; relate to
him/her in terms of his/her experience.

6. Establish a common terminology by explaining new terms in
relation to older, understood terms.

7. Establish a system of orientation; use a clock face, a map,
up-down, right-left.

‘ 8. Be concise, clear and simple.
9. Use analogies and comparisons.
10. Give enough information to clarify but not to confuse.
11. Use short units of information.
12. Be patient.
13. Demonstrate.
14. Use visual or asudio aids.
15. Give time for feedback; encourage feedback; check progress.
1§, Use more than one teaching method.
17. Motivate the receiver.

18. Establish a8 system of follow-up.

21




Business and Technology Concepts/Business Communications Unit A
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UNIT B: LISTENING SKILLS

UNIT PLAN

Introduction

Everyone--students and teachers--can benefit from instruction for
improving listening skills. The average listener operates at a 25
percent effectiveness/efficiency rate. The best way to improve
listening skills is to have a unit specifically aimed at improving sall
aspects of listening.

Overview of Unit

This unit introduces many ways to improve listening skills.
Students will learn to overcome the barriers to good listening. They
will become active, not passive, listeners. Students will bdecome aware
of the importance of good listening to success in their personal and
business lives. Students will also identify their listening strengths
and weaknesses and strive to improve them, not only during the unit of
instruction but throughout the school year and beyond.

Topical Outline of Unit

LISTENING SKILLS

1. Importance of Listening Skills
a. Difference between listening (thinking) and
hearing (physical)
b. Active listening
¢. Importance of li{stening to to:al communication process

2. Characteristics of a Good Listener
a., Concentrates
b. Recognizes and minimizes distractions
c. "Listens" to nonverbal communication and key feeling
vords
d. Identifies speaker's purpose and main ideas
e. Restates facts to verify understanding

3. Factors Influencing a Listener

a. Maturity level

b. Health

¢. Experience

d. Motivation and interest

e. Vocabulary

f. Ability to physically hear speaker clearly
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4, Barriers to Good Listening

a. EFEmotional Interference
(1) prejudice
(2) anxiety

b. Disinterest
(1) boredom
(2) daydreaming
(3) faking attention
(4) turning off the speaker

c. Physical and environmental conditions
(1) 1loud noises
(2) interruptions

d. Inside distractors
(1) poor listening attitude
(2) inadequate knowledge of what is being said
(3) 1lack of listening skill

e. Outside distractors
(1) noise and confusion in the surroundings
(2) people who speak too rapidly, too slowly, or

with an unfamiliar accent

5. Levels of Listening

a. Casual

b. Conversational
"" c¢. Factual

d. Socisl

6. Personal Assessment
a. Importance of self-evaluation
(1) effective listening self-evaluation
(2) personal improvement plan
b. Importance of evaluation by others

7. Techniques for Improving Listening Skills
a. Personal listening improvement plan
b. Concentration
c¢. System for remembering names
(1) repeat during conversation to lodge it in
memory
(2) make word associations with the name
d. Recording telephone messages
(1) spell words to be sure
(2) £4ill in all blanks on message form
(3) write legibly
{(4) repeat numbers carefully
(5) repeat entire message when finished
(6) be polite
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e. Avoid being an emotional listener
(1) be awvare of "red flag" words
(2) concentrate on speaker's vords and not on
physical mannerisms or appearance
f. React to speaker
(1) 4indicate that the message has been received
and understood
(2) 1implement effective listening habits
g. Follow directions
(1) sequentially arranged instructions
(a) maps
(b) how-to-do instructions
(2) wunorganized instructions

Conclusion and Evaluation

a. Final activity to test listening improvement skills
b. Self-evaluation and personal improvement plan update
c. Objective and essay test

Unit Objectives

will

After completing the learning activities for this unit, students

be able to

1. Differentiate between hearing and listening.

2. Recognize and minimize barriers to good listening.

3. Be an active listener.

4, Realize that good listening is vital to the entire
communication process.

5. Concentrate on a speaker's message and recognize key words
that indicate feelings.

6. Recognize nonverbal behaviors that aid in listening.

7. Listen to a speaker and recognize the purpose and main
ideas.

8. Combat emotional interference to good listening.

9. Recognize the different levels of listening.

10. Recognize their own listening strengths and weaknesses
and strive to improve them.

11. Remember names after being introduced.

12. Correctly receive and record telephone messages.

13. Follow sequentially arranged or unorganized directions and
instructions.

14. Assess conflict and make defensible ethical choices relative

to competing standards and values and to anticipate the
consequences of these choices.
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Instructional Strategies

A unit about listening skills should be combined with a
discussion of nonverbal and oral communication. These three areas are
closely related in the interpersonal communication process.

Many courses could utilize all or parts of this unit: business
communications, office procedures, word processing, machine
transcription, shorthand, management, sales and marketing. Activities
could be created that specifically relate to the course. For example,
in management an activity simulating a teleconference meeting could
be used to emphasize the importance of listening skills. Teachers are
encouraged to include activities related to courses of study,
geographical regions and environments of ™“e students. Not sall of the
activities included could be used in a two-week unit. Teachers
should, therefore, choose the student activities that fit the course
and student needs.

Teachers could emphasize the importaonce of active listening by
avoiding repetition of classroom instruction. This practice can be a
difficult one for teachers as well as for students--one that takes
patience and consistency. Rather than the teacher repeating
directions, have students repeat the directions for the class.

. In addition to a specific course or unit, teachers can enhance
positive listening and learning behaviors in everyday classroom
activities by

1. Recognizing that lesrning success is primarily the
result of good listening skills.

2. Accepting that each person needs to fine-tune his/her
listening skills.

3. Realizing that most students have had no training in
how to listen and that they need help.

4, Caring about students' listening behaviors and
expressing concerns.

5. Insisting that the students look at the speaker.

6. Suggesting that students respond to the speaker with
nods, frowns, questions or general comments.

7. Minimizing listening distractions (corridor traffic,

outside noises) to maximize the desired listening and

learning environments.

Expressing daily listening and learning objectives.

Using a vocabulary that is appropriate for the

listeners’ level.

0 ®

The students' activities follow the topical outline.
Each activity identifies the topic outline material to be explained
and reinforced by the activity. A general objective of each activity
. is included to guide teachers and students to the desired goals.

27
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Evaluation Ideas for Unit

Most of the activities included in this unit are best suited for
class discussion. Some could be written assigmments. The teacher may
choose to give credit to students for participation. Evaluation of
all the activities will be determined by the teacher.

A unit evaluation could be an objective and essay test. Sample
questions are included in the conclusions and evaluation section. An
added twist to test listening skills is to read a fairly complex story
(a recent newspaper or magazine story of interest to the students) and
have them answer questions about the story. Students will have to
apply the listening improvement skills learnmed to be able to answer
the questions accurately.

45
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SUGGESTED STUDENT ACTIVITIES

Activity Name: Personal Assessment B-1
Unit Objectives 1, 4, 6, 9, 10 and 14

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will recognize their own listening strengths and
wveaknesses. After completing the self-evaluation, students will
develop a8 Personal Listening Improvement Plan in priority order.

Facilities or Materials Needed

Effective Listening Self-Evaluation Form (self-evaluation forms
for listening skills are readily available in most
communication textbooks; one good example is provided by
Western Tape, P.0. Box 69, Mountain View, CA 94042)

Personal Listening Improvement Plan handout

Description of Activity

This activity should be used during the first day of the unit.
Have students (and teachers) complete the form as homework and use
it as a way of introducing the importance of improving listening
skills. This technique is good for emphasizing that EVERYONE needs to
improve. Teachers should return to this form at the end of the unit
for reevaluation.

Teachers should explain the difference between hearing something
(involves no active participation, thinking or concentration) and
listening (involves active participation, thinking and concentration).
Depending on any given situation in which individuals may find
themselves, individuals will only hear or truly listen with varying
degrees of intensity.

Suggested Length of Activity

Approximstely 10 to 15 minutes for discussion of the Self-
Evaluation Form and 10 minutes for discussion of the Personal
Improvement Plan

29
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Suggestions for Evaluation

Description of the Effective Listening Self-Evaluation:

Students are to thoughtfully answer each question on the self-
evaluation form. Then the students must tally a "score" and evaluate
their strengths and weaknesses. The forms should be completed as
homevork in order to sllow students as much time as necessary to
consider each question. Teachers should discuss each question on the
form and its importance in the listening process.

Description of the Personal Listening Improvement Plan:

After discussing the self-evaluation form in class, teachers
should distribute the improvement plan. Students should analyze their
veaknesses and complete the form. Teachers should guide this form's
completion. Weaknesses should be considered for any item on the self-
evaluation that is answered "sometimes™ or "never." Students should
consciously think about the improvement plan and try to change their
behaviors in the areas that need improvement. Students should also be
encouraged to seek the input of others (parents, teachers, friends,
etc.) in formulating their self-improvement plans. Have the students
ask these individuals what they think about the students' listening
habits and abilities. Teachers should return to this form at the end
of the unit.

. 'v
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. Name

ACTIVITY B-1: EFFECTIVE LISTENING SELF-EVALUATION FORM

(To be selected by teacher)
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Nanme

ACTIVITY B-1: PERSONAL LISTENING IMPROVEMENT PLAN

Section I: Improvement Plan

Date Item No. What I Do Wrong What I Should Do

e e AN e M N M A SR T MM M M M M Er N RE R e BH S N T W M e i M M e M G M M M ap A M M G M N M MR h MR W T R ae R R A e M M e e e e e A e me

Section II: Evalustion

Date Item No. Have I Corrected the Problem--Yes or No?

14
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Activity Name: Concentration B-2
Unit Objectives 4, 5 and 7

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will understand the importance of concentrating on
the speaker when listening.

Facilities or Materials Needed

Prerecorded cassette tape of common sounds--birds, truck, child,
etc.

Pen/pencil and paper

Description of Activity

This activity emphasizes active, not passive, listening. Use
this activity near the beginning of the unit to emphasize
concentration skills.

This activity has two parts. First, the students are to close
their eyes and concentrate on listening to all the sounds in the room.
Teachers should allow for the natural sounds of the room as well as
provide a tape recording of common sounds. Students should
concentrate for 4-8 minutes (teacher's decision). A shorter time
period is probably best. Second, as time {s called, students are to
write down as many sounds as they remember. Allow five minutes for
students to write the sounds they identified and remember. Then the
students can compare lists to determine the accuracy of their
concentration skills.

Suggested Length of Activity

Approximately 20 minutes--5 to 8 minutes for listening, 5 minutes
for writing, and 8 to 10 minutes for discussion

Suggestions for Evaluation

No formal evaluation is necessary at this point. The informal
evaluation of students comparing their lists or their raised hands
indicating the number of sounds identified is sufficient.
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Activity Name: Concentration B-3
Unit Objectives 4, 5 and 7

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will understand the importance of concentr:tion as
a characteristic of a good listener.

This activity emphasizes active, not passive, listening. Use
the activity near the beginning of the unit to emphasize the
concentration skill,

Facilities or Materials Needed

Text on Illinois or new text created by teacher
Pen/pencil and paper

Description of Activity

Teachers will read the text. The students are to concentrate on
counting the number of times "Illinois™ is heard. The teacher may
decide the speed at which the text will be read. At the end of the
reading, survey the students to determine how many heard "Illinois"
repeated the correct number of times. Teachers may choose to have
the students write down the number of times on paper.

Suggested Length of Activity
Approximately 10 minutes

Suggestions for Evaluation

No formal evaluation 1is necessary for this exercise. The
informal survey asking students for the correct number
of repetitions is sufficient
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ACTIVITY B-3: TEXT ON ILLINOIS
(TEACHER'S COPY)

Illinois is a very diverse state. How much do you know about
your state of Illinois? It is called the Land of Lincoln bescause Abe
Lincoln was from Illinois. Springfield, which is in central Illinois,
is the capitol of Illinois. The governor and legislature work there.
Kaskaskia Island was the first capitol of Illinois. This island has
shifted from Illinois to Missouri over the years but is now an
historical part of Illinois.

To the rest of the world, Illinois is known for its largest city,
Chicago. The State of Illinois building 4s in Chicago. But Illinois
has many other exciting cities and towns to visit. Illinois s also
known for its parks and forests. The Shawnee National Forest is &
vast forest preserve in Southern Illinois.

The Southernmost city in Illinois is Cairo. The Southern border
of Illinois is formed there with the merging of the Mississippi
and Ohio Rivers. There are many ciner historical river towns in
Illinois for you to discover.

There are many fine universities in Illinois that you may want to
visit and consider attending. The University of Illinois is the land
grant university in Illinois and is supported by federal and Illinois
tax dollars. Other universities in Illinois are supported by Illinois
tax dollars--Northern Illinois University, Illinois State University,
Southern Illinois University at Carbondale, Southern Illinois
University at Edwardsville, Eastern Illinois University and Western
Illinois University. There are many other universities in Illinois,
too.

Explore your state of Illinois!

W% "Jllinois"™ is used 30 times.

g |
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Activity Name: System for Remembering Names B-4
Unit Objectives 3, 4, 6 and 11

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will devise a system for remembering names after
being introduced to a person. The importance of remembering
names in the businessworld should be stressed.

Facilities or Materials Needed

Teachers should prepare cards with fictiti{ous names and
descriptions, using the examples given on System for Remembering
Names, Sample Names and Descriptions list. Create names and
occupations familiar to the students' areas, and use them in preparing
more cards. Since one of the purposes of this activity is to help
students learn to remember names, include some unusual names. Be sure
to have the proper number of male and female fictitious persons for
the class.

Description of Activity

Teachers should first discuss a system for remembering names and
introduction skills. Role playing may be used to show introduction
skills. The class should be divided into pairs. Give each student a
card with & fictitious name and s short description of the person on
it. Students should be allowed time to study their cards. They are
then to role play meeting each other for the first time at a
professionzl meeting. Allow five minutes for this part of the
activity. Then have each person introduce his or her partner to the
rest of the class. They are to introduce the person by name
(pronounced correctly) and tell something about that person.

Suggested Length of Activity

Time will depend on the number of pairs of students and the
nunber of introductions being made--five minutes for students to work
in pairs, three minutes per student to introduce partner, and ten
minutes for final discussion.
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Suggestions for Evaluation

The teacher may devise a very short evaluation sheet with points
assigned for such factors as how the student introduced the partner,
the correct pronunciation of the name, sufficient detsils given about
the person being introduced, projected confidence, voice control
(volume, pitch, note of speech), and nonverbal behaviors such as eye
contact.
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ACTIVITY B-4: SYSTEM FOR REMEMBERING NAMES

SAMPLE NAMES AND DESCRIPTIONS
(TEACHER'S COPY)

Ms. Karen Wosniski

SIU-C Professor of Business Education

Member of IBEA

Has taught at high school and at community « ~llege level
Interested in wvord/information processing

Not married

Enjoys water skiing and cooking

Mr. Gary Bookler

Married to Ksren, two children (boy and girl)
Enjoys swimming and softball

University of Iowa graduate in engineering
Keller Management College graduate with MBA
Vice President of Illinois Gas Company

John Smith

Carpenter with own business

Specializes in building houses

Married with two children (2 boys)

Is involved with the United Cerebral Palsy charity in his town

Ms. Mary Ellen Jones-Carpenter

Salesperson for a plastics company

Worked for them for seven years in the Midwest area.

Does a lot of traveling by plane and car and is beginning to
dislike 1it!
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Activity Name: Recording Telephone Messages B-5
Unit Objectives 3, 4, 5, 7, 13 and 14

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to accurately listen to and record
telephone messages.

Facilities or Materials Needed

Telephone message forms for students
Recording Telephone Messages, Sample Messages (or other texts of
messages) to be dictated by the teacher or used for role playing

Description of Activity

This activity is best suited for a unit discussing telephone
techniques. The activity can be used in either of two ways or in a
combination of the two ways.

1. Teachers can dictate the message and have the students £il1l
in the forms. This way is a good one to begin learning
telephone message-form techniques,

2. Role playing is an excellent way to practice telephone
techniques. Each student must ask the correct question,
repeat numbers, and be polite and friendly to the caller.
The teacher or another student may play the role of the caller.

Messages should be as difficult or easy as the class needs,
building them from simple to more complex. Difficulty may be added in
the messages by using unfamiliar accents, unhappy callers,
rude people and callers with difficult names and numbers. Teachers
should create these messages to challenge the students as they get
better at listening to telephone callers and at transcribing the
messages. Students should also be led to see the present and future
consequences that can result from recording inaccurate information;
e.g., embarrassment for one's self, embarrassment for onme's superior,
loss of a client, and conflict in various forms. Also, discuss the
consequences of deliberately distorting or recording false information
to advance one's own interests or to harm others. Finally, a
discussion should be included about confidentiality, exposing
information or minding one's own business.

Suggestions for Evaluation

The message forms should be graded for accuracy and neatness.
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ACTIVITY B-S: RECORDING TELEPHONE MESSAGES

SAMPLE MESSAGES
(TEACHER'S COPY)

To Mrs. Smith on 2/28 at 1:15 p.m. from Mr. Jones of Bell
Telephone. Your new phones will be delivered tomorrow between
12 noon and 4 p.m.

To Mr. Booth on 5/12 at 8:01 a.m. from Ms. Callowvay of the
Finance Department Ext. 3147. Please return her call before
11:45 a.m. Concerns new pension plan presentation.

To Mr. Casey on 3/31 at 9:30 a.m. from Mrs. lange of the First
National Bank 857-6634. Check number 1311 was for $2,130.20 and
check number 1312 was for $717. Please call if you have any
more questions.
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Activity Name: Reacting to & Speaker B-6
Unit Objectives 2, 3, 4, 5, 6, 7,
8, 10 and 14

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will learn to listen for cue words in an oral
presentation. Also, students will identify the purposes and main
ideas of an oral presentation.

This activity may be used during the listening unit or at the end
of the group of units--oral communication, listening and nonverbal
communication. This activity emphasizes objectives from the three
units. The presentation should be given by students and should be
brief. Teachers can assist with the preparation of the presentation.
The presenters should create a brief outline for the listeners to
follow during the presentation. Eventually, as their skills improve,
listeners will have to make their own outlines.

Facilities or Materials Needed

List of topics to be chosen by students
Brief outlines of presentation prepared by students

Description of Activity

Assign students a topic for a presentation. Use topics such as
how to do something, facts about school and town, time management and
telecommunication. Students should prepare a ten-minute presentation
and an outline handout. The outline should be brief and should list
only the purpose and main idras. After the presentation, listeners
are to complete the outline handout. The handout may be given to the
listeners before the presentation or, to make it more difficult, after
the presentation.

Discuss the listeners' ability to identify the purpose and
main ideas. Did the listeners hear any cue words? What were
they?

Teachers should also discuss other techniques to sharpen
students’' listening skills while listening to a speaker. For
example, identify possible listening barriers (dislike of what the
speaker might dbe wearing, inconsistent nonverbal gestures on the part
of the speaker with what he/she is saying, general dislike of the
speaker or his/her attitude, the speaker has nothing relevant to
offer, etc.). Also, have students become aware of the speakers’
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nonverbals to see if they are consistent w’ h the spoken message (eye
contact, hand gestures, body movement, voice tone, etc.). Finally,
make students aware that speakers may use terms that may cause
students to tune-out the entire message (ethnic slurs, discriminatory
language, 4-letter words, etc.). Help them to identify these terms so
avareness will not stifle the listening process.

Suggested Length of Activity

This activity may be completed over a period of dsys or in
whatever manner the teacher deems appropriate for the unit. The
speech should be no longer than ten minutes. Allow time for
listeners to complete the outline and for discussion of the speaker's
presentation and listeners' outlines.

Suggestions for Evaluation

The listeners' proficiency may be graded by the teacher as
outlines are collected and evaluated. Students should be encouraged
to put in writing what made them want to listen or not listen to each
speaker.
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Activity Name: Minutes of Meetings B-7
Unit Objectives 3, &4, 5, 6, 13 and 14

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to listen to a meeting and to record
accurate, complete minutes.

This activity will provide an opportunity for students to prepare
ninutes of a meeting in acceptable form. It will provide the
opportunity for students to compare their ability for accurate
listening with other students.

Facilities or Materials Needed

List of 4 or 5 school/community meetings furnishcd by teacher

Description of Activity

Teachers must prepare a list of 4 or 5 meetings that will be held
in the next week for the students to sign up to attend. Teachers
should get permission for the students to attend the meetings. Choose
meetings such as: school board, school committee meetings, community
meetings and student organization meetings. Attempt to have meetings
that meet after school and on different evenings of the week. This
will afford all students the opportunity to be able to attend one.
Allow only 3 to 4 students to go to a meeting. Teachers would find it
helpful to attend the meetings selected for the students, or teachers
should identify and send at least one capable student to each
suggested meeting.

Students are to record and type (if they have typing skills)
minutes of the meeting. Be sure that the students have a good example
of correctly completed minutes and that recording minutes has been
thoroughly revieved in class.

Duplicate copies of the minutes and have the students critique
the minutes for inaccuracies or omissions. Teachers should take this
opportunity to discuss ethics and confidentiality as they relate to
taking and distributing minutes of meetings.
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Suggested Length of Activity

Allow a few days (vhatever is appropriate) before and after the
meetings for the students to prepare the minutes. Discussion time will

vary.

Suggestions for Evaluation

Each student's minutes should be evaluated sccording to accuracy
and completeness of sentence and psragraph structure, organization
and appearance on the page.

6§
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Activity Name: Recording Numbers B-8
Unit Objectives 3, 4, 5, 12 and 14

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will improve their ability to accurately listen to and
record numbers.

This activity is good for nachine transcription, ghorthand and
office procedures courses. This sctivity 1s also an interesting way
to practice numbers in a keyboarding class and to improve listening
skills. Scudents may record numbers on the keyboard or with pen and
pencil. This activity should be repeated during the unit and course.

Facilities or Materisls Needed

Keyboard or pen/peacil and paper
Recording Numbers, Sample Dictation (or other texts of numbers)
for teachers to read to clars

Description of Activity

Students record numbers given orally by the taacher. This
procedure can be completed on the keyboard or with a pen or pencil.
The students record the numbers as the teacher dictates. After one
line is complete, students proofread the finished J)ine as another
student or the teacher rereads it. Students should report suucess by
& show of hands.

Begin using 1- and 2-digit numbers. Then increase to 3-, 4- and
5-digit numbers. Teachers should attempt to dictate at a steady rate.
For more advanced exercises, record amounts of money, telephone
numbers, order numbers, street addresses and ZIP codes.

Teachers can provide for more realism in this activity by
creating descriptions and/or distractions that will further challenge
the students’ abilities to listen effectively.

St .dents should also be led to see the present and future
consequences that can result from recording inaccurate numbers; e.g.,
embarrassment to one's self, embarrassment for onme's superior, loss
of a client, incorract decision making, and conflict in various forms.
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Also, discuss the consequences of deliberately distorting or
recording fslse information to advance one's own interests or to harm
others. Finally, a discussion of confidentiality, exposing
information or minding one’s own business should be included.

Suggested Length of Activity
Time should be short; use short lists

Suggestions for Evaluation

The recorded transcripts should be graded together in class.
After students have had an opportunity to do this activity and to
gain proficiency, the transcript may be graded for accuracy by the
teacher,
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ACTIVITY B-8: RECORDING NUMBERS

SAMPLE DICTATION
(TEACHER'S COPY)

1- and 2-digit Numbers

23 1 45267 3894905106 207 308 40 9 50 60 70 80 90 3 6
11 22 33 44 55 66 77 88 99 12 345678910

18 74 53 90 76 85 47 2 96 53 28 71 7 9 0 29 86 31 86 88 64 29 57
2468135791213 1415 16 17 18 19 20 24 25 26 27 28 29 30

3-digit Numbers

100 101 102 103 200 201 202 300 301 302 303 111 222 333 444 555
666 777 888 999 900 123 234 345 456 567 678 789 890 901 987 876

4-digit Numbers

1122 2233 3344 4455 5566 6677 7788 8899 9900 1234 2345 3456 4567
5678 6789 7890 8900 9000 9876 8765 7654 6543 5632 4321 1515 7070

5-digit Numbers

. 12345 23456 34567 45678 56789 67890 78900 89000 90000 10293 47567
12903 87456 39567 28756 19502 31974 48103 29701 23861 51873 86420

Mixed Numbers

1 23 345 4567 56789 3 89 456 230 12309 2356 89 6 67 90 100 178 12
9 90 9000 90000 1 21 324 765 45 73 84 1239 760 6 5 92 323 676 878

§20 $80 $100 $89 §76 $4 §5 $6 $99 §230 $2220 $33 $3 $50 $8 §5.60
$1.50 $12.20 §9.99 $199.99 $35.89 $50.01 $87.23 $3.30 $2.25

Telephone Numbers

555-5000 555-1234 356-5265 787-8900 211-3300 985-8841 369-2146
312-842-6412 619-221-1857 418-456-7890 211-555-3579 502-554-3456

ZIP Codes

62637 60565 60453 62901 60606 63854 60065 60115 61389 60535 64655
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Activity Name: Following Directions B-9
Unit Objectives 3, 4, 5, 7, 13 and 14

Suggested Use of Activity
Appropriate for students at all academic levels
Objectives of Activity

Students will be able to develop an increased ability to listen
attentivsly and to develop an appreciation for the art of l1istening
and {ts importance in business situatioms.

Facilities or Materials Needed

Tape recorder (if the instructions are recorded)
Cassette tape (if the instructions are recorded)
Pen/pencil and paper

Description of Activity

1. The directions given below can either be dictated or put on
a cassette tape. Make certain that the dictation or the
recording is at a fairly slow pace, in a calm tone of voice.
Where time restraints are given, make certainm you give the
exact time.

Ingtructions:

Get a plece of lined paper and a pencil or pen. You have
thirty (30) seconds to get themn.

Fold the paper in half so the upper right-hand cormer meets
the upper left-hand corner and crease it carefully.

Open it sgain and starting on the second line from the top,
number from one to fifteen on the right-hand side of the
cr-ase and next to it.

On the left-hand side of the crease, next to the numbers you
have written, letter from A to O.

Write your name on the third line from the bottom in the
lower left-hand corner.

Print the date on the top line--starting at the left.

On the line you numbered 11 and to the left of the letter,
print your birthdate.
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Put the name of the class you are in in the upper right-hand
corner.

Turn the paper sideways so that the top margin is on your
right, and put Roman Numerals one through ten in the spaces
between the lines at the top of the page starting with the
third space from the right and working toward your left.

Turn the paper to its original position and, on the lines you
have numbered one through five, list five requirements of
good listening. You have one minute.

Turn the paper over and on the back write the number of
these instructions you think you followed correctly. There
were ten instructions.

2. If you record the instructions on tape, list as the last
instruction on the tape to have them stop the recorder and
rewind the tape to the beginning of the test.

3. Another set of instructions which might be followed 1is:

Go to the chalkboard and write your name in (pink chalk) near
the top of the left board, (Karen).

. Bring your (clerical practice) textbook to the front of the
room, lay it on the floor on the right side of the teacher's
desk, and return to your desk by the outside aisle, (Robert).

Raise your right hand and wave your index finger, (Henry).

Put your (shorthand) notebook underneath your textbook and
place both of them near the center of your desk, (Mary).

Go to the chalkboard and write the name of your school at the
center of the chalkboard, (Martina).

Take a half sheet of paper, fold it into four sections, and
write your initials on the lower right-hand side. Draw a
circle around the initials and put a8 small square above the
circle, (Everyone).

Create additional exercises of increasing difficulty as students’
listening improves.

Change the activity before the students tire of ir.
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Read instructions more rapidly as the class becomes more
proticient in listening, or have students listen to all instructions
before performing any of the directed activities. Increasing the
memory load becores part of the goal.

Choose remedial or substitute listening activities for students
who cannot do the exercises. Use the procedure to discover why
students don't listen, can't listen, can't hear (physical problem) or
other.

Again, use this activity to lead students to see the present and
future consequences, for themselves and for others, that can result
from their not effectively listening and following instructions.

Also, discuss the consequences of deliberately distorting or
ignoring instructions that might serve to advance one's own interests
or to harm others. Finally, a discussion of confidentiality and
exposing certain instructions or keeping them to one's self should ba
included.

Suggested Luength of Activity

Approximately 15 to 20 minutes for each set of instructions
Suggestions for Evaluation

No formal evaluation is necessary at first for these activities.
After s period of time, the teacher may issue some verdbal instructions
to the students and continual'y and informally discuss completion of
the instructions or assign points to these activities.

Although most instructions or directions can be given

sequentially or i{n order, students should be given instructions i{n a
disorganized fashion or ba given various changes and revisions.

b s
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Activity Name: Listening with Distractions Present B-10
Unit Objectives 2, 3, 4, 5, 7, 8, 10 and 13

Appropriate for all student academic levels
Objectives of Activity

The students will be able to develop an ability to listen
effectively despite distractions.

Facilities or Materials Needed

Pen/pencil and paper
Tapa recorder
Cassette tape player

Description of Activity

Instructions for a task, facts about a letter or & duplicating
process, or any other factual material are recorded and played to the
entire group. Students know the purpose of listening. Planned
interruptions take place: visitor arrives, student walks to teacher
and asks question in voice loud enough to be heard over the tapes, etc.

1. Teacher sets the stage with planned interruptions.

2. Students discuss avoiding distractions while listsning.

3. Teacher instructs students to listen to recorded
instructions.

4. Tape is played; interruptions occur.

Students repeat instructions orally or in written form.

6. Students discuss as & group their success or lack of
success in screening out distractions that interrupt
their listening. Students outline procedures for
improving listening despite distractions.

7. Students c¢stablish personal 1listening goals.

8. Exercise {s repeated a few days later with different
factual material and different interruptions.

9., Students evaluate progress toward individusl listening goals.

wn

Use easy material and few interruptions for first use of the
technique. Provide material of increased difficulty and more numerous
interruptions for subsequent use of the technique.

Also, for subsequent use of the technique, include in the
interruptions the necessity for the student to sslect from the
interruptions some needed information. That {s, students learn to
screen out interruptions that are unimportant and to listen to those
that are important.
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Suggested Length of Activity

Approximately 30 to 40 minutes

Suggestions for Evaluation

No formal evaluation is necessary at first for these activities.
However, after a period of time, the teacher may issue some verbal
instructions to the students in either organized or disorganized
fashion while interruptions occur and informally discuss their
completion of these instructions. The teacher can assign points to
these activities.
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Activity Name: Effective Listening and Evaluation B-11
Unit Objectives 2, 3, 4, 5, 7 and 10

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

The students will develop an ability to listen for important
points in an oral presentation.

Facilities or Materials Needed

Tape recorder
Aids to Effective Listening Outline handout
Pen or pencil

Description of Activity

Students tape a three-minute talk on one of the methods of
copying and duplicating (such as type of copier, advantages and
uses) from an outline supplied by the teacher or developed by the
class.

Other students listen to the tape and summarize the major
points in the presentation.

This activity provides an excellent opportunity for teachers to
teach proper outlining and aotetaking techniques.

1. Record 3 to 5 taped talks (each on a different method
of copying) on the same tape.

2. Provide students with an outline to aid in listening

supplied by the teacher or developed by the class.

Class discusses how to listen for the important points.

4. Students listen to the talks and summarize major points
in each.

5. Talks sre replayed as students check their summaries.

6. Class discusses clues prnvided by the speakers such as
emphasis, repetition and organization that help
listeners recognize important points.

7. Teacher provides repetition or additional exercises for
students who fail to reach their objectives.

w

For the first use of this technique, be sure listeners have some
knowledge of the recorded materiasl. For subsequent use of the
technique, provide material of increased difficulty to the point where
the listeners have no prior knowledge of the topic.
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Vary the procedure by having the students make oral presentations
to the class.

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

No formal evaluation is necessary at first for these activities.
Hovever, after a period of time, the teacher may have the student
present short talks in class. The students would be required to take
notes 8nd submit them in an acceptable written format for evaluation.
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Name

ACTIVITY B-11: AIDS TO EFFECTIVE LISTENING OUTLINE

Poor Listening Habits

[
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Calling the subject uninteresting and refusing to listen.
Criticizing speaker's delivery, personal appearance, necktie,
etc.

Getting overstimulated and preparing rebuttal pefore the
speaker is finished.

Listening only for facts and isolated words.

Trying to make an outline of everything you hear.

Faking attention to speaker (doodling, fidgeting, looking at
the clock, rummaging through papers, etc.)

Tolerating distrationms.

Evading difficult material.

Letting emotion-laden words affect the listening process
("red flag words").

Wasting differential between speech speed (approximately 125
wpm) and thought speed {(approximately 400 wpm).

Good Listening Habits

_ :

Accepting your responsibility as a listener and working
towvard the improvement of listening skills. Trying to
develop a personal interest or "tuning in" to see if the
content offers something useful.

Focusing on the speaker's message, which is ten times as
important as the speaker's appearince, etc.

Hearing the speaker out and concentrating on what he or she
has to say before passing judgment.

Listening for main ideas, principles and concepts. Also,
gauging feelings and attitudes.

Listening two or three minutes before you take notes.

Good listening should not be relaxed. Concentration and
attentiveness should be practiced and achieved.

Getting up and doing something about distractions--shutting a
window, closing a door, requesting the yerson talking to
speak louder.

Learning to listen to difficult material in order to improve
comprehension and build a better vocabulary, and to obtain
experience in various types of listening situations.
Identifying 100 greatest word barriers.

Making thought speed an asset instead of a liability by

a. An.icipating the next point to be made

b. Making contrasts and comparisons

¢. Identifying the speaker's evidence

d. Practicing mental summarization

e. Analyzing what is not being said
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ACTIVITY B-11: LISTENING EVALUATION SUGGESTIONS
(TEACHER'S COFY)

Samrle Test Questions (Teachers may use these sample questions or
those of their choice.)

Multiple Choice--Select the response which is least characteristic of
a good listener.

1. Your boss calls you into his/her office to talk over an

unsatisfactory performance rating.

8. Listen to the reasons you have been rated unsatisfactory.

b. Tell hexr/him she/he is wrong.

c. Restate the reasons and conclusions in your own w.rds
and then explain your point of view.

d. Listen carefully even though you are feeling defensive
and would rather not listen.

2. A guest lecturer at a class you are taking is a strange

looking person with very distracting mannerisms.

a. Concentrate on his/her message rather than on his/her
looks.

b. Write a note to a classmate to ask if he/she has noticed
how the man/woman looks.

¢. Take written notes of key ideas.

d. Try to summarize (restate) lecturer's ideas mentally.

3. You find yourself becoming very emotional during a coffee-
break discussion.

Force yourself to listen to all points cf view.

Leave and go back to work immediately.

Identify your "red-flag words" and start listening again.

Try to later recall your emotions and analyze the

connection between the words and your feelings.

onoR

Answers: 1-b; 2-b; 3-b

True or False
An effective listener:

F 1. Stops listening and starts to daydream if she/he is

distracted.
T 2. Restates to be sure he/she has understood correctly.
T 3. Never becomes emotional.

~1
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ACTIVITY B-11: LISTENING EVALUATION SUGGESTIONS
(TEACHER'S COPY)
(Continued)

T 4. Tunes-in immediately when she/he is introducad to someone.

¥ 5. Listens to a speaker's words and pays no attention to a
speaker's feelings.

F 6. Writes messages only if they are long and complicated.
T 7. Has a sincere desire to understand the other person’s
viewpoint.

T 8. Identifies his/her listening weaknesses and systematically
tries to improve.

T 9. Takes a real interest in the people she/he meets.
T 10. Identifies and analyzes words which make him/her angry or
defensive.
. Essay and Short Answer Questions

1. Explain the differences between listening and hearing and
the importance of each in developing good listening skills.

2. List five barriers to good listening.
3. Define and explain "red-flag words."

4. Explain a system for remembering names after being
introduced.

5. You are recording a very important and complicated telephone
message. What should you remember to do? Explain wvhy.

6. You are the secretary for an organization. You are
responsible for recording the minutes of the meetings.
Discuss your process for recording minutes and what you
consider to be most important.

7. We all have strengths and weaknesses in our listening
skills. Discuss in depth the strengths and weaknesses you
have.

8. Define and explain emotional interference that affects good

. listening.
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TEACHER RESOURCES FOR UNIT

DeGaetani, John Lewis. Teaching Listening Skills, ABCA Bulletin
43, March 1980.

Jones, John E. and Lawrence Mohr. The Jones-Mohr Listening Test.
University Associates, Inc., 8517 Production Avenue, P.0. Box
25240, San Diego, CA 92126.

A cassette and instruction booklet. The cassette contains 60
situations in which a speaker says & sentence and the respondent
must decide what the speaker really means. The responses are
multiple-choice sentences and represent various emotions.

Listening. A research project by Alpha Xi Chapter, Delta Pi
Epsilon, 1977.

Russell, David H. and Elizabeth F. Listening Aids Through the Grades.
New York: Teachers College Press, Columbia University, 1979.

Stearns, Robert N. "Listening Skills: Necessity for Success,”
Business Education Forum, December 1983, pp. 10-13.
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vNIT C: NONVERBAL COMMUNICATIONS

UNIT PLAN

Introduction

Nonverbal communication is vitally important to interpersonal
relations. Some researchers estimate 70 pexcent of the communication
pr 'cess consists ¢€ nonverbal behaviors. Intentionally or
unintentionally, nonverbal behaviors--our body language, our dress,
our environment and our silence--combine to help us effectively
compunicate with friends, family and coworkers. Knowing and
understanding nonverbsl signals given by others and ourselves can help
to improve interpersonal communication.

Overview of Unit

This unit emphasizes the importance of nonverbal communications
in interpersonal interactions. In this unit students will learn about
the effects of nonverbal communication on the communication process.
Students will also gain a better understa-Jing of their nonverbal
behaviors as well as those of others.

Topical Outline

NONVERBAL COMMUNICATIONS

1. What is Nonverbal Communication?
a. Body language
b. Physical environment
¢. Physical appearance
d. Silence

2. Positive Aspects of Nonverbal Communication

3. Problems Associated with Nonverbal Communication
a. Meanings are not always clear
b. Nomverbal behaviors are not slways possible to observe

4. Body Language

a. Awareness of body language
(1) one's own
(2) of others

b. Parts of body capable of communicating nonverbal
language

c¢. Control of body language

d. Understanding body language of others
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e. Specific aspects of body language
(1) eye contact
(2) facial expressions
(3) posture and self-image
(4) gestures

5. Nonverbal Communication in the Physical Environment
a. At work

b. At home

6. Nonverbal Communication by Physical Appearance
8. Clothing
b. Hygiene

7. Using Nonverbal Communication Effectively
a. In one's personal life
b. On the job
(1) 1interviewing
(2) giving presentations

8. Conciusions and Evaluation

Unit Objectives

After completing the learning activities for this unit, students ‘
will be able to

1. Define nonverbal commur.ication.

2. Identify and explain the positive aspects of nonverbal
communication.

3. Identify and explain the negative aspects of nonverbal
communication,

4. Recognize the importance of nonverbal communication.

Define body language and state its positive and

negative aspects.

6. Provide examples of messages conveyed through body
language.

7. Describe nonverbal communication in the physical
environment.

8. Describe nonverbal communication as a result of one's
physical appearance.

w

Instructional Strategies

A unit about nonverbal communication can be combined with a
discussion of listenj.ig and oral communication. 1Its use would be
appropriate in such courses as management, sales and marketing,
word processing and office procedures.

~J
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Role playing and situation discussions are éspecially suited for
the topic of nonverbal communication because they allow students to
make conjectures and to form hypotheses. A fascinating approach for
exploring this topic is, "What 1if, . .?" Teachers are encouraged to
include situations that would be familiar to the students'
environment.

Evaluation Ideas for Unit

Most of the activities included in this unit are best suited for
class discussion; some could be written assignments. Teachers may
choose to give credit to students for individual participation.
Evaluation of all activities will be the teacher’'s responsibility.

The best evaluation for this unit of activities would be an essay

and short answer test at the end of the unit. Sample questions are
provided.
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SUGGESTED STUDENT ACTIVITIES

Activity Name: What is Nonverbal Communication? c-1
Unit Objectives 1, 2, 3 and 4

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will understand the
positive and negative effects of nonverbal communication on
interpersonal communication.

This activity i{s best used after introducing the concept of
nonverbal communication. Students should have completed reading
assignments on topics of nonverbal communication to develop a basic
understanding of this concept.

Facilities or Materials Needed

Situations handout

Description of Activity

Teachers should discuss the definition and components of
nonverbal communication before having students complete this activity.
The students will read each of the situations and determine how the
messages might be conveyed through nonverbal communication. The class
should discuss the answers. No "wrong" answers exist. This activity
may be given as a written assignment or presented for class
discussion.

Suggested Length of Activity

Approximatel: 10 minutes to discuss each situation

Suggestions for Evaluation

Students can be asked to prepare these assignments in written
form. They can be graded on the basis of content (sufficient and
complete), organization, and mechanics (grammar, punctuation,
spelling, etc.). Students can also be assigned puints for their
participation and discussion in class.
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Name

ACTIVITY C-1: SITUATIONS

You are speaking to a group of community leaders.
Nonverbally, will you know if they understand the speech?
are bored? want more information?

You are interviewing a candidate for an important executive
secretarial position. You want someone who is very
interested in the company, position and work assignments.

How will you know by nonverbal behaviors if this candidate is
the right one?

You are a supervisor working with 12 employees. You suspect
some may disagree with your pclicies. What nonverbal signails
might be sent by your employees indicating their unhappiness?

You are at a work-related social gathering. Your boss has

been talking to you for 45 minutes about 8 project that you
have been working on for 5 weeks. How can you nonverbally

communicate to her/him that you do not want to discuss the

project at this social gathering?
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Activity Name: Body Language c-2
Unit Objectives 5 and 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will understand the ease with which emotions are
expressed with body language.

After a discussion of dody language, the activity will illustrate
the importance of body language for conveying emotions. Teachers may
wish to choose this activity or Activity C-3 to illustrate the concept
of body language.

Facilities or Materials Needed

Cards with various emotions and erpressions

Description of Activity

Students will have an opportunity to act out the emotions and
expressions shown on a card by using body language (no words). Other
class members must guess the emotions and expressions that are being
conveyed,

Choose from these emotions and expressions, or create your own

HAPPY SAD TIRED HATE ANGRY
CONFUSED INTERESTED LOVE LIKE
DAYDREAMING SHY OUTGOING

Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

No formal evaluation is necessary for this activity. Points for
student participation and creativity can be assigned.
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Activity Name: Body Language c-3
Unit Objectives 5 and 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will demonstrate the use of body language in everyday
lives.

After discussing body language, students can participate in this
sctivity that will illustrate the importance of body language in
conveying simple ideas. Teachers may wish to choose this activity or
Activity 2 to illustrate body language concept.

Facilities or Materials Needed

Topics typed on folded slips of paper and mixed together so the
students can randomly choose from them

Description of Activity

Teachers should prepare the messages on slips of paper for the
students. Teachers may use illustrated messages or create new ones.
Students randomly choose the slips of paper and attempt to communicate
the messages without using words or sounds. The listener's job is to
guess what message the communicator is trying to convey. Listeners
do not need to provide the message verbatim. This activity is similar
to the game Charades.

Messages

Stop what you are doing and follow me.

I'm very hungry. Let's eat.

That's disgusting!

Come o0..!] We're in & hurryt

I can't hear you.

I'm so sleepy I can hardly keep my eyes open.
You're nice. I like you.

You and I should talk.

I have some gossip to tell you.

10. I'm broke. Can you lend me §57

11. Be very quiet. We don't want anybody to hear us.
12. 1look! Look over there!

13. I don't know. I'm undecided.
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Suggested Length of Activity

A 50-minute class period

Suggestions for Evaluation

No formal evaluation is necessary for this activity. Points for
student participation and creativity can be assigned.
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Activity Name: Body Language C-4
Unit Objectives 5 and 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will {llustrate that extensive use of the arms and
hands enhances communication.

This activity is best used after a discussion of body language and
its components.

Facilities or Materials Needed

Cards with "how to's" from which students may choose

Description of Acti/ity

Teachers will prepare cards using the "how to's"” illustrated or
creating their own. Students will randomly choose cards with a "how
to" and will have to explain "how to" without using their arms and
hands. Other students ure to guess the "how to" and then discuss the
difficulty of describing a task without using arms and hands.

Cards: Bow to ski
How to swim
How to put on a coat
How to eat spaghetti
How to dial a phone
How to crack an egg
How to insert paper into a typewriter
How to insert a disk into a microcomputer

Another way to present this activity is to have the students show
"how to" by using their arms and hands to illustrate the importance of
arms and hands for the enhancement of the communication process (for
example, describe the size of a fish caught or describe how to
teach a child to tie a shoe).

Suggested Length of Activity

Approximately 40 minutes

Suggestions for Evaluation

*

No formal evaluation is necessary for the activity. Points for
participation and creativicvy can be assigned.
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Activity Name: Nonverbal Communication in the C-5
Physicel Environment
Unit Objective 7

Suggested Use of Activity

This activity will illustrate the influence of the physical
environment on communication. Emphasis should be placed on the fact
that the environment communicates a great deal to others--both
positively and negatively.

Objectives of Activity

Students will be able to discuss the inferences that correctly or
incorrectly can be made about a person's physical environment.

Facilities or Materials Needed

List of Places handout (teachers may create additionsl lists of
places)

Description of Activity

Students will receive a List of Places heidout. They are to
describe as homework the contents of each place to help describe the
person in the place. The items listed will communicate information
nonverbally about the person in each particular place. Students
should attempt to be imaginative, complete and descriptive. After
collecting the lists, teachers should randomly select some to read to
the class (authors anonymous). Discuss what is communicated by the
contents of the environment.

This activity cr1ld be faci!itated by teachers who provide the
typical items that might be found in these places. Thus, the students
would only have responsibility for identifying what these items
nonverbally indicatre.

Suggested Length of Activity

Approximately 40 minutes

wur
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Suggestions for Evaluation

This activity could be presented as a8 wr..cten assignment, class
discussion or both. Evaluation of the written responses is at the
teacher's discretion.

Written assignments could be graded on the basis of content
(sufficient and complete), organization, and mechanics (grammar,
punctuation, spelling, etc.). The students can also be assigned
points for their participation and discussion in class.
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Unit C

ACTIVITY C-5: LIST OF PLACES

The principal's office

The office of the President of the United States
The custodian's room

A high school student's locker (boy or girl)

A teacher's desk

A doctor's private office (not the waiting room)
A famous rock star's home

A teenager's room

An efficient executive secretary's desk

An inefficient executive secretary's desk

r
~d

70



Business and Technology Concepts/Business Communications Unic C

Activity Name: Using Nonverbal Communication C-6
Effectively in Personal Situations
Unit Objectives &4, 5, 6, 7 and 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will {llustrate messages conveyed by nonverbal
communication in their personal lives.

Facilities or Materials Needed

Cards giving social situations and messages from which students
may choose (teachers may use the examples or create new oues)

Description of Activity

Teachers should begin by discussing the various social situations
that may relate to school or to the job. Students should be aware of
the atmosphere in these types of situations. Second, student should
try to convey messages in a given social situation., Have students

. choose cards with a social situation and a message to be conveyed.
Other students are to try to guess the message. Discuss the
ramifications of the message sent with the class.

Social Situations

At 8 job interview
At a bowling alley

At 8 club meeting
At a school lunch or at a restaurant
At a school dance
At a sports award banquet
Messages
I like you
I'm bored

I'm interested in what you say
I can't hear you

You're attractive

Please continue your story
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Suggested Length of Activity

Approximately 40 minutes

~Jggestions for Evaluation

No formal evaluation is necessary for this activity. Points for
student participation and creativity can be assigned.
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Activity Name: Using Nonverbal Communication Effectively c-7
in a Public Situation
Unit Objectives &4, 5, 6, 7 a1d 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will identify nonverbal cues conveyed by & speaker.

This activity is to be used in conjunction with an oral
communication activity or when a guest speaker is making a
presentation. Include a discussion (or critique) of the speaker's
nonverbal communication along with the discussion (critique) of the
oral presentation.

Facilities or Materials Needed

Critique Questions handout

Description of Activity

Students sre to observe a presenter's nonverbal communication
behavior and record observations on & sheet of paper. The
presentation may be by other students or a guest speaker. Students
should observe the speaker and answer questions on Critique Questions
handout.

Suggested Length of Activity

Students may observe speakers outside of class, or teachers may
reserve one class period for a guest presenter or speaker. After
students have had time to record their responses, 20 to 30 minutes of
class time can be devoted to discussion.

Suggestions for Evaluation

Students' comments about the presentation should be written down
individually. A report about the presentation can also be
complated by the students. Evaluation of the written assignments is
at the discretion of the teacher. Points could be assigned for
content (sufficient and complete), organization, and mechanics
(grammar, spelling, punctuation, etc.). Points can also be assigned
for student participation in the class discussion,

73

e



Business and Technology Concepts/Business Communications Unit C

Name

ACTIVITY C-7: CRITIQUE QUESTIONS

1. What nonverbal communication does the speaker use?

2. What nonverbal communication could have improved the
presentation?

3. Did body language enhance or detract from the presentation?

4. WVWas eye contact used effectively?

5. Did the speaker's appearance communicate positively or
negatively?

6. Was the speaker's face expressive?
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Activity Name: Using Nonverbal Communication Effectively Cc-8
Unit Objectives 2, 3, 4, 6, 7 and 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will better understand that the appropriat~ use of
nonverbal communication during an interviev can be imporiant to both
the interviewee and interviewer.

This activity shculd be used in conjunction with a job skills
unit. It is a role playing situation in which the student being
interviewed should be aware of nonverbal communication behaviors
during the interview.

Facilitier and Materials Needed

Mock Interview Situations handout

Description of Activity

Conduct mock job interviews. Refer to Mock Interview Situations
handout and Some Nonverbal Behaviors to Note During Interviews that
students should note. The classroom teacher, another teacher, the
principal or a personnel director act as the interviewer. Students
are to dress and act appropriately. They should be aware of the
interviewer's nonverbal communication and he able to react correctly.
The students should be aware of their own positive and negative
nonverbal communication.

The assumption is made that the students will have been exposed
to and will have discussed prior to tl.» interviews what nonverbal
gestures, facial expressions, body movements, etc., mean. A
discussion should therefore evolve as to what nonverbal behaviors/
communications on the parts of both the interviewer and interviewee
would lead one or the other to suspect ethical or unethical behavior.

Students observing the interview should note all rnornverbal
communicstion and write a short report about their observationms.
Also. the class should discuss the interview. When av.{lable,
vides cupe s tipment can be used to film students during .%e
interviews. Students can then privately view their interv.ews, or the
class can reviewv and constructively critique the interview

Suggested Length of Activity

Approximately 20 minutes
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suggestions for Evaluation

Points can be assigned for the written report--content
(sufficient and complete), organization, and mechanics (grammar,
spelling, punctustion, etc.). Points can also be assigned for student
participation in the class discussion.

» -
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Name

ACTIVITY C-8: MOCK INTERVIEW SITUATIONS

In the following interview situations, one person will be the
interviewer, and the other will be the job interviewec. Assume the
interview has been in progress for a while and that you are nearing
the end. The interview should start off with the first question
listed and proceed to the others. If other questions arise as you
talk, ask them; be careful not to get too far off track.

Each interview situation should last approximately five minutes.
At a natural stopping point, end the interviev pleasantly. Each
person should have a clear idea of what follow-up steps will be taken.
When answering the questions, the job interviewee should refer to a
fictitious job application form filled out prior to this exercise.
Copies of these application forms can be collected from ares
businesses so the students can gain practice in properly and neatly
completing them.

After the first interview, switch roles and begin one of the
other interviews. If possible, videotape these interviews for
playback and discussion.

Interview 1

1l. What was your favorite subject in schocl? Why? What was
your least favorite subject in school? Why?

2. Have any of the courses you've taken prepared you for the
type of worik you're seeking?

3. Vere you involved in any outside or school-related
activities, such as sport clubs, that you consider valuable?

-nterview 2
1. What interests you about this job.

2. Llooking ahead five years, what sort of work would you like to
be doing?

3. VWhat is important to you in a job? Good pay and benefits?

Working with people you 1ike? Meeting the public? Working
alone? Guiding others?
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Name

ACTIVITY ~ 8: MOCK INTERVIEW SITUATIONS
(Continued)

Interview 3

1.

w )

W

N

8 L]

10,
11.
12.
13.
14,

15.
16.

In school or dvring work experience, what kinds of things did
a teacher or boss do that bothered you? How did you handle
these situations?

Did you find difficulty in working with s fellow student or
co-worker? How did you handle these situations?

What are some traits of a good supervisor? Giving detailed
instructions? Giving positive feedback? The ability to
listen? The ability to trust and depend on subordinates?

SOME NONVERBAL BEHAVIORS T® NOTE DURING THE INTERVIEWS

Were the individuals leaning forward to speak?

Were either of the individual's arms folded?

Vhat were significant facial expressions, and when did they
occur?

Vere individuals appropriately dressed?

WVere the individuals shifting in their seats, shuffling
their feet, fidgeting, tapping their fingers, or clenching
their fists?

Were individuals maintaining appropriate eye concact?

Was there an appropriate, firm handshake to end the
interview?

Did individuals have good posture?

Did individuals appear to be attentive and interested?
Did individuals have good listening habits?

VWere individuals looking at their watches?

Vere individuals chewing gum?

Vere individuals shrugging shoulders?

Were individuals secratching their heads or playing with
their hair?

Vere individuals playing with jewelry or other items?
Were interviewees examining papers on the interviewer's
desk, placing items on the desk, or taking something from
the desk?

{} ~
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Activity Name: Conclusions and Kvaluations C-9
Unit Objectives 2, 3, 4, 5, 6, 7 and 8

Suggested Use of Activity

Appropriate for all student academic ievels

Objectives of Activity

Students will relate the importance of nonverbal compunication in
advert .ing. :

This activity would be appropriate for marketing, salés,
management and consumer education courses.

Facilities or Mzcerials Needed

Taped commercials for viewing by the class

Video tape player

Duplicated list of names of commerclals with space available
for students to list nonverbal tehaviors observed and
reactions to commercials

Description of Activity

The teacher will tape a series of 6 to 8 commercials for
observation by students. Start with longer commercials ane move
progressively to shorter ones. Allow 1-2 minutes between commercials
for students to write. You may want to allow a second viewing.
Students should write about the positive and negative effects of &
commcrcial's nonverbal behaviors. After all commercials have been
viewed, lists should be completed by students and a discussion should
follow. The discussion should sllow students to comment on whether or
not sdvertisers have exhibited ethical conduct in the presentation of
their products.

Suggested Length of Activity

Approximately 25 to 30 minutes to observe the commercials and 25
to 30 minutes to discuss the commercials

Suggestions for Evaluation

The commercials may be viewed during cne class perind. A written
assignment may be due the next class period A class discussion
would be necessary. Pcints can be given for the written assignment--
content (su’ficient and complete) and mechanics (grammar, spelling,
punctuation, etc.). Points can also be assigned for student
participation in class discussion.
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ACTIVITY C-9: NONVERBAL COMMUNICATIONS EVALUATION
(TEACHER'S COPY)

The foliosing are sample essay and short-answer questions
applicable to this unit. Teachers are encouraged to use unit
objectives as questions, these sample questions, and new test
questions which they design.

Short-Ansver Question

-- Identify emotions that are often conveyed by nonverbal
behaviors.

Essay Questions

-- Discuss the use of nonverbal communication by various visual
media and advertising.

-- Discuss nonverbal behaviors that positively influence an
interview; that negatively influence an interview.

-- You have just met your new supervisor and want her/him to
knov you are excited about working with her/him., What are
some nonverbal behaviors you could use to convey this
message? How can you know nouverbally if your supexvisor .
has received your message?
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UNIT D: READING

UNIT PLAN

Introduction

This unit is directed at s variety of materials that students
will use in their daily lives and on the job. Its main goal is for
students to use common reference materials to assist in locating
required information. Because an emphasis is placed on reading
skills, many of the activities require students to read and interpret
information, to answer questions, or to analyze situations. The
activities can be used or combined in a8 two- or three-week unit as
time permits. Proofreading exercises where students grade their own
papers can help develop decision-making ability, discrimination and
judgment.

An emphasis on proofreading skills is part of this unit. Proper
proofreading occurs when students are able to transfer their reading
skills to written documents that have been created--letters, reports,
memorandums and other written correspondence.

Topical Outline of Unit

READING

1. Reading the Newspaper

2. Using the Telephone Directory

3. Locating the Postal Addressing Information by Using the Five

Digit ZIP Code and Post Office Directory

4, Proofreading

5. Using the Dictionary

6. Locating the Reading Magazine Articles as They Relate to
Business Topies

7. Using the Occupational Outlook Handbook to Learn about
Specific Careers

8. Reading and Interpreting the OAG (Official Airlines Guide)

9. Using Company/Government Publications to Learn about
Different Types of Businesses

10. Following Directions

Unit Objectives

1. Students will be able to locate and to read information
from a newspaper and will be able to report in their own
wvords what they have read.
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LS

10.

11.

Students, given a problem or task, will be able to use the
telephone directory to locate information with speed and
accuracy.

Students will be able to locate ZIP codes for various
addresses by using the United States Postal Service ZIP
Code Directory.

Students will be able to accurately proofread documents.
Students will be able to identify the types of information
available in the dictionary and demonstrate the ability to
locate words with ease in the alphabetical listing.
Students will be able to locate, read and summarisze in their
owvn vords material that relates to a specific topic from
current periodicals.

Students will be able to read about careers of their choice
and to report, either orally or in writing, about these
careers.

Students will be able to recognize the different time gones,
read the OAG (0fficisl Afrline Guide) and make travel plans
using the OAG.

Students will be able to locate, read, interpret and report
information found in various company and/or government
publications.

Students will recognize the importance of following
instructions.

Students will be provided with an opportunity to ausess
conflict, make defensible ethical choices relative to
competing standards and values, and anticipate

consequences of these choices.
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SUGGESTED STUDENT ACTIVITIES

Activity Name: Reading the Newspaper D-1
Unit Objective 1

Suggested Use of Activity

Appropriaste for all student academic levels

Objectives of Activity

Students will be able to identify the various sections of the
nevspaper and then to read an article(s), summarizing either orally or
in writing what has been read.

Facilities or Materials Needed

Local newspaper and/or city newspaper

Optional--Wall Street Journal or Chicago Tribune

Teacher-created overhead transparency showing various aspects of
the newspaper

Reading the Newspaper handout

. Description of Activity

1. Provide students with individual copies of the newspaper.
Have them follow as teacher presents an overview of the
newspaper--various secticns, types of articles available,
etc.

2. Have students work in groups if individual copies are not
available, or present information by using the overhead
projector so that students may see the basic format of the
paper.

3. Read newspaper headlines with students and ask them to tell
what the story is about based on the headline; also, ask
students to discuss how the story might relate to business.

4, Ask students to choose or assign students to read specific
articles. When they finish reading the articles, have
students complete Reading the Newspaper handout and/or
report orally on the article read. On the handout students
should explain how the article relates to their lives and
to daily business activities.

Suggested Length of Activity

One or two 50-minute class periods

-
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Suggestions for Evaluation

This activity is started by the tesacher who leads a discussion as
an introduction to using the newspaper. After the discussion begins,
students should be given an opportunity to use resding activities to
relate information available from the newspaper to the class. The
reading assignment given at the end of the activity can be given as a
classroom or homework assignment.

Additionally, this assignment could be given over a period of
time s0 that students can be required to follow a series of related
articles in a newspuper. Students might also be given a specific
topic and be asked to find current newspaper articles (within the last
year) that relate to the topic and then to write and/or orslly report
in their own words on the information they have found. The ethics of
sumnarizing material should be discussed--in other words, stressing
the importance of having students summarize articles in their own
vords as opposed to the unethical activities of copying verbatim
wvithout giving credit to sources (plagarism).

86 1{,.,



Business and Technology Uoncepts/Business Communications Unic D
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ACTIVITY D-1: READING THE NEWSPAPER

Title of newspaper:
Date:

Title of article:
Author:

B:rief summary of article:

How does the article relats to dbusiness?

Your reaction to the article:

| Attach a8 copy of the article you read to this summary sheet.
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Activity Name: Using the Telephone Directory D-2
Unit Objective 2

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will lesrn about the types of information available in
the telephone directory and will be able to locate necessary
information.

Facilities or Materials Needed

Telephone directory for each student (provided by student)
Using the Telephone Directory worksheet (altered to fit local
telephone directories)

Description of Activity

If enough directories are not available, have the students work
in groups or present the materisl through a teacher-led discussion;
then assign Using the Telephone Directory worksheet as a homework

dctivity, .

1. The teacher will present & review in order to show students
where to locate the following information in the telephone
directory:

index

emergency numbers

custom calling services

directory assistance

billing and payment

consumer rights and responsibilities
local calling and market service areas
ares codes and time zones

community service numbers

local street/map guides

yellow page directory

alphabetical directory

community information directory (mass transit,
health, postal zip codes, etc.)

B Oomoono ok

2. Upon completion of the presentation, the teacher should give
students a list of approximately ten business names from
the yellow page directory and ten names from the slphabetic
listings and require them to locate the names in the
directory. For the business names, students should be
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able to give the telephone number, the address, and the type
of business. The teacher could also require additional
information that might be given in the listing, such as
business hours and services. A reasonable time limit should
be given depending upon the type of students in the class
and their experiences with such an assignment.

From the alphabetic listing, students should be given names
of both businesses and individuals. They should be able to
locate them and to give their telephone numbers. A listing
of alphabetic names should include names such as St. John
(student required to look alphabetically under Ssint) and
Joseph Spiess Company (located under Spiess Joseph Company) .
If students experience difficulty with this assignment, a
review of alphabetizing rules may be beneficial.

3. Students can then complete a worksheet similar to the one
that appears on the next page. This worksheet was written to
correspond with the 1985 Bloomingdale, Hoffman Estate,
Roselle, Schaumburg Telephone Directory. The worksheet
should be revised to match local directories,

Suggested Length of Activity
Two 50-minute class periods

Suggestions for Evaluation

Teachers must become familisr with their local directories before
proceeding with this activity. Additionally, directories from
neighboring communities could be utilized. If schools are located in
a suburb of a large city such as Chicago, the Chicago Red Book would
be another example of a directory that could be explained and
utilized.

Depending upon the type of student using this activity, the
teacher might review alphabetizing rules before beginning the
activities.

Teachers should contact local telephone offices to obtain
{nformation that will assist them in presenting this activity.

Give students a list of businesses and individuals to locate in
the directory. Ask them to locate telephome numbers, addresses and
any other appropriate information. Set an appropriate time limit for
completion of this activity.
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ACTIVITY D-2: USING THE TELEPHONE DIRECTORY

This activity has been written to coincide with the 1985 Illinolis
Bell Telephone directory for the communities of Bloomingdale, Hoffman
Estates, Roselle and Schaumburg. It may be altered to fit local
telephone directories.

Complete the following informaction using your local telephone
directory:
1. Your local directory covers information for what communities?

2. What is your market service area?

3. To reach directory assistance for your market service area,
vhat nunber would you call?

4. To reach directory assistance for numbers outside the local
area code, what numbers would you call?

5. What is the directory number for "800 services" numbers?

6. What do "800 services"” numbers mean?

7. What is call waiting, call forvarding, three-way calling and
speed calling?

8. What emergency numbers are listed in your telephone
directory? What are the emergency numbers for your home?

9. What procedures does the directory list for telephone safety?

10. If someone is recording your telephone conversation, what
must be done to signal to the telephone user that the
conversation is deing recorded?

11. What is a unit?
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12.

13.

14.

15.

16.

17.

18,

19.

20.

Name

ACTIVITY D-2: USING THE TELEPHONE DIRECTORY
' (Continued)

Vhat numbers do you dial to place & direct-dialed call
outside the 312 calling area?

WVhich type of call is most expensive: direct-dialed,
calling card or operator-assisted?

Vhat is the area code for Ft. Lauderdsle, Florida? What is
the area code for New York City, Kennedy International
Airport? What is the ares code for Washington, D.C.? What
is the area code for the state of Colorado?

Yhat is the number for RTA Travel Information?

List five different topics that you can lesrn about when
calling Health-Line. Tell what you would have to do to get
this information.

What four emergency first-aid procedures axe listed in the
community information section of your directory?

List the postal zip codes for the following Illinois
communities: Charleston, DeKaldb, Carbondale, Edwardsville
and Macomb.

Using the maps located in the directory, give the directions
from your school to Thacker Street in Hoffman Estates.

For information about designer clothing, under what heading
would you look in the yellow pages?
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Activity Name: Using the Five-Digit ZIP Code and D-3
Post Office Directory
Unit Objective 3

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Upon completion of this activity, students will be able to use
the ZIP Code and Post Office Directory to locate ZIP codes.

Facilities or Materials Needed

United States Postal Service National Five-Digit ZIP Code and
Post Office Directory

Using the ZIP Code and Post Office Pirectory handoucs

Optional--Typewriter for final compilation of activity

Description of Activity

Students are to be presented with Using the ZIP-Code and Post
Office Directory. On their own, they are to use the 21IP Code
Directory to locate the ZIP codes for the addresses given. This
assignment will require that they read the directory to find out how
to locate the information.

After locating the ZIP codes for the addresses, students are
asked to alphabetize the names and addresses and to type them (if

possible). They then need to proofresd their work--an important
aspect of their reading skill.

Suggested Length of Activity
Two to three 50-minute class periods

Suggestions for Evaluation

This activity lends itself to independent work and can be done by
some students while others are working on other activities. Students
may need some guidance to begin this activity but should then be left
on their own to complete the assignment.

To obtain the ZIP Code Directory, the teacher should call the
local post office and ask for Publication 65 (1986 Directory). The
cost to purchase the directory is §9. It can also be purchased by
writing to Superintendent of Documents, U.S. Government Printing
Office, Washington, D.C., 20402-1575. Ask for GPO Stock No. 039-000-
00264-7 at 8 cost of §9. If purchasing a directory is not possible,
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call a local business, the library or the post office to see if a
directory or several directories might be available for loan.

Students should be evaluated on their ability to locate the
proper ZIP Code and their ability to organize their finsl paper in
slphabetic format. Accuracy of the final document is also important--
proofreading the final copy should be emphasized. This activity can
be evaluated for accuracy upon its completion.
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ACTIVITY D-3: USING THE ZIP CODE AND POST OFFICE DIRECTORY

You are employed as a clerk at Schick Electric, Inc., in
Lancaster, Pennsylvania. The company is publishing a brochure of its
service shops in the United States. All the necessary informetion is
obtainable from the files except for the ZIP codes. Your job is to
look up the ZIP codes in the United States Postal Service National
Five-Digit ZIP Code and Post Office Directory.

When you have completed finding all the ZIP codes, arrange the
list of service shops in alphabdbetical order according to the name of
the city in which the shop is located.

When you finish alphabetizing the list of service shops, you will
type the 1ist according to the way you alphabetized it. Remember, this
typevritten list must be alphadbetized by city. Include 2-letter state
abbreviations and all ZIP codes. This list will be forwarded to the
printer for publication in the brochure.
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ACTIVITY D-3:

Name

Unit D

USING THE ZIP CODE AND POST OFFICE DIRECTORY

(Continued)

FOR YOUR CONVENIENCE

Schick Service Shops are conveniently located to service your

appliance.

Factory-trained personnel will check and service your

appliance at any of the Schick Service Shops listel below, or
you may mail your appliance to the service shop nearest you.

Indianapolis, Indiana
21 East Maryland Street
(317) 631-7407

Phoenix, Arizona
123 Vest Adams Street
(602) 258-3542

Boston, Massachusetts
319 Washington Park Boulevard
(617) 227-1589

Long Beach, California
140 Pine Avenue
(213) 432-702¢6

Newark, New Jersey
1183 Raymond Boulevard
(201) 623-2540

Spokane, Washington
West 508 Sprague Avenue
(509) 624-0693

Dayton, Ohio
31 East Drive
(513) 222-9631

New York, New York
20 East 40th Street
(212) 532-8684%

Tampa, Florida
206 East Cass Street
(813) 223-3064

'

Van Nuys, California
6368 Van Nuys Boulevard
(213) 787-5210

Peoria, Illinois
426 Main Street
(309) 673-9312

Minneapolis, Minunesota
904 Marquette Avenue
(612) 332-6349

Columbus, Ohio
73 East Gay Street
(614) 244-4639

Fort Worth, Texas
811 Houston Street
(817) 332-6757

St. Louis, Missouri
16 Hamms Avenue
(314) 241-7730

Bronx, New York
127A Rast Fordham Road
(212) 364-3862

Denver, Colorado
715 19th Street
(303) 244-0663

Miami, Florida
114 116 N.E., 2nd Avenue
(805) 373-3239
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Name

Unit D

ACTIVITY D-3: USING THE ZIP-CODE AND POST OFFICE DIRECTORY

(Continued)

Atlanta, Georgia
113 Peachtree Street, N.E.
(404) 523-6612

Grand Rapids, Michigan
123 Ottawa Avenue, N.V.
(616) 456-7097

Cleveland, Ohio
1607 Euclid Avenue
(216) 241-8291

Syracuse, New York
307 East Fayette Street
(315) 471-6855

San Antonio, Texas
107 East Travis Street
(512) 223-6602

Brooklyn, New York
101 Court Street
(212) 875-5356

Oklahoma City, Oklshoma
2303 North Pennsylvania Avenue
(405) 528-0357

Worcester, Massachusetts
78 Madison Street

Seven Hills Plaza

(617) 753-4504

Philadelphin, Pennsylvania
1210 Walnut Street
(215) 735-8907

Portland, Oregon

524 s.W., Yamhill Street
(503) 227-1812

96

Omaha, Nebraska
219 South 19th Street
(402) 341-3646

Charlotte, North Carclina
229 South Tryon Street
(704) 377-1344

Evanston, Illinois
1169 sSherman Avenue
(312) 869-4448

Portland, Maine
477 Congress Street
(207) 772-8002

New Orleans, louisiana
206 0'Keefe Avenue
(504) 525-7235

Milwaukee, Wisconsin
75 North Plankinton Avenue
(414) 276-4659

Dallas, Texas
1217 Elm Street
(214) 748-8953

Oskland, California
1741 Broadway Street
(415) 444-1325

Seattle, Washington
1220 Third Avenue
(206) 622-3581

Toledo, Ohic
625 Madison Avenue
(419) 246-9676
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ACTIVITY D-3: USING THE ZIP CODE AND POST OFFICE DIRECTORY

Atlanta, GA 30301
113 Peachtree Street, N.E.
(404) 523-6612

Boston, MA 02101

319 Washington Park Boulevard

(617) 227-1589

Bronx, NY 10451
127A Rast Fordham Road
(212) 364-3862

Brooklyn, NY 11201
101 Court Street
(212) 875-5356

Charlotte, NC 28228
229 South Tryon Street
(704) 377-1344

Cleveland, OH 44101
1607 Euclid Avenue
(216) 241-82%1

Columbus, OH 43216
73 East CGay Street
(614) 244-4639

Dallas, TX 75260
1217 Elm Straset
(214) 748-8953

Dayton, OH 45405
31 East Drivs
(513) 222-9631

Denver, CO 80202
715 19th Street
(303) 244-0663

Evanston, IL 60204
1169 Sherman Avenue
{312) 869-4448

(TEACHER'S COPY)

Fort Worth, TX 76101
811 Houston Street
(817) 332-6757

Crand Rapids, MI 49502
123 Ottawa Avenue, N.W.
(616) 456-7097

Indianapolis, IN 46206
21 East Maryland Street
(317) 631-7407

Long Beach, CA 90809
140 Pine Avenue
(213) 432-7026

Miami, FL 33102
114 116 N.E., 2nd Avenue
(805) 373-3239

Milwvaukee, WI 53201
758 North Plankinton Avenue
(414) 276-4659

Minneapolis, MN 55410
904 Marquette Avenue
(612) 332-6349

Newark, NJ 07102
1183 Raymond Boulevard
(201) 623-2540

New Orleans, LA 70130
206 O'Keefe Avenue
(504) 525-7235

New York, NY 10001
20 East 40th Street
(212) 532-8684

Oakland, CA 94661
1741 Broadway Street
(415) 444-1325
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ACTIVITY D-3: USING THE ZIP CODE AND POST OFFICE DIRECTORY

Oklahoma City, OK 73157

2303 North Pennsylvania Avenue

(405) 528-0357

Omsha, NE 68111
219 South 19th Street
(402) 341-3646

Peoria, IL 61614
426 Main Street
(309) 673-9312

Philadelphia, PA 19145
1210 Walnut Street
(215) 735-8907

Phoenix, AZ 85026
123 West Adams Street
(602) 258-3544

Portland, ME 04108
477 Congress Street
(207) 772-8002

Portland, OR 97208
524 S.W., Yamhill Street
(503) 227-1812

St. Louis, MO 63110
16 Hamms Avenue
(314) 241-7730

(TEACHER'S COPY)
{Continued)

San Antonio, TX 78265
107 East Travis Street
(512) 223-6602

Seattle, WA 98124
1220 Third Avenue
(206) 622-3581

Spokane, WA 99210
West 508 Sprague Avenue
(509) 624-0693

Syracuse, NY 13220
307 East Fayette Street
(315) 471-6855

Tampa, FL 33601
206 East Cass Street
(813) 223-3064

Toledo, OH 43695
625 Madison Avenue
(419) 246-9676

Van Nuys, CA 91403
6368 Van Nuys Boulevard
(213) 782-5210

Worcester, MA 01614
78 Madison Street
Seven Hills Plaza
(617) 753-4504
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Activity Name: Proofreading D-4
Unit Objective &

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to identify and use the standard
proofreaders' marks used for proofreading copy. Students will improve
their ability to proofread a document and to make necessary
corrections.

Facilities or Maturials Needed

List of common proofreaders' marks (found in virtually every
beginning typing text)

Proofreading Techniques handout

Suggested Error Checklist handout

Finding Letter Errors handout

Description of Activity

The teacher should present the common proofreaders' symbols to
the class. The teacher should give examples of how each mark is used
and allow students the opportunity to use them. The teacher should
also present the following common errors that are related to
proofreading:

reading for content

reading for typographical errors
reading for word and line omissions
reading for repeated words and lines
reading for number errors

reading for spelling errors

teading for punctuation errors

. reading for capitalization errors
reading for grammar errors

O OO DN

After presenting the above material, teachers should ask students
to complete the proofreading exercise Activity D-4: Froofreading
Techniques, Finding Letter Errors or any other proofreading exercise
they have developed. Exercises can be completed by using
proofreaders' marks, and students can be asked to rewrite or retype
the exercises which is then followed by another proofreading of their
work.
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Suggested Length of Activity

Two or three 50-minute class periods or 15 to 20 minutes daily
for one week

Suggestions for Evaluation

Although the beginning of this activity can be completed as
a classroom activity, the majority of the work completed on
proofreading must be done on an individual basis. If available,
McGrav-Hill Book Company's, Business English and Communication,
6th Edition, has an excellent unit entitled, "Developing Your
Reading Skills to Proper Proofreading,” which will assist the
teacher in preparing an introductory class presentatior for this
activity.

Students' evaluation of proofreading can be combined with any
nunber of writing assignments that the students might be given. When
vriting newspaper or magazine article summaries, students should be
required to proofread what they have written. If typewriters or word
Processors are available, students should be required to type/format
some type of document and then have {t evaluated based on the
dccument's accuracy. Students might also be given a written document
that contains errors which they are to find and to correct using
proofreaders’ marks. Students should also be provided with
opportunities to proofread each other's work and to provide
constructive feedback.
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10.

Name

ACTIVITY D-4: PROOFREADING TECHNIQUES

Take TIME to proofread.
Proofread while the paper is still in the machine.

Proofread twice--once for typing errors and once for
mechanics (grammar, punctuation and spelling).

Scan the material for obvious errors, such as th: omission of
the closing.

Read the material aloud.

Read the material from right to left, a trick that will help
you catch spelling errors you missed when reading for content.

Ask someone else to proofread the material. You can often
see snother person's errors easier than your own, and very
important materisl should always be proofread by at least
two people.

If you are typing from a rough draft, nave someone read the
rough draft aloud as you read the retyped copy word for

word. Remind the oral reader to indicate all capitalization,
punctuation, use of dollar signs, underscores, blank
vertical spacing and indentation.

When proofreading figures, read numbers in "syllables” of two
or three digits instead of digit by digit.

35 thirty-five
822 eight twenty-two
1,568 one comma five sixty-eight
2573 twenty-five seventy-three
14658 fourteen six fifty-eight
2.50 two point five oh
.00049 point oh oh oh forty-nine

Wait thirty minutes or so and proofread the materisl again.
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ACTIVITY D-4: PROOFREADING TECHNIQUES

SUGGESTED ERROR CHECKLIST

1. First, check for proper format.

2, Next, read for typographical, grammatical or punctustion
errors.

3. Then, check the dollar amounts, dates, names and
addresses.

4. last, read for meaning only.
By separating the task into four different steps, the proofreader
does not have to concentrate on so many elements at one time.

TYPES OF ERRORS ONE IS MOST LIKELY NOT TO DETECT

1. Errors in headings and subheadings

2. Errors near beginnings and ends of lines
3. Errors at the bottom of the page

4. Errors in long words that occur often

5. Errors involving letter transpositions
6. Errors in captions or footnotes

7. Errors in proper nouns

8. Vertical enumeration errors

9. Errors in dates, addresses and zip codes
10. Errors in other number combinations

EXPECT ERRORS, AND THEY WILL BE FOUND;
ASSUME THEY DO NOT EXIST, AND THEY WILL NEVER BE SEEN
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Name

ACTIVITY D-4: PROOFREADING TECHNIQUES

FINDING LETTER ERRORS

Locate the errors in the following letter. Use your dictionary
to check spelling of words. There are errors in the letter that are
not spelling errors. Circle the errors that you find and correct thenm.

June 41, 19--

Mr. John Smith
346 Furst Drive
Bedlam, MA 06932

Dear Mr. Smythe

I would like to accommodate you request to complete the
questionaire regarding Miss Jone's work. I am glad to give
. you some assistence.

Mr. Jones has worked for are company for five years. He is
responsible employee who is always willing to do his part.

Under his direction his department has incressed sales buy

75 percent.

In all sincerety, I don't think she will disappoint you. I
am sure her successes will be transferrable to your
organization.

Sincerely

Ima Winner

R,

)
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ACTIVITY D-4: PROOFREADING TECHNIQUES

FINDING LETTER ERRORS
(TEACHER'S COPY)

Locate the errors in the following letter. Use your dictionary
to check spelling of words. There sre errors in the letter that are
not spelling errors. Circle the errors that you find and correct them.

June 41, 19--

Mr. John Smith
346 Furst Drive
Bedlam, MA 06932

Dear Mr. Smythe
I would like to accommodate you request to complete the

questionaire regarding Miss Jone's work. I am glad to give
you some assistence.

Mr. Jones has worked for are company for five years. He is
a responsible employee who is allways willing to do his
part. Under his direction his department has increased
sales buy 75 percent.

In all sincerety, I don't think she will disappoint you. I
am sure her successes will be transferrable to your
organization.

Sincerely

Ima Winner
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Activity Name: Using the Dictionary D-5
Unit Objective 5

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will dbe able to identify the types of information
available in the dictionary. Students will also demonstrate the
abiiity to locate words with ease in the alphabetical listing.

Facilities or Materials Needed

Dictionaries--(arrange a library visit, if possible, so
students can learn about the many dictionaries available,
including foreign language dictionaries and vord usage
dictionaries such as the thesaurus)

Description of Activity

1. If students have individual copies of a dictionary available,
have them follow along as the teacher presents an overview of
the dictionary and reference msterials available in the
dictionary.

2. If individual copies are not available, have students work
in groups or present information by using the overhead
projector.

3. Ask students to locate specific information in the
dictionary. The teacher may wish to make up a worksheet or
do this as a classroom activity. Information to include
might be colleges and universities of the United States,
community and junior colleges, standard weights and
measures, punctuation mechanics, capitalization rules,
proofreaders' marks, special signs and symbols. The
activity will have to be designed based on the type of
dictionaries available for use.

4. Give students a list of unalphabetized words and ask them
to locate the words in the dictionary. The tescher might
require that the students write the definition and/or page
numbers to indicatc the location. Set a time limit. See
how msny they can locate quickly. This activity could be
continued on a daily basis for & one-week period to improve
the abilities of students to locate words quickly.

5. In order to continue student usage of the dictionary and to
improve students'’'spelling and vocabulsry, give a weekly
spelling assignment of ten words. At the beginning of the
wveek, dictate ten words that students write in a spelling
notebook they have purchased. During the week, require
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students to use the dictionary to check each word's
spelling. After they have checked the spelling, have them
rewrite the word in a second column to verify the correct
spelling. Alsc, at the bottom of the page, require
students to write the definition of the word. At the

end of the week, collect (or check while students are
doing another activity) the spelling notebook to see 1if
the assignment has been completed. Give a ten-

word spelling quiz.

After several ten-word quizzes, prepare & vocabulary test to
cover the definitions that have been written. Use words from
the list of the most frequently misspelled words encountered
in business writing. This spelling assignment could be
continued on a quarter, semester or yearly basis.

Suggested Length of Activity

One or two 50-minute class periods or 15 to 20 minutes daily
for a wveek

Suggestions for Evaluation

Teachers will need to take some time to find the types of
information available in their dictionaries. Also, if a library
visit is possible, teachers will need to arrsnge this visit. If
the weekly spel?ing assignment is to be given, locate a word list
you would like to use. You might also consider using similar
vords with different meanings such as stationary/stationery and
effect/affect. Make some decisions as to how you want to have
the weekly assignment completed and evaluated.

After practice has been given for locating words and
information in the dictionary, give a timed test to determine
students' ability to find this information. If the weekly
spelling assignment is given, assign points for its completion
and for completion of the weekly quiz. Total these points and
determine a grade for the points earnmed. Include the spelling
grade as part of the students' quarter grade.

For example, for each week give students 5 points for a
completed spelling assignment and 1 point for each word spelled
correctly on the quiz. If the assignment is given on a weekly
basis for a 9-week quarter, students could earnm a possible 145
points. Assign a letter grade, based on the total points earned
and your grading scale. Example: 93 percent of 145 points = A;
86 percent of 145 points = B; 76 percent of 145 points = C.
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Activity Name: Locating and Reading Magazine Articles D-6
Unit Objective 6

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to locate, read and summarize material
available from current periodicals (magazines) that relate to a
specific topic.

Facilities or Materials Needed

School library, a local library or magazines available for use
(magazines used might include Consumer Reports,
Advertising Age, Financial World, Small Business Report,
ete.)

Current Events Reading worksheet

Description of Activity

Where possible plan & library visit and arrange to have the
librarian explain the use of the Reader's Guide to Periodicals. Then
assign or ask students to choose a tupic of interest related to
business and ask them to write a report on the topic that requires the
use of at least three current periodicals. Teachers may wish to
require that students use more than three periodicals. S+udents
should summarize the articles in some format--a suggested report form
is provided in Activity D-6. However, teachers might wish to require a
more formal report by asking students to compare and to contrast the
information they are able to obtain.

Suggested Length of Activity

Three or four 50-minute class periods

Suggestions for Evaluation

Teachers can arrange a time with the librarians in their schools
or in their communities when students can visit and receive
instruction for the Reader's Guide. Students should be given some
class time to work in the library to begin work on the assigned/chosen
topic. The activity may be continued in class or given as an out-
of-class assignment. Suggested topics might include a career that is
of interest to students, a particular product or service that is of
interest, a government rule or regulation, or a consumer topic.

107



Business and Technology Concepts/Business Communications Unit D

Ask the students to write (type) a final document summarizing the
information they have read from the current periodicals. Ewvaluate the
documents based on the information given as well as the technical/
grammatical format and structure.

Stress the importance of proofreading the final document.
Continue to stress the ethics involved in summarizing as opposed
to copying or plagarizing.
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ACTIVITY D-6: CURRENT EVENTS READING

Title of magazine:
Date:
Title of article:

Author:

Brief summary of article:

Compare/Contrast this article to the others you read on this topic:

Your reaction to the article:

Attach a copy of the article you read to the summary sheet.
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Activity Name: Using the Occupational Outlook Handbook D-7
Unit Objective 7

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to read about a career of their choice and
report, either orally or in writing, concerming this career.

Facilities and Materials Needed

Occupational Outlook Handbook, U.S. Department of Labor

Description of Activity

1. The teacher will need to give a description of the
information available in the Occupational Qutlook Handbook
and show/tell students how to use the book.

2. Students will then be assigned to read about a career of
their choice and be asked to give a report, either oral or
written, about the career. The teacher will set guidelines
for the report.

3. If oral reports are not given, teachers could ask students to
share wvhat they learned about their careers during a class
discussion.

Suggested Length of Activity
Two 50-minute class periods

Suggestions for Evaluation

The teacher will need to find handbooks for classroom use or make
this a library project.. Your school or local library should be able
to offer assistance. After students have chosen their topics, be sure
to set some guid-~lines for their reports. Stress the importance of
oral communication and/or written communication as it/they relate/
relates o the business world. If the report is written or
typewritten, review the importance of proofreading for accuracy.
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Evaluate the students®’ oral or written reports on their careers.
The reports will not be very lengthy unless the teacher requires
additionsl resources beyond the Occupational Outlook Handbook. If
oral reports are given, the teacher may devise a system for asking
classmates to provide feedback regarding each presentation.
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Activity Name: Using the OAG (Officisl Airline Guide) D-8
Unit Objective 8

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

This unit should be used by students who are interest.d in
pursuing a career that deals with travel. At the end of the unit,
students will be adble to recognize the different time zones, to read
the Official Airline Guide, and to make travel plans vhile using the
0AG.

Facilities and Materials Needed

The OAG (0fficial Airline Guide)

OAG Publications handout

Using the OAG Manual, Time Zones worksheet
Using the OAG Manual worksheets

Selecting a Flight Schedule worksheet

Description of Activity

1. This activity can be done as & group classroom activity, or
it lends itself to individual work that might be assigned.

2. Teachers can introduce the information given at the
beginning of the packet, or students can be asked to read it
and to complete & Time Zone exercise.

3. Teachers or students will then begin to use a sample page
from the OAG. Teachers may find that they need to make a
sample copy from the OAG they are using, but similar
questions can be asked.

4. After checking the work completed from the sample page of
the OAG, students then complete the final page by selecting
flight schedules and by using a copy of the 0fficial Airline
Guide.

Suggested Length of Activity

Two or three 50-minute class periods

Suggestions for Evaluation

Use of this particular activity will depend on students' interest
in the travel field. This activity 4is a good way to provide students
with the opportunity to read and to interpret data for planning a
practical situation, If several students will be completing this
activity at the same time, extra copies of the 0AG should be made
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available. Find a local business or travel agency that may have
copies of this particular guide. Ask to have old copies of the OAG
that are no longer of use. In most instances, teachers will find
these copiles available for their classroom use. Students can prepare
itineraries for each other.

Evaluate Activity D-8: Selecting a Flight Schedule, given at the
end of the activity for accuracy of information and for
correctness/neatness of the final copy. Teachers night also assign a
similar activity to evaluste after the students have completed the
Travel Notes project for practice.
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Name

ACTIVITY D-8: OAG PUBLICATIONS

1. Official Airline Guide (North American Edition)

a. Lists all flights in countries in North America

b. Published monthly and twice monthly. You can order
either, depending on your office preference,

2. 0l€icial Airline Guide (World Wide Edition)

8. Lists all flights in countries outside of North America

b. Published monthly

3. OAG Pocket Flight Guide

a. Is a quick reference airline schedule for the top 38
U.S. and 4 Canadian traffic-producing cities

b. Published monthly

4. OAG Travel Planner and Hotel/Motel Guide

a8, Lists rates, phone numbers and addresses for more than
17,000 hotels and motels, plus other travel facts
arranged in easy-to-use fashion. How to get to cities
vithout scheduled air service, ground transportation
information, major afrport diagrams, hotel locator maps
for major resort areas, toll-free reservation numbers,
and international travel information

b. Published 4 times per year
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Nane

ACTIVITY D-8: USING THE OAG MANUAL
TIME ZONES
What time is it in the following cities if 1t is 9 a.m. in
Chicago?
city Time
Las Vegas
Boston
Salt Laske City
Miami
Seattle
Houston
. New York
New Orleans
London
Moscow
Hong Kong

Sydney, Australis
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Name

ACTIVITY D-8: USING THE QAG MANUAL
(Continued)

1. Using the QAG (North American Edition), look at these
sections of the publication:

8. Index and currency codes
b. Abbreviations and reference marks
¢. Fares
d. Taxes
e. Baggage allowance
f. Connecting time
8. Miscellaneous information
h. Flight information
2. In the flight information section, notice that the city that .
one is going to is listed on the top of each page. To locate

the departure city, look down the page.

3. locate in your OAG Manual a flight to Dallas/Ft. Worth from
Chicago.

4. Review the fullowing information on how to read the
abbreviations and reference marks for s flight:

X7 8:45a 0 12:30p D AA 609 FYB 727 B 0

X7------ Leaves every day except Sunday

8:45 a-- Time of departure from Chicago (Chic. time)
0--cr-w- O'Hare Airport

12:30 p- Time of Arrival in Dallas (Dallas Time)
D--eewn-- Dallas Airport

AA------ American Airlines

609----- Flight No.

S#YB-w--- Classes of Flight

127----- Type of Aircraft

B-vrue-- Meal (Breakfast)

O-evcwe-- No Stops
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ACTIVITY D-8: USING THE OAG MANUAL
{Continued)
5. Using the OAG, answer the following questions:

a. Does the 6:15 a.m. departure from O'Hare oversts on
Friday?

Vhat type of aircraft is it?

How many stops does it make?

what airline operates the flight?

b. At what airport does UA 908 arrive?

c. A passenger has an engagement in New York at 1:00 p.m.

What flight would you offer her/him?

. What is the departure time?

d. What type of meal is served on UA 9047
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ACTIVITY D-8: SELECTING A FLIGHT SCHEDULE
TRAVEL NOTES

Your employer is going on a business trip to Denver, Colorado,
and to San Francisco, California. Using the OAG Manual, select the
best possible flight schedule for your employer and type a copy for
his approval.

Your employer wants to leave Chicago, O'Hare Airport, early in
the afternoon on October 19 for Denver, Colorado. She/He will be
there until October 21. On October 21 she/he wants to fly to San
Francisco in the early evening. On Octobesr 24 she/he vants to come
back to Chicago sometime late in the morning. Preference is coach
class with direct flights.

This typed copy should be set up as follows:

Depart. Arrival Flight
Date Time Airport Time Airport No. Airline Aircraft Meals Stop

# gy,
- -
oty
~ !
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Activity Name: Using Company Publications/Government D-9
Publicetions to Gather Information
Unit Objective 9

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to locate, read, interpret and report
{information found in various company or government publications.

Facilities or Materials Needed

Reference library and/or Company Job Manual

Description of Activity

1. vVisit the library and ask students to do any one or a number
of the following activities:

a. Using the United States Government Manual, find the names
of the senators from your state and from one other state
of your choice.

. b. Using the Consumer's Resource Handbook, locate the
information on Writing a Complaint Letter, read it and
vrite a brief summary.

c. Using the Consumer's Resource Handbook, locate the
addresses of the Better Business Bureaus in your state.
Write a brief description of the purpose of the Better
Business Buresu.

d. Using the Washington Information Directory, locate the
Capitol Hill address and district offices of your local
state representative.

e. Using the latest edition of the Information Please
Almsnac, locate information regarding postal regulations
and report on fourth class mail, registered mail and
certified mail.

2. Using a copy of a Job Manual/Employee Manual obtained from a
local business, ask students to locate and to report on one of
any number of the following items:

a. What procedures are followed for reporting absences from
wvork?

b. What procedures are followed for writimg and scnding
letters in the company?

¢, How are the employees paid? When are they paid?
d. What are the company's holidays?
e. What are the business hours?
. f. What procedures are followed for saving documents?
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What are specific company benefits?

Who is the company president? vice-president? Who is
responsible for seeing that each department's work is
completed? If no departments exist, who is responsible
for all the work?

1. Are employees allowed a vacatfon? If so, for how long?
When can a new employee take a vacation?

>

Suggested Length of Activity

Tvo or three 50-minute class periods

Suggestions for Evsluation

If possible, tailor this activity to students' individual
interests. If students are interested in working for particular
companies, try to obtain job/employee manuals from those companies.
If students seek general information, allov them to use the reference
section of s library to complete this activity. Students should be
asked to keep 8 written record of the information they obtain.
Teachers should then ask students to report orally or in writing the
information they obtain.

Evaluate the students' oral or written reports for the

information frund. If written reports are used, be sure to stress the ‘
importance of the accuracy of the final documents and evaluate them
accordingly.
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Activity Name: Following Directionms D-10
Unit Objective 10

Suggested Use of Activity

Appropriate for all student academic levels

Objectives of Activity

Students will be able to recognize the importance of following
directions.

Facilities or Materials Needed

Can You Follow Directions? hsndout
This is A Test! handout
Proofreading Exercise handout
Editing handout

Description of Activity

Teachers will distribute each handout individually.

students are to leave handout face down until directed otherwise.
Students are to turn over handout wvhen directed.

Students are to complete the exercise by reading and by
following the directions.

Five minutes is to be allowed for each handout.

Teachers determine which students followed directions at

the end of the exercise.

7. Teachers should discuss the importance of following

directions at school and on the job.

Wk

o \n

Suggested Length of Activity

Approximately 20 to 30 ninutes (allowing 5 minutes per handout
plus time to distribute handouts)

Suggestions for Evaluation

This activity is best completed &8s a group. Ask students
wvho complete the exercise before time is called to remsin quiet
until all students have a chance to complete the task.

Create a similar worksheet or evaluate students' assignments
based on their ability to follow directioms.
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Nanme

ACTIVITY D-10A: CAN YOU FOLLOW DIRECTIONS?

Read the following sentences. Be sure to read all the sentences
before you begin this activity and then follow the directions given.
You will have five minutes to complete this activity.

10.

11.

12.

13.

14,

15.

Put your name in the upper right-hand cormer of this paper.
Put the date under your name.

Circle the "r's" given in the three lines of directions
above.

Write the name of this class in the upper left-hand corner
of this page.

Write the class period under the name of the class in the
upper left-hand corner of this page.

In item 1, circle the "t's."

In items 2 and 3, put an "X" on the Ythe's."
In items 4 and 5, circle “the's."

At the end of this line, write your birthdate.

At the end of this line, write the nunber of people in your
family.

Below this line, write your street address.
In items 6, 7 and 8 circle the numbers.
At the end of this line, write your year in school.

Count the number of times the word "the” is used in items 1-
19. Write that number at the end of this line.

Now that you have completed reading all of the directions,
complete only the instructions given in items 1 and 2 above.
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Name

ACTIVITY D-10B: THIS IS A TEST!
(Five ninutes)

CAN YOU READ?

FEVER FATAL FAILURES ARE THE RESULT OF YEARS
OF SCIENTIFIC STUDY COMBINED WITH THE
EXPERIENCE OF YEARS

How many F's?

CAN YOU COUNT

On the chance that you may be doing some grocery shopping
this week, here's a little drill in mental arithmetic to sharpen
your skills. Do this exercise in your head:

Add one thousand twenty and one thousand twenty.
Now add twenty to your answer.

Add tventy again.

Now add ten.

Add ten again.

vt W

What is your total?

HOW IS YOUR READING/VISUAL MEMORY?

Circle the column number that does not match the others.

1. 74862 7642 7462

2. 22011 22101 22011

3. 763456 763645 763645
4. 3496782 2496762 2496782
5. 99344687 99377678 99344687

CIRCLE THE LETTERS IDENTIFIED AT THE LEFT OF EACH SET:

1. € CYRCULOCQWGBMC
2. N SMNWRNMTYNMINM
3. E FHEDEPEXMEFEHZ
4. I LFIVITSIDLIDLI
5. A AGIENKACIRSEAV
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ACTIVITY D-10B: THIS IS A TEST!
(Five minutes)
(TEACHER'S COPY)

CAN YOU READ?

FEWER FATAL FAILURES ARE THE RESULT OF YEARS
OF SCIENTIFIC STUDY COMBINED WITH THE
EXPERIENCE OF YEARS

How many F's? 4

CAN YOU COUNT

On the chance that you may be doing some grocery shopping
this week, here’'s a little drill in mental arithmetic to sharpen
your skills. Do this exercise in your head:

Add one thousand twenty and one thousand twenty,
Now add twenty to your answer.

Add twenty again.

Now add ten.

Add ten again.

W8 W

What i3 your total? 2,100

HOW IS YOUR READING/VISUAL MEMORY?

Circle the column number that does not match the others.

1. 7462 7642 7462

2. 22011 22101 22011

3. 763456 763645 763645
4. 3496782 2496782 2496782
5. 99344687 99377678 99344687

CIRCLE THE LETTERS IDENTIFIED AT THE LEFT OF EACH SET:

1. ¢ CYRCULOCQVCBMC
2, N SMNVRNNTYNMINM
3. E FHEDEPEXMEFERZ
4. 1 LFIVITSIDLIDLI
5. A AGTENRACIRSEAV

11}
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ACTIVITY D-10C:

Unit D

PROOFREADING EXERCISE

In each case, the item in the first column is correct; however,
some of the items in the second column contain typographical erroxs.

If an item is incorrect, circle the erroz.
You are allowed five minutes to complete

left of the number.
this activicy.

Charlotte Braunschwieg
Alexander Ingersoll
Stanley Nussenbaum
Rai G. Mehdiralls
Elias Michoancano
Allan Z. Sulkowski
Domenick lLaStells
Cheng San Khoo

Joseph Ealy Wallach
Issam Khorassani

S W

OWVwWEL~NOWwm

11. 719 Sheldon Road

12. Donreith, IN 47337

13. Bangor, ME 04401

14. 7010 Bintliff St.

15. 9473 Vestheimer

16. 48-50 Arthington Ave.
17. Drummonds, TN 38023

18. 203 Briar Forrest

19. Greenville, SC 29610
20. Grosse Pointe, MI 48236

21. 6297-979-97202
22. 4784-858-96066
23. 1131-114-84626
9689-009-90787
25. 5824-595-59029
26. 3467-389-03874
27. 2793-240-83045
28. 1385-367-35148
2057-932-51683
2039-472-43206
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If correct, write C to the

Charlotte Braunschweig
Alexandar Ingersall
Stanley Nusenbaum

Rai G. Mehdiralla
Elias Michocano

Alan Z. Sulkowski
Domenick Lastella

Chen San Khoo

Josef Ealy Wallack
Issam Khorasani

719 Shelton Road
Dunreith, IN 47337
Bangor, MA 04401

7010 Bentliff St.

9743 Vestheimer

48--50 Arthington Ave.
Drummonds, TN 38023
203 Briar Forrest St.
Greenville, NC 27834
Grosse Point, MI 48236

6297-979-97202
4784-858-96606
1311-114-84626
9689-009-90787
5824-595-59029
3467-289-03874
2793-204-83056
1385-367-35184
2057-932-51683
2309-472-43206
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ACTIVITY D-10C: PROOFREADING EXERCISE
(TEACHER'S COPY)

In each case, the item in the first column is correct; however,
some of the items in the second column contain typographical errors.
If an item is incorrect, circle the error. If correct, write C to the
left of the number. You are allowed five minutes to complete
this activity.

1. Charlotte Braunschwieg Charlotte Braunschweig
2. Alexander Ingersoll Alexandar Ingersall
3. Stanley Nussenbsum Stanley Nusenbaum
C 4. Rai G, Mehdiralla Rai G. Mehdiralla
5. Elias NMichoancano Elias Michocano
6. Allan Z. Sulkowski Alan Z. Sulkowski
7. Domenick LaStella Domenick Lastella
8. Cheng San Khoo Chen San Khoo
9. Joseph Ealy Wallach Josef Ealy Wallack
10. Issam Khorassani Issan Khorasani
11. 719 Sheldon Road 719 Shelton Rosd
12. Donreith, IN 47337 Dunreith, IN 47337
13. Bangor, ME 04401 Bangor, MA 04401
14. 7010 Bintliff St. 7010 Bentliff St,
15. 9473 Vestheimer 9743 Vestheimer
16. 48-50 Arthington Ave. 48--50 Arthington Ave.
C 17. Drummonds, TN 38023 Drummonds, TN 38023
18. 203 Briar Forrest 203 Briar Forrest St.
19. Greenvilles, SC 29610 Greenville, NC 27834
20. Grosse Yointe, MI 48236 Grosse Point, MI 48236
C 21. 6297-979-97202 6297-979-97202
22. 4784-858-96066 4784-858-96606
23. 1131-114-84626 1311-114-84626
C 24. 9689-009-90787 9689-009-90787
C 25. 5824-595-59029 5824-595-59029
26. 3467-389-03874 3467-289-03874
27. 2793-240-83045 2793-204-83056
28. 1385-367-35148 1385-367-35184
C 29. 2057-932-51683 2057-932-51683
30. 2039-472-43206 2309-472-43206
113
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ACTIVITY D-10D: EDITING
Circle any content errors in the following sentences. Write the
possible correction in the space above each sentence.
1. The next flight leave at 3 p.m.
2. The date for the winter workshop is July 3.
3. The largest city in New York is Rochester.

4. The shopping center is open from 9:30 a.m. until 11 a.m.

Proofread the following document by indicating necessary
corrections. Use proofreaders’' marks. Retype or rewrite the
document in the proper format as directed by your teacher.

@ EMORANDU
TO: All Department Managers
FROM: Sue
DATE: Maxrch 1, 19--
SUBJECT: Service calls for Typewriters

All calls for services should be coordinate thought the
Facilities Department Ext 923. Calls should not be make
directly because it slows the service response and the
control over the quality of service.

SR/msr
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ACTIVITY D-10D: EDITING
(TEACHER'S COPY)

Circle any content errors in the following sentences. Write the
possible correction in the space above each sentence.

1. The next flight leaves at 3 p.m.

2. The date for the summer workshop 1{s July 3.

3. The largest city in New York is New York.

4. The shopping center is open from 9:30 a.m. until 11 p.m.

Proofread the following document by indicating necessary
corrections. Use proofreaders’' marks. Retype or rewrite the
document in the proper format as directed by your teacher.

MEMORANDUM
TO: All Department Managers
FRONM: Sue
DATE: March 1, 1988
SUBJECT: Service Calls for Typewriters

All calls for services should be coordinated through the
Facilities Department Ext. 923. (Calls should not be made
directly because it slows the service response and the
control over the quality of service.

SR/msr
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UNIT E: BASIC MECHANICS

UNIT PLAN

Introduction

The following activities provide a review of the basic mechanics
of the English language--grammar, punctuation, spelling and
vocabulary. These activities should merely serve as an opportunity to
reviev material previously learned and to become awvare of some of the
"finer” points of mechanics. This unit could be expanded to include
other areas such as capitalization and numbers. Although geared toward
a business application, these basic mechanics would be applicable to
students in any course such as written communication or for on-the-job
experience.

To begin this unit, one day should be allotted for a pre-test
vhich can be used to assess where a particular class falls in terms of
its background in mechanics. The activities and time allotted for
each are merely a guide. If a class appears to need more work in a
particular area, additional materials can be utilized; if no need
exists for a review the activities can be omitted.

A wealth of material has been provided in this unit to meet the
instructional objectives. Teachers are encouraged to use additional
materials, particularly those that discuss ethical principles and
issues, either fabricated or real. Students entering today's business
environment must be exposed to specific vocabulary and meanings as
they relate to ethics. Such material should be used to meet both the
goals of this unit as well as goals of other units in the
communications section.

Included in this unit are activities that focus on spalling and
vocabulary. These activities mey be interspersed at any time
throughout this unit. Flexibility is the key to using these
dctivities; they should be utilized whenever and wherever they will be
most effective.

Topical Qutline of Unit

BASIC MECHANICS

1. CGrammar
a. Sentence structure
b. Nouns
(1) cases
(2) plurals
(3) possessives
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¢. Pronouns

(1) cases
(2) pronoun-antecedent agreement
d. Verbs

(1) tense; regular/irregular verbs
(2) transitive/intransitive verbs
(3) "troublesome” verbs
(4) subject-verb agreement

e. Adjectives, adverbs and prepositions

2. Punctuation
a. Comnmas
b. Miscellaneous punctuation marks

3. Spelling and vocabulary
a. Use of the dictionary with homonyms
b. Most frequently misspelled words
¢. Vocabulary

Unit Objectives

At the end of this unit, students will be able to

1. Understand the basic structure of a sentence.
. 2. Understand the characteristics of nouns and be able to
correctly form their plurals and possessives.

3. Understand the characteristics of promouns and use
these pronouns in agreement with their antecedents.

4. Understand the characteristics of verbs and be adble to
correctly form the proper tense of both regular and
irregular verbs,

5. Distinguish between a transitive and an intransitive
verb and use the correct form of certain “"troublesome”
verbs.

Use subjects and verbs in agreement.

Recognize and correctly use adjectives, adverbs and

prepositions.

8. Use punctuation marks, specifically commas snd semi-
colons, correctly in written assignments.

9. Become familiar with the correct spelling of frequently
misspelled words.

-] O
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Name

BUSINESS COMMUNICATION PRETEST

If a sentence contains an error in grammar or usage, underline
the error; then write the necessary correction in the space provided.
If the sentence is correct, write OK on the lines.

1. Carlos feels that he has better
qualifications than her and that he
degserves a promotion.

2. Don't Ms. Grier need to sign that
contract?

3. Was you able to meet the January 15
deadline?

4. Would you 1ike these kind of chairs in
your office?

5. Have you ever took a course in
statistics?

6. Mr. Davis decided to type the report
higself.

7. Each of the applicants did good on the
test,

8. Jean said some of the machines is
being repaired.

9. Neither Ray or Elaine sttended the
reception,

10. I don't think that no one knew about
the changes.

11, Dr. Martin and me had been notified
previously,

12. They must have felt badly about the
delay.
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Name

BUSINESS COMMUNICATION PRETEST
(Continued)

13. Do you think interest rates are liable
to rise?

14. Perhaps we should do the work different
next time.

15. FEach of the women did their share of
the work.

16. You and he ought to help one another
occasionally.

17. Which one of those copies are yours?

18. Anne, together with her assistant,
vere there.

19. Which of the two offices is largest?

. 20. VWas the carton setting outside when
you saw it?

21. All of us should study the matter
farther.

22. The guest speaker may be she, but
I'm not sure.

23. Us employees deserve a good bonus this
yesr.

24. 1Is this one of the machines that
needs repairing?

25. Does anyone know who's reference manual
this 1is?

26. Both like swimming and to jog, don't
they?

27. It is only one of the things that
annoy us.
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Name

BUSINESS COMMUNICATION PRETEST
(Continued)

28. Do you know who put them boxes of file
folders on my desk?

29. There were less applicants th.a we had
expected for that job.

30. We should of written to them early
last month, but we forgot to do so.

31. This jacket is different than the one I
ordered, and I plan to return it.

32. Both agency's fees seem very high to
“80

33. Howv many sister-in-laws do you have?

34. Everyone did their best to ensure the
Success of the meeting.

35. At least part of the work will have to
be done by Margaret and I.

36. Maybe there won't be to much work left
for you to do next week.

37. I wonder what them repairs will cost.

38. The number of cancellations has
decreased during the past year.

39. Tomatoes grow good in soil such as
this.

40. Wes usually takes good care of
hisself,

41. The typists have all ready finished
the invitations.

42. This add will increase our sales
volume,
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BUSINESS COMMUNICATION PRETEST
(Continued)

43. Each of the people are in good
health.
44, She brought her's, but I forgot mine.

4%. Susan and he have decided to attend
the reunion.

46, It's value is very great.

47. Neither of ths women lost their
glasses.

48, The car in front of us stopped very
sudden.

49. Larry and me alvays try to help each
other.

. 50. Fifty dollars are due on the principal
of the loan.
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BUSINESS COMMUNICATION PRETEST

(TEACHER'S COPY)

If a sentence contains an error in grammar or usage, underline
the error; then write the necessary correction in the space provided.
If the sentence is correct, write OK on the lines.

1.

10.

11,

12.

Carlos feels that he has better
qualifications than her and that he
deserves s promotion.

Don't Ms. Grier need to sign that
contract?

Vas you able to meet the January 15
deadline?

Would you like these kind of chairs in
your office?
Have you ever took a course in

statistices?

Mr. Chin decided to type the report
hisself,

Each of the applicants did good on the
test *

Jean said some of the machines is
being repaired,

Neither Ray or Elaine attended the
reception.

I don't think that no one knew about
the changes.

Dr. Martin and me had been notified
previously.

They must have felt badly about the
delay.

| IS
s |
i
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BUSINESS COMMUNICATION PRETEST

(TEACHER'S COPY)

Unit E

(Continued)
13. Do you think interest rates are liable

to rise? LIKELY
14. Perhaps we should do the work different

next time. DIFFERENTLY
15. Each of the women did their share of

the work. HER
16. You and he ought to help one another

occusionally. OK
17. Which one of those copies are yours? IS
18. Anne, together with her assistant,

wvere there. WAS
19. Which of the two offices is largest? LARGER

. 20. Was the carton setting outside when

you saw it? SITTING
21. All of us should study the matter

farther. FURTHER
22. The guest speaker may be she, but

I'm not sure. OK
23. Us employees deserve a good bonus this

year. WVE
24, 1Is this one of the machines that

needs repairing? NEED
25. Does anyone know who's reference manual

this is? WHOSE

26. Both like swimming and to jog, don't

they? JOGGING OR TO SWIM

27. It is only one of the things that

annoy us. ANNOYS
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BUSINESS COMMUNIC'TION PRETEST
(TEACHER'S COPY)
(Continued)

28. Do you know who put them boxes of file
folders on my desk? THOSE

29. There were less applicants than we had
expected for that job. FEWER

30. We should of written to them early
last month, but we forgot to do so. HAVE

31. This jacket is different than the one I
ordered, and I plan to raturn it. FROM

32. Both agency's fees seem very high to
us. AGENCIES'

33. How many sister-in-laws do you have? SISTERS-IN-LAW

34. Everyone did their best to ensure the
success of the meeting. HIS OR HER

35. At least part of the work will have to
be done by Margaret and I. ME

36. Maybe there won't be to much work left
for you to do next week. TOO

37. I wonder what them repairs will cost. THOSE OR THESE

38. The number of cancellations has
decreased during the past year. OK

39. Tomatoes grow good in soil such as

this. WELL
40. Wes usually takes good care of
hisself, _ HIMSELF
41. The typists have all ready finished
the invitations. ALREADY
42. This add will increase our sales
volume. AD o
138

Py
by
o




Business and Technology Concepts/ Business Communications Unit E

BUSINESS COMMUNICATION PRETEST
(TEACKER'S COPY)
(Continued)

43. Each of the psople are in good

health. 18
44. She brought her's, but I forgot mine. _ HERS
45. Susan and he have decided to attend

the reunion. 0K
46. It's value is very great. ITS

47. Neither of the women lost their

glasses. HER _
48. The car in front of us stopped very
sudden. SUDDENLY
49. Llarry and me always try to help each
other. I
‘ 50. Fifty dollars are due on the principal
of the loan. IS
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SUGGESTED STUDENT ACTIVITIES

Activity Name: Sentence Structure E-1
Unit Objective 1

Suggested Use of Activity
Appropriate for all student academic levels

Objectives of Activity

At the end of this activity, students will be able to

1. Understand the differences among phrases, clauses
and sentences.
2. TIdentify both dependent and independent clauses.
3. Recognize sentence fragments and be able to correct them.

Facilities or Materials Needed

Overhead projector or chalkboard
Classifying Groups of Words worksheet
Sentences/Sentence Fragments worksheet

Description of Activity

This activity should be used as an introduction to the unit
on basic mechanics. This activity should serve as a brief review with
emphasis on writing in complete thoughts and identifying sentence
fragments and can be adapted to the ability level of each class. If
students are advanced, more emphasis should be placed on sentence
variety and the structure of more complex sentences. If the group is
of a lower ability level, more emphasis should be placed on complete
thoughts,

1. Distinguish with students the differences among
phrases, clauses and sentences.

2. Review the differences between dependent and independent
clause,

3. Do together in class the worksheet on phrases,
dependent clauses and independent clauses.

4. Assign worksheet on sentences/sentence fragments.

Suggested Length of Activity

A 50-minute class period
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Suggestions for Teacher

As this material should be strictly for reviev purposes, move
rapidly over the basic information for phrasas and clauses. Be sure
to point out to students the role of the subordinating conjunction in
a dependent cleuse. Students could be encouraged to make up éxamples
of phrases, clauses, dependent clauses and independent clauses or
sentences.

The grestest emphasis in this activity should be placed on
sentence fragments. Examine in depth vhat constitutes & fragment and
how it could be corrected. If students have done any previous
writing, examples from thelr work could be utilized by placing these
fragments on the board or ovsrhead projector and then working together
to correct them.

Suggestions for Evaluation

Teachers may use these assignments as they see fit. They
may be done toget. .er in class or be given as homework assignments.
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Name

ACTIVITY E-1: CLASSIFYING GROUPS OF WORDS

Classify each of the following groups of words as either a
phrase, a dependent clause or an independent clause. Write the
corrsct answer on the blank provided.

1. Your assistance will be very much
appreciated

2, Among the provisions of the proposed
agreement

3. That Ms. Greene will become the newest
nember of the committee

4. While we were on a business trip to
Boston

5. It's a matter of very special concern
to members of this area

6. To ensure the success of any business
venture

7. After you have met with the members of
the planning committee

8. Making such an importsnt decision
concerning the business

9. Shown in the graph of our annual
report

10. Should receive her response before next
Thursday

For any group of words which were classified as either & phrase
or a dependent clause, rewrite the words to form an independent
clsuse. Use the space provided below.
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Name

ACTIVITY E-1: CLASSIFYING GROUPS OF WORDS
(TEACHER'S COPY)

Classify each of the following groups of words as either a
phrase, a dependent clause or an independent clause. Write the
correct answer on the blank provided.

1. Your assistance will be very much

appreciated INDEPENDENT CLAUSE
2. Among the provisions of the proposed

agresment PHRASE
3. That Ms. Greene will become the newest

menber of the committes DEPENDENT CLAUSE

4. Vhile we vere on a business trip to
Boston DEPENDENT CLAUSE

5. It's a matter of very special concern
to members of this area INDEPENDENT CLAUSE

§. To ensure the success of any business
venture PHRASE

7. After you have met with the members of
the planning committee DEPENDENT CLAUSE

8. Making such an important decision

concerning the business PHRASE
9. Shown in the greph of our annual

rsport PHRASE

10. Should receive her response before next
Thursday PHRASE

For any group of words which were classified as either a phrase
or a dependent clause, rewrite the words to form an independent
clause. Use the space provided bdelow,
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Nane

ACTIVITY E-1: SENTENCES/SENTENCE FRAGMENTS

For each group of words below, indicate whether the words are a
sentence or a sentence fragment; on the blank line write S for
sentsnce or SF for sentence fragment. If the words are a ‘entence
fragment, rewrite them in the space below to make a complete
sentence,

1. The talkative salesperson took me for a test
drive.

2. Two wobbly wheels and a loose steering wheel.

3. Puffs of blue smoke and grinding noises.

4. The same courteous attention to everyone.

5. The flaking paint peeled off on our side.

6. Ms. Times and I encourage community participaticn.

7. Different companies exhibiting their reading
materials.

8. Using the skills of other teachers in special
classes.

9. The tradition of previous methods with young
pupils.

10. Many students learn to read with help from an
interested teacher.

11. Americans write of many things.

12. Langston Hughes explains conditions in America.
13. Certainly the most knowledgeable.

14. His stated intention from reading his work.

15. Many students enjoy Leroi Jones' poetry and plays.

161
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ACTIVITY E-1: SENTENCES/SENTENCE FRAGMENTS
(TEACHER'S COPY)

For each group of words below, indicate whether the words are a
sentence or a sentence fragment; on the blank line write S for
sentence or SF for sentence fragment. If the words are a sentence
fragment, rewrite them in the space belov to make a complete
sentence.

1. The talkative salesperson took me for a test

drive. S
2. Two wobbly wheels and & loose steering wheel. SF
3. Puffs of blue smoke and grinding noises. _SF
4. The same courteous attention to everyone. SF
5. The flaking paint peeled off on our side. )
6. Ms. Times and I encourage community participation. S

7. Different companies exhibiting their reading

. materials, SF

8. Using the skills of other teachers in special
classes. SF

9. The tradition of previous methods with young

pupils. SF
10. Many students learn to read with help from an

interested teacher. )
11. Americans write of many things. S
12. Langston Hughes explains conditions in America. S
13. Certainly the most knowledgeable. SF
14. His stated intention fron reading his work. SF

15. Many students enjoy Leroi Jones' poetry and plays. S

o 1)
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Activity Name: Nouns E-2
Unit Objective 2

Suggested Use of Activity

Once students have worked at writing complete sentences and
correcting sentence fragments, they must understand the role of
nouns in wvritten and oral communication. Emphasis in this
activity should be on the characteristics of & noun and the correct
formation of plurals and possessives of nouns.

Objectives of Activity
At the end of this activity, students will be able to

Identify the basic characteristics of a noun.
Distinguish a noun from other parts of speech.

Form the plurals of nouns.

Form the possessives of nouns.

.  Identify the usage of a noun in a sentence in terms of
its case.

Wb W e

Facilities or Materials Needed

Overhead projector or chalkboard
Classifying Nouns wvorksheet
Noun Cases A and B worksheet
Noun Plurals worksheet

Noun Possesasives worksheet

Description of Activity

1. Classify nouns as common, proper, concrete, abstract
and collactive; have students provide examples of each.

2. Discuss the three characteristics of nouns.

3. Distinguish among masculine, feminine, neuter or
common nouns; have students provide examples of each.

4, Distinguish among singular, plural or collective
nouns; have students provide examples of each.

5. Do together in class the worksheet for classifying
nouns .

6. Discuss the three cases of nouns; go over usage of nouns in
each case.

7. Pass out worksheets for cases; do one worksheet
together in class and have students do one worksheet as
a homework assignment.

8. Discuss rules concerning forming the plurals of nouns.

9. Distribute worksheet on plurals and have students
complete this assignment.
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10. Discuss rules concerning the formation of possessive
nouns.
11. Distribute worksheet for possesaive nouns.

Suggested Length of Activity

Three 50-minute class periods

Suggestions for Teacher

Focus the discussion of nouns on the characteristics which set
them apart from other parts of spesch. Be sure to emphasize number,
gender and case.

Great emphasis should be placed on the usage of a noun in a
sentence, either {n the nominative, objective or possessive case. Be
sure to cover instances when a noun would be used in each case. For
example

1. Nominative case--subject, predicate nominative

2. Objective--direct object, indirect object, object of a
preposition

3. Possessive--to show ownership

. Once students can identify when nouns occur within a sentence,
move to 8 study of the rules for forming the plurals of nouns.
Bacause of the large number of rules and the many exceptions to these
rules, concentrate on the basic rules which frequently hold true when
forming the plural of nouns. For {nstance, include rules concerning
the following: ‘!b

addition of an s

nouns ending in s, x, ch, shor ¢

common nouns ending in y with e{ther a vowel or
consonant before the y

nouns ending in o that relate to musical terms
compound nouns

nouns which are always singular

nouns which are always plural

nouns with irregular plurals

w N

DO

A natural progression from the study of plural nouns to the
formation of possessive nouns would occur next. Cover the three basic
rules concerning the following

1. nouns ending in s or the sound of s

2 nouns not ending in s or the sound of s

3. two or more nouns showing separate ownership or joint
ownership
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Because plural possessives seem to give students & difficule
time, emphasize this two-stev procedure:

1. First, change the singular noun to plural.
2. Second, apply the rules concerning apostrophes.

This activity will require three class periods. On the first
day, the teacher could cover the classification of nouns, the
characteristics of nouns and cases. The second day could include &
review of homework and a discussion of plural nouns. The third day
could allov time for the review of homework and for s discussion of
the formation of possessive nouns.

Suggestions for Evalustion

Several worksheets are included for use as a class activity. The
homework assignments should alwvays be checked and reviewed the next
day so that immediste reinforcement of the learning can be provided
and so that *he teacher can discern whether or not the students
understand the assignment. Teachers can decide whether or not to
grade the homework. Ones suggestion is that homework not be graded buc
merely checked to see that it has been completed and that a test on
this material be given at & later date.
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NAME

ACTIVITY E-2: CLASSIFYING NOUNS

Draw a line under each common noun in each of the following
sentence fragments,
each letter that should be capitalized,

1'

2.

9.

10.

For each proper noun, draw 3 short lines under

a report by john on the study conducted

may work on the staff of the new york times

paid the interest on last month's account

enticed us

to move to chicago

purchase mutual funds at a reasonable price

to summarig

e the work accomplished every business week

will determine the spot to build a new store

does not ac
august

are leaving

confirm the

Indicate whether
writing S or P on the
plural, write both on

11.

12.

13.

14,

15.

lé.

17.

18.

of interest

at a cottag

count for the decrease in sales in july and

the city to move to the suburbs

price of the items to be donated

the underlined noun is singular or plural by
line. If the noun could be either singular or
the line.

to students

€ near the lake

clothing for young boys

on behalf of the voters

the seats in the room

saw the deer in the park

thought you

or Mr. Green

the attorneys for Sally
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Name

ACTIVITY E-2: CLASSIFYING NOUNS
(Continued)
19. the procedures to know
20. scissors which are mi=zing

Indicate the gender of each underlined noun. Write M for
masculine, F for feminine, N for neuter or C for common.

21. a successful teacher

22. a qualified doctor

23. the number of women

24. any new business

25. that lLouise would want
26. tre car belonging to Sam
27. our manager is

28. every qualified worker
29. the woman will report

30. some wallpaper ordered

1ff7
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ACTIVITY E-2: CLASSIFYING NOUNS
(TEACHER'S COPY)

Draw 8 line under each common noun in each of the following
sentence fragments. For each proper noun, drawv 3 short lines under
each letter that should be capitalized.

1. a report by John on the study conducted
2. may work on the staff of the New York Times

3. paid the interest on last month's account

4. enticed us to move to Chicago

5. purchase mutusl funds at a reasonable price

6. to summarize the work accomplished every business week
7. will determine the spot to build a new store

8. does not account for the decrease in sales in July and
August.

. 9. are leaving the city to move to the suburbs
10. confirm the price of the items to be densted
Indicate whether the underlined noun is singular or plural by

writing S or P on the line. If the noun could be either singular or
plural, write both on the line.

11. of interest to students P
12. at a cottage near the lake S
13. clothing for young boys P
14. on behalf of the voters P
15. the seats in the room P
16. saw the deer in the park Both
17. thLought you or Mr. Green s
1¢. the attorneys for Sally P
®
151

16




Business and Technology Concepts/Business Communications

19.

20.

ACTIVITY E-2: CLASSIFYING NOUNS
(TEACHER'S COPY)

(Continued)
the procedures to know P
scissors which are missing P

Indicate the gender of each underlined noun. Write M for
masculine, F for feminine, N for neuter or ¢ for common.

21.

22,

23.

24.

25.

26.

27.

28.

29.

30.

a successful teacher C
a qualified doctor Y
the number of women F
any new business N
that lLouise would want F
the car belonging to Sam N
our manager 1is C
every qualified worker c
the woman will report F
some wallpaper ordered N
Y6
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NAME

ACTIVITY E-2: NOUN CASES A

In each of the sentences below, circle each noun; above the noun
write its case. Use N for nominative, P for possessive and
0 for objective.

1. During the days of chivalry, no knight surpassed King

Arthur.

2. Through his strength he proved his right to the throne of

Britain.

3. He removed a great sword from a solid rock.

4., later, Arthur was given a sword with magical strength.

The knights who gathered around King Arthur were known

throughout the land for their courage and goodness.

6. They were dedicated to the service of those in need of help.

7. Under Arthur's protection they met and feasted at Camelot.

8. When someone was in trouble, one of Arthur's knights rode to

his assistance.

9. The Knights of the Round Table led adventurous lives.
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ACTIVITY E-2: NOUN CASES A
(TEACHER'S COPY)

In each of the sentences below, circle each noun; above the noun
vrite its case. Use N for nominative, P for possessive and 0 for

objective.
o 0 N 0
1. During the days of chivalry, no knight surpassed King
Arthur.
0 0 0
2. Through his strength he proved his right to the throne of
0
Britain,
0 0
3. He removed a8 great sword from a solid rock.
N 0 0
4. Later, Arthur was given a sword with magical strength,
N 0
5. The knights who gathered around King Arthur were known
0 0 0
throughout the land for their courage and goodness.
0 0 0
6. They were dedicated to the service of those in need of help.
| 4 o 0
7. Under Arthur's protection they met and feasted at Camelot.
o P 0
8. When someone was in trouble, one of Arthur's knights rode to
o
his assistance.
N 0 0

9. The Knights of the Round Table led adventurous lives.

E L3S
- }
| S
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NAME

ACTIVITY E-2: NOUN CASES B

Underline the nouns in each sentence below. Above each noun
identify whether the noun is in the nominative, objective or
possessive case. Use N for nominative, P for possessive and O for
objective.

1. The engineer submitted several recommendations.

2. Our offices are in this new skyscraper.

3. How many stamps vere on those *wo envelopes?

4. Businesses, as well as individuals, pay taxes.

5. Most stores and restaurant. accept credit cards.

6. All employees' timecards are stored by the time clock.
7. Most jols offer opportunities for advancement.

8. We appreciate the assistance of ocur co-workers.

9. Cooperation is essential to the success of the plan.

10. Is education of greater importance than experience?

11. The maintenance of the equipment is not a problem.

12. How much commission did the stockbroker collect?

13. I think Miss Day will accept the assignment.

14. Your appointment is scheduled for 9 o'clock.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

NAME

Unit E

ACTIVITY E-2: NOUN CASES B
(Continued)

This machine {s worth $50 on & trade-in.

What is your supervisor's name and telephone number?

Good judgment is a requirement for success.

Herman's company is a manufacturer of hardware.

Both volumes are on sale in the bookstore.

The company's work force wants a shorter workweek.

Most of the brochure was devoted to advertising.

We should hold the next conference in Atlsntic City.

Their representative has an appointment tov see you,

Management often uses the technique of brainstorming.

Construction of more facilities is underway.
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ACTIVITY E-2: NOUN CASES B
(TEACHER'S COPY)

Underline the nouns in each sentence below. Above each noun
identify whether the noun is in the nominative, objective or
possessive case. Use N for nominative, P for possessive and O for
objective.

N 0
1. The engineer submitted several recommendatioms.

N )
2. Our offices are in this new skyscraper.

N 0
3. How many stamps were on those two envelopes?

N N 0
4. Businesses, as well as individuals, pay taxes.

N N 0
5. Most stores and restaurants accept credit cards.

P N (o)
6. All employees' timecards are stored by the time clock.

N 0 0
7. Most jobs offer opportunities for advancement.

0 0
8. We appreciate the assistance of our co-workers.

N 0 0
9. Cooperation is essential to the success of the plan.

N o N
10. Is education of grester importance than experience?

N 0 N
11. The maintenance of the equipment is not a problem.

0 N
12, How much commission did the stockbroker collect?

N 0
13. I think Miss Duy will accept the assignment.

N 0
14. Your appointment is scheduled for 9 o'‘clock.
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ACTIVITY E-2: NOUN CASES B
(TEACHER'S COPY)
(Continued)

N 0 0
15. This machine is worth §$50 on a trade-in.

P N N
16. What is your supervisor's name and telephone number?

N N 0
17. Good judgment is a requirement for success.

P N N 0
18. Herman's company is a manufacturer of hardware.

N 0 0
19. Both volumes are on sale in the bookstore.

P N 0
20. The company's work force wants a shorter workweek.

0 (o]
21. Most of the brochure was devoted to advertising.

0 o
22. We should hold the next conference in Atlantic City.

N 0
23. Their representative has an appointment to see you.

N 0 0
24. Management often uses the technique of brainstorming.

N 0
25. Construction of mors facilities is underway.

LYy
=3
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NAME

ACTIVITY E-2: NOUN PLURALS

Write the plural of each noun listed below on the line next
to the noun.

1. privilege

2. tooth

3. equipment

4. church
5. Foley

6. thief

7. stimulus

8. high school

. 9. business

10. committee

11. hero

12. envelope

13. man

14, stockholder

15. agency

16. hazard

17. wvolunteer

18. potato

19. luxury

20. box

21. handkerchief
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Nane

ACTIVITY E-2: NOUN PLURALS

(Continued)
22. warehouse .
23. MNMr.
24. agency
25. wish
26. child
27. son-in-law
28. ranch
29, fox
30. chicken
31. radio
32. attorney
33. haif
34. wvehicle
35. Hittle
36. bookshelf
37. boy
38. deer
39. wrench
40. Miss

T
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ACTIVITY E-2:

NOUN PLURALS

(TEACHER'S COPY)

Write the plural of each noun listed below on the line next
to the noun,

1.

2,

10.

11.

12.

13.

14.

15.

16.
17.
18.
19.
20.

21,

privilege privileges
tooth teeth
equipment equipment
church churches
Foley Foleys
thief thieves
stimulus stimull

high school

high schools

business businesses
comnittee committees
hero heroes
envelope envelopes
man men
stockholder stockholders
agency agenicies
hazarda bazards
volunteer volunteers
potato potatoes
luxury luxuries
box boxes
handkerchief handkerchiefs
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ACTIVITY E-2: NOUN PLURALS
(TEACHER'S COPY)

(Continued)
22. warehouse varehouses
23, Nr. Messrs.
24. agency _agencies
25. wish wishes
26. child children
27. son-in-law sons-in-law
28, ranch ranches
29. fox foxes
30. chicken chickens
31. radio radios
32, attorney attorneys
33. half halves
34. wvehicle vehicles
35. Hittle Hittles
36. bookshelf bookshelves
37. boy boys
38. deer deer
39. wrench wrenches
40. Miss Misses

I7y
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NANME

ACTIVITY E-2: NOUN POSSESSIVES

Some of the nouns on this page are possessive. The apostrophes,
however, have been left out so that you can determine which words
require them. Write C next to the sentences that are correct. Insert
apostrophes and change the noun to correct possessive form where
needed.

1. The Williamses have sent four sopranos to try out for the
chorus.
2. The new editor stories pleased his readers greatly.

3. His brothers-in-law mansge the office.

4., HKis brothers-in-law manager has been transferred to the
Chicago office.

. 5. The Joneses own several pleces of property in the swamp
lands of Brazil.

6. All the attorneys offices are in the new buildings.

7. South Dakota resources are listed in the back pages ot the
Almanac.

8. Men and women clothes are on sale in all ths stores today.
9. Have you shipped Mrs. Smith ordevs yet?

10. The film industry newest major director, Steven Spielberg,
will deliver several lertures at UCLA.

11. The crew strength was spent in a useless maneuver.
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NAME

ACTIVITY E-2: NOUN POSSESSIVES
(Continued)

12. Even at their peak, the gold mines in California were less
profitable than the orange groves.

13. California vineyards are the source of more than 75 percent
of the nations wine and almost sll of its raisims.

14. In three months we hope to see McCarthy greatest invention.

15. Claremont Men College is one of about fifty privately
supported institutions of higher education in Southern
California.

16. Oral communications in business include making
introductions, giving directions, greeting visitors, and
making annouunceaents.

17. The secretary instruction book was used for several weeks
before the errors were noticed.

18. Several wveeks work was completed in less than three days.

19. The teachers snd parents inspected the results of the fire
that destroyed nearly half the Kavansugh School District
classrooms.

20. We are all looking Iorward to Ellen visit during Easter
vacation and hope she will enjoy the sights of Southern
California.

A

For
J Y
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C

ACTIVITY E-2: NOUN POSSESSIVES
(TEACHER'S COPY)

Some of the nouns on this page are possessive. The apostrophes,
however, have been left out so that you can determine which words
require them. Write C next to the sentences that are correct. Insert
apostrophes where they are needed and change the nouns to correct
possessive form where needed.

1.

10.

11.

12.

The Williamses have sent four sopranos to try out for the
chorus,

The new editor's stories pleased his readers greatly.

His brothers-in-law manage the office.

His brother-in-law's manager has been transferred to the
Chicago office.

The Joneses own several pieces of property in the swamp
lands of Brazil.

All the attorneys' offices are in the new buildings.

South Dakota's resources are listed in the back pages of the
Almanac.

Men's and women's clothes are on sale in all the stores today.

Have you shipped Mrs. Smith’'s orders yet?

The film industry's newest major director, Steven Spielberg,
will deliver several lectures at UCLA.

The crew's strength was spent in a useless maneuver.

Even at their peak, the pold mines in California were less
profitable than the orange g:oves.
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13.

14.

15.

17.

18.

19.

20.

ACTIVITY E-2: NOUN POSSESSIVES
(TEACHER'S COPY)
(Continued)

California's vineyards are the source of more than 75 percent
of the nation's wine and almost all of its raisins.

In three months we hope to see McCarthy's greatest invention.

Claremont Men's College is one of about fifty privately
supported institutions of higher education in Southern
California.

Oral communications in business include making
introductions, giving directions, greeting visitors, and
making announcements.

The secretary's instruction book was used for several weeks
before the errors were noticed.

Several weeks' work was completed in less than three days.

The teachers and parents inspectad the results of the fire
that destroyed nearly half the Kavanaugh School District's
classrooms.

We are all looking forward to Ellen's visit during Easter
vacation and hope she will enjoy the sights of Southern
California.

[ Ly

(e
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Activity Name: Pronouns E-3
Unit Objective 3

Suggested Use of Activity

Students frequently have trouble using pronouns correctly or even
recognizing them. Once students have become familiar with the usage of
nouns and their characteristics, the next step is to make students
awvare of the correct usage of pronouns in written and oral
communication.

Objectives of Activity

At the end of this activity, students will be able to

1. Identify the basic characteristics of pronouns.

2. Distinguish pronouns from other parts of speech.

3 Identify the csse of pronouns snd use the correct case
in sentences.

4, Identify the antecedent of pronouns.
5. Use pronouns correctly so that they agree with their
antecedents,

Facilities or Materisls Needed

. Chalkboard or overhead projector
Pronoun Usage worksheet
Pronoun-Antecedent Agreement worksheet

Description of Activity

Discuss the characteristics of pronouns.

Discuss ways in which nouns and pronouns differ.

Distinguish between singular or plural pronouns.

Distinguish among masculine, feminine, neuter or common

pronouns; have students provide examples of each.

5. Discuss the cases of pronouns (as shown by the form of the
pronoun) and the correct usage of pronouns,

6. Distribute the worksheet for pronoun usage and have students

complete this worksheet as a homework assignment.

Discuss and identify antecedents of pronouns.

Explain the rules of pronoun-antecedent agreement,

9. Distribute the worksheet for pronoun-antecedent agreement

and have the students complete this worksheet as a homework

assignment.

W N

o ~J

Suggested Length of Activity

Two 50-minute class periods

167 4

vk




Business and Technology Concepts/Business Comnunications Unit E

Suggestious for Teacher

When discussing pronouns with students, draw the comparison
between nouns and pronouns; but also point out the differences
between the two parts of speech. Be sure to emphasize the
characteristics of 8 pronoun--person, number, gender and case.

Review the threc cases lesrned when discussing nouns and the
circumstances when a noun or pronoun would be used in esach case.
Center the discussion of pronouns around the fact that pronouns
change form to indicete case. Illustrate on the overhead projector
or chalkboard the different forms of a pronoun in the nominstive,
objective and possessive cases.

Correct pronoun usage is a constant source of trouble for
students. Be certain to cover some basic rules relating to the
following:

two or more subjects joined by and, or, nor
a pronoun following a linking verd

a verb or preposition with a coupound object
8 pronoun preceding an understood verb

£ W N

Make sure the students fully understand the concept of an
antecedent for every pronoun. Then move into a discussion of pronoun-
antecedent asgreement, emphasizing that a pronoun must always agree
with its antecedent in number, gender and person. Give examples of
agreement in each of these situatfions. Be sure to cover this
agreement as applied to these trouble areas:

1. either, some, one, all
2. each or every
3 antecedents vhich can be common in gender

Two class periods could be allotted for this activity. On the
first day, characteristics of pronouns, pronoun forms of cases, and
correct pronoun usage could be discussed. The second day should
include a review of the homework and a discussion of antecedents as
well as pronoun-antecedent agreement.

Suggestions for Evaluaiion

Several worksheets are included for homework assignments.
Teachers should determine whether or not to grade this homawork. This
material could be covered at a later date in a test on nouns, pronouns
and verbs.
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NAME

ACTIVITY E-3: PRONOUN USAGE

Underline each incorrectly used pronoun. Then write your
correction on the line provided. If no correction is necessary,
write OK.

1. Sally and him seemed pleased with our
progress.

2. The two of us should have applied for
that job.

3. Who notified you and she of the
mistake in the bid?

4. Would you like Tom and she to assist
you with the job?

5. No one has made a greater contribution
than her.

. 6. Please keep mine separate from her's.

7. They probably are as eager to begin
the job as us are.

8. Both of we sales representatives will
be at the conference.

9. Its being used in many businesses
today, isn't it?

10. You and he ought to prepare your
budgets this week.

11. Ve appreciste you shipping the order
directly to us.

12. It was him who developed the incentive
program.

13. Her and Edward served on the committee
last year.

14. None of we received instructions to
the contrary.
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NAME

ACTIVITY E-3: PRONOUN USAGE
(Continued)

15. You and she ought to visit their new
offices.

16. She brought extra reports for you and
I.

17. It came as no surprise to him or me.

18. Patricias said the signature was not
hexr's.

19. It was she who wrote the analysis of
the data.

20. We taxpayers should support that tax
proposal.

21, Were them the ones that you sent for?

22. Each of you should receive strong
recopnendations.

23. We have no objections to his taking
this busiiress trip.

24, Would you ask she to assist you next
week?

25. No one is more efficient than she or
Kaye.

17"
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ACTIVITY E-3: PRONOUN USAGE
(TEACHER'S COPY)

Underline each incorrectly used pronoun. Then write your
correction on the line provided. If no correction is necessary, write

OK.

1. Sally and him seemed pleased with our

Progress. he
2. The two of us should have applied for

that job. OK
3. VWho notified you and she of the

mistake in the bid? L her
4. Would you like Tom and she to assist

you with the job? her
5. No one has made a greater contritution

than her. she

Q 6. Please keep mine separate from her's, hers

7. They probably are as eager to begin
the job as us are. ve

8. Both of we sales representzi.i.es will
be at the conference. us

9. Its being used in many businesses
today, isn't it? It's

10. You and he ought to prepare your
budgets this week. 0K

11, We appreciate you shipping the order
directly to us. your

i2, It was him who developed the incentive
program. he

13. Her and Edward served on the committee
last year, She

14. None of we received instructions to
the contrary. us
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ACTIVITY E-3: PRONOUN USAGE
(TEACHER'S COPY)
(Continued)

15. You and she ought to visit their new
offices. OK

16. She brought extra reports for you and
I. me

w—

17. It came as no surprise to him or me. oK

18. Patricis said the signature was not
her's. hers

19. It was she who wrote the analysis of

the data. OK
20. We taxpayers should support that tax

proposal. 0K
21. Were them the ones that you sent for? they

22. Each of you should receive strong
recommendations. OK

23. We have no objections to his taking
this business trip. 0K

24. Would you ask she to assist you next
wveek? her

25. No one is more efficient than she or
Kaye. OK

& (')

[ 7S
~

172




Business and Technolngy Concepts/Business Communications Unit E

NAME

ACTIVITY E-3: PRONOUN-ANTECEDENT AGREEMENT

If a pronoun does not agree with its antecedent, underline the
pronoun and write the correct pronoun on the line provided. If no
correction is necessary, write OK.

1. The company has moved to their new
location.

2. Which of the two women left their
briefcase here?

3. Each of us must do their share of the
work.

4. A manager must submit her budget
every year.

5. The memorandum is addressed to you and
myself.

. 6. Any accountant will give you his
opinion.

7. Ms. Barberry moved into her new office.

8. Neither of those workers does their
job well.

9. Each of the walls has cracks in them.

10. Several employers have given me their
advice.

11. The president argued with his
secretary.

12. Every msnu and woman gave their fu 1
support.

13. A typist must check everything they do.

14, Ve inspected the building and fouud
it safe.

15. Everything should be in their proper
place.
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NAME

ACTIVITY E-3: PRONOUN-ANTECEDENT AGREEMENT
{Continued;

16. Every owner and every manager gave
their approval.

17. The scissoxrs had a plece of string
wvrapped arouad it.

18. Neither of the men stopped their
complaining.

19. The members of the staff held their
meeting yesterday.

20. Some of us need to do our work more
carefully and accurately.

21. Tim and myself sudited those books
last wveek.

22. The attorney represented himself in
court today.

232, Some of the reports have lcst cheir
relevancy.

24. Everyone should comtribute whatever
they can to this fund.

25. The secretary has misplaced her
steno pad.

P
- -~
LI ]

174




Business and Technology Concepts/Business Communications Unit E

ACTIVITY E-3: PRONOUN-ANTECEDENT AGREEMENT

(TEACHER'S COPY)

If s pronoun does not agree with its antecedent, underline the
pronoun and write the correct pronoun on the line provided. If no
correction is necessary, write OK.

1.

10.

11.

12,

13,

14.

The company has mov-. i to their new
location,

Which of the two women left their
briefcase here?

Each of us must do their share of the
work.

A manager must submit her budget
every year,

The memorandum i3 addressed to you and
myself.

Any accountant will give you his
opinien.

Ms. Barborry moved into her new office.

Neither of those workers does their
job well.

Each of the walls has cracks in thew.

Several employers have given me their
advice.

The president argued with his
secretary.

Every man and woman gave their full
support.

A typist must check everything they do.

its

her

his or her

OK

me

OK

OK

his or her

it

OK

OK

his or her

he or she does

We inspected the building and found
it safe.
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ACTIVITY E-3: PRONOUN-ANTECEDENT AGREEMENT
(TEACHER'S COPY)
(Continued)

15. Everything should be in their proper
place. its

16. Every owner and every nanager gave
their approval. OK

17. The scissors had & piece of string
wrapped around it. them

18. Neither of the men stopped their
complaining. : his

19. The members of the staff held their
meeting yesterday. OK

20. Some of us need to do our work more
carefully and accurately. OK

21. Tim and myself audited those books
last week. I

22. The attorney represented himself in
court today. OK

23. Some of the reports have lost their
relevancy. ()4

24. Everyone should contribute whatever
they can to this fund. he or she

25. The secretary has misplaced her
steno pad. OK
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Activity Name: Verbs E-4
Unit Objective 4

Suggested Use of Activity

After covering nouns and pronouns, the next logical step in the
review process is verbs. This process also completes the link between
thr elements of a sentence--nouns and pronouns as subject or objects
with verbs. At the completion of this activity, a test should be
given to pull this information together.

Objectives of Activity

At the end of this activity, students will be able to

1. Identify the types of verbs and different tenses of
verbs.

2. Distinguish a verb from other parts of speech.

3. Distinguish between regular and irregulsr verbs and
between transitiv. and intransitive verbs.

4. Use the correct form of certain "troublesome" verbs.

5. Correctly apply the rules of subject-verdb agreement.

Facilities or Materials Needed

Chalkboard or overhead projector

Regular and Irregular Verbs worksheet
Transitive and Intransitive Verbs worksheet
"Troublesome" Verbs worksheet

Subject-Verdb Agreement worksheet

Test One

Des:ription of Activity

1. Discuss the differences between verbs of action and verbs
of being.

2. Discuss tenses and ways in which verbs are formed to denote
tense.

3. Distribute the Regular and Irregular Verb worksheet; have

students do the worksheet as a homework assignment.

Discuss transitive and intransitive verbs.

Hand out worksheet for transitive and intransitive verbs. Do

this worksheet together in class.

6. Discuss the troublesome verbs--lie, lay; sit, set; rise,
raise--and go over the irregular forms of each of these
verbs.

7. Distribute the worksheet dealing with these "troublesome"
verbs and work together with students on this worksheet in
class.

8. Review the basic rules of subject-verb agreement.

w
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9. Distribute the assignment worksheet dealing with subject-verd
agreement an: have the students complete this worksheet as a
homework assignment.

Suggested Length of Activity

Three 50-minute class periods

Suggestions for Teacher

Make sure the students understand the difference between verbs
of action and verbs of being. Also, make brief mention of the
difference between forming the plurals for verbs and nouns.

Use a discussion of tense to lead into an understanding of
regular or irregular verbs. When discussing tense, limit the
discussion to the three main parts of verbs--present, past and
perfect tenses. Have students make a list of regular verbs in all
three forms. Also, include the eight different forms of the irregular
verb be: be, am, i{s, are, was, were, been and being.

Understand that the concept of transitive and intransitive verbs
is very difficult for most students. Emphasize the fact that a
transitive verb passes its action on to a direct object and ansvers
vhom or what. Thoroughly explain that any sentence or clause in
which the subject is the receiver of the action also contains a
transitive verb. Contrast this verb to an intransitive verd in which
no direct object exists and the action is complete within itself.
Make sure students understand that state of being verbs or linking
verbs are intransitive.

Relate the "troublesome" verbs--lie, lay; sit, set; rise, raise--
to transitive and intransitive verbs. Hint: the verbs with the
letter “i" as the second letter of the verdb are intransitive; the
other verbs are transitive. Illustrate on the overhead projector or
chalkboard the forms of each of these troublesome verbs.

Review the basic rules of subject-verb agreement in terms of the
following:

agreemen in number and person

subjects joined by "or/nor"

subjects joined by "and"

collective nouns

pronouns that are both singular and plural (some, all)
subject followed by "as well as”

nouns that can be both singular and plural

NN WwN -

Three class periods will be required to complete this activity.
The first day could be used to cover action and being verbs as well as

‘ o
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the concepts of tense, including regular and irregular verbs. A
discussion of transitive and intransitive verbs could also be included
on this day. The second day should be devoted to a review of the
homework and the troublesome verbs. The third day should be spent
entirely on subject-verdb agreement.

Suggestions for Evaluation

Various worksheets are included in this activity; some are to be
completed together in class while others serve others as homework
assignments., Once this activity is completed, an evaluation should be
done. A test over sentence structure, nouns, pronouns and verbs is
included as a sample.
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NAME

ACTIVITY E-4: REGULAR AND IRREGULAR VERBS

On the line, write the verb shown in parentheses in the tense
indicated.

1. James (go - past) to the meeting for
Mr. Smith.

2. They (know - past) our marketing
strategies well,

3. Irene (do - present) her work
efficiently.

4. They (go - past perfect) before I
arrived at the office.

S. Susanna (represent - future) us in
the contract negotiations.

6. I (meet - past perfect) both of their
representatives last week.

7. What (be - present) your future plauns
for expansion?

8. How (do - present) this new machine
operate?

9. Ann (forget - past) to tell the
receptionist where she would be.

10. Who (be - future) your vacation
replacement?

[0
- -
- ¢
-
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NAME

ACTIVITY E-4: REGULAR AND JRREGULAR VERBS
(Continued)

If the verb expresses the wrong tense or if the tense is formed
incorrectly, underline the error and write the necessary correction in
the space provided. If no correction is needed, write OK.

1. The problem has came up several times.

2. Have you wrote that report yet?

3. Some of the flowers were froze on the
windowsill.

4. Eleanor teached her boss to run the
Xerox machine.

5. They had chose his replacement.

6. Your supervisor knowed you had been
. late to work twice this week.

7. Has he went to California yet?

8. A thief stole some of our trade
secrets.

9. He had spoke of that possibility
many times.

10. Our customers certainly knewed where
to get advice.
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ACTIVITY E-4: REGULAR AND IRREGULAR VERBES

(TEACHER'S COFPY)

On the line, write the verb shown in parentheses in the
tense indicated,

1.

10.

James (go - past) to the meeting for
Mr. Smith.

They (know - past) our marketing
strategies well.

Irene (do - prescat) her work
efficiently.

They (go - past perfect) before I
arrived at the office.

Susanna (represent - future) us in
the contract negotiations.

I (meet - past perfect) both of their
representatives lanst week.

What (be - nresent) your future plans
for expansion?

How (do - present) this new machine
operate?

Ann (forget - past) to tell the
receptionist vhere she would be.

Who (be - futurs) your vacation
replacement?

‘f 1’ :" )
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wvent

knew

does

had gone

will represent

had met

are

does

forgot

will be
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ACTIVITY E-4: REGULAR AND IRREGULAR VERBS

(TEACHER'S COPY)
(Continued)

Unit E

If the verb expresses the wrong tense or if the tense is formed
incorrectly, underline the error and write the necessary correction in

the space provided.

1.

10.

The problem has came up several times.

Have you wrote that report yet?

Some of the flowers were froze on the

windowsill.

Eleanor teached her boss to run the
Xerox machine.

They had chose his replacement.

Your supervicsor knowed you had been
late to vork twice this week.

Has he went to Californis yet?

A thief stole some of our trade
secrets.

He had spoke of that possibility
many times.

Our customers certainly knewed where
to get advice.

183
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If no correction is needed, write OK,

coue

written

frozen

taught

chosen

knaw

gone

OK

spoken

knew
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NAME

Unit E

ACTIVITY E-4: TRANSITIVE AND INTRANSITIVE VERBS

Indicate on the line whether the capitalized verb in each
sentence is transitive, intransitive or intransitive-linking.

10.

Mr. Oliver PREFERRED to invest in
stocks and bonds.

This merchandise SHOULD BE INSPECTED
upon receipt.

Ms. Ellis WILL RECEIVE the nomination
for tremsurer.

Mr. Miller IS my supervisor.

I thought our new line of computers
WAS SELLING well.

Mrs. Williams IS happy in her new
position, isn't she?

DID your company BID on that new
construction project?

One of the attorneys WAS CITED for
contempt of court.

Your involvement in the project WILL
HELP all of us.

Miss Henthorn WILL REPRESENT us at
the annual meeting.
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ACTIVITY E-4: TRANSITIVE AND INTRANSITIVE VERBS
(TEACHER'S COPY)

Indicate on the line whether the capitalized verb in each
sentence is transitive, intransitive or intransitive-linking.

1. Mr. Oliver PREFERRED to invest in
stocks and bonds. intransitive

2. This merchandise SHOULD BE INSPECTED
upon receipt, transitive

3. Ms., Ellfs WILL RECEIVE the nomination
for treasurer. transitive

4, Mr, Miller IS my supervisor, intransitive-linking

5. I thought our new line of computers
WAS SELLING wvell. intransitive

6. Mrs. Williams IS happy in her new
position, isn't she? intransitive-linking

DID your company BID on that new
construction project? intransitive

8. One of the attorneys WAS CITED for
contempt of court. transitive

9. Your involvement in the project WILL
HELP all of us. transitive

10. Miss Henthorn WILL REPRESENT us at
the annual meeting. transitive

L18¢
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NAME

ACTIVITY E-4: "TROUBLESOME" VERBS

The verbs lie, lay, sit, set, rise and raise are used in the
folloving sentences. Underline each incorractly used verd and write
the correct verdb on the line. If no correction is necessary, write
OK.

1. Vhose briefcase is lying over thera?

2. The temparature raised quickly in the
computer room today.

3. The cost of living has risen over the
last five years.

4. The doctor asked the patient ) lay
down for a while.

5. The commuter bus was laying in the
ditch after the accident.

6. What time will the sun raise tomorrow?

7. Who sits the prices on your new
products?

8. I set in the president's office for
more than an hour.

9. Our firm has laid more carpeting
than our competitor.

10. Please set the package cver there on
the counter.

11. This case may sit a precadent.

12. Those pages of the report have laid
there for at least a veek.

13. At the meeting be sure to set close to
the exit.

14, They are raising their prices,
effective immediately.

15. Please remember to set the clock one
hour shead tonight.

A} .
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ACTIVITY E-4: "TROUBLESOME" VERBS

(TEACHER'S COPY)

Uni¢c E

The verbs lie, lay, sit, set, rise and raise are used in the

following sentences.
the correct verb on the line.

OK.

10.

11.

12,

13,

14.

15.

Whose briefcase is lying over there?

The temperature raised quickly in the
computer room today.

The cost of living has risen over the
last five years.

The doctor asked the patient to lay
down for a while.

The commuter bus was laying in the
ditch after the accident.

Vhat time will the sun raise tomorrow?

Who sits the prices on your new
products?

I set in the president's office for
more than an hour.

Our firm has laid more carpeting
than our competitor,

Please set the package over there on
the counter.

This case may sit a precedent.

Those pages of the report have laid
there for at least a8 week,

At the meeting be sure to set close to
the exit.

They are raising their prices,
effective immediately.

Please remember to set the clock one
hour ahead tonight.

187

Underline each incorrectly used verb and write
If no correction is necessary, write

oK

rosa

OK

lyving

rise

sets

sat

OK

0K

set

lain

sit

OK

0K




Business and Technology Concepts/Business Communications Unit E

NAME

ACTIVITY E-4: SUBJECT-VERB AGREEMENT

Circle the correct verd in each sentence below.

1.

2.

10.

11,

12.

13.
14,

15.

16.

(Are, Is) there anything else with which I could help you?
Either of the proposals (seem, seems) to be adequate.

WVhy (doesn't, don't) either of them assume the
responsibility?

You are aware that both of us (has, have) to be paid for the
vork completed.

Carl and Tom (has, have) told us that they often work
overtime.

There (is, are) five letters of application on your desk
right now.

Each of us (has, have) an equal amount of responsibility.

We sincerely hope that you (is, are) pleased with our
selection.

The New York Times (is, are) required reading for all
stockbrokers.

It (seem, seems) that no one locked the office last night.

Ef{ther Mr. Hawley or Miss Jones (is, are) to conduct the next
sales meeting.

Neither she nor they (know, knows) about the changes made in
the presentation.

Some of the company's claims (was, were) completely false.
(Are, Is) there anything we are overlooking?

The Board of Directors (was, were) elected by the
stockbrokers.

A long list of prospective clients (is, are) enclosed with
this letter.
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17.

18.

19,

20.

NAME

ACTIVITY E-4: SUBJECT-VERB AGREEMENT
(Continued)

Neither the secretary nor her bosses (was, were) aware of the
situation.

His ability to take shorthand (make, makes) him a much
sought-after employee.

Ve heard that you (was, were) planning to retire soon.

The typewriter, as well as those two adding machines, (need,
needs) repair.
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ACTIVITY E-4: SUBJECT-VERB ACREEMENT
(TEACHER'S COPY)

Circle the correct verb in each sentence below.

10.

11.

12.

13.

14.

15.

(Are, Is) there anything else with which I could help you?
Either of the proposals (seem, seems) to be adequate.

Why (doesn't, don't) either of them assume the
responsibility?

You are avare that both of us (has, have) to be paid
for the work completed.

carl and Tom (has, have) told us that they often work
overtime.

There (is, are) five letters of application on your
desk right now.

Eacl of us (has, have) an equal amount of
responsibilicy.

We sincerely hope that you (is, are) pleased with our
selection.

The New York Times (is, are) required reading for all
stockbrokers.

It (seem, seems) that no one locked the office last
night.

Either Mr. Hawley or Miss Jones (is, are) to conduct
the next sales meeting.

Neither she nor they (know, knows) about the changes
made in the presentation.

Some of the company's claims (was, were) completely
false.

(Are, Is) there anything we are overlooking?

The Board of Directors (was, were) elected by the
stockbrokers.
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16.

17.

18.

19.

20.

ACTIVITY E-4: SUBJECT-VERB AGREEMENT
(TEACHER'S COPY)
(Continued)

A long list of prospective clients (is, are) enclosed
with this letter.

Neither the secretary nor her bosses (was, wvere) awvare
of the situation.

His ability to take shorthand (make, makes) him a much
sought-after employee.

We heard that you (was, were) planning to retire soon.

The typewriter, as well as those two adding machines,
(need, needs) repair.
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NAME

ACTIVITY E-4: SENTENCE STRUCTURE, NOUNS, PRONOUNS AND VERBS

TEST ONE

For each group of words below, indicate whether it is a sentence
or a sentence fragment. Write S for each complete sentence and SF for
each sentence fragment.

1. Whom very few of their co-workers thought
would be considered.

2. Concerning all the building supplies ordered
from Westlake Builders during the past few
months.

3. To accomplish all we set out to do, be it
difficult or not.

4. As quickly as you can, respond to Mr.
Olafson's inquiry.

5. Who would have had a better opportunity to
invest in a highly profitable real estate
venture?

6. To determine the best course of action for
us to take is the sole purpose of this
neeting.

7. Would you be willing to accept such an offer
without giving it a few days' thought?

8. What a thorough report that was you gave
yesterday.

9. Ms. Gustafson, whom you must have met during
the conference.

10. Check to see whether it conforms to their
specifications.

€3
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Indicate the correct case of each underlined pronoun.

ACTIVITY E-4: TEST ONE
{(Continued)

NAME

Unit E

Write N for

noninative case, 0 for objective case, or P for possessive case.

11.

12,

13.

14.

15.

ls6.

17.

18.

19.

20.

that I should go

saw him today

maybe my copy

may have told you

asked me about Louis

with whose permission

from us secretaries

had sold theirs

if you have time

someone did forget

Write the correct plural of each noun in the space provided.

21,

22.

23.

24.

25,

26.

27.

29.

30.

hero
tooth

Coleman

territory

thief

Harris
luxury
potato
donkey

Miss
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NAME

ACTIVITY E-4: TEST ONE
(Continued)

Choose the correct answer in the parenthesis which will best
complete each sentence; then write the correct answer on the blank
space provided.

31. Seversl (mans and womans, men and women)
joined that organization last year.

32. Will we be faced with another econonic
(crises, crisis)?

33. Did you see the (children, children's)
sitting in the receptionist's office?

34. How many (attorneys, attornies) does your
company employ on a8 full-time basis?

35. Everyone did (his or her, their) best to
ensure the success of the meeting.

36. At least part of the work will have to be .
done by Margaret and (me, myself).

37. Which of the orders is (your’s, yours)?

38. Wouldn't it be a good idea to ask (her, she)
to help audit the expense statements?

39. Maybe there won't be too much left for you
and (us, we) to do next week.

40. You have as much experience as a sales
representative as (he, him).

41. Each of the women in the department was asked
to give (her, their) reactions to the plan.

42. Joyce and (I, me, myself) heard the news on
the radio this morning.

43. All of (us, we) employees should receive a
salary increas: within the near future.

44. How much has been (withdrawn, withdrew) from
your check for income taxes so far this year?

194
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NAME

ACTIVITY E-4: TEST ONE
(Continued)

45. This is one of those that (need, needs) to be
checked very carefully.

46. We have no doubt that they will be able to
(raise, rise) the amount necessary.

47. Is this the envelope that was (laying, lying)
on your desk?

48. Which of thos: reports was (written, wrote)
by you?

49. Who (is, are) the new memlers of the finance
committee?

50. Not one of the rumors (were, was) true.
. Underline any error in each of the following sentences and
then write your correction in the blank at the right. Write OK

for any correct sentences,

51. Elsie was shook up after the accident.

52. Has the last copy been ran off the
machine?

53. Mr. Psar has not payed his dues for
this year.

54. Florence had went before Mr. Acker
arrived.

55. The Caulfield's are all talented
actors.

56. When stocks are raising, the
stockholder is happy.

57. The people of the Andes have
monkeys as pets.

58. Boundarys for the camp were indicated
by stone posts.

o

1%, )
o3
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59.

60!

61,

62.

63.

64.

65.

66.

67.

68.

69.

70.

71.

72.

73.

74.

NAME

Unit E

ACTIVITY E-4: TEST ONE
(Continued)

Ella always gives a fewv extra touchs.

Ann and Kate look after themselfs
pretty well.

Upon hearing the news, all Kay's
brothers called her.

Many of the Walshs have been doctors.

How many salesman are employed in your
shoe department?

All publishing houses have libraries
of their own.

Did you remember to return the unsold
loafs of bread?

The emergency work was divided between
she and Margaret.

Mary Ann has a better dispostition
than I.

The moon project is well on it’'s
vay to success.

Tony has more creative ideas than him.

Sara cannot take shorthand as fast
as us,

Do you think that it was they vho
pulled the fire alarm?

Fev people realize that us teachers
are very tired on Friday!

The problem involved the station,
the commentator and I.

Take Matt and he with you when you go.
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75.
76.
77.
78.
79.
80.
‘ 81.
82.
83.
B4.
85.
86.
87.

88.

NAME

Unit E

ACTIVITY E-4: TEST ONE
{Continued)

The boy's noses were red and cold
from being outside.

Nobody realizes the full extent of a
teacher's responsibilities.

They're working very hard to meet
there quota for the month,

Its about time you handed in your
homework assignment.

The boys' glasses were broken when
he fell.

Ann's sister-in-law was born in
Sweden.

The owners of Marshland Enterprises
are the Marshes.

To store all the books, we will need
at least three more shelfs.

Both senator-elects refused to
discuss their opinions with him.

Three countys have already begun to
use the new system.

Most of the radioes that we import
are from Japan.

Employees should give the management
at least two weeks' notice.

The contracts for Bethel and Co. have
laid here for two wecks.

One editor's-in-chief comment was
that such action was ridiculous.
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89.

90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

100.

ACTIVITY E-4: TEST ONE
(Continued)

We looked for the master disk for
hours; all the while, it was laying
right there on the monitor.

We have chose San Francisco as the
site for our ceoavention.

Since the Anderson's have canceled
their trip, they can attend our
June seninar.

Both my assistant's have completed
training courses from IBM.

If your going to take a vacation in
August, you should request it now.

By tomorrow we should know whether
its necessary to destroy all the
booklets that were printed
incorrectly.

How long has Harold knew about the
plans to close the stores.

We tried to encourage Jack and her
to apply for that position.

Gail asked Maria and I to submit
these reports by the 10th.

¥s. Smith and him will discuss the
proposal at the next meeting.

Mr. Braun appointed Gary and I
assistant vice presidents.

Only Brenda and her are on the list
of finalists for the jodb.

198
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ACTIVITY E-4:

SEN1ENCE STRUCTURE, NOUNS, PRONOUNS AND VERBS

TEST ONE
(TEACHER'S COPY)

For each group of words below, indicats whether it {s a sentence

or a sentence fragment.
each sentence fragment.

SF

SF

SF

1.

Write S for each complete sencence and SF for

Whom very few of their co-workers thought
would be considered.

Concerning all the building supplies ordered
from Westlake Builders during the past few
months.

To accomplish all we set out to do, be it
difficult or not.

As quickly as you can, respond to Mr.
Olafson's inquiry.

Who would have had a better opportunity to
invest in a highly profitable real estate
venture?

To determine the best course of action for
us to take is the »>le purpose of this
meeting.

Would you be willing to accept such an offer
wvithout giving it a few days' thought?

What a thorough report that was you gave
yesterday.

Ms. Gustafson, whom you must have met during
the conference.

Check to see whether it conforms to their
specifications,

. -
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ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
{Continued)

Indicate the correct case of each underlined pronoun. Write N for
noninative case, 0 for objective case, or P for possessive case.

N 11. that I should go

0 12. sav him today

P 13. maybe my copy

*) 14. msy have told you

0 15. asked me about Louis
P 16. with whose permission

0 17. from us secretaries

P 18. had sold theirs

N 19. 4if you have time

N 20. someone did forget

Write the correct plural of each noun in the space provided

heroes 21. hero
teeth 22. tooth
Colemans 23. Coleman
territories 24. territory
thieves 25, thief
Harrises 26. Harris
luxuries 27. luxury
potatoes 28. potato
donkeys 29. donkey ‘
Misses 30. Miss 21 7
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ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
(Continued)

Choose the correct snswer in the parenthesis which will best
complete each sentence; then write the correct snswer on the blank
space provided.

31. Several (mans and womans, men and women)
joined that organization last yesr.

32. Will we be faced with another economic
(crises, crisis)?

33. Did you see the (children, children's)
sitting in the receptionist's office?

34. How many (attorneys, attornies) does your
company employ on a full-time basis?

35. Everyone did (his or her, their) best
to ensure the success of the meeting.

. 36. At least part of the work will have to be
done by Margaret and (me, myself).

37. Which of the orders is (your's, yours)?

38. Wouldn't {t be a good idea to ask (her, she)
to help audit the expense statements?

39. Maybe there won't be too much left for you
and (us, we) to do next week.

40. You have as much experience as a sales
representative as (he, him).

41. Each of the women in the department was asked
to give (her, their) reactions to the plan.

42. Joyce and (I, me, myseif) heard the news on
the radio this morning.

43. All of (us, we) employees should receive a
salary increase within the near future.

44.%v*How much has been (withdrawn, withdrew) from
" %your check for income taxes so far this year?
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ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
(Continued)

45. This 1s one of those that (need, needs) to be
checked very carefully.

46. We have no doubt that they will be able to
(raise, rise) the amount necessary.

47. Is this the envelope that was (laying, lying)
on your desk?

48. Which of those reports was (written, wrote)
by you?

49. Who (is, are) the new members of the finance
committee?

50. Not one of the rumors (were, was) true.

Underline any error in each of the following sentences and then
write your corcrection in the blsnk at the right. Write OK for any
correct sentences.

51. Elsie was shook up after the accident. shaken

52. Has the last copy been ran off the
machine? run

53, Mr. Paar has not payed his dues for
this year. paid

54, Florence had went before Mr. Acker
srrived. _gone

55. The Caulfield's are all talented
actors. Caulfields

56. When stocks are raising, the
stockholder is happy. Tising

57. The people of the Andes have
monkeys as pets. OK

58. Boundarys for the camp were indicated
by stone posts. . Boundaries
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59.

60.

61.

62.

63.

64,

65,

66.

67.

68.

69.

70.

71,

72,

73.

74,

ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
(Continued)

Ellas alwvays gives a few extra touchs.

touches

Ann and Kate lnok after themselfs
pretty well.

Upon hearing the news, all Kay's
brothers called her.

Many of the Walshs have been doctors,

How many salesman are employed in your
shoe department?

All publishing houses have libraries
of their own.

Did you remember to returm the unsold
loafs of bread?

The emergency work was divided between
she and Margaret.

Mary Ann Lias a better disposition
than I.

The moon projzct {s well on it's
vay to success.

Tony has more creative ideas than him.

themselves

OK

Walshes

salesmen

OK

loaves

her

OK

its

he

Sara cannot take shorthand as fast
as us.

Do you think that it was they who
pulled the fire alarm?

Few people realize that us teachers
are very tired on Friday!

The problem involved the station,
the commentator and I.

Take Matt and he with you when you go.

we

OK

we

me

him

Unit E
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ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
(Continued)

75. The boy's noses vere red and cold
from being outside. boys'

76. Nobody realizes the full extent of a
teacher's responsibilities. OK

77. They're working very hard to meet
there quota for the month. their

78. Its about time you handed in your
homework assignment. It's

79. The boys' glasses were broken when
he fell. boy's

80. Ann's sister-in-law was born in
Sweden. OK

81. The owners of Marshland Enterprises
are the Marshes. oK

82. To store all the books, we will need
at least three more shelfs. shelves

33. Both senator-elects refused to
discuss their opinions with him. senators-elect

84. Three countys have s8lready begun to .
use the new system. counties

85. Most of the radioces that we import
are from Japan. radios

86. Employees should give the management
at least two weeks' notice. 0K

87. The contracts for Bethel and Co. have
1aid here for two weeks. lain

88. One editor’'s-in-chief comment was
that such asction was ridiculous. editor-in-chief's

89. We looked for the master disk for
hours; all the while, it was laying
right there on the monitor. lying

A
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90.

91.

92'

93.

9.

95.

96.

97.

98.

99.

100.

ACTIVITY E-4: TEST ONE
(TEACHER'S COPY)
(Continued)

We have chose San Francisco as the
site for our convention.

Since the Anderson's have canceled
their trip, they can attend our
June seminar.

soth my assistant's have completed
training courses from IBM.

If your going to take a& vacation in
August, you should request it now,

By tomorrow we should know whether
its necessary to destroy all the
booklets that were printed
incorrectly.

How long has Harold knew about the
plans to close the stores.

Ve tried to encourage Jack and her
to apply for that position.

Gail asked Maria and I to submit
these reports by the 10th.

Ms. Smith and him will discuss the
proposal at the next meeting.

Mr. Braun appointed Gary and I
assistant vice presidents.

Only Brenda and her are on the list
of finalists for the job.

chosen

Andersons

assistants

you're

it's

known

OK

he

me

she

Unit E
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Activity Name: Adjectives, Adverbs, Prepositions E-5
Unit Objective 5

Suggested Use of Activity

Following the first major test, teachers should move into a
study of the modifiers and extra parts of speech in a sentence.
Depending upon the time available, conjunctions could also be
included in this activity.

Objectives of Activity
At the end of this activity, students will be able to

1. Understand the functions or purposes of adjectives,
adverbs and prepositions.

2. Identify an adjective, adverb or preposition.

3 Understand the characteristics of each of these three
parts of speech.

4. Correctly use adjectives, adverbs and prepositions
both in oral and in written communication.

Facilities or Materials Needed

Chalkboard or overhead projector

Adjectives worksheet

Adverbs worksheet

Adjectives and Adverbs worksheet

Prepositional Phrases worksheet

Adjectives, Adverbs, Propositional Phrases Review sheets
Test Two

Description of Activity

1. Review the purpose of adjectives; have students describe
their ideal man, woman, vacation, etc., to illustrate the
importance of adjectives in our language.

2. Discuss the characteristics of adjectives and which

questions they answer.

Discuss the three degree forms of adjectives.

4. Distribute and have students complete as homework the
worksheet for adjectives.

5. Review the purposes of adverbs; give illustrations for each
of the three ways in which an adverb may be used.

6. Discuss the characteristics of adverbs and the questions

they answer.

Point out the three degree forms of adverbs.

8. Distribute and have students complete the worksheet for
adverbs as homework.

-

-
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9. Do together in class the worksheet for finding adjectives
and adverbs.

10. Go over some of the troublesome adjectives and adverbs--
almost, most; bad, badly; good, well; different,
differently; real, really.

11. Discuss the most commonly used prepositions; work together
in class on the worksheet to identify prepositions.

12. Examine the troublesome prepositions and the correct
preposition to be used in certain expressions,

13, Distribute reviewsheets for identifying prepositioms,
adjectives and adverbs; have students complete this as a
homework assignment.

Suggested Length of Activity
Three 50-minute class periods

Suggestions for Teacher

Distinguishing between adjectives and adverbs is frequently very
difficult for students. Center the discussion on these two parts of
speech around the types of words being modified and the questions
which are answered. For instance, adjectives can only modify nouns
and pronouns and answer the questions which? whose? what kind of? how
many? Adverbs, on the other hand, can modify verbs, adjectives, and
other adverbs; they answer the questions how? when? where? how often?
to what extent or degree? Draw a strong correlation between the
comparison of adjectives and the comparison of adverbs.

When discussing adjectives, be sure to include articles in this
discussion. For the more advanced students