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. PREFACE - - )

e - N -
Our American-English language is ever changing. While new words are added to
our vocabulary, more new meanings are added to words we have had for generatioms. ,
The length of sentences in ourlanguage is becoming shorter; much comnunication ,
goes on only in phrases. One listens more than speaks; speaks_more than reads, :
reads more than writes. Yet this least used of the language arts -- writing -= . ..
S is an integral part of ofie's self-dévelopment. There are statistlcal data to be
listed, memos to be recorded summaries to ke written, opinions to be expressed,
and many other forms and modes of wrltlng. There are secondary students who are
deficient in those skills related ;o written composition, and it has been a
handicap im their experiences. *
It was an expressed need on the part of a number of English teachers din the
Robbinsdale Area Schools to doscurriculum writing for these learnets but to f;;
_the gontent into a career-related scheéma, ungraded and experienced-based in

comp%ition skills. .

The team of writers came frqj?one school where the English staff had agreed to

. pilot what was written in the school year, 1972-73. The team gave concideration
to several approaches; it believed, mereover, that an approggh through occupational
classification solely would make .the fln}shed product obsolgte in.a short time.
The writers, theréfore, have taken a position in the language arts which is stated
in their own Introduction and Goals. ] }

- h I

Initiating the teacher-related and student-directed acth1t1es in this gu1de thls
past vear at Armstrong Senior High School has brought results in student achievement.
The instructors, however, have had opportunity to re-evaluate the content through
process and are presently marking those items which worked less effectively and are
planning -£o rewrite sections to suit recurrent needs for their own scheol.

’

In view of this judgment for revision, it is recommended that any reader of

.these materials takes them as suggested means to a.complish goals prescribed by )
him for his students. At this juncture, the guide stands as first written and™ -
approved” for classroom experimentation. , .

B

The Rebbinsdale Area Schools are indebted to the Minnesota Department of Education,
Division of Vocational-Technical Education for the largest portion of the' funding
of ‘this project. Further, the approval received from the Diyision in the past
year _has been of encouragement.

- B ;

» Arthur Elfring . ) .
June 15, 1973 «
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INTRODUCTION o .

7 Saciuty demands a great d:al from the inlividual. Language is one, and !
- probably th: most impoctant, tool hamans use to £ulfill social regaire-
ments.

- - .

Language m3y b2 verbai: or noa-verbal. In sacial situations w2 comaunicate
© by .
a, vhat w: say and how wz say it v
) b. car glaﬂces, facial expressions and boJ)‘postures
ST Tt T T c¢. our clothss and” gLnAral appzarance. R o
d. our writing
° - “\».
InYizrent in all of cq- abw - is th¢ hamaa ablllty to make charces, Auny
£rip throazh a Jopartm-at store reveals th2 wide varigfy of ¢ 01ces avail-
able in possible clothing combinations. Hémans make gagtures;anl facial _
2wpressiosns naturally when situations call for them. :1In sp°dklnb, man }
commands a sid> varicty of voice inflections and has the LurtherQ?Jvantage
of a listen.t why caa s-end sizaals to LnixcatL whzther the mnssagea35 )
coming throazh zlearly or not. } £ 3
. ~ . . > ) - ~"":3.
in inti15, Lidwever. Lhe m:xssage depends aLmsst entirely upon the~ qumunlca-
tor's ability*to aake the propuer chodices ‘in terms of audience, purpni=,
a4 szcasioa, Sinc. wsitoea lanzuage presuppasas that .tia receiver of the
messaze LS not preseat, the writer is deeply involved in aspzcts of the
comminication proc=ss where th:re 1§,n5’1%n=d1§te feedback. Oace a
messaze-send:r has made th: dacision to coavey a written message, he
3

th=a mist have availablé andi at his command many skills that will h2lp
him make th2 message clear, precise, and effective. ..
- . - - ) e : R .
hS . .o ‘
/ = 7
oALS , T /
- . 7/ . r/
. . _ ,/ “ -
1. To make stulents aware of th: language choices available to thah .
2. To h:2lp stulgnkts understani that their language reveals a great dzal

. about thazivr szlf-imazs
3. o h:lp stulants und:rstan] that their 1anguaae‘sk111g reveal their
feelings aboat ani consjderation toward other pzople ’
4, To h:lp. students r;cog11?e that language skills may be increased ani .
with an increase in language skills comes an 1ncr;as§,%F an _ability .
to got aloaz in-thr world . ~
5. To h:lp stul.ats uial:rstanl that just as society has social coaventions
by which haman Leoings can opzrate efficiently, it also demanis skllls
‘in th> forms ot written commanication
6. To hzlp stulents unalerstand that in pra:z LLrally avary career, writing
7. s%ills of ssm: sort will bz n2cessary
To hxlp studzats b':gn,/avarg of the n‘CﬂSGitj far choosing accurate, |
precise language in dsaling with othar's feelings anid values ,
8. To hzlp stilents unlerstand that language precisen:ss is nzcassary if

“ d-aliny @jth vorzabulary of tha world >f work .
9, T aelp studzats ual- srstanl that slanz ani POllOQdLGIlsma are an
effestive tool in appropriate situa Lons\ ‘ _////
5 J '
iii \," I3 4
Qo . '
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17. v h:lp students learn possible ways of securing information

11. To hzlp students leara how to use information effectively

2. To:help students learn to evaluate information received and sent

13. To help stulzats learn to use a variety of language skills ranging
from formal to infonnal English Jdepending upon th2 appropriatensss
oI the pessage and the aundience

1%~. To hzlp students formulate goals for themselves in terms of

’ streathening thatr abllltlpa to affec t1v;1y ’mmunxcate 1n
written language T

15. 1o help studeats learn to ask:questlonsthat elicit thz rusponses
thzy dasire

16, To learn to ant1c1p4te the effect his message will have on his

-~ andisnce :

217. 7Ts learn to understand the basic assumptions that are made whan

written communication takes place
15. To learn to recodgniz2 ways in which feelings may b2 communicated -~
to bacome more sonsitive to what p2ople are really saying
9. To ba2come aware of so;1a11y acceptaole standards of written
¢ounanication forms \ ’

a—

-

USING THE SECTIONS .
I'nits I, LI, ITL, IV may hav: teachat aztivities or studznt actxvxtxes
ar botha. Activities that support tha\objactivas are listed with each
obicctiva., They will bz identified as\T-1 or §-1 -- meanxng Teacher
Activity 1 or Student Activity l eCC\\

) /

7.
Materials specifically for teachers are idgnd on thé blue pages.

-
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SECTION I:
REVEALING ONESELF _
THROUGH LANGUAGE




REVEALING OsESELF THROUGH LANGUAGE: BAaSI ’ASSBﬂPIIdﬂé

1.

2.

FAS

v aw

.
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Language

o7 -

- :
H

Personality is revealed through language.
Seli-image is a parson's own conzeption of th2 sort of parson he
All actions, feelings, behavior -~ even one's own abilities --

is.
are consisteant with one's self-imege. - :
Written language skiVls zan b2 one means by which self-image is

communicated. - . .
Language is a tool that can reveal feelings, interests, abilities,
and goals; - .

Language choices gffect one's cateer, or.life style.

Humans record reactions to experience, rather tham the actual experience.
Language s%ills may introduca us to other people we wish to know.

shows ouar coasideration for .and ability to coopz2rate with others.
h2lps us talk to other pzople about mutually shared feelings.

Language
Language halps us evoke responsas from sthers. .

.
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REVEALING ONESELE THROUGH LANGUAGE: OBJECTIVES ..

1.

10.

To discover how word choice, intonation and non-verbal devices
facilitate or hamper comnunrcatxon :

T-1 S-7 s-9 S-3
T-4 S-6 S-10 S-5
Ta osffer expzrience in asking meaningful questions .
T-8 T-3 S-6 s-2 e
5-9 -7 - 7
o

To develop awareness that p=2ople have different language preferencds

, T-1 -5 S-10 S-5
T-3 T-8 ., S-7 S-9
3
To analyze similarities and ﬁifferences in language patterns
T-8 N -7 )
.T=5 : S-9 ) /

e

S-10 , .
! »
. y; /
To discover that one's audience determines, 1anguage choices for I
effective commun1catlon . , .

T-3 S-9 S-5

T~
T- T-8 5-10 /

AR

/ . .
To determine the importance of correct spelling in communicating a
message precisely

T-9 T-6. -,  S-8 s-3
T-4 T-7 7 S-10 S-5
To analyze the environmeatal factors that LnELUDncn on@'s feelings
aboat language ’ % o . ;
- i
T-8 S-4 . S-9
T-1 .8-7

i

To analyze thz impact of visual factors in written messages

-5 19 . s-8 5-5
. -7 ) S-4

To b2gin gathzring information about ths necessity of ]aﬁguage skllls

-in the bu51nass:comman1ty

°

5-2 5
§-3 -5
fo Jemonstrate that language use demands cooparation ani interdepandence

-1 , T-10 4’ s-9 - T-2

%

L
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REVEALING ONESELF THROUGH LANGUAGE: OBJECTIVES . x\\\;
. + \\
) ‘ b \\\
11. To discover the factors that influence one's parsonal 15hgg?ge
choices ’ <
T L ™~
T-3 s-7 - $-10 - ° 8-9 AN
- S-4 S-5
\» =
ey

12. Téxgéin_gxperience in deliveriné messages with clarity
-1 T-2 ¢ s- 5-5
T-4 T-10 %- 0 S-9

13. To demonstrate that one's language choices reveal one's self-image

[

-
T-6 -
!
«
B
| s
‘S i
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H
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REVEALTING ONESELF THROUGH LANGUAGE: S-1
P !

Keep -a timztable of ths differént ways in which you use English for a

day. Estimate thz am

dunt of time that you don't know 2xactly.
avare qﬁageéélng, WYIZ

ing, spaaklng and listening.

! dﬁriﬁﬁ~tn° day. that you don't use Engllsh even to thiak?

} ". \\
<. I § -
A *,
\ 1 - R

PR

Be

Is there anytime




s T

. REVEALING ONESEL 'R(‘)UGH/ LANGUAGE: S-2-/ - . A
- - . . 1 B / - . . -‘:. . ‘V-»‘\"‘-'
[/ .’ . . .

. . P S
- -Put yourself'into one of_the»fdllowing'sigdatignsf‘ Looking for .an’ apart- -
ment, looking for .a job, looking for a college, looking for a.vocational i
training program. 1. What questidns-would: you ask to gather-the infof-
mation necessary to fulfill your style of life? 2 What questiops, ~%A( s
would you a3k to show that you are a cdoparativa person who would bét T ‘
. “an asset| to this new situation? o + T
Write but ths questioms. : -t . b Y
. - o . e =y .

T
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REVEALING ONESELF THROUGH LANGUAGE: S-3

o

“5 .

I

Have’ five adults complete the following questionnaire.

Personal Characteristics

Rank the following per.onal traits in--order of importance for succass on
your, job. (1 - highest) - v

- ..

" 1. Honesty .
2 - 2. Friendliness )
_ 3., Tactfulness .
a 4, Creativity
) . 5, Sincerity
. ] 6.- Industry
.. 7. Promptnéss ]
e 8. Neatness ' -
s - ‘Language Skiils (Communlcatlo1 Skllls)
1.  Pemmanship .
. 2, Spz2lling’ ' . i
. 3. Giving directions ’ i
4., Writing s messages or other communlcatlons . Cow .
5, Speaking . -
- 6. Conversation 1 .
- 7. InterV1eW1ng . - . : i
r “Areas of Stidy ! : . .
Rank the folloW1ng areas of study in order of 1mportance for you.
. - 1. A¢1thmet1c ) -
. .2, ‘Writlng . .
- 3. Spesch. - -
4, Typing i -
5. Reading - g
- 6. Misic ) -

7. Histoxy’

8. Government/Politics

9. Psychology - .
10. Physical Fitness ’

1]

!

¢
. . . )
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" REVEALING ONESELF THROUGH LANGUAGE: S-4

~—

Feelings Revealed About and turough Language Usz

i
3 - [4]
How do you feel when: u o b
. o = ol e~ U
. . ] LTI PR} ; c
(Check the column which comes w 13 {2 15 (2. 1* 8
. 3 ~ 13 [e} 13 [+] G4 o LR
closest to- your usual feeling) S 18 8 18 |- {25
. S fw jo ta lm e 13 Jom /|
- : orz |5 5.2 1B B B2 e
1. a.newspaper misspells a word? e 15-|8 £ 15 &8 |88
, ) - < Jvn IH m N D R
" 2. an oldér person doesn't under- . ' .
stand your slang?
] 7 - X : . . -
3. /someone corrects your grammar
. : // whea you're talking? . ’
Ay
/. X H i -
/4,~ a teacher uses a wrong word? ‘ .
5. someonz you respect tells you N -
-~he can't read your handwriting? 3
r » . .
- 6. a parson ‘uses words he assumes . * . .
you uriderst\:and.but you don't? . . A
7. you read a poem and understand = - 3
P . . *~ N -
it ‘though others around doa't
- séem to?- .
’ v 7 I -
J .
. 8. vyou real a message left for ¥ T
you which is written so il- . ~ .
. . » ledgibly you can't understand it? 1 ¥
‘ ’ ' ~.- .
P * i .
Using this chart as a guide, write a brief statement summarizing yourself
s and your reactions to language use,, i
. ,.*, . *
< ;o .
H !
f' X -
/ ] ]
A - .
— ! ) I .
e 5 o -
% , ‘
e ,!;;x ﬁ,:» - Rz
= . - Pty -
:/ ’ - ;W < 7 /
P - - - . / f
“ ' ¥
« - 4:.4 . v
4 £
1. “
- . S /
4 . . ,‘, ’ 10 : 2
Qo b -
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REVEALING ONESELF THROUGH LANGUAGE: -
Othagg

Language helps us to evoke response
Ask fiva dlfferent pzople (at least
list of words g1ven below. § -
Rospond rapidly to the fol owing words.
word, choices?

male - -
r

=

-

female

-

,7‘

H37 clnar is communication?

S s

from otha2¥s.
three adults) to respond to the

-

"Are tﬁg;;§5§orab1e or unfavorable

Favorable 1 2‘ 3 % ? ‘Unfavorable }/{

1. policemiP 1 ‘2 3 4 5 ;

2. cop 1 ZR 3 4 55 i )

3. fuzz 1 2:3 4 3 -

4. 'draftdodgér 1"2 3 4 5' ) L
. 5. paciffcist 1 2 3 4‘5 /‘_’;:;"!;/J

6. stud- 1 2 3 4 5 . T

7. Wippie a1 2’34 s *

8. "ripping off? 1.2 3 4 5 ' ‘

. ) i )

9. pig 123 45 4 |
10. grass 123 4 5 -

A;e: circle one {10414) /kiS-IS}. (19-25) (23-30) (31-40) (41 and over)

Sex: ‘ ‘i::::§ .

/

¥

. - P, -
Ask five people for reactions to this list (at le&stltwo adults).

v

r

What is the first word that comes to yaur mind wﬁsﬂ ‘these words. are usad9

gold
pink
houss
grass
evolution
politics
spaed
poctry
diamond .
var

.

-

/ -

.
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- -REVEALING ONESELF THROUGH LANGUAG&: S-5 "

*

Draw conclusions about the ways in which words.can evoke respongs from

other p=zople.

"1. ) ’

f .
- /
2 <« - "
.
g
- .
* .
- - -
3. . -
e &
»
A "y
4 .
.
-
-y /
-
.
¥
i
&‘z * LY
.
A -
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Tor
-
/' -
-
%
’ i
-
¥ T
- ¥
- -
P
7z
L 3
« ; 1]
—f T
. . ,’ N .
.
.
#
- - - - H
- LY i +
\ ;
3 Y ;
. {
. i
. N o]
. N
. 13
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REVEALING ONESELF THROUGH LANGUAGE: S-6

.

‘The Importance of Language Skilis on the Job

J. Intervxew three people who have full time jobs cutside the home.
Ask them if language skills ave important to them in their Jobs.

2. Ask them to indicate how often in a typical day tney are called

upon to demonstrate language skills.

3. Obtain a typical sample of the writing that he or she does.

4. In preparat1on for the interview, construct the questions whose -

answers you will need to know in order to form conclus1ons about the

importance of language skills to thes2 pzople.

Questions: ) . -
i - i

~

<
by

[

A
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REVEALING ONESELF THROUGH LANGUAGE: S-6

After the interviéew is completed and you have obtained the writing sample,
analyze it in terms of what the parson has expressed as his feelings about-
language skills and his practice.of them:

1. Is ths writing intended for !F
a. himself? ’
b. others?

2. 1Is tﬁe sample a, handwrittea? ., b, typed?
- M - - /
3. In your'Judgment ‘how well are the following language skills
* " demonstrated? Rate the message from 1 to 5, using 5 as
excellent and 1 as vary poor.
S Spalling — : Oxganization’
'~>Eféﬁhd?(*"* L Hand%riting or
p—
Clafity\. . o Typing
What conc1u31ons can you draw about the importance of language skltls '\
to these three people on their jobs? ~
— ¥ P -
f‘f’:’f-/' - - s =
s

N

AN




REVEALING ONESELF THROUGH LANGUAGE: S-7

Everyona has a conception about himself as an individual -- _he sort

of person he is.| Thls is his self-imaga. Self-image is closely related
to cne s values, one's ability to get along with other human beings. and
one's choice of career and leisure time activities. Language reveals a
gréat d=al aYout your self-image. . B

«
7

The follow1né\exerc1sos are dssigned to help you formulate some ideas
about the way your language reveals vour self-image.

1. Answe% the question: Who Am I? with five brief responses. .
4 \
s L :
~.  B. : :

-

o * i

2. Check the ones whlch you feel are the ones. you would most like
other pnople to say about you, . . ] i

‘3. iNow wrlte down five things that you think other p°op1e mlght say
about;you if they were asked who is X . I
- . (insert your name) ) T

ST A, ; “ : .. -

(@]
N

%
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- Mother's mother

REVEALING ONESELF THRCUGH LANGUAGE: ?—7

/ ) ’
Now that you have a list of items that you identify as aspects of
yourself, try to think of the ways in which language is the tool that
vou use to convey these parts of your personality. Obviously, what you
say and do influences what othars might say about you. The way you
feel about youréelf is also influenced by your command of yout language.

Every human has whdt linguists call an ideolect - a very spacial

way of using the language that is uniquely individualistic. Much of
this is determined by your family background, your cultural background;
your friends, your experiences, your interests, and the things you do.
Find out from your parents as much of the following information as -
you can. ’

Place of birth Nationalitx‘;

Father's father - N ' .

Father's mother . S ’ j

Mother's ‘father j » - — : B

Your mother

Your. father | 7 . ' - “’ . T .

-

A. Make a list of 'words that are used by the above people that you
‘have never heard anyone else use, "If possible, ask them to tell you
where they got the word and -how they use it.

“B. In whéi ways, if any, does the language you use in your homa
differ from that taught in school? - ’

a' C. If you have lived anywhere besides Minneapolis, caun you think of®

any words people in the other area use that we don't? .Have you ever
traveled somewhere and found that there was a difference in vocabulary?

Indicate the folllpwing:

Minneapolis

{ Othexr Location Word - ’ .
word ; - N / .

f
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D. Select three areas of interest that you have. List at least five
words from that area that has a spacial meaning that is anderstood
only by people who enjoy that activity. :

-

For examgle:'
. Football -- punt, red dog, pigskin, block, first down

= Embroidery -- French knot, crewel, chain, satin-‘stitch, hoop
E. Closely related to special interest areas is the technical vocabu-
larfes that people use in a certain occupation. :

‘\ 1.
R 2.

1 ’

What things have you don° ‘that you got paid for’

What special words did you have to use in this job that people

-in other jobs would not have to kngw? -

, 3. Ask one of your parents or -a neighbor to exp1a1n some of the
words he/she uses in his job that you were not aware of )
previously. - i

. 4. List them and.identify the job. ’ . -

i F. Every person's vocabulary is made up of a certain amount of slang ---
— : = &‘?reezy,-colorful timely language which, when used sk111fu11y,>adds
. “liveliness and sparkle to anyone's speech. People use slang because
it adds noveify; unfortunateiy when overused, the novelty wears
off and,, 1t As usually replaced by a new expre551on. ~

; x

¢ Because sIang expressions come and go so quickly, it is often K
. 1napproprlate in written expression -- espacially, that which is / -
meant t¢ last-mpfe than a year or two.
/' : _»:e - - - t’ .Y ) - - ?
L ﬁist at least ten slang expressigns which you and friends

use at the present time. Indicate the ways in which you usé&
,'the word. : ..

2 'ﬁ%ﬁ‘your parents or someone else who is§ at least 35 years o

‘old to.make a list of words he/she used when he/she was in

high school. Check the ones you were familiar with =~ what

were the meanings. of .these words?/
3. What judgments can ‘you make about .people who only use slang

whan they are searching for & colorful word? { ~ 7 ‘ -
4, Project yourself into the future, Wnat words will you T L

" propably have to substitute for your sTang vocabulary ten . -

years from now if you W1sh té be understooJ73 Use a ] ' -

ke

‘th2 same thlng as th° slang expression.
/ - .
Enrichmént Activity i . -
In the library reference stacks, look ‘through the slang dictionaries. .
Try to find previous slang expressions that were used for the words you
llstnd in answer 1 :

el

&
e
.
5
N
DI
=
-

Aruitoxt provided by Eic:




REVEALING ONESELF THROUGH LANGUAGE: S-8

Sg?lllqg ) S .
Take the following list of spzlling words to six pzople of different .
ages and occupations. Choose three males and three fgmales. Read the - :
list of words and ask the following°

¥
1. How many words in this list are you certain you can sp=11 correctly? ’
2. Which words would you wish to check in a dlctlonary ‘before you spell
them? R J
. - e amateur ; »(Lassa531nate
/ © familiar ... -~ guarantee
; . loneliness T nuisance -
B ., . persuade . questionnaire .
Yo tournament unnecessary- \\
Fill out datd sheet. S - -
Age _ . A s
Ozcupation . - - -
Sex- - . s e - . 1
How important is. spelling in dally 1life and work? 12 3.4 5 T
Do you consider, youfsclf a good speller? . 12345 ’ )
‘Dascribe what kinds of writing you are most likely to do. {
Do you feel that your spelling is adequate’ for your writing needs? yeQ, no
How important is™ it that you spnll words correctly in any form of . -

- - communication? o 12345 : -
Would it bother you if words were mispzlled in nEwspapars and magaz;nes’ .yes no

From this act1v1ty how do you assess the value of sp2lling in da11y N

i14

» Iiving? Do you feel you will make more or less of an gffort to sp°1;
-/ . words correct1y7 -
Pty . - T “
\ - {
’ . A y

Lo ‘ S \

- A
o + 1
i a - / 5
. 1 T / .
. %/
- Y
- Fal »
. . . /, R ’
; . /
/
- 3 . /
7 1
-~ !
-
4 -5 ot
22 o
L -
/ >~ N’
] = " i
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REVEALING ONESELF THROUGH LANGUAGE: S-9.

Laaguage Choices - - ’

' “Record an interview with one adult and one teen-ager at different times .
on the subject of "Communications among the generations." Ask each the )
‘following question: What language barriers do you find in communicat-
ing with people older or younger than you? Conduct the interview for
at least five minutes by asking related questions that grow out of the’

conversation. ) . & ‘
Then analyze the tapz for the,fellowing;, o - ,h-l

; z : VA .

s . [

* 1. Write down any words that were urfamiliar :to you. //// £

2. Look for the word is. Did .the p=rsoa make a statemant "sound like P
.a fact that was really an opinion? Give -example. ' :
vmat words-and phrases. were'pzts" to the porso19 (often fepeated)

I think, you know, ah . o
What slang’ expre551ons were used? Any that you didn' t understand?

2 you foel that the parson was talklng to you as an equal inferior,
gr superior? Why? . -

ow clearly did he express his po;nt of view?

DJri g interyiew: N
. H

1. What phy51cal expressions and gestures were common durlng interview? :
- 2. Wnat tone of voice did the person' use?
3. Ffom the reactions of the person, what effect do you think the
presence of the tape recorder had? . .

§
-

«

. o ) R
Compare the adult 1nterv1ew with the teen-age interview. How do you think
these two people would communicate with each other’ Why? How might aware=-
ness of language assist better communication? : — !

i .

~ . -, -

~, .
* - - - . - / ¥
e VU .
- - —— =
.o ! -
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R . H 3 .
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REVEALING ONESELF THROUGH LANGUAGE: S-10 ‘.

/

2

Building Relationships ;
Language- is 1mportant if we wish to communicate w1th others. When you
talk or write; you usually-do it for a purpose == you want to make others
understand what you are thinking or feeling, let them know what they have
seen or.doné, or explain what you want them: to do. If the language you
use carries out your purpose, if it gets your ideas across to others in
-~ a-way thab pleases both you and them, 1t,1s approprlate.

An important aspect ‘of 1earn1ng to use approprlate language is know1ng
when to use a partlcula7-sty1e of writing and learning about the effect

of the use will have on/ the audience. The written. language can be AN
generally categorlzed by formalh 1nforma1, and non-standard. .

J .
§ . .

Some of the character7st1cs of these forms are:
M|

j . . Non-standard | . e
) . 1. Génerally used byithose w1th little forma1 schooling
N - 2. Mainly spoken ‘
’ 3. Double negative usage
<4, ,Incdrrect ‘forms of pronouns and verbs &
5.. '1f in print, in dialogue of- stories and comic str1pa
6. Inadequate and inappropriate for ppople whosé work ‘involves a constant
use of language -,
7= Keeps one from using language prec1se1y

1

i

7 -

4

Formal 1anguage

1. Found mostly in writing for scholars and those, with 1nte11ectua1 1nterests
2. Language of textbooks " , . -
° +3. Poetry" g (-
. %4, Heard occasionally if sermons, graduation sp . o
5, Bookish rather than conversational r
/ ‘ 6. Largs vocabulary - .
R 1 ¢ 7. Very careful - . a;f:
' 8. Sontences gan=ra11y longerfand more involved e {\ . -
- 9. Allusions . i -
10. 'Intrlcate sentences . . ) "\ . r
11 Aoproprlate for: . . by AT :
N oo a. Discussing difficulf, abstract ideas fpor restrLcted audLences A
’ ’ b. ‘D2aling with complzi technical and. s entific matters -~ ‘&,
c. Speaking and wr1t7 g that calls. for a}dlgnlfled tone . . ’%
v - / ‘ L Ny
Informal Engllsh A . L b . Y .
F7 L. Most generally used ", - S ; ’ , e
< . 2, Lie's between two exfremes . ’ v
- - -3, comfortable {/ : ' . . . -
#4. Tidied up in writjing g, ! ‘
‘. 5. Greatest part of what we read -- newspapers, magazxnes, plays and novels
6, Convarsatlonat/ one ' . .
' ) ’ / ; . )
- A 7.
/ - / -

% L .

- 20
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7. Written form (vocabulary, word orde?:,
like speech ' .
8. Norfmal language of classroom

9'

1

o'rhyt:h’n} of sentences) very much
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REVEALING ONESELF THROQGH_LANGUAGE: S-10 )
. ' ,

4. Look at thé_following chart which summarizes the -types.of English.
In the blank following each, check the forms that you feel yau use
and need to have command of during your life.

?

~Legal documents ’ ' "
Reference works; scme textbooks
Impersonal reports ’
Bodks and articles for professional audiences .
Literature for a limited audience; essays, much poetry, some fiction
Some newspapar editotrials and features _ N -
Addresses and lectures to restricted-.audiences
~.Most novéls aad short stofies; some poatry
Magazine articles and books on subjects of general interest
Business letters; advertising copy. ’ ;
" Newspaper writing - : C
General cofiversation of edicated pzople -
Letters to*intimate friends or family -
Conversation with family or close friends o
Conversation’ of many people in their work and personal affairs
Dialogue in, plays, stories, and comic strips ' ‘-

7

. ’ . S ::: ’ ‘e

B. On the basis of what you have checked,‘formulate‘at 1éiut‘ch}ee goals:
and reasons for them that establish why it is necessary for you to -
try to attain them in order to.relate to other ‘people in school and -

after you get ‘out of school. e

*,’Goals: A
1. I need to learn to

because

I need to*learn*tOMﬁ%E‘

beéausé

I need to learn to

bééause

D5 you s2e aay nced to learn forndl English?
1 ¥ “

' i
’ s . ;

In what ways will enlarging your command of infommal Englishihelp you
in your relationships with ogﬁef peoplgg ‘ | .
. - L ‘ oy L
’ - - | A
Have you ever offended anyone with your choice of words? If so, dascribe
the situation. ~ R ’ ; 1‘\ Lo

R
C e, = P

3 . " 26

22
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REVEALING ONESELF THROJGH LANGUAGE: $-10

Conducting a Usage_gqll
Ask five pbople -~ a high school stuieﬁt a pareat, a salesclerk, an
office worker, and a professional man (do-tor, lawyar, or teachar of o
_r.-minister) -- to select from -2ach of tha pairs of s2ntences below tha oas2
- ~" that h2 would use in the situation describad. Explain to each person
that he is not to choose.the Sentence that -seems to him "most correc t," .

but rather thé bn2 that hz would actually use in each situation.

*

i

‘

Oa ths chart b“lod tha sentences, record your f1nd1ngs by plaﬂlng a
chack mark below the usage items chosen by esach parson.

*

-

. ;. In speaking to a member of your ‘family, would you -- as a -rule -- say:
a) Roy can borrow the coat if he wants to.
b) Roy may borrow the coat if he wants to. LT

2. Ina conversation with a friead, would you ordﬁnar11y say:
a) Have you got enough mon2y for the tickets?
b) Have you ehough money for the tickets?

. - 3. In a letter to-a Plose friend; would you write )
: a) Tom has been bowling lonoer than me., A
e b) Tom has been bowling longer ‘than 1. '
4. At a basiness meetlng of a local service club would you -~ in
‘givimg the treasurex's report -- say: : -
a) Everyona is to pay their dues as soon as possible.

i . b) Everyone is to pay hls du2s as sooa as possible.
5,. In an 1mp3rtaﬂt business Aetter would you write: ’ .
a) Who would you rupommend to ﬂ01dﬁct the appraisal? -

b) Whom dould you recommend\to coaduct the appraisal?
6. a) I can't hardly bzlieve that a storm, could do that much damage.
b) I can hardly believas that a stomm could 45 that much damage.

can |may {| have |have || than | than [ their | his || who | whom || can't | can
’ _got me : | hardly | hardly

tudent >
Parent - 2 -

A S )
balesclerk . - ' -
Dffice - - . ‘ “) - F
-/ g >~
yorker - ' - .
Professinnal - ' ' ’

n l - -

Q . - . - . o

EMC . o3 oo B -

mmem -~ . —or i
*, - . - -
.‘/ [ . . . ‘. . )




REVEALING ONESELF THROUGH L%YCUAGL. I-1-9

- Ty

N _T-1 Accidznt - .
An accident iavolving 2 child has just occurred. The child has a broken
arm and a couple of broken rlbb. You must ££11 the mother what has ;-
happenad.

1. - How J3y you want the mother to reSpand? ‘ .

2. Whar messaze will you deliver to et the response you want?

3. Wat doas your parposs in dalivering the ﬂessage tell about yoa’
énalyzn all three parts, thea construct the mossage.

T-2 %ulﬁdln“ Blocks: €iving Directions

faterials noededs {1¥ a bag of children'’s blocks (15-20) for each -
- zroup”of 4-5 students / .
’ {2) one _blindfold for each group of students

"o,

Divide the students iitto groups of 4-5. iHave students in each group .
24 sit in' a circle on the floor around a bag of blocks. Blindfold one
‘ student in each group. Dump the blocks on the floor within the group.
.Students are to instruct the.b.indfolded student in building a tower with
the blocks. The builder constructs the towsr by placing one block atop
T another~ip a vertical line from the floor. The other studeiits may not
. touch the "puilder" nor any of the blocks. They may only cofmunicate .
with the "builder™wcrbally and only the "builder" may hapdle the blocks.
If tha towzr falls dowa at: any point; the "builder" starts again.
Establish a time limit of five minutes. The eXercise may be a contest
! between tne groups, i.e. the group that constructs the tower -
with the most blocks still standing at. the-end of the time limit "gins.'
Have students switch reles (but not groups) to allow as many as possible
in the group the opportunity to bz the builder. When students hava
completed the exercise, ask for their responses to theé activity.

1-3 Talklng Abgut Others .
Show half the class a picture of a person. (Half the class may have
- their backs to a projection,) Have them describe the person to the
othzr half (in pairs). Then tell them that the person is present in the
conversation. What changes are made in the conversation? What responses
do the stulents have after the activity is complete? Written language
_skills can bz one m-ans,by which self-image is communicated.
T4 GlVln&VDIIECtlonS ‘ 2 -
1. In class, ask ecach student to write directions te111ng how a stranger
to the school would ct from the school parking lot to the prlnclpal s
offize, - .
2. fhz only iastructions.rhat should accompany the assignment are that
the student should attempt to coumuaicate the ma2ssage as accurately =
= as p3551b1c and no name should bz put on the paper.
3. Whep thz students have {inished the writing, ask each student to i
write five numbers at the top of his paper (to be used for identifica-
T tion). Each student should record his owa number.
4. Collect the paper: from the students and then pass them back randomly.
5. Ask the students to take thé paper he now has in his pOSSESSlon to
'fxvc dxffcr;nL pzople -~ at least two adults, “ %

z
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REVEALING ONESELF THROUGH LANGUAGE: T-1-10 \\\

6. Ask these p2ople to make comments on what he thinks of the person
who has written this paper. Each student should record the comments
so that the writer will be able to read them later.

7. In class, discuss the kinds of responses that ware made about the
written statement.

8. Have the class draw cdnclusions about what we can learn about our
written communication. - +

.y

e -

T-5 ﬂaklnngudgmants About People - :

~ Have the students organize a format for compllmg their information from

. < “student activity 6. Show how class conclusions might differ from

. individual ones. See if students can isolate factors which cause the
discrepancies. <

- 7

T-6 Varying thne Format N
Present the same message several,tlmes varying the penmanship, format,
word choice, and organization and make a judgment about what each reveals
about the writer. Have students write a similar message in which they
attempt to give the best impression of themselves.

-

*
-

T-7 Taklng Minutes .
Present -the minutes of a meeting (1) in longhand, irregular format,
crossed-ouc words (2) well-outlined but poor penmanship (3) good penman-’
ship organized. Exzamine which persoun you "would most like" to take the
minutes at your meeting. Hold meeting of small group in which five
people take minutes on the topic: '"the ways language expresses one's
personality.'" .Each person then write his minutes for the groups showing
through clarity of penmanship, organization, format, and word choice
that he accepts this responsibility of full cooperation with other members
of the group.

T-8 Note Writing T

Student write a note to a frlend of the same sex in which he describes
one experience he had in the last week. Examine: (1) What the interests
of the writer axe, (2) What kind of person he thinks his friend is.

T-9 Rumor Clinic
I'se-a rumor clinic. Have a direction or story repéated by several persons --
one telling the next about the situation, but not in the presence of the
. osthers. What conclusions about language can be drawan? Suggestions for
story sources: 1. News articles
7

2. Detailed pictures

. 29 7 :

26

+

x




-

SEGTION IT:-

4 -

SITUATIONAL FACFORS




‘

=
-

SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: BASIC ASSUMPTIONS

-
=

1. A primary purposi of .all messages is clear communication.

2. Audience, purpose, and occasion are curcial factors for the communicator

to consider when he wishes to ‘send a me=sage.

3. The connotations of words play an important part in the effect of the
message on the audience. .

4. An effective message depends on the cooperation of the sender and receiver.

5. An effective message is influenced by the sender's ant1c1pat10n of his
audience's response.

6. The audience evaluates the sender on the basis of the way in which the
message is sent. i

7. . The greater the number of variables, the greater the’ 11ke11hood of
miscommunication. .

8. One's self-image depends on how well one thinks he is understood.

9.- Written messages differ from most speaklng situations in that the

receiver may be absent. - .

1 v,

Fa
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, 0CCASIO§:’ OBJECTIVES

-

-

.-

-~

1. To talk with area employers as people with particular business inte;ests .

s -

) !
's-5 s-1 §-2 _ \

2. To apply interviewing techniques to get to know an audience i

4

i
s-5 S-1 S-2 §-6 T-2 i
1
I
}

3. To demonstrate skill in asking appropriate questions in seqking]jnformation .
S ) :

§-1  S-2 S-5 S-6 ' )

I~

To demonstrate épility to choose language appropriate to a specific audience

$-3 S-1 S-2 S-4 S-6 T-1 T-4

5. To compare audiences to determine appropriate language choices

’
4

T-4 . 5-5 $-6 -3’ s$-7 §-8 T-1 ‘ S

4

; . . . . . . £
6. To leéarn to discriminate betyeen oral and written message situations.
. ;

S-1 =S-2 §-6

-

7. To demonstrate understandingﬂof the influence of occasion on language choice

LY

: /
-3 S§-7 S-5 S-4 536 T-4 .

1

8. To make students aware of the standard procedures in filling out the forms

$-9 .

=

9. To demonstrate that the effective message is influenced by the ‘sender's
antié¢ipation of audience_ response * ‘

S-4 S-5 $-6

>

> s

.10. To give students practice..in making appropriéfe word choices in specific
situations . : ‘

«
¢

=,

-1 T-2 §-7 S-8 ~ . . .

11 1o discover attitudes that people hold about the correctness of particular
language choices . .

T-2° T-4 S$-6 §-5

32
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E, OCCASION: OBJECTIVES
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tS%EUATIONAL FACTORS!: AUDIENCE, PURPOS

E 3

N

7 g .-
12. To demonstrate th
basis of one's purpose
7
clear communications

e ability to make differentilaﬁguage choices on the

13. To demonstrate the effort needed for
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‘SITUATIONAL FACTORS -

AUDIENCE, PURPOSE, OCCASION: T 1-4

- T; 1 _ . . T s
Read the statements below: .. i T P
. . ' “
1.7 1t ig approb;iate_for 2 man to offer 4 woman his seat, p
T2, It is inapprobriate for a woman to offer a map her seat,
3. It ig appropriafg to wear g tuxedo to 3 wedding, . CT
4. It ig inappropriate tg Vear a-tuxedo to 3 basketbal] game,
5. It is appropriate to say, "1 am not," = .
6. It is inappropriate to say, »g ain't."m .
. What seemg to be the basis for dete}mining appropriate apj inagggpptiate - -t
- in the statéments aboye? ] I ) .
& - ¢ v
T-2 -

To discover Some attitudeg that People have about the 'rightness’ of

language choices, use The Languages of.Discoverg by Neil Postman” apd
Howard ¢, Camn, pp. 100-103, ’ . . v .

\\

T-3 .

Effects of SeEting on Interviewing . ’ ?

classroom, Have two Students at a time ﬁiay the roles of interﬁiewer and -
interviewee in a jqp,application situatiop, Below ére,suggestions for
arranging the setting: -

1. :CIuttered desk, interviewer and interv 1tting acrogg from
One another, A "secretary" j )

2. Cluttered desk, interviewer and int
On same side of desk, no interruptions, music in background.
3. No desk, two "comfortable" chairs, 3 small table ip front of

. . the chairs, flowers 'in a Pitcher of wafer
§ 4. Desk with no Papers on it

the interviewing situation.

R N
'
&
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© STTUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: T-1-4

T-4 Euphemisms

-

Below are listed phrases used to describe the behavior patterns of students

on school evaluation forms: ’ N
N /
1. TLazy -- can do more when he tries.
" 2. Troublemaker -% disturbs class
.3. Cheats -- depends.on others_to.da his_work
v 4. Stupid -- can do better work with help
5. Steals -- takes without permission
- .~ A% Uninterested -- not challenged
* 7% 1Insolent -- outspoken = - -
8. Sloppy -: could do neater w0rk <
, 9. " Clumsy -- not physically well coordinated )
- .- 10. Rude -- inconsiderate of others

" Discuss the effect of the words in'the first column on a parent and/or
student. Try to make some statements about why the words in the second
column are used more often than those in the first column. - P

o
- 3

%
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCGASION: $-1

Using the want ads in a newspaper, selégt a job that you think you are
qualified for and interested in. Paste the ad here.

S

. | f
1. What 'questions do you have about the %d? (Write them.)

a " / /
I i ’
B » i v *

N

y 2., Wpat questions would you ask the personnel manager about the job?
2 4 . 7. x

a. What method would you use in communicating to get-your questions
across?

X

/ -

i .
;

/ [3

b. What might you consider to make sure your questions are really

answered?

! 3 /
c. How might the questions differ if they were spoken or writtén?

’

(e 4
/ .

Do it and then ask a personnel manager to evaluate the questions.
> .

i

’

35
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STTUATIONAL FACTORS: AUDIENCE, PURPOSE, OGCASION: S-2

Sk

. n , . ;
Using the want ads in a newspaper, select an ‘apartment or other living
accommodations that.interest you. Paste the ad here. ’

i t

™~
< .

. ' .
1. What questions do you need to ask the landlord or caretaker?

~
%

2. ,What questions do you have about the ad?

N

¥

3. How might the questions differ if they were spoken or written?

/ I

4. Considér how your questions will reflect the kind of person that

you ave and the kinds of needs that you have.’ Ask a landlord to
evaluite you questions and assess what kind of person you are.

SummArize the landlord’s response, . ;

¢ -

4




* L. SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-3 .
. - = 3 N - .

r P

¢

There are three situational factors which influence the messages we' -
send: The audience, the occasion, and the purpose of the message.’

We often vary the words of the message to acPoimodate these three factors
in order to get the desired result. S ’

*

-

You are the office managerrfor a business which employs 100 people. .

. - «
-

Purpose of message: To remind employees about arriving.at work on time.
Occasion: 25 percent of the employees recently have been. arriving as .-

’ . much as 15 minutes laté, three or four times a week. - -
"Desired Result: People want to arrive at work on time and will start \
doing so.- - ol ’ :

- =z

Write the message taking imnto consider%tion‘thé following facts about s
‘the audience: - / L ’ O
' “ ) 'v . . t’ - Q
‘There has been g rather serious. bus strike which started three weeks
ago. Many of the employees ride the bus to work. L T

1

. . M - - ~
> i
. -
»
»

[AN

%

37 2
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* STTUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: °S-3

o »
. x

Now write the

_same message taking the followihé facts into consideration:

Golf is a popular sport among the employees. It is summer and they
- often play before coming to work. You enjoy golf and have played

~before work yourself. .
e By . ] - %
- / - ’ /
&~ - £ - - —
» ‘;: B &
X, > N . )
’ o > ! < \ >
. A
b . P
25y - \\
r ¥
: . : - !
. = N ? x -
* ) .- ) . . - .
» ¥ . *
g S -, 1 ’ 2 - ¥ >
/ T - i >
. 3 . .
> / ) -
2z k) - 7~
s . -~ , ',
. ) £ .~ T - . -
,Now write the message taking these facts into:«consideration . I
N 2 B *
-

" Four months ago-~there was reorganization in-the business. As é’,
~ result, 30 new employees,both men and women, were hired. They had -
ot worked for the company. before.” You have néticed “the new employees . - ' :

2 are the oneés who seem to be coming in late the.most. . -

. . . .. R °
. - - > ‘
i T ’ - 4
. . o . .-
. B
R i g - R -

=3
=
-
« © . " 2e
%
¥
' 5 » - e
-
7/
LS .
. -
%
-~
B
S
! A
- &
[e]
N [ e T
1 F
w0 N N
. , »
< [
-
- »
» . \
% - - -~
£ ng,
' TN
. i
.
.
~ -
. ~
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-4.
A friend of yours is waiting on the pﬁone. Assuming that you have no ' - &;»

~ .personal car and that your father allows you to use the family ca:,. - .
from time to time, how might you express to your fdther that you wish
to use the car that night under _the following circumstances.

éh Your father is discussing an 1nsurance pc11cy w1:;\ﬁz§‘aggsflfj

\' the living-room. _ . . f/

- = £ K - B

N - L . .\N*,. _ N

n " e

[ - - . . - T

N

3 ; ) T .
¥ » PP =
b. Your father has returned from work after ar apparently exhausting-

day (you have already heard Lim te111ng ‘your mother about all
the thlngs that went wrong) . 1

c. Your father has just completed a very successful experience and °
feels that a11 is right with the world. ) .o

3 S

’
‘_4

d. Your father is taking a nap on the davenport.

~ ¢

R SN
O

|

!
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"SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-5

Ask three employers what kind of difficulties they face in working with '
or supervising employees. What kind of concerns do they have in running

their business? -

¥

-

-
-

:

A ’ . »>

What do the three employers have in ¢ommon? -

k>

? 5

» -

How would you approach.each for a job? What differences are there?

-

1

/, - -
What communication skills are required in approaching each employer?
, . }

K]

40

What qualities do they look for in an interview with a prospective employee?




SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: 5-6

essful student. Try
Compare the three,
nd behavior

succ
different’.

Ask three teachers what they consider to be a
language ch01ces a

to pick three that appear to yow to, be quiet
then analyze, ng names, how your

w1thout g1v1
g with each.



SITUATIONAL FACTORS :

—gal
—_lady
—__dol1
;hussy )
—.__Witch
—__ biteh

frgu

AUDIENCE, PuRPOSE, OCCASTON:

When talking to a ¢lose friend

When writing 5 letter of recommendation
When talking to 5 Ssenator

When testifying at a trial

When Speaking at student government
Never

girl — __granny

——maiden lady

S-7

ibing females. op the blank Place the
i be Proper to uyge these words.

the Mrs,

01d maid

skirt darling -—_the littie woman
nag femme madame

' wifey Woman _ chick
Pussycat - biddy spinsEegA

heart-throb SWweetheart

-

42

dame

— - _broad
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: , S-8

Words I;lentifying Fanily

=

Look at the list of words below, Which wou}d' be appropriate when

. speaking to:
A. A neighbor
B, A friend
C. A clergyman
D. A school offieial
/E. A doctor
,- F. A father
mother 1‘1 __ma
M 4
riom ’ moms
- /
mum mommy
zoo keeper father -

—

the old man -~ _pop

_____ papa . dad
_ sir __Mr’. Big
: . - __ baby
____ brat house ape
- .‘_‘___bréther ____ sister

ra
’
H

b
/

- '/‘
/
/
/

/

_____.the old lady

; mama

. . chief

babe
. _Tmonster

/ darlings
7
oxf
4 "" )
I >
- st

e .




SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-9

.

In this lesson you will learn how to fill out some important forms.
These forms are used by most citizens during the course of their lives.
‘It is to your advantage, therefore, to learn what these forms are and to

~ ."complete them to the best of your ability. Be neat and accurate and be

- instead of January 14, 1956.

'sure to carefully read the directions given.

Most forms will ask you to print your nname. Be sure to print clearly.’
At the end of some forms, you will also be asked for your signature.
In that case, write your name in longhand. If you are asked to sign
you name in full, add your middle narme.

Some forms may ask your age, and you simply write the number. In
addition, you may be asked to give the date of your birth. Since space
is limited, do not spell out the-month. For example, write 1/14/56

—

On some application blanks you may find words you do not know. A few
of these mords and their meanings are listed below.
SPOUSE -~ husband or wife

SURNAME -- last name

I’

APPLICANT -~ person filling out form
REGISTRANT -- perggp filling out form
INTERVIEWEE --‘pe%séq\filling out form
EMPLOYEE -- person fiii&hg out form
PURCHASER -- person filling out form

DEPOSITOR ~-- person filling out form

44




SITUATIONAL.FACTCRS: AUDIENCE PURPOSE, OCCASION s-9

Cbange of Address Forms

4 .

Your family is planning to move. Your mother wants to be sure t:h_ét none of

the family's mail gets lost. So you asked to go td the pcst office and fill out
Change of Address forms. The clerk gives you three different forms. Fidl them
out.

1. Notice to Publishers (magazines and newspapers your family may subscnbe to)
Your father is anxious to continue receiving the local paper'
The Herald
2627 Main Street
Mansfield, Ohio 44906
Your old address is: 1819 Blues Road
Mansfield, Ohio 44906 .
Your new address is: 2021 Rock Avenue
Youngstown, Ohio 44512

’ | AFRIX
FIRST CLASS
POSTAGE !
HERE
PLEASE ) )
- {Name of Magasir orﬂw-.r_r‘ )
NOTIFY
YOUR { Number and Street or P.O. Box)
- - -1
PUBLISHER... ~
- - ’ (Post OMice, State, and ZIP Ceda)

POR PORM 3578, Iau. 1987 - R0 I—0-230-T0

) YO MAKE SURE YOU GET YOUR MAGAZINE OR NEWSPAPER
, Mail this change of address notice to your publisher today

-— .- — -
f ’ - ) :
Pozta here old addrecs label (rom eroy of

L]

pretiu ~tion (if avsisStn),  Omit Hems T,

sppel & seterny  hilee e fabed 15 fueni bl

’

-

I No and Streel. Apt., Suite, P.O. Bex or R.D. Ne, | 2. Pest Office, State, end ZIP Code

OI'D } 3. Shew Alf Additional Dates end Nes. Included in Address Label (NaCossary for identificaticn) .
- ’/

-

4. Neo. end Street, Apt., Suite, P.O. Bex or RD, Ne - " 5. Pest Office, State, end 2IP Cede

NEW} 6. Name of Subscriber {Print or typa) * " | 7. Dete of Addrecs Change

£

45

46




SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-9 -

Change of Address Formg

2. Notice to Correspomndents (banks and companies with which your famlly does
business on a fairly regular basis.) * ) N

The Bank's address is: Union Bank
4556 Safe Avenue
: Mansfield, Ohio 44906 - .
Your old address is: 1819 Blues Road -
) g Mansfield, Ohio 44906 o
Your new address is: 2021 Rock Avenue
- Youngstown, Ohio 44512

[

Fill out the forms.

re

- TO

{Nam: of Cocrespondent)

COMPLETE OTHER SIDE.
§ CMANGE OF ADDRESS — TS A S os -
' NOTICE TO 0. end Street, Apt., Suite, P.O. Boz or J't.nj No. (in cere of)

CORRESPONDENTS y ' .
r—"  tPost'Office, State, and ZIF Cods)
800 19650=1201-108

£

POD Form 1573
I 1967

. . / . . ”03 ~202~
NAME 1\ / : ' )
Print o Tywlﬁmo, First Name, Middlg Initial Toi.:»c:f‘l: 4y

Ne o/n/d:SR;ul, ‘Apt., Suite, P.0. Box or R.D, Ne..{In core of) ~ ’

§. .. .

i N
?

»

¢

} Post Office, State and ZIP Cods

oLD
ADDRESS

- ’ Mo, end Stres!, Apt., Suite,"P.0. Bex o7 R.D, Ne. (In care of)

newl/ | ' =
ADDRL’SS r Pest Oifice, State and Z1P Code ’ - :

/

B
. ,
L

SIGN
HERE _

COMPLETE OTHER SIDE .

Efoctive Dete

E




Change of Ad'd‘ress Forms'

Your old address is:

Your,new address is:

Fill out the forms:

OoLD},
ADDRESS |

E

1819 Blues Road
Mansfield, Ohio 44906

s>

2021 Rock Avenue
Youngstown, Ohio 445

*
-

SITUATIONAL FACTORS: AUDiENCE, PURPOSE, OCCASION:. S-9- - °

-

3. Notice to the Post Offica” (Lett:ers and bills will be forwarded by the
< Post Office.) /

Print or Tm—lul Nomo rim Nom, mm. lnmol
No_ and Street, Apt., Sullo P. 0 lu«lb No (ln und)

" Pst Office, State, ond 21P Code

EMeciive Dote

e— - -

e e e s

ADDRESS

NEw .o/

7 Ne, and Strest, Apt., Suite, P.0. Bex or R.D. Ne. (In core of)

-
>

ot Mm Sulo, snd 2IP Code

- Skﬂiy
+ HERE |

COMPLETESTHE

«

(if signed 15 agent, include titis) DO NOT print or type

X

R SIDE

*

1Y 0F0 : 187—0~230-733

CHANGE OF ADDRESS ORDER
MAIL OR DELIVER 10, POST OFFICE of OlD ADDRESS

. AFFIX
THIS ORDER PROVIDES FOR-THE fORWAm'JlNG OF FIRSY FIRST CLASS
CLASS MAIL AND ALL PARCELS OF OBVIOUS VALUE {uniess POSTAGE
you of the sehder disect otherwise) {F MAILED

FORWARDING. POSTAGE 1S GUARANTEED - POR |
[T} NEWSPAPERS AND MAGAZINES

r

|

i .
i Postmaster

CHANGE FOR

ENTIRE- FAMILY INDIVIDUAL
00 on-rinm O sicner oLy

CK

{Pest Oftice, Stat¢, end ZIP Code)

O® Form 1518, Jan, l,”; COMPLETE OTHER SIDE »
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T SI(‘I.U&TIONAL FACTORS AUDIENCE PURI'OSE OCCASION: 'S-9 ) -

Socla}\SecurLAy Application Forms ) ) -

2

;-,‘You have discussed getting a part-time job with your school counselor. He
_explained that you need a Social Security number in order to get a job. You

go to the post office and ask for an application for a social security number.
The clerk hands you the fo1IOW1ng form. Read the directions carefully, and £ill
out the card. N - : :

-

) APPL!CAYION FOR SOCIAL SECURITY NUMBER ) R
.(Or Replacement of Lost Card) ’ ‘

- Infermaton Furnished On Thy Form s CONFIDENTIAL i _ DO NOT WHNITE IN THE ABOVE SPACE

Sae tastructions on Beck. Print In Slack or Derk Bive Ink of Use Typewriter.

ﬂ Pramt SULL NAME " thust Nome} (M ddle Nome or fntol— I none, draw e} . (fost Nomei

H

+

YOU will USE IN wWORK
OX BUSINESS - - N

Perot FULL . T ) Y Your (Moeth} {Doy) (Voo-l
‘ NAME GIVEN ] o DATE Of
YOU AT BiIRTH illlH o . -

\,

g flace 7 7 (County if brown) (Stote) YOUR FRESENT AGE
b

\——r .___..
]

oF - {Age on foyf brthdoy)

BIRIH

s @Mo'ﬂm S FULL NAME AT_HER BIRIH (Her moiden nome] - YOUR SEX
N e et e . mALE flmart
: ’ * - -4 O -0

@-fmjzg S FULL NAME {Regordlest of whether fiving or deod) YOUR COLOR O RACE

HAVE YOU EVER BEFORE APPLED U 16y Pint SIE un which yov applied 0o OAIE 7ov.apphied and SOCIAL STCUREY NURNIN of breen]
-\ you &y # SOCIAL SHCUREY NUMSLR

FOR O% HAD A SOCIAL SECURITY, “° "‘°" yes .- -
RAILROAD, OR TAX ACCOUNT NUMBER? [ [

. ; Your {Number ond street) . {Ctyd \ isron) (Z1P Code}
MAILING X - e
ADDRESS - / L .

rm

@T&Eif-?o’ue o —_"\@ Sign YOUR MAME HERE (Do N'ol\Ynl) \ -

IREASURY DEPARIMENT internai Revenve Service Retuin comp'olod opphcohon to neorest SOCIAL SECUIITY ADMINISTRATION DISTRICT OFFICE

5,

i form 55-5 {12-64) i HAVL YOU counmo{\{u 13 iTems? A,

NI AN,

-~

K

\

¥

I o - AN
> ' . N et =
INSTRUCTIONS TFOR DISTRICT QFFICE USE
. % One Account Numbec.ls All Yeu fver Need For Seclal Security And Tax Purpeses- X
—— Speciel Attention Sheuid Be Given Te items Listed Below N
Fudi an this form compiately ond correctly.  If ony informotion 13 not known ond 13 i \
urovailoble, white unknown *  Use typewnter or print legibly 1n dork ink - \

i Your occount number cord will be typed with the name you show 1n item 1 How- Y

i ever f you wont to use the nome shown n/item 2, otoch a signed request to this &, N
o form \ ! e \

; e 1t not born in the USA enter the nome ol the country in which you were born l

S - »

. AN

: a 1€ ¢ steplother, odoplm\g'la!hey, or foster fother ss shown, include the relottonship

i ofter name. for example, “John H Jones, stepfather ~

«

“

i you have ever beb.e flled out on oppl-cnhon hke thus for o socsol securtty, roil: | ;

m rod of tox number, checb  yes  ovenaf you never recewved your cord I you |
“herh  yes, give the nome of the S%ote ond the oppronmnie date un which you
npphed Aiso enter yoyr socs0! secunty number of you did recerve the tard ond
remember the number  You moy find your number on on old tox return, poyroll
s¥ep. of woge stotemient,

m 1 you get your moil :n the country, without o sireet oddress, show your R.F D
Rovte, ond Box number il of the post office. show your P O Box No., if there s ;6';_.3“‘6’6; DATA PROCESSING AND ACCOUNIS
no such woy of showing your moit address, show the town or post office nome I !

) mal ynder your nome s not normally recerved ot the oddress which you show,

- i use on  :acare of oddress e, .

; m Sign your nome os usually written Do not print unless this 45 your uwol signo-

i

.

tyre  {If yuoble to wnte, moke o mork witnessed by two pev!om who con wnife A
“The m!neuﬂ Erelembly should be persons who woark with the opplicont ond both
mustssign thu-applicoticn A potent, guordion, 67 custodion who completeithis
form_ on beholf of onother person should sign hes own nome followed by his_tile
or refotionship to the opplicont, for example, John Smith, father.™}

v GO Y146 Or = 265 134

e e b mre i e e -

1 ) 48 IR ) ‘
ERIC .49 o
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-9

\ ~

Social Security Application Forms

After your application has been processed) you will
card with your number on it. ’

I'd

1.

000-00-0000

11A5 DLLITE RSTASLISNCD FOR

_THOMAS WATION

sm"umw;H‘611q1‘JZéQ!§4nﬁ,

l $IR SOOIAL SECUMITY AND TAX PURPOSES =NOT FOR ICENTIFICATION

You should know the following information about Social Security:

-

Social Security is a governmental program established in 1935. The
main purpose of the program is to provide financial support to people
who are no longer able to work. - .

Payments are made to people who have retired (men at age 65; women at 62).

-

Payments are also madé to people who retire because of physical disability.
I

The payments a person receives at retirement depend on how much he earned
during his. working years.

Social ;Security aiso provide§ medical care for people who are 65 or over.

Children under eighteen may receive Social Security payments if their father
dies or if he retires because of ill health or disability. . -

Social Security is supported by money deducted from the salaries of working
people. o ’

pe:§on's salary is credifed to his name and Social Security

Money taken from a
number.

s
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SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: . S-9
/

Job Application ?orm . - \ .

WHAT TO DO: You have been called for aan interview. When you arrive, you
are asked to fill out a job application form. Be sure to be accurate and neat.
Write '"none" if a question does not apply to you.

¥

~

Job Application

Position Applying For: . " _Date
’ . Male €A
Name [ Female(]
Last . ) First Middle
Present ] : : / T
Address . . Phone ~ .
Number ‘Street * City - ; -
Date of Birth " A Are you a U.S. Citizen? Yes No . /
Check Single Married Widowed Separated Divorced i Héight Weight Color Color

of Eyes of Hair

% ' ‘ .
: BV — ——

One ’ - ft in e ; .
L .- RN i L.

Exd =

First Name of Wife (Husband) ° _Her (His) Place of Employment

L # :
~ . Number of Children Apes ) Number of Other Dependents
[ "= "= "% DAIE GRADUMIED OR | COURSE OF
EDUCATTON _ NAME AND LOCATTION OF SCHOOL LAST YEAR ATTENDED ‘STUDY
Elementary - et - ) ‘ .

»

High School

College ] ) \ ' IR
(business or \
: Other trade school)

HEALTH RECORD: - .

v . (;hcck.' - .
] ¢ 7

One Excellent * Good -~ = Poor

.

. Specify any-serious injuries . -




" SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION:

Job A;Splicat:io_n Forms

WORK EXPERIENCE
(List Most Recent First)

—

Company Name & Address . Mo. Yr. Position

< To:

-
» i 1 - ¥

REFERENCES

-, “ ’ T
(List names of three people, not related to you, whom you have known for at least
- . one year) ’

___ADDRESS _ . | . .. .|.—. BUSINESS_ ____ A

-

Typing Rate

For thoée applying Shorthand Speed

for clerical - Office Machines --
’ you can operate

work only .

*

T certify fhat the information contained herein is true to thé best-of my
knowledge, and belief. ' ’

.

"Signature of Applicant
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SITUATIO!UEL FACTORS:~ AUDIENCE, PURPOSE, OCCASTON:—-5~9—

- -

o / .
ing Statement ' ,,/’// : .

be fille
the mean

You got the job!

~ T
/

ing of these key words:

C Your new employer gives you the following_form that must
d out for income tax purposes. When completing this form, keep in mind

H
H
i

. -

i ame tax than

. un emiployer, or
2. ITEMIZED
de b onions,

3. CHANGES

separite cernficare,
ih) The surpo t

I} 3 %ad thy

. The death of 2
* unul the next yea

ERIC ..

Aruitoxt provided by Eic:

sntretons on dosny; addits nad atlowans base d on Ligge seonsed

at any time of the numiber ol your excraptions INCREASLS,
You must file a2 new certimcate withun 10 days sf the number of ex-
emptions previously clasmed by you DECREASES bevause: of your houschold for the entire

€1} Your wale (97 hushand) for whom yeu have been ciimmng exemtion §c [u!l(\ws: H
dvrreed or legslly separated, or clums ber (or his) ovwa exvinpbisn on .2 Your son or daugliter (including fegally sdagted chnidsen), grandchabd. «ep-

oses by wime ne else, so that youna longer expact to furnsh meie than hal
- sorport Lof the year,

4 T, 3700 o¢ tmore of mneome of iy own duning the year- (except your cluld who 13
3 gedent of who wunder 19 years of agel, B *

(-] N
EMPLOYEEY person who works for a compay (you)
- k4
- * EMPLOYER: the company you work for ‘.
- DEPENDENTS : people depending on you for support (incliuding yourself) N
X EXEMPTIONS: the number of people depending on you for support (includin
: ~ Tyourself) ‘ . -
. DEDUCTIONSE amounts of money withheld from your pay
. ’ N Lo )
- FORM W4 (Pev Jan. 1967) . 4
108t oegemert  © EMPLOYEE'S. WITHHOLDING EXEMPTION CERTIFICATE
Internal Reverus Serviie .
! Type ot print full pame_ S— _ < Socis! Security. Numb _
:l’-{éﬁo’adduﬂ E i:-ry I - State 1P code
B . EMPLOYEE: r y - - ’
. File this form HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
i with-your-employ- | 1. If SINGLE (o1 if ma:ned and wish withkolding as singls person), write “1.” If you claim no exemplions, wnle “0¥ . . . ... i
er.” Otherwise, he _2. If MARRIEI},%@e exemplicn each is allcwabie for.husband and wife if not claimed cn another certifizate. i
;“'m ""!;'“’""U's" (3) It yau cizim boih of these exemplions, write “2”; (b) If you clait one of theze exerplions, wrie “1%; (c).If you |
23‘:'“:'23’,‘ """g‘ clzim neither of these exemplions, write 20" . . . . . L ... L oL L L e |
t’aul exemplion. 3. Exemplions for age 3nd blindness (applicable only to you and your wife but not to dependents); - i
EMPLOYER: (3) If you or oyt wife wilk he 65 ysars of age or olde - the end of the year, and you claim this exemption, write “1% i
X thi if both-will be 65 or cider, and you cldim both of tAc.. exemplions, write 2" . , . . . . . . . P
it 'l'p .';"‘ “’; {b) If you or your wife are blind, and you claim this exemption, wnile “1"; if both are biind, and you claim both of ,
. . ulicals with you these exemplions, write 2" . . . . . . L L L L el L oL . s e e s e e e
{ records,  If the 41 lai ions | . e th " M . )
. employse Is be- you claim exemplicns for one or more depandents, write the number cf such exemptions. (Bo not claim exemption i
lieved o have for a-dependent unless you are qualified under Instruction 4 cn other side). . - D
" claimed too many | 5 ! you clzim addrtional withhalding aliowances for itemized deductions fill out and altach Schedule A (Form W=4), and enfer
- <+ exémplions, the the nqmbcr of allowances claimed (if claimed file new Form W-4 each year) e e e e e ke e e e e e . L
N if;'zz;é' ’b%"“:’ 6. Add ll'ﬁgféxemplions and allowances (if any) which you have claimed dhove and write L E:
f advised. 7_Adddioral withholding per pay period under aprerment with employer (See Instruction1) . . $
. _ . VI-CERTIFY. that.he ::gmézgr.of !Mh\ldm(‘uemghoqx’-tlumtd on !hu; seehficate does not exceed mv'riumber to which l.nm.enmied. IR 16 19061
G UL S S (- I (Signed) = — e . -,
: / ’ ‘ ‘
. : \ o 7 : ) _ /

1. NUMBER OF EXEMPTIONS. - Do not clum more than e  sble. fle a new’ cernficate by Decanber 1 of the year i which the
oirreet anmber of exemptions.  Howevet, of you (vpect to owe more | death oecurs,

,
wili be wathhehd, 2 smallec nunbier of cxemptions may ] Tor fuither information consult youi Jocal Distinct Director of Tn-

70 be daeed or you may eater 1nto an aprsement with your cnployce to | tesmal Revenue or jour empluycr.

; Bave addwional amnunt: withheld,  Note this if 3ou frave more than .
¢ : of boil busband and ,:H{‘. P cmpl\)r;cd. . 4. DEPENDENTS.—To quabfy as ¢ air Jdipendent (Line  on other ,
M / sided, a person (a) must reccise more than ore half of Ius or her

DEDUCTIONS. —Sce Sclic fule A (Form W 4) ::«»r support from you fog te year, 3nd (b) must hue kss than §000 £10%s

']

,{" (114
IN EXEMPTIONS. —You may fde 2 new cortie ate

o, stepsbasghter, sonqin-liw, or diughter 1 law,

wore daning the s ewept youe duld who s 3 stindent oF wha s
under 19 geats ol apc)s B (O)-must nat be cluicd 3¢ an exemption |
by suth persod-s-hinband 67 wife, and (d) et be a ativen or resident |
e Umte d States or 3 resudent of Canada, Meosico, the Republic of

Panunnor the Canal Zene (s Jers not apply o an alren duld Tegaily i
adopted by and ving with a Unstzd States Grizen abroad), znd (¢) !
must (1) have your liome as hus.prnapal resdence and be a r¢mber |
year, of (2) be related to you as‘;

N A .
of 2.dependent for whom you ciamesd exemptan g5 t{ktn Vour fther, mother, grandpavnt, sieptather, stcpmother, father in law, ory

the mather in-daw,

. Jelaw, or siteran Jaw:
t 1 dependent for whom you claimed exemntion wall sécesve Your uncle, aunt, nephew:, or nicce (but only of related by blood).

5. PENALTIES.~~Pcnaltics arc imposed for ‘willfully <upplying falsc 3

wife or a depen-dent, Joes not affect your withholding | informstien or willful faidure 1o supply information whih would rc-z

r, but requires the filing of a new cartificate. 1 pos- | ducé the withholding cxemplions,
U B COYIINNINT PLISTINI OPFICE 4B —18=—T5081~1

< ’
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SITUATIONAL FACTORS:

Mail Order Form

-~

In honcr’ of your flrst pay check,. you decide to buy a new wallet.
you-see one that you like.

81S306D Wallet brown or black imitatioﬁ leather $3.25 weight 5 oz.

Using the following form, order the wallet as a cash order.
and postage will be $.21. Mhen filling out this form, it will be useful to know

the meaning of the words:

QUANTITY:

DOWN PAYMENT:

the number of
30-DAY CHARGE ORDER: yc

AUDIENCE, PURPOSE, OCCASION:

s

~

It is 1isted 1n this way:

»

-3

2ms° you have ordered
e 30 days in which to pay for the things. on order
part of the total sum that is given when the order is made

5-9

'

In a catalogue

-~

Sales tax will be $.09

‘enclosed: "
- P

. C.Oﬂp.: 7Cash on Delivery. You pay for the article you oxder when you receive it. .
-\' ' T ' ; ”»
iNORMAN, INC. - ’
8109 Virginia Driye . '
DETROIT, MICHIGAN 48229
- Dite. .
NAME - - { -
E2 " % , ’ “:.';‘
ADDRESS ’ .
~ . I
CITY. STATE ZIP CODE .
article catalog no. | color/style |size |quantity coéq—each total price
| ) , '
{
fark one: ‘ sales tax: R
1 .enclose [ check [C] money order
. o ppstage’
Send CO;{) - 30-day charge iJ "
I : totars -
b - amount | %

AN




ITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-9

Money Order

Study the mone); order form made out by Mr. Robin H. Hood. Mr. Hood is the
purchaser. He is sending $16.10 to Joha B. Quick Co. The stub,marked "DETACH
AND HOLD" is kept by Mr. Hood for his records. Using this form as a guide, fill
in the blank money order given below. You are sending $3.25 plus .tax and postage,
to Noroan, Inc., Detroit, Michigan 48207, for a wallet that you have ordered. N

-

PAY THIS AMOUNT R 75170 4305 Gasn'aiitars 16 40 1e|10

oy any JTTs oo sas u-.' o0 ams |- (TS

o : 9,939,387, 342 9,939,987,342 9,999,981,342

U.S. Postal Money Qrder =+ : e e e e et tE

' U S Postal Neney Grde .

T tent ljm@' [][]U_ABS ostal Neney Grder A

FAMCIIASI N FIL % INT DUMATION BLLOW - 00 WOT £010, STARE DETACH AMD HOLD
E . ' SMNSLE R MUTI{ATE 1 e OFBIE LS

+ PaCoRsER SSSANLS BISTES
SIQILety 20 Inie®E 48 w1

p—— - -

PAY T0 .

FROM A 00LI3Y 889 L f
- 01 W 2a0HE 92 S04CES —_—rr oo
ey LY TSN R

¢ 4 -ax_mawl - > toe st sEErIBEe 2 Inis 20010 nn10008

se L - . r'uu-w.ul-uu...n—l l_; . s su-._] [2.' PRTYY) ;u-.—l

Bl N w13 Flack Shuet

"~ e

i i
RILLE g -
O SLmANIB L £ *2 $0aTf AND Jiv ECHE

1]
l OOUO'“U i l‘?l.

PAY THIS AMODUNT $ A g!,,“;‘;;.’j,‘,;

. N
LR UL L LAY B, AW, 1 P NT 00is aws Jr IRYY

! ” 9,99%,537,342 9 99‘,,,8?..462 9,999,987,342
Uf S. Postal Mone'y Order - . IR L AR A S AT £ 2 A
TIRTIL - . U'S Postal Money Order
S 1Frire nmms . ‘ :

6.

- - N T I TN I 20 WOT FOLO STAME  DETACH AND WOLD

,’ . ’ SPINOLE OR MUTILATE BEy o OtlE 308

(PAY TO‘ 3 = IRacersyy sstueis disrge

- A M-P—tﬁ——— L Seanegr 199 4 aieg 4 0y

. L
FROM T T el e e
L e PR ," POETIRED BU-Fes BERIS
hdd .. rf s g ...T'l l_ e ¥ x..f—l

€ (’r . 4

“nte

e

o N AT

L} ]
1:0000+0 b 4912




SITUATIONAL FACTORS: AUDIENCE, PURPOSE, OCCASION: S-9

De‘gos!it §:Iig

In order to provide an efficient way of paying your bills, you decide to open a
checking account. Depositing money in a checking account is a simple matter, -
but it must be done carefully in order to avoid making mistakes. Below you will
find a sample deposit slip, showing both front and reverse sides. <Not all :
deposit slips are alike. Some do not require as much information as the example
below. ) To £ill out the front side properly, you will need to know the following: .

1. Date: On this 11ne, Pplace the date of the day you are making the deposit.-

2. Currency: Here, place the total amount of paper money you wish to deposit.

3. Coin{ Place the to¢al amount of.coins you wish to deposit.

4. Checks: List the total amount of the check or checks you wish to deposit.

5. Total:' Add currency, coin, and checks to get total of deposit.

. : *
You will fill in the reverse side of the deposit slip only when you are depositing ,
more than one check. Whenever you have several checks, consider the following
information:
" 1. List in the first column the amcunt of each.check you are depositing.
In the second column, write the name of the bank that appears on the
checks. ,
2. 'Total the amout of all the checks. Write this total on the front side
of the deposit slip next to the line marked "Checks."
Deposit Slip (Eront*sige) Depgsit Slip (reverse side)
Deposited in ’ |please list each check separately and C,
CLEAR VALLEY BANK , specify bank on which each is drawn
1545 PARK STREET )
YOUNGSTOWN, OHIO ’ . Tt .
- Checks - “Amount e
' Date: . ’
’ Currency
Coin
5 4
Checks -
. TOTAL *
. . TOTAL
(List checks on reverse side)
= ) _ Enter this sum
/ 486-%X-2782 on reverse side.




SITUATIONAL FACTORS: AUDIENCE, EURPOSE, OCCASION: S-9

Credit Application

a 103!‘1 .

After you have been working for a time, you may wish to open a gharge_accodnt at

a local store. Before opening a charge account, consider just how much money you
can afford to spgid in monthly payments. Then find out what types of charge accounts
are available. Choose a plan that suits your budget. Make certain you understand
the terms of the agreement. And most important, make certain that your payments

are made according to the terms of the agreement and that they are made on the
agreed date. Paying your bills on time will give you a good credit rating. A

good credit rating is important because it indicates that you are an honest and
responsible person. At some time in your life, it may be necessary for you to
borrow a large sum of money. A good credit rating is necessary for you to get $ich

~ -

; ., 7
You wish to open a charge account at a local department store. Fill out the form
given below.

HANCOCK'S DEPARTMENT STORE i O
1810 Rick Avenue
. Youngstown

Ohio 44512

Credit Application

Contract number

Name in full _ T Age Spouse's name
Address \\‘u . City :; Telephone .
Employed by . - _Address
How long Posi,t:ion\_~ - Take home pay per month § i '
Your bank _' . Bragéh, , checking_____Savinés Loa;
Town auto Make .. ‘\‘Year and Model A Mortgaged
< ITo Whom ‘ " . " Address ‘ ,

- «

£ . ’
Mame and address of mearest relative not living with you

. ¥
e

P

B : '\ : ’ ’ Cre
Credit references '\ :

i x, R

o v : \

T T me— ey » "\

pate " . SIGNATURE .




SECTION III:
ORGANIZING THE MESSAGE
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Aruitoxt provided by Eic:

" ERIC
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ORGANIZING THE MESSAGE: BASIC ASSUMPTIONS -

1. Before a message can be delivered in ali cases, it is necessary to
organize the material that is to be presented.

2. Organization increases the efficiency of messages.

3. Organization is based on conventions of thought and practice.

4. Organization is determined-by situational factors.

5. Organization is a process of gathering, selecting, and presenting
-information. . .

6. Orgainzation reveals, in part, the self-image of the sender and
his relationship to his audience.
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ORGANIZING THE MESSAGE: CONTENTS

A.

B.

Asking Questions: Significant-Trivial Responses
Understanding Topics N
1. Discriminating Between Kinds of Topics

2. Limiting the Subject

3. Selecting Topics

-Classifying . .

1. Arranging from Specific to General

2. Selecting the Larger Idea )
3. Recognizing Related Ideas

4. Determining Class Headings

5. Classifying Newspaper Ads

6. Classifying Things and Iadeas --

Gathering Information

1. Gathering Material from Observation

2. Pinding Synonyms

3. Using an Index L. -

4. Reading an Index 1IIX

5. Making an Index ’

6.. Finding Information in Reference Materials

7. Finding the Main Ideatl

8. Finding the Main Idea II

9. Finding the Topicfgéntence .
10. Skimming and Scanhing I :
11. Skimming and=Scanning II
12. Paraphrasing and Summarizing (job description)
13. Notetaking _
14. Selecting the Best Topic Sentence
15. Supplying Details

60
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ORGANIZING THE MESSA~R: A
ASKING QUESTIONS: SIG.!IFICANT-TRIVIAL RESPONSES

A11 of us, perhaps, hzve been elated when someone, responding to something
we fve sald or written, has asked the ''right" questlon. His question tells
us he’s been listening carefully and/or that we communicated clearly. De-
veloping an idea about the difference betweea trivial and significant ques-
tions comes out of our own individual experiences. Many people, however,
have difficulties in becoming skillful in asking significant questions.

One conpllcatlng factor is that the difference between significan and tri-
vial is a relative one, much like the difference between "hot" and "cold."
We all have some idea about the differences between "hot' and “cold," but
we probably would hesitate to set any certain temperature as being cold.

A mid-winter day when the tempevature reaches 35° would be quite warm

after two weeks of sub-zero temperatuccs. The same idea works on the difference.
between "significant" and "trivial." On occasion, a subJect which seems
"trivial" can become "significant" and vice versa. -

One way to begin developing your sense of significant questioﬁs can be

to boriow a technique used by journalists. In writing a newspaper article,
reporters must have the following questions anqwered who, what, when,
where, why, and how. Approaching a topic, a conversation, or JOb 1nterv1ew
(addlng the question "how much"!) with this sef of questions can lead us to

»

determine the significant question(s) depending on our purpose.

7,
Below is an exercise which asks you to come up with a series of five
questions about a plece of information. You are then .asked to make a choice
from the five as to which you think is the most important question. - As a
general guide "why, what, and how'" questions,are the most significant
questions to ask. These questlons are particularly appropriate when dis-
cussing.- Iﬁégs on politics, religion, literature, social concerns, etc.

In other situations, "who, when, and where" may be equally as significant

//hs "why, what, and how." .

///

ERIC

Aruitoxt provided by Eic:

Read the following paragraphs. Ask a who, what, when, where, why,and how
question about the follow1gg. Write the question you feel is the tost
significant. Remember that you are not seeking to ask questions that

can be answered in the paragraph itself, but questions which could bring
you more information or a clearer understand:ng about what the person is

sazlng

1. The human potential for accomplishment is probably one Qgﬂghg_ggffgzggy -
undeveloped resources on earth. No one knows the heights a person can )
attain., Occasionally, and accidentally, some unusual circumstance will .
motivate a person to do something he otherwise could never do._We have
seen unusual physical accomploshments under severe conditions of panic,or
fear (a mother single-handedly. lifting a car-off her child). Under
hyponosis, people can be called on to do mental or phy51cal feats they are
incapable of performing when conscious.

%
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QRGANgm(THE MESSAGE: A
- ASKING QUESTIONS: . SIGNIFICANT-TRIVIAL RESPONSES -

-

2. The management of data-processing or information-systems functiond is
difficult. The managers of each of. the subfunctions, such as operations,
programming, systems, research, and development, must function as .
specialists in their respective fields. The overall management of the
function must not only be capable of planning, organizing, directing, and
measuring the qfforts of .these specialists, but must also be able to
interpret its own needs .and act with a general management orientation.

In other words, the overall systems function management must act as a
generalist -- not a specialist. In addition to the above, the overall
data-processing manager must find time to develop and train his immediate
subordinate managers in the differences between specialization and
generalization so that one or more of them will be ready for promotion
as he moves up the organizational ladder’ .
. 3

A

3. As a business expands and its nufmbers of personnel, inyoices, inventory
items, and so forth, grow, the problems of controlling the systems
which keep track of the daily, monthly, and annual position of the business
also grow. Using pecple to maintain control is a difficult task. Obtaining
enough competeant help and maintaining an exact system, so that ai; persons
perform the job in precisely the same way, are problems &hich are frequently
encountered. Complicated written procedures must be prep@redland maintained
if human ‘error is to be minimized. The maintenance of a staff to writé
these procedures still further increases the cost of operakions.

. \ .

4. The designers of all these products have a responsibility t% maintain .
ar. enviroament that provides aesthetic satisfactionm to thos¥ who must
live within it. The scope of this responsibility includes a concern that
man's sensibilities and appreciation for beauty and aesthetiL goodness are
nutured rather than smothered. A good architect recugnizes ﬁis respon-
sibility for the visual impact his building will have on the lentire
community. He strives to create a structuve that enhances zad cdnmtributes
to =veryone's appreciation of a beautiful environment. The design engineer
must also take an aesthetic responsibility for the visual effect of his )
products. For, by abundance alone, the multiplicity of engineered products
can dominate our environment just as a single large building ﬁominates !
its neighborhood. ’ ‘

~ .y
Ey

A

ERIC L
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ORGANIZING THE MESSAGE: A. WORKSHEET

Paragraph 1
Questions:
Who?

‘~What?

When?

Where?

Why?

Most significant?

‘Paragraph 2

Questions:
Who?

What?

When? 1

Where?

.Why?

Hdost significant?

65




ORGANIZING THE MESSAGE: A: WORKSHEET
- ” ”
Paragraph 3
Questions:
Who?

\\\‘ vhat? ‘

~ T

When?

Where?

Whv?

3
Most significant?

Paragraph 4
Questions:

* Who?

What?

f{ihen?

Where?

Why?

[

Most significant?

64
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ORGANIZING THE MESSAGE: B-1
DISCRIMINATING BETWEEN KINDS OF TOPICS
One way -to understand the overall organitation of the messages we

send verbal or written is to think of those messages in terms of- four
major kinds of topics: (1) Why topics, (2) what topics, (3) ﬂgg‘topics,
and (4) compare-and-contrast topics. Each of these topics tries to get at
.. the purpose of the message. Each calls for differences in .approach and ..
development. Almost all topics will fall under one of these major .types.
The discussions below describe the main features of the major kinds of
topics and point out the major differences among the kinds of topics.

B-1: - Part A, Why Topics . : o -

Why topics asglxéu to give your own opinion, to sharetyour‘own feqliqgs, .
to communicaté ‘your oyn individual reactions. The ingormation3'the .
message, may differ considerably from person to person. Why topics, in

short, come from the private domain. b

. - i .
Not all "why" topics will begin with the word "Why." It is essential,
therefore, to keep in your mind what the topic is ask?ng you -to do. :

. -

Ex. "What are my reasons for applying for this job?" is a "why" "topic.
It could be rewritfen to begin with "why'": "Why I .am applying for this
job." Even without revriting, however, the topic itself should be

identified as a "why" topic because it calls for personal comments and

not for the results of a national poll on why people desire jobs.

Below is a list of "why" topics. Note cafefulIy that not a single one
begins with the word "why." )

L., What I disliked about working as a typist. -

2. Discuss your views.on the new bookkeeping procedures.

3. How do you feel about signing loyalty oaths? .
&,

Give yoﬁf'reactions.;o the new training manual,

P

o

Restate these as "why" topics.
L:

-




ORGANIZING THE MESSAGE: B-1 : - i . .

B-1: Part B, What Topics -
What "topics are like how and compare/céntrast*gbpics in one important wéy

they all take their information from the public domain. This means.that the

information typically comes from a variety of printed materials, newspapers, .
magazines, books, -etc. It is information that is,a matter of record of some ,
sort and that is not‘depeﬁggnt on one's personal response to the information. )

What topics .ask you to gather information, to describe, to classify, . N ;
‘to narrate, perhaps to analyze. Again, not all what topics begins T \

with the word "what." \ ; . .
/ / b .

Ex. ."Uhy do people wart, JObS outs.de urban areas?" is a "wha“"

topic. It could be restated as "What reasons do peOple give For

wanting jobs outside urban areas? The topic does not ask for ‘your

personal reason but the topic instead asks you, to gather and put ’ . \
together information from public sources such as government statistics, '
magazine polls, etc. . =t T R

- ~
" 2
Below .is a-list of "what" topics. -Nohe begin with 'thé word "what."

. < = "\;‘ " .- B .
l. Explain the major featdfes of the office education pregram.
2. Describe some uses of computers by "small businesses.
s 3. Discuss: -the major causes of automobilé accidents in the

N .7 U.S. -
4., State the arguments for work/study prqgrama For hlgh school
. students. A .
Restate these as "what' topics. S
L. -
- - [4
. .J" ‘ .
i h ,
2. X =
3, / 14
2 "y .
- ¥ "M
l!&" »

’, M . L3
s i ‘ . i

A )

s ,
" 68
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ORGANIZING THE MESSAGE: B-1

B-1: Part C  How Topics ) e .

How topics are very .similar to what topics. Tﬁey.differ, however,

in three important ways: (1) How topics deal with technlcal sub jects
to show how to do something or how something is done. (2) Hdw -topics
ask you to be specific and not to generalizée. For example, the .topic,
"how to repair airplane engines" is too general to be helpful to a -
reader. The topic should deal with a particular type of aircraft,
manufactured by-a particular company in a particular year. (3) How
top%cs demand a definite order in the arrangement of information based
on a time sequence; main ideas and details are stated in the order in
which they occur. ’

*
:
»

Once again pay careful attention to what the topic is asking you .
to do. On many occasions the usual clue words of why, what, and how
may mislead you from .the task you want to complete. ‘\ .
Ex. "What I did to obtaln my flrStJGb" is a how topic. It may be
written "How I obtained my first job." Note especially that this
topic is not a why topic. It does not ask you to give your
) feellngs (prlvate domain) about the process of getting ‘the job,
Just*your actions (pubiic domain) in the order in whlch they
occurred -

2
%

Below is a list of hbdftopics which do not contain the wq:d'how.

. . The technlqu of taklng dental x-rays

. " Do<it- yoursel : Make pottery on a wheel
~What to do to check out a book from the school- library
. . The proper procedure for obtaining a driver's license

/4-\ri—-

’

te“these as "how" topiecs. . . -
1. P
‘, - rs

il T~

2 o ° fu
:
3.,.~ -
-~
- >
. 3 .
4.
- s
3 .
-
- v + / , ’
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ORGANIZING THE MESSAGE: B-1 . ) ‘ T

B-1: Part D, Compare and Contrast, ! ) . "
S éomparlson topics and contrast topics are special forms of what v

topics. The spec1a1 feature of comparison topics is that they present

the meaningful similarities between two pr more things or ideas, (Contrast
topics present meaningful differerces.) Both comparison ard’ contrast -
topics may be organized in exactly the same way. They are often combined .
so that both comparison and contrast often appear in a s1ng1e topic. -

. . Ex. "What are the 51mL1ar1t1es (dlfferences) between typing and . .
keypunch?" -is a-comparison (contrast) topic. The topic could
be restated as "Compare (contrast) typlng and keypunch." Re-

) s,-member that comparison and contrast topics are special forms

s of yhat topics. -, ,

<’ ) - r" d . .
}

Wost comparison and contrast topics will have word signals ("simil-
arities," differences," etc.) which indicate the task of these ‘kinds .|

.of topics.” Below is a list of comparison/contrast topics Vlth some
possible word s;gnals underlined. ,

« 1. D1st1ngu1sh betweeen the terms "skilled" and'"seml—sklrled" as, they -
. : apply to idbs in the automobile industry! , ) . :
iy ' .

2. Contrast tﬁe level of tra1n1ng required of doctors nlth that required ~
i of nurses. i

3. Explain the similarities betwaen man's brain and electktonic computers. Cor

~4. Dlscuss the 51m11ar1t1es and dlfferences batwzen the book and movie

* version of A Farewsll to Avns. . T L 7

¥
i

-

AL

f
%

“ERIC /
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ORSANIZING THE bﬁSSAGE: B-1

Below is a list of tppics. Indicate in the space provided the kind of topic - .
involved (why, what, how, compare/contrast). Remember to\concentrate on

what the topic asks you to do. Use the following symbols for each type _
. of topic: % . ]
What topic: wtt Wh§ topic: wyt How topic: ht Compare/Contrast: C/Ct

- -

L. ¥Your reactions t dern paintipg. . —————- v —— —— el
Your. reactions © modern painting : . o= e
2. The most recent theory concerning cancer.
3. " The program of women's liberation groups. , L
4, How to fill qut a social security application. .
5. Discuss your .reasons fof'wanting this job. ° ,
] . : -
6. The way in which a certain foundry makes castings. ) -
7. Distinguish batwéen the physical symptoms of alcohol use and
heroin use. ‘ : . :
8. Wnat is your feeling about censoring the news media. -
L M ) 1"’ d .': ’ . =
9. Explain how an electric eye works. '\; , N ~}T_
S T g E
' ’ *. -
10. Discuss automobiles of today and those of 20 years ago.
- 11. 8,0a-tha=-job training should b= available to all high .
’ school students who want it. , X
12. Som2 forms of governmant practiced in the world today. . - .
13. Kinds of jobs for college graduates in ﬂbgeign language. * -
. o r .
L4. How UNICEF began. . : .
3 . a/'/ ’ ' E N y ! - ‘ h
15. Waat are Eﬁ, differences between schools today and schools of “1999 R
//// . "7’.' . -
7 _—
- :
// / e
T
PO 4 ¢ -
69 .
. ! ’ M
’ ) / ’
£
) 71 e ,
C - \"” -3 £
4 y 1 * )
R \ . - L“'a,”’ . z . oo mp]




ORGANIZING THE MESSAGE: B-2

LIMITING THE SUBJECT .

Eleven of the subjedts listed below are limited enough to be treated ade-’
quately in a paper off 200-300 words (about two pages). Twelve others are
too broad, covering t§o much territory to serve as good subjects for short
papers. Put a check iy the blank before each subject that you think sulit-
able .or a short paper.\ Opposite each item you do not check, write a more
limited phase of the sane subject. - i « -

1. __ Electronics \
2. ___ Harman Killebrew's\Last Homer -

3. ___.Plymouth Drop-In Ce‘ter %

4. ___ Communist Propaganda }'

5. ____ Popular Music \ i . g

6. ___ My First and Last Blind Date |

7. ___ Litterbugs Have Invaded Our School 1/

8. ___ Winston Churchill / i
9. My LittlevBrother’s Short Career /

T as a Blackmailer ! [
" 10. ___ Thz Problem of Human Dishoaesty ;j/ ,f

11.  How to Use an Airbrush // ‘
12. ___ Fashions Through tha Ages /

13. ___ Science Qffers Mamy Caéeérs /

1%, Acr;ss the Country in Seven Hourd

15.- | How Radar Traffic Control Cuts
Downa Accidents

. . Commercial Art v

7. %he Job 1 Didn't Get o . .

le.  The Olywpies _ e e . o

ta, Mexico and Its People — e
2@; Everyone Likes Ouar Combo but

th2 People Next Door

4
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ORCGANIZING THE MESSAGE: B-2

- .
-
21. The Red Cross

- -

22. ;,So You Want To Be a Diplomat

23. " Hitch Hiking

/
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ORGANIZING THE MESSAGE: B-3 //

SELECTING TOPICS g | /

Following is a list of headingé for possible topics td'write or speak about,
Under each heading list four (4) limited topics that you know about, or
would like to find out about. :
1. How to make of do something; how something wbrks -
(Ex: Repairing our toaster)
a.
b. . v
c. . . ]
d. /

b N

2. "Interesting places
(Ex: Grandma's attic; our cabin up } Vorth)
a. / —
b. _ ) ——
C. /-
d. : o

E] -

3. Memorable incidents in my life
(Ex: How I broke my arm) ,

An op, e~

4, JInteresting people
(Ex: An aggressive bum)

[

’

b.
.
" d

-~5. Local, state, ornational problems that interest me.

(Ex: The new tax plan) ) .-

an o

: 7 y
6. Ideas and viewpoints I want to unserstand, explain, disagree with or
persuade others to believe .
(Ex: The kind of college I would like to atCend)
a.
b.
.

d.

4

7. Personél problems
(Ex: On being a younger sister)
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Books, magazines, newspapers, movies, theater, TV, and radio

(Ex: Winy I prefer plays to mcvies)
a. .

b =

c. ] S

d.

Careers )
(Ex: A job I got fired from)
a.

-

—

b. -~

c. T

d . . ‘ N ~

Social problems of people my age
(Ex: What comes after graduation?)
a.

b.

C.

4. - - - =

N ——

»a

ta

o
.

|
|




. ORGANIZING THE MESSAGE: C-~1

f ARRANGING FROM SPECIFIC TO GENERAL

'Rearrange theezgggs.in the following lists, starting with ‘the one most
specifiizig/m aning and ending with the one most general.

-

//lff’Quadrupéd, Lass%g, canine, organizm, dog, animal, Collie-
. ——

i

2. /A publication, the Kansas City Star, a newspaper, a daily, the press

3. Fiétion, "The Cask of Amontillado," prose, short story, literature

4. Food, cake, the chocolate cake I bought last night, dessert, Pillsbury's ~
. chocolate cake .
5. Heroine of "Kludt," female, Jane Fonda, actress, human being, movie star
Answers: -
1. "
2 4
3-. 1
4. e
.
AN




ORGANIZING THE MESSAGE: (-2

. - SELECTING THE LARSER IDZA: Part I
’‘

Frqm each of the following groups of ideas, pick out the one that could be
used as a main heading for the group. Write the main heading first and under
it list the other ideas as subheads in the order that seems ths most logical
to you. Symbolize main heading with M and the other ideas with numbers 1-5
according to logical order. 3

_—

. A; ___ More chances for jobs

Easier to get together with friends N
Greater educational advantages
Bigger .and better stores ) _ . ..

/ Advantages of.living in a large -city
e T /
Wider choice of recreational activities

B. Turning in assignments late
—_— #

- - * - i
/_ Not asking questiops about points that aren't clear

-

/<:__-ﬁéin.causes of failure in scbooi subjects
,// ____ Copying friend's work instead of doing it:é;esélf
___ Wasting unscheduled time
Day dreaming .in class - - R .

. The back fence gossips 3
\\ - *
- \\‘Thgﬂﬁbtngd driver - . .

/
’

Neighborhodd_ﬁggfgi“ ) C o

» .
The noisy party giver g F

i S
The doting parents of bratty children ’ o,

-

F . - ”

The advice givers g . .

o
- . 4 .
o




ORGANIZING THE MESSAGE: C-2

SELECTING THE LARGER IDEA: Part II

From each of the following groups pick out two statements that could be used as .
main headings. Write the main headings down snd under each, list the other

ideas as subheads in the most logical order.
A. Put loyalty to group ahead of school

Advantages of high school sororities and fraternities

Take time that could be spent on other, more democratic things
Give members practice in cooperating with others

Discourage forming friendships outside the group

Promote feeling of loyalty to group

Provide recreational activities -

ProMte snobbery

Often undertake charitable work o
Disadvantages of fraternities and sororities

Encourage strong friendships

>

B. Suitcoats always too short for his long arms .

Has unpredictable temper, easily aroused,. qulckly calmed
Dr. Nuggins looks interesting P ———
Knows endiess number of entertaining storles : %

Bushy black eye brows

//Famous throughout state for his brilliant surgery
Walks with his head thrust forward ‘
Wears rumpled gray suits and black string tle
Always has time ‘to talk with people
Tall and extremely thin
Has unusually keen sense of humior
Pure,white hair, parted in.-the middle
Dr. Nuggins is interesting

-

Ny




ORGANIZING THE MESSAdE: CLASSIFYING C-2 Worksheet for Part II

A, Main heading .

Supporting ideas in logical order.

/
o -
‘Main heading
AN
Supporting ideas in logical order. - B
f - -. ’ " ¢
!
-

B. Main heading

Supporting ideas in logical order.
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ORGANIZING THE MESSAGE: CLASSIFYING C-2 Worksheet for Part II
a ‘ .

Main he@ding

- - v, /

Supporting ideas in logical order.

-

a
f
i "
‘/"
¥
- .‘ '
oy N
. e i )
s - = - .
e X :, s “ *
s \ \ —
-7 ~ .
s ¥, .
p W s *
/ . . . .
e ™.
” ~
\‘L
. ,
\\ ,
. - .
. //
. .
«
,
!
t
AN
"8 .
~
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ORGANIZING THE MESSAGE: . C=3
RECOGNIZING RELATED IDEAS

One .0of the main reasons for planning é\\aper before you begin writing is to

help you decide which of the many items ys\\¥ ve in mind should be included

in your paper and which 'should be excluded. lgsbh\gi the following numbered

headings is the main topic for a paragraph. Below ®ach main topic are five ,
subtopics. Three of the subtopics belong in the paragraph plan; they are

items that should be covered in develqping the main topiﬁf\\zzf of the sub-

topics are not directly related to the mzintopic and should bé-dropped from |,

the paragraph plan.

Read each group of items carefully, and decide which two subtoplcs in ach
gfﬁﬁb do not belong in the plan. Place an X in the blank before each og\these
irrelevant items. . *

EXAMPLE: Our new home is in a good location. ) . \\
’ Near bus transportation .
X _ -Ranch-type house with six rooms ’ \
"Just two blocks from school
X Has beautifully<landscaped lawn
Close to my father's business

1. People in our school could well do without:
Students who disrupt classes by making inane remarks
Students who cheat and brag-about it ._
Honor system would prevent cheating
Students who belong to a clique and ignore everyone else
- School spirit necessary at games
2. Many, of our popular dances came-from other countrles
The Charleston began in the South - e e BN
___ Rumba and mambo originated in Cuba :
—__ Fox trot is easy to do >
Waltz came from Germany, though its real or1g1n is French
Tangd was imported grom Argentina
3. Air hfavel is safer than auto travel:
*  “\Planes take less time to cover the same distances
Planes encounter Eeb:traffic hazards

H

H "

" " Planes get expert inspection and care -
’ Pilots must pass rigid tests to prove capability T
Air travel is becoming cheaper - . /.

4. Establishment of the first public library in Amerlca

Founded by Ben Franklin in 1731 !

Opened in home of Robert Crace

Temporarily closed in 1793 because of .the plague

__ Began with capital of $400

: " The Congressional Library established in 1800 }

S5. Why my candid#te, Don Pierson, should be elected president of senior class

Has excellent record -- good student fine speaker, outstanding athletz

_ Has had experience in conducting meetings and knows parliamentary procedure
fraditional for senior classes to elect a fellow, not a girl, as president
Father a successful executive in the Lyndon Manufacturing Company

. \’

. \ . . 81 ‘ )
79

¥
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ORGANIZING THE MESSAGE: C-4

DETERMINING CLASS HEADINGS

State the general category under which the items in the columns come.

= canoe

e outrigger

- yacht,

toe

ocean liner

John Wayne

Clint Eastwood

Henry Fonda

James Garner

James Arness -

scarf s
ascot T
muffler

boa

necklace/

1
{

82

democracy

monarchy
dictatorship

Y

painting
sculpture
architecture

dance : L

£

dejeéction
depression
2lancholia
%ﬁief
mourning’




ORGANIZING THE MESSAGE:

Classifying Newspaper Ads

¥

£

d
a

[ ]

‘71 BEL AIR 4 Dr. sedan, foc-
tory air, power steering & disc
brokes.
fires . ., PP
‘69 IMPALA..spon coupe;
light green with 56,000 miles,
“8uy as it wos traded for$1270
‘70 IMPALA 4 Dr. Sedon, foc.
fory Qir,, power
brakci Enjoy this cor all sum.

'$1
’69 CHARGER NEWPORT 4

dr. sedan. Maroon,-with white

brakes, air conditioned . . $795
‘71 MALIBU 2 Dr, }.1. 307

Yellow with black vinyl roof,
mokes o sperty, ecanomicol
WAy 10 g0 .y une s
‘69 CONCOURSE 9 pass.

wagan. New dork green paint.

Avuto. tronsmission & pwr.
slunng .o Drive thu wagon
home foronly....... $1380

‘69 ‘KINGSWOOD 6 pass.
wagon.
Pwr. steering, ready for thot
summer vocatidn . .
‘71 IMPALA 4 dr. sedan. Pwr.

_this Impolo ~ America’s #1

New white woll

.$1995

steenng &

invl root: Pwr. sizenng, pwr.

ngine- and 3 speed shift.

$2180

Auto.  transmission,

-$1420

isc brokes, power steering,
nly 32,000 miles — test drive

vtomobile today . . . $2348%

JLd ‘business o3 in hlc
wwprochco The Golden Rule

BA LDWIN

.Successorte
LN LARSON CHEYROLET
310 Cantral of. Univ, 339.1964

3
L3 i 4

: S ROOFING, SIDING & GUTTERS

£
54

ree Est, lnsured, Guaranteed
LITROS ROOF!NG & SIOING.

MEN - WOMEN &

Part or full time to supply Disney
books to estab. retail accts. High
monthly earning potential with only
$29%0 for nventory & training. Call
COLLECT Mr, west (218) 2&3 1981

Agdrox.

‘CLASSIFYING, ¢-5

i

o

. NDEXOF |
- MAJOR CLASSIFICATIONS

-_Classificatiop.Numbers

ANNOUNCEMENTS 1149
AUTOMOTIVES . . ... 701-749
BUSINESS SERVICES . 101-179
EMPLOYMENT . . . ... 300-349

opportunily for
or greasin

dvanccmeﬂt
wasmni
son 2636 University 'Ave

Em prr?

GRINDERS-ENDMILLiI

Cutter-form tool nkeded at

SUBURBAN TOOL - CALL

Tel. 3357382. 7 a.m. to 5:30 p.m.

COCKER SPANIEL AKC _ Show

:1ual 2 Males. 4 Mos. Buff. Tp-Bid-

nes Very FlashE Also yng Buff
X-

sire prod. All have
P:RSONALITY PLUS. See jn Mpls
thru Sun only, 1 332-1600

TYPISTSB 13

TEACHERS

HiGH SCHOOL GRADS™

X TYPISTS
NEED ‘AT ONCE L

-

Top Pay — Full Benefits

Call 333@{7

Manpowerinc. -

1816 1

DS Tower, 3380527

0 So.
An Equal Opportunily Employer

COIN
'mach
er, ro

'é4 CH

CHANGER MACH, adding
Suntellator md. 1118 rechn
away, aas locinerator, kit
fq. cabinets, stes! shelving
EV IMP, good. 4§ 18361 176

E

Aruitoxt provided by Eic:
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FACTORY HELP

SOAP & CHEMICAL PLANT

A xM“T";q"mﬂ“es Sagggclenl MERCHAND'SE e s e e 20]-299
0 hew art, Northtown pin .
Ctr. By owner. y4 ?g RENTALS e st e s eenens 40] 459
CEMENT “WORK CARETAKER COUPLE i ¢
5 Middle aqe /rehiable “coupte for Iq.
ALL TYPES new ap‘; !t}riaol .bM;n m; - SELECT :
0 nQ maintenance backqround.
Pégfénitye%e gﬂveways \g-le to asslAs}‘ wn{,\mc,lunl?g aplg: UAKR'BBE moR
ent free utilities plus
HOFF CONSTRUCHON stantial safary. Write - lg 5t
5218214 B71-8854 it 31, Chowen A 5, el  BECAUSE
— @ 1 We are close ta shopping, bus
CLERICAL Q 3 fransportation and freeways,
Fn? <'Ierk to work n{ghls' slllnq just minutes from anywhere.
sale from invoices 1o Invenlory
cont. cards hrs. 445 p.m. 161 am INTERVIEWE 5‘1‘ We offer all the exiias,to make
S days wk Perm  ful hme position o, 3ea for payitinee - your opt. home <am’fonable,
gd. pay, exc, benl work cond. Yomen ne g lodi
00d £+ apl. ENUINE PaARTS lodoor markel Survekv including security system. gor.
o, 7400 Wwest 21th St.. St. Louls gg;k mAJDVO;- ez:paea hes, De'Ao‘le ages and elevator. Why not
Pk, 929-1635 Jeanne Drew Survevs |n<, 3005:,’:. Jinspect these values todoy.
We wullﬁnol b2 res ibk e = . 10113 West 34th Steeet
otKer. children In our bocs. o oy o ’ County Rd. #18 West 34th St
Garness, 5916 - 2nd St. N.E. 2 Min, ta Ock Ridge
1 Country Club
2 BR TOWNHOUSE in Pi moulh
ATTENDANTS 1)  Yu Afcond/ cpld. apols. OPEN DAILY
Martin O Se T %S rhings SeeRudc:nl:A‘zBR N
a n me, 4 cnageron Premises §f .
d startl at 10 vacation
zwhospllalrzgll;neplr; Exc‘cllmt STORE DETECTIVE 938 9032

Experience heloful, but not
sary""!?lmude (t:ﬁ"inlcrnal lwtwk
detecting  sh, lo
Personnel TARGET STOR e
5537.W. Broadway, C w{
“An Equal Opporutnity Emoloyer

B

THORPE BROS.
33-13

List numbers. of ads on the line following
the appropriate classification.

Announcements’
. I

& - .
Automotives :

.Business Services

Good oav, overtime, availapl b
avy qen’en »p?anx' a%fg _Emplcyment
n en preferred
A - ;
arsha .
See Don Shau{ghnessy piant supt.- Merchandise
Hand.crocheted ponchos, Sizes 314
pgiced $430800." o1 /) “fins Rentals . .
iy - o AT .
g Real Estate -
North ‘New Brighton, Nica 1 BR
apt. Near bus & shooping, No fease, -
3148, A sal $4.5915 . ‘.
25— -
BY OWNER 2 & 27
3 Br. Formal Din, RM. 2 car at-
LAKESHORE—~(0 mi trom cily, tach - qar Over 1500 sq. h priced
: 0ST _ male’- sheph ome, Bk &
ggmelv woodﬂk slevated fols, $2195 in_mid_40's 560.5944 Lm 1/»4 <o|s"°°pf'°‘ & DIk

EALCO 4/ 4210169
FAS)

) Salc——-f.‘\ovinw——éﬂ
Garaqe & pm Snow lires, couch

ard eauto train & race el* 1575
fist Av. N.W. Mo £
Solver Lk Road. 633)

e et - IS

83

8

& Zealand, New Hope,  533.1461

-

‘66 0Olds, Jel star 8. In ver

good cond. PB., PS, Autotrans. Gd.

dres, bucket seats. Call 53572230

mornings, or 425 3858 afternoons &
7y

evenings.
25

—

"BIANG TUNING A AND ‘REPAIR
GALEM LEWIS $38.9512

.
1. ’ ' .
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CLASSIFYING THINGS AND\IDEAS , L -
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For each of the following activities arrange the things and/or ideas in
four groups according to their similarities. Then choose a cldssifica-
tion heading that includes the words of that category but excludes the,
other wotds. Be certain that you use each word in. only one category.
No word may be omitted. There may be more items in one category than
in an ther. K -

.
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-
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£
2 B .
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E -
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v
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Z
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“h* ’
. -‘_’M -
. . y .\ﬁ—\
o .
s . &
a - \ 4
- 9] \ e
- . ) \
< . 1 yi




ORGANIZING THE MESSAGE: C-6a

|
H
i

t

"ARRANGE ACCORDING TO CLASSIFICATION: -

\
‘,/'{/// Classification,
X-ray technician :
typist )
park and recreat’ion director
carpenter .
policeman
stenographer
: ' : Classification

nursa2 ,
key punch operator
pediatrician

.~ “elementary teacher , R , ;

. brick layer . L

ClaésiLicat%on'

dental hygienist
receptionist
, probation officer
electrician
accountant
surgeon

Classification
“social worker y
plumbex

sheet metal worker




ORGANIZING- THE MESSAGE: C-6b

ARRANGE ACCORDING TO CLASSIFICATION

porcupine
plays )
snow
eternity
sunshina
caterpillar
movics
faith
storm
baaver
carnival ¢
hop2

T.V.
football
rain

robin ,/

sleet
spirit /
rattlesnake
fog
dedication
'nave}

Classification

" Classificdtion

Classification

—

Classification

o




ORGANIZING THE MESSAGE: C-6¢

ARRANGE ACCORDING TO CLASSIFICATION ’

candy Classification
pony ;
toxic
taffy { .
cop 1 o
strive!
tumor
soap \ Classification
pole \ . T
task -
soda
pole
task
soda
p2ssimist Classification
contest K
corn
soup
practice
.sap
PP
corner - Classification

.
i =

CVR—

il

m———




JRGANIZING THE MESSAGE: C-6d

ARGANGS ACCORDINS TO CLASSIFICATION

Cuay
steel
IR
hagket
1id
piston
blanket
b
nlastgis
tarpaulin
nottie .
stop siza

arazs

zoEEa

taytnail

clothin

Koetls

.y

s ey

¥ »

LT

Classification

e -t e s - 0 st
1
—— o 2 2t it i 1 Tk e s P Wl s S B T

- ———

7

——— - - ———— > O~ B P et s et Wt

——— — ———— Y —— " ———t. To— ———— . >

Classification

— - ———— o ——
—— - — - —— > 1 ———r
St - —— r— —— - s s
—— —— v — e o . 7 e e

L i o i i 2 > P > — > — - >

‘.
e > - - — — - O Gt .
P

¢ T

+
7

e

e




ORGANIZING THE MESSAGE: C-6e

X

ARRANGE ACCORDING TO CLASSIFICATION

automobile ’ Classification
ferris wheel
phonograph
bicycle
windmill
motorcycle . .
¢hain saw : . -

+ hair dryer Classification *

T levar ¥
sail poat ‘ : i
ax
houseboat
toaster Y .
hoe . - \ o
-~ LT Classification

n ™ — 4

- - ?

Cme T /_;Cl'a'ssi'fi‘czit’ioh" [
|
!

39 .




ORGANIZING THE MESSAGE: C-6f

ARRANGE ACCORDING TO CLASSIFCATION
preposssassion ) Classification
doctrine
emotion
maditation
bias ’ I
sympathy - P
irrationally ‘ .
reflection Classification 7
passion : o -
da2libzration .
creed

. partiality
coganition
affection .
bigotry . Y Classification
convation . B
contemplation ;
s2nt iment . ) Y

" ) Classificatioq.__
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ORGANIZING THE MESSAGE: (-6a ANSWERS
. o« ra
; “ i }
/ Hedical Clerical T
5.’ X-ray technician key puach oparator ®
pxlidtrician accountaat N ¥
SUrEeon ’ typist -
narse recoptionist R
d2ntal hygenist ‘ stenagraph:r e
- ) RN 9\(//
al . ~
- ]
Coastructioa Public Employezs .
carpanter park and recreation dipector!
plupsar social worker - . >
efectrician policaman
brick layar elemzntary, teachzr .
<7 Tsheat metal worker o probation officer
A ¢ o
e h : ‘ ’
- . » ¥
& * z
* \}‘l
/ i
/l .;)
# - y""-
-
s -
A
/
-~
Q 91 .
e L
A Y A ——————
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ORGANIZING THE MESSAGE: C-6b ANSWERS

Animals

porecupinz
bravar
robin
rattlesnake ’
caterpillar

z

P
»s

R2ligious Terms

eternity

faith )
hope .
spirit

dedication 4

Ko

Forms of Entertainment

plays
movies
carnival
T.V.
football
novel

suashine
storm
rain
sleet
fog

1N

£

e
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ORGANIZING THE MESSAGE: C-bc ANSWERS
s e L . : a I‘ -

Ttz b zinaing sith © Ltems boginning with P~ r—— - __ —_—
fandy ' T ’1 - ’ h
h‘ ; poay - /
cop practice f
caatost . ple |

_ . V-
©orn . passimist
corr pP7P
Ttems beziming with s . Lems beginaing with T
<ap . < toxkic g ‘
R 5o/ ] tumor
srrinzs taffy 4l

510 ’ 7 task . /
ERE ) ’ /
= 4 ) /




ORGANIZING THE MESSAGE:

Coatain»r

e
wastebaskst —
box
kattle

.- bottle

Coverings
clothing
1id
roof

‘blanket
. ) tarpaulin

F

C-6d ANSWERS

-Shapas

P .

stop sign

coffin

e orange
—~-piston

football - -

Material
rubber
steel
cotton
wood

plastic

——




ORGANIZING THE MESSAGE: 'C—6e ANSWERS

®

Engine Operated
automobileé

lawn mowar
motoreycle .
chain saw ’

. houseboat

MAr-powared
bicycle

lever

ax -
h»a ’

Electrical
toaster
phonograph
hair dryer
refrigerator
roller coaster

-

Hind-powered
windmill
sailboat
blimp

/
) >
'y .U
- . . /
-« ” I /
’/l
9% /
o . ? / \
; j /

‘ . ‘
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Pre jilice

et unE. - .

prepossession

bizotry

hias . ’

. ! L7
irratidaality
partial -

1

"y
14
e

iy
{f.ecting
passion

sptiment ’

aympath /

<

o
B
e 0 )

[/ g e

doctrine
convaction

~ ’

“Ihought
me:litation
cogaition
reflection

deliberation'T
contemplation

<
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Much_of the material used in writing comes from personal experience

s
and observation. 1In this exercise you will practice observing, remembering,

-

“and noting down such details. Choose ¢ne of the following scenes to use as

\ o

a subject for observation: s

The kltchen on-baking day " -/
Bowling night : . ./ .
Breakfast with the famwly . o - - \
Walking home in a rdinstorm (or’ snowstorm) -,

Entering a’delicatessen — -

Eating lunch in the sé¢hool cafeteriaj o ‘

The school hall at dlsmlssal time

Downtown traffic at rush hour N

. . .
Indicate the scene observed.

*

LY

A\ . * ‘,“ . 4 v'l -
Under each of the following headings list_the details you observe: ( R
- - = °
Sight Hearing Smell _ Feel Taste
) / .
» ¢ 4
, -

¥
™
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. Finding ‘Synonyms X N
List all the wo ds, phrases, and figures pf speech (including slang) that
you- can think of which might be used instead of the word absurd.  (Use
the Dictionary of Slang, a thesaurus, and a dictionany;)‘ -0 o 4
N ’ ) ‘ / }
. . . S
O Y N .
- // \
e
o e )
/‘ . T
. 7 / -
- ) .
t ; -
‘ = : -
. ) |
) p ) .
.y //, e - - B -
A g -
e ]
, x - , -
- ¢
3 '
-~ w
~ 4 X i ——
< , . .
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i Y ‘/ "
i 1 - o
b
i R ; .
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\ 7 - - ’
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1 G ‘
’ 7 - -
\ .
\
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T ‘ " The Index

The section of an indyx‘tnat is pricted below is. like those found in many
enqyclopedlas. The set of books from which the- index might have been
taken contains one volume for each letter of the alphabet. The letter
after each heading in the-alpﬁabetlcal 1ist below Puerto Rico shows in

which’ volume or volumes the desired information can be found. The numbers —
tell you the page or pages to look for in that volume. The words picture, T
color .picture, map, or table indicate where illnstrated miterial on a partic- .

ular subgect may be' found. - . '

Read each ‘question below the index and decide whére you would look first to )
" try tg find the answer. Put the volume lecters and @F numbers on the lines. "

The f1rst_one is done for you. . \\\\

. -~

~
~
~

Puerto R1co (pwer'te re' ko), formerly Porto Rico, island of West Indies,
~transferred to U.S. by Spain in 1898; 3435 square miles (with nearby,
- islets);> population 2, 210 »703; capital San Juan: P-374-9, map N-361,

Elctures P-374-9 . ) ) , ,

animals P-375-6

. i i -
~ 7 " children P-375-6, color pictures: P-375

cities P-379

_ Citizenship of natived C-216, P-375 ' n ..
. \ N -
\

climate P-374-5
education P-376 | /' 1
electric power PTQJS :

farming P-377 /

PR A0
flag F-267, color\picture F-263 I

- { /
forests P-376 . \\\ . N . . 2

government‘@ 378

history P-376-7; 9;;# héquﬁrés 5-271 ) ' ! / ii
P hoséitals P-379‘ /

language P-375
) people P~375' how the people Tive P-375-6
’ S .‘ population problem P—375 table P-374

. products P-376, p1cture P-375 ' e
shelter .P-375, 377 _ B R ' ' '
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-

What 1mp1ements mlght be used by the workers on a sugar-cane
plantation? - o &

[

What happened to the forests that once covered most of the
island?

At what cities are the bananas, limes, oranges, and other
fruits loaded. for shipment to other countries? /

R

What does the flag of Puerto Rico look like? - /

-

Why do the people of Puerto Rico eat so little meat?
Where could you find a map showing all of Puerto Rico?

Are the PuertosRican people allowed tc vote for the offlclals
of their government? / _

Why do the plantatlon owners g*ow rice on terraced ground? '
Why do many of the natives speak Span:sh instead of English?

Do the houses in the Puerto Rlcah cities have adobe walls and ~

-
=
N

Are the Puerto Rican schools like those in the United States? ’

Are there any sxyscrapers “An’ the capital c1ty

Do all Puerto Ricans use charcoal-burnlng stoves and
kérosene lanterns instead of electric lights and stoves?

What ahiméls other than donkeys are used by the farmers?

Why does the island of Puerto Rico have a temperate climate
even though it is in the torrid- zone? -

Who discovered Puerto Rico?

b

.
- L ’ ”
.

\
~

e ——— P

)
.
R .- -,
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Rgading;an Index

Just like your index finger, a book's index is very useful. It can
help you to find exactly what you are” looking for. T
. e "

The index is a more complete listing than a table of contents. The

index tells you more thar just the main areas that the book covers.

It tells you what material is in the book and where to find it. Every ._

subject is listed in the index, even if there are only one or two .pages T
or a single paragraph on ‘the subject.

-— -

The subjects in thé index are listed in alphabetical order. After
tne subject listing, you will find a page number. If you can £ind .
1nformat10n on that subject in-several different places, all will be
listed. Sometimes the index will tell you to look under another
subject listing to find what you want. .

Not every book has énﬁindgi} When there is an index, it is at the
end of the book.

Sometimes you may have trouble knowing exactly vhat to call the subject
you are looking up. To find out if a book contains information on whether
goldfish eat -earthworms, you mig?t Took in the index under either

-
~

- . _ or . To find-out what pages
céritain 1nformat1on about the Dodger s left—handed pitchers, you’might look under :
b s OT .
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Under what other headings should you i‘l'ook for information about:

»

1, shdmpooing?

2. vitamins? .

3. waving? .

4. tape?
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Here is the last page of the index from a book called Your Hairdo.

shampooing, 13~213 of vigé, ) . tapering, 11, 12, 37, 49

108 (see also acne, hair . teasing, 47, 48-49
‘problems; and hair, types of) teen-age problems, 92-99
” shampoos, 8-18, 16-17, 101 _ temporary color, 17, 18-19, 66-67, 102
(see_also shampooing) . test curls; 59, 60 .
shaping, 12, 37, 49 ooy thin hair, - L6'17 46, 109 "
shingle cut 37 - thinning, 37, 49
_ short hair,. 40 42, 51 (see - tiaras, 115, 116
a2lso haircuts) : tinting, 69-70, 105
side part, 32, 29 tipping;.-hair colbr, 71; salon -
skin irritations, see. acne " attendants, 138-139 S
and dandruff .- ) tips, see ends
skin tone, and hair color, toning, , hair color, 69; make up, 77-78
72-82 o . .
snarls,. how to avoid, 18 vinegar rinse, 9, 19, 20, 21, 59, 102
split ends, 43, 60, 84-85  vitamins, see diet
spot permanents, 57 water, in d1et 89; salt, 9, 70
straightening, 36, 60-61 /’/gavxng, see permanent waving and setting
streaking, 65, 71. . wiglets, 104, 105-107, 109-110, 111
styling, see hairstylding . ‘wigs, 104, 105-1073 care of, 108- 109
* sun, effect of oh'hair, 9, 10, . winter, effect of on hair, 90 91

70 wiry halr 12, 18
switches, 104, 105, 110 111 ,, .

=

. tangles, how to avoid, 18 .
_ tape, scehc.‘éllophanD tape - . ’ . -

Use the index page to answer the following questions. .7

On what page or pages will.you find information about:

1. how winter affects your hair? ) 7

2. how to avoid géttiﬁg tangles in your Hair?

3. wiglets?

4. the care of wigs?' e
Does ?ha’book give any information about :
1. how much to tip-beauty salon attendants?
'2., how straw hats help your hair? )
" 3. shiny hair? . . .

4. wusing temporary hair colox? : -

N

———— 101 -

103
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To make ax index,‘yéu must be able to arrange -all of the subject items
in alphabﬁtical order. . . -

When you élphabétize, you list first the word whose first letter is
closest to g,-}For examgle, which should be listed first, bug or spider?

1f two words start with the same letter, Took at the second letter. The
word whose §econd Ietter is closer to a goes first. For example, which
should. be listed -first, pitcher or player?

1f the first two letters-are the same, the third letter decides which
word goes first. - For example, which should be listed first, glease or

plate? * ,
~ Ih'zlphabeﬁical order, which word goes‘firsf: candie; caméI, copy, cozy,
or castle? _ Which of the words goes 1last? L

Using the lines given, write each list below in alphabetical ‘order.

" gum saiJa ) .- danger ‘ . .
mink _ ' safe B . edge -

. - fail ”"- ) . S - . ’ﬁ ’
skunk T wrong, day _ .
king . . sad dead

knife : sorry " deed ' -

T . N — - T 7
finger . A right end N .

Now you're ready to make an index. - - ‘ .
- . . . . - 7
. . .
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Here are two columns of an index.. In the first column are subjects from A to H.

3

manners, 301-303 .
. . making up, after a fight, 260
N - parents, 58-6%* introducing date
- . “to, 28, 39-40
- s T e .. ‘hours, 267-270

{ i, .

Using the two columns-above, answer the following questions.

In the second column are subjects from H on.- /fﬁ\a
I - ’ /II g
. f1rst date, 17-32 - preparlng for a date, 23-24
accepting a- date, 20=22 34, 57 saying good night, 65-71
asking for a date, 19- 20 35 36, 56 ) home calling for date at, 37-38,
5lind date, 105-1G7 . ‘ - 59 181; inviting date into, 30
dinner- date, "99-103 . ’ ’ 60, 108
"friends" -- ‘turning them to - Party, giving, 203-210; inviting
dates, 44-45 - someone to, 204-205; -meeting
dating, how often 150-155; and ‘ people at, 211-213; taking
schoolwork, 157 (see also somzone - hone from, 214 -,
first date, blind date,- dinner meeting dates, ways to, 80-90;
date) instead of calling for them
going steady, 156 159 how to avoid, 39-40 . "~
160 talk, what to talk _.about, 160-163;
age,, at first date, 108-109; yours i too much or too 11t:t:1e, 164
and your date's, 110; does'it - "playing the field,'" see going
count, 111 . steady _—_— :
dancing, 1@8 -170 o nervousness, 266 :
height, 112-113 ) money, ‘who pays for what, 250-2553
drinking, 130-136 _how much to spend, 255-256; how
bad date, how to end’ early, 146 .- to get more, see parents

1. Which subject should be first in column I? _

2. Which subject“should be first in column II?
. “ -

3. Which subject should be last in column I?

4. Which subject should be last in column II?

‘

5. What entry belongs just 4fter the following? —
dinner date : ' ’ money' S /.
R 7 - -, - -
.o i
© going steady . ) parents ;o
- - r,’./“l"/ /
first date . _ + nervousness __/
\ "friends"_ “home__ .- u//
* blind date ’ making up /

. 6. Why is there no page number listed for “playing ‘the fieid”?

14

ot s = = i i+ e el

;105

| - , 15[?23 ’W‘ ’T .

7
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! . Where‘Can'You Find Out?

i

e

In your school or public library are many sources of information about
modern wonders "and the men and women who developed them.  Each type of

- reference material meets a particular need. For-example, if you wanted

detailed 1nforhation and background material on a subject, you might go- -
to an encyclopedia. -.For certain specific bits of information you might
consult a dictionary, an almanac, or Who s Who.

&

" Among the reference/materials found in ﬁost libraries are the following:

-

1. A set of encyclopedias containing fairly detailed articles, many of

- them 1llustrated dealing with all fields of knowledge

’

w2, Dictionaries ] ,',

3. Science textbooks

4. A picture-history of science and invention including biographies of
famous scientists and inventors; pictures, diagrams, and explanations
of important inventiorns;.and historical background

, 5. An almanac -- brief general reference bcok published every year, listing
major évents of the year, statistics of many kinds, and a great variety
of useful facts and dates

-

6. Who 's Who in America containing brief biographical anformation about
important -living Americans. A tiew volume containiﬁg up-to-date facts

is publi ed~every year. - . . . -
7

:7;; A nature atlas containing p1ctures and descriptions of rocks and
minerals, &rees and wildflowers, birds and animals found in different

parts of the country . ..

+ 14

8. Biograghieg of scientists and'inventors - ) ,
9. Technical and scientific magazines containing news and informative
articles about -current research and scientific discoveries,
In addition, a library usually contains two important "tools"’that are
deslgned to help you find particular kinds of matérials:

~a

" 10, , Card catalog -- a card file listing every "book 1n the library’by
. " title, author, and subject . ) . .
11. .'Readers' Guide to Periodicai Literature --a monthly’ 1qdex to articles
in current magazines, listed by subJect and author ,

0 / x -
I
Jwr“d“; 7/ . % L. ™

fgy&’ -/
. 104 )
’ : 4 .
X ¢ B . s
. oo ) .
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Which of the soirrces of inFormation listed above would you go to first if .
you wanted to answer the following questions’ ‘(Indicate by number.) .
V- .

- 1. '1Is Dr. Jonas ‘Salk still alive and doing medical.research’

2., Was dynamite the first explosive invented?

3. Aré‘ﬁails, abscesses,'and carbuncles somewhat alike? - . 7
4,  Were daguerreotypes shown at the Philadelphia Centennial ’ . ,//Trfff—
Exposition in 18767 =~ | ) o
5. What becomes of éhe wax'ohen a candle burns? o s
@ g, What did the first steam engines look like?
7. What _books about railroading does your public library
contaxn’ .
, .
8. Suppose you have been-reading a -story about the Erenghman
P i who built the Eiffel Tower. Are the main facts in this
Ve book true?’ ' . ) /
. . / {
9. What are the distinguishing characteristics of shale,
granite, marble, and limestone? .
-10. _What part of all the freight shipped in the United States is .
carried- by trucks? / , " o
) 11. What' kind of person was Thomas Edison? . ] ’ .
12. What are the newést developmznts in space travel?‘ ) . v

’13. What magazine articles dealing with atomic research have
been published 1n the last month?, i

- 14. What ‘were the major scientific \discoveries made last year?

‘ o
N
. ;

. -~
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% The United States Coast Guardva “, \

.

- »
%

The men in the Coast Guard service have a full-~time job seeing to the safety
of all who navigate rivers, lakes, and the oceans that border the United )
States and its possesions. One duty of ‘the Coast Guard is to try to prevent L
marine accidents. Another duty assumed by ‘the Coast Guard is rescuing\the

3 . * . ~.~Wed . . ‘.
LT 4 o \ - e

One way 1n'wh1ch the Coast Guard prevents accidents is by regularly checking
freighters to make sure that they are in shipshapé condition. Inspectors\ -
examine the hull, “the machinery, safety devices, and the rest of the ship“s
apparatus to see that nothing_is out of| order. - \

In the North Atlantic Ocean, there is a special Coast Guard “ice’patrol"

5

that cruises about watching. for floating ice. At night and in stormy ! \o
. ) or foggy weather, thé enormous chunks of icé are almost impossible to see. AY |
o Ships in the area keep in radio contact -with the "ice patrol" and thus ' \

know the precise location of floati; g ice. - . L

L . - i

. Another section of the Cbast Guard handles the "weather patrol“ stations '
o in the Atlantic and Pacific oceans.' This patrol broadcasts frequent o

on -the-spot weather reports. The 1nformation alerts crews on shipsxand

planes”so.they can prepare for severe gales or alter their courses tos ‘ -

avoid unusually bad storms. . o/ o . R U

, av1gationa1 aids oper% ed by the Coast Guard incIude ‘lighthouses on g-\,

‘the ‘coasts, lightships in the water, and foghorns. In thé darkness and CT Y

during storms, the boom of the horns and the flashing beam of the: lights
caution sh;ps pilots to watch out for dangerous reefs.

x

Occasioﬁally an accident does occur, In such a situation the Coast Guard
is 1nstantly available to aid the victims:

-

If planes or sh1ps~at ‘sea are 'reported missing or are long roverdde, the
Coast Guard is notified'and quickly gues*into action’, TIts men -comb the

mmmr seembd T el n“l--nh e ahdm 2ha £2enT 1y 1’\’!6"0!1

- e mrms o e - wavalip e e armae -

¢ |

Whon a shipw?eck(ﬂccurs, men of thn Coast Guaro make every effort to rescue

the victims. , This work calls for- hrave, well- disciplined men who must be

N . ablé to’handle smallsboats in Lhe nidst of wild storms.
— — ’ Ll c/
The‘Coast Guark piloneered in saving lives by using he1icopters. With these
“whirly-birds,” cmergency cases of:ghe injured and 111 can be rushed from
ships to the shore and be under medical care in a short time. o ;

(U .
Fach year thousands of peOple remembtr with gratitude the services performed | '/,
by the many loyal voung mzn who have enlisted, for duty in the United States o
Coast Guaxd, L . ‘ | ;

. M / x ' !




Rescuing shipwreék victims
@ocating.flpatingwice ‘
Rushing i1l and injured to’ shore ,

.Broadcasting weather reports
Enspecttng freighters - . )

" Hunting missing or- overdue ships apd: planes

Operating’ 11ghthouse§) ‘lightships, and foghorns

L. \Thé Coast Guard helps-.prevent gecidénts by,

A, L.

B.. . . ) 7 4

SET R R EANEE

i i . Vo
II.' The §3ést Guaf@‘save; victims of aceidents by j

\
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However these terrifying storms always give advance warrings. The veteran

. unusually high; and huge, racin
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The Pattern,of aaHurridane . ; s P
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The feel, the sound, and the ight of a hurrieane are terrifying.' Thé S e
whole earth seems to come to life; to_shudder and groan; to twist and strug- .
gle, to lie. deathly st111 and<then to slowly revive and go its norma1 wa¥»~“sm,ﬂ_";'

aga1n. . i . o, L T s
e A 3 - C R 2

P
-

\
|
|
|
|

l
|
of one hurricane knows when a new one is bearing down on him. ,ﬂé dan“seé ft. J;; |
He can feel it, And there are peop1e who- insist that they can smell dan S
approacning hurricane. . . . /.) - , ,' Lo

e Y

e e tewn e ven e

The people on the .seacoast need not bosher to loo< at the sky to Krigir when '_ - -

la;hurricane is approaching. The\hater warns thém in two ways. The tide is. .
g hurricane waves appear far in advance of‘the + r

“storm. R o . / IR ~ 1

N T L, Y . o T - V4 4 R .C: .,’».'
kt almost the same time there will probably ‘be advance warnings in th sky: R '
The first hing is 2 change in the color bf the 1ight. An odd yellowi h e
haze appears.‘\If it| is near the .end of the day, a bg;lliant réd suis t may SN

be noticed If it is n1ghg there mayni7 a circle arqund the moon.

The barometer begins falling. The aiyp/becomes damp and uncomicitable P .
‘and still. There is a definite feeling that something is: goung to happen.. ) '
The an1ma1s, birds, fish; and insects ate keenly aware of ‘the meaning of
th1s change. They 1nst1nct1ve1y start mov1ng toward shelter.a

.Another unmistakable warning of an. approaching hurr1cane 1is the appearance ' 2
of light, low, racing clouds that seem to be skimming. along bakrely above ‘ \A
the tops of trees and buildings. Light rain may fall from some of these - \

clouds. Occasional sharp gusts of wind will swir1 along, ollowed by T
. petiods of qu1et. - . , / L

As the storm draws closer, the racin clouds become heavier, the periods .
of sunlight shorter., The haze in the sky is more pronounced. The«wind ’ i
begins to blow more steadil{, increasing both 'in sound gnd in fury. ° /
Then comes. the dreaded monster 1tse1fi\

- \

“When the full force of the hurricane winy sweeps over the land, "the’ —~ S~

whining and sighing and whistling of the ¥ind change to a rumbling _
vroar that builds up to occasional shrieksi -The storm lashes, -whips, amd— |
drives across everything in its path. N )

.-

The sky grows. darker untrl it seems that n1ght is approaching, though 1t

may be noon. A weird, bluish-gray light breaks ‘through at intervals. .

The stinging rain seems not to fall but to race along with the storm, - o,
. moving horlzontally. The wind is so powerful th"' a petgson facing into :

it cannont ‘breathe, ) N “ .
. 7 * T f -

2
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The wind may buif% up to Speeds of even 18C miles an hour. Mingled with
the roar of the wind and the roar of the seas are overtonés of tearing and
breaking and crashing. Roofs are picked up and tossed about like giant

- leaves. Buildings sway and quake; some are demolished. Peéople who try to
move in the face of the blow must ‘get down on all fours and crawl. Anciént

" “trees are ripped apart or uprooted.. Strangely, the palm, its long slender

" trunk reaching far into the sky, seems best able to withstand the fury of
the storm. It bows before the force of each gust of wind; but clings stub-
bornly to the soil: - %= ) .

-For a period of four to 12 hours the wind screams and rages, the sea pounds
the shore, and,the rain pours down. Then, suddenly, the wind ceases. If it
1is daytimej—Sunlight may break through. If it is night, stars may become
visibTe, -~ L ‘. - ’

) - Rl . - *

- - * . - 7
The inexperienced person begins ¥o hope'that the storm is over. The hope is

~ false. The huge "éﬁ%,"‘digéeﬁter of the hurricane, has settled on the weary,
battered land. All _around this area of calm the.stomm Is still raging. -
v TN a ’-_t-." . - - . ’ I .’ ° .

 The calm'mqy\last as long as three hours, if the hurricane is.a big one.. Being o

.- in the degd-calm "eye' is the weirdest sepsation that a person experiences :
-’ in a hucricane -- the eerie feeling 6f being in that c¢alm and: knowing that .
all around it the winds are tearing'algng at '150 miles or. more-an hour. _

. . ; . T . ° g

There is a feeling of relief when the "other half" of the blow suddenly | .

. '&“:' . -
strikes. Though the wind's vicicusness seems worse than anything” before,

.7 its shrieking now in%igété%fgﬁét the storm will soon ;be over. - L
. ‘.' '/>4,m"A i ) = . . ) ‘ R : - - o L.
. The -sorm moves_ slowly inland after it passes the coast.and gradually 5

-~ToSes its power.” It will finally break -up-when it reachés hills. On its
wdy inland the hurricane continues to potir out tremendous torrents of water
as it-dies, or "dries out" as weathermen say.\ Left behind s a wreckage- -
scarred area that looks as though it would ne?gf rise from the. catastrophe.

- TA 1 g .

e
) i
o .
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‘The ideas i this article fall under two main headings. After you have

read the article, complete the outlire below.

L~

" I. Advance warnings of the hurficane’

A,

-1.
— 7

% '. ) ‘ i‘ ) - ) K
II.” Stages of a hurriczne
A, > : *
- ‘. -‘ '51
" B. . b . .
G ;
C. 3
4 - - ',
D, . .
t‘
. ‘ ’
yd
> " 7 FO
- 1Y - =
// S B Vi -
o § - v
e
1/ h,
. *
L L - . J ‘, -
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ORGANIZING THE MESSAGE: FINDING THE TOPIC SENTENCE, D-9 )
'\

Read the following paragraphs.* Underline the topic séutence in each.

I. That‘day, when he went to the candy store .where the boys hung out
Steve' had the feeling’ that they were mad at him.  Joe kept on chewing
his gum, not answering Steve's "Hi." Tony walked to-the corner, and
John crossed the street. The others didn't even look up from the
magazines they had plcked from the stand.

II.. If you brush your teeth properly, you will get a lot of benefits.
Your teeth will be strong and white. Your gums will be bright pink,
/ healthy and strong. Your breath will be fresh, and your smile will
be attractivea ' ) ’ ’

III.‘ Cynthia had ‘to ;é: ub early to dress them and give them breakfast.
She had to do the dishes before she left for school. With her mother - -

51ck -the work of running the hou$e and caring for the younger~ch;;

3 drenfbecame Gynthia's. She could never stay aftet school ‘Yo talk to
frlends or join a club. She had to hurry home to 1et the children in.
By the time she cooked, -served, and cleaned up after dinmer, she _was

~———--—. ~too- tired even to think about her homework. :

1 . i
. = . e et

1v. Fall blehds into winfer so well that it 1sHhard<tofk“ow just when,
winter arrives. Is it when éggtji:zew strong-willed leaves are left.
~en- the trees? Or when. the{t’mperature goes below a certain mark?
Or is it when the f1rst $nowflakes fall?

V. We get only sparrows and pigeons and an occasional robin. Why -don't

‘the really beautiful birds come to .the city? The yellow- and blue-

and green-feathered ones, w1th long pretty tails? Or the ones with -

beautiful songs, not just noisy chirps? How nice it would be to pass

a flock qf/colo:ful birds on the way to school Or to wake- up -to

their lovely songs. - - 7 # :

=

' <

VI Patty dreaded dancing periods at school because she was alwdys taller
_ 'than her partner. She hated standing last in iipe just because she
was the tallest. She hated when they asked her.to move to a back row
during movies. Somehow, in the last few months she had shot up. And
there was nothing Patty hated more than being so tall, especially when
everyone else -- meaning BOYS -- was so short. -Why, the boys in her
/ English”class only came up to her shouldér.

<

P

*Taken from Countdown Scope Study Skllls 1, Scholastlc Magazlne, 1969

S & §'
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ORGANIZING THE MESSAGE: WRITING THE TOPIC SENTENCE, D-10

N
.\’

Instead of just £iﬁding the topic sentence, now ybu will be asked to hrite, -~

it.

" decide what the main point of the paragraph is, or what conclusion can be
dravm from it. Then write a sentence that tells it, -

I.

Iv.

——

VL.

- again.. When .you give someone a gift and he Says, "You shouldn't

Each of the paragraphs below is missing a topic sentenceX You must

.

s

S T "When people say, "I'm sorry, ' .

»>

it is not adways so, but may be‘]ust a way to get you ‘to like--them

have," of course he dvesn't mean it. And when you break a dish and

. the owner tells vou, "It's perfectly all‘rlght, it doesn't matter at

211" --"then you KNOW that th person isn't really saying what he
thinks, - ’

-

o ;
- .. . 1If they are. old ‘eriough. to fight

for their country, then 18-year-olds should at least.have a say ig M

selecting the leaders who will send them off to war. A person of 18 T

is as mature as a person of 21 -- and some 18-year- -olds are even more e

mature than some 21-year-olds. So why shouldn't we change ;he laws?

People don't know this because girls always raise thelr hands in class

so teachers think girls are smarter than:boys. But it's not true. T~
- - ~_ ._,\
R - / N e -
Boys could give better answers -- they really know much more than

girls -- but boys just don't talk as much. Boys dre smarter because, -
after all, who, bu1}t this country and made most of the important con- _ ‘
trlbutlons to it? Boys and men. The girls just sat and sewnd -

that's about ali’ they!te smart endugh to, do. ;

-

-

Adults think that kigs/féglalways happy, that there is rothing so won-

" derful as being young,/ But this is -not the case, /. - . .

-~ o~

When you are young, no one understands you And’ yoﬁ don t even under-
stand yoursel Adulgs are always telling you what, to do -~ and then
they.want to know;ﬁg%*you don’ t act more grown~up.f You get so that you
don't, even know ]£~XDU re a child or an adult. . You don't know who you
.are. How, can*aigits think anyone as mixed up as that is happy? .
VA .

It was easy enou'h for Finnie to skip breakfast jOf course, her

stomach did growl dround mld-nornxng. But a few drlnks of water usual-

1y tookcare of that. She had been forcing hetsdlf to eat only an

apple , for lunch even though it was ' torture. uthNnow that she was diet- s
ing, trying to lose 10. pounds, Winnie found theJéftern001s unbedrable. N
Terribly hungry, she counted ‘the ‘hours ‘until didner ahd chewed gum in )

an effort to trick her empty stomacb Winnie had learned one thing

from all of this, - . . - /

¥

We first realized that something was happpﬁl F when Mark started to
take better care of hls/appearance. He shined his shoes ‘and cleaned
his nails.,. He even carrled a pocket comb, And those weren't the only

e ”
-

€]

: e ;
' , -,/ Lo 112 o
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ORGANIZING THE MESSAGE: WRITE THE _TOPIC SENTENCE, D-10
. ' signs. He turned red whénever Alice's name was mentioned and tried
to change the subject. He stopped talking aboutj "those awful people
-- girls." He started sayir‘g\things to himself din his rodém, when he
thought no one was listening, things like, YAlice, would you go out -
with me Saturday night?" There was no doubt abogut it. -
» Jpu—— - P < s B o
. h X %
"ro? .. ‘ . ) . ‘
- : ‘ . T . . 2
[ | |
i . s
- ;! ™ ) . 3
- — P , >
r- ¢ / ~
2 . , i - . ; . ;
, - f" * -
! . L
1 _7: *
. ¥
’ / “
- . . <
¥ ’ ) N \3
‘ - -,
[ Rz . - o . S
, ] ' - t ‘ iy .
‘}?Taken from Countdovm, Scope Study, SKills 1, Scholastic Magazine, 1969
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ORGANIZING THE MESSAGE: GATHERING INFORMATION, /D-11

—ry , -
. — -

TN

i
..Skimming a page is a way to get information from i, Whed: yoJ skim pagé]
a story, or ar article, you look dgwn it quickIy, not reading it. Yod/;klm
for a particular -purpose. You skim to f1nd out- something “that xpd’éan learn

w1thout reading every word..

1
Skimming is only one way to study. It is not the only way. 1
One reason to skim an article is to f1nd a Speciflc fact, You may skim 4 § l
T SCOLYy-- 1n_your,school pape? to see, if your name is in it, or to find the final
score of a ball garie, or to see what“t1me a-dance starts, To find such in-
hN " formation you don't need to vread the whole article. You just “Took, ‘down it - - -
\\ qu1ck1y until you spot the information for which you are looking.

Below is a 11st’of names, Skim the list té find what number the name "Anpe"

{ is.
\ o . , ,
(1) Lillian (2) Beatrice . (3) Gloria'
\\ (4) Katherine * (5) Hilda (6) Susan \\ /
. - (7) Lisa . (8) Lauren «(9) AnnetteH Y
. (10) Dotty _, (11) Meg * - " (12) Carol - . )
4 . (13) Martha- ~, - (14). Julie (15) Aane - ! :
(16) Vicki = (17) Sandra - (18) Sharon , /
'(19)«Ray .. .(20) 'Lee (21) Nan ' ' '
. (22).Toni .» = . (23) Leomore ;  »-(24) Alice %
- C, o (35) Jo R ,(269 Sara - (27) Andrea

"Anne'' is number L. To f1nd that out you--did not have to read every

¥ name on the 1list. Your eyeg shouid 51mp1y have moved -along, quickly, until
they ‘recognized the name "Anne." ;

The following pages w111 glve you pract1ce in sklmming various kfnds of mate-
rial, ) -

’

/ e




ORGANIZING THE MESSAGE: -

Skimming To Find -Facts

GATHERING INFORMATION, D-11

Skim the folloying newspaper column to find the answers to the questlons that

follow,
* stop you then.)

(2)\§ove of Life- (C)
(4) Yeopardy ©
(7) Bewitched: Comedy (R)
9 Ews John Wingate, Marv
. MtPhillips (C)
~ .(11) Bdzo the Glown (C)
12:25 (2) NEWS- Joseph Benti (C)
12:30 (9) Search for Tomortrow.
(4) Eye Guess (C)
(7) -‘Treasuré Isle (C)
(9) Laurel and Hardy (R)
(11) Cartoons (C) .
12: 45 (2) Guiding Fight (C)

12 00-

12:55 (4) News: Edwin Neuman_ Qg)”ﬂ,,'

) Tl DO (2) Dennls the Menace (R).

° (4) P.D./Q. (C) N

© .7 (5) The, New ‘Yotrkers: 3111

Leyden, Joan Darllng,:
Ed/ McMahon, -Phyllis -

1

(You should be able to-.do this in five minutes,

©3:25 (2)

.

s
R

~

1: 30

"3

2:00°

_ (&) Days of ‘Our Lives%(C)

NeWman, Josh White Jr.\(C)
-(7) Dream House (C)
(9) Btoken Arrow (R) -

(11) MOVle‘ "Night Beat“ (1950)
ﬁaxwell Reed Anne Crawford,
, RonaId Howard. Three British

ex-seérvicemen seek careers (R)
(2) As the World Turms (C)
(4) Let's the a Deal "(G)
7) Weddlng Party (C)

(9 Whirlybirds (R)
(2) Love is a Many Splendored-

Thing (C) . - -

\

!

~

2y,

(7) The Newlywed Gamz *(C) = ”X
(9) Kingdom of the Sea () (m\
t
3

w
.

(2) House Party (C)
he Doetors (C)

(7) Baby Game (C)

(9) Firesidé Theater (R)

. (11)--Pedple in Conflict
2:55 ’SZ)»Cﬁlldren s Doctor - \
3:00 7(2) To Tell the Truth (C)

(4) Anottier World (C) '
"~ (5) Woody Woodbury Show: Elsa
Lancaster, Fernandé Lamas,

Ge.orge Lindsay ((,) 115 /

4

Ly

Your teacher will

(7)
9)

General Hospital (C)
Journey -to Adventure:
Flying Visit to South
Africa” (C)
Expedition’
‘Documentary Hour
NeWS°‘Doug1as Edwards
Edge of\Night ©) -
You Don'"t Say (C)
Dark Shadqws ©)
(9) ioretta Young Show (R)
(11)‘Cartoons'(C .
4:00.(2) The Seéret.éébrm )
(4) The. Match Game -(C)
(7),The Dating Game (C)
(9) Movie: "The 'Doctor Takes A
wife" (1940) Idretta Young,
Ray Milland, Gail Patrick.
Iart d1vert1n° Tittle
comedy. (R)
(11) The Fantastic 8th Man (C)
’(31) *Around the Clock
4:25% (2) News: Floyd Kaiber (C)
4330, (2) The Mike Douglas Show:
Lt. Gen, Joseph Moore, -

(11)
(31)
3:30 (2)

(4)
7y

P

% -
e Jimmy Déan, Nancy Wilson, - 1
Skltch Henderson () °3i;v
At what time does "Expedltlon"
come on’ .
‘ R ! PR R | "'_ ";:/. 2
How manyytlmes does the news Lo

come on?
there ; program called: ° ’

4) "Big Clty Crime"

.b) "Treasure; Isle'

c) "Around tpe World"

i e




sORGANIZING THE MESSAGE: GATHERING INFORMATION, D-11 .
Sk:.mnung To F:Lnd Facts
. r
. blx im this part of a page from the telephone directory to flnd the answers to the questions
. below it. (You should be able to do this within five minutes. Your teacher will stop
4  Yyou then.) :
Eette Gec WY 2223-20AvS —-omcams 729.9211 Betreld Warren lteonmbwghbr m-um R
Setts hareld W 10111Frar:eAaS --884-5191- Beuch Eric Lkvl —--=-crtoormmm-
. Setts ¥eo arg M Mrs Beuch Gerald H-1240E4 Shm “5-42“
. fqz:RJ.ssu.as-- 926-2184 Beuch . Prier LK -osmmm et -A47-2039 v
s * :- .825.2350- Beucler Diara- 940-39AWNE -~----T81-7793 .
3 . L% Beucier Gea 124-SAVNE Ossec” ---- 425-2830 -
s : lmkrvarl:‘:’n. ondL o3
5 t ane Wayz--- 2758 -
Seucushgo ?. s
. - Vern . 2545Cwbndgeune Meund ---472-4726
.l ~?5., TiTANE Cl'(Ptrls-‘-IE‘-Q‘OQ Beucus Raymond H JIOOOWU -724-6921 .
TeresLawrence 10 3 YEMagca--789-0740. Bevy Bernice-<C7-11A¢S He 935-4059 i .
oL Serie Lec L 8,27 mbmiore 0.000-825°4935 BeugLila 4304Late0r —ooonneD -o- -
z 1373%Ehuten --738.0541 Bevg Sandra SG7-13AS Hep ---r
£ et P £22-1606 Eevgen Alfan z411GeltysturgAvS -544-4503
z CNEla ST avmerea T5T-ZELZ Bergen Aethir A
.e! Fazmes:»: Wiz,2 - -471-6240 4 2€41 InglewcocAv.--926-3433 \
‘Ev wn A74-318% Zeugen Eea “G108CILRI -e- - -ue- 544-9731
.' 4 - o Zeusen Frarcisse W
[RE174Y )n:cu 633- 7‘5 4‘155.-,:sww-d---926-0582 2
- EZTTY CﬁO..KER KITCHENS ,ge- cer Iver, 20 & Jonnsen attis
. “ ceeemiiae . E6G.2Z R SeCent e iE - TE1-ETES
=ec;;e Zr' ~at=on -54C--22 ’.....;"1 Jzck Jeseeh -
- TQUPS - mmeommem e -548.252¢ ALZ£) SCecarLkRd Mava .- 546-4888 .
3 £t Lretser P Sa0p Leocen JetaMartia . = -
T o £ALS e em ~---8£¢ 9233 - 521EECssaccLRd---926-0508
- . T ANEESE mmemimemiomsaaaoe 3-7276 Ecugen Jos Een] 2840SunsetBivd--926-1127
' Dawceeoo.o 5385130 EergenMizerfetet ro . )
- €5 LI253eat ~om s 5£4.CE15 T " egg9Fccnel reor- 525 4192 3 ‘
. Jerre : Hiagtyin G- =wo¢1 Mcrris ’cs‘\hrc‘ iaAvS ---935-0045 >
A L caieh. - 5223221 SeriiaNedt Fowers 316905 -..233-5257 -
1 TS - Eecen Newiza David  © .
% e csammenn s 345eE5T7 270 EaseveccORI-~- °22-9692 ;
‘ Elety Sa 00 333-1340E 332-1615. Setzen Paviz 2 S8Eccmelag ~om- 35.4192
‘ LrEeasty Sreppe Seigen Sob bertJ 4218Bassac6oRd- 926-430_0, o
- ¢ ﬂ:SGUpla*l- ;€ .--§2245C0 CSeucen Rstedt d -
oo ¢ Shop 3503 &34 --Ll 4e49 2828 ELkIslesBIve---822.1000, B .
. . 4 TIOZWITSL amene <.gre9 . . T
. . & G it Shep ‘ ”
) , ST sechiSe. 2256523 1. What number do you call to 3sk about’.
- EE A sebry Sehzel The
: O116- 2805 --£88-5515 Betty Crocker Kltchen Tours?
! Anity's Tevera 42£9Centralini's --7RE.S5E7 ) e
- » Zelr b Ve SLAYME - Pl 527432065 "2 I th ’th B tt ker
: et B '(EA.'iAe(, AGHIN el z..,-__;,,;.,;..ég . ] ere more an one Betty ! I'OC
s Trferut A SR LPral & «ae=929.2 ? .
" - Eerz Sencls 2 91200325 . - -3E27-42E5 Pie Shop listed? ' .
; ?&:% 15 fr‘"‘"';-un'-v:-r-h----cg; 2%{_; . " - . s
- 5. . v enheg L o o - ‘ - i
] 20 ' 3%2é2 3. Whom“do you call to reach Betty Lou's? - ]
- Eiiydznig 2 Se T IRLgomerAls - DEYIEED - . . o
RV U e 7 e e T21-805¢C . -
. » zeristad o 3-"'6, , s . .
- it mes g ot Bar «-A73.3376 -’ . » -
. P . e s igge mesrw eeebec. 4. 1s there a. listing fory
‘ K ....;:‘ - v % ce.  =-ER1.3280 v ’ -/
Toae ¥ e aag,, B T . 4~2~:¥9, : .
R S 228-2750 Arlis B '
LTl A ¥ ALY LA Ec" G426 rll? etz : “
" LTamI o R s, R . 733.3784 Dennis Betzl ‘
. \ ‘:}73',_( .',‘, PR 1At TR &7 35007 WIJ.llam Be 2
AL Cathan 175 UM Ay eme e 588-13€ : ~
A R AL R L -
\ Tooremperier .'.'E . ;.
\ L. . 210MermanTer Hop--n%é-“'ﬂ
. : - Erezee T!'.:'r:s A / -
| 2028 auisiznaAvs -+~ 9278261 -
| | Tebair £7°gn © 1315-25AVN <. ---521-4372 - ] . /
. - i S AL S0 IEe o D EGE-£154 ,
C RV PR T AC R 1S & 7 S 4 . .
i "c" ¥ ,r‘
| P ,.‘,a Len e ed L LTRAE 48 v . s
- - T - -
- ! . . ’ b ! 13 » a ’
Q . -

“ RS
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Skim these articles from .the spotrts page of a magazine to find the answers
to thé questions, (You should be able to do this within vae minutes.,
Your. teacher will, stop you then. ) . S

”HREE TIWE WINVERS
Two women athletes won’ their Olympic events three times in a .row.- Dawn— —
Fraseri the great Australran swimmer, won the 100-meter free style in 1956,
1960, and 1964.. Sonja Henie, of,Norway, won in flgure skating in 1928, :
1932, and 1936. FE -
fe -/ -
1. Where is " Dawn Fraser from? . .
2. “What event was Sonja Henie in? a

7

/
"MK. FULLBACK™. AN OF MANY RECORDS

(3

-

/ / .
“he pro gr1d1rons\are cooklng w1th fast, strong runners. But face it, none
of them.is'a Jimmy ; Brown. - i - - :

=
L4

The bl° tullback/hung up his cleats. a few _years ago. But he shbuldﬁ't‘be
forgotten on the,football fields for.40 o6r 50 years. He left behipd a lot
of records. HeYe are a few: , . . - . .

k-3

1. Most/seasons 1ead1ng the léague in yards galned rushlng -< eight,
2. ﬂost/yards galned rushing in a career =- 12,312. :

3. ﬂost yards -gained rushlng in a. single season -~ 1,863, ‘

-4, ZSt yards. gained rushing in oné game -=- 237,

5.
6 nghest average gain-pér carry in a career -- 5.22,
7. /Most “touchdowns scored rushing in a career’ -- 106..
8

Most total ‘yards galned 1n.a career -- 15 459,

J1mmy,had to be the greatest fullback of all time. A 228-pound slab of

muscile, he hit like a tank. And once he found dayllght ‘he was gone. g
- /o . A ’ ) &ﬂ."
// L. How much did Jimmy Brown welgﬁm - !
2. How many touchdowns did he score rushlng in his career?
3. Are the most yards gained rushlng in one game 287?

i3

w¥

2

st games rushéd for 100 yards -of more -- 58, . T .
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FOOTBALL'S "HIT" RECORDS : / - : ,/ - I

The average footba11 fan rarely talks about records. The truth is he L

doesn't know any. ~ Still, the atidnal Football League keeps records.” And
these records match anything in the baseball guide. Get a lead of these

dazzlers' ) 2y »

Most. consecutive games played -- 180 by Dick Modzelewski, 1953- 66
Why was this unusual? Dick-was a defen51ve tackle. And he didn't
miss one game in his ent1re career! . .

., Most consecutive games scored in == 107 by Lou "The Toe" Groza,

‘ 1950-59., o - .

\\

Most p01nts scored.in 3 quarter -- 29 by Don. Hutson, Green Bay vs. \\ \

~ Detroit in 1945; scored four touchdowns and five extra points 1n N
* second quarter. . -

Most consecutivé gameés scorlng a toucbdown -- 18 by Lenny Moore, /

1963-65. . . Y /
4 Y s - C e - PP /

Most conséEutlve p01nts after touchdown -- 234 by Tommy Davis in ;.
1959-65 ‘ ] . f

Longest. fleldfgoal -- 56 yards by. Bert Rechichar, 1953 ' /

\

Bestpercentige f1e1d goals season -- 88, 5 by Lou Groza (23 out ﬂ

I Of 26“)1, 19530‘, ,l‘» r:; - “» ~ . /
A ' ) / . 4
Haghest average galn per carry, season -- 9.9 by Beatte Feathery
. » Y . 7 [,
/
. 1. When d1d Lenny Moore make a record/ .
" L2, How long was the longest field goal? . . q - o .
- 3. Who holds- the record for the. most -consecutive’ games :
scored in? / v

- 4, During what game was the record for most points scored -
_ .in a quarter made? N . . /

i
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ORGANIZING THE MESSAGE:" SKIMMING AND SCANNING, D-12 . i -

1

Skimming T6 Form a Quiestion ) SR

I. Read the following passage: . RN . ;

Suppose you want to lTearn material in a chapter. Should you read
everything and hope that you'll be. 1ucky enough to- remember thé im-
s portant parts?

Why leave everything to’luck? Here is .a simple way to remember the
main points in what you read: Ask yourself questions before you read,

- -

When--you are Iooking’fOr-an answer to a specific question, your read-
ing“has a purpose. When you can. answer the .question, you have

L oo T located some mean1ngfu1 information and taken it out from- the rest,

« ) . How™o you know what. to ask yourself? Skim a passage to get_an*idea'

. of what it is about. Then form a questzon, After .that read the’ o \
‘passage to find the answer,, ’

“Here is a passage. Sk1m it ~= 'do not read Tt -~ and then decide which
" question you thlnkﬂmt»Y111 answer, ~ T

o . ¥
’

The 1dea in basketba11 is to put the ball through the hoop. But to

get the best "percentage" shot, your team must work ‘the ball qu1ck1y -t

and accurately, Good movement and good passing will open up the

~ defense -~ freeing men for those eagy: shots arouna the hoop.. That's

-~ T why everyone shou}d "leatn:.to pass. - . ’
Which questxon does th1s passage answer°‘ . e

- » ',/ . /

_ ~§>1.&.How -do¥you. get the ba11 through the hoop7 B
¢ 257 Why should everyone learn to pass? -
3. How do you work the, ba11 quickly and accurately? .
1Y 7

. ’ °
c 11, Sk1m ‘the next passage -- do not read 1t. Then ask a qpestlon\thag
” you think it will answer’ - , ) g

7 ; -
-
o

+ -

h“""“‘“““ThesU S..rat population is now about , 100 million. This means there
’ ‘are about half EETEaﬁy“ratSLashpeople. _ L

<
./

e
e ———

. Rats came’ to the UsS. in ships with the ear1y sett1ers.’fAt f1rst T

’ they stayed in the ‘harbors. Then they moved to barns and houses in ' e
*, oo sear¢h of garbage to eat. Finallyy they spread to places throughout .
; Y wefmmmw. - . J;

+ re ’ -

71, What is the question that you asked? -

>2 i ‘é ' / - -
If your questlon was, ""How many rats are- there in the U,S.
and how did théy get here?" or someth1ng like that, then

. you've got the idea; ) . . , C

! ' c 1.1.5) . : N

. : . |
, 121 , ‘ ' ~
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I1I.
H
ot
; .
’
L
.
IV,
? ?
/ ‘ /

s

‘Al. iJUJltSu-Tle Japanese Art of Self-Defense

I'e ‘\:7

«

mcmnscmmc p-12- o ,

o~
/w
/

¢ . k4

, ] ‘ )

First you ask the question, then you read the passage to.
find the answer to it, “Talk to yourself 1f’necessary -
1t might help you- to remember _the qpestlon and answer, |

o

Skim each of the following passages. Then, below each, write a

question that you might expect the paragraph to answer, A -- .
DO NOT READ!! ] L o
1. The,yegr was, 1909, Many Negro and whlte 1eaders were worried. , ‘,'

2. In football games, no back' has. more reeionsibiliries than the

If the subhead 1is, "Increase of Trade,' you.can ask,

‘Many miore were belng s 0
Many were kept

Hundreds of Negroes were being lynched,
killed in race riots. ' Most Negroes were poor.
from/aotlng. Their future looked hOpeless.

That year, 60 Negro and white: 1eaders“formedaan organlzatlon to
help Negro peopIe. It was called the National A§§0c1ation for’
the Advancement of Colored People (NAACP) Its purpose was to
get equal rLghts for Negro Amerlcans.

Thls_probahly will answer_the question:

quarterback in the T formation, ‘Except for kicks, he handles the
ball on evéry-play. That means the success of every.play depends
squarely on the quarterbaek's ability to deliver the«ball qu1ck1y
and -easily to the-other backs. ;

This probably w111 answer the. question; :
""" T T
Often, you can turn the_subhead or the first'sentence}into a question{-\\ -
Then you can skim or read té find the answer to it. For example, if ™
the subhead is "George Washlngton Carver's Contrlbutlons," you can
ask yourself "What were Gegrge Washington Carver's Contr1but10ns7"
”Why was there
an increase of trade? “or "What weré the msults of the.increase of" .

trade”" . N

v > . —
If the subhedd is "The Uses of the Dictiomary," what question would
yqu ask? / ' ; 7 .o
i

ﬂrite tlie quesi;?n thaL you “could ask based on -each of the’ follow1ng }

[}
headings or sub eads: -
‘ . .

2. The Sgﬂnds that Say "'Now" IR ‘
PN . u .
. B ) * ’ 2N . . .
'3.. $afdty Features of the New Cars : ‘ ‘ :
’ * ! o “‘ ” N ) ’ / ‘, .
T 5, o i , .
/S 2 : .
7 R l‘ 3—.'1‘22 ) . : w  w . Y
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ORGANIZENG’THE MESSAGE: SKIMMING AND SCANNING, D-12» ) ) |

4. . Muhammad- Ali-(Cdssius Ciay)

/5. The Movies. and Fashion
} - N
i — - — . =

1 6. Summer Jobs for'Teenagers

V;} Now try making the f1rst “sentence --into: a questlon. If a paragraph
begins, "There were three,thlngs that finally brought the United

States into World War 1I," ;you cotild ask, "What were the three 'things
' that finhlly brought the Unlted States into World War II?" .

.
[N PR——

! If the flrst sentence says(KﬁEEmeanzees act very much Like: children,
you mlght ask "In what ways do chimpanzees act like ch11dren9“ )
Read the flrst sentence of each of these paragraphs. Then . forma .
" question from it. Skim the passage. Does it ansger the question
you- asked? It should. - C o~
. \ - -
’ 1. A store detectxve, to be good must have more than average 1magin-
ation and\guts. "You need imagination, because no two shoplifters
steal anyth1 g the same way,' one detective says. "And ybu need
guts, bec lus > it's not easy'to walk up ‘to sitrange people and
suggest theyEve done somethlng wrong." The: question you could °
ask is:’ i v ) . .- .
C o oo T .o N
T - —— - N\

, 2. The United| Nations Foqd and Agriculture Organization "(FAO) flghts\
against hungér in many ways. It teacheés farmers how to grow more .
food on their land. It helps them clear. junglés and drain swamps
to(grow food. 1t ‘gives hints on <the best crops to grow. It also
flghts\agalnst insects and diseases that cut down the amount’of N

.food. The queAtion you could ask is: - . o -

7

Z g E— ~ B 3 T e e it 4

T
” : -

+ 3. The first‘movies were Tiot Shown . on. screens, You saw them by look-
. _7..-- ing into'a box. You put a penny into a slot in the box. “Then you
looked‘through an openlng at.the top. A light went on inside,
' Then as. you turned the handle at the' side, pictures moved inside.”™
v You could s&e a girl doing a dance. She'mlght shake her hips: ==
and even show her knees!! Or you miglit see a smaIl boy pour water
on "a well-dressed man. -

Py

These fzfst movies ran for about. a mlnute dependlng on how fast
you turned the handle. They were called “peep shows," You saw
thém in p1ace7 called "penny“argades. . The. question you could ask

1.S' z i 4

'
;
.
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ORGANIZING THE MESSAGE: PARAP_.H,RASING AND SUMMARIZING, D-13 R
i . . .

o Assume that you are an equal opportunity enployer‘ You have. a Job avail- . '

-

3 able. Write a 100-wond job des..nptlon. y . N : o
3 . T
- X‘ . - I
i - -
! ’ ! " .
. . N -
T~ N »J,.?" PR Y i :
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Write a-classifiedsad offenng for sale V°3t'P°-ket exerclsing% klts , T
™ > -
unttraceable poison, or a: bed-making machine. . ;“g,, L :
e ] ,“ ) . . . ) - / . . - A - ) - *
o . . o ’ e ]
S ) . ‘ . . // .
) . < e T
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B¢

-Néietaking : : . ) . T, .
A,

D-14 (T) - -
i« . ) ; '

4
.

fTegcher,reads-éloud (or perhéps.brgsents verballj from notes)za five

to seven minute piece-.of business. Have students take notes. Teacher _

and 'students reconstruct the information using only notes taken by v
. st nts,
l.——as

The teacher can clue stud=nts before hand to such key phrases
the main idea..." "the three points to be concerned.a."
of.organizing their notes so that they obtain the most SLgnlficant in-
* formatidn. ) N . . 7

- pe . -
~ T 7 -
«

Prepare a transparency of 4 page of reading material. -Complete the
tasx in, much the same way as above. '

T A

as a means %

o .




'ORGANIZING THE MESSAGE: D-15 : _ R

»

Selecting the Best Topic Sentence : .
4 “ - .

¢

The topic sentence for each of the following. paragraphs has been omitted;
a blank indicates whére it should be. Carefully read each paragraph to‘__
determine its central idea. -Then from the three topic sentences suggested -

: below each paragraph, choose the one that best expresses this central "idea. -
Indicate your choice by circling the letter of the selected topic sentence., ¥

-

i1, My first experience at working for a pay
- . . envelope was doling out frozen custard in a dairy bar.- There I .
PO . learned indoor jobs were not for me. Deciding T wanted ‘to spend more .
a . time out of doors, the next summer I delivered groceries for a super-
i . market, The¢ third year I was. interested in building muscles, so 1
:; wielded a pick and shovel with a railroad section gang reépairing
T roadbed. The last summer I feund the ideal vacation job. While work-

ing as.a counseior for a group of lively eight-yéar-olds at Camp Big
Eagle, I spent the _summer swimming, piding,‘hiking, and canping -- -all
this and a pay check too. . y : .

) o i VA . . *
, a. There are many summer:jobs available to teén-age boys. !
4%, "I have had a variety of jobs during the past four summers..

¢. Summer jobs can be véry intgresﬁing. oA, .
, i : process to make candy wrappers smell as appetizing as the candy
’ itself. Some department stores perfume.the air about their counters,
o ) " with selected fragrances to get customers in a spending mood. A ;number

of used-car dealers even spray their bargains with a special scent -- n
to give them that 'new car smell.”
) . l -
O a. To increase sales, merchandisers have added a new approach -- nose
i appeal. ) i T ’ .
b. The.last five years have brought about an amazing number of dif- |
. ferent ways in which merchandisers encourage sales.,; '~ -
o - c. Merchandisers spend more, time on increasing the.appeal of prodicts
than on raising theixr quality. A

’

< 2, - . Candy makers, for instance, use a special
i
|

v

¢ 3. Typical reservation Indians have had little education; some of them g
even have difficulty in speaking English. Since unemp léyment has long |
N “been one of the chief problems on reservations, Indians have little or
/ . . np money saved to tide them over while they look for suitable jobs in
other parts of the courtry. Besides, reports from friends =~ as well
as unhappy experiences of their own -~ have made them fear the racial
discrimination they are likely to run up against in seeking work away
from home. ' : 4 o e

I

a., Racial discrimination.against Indians seems to ¢ especially unfair. -
L . b. Most Indians, unfortunately, do not have the qualifications neces-
: . , sary tc get good jobs. _ -
c. These zre the main reasons why so many Indians hesitate to leave ‘the
reservdrions to find employment and a better -lifé ‘elsewhere.

| , 124 R
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ORGANIZING THE MESSAGE: D-15

4, *__You begin by scooping up a_panful of
sand from a. stream, preferably from a sand bar streaked with black,
Then, holding the pan just under the surface of the stream, fill it
with water., - Next, working slowly, tilt the pan gently back and forth
so that the light sarid and gravel are carried away by the water, and
the heaviest sand, which contains the gold, settles in the bottom,

Keep doing this until the panful of sand has been washed down to a few
tablespoons., Thé tiny, dull yellow specks that show up in the washing .

P -~ if you are lucky -- are gold.

o -

' gf * a. Panning for gold is becoming a popular pastime in the Colorado
“ Hills, -
. b. Spending a vacation _panning, for gold is not only fun but proflt-
- ‘able as well,

c. Panning for gold is a simple‘process.

-~

£
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.2, 0f all the candldates currently belng ﬁuggested
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ORGANIZING THE MESSAGE: D-15 o |

Supplylng Detalls n . ) . ?

A good writer should not only supply enough details to make his ideas clﬁar
and interesting to the reader, but he should make sure that the details v
uses in each paragraph are relevant to his purpose. Of the many details]
he mlght use, he must choose the ones)that will best deve10p the topic J

idea of the paragraph. < j

.

-

After each of the following nqmbered topic sentences &re listed three or
four items, labeled a, b, c,yiand d. The lettered items in- each group /
suggest various kinds of denarls that mlght be used to develop the toplc
sentence, Dec1de which of the ‘three or/four suggested kinds of details
would be bést to.use for each’of the paragraphs”--Indlcate your ch01ce;

the biank precedlng,the 1tem.$ ] s |
" 4

.
s = it

o)

»

’r . M . L .
1. Every nigh school ought gé,have a coursel&p driver education.

.

- - T B . ,.. . N N .

. To;deyelgp&gb;s-tgylc'seipence, I would supply details

- e LT A i T ; .
O S % s . .

a.- -Explaifing what d-driver-education course consists®of

b. Describing a diiver-education course I read.about in a

———
———

.. M
—

-

et
v,
e,

magazine
c. Giving three or four reasons why drlver colrses are important -
for all’schools -- whether in small towns or large / . .,

g . !

= T —
/ L.

is far and away -the best.
To develop this tOplC sentence, I would supply details.

~Enumerat1ng the varlous rival-candidates and descnlb%ng the -

drawbacks of each |
. b. Defining my ldea of{what a "good candidate'. should be
Describing the quallﬁlcatlons of my candldate that make him

- the best choice

3. After working on both a cattle ranch éﬁd'a’fruif farm, I haveldecided'
that, fruit farming suits me better. -
y .

; To dévelop this topic'sentence,‘I would supply deMils
P01nt1ng out differences betveen ‘the two_kinds of ‘work ‘that

make my préference. for fruit farming seem reasonable
b.. Enumerating the advantages of working on a fruit jarm
Explaining the reasons why work on the cattle ranch was. un-

s ————
”

pleasant

1

-
P
-, -
.

4. Television crime shows seem to me an important factor in j venile,de1i27

quency. . ; //
To develop this topic sentence, 1 wouia supply details f ~/;“
¥ ) .1 4 ) . , .
/’ - Q/ N
12¢ . . SR
128 ’ ‘: / ,’/'




ORGANIZING THE MESSAGE: D-15

,Lfb develop this topic -sentence, I would squlyidetai}s . -

:-panhandle region.

AWhy do so many adults in thls country read so few boo‘s9 = 7 L //;

¥
) —rr .

-

a. Describing the plot of one of two~typical‘TV crime shows

b. Explaining the effect that watching TV crime shows may have
on impressionable teenagers 1 know, “who have too much lelsure -
and too little supervision )

c. Enumerating other possible causes that may, llke crime shows,

lead to delinquency . ¢ . o
In Sam Weller, Dickens created one of the funn1est characters it has .
ever been my pleasure to read about. . , - ‘
4 . ;-
'To develop this topic sentence, I would supply details 5 -

-

a. Enumeratlng and brlefly describing other "funny characters

. in books who do not quite match er. for.humor
b. Giving one or two incidents from chkens “novel i;lustrating
how humorous Weller was . - ‘ !
c. Defining'my idea of what "humor" is’ ] -

»

YIf you don t like the weather, Yjust wait a dinufe; it'll change.” I ]
believe this aged joke must have or;glnated in the Oklehoma—Texas ; ) 3

To devclop thls top1c sentence, I would supply det1als
- - /s
a. Polntlng out the contrast betWeen the cnangeable weather ip
the panhandle region and that in another section of the country -
b. Giving the causes and.effects of sudden shifts in weather
c. Giving three or. four examples from my experience of sudden
shifts of weather 1n the panhandle reglon -

>

A Y

To develop this topic sentence, I would supply detalls ) ~
- a. Giving statlst1cs on the average number of books read by
adults -
b. Giving three or fpur reasons why adults do not read more
c. P01nt1nb out a comparison between the reading done by adults
and that done by hlgh school students ..
d. Describing the kind of books that are ‘most popular with adults
and reasons for their popularlty ‘ L

-~

In spite of the many advantages, being a celebrity can be gfreal headache.

, . e el

~ a. Enumerating several celcbr;tigs and briefly describing the cir-
cumstances that made them public figures
b, Contrasting the commonpitace lifé of an ordinary person with

- " his exciting life after becoming a celebrity
c. Enumerating.the problems that arise as soon as a ‘person becomes
- - famous . g | s

' 127
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i : o . . :
b : <5 _
Detail Sheét" ’ .
—_— .
I. Fill out this sbeet'completely Eefore'wticing your paragraph.

1. Topic sentence:

2. Key words: (subject and éttigéde) Have students list them and
then go on to number three. ’

‘*~\¥\~\H::~53;\‘?§nonyms for key words: o '
- r‘:"': . 7 B 6 " . ’ - * $-
T2 LT co
3 , 8 -
C 4 S - N 9 - L -
5 ' , 10 .
4. Details: List details that develop the key words, . o
1 ¥ ‘ A '
2 . _ . . "-. .7 )
- : 5 ., . ’
- 3 . v 8
. . o B
£ 4\\ 4 ’ : A ‘-9" ‘.
. 5 - 10 y
5. Place details in sentences. "2'\
H ) ey .
II. List 60 neutral details about selling a»hoﬁse: Come up with a short o
paragraph suitable for inclusion with a photograph of a house that ‘
1is being offered for sale.”s P N
Arfange sentences in best drder.
s :» e i -~
. . 3 -
¢
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FORMING THE MESSAGE: ASSUMPTIONS

»
P

s

1. Messages may take a variety of forms which are éependent upon .audience,

occasion,~and purpose.
/‘ -

2. All messages expressia point of view.
N\, -

3. Forming a messabe depends upon language cho1ces wnich determine the
message itself. - - . ; T

W

&, Conventions of form contribute to the efficiency of message-sending.

5. The effective sender has at his command a variety of language tools that
enable him to choose the most effective way to send a m2ssage.

- -

g
. -~ L
- - —_——— - '-)
-
x //; -
’ B - £ .
4
i
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w " * )
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FORMING THE MESSAGE :

‘&i 1. To .demonstrate ability to construct an outline based on a reading selection.
) ) S-48 §-2 S-3 ’ .
. . . - ) .
2. To practice-the conventions of outlining. .
$-48 S-1. - T s
baa Bt
3. To identify tlie topic sentence (maln 1dea) of a paragraph. . -
$-4 - S 5 s- -9 - : y
- ' b .
4.  To recognize ;the essent1a1 parts of a topic sentence. )
S-6 : ) . } -
5. To formulate a toplc sentence: for a paragrapH.
S-7 - .
6.. To. develop spécific detalls for a topié sentence -
$-10 S-11 S-12 S- 13" : PR
7. To differentiate between .specific and general language choices. *
- §-8, $-9 . . ‘ _ . .. - :
. AN ’
8. ‘To arrange details in a logical space order.
3-15 ) o - p ’
- '/ - .
9. To arrange details in a 1og1ca1 tlme order. .
{ T-1 (S~14),5-16 - ~
| 10. To arrange detalls by their order of 1ﬁportance. 2 . . )
. ” S- 17 -~ % ” t
. ' ) ‘ ,:» . p
11. To differentiate between ‘cause and effect. ’
+7  §-18 §-19 . ’
~12. . To discern analogous relationships. ] >
§-720 §-21 . : - .
¥ R » . . '
- 13.- To arrange details for\compare/contrast topics.
~1 5-22 “
11 o N .
i “14. To connect details in a paragraph sonthat a 1og1cal order is aDparent.
! 5-23 S$- 24 - 8-25 . . .
l £ I ’ ‘/ / * Ty
- +13. Te demonstrate ability to use first, secand, and tnlrd person point of view
. appropriately. ,
$=-30 S-Sl ’ '
[} 5
, 16, (. dcmonstrate abLllty to identify the attitude of a writer in a gLven L
puws:’12€ H" \.i
-49, S- 51 ! :
\ &
. 17. To practice changing misued passive voice to active, voice. ‘

L4

g %

- < N -

OBJECTIVES . A /

§~52 ’ oy

;

| / . 134 . ‘

131




-

Y

- ¥ Z 2

FORMING THE MESSAGE: OBJECTIVES Lo

18.

19,

>
R ”"‘ “v . -

i

>

To demonstrate ability to Uistinguwish among our major kinds of topics
(vhy, what, how, compare/contrast) and choos the approprlate methods of

.ngLLopm;nt’ . - . !
5-11 S 12 $-13 $-22 s-50 ’

K

To bpcone acqualntcd with prepared forms of bu51ness and society and to
demonstrate ,skill in completlng them., ”

$-29 §-37 s$-38 | . . o -

To demonstrate skill in writing business co¥resporidence.’ T )
§-26 S-27 S-28 S§-30 S-31 S$-32 S-33 %/34 S-35 §-36 S-37_ S-39

S-40 S-41 §-45 S§-46 S-47, T=2 ) Jﬁ .
To demonstrdte skill in wr1t1ng‘soclal co 'respondence.
S-42 "S-43  S-44 / .
¥ . o !, P s
- ) > - ’/
f‘/ - 3
n/ //

i

~
I

.
s
~
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> tlining . . .7 -

. stated in parallel.forms. For example,

vy -

FORMING THE MESSAGE: S-1

Outlining, depends ol the process of classification (see packet C, Unit 3
for practice). It is useful ‘because it helps .a-writer to concentrate ‘on
one section or paragraph of a mZssage at a time while still having an
Outlining can be very formal
or very informal. Once agair the situational factors ianaence a sender's

overall organizational plan in f¥ont of him.

_choices. = i
©

Read ‘the following explanation of a standard form for outlining.

Main topics begin at: ‘the léft margin. TOYS THAT FLY
Items of lesser 1mportance are indented. :
A1l items of equal importance have the: » : . '
same indention.___ L . I.. Boomérangs .
- - P —>» A. _Return boomerangs -’
The outline at the right shows the conven- l. Banana- shaped .
tional ‘system of numberihg and indenting . . .Qross shaped
outline headings and -subheadings, Mai .~ B, Hunting boomerangs
topics are riumbered in Roman numérals, . : .
and their subtopics are 1isted by capital I. Kites 7 - “
letters. -3 A, High-altitude kites

Divisions of the lettered subtopics are

listed by Arabic numberals.
Subdivisions of the numbered topics are
listed by small letters. It is seldom.
‘necessary to ‘make a more detailed outline
" than this. - :

Items of equal importance should be

thése headings are nouns with modifiers.

These headings are prepositional phrases. II1I. -

—~

?Each topic begins with a capital letter.
A N - . . x i . ","/ B

In a topical outline the headings are not -
followed by periods._ (Periods are sed in

headings ‘of.sentence outlines only.). -

s 1

“*v A heading is never, followed by Just one

-subheading, as it cannot be divided into
less than.two.parts. This is because each
subheading-describes a division of ‘the

g

.+ heading above it.

»

.1.33

44///;1. Diamond kites ,
E‘ Simple tailed kite
b

‘10

©

o
i o
4

-
B

~

:b. Tailless Malay kite
2. Box kites :

Acrobatic kites .
qtertaining kites

In fancy shapes

2. With musical pipes

Gliders
Rubber-band -powered airplanes
Engine-powered airplanegs,

!
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Below is a short outline tha’rt -cdn;gfﬁé 'some errors™in the form used, On ‘tte
.line before each number write OK if the heading is correct and X if the heading
- - v " Q[’ » ‘

> , contains an error. - o . r , -
, . ‘N ) i Og:t;er.s ~ .
v ' R ¢ \ ' I. River ottets.’ ~ ’
@ : A, Value to man T . T4, -
. [ . : T - f
. « - ‘e ! .
. ’ PR °(3) ) . 10 Fut - ‘
‘- ) ‘- V"' v \-' s " -
i L e . () . " .~2.. Trained by fisherman
. L. . = ‘1
_(5) - B.  life hmbits j
e . (6) - II. Sea.otters " :
=D A. Lifé habits ; o
_(8) i. Live in cold waters . \
‘ PR ) . 2, ~Eat shellfish o - .
. £ <L, s , .o
- 5 - v »
/s < - -
’ - . g ,
. /-
2 ‘ ‘ . e
; ‘. .
A * / .o I - .‘
‘ %i . -
}' (
4 i
» N *
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R . N .
.Read each: of the main headlngs in the sentence out11ne below. Then choosée
. the senterntes. at the bottom of the page that should be 1listed under each ..
o -main heading. Wr1te the sentences on the lines provided.

. A N . ‘
- = C s - - ~ .
[ T ’ . . -

. I. It {s important to have a proper setting for study.

. . A, 2 .
4 e -
% - 4 . <.
.. B, .
* N - - /
< g
>
. /
* C+ -
-~ d R
! ’ . . r
D.— L - - i . IR A ~ . e .

x - * - . o

A

LES

4‘. D'. ) o ) * ] ) ‘ . ! 7 ‘ . . "
l . . -~ - - - - - - - — 1 - / e ] .
I1I. Reguiaf.study‘hours help develop good study habits.

% N ., ., : . / .
. . - S I ’ ¢
Y . - A, -« . “® . - )
: . B . e A ~
3. ¥ = .
) Good lighting is essential for ‘reading without eyestrain. . j,

A straight but comfortable chair should be avallable. ) .

- 1 ’ Have on hand a supply of sharpened penc11s and pén and 1nk 1f needed. By

¥

Time should be” set aside each day for studylng.

If there are no imnediate assignments, spend some study t1me rev1eW1no material.
Organlze your noteboo&s, including your assignment notebook, for easy use,

A quiet place is necessary for concentration without distractian,
Keep. tubber "bands, paper clips, and. file folders landy. d

Keep a_supply of pap - in your home study area as well as at school.A
A table\or -desk is ne.d_. when writing must be done.

, ‘Make sure you have all your textbooks and dlctlonary t, '

" K)
3

>, Watching te}evxsxon will help you relax while studying. ' -

- e

°

<

g ’ - ' ’ y ™ ,
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FORMING THE MESSAGE: S-3 : _ . . Co

. . .
«’ /E{

Read the following art1c1e on technicaf\magaZines and note the main ideas. . ?X f
Then, referring to the article2 complete the outline. . - ; ‘;Q

- . \

\ , TECHNICAL MAGAZINES . oy

LY “ .y
A -7
The man\ who gets ahead in any trade or profession is :the man whO\conBrantly"- o

\

‘tries to improve himself. The lazy, inefficient dull worker. gets féﬁer . /C
Yo S .o

dbportumitics and, of course, less money, than his more ambitious cOmpanionu.

One - of\the great aids to increased effrtiency on the job is the reading of

magaZines in"a wq;ker s own, field. Technical magaZines 5qggest grenskillful v
pazl ) ] .

-

ways of doing things and‘improving the worker's output,a ?L'“?'r .
i A -8 » - ~ -, [

m"J

P JeN

Not only are teohnical magaaines valuable to men a1ready on the
are also good guides to students who are thinking of entering theétradeé;

] They give a glimpse of working conditions, problems, and skills that cannot be )
- o
gained as quickly in any other way. If you. are seriously thinking -about a trng{ ) é
. - E

Lomm? ‘. 1

it wi11.pay4you to exanmine magazines connected with that~trade. Ii you are . =

seriously interested 'in, and qualified for, the particular trade, the/mzgazines.
will st*engthen your determinatuon to be a good worker. On the other hand3 if

-

you'areiﬁoubtful, not really :ntérested in the work, the magazines may save

v .

i T gk’ - . . ’ ’ : 2
. you fromfﬁbkﬁng a serious misstep. . ; " ) /- ) S

B . = ‘ . \
H . , . 7,
. 5; . . < . - / . ,L - . ‘
Technical magazines mayabe divided into two main‘groups; those for the general

»

-

public Clike Popular Mechanics) and those for particular trades. In technicakfu> C
> e ' ! < -
magazlnes you‘will'usually'find chh information as the following:, *
T .,l' 3 . T - ‘ ,l ’ P 7’ ;
K. New inveitions explained,, X N _— B ;

i~ . -

L) - . .

.

“ B. New processe. introduced

v : W
¥ ¢ . .. -

- . ot l .
.€. New twists and short cuts for the workman
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-

D, Planb,,blueprints, suggestions for ﬁhe building of various thingé

E. Illustratiocns of, new ideas in action
- B 7

F. Opportunities-in various trades s
. : hd '
A (>3

G. Special problems in various trades
H. The appéals of various occupations

I.. General trade information
’

-

.To be sure, in no one magazine are found all the jtems mentioned above.

g

l,————""(—”‘—

ﬁaﬁ§ are certain to be included, though. Whether you have already made up

- »
.

your mind about your career, or whether you are still hesitating, it will pay

5

“4ou to examine a number of the good -technical magazines published throughout

. -

-

)

.
-
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R . Technical Magazines
. t
. ; . _;_.:‘4
il A . .
1. - ) o ;

A. Workers - \.

: 1. ' ] g ] . ) \ ) - i
2. Suggest improvements in worker's output ' . S
B. - : N , ]
. 1. g ‘ S ’ t -
_ tos — —, - — — —— = ) B}
-2, May strengt27n‘détgr@ination to eriter a trade
3, L T o A . X . B
II. Some factors in. the make-up of technical magazines o R
! [ o .., - .
.t A, 3 ) .
- — - - - =
1. General public
. . !
2.
B e . ) ) . g : _ ) N i v
~ . . ) \\ . ” A
1. Deals with new processes, inventions, ideas, short-cuts
- - v/;' é\ . :‘
- 2. _ . . . e
. — — - — - -
- " ~ o~ '

- -

. ) 4. General trade information _ LT
\ n
. N N
. o . - .
~ . }f
2 7
, } .3
/‘ ‘ )I- \ ~
3 > ' ‘ - * /
" .
N~ i
¥ L4 '
. ' \' ~
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FORMING THE MESSAGE: S-4 . X

A paragraph is a series of connected sentences that develop an arranged unit
of thought. A paragraph may contain a few details or many details, but there
is one idea that relates all of the sentences in the paragraph. This main idea
is contained- in the topic sentence.

Read each of the following paragraphs. Then ﬁnderline the sentence that states
the main ;dear(ghe topic sentence). The first one is done for you.
1. In professional footbal%, the crossbar of the goal posts was placed
‘ even with the goal line. 1In college football, the crossbéf was back
;. of the line. 4lso, préfessioﬁal teams,were allowed .to use a two-
’ platoon system. This was not pérmitted in college football. Co}lege .

and professional football rules were not exactly the ‘same.

-

’ 2. Basketball if a fast-moving sport. There never seems to be a’dull
mament in a basketball game. The élayers keep moving from one end ) g,

of the court to the other, sometimes with lightning speed. Each time . i

e

.7 - T~ ——

—
one team mages a basket, the other team gets the ball. Both teams try
. " k . 5 3

+ - to score as haqy points as they can as quickly as. 'they can.

- El

oo
o
-

3. Never swim alone. Stay in shallow water umtil you can swim well.
" Never dive headfirst into water until you know how deep-.it is.” Leave

the water when you feel tired or chilled. When swimmin- remember these

safety rules that may save|your iife.

4, For both fans and player, one of the greatest thrills in baseball is
- a grand slam. Every time a battér steps into the batter's box with

three~men on base, he hopes to get that very special hit. "Many games

have been won in the last inning when a batter has hit a ball out of

the park with ‘the bases loaded.

139-




FORMING THE MESSAGE: S-4 . 2 ‘
. . i . - . ,(1
- 5. Several forms of ekercise are popular with pe pl% of diffe%entléges.
f ,‘ ? ‘ A
Some fathers may jbg around the block with/their children; while others

-

- ) 3 .
do push-ups. Adults as well as boys'aqg girls ride bicycies. Swimming

. ‘
H .

is enjoyéﬁ by many?families.as a pleasant way to keep fif;r Some people

. - ~ T .

A , o ) i
take up sports like golf to get exeérciseé and to enjoy the outdoors. .
r .

P e
K

1
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"FORMING THE MESSAGE: S-5

¥ »

Read each paragraph below and the three sentences 5elow that. Choose the
sentence that best tells the main idea of the paragraph. Then put an X
in the blank that has the same letter as that sentence. ’

1. Irom is a plentiful metal .and one ‘of the most useful materials on

- -

earth, A surgeon's knife, steel beams in a building, and even the

~ Fuirs

wire in a'spiral notebook may be made of iron. Another quality of iron

\ .
is its ability to bz magnetized. Its many uses make iron valuable in

.~

e = = i

V]
|
i

NUMarous .ways. - ’ ’ S

- a, _Iron,isaa~usefuT“mégﬁTiﬂ—’f . L a. : .
S 3 5 .t —— 1
b. TIron is very plentiful. , b.
" 7” . j - i ° /
- c. Steel beams are‘made or iron. - c. - , /

-

. i . - , » a R ’ - ;
‘V. , Casey leaned out of Fhe cab window and lqoked back toward the caboose

. v,

for the brakeman's signal. Then he checked his watch again. Péople

. \ . . .
depended upon the fréight gettirig into the station on time. Other mer’

-

-

helped him, ?u it was Casey's requnsibility as engineer to see that

PO

his train arrived when it was due.
~——

7

, a. A train is easy to run. . _ ‘a.
b. Freight is due on time. b. :
. ‘ ’ - ’ = o
c. Casey's watch had stopped. ) c. -

Toi
- . o A

. . . . . , o
3. 1t is-importarnt to protect every kind of animal wildlife. 1In areas

H

where mountain lions and coyotes are no longer found, herds of deer
have grown too large for the food %upply. Thus many deer starve. By
. R |

allowing scemingly haxmful animals to five, a better balance of nature
.. can be maintained.. i
{ ‘ ) ’ y N

.7

14T
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FORMING THE MESSAGE: S-5 ) ) z
- a. .Nature's bilance is beqt. - a.
. b. Some animals starve easily. " ____b. .
" c¢. Coyotes are extinct. c. % )

-

4. Jason stumbled down the corridor. He was still cramped from the inactivity .———~——'ﬂ
. .

of sleep. However, there was no time arm-up—hiy’aEﬁingrnusc1es. -Only
—y an emergendy eould have triggered the computer to wake Jason before his

-

three-year space sleep had been compléted. -

a; Jason was .on a space ship. a.
b. Jason's muscles ached. - . b. ~
Y -
- c. Something was wrong . , I T
. H - !

5. 1In cold weather, people can put on warmer clothing and stay indoors more.

» -

Wild animals must find- other ways to éurvive. Somz leave for a warmer

climate, while others crawl into a cave and sleep until spring arrives.

Many grow heavier coats of fur. Animals seem Qellfequipped to survive . -

even under conditions of extreme cold. : .
A / . A .
a. Animals,suffer from cold. g ' a. :
/b. People stay inside 4n winter, b.
. ’ ~ . .
c. Animals survive winter differently. c.
» * - . * . ;. ,

6. 1In 1986 people around the world will look for the return of a very speéial
comet, Since it was first observed in 240 B.C., Halley's comet has been
seen about every 75 years. It is not the only comet seen, but because of

its br1ghtness and regular appearance, it has always Been of great interest.

a. GComets arg seen every. night. ) a.
‘b. Halley's. comet igﬁcial. - _ b.
A }
€. Only one comet is important. s c.
".. * -
' .
145




FORMING THE MESSAGE: 5-6 . .

1
A _topic sentence contains the main idca of the paragraph. Each topic sentence
contains the subject of the paragraph and the point of view (the writer's
i attitude or physical location in. viewing the subJect) Sometimes the pattern
of dcvelopment is suggested.

The following sentences are potential topic sentences. Underline the subject
of the sentence once, the .point of view (attitude or physical location) twice,
&_______and~ther3ﬁggested arrangement three times. :

A |

Examgles{ . . ’ ;_ : -
) - - = : - & - » :
Satchel Paige was one of the greatest pitchers in baseball historys (no &~
arrangement suggested) P . -
4 & i . " . 77 4 -
Plarining is just as 1mpartant as ingredients ard skill in cooking.
. - P — - - - - - Py
" 1. Safety rules make traveling safer for everyone% -
, . %
2, Physzcally and ps;chlcaaly women are by far the superior of men., e
- 3. Dogs are actually rather stupid anlmals.
s , d
4, The television newscast wilf never reﬁlace the newspaper..
5."Not every student should go to college.
r' =
6. There are three reasonsrwhy life was better 50 years ago.,
+ .
" - = ’ 7 v /-
* / N
» N “ P /
3 -
l‘ Yavs \
» B // .
; , . _
. ¥ A
RN ]
4 ¢
" l/ et ¥
, ) 5 - ‘ .
, 142 I
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~ i
-~

Using the foliowing lists of subject and attitude words, develop, 10 potential

topic sentences.

Try to create a sentence that is interesting and clear.

Whenever p0551b e indicate’ the development the paragraph will follow.

-

~

-

Subject words

Attitude words

. - 1. sports . A}f dreary
2. books : . 2. amusing
, ‘3. movies 3. ridiculous ’ '
\
- 4. . school - &, exotic
. 5. winter 5. dimpressive
1. 7 . ' -
By = o

"

.

L




“FORMING THE MESSAGE: "S-8 ‘ 5 .

- X -

Specificrsupport

Y, . -7 . .

LY

A topic sentence is-a gen=ral statement that summarizes the main. idea of the
paragraph. In order to make the reader understand your point of view.about
this generalized statement, you must give him some specific concrete statements
- that develop and suppor: that idea. .

"The two words in each pair below are related in meaning to one anotﬁer. One _ =
of the words is a general term, while the other conveys @ more specific meaning.
Circle the. word that is the more specific term in the pair.

1.- sports swirming ) 2. convertible :: car
3. homework 1lab report 4. beagle dog . T - T~
5. rose flower e 6. language English i
7. book. dictionary = 8. dish  bowl -
‘ g, furniture . desk 10, game monopoly - ae -
t » . &3? i R - ” = .
. - . - /
s > T \'-
N / ’ -
\ T ) | - - ’ ¥ —:
\ i .
A 2
\ - i

L L,

ERIC ~ . o
s . \ . o . //_
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Read the following paragraph:

Almost nio feature of the interior design\of our current cars provides saféguards
against injury in the event of collision.\ Doors that fly. open on impact,
1nadequate1y secured seats, the sharp edged rear view mirror, pointed knobs on
instrument panel and doors, flying glass, the overhead structure--all illustrate
the lethal potential.of poor desifgn. A sudden deceleration turns a collapsed
steering wheel or a sharp-edged dashboard into\a bone- and- chest-crushing agent.
Penetration.of the shatterproof windshields can\chisel one's head into fractions..
A flying seat cushion can,cause a fatal injury. \The apparently harmless: glove—
compartment door hasozgeﬁ known to unlatch ynder Ympact and guillotine a child.
Roof supporting structure has deteriorated to a point where it provides scarcely
more protection to the occupants,‘in common roll over’ accidents, than an_open

convertible. (from Ralph Nader, The Safe Car You Can't Buy):
. T,

1. Which sentence is the topic -sentence? : : . .

5 -

.2. List-10-12 specific details that support the main idea.

1. . .

0. ~

12, ' ( )

149
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FORMING THE MESSAGE: $-10 . - ' . ‘ S

L Using two of the sentences that were created in S-7, think of three possibilities
A\: for supporting each of these two topic sentences. Use examples, facts, incidents,

Lo reasons, but be specific. - -

-
-

* . Sentence One-* '

. o o
v Supporting statements . .-
F .
. ’ e g
L - N ‘P -
- ‘ . ’ - ’ -,

in
¥

Sentence Two: .

. » —_— “';'
Supporting statements

¥
Lo . EY 7/
N R

1. ©

&4

ERIC . , ’ -
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] ~ R ’ /

/8
How Topic e ; : o .

Explalning how to doesomethlhg involves giving specific statements. What may
be a rimple process for you may be very dlfflcult'for another person unless he !
khows the’ spec1f1c steps to follow. - ) . :

’ Think of somethlng that you knpw how to do. For exampie, you may know how to’
create a macrame belt or how to play Monopoly or how to play the gultar. But

can you explain the action to someong, else?

-

1. - . L.

Select a general process to expiaxn,M,erte a brief description of it here.,
o

-

i v . - , -

e

y /
List the details in order of the way you would explain that process to .someone
who does not 'know how to do it. Do not use complete sentencés.

o

Su N

« ) .
- i « ‘
¢ TN p - ’ . -
4 . e .
, o . .




pooee

b. 4 ] . . .
-~ - - . Q\\ / . .
C. T v T .. -

2. Go-to college . )
a. : - i ’ . ’ i “N

" FORMING THE MESSAGE: §-12 /,/“’ :
' .
- L -

Why Topic - - )
Give three specific reasoms why you parsondlly would want or not want to/do/ one ) |
of the following. oo . . - T
1. Buy a car- ‘ .- . s : s |
a‘, . - 7 _ i 7 . _ )
|
|

- ’
“

C. - .. .

'3.° Fiaish high school
a.

b, 5 ‘ . . I
C. . ,") ) . _ . 2 V ’

4. 'Drop outs of high school ) . o
a, :

e = = - T g —

b. .
/ S — - - — . -
e \ T S : ! ] . . =

5. Go out for \lthletics . : ,

. 7

-b‘ -~ ) ' - . B » ., r

C. = . - — e P . . - -

6. _Work on aggar = - ) ) . ;
a. ] S .

N . - 7 »
b, 3 .7 . ! i - ¥;

[od

7. Buy a motorcycfe. f
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Go steady -

9.

.

K
it
« - N
N
‘
. f
HR Y b
I R

Have a hobby

10.

-
BN \
Py -
»
M .
— . N o
: S~ X
N .
Yy ~
*
. 2 ’ -
H
[ ‘
s
P P
- -
A e e
.
“
«
B S
. .
n
e
¢
-~ -
«
-~
-
'
~
cx
@
/o
. ; \
.
t
* -

Ry g T I
‘ EE »
N N - ’ e
.
@ * : N
» . '
» AN
‘ - . * «
N -
. P Do~
c »
. >
. ~
»
.
[
-
V .
N .
. -
PR
» “ >
vy
[
AJ
1 . -
£
- -
N
. 0
3
¥ .
oy
N
. ——r
.
» «
- . .

SN

R T S RN Wt v T
2 . y " o ’
- . B ; ’
e ) ) - ,
v ' N ;
L A : * )
. Ne & N : -
. « - ) ) i
.. < “
ey . ) ’
N Eax S ~ M
N - .
..
*t . N >
a - * : .
- = ' \
. , . . LI
£ r " N
e » ~ . .
2 ! '
. . " - -
~ , N : T ;
Py » e /
W ! )
. “ ~ *
-~ e ~ *
W <7 :
. LTS, 4 - e LIET R e )
: - —— &
i . *
5 L)
. -
1
.
. .
\
. -
~ Y
X ~
’ X ' ‘

N . -
Y . ¢ . :
N . N
. *
L. » - - >
rd * *
. "
s !
- . o
. .
! N
, 3
N »
P * b ¥
N P
. "
- * -
. N ~ .
~ . e
N v -
f . ~ -~
. - : N
s M W »
N . " : - :
f
.
. ‘ . -
. .
- -¢
o - — .
. L ~
- oy B
> o &w .
-
.
- - . e ~
~ ]

f@ |
Rl

A




- - e - - - ) - o n-z:;'g;; Edd
. - .
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What Topic, B ‘ -
‘Give three specific reasons or facts from your general knowledgd of information  __
. in the public domain for doing each of the following activities: S
1. %¥inishk~high school ) .
a. 1 . ’ .. . -

b - L & - / : :
. i ‘ . - v,
c. - - ' - / ’ ® “

- - . ;

2. Get a job . , - -
a. - . .

. bl > N / , - .
: c. 7 ~ .
: 3. Go to college ' : .
’ a; -

) T . Fo., ) / B ~
- - ) K}
) i b. & . .
B “ N = ~ - . < B .
g - M . A i Kl . [ . - - -
. - / c. . PR S ' . .

v - . .-

M

4. Co to a vocational schoel .- ’ . e .
a' N - . I3

5 . ) 7 . - > B .
Co. .. p b - ’ — °.
. . - - g / T m T . -
» - L ’;w )
c. ° . - . . I -

3 i / Je

3 - -
5. Conserving natural resources / ~. P
T a.

) - v - -
g . h, . AL = - . - .

C/- - 5 ' . / ’ . ; ’ [ o

‘6. Read books ) ) / ] | L ' /.
I : )

I g

‘ / . 151 ™
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FORMING THE MESSAGE: S-13 .
7. Drive safely . '
a. .
b._ '
]
. c. .
8. Develop good study or ‘work habits v
a. L. ’ . N
L]
] - . “ -
b.
c.__* ] . ‘ -
: - - - —
9. Buy a particular kind of car i
- o ao . _ - T
- b. ' '
- p b 5, ) -
i c. L. T
10.. Pay taxes ) ) ) $on
a. T
- - ) . i ; ’
b. . ; \ >
i o $’ [ - i ;
c. - )
* / ’ ’ -
> . /.‘ - .
' ]
% "’ o : ’
: ’, . : }
¥4 - i s
,_7’::4"'4—,& —— *
N v \ - 5 - .
¥ ,// r
Qo 155 . s
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FORMING THE MESSAGE: T-1 (3-14)

-~

The arrangement of the details in a paragraph is important. Each paragraph
L n Fa,
. . i
" needs a definite plan so that the reader will not be confused. } .
\_\' -
Have students select a cartoon story from a newspaper, cut the frames apart,
and give the cartoon story to another classmate to re-arrange in proper sequence.
. ' P
What determined the arrangement? ] ; .
) . - T - - %
- . N\,
Is there a "logical pattern that has been followed? .
T
»
. _\ N . .
. * B - .‘
- 3 -~ . .
’ 4 . - -
. .
N ’ . s 7 .
.z * 4 .
- R \‘ . i
s . _ * » -
/ . \ .
. , ~ .

S




| FORMING THE MESSAGE: S-15 - ¥

+

In many paragraphs the details are arranged according to a definite plan.

The erd<r in which the details are presented depends on th° purpose of the
paragraph and the kinds of details used.

Ty .o

Write details for one of the following scenes. Choose an arrangement for the
“details: move from front to back, back to front, up to down, etc. Indicate
the arrangement you have chosen. One point in the scene will be a focus. Will
you start with it or end with it? You must consider how you will deal with it.
Do not write in complete sensgnces. ’ )

’

1. An abandoned farm house .
2. 4n old fisherman at the pier oo ]
3. A Christmas tree ,,/- . ) s " ,
4. A parade in summ3 ’ o
5. A campsite //,/ . e Jw
z - * = - -
6. A restaurant, . :
Mathod »f arrangement: . - i _
e PO - - - -
Focus point in scene: < .
Datails: .’ o . : : ,
L
1. [ .
Z./ y A ’ ! i
. z
.. . . oA . .
-3, e ¢ -
e gt - ) TR SE ’ -
4, TNLL YL~ SEEET T !
- B . ST e : A '
- . R~
5.0 . .-
‘6. __ | v - , .
: N
Ve ok i - i}
.70 —_— / _
8. ) .
9. T S
5 - - _ - I
10.. - —
v ete. _ ’ )
S N4 /
~ [y : 1 b
/ T
7
E
15’1
1 .
- ’ ////

- 157 "
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FORMING THE MESSAGE: S-16 ' ‘ .

One way of arranging details is to consider how they occurred in time. You will
have to decide whether you should begin at the beginning and work fo the end,

" begin at the end and work back, or start in the middle and move in either direc-
tion. There is no set way to develop the time. The subject must be explained
as clearly aSApiigﬁﬁle.for the reader. .

Develop details for one of the following. Indicate what time sequence you are
following. Do not use complete sentences-
‘.1. _Gettinévready for school in the morning.
2. Building a fire
3. Reporting an accident

Topié:r

-~ T -

Kind of time sequence:

-

-

Details: : - 4 ’ ' -
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_FORMING THE MESSAGE: §-17 ¢, - . 2 . .

An effective way to present ideas is by writing them in crder 6f imiportance.
This approach involves a decisiofi abcut the least important idea and the most,
important idea to be presented Generally, the least important ideas are pre-
sented first and the most important last. This way you will build an effective
and logical case in your reader's mind. ’

Develop details for one of the topics listed below. 'Qrgaﬁlze the details from .
least important to most %mportanta B S NiL s

I : ) -4

1. Reasons’ for having an after-schcol job .

2. How to prepare for a test

3. Why the study of. - is important : ' - -
4. Reasons for preserving the environment . ’

S. The“yalue of being alone "

. .
W - /
"y % - .

_Topic:

Details: . - ' ' .

»~
g

i
' r; n',-

Z east impertant)

': e

- - _ < - = — .
’ ;‘—\1 : o

5. . - ) .. : -(tiost important)
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" Causr -Effect : . h -

o ’ %
A camper was careless with his
of the camper was the cause of the incident.

Read the following paragraphs.
the incident.

1.

3.

4.,

-

campfire and the forest burned. The caralessness
The forest fire was the effect.
On themlxne after CAUSE, write what‘caused

On the 11nes after EFFECT write what happened as a result.,
7

When the Smlths baby would not stop crying,. the baby sitter called the
. number Mrs. Smlth had left with her.

CAUSE:__7” ' ~

‘EFFECT: _ e e

The judges,thought that Ray's experlment deserved first- place in the School
science falr, for he had done the experiment carefully and ‘kept accurate
records, : , . N .

-3 R . ’ . . . - i - ) -
CAUSE: ’ ; .
T, 1 - = L = ]
EFFECT:__~ ~ _ . e - l
. - N ,\ PR :

After Ted forgot to watch where he was /going and ran 1nto a parked car,

he saw that the front rim of his bike was bent. : , _ - .
‘CAUSE :__ o~ N

EFFECT:__

When Larry scored th° winning basket 'in the last second of the championship

game, a big cheer went up from the happy Central High students and fans.

e T
-k

CAUSE: . i - i
- Y - , "o
EFFECT: . - . *
. .
= .

‘
[
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‘ggelationsﬁips: Cauée—Effect

% - . 31
The four paragraphs below discuss some forecasts for the future, Read each
, o e B . .
.\;paragraph and the question th%F follows it. Then place a check on the line-
o ) - 5 4 t .
in front of .the best answer. .
,,,,, . ¢

1. By the year 2001, three fourths of the world’'s papulation may live in an
urban environment, This will make city planning more important. In. some
" cases, . completely new cities will be -planned as a whole, and the entire city
- will be ‘built as one tremendous project. One such city -- Restom,
- Virginia -- has already been built. This approach will help reduce some
of the problems which face the cities ‘of today. -

Whynwill city planning be more important in the futire?

a. Most people will live in cities.

I3

‘;b. Most people will visit cities.
= —7Most cities are crowded

2. Because your favorite television programs do not always come on. at the time
best for you, communlcations -engineers are working on electronic video re-
cording. In the future when this is fully developed, you will be able to
buy TV programs in cartridges and play them just as you now play records,
whenever and as often as you choose. Home video recorders may also become
available. : )

. Why will electronic v1deo recording be more convenient than fhe present

system” - o

*
-

___a, Cartridges will,give”better reception than broadcast TV.

. 3 b. Present programs take up,too'much storage space in the home.’

‘?rograms in’ artridges can be viewed‘whenever desired.

3. Since human beings would find it hard to adJust to a steady diet of pills
alone, food is likely to be with us far into the future. However, there
will be some changes. One thing that may be common in the kitchen of the
future is an extra faucet -- for milk! Piplines ray carry it directly from
the dairy to your home. Also, improved freezing methods will probably make
frozen fruits as populdr as frozen vegetables are now.

Why will ﬁooq‘PotLbe’replaced(bywpills“for a long’time?

. . 158

161
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i

4. Man prefers pills to food. . )
b, Maﬁ prefers food to pills.
. Lo I . M ‘\
3 c, Frgien{foods«are more convenient. - \\
' - T, : .

’ 4. In the Field“Gf transportation, it is likely that commércial submarines .
will be used to caxry freight and\pgssengets. Travel byjkuhmarine'has
advantages over travel by surface ship. For example, distances. between
many world ports are shorter by polar route under .the ‘ice tpan by way of
the Panama Canal. Another advantage is that submarines are\not endangered
by hurricanes and other: bad weather. §\ . \ .

- kY
Why would travel by cormercial submarine be faster than by suffége ship?

- \

|

a. The submarine will use the Panama Canal route.

x

b, The submarine will be—éble to use the polar roiute. 1 .

c. The submar%ne will be endangered by unexpected hurricanes.

>

‘ « - - '? ‘: *
- 162 v, /v‘ -
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ielationships: Analogy . -

An analogy expresses some similarities between things that are otherwise unlike.
For example, both geese and airplanes are capable of flying in V-shaped for-
m3tions, but there are many differences between a goose and an airplane.

-

Read the following article. Then read and £ollow the directions on the mext

page. . - .

.0ften 50 or 60 geese, hissing and honking in their excitement, ff& southward

together 1n the fall of the year. As they soar upward. into the air, they.-
’gradually form a wedge, or huge V, 4in- the sky.

Usually at the point of the wedge is a fearless old gander that leads the flight.
Each year he faithfully p110ts the flock to the South, where the geese spend

the winter. Early in the spring, he leads them back to the northern wilderness.
There, concealed in the tall reeds of a lake, the geese make their nests and’
ra1se their young.

During'their long flight, the geese must have places to rest where they-can
recover their strength. Many lakes and marshes hidden .in forests are used by
the geese as resting and feeding. stations.” The pilot gander always seems to’
know where each of the lakes is located. He stops briefly so that his fcllowers
can rest and eat. . -

An airplane pilot might eat and rest while the plane is in flight. Eventually
the plane must stop te refuel, but it can cover great distances without stopping.
When planes‘fly in gtohpa they often fly in the same formation as geeseuih
their flight. As the planes soar upward into the sky, they look like silver

- geese flylng toward some d1stant p01nt known only_rb_the_p_lnts____

FLyLng in the V-shaped Wedge helps the planes in several ways. The plane that
flies ahead of the cthers leads the way safeiy. The pilot of each plane has

’ a clear view ahead cf him. This would not be possible if the planes flew in

a straight line— n

The >tr0ng wind cdused by the thrust of the planes’ jet engines results in
some air- -disturbances. By flying in a V-shaped formation, the planes can
avoic¢ the blasts of air from the jets. e T

ey — = By

1 -

Ly

.

RY
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Pﬁt/G before statements that are true. about flying geese.

-Put A before statements that are true ?bout flying airplaﬁeq,

Put A and G before statements that are true of both geese and airplanes.

'

cx 1. Groups often fly in a vedge. E

2. The leader takes them to hidden stopping places.

H .

{

* 3, The one at the point, of the wedge is the i@ader.

P
. I v

4. They create air disturbances.
5. They only méke two trips a year. - ,

6. The thrust of the engines stirs up a strong wind.

7. While in-a V-formation, each one has a'clear view. .

8. They nest in northern lakes.
’ >

r .
. ‘
>
Sean
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Relationships: Analogy P |

> B
each analogy. ~The first one is done

: : i
Draw a line under the word that completes
for you. .

1, Cave is to bear as nest is to

2. Hop is to rabbit as waddle is to
3. Ant i§ to insect as salmon is t 7

4., Halter is to horse as leash is to

5. Fang is to snake as stinger is to-

6.” Bat is to b;seballias racket i3 ito

7. Lead is to pencil as ink is to

9. Cone is to pine as acorn is to ,\

8. Garage, is to car as hanger is to\ ]

10.

Hair-is to dog as feather is. to \
11. Spring is to suﬁmer\§§ autumn is Ao

13.

Bacon. is ‘to eggs as cheese is to

X :

17} + Sour is to lemon as sweet is to
N , , ,

18.'3Apple is to tree as grape is to

15. " Sugar is to ‘candy as flour is &o
. *

Water ks &o fhip as air is te
‘13.  Runner is tg sled as wheel is to
14. Rake i; to tool as saucer is to .
j{S: 'Ring is to-bell as toot is to _ -
6. \

20. Peel is to orange as shell is to

21. Cone is to it~ ~2am as hanger is to
22, Up is to down as left is to,

23. Write is to right as weak is to

24, {9ne is tgpmpnthlgs Tuesdsy is to :
25. Thaw is to spring as freeze is to

165 -

“

home
‘cat
river
dog

poison

tennis

~papef

'pilota

nut
N

bird

winter
wing
wagon
plate
blow

milk

button
coat
turn

week

. Monday

sherbet

tree bird -
* duck i kangaroo '
fish food -
- - -
rope. -, harness p
N .
hurt \ bee
gamé court E
pen chalk 4
VN . " .
engine airplane '
oak ~-mapie
hat plume’
fall cold .
./ . >
‘car plane = . -
wdtch axle
cup dish
horn noise
"crackers snack.-
salt bitteg .
purple vine
sift ‘wheat -
beach walhut '
s 2 ¥
airplane closet '
right ~ side
weed strong
week day J
S
refrigerator

winter
AY

[ ' I ,
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Relationships: ComparisonJPatterns4 ) -

We often see relationships between things and 1deas. To be able to‘compare o

- ’
_ these relat10nsh1ps in writing,some general developmental patterns are used

point by point and~bloék.’ . . o

—

1. Point by .Point Pattern .

After a. subject for comparison has been selected, the main points of N
similarity or dissimllarity myst be determined. Each point ‘is discussed

’ T . i ) S =
about both subjects before proceeding to the next point. ..

Outline one of the following using the/point.by pcint‘pattern.

N R .

1. High school -- junior high . -

2. High school.-- college ' R : ' ’ >~
3. Water skiing -- snow skiing ‘ . « T ,
\ . , . . ) - . \\ -
’, H - T,
2. Block Pattern S .o -

> -

Agaln the subJects for comparlson and the main points of correlatlon are
7 F

- l

selecteg. In this pattern the sub**cts are d1scussed separately, but the

-
&

order of the points compared remains in the sameé general_order.
;" N - . . ,

Outline one of the following using the block pattern.

1. Book -- 1ts mov1e version ) o ‘

2. Two television heroes of the same type (doctor, detective, western)

i . ' o , B
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Coherence/TranSI+1on RN . ’ )
':\~“L/‘ i ‘

A paragraph” 1s sa1d to be coherent when the sentonces are carefully 11nked so

- .
‘- v - -

that‘the reader can follow the_tggin of ‘thought from sentence to sentence. The .

-

-

P 'v_ - .- - o b e 3 ¢
first .step in achieving coherence is to arrange your ideas in a logical, meaning-

:

. . .
54 - . . ' A . - .
- fel %rdég. The second step is to maké the relationship or connection between
bt p : ’ B ‘ . h. «
sentences clegr. @ i )
‘{il:, . ] {: ‘,‘. w-O
. ( - . 7.)‘ "d'

. 'CoHerence througa trangiti onal expresslons . . T ,

L \ ' T
- Read ‘the followrng paragraph. Note the un*erliﬂed words and phrases.

¥,
X J
Iq‘g
]
-

T
=,

o Wé do not 1earn to fypewrlte, play golf, or talk vell  in puLllc merely by < e
readlng about how to do these things. In learning to typewrite we progress . .

_~°tepW1se, begl g__g with the location of the keys and thenkassoc1at1ng each

.- key with the particular finger which is to strike it. After fcrmrng the -
‘correct habits for manipuiating the middle row of 1etters,_ve pass successively .
to the top and then the bottom row, typing not letters but word and "then
complete messages. We type well when we can actually execute all of the complex

s movements easily, not when we dan describelor discuss the rules of typing. In

. similar manner, the football coach trains hlS men. Flrst (there 1s) instruction

«'  in thé elements of the game, then practice, %¥nd 1ater a descrlptlon of ,plays

arid diligent’ practlce in their execution as a member of a team. Each man mus¢

understand what he is to do, but in addition he must be able to perform his part

in‘exact relation to what the other players are doing. There is a vast

differenee between knowing what to do and knowing how to do it. We know when

we can produce a set of movements which in their concreteness correspond, to ©

. the descrlptlon of what We are Eo do. (Learnlng,More by Effectlve Study by

-, ‘Charlés and Dorothy: Bixd) o . -l

Y

“> ’ R ro AN - g s e e L ,
What “specific purposé ddes each of the underlined words have? . I
/hh1t words could be“used to do each. of the fOIIOW1ng Find several . o . o

. ' transrtlonal words for tach \\ L E . | & .
1.0 To add an idea or.fact ) o ‘iexahple:!also — | g .?
2., To establish space order , ;E 1 exampie: aboye - -
i 3. g%o establish time order .‘ g example: ghen 7 :{ T
4. To “show cﬁuse,apd efﬁecr' l ‘./’ egample:ibecguse _ ' - .
’ _5.. To resrrfcé, c?neradfét, or contrast h exampleg’howeGer~; - ——. . ) )

, . . p
3 . .

. Ty } e ']_f; 4 : . ;~ ) '
. . 43 ; v
. . . ) ‘ , / . .

. | - 167 o : : Lo
B ‘ - B + :

s
- - . .
. ) ¥ R B - -
, . 4 - . - ’ 4 N .




4

" nis aparément there, in the place Jules Ferry, wheré there were-a few blocks

FORMING THE MESSAGE: 5-24 - . : s

0}
-

Coxerence/Use;of ank1ng EXpressions and Pfonouns

“'s

Read the fo low1ng paragraph. Note the unjerlined words. o
Of course { had to live somewhere, and the somewhere turne4 oat to be Montrouge,
a workman s -quarter, just beyond the Porté d'Orleans, for a friend sublet me

of modern apartment buildings.. My place, in one of these, was like that whole

winter; curiously empty and curiously €rowded, It was chiefly a studio, empty -
ekcepd for a large glass bottle made into a 1amp, a mattress on the floor -
be51de it, a phonograph, and-¢¢,'e records -- my friend was a-dancer. The

llvlng quarters were on a smali palcony above this chill vacuum, and they | -
wesg extremely crowded, containing as they did a bed, a desk, bookshelves,

chdairs, a fireplace, all in a small place. A tiny kitchen and bath opened »

oﬁf on one side of this balcony, and on the other side it gaped draftily onto

the unheated studio. Tl This strange apartment was on the ground floor, and I

1ived there acutely aware are of every footstep on the pavement outside. , I was
/lonely at f1rst, and frightened. ("That Winter in Paris" by May Sarton) . s

L4 .
” J b - N -/

What does each of the underlined words connect or refer to?
. . 1 kS )

3

”

Write six sentences about a single person or thing. Do not repeat his/its.name.
Use a 1linking expression or pronoun. ~ o -
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- . " Coherence/Repetition

~

sReéd-the followihg‘paragraph. Note éhe underlined words.

%, .

. We talk of "looking" for spring, but T “think we country folk smell the oncoming
spring long before any signs are visible. These first scents are manifold qnd
usually fleeting -- the smell of the earth’ on those rare sunny days which rejoice

our hearts early in Februa:y, the scent of the wind when it blows from the south
after a long spell from the northeast, the scent of the young grass when it first
pushes up in the pasture, the.scent of birch and larch when they first come into
leaf.- To lovers of sweet scents those familiar smells are as much part of the
'music of spring as the song of birds, the busy hum of bé es, and the bleating -.
of? young lambs. (The Scented Garden by Eleanour Sinclailr Rochle)

-y

The use of repetltlon as a tran51t10nal device demands a knowledge of synonyms
and antonyms. A useful reference book for finding words, of various shades

of meaning is the Thesaurus. A Thesaurus groups words accordlng to meaning.
The entries are followed by synonsz, antonyms, and relJted phrases. Using

a Thesaurus, flnd three words that have 51mlla* meanlng to each of the follow-

ipg words:
_1."neg1ect ) _ : i / d

; 2. iﬁteresting . _ / i : >
3. good o '. _ / , S "
L. fear . /- ’ /~ ¥
5.7 job g ] S / , )
6. youﬁ; : ,- /, , //’5 T ST
'7;' ugly - : L ;: | '/ .
8. bzautiful ——— o /

. .é. personality . _ [ _

N 10. .cime / e :

i

S S 166
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The Language of Business Leitters

’

The language of a business letter should be simple,lclear, concise, and

direct. Avoid béing rigidly formal and vwordy. The following are some

types of expressions to avoid.

1. Please advise us of the action you intend to take.
2. Attached hereto_is the agreement for your signature. .
3. Enclosed pleasevflnd your copy of the minutes of our last meeting. -
4. "I have your letter under date of October 9. '

Which of the following versions do you consider more effective in a business

letfer? Check the one which is more approbriate in -each version.
1. a. Enclosed please find a transcript of my grades, 25 per your requast.
b. I am enclosing a transcript of my grades, as you requested.

2.¢¢a. Will you please let us know when we can expect to receive the
~ electrotypes. T
b. Please.advise us as to how long a delay we can expect before the
’ electrotypes will be ready to be forwarded to us.
Fd
3. a. Tnis letter is to inform you that’ to dat° I am not yet in receipt
of the merchandise I ordered six weeks ago.
b. On Mareh 12 T ordered from your spring catalogue a pair of binoculars,
Model Z-23, priced at $18.75, to be séent to me by parcel post.
Though six weeks have passed, the binoculars have not:: yet arrived.

4. a. I am in receipt of your letter of recent déte, and in reply to your
question, regret to state that I have reached the decision, after
due consideration, not to renew my subscription to the maga21ne
MOUNTAIN TRAILS, which you publish.

o b. In answer to your inquiry of June 10, I have decided not to renew
» my subscription to MOUNTAIN TRAILS..

5. a. Please send me in addition any 1eaf1ets you may have on the subject
of weed control. Thanking you in advance for the favor, I rema1n,
. Respectfully yours,
b. I would also appreciate your sending me any leaflets _you may have
_en the subject of weed control.

Very truly yours,

6. a. This is to acknowledge receipt of your letter.
b. Thank you for your letter.
) v v
4

167
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7. &. We are crediting your account as per instructio
b. As you instructed, we are crediting your accounf.

8. a. I beg your indulgence in this matter,
b. I hope you will allow me another month iné;kich to pay this bill.
.9. a. You have been placed on our preferred list of cdstomérs due to the .
fact that you always pay promptly.
b. Since you always pay your bills promptly, we are pleased to place B
'you on our list of preferred customer§/
. P o . .
10. a. In respoase to your inquiry, I wish fo state that-we can furnish _
you with the items you specified. -
b. We can furnish you with the steel plates you need.

In the space below, wfité a brief paragraph explaining why you consider
; . 7 >

checked sentences better than the others. ?23}Egg,in<ypﬁf’55;agrqph specific -
N R Zai ’ %h—-—‘\ . -

"
examples of various kinds of faults in the ineffective sentences and the ways

in which théée faults are avoided in-.the effedti&e sentéqces.

- . -
- 4 . . . >
- - - ~

[
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Letters of Application ) :

Below are the opening paragraphs from five letters of application written by
high school students or graduates. " Read the paragraphs critically, and in the
space below each, teéell why you think it is effective or ineffective. Consider
such questions as these: 1Is the language clear and appropriate? Are all the
words spelled correctly. Is the punctdaticn correct? Does the paragraph give
all the, ﬁnformatlon that you consider necessary for the opening of such a letter?
Does it: go straight to the point? 1Is it interesting and attention-getting?

Does it make the writer sound lrke someone you would want to hire if you were

the prospective employer? i

,-\

“1.:'

2. This is in regards.to you're add in a resent local paper for a stockroom boy-
3. Since I plan to make my living in_newspaper work and want all the experience _
I can get, I would very much Ilike the job of copy boy that you advertlsed ’
in last Sunday's Times. - s
s . 7 . ) - Z
4, If you are looking for a Salesman who~1s we11 dressed, bright, persua51ve,
ambitious, and an all-round "live-wire," then I know you'll hire me.
1 .
! 7 -
I L] ’ . ’ ‘ -
!
3. I am sixteen years old and have just Elnlshed my junior year at Brvant

Y

G. . . - s
I wish to secure a position as typist in your organization., According
to your advertisement in lcst Sunday's Times, you have such a position
vacant. . . , ) .
- . » . : . § - .

Ed P

- Hrgh Schnol, with hlgh grades in English, typlng, and bookkeeping.

-
7z

ie




- was a damaged ferider on each car. .

. - to be accurate and give all the facts, whether they are favorable or unfavor- ) -

* - Use the format of the business letter. Write to a specific insurance company

e “

- P " . . \
FORMING THE MESSAGE: S-23 * §
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Writing Accident Reports

Assume that a short time ago ydu were a passenger in a friend's car when
- it was involved in a minor accident. Your friend pulled out from the
curb without looking or signaling and struck a passing car. The result

= s

- / 4 M
Now your friend's insuraficE company has asked you. to write a brief report
‘of the dccident as you witnessed it. _Besides describing the collision it~
seTf, you are.to include the -exact day, the place where the accident occurred,
the weather.conditions, the condition of the road, the location of any traffic
signal$ that may have had an effect on the driver's movements, .and any -
irregularities in, the road or any obstructions to the driver's view. You are

.able to your friend.

s
¥

-

(real or imaginary) and to a specific person. Also give your friend a name.

i

Ny
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Assume that you had an automobile accident with approximatély $500 damage

. - . 7 R .
to each car. The driver of the other car did not stop at a four-way stop

sign and hit you broadside. Obtain and £fill out the insurance accident report °

- “ a

and the Minnesota Motor Vehicle Accident forms.

ERIC 7 - o -

Aruitoxt provided by Eic:
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Have students brinz t: cla-s «xamples of as many types of letters as they can
collect at home or from businees friends.

Discuss:

- a. The kind of letter it is. .
5. VWhy the letter was written. °

. .c. ,[The overall appearance of the letter.
d. Clarity, completeness,and correctness.

When evaluating the 1l.tters, it might,be helpfdl to draw two columns on the
blackboard: 7

Message conveved
The price of the book is $35.95.
) cte.’

. Goodwill feature
We would like the opportunity
to serve you again. '

Bring to class sample letterheads.

Evaluate the effect thg’s;yke, printing,
".color, etc., have on the image ths

company portrays to the reader.

- -

v’
Yoo .
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From BUSINESS ENGLISH AND COMMUNICATION

A. Rewrite the following %gtter. Paragraph it correctly and usge connectlng
words that will ald clarlty and make the ideas flow, better.

Your order No.7432 for pancil sharpeners was received todav. We do
not manufacture pencil sharpeners. We cannot fill your order. We
looked up the nearest'manufacturer. We found it to be therAmerican
Sharpener Company. Their address is 701 Wharf Street, Boston, Mass- ;
achusetts. We are sending you a catalog of our products. Perhaps we
can be of further serVLge to you in the future. Thank you for wiiting
to us. -
- . /»'

B. Each of the sentences below is "writer slanted"; that is, each takes the
writer's point of view. Rewrite each sentence so that it is "reader
slanted.” ;

~1. .We’are eager to receive your order. )
2. Help us meef our sales quota by sending uis your order now. .
3. Send your remittance now .so that we may balance our books.' .
4. Your overdue account prevents us from paying out bills promptly.
o

C. 1If each of your letters, meets the following 10 requirements, the chances
. are that you will be a.successful letter writer. A good business letter
does the follow1ng g '

-
-

NOJ, criticize thls letter or the baSIS of tne 10 requirements for a successful -
/letter. ]
%

;o . . ey
y/fj ’ !

We do not believe you have anycause for complaint concerning the shipment of
3 J

.

D2ar Mrs. Barker:

your order for {Princess Priscil%a blouses. Our scamstresses have been working
nlght and day trying to catch up on a multitude of orders. It is not our fault

thac tho blouses you ordered have been su popular that everyone wants them.

5 / 173

¥ ’ 176 ) ‘ .

- 1. Creates a favorable first impression.
RNy 2. Appeals to the reader's point of view.
. - 3. 1Is correct in every detail. N
4. 1Is courteous, friendly, and _sincere. .
) 5. Promotes guodwill., . . . -
6. Is clear and complete.
*7. 1s concise. ] ,
. 8. Holds together. v~ ) o -
’9. 1s well paragraphed. . : ) ,
10. Avoids jargen. |, - xS

*

-
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. « o ° /e
Besides, you should have ordered them earlier. We are just not prepared for

~

_the big run on our stock.. One of the probiems'was that at first the textile
mills w;re not.sending us enough of the yard goods froy whicb‘tbe‘blouses are
made. So, they were behind; but they have caught up now. If you will just
be patient, we will do our best to get youf order shiﬁped. ?ou ask whethef

you -can have these blouses in time for Easter. That is a good question. It

) ) ‘4 , " F 2 )
.looks like we coyld, and T am sure you will, but still one never knows, do they?
As a matter of fact,our production manager said this morning’that we will ship

all orders by the end of next week. This means you would—be.receiving_them two

-weeks before Easter. - , -

Yours truly, . T
7
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The Format of the Business Letter

. /‘
1. The heading

A. Letterhead -- Companies have their own
B. Typed headlngs -- used when there is no. letterhead

Correct form: :
1694 Boone Avenue North . j UF N
Minneapolis, Minnesota 55427 . ~ ’
July 10, 1972 g
C. Dateline -- when the letter was written -- see B above for proper
placement in typed heading; see sanmple forms for proper
placentent when. 1etterhead is used.

"2. The opening ‘ 3

A. The inside address: the name of the addressee, which should always be
preceded by a tourtesy title (except in the case of M.D.'s and a few
others), is usually the first line of the inside address. It is also

* common courtesy to 1n61ude the person's job title when it is known --

either on the same line as his name or on a separate line in the inside-
address. The name of the addressée's company, the street address, the
city, state, and ZIP code numbers are also included,

Examples: Mr. John Raymond , Pre31dent
. Hardware Hank
943 Nicollet Avenue ]
Minneapolis, Minheséta 55420

- Richard Jones, D.D.S.
L 952 West Broadway
—ipt Robbinsdale, Minnesota -~ 55422

Ms. Jdne Williams
942 37th Avenue South
Crystal, Minnesota 55426
. Ms. Belle Smith .. =
’ ; Home Economics Department .
) Armstrong High School . i .
— 10635 36th Avenue North .o . ) .
Plygouth, Minnesota 55441 ’

L1

tr
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- -

. B. * Salutation -- There are several accepted forms of salutations, and each,
form reflects a different tone. The following are examples of salutations
and the tones they reflect: °

Singular Plural . Tone
. Sir: . Sirs: . 'Q .~ Extremely formal -- cold
Madam: Mesdames: ’ ) ] : .

- Pl

Dear Sir:
Dear Madam® -

Dear Mr. Allen:
Dear Mr.

Dear Mrs. AllenT
Dear Mrs. Cooper:

Cooper: '

Dear Sirs:
Dear Mesdames:

-

LY

Dear Meesrs. Allen
-_and Cooper

Dear Mﬁes. Allen

and Cooper

Still very formal ~-- cool

Formal but cordial

- ’ Gehtlemen® . . ,. Very commonly used when the
o o Ladies s 1etter 4s addressed to a
) * company or.to-a- group’c01—
B ‘ . o . 51§t1ng entirely of men’or.
of women . - * , 4+ ., o
[ -~ T .
5 X . N

- ; Dear Bill v ., Yery 1nformal -- implies-a
A - - /, T, ‘personal frzendsh;p )
. / . - »” "9 N N

C. Attention’ 11ne -- not always used. When-a 1etter is addressed to a’ company ,

or to a départment within a company, rather than’ to a specific persom, an
attention line may be used to speed up, handling- of ,the letter, This line >°
is typed below the 1n51de addréss and above théﬁgalutatlon. The foliawing
are various .styles of attention lines: Rﬂmember thit an attention Iine.
even if it includes. the name and/br ‘title of a spec1f1c(person has no

bearing on the salutatlon. ) R L s < . -
"~ ATTENTION: ‘Mr. John J. Hughes | , . at
. . © , -
Attention of the District“Director ° ! TR ,'\ .
. - S A ! : AT« )
‘ , “ 4 |
~ Attention Mr. John J. Hughes S T - L. .
. L - £y
G -
‘ “ *
’ ATTENTION -- Sales Officé . , « C L , y
. . . - vt < .
3. The body -- the body of ‘the lettar 1s, of course, the most. 1mpo,tanL qcctaiﬁ
of the letter -- from both the Wwriter's and the reader's point of” view. Tt
is here that the writer makes every cffort to’ get hls thoughts across to the, .
H
reader effcctlvely, LA . . % . ’ .
. .t R i R > oty 3 . R e
.y . » ] - . . \ . «
4 4 r &AM L
4 a, A ’ N
R . 1 7 b / ’ " s * .
N ' ‘(,;v ’ ¢ s L « .
/ PR .2 - o x .
/ o / . \\ i . ! - ¢ . A”_,_r»*—";“""’ "'T'—'_‘——‘—‘&‘J—d
i . ) 179 *, R QT ’
’ . & v i, . . .
ERIC - Lo . " .
o i o - T . LN . tee
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. )

A. The subject line -- qptional -~ If the writér wrshes to give the reader
advance notice of what the letter is about, he can do so in a dis 1a red
subJect or in re 11ne that precedes the message. T

Examples: SUBJECT: Wew Life Insurance Policy

IN RE: P_oliicy No. 4639 : . U
‘ B. Tnhe message -~ ‘the most jmportant part of the letter. The message of
‘ every business letter usually consists of dt least. two paragraphs, even\
if the second paragraph is nothlng more than "Thanks and best wishes." ' =~ .
LY L4 (O‘ . .‘-_: . - ‘{ .
,+ 4. The closing - . P U e N
. A ;_"v - - 1. R

A. The complimentary c1051ng ~- like” salut ions, they vary in .form and ~

tone. The important thing to rem_mber 55t -match the tone of the

(R

/ ) . complimentary clgsing with that. of/the sélututlon as closely as possible. ;\
{ “ - The most used forms are Y 4 . H
iy 2 , f
M ., , o . . Y . . .
. oo Very truly-yours, Yours “very sincerely,
o . Yours very truly,- o Yours “sincerely, . : .
S R Very sincerely yours,/. Slncerelx youts, T "
_‘__,,' ~ -'. I )
LN e Py 1 A . . ~ ,
R \ , Less Formal = ) v, J \ .
L foe B ‘ .
7 - . Very.cordially yours, = ‘7" o, .- N
i . Yours ‘véry cordially, - .
Yours cordially, v,
- Cordially yours, A
. , /B;¢ Tne company signature -- The typed name of the company -- the company
ST A signature -- is usually considered. an opt10na1 part of the closing.
. A Scme. companies require that the typewritten name of the firm appear,
| - oh thé” theory that the company, not the wr1Ler, is the legal entlty.
S -1f the company's-name is shown, it would appear in a form such as one
, of the following: . .
- R %ENVESOTA MINING AND MAVUFACTURIVG COMPANY
JOHNSON'S TNCORPORATED : 4 '
¢, “riter's signaturg --" This is sfmply the handwritten signature of the
writer. / p . .
" . . 1, 1 . .
' . D. The writer's indentificatien -- In most idstances, the name of the
writer and bisd title (and/or departinent) are typed belos his signature.
Examples: John B. Jones, Manager ., ;
» ‘ A. George Wilson ,
o Manajer, Credit Department
. , Sales Depa&tﬁent ﬁ
. _ (Mrs.)_Joan Smith : ' o .
Administrative Assistant to oo, .
’ . Robert Johnson - ) . A ) .

. o RTINS YR S
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E. Reference 1n1t1a1s - Il the writer's name is 1nc1uded 1n the writer's <=
~_ idestificatioen, his ind tials may be omitted in the reference initials,
_However, the Lnltlals of .the typist®or secretary. should be included =~
- unless the writer spec1£1ca11y requests that they be omi.ttgd. IE the
" writer's name is not 1nc1§ded in the writer's identification, his
initials or his full® name may be indicated in the reference initials.

) Various styles follow.” Remembar that when used, the writer's name A
or initials are wrlttcn f1rst° . . - }
'.~.~. " X . N
J.G. Jones/ebq;‘ S : L
- 4:;- . N - - M . . M , -
P abc / g“‘ ’ PR ’ ot '. "
_ . [ . . . v - M
» . JGJ:XBC T , )
JGf/abet 2t L A -
-F+ Bnclosure notatron -- When sonethlng is included with th

the same enVelope or contalner, this fact shouldq;e/g icated by an
./ enclosurc .notation. These are widely used enclosuTe-notation sty]es'

N ’ -

[P

~y
’

;jzﬁblosure T Enclosures (2) Encloéur%sz 1. Contxact ‘
AT s e / | Y. 2. Check
Znclosure:, Contract, Fnclosures: : . . 3. Ret T Envelope
.. , Contract . ’ - 4. Menfo
P « . & - M - o
P , , _'," : - _-Check . - . .
' - : ;o

v
N

&) cé (carbon covy) notﬂtlon “- When a writer wishes to send a .c¢py of
the lettef to one or more persons and wishes the addressee tojknow he
is doing sq, a cc notatlon is indicated on the original and all” dupli-,

" -«
¥

/ cate copies:of the lerter. -
L . . O 7 . .\ .
»" Examples: cc: Mrs. Johr James ‘ scc: Legal Dapartppnt -
[P PG : - \ .
c . Ms. Ann Matson . . : . N g
1 o/ ‘ ’
THE EXVELOPE - T
The Lnfwrnatlvq cnntalnrd %n the envelope address should be 1dent1cal W1th
that in the Lde addrkss. Remember:: - O
1. s a vnneral saide/, negin the” malllng address ha]f way down ana half o
‘av acrass the onvelope. . he S ) \ ¢
' o - 3 . - : .. —\B\"
2. A7oid two-line addresses. This can be done by typing the ‘state and ZI1P -
cvdx aumber on 1 sedarate lines from the town e c1ty . .
3. Mable space threc-line nddr‘sscs, ‘single space addresses containing “~ji.
’ mere tham Liree lines. - . - ‘\ ‘
0% 1% phros spices botween the state and Z1P code number: i
e, ‘ Q . - -
. R 178 Lo
oL T e . e / /. .
f // R . . p . B
. o .
o o ¢ . 181 . ’

ERIC | - . 8 S
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-
~

-

6.

7.

-*

“Type the attention line in the 1ower left corner of the envelope.

1i special mailing services are required, 1nd1cate the service below
the stamp. . < .

Tf tne envelope does not contain a printed return address, be sure to
type a.return address in the upper left cormer -- not on the back of

the envelope. =« T

%

Most- of the following letter parts have one or more errors of form. In the
spaces opposite each make the necessary corrections: , ! ’

1.

“10.

11.
12.

1430 Ridgecrest Avenue,k: . f ’ -
Milwaukee, Wis.; 7 ‘ . ‘ )
October 10, 1972. S ' / L
Dear sir:” s ) g /

Mr.

Editor, Science Department, :

421

School Book publishing company

New

Yours Very Trily:-

*

;Sincerelylgours3'4:” . ) T
sm - 4 '
*

John T. Matsonk : -

LIRY

West 47th Street | .

York, N.Y. 10016

y o
t

! N i
- 4

i

October 9, 1972 .
922 North Broadway Ave. L. 6
Chicago, Illinois 60623 )

Mrs. John Jones : ' - S
437 1st St. - L . .

Danv§11e, I11. 60556 - IV -

My Dsar Mfs. Jones,

Turner, Vt. 53289

817
Nov.! 13, 1973
L. ,J. Tyler Company

,D'Mamn Street
Dubuque, Towa

Attentioné Mr. James Carlson

bak St. _ : e . ‘ B

———

Gentlemen! d . "\

'anllte Beauty Salrn
# 8 Fremont Avenue ]
Edgehill, Nebraska 5432 !

Ladies:

September 5th, 1973 . g

e,

Beaver, Idaho 838073

John -Bepnatt ’ 1 7 9
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L3

In the spaces provided ert“ (a) the salutation and (b) the complimentary
close that you would use if you wrote each of the letters, described below.

'

1. A letter to Mr. George Kent, whom you met two summers ago, asklng for a

ERIC

Aruitoxt provided by Eic:

job as a waiter or waitress at his summer resort.

P i . )
| ] ) !

al . - . 3 b. )
- * / -

] \
2. An ovder letter addressed to a business firm in a neighboring city and

_directed to the attention of Mr. Paul Crandall. \,' . ////'
- a’:’m B R b\.\ - \ )

/ -

A
3. A letter of complaint to a business firm owned by 4 group of women. ///

=

a. . ) b. . S Y
%. A rather formal letter of inquiry to Mrs. Paui'Pie;ce, a anazinE editor. .

a._ - . . b._- _

- ?

. Y
5. A letter to a college registrar, whose name you do not knoj¥ asking 1bﬂu; e

entrance requirements at the college. _ ///;/ S

T a. N b’g - \ -

i

6. A letter to a good customer, Andy Berk, congratulating him on his new child. e

7
., . v
a. b.
.7. A letter to a semator from Minnesota, asking him teo suﬂport a Conzr~9~xonal
bill in which you are particularly interested. )
a - - b*;__‘ i ) ’ .-
. i B . . N .
8. A letter to a friend, inviting him to a party. \\ » -
» 1 k4 .
a.’ . b. - \ -
. . . < \ T
5. A letter to your doctor, thanking him for his recent attentien then, v wore
ill.
7o h
a. - b.
e / ;

153
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Pretend the spaces below are envelopes (9 1/2 by & 1/8). Make whatg&er corrections |
_ : : / o
are necessary in each of the following and prepare the envelope as it should appear..
1. Ferris Window Co. . : . )
1283 State, St. .
Charlotte, N.C. 28208 -~

7

2. John J. Johnson _ : _ T
249 Lincoln Ave. L
New Haven, Connecticut 06301 P
\ . . d

-

3. Mr. Thomas Falls - - ’ .
President .
. Ames Desk Company . .
1411 Main St. :
Mindeapolis, Minn. 54432 -

’ »

4. " Cochran E4rniture Company . . . ' _ ’e
High Pojnt, South Car. 22763 . I3 s
Attedgibn/J.M. Smith .
M // ) /.
e ! B
1
5. Doctor YNpuglas Mohns, M.D. ~
Professional Building - ’ 4
2624 lst St. . -

Norman, Okla. -73078
\\

181
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Writing aa Asking Letter p : - ‘

. , .
Asking letters are those that request something; these are often responses to
The writer must always ask himself when asking for something:

advertisements.
what kind of a letter would I like to receive if I were being asked for some- \
_thing? In composing this type cf°'message, the writer generally should: \
3 . _ i
A. Be as brief as possible L ? . .o

' -
i P
-

"

B. Include complete information’
C. Be courteous, tactful

/4
1. Write an asking letter in responseg,.to one of the following advertisements:
24 ’ h b » :

X

7

a. Breezy Point Resort. Howard/Lake,_ﬂN, 15 mod. hskpg. cabins,
play yard, trailer & campsites, boats, bait, pontoons. PH. 543-3601

Winémaking Kit —- $4,98. Freé catalogue and recipes. _
Jim Dandy Wine Supplies, Box 30230X, Cincinnati, Ohio, 45230.

-»-""i" T ’ _ . = . . . .' * .
Bookstore for sale -- Doing very well. Large midwest city, university
community. Partial sale considered. Box H-572 this magazine.

s

Adigdhdack Summer wdrkshops, Ceréhics, weaving, sculpture. Brochure
(SR), Bront Lakes Art Center, Bront Lake, HewjYork ° i1793.

- 4

’s
Men-Women needed now to f£ill out income tax,forms at home. We show
Simple, easy to learn. ' $700 per fionth earnings possible.

yo. how. ‘
-/ Federated Tax Service,

D¢tails mailed free. No salésman. Hurry.
2086 Mont.rose, Chicago, 60618.

——
™
1

~ 3 ]
.
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. » “'

Write a letter to the Town House Hotéi, 148.East Broad Street, Philadelphia,
Pennsylvania 19102, in which you ask for a reservation. You will be attending
a convention at the Town House, and you will be staying three days. Supply ¢

dates and other details. )
> ¢ £ d =
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.
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- »
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TORMING THE MESSAGE: S-36 . : R e

\
kY
%

Assume tﬁkt you work for Mr. Kenneth Johnson, a lavyer who has a smail office

in a rufal‘communif?jvand you need to order some supplies from your nearest

stationer, the Wadley Stationery Company, 14 Hamilton Street, Centerville, Jowa

532544, One gi the salesimen, William Andrews, usually handles your order. You .
need the folloring items: 12 boxes of paper clips, two bottles of permanent .

blue ink, six ‘yeams of white bond paper, six black typewriter ribbons, and one
rean of onionskin paper. Write thé order letter. s e

7 - . T

: -

From BuSiness English and Communication, p.1368
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Job Appllcatlons ' - .

When you apply for a job, ‘employers may aqk for dlfferent types of applications.

A number of these are: , _) .
5 _ 1. The letter of application ‘\
2. The qualifications summary (also called a data sheet, resume, or personal
record)

3. An application form
I. The letter of application ‘ o

A. Appearance
The appearance of the letter glves the employer a clue to the personality
and work habits of the writer. (See Business English and Communication,

PP. 44:7-’454.) - —

B. When you are asked to include r;fgrences, you should request the other
person's permission to do so. parmission may be obtained in person,
by *elephone, or by wrltlng'an asking letter. - S

1I. The qua11l1cat1ons summdry
Bometimes the qualifications summary accompanies the letter of appllcatlon.
Other times an employer may request it at the interview or it may be mailed
to an emplryer without a formal letter of application. Be sure to check
what your prospectivejemployer desires.

Generally, quallflcatlons summaries contain four main headings:
1. Position applied for

2. Experience. \ C ‘ .
. 3. Education o - . ' ’
— &.ﬂmReferences (used only with permlselon) ’

\,
\

III. Employment forms \ . S
A. These are standardized forms developed by each company which you have
to fill out either b=fore or after you are hired.

B. The following Fules generally apply:
1. Write in ink.
2. Have your Social Securlty number readily available,
3. Avoid asking upnecessary questions. Become familiar with the types
of questions usually asked on an appllcanlon form.

5
N 4., Write legibly. g
5. Be accurate and careful. Rechéck alllthe information you havé
included. . \

6./ Don't leave any blanks. If the 1nfoﬁmatlon asked for does not apply
to you, draw a line through that space or mark 1t,."Doea not apply.”
7. Follow directions exactly. N
-v_. ) ~ ' \\ , I ,
Prepare a qualifications summary for yourself. Assume that you will graduate

from high school in a few weeks and are 1nteﬁested in a full-time job.

N

185
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Obtain a ‘job application blank from a local business. Fill it out as. cmnpletelx‘ L,
- as possible. -
’ - ,
* "{‘:' « .
i h
,.\'._
. 7
s
g
, i
>
< *
,
s 7 - 7
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» . - X

Write a letter to one of your former teachers requesting permission to use his

>

or her name as a reference. ) o

a

>
o -
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. : ’
* You receive a letter notifying you that you have been seleéted to fill a
vacancy for whiczifyou applied. Write a letter aécepting the ‘position. .
‘ . . / 5 .
- \ N ~
- 7 ’ 4 i N
1
3 - . .
! : - ,. )
! L]
£
;' '/ /! I
- ) _": f’ °
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t
Letters of Application ; ;
Write a letter of application based on one of the following want ads. If you
. wish, you can find your own ad. : , :
. . .
- ’ ~ s
- » LR el - GOVERNESS/HOUSEKEEPER rveeted  ibrer children,
« - FAEahonl, Country ervtourest, obiruted opitranity. )
- . [ R [YREY BV Box H.6h3, _ i
[ ~ X . e e et b e e = - e .
‘ 10, IAGE, DOTIVATE, DICRIASE BrrICIERCY HISTORY. SPANISH TEACHERS, < ature. expenicred,
- u: iy ae - . creatve, entrgelic Y 18D P ’ .
. CF 1/ WiGn AL STAFF e T .
. Jhae Porronnel Director of our businese service Corpo- CREATIVE EDUCATORS, carly chldhaod. With exparte
d 3 ence 1 parent alf traiciny New program of antéasve
fannn must be a protessional.careenst, The needs of on-sute wdeo Lape aicieg of staff in 1LY Cily day care
« . y . y ‘ H zenters, Extensive receat ferching Sxpencie with children \
. ot -taff cover the wsual carntoking operations ?f required, also good ovganiz,\ug?m skalls, F.\lll epemrgs. »
pay scales, benebts, taxes, record-keeping, recruit- . Serd resume to: 161 Clinton Steeet, Brockiyn, .Y, 11201
o DDITION, our Directar should apply crea- - — :
:n IN A Y ¢ . ,d pPly . GOOD JOB in Appilachiy for weiter who-can wnlte 10 ’
- i uve techmquns to pcrsonncl motivation & analysis— style of Foxfirp Book by Eliot Wigginton, Box H-676.
- 1o developing an enviconment for efficent & reward- — ey s
e . y . Y - - OWN TEXAS RANCH. found oil and qas show. Heed
. . 17 “work output. You'll have full support of our pre O o Tor pay. Good qtology, e toll Thlomas
. . 7 Y rent compoct pcr;onncl depi. & of ourmanagement. 1Tion. Rig!.ICooksey, 318 MNorth 14th Street, Corsicar,
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Thank You Letters o . ) L e I
Many tlmes, people neglect to acknowledge glfts,thev have received. This is i”
i

very inconsiderate because ti.e sender doesn't know if the 'gift hag been received
and/or appreciated. As a general rule, gifts should.be acknowledged as soon ;
as ‘possible. . L
1 ) ;.
""hen writing a thank you note, make specific reference to the g1ft 1tse1f and -
;-hat use vou intend to put it to. .
Write a brief letter which acknowledges one or two or three of the following: o
. .. ’ B i
1. A graduation gift from your grandmother of $50

[£%]

A weddlng glft of a place setting of your ch1na from friends of your parents

- 3. AﬂChrlstmas gift from a pen pal in Europe
) 3
4+ A group gift of 1uggage from the people at the off1ce to take with you on
your. trip to Europe . -

T

5. The hostess' thoqghtfulness for p}anning and giving you .a shower
- A / ’

- . ’

RO
-
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Svmpathy Notes

" Sympathy notes, or letters of condolence, are somz of the mgstfdifficult types
of messages to handle effectively. The writer must be particularly aware of
the feelings of the receiver of the message and the d1ff1cu1t1es inherent
in the occasion. Although it is possible to purchase a Jymparny card, 1t is
generally considered more personal and| appropriate to compose one's own” -
message. Sympathy notes should be bribf and dignified, yet they should try to -
express warmth and sincerity. The wrifer should avoid being overly sentimental
or recalling too vivdly the grief rece ' ~

>4
tly suffered. / sk

/ . ) /
Sympatby_noﬁes should be hand writt:? ih blue or black ink on white or 1vory
stationery. Bright-colored paper is inappropriate for this occaSLon. .

- -

Example:

Dear Joan, _ .

7
o | g
I was saddened to learn of the death \Vf your father. Please acgept
my sincere sympathy. . ]

Sy

1. You have never liked your next door neighbor because he was so noisy.
However, his mother visited your family quite often, and you thoroughly,
enjoyed her visits. Yesterday your nei bor died suddenIy of a heart attack,
and you want to express your sympathy ; mother.

t. \,j ) .

2. You were the driver of a car which was inyolved in an accidenkt. One of your .
friends, who was a passepger, was seriously injured and wiil be in the r
hospital for at least apother month. Writie a.letter to your friend :
in the hospital, and then compose a note t your friend's parents.
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Forlong distances, telegrams are cheaper than telephone calls. Telegrams
LA ,’ * ’ .
also attract attention because people usually view telegraphgd messages as___

..

N v B ~ , . — -

urgent. - ~,

. 3 . -3 .
Western Union is the only domestic telegraph compahy. MeSﬁjgéé,Can be placed

4 . I4
e s

at any of the numerous offlces or by telephone for almost immediate dellvery.'

,
s -

-

The cost of a telegram is based on the number of words it contains. The minipuﬁ

e

charge for 1 full-rate telegram currently is based on 15.words: Additional wqrdéf *

I

are charged by the word. Becaése of this, te}égrams should be kept brief.,

i
’ H
- b

However, it is still necessa:y;to keep th;’/essagc clear and complete.
. . - 7/ .
[ N ; / - // N R ’, . -

SuppOse that you are, 1nv01ved 1n the /{Iowing situations and need to send a

H

S

. / .
telegram to get 1mned1ate actlon. mpfse a messa§g‘of*15 words or les¢ for

| | R v . N . ]

- each situation. : Y '

-
Vd - »~

IS c e - .
1. You are going to visit New York tomorrow, March 6. A friend recommended
that you stay at the Taft Hotel where a double room costs $20 a night,/the
K highest rate you can afford. You will be sharing a room with your friend.
You also want a private bathroom. You will be checking into the hotel about
19 p.m. Ask the hotel to confirm the reservation. o
"ﬁ,!.—:—-',"“ ., A\\L ! - )
2. You are going camplng in n¢{thern Minnesota next week. TYou ordered a new
sleeplng bag from Thermo-King in Denver two weeks ago and you must have
it before you can leave. Send a telegram to Thermo-King for irmediate
shipment of ‘the sleeping bag v

-
,

v )
3. Your grandfather had a heart attack this morning and d1ed almost 1mmedxately:
Send/a telegram to your brother on vacation in Florida and ask him, to come, )
\ y home for the funeral on Friday. .
o ‘ 3 !
by Your'high school basketball team just won the statechampionship and your
best friend is the center on the team. The team is staying at the Curtis
\ Hotel. Send a telegram to your, friend in which you congratulate him and

the team. -

~ <7 . / : 195 . l ‘/ -
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writing Menmorandums

TORMAL OR INFORMAL?

tn sriting a memerandum one must decide whether his message should be formal

<t .informal. Most often an employer will indicate a preference for one or the
sther. Another determining factor is the position held by the writer in relation.
to thi/position held by the person to whom he is writing. A store clerk writing

i mems” to the president the department store chain would write formally but te
another store clerk he would write informally. Below are examples of the
differene -s betwren the formal (third persom) and informal (first person) style?

~
_Fer=al (third person) Informal (first person)™.
"1t is believed; that..." "I believe..." o
"f¢ «ill be seen that..." "You can see that..." (second person)
"It is recommended that..." "I recommend...”
“'Tne raquested report has been "I have completed the report you
completed...” asked for."

N.te! The trend is to use informal style for memo writing. Unless your.
emplover tells you otherwise, write informally. If in doubt, ask.

PARTS OF A MEMORANDUM 5

1. The heading
2.. The subject
', The m2ssaze ‘\/

.

o

Hoadinz: T beiding i~ asnally printed, It includes the name of the
oo wad 70, FROM, DATE, and SUBJECT sections. 1In the To section use
tae titles Mr., Mes., Mi-s, Ms., Dr.,/etc.; but in the FROM section use
vonny aame Jithout title. ,

“1mple:
. /
f0: *r. Georgze- Rathbone, Manager

reoM:  fhn Prhctice, Stock Assistant

3

Siviat: P subject is » brief statement of what the memo is about. Often’
t;+ lotin  jrd RE is used for "subject” and means the same.
mester SEGIECTD Supge-stion {or additional stock purchase

,
essd et '~ age contains four, parts:

. ib reason for the memo
" the information
suzaestion {or future action, request {or guidance, or request
for reply
As a1 matter of convention, use either your initials or full
name follosing message.
(T'ind sample mem> to be included in this lesson.)

v
. «

.
.
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s
3

TO _M:. George Rathbone, Man DATE __july 15, 1972
RE Suggestion for Additional Stock FROM John Practice, Stock

Purchase Assistant’

.

As you requested, I have kept records on the stock f£low in the school supplies
department. Contrary to what I expected, wide-line paper outsells narrow line

almost two to one and the inexpensive ball-point pens(to 39¢) outsell the better
quality almost three to one.

I recommend that we double our order of wide-line paper and the inexpensive
ball-point pens. Please advise.

*

J.P.

Write a request to your supervisor asking that your vacation be changed from the
two weeks beginning July 5 to the two weeks beginning July 12. Point out that
during the week of July 5 you have some personal business that prevents your
going away at the time. ’

TO _ DATE

RE FROM

194 / -

197
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FORMING THE MESSAGE:

Your office manager would like to set up a standard form for printed memos.
Draw up a sample memorandum form arnd send it to him, together with a memorandum

that indicates the standards you £followed.

195

198
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Write a m:m> to your English teachus describing the contract you have designed
for a four-week independent study unit. Point out briefly the content of the

unit and request an appointment to work out the details. Remember to include
all four parts of the memo message.

SO

s
™

s
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@utlining: Advanced

Below are 1IStLd some of the comusonly accepted guldellnes and conventions of
outlining.

, 1. An outline divides general categories into more specific ones. For example, 4
the topic "Careers in the Auto Industry' can be divided into salesmen,
dealers, mechanics, etc.

2. An outline as a whole needs a general idea to follow as a basis for ‘
dividing the main points of a tepic. For example, the topic "Jobs
Available to High School Students" might be divided into ‘main points on
the basis of the level of skill needed. The main points under the general -
topic might then be "Highly skilled occupations,"” "Semi-skilled occupations,"
etc.

3. The idea which serves as the basis for dividing should stay the same in a
list of points which have equal importance. This aids the receiver of the

- message in readlng the message quickly and w1th more understanding. For
example, in the' topic "Jobs Available to High School _Students," the basis:

for dividing the topic into main points was "level of skill required."” If
through an outline three different 1ej§;;/gf skills were decided on as thé
main points, it would be confusing to a fourth main point, '"Jobs at

Snyders." It is not of equal value to the other divisions of the topic.
(It might be useful, however, at some other point Of the outline as a
subheading.) ’ .
Example:

Topic: Jobs Available to High School Students

i. Highly skilled occupations ——— ——————— -

e e S

IXI. Semi-skilled -occupations
ITXI. Unskilled occupations . - . {
1V. Jobs at Snyders E Cy |

%. Categorids in an outline should not overlap one another. Two categorles ) .
should be separate enough so that they do not include any of the same - N
details. For example, in the topic: "Jobs Available to High School Students,"
‘the basls for division is level of skill required. An outline which would
indicate an overlapping problem is the following:

P

Topic: J»obs Availabie to High School Students
T. Highly skilled occupations

IT1. Highly’skilled part-time occupations

Some of the occupations mentioned under 1. would appear also in IIl. ard
the problem of overlapping occurs.

200
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5.

»

The subdivisions of any point in an outline should be equivalent to that
point itself. For example if the topic was "Medical Careers" and the basis
of dividing the main points was "Level of formal training," the subdivisions
would be incomplete if the follcwing outline occurred:

Topic: Medical Careers

A. College degree

B. No formal training

Although a number of levels of training were ignored, at least one
ommission is obvious: "Medical School." A way out of this problem is to
include all levels of training as main points or to restrict the topic to
"Some Medical Careers."

Often che way in which the items in an outline are arranged suggests itself.
Sometimes the arrangement of items demand some special thought. The common
ways of ordering items in an outline are as follows: time, space, (for
example, top to bottom) and less important to more important.

To keep an outline simple, avoid using the topic itself as the first
Roman numeral. 'No other idea in,the outline could be equal to it and
single division would result. State the .topic and perhaps a thesis
séﬂfgnce separately from the outline.

An outiine should be balanced regarding the extent to which a point is
subdivided. 1It's a temptation to include minor details in an outline,
but their inclusion might give a faulty impression to the reader. The
following outline form shows an overbalanced outline because too many
minor details were included in it under the second Roman numeral.
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9. Avuid using words in heading which do not make a statement related tg your
specific topic. They are often meaningless. Some of the words to be avoided
in headings are as follows: Introduction, Summary, Conclusion, and Example.

Go to the guidance office and select a pamphlet which describes in some detail
a particular occupation which interests you. Construct an outline for that
information. Consider as some of the main headings the following: education,
training, requirements, opportunities for advancement, daily routine, etc.

)

202
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.
Lt st

; POINT OF VI"H . ’ .
Point of view is the writer's attitude or physical location in viewing his subject.
Attitude

A writer prisents his attitude in his choice of subject matter, his development
of the topic, his sentence patterns, and his choice of words. Of these eleménts,
word choice reveals the writer's attitude most clearly. The writer may choose
words that state his view diréctly or ironically. Ot he may use words that
appear quite objective but in combination reveal a partlcular bias.

Direct Statement: 'We must withdraw from Vietnam immediately."

The words "mist withdraw...immediately"” reveal a very firm

conviction in no uncertain terms. Certainly this writer ,
could make a direct statement of less intensity such.as,

"The situation in Vietnam is a difficult dilemma."”. Here the
writer reveals the attitude of concern for the difficulty in

evaluating both sidec of the issue, but he does not indicate
that he knows the solution. -

Ironic Statement: "If it weren't for Vietnam we would miss all the
fun of burning vomen and maiming infants.'" We can guess that ’
this writer presents an attitude quite the opposite of what he
appears to be saying. The chances are that he is not a sadistic
psychopath who enjoys this kind of violence. Still we cannot be
certain until we read further into his paragraph. /

Word Choice: 1In the following paragraph from"Can War Be Abolished" by
Bertrand Russell, a mathematician and philosopher, the author presents
attitudes concerning war, law, mankind, etc. Read the paragraph
carefully. Then underscore the words and word combinations that by
their connotations revedl the author's attitude. Finally, state as
completely as you can what those attitudes are.

From "Can War Be Abolished?"

By Bertrand Russell
Is it possible to induce mankind to live without war: War is an ancient |
institution which has e¢xisted for at least six thousand years. It was "
always wicked and usually foolish, but in the past the hyman race managed to
live with it. Modern ingenuity has changed this. Either man will abolish war,
or war will abolish man. Tor-the present, it is nuclear weapons that cause the ,
gravest danger, but bacteriologicai or ‘chemical weapons may, before long, offer
an even greater threat. 1If we secure the abolition of nuclear weapons, our
work will not be one. 1t will never be done until we have secured the_abolition.

i

: 230 /o
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of war. To secure this we need to persuade mankind to look upon international
questions in a new way, not as contests of force, in which the victory goes

to the side which is most skiliful in massacure, but by arbitration in
accordance with agreed principles of law. It is not easy to change age-long
mental habits, but this is what must be attempted.

Russell's attitudes:
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7

USE OF FIRST, SECOND, AND THIRD PERSON' IN EXPOSITORY WRITING

First Person

First person is the style of presenting a message through which the writer
involves himself as part of the topic. He refers to himself through the
first person pronouns: I, me, we, us, my, mine, our. The writer chooses
first person when the topic calls for his personal views, feeling, or exper-
iences and when the style should be informal. Personal expericnces, auto-
biographical sketches, and informal why topics are most conducive to first
person style. . . .

For examples of first person style, refer to The American Experience:
Non-Fiction "University Days' by James Thurber; '"The Texas of the Mind"
by John Steinmbeck; "My Dungeon Shook: ~Letter to My Nephew' by James
Baldvin; "Why Don't We Complain?" by William F. Buckley, Jr.

Second Person .
\ i

Second person is a style of present*ng a message to a specific person or
group of persons. Most often it is used to describe a simple process or to
give directions. Examples might be [tuning an engine, baking a cake, or
describing hew to get from point A #{o point B. In other wards, topics
using second person you are simple How topics. Attimes a .writer will use
second person to write an informalig;;éy in which he places his readers in
an experience by asking them to participate.

CAUTION: Second person is very often misused as indefinite reference.
Indefinite reference means that the pronoun does not refer to a specific
person ar thing. If the writer addresses the same person or persons when-
ever he uses you in his development of an informal topic, he is justified
in his choice of second person. The following sentence is stylistically
incorrect ''When my grandfather was a child, you were supposed to be
absolutely silent at the table." To whom does you refer? grandfather?
children? another person whom the writer is addressing? If children wete
suvstituted for you, the sentence would be much clearer.

v /:.
RULE: 1In any formal writing the use of you iq\inappropriate.

Ed

Third Person_ - ( )

Third person is a style of presentiné a message through which a writer writes
about a subject, person, or thing. The writer refers to these item¥% as he, -
ghe, it, him, her, his, hers, they, them, their, these, and thosc. When the
writer is not dircctly part of the subject (i.e., his opinions, feelings,
experiences, and pcrcéptions are unimportant to the development of the topic),
he should choose third perscn. 1If the topic lends itself to third person, the
writer should miintain the style even when he finds it necessary to insert his
owvn opinion. Thus he will state his opinion in third- person.

202 .
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A topic such as "The Changing Roles of Macbeth and Lady Macbeth'" is a what .
topic which demands that the writer analyze and present evidence to support
his point of view. The burden of the topic is upon the analysis and on the
writer only LnbOfJZ as he used the analytical skills effectively. The primary
~ purpose for such a topic is to inform the rezader about the characters of the
famous play based on the play itself and not to reweal a series of personal
opinions. The writer's personal opinion or even his theory of thesis is
secondary to t@e analysis. Thus the wriger cheases third person throughout.

On the Sther hand, the topic "My Views on the Character of Macbeth" is

clearly a why topic; i.e., it calls for the writer's personal opinion. Since

the topic involves the writer, the writer should use first person. This does .

not mean that he must use I or me extensively. It may be necessary to refer

to himself onlv once to indicate his involvement. The topic is still about

Macbeth to whom the writer refers as he, third person. The use of both first

and third pevson is stylisticahly proper because of the less formal nature

of the topic. . -

CAUTION: 1. When writing a why topic which dupends upon one's opinion, logic,

' frelings, and peﬁception, the writer should not present‘upsupported
general btat;menty or snabby ev*dence QOpinion does not relieve
the writer from tho burden o£ proof. TFor the writer to say, for
example, that ”Macbeth has a sick mind" (if that is his opinion)
and leave it unsuppovted gives the reader the impression that
the writer has no Qer basis for his opinio Further, for the
writer to expect that such « staLemenL, eveF with support,

should go unchallenged because it is his oplinion shows an egocentric
lack of concern for ‘the communication process. »
\
2. The tendency in p escnting one's personal opxnlon is to overuse
"L" phrases such as ”I think," "I belleve,ﬁ 'it seems to me,"
| ‘and "in my opinion." These phrases cluttdr the writing with
. unnecessary wordiness and alsc give the reader the sense that-

. the writer feels so insecure that he must continually qualify
him statements. After the wricer makes iticlear to his reader
that he is involved in the topic, he should avoid the above
passages. It is no longer necessary Lo sav "I think Macbeth has
a sick mind." The statement is clearly ‘hF writer's oplnlon
without "I thlnk "

For each of the following topics determine whether (1) the topic is what, why,
how, or compare/contrast; (2) the topic calls for formal or informal development;
(3) the first, second, or third persen should predominate; (4) more than one
person is appropriate.

4

\
\I

N A. The Mechanics and Function of the CﬂrbHFtCUT in an Internal Combustion Engine
| «\ ', ) .
A 2, ' V3. ‘ b
| - 4
\
4
Vo
| \
\ N o | |
; 203 \
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B.

How To Build a Cabinet -

1. ° 2. L 3.

R e ot

What I Think of National Election News Coverage,

1. ! 2. 3&

L

Leisure Time Activicies for Suburban Youth '

1. a 2. - 3.

!
The Fhahging Role of Women in Society

1, 7 2.

You évd Your Godse Bumps

1. A

Ty A

207
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"

Choose any topic that appeals to you and determine how it should be developed

" according to the Tour criteria in the previous activity. Then write the
paragraph following the chosen guidelines. Consider the attitude you wish
to present iz} your word choice and emphasis.

-
- o . . .

2y
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T in creative writing, refer to Story and Structure,

inn Writine 25, “Achicve Unity Throwgh Point of View';
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YRR s S Relations.”
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In passive voice the subject is the object of the action. For example, "The
Impala was driven by John." 1In this sentence the subject, "Impala," receives
the action of being driven by John. Since John is doing the action, why not
make him the subject of the sentence? The revised sentence reads "John drove
the Impala." Better, isn't it!

A writer can use pagsive voice appropriately. In a paragraph a writer wants
to msintain his subject from sentence to sentence. Therefore he may use a
passive construction to maintain consistency and avoid confusion. In this
paragraph I am using "writer'" as the subject of the paragraph and of each
sentence though I refer to the writer as he or as in this sentence, I. I must
maintain that suuject so that I am clearly understood. Did you notice the
passive construction in the previous sentence? I might have said ''so that
the reader understands me clearly” but my focus should remain on the writer.
F X DU

In each of the following sentences, including this one, is a bulky and
inappfagfiate use of passive voice which should be re-written in concise
and active language. (Do it.) One carn never duplicate an experience in . -
another person's mind. The best that can be hoped for is to approximate ‘
that experience with carefully chosen words. A clear written message must
be appropriate to the audience and the purpose and occasion- should be
considered as well. If language is not clear, concise, and appropriate,
it will not be understood by the receiver. One of the problems in using
passive voice is that the writer forces the reader to change subjects - i
during a unit of thought. The message should be made clear by the writer

. when he writes. Another problem in using passive voice is that more words
are used by the writer than necessary to communicate his message. A third
problem is that passive voice reduces the action of what chould be a direct
and action-packed experience, for example;

The basketball was thrown tﬁfough the hoop with a swish by the Falcons'
star forward for a last-second victory.

Finall}, passive voice should not be used when active voice can be substituted
withbut threatening the clarity of the sentence.

1

- ‘ . ‘ 23{)'7 . .
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TEACHER'S GUIDE TO VOCABULARY AND SPELLING SKILLPACS

the first section dea%s with par-
skills based on
spelling section is

Each of the units is divided into two parts.
ticular spelling problems; the second deals with vocabulary
ryots, prefixes, and suffixes. Most of the material in the
1 reordering of materials in Warriner's English Grammar and Composition (Harcourt,
orace and Company, 1957). The vocabulary lessons are based on lists of prefixes,
w1ffixes, and roots found in Ward Miller's Word Wealth, (Holt, 1958).

-acluded in this guide are pretests designed to be administered before the unit
13 given to the students. A student who can complete the pretest with 90 percent
wccuracy may be exempt from completing the skillpac for that lesson.

- Siter the student has completed the worksheets with 100 percent accuracy, the

‘ t.acher may administer the suggested post-test to the student. 1If the student
i> unable to score 90 percent on the post-test, he should be asked to study the
skillpac some more before re-taking the post-test.

Following is a list of the contents of each of the units.

SPELLING

. Homonyms

Skillpac I -~ spelling rules ‘Skiliéac I1 -- spelling rules ]
A. 'ig and ei ) A. Use of suffixes -ness, -ly
B. Use of il-, in-; ig-,igg-, aig—, B. Dropping ;ﬁd retention of final e
mis~-, re-, and over- with suffixes
- Doubling a cornsonant when adding

- C.
P

Skillpac II1 -- forming the plural of nouns

3

Skillpac 1V

A. Rules for hyphenating words ‘ A,

suffixes r

~, "

- Skillpac V

Rules for hyphenating words at the
end of a line

already B. Homonyms . )
all ready . o
all right (alright) zg;;iencnt -
altar :
2lter compliment ~
altogether consul
A1l Z;gether council, councilor
% counsel, counselor
-, pora ,//desert'
horne des'ert
hrake N ‘
zru1L dessert
5 Li; , formally o later
capita . ) -

; It formerl latter
capitol 2 J 9 its y . lead
cloths . d iévﬂ led 7 4
¢lothes - ‘
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Skillpac VI . j
Homonyms . {
\ loose ;
lose ,
minexr : i
minor - ;
moral
morale
passed -
past
peace
pérsnnal . " N
personnel
plain y

lane
g{incipal
principle
quidt
quite

"

o

4
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Skillpac I

Prefixes
anti-
counter-,
ob-, op-
in-
non-
un-
ab-
- di-
dis
ex-
se-
sub-

Skillpac II

Prefixes
mis
ad-

.circum~-, peri-

in-
per-
pro-
re-
trans-
_post-

VOCABULARY

Roots

contra-

Roots ~

pre-, ante-

inter-

con-, syn-

-clude-, clus-
-fact~-, -fect-, ~-fict-
-ject-, ~jaculat-
~lude-, -lus-
-mit-, -miss-
-move~-, mote-, mob- :
-pend-, -pense-
-pon-, -pose-, -posit-
-solve-, -solus N
-tort-, -torqu-- ‘\ )
-tract- - Y
-volve-, -volu-

> k\.

-cede-, -ceped-, -cess-, -gress
~-duce-, =-ducat-, ~-duct

-fer-, -late~ -

-fuse- :

-pel-, -pulse-

-scribe-, script-

-serve- T
-son- !

-spec-, -spect-. -spic-

-vide-, =-vis=-

-spire-, -nale- ,
-vene-, -vent- P
-vert-, -verse-
-voke-, ~-vocat- 1
-tain-, -ten-
-port-, -portat-
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killpac I{I

Roots
-aqua-, -aque-
-audi-, -audit-
-cide-, -cis-, -sect-
-¢cord-, -cardi-,
-cur-, ~-curs-, -coursc-
~dict-
-loqu-, -low-
-fid-, -fide-
~-flagr-, -pyr-
-flect-, -flex-
-fradt-, -rupt-
-here-, -hes-
-luc-, -lumen-, -lumin-, -photo-
-mand-

Skillpac 1V

Number prefixes B.

uni~, mono-

du-, bi-

tri-

quadr~-, tetft-

quin-, pent- v
sex~, hex-

sept-, hept-

oct-

non-, nov-, ennea-
dec~-, deci-

cent-, hect-. .
mill-, milli-, kilo-
equ- .
-multi-, poly-

semi-, demi-, hemi-~
super-, ultra-, hyper-

oy

216
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-merge~-, -merse-
-mort-, -thana-
-nounce-, -nunci-, -sert-
-nov-

-pen-, -pevit-
-plac-

-placa-

~press-

-rect-

-sanct-

~-sent-, -path-
-stringe-, -strict-
-vince-, vict-

Roots

-annu-, ~enni-
~arch-

~-gon- )
-latexr~ .

--logue-, -logy-

-meter-
-ped-, -pede-, -pod-
-pli-, -plic-

D

Ny

-
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Skillpac V

A. Prefixes : ) B. Roots
ambi-, amphi- ~anim-, -animate-
magna-, magni- : , =carn-
mal- -chron-
, man-, chiro- -cogn-, -scien-
retro- -corp-, -corpor-
. -fexrv-, -ard-
~helio-
.~parl-
. -pet-
-plen-, -plent- -
-rog-
-therm-, ~thermo-
-vi-, -via-

»

Skillpac VI

- Roots
-alter-, -hetero-
-ambul-
-dexter- ) ' .
~-domin-, ~-domit-
-flu~-, -flux-
-fort- . - -
-frater(n)-, -fratri-
-grati- =
-gratu-
-mari-, -marine- ’
-mater(n)-, -matr-, -metro-
~-mute- . ‘ . . i .
-nasc-, -ger-
‘ -naut-
-patri(i)-
-polit-, -civi- . “ o
) L. -urb-, -poli- )
~scend-’

-sist, -stit- -
“~termin-, -finf-

-terr~-, -terra-, -geo-
" -vir-, -anthropo-

213 \
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“Deer Mom, Wud you Iuln'e ! lost jny jolr at 1110 offise 1oday 2?1 gess
sumwun thair doesnt like me. "

-

P Phi Delta Kappan
- . May, 1973




Name
s Section N
Teacher

SPELLING PRETEST I
1 ) .

Indicate the letter of the word that is spelled correétly.
1. (a) brief (b) breif
2. (a) neice (b) niece i

3. (a) hankerchief ~(b) handkercheif (c) handkerchief

4, (a) believe (b) beleive

[+

5. (a) sleigh (b) sliegh (c) sleig _‘F
) ) - 7 c . / ;'1

6. (a) mispell (b) misspell (c) misspel

7. (a) unnatural (b) unatural (c) unnaturel

8. (a) imovable {(b) immovible (c) immovable —-
9. (a) unecessary. (b) unnecessary  (c) unnecessery

»

10. (a) overran (b) overan (c) overann

by




- Name \
Section
Teacher \

ERIC

Aruitoxt provided by Eic:

. VOCABULARY PRETEST 1

=

-

that is the meaning of the underlined prefixes and roots in the following sen-~

)

tences? -
1. A subcellar is a cellar a cellar.
- s - »
O . N
2, An obtrusive person is one who thrusts himself the
wishes of others, '
b
3. A counterplot is a schemg a plot,
4, -the-beginning inhabitants are called aborigines. .
5. Illimitable stretches of desert are expanses which are ] ’
1limited. ’
6. A conjecture is a at the truth.
' 7. Dis solu tion means the of the kody
from its physical life. <
_B}’ A tract able person is easy to along with you, '
9. To dis tort the truth is to it
the facts. , ;
10, To dis miss a person 1is to him ) .
7 . . ~ R ~ "~
- - 11. To de pose a King is. to .
, L. .
12. Emotion is a . of feeling.



Name .-
. ’ Section
. Teacher
SPELLING PRETEST 11 - i
Cheék,( V ) those words in the following list which are spelled correctly.
A\
1., planned
2. writting
3. occured -
4. moveipg . ’ K
5. accidentaly ’ o -
- . : [UEERAN
6. forgeting \
' 7. unecessary ) .
8. .truely . ‘ .
. 9. mispell i s ' ) 7 - '
10. 1ilustrious - /

- . . 7

11. habitually

i2. happiness ¢; . »
( ) ) “ / - N
13. thankfullness . . - .
14. _preferred " ) ’
15. receipt \
16. completely . - I ) ~ o
. . 17. cordialy *:
’ ¥ e : . L ’ R ;
- - 18, appearring
T . & N - v“’
oz 19. Tlustyness ’ .
___20.' useablek"j' . ,
—_— : " .
‘ s
_iY ' :
* 3 . V"/ .
- 223
! . .
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Name \ . -
> Section
) Teacher

\ ‘ ,
VOCABULARY PRETEST II -

—

Based on your knowledge of roots ind prefixes, match the definitions in column IT
with the underlined words in column I. Some may be used more than once; others

- not at all.
1, circumvent an enemy A. hold back or onto -~
2. divert attention ’ B. pull agéinst .
2\537‘“retain one's hope . - C;@Awofk?pﬁgeﬁher ' R
‘ 4, interject a word p. turn adéy ’
5; accédg‘to a request ’ E. ;pread tb%ough
§ ! " 6. invoke a. law F. ' come or get around :
2 7.. éroduce new products G. lean;back i
‘ \ ‘8. collaborate on a book* ' H. go back ’ )
! 9. ’regres§ to old habits - 1. calling éogether ’ ' i
) . ___. 10,  thoughts Eerﬁeate ’ 7 J. hurl in between .0 ) %
R ” » .
: 11. ‘miscalculates a problem K. 1lead fcrward ‘
. 12, adverse publicity ) ) L. go toward, grant
! . 13, transcends the limits ' oM. tgke Qrong action N
14, writes a synthesis 'N. go beyond ) e
15. preserves'éhe land //::> 0. bring together
___5;16. la'depention home ) P. breathe in K .
. 17, a spectator sport ' Q. turning around - i }
- 18. inhale dgeply . - R: 1;ok at ( ‘ .
o 19. state of vertigo | " S. saves ’

*

20, Tuesday's eonvocation Lo




Name _

- Section
¥ Teacher
- T
SPELLING PRETEST 11X ’
. . i

Foxrm the plural of the followiné nouns:

1; chair L 16. passer-by )

. 2. boiﬂAr _ ' 17. court martial

3. Skrch i - ) 18, appendix

4, sai;ryA ' 19. man-of-w;r

5. _enemy 20, 5 -

‘ 6. monkey ‘ . 21, trout i

7. roof - 22, Chinese . ' ' v

8. loaf _ - K 23. b

9. calf 24 handful _ —~
10. hero _ - 25. piano ’ - -

11. potato _26. ?éﬁild

12, mosquito i ’ ) 27. chief

13. soprano ' : : 28, dwarf
‘14, . ok . 29, radio,

15. mother-in-law - - 30. crisis

PARY

225
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Name

" Section
= .Teacher
VOCABULARY PRETEST IIIX
In the blank at the left of each number, write the meaning of the underlined
word. Use your knoyledge of roots and prefixes to help you.
1. an aquatgc sport . j 21. euthanasia
2, inaudible presentation ‘22. a mortal wound i
R 5. a battle sector . 23. assert the truth
. 4, incisors . 24, denounce dishonesty
' ' 5. a discursive speecé/ 25. a novel idea
/ 6. the concourse of two rivers 26. a golf novice
) _ 5 7. a loquacious person 27. a penal colony
8. an interlocutor 28. placate an enemy
9. a diffident p?rson- .- 29. a placid lake
10. to gonfide in a friend 30. repress a laugh
11. saw a conflagration - 31. rectify a mistake
'12. a funeral pyre 32, a sanétuagz
13. inflexible rules 33. pathos in writing
14, infraction of the rules . 34, antipathy for someone
. 15. inherent traits i 35. sympathy‘for another
16. adhesive tape 36, stringent rules
17. a lucid discussion _ 37. . restriet privileges
18. photosynthesis _ 38. eyictibn of tenants
19. countermand an order . 39. invincible ruler
20. immerse a dish . _ 40. unusual sentimentality
- ; ) 3
226 I
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B - Name _
Section e
Teacher
SPELLING PRETEST IV : ¢
Indicate whether A or B illustrates the proper use of the hyphen.
A - B
1. a three-fourths majority a th;ee fourths majority
_____; 2. two-thirds of the students two thirds of the students
__ 3. rosy-colored glasses rog; colored glasses
__ 4. a second story room a second-story room
5. beautifully-made table beautifully made table
___. 6. anti-Russian ) anti Russian
7. after-school meeting after school meeting
____ 8. semiinvalid - semi-invalid
9. un American un-American i
___10. all star all-star ’
Check (_3!_) those sentences which use the underlined words correctly.

/

1. I had all ready seen the show.

2. He did alriéht on the test.

3. The minister prayed at the altar.

4. We vwere altogether for the holiday.
5. The brakes on the car were stuck.

6. St. Paul is the capitol of Minnesota.

-

- 7. He Bought some cloths to clean his car with.

8. Be sure to use capital letters.
9.- She wears expensive cloths.

10. They have borne the test of time.

291
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* ' Name
Section .
Teacher !

VOCABULARY PRETEST IV .

Indicate the meaning of each underlined prefix or root in the blank to the left of

each number.

|
|
|
|
|
i
1. A septet is a group of _____ performers,
i. An gggg-syliable is a word of ______ syllables.
3. An archbishop is the _____ bishop, : ) :
4, A tetralogy is a set of __ related plays.
5. To quintugle a figure, multiply it by __ . )
5. Duplex means - ., fold. ‘ :
7. A monotonous voice is one which stays on _____ tone most of the
time. _ . . ",
8. A hexarchy is a group of _ __ allied rulers,
9. Monogamy is to person.
10. A_§§E£gnari celebration occufs once in , . years.
11. Heptameter has in a line // )
_ 12. A tetrarch ruled one _____th of a province. K
13, A polygon has .
14. Pedate is a term in zoology whﬂcp means ______ -like,
15. ‘Icthyoy_gx is the ____ of fish, ‘ ; ’
16. A EElEEIEESEEl coqtract would have . ;
17. A decasyllable is a line of ____ syllagles. ‘
18. The ggggigradé thermometer has ____ degrees or steps.
19. ' A hecatomb was the puﬂlic sacrifice of _____ oxen.. - ’
20. At the time of the ggéinox, the days and nights are of
length.
. 21. Prometheus was a demi-god. ' ,
22. An architect is iiterally a ____ builder. /

22
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SPELLING PRETEST V

Name
Section
Teacher -

Indicate whether the hyphen is placed properly in A or B for division of a word

at the end of a line.
A
1. bann-er
2. hoped (no hypgen)
3. hopp-ed
4, recon-cile
5. camer-a s

6. . the Rev. (one 11ne)
Smith (next 1ine)

7. pref-er
8. unusu-ally

9, John C. .Jones

10, e-ventful

B /
ban-ner
hop-~ed
hop-ped V
reco-ncile
cam-eré

the Rev, Smith
//(’
pre-fer //

/

unusual-ly

John .
. C. Jones

event-ful

Write the correct Qord in the blank to the left.

1. He wore a suit of (coarse, course) cloth,

g 2. His language was very (course, coarse).

3. The gol{ (coarse, course) is on the east side of town.

4. His part of the job (compliments, complements) mine.

"5, She (complimented, éomplemented) me on my cooking.,

The American (council, counsel, consul) in Berlin helpéd us
during our visit.

7. The (éonsul, counsel, council) met to consider the matter.

8. 1 went to see my (counselor, councilor),

9. We flew across the (dessert, desert).

. — ’ - zzz; 1




VOCABULARY PRETEST V . ‘.

EN
Name
Section
Teacher

o

Fill in the blank with the proper word,

Helium got its name from the fact that it was first observed
An isotherm is a line connecting points on the earth having
— T

A prerogative is a prior that amounts to a privilege.

A plenipotentiary has power to act for his country.

Hdeliotherapy is treatment of disease by means of .

A parley between captains is a .

Clocks which have been synchronized keep . together.

Amphibious life exists in water and on land. )

_ A magnate is a figure in business.

A malingerer is one who pretends .

Chirograpany is . ‘ .

The retro renal area is the kidneys.
A manuscript was originally a book or paper written by .

Incorporeal spirits are not in form.

Legal parlance is a legal way of .

- in the atmosphere of the ___ .
2.
‘the same mean ____ .
3.
4.
5. Prescieﬁ;e is _ beforehand.
6.
7.
8.
' _ 9. To cééitate isto _ .

10. . To geahimate aclubis to _____ .
11.
12,
13. Maliceiis will.
14.
15..
16.
17.
18.
19.

- 20,

Carnivorous animals are -eating animals

C . 230 -
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Section
Teacher

SPELLING PRETEST VI

Write the proper word in the blank to the left,

The animals broke‘(loose, lose).

When did you (lose, loose) your books?

A (miner, minor) camrnot vote,

A (miner, minor)'s job is sometimes dangerous

a

! 9
i

His goo& conduct showed him to be a (morale, moral) person.

He raised only (m{ner, minor) objections.

“7. The (moral, morale) of the army is low.

8. The class understood the (morale, moral) of the story,

9. He (passed, -past) me at the finish line.

- 10, Some persons prefer to live in the (past, passed).
+

-~ .

I went (past, passed) the house without realizing it.

Everyone prefers (piece, peace) to war.

13. They each ate a (peace, piece) of cake,

14. He gave his (personnel, personal) opinion.

John is (quiet, quite) tall,

The judge accused the criminal of having no (principles,principals).

He went to the (principle's, principal's)office,

(Plain, Plane) geometry is a study of imaginary flat surfaces.

The (personal, personnel) of the company ranged a great deal
in age.

St.e lives in a very (plane, plain) home.




Name

Section

Teacher

VOCABULARY PRETEST VI

Which word from column II best completes the meaning of the sentence.

10.

ERIC

s ,

~

To have dominion over 20 tribes is to
them,
To perambulate in the part is to it.

A patrlmony is an inheritance from

one's .

To ingratiate oneself with John's mother

is to make oneself to her.

Geography is the: science which describes

the . -

Railroad lines which are coterminous havé

their together.

1f you have no alternative, you have no
choice.

A dexterous beamstress has a great deal

of .

The confluence of two rivers is their
together. .

If you comfort a child, you offe*

and sympathy.

which word refers to motherhood?

Which word describes something one is
born with,

Which word describes an ape that is

‘manlike?

which word pertains to the sea?
/
Which word is a synonym for a tip?

Which word describes the k1111ng of a
brother?

which word describes a mother city?

tthich word deszribes something that is
just coming into being?

thich word describes manliness?
which word descrives a person who is ac-
quainted with the mannecs of city

society?

232
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pleasing
departing
earth

skill

walk through
strength

ends

, govern

brother

father

anthropoid

gratuity’

urbane
congenital
3.
terrain
metropolis
maternity
virile
infinite
fratricide
nascent

maritime

\\
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Name w
Section
Teacher___ /

SPELLING POST-TEST I . n

To the teacher:

Dictate the following words to the student.
Satisfactory completion 15.90 percent.
1. foreign ”
2. conceive
3. grief ’ -
4, handkerchief

5. receipt

6. thief
f— ‘ ) }. veil )
’ 8. ceiling .
f -9. retrieve o y ) B
10. achieve , - }

11. overrate

12. diségreement

13. immaté;ial

14. irrelevant

15. misspell

16. wunnatural }

17. 1immovable

18. unavoidable

'y

19. uninteresting,

20. unpleasant




Name
Section
Teacher ’

vOCABUIARY POST-TEST I

-

For each of the following phrases, write one substitute ward which is built 9
frim the underlined meaning of a root or prefix studied in this unit.

1. A spy who spies against spies:

2. Disaster which hangs over or against one:

3. That which moves one to act: ' i

4. To.loosen away a solid substance by a liquid:

5. The act of shutting one out from something:

6. A form of written make -believe:

O
£
v

7. A bridge hung under its supports: _:

* 8. fNoises or actions pulling one away fiom what he is doing:
: !

9. Twisting or squeezing money from a person:
/ -

10. Something which is not legal:

11. A movement opposed to war:

The theory that explains how living things developed by rolling forward:

o

13. To place money from your supply into a bank:

i

14. To send students away from class:

15. A building where things are made: .

.

16. A down cast person:

17. A group sent somewhere for a reason:

+

18. An object that is not possible to move:

19. 2 noving forth of feeling:

2. Someone who places himself against you:




Name -
Section
Teacher_
SPELLING POST-TEST TI .
Dictat; the following‘w;rds §o~the student: ‘
1. ag;eement ;
2. naturally i
- 3. étubbornnessA - ~
’ 4. thankful
5. improbabIef
6. mistreated ' u
7. acciéehtally ‘
8. .ninety
9. propélling' :
10. running . . T J;'

11. - famous

12. preferable

13. moving

14,7 overreach
AT 15. dissatisfied

16. ‘forcible

17, truly

18. unnecessary . %

19, 1illegitimate

20. writing

228
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" 4. The girl should

13. Can you

Name

Section

Teacher

3

VOCABULARY PCST-TEST II

*

Supply a word from the following roots and prefixes to fit each defiditiog

in parenthesis.
7’

- Prefixes Roots
mis~ - -cede-
ad- -ceed- .
circum- -cess- -
peri- -gress-

# in-  im- -duce-

per- -ducat-
pro- “duct-
re- I} . -fer-
trans- . -late-
post- 4
pre-
ante-
con-

~ syn-

inter-

-vocat-

1. A sieve won't

water. (hold fbgether)

2. 1"

v e
-

3. We must

5. He told about the canoe .

6. He the earth. (séiled around)'

cars from Japan. (brings in)

7. America

8. His name was

person seldom speaks out.

9. A

10. The group spoke iﬂ .  (one sound)

11. The minister gdve the

12. Bob could - the entire secne.

14. Her cheerfulness will help to

236
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new life into.fhe school. (pour in) )

. (calling upon)

_ the gloom.

-scribe-
-script-
-serve-
-son-
~-spec-
-spect-
-spic-
-vide-
-visg-
-spire-
-hale-

-tain-

-ten- N
~vene-~
-vent-

to high ideals,” he urged. (breathe or work toward)

-
Ve

“the boy through & door. (go before)

(act of carrying)

on the cornerstone. (written on)

(easy to keep under)

(see in his mind's eye)

English into French? (carry across)

(drive'away)




2
VOCABULARY POST-TEST IT ' , .
- hd x e;
15. He_is too much inclined to ‘ and brooding. . (looking within) :
16. The shore line began to _ . as the ship moved away from the

land. 7 (go back)

.

17. Spinach is a vegetable for which some children have a great
(turning away from)

’

18. An __. ‘orchestra will be organized. (between schools)

19. It was necessary to Junior's activities. (limit by
writing axound)

20. A will be held in June. (a calling together)

/ f
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, Name
’ Section
) . Teacher
“SPéLLING POST-TEST III
) Forming the Plural of Noung N -
Form the blur&ls of the following words correctly. ‘
1. alﬁmpus | : y
2. mafté:\sefgeant o’ !
3. faé?%riin-law .
4: donkey __ ° _ i
5. soprano ‘ g i
6. curriculum ;
7. pocketful i
8. F , <
9. handkerchief
10. crutch _‘ ; ) '
~11. mosquito ’ -
12. appendix )
13. Vdatum
14, p;sser"by
15. hero -
a16. potato chip
17. hostility
18. key ' ’ ,
19. shelf ’
20. mess ‘ ,
! =




VOCABULARY POST-TEST III

Matching.

of words from the second column.

1.

A flagrant insult
A pathetic mistake

Translucent‘plastic

Subaqueous foliage

Sincere sentiment

Mandatory participation

A penitent brother

Inflexible qiscipline

A diffident cousin

A cohesive family

Fidelity in marriage

“A post-mortem examination

4.

s e s it -t

.——/a{r, -
3. —A-btief colloguy

Rectification of old
errors

Legality of euthanasia

. Diffraction of light

A delayed audition
Missing incisor

Compression of ideas

A long novitiate

240
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Teacher -

[
L

In the blank at the left write the letter of the matching group

Self-distrustful; hesitant
ordered, required

unintentional

-unbending

inclined to cling fbgether
very fympathetic
glaring.or blazing

under the water

letting light through
sorry "for wrongdoing

*

arousing feélings of pity

-

feeling emotion’

after death

G

squeezing together

mercy killing
L/

a hearing .
breaking apart into components
period of newness, apprenticeship
tooth for cutting

.
confirmation
faithfulness
a talking together

act of making right

statement or declaration of
intention




SPELLING POST-TEST IV

Is A or B correct?

10.

13

A
ninety four hours
semi-involved
Jpro-German
an after-dark raid
a nose tou nose confrontation
a well-executed drive
a shot of fifty ore yards
a house on the _fourth block
three-fourths of the crowd

self-appointed judge

Name

Section

Teacher

B
ninety-four hours \
semiinveclved .
pro German l \
an after dark raid
a nose-to-nose confrontation
a well éxecuted,drive
a shot of fifty-one yards
a house oh the fourth-block
three fourths of the crowd

self appointed judge

" Write the Correct word in the blank to the left.

1. The damage has (all ready, already) been done.

2. _ John was (all together, altogether) too surprised.

/
3. Events have (born, borne) out my beliefs.

5. Bismarck is the(capitol, capital) of North Dakota.

6. Everyone was wearing his best (cloths, clothes).

10. I applied the (brakes, breaks) as soon as possible.

241
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7. How many states had (capital, capitol) punishment:

8. e is feeling ( allright, alright).

4. 1If you (break, brake).a dish; you will have to pay for it.

We will (altar, alter) the building to suit the new tennants.




Name
Section
Teacher

VOCABULARY POST-TEST- IV .

Replace the following words or phrases with one built from the roots and
prefixes in this unit. ’

1. a person 100 years old

2. equal-sided

3. a nine-sided figure

4, half-god

5. five-measure verse

6. the Ten Commiandments

7.~ a machine to make 100 copies

8. a thousand-year period

9. marriage to many women

10. easily bent

11. half-circle . ~ -

12. a many-sided figure

13, a word of eight syllables

14. something with one side

15. a celebratioh held every 10 years

16, multiply by six

17. had five babies at one time

18. :measurs around scemething

19. an animal with teo fest

marriaze tn tro pecrple at the same time

‘1. something which occurs every six months

v, an xeessively eriticql person

A

73, cne thousandth ~f a gram

24, 1 thousand grims

5. a frur-sided [igure ] ;




Name
Section
Teacher 1

SPELLING POST-TEST V

Write the correct word on the blank to the left.

’

i 1. Mr. Jones (complemented, complimented) me on my good
grades.’

- 2. Have ¥6u discussed this problem with your (councilor,
counselor)? -

r
3, We were blown several miles from our (course, coarse).

.

4. fhe amount of vegetation in thegggéssert, desert)
# surprised us. . .

51 Mrs. Johnson (formally, formerly) taught here.

6. Every nation must conserve (its, it's) resources.

7. My companion (lead, ied) me down a dark passage. R

8. His (coarse, course) manners were not funny.

9, I have read all of Steinbeck and Hemingway, and I /
prefer the (later, latter). . //
10. (Its, It's) time to think about getting a job. 7
11. Members of the (counsel, council, consul) are elected,///
annually. : ‘
12. (Coarse, course) wood absorbs more paint than fine-
grained wood. ’ .

13. His work.and mine are (complimentary, compleﬁentary).

14. The company embarked on the strongest advértising
campaign ir (its, it's) history.

15. Why didn't you follow your (counselor's, councilor’s)

instructions? .
/

16. Mrs. Smith gave us (complimentary, complementary) tickets.

17. The American (consul, council, counsel) helped us a great
deal,

18. 1t feels as if it is made of (lead, led).

19. The mother (desserted, deserted) her children.

20. He behaved very (formerii; formally) at the party.
4 23G
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SPELLING POST-TEST V

Which of the following indicatzs the proper division of words at the end of

the line?
A
1. matt-er
2. -maint-ain

3. Dr. Charles
Osgood .

4. out-burst
5. sport
6. radi-o

7. contract-ion

8. pro-ducts
9, he-lpful

10. .bott-le

237
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B
mat-ter
main-tain

Dr. Charles Osgood

outbur-st

spo-rt

ra-dio-

contrac-tion
prod-ucts
help-£ful

bot-tle




Name ¥
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VOCABULARY POST-TEST V *

Matching: Indicate the letter of the meaning in column II of the underlined words
or phrases in column I. -

-

declare it out of existence.-

1. Incorporate a business .
. ponder or meditate
2. Obviate a difficulty . ridicule the follies of
. move backward
3. Abrogate an agreement . give it a legal body
' . handwriting
4. . Replenish the supply do wrongly

find a way around
large of spirit

bring it to life again
.sparkle and fizz

make it full again

5. Cogitate carefully

6. Reanimate a group

=Rl e TP0Q D RO O R

7. Retrogression of a business

8. Study of chirography

9., Conviét of malpractice

10. Act magnanimously

1. An amphibian animal a. to know again
b. discussion
_ 2. Carnivorous animals c. makes slight attacks
d. has too much flesh
_ 3. A chronic disease e. releases heat
~ f. lives on both land and water
4. Recognize a word g. asks questions -
. h. lasts a long time -
5. A corpulent body i. says som2thing against
. j. glowing with hope
. 6. An ardent fan k. full or complete T
1. flesh-eating ’

7. Takes part in a parley
8. A petulant person e
9. A plenary session

10, A derogatory remark

238
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SPELLING POST-TEST VI

¥

Write the correct wordﬁin the blank to the left.

10.
11.

12.

R

Name
Section
Teacher

I went (passed, past) yournhouse without realizing it.

Hé stumbled in the (lose, loose) sand.

We crossed Ehe (planes, plains) in two days.

He understgn;s the (principals, principles) of mathematics.

Tne (principal, principle) cause éf accidents is carelessness.

I had (quite, quiet