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SUPFLEMENT TO BIBLIOGRAPHY OF INDIVIDUAL INSTRUCTION
MATERIALS FOR TEACHER-COORDINATORS OF OFFICE EDUCATION

The great acceptance of the original bibliography of 79 Individual
Instruction materials for teacher-coordinasors of Office Education

led to the writing of this supplement.

The Supplement lists an additionmal 53 titles vhich can be used for

students in office education programs.

As in the original bibliography prices have been omitted because
changes occur so rapidly. Teacherrcoordinators are urged to write

to the publishers listed for prices and additional information.
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| 80. Advanced General Math by Groenendyk. Central University of Iowa Press,
Pella, Iowa. A loose-leaf, combination textbook-wowkbook using a
business problem approach to mathematics. :

81. Agglied Business Typing by H. M, Rowe Cmpln?;
For nFor extra practice in applied typing, includes business Jetters,

tabulations, rough drafts ‘and timed writinge.

82. Basic Rules of Alghabetic Filing by Fahrer and Gibbs. 'Southwestern
- Publishing Company. A programed text*workbnok. | '

- 83, Basic Typewriting Drills by Wanous and Wnnmh m!tmestern rublishing
: Company. A 98-page paperbound beok to: iuypm and strengthen cercain
weaknesses, emphasizo certain. keys, mﬂ m "govc techniques and’

\\\\\

'84. Bookkeeping Fundamentgls 'by Fritz and Hofﬁu,m* szg m.vision, McGraw -
- Hill Book Company, & text-kit for adult’ tiuonstion.

85. Business Arithmet icsi mxk-uaster.- 'y di'u&ionr of Uaiversel Elcctronics |
Laboratories Corqution, Hsckensacs, M Mey, A pmgtmod text,

'86.. Business English Essent;‘ls by Hendermm B&wiﬂﬂn, McGraw - Hill
. Book Company. A oomhination text-wo&kbmk dividqﬁ inl;o fouxr pa.rts.

87. Business Machine Exercises by Dool,u Gregg Division, McGraw - Hill Book -
- ‘ Company. A book m'? gupplementsry pmblm ﬁm: htminean mnohines.

88, Business Mathemai:ics by l,iosenberg,; Gm“ Diviﬂim; MGGW Hﬂ.l Book
, Company. A textwworkbooky e

89, Clerical and Civil Service 'I.'raining by I"Mer» Southwestorn Publidhing
' Company. A textbook-workbook that provides an intensive study of.
the basic skilis an;l knowledge necmy for oﬁfioe positions.

._..

' Coordinator 8 Guide for Occupational Roldtions S Ni.cholson Hall Bookstore,. |
' Minneapolis, Minnesata., A teacher' s panual for use with the Student
Manual for Occu ational _Relations.. S L

91. Correct Sgelling by Reigner. Ho M. Rowe Company. 900 pt'noticef s‘entences’
: which are arranged in 45 Studies. el L - o

'Cu'ttin foice Costs through Work Sinl §ication b Argyle Publishing
Corporation. 605 Third Avenue, New York, New York, 10016. A
programmed text with 325 framca which ‘teach ofﬁice management.

92.

93.' .Data Processing A Practice Set by Saundors and Luskin. McBee Syntems,
80 Greenwich Avenue, Greenwich, Connecticut, 06830. Designed to
compliment the business ourriculum. ' -

94, .English .- Mark-Master,= & division of Universal Electronics Labozatories
Corporatinn, Hackensack, New Jersey. A programned text. o

95. 5 Magic Mirrors..: The 5 Magic Mir:rors, Box 6953, Cleveland tho. 44101.
- Good-grooming teaching aids. A complete fashion, beauty and good- _
grooming program for girls. Includes film strip, record and booklet.
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97.

98. -
99.
100. .

101..

102,

103.

104.

105..
106.

107..

108.

109.

.Four Sheaffer Teaching Aids, - W, A, Sheaffer Pen COmpany. Public |

Relations Department, Fort Madisen, Iowa, 52627. - Proofreading,
-'{ exercises, timed typing, office style typing, and a secretaryhs
. day in the office. |

Gregg Quick Filing Practice by Knhn; Stewart, and Yerion. ‘Gregg'Division,

McGraw - Hill Book Company. A short complete course in alphabetic
¢ard indexing and filing, alphabetic €orrespondence filing and subject
correspondence filing.

Gregg Shorthand by Leslie, Zoubeck and Boef. Gregg Division, McGraw -

_Hill‘BookTCompany. A text-kit for adult education.

:Gregg'gxging I By Winger, Rowe and Lloyd. Gregg Division, MbGraw - Hill

Book ‘Company. A text-kit::for adult education.

Hand Positions for Shorthand Writing .. W, A, Sheaffer Pen Company. Public

Relations Department, Fort Madison, Ic#a, 52627. A wall poster.

How Much Do ¥ou Know About Business Letter Writing..:* Dictaphone Corporation,

" New York, New York. An authority answers forty questions on this
important subject.

_How To Make An Effective Spcech by Zelko. The Personnel Journal, Inc.

Swarthmore, Pennsylvania. A manual which gives a practical plan to
make good speeches. :

How to Use Adding Machines by Meehan - Kohn. Gregg Division, McGraw - Hill

Book Company. Instruction in the use of the ten-key, full-key, and
the printing calculator. .

How to Use Business Machines by Fasnacht and Bauérnfeind. Gregg Divisien,

 McGraw - Hill Book Company. A brief introduction course.

How to Use the Calculator and the cOmgtometer by Meehan. Gregg Dirision,

McGraw - Hill Book Company. Provides basic instruction, skill
deve10pment, and practical application.

Improve Your Handwriting .- W, A, Sheaffer Pen Company, Public Relations

Department, Fort Madison, Iowa, 52627. A set of handwriting practice
sheet masters for use on any liquid duplicator.

roving Your Written Communications ..’ Argyle Publiphing.Corporatiqn,
605 Third Avenue, New York, New York, 10016. A programmed text with
318 frames which spells out the six guideposts to effective
-communications.

Income Tax by Khowles. Behavioral Research Laboratories, Palo Alto,

California. A programmed text with a test booklet -and teachers manual
available.

Insurance by Knowles. Behavioral Research Laboratories, Palo Alto, Cals
ifornia. A programmed text with a test booklet and teachers manual
}available.
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110.

111.

112,

113.

114,
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116.
117.

118.
119.
120.
121,
122,
123,
124,

125.

Letter Perfect by Stevenson..:: Dictaphons..Sorporatien.. A desk=drawer
companion full of helpful information for secretaries.,

Letterheads .. Southwestern Publishing Company. A pad of 80 letterheads
designed to give the student practice in proper placement of letters.

101 Typewriting Timed Writings by Thiompson. Southwestern Publishing Company,
130 pages of a variety of timed writings of varying lengths.

130 Basic Typing Jobs by Anderson and Porter. Prentice - Hall Inc. A
wire-o bound book that meets the need for intensive skill building
practice with the five most common kinds of office typing.

Personality and Human Relations by Sferra, Wright and Rice. Gregg
Division, McGraw - Hill Book CGompany. Combination text-workbook.

Shorthand Writing Posture..:” W, A. Sheaffer Pen Company. Pﬁblic Relations
Department, Fort Madison, Iowa, 52627. A wall poster.

Speed Typing by Bell. Southwestern Publishing Company. - A paperbound

book containing forty drills.

Spelling..  Mark-Master. A division.of Universal Electronics Laboratories
Corporation, Hackensack, New Jersey. A programmed text.

Spelling and Word Power by Malsbary. Prentice - Hall Inc. A textbook

with a workbook available for developing spelling and vocabulary
skills.

Student Manual For Occupational Relations by Nicholson Hall Bookstore.

Minneapolis, Minnesota. Familiarizes students with the general in-
formation needed for success in any occupation.

The Pay Check by Knowles. Behavioral Research Laboratories, Palo Alto,

California. A programmed text with a test booklet and teachers
manual availakle.

The Secretaries Workshop. :© The Bureau of Business Practice, Waterford,
Connecticut, 06385, For more information for this unique method
of instruction write to the above address.

The Secretary - Jjill-of-all-Trades .. Argyle Publishing Corporation,
605 Third Avenue, New York, New York, 10016. A programmed text with
282 frames which teaches concepts and attitudes.

Timed Writings About Careers by Fries, Southwestern Publishing Company.
108 pages of timed writings adapted from a series of authoritative
descriptions of careers.

Timed Writings for Typing and Transcribing by Humphrey, Lambert, and
Newhouse. Gregg Division of McGraw - Hill Book Company. A book
of 40 projects to improve typewriting skills. ’

Transparencies for Office Skills.. ' General Aniline and Film Corporation,
Audio-Visual Order Section, Johnson City, New York. Many trans-
parencies for use on the overhead projector available for teaching
office skills. Available as a set or individually write for a catalog.
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126, Typewriting Drills for Speed and Accuracy by Rowe and Etier. Gregg
Division, McGraw - Hill Book Company. .

127. Typewriting Techniques and Short Cuts by MacClain:aid Dame. Southwestern
Publishing Company. A 106 page, wire-o bound book that provides a
selection of 10-minute timed writings.

128. Typing Mailable Letters by Liles, Brendel‘ and Knaﬁse; Gregg DtviSion.of
McGraw -: Hill Book Company. Practice projects in placement,
punctuation, proofreading, and production.

129, Txging Power Drills by Lloyd, Rowe and Winger. . Gregg Division, McGraw -
Hill Book Company. A spiral-bound book contain1ng practice drills
for improvement of typewriting skills.

130 Using PunctuationiMar :s by Reigner. H., M. Rowe Company. Compiete
: instruction in the use of all the punctuation marks.

131. Vocational Oggortunities and L1fetime Earnings by Knowles, Behavioral
" _Research Laboratories, Palo Alto, California. A programmed  text
with a test booklet and teachers manual available.

'132. What Business Teachers Can Get Free by The Lansford Press, 2516 Lansford
Avenue, San Jose, California, ~ 95125. Gives sources of free material
with a card to mail.




