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Introduction

At the request of staff members of the Utah State
Department of Education a study was made to determine how
students from selected higlr schools in Utah compared in
performance on National Business Entrance Office Clerical
and Typewriting Tests with the national norms and
percentiles as published with these tests. The request for
evaluation of office practice training procedures was made
to Milford Cottrell, Coordinator of Research and Field
Services for the College of Education, Brigham Young
University. Dr, Cottrell undertook the research with the
aid of two graduate students, Curtis webb from the field of
education and Lynda Wwoodward from the field of business.

‘The performance of students trained through use of
Mobile office Education (MOE) program was compared to two
other groups, One comparison group was trained using
classroom instruction only; the other comparison group
participated in work-experience programs to supplement
classroom instruction. An attitudinal survey was conducted
among students who had participated in office practice
courses which included training in the MOE program.

Four schools in Southern Utah whose students had

participated in a two-hour office practice block course



involving the use of the MOE program were used as the
experimental group. Four other schools in the same general
area and of comparable size, which offered a two-hour office
practice block course using classroom instruction only,
provided students for one comparison group; and three
schools from the Salt Lake School District, whose students
had participated in two-hour office block courses with
accompanying work-experience programs, provided the other
comparative group. The attitudinal survey was conducted
with students of the four schools in Central Utah using the
MOE program and referred to as the experimental schools.
This study was undertaken to provide the Utah State
Department of Education with research data relating to the
use of the MOE program in teaching office practice skills.,

Attitude of 3tudents as well as achievement was measured.

Statement of the Problem

The purpose of this study was to compare achievement,
as measured by the National Business Entrance General Office
Clerical and Typewriting Tests, of senior office practice
students in rural schools using Mobile Office Education,
senior office practice students in rural schools nc: using
the MOE program, and senior office practice students in
urban schools using work-experience programs to national

norms maintained by the National Business Entrance Testing



service, A further purpose was to determine the attitudes
of students using the MOE program, teachers working with the
program, administrators correlating the use of the equipment,
and adults of the communities who were allowed to take
classes in the mobile unit, toward the use of the MOE unit

in the training of office practice concepts.

belimitations

This study was limited to 154 high school seniors from
eleven high schools. " From Millard High School, North
sanpet‘e High School, Panquitch High School, and Piute High
school (schools using the MOE program), 57 students were
used. From Beaver High School, Delta High School, Emery
County High School, and Milford High School (schools
designated as rural high schools not using the MOE program),
45 students were selected, From Highland High School, South
High School, and West High School (urban high 8chools using
work-experience programs), 52 students were chosen. All
students were finishing an office practice course organized
in a two-hour block with a one=yeac typewriting course
prerequisite at the time of the study (school year 1968-1969),

student achievement was determined by performance on
the National Business Entrance Tests, series 2000 and series
1900, and comparisons were made with national norms and
percentiles as maintained by the National Business Entrance

Testing Service.



Attitudinal measurement was limited to 82 students,
seven teachers, and four principals from Millard, Mount
Pleasant, Panguitch, and Piute High échools (schools using
the MOE program) during the 1968-1969 school year, The
attitudes of 24 adults who completed courses in the mobile

units were also included.

Historical Overview

The use of Mobile educational units is not a new
phenomenon. As early as the 1930's railroad cars wezre
equipped as classrooms to service remote areas in the United
States, Even thhugh these "railroad schoolhouses® were the
only schools to serve thege areas, the progress of students
attending was reported as being as good or better than that
of students attending school in traditional schoolrooms
(Jarm'.n, 1948).

variations of the mobile schoolroom idea have extended
to such places as Canada (Clark, 1949), Southern Iran
(Mobile School for Nomads, 1956), and Russia (Gevorkian,
1962)., The use of the units have varied from teaching
driver education (Dodd, 1956) to teaching swimming (Houston,
1965) to teaching railroad engineering (Gevorkian, 1962),

The mobile schoolroom provides two major services:
(a) 4t can bring services to remote areas, and (b) it can

bring expensive equipment to arean that otherwise could not
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affrrd it. The problem of updating equipment is also solved
by the use of a few mobile units rather than the attempt to
equip all areas equally. Historically, mobile units have
been used to meet these problems.

Business education began using the mobile units in
Bakersfield, California, in 1947. A retired school bus was
converted to a traveling classroom by fastening adjustable
table tops on the back of each seat. The seats were wide
enough to allow adequate room for a typewriter, books, paper,
and other supplies. The unit was equipped with typewriters,
adding machines, and a duplicating machine. The bus visited
ten different schools each week throughout the school year,
and during the operation of the prodram the popularity grew
steadily. No school ever dropped out of the program (Hart,
1947),

Since the early 60's business concerns have been
cooperating with schools to update equipment. Mobile busi-
ness offices used to acquaint students with office practices
and procedures have also been vsed to acquaint the public
with the machines and equipmen’: being developed. On
occasion business and education have jointly presented a
show that has been beneficial to both parties. Direct sales
has not been the aim of the participating companies; the
purpose has been to create good public relations and to let

the public know what is available. The advantage to
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education has been that students have been allowed to learn
skills on modern equipment that otherwise would not have
been available (Pasqua, 1966).

From the converted bug, the attempt to simulate a
clagsroom environment, the concept has evolved to the
simulation of an actual business office. 1In addition to the
specialized equipment necessary for the business office,
most units have been equipped with carpets, desks, audio-
visual equipment, fluorescent lighting, heating units,
filing cabinets, and electrical outlets for utilizing a
central source of electricity at each school, Other
features have included air~conditioning, video-tape
equipment, display windows, shelves, and work tables
(rotter, 1968),

Most mobile units are trailers that can be moved with a
minimum of preparation and effort. Another type of mobile
classroom is a building that can be moved from cne location
to another. Such a light-weight building with dimensions of
26 x 36 feet can be reduced in width to ten feet to facili-
tate easy movement on a truck or trailer. These classrooms
can hold up to 30 students and are ideal for areas that
fluctuate a great deal in population (Houston, 1965), The
mobile unit itself ranges from a specially prepared or
constructed bus, to trailers, ﬁo prefabricated movable

buildings.




The mobile office used to service the Millard iigh
school, the North sanpete High school, the Panguitch High
School, and the Piute High School was the trailer type. A
simulated office was formed by connecting two large trailers,
These trailers were equipped with new office eguipment,
desks, telephOneé, files, and the entire facilities found in
an actual office setting, This office was modeled after the
Utah Mortgace and Loan Corporation of Logan, Utah, and the
work potential in this simulated office ranges from execu-
tive work to menial tasks, High school students were taught
during the regular school day using this office, and adults
were taught in the evening., With these facilities and
actual simulated office experience, students and adults in
rural areas were given the opportunity to have experiences
in an office setting which they would not be able to have
without the MOE unit (Stocker, 1969).

The MOE program fit into the work being done in the
field of business education. There is an attempt being made
to train people to use modern office equipment, and there is
an attempt to train people to fill the job openings caused
by the trends in business and industry, Too many schools
are training students in terms of office practices of the
1930*'s and the 1940's while office managers are thinking in
terms of office practices of the 1960's (Maxwell, 1966),

Also, even though clerical workers comprise the largest
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number of the white-~collax group, it has been predicted that
the number will increase to half again as many persons in
1975 as in 1965 (Maliche, 1966)., It should be noted that a
recent study showed that there were 50,000 uﬁfilled office
jobs in 1966, The job openings are available; however, four
out of every five applicants for such positions are rejected
because of lack of skills and training (Office Practice
Section Meeting, 1966),

The Vocational Education Acts of 1963 and~1968 have
recognized the needs for training young people to £ill such
positions. Funds have been made avallable. The proolem is
to use those funds to the greatest advantage for the
greatest number, The MOE program is a part of the attempt
to fill the need for quantity and guality in clerical work,
by providing modern equipment in a simulated office setting
to a large group of students who otherwise would not receive
the training,

The purpose of this study was to assess how well the
MOE program has accomplished what it attempted to do during
the 1968-69 school year.

Procedures
To assess the students' ability to perform the office
practice skills, the General Office Clerical Tests, series

2000, and the Typewriting Tests, series 1900, were selected



from the National Business Entrance Test Series. This
series was designed to measure the achievement of students
in vasic office jobs, bookkeeping; general office clerical,
machine calculation, stenography, and typewriting. The
National Business UIntrance lest series was first introduced
by a joint committee of businessmen and business educators,
and-is sponsored by the National Business Education
Association, Each test is systematically reviewed by
testing specialists, business educators, and qualified
office executives; in addition, the Joint Committee on Tests
of the National Business Education Association employs the
services of a consultant who is a nationally recognized
expert in test construction and measurement (The National
Business Entrance Tests, 1967),

The reliability coefficient for the General Office
Clerical Test was given as .98 and the validity coefficient
was reported as .4l. 'The reliability coefficient for the
typewriting test was calculated at .86, while the validity
coefficient, which indicates the extent to which a test
actually measures what it purports to measure, was given as
,68., This coefficient indicates that the test does have
some predictive validity in measuring the typewriting skills
needed by beginning workers (Natale, 1963).

Testing centers must be established prior to testing

" dates for all National Business Entrance Tests, Arrangements
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were made with the Brigham Young University for that agency
to serve as an official testing center with Dr. Max L. Waters,
Chairman, Business Education Department, as the official in
charge. The Business Education D¢partment granted permission
to four individuals to conduct the tests given to students

in this study.

Selection of Students for Testing

Twelfth grade students participating in two-hour office
practice block cources were selected from the 1l high
schools participating in this study for testing purposes.
These twelfth grade students were selected because they were
completing terminal office practice courses in their high
schools in preparation for the world of office work. The
total number of students participating in this study was 154
twelfth grade students. The total student numbers by school

and by “MOE," "Rural," or "Urban" group are shown in Table 1.

Testing Procedures

Four persons were involved in the testing of students
in the three selected groups of schools. Assignment for
testing the various schools was made so that no one group of
schools was tested by the same person. Any bias which may
have resulted through testing procedures was thus minimized.

The dates selected for testing schools were May 13, 14,

15, and 16, 1969, Dates of testing and the name of the test
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Table 1

Test Schools, Groups, and Examinees

Group Schools Examlinees Group Totals
Millard 16
MOE North Sanpete 22
High schools 57
Panguitch 14
Piute 5
Beaver 7
Rural Delta 8
High Schools 45
Emery County 23
Milford 7
Highland 25
Urban
High Schools South 15 52
West 12

Totals 154 154
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adninistrator for each school involved in this study are
listed in Table 2,

The testing procedures followed specified dialogues and
designed methods of presentation as given in the National
Business Entrance ‘Test Administrator's Manual.

Instructions were given in the Administrator's Manual
which indicated timing procedures and directions students
must follow, Each student was directed to complete personal
data information at the beginning of the test. The time was
indicated and each student wrote this time in the space
provided on the front of each test booklet. Students were
asked to read the directions carefully and completely.
Students who completed the test prior'to the end of the
designated time period were asked to bring their test book=
lets to the test administrator, and the time was immediately
recorded on the front of the test booklet in the appropriate
vlace., At the end of the designated time period for the
test, students were instructed to stop answering questions.,
They were then instructed to write the ending time on the
front of the test booklet in the appropriate place indicat-

ing ending time,

Test Correction

Directions were given in the Administrator's Manual of

the procedures to follow after tests had been taken by the
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Table 2
T'esting Dates and Administrators

tfor Schools and Groups

High school Group Date Tested Administrator
Beaver Rural May 13, 1969 Lynda wWoodward
Milford Rural May 13, 1969 Lynda woodward
Panguitch MOE May 13, 1969 Charles Parker
Fiute MOE May 13, 1969 Charles Parker
Delta Rural May 14, 1969 Charles Parker
Emery County Rural May 14, 1969 Charles Parker
Millard . MOE May 14, 1969 Curtis webb
North Sanpete MOE May 14, 1969 Lynda Woodward
Highland Urban May 15, 1969 Karon Parsons
South Urban May 15, 1969 Lynda woodward

West Urban May 16, 1969 Lynda Woodward
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students in this study. These instructions stated that the
test adininistrators must collect all test booklets
immediately at the end of the testing period. Then, test
administrators must alphabetize test booklets by school and
then by name of examinee prior to test correction,

After all clerical tests were given during the testing
week, tests were alphaketized by school and by name of
examinee; these tests were then prepared for mailing, and
all clerical tests were sent to Robert I, Place, National
Business Entrance Tests, Division of Business, Chico state
College, Chico, California, 95926, These clerical tests
were then corrected by the Chico State College testing
center., After this was done, the total score for each
student in each of the eleven schools was returned.
Percentile tables accompanied the returned test scores so
that comparisons could be made of individual student scores
to national percentile scores.

The typewriting tests were hand scored. These tests
were corrected by following a set of procedures outlined in
a test correction booklet which accompanied the tests.
Precise rules and standards indicated points to be
subtracted for various errors. Two points were subtracted
for each incorrectly typed word or number if the word or
number required erasing to be corrected. However, only one

point was subtracted if the error could have been corrected
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by just a typing manipulation, Five points were subtracted
for an error in centering columns in the tabulation exercise;
five points were subtracted for a misplaced item on a
printed memorandum; and five points were subtracted for an
inocorrectly tyved part of the husiness letter.

The scores wera re~checked twice for each student to
verify the score calculated on the first correction., Scores
for each of the four parts of the typewriting test were
calculated and a final total typewriting score was

calculated,

Data Preparation

After the clerical test scores were received from Chico
State Collgge and after the typewriting scores had been
computed, all scores for each student were placed on IBM
data preparation sheets prior to card keypunching,

Each student was assigned a three-digit code number.
This code number was assigned according to an alphabetized
listing. For example, the twenty—fif;h student from the top
of the alphabetized list received the code number "025." 1In
addition to the student code, each school was given a code
number ranging from "01" to "1l1l.," 'The three groups, MOE,
Rural, and Urban, were also given code numbers, ranging from

"lll to ll3.ll
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Following the student identification code numbers, each
student'é General Office Clerical Test score was recorded.
The typewriting scores followed the clerical score. The
typewriting scores were recorded '‘n the four different parts
of the test, and then a total typewriting score was recorded.

The numerical data with student identification
information, clerical score, and typewriting scores were
keypunched on data cards. On each card, columns one through
six represented code numbers referring to student identifi-
cation information., Columns seven through twenty-two
contained student scores for the General Office Clerical
Test and the Typewriting Test.

After the cards had been keypunched and the numerical
data was verified, ANOVAR program cards were made so that
the computer would classify, sort, and provide on print-out
sheets the various "mean' scores of the schools, the groups
of schools, and the total group. The ANOVAR prodram also
statistically compared test scores to determine if students’
achievement scores on the General Office Clerical Test
differed significantly when grouped according to the type

of instruction they received,

Collection of "Attitude®" Information

To assess attitudes and opinions toward the MOE program

held by students, teachers, principals, and adults in
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selected school districts in Central Utah, four question-
naires were designed. Questionnaires 1 and III were
designed for students, using the MOE program during the
regular school day and during adult evening courses
respectively. Questionnaire 1I was designed for teachers
using the MOE program as a part of their instructional
program, and questionnaire IV was designed for administra-
tors who were responsible for cscheduling and locating the
mobile unit at their schools, as well as other
administrative functions relating to the use of the unit.

Before administration, the questionnaires were
submitted to staff mémbers in the Utah State Department of
Education for corrections and approval. The corrected
versions of questionnaires I, II, and IV were then
administered to students in the selected sample. Question-
naire III was administered to trainees in the adult program
by correspondence through the postal system.

Data obtained from the four questionnaires were

vecorded in tabular form and organized in sequence.

Results of Attitude Survey
In order to determine the attitudes and opinions toward
the "IMOE" program by the students, teachers, principals, and
adults in selected school districts in Central Utah,

questionnaires were presented personally to 82 students,
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seven teachers and four principals., Of these questionnaires
100 percent were returned. Questionnaires were also sent to
the 27 adults who completed the adult education course held
in their respective areas. Of these, 24 were returned--a
percentage of 88,9,

Wherever possible the presented alternative was chosen,
On some items of the questiohnaire a response was not given,
or if given it was not given in a useable way. Under these
conditions the response was hot included in the data. This
explains the small number of responses accounted for in some
sections and tables of the report.,

The presentation has been divided into five areas:
(a) opinions of "MOE" students, both high school and
participants in the adult education program, as to the
strengths and weaknesses of the course, (b) opinions of
teachers about their students' respons.s and attitude
changes toward business education courses through "“MOEB,"
{c) principals' opinions of “"MOE" and a description of the
administrative difficulties they encountered, (d) necessity
of and preferred time sequence for the "MOE" unit, and
(e) a description of the adult education program,

Oopinion of hiagh school students and participants in

adult education classes as to the strengths and weaknesses
of “MOE." Each student wap asked to give his opinion about

the physical facilities found in the mobile unit.
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concerning the amount of space provided in "MOE," two-thirds
of the adult trainees answered that there was adequate space
for working conditions while only a quarter of the high .
school students gave the same &.swer. The.remainder of both
the adults and the students stated that the space was less
than adequate for working conditions. NoO one commented that
there was more than adequate space. The results to this

question have been summarized as follows:

Adults Students

N % N %
Adequate space 16 66.7 21 25,6
Less than adequate space 8 33.3 6l 74.4
More than adequate space 0 0 0 0

The difference between the two groups can most. likely
be explained by the practical experience possessed by the
adults in working in confined office space-~the younger
students lacked this conditioning,

The noise level in the "MOE" unit was reported by only
one adult to be "very distracting"; 20 percent of the adults
reported the noise as being "distracting, but to be expected
under the circumstances"; while the remaining adults
reported the noise "not distracting." One student reported
the noise distracting; a third stated it was distracting,
but to be expected; and two-thirds stated it was not
distracting. Opinions regarding the noise level in the "MOE"
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unit have been summarized as:

Adults Students
N 2 N %
Very distracting 1l 4,2 1 1,2
Distracting, but to be
expected 5 20,8 26 31,7
Not distracting 18 75,0 55 67.1

The ability to see the teacher, blackboard, and other
instructional equipment was rated relatively easy by the
majority of adults and by less than half of the students.

A fourth of the adults and half of the students considered
adequate visibility quite difficult to obtain, The remain-
ing four students and three adults failed to respond to this
question. Data on opinions regarding visibility in the

"MOB" were reported as:

Adults Students

N 2% N %
viith ease 15 62,5 34 41,5
With difficulty 6 25.0 44 53.7
No response 3 12,5 4 4,8

No problem was encountered with hearing the instruction
by the adults, Of the 24 adults questioned, 23 answered
that instruction ocould be heard with case. The only person

not responding in this manner made no response at all, The
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high school students and adult trainees were not in complete
agreement on this matter. A majority of students stated
that instruction could be heard quite easily; however, one-
fourth felt it could be heard only with considerable
difiiculty; while the remaining students said that the
instruction was so difficult to hear that it usually had to
be repeated, The ability to hear instruction as rated by

the adults and students was reported as:

Adults Students
N 2% N %
With ease 23 95,8 57 69.5
Considerable difficulty 0 0 22 26,8
So difficult it must
be repeated 0 0 3 3.7
No response 1 4,2 0 0

Lighting was considered properly placed and about the
correct intensity by all of the adults and almost all of the
students, Only 6 percent of the students stated that the
lighting was properly placed but lacked sufficient intensity.

‘The responses to this question weret
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Adults Students
N % N %
Good placement and
intensity 24 100 77 93,9
Proper placement but
lacks intensity 0 0 5 6.1
Proper placement but
too intense 0 0 0 0
Improper placement 0 o 0 0

The "MOEY unit was generally held in high regard by the
adults because of the training they received in helping them
become batter prepared for clerical occupations, The mobile
unit provided actual practice with machines and procedures
that otherwise woul& have been unobtainable in the regular
classroom, In response to a question regarding their
feelings toward working with the machines in "MOE," almost
90 percent of the adult trainees and 95 percent of the high
school students felt that their preparation for an office
occupation was better than it would have been if they had
not worked with the machines and facilities in "MOE." Two
adults and one student stated that their clerical
preparation was no better than if the training had taken
place in the regular classroom. Only 2 percent of the
students felt that the "MOBR" training was less effective

than training in the regular classroom. The remainder of
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both groups are accounted for in the "no response" category.
The following tabhulation shows the dispersion of the sample
toward the degree of preparation received in "MOE" when

compared with the preparation received in the regular

classroom:
Adults Studeats
N % N %
Better preparation 21 87.5 78 95,1
Equal preparation 2 8.3 1 1.2
Less pxeparation 0 0 2 2.4
NO response 1 4,2 1 1,2

Regarding the preference as to where the training
takes place, a lurge majority of both adult and student
trainees would rather learn the skills by actually using the
machines and practicing the procedure in the mobile unit
itself, The remainder of the people questioned felt that
the "MOE" unit should be: used only for practice with the
machines, and the office procedure should be taught in the
classroom. Only one student stated that all training should
take place in the regular classroom, The preference of

learning environments was reported asi
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Adults Students
N % N %
Regular classroom o 0 1 1.2
Completely in '"MOE® 21 87.5 78 95.1
Practice in “MOE"
theory in the classroom 3 12,5 3 3.6

Not only was thé “MOE" unit much preferred as an
educational environment, but also the actual learning that
takes place was felt to be substantially greater than that
which takes place in the regular classroom. Over 70 percent
of the adults and 89 percent of the students felt that more
learning took place in the .nobile unit than in the regular
classroom, It was stated by 20 percent of the adults and
11 percent of the students that there was no difference in
the learning rate between students taught in the mobile unit
and students taught in the regular classroom., No one felt
that the learning rate in "MOE" was less than that in the
" reqular classroom., The learning rate in "MOE" when compared
to the rate accomplished in the regular classroom was

regarded asi
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Adults Studerits

N % N %
Learning was greater 17 70.8 73 89,0
Learning was equal 5 20.8 9 11.0
Learning was less 0 o 0 0
No response 2 8,3 o 0

In teaching office procedure in the "MOE" unit it is
necessary to practice and participate in its methods. By
learning office procedure by this method three-fourths of
the adults and almost all of the students stated that the
correct procedure had become more clearly understood., Only
two adults and one student stated that it would not have
mattered where the procedure was taught. Only two students
felt that office procedures, as taught in the "MOE" unit,
became more complicated than ever. Opinions concerning the
clarification of office procedure achieved in "MOE" when

compared to the regular classroom werei

Adults Students

R 1 N %
More clearly understood 22 91.7 79 96,3
More complicated 0 0 2 2.4

No difference in "KFOE"
or the classroom 2 8.3 1 1,2
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In subjects where no machinery was involved, such as
shorthand, filing, or telephone procedure, "“MOE" may have a
strong motivational effect upon students that it doess not
have on adults., Three-fourths of the students felt that
these subjects were learned faster in the ®"MOE" unit than
in the regular classroom. Possibly the different
environment of the mobile unit was the cause of the
difference, Only a third of the adults found this same
attraction while another third stated that learning such
subjects as shorthand could take place equally as well in
the mobile unit or in the regular classroom. One=fourth of
the students stated that traininé could take place equally
well in either environment. The large percent of adults not
responding to this question could possibly be explained by
the fact that those adults have not had formal business
training in the regular classroom and therefore have nothing
v’th which to make a comparison. When compaiing the learn-
ing of such subjects in “MOE" with the regular classroom,

the sample felt like learning took place:
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Adults Students
i % N %
Faster than the regular
classroom 9 37.5 63 76,8
Same as the regular
classroom 8 33.3 19 23.3
Slower than the regular
classroom 0 0 0 0
No response 7 29.1 0 0

In response to the question as to vhere their total
preparation could best be accomplished, ali but two of the
adults and half of the students felt that a combination of
"MOE" and the regular classroom would be best, The remain-
ing two adults and not quite half of the students felt that
this training could best be accomplished by use of "MOB"
exclusively. Here again the difference may be a strong
motivational factor which favors the students. Only 2
percent Of the students stated that they felt the regular
classroom was best. ‘he best overall preparation for

clerical training was accomplished in:
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Adults Students
3] % N %
MOE exclusively 2 8.3 34 41.5
- . \ .
Requiar classroom
exclusively 0 0 2 2.4
Combination of MOE and
regular classroom 22 91.7 45 54,9
No response 0 Q0 1 1,2

In order to provide the maximum motivation for the
learning of new procedures and equipment there must be a
challenge and each individual must have the ability to meet
the challenge and gain the skill, In working with the many
different types of machinery in MOE, almost all of the
students and adults felt that the various machings presented
a challenge sufficient to motivate and realistic enough to
obtain. Only 2% percent of the students felt the machinery
wags too complex or too simple, respectively.

The difficulty level of the machines in "MOE" was felt

to bet
Adults Students
N 2% N X
Too simple 0 0 2 2.4
Challenging though
complex 24 100,0 79 96.3

ToO complex 0 0 1 1.2
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The individual worth of the course could be measured,
to a degree, by the enjoyment each person receives, the
recommendations each participant gave to others and their
willingness to take further classes in the "MOE" unit. The
question was asked each participant how they would recommend
the course of study to their best friend. Over 90 percent
of the adults and students would give the MOE course of
study a high recommendation., +“he only other recommendation
came from 7.3 percent of the students who would recommend
it only as a secondary choice of study, No one stated the
course should be completely avoided, The type of recom—-
mendations giwven to’the mobile unit by the various

participants was:

Adults Students
N % N %
Enjoy taking further classes 22 91.7 74  90.2
Take further classes
if necessary 0 0 4 4,9
Refuse to take further
classes o 0 4 4.9
No resmponse 2 8,3 0 0 -
wWhen asked if the time spent in obile unit was

enjoyable, all of the adults and mos i he students
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answered in the affirmative, Fifteen percent of the
students rated it ay tolerable or said it was boring. The

en joyment of the course was rated as:

Adults Students

N % N %
En joyable 24 100 69 84,2
Tolerable 0 0 10 12,2
Boring o 0 2 2,4
No response o 0 1l 1,2

Opinions of the teachers in_the experimental schools

about "MOE" students' respcnse to "MOE." In evaluating the
success '"MOE" had with the high school students‘several
factors must be considered. These factors include the
motivation to learn office occupations, the actual improve-
ment of the students by comparing methods of teaching, the
attitude toward class participation before the course work
and their attitude toward clerical occupations before and
after their work in *MOE,"

The motivation produced in "MOE" for the students to
learn office skill was reported by all of the business
education faculty in the experimental schools to be greater
than the motivation produced in the regular classroom. Thz
other possible responses to this question were that the

motivation remained about the same as in the reqular
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classroom; the motivation in "MOE" detracted from that which
was produced in the regular classroom. The motivation
created by "MOE" when compared to the regular classroom by

the business faculty was reported ast

Teachers
N %
Increased motivation 7 10Q
Equal motivation 0 0
Decreased motivation 0 0]

All of the teachers questioned in the experimental
schools stated that substantially greater improvement in
office occupations ability occurred in students participat-
ing in the regular clcssroom with "YMOE" as an integral part
of the curriculum. Two other responses were possible. They
included *the regqular «<lassrocom without 'MOE*' as a part of
the curriculum” and "there was no difference." ' The
teachers!'! feelings toward the best environment for students

to learn clerical skills weres

Teachers
N %
Regular classroom and "MOE" 7 100
Only the regular classroom 0 0
No difference 0] 0
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The attitude of the students toward attending class in
the mobile unit was reported by all of the teachers to be
that of positive anticipation. No one reported the
anticipation level as indifferent or negative. The student

anticipation level as seen by the teachers was:i

Teachers
N %
Positive anticipation 7 100
Negative anticipation 0 0
Indifference 0 0

student attitude toward clerical occupations before
their participation in "MOE" was reported to be that of
positive anticipation by all but one of the teach2rs. The
other teachef reported he thought they felt indifferent
toward that type of occupation.

The students' attitude toward clerical work after their
participation in "MOE" was reported by all but one of the
teachers to be better than their attitude while attending
the regular classroom. No teacher stated that the students’
attituée was "not noticeably different" nor "considerably
poorer" than while they attended the regular classroom. One
teacher failed to respond to this question.,

while the attitude toward office work was good, the

interest in actual student participation in such work was
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somewhat lowcer., I“ive of the reporting gseven teachers stated
that the students had a positive interest in finding employ-
ment as a secretary, 7The other teacher felt that the
interest level of the students was one of indifference--"if
the clerical job is the best one I ca2n find then I will take
it." Again one teacher failed to make any judgment concern-
ing student attitude.

A description of the administrative difficulties_

encountered by the principals of the experimental schools,

The administrative difficulties created by "MOE" are nominal
if existant at all. The most serious problem that was
encountered by any of the principals was that of scheduling
two hour blocks of time throughout the year with the regqular
one hour period. scheduling a two-hour block sometimes
created a problem. It often became nécessary to shift
courses that can be offered only once a day, because of the
number of interested students, to another time that can
accommodate the "MOE" students. However it was also stated
that this problem was not difficult to overcome.

No problems were encountered in p}oviding the physical
services for the mobile unit. The only comment on this
inquiry was that a 220 volt line had to be run from a
building to the mobile unit in order to supply electricity

for its heating units,
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No problem was encountered because of the intra-school
scheduling,

No specific additional uses for the "MOE" unit itself
were suggested. However each principal stated that a mobile
unit could be used in teaching other curriculum subject
areas. Such vocational areas as wood and metal shops and
automechanics, academic supplements such as chemistry and
physics laboratories could also be provided.

The enrollment of office occupations classes for the
past two years in the experimental high schools is presented
in the following table:

Millard Mt. Pleasant Panguitch Piute

Number enrolled
during 196€8-69 213 24 18 23

Number of dropouts
during 196869 2 1 o] 1

Number enrolled
during 1967-68 198 * * 29

Number of dropouts
during 1967-68 8 * * 1

*Office occupation classes were not offered,

It was noted by the "MOE" teacher, that the trailer
housing the office equipment is quite poor in quality.
Because of the two trailer construction and the necessity of

connecting them, many problems urose, It was almost
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impossible to keep the water outside during a rain or snow
storm. “The trailer housing the office equipment must be of
the same excellent guality as the equipment it contains*®
(personal interview, July 11, 1969).

Depending upon the personality of the'itinerant teacher
problems may or may hot develop among the business faculty.
It was hoted that this problem was non-existent in the test
schools, Most of the principals stated that the rapport
between the itinerant teacher and the rest of the teachers
~ was excellent.

However, as nhoted by the "MOE" teacher, it was difficult
for him to impress upon the iminds of the business faculty the
impgrtance of the related learnings and that they must be
taught in order to obtain the maximum value from “MOE." By
related learnings it was meant that those subjects taught in
the "MOE" unit and found to be weaknesses oOf the students
were to be taught in the regular classroom during the period
between the mobile units visits.

The desirability of and preferred time sequencing for

“MOE." Opinion of the administrators, teachers and students
as to whether "MOE" should be a standard part of the
curriculum gave further strength to the conclusion that the
mobile unit is wvaluable and necessary. All of the principals
and the teachers indicated that "MOE" should be a standard

part of the curriculum, Ninety percent of the adults and
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over 80 percent of the high school students were of the same
opinipn. The only negative opinions came from three of the
high school students., The balance of the sample were
recorded in the undecided column, Opinions regarding the
desirability of having the "MOE" as a standard part of the

curriculum were as follows:

Principals Teachers Adults Students

N % N % N % N %
Yes 4 100 7 100 22 91.7 69 84.2
No 0 0 0 0 0 0 3 3.7
Undecided o) o 0 0 2 8.3 10 12,2

In determining the preferred time sequencing for "MOE"
the teachers were unanimous in their preference for sevgral
short visits against one extended visit, The following chart

shows the preference of each teacher polled.

Duration of visits in weeks Number of wvisits
1 2 3 4
1 o 4] 0 4]
2 0 o) 1 0
3 0 0 1 2
4 0 0 2 1
5 0 o o) 0

The teacher stating three visits of two weeks duration

qualified his answer by sayiné that the final visit should be
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twice as long 3s the others or four weeks, ‘the teacher
making this comment was the teacher in the "MOE" unit.

wWithout exception each principal felt that the amount
of time the "MOLE" unit spends at each school should be
extended, However half of the principals felt that one
longer visit would be superior to several short visits in
efficiency. These two men did not mention a specific time
period to leave the unit at each school, but generalized by
saying "a much longer period of time.* The other two
principals stated several shorter visits would be superior,
One princip-~l preferred that the mobile unit come for one or
two weeks at the first of the school year and the remaining
three visits be four weeks in duration. The second principal
who preferred short visits stated that four visits each four
weeks in duration would best accomplish the educational
objecti;es.

Description of the Adult Education Program and the

opinions and attitudes of its teacher as to the worth of the

program. The adult education classes were held in three
areas--Piute, Panguitch, and Mount Pleasant. In Piute and
Panguitch a two-week business machines course was offered.

The subjects taught included typing, duplication masters
procedures, machine transcription, ten-key tabulation, and

an addressing machine. A combined total of 17 people attended

this class regqularly.
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The primary goal of this course was to better acquaint
the participants with the many uses and additional mathods
of procedure with each machine. The instruction was given
with this objective in mind because the majority of the
partiéipants possessed some basic knowledge of each machine,
A secondary objective was increasing speed of operation in
order to utilize the additional methods and procedures more
efficiently.

To accomplish the objectives of the course within the
two-week allotment of time it was necessary to have con-
current assignments on each machine, This procedure insured
the utilization of the entire facility as well as providing
adequate machinery for each member of the class.

Several of the adults stated that a great amount of
pressure existed to complete the daily assignment. This
comment was especially prevalent among those adults who
lacked the basic training and understanding in office
procedure. However some of the participants possessing
considerable experience felt this same pressure and stated
that additional time for the course should be allotted in
order to sufficiently reinforce the learning that takes
place,

The "MOE" teacher felt that increasing the span of time
over which the business machines course was offered is

essential, He suggested that the course be spread over at
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least two of the visits or possibly all of the mobile unit's
visits to each particular area., By doing this, he said, it
would reduce the inconvenience of the participants of
attending class each night for two weecks. This increased
time would serve to give time for each participant to better
stabilize the skills as well as the periodic reinforcement
that would transpire.

The "MOE" teacher stated that he felt the participants
of the adult education program made substantial progress in
their knowledge of the office machines taught. The
participants were enthusiastic about working in "MOE" rather
than tne regular classroom. Because of this enthusiasm,
created in part by the mobile unit and their willingness to
learn, more learning took place in the "MOE" unit than would
have been achieved in the classroom.

It was noted by the tcacher and several of the
participants that some basic knowledge of the machines is
essential before maximum benefit from the "“MOEY" program can
be achieved. This knowledge may come from actual experience
or training in the regular classroom or both, According to
some of the participants it would be most beneficial to have
a refresher course on the basic constructs of the office
equipment and procedure before starting in the "MOE."

In Mount Pleasant a complete course of office procedures

was taught. This course of instruction used the entire eight
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week period the "MOE" unit was in that particular area, The
goals in the class were somewhat the same as in the business
machines classes: 1lncreased knowledge of methods and
procedures, and increased speed in utilizing the equipment.
This course differed in that not only was the machine usage
taught but also subjects such as filing and telephone
procedure were taught,

"This section Of the adult program was much more
successful than the two-week business machines course"
(personal interview, Robert Stoker, July 11, 1969). The
reasons for its greater success were reported as the longer
period of timé and the fact that this time period was broken
into segments with considerable time between each segment.
This break in the training allowed time for the procedures
and methods to'become a part of their working lives.
Periodically when training is once again started, a
reinforcement factor is obtained which helps each
participant to clarify any questions which may have arisen
as well as strengthening their present knowledge,

The combined program in all three areas involved 29
regularly attending people, Of these 27 completed the

course successfully,
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Results of Clerical and ¥ Tests
one hundred and fifty-four scn: icnts of eleven
selected Utah high schools were test 1 the General
Office Clerical Test and the 'typewr: Tests of the
tlational Business Entrance Test Ser: ‘hese tests were
scored through arrangements with the nl Business

Education Association., Test results wueic compared with the
National Norms by schools, by groups of schools (MOE, kural,
and Urban) and in total. Test results among groups were
also compared statistically using the statistical analysis

known as Analysis of Variance,

Analysis of Clerical Test scores

Data relating to results of the clerical test are
reported in Table 3 and in Table 8 in the Apvendix. ‘The
overall mean raw score was 67,08, Converted to percentile
rank this score fell in the percentile interval of 10-19 as
published by the producers of the test.

lean raw scores were also computed for each school and
for each group of schools. These means are reported in
Table 3 with other mean scores, It can be noted that the
mean scores among schools varied approrimately five points
from low to high, These means were tested statistically to
determine if differences amony the three meansg were

sianificant, The summary of the analysis of variance test
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is contained in Table 4. The F-~ratio of .95 deviates only
slightly from the expected and therefore these differences

are not significant,

Analysis of Typing Test Scores

Total typing test scores were a comoosite of scores
earned by students in five different sub-tests, The first
sub~-score was earned through a "form letter" exercise. A
second typing score was earned through a "memo typing" task.
Typing a business letter constituted the third component of
the test. The fourth source of points was a "tabulation"
oroblem. The total test was timed and for every minute a
student finished ahead of the "time" limit he received one
ooint,

Analysis was conductea on the results of each sub-part
of the tyoing test as well o5 the total score. The means of
the subtests key group ‘are presented in Table 5 and the means
and percentile intervals by school, by group, and total are
presented in Table 6. Some differences can be noted in the
means of the schools and overall by groups. ‘The group
scoring highest was composed of students of the rural schools
where the MOE unit had not been assigned. There was only a
slight difference in results between the MOE schools and the

Urban schools,

Differences in mean scores among the 8chool groups were
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Table 4
Analysis of variance Results

of Clerical Test Scores

source of Mean
variation daf sSquare F Probability
Among Groups 2 232,45 «95 N.S.
within Groups 151 244,40
Table 5

Means of Sub-parts and Total Typing Test Scores

by school Group and by Total

P ——— e . e e e A et et
.-

school Group

Test Section

MOE Rural * *'trban ~  -Total’
Form Letter 23,37 24,69 22,87 23.58
Memo Typing 21.23 22,76 22,04 21,95
Business Letter 17.58 19,33 18,10 18,27
Tabulation 12,39 32,02 14,63 18,80
Time 51 2,18 52 1.00

Total 75,07 101.02 78.12 83.68

1y
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tested for significance on each of the sub-test results and
on total results. PF-ratios from the analysis variance are
reported in Table 7, Differences among two of the sub~-tests
and among total scores were found to be significant,
significant differences in sub-test means were found in
"Tabulation® skills and in "time" completed <arly. Overall
scores vere significantly different but were primarily due
to differences in the scores on the two siqnifiéant sub-~test
results.

All differences on all typing test scores were in favor

of the rural non-MOE schools.

Implications of the Results

Because this study was bequn late in the school Year
it was impossible to pre-test to determine beginning skill
levels of the students, therefore the implications for
sducation which can be justified from this study are limited.,

If one were to assume that students in all schools
began at the same point in performance skill ability and
that teaching personnel were comparably equated then the
logical conclusions would follow that rural students leaxn
better in typing skills without "MOE" experience than do
rural students who are trained in a program which includes

the "MOE" unit, It would also be concluded that training in
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Table 7
Analysis of Variance Results

of Typing Test Scores

source of Mean
Test Variation daf Square F Probability
Form Letter Among Groups 2 42,22 1,33 N.S.

Within Groups 151 31,82

Memo Typing Among Groups 2 29,66 0.89 N.S.
Within Groups 151 33.45

Business Among Groups 2 39.84 0.93 N,S.

Letter
within Groups 151 43,01

‘fabulation Among Groups 2 5556.68 14.74 .01
Within Groups 151 376.92

Time Among Groups 2 44,10 14,87 .01
wWithin Groups 151 2,97
Total Score Among Groups 2 9684,70 12,69 .01

Wwithin Groups 151 764.46
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the "MOE" unit is no better than the training received by
urban children in the urban schools, These conclusions do
not, however, seem warranted since the above specified
assumptions were not tested. Another factor which would not
justify such a conclusion is the opinionnaire where all
persons polled (with few exceptions) reported a favorable
" reaction to the effects of the "MOE" unit used in the
instruction of office practice courses,

The lack of pre-test results and the opinion of
full-time students, adult students, faculty and
administrators would justify further use and evaluation of
the "MOE" unit as an instructicnal aid in the teaching of

clerical skills to high school students.
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;
SIMULATION DESIGN o o
A+ DPro-requisites

There are only iwo basic prerequisites for simulation. All students
who enter the program nust have had some formal typewriting instruction. It
is possible that a student could succeed in the program with only onc scmester
of typewritiing but ab lecast one year is preferred. The sccond Prerequisite
is that the curriculum must provide at least a two-period block of time, bhack
to back without interruption. The simulation takes enough time to sct up and
take down that very little could be accomplished in less time than that,

Some instruction in shorthand would also be desirable for somc
students. If the student has not had shorthand, it is possible for him to
complete all positions in the office by using dictating equipment. Shorthand
would make the student more valuable to the world of work and should be
cncouraged however,

The following are units of study which the teachoer may find helpful
to cover in connection with the simulation.

1. Banking

2. Business Machines

3. Correspondence (mailability, styles, procedures, dictation,
letter writing)

. Dictation (letter writing)

5. Duplicating

6. Evaluation

7« Executive Typewriter

8. Filing

9., Form Typing

10. Insurance

11. Interviewing (getting job)

12, Loans and Schedules

l3l Mail

1, Manners (office practice)

15. Payroll

16. Personal Interection

17, Petty Cash

18, Posting

19, Public Relations

20. Responsibilities

21, Supervision

22. Tax

23. Telephone (reporting messages)

24, Transeribing

25. Travel




B. Implementation

Qimulation can be taught in many ways and you arc encouraged Lo usc

It as 9L best fits your program. Here nre three plans which may help you ¢
an idea as Lo how simulation could he unod 1n your clnanroom.
M boeehool yooy - 36 weeks
O wocks clussroom as usual studying retated office nibLuatioy
2 wecks simulation using Phases I and Il
6 wecks classroom as usual picking up additional office unit
2 weeks simulation using Phase III
8 weeks classroom &s usual
4 weeks simulation using Phase IV
8 weeks classrooin as usual tying together the entire year's
activities

Plan 2 school year - 36 weeks

27 weeks classroom as usual studying related office situation
8 weeks simulation using all four phases in succession
1 week classroom as usual tying together all activities

Plan 3 semester - 18 wecks

1 week orientation

2 weeks simulation using Phases I and 1I

3 weeks classroom orientation discussing specific problems t
have arisen in:
1. letters

2. business morale
3. Dbusiness math

4. etc.

2 weeks using simulation Phase III

4 weeks classroom discussing specific problems that have ari
in Phase III

L weeks simulation using Phase IV

2 weeks debriefing and final evaluation

C. Positions

The MOE, INC., simulation contains 7 student positions. These pouition
have been selected to meet the needs of the simulation as well as ithe fhudel
The positions are listed in alphabetical order in an attempt to cmphurize t
no position is any better than any other position. All positions are diffe
3n their operation and all students nre encouraged to complete all posilion
order to obtain experience in-all office situations. These can be re-urrany
for cleriecal units.




MOE POSITIONAL DESCRIPIION
ADMINISTRATIVE ASSISTANT

Takes the place of the outside world in the simulation. Dutiec
consist of being an assistant to the teacher, role playing (County Tax Agsesnor,
Bank, Insurance Company, Mallman, Customers), telephioning, cvalualing,
initiating customer contack, and anything clse directbod by the teacher,

VICE PRESIDENT

Has divect charge of and is responsible for upgrading the oftice.
Is responsible only to the president. Must supervise personnel, make
personnel evaluations, write and dictate letters, complele payreoll, and
interview prospective cmployees.

RECEPTIONIST

Is initial contact with visitors so must present excellent image.
Understands total office concept, and can explain each employee's duties and
general trend of office work. Files cll correspondence, conduets tours,
screens visitors, writes checks, and fills in wherever nceded in office.

EXECUTIVE SECRETARY

Regulates work overflow, handles dictation and transcription dutics,
is Girl Friday for VICE PRESIDENT, and is responsible only to the VICE PRFEOIDENT.

CASHIER

Receivés and deposits customer payments, manages petty cash fund,
posts to investors ledgers, completes daily swmary and recap, writes welcome
letters to new customers, complete payment facts sheels, and handles all bad
check procedures and handles Phasc IV payroll proccdures.

POSTING AND TAX CLERK

Requests individual property tax amounts from County Assessors,
pays taxes from individual customers' reserves, requests additional Iunds
to pay taxes, and posts to customers' ledgers.

TNSURANCE CLERK

Checks insurance policies for completeness and accuracy, completes
correcticn forms on incorrect policies, writes premiwne letters to customers
with correct policy and completes tickler card on corrcet policy, handles
policy cancellation notices, and renews insurance policy using customer's
reserve or requests additional funds from borrower so he can pay insuranco
premium,




D. Rotation Plens

If simulation could be established under “perfect" conditions, it would
suggested that the classroom would be set up for 7, 12, 18, 24, or 30 students.
This would provide 1, 2, 3, 4, or 5 complete offices with each position filled
at all times. Since this is highly improbable in all high schools, the followi
chart has been developed to help you in placing students. If you have 22 studc
you would establish three complete offices {18 students) and place the remainir

students in the skeleton of the fourth office. Make certain that the same fou:
students are not left in the skelston office constantly.

You will find that it is possible for some positions to function for mor
than one office. As you become familiar with the simulation, youv can make ad-
Justments which will solve many of these problems.

STUDENT ROTATION

‘ Offices are kept small-~-simulation is recommended for no less than 7
students. No more than 2L unless a teacher's aide is available.

No. of Students 78 9,10 11,12 13 1k 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29
Vice President llojol2f2f2{313[3{3{3/3[W|bliUibibiL|s5]s 5
Executive Secretary [1[2[2] 2] 2[ 2[3]3 33 LIhTuihlu]lUuls]s5]5 5
Cashier 1|1l 2f 2]l 2]l 2l2]2 313(3(3 (bl Uhlulh]s 5
Posting & Tax Clerk [Ll1l1f 1] 2] 2] 2]l 2l 2l 2 {3737 33314 ILILW]LTL]Y 5
Insurance Clerk 1t 1l1j2]lefefele[2[3][3(3[3(3[b]LiLiLfuibls
Receptionist i afafabxyafalafajafrfafajarfafalefafa]2]2
Administrative Asst. [ 1] 11 1l 1] 1]l 1l 2faeialalafalal2]2laof2[2l2]2]2

A suggested rotation. Adapt as needed.
One Receptionist can take care of up to 2L students.
One Administrative Assistant can take care of up to 1% students.
Two Administrative Assistants can teke care of up to 24 students.

A simplified rotetion schedule for seven students (one office)

Rotation Rotation Rotation Rotation Rotation Rotation

Student 1 P 3 L 5
RE
A VP ES Ca P-T IC
RE
B AA L VP ES Ca P-T IC
RE
c IC AA VP ES Ca. P-T

w

D P-T Ic | an~] wvp ES Ca
w

E Ca P-T IC AR VP___| ES

RE
F ES Ca P-T IC AA VP
Key to abbreviations:
VP - Vice President Ca - Cashicr Re - Receptio
ES ~ Executive Secretary P-T - Posting and Tax Clerk

AA - Administrative Asst. ) 1IC - Insurance Clerk




INFORMATION FOR STUDENT S

You will need some kind of procedure to inform students of their
place in the office. This will also include some process for recording eval-
uation marks for each student at each position. Such a form is shown belov.
It could be posted on a bulletin board and filled out in advence by the
Admiristrative Assistant with your instruction.

Office L Phase Day
Administrative Assistant __

Cashier

Executive Secretary

(You may want to
Insurance Clerk record student
names. )

Posting & Tex Clerk

Receptionist

Vice President

Office 2

Administrative Assistant

Cashier

Executive Secretary (You may want to post
names of all class mem

Insurance Clerk on the board and assig
them a number. You woi

Posting & Tax Clerk then only record the
student nunber in each

Receptionist blank.)

Vice President

Office 3 and U if needed




E. TDPhysienl lacility

Fach classroom is different and must be sel up so Lthat the classroom can
be used for regular c¢lacses, as well as the simulation with as little change
as possible. Each of the phases are differcent with learning objectives in
mind. Arrange your classroom to meet your needs. These suggestions are just
that . . « suggestions.

Pra-Problem Briefing

Phass T Classroom can tn in arny arrangement. There must be a
(2 or more days place provided for a privale inbterview with cach student.
depending on This could be ancther room or office.
class size or
individual
situation)
Phase II Positional Instruction
(6 days) All Vice Presidents, Executive Becretaries, Posting ond Tnax

Clerks, and Insurance Clerks should be together. They will
help each other. The Receptionist shouwld be placed so as

to welcome all visitors. The Administrative Assistant shonld
be placed close to the teacher and contingency files.. Uce
portable partitions to separate groups or offices.

Phase II1I Simulation Waraup s

(12 days) Phase II or Phase 1V descripbion may apply, depending
on the progress of your class.

Phase IV Full-Scale Simulation

(18 days) Place offices together instead of positions torether.

Receptionist should be placed so as to welcome all
visitors. The Administrative Assistant(s) should be

close to the teacher and contingency files. Vice President
should be placed so as to lend prestipge to his position.

Executive Secretary should be placed 50 as to be readily
accessible to the Vice President. The Cashier should be

placed so as to be available to incoming customers. Posting
and Tax Clerks and Insurance Clerks should be placed near
their machines. All clerks in the program could be placrr
in a "pcol"” near their equipment.

. Materials (Software) Needed

Orie Student Manual for cachi student.
One Tecacher's Manual for each classroom.

Equipment Necded
a. Essentiagl
1 bypewriter for each student (electric preferred)

1 adding machine for each 6 students
1 duplicating machine

~(-




Administrative
Assistant

Wxecutive
Seerctary

Vice
President

2 rotary files

1 filing cabinet

partitions

1IN and OUY bashet for cach posibion

Very High Priorily

Intercom telephone system (3 phones for every k4 students)
1 Dictating machine for every 6 students

1 Trenscribing machine for cvery 6 students

1 Proportional spacing typewriter for cach 6 students

1L Printing calculator for each 6 students

office style desks, file cabinets, and chairs
accoustical floor coverings

1 videco tape recorder

1 tape reccorder hookup to telephone

Important to have

Electric typewriter for cach student

{proportional spacing machine for cach Fxccutive Secretary)
Intercom telephone system with a phone on cach desk

1 Printing calculator, 1 rctary calculuator, and 1 ten-key adding
machine for each 6 students

1 Dictating machine AND 1 Transcribing machine for cach > student,o
Office style furniture throughout inecluding carpets

Dry photo-copy cquipment

Spirit duplicator

Steno lab

Addressing machine

Desk organizers

Cash drawers

Roll-a-dex files

Name plates

Positional Equipment

Telephone

Video tape recorder Cashier Addingm machine

Tape recorder Typewriter

Typewriter Cash drawer
Telephona

Transcriber

Telephone

Executive typewriter Posting & Typrweiter

Adding machine Tax Clerk Adding machine:
Posting machine

Adding machine or calculator Telephione

Typevwriter

Telephone Insurance Telephone

Dictating unit Clerk Typewri toy

Addinge man 1o

Typowed ey
Telepton:
I"iles

Receptionist



G. Tvaluation

One of Lhe major considorations of simulabtion ic ovaluabLion. You
arc to control the simulation so that you know whal is going on al all Limes,
IL is importart that you give a rraie that indicatces the cmployability and
oftice potential of that studenl. There are several surgestions thab will
be made at this time for cvaluatlion purposcs, Pleas: walch thuse procedure:s
very carcfully as this is a very impertant part of the simulation process.

Daily Student HMvaluation - each position and cach rotation

AL the end of cach rotation the Vice President is askad to complel
an evaluation form for cach student under his supervision. This forn, beginndn
with Phasc II should be handed to you, the teacher, and held in very strict
confidence. The student should know that he can cvaluatec his pecers and not
heve any of the information, good or bad, get back to that pcer. 1ile the
evaluation sheets according to each student so that ai the cnd of th«:
simulation, each student will have 19 evaluations in the teacher's file. Kach
sheet has baen signed by each Vice President end if there is any guestion, it
should be discussed with that Vice President as early as possible,

Positional Tdacher Evaluation - each position

As you move throughout the office cach day, you should (rive cach
student a subjective grade., This is an opinion gradc, which can consist of
how well each student works, how much help he needs, how smart his questions
are, how well he is dressed for the office, what his attitude is when working
with other office workers, ete. You may want to limit this kind of grading
to just once each rotation for each student.

Daily Student Work - each day (Y

During Phases III and IV, copies of all work is to be made and
placed in the out basket by each office worker. The receptionist is to
pick this material up and place it in separate files for each student. At
the cnd of the simulation you should be able to go to each student’s file and
take a look alt the material produced. After the material once gets in the
folder, the individual student is responsible to sec that the material is
neatly placed and in order. You should be able to “etermine how much work
has been done and how well each student finished the work.

Periodic Rush Jobs - periodically as needed

Especially during Phase IV and perhaps during Phase III, students
should be subjected to a timed production experience. At a given time, the
teacher hands these rush jobs to the Administrative Assistant and requests
that they be handed to the students. The students are to clear their desks
as rapidly as possible and then report to the Administrative Assistant when
they are ready, meximum time to clear the desk is 5 minutes. The students
then begin the rush jobs which consist of a representative portion of the
work at each position or any other applicable teacher-oriented work. FEach



student is given 30 minutes to complete the job. Du he jeb, the teacher

nay feel it desirable to have the student interrupte: ~»lephone and customer
business. This Jis to be controlled so as to determi: ~» fast he is able to
return to his work. If he finishes before the tire i - |, he is to personally
give the work to the teacier or the Administrative A: .1t and continue his
regular work. These rush jobs do for the simulation : . timed writings do

for the typewriting classroom and ghould be treated a. :<uch. Rush jobs may bhe
civen at any time the teacher desires.

Student Procedurcs for Rush Jobs
As the student works through the routines of eacl: .~ *tion, he may be asked

to complcte a rush job. There are different reasons v .v :hese rush jobs may occur, .
but the student should complete them in the following . .icr:

1. Thé student should complete the immediate ta:: which he is working. It
is important that the rush job be started as as possible after it has
been assigned.

2. The desk should be cleared so work can comme efficiently as possible.
3. The instructor should be notified when the #. . . is ready to begin the
rush job. No credit should be given if the rush job is not accurately timcd.
4. The student should quickly respond to interr . as he would during the
regular day. He should return to the rush ji- ‘Hgtely after the in-
terruptions have been taken care of.
5 The student should bLe notified promplly of t to quit working the
rush Job. If the job is finished before tin 'led, ne should give
the completed papers and original sheets o ‘nistrative Assistant,
DO NOT INCLUDE THE RUSH JOB WORK WITH THE R\ Y'S WORK.
6. Fellow workers may he asked by the person dc rush job, to cut short
their regular business while the rush job i resss Request should be

courteous and firm.
Recordings~-as needed

If you have & telephone system, there should be a facility which can be used
for reccrding conversations. The Administrative Assistant should fill1 out an
activity log for each telephone call completed. Periodically there should be an
evaluation for each student concerning his telephone techniques. This could bie in
class discussion or individually. If you have access to video recording eguipment,
it is advised that you record & student at his station for a % to 10 minute prriod
of time. You should then critique it personally and then call the student in ard
show hiim how he appears while he works., A little time with this proc~dure is one
of the most valuable teaching aids there is. Video recording equipsent may also
be connected directly to the telephone system to provide both video and audio
reccordings of each telephone call.




sSummary

These are some suggested evaluation techniques that you may use. Any
other evaluation procedures that fit your individaal needs should be in-
corporated into your program.

H. Debriefings

An interesting twist to simulation is the debriefing session. The
idea came from the military as they use this process to determine how well

an operation went or why breakdowns ozccurred. There are several rule. one
must follow in debriefing. Some are listed below:

1. Call the entire group to be debriefed together. BSit so they
can see one another.

2. Start by asking a general question like "how did things go
todey?"

3. Do not suggest answers even If there arc long periods of silence.
The participants must do the thinking and the talking.

4. Keep the group on the subject. Adjourn the debriefing rather
than 12t it degenerate into a chatter session.

5. Do not let the group blame other people for weaknesses in the
procedure. You want to discuss these weaknesses but not by
blaming anyone for them.

G. Keep records of each debriefing. There are many changes you may
want to incorporate after one of these sessions. Have one of
the Executive Secretaries take the minutes.

7. Encourage the participants to interact with each other. The idca
is to let them correct themselves.

8. Allovw sufficient time for the debriefing so that you don't have
to stop just as the ideas are beginning to come out.

9. End on a pleasant note. It is not bad for the participants to
' become upset with each other but try to smooth the rough spots
out before you adjourn.

These debriefings should occur as frequently as you think they are needed.

There stould be at least one for each rotation. One should definitely be held
for the entire period at the end of the simulation.

-lo.




OBJECTIVES OF SIMULATION + o &

A. Simulation has two major objectives for the office occupations student.

(l) To provide basic office skills which will permit students to obtain jobs

in offices, and (2) to provide sufficient proficiency so that they will be able
to retain those jobs once they get them.

B. Simulation is designed so as Lo provide real office situations under
simulated conditions. Once the student has obtained basic skills, simulation
provides the student an opportunity to practice those skills under office
conditions; the teacher acting as a supervisor to aid in the learning process.
Simulation will provide a chance for each student to gain his first office
experience in an office but off the jobe This will make the entry into office
life a mich easier adjustment to make.

C« During the simulation, the following office experience will be met as

they relate to specific jobs:

1. Typewriting . . . correspondence (letters and memos), forms,
rough draft work, and composing at the machine.

2. Shorthand . » « « office style dictation and mailable transcripts.
3+ Record Xeeping . .posting to ledgers, benk deposits, pelty cash
funds, making change, percentages, and
balansing ledgers.,

4. Machine Dictation
and Transcription.office style dictation and machine operation.

5. Machine Operation.adding machines, calculators, bookkeeping
machines, tape recorders, duplicator machines.

6. Duplicating « « « master preparation and machine operation.

7« Filing . . + « . alphabetic, numeric, subject, geographic,
tickler files and information retrieval.

8. Telephone « . « « office operation procedures.

9. Office Supecrvision, work distribution, discipline, office procedurcs
and evaluation.



OPKRATIONS PROCEDURE

(Below is a suggested niethod ¢f conducting Phase I. It can be altered or
¢ -anged to fit the individual school situaticn.)

Phase I Pre-Problem Briefing
Duration: 2 or morc days (teacher's'option)
A. Introduce the simulation

1. Describe the facility as you have arranged it.
2. List the positions on the boardi and describe briefly wha'. they co.
3+ Distribute the Student Manuals.

Students showuld:

a. HKeep the manuals with them at all positions.

b. Read the general explanations of the simulation.

¢» Layout general ground rules. Have the students help in these
as they relate to office procedures and diseipline. Discuss
such things asi

1. Absence

2. Tardies

3. Arsence notification to president or vice president
4. Dress standards

5. Breaks (how many and when and how long)

6. Communications chain of command

7+ Other ground rules peculiar to individual situations
8. Debriefing techniques

9., Evaluation procedures--insert a rating sheet

By Interviews

Students are to be interview individually for their desired posilion in
MOE, INC., by someone from the community or school administration. {Methods for
interviewing ircluded nere).

C. Discuss Interviews

As the interviewer talks with each applicant, he should conplete a rating
sheet on each one. These rating sheets should be kept for the class discussion.
Jave the intervicwer give cach applicanl & number dwring the interview, not in
sequence.  He should review the apolications and data sheets prior to coming
to this class. The entire claes etould meet as a group. He should then follow
this Lasie¢ outline,



A, 1Indicate interest in the opportunity to interview
1. General impressions of student qualifications
?. Intent of intervicw
.  Hire if practical
b. Gain confidence in the interview process
c¢. Give instructor an idea of competencies for MOE, INC.
3. Explain the numbering system
a. Random numbers assigned during the interview
b. Obligation to keep numbers confidential
¢, Not to be boastful nor offended

B. Name a person (by number only) whom you think was most outstanding
1. Indicate the strong points of the interview
a. Dress
b. Composure
c. Communicative ability
d. Skills

C. Continue commentary on other students indicating bLad and good points
1. Statements on inappropriate actions and dress ete. should be
constructive with comments on how to improve.

D. Complete the period on a positive note

1. A good learning situation
2. Guestion and ansver time should be included

PIASE I FPositional Instruztion - 6 days

This phase is a general orientation phase involving a rotation of one
day at each position. The purpose is to give a general overview of the
company and to identify general student weaknesses which must be corrected in
the regular classroom before Phase III can begin. Each student should be
individually debriefed Ly the teacher to insure a thorough knowledge and
widerstanding of the elements of each position.

PHASE III Simulation Warm-up - 12 days

Thig phase is a more intensive treatment and involves a rotation of
{wo days at each position. Work is added to that given in Phase III and
standards are progressively ralsed as the students begin to understand the
concepts and procedures. Group debriefings become common as problems arc
identified. Student problems and weaknesses are again identified by the
tcacher so that supporting classwork can correct them.




PHASE IV Fall-scale Simulation - 18 days

This phase is the full-scale simulation involving three days at
each position. The teacher participates in and/or interieres with the process
as little as possible. The Vice Presidents have complete control and should
exercise that authority. The quality and quantity of the work becomes greater
as standards are progressively and systematically raised and as students' skills
increase. The workers should be able to handle any situations that arise with

minimum confusion and maximum efficiency.

S




Incorrect Information_on

Insurance Policies

Roy P. Abernathy
Anmount of Coverage

Williams G. Abney
Property Description

Thayne Abrams
Name Misspelled
Amount of Coverage

Paul Ackman
Amount of Coversge

Melvin Adams
Property Description

Harvey M. Ahlstrom
Name Misspelled
Amount of Coverage

Ted A. Albertson
Amount of Coverage

wWendell Re Adler
Property Description

Carl M. Ames
Name Misspelled

William G. Andrew
Amount of Coverage

Poster F. Angus
Name Wrong

Roy O« Arnold
Amount of Coverage

william E. Babcock
Property Description

Bruce H, Baker
Name Misspelled

Jack T. Balls
Arount of Coverage

Norman Barlow
Name Misspelled

~15-

Arthur E. Barrett
Amount of Coverage

Farold Bell
Name Misspelled

Joseph A. Bensen
Property Description

Bruce Billings
Amount of Coverage

Gerald C. Berg
Name Misspelled

Brian A. Booth
Property Description

Jerry W. Boulton
Name Misspelled
Amount of Coverage

Paul B. Bryant
Amount of Coverage

Ronald W. Burton
Property Description

All policy numbers beginning
with Ol to 06 are incorrect!

All policy numbers beginning
with 07-to 12 are correct!



ADDITIONAL, FILES AND MATERTIALS NEEDED TO RUN SIMULATION
(Zf a filihg system is discussed for use in the Simulation)

l. File Folders and files

a. borrower files
(1) 100 folders
(2) each folder labeled with the name of a borrower

b. student files
gl‘ 1 folder for each student
23 each folder labeled with the name of a student

¢. investor and insurance company files
glg 12 folders
2) each folder lgbeled with the ngme of an investor

d. county assessor files
1) 15 folders
2) each folder labeled with the name of an assessor
3) miscellaneous folder

e. investor ledger file
sl; 1 folder
2) folder contains a ledger for cach investor f{iled in numerical order

f+ borrower ledger files

1) 12 folders

2) each folder labeled with an investor number

3) folder contains all borrower ledgers associated with that investor--
ledgers are filed by investor code

(2

g+ amortization schedules file
1) 7 folders
2; folders are labeled from one to seven
3) No. 1 amortization schedule in No., 1 folder, etc.

h. foims file
l; folder for each form
2) contral location in oftice

i. positional file folder for cach student

1) 12 folders

2) separate set in scparate location for each class

3) used so student can keep work separated from other classecs

J+ Teacher task shect files

13 12 folders for each class during Phase II

2) 7 folders for each class during Phase III and IV
3) Approximately 200 file folders

<16~




k. Teacher working materials file
(1) each telephone call and dictation situation should be on scparate
sheet for greater flexibility - use in 5 x 3 box
(2) separate file for tax notice request initiation sheets
Ea; separate file for insurance policy rencwal sheets
) ete.

i. Cumulative payroll and salary register file
(1) 2 folders for each class
(2) 1 folder for each office

2. Positional Files Needed

a. Tickler files
(1) 1 file for each insurance clerk
(2) 100 cards in each file
(3) recommend use 8 x 5 cards

b. Loan card file _
(1) 1 file for both posting and tax clerks to share
&2) file should contain original and copy
3) front and back of loan card should be filled out
(") 200 8 x 5 cards

(The teacher is to decide whether the tax amount on the back is
sufficient or insufficient. A coding system helps.)

¢« Rotary files
(1) borrower alphatetic file
a) two separate files
b} one file located in central position for one-half of office

(2) borrower numeric file
2& two separate files
b) one file located in central position for one-half of office

3. Student Manual--Office Manual and Procedures Manual f . each position

4. Correct insurance pelicies file

5. Incorrect insurance policies file

6. Travel itinerary refcrence books

7« 100 coupons filled out (payment number and month of payment should be
entered with a light pencil). Information is found on Master Customer
List.

8. 20 coupons filled out based on auxiliary master customer list (found in
Cashier's section). These are the Payment No. 1 coupons used to initiate
Welcome Letters and Payment Facts Sheets by the Cashier.




Operational P, dures - s

Administrative Assistant Posting and Tax Clerks
Task sheet Task sheet

Procedures manual
4 coupons - same as Cashier's

Vice President 4 Borrower ledgers
Amortization Schedules - No. 1, 2, :
Task sheet Master customer 1list

Procedures manual
Dictation Booklet - "How to be a Dictator"

Steno Corp. Insurance Cierk

3755 Beverly Blvd. '

Los Angeles, California Task shcet

90009 (50¢) Procedures manual
Tax schedule 2 fire insurance policies -
2 Payroll and salary registers coded one correct and one
5 appraisal forms incorrect

Policy correction fomm
Premium letter

Receptionist Tickler card

Policy cancellation notice
Task sheet Policy cancellation letter
Procedures manual 2 1etterhead

Master customer list
Exccutive Secretary

Transcription belt or script
Task sheet

Procedures manual

2 interoffice memoranda

Letterhead

Cashier

Task sheet Payment facts sheet
Procedures manual 2 letterhead

4 completed coupons - see task sheet section Master customer list
Deposit slip

Investor ledger -~ 2

Amortization schedules -~ No. 1, 2, 3

Daily summary and recap

Receipt book

Money

Petty cash reconciliation

Petty cash book

Rad cheek

Rad check letter

Blank MOE checks = beginning balance filled in
Welcome letter




Operational Procedures - Phase IIX

Administrative Assistant

Task sheet
Checks to facilitate No. 7 on task sheet {Auxiliary master customer list)

Vice President

Phase IIX task sheet
A copy of the payroll schedule and salary‘schedule attached
Two bonus situations

Executive Secretary

Dictation belt
Task sheets

Cashier

Phase II tesk sheet No. 1; petty cash procedures attached

Welcome letter task sheet with welcome letter attached

Bad check task sheet

Bad check letter sMaster customer 1ist)

A number of bad checks Auxiliary master customer list)
Appropriate names and form should be attached

Posting and Tax Clerk

Phasc II task sheet No. 1 with request for tax notices letter and names and
addresses of county assessors attached --  appropriate names and form
should be attached

Te<k sheet on coupon posting

Tax procersing task sheet with letter of transmittal attached with additional
tax reserve funds letter attached -- appropriate names and form should be
attached

Insurance Clerk

Task sheet No., 1 with premium letter attached
Policy renewal task sheet with insurance premium letter of transmittal ana
request for additional insurance rescrve funds letter attached

Receptionist
3 task sheetrs




Opcr:ntional Procedurcs - Phase IV

Administrative Assistant

Phase IV task sheet
A number of mortgage payment checks

Vice President

Task sheet, salary scale, payroll schedule, bcnus schedule, annual statement
procedures, and contingency procedures (names or dintation situation calling
for annual statements to be prepared)

Receptionist
3 task sheets

Executive Secretary

Dictation belts and 2 task sheets - jtinerary
Cashier

Phase IV task sheet No. 1, with petty cash procedures attached

Task sheet No. 2: welcome letter task sheet, with welcem2 letter attached

Task sheet No. 3: bad check letter task sheet, with bad check letter attached;
also #ith insufficient funds check cttached (appropriate names and forms should
be attached)

Posting and Tax Clerk

Task sheet No. 2 with coupons attached

Task cheet No. 1, sample request for tax notices letter and list of county
assessors (appropriate namis and forms should be attached)

Task sheet No. 3 with processed loan cards, tax letter of transmittal ard
insufficient funds letter attached.

Tesk sheet No. 4 with premium letter attached

Insuran. 2 Clerk

Task sheet lLo. 1 with sample premium letter and correct and incorrect insurance
policies attached

Task sheet No. 2 with request for insurance, letter of transmittal, and request
for additional insurance reserve tunds letter attached (agnropriate names and
forms should be attached)

Task sheet No. 3¢ policy cancellation task sheet with policy cancellation letter
attached




LISTING OF FOMMD AND MATERIALS

Check-off list for teacher's use for each position prior to Simulation

A. Cashier

l. Script for tape for Phase II
e+ Coupons

3. Deposit slip

i, Investor ledgers

5. Amortization schedules

6. Dally swmary and recap

7. Receipt book

8. Money

9., Reconciliation of petty cash form
10. Petty cash book

11. Bad check

12, Bad check letter

13, Vielcome letter

14, Payment facts sheet

15, Letterhead

16. Master schedule

17. Petty cash box (optional)
18. MOE payroll check

19. Auxiliary master customer list
20. Payroll and salary register
21. Payroll checks

B. Posting and Tax Clerk

1. Script for tape for Phase II

2. Coupons ,

2. Borrower's ledgers

L, Amortization schedules

5. Master schedule

6. Loan ci.rds

7. Names and addresses of county assessors

8. Tax notlces letter

9, Letter of transmittal for {ax payment

10. Request for additional tax money from borrower
11. Organized list to be used with tax notices

C. Insurance Clerk

l. Script for tape for Phase II

2. Insurance pollcies

3. Policy correction fom

Lk, Premium letter

5. Policy cancellation notice

6. Policy cancellation letter

7. Tickler card

8. Letterhead

9. Master schedule

10. Letter for transmittal for insurance payment
11. Letter requesting additional funds for insurance payment
12, Policy renewal lists

-231 -




COTEEREETEE R o

D o

D.

E,

r.

Executive Secretary

1.
2.

3.
L.
5e
6.
7.

Seript for position description for Phase IIX
Letterhead

Interoffice memoranda

Travel itinerary fom

Envelope

Phase III - letters for dictation belts
Phase IV - letters for dictation belts

(see key for copies of letters for 6 and 7)

Vice President

1.
2

Script for tape for Phase II
Payroll and salary register

3. Appraisal form

4, Payroll tax table

5. Dictation materials (dictation situations which call for a reply--
in files)

6. Annual statements

Receptionist

1. Script for tape for Phase II

2. Telephone message pads

3. Envelope

4. Spirit master

5« MOE checks

Administrative Assistant

1.
2.

3.
h.

5

Script for tape for Phase II

Activity log sheet

Telephone call sheet (paper which gives information for initiation

of a telephone call)

Check--made out for the customer payment (usually for a greater amount
than the customer owes)

Positional work sheet

-20.



PAYROLL AND SALARY REGISTER

A uitoxt provided by ERic
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FOR DEPOSIT YO THE ACCOUNT OF

name . ... MO TNCORPORATED. .. .. . .. .
ADORESS Busincss Education Lane =
... . Wheels, Utah .. 850621

PLEABE FILL IN ACCOUNY NUMBER BELOw 77 o

pate_Currens Date and _ 19 year

ALL ITEMS ARE CREDITEO SUBJECT TO FINAL COLLECTION
AND RECEIPT OF PROCEEDS IN CASH OR SOLVENT CREDITS

COMMERCIAL SECURITY BANK

CURRENCY P-—j
COIN

gz-‘éf‘%ﬂt $ 4o oo
97-21 #12] 139 |00

97-21 #25 42 |00
97-21 #64 20k _loo

TOTAL FROM
_OYHER $IOE

TOTAL“ _i;gj 00

USE OTHER SIOE FOR LISTING ADDITIONAL CHECKS

SALT LAKE CITY, UTAH _ 530 ‘

i wieL0w00 7?30



.:' ‘«-—Mo E, I NC'

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Investor _American Investors Insurance Co. Amortization Schedule : _
Code ___ Ol ‘ Payment No.
DATE TOTAL AMOUNT PAID INTEREST PRINCIPAL
SEP 23 168 28 | 61 - 25 |08 3153
SEP 23 1968 97 | 80 72 |77 25 | 03




S

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

lnvestor American Insurancc Co.

Amortization Schedule

Code __ 93 Payment No.

DATE TOTAL AMOUNT PAID INTEEEST PRINCIPAL
SEP 23 1963 : o | 23 1o {70 38 |53
SEP 23 1968 28 | 61 8 |k 20 | 19

___._JL.__‘

[N S

RPN DR
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—MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Day, Month, Year

Mr, Lester G. Aaron
2966 Garden Circle
Beaver, Utah 86990

Dear Mr. Aaron:

You are hereby notified that your check for $l66.00, drawn to our oxder
on the Logan Office of the First Security Bank of Utah, has been returned
by the bank because of insufficient funds.

We ask that you make this check good within ten days from the date of
this notice. In the event that you fail to do so, we shall proceed to
protect our interests by other methods.

Sincerely,

Nane
; Vice President

HRS/hrs
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MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Day, ﬁonth, Year

Mr. Williem E, Bird
986 Eclipse Way |
Fremont, Utah 86732
Dear Mr. Bird:
Helcome to MOE + + &

and thank you sincerely for the confidence you have shown in this corporation
by permitting us to cooperate in the financing of your property.

For your convenience, we have summarized information pertinent to your loan on
the "Payment Facts" sheet attached. You will note a loan number on the "Facts"

- sheet. Please refer to this number when writing us about any matter as this

[]2\!:2nclosures

wll Toxt Provided by ERIC

will assist us in giving prompt attention to your correspondence.

Enclosed you will find a packet containing monthly remittance notices for
twelve months. Each payment must be accomparied by a remittance notice. DO
NOT SEND THE ENTIRE BUOK. Payments should reach this office on or before the
FIRST day of each month. Late payments are subject to a late charge and could
impair your credit rating.

Each year a supply of remittance notices and envelopes will be forwarded for
your use. We will also provide you with an annual statement immediately after
the first of each year showing information that will te helpful in preparing
your incone tax return.

Your reserves for taxes and fire insurance premiums are only estimated. If we
have an excess, it will be held as & credit to your account, subject to your
order, and if we do not have sufficient funds to take care of these items, we
will notify you. Please inform us if a change is made in your hazard insurance
or if you report & claim under the policy. Also, do let us know promptly of
any change in your address or sale of the property on the form enclosed in
your packet. ; ‘

We look forward to the opportunity of doing business with you and hope you
will call on us--ggx time. _ .
Very truly yours, .

Name
Vice President-

HRS/hrs
/ o



Page 2

PAYMENT FACTS
NEW OWNER: Willjam E. Bird

YOUR LOAN NUMBER: __O4-007
ORIGINAL OWNER: |

As of ' October 1, 1968

there is a principal balence on your FHA loan in the amount of $

and/or a balance on your VA loan of $
and/or a balance on your Conventional loan of $4,296.
and/or a balance on your Installment Note of ' o $

Acéumualted credit, representing trust funds, presently totals $

The next peyment on your account is due November 1, 1968
In the amo:nt of $_42.00
This monthly payment is allocated as follows: $

Principal and Interest - FHA

Principsl and Interest - VA

Principal and Interest - Conventional 28.61
Special Assessment '

FHA Mortgagr Insurance

. Deposit for Taxes 10.72
Deposit for Fire & Hazard Insurance , 2.67
Other ' .

Monthly Side-Agreement (Installment Loans) : $
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-|-MOE, INC, S
* " BUSINESS EDUCATION LANE ' - T ,
. WHEELS, UTAH 84'62.1.4' .

!

¥ DAILY SUMMARY AND RECAP

" ate_Month, Day, Yea__r____‘.

= ’ ‘.“.:1..' :-:;‘.T 'r;:.s:-. - e
Investor . . -
Code Investor - Tota} Paid - interest” Principal . Late Charge:

o anrEs e St ee st sy e a2 r. :a&—jF&;;e~. N N N E LRt ) e TR

. T
1~ Aetna Insurance Co.
TN N

PRSP DVEPIDIPESUPI \RIPUIIIUSPIPIAPUSGVEE PP SR

2 . AlsttelnsuranceCo. | - ‘ : B R

- o n o e - e e e men o s4 e ee et e e he et e s mbe s e

e e |08 | fu1902 | 458,72

4 Amertcan Investors Insurance ICu. : 126. 11 R W-B‘)— 1 28.56
] American Western Life Insurance
S U SN R
6 Anchor Nattonal Lite Insurance )
7 Bankers life & Caswlily Insurance
- T e e S B
8 Bechive Insurance Company -
L . D e e —r—
9 California Western Hife husurance -
10 Contineniel Life Insurance Co.

u © Patmets lnsurance Group

: . 'JVWW-“-J-“M;‘L* I I - ‘e
12 Massachuseits Mulual Life Insurance . :

vomat, - < . $30h.25 | 421697 | $67.28
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=1-MOE, INC.

BUSINESS EDUCATION LANE

WHEELS, UTAH 84621

RE. Name Clifford Adair ‘ Policy

09-080 pate Month,Da

NAMES OF INSURANCE COMPANIES

AETNA INSURANCE CO,
312 Boston Building
Newport, Main 12134

ALLSTATE INSURANCE CO. —

363 E. 960 South
Boston, Massachusetts 13236

AMERICAN INSURANCE CO. X

647 W. Broadway
Chlcago, Nlinots 34323

943 North Main
Chicago, Illinois 34234

AMERICAN WESTERN LIFE INSURANCE —

942 E. 11 South
Washington, D. C, 22097

s ANCHOR NATIONAL LIFE INSURANCE

150 East Gover
Cincinnati, Ohio 42870

AMERICAN INVESTORS INSURANCE CO. .

BANKERS LIFE & CASUALTY P.SURANCE
487 Pioneer Street
Dallas, Texas 60953

BEEHIVE INSURANCE CO.
149 South State
801t Lake City, Utah 84368

CALIFORNIA WESTERN LIFE INSURANCE
479 Bankers Building
Los Angeles, California 93478

CONTINENTAL LIFE INSURANCE CO.
Continental Bank Bultding
San Francisco, Californfa 93347

FARMERS INSURANCE GROUP
947 East 4th South
Reno, Nevada 80023

MASSACHUSETTS MUTUAL LIFE INSURANCE
1698 South Main
Boston, Massachuseits 30234

Correct Legsl Description to read: _Lot 15 Block 6 Sunset Road Development #7, Orangeville, Utah

Cotrect Name of insured to read

Cortect Effective Dates of Policy to terd:

v -

« Corgest Amount of Coverage to read:




e gt
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| }-moE, INC.

SUSINESS EDUCATION LANE
WREALS, UTAH 846D)

Name of Insured __Paul G, Aﬂdiﬁgn - e

Borrower's No. 05'038

Effective Dates of Ins. September 30, 19-= to
September 30, 19--

Policy Expiration Date _September 30, 19--

TICKLER CARD

Name of [nsurance Co. American Western Life Insurance

Policy No. 05-038

Amownt of Coversge ___ $11,000




=MOE, INC.
BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Day, Month, Year

Mr. Paul G. Addison
353 S. 1100 E.
Eureka, Utah 86502

Dear Mr. Addison:

It is a real pleasure to advise you that your application for Mortgege
Fire Insurance has been approved. Enclosed 1s your policy which describves
the benefits and provisions of this valuable insurance coverage under-
written by the American Western Life Insurance Company.

Pelow 18 listed the composition of your new payment including the premium
for this protection:

Principal and Interest $ 83.94
Deposit for Taxes 29.06
Deposit for Fire Insurance +00

Total Monthly Payment 120.00

We congratulate you for your wisdom and foresight in participating in this
program, and we trust you will feel a greater measure of security in knowing
that you have provided for an emergency with this insurance. If you have

any questions concerning this matter, please contact us at your convenience.

Enclosed 18 a new set of coupons. In order to avoid the possibility of
confusion, we ask that you Jestroy any others in your possession.

Yery truly yours,

Nameo
Vice President

HRS/hrs
Enclosures

h1-



=MOE, INC.
BUSINESS EDUCATIJON LANE
WHEEL.S, UTAH 84621

Day, Month, Year

Mr. Daniel R. Alsop
1153 Bryaa Avenue
Milford, Utah 87567

Dear Mr. Alsop:

Your insurance policy covering property on which we hold a mortgage will
expire on October 1, 1968. We must hold the original insurance policy in
our files at all times.,

Will you see that a renewal policy 48 in our office at least ten days
before expiration. You are free to purchase the policy from any agent
you may choose £0 long as the coverage and company meet our minimum
requirements.

If a replacement policy is not received in the required time, we will have
no other alternative than to order the policy for you at your expense.

Sincerely yours,

Name
Vice President

HRS/hrs
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- BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

December 3, 1968

Mr. Harold H. Madsen, Executive Secretary !
National Businessman's Association

1011 LaSalle Street

Chicago, Illinois L2142

Dear or. Madsen:

In regard to our discussion last week at the national convention in Mjami,
I am compelled to say that the new president of NBA should be congratulated
for his handling of the student uprising during the general meeting.

Mr. Haines, the president, handled the situation with great finesse. 1In
fact, he handled it so smoothly that many people in attendance were unaware
of the disturbance.

I certainly appreciate your service to the association. NBA will be on
the move as never before during the coming year, and I am proud to be a

member.,
' Sincerely,
H. Robert Stocker
President
HRS/hrs




BUSINESS EDUCATION LANE
- WHEELS, UTAH 84621

December 3, 1968 -

Mr. Gerald P. Haines, President
National Businessman's Association
c/o Peoples' Utility Company

4200 South Kensignton

Des Moines, Iowa 35769

Dear President Haines:

It seems that all great conventions have the dubious honor of having
“"yippies" in attendance. Ours was a great convention even with this
disturbance.

Many of us in attendance are very appreciative of your smooth handling
of the situation. We appreciate your leadership in NBA. I want to
express my personal thanks for your friendship and association throughout
the years.

I am looking forward to a great yecar with the association.

Sincerely,

H. Robert Stocker
President

HRS/hrs
cc Ho M. Madsen
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BUSINESS EDUCATION LANE
WHEELS, UTAH 8462i

January 17, 1969

Mr. John J. Bennett
3509 East Oak Drive
Sterling, Utah 87684

Dear Mr. Bennett:

In a recent letter to us you stated that you had received two letters from
MOE, INC., indicating an amount due of $8.6l4 for taxes and an amount due
of $3 53 for insurance. You asked for an explanation of these edditional
charges and for an explanation of why you must increase your mortgage
payment by $1.02 per month.

To begin with Mr. Bennett, yo - mortgege payment was $166.00. This
payment can be broken dowa into three major components. These components
are (1) principal and interest, $119.76; (2) texes, $37.24; and (3)
insurance, $9.00.

The amount you pay for principal and interest can best be explalned by
noting that the portion of the $119.76 which goes toward reducing your
principal is continually rising and the amount which goes for interest is
continually decreasing throughout the term of your loan. Why does this
happen, you might ask. The reason is because the principal balance of your
loan 1is decressing with each mortgage payment you mske. Since you are
paying a fixed amount of principal and interest, $119.76, a reduction in
your principal balance means less of this fixed amount needs to go for an
interest payment and s>, consequently, more of the $119.76 can go toward
decreasing your principal.

The amount you pay each month for taxes and insurance can perhaps best

be explained this way. Uninsured mortgaged property cannot be tolerated;
neither can having tax delinquent property under mortgege. In either case
neither MOE, INC., nor its investors are fully protected. Because of this
we have an agreement with our investors that we will pay all taxes and
make all insurance payments.

In order for us to pay your taxes and insurance, we estimate how much your
taxes are going to be on your mortgeged property and how much the insurance
to cover thls property is going to cost. We then divide this estimation by
twelve and ask that you pay one-twelfth of this total each month. In this
vay we hope to have enough money accumulated in a tax and insurance reservc
to pay your taxes and to pay your insurance premiums when they come due.

_5h_



Mr. John J. Bennett
Page 2
January 16, 1969

Sometimes, however, there are unforeseen circumstances which influence the
amounts that must be paid. In your case, Mr. Bennett, your taxes increased
by $8.64 because the assessed valuation of your property increased when you
built your new garage. As for the increase in your insurance premium of
$3.53, we assume this can be attributed to either inflation or to an excess
of insurance claims. There may, of course, be any number of reasons for an
increase in an insurance premium.

This, then, is a breakdown of your mortgage payment and an explanation for
the charges included therein.

If you desire further information or if we may be of further service to
you, please do not hesitate to let us know.

Yours very truly,

Name
Vice President

hrs
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 MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

T

January 17, 1969

Massachusetts Mutual Life Insurance
1698 South Main
Boston, Massachusetts 30234

Attention Mr. Scott

Gentlemen:

One of the borrowers to whom we lent your invested money, & Mr. Arthur E,
Barrett of Axtell, Utah, has had a heart attack. Mr. Barrett's doctors
assure us that Mr. Barrett will be fully recovered in approximately six
months.

Mr. Barrett has no insurance for an emergency such as this and will not be
able to make his mortgage payments until he is able to work again.

With your concurrence, we will suspend all activity concerning Mr. Barrett's
account until he is again able to make his mortgage payments. Mr. Barrett
realizes, of course, that an extra charge will be necessary if we allow him
this privilege.

Sincerely yours,

Name
Vice President

hrs

-56-




!
|
i
i

.
.

o

_ =}-MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 8462)

January 17, 1969

Mr. Robert J. Bates
1205 Gilmer Drive
Moab, Utah 86792

Dear Mr. Bates:

Subject: Loan No. 09-06

For the last six months, Mr. Bates, you have been 15 days late making your
mortgage payment. As is our usual procedure, you have been charged a late

charge which has been added on to the total of your next mortgage payment.

However, you have been ignoring the late charge .nd have been paying only
the regular mortgage payment.

In accordance with the terms of the contract you signed with us vwhen
obtaining your loan, you agreed to pay all late charges incurred because
of late payment. The contract also states that nonpayment of any charge
is justification for making the total mortgage amount due immediately.

S

If you do not pay theée iate charges and make your payments on time in the
future, Mr. Bates, we will be forced to take immediate action.

Yours truly,

Name
Vice President

hrs



_=tMOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

January 17, 1969

California Western Life Insurance
479 Bankers Building

Los Angeles, California 95478
Attention Mr. Smith

Gentlemen:

Subject: Willard J. Andrews, Loan No. 09-O7h4

As you know, MOE, INC., does not lend capital for speculative ventures

buvt lends only to borrowers who can prove sufficient equity. However,

Mr. Andrews of Gunnison, Utah, belleves there is little or no risk attached
to building a major eating establishment in his town.

Gunnison is in a rather unique geographic position. The town is situated
at a junction on U. S. Kighway 89. It does not matter which road a pereon
takes at the junction because both are major routes to Salt Lake City.
Highway 89 continues up the east side of the Wasatch Mountains and Utah 28
joins U. S. Highway 91 and Interstate 15.

Approximately 13 miles to the south at Salina, Uteh, Interstate 70 is
presently under construction and will bring many people through Gunnison

as they move from Interstate 15 to Interstate 70 or vice versa.

MOE, INC., feels this is a worthy venture and that teking a mortgage on the
eating establishment to be bullt will provide sufficient protection. Please
let us know whether or not you concur in this decision.

Very truly yours,

Name
Vice President

hrs
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COURSE OF STUDY

SIMULATED CFFICE EDUCATION

STUDENT PACKAGE

UTAH STATE BOARD FOR VOCATIONAL EDUCATION
Walter E. Ulrich, Jr., Administrator

E. Charles Parker, Specialist, Office Occupations
Garth A. Hanson, Teacher Educator, U.S5.U.

H. Robert Stocker, MOE I, Teacher

Institutional Assistance: Utah State Board of Education

RCU Division
Title I, E.S.E.A,
Vocational Division

Utah State University
Logan, Utah

System Development Corporation
Santa Monica, California

Utah Mortgage Loan Corporation
Logan, Utah

Teacher Assistance: Laurs Balls, Logan High
. Jessie Cowley, Skyline High
Pat Pieper, Clearfield High
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REFERENCE INFORMATION

A, DPurposes of simulation

Simulation is not a new concept in education. It has been around
for many years., You very likely used it as a child when you were growing up.
You assumed the role of one of your parents, the nurse, or a fire chief,
Simdation 1s a very real part of our learning process,

Webster says that simulation is "to assume the appearance of . . . "
With MOE, INC., we are assuming the appearance of an office; and in order to
succeed, we must get realistic reactions from the participants, It takes
a lot of preparation to get this kind of response., Imagine the background and
effort that goes into a space shot simulation, a national emergency simulation,
or an office simulation,

Our purpose in simulating an office is to get the potential
office workers used to working in an office, You are a part of a real office;
only the outside environment is simulated. You could actually conduet business
for a mortgage loan company within these walls. The only time you will become
anything other than an office worker is when you become the administrative
assistant; you are then the outside world, You may simulate & telephone operator,
a customer, or & banker down the street. You will be given ample instructions
at the time.

The MOE, INC. simulation was copied from an actual mortgage loan office;
Utah Mortgage loan Corporation of Logan, Utah, Four simulation experts entered
the offices of U.M,L.C., and interviewed each worker at his work station. These
workers were asked questions about their positions and how they related to the
overall operation of the office. The simulation team collected procedures and
forms, ete, From this exciting teginning came the scripts, tapes, manuals,
task sheets, equipment, and positions that you will work with while you are in
MOE, INC. Simulation offers some exciting avenues to office learning.

B, MOE, INC. Simulation Procedures

As a worker in MOE, INC. you will be given the opportunity to work in
all of the positions in the office. You will rotate through the positions as
directed by your teacher., The simulation is constructed in the following four
phases?

PHASE I - Pre-problem driefing
This is the general introduction to the simulation. It involves an
acquaintanceship with the simulation facility and & laying of ground rules

for work therein, The student must interview for a position in the office
and present all data necessary in applying for the Jjob.

ole



PHASE II - Positional instruction

This phase is a general orientation phase involving & rotation of
one day at each position. The purpose is to give a general overview of the
company and to identify general student weaknesses which must be corrected in
the regular classroom before Phase III can begin. Each student should
be individually debriefed by the: teacher to insure & thorough knowledge and
understanding o the elements of each position.

PHASE IIT - 3imulation warm-up

This phase is & more intensive treatment and involves a rotation of
two days at each position, Additional work is added to that given in Phase IIX
and standards are progressively raised as the students begin to understand the
concepts and procedures, Group debriefings become common as problems are
identified, Student needs are again identified by the teacher so that
supporting classwork can correct them.

PHASE IV -~ Full-Scale Simulation

This phase is the full-scale simulation involving three days at
each position. The teacher varticipates in and/or interferes with the process
as little as possible. The Vice Presidents have complete control and should
exercise that authority. The quality and quantity of the work becomes greater
as standards are progressively and systematically raised and as students' skill
increase. The workers should be able to handle any situations that arise with
minimum confusion and maximum efficiency.

C. Positional Description

The names, descriptions and objectives of the positions in MOE, INC.,
are listed below in alphabetical order. Read through them &nd become familiar
with each position,

ADMINISTRATIVE ASSISTANT

Takes the place of the outside world in the simulation. Duties
consist of being an assistant to the teacher, role playing (County Tax Assessor,
Bank, Insurance Company, Mailman, Customers ), telephoning, evaluating, initiating
customer contact, and miscellaneous duties directed by the teacher.

CASHIER

Receives and deposits customer payments, manages petty cash fund,
posts to investors' ledgers, completes daily summary and recap, writes welcome
letters to new customers, complete payment facts sheets, and handles all bad
check procedures,

EXECUTIVE SECRETARY

Regulates work overflow, handles dictation and trsnseription duties,
as 0irl Friday for VICE PRESIDENT, and is responsible only to the VICE PRESIDENT.

a2a




INSURANCE CLERK

Checks insurance policics for completeness and accuracy, compleles
corrcetion forms on incorrect policies, writes premium letters to customers
with correct policy and completes tickler card on corrcect policy, handles
policy cancellation notices, and renews insurance policy using customer's
reserve or requests additional funds from borrower so he can pay insurance
premium.

POSTING AND TAX CLERK

Requests individual property tax amounts from County Assessors,
pays taxes from individual customers' reserves, requests additional funds to
pay taxes, and posts to customers' ledgers.

RECEPTIONIST

Meets visitors, understands total office concept, files all
correspondence, imay conduct tours as needed, screens visitors, and fills in
wherever needed in the office.

VICE PRESIDENT

Is in charge of the office and is responsible for upgrading procedurcs.
Is responsible only to the president. Must supervise personnel, make personnel
evaluations, write and dictate letters, complete payroll, and interview prospectiy
employees.

D+ Work Attitude

The simulated office is designed with you, the worker, in mind.
. Wherever possible it is furnished with the latest in office equipnment and
furniture. There has been & concerted effort to provide you with the
environment and atmosphere which is found in the office.

MOE, INC. is a company which is in business to serve the public.
From that public, MOE, INC. must make a profit for the services it renders.
You are expected to contribute to that profit. If your conduct or work
detracts from that profit, you can consider that your job is in jeopardy.
You are expected to help establish a working atmosphere of relaxed,
industrious, efficiency. There should be a feeling of team effort in com-
pleting the day's work.

Decision making and the ability to follow instructions are some
attributes that will contribute most to the sueccess of your Job. These
two items are listed high as the most needed attributes of berinning office
workers., The Vice-President is the student boss of the MOE operation. 1In
order that he may perform his duties effectively, he must insist upon quality
workmanship from all office workers. He must do this in spite of personalities
or friendships.

~ Assume your position, play the role and do the work as an office
. worker should do. Keep your work area clean. Finish one job, put it away,
then get along to another jobs In this way your desk will not become cluttered.




Your contribution to the office atmosphere is very important. Make ccrtain
your part on the tcam effort is cffective and satisfyins.

E. Ground Rules
1. Breaks

You will be expected to take a break periodically while you are
working for MOE, INC. There are several reasons why you will be
required to take this break. Some of these reasons are as follows:

&, You eed to practice leaving your work and coming back
to it with a minimum amount of lost time.

b. You should practice communicating with other members of the
office staff. Most of your office time is spent with
"business talk"; some of your time should involve "personal
talk.” Make an effort to become acquainted with all members
of the simulated office.

¢. You need to take a break for a change of pace. This change
of pace keeps you interested in your work.

While you are on your break, relax as much as you can, take
care of your personal needs and get back to work as quickly as
possible. Do not get involved in gossip, cxtended breaks without
permission, or activities which are unbecoming to an office worker.

2. Absences

You are expected to be present at all times Just as you would be
in an actual office. The proper functioning of the office depends on
the presence of all office personnel. If absence is necessary, make
certain that either the Vice President or President is notified.
3| Za_):dies .

Unexcused tardies will affect your grade and salary. Keep them
at a mininum,

k., Chain of Command

Read through your materials carefully and use your own initiative
in solving problems. If you still have questions, refer thec matter
to your Vice President who in turn may go to the President.

5. Dress

People gain an impression of you the first time they see you
and on the basis of it, they frequently judge the individual beforec
he has had an opportunity to speak. Good appearance is important in
getting and keeping a job. .

Good personal appearance includes the proper selection snd care
of clothes, Clothes to be worn for business should be appropriate,
heat, &¢nd becoming. The styles chould be attractive and yet avoid
extremes.

.,'.



The proper carc of clothes is ,just as important as the scleclion.
I'requent cleaning and pressing of garments and constant attention to
such itemns as well-polished shoes give an office worker top marks in
appearance.

F. Evaluation

While you are working with MOE, INC., you will be evaluated through
varied techniques. The Vice President (a fellow student) is required to
complete an evaluation for each of the employees in his office. He will
evaluate you on the quality of your work, your quantity of work, your ability
to follow instructions, your diligence, use of judgment and imagination where
required, initiative and responsibility, attitude, promptness, response to
supervision and instruction, courtesy and cooperntion, relations with co-
workers, and appearance. Your teacher will insist that the Vice President
be objective in this evaluation and not allow personal feelings to influence
his appraisal. The tecacher will consider this factor heavily in evaluating the
Vice President. The evaluation will remain confidential unless the teacher
wishes to discuss it with you personally.

The teacher will also conduet a constant evaluation of your performance
while you are at each position. This evaluation will bec based on the factors
listed below.

1. The work you produce. Remember, if you would not be proud to sign
your name to a piece of outgoing correspondence, it is not of mailable quality.
It is the Vice President's responsibility to see that the correspondence will
meet the standards of mailability that your teacher has estarlished. Once the
Vice President has approved and signed an item of correspondence, he assumes
responsibility for the mailability of the correspondence and will be graded
accordingly.

2. You will be asked to make a carbon copy of all the correspondence
you type. These copies are to be placed in the "out" basket located near
you. The Receptionist will act as the mail carrier and pick up all of the
out-going mail periodically. She will then place your material in your file
each day. You are to check to see that it has been properly placed and
arranged. When the teacher sees that it is time for evaluation, he will
check your file, usually unannounced. Keep it in good shape at all times,
even though it may only be checked two or three times during the simulation.

3. Some of your offices may be cquipped with a telephone system. Since
no two of them will be exactly nlike, you will have to check with your instructe
to learn how each system is operated. The telephone introduces a new form of
evaluation. Wherever it is possible, yosur system will be cquipped with faciliti
to record all conversations. Some of these may be both avlio and video. If you
system is so equippad, you will not always know when you are being recorded, but
it is conceivable that these recordings will be evaluated periodically to detem
the progress you are making. It is also likely that your conversations will be
used in some of the debriefing sessions. You should be aware that you should no
say anything on your telephone at any time that your instructor should not hear.
This rule is just as valid 4n the office as it is in this instructional facility



(4) You will occasionally be given a formal exam in the form of & "rush
Job," Depending upon the position you are occupying, you will be given some
assignments to complete in a given amount of time. During that time you will
be interrupted with telephone, customer, and employee business. Your challenge
is to return to your work as quickly and efficiently as possible., Your work
will be returned to yowr tnstructor when time is up and you will then follow
the office routine again.

These many approaches to evaluation are designed for a total evalua-
tion of your capabilities as an officer worker. It is hoped that from the
evaluation, you can be helped in becoming a very competent worker in the
office. If you have any questions concerning these procedures, please feel
free to contact your instructor.

G. Debriefing

Debriefing is not a normal function of an office, but is very
important as a step in the instructional process. It is designed to immediately
bring to the students' attention his strengths and weaknesses in the office
enviromment. Such characteristics could deal with skills or attitudes. Some
debriefing will include everyone in the office, while others will be held
individually.

The object of the debriefing sessions is to determine how the office
functions. The discussion perlod is designed for the student more than for
the teacher. Here is an opportunity for you to speak--to give your ideas in
how to improve the office conditions or to ask questions concerning your own
office situations.,

Debriefing sessions will last Jjust as long as the teacher thinks
they are needed. Usually they will come at the end of the day or week, but
they could come whenever it is necessary. You will find the debriefing
sessions of great help to you in improving your office effectiveness. Take
advantage of them, You can learn much from these sessions.

H. Public Relations

Because this is & unique educational program, people may be interested
in visiting while you are working, Your role in any of the positions, except
receptionist, should be that of not being distracted by someone else in the

office. If you are asked & question, a short complete answer is all that is
expected,

1. Correspondence Guidelines

All correspondence styles and procedures will be at the teacher's
option,
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THE MORTGAGE LOAN COMPANY EXPLAINED

A mortgage loan company provides money for the purchase of homes and prop-
erty or both, This company obtains the money it loans to borrowers from
investors, These investors are usually large insurance and investment
companies, The Mortgage Loan Company makes a profit from 'buying' money
from these investors and "selling" it to borrowers at a slightly higher
rate of interest,

When a ccuple decides to buy a home, they usually contact a real estate
broker who shows them several homes., When the couple decides on a home to
buy, they may select a mortgage loan company where they can receive a loan
at the least possible rate of interest, The couple is interviewed by an
official of the company where that official makes a decision as to whether
a loan should be made or not,

The loan is then made (if acceptable to all parties) to the borrower for
payment on the property. A welcome letter is sent from th¢ Mortgage Loan
Company to the borrower along with payment information and a set of coupons,
one of which is to be returned with each monthly payment,

At a given time each month, the borrower then writes a check for the amount
of the payment, attaches it to the coupon for that month and sends it to
the mortgage company, The cashier at the mortgage company receives the
check and coupon, ., . The check is then deposited in the bank and the
coupon is sent through the company system and posted to the borrowers ac-
count,

In most states, it is possible for the borrower to pay insurance and tax
premiums together with the mortgage payment, These funds are kept in re-
serve with the mortgage company until the payment for each comes due. This
enabler the borrower to pay the same payment each month and not have to
make a large payment for insurance and taxes whenever they come due,

The Mortgage Loan institution makes it possible for individuals to buy
homes who would otherwise be forced to rent all their lives, They per-
form a very important function in our economy,




K. GLOSSARY
AMORTIZATION SCHFEDULE

The amortization schedule is a table of figures which defines the anount

of interest, principal, and balance remaining on the loan after cach paymen!

is made. The details of the loan arc recorded across the top and the pay-

ment number of the loan is recorded down the left margin of each column.,

t This schedule is used for posting to the various ledgers. This schedule is
also useful for obtaining information for the annual report and other detail
concerning the borrower's loan.

BORROWERS IEDGER

A cumulative payment record for each borrower. Each time a borrower
makes a payment, it is recorded on this ledger with the amount for
interest, principal, loan balance, taxes and insurance also listed.
The top of the card contains all applicable information concerring the
borrower.,

COUPONH

The coupon is one of the major documents used in a mortgage loan business.
When & borrower receives a loan from MOE, INC., a set of coupons is sent
to him stating the amount of the payment and when it is due. The borrower
simply remits his payment (usually in check form but sometimes in cash) to
the loan company along with the coupon. The company then has all of the
information necessary to credit the payment to the proper account without

. referring to any other files. MOE, INC. will accept payments withcut the
coupon but the cashier immediately makes out a handwritten coupon so the
payment may be processed.

INSURANCE POLICY

A contract between two parties stating coverage costs, payments, and
limitations for insuring stated property against loan in value. It is
necessary that each loan be covered. The policies are rcnewed cach ycar
for this practice but may be renewed for longer periods in normal business
conditions.

INSURANCE RESERVE

In order to provide a more complete scivice to the customer (borrower),
MOE, INC., insists that a portion of the monthly payment be placed in a
reserve for the payment of the insurance premium when it becomes due.
Approximately two months before the insurance expires, MOE will initiate
action to renew each policy. Money is then drawn out of this insurance
reserve and the insurance is paid. 1If the amount in the insurance reserve
is not sufficient to cover the cost of renewal, additional money must de

. obtained from the borrower.




INVESTOR

An investor is a money supplier. Funds avallable for investment are
supplied tc a company such as MOE, INC., at a particular interest rate.
MOE, INC., in turn lends this money in smaller quantities to borrowers
at a higher rate of interest. MOE, INC.'s profit comes from efficiently
administering all details concerning its loans so that all investor
requirements (insurance coverage, tax payments) are fully met.

INVESTORS LEDGERS

A posted record of the transactions occurring on an investor's account

is made on an investor‘'s ledger. The ledger carries the information
concerning the amount paid from borrowers to the investor, interest on
loans, principal, etc. A number of borrowers may be assigned to an
individual investor. Each borrower's payment is recorded to his investor's
ledger which means that the ledger will contain entries from several
borrowers each day.

LATE CHARGES

MOE, INC. lends money to borrowers for repayment on & monthly basis.

When the borrower fails to pay the payment on time, it causes inconveniences
throughout the system. MOE, INC., can't pay its bills to the investiors on
time, more interest is owed than planned, etc. In an attempt to off'set
this additional expense, a late charge is levied on the borrower. -There

is a blank space on the coupon for adding this fee and it is paid right
along with the regular monthly payment.

IOAN CARD

The loan card contains the legal description of the property which will
enable the tax assessor to compute the tax assessment. The loan card is
completed with an original duplicate. fThe original is enclosed with a
letter of transmittal to the appropriate county assessor and the duplicate
remains in the file. The county assessor writes the amount of tax on

the loan card and returns to MOE, INC, The student can then process the
card in accordance with the procedures contained in the task sheet.

LOANS

a, Conventional Loan
A loan granted by a loan company at the going rate of interest,
normal down payment, usually 10% of the purchase price, and with
normal security, MOE, INC., uses only this type of loan.

b, FHA
A conventional loan guaranteed in part of the Federal liousing
Adninistration, Houses ané bvorrowers must meet prescribed

conditions. Down payment end interest rates are usually lower
than a conventional loan.




c. V. A, Loan

A conventional loan, guarantced in part by the Vet 'rans Administration
for war veterans. Often there is no down payment and interest rates
arc much lower than for conventional loans.

MASTER CUSTOMER LIST

MOE, INC., does business with approximately 100 customers. ' A real business
has an ever changing 1ist of customers but for our instructional purposes,
you will be working with these 100 accounts. The list is complete with
the name of the customer, his address, the legal description of his
property, the amount of the principal and interest to be included in each
payment, the rate of interest of the loan, and the amount of taxes included.
You will also find the total amount of irsurance coverage needed, the
customer account number and the total monthly payment which is paid each
month. This 1ist should be kept so that you can use it when needed.

It can answer a great many questions for you. The Master Customer List

is included in each Student Manual for your reference. Each part of

this 1ist is explained through the headings above each column.

MATURITY DATE
The date at which a loan is to be paid in full.

MOE, INC.

MOE, INC., is the name of the simulated company that is in the mortgage
loan business and used for instructional purposes in office occupations.

MORTGAGE

The legal paper that cecures for payment of a debt. The mortgage becomés
void upon payment or performance in full-~-or lack of performance as
prescribed by the contract.

POSTING

Machine printed, typewritten, or handwritten entries on ledgers in order
to give & current accounting of all transactions.

PROCEDURES MANUAL
A basic student reference manual along with specific procedures for cech
position in the office. An example of each form is included with an
appropriate explanation.

TASK SHEET

An outlined description of the positional duties for a given period of
time. These task sheets initiate all input into the office.

*
]
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TAX RESERVE

In order to provide a more complete service to the borrower, MOE, INC.,
insists that a portion of the monthly payment be placed in a reserve

for the psyment of property taxes. When taxes are due, MOE, INC.,

writes to the tax assessor (Administrative Assistant) and requests the
tax assessment for the specific property. Upon receipt of that notice,
the borrower's taxes are paid from the tex reserve. If the amount in
the tax reserve is not sufficient to cover the tax assessment, additional
money must be obtained from the borrower.

TICKLER FILE

The insurance clerk in MOE, INC., uses the tickler system to remind her
when insurance policies sre about to expire. Each month the file is
checked to determine action to be taken.

-11-




POSITION WORK SHEET FOR MOE EMI'IOYFES

date

vhile I was (circle one) Vice President, Administrative Assistant,
Receptionist, Executive Secretary, Cashier, Posting and Tax Clerk, or
Insurance Clerk, I completed the following work; and appropriate copies
have been placed in my out basket for filing.
letters typed
— . memorandums typed
letters dictated
memorandums dictated
coupons posted ;
deposit slips madc out
checks made out
—_ payroll completed
payroll typed
— ___dnsurance policies processed
insurance correction forms completed
tax notices processed (loan cards)

telephone calls handled

daily summary and rccap completed
Other work done during the day

Comments:

Signature

-l2-




MOE, INC.

PROCEDURES MANUAL

_

ADMINISTRATIVE ASSISTANT




ADMINISTRATIVE ASSTSTANT

As Administralive Assistanl you teke the plnce of Lhe oulualde
- world (tac assessor, lLank, cuslomers, insurance comprny, etc.) in the
. simulated program., Therefore, role playing will be of major importance
to the success of your Job, You are responsible for the flow of work to
each position as directed by the teacher. You must work very closely and
s cooperatively with the teacher.

-13-




ACTIVITY LOG FOR ADMINTSTRATLIVE ASSISTANT

Porson and Position contacted

You are calling/visiting in the name of -

Subject of call/visit

Outline the comments you will make

1 ' 1v

1I vV
111 ' VI

Not

Activity Appraisal Applicable Deficient Fair Average Good
Proper Greeting e 0 123 456 789
Kept Waiting Properly 0 123 456 789
Spoke Clearly | 0 123 456 789
Answered Questions Properly 0 123 4506 789
Maintained Composure 0 123 456 789
Proper Closing of Call/Visit 0 123 456 789
Good Subject for Call/Visit 0 123 456 789
Good Debriefing Example 0 123 456 789

Telephone Call
Was recorded beginning position of Indicator
ending position of Indicator

Was not recorded

Suggested letter grade for person contacted

Signature




MOE, INC .

PROCEDURES MANUAL

CASHIYER




CASHIER

A, Bad Check Procedures !

Occaslonally, a check is written by a borrower when there are not
suff'icient funds in the bank to cover it. When one of these checks 1is
received by MOE, INC., it enters the deposit just like, any other check because
at that point, no one knows that there are not enough funds in the bank to
cover 1t. As soon as 1t is processed by the bank and marked "INSUFFICIENT
FUNDS," the check 1s returned to MOE, INC. The check will come to your
desk through the mail,

Since MOE, INC., guarantees payment to the bank for the amount of
that check, you must immediately have the receptionist write a check to the
bank for the amount of the bad check. Include this in the next deposit.

You must then let the borrower know that hie check "bounced" and you must

get the money from him, A letter is written informing the borrower of the
situation. (See Exhibvit A) You are to type this letter using the proper
borrower's name, the vice president's signature, and the necessary Iinformation.
You then mail this letter to the borrover.

Procedures:

1. Ask the receptionist to write & check to your bank for the
amount of the bad check.

2, Write letter to the borrower asking for reimbursement.
B. Investors' ledger

The primary purpose of a mortgage loan company is to provide
money to lend to borrowers like you and me to use in purchasing Homes or
property. Most of the money obtained by the company for lending comes from
people or companies with large sums of money to invest, The mortgage company
earns profits by "buying" money from these investors and "selling" it to
borrovers at a slightly higher rate of interest, As the borrower submits
his monthly payment, the proper amount must be credited to each investor.
This is done through the use of investors' ledgers, Care must be taken so
that only that money due the investor 1s credited to his account.

On the ledger sample (Exhibit B) the name of the investor 1s placed
at the top. The name of the investor on the sample ledger is American Insurance
Co. His code 1s 03, \

i

The "total amount paid" to the investor by the borrower is the
amount received from the borrower MINUS THE TAX AND INSURANCE RESERVE PAYMENT.
This total amount paid is the sum of the principal and interest. This payment
total is given at the top of the Amortization Schedule. From the coupon, find
the number of the payment and then determine the breakdown of the interest and
principal from the amortization schedule,

<15~




Procedures

1. Sort Coupons according to investor.

2, Determine amount of interest and principal on each coupon from
the Amortization Schedule.

3. Post figures from each coupon separately to the ledger.

b, Post all coupons belonging to one investor to the investor's
ledger.

S When the ledger is filled, prepare a new ledger sheet for the
investor.

c. Amortization Schedule

Exhibit C 1s one page of an Amortization Schedule. The purpose
of this schedule is to provide you with a payment byeakdown concerning
. prineipal and interest amounts of payment., The amount remaining to be
pald on the loan is also included. The schedule is divided into two
colwms, The attached schedule covers a loan of $21,200,00 at the rate of
6.50% interest. The monthly payment is $149.23 and the loan will be paid
off at the end of 22 years and 8 months, or in 272 pay periods. This
pertinent information 1s recorded at the top of esch schedule. MOE, INC.,
will be working with seven separate Amortization Schedules so be ceriain
to use the proper one. The payment number needed in order to use this
gchedule is found on the ecoupon of the borrower.

If the payment number was 75, using this schedule, the amount to
be credited to interest would be $97.93 and the amount credited to the
principal would be $51.30. The balance of the loan would then be $18,027.88.

Procedures:
1, Iocate amortization number on borrower's coupon.
2, Obtain payment number from borrower's coupon

3. Find payment nunber down left-hand portion of either column.
4, Complete details pertaining to that payment number.
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D . Bank Deposit Slip

The bank deposit slip accompanies all bank deposits to the bank. It is a
record of all monies included within the deposit. All checks are to be listed on
the back side according to their bank number together with the amount of the check.
The front side contains the name and address of the depositor, the date, and a
total of the kinds of money included in the deposit. - A sample of both sides of
the coupon slip 1s shown below. The total of the deposit slip is to be posted
to the "Amount Deposited" of the current check stub.

FOR DEPOSI! TO THE ACCOUNT OF QLRR ;:‘N oy 10.72
COIN
aooress . . . Business Education Lane ...~ I S
e Wheels, Utah. . BYO2L U D
PLEASE FILL IN ACCOUNT NUMBER BELOW
“toraL FrROM ||
pate.Current Date and  19_year QTHER BIDE
ALL ITEMS ARE CREDITED SUBJECT TO FINAL COLLECTION TOTAL \
AND RECEIPT OF PROCEEDS IN CASH OR SOLVENT CREDITS L. LT
) USE OTHER SIDE FOR LISTING ADDiTIONAL cuza\s
' s /—-\- ~—
EGMMEELI&‘SE'ELIHHTXEANK ﬁdst cheoks 1t
SALT LAKE CiTY, U — et four or less in >
number
R , \/

Hi2LOw007 3N

.’“ ——— —————
( MOE Inc. account numbg\
L N

TN

Bank number}l
N
R
o 2N
~r", \ \\

Ammount; of' chnek
or money ordor /

. N~




E. Dailly Summary and Recap

The Daily Summary and Recap (See Exhibit D) contains a list of all
the investors through whom the capital for loans is secured. Whenever money
is paid by any of the borrowers, it will apply to the investor who has provided
the capital to secure that particular lcan. The Daily Sumary and Recap shows
the total amount of money pald, and a breakdown of interest, principal, and
late charges. The investors' ledger 1s the source of information for the
Daily Summary and Recap. After all the coupons for the day have been posted
to the investors' ledger, the total for each investor 1s entered on the Daily
Summary and Recap. This sheet 1s then given to the Vice President and 1is
used for reference to determine the status of the investors' accounts,

A, Materials Needed
1. Investors' ledger Sheets
2, Daily Summary and Recap Form

B. Procedures: ‘
1. Foot the daily postings to the investors' ledger sheets.
2, Post the footed totals of each investor's ledger sheet
to the Daily Summary and Recap cpposite the name of the
appropriate investor. This will include the total amount
of the payment, the amount of interest, amount of principal,
and the amount of late charge.

F. Petty Cash Book (see Exhibit E)

The petty cash book is kept in loose leaf style. TFor that reason,
each new page must te given a number which will follow the previous number.
ABSOLUTELY ALL PETTY CASH TRANSACTIONS MUST BE RECORDED IN THIS BOOK:: The
date 1s to be the current date. The explanation can be very brief but should
be initiated by you. The entry purchasing the stamps in the following
11lustration was made by Sarah Brown, and her initials are there to prove 1t!

Procedures:
1. Use the current date.
2. Explain the use of the funds.

3. Initial the explanation.
Yy, Fill in the amount of the transaction in the proper column.
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G. Petty Cash

The petty cash box is one of the few places iIn the office where
actual cash 18 handled, The amount kept in this box varies with offices and
office needs, MOE, INC,, has established a policy of keeping $400 in the
box at all times; and petty cash procedures should be followed to the letter,

Procedures:

1. Have the receptionist make out a check for $400 to Petty Cash,

2, Cash“this check at the "Bank" (Administrative Assistant) on
your first day et this position.

3. Count the cash to see that the $400 is there, You will be
held respohsible for that amount., Any shortages will be
deducted from your paycheck,

4, Place the box in a safe place in your desk. You are
responsible for the security of the Cash

S As you collect checks and cash throughout t!'- ‘ay, keep
all of the money in one place,

6. For all petty cash transactions, an entry ..si e recorded
in the Petty Cash Book.

7. Al payment in excess of $50 should be paild !y check,

8, When a borrower comes into the office to make his payment,
he will often pay it with a check which is fo more than the
amount of the payment. Yo shoull accept ''e check and make
correct change from your petty cesh fund a. ~~ite a receipt
for the amount of the payment, (See Exhii: '"his check
is kept in petty cash box until the petty und {s reconciled
(valanced). If the check amounts to more -y can change,
you should ask the vorrower to go to the ! e Administrative
hesistant) and cash the check. As soon ar eck is cashed,
you accept the proper amount of the paymen’. ..e a receipl for
the amount received, and place the cash and a copy of the receipt
in the cash box.

9, You may be asked to purchase items needed in the office such as
stamps, supplies needed in a hurry, and emergency needs as
dictated bty the Vice President.

10, ¥hen the amount of petty cash reaches a high of approximately
$600, a bank deposit slip is filled out and the excess sufficient
to bring the amount back to $400 is deposited in the bank (given
to the Administretive Assistant),

11. VWhen the cash in petty cash fund reaches & low of approximately

$200, have the receptionist make out a check by MOE, INC., to
"cagh" for an amount sufficient to replenish the supply of money
back to $400. ‘The check 1s taken to the bank (Administrative
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Assistant) who pays for the check in cash, The cash is then
replaced in the petty cash box.

12, When leaving the position, the petty cash fund must be reconciled
' to $400 with no checks outstanding,

13. At the end of your rotation, you should reconcile the petty
cash fund on the Petty Cash Reconciliation form. (See Exhibit G)
List the total amount of cash, any holdover checks (part payments
or payments received after wmaking bank Geposit), list total of
all money paid out, then total this amount. Subtrach Lhe total
of the receipts. If this does not equal $400, indicate the
discrepancy in the over and short. Cash overs are subtracted
and cash shorts are added to reach the grani total. Cash overs
should be indicated by putting the figures in parentheses.
An earnest effort must be made to track down the cause of
overs and shorts,

H. MOE Welcome letter

Upon receipt of the first payment from a dborrower, MOE, INC.,
sends a welcome letter expressing appreciation for the account, A copy of
a sample letter is attached. (See Exhibit H)} Fill the letter in with the
inside address and type the parts that pertain to the situation. The
letter is to be typed by you tut signed by your Vica Presiden’, Prompiness
is of great importance. This 1s a public relations activity on your part
and a slow response woulu project a bad image. Enclose a payment facts
gheet with this letter, (Exhibit I)

Procedures:

1. Iocate all new customers from the payment numher listed on
the coupons.
2. Write tle letter of welcome using the attached letter as a form.
3. Acquire the Vice President's signature,
4, Attach payment facts sheet to the letter.
5. Mall as quickly as possible,

1. Payment Facts Sheet

This sheet is to be enclosed with the Welcome to MOE, INC.,
letter. (See Exhibit I) It has page 2 written in the upper left hand corner
which refers to page 2 of the welcome letter. The blanks are to be filled
out with the correct information., The new owner is the same as the name
of the torrower. Record the loan number from the coupon. It is possinla
for a borrowzr Lo sell his home to someone without refinancing the mortgage.
In this case the original owner would be different from the new owner, For
the purposes of MOE, INC., the original owner is the same &s the new owner
unless othervise stated. The statement "as of" refers to the date of the
payment, No more than two of the next four lines will be completed on any
one sheet, In the example, Mr. Bird has a conventionsl loan ( as are all MOE
loans) so the loan valance s listed in the blank. The next line to be
filled is the one which states when the next payment is due, This date
should be Just one month to the day from the date of the last coupon. The
amount {8 the amount of that coupon,
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The information for the blanks below the double line is obtained
from the auxiliary master customer list. The smount of the prineipal and
interest, taxes, and fire and hazard insurance are to be found on that list.
The total of those figures must equal the amount of the payment on the coupor
When this sheet is completed, it should be mailed with the MOE, INC., thank
you letter,

Procedures:

1. Remove all coupons which are payment number one coupons from
the incoming coupons,

2. Complete the form with information on the coupon or the master
customer list,

3. Match the total of the payment above the double line with the
total below the line,

4, Attach payment facts sheet to the MOE welcome letter.
5. Mail to new borrower,

J. Check Writing Procedurés

The cashier is supplied with & checkbook for payroll checks which
are to be filled out upon request of the Vice President from the information
on the Payroll and Salary Register. (See Exhibit B under Receptionist).
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EXHIBIT A

Sample Bad Check Letter

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name

Address

City, State Zip Code

Salutation:

You are hereby notified that your check for ${amount) drawn to our order
on the (Branch or Office of Bank) of the (Name and Address of Bank) has
been returned by the bank because of insufficient funds.

We ask that you make this check goox! within (insert number of days) days
from the date of this letter., In the event that you feil to do so, we
shall proceed to protect our interests by other methods.

Complimentary close,

Name
Vice President

reference initials
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I‘NVESTOR' S LEDGER EXHIBIT B

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Investor American Investment Company
’

Code 03

DATE TOTAL AMOUNT PAID INTEREST PRINCIPAL

. it . e e

" | o



RAIE %Z + PAYMENT $ LOAN $ TERM: YEARS MONTHS PERIODS
Prepared by Finuncial Publishing Company, Buston EXHIBIT C
PAYMEN r‘l’"”PAYM'E‘NT‘ON T [““B}\'LANCE" T I“l‘.\'\"T{JE'NTI"T'"'"'ISAYMENT ON~ " TTTBALANCE
NUMBER [INTEREST  PRINCIPPAL OF LOAN NUMBER [INTEREST  PRINCIPAL OF LOAN
1 114.83 34.40 219165.60 61 101.67 47.56 18:s72) 4%
2 114,65 34,58 219131.02 62 101.41 47.82 IByh 13,61
'3 114,46 34,77 219096425 63 161,15 48,08 LEBeAZh .5
4 114,27 34,96 21+061.29 64 1L00.39 48 .34 18+ 870,20
,5 114,08 35.15 212026414 65 100.63 48.60 18»B820.4°
6 113.89 35.34 209970, 80 66 100.36 48.87 10+479, 1¢
7 113,70 35,53 209955.27 67 100,10 49.13 168+¢30,6°
8 113,51 35,72 20+919.55 68 99.83 49,40 189381 .7
9 113.31 35.92 209843,63 69 99,456 469.57 182331 .5¢
10 113.12 36.11 209847.52 70 99, 30 49,93 14:28..6°
11 112.92 36,31 2098il.21 71 99.03 50420 1849231 .4:
12 112.73 36,50 209724.71 12 ‘98.75 50.48 18y 100.9°¢
13 112.53 36.70 20+2384.01 73 98448 50,75 18+2 306,24
14 112433 36,90 205701.11 74 ‘98421 51.02 1R /9,13
15 112.13 37.10 2C96H%.01 7% 97.93 51.30 18e0)27.81
16 ilie73 37.30 209626471 16 9765 51.58 179976, 40
17 11:i.73 37.50 209589,21 77 ‘97437 51.86 1792444
18 111e52 37.71 209551.50 78 19709 52.14% 17987243
19 11i.32 37.91 2095113.59 79 26,81 52.42 17«819.84%
20 11i.12 38.11 209475,48 80 9he 52 52.71 Y7707 17
21 110.21 38.32 20+437.16 a1 96424 52.99 17»7146.18
22 119.70 38.53 2093978, 6% 82 35.95% 53.26 17+600,90
23 110,49 38. 74 205359, 09 83 195466 53.57 179607.33
"y 110.¢8 30.95 2013320,94 84 9%, 37 53.86 1L?s554%.,417
' 1lve0O? 39.16 20+281.178 a5 95.08 54.15 17+499.32
109,086 39,37 200242.4]) 86 94,79 5445 L79044% .18
109,65 39.58 20+ 202.80 a7 Q4449 9%« 7% 179 3450 2%
109.43 39,80 20+163.03 88 94,20 95 .03 1733704001
109.22 40,01 209123.02 89 93490 55433 179279.78
109.00 40.23 205082. 79 90 93,60 95.63 179526415
108.78 40.45 209042434 91 93.30 95493 17+)1608,22
1084%6 40.67 20,001.67 92 92.99 56424 179211499
108.13% 40.89 19960, 14 93 92. 69 56454 17+055.44
108,12 4l1.11 199919.617 94 92.38 56485 16+998.19
107.90 4#1.33 19s8/8434 95 32.08 5Ta1% J6eO0i.44
107.67 4156 19 it16. 78 96 9l. 27 5746 16+883.,9u
107.45 41.78 19,795, 00 97 91.4% 51.718 15+826.20
107.22 42.01 194 7%2.99 94 D114 58,409 169 766,11
107,00 42,23 19+710.706 99 90,83 SR 40 169 ¢09, 71
106,27 42:%46 19+6063.20 1| 100 90.51 5812 161650,99
1060 5% 4¢469 19+6/5.61 ] 101} 90.19 59,04 16v591.95
105.31 42.92 199502469 | 102 B9.H7 59.36 16s5132.59
106.07 43016 lgD'ijqob'j 103 89.55 h"9, 48 1')’@?;.'.91
10584 43,39 L994964 14 | 104 09,23 60.00 169917021
105.60 43,63 199452.51 10% 88.90 60.33 169 3%¢.5H
105,37 43.86 19+4LH, 65 | 106 88,58 60.65 169271433
104,11 44,10 1993864445 | 107 80425 60.96 16+233,9)
107..49 Lhe34 19+3¢Ge21 ; 108 687.92 61 431 160167.04
104,65 44,98 199275463 | 109 87.9%9 61,64 14+'08.00
104,41 44.82 19923081 | 110 BTe 2N 61,98 14652016.02
104417 #5400 19418575 | 11} 86.92 62431 19519831
103,92 45,31 L2+ 14044 112 B6e 50 LYY ) 192924000
103,68 , 45.55 "1990v0%. 89 11 Goe2h 62.99 1%+858.07
103.4) 45.80 19504%,09 | 114 85,90 63X, 3 i5+7194. 24
103,18 46,05 12000304 | 11 85455 I TR YL
- * 102.93 46,30 184906 74 | 1L 05.2% 64200 195+667.:4
102. 68 46459 18e91 172 ] kAT -24- B&. 04 6.7 159602.01
1n2. 61 46,80 136119 IR R& ‘) . h6.32 . ._13.KA2 9
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| -MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

DAILY SUMMARY AND RECAP

Date: .
Investor )
Code Iavesior Total Faid Inlerest P apat fate Chal
1 Aetna Insurance Co ‘
2 Alistate Insurance Cu.
3 Auterican Insurauce Co.
4 Anerican Investors Insurance Cuo,
5 American Western Life Insurance
' 6 Anchor Natfonal Life Insurance

ki Bankers life & Casuslty Insurance T
8 Beehive Insurance Cumpany o
o California Western tafe Insurance

.:0— Continemtal tafe fusurance Ceo.

1l Fatwers Insuran e Gooup

12 ;;;ssm liusetts Mutwal Life Insuran o

TOTAL
. '
Q =25+

ERIC

Aruitoxt provided by Eic:



-MOE, INC.

BUSINESS EDUCATION LANE

A

WHEELS, UTAH 84621 PAGE
PETTY CASH BOOK
_ DATE EXPLANATION RECEIVED PAID
7 /Z/ ,\/’/fé—mfpd S L2 ’) 2




EXHIBIT T

RECETPTS

D OB IS A 1. WU (O
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Received (x/
‘ Dollana

100
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| Dollars
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EXHIRIT G

RECONCILIATION OF PETTY CASH FUND

Cash

Checks

Paid Out

Plus Total of Bank Deposits

TOTAL

Less Total of Receipts

(Over) and Short

GRAND TOTAL $400.00

Date

Cashier

Vice President




EXIIBIT I

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name
Addroess
City, State 2Zip

Salutation:
Welcome to MOE « +

and thank you sincerely for the confidence you have shown in this corporation by per-
mitting us to cooperate in the financing of your property.

For your convenience, we have summarized information pertinent to your loan cn the
Payment Facts Sheet attached. You will note a loan number on the Facts Sheet. Pleas«
refer to this number when writing us about any matter as this will assist us in giving
prompt attention to your correspondence.

We have given you a packet containing monthly remittance notices for twelve months.
Each payment must be accompanied by a remittance notice. DO NOT SEND THE ENTIRE BOOK.
Payments should reach this office on or before the 'IRST day of each month. Late
payments are subject to a late charge and could impair your credit rating.

Each year a supply of remjittance notices end envelopes will be forwarded for your
use. We will also provide you with an an.ual statement immediately after the first of
ecach year showing information that wili be helpful in yreparing your income tax return.

Your reserves for taxes and fire insurance premiums are only estimated. If we have

an excess, it will be held as a credit to your account, subject to your order, and if
we do not have sufficient funds to take care of theta items, we will notify you.
Please inform us if a change should be made in your insurance or if you report a claim
under the policy. Also, do let us know promptly of any change in your address or salc
of the property on the form enclosed in your packet.

We look forward to the opportunity of doing business with you and hope you will call
on us -- any time.

Complimentary close,
Name
Vice President

reference initials
Bnclosure

ERIC

IToxt Provided by ERI



Page 2

PAYMENT FACTS

NEW OWNER

YOUR LOAN NUMBER

ORIGINAL OWNER

As of

there is a principal balance on your FHA loan in the amount of $ .
and/or a balance on your VA loan of $ .

and/or a balance on your Conventional loan of $ _
and/or a balance on your Installment Note of $

Accumulated eredit, representing trust funds, presently totals §

The next payment on your account is due

in the amount of $

A e ———————— et —— S
py———————————————————

This monihly payment is allocated as follows: $
Principal and Interest ~ FHA
Principal and Interest -~ VA
Principal and Interest - Conventional
Special Assesspent
FHA Mortgage Insurance
Deposit for Taxes
Deposit for Fire and Hazard Insurance
Other

TOTAL

Monthly Side-Agreement (Installment lLoans)
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MOL, INC,

PROCEDURES MANUAL

EXECUTIVE SECRETARY
»




EXECUTIVE SECRETARY

A, Machine Transcription

If you are assigned the work of transcribing dictated material from
a machine, you will have many of the same problems that are encountered by
the stenographer who transcribes from shorthend notes, The chief difference
is that as a machine operator, you must depend upon your hearing. You have
the advantage of being able to check the accuracy of your typing and the
arrangement of your letters as you transcribe, while the stenographer must
devote much of his attention to the reading of the shorthand notes as he
transcribes.

At first, transcription is usually performed by starting the machine
and listening. As proficiency is Iincreased, you should bLe able to type more
or less continuously, It is then usually unnecessary to stop and start the
transcribing machine to pick up lost words or phrases. If dictation 1s not
too rapid, it may be possible to type along with the voice. It is more
important, however, that you learn to stop and start the machine without
pausing in typing.

Procedures:

1, Iisten to the correction and special instructions before
transcribing any of the letters, memoranda, or other material.

2. Use the indication slip as a guide for the proper placement
of material.

3. Be sure that you understand the meaning of the dictation
before typing so that you will avoid errors in grammar,
punctuation, spelling, and confusion of homonyms, such as
bare for bear.

Y, Develop the power to carry dictation in your mind to avoid the
overuse of the repeat key.

5 Develop the pattern of the expert machine transcriber--keep
the typewriter moving, but stop the dictation machine. Listen
to one phrase ahead of your typing.

6. Use parts of the typewriter to advantage.

Te Avoid errors in syllabication; e.g., dividing the last word
in a paragraph.

8. Proofread as you type your material; reread after finishing
a paper.
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B. Taking Dictation

Whether the boss dictates only once each day or periodically
throughout the day, 1t is the reeponsibility of the secretary to be prepared
to answer immediately a request for taking dictation.

As soon as you scknowledge his call, you should take your notebook
and vwriting tools for dictation and go into his office, You should enter the
office quietly. Take your place at the side of the bosses' desk and wait for
dictation. You should write quickly and accurately. When he pauses, you
should sit still; do not fidget, tap pencil, or look out the window. Use
this time for checking dictation material. If you do not get the dictation
do not be afraid to interrupt for clarification. When the dictation is
completed, you should look through your notes and clarify any questions;
such as exact spelling, dates, numbers, etc. When the employer indicates
he is through dictating, leave his office as quickly and quietly as possible.

When you leave your desk, you must remember to take care of any
confidential material that might be on your desk (e.g., salary information,
etc.) by covering or filing that material.

C. Travel Itinerary

Upon receipt of travel itinerury request, you should obtain a
travel itinerary planning sheet. Then using flight schedules, etc, you
should plan all points of arrival and departure for the complete trip. Be
sure to include specific times, rental car reguirements, hotel accommodations
and any other arrangements whish will facilitate your bosces' comforts.

Yowr teacher may also have you write letters concerning the
itinerary.

Procedures:

1. Using the trip planning form and flight information as a
guide, query your boss on the following points:

Trip destination

Date of visit

Desired time of arrival and departure
Requirements for car rental
Requirements for accommodations

2. Using a flight schedule as a reference, determine which flights
most closely meet the bosses' requirements for arrival and
departure,

3. Call the"airline(s)" concerned or a travel agency (Administrative
Assistant) and tentatively make arrangements for the time
coineiding closest with his wishes. Make any other arrangements
for notel/motel or car reservations, etc.,, reguired by him
(letter, phone, or telegram).




4.,  Type an itinerary (See Exhibit A) of his trip and present
it to him for approval.

5. If he wants any changes made to the plans you have, call the
airline concerned and revise the plans accordingly,

6. Awailt confirmation of the reservations made. When these are
received for all accommodations, inform your boss so that
he 1s assured all plans are firm. If they are not received,
check back with airline or travel agency.

D. Ioad Balancing of Office Work

Often the work-load in various areas of the office may become too
mueh for the position(s) involved; however, in other areas of th: office
the load may be extremely light. An efficient EXECUTIVE SECRETARY 1s
usually aware of these conditions through normal contacts with the other
office workers, or ghe becomes aware of these conditions when a situation
warrants a redistribution of the work-load.

Procedures:

1. Distribute the excess work to a position at which it can be
handled.

2. If no position cen handle the excess work, hold onto it until
it can be handled, meanwhile informing the boss.

E. Debriefing: Iog Maintenance

Whenever a debriefing session i1s called by the instruetor, it is
the responsibility of the EXECUTIVE SECRETARY to note the problems that are
raised In thece sessions and the various solutions that are offered or
adopted for use. These notes are to be given to the instructor following
any such session.

Procedures:
1. Note all problems raised by the group.

2, Note all solutions offered and/or adopted by the group.




EXHINIL A

.

| -mMOE, INC.

BUSINESS EDUCATION LANE
WHEELS. UTAH 84621

TRAVEL ITI'NERARY

NAME: ADVANCE:
PERIOD FROM: Cash
RENTED CAR: Checks
T. Checks
DATE LEAVE | ARRIVAL| FLT.# FROM TO HOTEL
Places to be Visited Purpose of Visit Dates Person to be Visited
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INSURANCE CLERK
A, Policies

Since all mortgages must be covered by adequate insurance, there
is an insurance policy for every mortgage in MOE, INC. (See Exhibit A)
You must check all policies for accuracy in three major areas. They are as
follows:

1. The name and address of the insured,
2, The description of the property covered
3. The amount of the insurance coverage,

The Master Customer List will provide all of the 1nformation needed
for checking the policles,

B. Correction Form

Any errors found on insurance policies must be corrected by using
the correction form. {See Exhibit B) The following steps should be followed
in fi1ling out the form:

1, Type the borrower's name, If the borrower's name is incorrect,
the incorrect name should appear on this line,

2. Type the policy number from the policy,
3. Type today's date,
b, Check the insurance ccmpany involved with the correction.

5. Fill in only the portions needing correction in the bottom
section, Mail this form to the insurance company checked.

C. Policy Approval Ietter

When you find that the policy is correct in all respects, the
policy approval letter should be sent to the customer. (See Exhibit C)
The items of principal, interest, insurance, and taxes can be obtained from
the Master Customer List. Type your Vice President's name for his signature.
Type the letter on letterhead paper with one copy for your file.

D. Policy Cancellation Notice

. The Policy Cancellation Notice (See Exhibit D) is a letter from
the insurance company indicating the policy number of the policy which

is being canceled, when the policy is being canceled, and why the policy
is being canceled.

Upon receipt of the Cancellation Notice, you must check the notice
against the Tickler Card. If all information, particularly the effective

dates of the policy, is correct, you must then initiate a Policy Cancellation
Ietter to the borrower,




E. Policy Cancellation Ietter

MOE has obligation to the Investors to keep the mortgage
properly and adequately insured,

The Policy Cancellation Ietter (See Exhibit E) is written to a
customer who has allowed his fire insurance policy to lapse.

The Cancellation Letters you type will follow general format of
that found 1n this section. You must make sure the letter includes all
essential information.

F, Ticklexr Card

A Tickler Card (See Exhibit F) is made up for each newly received
or renewed correct date, The date used for flling is the expiration date of
the policy. In this way MOE workers can 1ldentify which policies will expire
during any period without checking each individual policy.

G. Policy Renewalé

Upon receipt of a policy renewal list, you should check the amount
of the renewal against the insurance reserve of each borrower. The yearly
insurance reserve can be found by multiplying the amount of the monthly
insurance payment (found either in your Master Customer List or on the
borrower's ledger) by 12. If the insurance reserve is sufficlent to cover
the amount of the insurance, you should type a letter of transmittal (see
Exhibit G) and obtain a check from the receptionist made payable to the
insurance company. The address of an insurance company can be determined
by consulting the list of Insurance Companies in the Student Manual. If
the insurance reserve is insufficient to covir the insurance amount for &
particular borrower, you should type a letter to the borrower asking for
additional funds. (See Exhibit H) You should type a new Tickler Card for

each policy which you renew, and you should put the Tickler Card in your "out"

basket.
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A,

B.

MORTGAGE AND LOAN COMPANY

An Outline of the Nommal Business Functions
Couple wanis to buy a home
l. Contact reallor and cxplain
2+ Realtor finds scveral alternatives to selcet from
3. Couple makes decision on home they want to buy
Financing thc>Purchase of the home
1. Mortgage Loan Company sclected

a. Couple interviewed by Vice President to detemnine
credit standing and ability {o handle the loan.

b. Couple passes as to credit rating and ability to
handle the loan.

c. Moncy is loancd by an insurance company throurh the
nortgage loan company. (money changes hals)

]

« Weclcone letter and coupons and other information sent to
borrover.

Cycle of the coupon

1. Borrower writes check and sends the coupon to mortgagec loan company.

2+ Cashier at mortgage loan company rcceives check and coupons=--deiaches
check from coupon--preparcs deposit slip and rccap and summary sheet
and investors' ledgers.

3. Coupon taken to Tax and Posting Clerk from Cashier--processes coupons.
a. Enters information on borrowers' ledgers
b. Cyeclec completed

Flow of funds

1. Moncy received from borrower

2. Mortgage loan company separates funds {insurance reserve, tax rescrve,
principal payment, and interest payments). Mortgage loan takes a share
of the interest for administration purposes.

3« Money sent periodically to insurance company

k., Annually insurance premiwms are paid

5. Annually tax assessments are paid
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(A

02.

03.

ok.

05.

06.

MOE INVESTORS OR INSURANCE COMPANIES

Aetna Insurance Co.
312 Boston Building
Newport, Maine 1213k

Allstate Insurance Co.
3G3 E. 900 South
Boston, Massachusetts 13236
American Insurance Co.

647 West Broadway

Chicago, Illinois 32323

American Investors Insurance Co.
943 North Main
Chicago, Illinois 3423k
American Western Life Insurance
942 E. 11 South
Washington, D. C. 22097
Anchor National Life Insurance
150 East Arover

Cincinnati, Ohio 42870

07.

08.

09.

10.

11.

-38-

Bankers Life & Casuelty Insurance
487 Pioneer Street
Dallas, Texas 60953

Beehive Insurance Co.
149 South State
Salt Lake City, Utah 84368

California Western Lifc Insurance
479 Bankers Building
Los Angeles, Califoinia 95478

Continental Life Insurance Co.
Continental Bank Building
San Francisco, California 93847

Farmers Insurance Group
97 East hth South
Reno, Nevada 89023

Massachusetts Mutusl Life Insurance

1698 South Main

Boston, Massachusetts 30234



. e e

U

FIRE INSURANCE POLICY

Policy No.___ 09-0ho

Insuree  California Western Life Insurance
Insured  Lester G. Aayon

Property Description_ Lot 31 Block 20 . Sungset Heights Addition
# 4, Beaver , Utah

Amount of Coverage__ $ 18,000,00

Effective Dates of Policy

Cost of Coverage _$ 166.00 per month

..39..



=—MOE, INC.

EXHIBIT B

BUSINESS EDUCATION LANE

RE, Name

WHEELS, UTAH 84621

Policy

Date

NAMES OF INSURANCE COMPANIES

e—— . AETNA INSURANCE CO,
312 Boston Buiiding
Newport, Maln 12134

em——w. ALLSTATE INSURANCE CO,
363 E. 960 Soulh
Boston, Massachusetts 13236

AMERICAN INSURANCE CO,
6847 W, Broadway
Chicago, Nlinois 34323

AMERICAN INVESTORS INSURANCE CO.
943 North Maln
Chicago, Illirols 34234

AMERICAN WESTERN LIFE INSURANCE
942 E. 11 South
Washington, D, C, 22097

ANCHOR NATIONAL LIFE INSURANCE
150 East Gover
Cincinnati, Ohio 42870

Correct Legal Description to read:

BANKERS LIFE & CASUALTY INSURANCE
487 Pionecr Street
Dallas, Texas 60963

BEEHIVE INSURANCE CO.,
149 South State
Salt Lake City, Uiah 84368

CALIFORNIA WESTERN LIFE INSURANCE
479 Bankers Bulldiig
Los Angeles, California 95478

CONTINENTAL LIFE INSURANCE CO,
Continental Bank Building
San Francisco, California 93847

CARMERS INSURANCE GRCUP
947 £ast 4th South
Reno, Nevada 89023

MASSACHUSETTS MUTUAL LIFE INSURANCE

1698 South Maln
Boston, Massachusectts 30234

Correct Name of insured to read:

Correct Effective Dates of Policy to read:

Correct Amount of Coverage to read:

ERIC

Aruitoxt provided by Eic:




EXHIBIT C

Sample Approval Letter

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name
Address
City, State Zlp

Salutation:

it Is a rea! pleasure to advise you that your application for Mortgage
Flre Insurance has bezen approved. Enclosed Is your policy which describes
the beneflts and provisions of thls valuable Insurance coverage under~
written by the (Insert name of insurance company).

Below Is 1isted the composition of your new payment including the premlium
for this protection:

Principal and Interest $ (amount)
Deposit for Taxes (amount)
Oeposit for Flre Insurance (amount )
TOTAL MONTHLY PAYMENT $ (amount)

We congratulate you for your wisdom and foresight in participating In
this program, and we trust you will feel a greater measure of security
In knowing that you have provided for an emergency with this insurance,

If you have any questions concerning this matter, please contact us at
your convenlence.

Complimentary close,

Nama
Vice President

reference initlals
Enclosure

~h1-



EXHIBIT D

POLICY CANCELLATION NOTICE

MOE, INC.

Business Education Lane
Wheels, Utah 84621
Gentlemen:

Subject: Policy Cancellation Notice on Insurance Policy No.

The subject policy will be cancelled as of .

. The reason for this cancellation is the insurance has expired and the
premjium has not been paid.

Sincerely,

Py

(Torn Jo

POLICY CANCELLATION NOTICE

MOE, INC.

Business Education lane
Wheels, Utah 84621
Gentlemen:

Subject: Policy Cancellation Notice on Insurance Policy No.

The subject policy will be cancelled as of .

The reason for this cancellation is the insurance has expired and the
premium has not been pald.

Sincerely,
.~/ John Jénés

g Y-




EXHIBIT E

Sample Policy Cancellation Letter

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Hame of Borrower
Address
City, state Zip Code

Saluation:
Subject: Loan No. (insert loan number)

Your insurance policy covering property on which we hsld a mortgage will
expire on {allow thirty days) because of nonpayment of premium. As you
know, MOE, INC., must pay the insurance pramium snd must hold the original
of the insurance policy at all times.

A short time ago we sent you a letter indicating your insurance reserve was
inadequate to pay your insurance premium. We have not yet received your
check.,

If your check 18 not received within ten days from the date of this letter,
we will have no other alternative than to pay your premium and tak2 legal
action against you as this constitutes a mortgage default.

Complimentary Close,

Name
Vice President

reference initials



EXI{IBIT F

) MoE, INC.

SUSINESS EOUCATION LANE
WHEELS, UTAN B4821

Name of Insured Abel, Robert H.

Policy Expiration Date March 1, 19--

TICKLER CARD

Name of Insurance Co. American Western Life

Borrower’s No. 05-061

Polley No, 05-061

Etfective Dates of Ins. March 1, 19--

Amownt of Coverage __ 22,400

March 1, 19--

k-



EXHIBIT G

Sampie Insurance Letter of Transmittal

MOE, INC.

BUSINESS EDUCATION LANE
’ WHEELS, UTAH 84621

Date

Name
Address
City, State Zlp

Salutatlon:

Enclosed you will find our check in the amount of ${indlcate total of all
checks you are enclosing) for payment of insurance premium(s) for the
foltowing person(s). Please credit his (their) account(s) for that
amount .,

Name of Insured

insurance Pollcy No.

Anount of Insurance Premium

(List all persons for whom you are paying insurance premiums)

Complimentary ciose,

Name
Vice President

reference Initials
Enclosure(s)

.)‘5-



FXNIBIE N

Sampie Letter Request for Additional Insurance Reserve Funds

=—MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name
Address
City, State Zip

Salutation:

As you know, the amount you pay each month for insurance is only estimated,
We recently received renewal notices from (insert name of insurance
company) indlicating a premium due of (insert amount of insurance premium).
This amount exceeds your reserve by ${insert amount). Please send this
additional amount to us by (allow 15 days). ’

In order to avold an additlonal payment for your next Insurance premium,
you should Increase the amount you pay by $ (indicate amount per month)

per month, MOE, INC., Is now In the process of revising payment schedules
for maany borrowers who have this same problem due to recent premiun hikes,
You will recelve a new counon book soon wlth the increase included. When
you do, destroy the old coupon book and submit your next payment using the
new coupon book.

Because it Is Important that the insurance premfum be pald as quickly as
possible, your early response to this letter would be appreciated.

Compliimentary close,

Name
Vice Preslident

reference initials




MOE, INC.

PROCEDURES MANUAL

POSTING AND TAX CLERK




POSTING AND TAX CLERK
A. Borrowers' Ledgers

1. Procedure for filling out borrowers' ledgers. A borrower's ledger
(See Exhibit A) must be filled out for each person sending in a coupon. Fill
in the complete name. From the master customer list find the address. Tue
origina) borrower and present borrower are the same at this time. Insert the
borrover's investor code. The first two digits of the loan number are the
numbers of the investor code. For Mr. Clifton A. Abbott, the investor number
is 03. {See Exhibit B) The amortization schedule is indicated on the posting
ccdes on the coupon. In number 03-1 for Mr. Clifton A. Abbott, for example,
03 indicates the investor, ~nd "1" is the amortization schedule. The ledger
number should be the consecative ledger number. The name of the investor can
be obtained from the 1ist of investors. Investor Number O3 would be American
Insurance Co. The total monthly payment amount will be obtained from the
master customer 1list, also the principal and interest, insurance and taxes.
The original loan amount is given to you on the amortization schedule indicated
by the coupon. If this coupon is the first payment, indicate on the ledger
the first payment date and project ahead to determine the maturity date. If
the coupon is not the first, leave the items blank.

B. Tax Notices

Many borrowers pay their taxes on a monthly basis along with their mortgage
payment. When this occurs, the mortgage company places the tax money in a tax
reserve until time for the tax psyment. Since tares vary from year to year, it
is impossible to determine an exact amount. For this reason, the tax reserve
is only an approximation.

At given times during the year, the tax clerk writes to the county in which
the borrower holds his property and requests a tax statement on that specific
property. (See Exhibit C) He encloses a loan card, (see Exhibit D) upon which
the county assessor records the exact amount of the tax assessment. The county
returns the loan card to the mortgage company for processing. (See Exhibit E for
names and addresses of county tax assessors.

The tax assessment should be checked against the tax reserve amount for each
borrower. The yearly tax reserve can be found by multiplying the amount of the
monthly tax payment (found on the borrower's ledger) by 12.

If the tax reserve is sufficient to cover the amount of the taxes, a letter
of transmittal (see Exhibit F) and a check obtained from the receptionist should
be sent to the county assessor. Only one check need be submitted to each assessor
to cover all taxes for all borrowers in that county.

If the tax reserve is insufficient to cover the tax amount for a particular
borrower, & letter to that borrower should be typed asking for additional funds.
(See Exhibit G)

Be certain the Loan Cards are refiled.



C. Loan Cards

The Ioan Card is the basic form for recording information concerning the
borrower's loan., It is the working document used in the servi ‘ng of the tax
procedures for each borrovwer's losn. The card is complete with the loan number,
given when that loan is entered into the system, the name of the borrower, the
amount of the loan, who supplied the funds for the loan (the investor), the
address of the borrower, date of the loan, terms of the loan and the legal de-
seription of the property on which the loan is based. The back side of the
loan card is used by the county assessor for recording the property tax
assessment.

The Ioan Card is filed first by county and then alphabetically and then
by borrower's name within that county., Two reference files are prepared to
help you in locating the card if it is referred to in another manner. One
file consists of an alphabetic file of borrower's names on which the loan
number is placed. (A desk top rotary sile}. The other file is a numeric file,
by borrower's loan number and also a desk top rotary file.

-L8-



BUSINESS EDUCATION LANE

VAR, SV e

nveswr «ode

Present Borrower

Amortization Schedule

WHEELS UTAH B4o? Ma:ling Address Payment No,
Investor Total Monthly Payment Principal and Interest Insurance Taxes Original Loan Amt. | First Payment Date Maturity Date
PRINCIPAL
mount Paid Interest Taxes losurance
Date A Payment Balance

4
(=)
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DUIINIID THULMAITUIY LANE

WHEELS UTAN 84621
Jan, Feb.
Month F _ ~
Due
Julv  Aug.

L[ 1

Mar. Apr. Aay

avinent No Sept.

TOAN NO. | POSTING CODES

09-6

DATE REC. MONTHLY INSTALLMENT

09-040 s 166.00

NXOTICE: If pavment includes items in addition Late Crarge

*0 Tegular monthly installnents, please
specify the items you are paying. Hmmooo
TOTAL
Lester G. Aaron
Please return with payment
- =~MOE, INC.
" BUSINESS EDUCATION LANE
WHEELS. UTAN 84621
Jan. Feb. Mar. Apr. May June
Month
e | [ T T T T ]
Parment No. July  Aug.  Sept.  Oct. XNov. Dec.
1
I R N I N
LOAN X, 1d POSTING CODES | DATE REC. MONTHLY INSTALLMENT
05-061 05-7 $ 212.00 .

NOTICE: :f pavment includes items in addition late Charge

to regular moathly :nstaliments, please
Sspecify the items you are paying.

Robert H. Abel

212.00
TOTAL

Please return with payment

" BUSINESS EDUCATION LANE
WMEELS UTANW S4L2)

Feb. Mar.

Apr.

May  June

Month
Due

2

R

Jan.
L
Payment No. Jol Au

“t Nov. Dec.

L |

g Sept. QO
| I S R

LOAX NO. FUSTING CUDES | DATL REC.

[

MONTHLY INSTALLMENT

03-0k1 03-1

fﬂ 6.8

NOTICE: If paymen: antiudes 13ems 15 addition
10 regular montlly :nstallments. picase
specify the items you are paying.

Clifton A. Abbott

Please return with payment

MOE, INC.

BUSINESS FDUCATION LANE
WHEELS, UTAK 8461

Late Charge

rm .8
TOTAL

Jan.  Feb. Mar. Apr. May June
Month
o o1 L T 1 T 1
Payment No. July  Aug.  Sept. Oct. Nov. Dec,
LOAXN NO. POSTING CODES | DATE REC. MONTILY INSTALLMENT
01-039 01-% $ 120.00
NOTICE: If payment includes 1items in ad&ition late Charge
to regular monthly iustallments, please 120.00
Specify the items you afe paying. *

TOTAL

Roy P. Abernathy

Please return with payment

IC

Aruitoxt provided by Eic:

E




EXHIBIT (

EN R P 3 o s e 8 st et

Ty

Sample Request for Tax Notices Letter

L =MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 8462

Date

Name

Position and County
Address '
City, State Zlp

Salutation:

Re: Request for Tax Notlce(s)

We are enclosing (insert number of Loan Cards you are enclosing) tax
card(s) on which we would 1ike to request the tax notice{s) for 1968,
We will appreclate recelving the card(s) and notice(s) at your earliest
convenlience,

Your assistance is appreciated,

Complimentary close,

Hame
Yice President

reference inltlails
Enclosure(s)

551.



LXHLBELT D

Speedivgt ® Moore Butlness Formi, Inc. o

__— | — CNEIEIII —

Loan No. _— Name Amaunt v, No. .
County Address - Investor

Date of
State ___________ Nole Maturity ODate ___ . ___.

Assumed Borrower

TERMS OF NOTE & OPTION
Interes) rate

LEGAL DESCRIPTION

e } - -
B8M FORM A-716 (A) 7-83 LOAN CARD
UTAH MORTGAGE LOAN CORPORATION

-0



In making seorch for foxes it is necestory ta compare the tzgal description of the properly
Seorch by name alone is rol sufficisnt

on this curd with 1that on the tax 1ol

A — —
Amaunt of h'::; Receip? 1 Amouet of ;":’; Rec el
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Aruitoxt provided by Eic:



FXHIBTL ¥

POSTING AND TAX CLERK

Names and addresses of county tax assessors

County Assessor Address
Beaver Gerald Smith 425 North Main Street, Beaver, Utah B8l'7.)
Carbon George A. Kerserik 100 East 300 South, Price, Utah OW50l
Duchesne Merrill D, Morris 450 South State Street, Duchesne, Utah &I0
Emery Ben C. Johnson 243 East 354 South, Castle Dale, Urah 35l
Garfield Curtlis Swenson 364 South Main, Panguitch, Utah 84759
Grand Harry Yamamoto 475 €East Elm, Moab, Utah 84532
Iron Frank J. Bush 200 South Main, Parowan, Utah  EW761.
Juab Robert Emery 485 South State, Nephi, Utah 845h8
Piute Harold Gonzales 100 Main Street, Junction, Utah 8hrho

' Millard John Q. Parker 230 West 200 South, Fillmore, Utah QU531

. Sanpete Theodore |. Haroldsen 429 Soutn Main, Manti, Utah B8hoh2
Sevier isaac G. Porter 300 Eas: 200 South, Richfield, Utah 8701
Utah lke S. Benson 354 North University Avenue, Provo, Utah 8
Wasatch Harry T. Jones 357 North Main, Heber City, Utah #1032

Wayne Jay Dee Sourlee 756 East 200 South, Loa, Utah 8h7h7

rnN



EXHIBIT I

Sample Tax Letter of Transmittal

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name
Address
City, State Zip

Salutation:

Enclosed you will find our check in the amount of $({indicate total of
al! checks you are enclosing) tor payment of taxes for the following
person (people)} and property {properties). Please credit his {their)
account {s) for that amount,

Name of Taxpayer

Legal Description of Property

Amount of Taxes Paid

(List all taxpayers tor whom you are paying taxes)

Complimentary close,

Nanie
Vice President

reference initials
Enclosure(s)

5l
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Sample Request for Additional Tax Reserve funds Letter

MOE, INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

Date

Name
Address
City, State Zip

Salutation:

As you know, the amount you pay each month for taxes is only estimated,
We recently received the tax notices from (insert county of borrower)
county Indicating taxes due of $({amount of taxes due). This amount
exceeds your reserve by $(Indicate amount). Please send this additional
amount to us by (allow 15 days),

In order to avoid an additional payment for your next year's taxes, you
should increase the amount you pay by $ (indicate amount per month) per
month, MOE, INC., is now In the process of revising payment schedules
for many borrowers who have this same probiem due to recent tax increases
You will receive a new coupon book with the increase included very soon,
When you de, destroy your old coupon book and submit your next payment
using the r :w coupon book.

Because It js important that the taxes be paid as quickly as possible,
your early response to this additional tax amount due will be appreciated

Complimentary close,

Name
Vice President

reference initials

_55_



MOE INC,.

PROCEDURES MANUAL
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RECEPTIONIST

The RECEPTIONIST has a very important job in most companies because a
good receptionist adds to the reputation of the company. The receptionist is
“The Company" to the visitor, and i1t is important that the receptionist mekes
a pood impression on callers. The receptionist must be neatly groomed, have a
pleasant smile, be friendly, courteous, and sincere in the desire to help the
caller, The responsibilitles include greeting visitors, detemining reqguests,
handling complaints graciously, handling the telephone communications system,
and routing callers and visitors to the appropriate person(s). The receptionist
usually has some clerical duties that must be handled.

A. Switchboard Operations

The telephone for which you are responsible has three main functions:
1. To receive incoming calls,

2, To place outgoing calls.

3. To make interoffice calls.,

As the receptionist, vou will be the "voice of the company for all incoming
calls and an efficient and resourceful person for the entire office staff. Your
persorclily will be a vital part of the character of the firm because you are in
constant contact with callers and your fellow employeces. Your day-to-day spirit
of helpfulness can contribute to the morale of the staff and the success of the
business.,

A voice can convey a spirit of interest, alertness, and helpfulness over the
telephone or it can reflect an attitude of indifference, impatience, or inattention.
It is so often true that it is not what is said, but the way it is said thal really
counts in a telephone conversation.

1. Screening calls., One of your most important duties as a receptionist will be
to screen incoming calls. If the person desired is not in his office, or, as may
be the case with company officers, is not to be disturbed while in conference, etc.,
explain why the person desired cannot talk; and if possible, suggest an alternative,
such as: 'Mr. White, Mr. Johnson is attending a committee meeting. Is therc any-
thing I can do to help you?" "Mr. White, Mr. Johnson is holding a conference.
Would you care to talk to his assistant, Mr. Jordan?"

2. Getbing information. Some telephone callers do not care to give their names;
others pre’er not to say why they are calling. As a receptionist, you will fre-
quently have to find out who is calling; and, if the name does not help you, why
he is calling. Try to get the information as tactfully as possible by using an
appropriate response, such us:

Mr. Johnson has a visitor at the moment. If you will give me your name and
telephone number, I will ask him to call you just as soon as he is free.

Mr. Johnson is not at his desk just now. May I give him a message for you?
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3. Taking Messages Accurately. A pad of forms and a pencil for recording the
details of incoming telephone calls should always be kept on your desk next to
the telephone to take messages when an employee is out. (See Exhibit A) When
the employee returns, he can use the 1essages to return the calls, a practice
vhich promotes better customer relations. It is Imperative therefore, that
you record all of the details of every message accurately.

The message, written legibly, should include:

1. The exact time of the call and the date.

2. The name of the caller and his company (verify the spelling of any
wnusual name).

3. The telephone number, the caller's extension, and area code, if it
is & long distance call. Verify all numbers.

4, The details of the message.

5. The initials of the person who wrote the message.

4, Placing Calls on Hold. (Some telephone systems do not have this capacity).
If you cannot complete a call at once, you might handle it in this fashion:

An incompleted call:

RECEPTIONIST: Good morning. MOE, INC. May I help you?

CAULER: Mr. Johnson, please,
RECEPTIONIST: Mr. Johnson's linc is busy. Would you care to wait?
or, may I take a message?
CALIER: I'll walt, thank you.
RECEPTIONIST: (about 15 seconds later) Mr. Johnson's line is still busy.
CALLFR: I'11 wait.
RECEPTIONIST (about 20 seconds later) Mr. Johnson's line is still busy.

May I have him call you?

CALLER: Yes. Would you ask him to call H. Moni Baggs, Extension
243 at the First National Bank, 555-4700.

RECEPTIONIST : That's Mr. H. Moni Baggs (B as in Boy), Extension 2U3
at 555-4700. Thank you, Mr. Baggs.

A delayed call:

RECEPTIONIST: Good morning. MOE, INC. May T help you?
CALLER: The Insurance Agent, please.
RECEPTIONIST: Mr. Miller is our Insurance Agent but his line is busy.

Will you wait?
CALLER: Yes.,

RECEPTIONIST : Thank you.
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RECEPTIONIST: (about 15 seconds later) Ilis extension is still busy.

CALLER: I'1l walt.
RECEPTIONIST Thank you.
RECEPTIONIST: (later) You may have Mr. Miller's extension now. Thank

you for waiting.

"5, Receiving Officc Callers

Although all people have many characteristics in common, you will find in
your work as a receptionist that each person is different from every other person
and that you will be meeting meny types of people. There will be quiet ones,
shy or aggressive ones, uncertain or certain ones who approach your desk for in-
formation, advice, entrance to your employer's office, or for any number of other
purposcs. You will need to receive them all with the graciousness that will put
each of them at ease and will allow you to act responsibly in your position as
receptionist.

Procedures:

1. Receiving Callers. The receptionist should develop the sixth sense of
awareness, for he must be immediately aware that someone has come to
his desk for some purpose. He must greet each caller promptly, court-
eously, and by name if possible. A typical conversation between a
receptionist and a caller might be:

RECEPTIONIST : Good morning, Mr. Norman. How are you today?

CALLER: Fine, thank you, Miss Jones, and how are you? I was
in the building for a conference and thought I would
stop by to see Mr. Nelson, your Vice-President, for
a few minutes about the contract we talked about on
the telephone yesterday. Is he free?

RECEPTIONIST: Mr. Nelson is talking with a client on a long-distance
call, but I am sure that he will be happy to talk with
you as soon as he is finished. Would you care to hang
up your coat and hat (motioning to the coat tree)?

CALLER: Thank you, but I will leave them right here since this
will be a brief conference.

RECEPTIONIST: Please have a seat and I shall let Mr. Nelson know you
are here as soon as he is free.

When Mr. Nelson is able to receive this caller, the receptionist should call
Mr. Nelson, or in some way indicate that Mr. Norman is waiting. When Mr. Nelson
is ready, she should escort Mr. Norman to his office.

If, on the other hand, the visitor wishes to see one of the clerks, he should
be escorted to the appropriate clerk with no delay providing he is not with anothcr
customer. If the receptionist is on the telephone or busy at the time a callcr
arrives, he should welcome the visitor briefly and indicate that he will be wikh
him as soon as he has finished with the task that has his attention at the moment.
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Be Interested. Every caller deserves the interest and attention of the
receptionist. While the caller may be asking for information that thu recep-
tionist has provided over and over again to many previous callers, the recep-
tionist must never convey a fceling of annoyance or boredom. Each caller should
receive a courteous and complete answer every time the request is made.

Be Business-Like in Your Work. A receptionist who appears to be at work
creates a favorable impression on the caller who is approaching his desk. A
receptionist who seems tobe doing nothing or is reading a novel or eating or
drinking will hardly convey to the caller that here is an organization of people
with taskes that must be performed.

6. Office Tour Guiding

Several times during the operation of MOE, INC., you will be expected to
guide visitors or guests through the facility. Whenever possible, you will
receive advarnce notice of the requirement to perform this task. The task will
mainly consist of politely receiving these visitors (see previous section on
"Receiving callers") and teking them from station to station, explaining as you
proceed exactly what each of the office personnel is doing and tying this in
with the overall function of the company. Additionally, as you explain simulated
office education operations, various equipment for expediting this work could be
pointed out and their uses explained.

Procedures:

1. Tour Guide Task Preparation. Upon receipt of the message to prepare
for a tour, you should call each person in the facility and question
them as to what they will be doing at the time the tour will take
place. Notes should be kept of these proceedings so that you can
briefly look them over and be familiar with what you will want to
say at the time of the tour.

2. Touring. After cordially receiving the group you will tour through
MOE, INC. and take them to a vantage point where most of the facility
can be seen, Point out what exists to accomplish the goals of the
office. If you feel that you need more information to perform this
task, consult the teacher.

Following the overall description of operations, take the group
to each position in the facility, beginning with the Vice President
and ending with one of the clerks. At each position, introduce your
guests to the person manning that post, then proceed to explain the
task that the person is presently performing, how it relates to the
remainder of his task, and how it relates to the work of other per-
sons already visited.

End “he tour on a pleasant note, first asking your guests if

there are any questions. Then, indicate that they are welcome back
at any time.
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B. Check Writing Procedures

1. The receptionist makes out any checks needed by any office worker.
(see Exhibit B).

2. A note should be given to the receptionist listing all details
needed to complete the check.

¢ 3. The receptionist is to keep the check stubs current and up to date.

4. The receptionist is to obtain the amount of the deposit each day
fram the cashier and enter this figure on the check stubs.




|

TELEPHONED PLEASE CALL HIM

WANTS TO SEE YOU WILL CALL AGAIN

CALLED TO SEE YOU RUSH
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MOE.’ INC.,

PROCEDURES MANUAL

N

VICE PRESIDENT




VICH PRESIDENL
A. Dictation

When dictating correspondence of any kind, refer to the enclosed pamphlet
entitled, "How To Be A Dictator.” Please read through the entire procedure before you
attempt the dictation.

Evaluation Procedures

The last day of each rotation, the VICE PRESIDENT is to complete an evaluation
form for each of the workers under his supervision. A sample sheet has been com-
pleted for Sally Swenson, Executive Secretary. (See Exhibit A) The additional
space at the bottom is for personal comments concerning that worker. In order to
adequately evaluate the personnel under your supervision, you must periodically
visit each work station. Your signature must appear on the sheet. Sally is a cute
little girl who dressed almost perfectly. She could type very rapidly but not
verv accurately and was a terrible proofreader. She wouldn't take the job seriously
and she did more talking than work. She was a "C" student in this office so that
is the grade she received. She was strong in perscnality and meeting people. Her
strengths in these areas did not make up for her other weaknesses, however,

B. O0ffice Management

It is your duty es a VICE PRESIDENT to see that your operation is running well.
Some essential work may be left undone. It is up to you to determine what this
work is and insure its completion.

C. Intervievwing

You may find it necessary to interview a prospective cmployee for your office.
Have the applicant fill out an employment application that you can get from the
files. (See Exhibit B) Treat the potential employee with all the respect you can
and interview him with a specific position in mind. Outline some gquestions on
paper so that you will have all you need from the applicant by the time he leaves.
A summary sheet of the qualifications should be drawn up and filed by you so that
you can have it for future reference. Ask for a data sheet from the applicant.

D. Supervision

You are responsible for seeing that the work of the people under your supervision
is constantly being upgraded. You are responsible for making a presentation to your
group at each one of these sessions which will help them upgrade their work. You
must, at your discretion, call your workers together whenever you feel there are offic
problems or procedures which need group discussion. You are in charge of this session
and your secretary must t-ke notes as to problems discussed and solutions rendered.

E. g_l_eg! UE

You are responsible for the appearance of your office., At Lhe end of each
session, your teacher will hold you responsible for the condition of Lhe officr,
Please don't become & janitor. The objective of a management prrson is Lo et the
worx done through the use of other people. You must do your share of orranicing Lo
accomplish this goal. A manager does not sit back and walch others work., [He jus!
works in a different way. Establish a work clean up scuedule and rer tlal il ic
carried out.
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F. Travel Procedures

All arrangements concerning your travel itinerary are to be made by your
EXECUTIVE SECRETARY.

G. Payroll and Salary Register Procedures

The VICE PRESIDENT is responsible for the completion of the payroll register.
Please refer to your task sheet for salaries of all MOE, INC., personnel.

Procedures:

1. Indicate social security number.

2. Type the employees full name.

3. Obtain the amount of earnings from the task sheet.

4. Consult the monthly payroll period table published by the Internal Revenue
Service. (See Exhibit C) Use side A for a single person. There is a $58.30
dependency exemption for each month.

5. To figure Federal income tax, follow these steps:
a. Subtract dependency exemption ($58.30) from the total salary.

b. Fit the amount from the above calculation to the correct category in
the "(a) SINGLE person" column on the monthly payroll period sheet.
For instance, $4h1.70 would fit in "Over $367, but not over $733",
thus the tax would be $62.77, plus 22% of excess over $367.00.

¢+ To explain further, say the net salary after deductions was $hh1.70.
Federal fazx would besssses

‘ $4b1.70
ce00 362,77 Plus of excess over 36%.00
Th. 70
22% 22% times
16.43

— . 8dd 62.77
to get total Federal tax $72.20

6. State tax is 143 of Federal withholding.tex. Using the previous fligurctsaes

Federal tax $79.20
144 tines
leaves a state tax of $11.09

7, Sceial Security is L.0% of gross earnings. Gross earninpgs for the VICH
PRESIDENT is $500.00 per month. ThuSsesss

$500.00

- 4,84 timer
gives you 353.00 for tsocial seenrit,
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8.

10.

11.

12,

13.
14,

No other deductions ar~ list:d for MCY employeces.

Net pay is "Earnings" l:ce taxes and csocial securitys Oriesesseecs
£520.00 Gros:c Earnings
(o0 Federal Viithholding Tax
1L.03 State Withholding Tax
24,00 Cocial Jecurity
$3735.71 Het, or take home pay

The year to date columns are net {i-ured at this point; however, list the
check number beginning with 0001. All employees are single and have one
exemption,

Figure the payroll for each cf MOE, INC., employees, then total the
columns at the bottor of the sheet.

The VICE PRESIDENT mwst check the sheozt before checks are made out.
Make checks out to each employes.

The VICE PRESIDENT must Sign each check.

H. Annual Statement

The Annual Statement show: al} vital information concerning a borrower's
mortgage account. The Annual Statcm-ni is completed at the end of each ycar or
upon request. {(Sce Exhibit D) In order to complete an Anmual Statement correctly,
you should do the following:

1.

2.

3.

by

Enter the Borrower's Loan lumboer in the blank under Mortgage Number.

You next find hovw riuch the taxes «ere by looking at the back of the lLoan
Card. You then enter this amouni in the blank under Taxes Paid. The
Posting and Tax Clerk has the Lecan Card file. Remember the Loan Cards
are filed alphabetically, first Ly county and then by name within that
county.

The Interest Paid can be Aetonrined by going to the Borrower’s Ledger and
finding the December interest paid. Then find that amount on the Amort-
ization Schedule for that individual and add it to the preceding 11 months
interest amount. 1f there is 5o December interest posting, mcrely go to
the Amortization Schedule and count back to the December posting. For
instance, i{f you have a January posting, the December posting is the one
immediately prcceding it. Then add the December anount to the preceding
11 payments and this will give you the interecst paid.

The Principal Balance can be determined by leooking at the principal balarnct
column on the Borrower's Ledger for the December posting. If you will
look at the Annual Statement, you will notice that the Statement is marle
out for the account as of Decembor 31, If there ies no December posti-
you can detemine the amount by following the procedures outlined in Lhe
preceding paragraph.
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5. To determine the Reserves Balance, you should determine the last month
in which posting was done. For instance, if the last posting was May,
the fifth month, you would then five times both the tax payment per
month and the insurance payment per months By adding these togelher
you determinc {he reserves balance.

G l'ul the date under the word diules

' 7+ Inscrt the borrower's name and address in 1he block provided.

I. Early Payoffs by Borrowers

There may be times when a borrower makes a decision to pay his mortgage off
early. When this occurs several steps must be taken. It is not just a matter of
paying off the amount of the mortgage that has not been paid. An early payoff
fee, which 1s a fee to cover administrative costs involved with servicing the loan,
must be chargede This fee is usually 12 percent of the unpaid balance. To complet
the early payoff paperwork, you should do the following:

1. Obtain the balance remaining on the loan from the borrover's ledger.

2. Compute a loan payoff fee by multiplying the amount remaining on the
principal of the loan times lz percent.

3. Compute the amount the borrower owes MOE, INC., by adding thc early
payoff tee to the balance remaining on the loan.

4. Compute the balance in the insurance reserve account by multiplying the
insurance payment each month by “he number of the month which was last
posted on the borrower's ledger.

* 5« Compute the remaining balance in the tax rescrve account by multiplying
the tax payment each month by the nunber of the month which was last
posted on the borrower's ledger.

6. Tell the borrower you will write him a check for the tax and insurance
reserve as soon as you recelve his payoff check. Tell him what amount
you will be refunding. The tax and insurance reserve cannot be deducted
from the payoff amount because of the invastor records which must be
kept separate.
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Jpee SRS M O E ’

INC.

BUSINESS EDUCATION LANE
WHEELS, UTAH 84621

MOE APPRAISAL FORM

NAME %L%_&@Wﬂ,___

EXHIBIT A

POSITION ___ , 2e.lce ~te C/UZ'}/:%
NAME OF EVALUATOR % 2/ &c//)j'(,:&z;}/bc/

Quality of work = accuracy, neatness, etc.
Quantity of work

Ability to follow directions

Conscientiousness obout work

Use of judgment ond imogination where required
Initiotive ond responsibility

Attitude toward work

Prompiness

Response to supervision ond instruction

Courlesty and cooperation

Not

Applicable Deficient Fair Average Good

Y 2

Attitude toward public, visitors, customers, elc.

Relations with co-workers

Appearance

Suggested Letter Grade VK

(7

0

0

0

123 4%
123 456
123 @56
123 @566
123 456
123 456
12D 456
123 (354
17D 456
123 456
123 456
123 456
123 456

789
87
789
789
789
789
789
789
789

@89
x99
76»



EXHIBIT B

APPLICATION
MOE, INC.

A SPECIALIZED SIMULATED OFFICE EDUCATION PROGRAM

High School

Age

Date of Birth (A picture may be
attached here.)

Social Security No.

Telephone No.

Name

Last First Middle
Address

Zip Code
Name of Paren* or Guardian

Relationship
Father's Occupation and Employer

Mother's Occupation and Employer

Describe any physical defects you have

What are your plans after finishing high school

Previous Work Experience--List last or present position first

Employer Positions or Duties From To

If presently employed, how many hours per weck do you work

vhat office equipment can you operate

Current Date

Signature of Student
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Aruitoxt provided by Eic:

L
| ]-MoE, INC.

BUSINESS EDUCATION LANE

WHEELS, UTAH 846721

ANNUAL STATEMENT

Shown below is the balance of your Mortgage account as of December 31.
Alse shown 15 the amount of interest and {axes pad on your Mortgage.

Morteage
Numbey

Taxes
Paid

Inlerest
baid

EXHIBIT D

Prncipal
_batance

Heserves
Halance

DATE

["_"L.
L |-moE, INc.

PLEASE RETAIN IN YOUR PERMANENT RECORDS FOR FUTURE REFERENCE

BUSINESS EOUCATION LANE

WHEELS, UTAH 64620

ANNUAL STATEMENT

Shown below is the balance of your Mortgaye aceont 8§ of December 31.
Alsa shown 1S the amount of nicrest and taxes paid on yow Mortgage.

Mortgage
Number

Taxes
Paid

literest - ]
__Paid

Prinsapal
Ralance

Reserves
Balance

DATE

[ril -MOE, INC.

N

PLEASE RETAIN IN YOUR PERMANENT RECURDS FOR FUTUFRE REFERENCE

BUSINESS EOUCATION LANE

WHEELS, UTAK 84801

ANNUAL STATEMENT

Shown below 18 the talance of your Mortgage account as of December 31.
Also shown is the amount of interest and taxes paid on your Morigage.

Mortgage
Number

Taxes
Paid

Interest
Pald

Principal
Balance

Reserves
Balance

DATE

PLEASE RETAIN IN YOUR PERMANE,?J RECORDS FOR FUTURE REFERENCE



TASK SHEET--PHASE II

ADMINISTRATIVE ASSISTANT

You will only be at this position for one-half of the class period. During the
other half of the period you will trade positions with the receptionist,

1. Read the narrative for Phase II carefuvlly and do as it says.

2. You are to assist each position in its activities. You do this by putting on
tapes (if you have recorded instruction) and in any other way requested.

3. You are to assist the teacher in keeping the simulation progressing on schedul
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Narrative - Administrative Assistant - Phase II

The Administrative Assistant is perihaps the most challenging of all the positions in

the office simulation. Most of what happens in the office is initiated by this posi-
tion. You represent the ocutside world in its cntirety. 1In this position you will pain
a great deal of insight in the office opecration within the company, with other companics
and the public the company serves. You must follow instructions. The success of this
program depends upon it. You will need to develop telephone techniques and an ability
to work with your fellow workers. You may cven be asked by the teacher to keep a

record of some of the simulation activities for grading purposes.

The rate of flow of office activities will be regulated for the most part from your
position. 1In most cases; you will be prompted by the teacher or the Vice President,
but don't be afraid to make your own observations. Through these observations you

mayY see a need to initiate more or less business. Check with the teacher before you
make any chgnges. You will be surprised haw much you can help the teacher in making

a successful program.

Your activities are governed by a task sheet which will indicate to you at prescribed
times when you should perform any function of the simulation. You are to make sure

the proper material is in your packet to match the task sheet for each day.

Your task sheet w#will ask you to present different situations on varying occasions. If
you are asked to be a real estate agent calling for infoymation about a loan for a
customer, try to see yourself as an agent. Prepare some notes as to things you might
say Lo probable responses. If you are any kind of a ham actor, your Administrative
Assistant duties will be even more interesting. The task sheet may ask you to be an
irate customer, an inquiring customer, or you may be asked to think up & call to an
individual position on your own. Have a good time but be as realistic as you can and

don't fall out of character. 1If you need some suggestion, don't be afraid to call on
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the teacher. Your own imagination and initiative is of uimost importance in this

position.

If you have & telephone system... .

When you answer the telephone, use proper business telephone techniques. Answer by
saying, "Administrative Assistant, Miss Jones speaking". If the teachors phone rings
and he is out, answer by saying, "President Stocker's office, Miss Jones speaking,

May 1 help yout?" Then take a message.

You. have a recorder capable of recording all of the phone conversations. This is very
important in the debriefing sessions which will be conducted. Record calls ag they are

indicated in the script.

1f you do not have a telephone system...

It your office is not equipped with a telephone system, telephone communications will be
conducted through the use of teiephone memos. You will initiate a memo with the details
of a phone call (as you are instructed) and place it on the desk of the appropriate party.
The message should be brief but to the point. The answer will return to you through the

same procedure,

We think that you will find this position is exciting to perform. You will have the
opportunity to watch people respond to various inputs to the office. You will be able
to observe the effect of each input to all positions through these activities. You will

learn a lot about the functions of the oftice.

Be careful that the atmosphere of the office 1s not sacrificed in order to return a
favor, get even, or Just have fun. The relationship between the Administraiive Assis~
tant and the office workers is very important. Actually, you are many people to the

office. You cahﬁot be considered simply an Administrative ‘Assistant. At one moment
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you may be a person on the telephone and the next moment you are a ‘person delivering a
telegram. Other than these short visits as a certain personality, you are more of a
thing than a person. Playing favorites is completely out of the question. There should
be no communication with the Administrative Assistant by workers other than in response
to the scripted or simulation initisted input. We hope that you will enjoy being an
Administrative Assistant and that you will learn a great desa. about‘how an office func-
tions. Your teacher will be glad to help you with any problem: you have., Be careful

in asking for too much assistance as you must learn by solving probl;ms for yourself.
Remember that you are an assistant in every sense of the word. Be ready to help at

any time, There may be times when you find yourself with little to do. Take that time

+0 develop ideas of how you may have a better simulation. Good luck.

If instructions are tape recorded...

As soon as the tape is finished, read through your procedures manuat., Then turn to

i1he task sheet and complete each task.

This 1is the end of the tared INSTRUCTION at this position. You may replay the tape

if you wish.
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TASK SHEEL--PHASE II
CASHIER

1. Read the Narrative. Kecep your student manuval in front of you as you read
so that you can follow thiroush the proceduress Your manual contains the
glossary and Master Customer Tist you will need to complete your work.

2. A deposit slip must be filled out for the money received in connection with
the coupons you have in your folder. Make a deposit slip out for MOE, INC.,

using the name and address, the current date, and the account number. The account
nunber 1s 530. List all checks on this deposit slip. Indicate the total at the
bottom. Double check this total to see that it is correct. '

3+ The investors' ledgers must be filled out and the day's receipts posted to
them, The information for filling out the top portion of the ledger can be ob-
tained from the coupons. £ee the procedures manual for detalls.

4, The Daily Summary and Recap Sheet must be made out after each day's posting.
It indicates the total which has been paid for each investor. Information for
filling out this form is taken from the Investors' Ledgers that you post to each
day. For de*ails, check your procedures manual.

5. There is a total of $400 in cash in your folder for the petty cash fund.
Before you turn in the petty cash at the end of the day, you should fill out the
petty cash reconciliation form, sign and take it to your Vice President for ver-
ification. Place the sheet in the folder you will turn in .to your instructor at
the conclusion of the class. .

6. A new check must be made out by the receptionist to cover the returned check
from Lester C. Aaron marked INSUFFICIENT FUNDS. Have the check made payable to
the First Security Bank of Utah for the entire amount of the check.

7.« A letter, similar to the one in your manual, is to be written to Mr. Aaron
informing him of the bad check.

8. A welconme letter (see manual for example) should be written to each customer
upon receipt of his first payment. Check your coupons to see if there is a first
payment; if there is, write a letter on MOE, INC., letterhead. Use the name of
your Vice President in the complimentary close. The Payment Facts Sheet should
accompany the Welcome Letter.

9. Complete the information on the Payment Facts Sheet. It is obtained from the
Master Customer List, Amortization Schedule, and the coupons.

10, Gather your materials together in your folder in preparation for a debriefing
session with your instructor.
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Narrative

CASHIER

Weleome Lo the eashier's position. Please sean throwsh the documents in your folder
with ne as I deseribe how cach one relates to your position. The first documents are
small, each one attached to a check. These are coupons and are very vital to the
function of a mortgage loan company. Whenever a loan is issued, the monthly payment

is usually made by check through the mail. Each customer is provided with a set of
coupons which have been pre-coded so all that a customer needs to do is attach his chec
to the coupon, place them both in an envelope and mail them to the mortgage loan office
MOE, INC., is a mortgqge loan business, and you as a cashier will receive these coupons

and checks from customers through the mail. They must be processed daily.

The next document is a deposit slip., You are to total the checks which are attached
to the coupons you receive each day. Each check is to be posted jindividually to the
deposit slips The complete deposit slip is to be filled out as indicated in your

procedures manual.

The investor's ledger sheet is next. You are to record all transactions for each
investor to these sheets. Each investor has a separate sheet for this purpose. A
mortgage loan company hes one basic function. It provides money for people like you
and me to use in purchasirng a home or piece of property. The mortgage loan company
receives their money from investors, people or large corporations with money to invest,
and lends it out at a slightly higher rate of interest thawu they pay for it in order
to makxe a profit, A record must be kept of all money received so that it is refturned

to the proper investor. The led;er sheets are used for that purpose.

Next you see an amortization schedule. It looks like numbers unlimited. 7This
schedule is numbered by pen in the upper right hand corner. The basic information

about the loan is recorded across the top of the page.

-76-




Let’'s look at payment oné_on sthedule one to see how it works. The total paymen£
from this borrower is aiways $28.61. On payment one, you pay $25.08 interest, and
$3.53 towards the principal. This leaves a balance of $4,296.47. There is a line
for each payment. It is interesting to ncte Just how much interest is paid with

each payment.

The next sheet 1s the Daily Summary and Recap Sheet. It indicates the total that
each investor will receive from each day's reeeipts, and is completed daily. The
amount the investor will receive is different from the amount of the payment 1listed
on the coupon. The investor receives only the principal, interest, and late charges
which are due him. Other factors, in the pajment 1i}z insurance and tax payments,
are kept in reserve by the mortgage loan compaiy. You nmust get the amount owed to

each investor from the appropriate smortization schedule,

You will be handed & little bundle of money which represents your petty cash fund.

It is importent that you can account for all petty cash money. Control of the petty
cash fund is accomplished by using the petty cash receipt and report fom. This form
must be signed by you personally each day as you receive your petty cash. You are to
record the cash, checks and the total. After you sign it, get an initial from the
vice president as an acknowledgement of receipt. The petty cash is to be placed in
some secure pblace at your station. It must not be placed in purses or pockets. You
will also be handed a receipt book which is to be used when a customer needs a receipt

Don't forget the money when you leave. It is to be returned to your instructor.

Next, you will find a petty cash bcok sheet. This form is used for keeping a running

explanation of how the petty cash is being used. You should record all transactions.

Next you see a check which is marked with the word "insufficient funds" in big letters

across the front of it.




Tt is from Lester C. Aaron, MOE, INC., guarantees payrment to the bank for all deposits,
und is therefore responsible for making this check good. Check the procedures manual

for steps in taking care of this action.

You will find a copy of a typical letter sent to the writer of a bad check attacned

to the check.

Next, you will note a welcome letter which states: '"Welcome to MOE." This letter

is written to cvery new customer upon receipt of his first payment., We are able to
determine which customer is new because the payment numher listed on the front of each
coupon is number 1. You have a first payment coupon in your file. The coupon from

Mr., William E. Byrd is to be answered with a welcome letter patterned after this letter.

The next form is a payment facts sheet which accompanies the welcome letter to the
borrower and indicates helpful information for his future use. Since this form is

quite detailed, please refer to your procedures manual for specific instructions.

The next sheets in your folder are MOE letterheads to be used for your letters.

Refer to your procedures manual for the letter styles and recommendations to be used
in letters. Next you se¢ the master customer list for MOE, INC. This gives you val-
uable information for filling out some of your forms. Details on how to uses this list
are recorded in your procedures manual. You should now read the procedures manual.

When that is completed, read through the task sheet and begin your duties.




TASK SHEET--PHASE II

EXECUTIVF SECRETARY

o

1. Read the Narrative p

2. Transcribe the dictation you have been handed whether it is on a machine or
rough draft copy.

3. All of your instructions are to come through the Vice President and the
instructor. In the event you complete all of the work given you, check with the
Vice President.

4, Gather your materials together and place in your folder in preparation for

your debriefing session with the teacher. The teacher will inform you of the
debriefing time.
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Narrative

EXECUTIVE SECRETARY

The role of the executive secretary is to work with, and under the direction of, the
Vice President. In performing your duties you will develop your ability to be tactful,
to be discrete and to perfect your skills. You will make some decisions while working

in a supervisory capacity, and while doing cther assignments.

You will undoubtedly be faced with a situation that will require you to organize the
work yow receive from the Vice President. That is, to list all of your tasks in order

of importance and then begin working on them in that order.

’

The material that leaves an office reflects the personality of that office. As &
typist for the Vice President, your work reflects the business and the Vice President.
Therefore, it is very important that top quality skili is used in typing the dictation

or other work that will come from the Vice President's desk.

As part of.your duties you may be called to compose short letiters, parts of letters,
or to obtain information {0 complete letters. Another important task for which your
best skill will be required is that of taking and transcribing dictation. It is con-
ceivable that you may be called upon to igke dictation in a conference, or over the
telephone. The executive secretary is expedted to perform at a much higher level than

most other clerical personnel in the office.

You may be required to balance the work load of other clerical personnel within the
office. 'Quite often, depending upon the capability or lack of capability of individuals
in the'office, work will pile up. The need for redistributing the work load becomes
appaient. Work priorities will dictate which tasks must be accomplished first., The

executive secretary will be required to survey the work sitvation and make certain excess
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work is redistribuéed according to thz need for completing it, and accordiing {o the
abilities of those working in the office. The skill involved in interacting with the
office personnel in reassigning work will be most valuable. |
At all times, the executive secretary will be avallable to take telephone calls for
the vice president, and to screen any calls that she feels she can handle. Any work
in precess will be interrupted for duties requested of the vice president, such as
taking dictation, planning convention itineraries, or making a long distance phone cal.
When overlosd problems occur, the executive secretary will interrupt her work to

facilitate the work flow. : ;

You will be typing on an executive typewriter wherever possible. It is used in many
executive secretary positions. It differs in many ways from the conventional type-
writer. You will find an instructions manual in your desk drawer. Take e few minutes

to go through some of the processes. See your procedures manual for details.

You will also be using a transcribing machine. Although these machines come in many
shapes and sizes, you will become familiar with the machines provided in your office.
Your machine will only transcribe. The vice president has a machine that can be used

for dictation.

Read the Executive Secretary Procedures Manual in your manual and become acquainted wit!
its contents. It will be wise to become acquainted with the MOE letterhead and memora

form. Then turn to the task sheet and begin work.

ERIC b




TASK SHEET--PHASE II

INSURANCE CLERK

1. Read the Narrative.

2. Using the Master Customer List in your manual, check to see that all of the
information on the two insurance policies is correct. Check the following;items:
Neme and address of the insured, property description, and the amount of coveiige.
(Should be the same as the amount of the loan).

3. For each policy that contains an error, fill out a Policy Correction Form. You
are to indicate all errors and mail it to the insurance company for correction.
Write the name of the insured as it appears on the policy, the policy number, and
todsy's date. Check the insurance company involved, then meke corrections as needed.

Lk, If the policy is correct in every detail, write a letter similar to the one in
your manual to the customer indicating that the policy has been accepted. Obtain
the amounts for the principal, interest, etc., from the Master Customer List. Make
certain the total payment in the letter agrees with the Master Customer List.

5. A tickler card should be completed for each correct policy you receive, This
card is filed by expiration date and “"tickles" or reminds you when the policy it
refers to is about to expire. This saves you from going through the complete file cf
Insurance Policies to find which ones are expiring. You should put the completed
tickler card in the material you will hand back to your instructor.

6. Whenever you receive a policy cancellation notice, you must write a policy
cancellation letter similar to the one in your manual. You should consult the
numeric rotary file to find the name of the customer who has the policy indicated
on the Cancelllation Notice or use the Master Customer List.

7. Gather your materials together in your folder in preparvation for your debriefing
session with the instructor.
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Narrative

INSURANCE CLERK

Welcome to the insurance clerk position, a very vital link in the complete operation

of MOE, INC. Let's review together the forrs which you have in ycur folder.

Your purpose as an insurance clerk 18 to see that all lcans are adequately insured.

You are a person we must rely upon to accomplizh this with little suvpe.vision.

In your manual you will find two fire insurance policies. These policies contain all
of the essential information necessary for a policy. A real policy is much more complete
and offical-looking but because of tiie difficulty of reproducing an actual policy, we
provide the important informatior only. Later you must check all of this information

against the master customer llst to see that all information is correct.

The next form is provided to make corrections in the event there is an errc. on the
policy. This must be filled out and sent to the insurance company when an error is
found in the policy. You must indicate on this foin w»hat is to be corrected. If you
have quesﬁions when you type this form, please rcfer to your procedures manual. If

it doesn't answer your gquestion, call your irst:w <. and ask for his/her agsistarce.

The next form is a policy letter which indicates insurance has been appiroved.
When you find tﬁat the insurance policy is correct in every detail, you ure to type

a policy letter to the customer indicating that this 'nsurance has been obtained by
MOE, INC., for his mortgage. You ar2 to get from the master customer list the amounts
to be filied in on each dlark for principle, interest, insurance premium, deposit for
taxes, and deposit for fire insurante. One thing you should understand is that the
deposit {or taxes and for fire insurance is not part of a payment. These funds are

a deposit which is held by MOE, INC., &0 We can pay the taxes or insurance when t):y

come due at a later date,




The next form is a policy cancellation notice letter. When you receive one of these,
you are to check the file to see if the policy has expired. If this is true, the next
form in your folder will be used, You will see a copy of a letter that you must writc

to the customer indicating that his insurance must be reinstated.

The next formm, the tickler card, has many uses. It is filed according to the insuranc
expiration date in the upper right hand corner. It is also used for checking the
accuracy of the policy cancellation letter. Remember...it is your responsibility to
see that all mortgages are insurcds The letterhcads arc for letters you will be

required to write.



TASK SHEET--PHASE II

POSTING AND TAX CLERK
1. Read the Narrative

2. Complete the information needed at the top of the borrower's ledger using

the Master Customer List. Place the name of the borrower and his mailing address
in the proper place. The first two digits o: the loan number indicate the in-
vestor. The next three digits indicate the borrower's number. For Mr. Clifton

A. Abbott, 03 is the number of the invesbtor. The origiral loan amount is given

to you on the Amortization Schedule. You may leave the first payment date, and the
maturity date blank provided it is not the first payment for that particular in-
dividual. If you know the first payment date, you can project ahead to find the
maturity date according to the Amortization Schedule.

3. Tl'ost to the borrower's ledger using information from the coupon, the amorti.

gzavion schedule, and the top of the ledger., Use the Amortization Sheet to get the
correct amount of interest and principal. Make certain that the pavment number on
the coupon corresponds with the number you are using on the Amortization Schedule.

4. Gather your materials together in your folder in preparation for your debriefing
session with the instructor.
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Narrative

POSTING AND TAX CLERK

Today you are the Posting and Tax Clerk. The first documents you see in this section
are four coupons. If you have been through the Cashier's pgosition, you Lave already
seen these coupons. You see that these coupons have the name of the borrower right
near the bottom. The first one is Mr. Clifton Abbott who makes a payment of $L42.00
each month. Under normal office circumstances you will receive this coupon from the
Cashier after it has been processed at that station. It is a major document within

MOF, INC. and one with which you will tecome very femiliar.

The next documents are the borrowers ledgert. There is one to maich each of the
four coupons. Each borrower has one ledger. The ledger is i{nitiated when the bor-
rower opens & loan. All transactions made by the borrower are recorded to this

1 edgei'-

The next. documents are amortization schedules. You will notice that you have several
scheduless In the upper right hand corner you will find hand-written numbers one, two,
three, etc. These indicate separate échedules. An amortization schedule is merely

a long prepared list of payments showing the amount of interest and principal paid
with each paymen% along with the new balance of that loan. On schedule 1, for instance
look down the left-hand column and find payment 10. The total amount of the payment

is $28.61 as recorded at the top of the schedule. Of that $28.61, $24.89 goes for
interest, $3.72 goes to the principal which leaves an unpaid balance on the mortgage
loan of $4,263.79.

The next form is the daily summary and recap sheet. Oown the left<hand sidr youn see

the investors code with the name of the investor to the right of each mumber. [Iuring
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each working day, the amount of receipts for each investor is to be recorded as to the

interest, principal, and late charges collected for that investor.

The final document in your folder is the master schedule upon which is recorded much
pertinent information necessary for the completion of your work. Details of this

schedule are recorded in the procedures manual.

After you have read your procedures manual, refer back to your task sheet and complete
the remainder of the problems. You will need to consult the procedures manual frequently

as the simulation develops.




RECEPTIONIST

You will only be at this position for one-half of the class period. During the
other half of this period you will assume the position of the administrative
assistant. You will have to hurry to complete your assignments.

l. Read the Narrative:

2. You are to answer all incoming calls by phone or visitor. Remember your voice

and actions reflect the image of the company. Handle each call with courtesy and
efficiency. If someconc is out of his office or away from his desk, you arc to

ask the caller if you can have your party return the call. If the answer is in the
affirmative, write a memo and take their number and/or message. If you have questions
consult the Manual.

3. You are to design a notice regarding the institution of coffce breaks. These
breaks are to be taken by all office personnel and arc to be held to 5 minutes in
length. Care should be taken that no food or drink is brought around the equipment.
This notice should be suitable for posting on the MOE INC. Bulletin Board.

4. Design an announcement promoting the annual spring outing to be held by MOE, INC.
Have some art work on the announcement and make it as original as possible. Duplicate
enourh copies to distribute to the entire office forcec.

5. Gather your materials togetrer in your folder in preparation for your debriefing
session with the instructor. You will be informed when to begin with this process.



Narrative

RECEPTIONIST

As receptionist, you are the voice and ears of your company. All of what you say and
how you say it as you answer the telephone or greet a visitor presents an image, an

image of both you and the company for which you work.

Let us first consider your duties at the telephone. Your voice should be the voice
with a smile. Each caller should be assured that you are interested in what he is
saying, and that he will receive a satisfactory answer for every question arked. You
must become familiar with the methods of screening calls: that is, to delermine which
of the workers in the office can best answer the question being asked. Many times a
person will ask for the vice president, seeking an answer to a guestion, when in
reality the cashier of insurance clerk could answer the question more adequately.

You could save the caller much time if his questicn was directed to the propex people
initially. In referring callers to MOE worlzars, it is important that they know who

is calling in advance. Methods of obtaining names from the callers are outlined

in various resource texts available in the MOE, INC., library, and should be consulted.

Tnese references are listed in your mnaual.

A great deal of skill is required in handling the telephone. The proper use of the
hold key and the memorization of all employee telephone numbers will help facilitate
the use of this instrument. When messages are left for someone in the officz, they
should be written completely and accurately. Phone numbers to call slhiould be repeated

in order to erisure their accuracy.

Another important function of the receptionist is that of gresting callers who come
to visit MOE, INC.

The same kind of courtesy must be extended to these people as to thosem on Lhe totephog:

No one should be kept waiting without repeated verbal attention riven to thies tn one e
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or another. Tours through MOE, INC., should be handled in a very efficient and
informative way. All questions should be answered without going into great detéil.
If you do not have an answer, you should remember the queatibn and have scmeone else
answer the question later in the tour. Tour hints are included in your procedures

manual.

Individual callers who are on business should be referred directly to the person who

can most efficiently help them.

Hendling the mail will be another important function of the receptionist. You will
open, scan, and sort all mail, except that marked “personal." You must learn how to

select the proper mailing service for all the different types of outgoing mail.

After you have read your procedures manual, go to your task sheet and begin to comple

the Jobs assigned Yo ycu. On these jobs, you should be original and imaginative.



TASK GHEET--PHASE T1T

VICF PRESIIENT
1. Read the Narrative for procecdures concerning your new position.,

?. Dictate the following letters after you have outlined them on paper. fler the
dictalion instructions in the Manual for procedurcs. Onec or {wo of these leLterc
should be dictated to your executive scerctary if he tukes shorthand.

A. Meno to employees concerning parking problems in the MOE, INC., lot.
Much space is being wasted due to careless parking. Construct the
rest of the details.,

B. Memo to the employzes concerning the excellent work they have heen doing.
Werd has come from the board of directors stating that the efficiency of
the office 1has improved considerably in reccenlt months. Construct the
rest of the delails.

C. Letter to the State Governor asking him to speak at your monthiy ldon's
Club meeting. You arc the chairman of the program committee. The meeting
is about four wecks away. You are to construct the rest of the details.

3. You and the Executive Secretary are to work together and complete a Salary and
Payroll Register. You have $2,000 to work with and the salary breakdown is as follo

Vice President $500.00 per month
Executive Secrectary 350.00
Receptionist 325.00
Administrative Assistant 325.00
Cashier 300.00
Posting and Tax Clerk 275.00
Insurance Clerk 250.00

h. An appraisal form will be given to you for each prrson working in your officc.
You are to {111 in their names, the position they occupied today, and your name. 1In
each calegory of this form, you should circle one of the numbers. The better they
work, the higher the number. If you think that some categories should not apply Lo
your observation, indicate such. Give a suggested letter grade for that person. Fil
in the date on each form as it is completed. The bottom portion is to be used for
comments. THIS FORM IS NOT TO BE COMPLETED IN CONJUNCTION WITH AN INTFRVIEW. It
should be completed daily. Your evaluation will be held in strict confidence by

the instructor. It is your obligation to do your best.



Narrative

VICE PRESIDENT

As vice president, your role in the office has three parts. One is seceing that the
office functions properlysy two, to assist other members of the oflice stafty and Lhre
to rearrange workloads wheh necessary. You come under the direet suporvision of the
tcacher, and will assist him when so dirceted. You will play an important role in th:

evaluation of other members of the staff.

So that you can be a top-notch vice president, let us review the contents of your

manual and discuss cach item as we go.

As the nced arises, you are to dictate letters and memorands. You should never
dictate a letter or memo before you outline and make notes about them. If you have

a dictation machine on your desk, learn how to use it., Also use your secretary for
dictation if she takes shorthand. You should be sure that your secretary has somethin
to do at all times. It is important that all correspondence leaving your off'ice rcflc

a good image for the company. Get it out as soon arter dictation as possitle.

<. ~a . PR P ) L
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You and your secrctary are to work together in completing a salary and payroll registe
Once you both understand the process, you may have your secretary complete the repgiste

You should check all of the work as the secretary completes it.

In your manual you have two payroll and salary register forms. One is for you nnd LW
sceretary to use for a rough draft, or working copy. The sccond copy is used by Lin
scerelary to make a £inal copy. You have $2,000 in your payroll account. Office

salaries will be broken down as indlecated on your task sheet.

Next is a monthly payroll period table published by the Internal Revenue Urivice whie

tells how much money should be taken out for taxes and :zocinl sccurity.
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The next forms are the appraisal forms for each person working in the office. You

are to fill these out with the employees' names, the position in which they are working,
and your name. 1In each categoery on this form, you should circle either 0,1,2,3,4,5,(,
7,8, or 9. Only onc number should be circled. If you think there is a category vhich
is not applicable to yocur observation, you should so indicate. Give a suggested letter
grade for the person you are evaluating, then fill in the date on each form as it 1s
completed. This is an important part of ycur position. Give honest evaluations. They

will be kept confidential.

While you complet~ this evaluation form for the members of your staff, your instructor

will complete the form for you. Do your best.
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TASK SHEET--PHALE III

ADMINISTRATIVE AGSSISTANT
1, Resd this entire page before you start to work.

2, Take an Activity Log Sheet from your desk and make notes about what you
- will say before you make each telephone call. You should be sure you have

all the information at hand that 1s necessary to successfully complete the

call, You should record each telephone call,

3. When you have completed e telephone call, you should finish filling out
the Activity Log Sheet and file it at the front of the Activity Log File in
your desk.

i, The Telephone Call Sheet you received which told you what to request or
what information to ask for should be placed in your "oul" basket.

5. If you arc the first Administrative Assistant of this rotation, the
Cashier will ask you to cash a check for the petty cash. Make certain the
Cashier receives a variety of denominations.

6. Twice each day you are to go to easch Cashier and indicate you nced some
petty cash to purchasc some office supplies. You decide what thesc supplies
will be and how much they will cost. Stagger your visits to all Cashicrs.

7. Once each day you are to take one of the checks in the Administrative
Assistant folder in your desk to a Cashier and makXe a mortgage payment,

(Your name will be on the check, and be sure to go to each Cashier vut at
different times.) Each check will be for an amount greater {han your mortgage
payment. You are to get the check cashed by the Cashier who will use the
petty cash fund.

8., Once each day you are to be a MOE, INC., customer who is visiting MCE
"Just to find out how my loan is administered." Supply ali kinds of details
to the Receptionist. Brief yourself for your visit by vpicking out the nane
of a borrower from the Master Custcmer List and learning all you can about
him. Remember you can be the wife of a customer when you visit. Insist on
being introduced to the Vice Presidents and to anyone else you want to be
introduced to at that time.,

9, Onece cach day you arce to be a prospective employce. Report to the
Receptionist.

10, If you are the first Administrative Assistant of this rotation, yud
should hand out a “"Position Work Sheet for MOE Employeces" near the cnd of
Day 1.

11, You wil)l be in this position for a day and onc-half,
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TASK SHEET #1--PHASE III
CASHIER

1. You must obtain from the Receptionist a check made outto petty cash in
the amount of $400. The Administrative Assistant will cash the check for

you. You must reconclie your petty cash account at the end of your two-day
rotation. 7You are to take the reconciliation and all supporting data to the
Vice President f{or his approval. Petty cash is turned into the Administrative
Assistant. During the time you have the petty cash, you are to follow all

of the nrocedures listed in the procedures ranual. .

2. When you receive the coupons, you must check to make certain the amnount
of the check agrees with the amount on the coupon. You must then meke out a
deposit slip and then post to the investors' ledgers.

3. Complete a daily summary and recap as you post to the investors' ledgers.

L., Each coupon received which indicates payment No. 1 must be noted so a
Welcome Letter can be sent to the borrower. You are to type and send the
Welcome Letter. A completed Payment Facts Sheet must be enclosed with
this letter.

5. When you receive a check marked "insufficient funds," follow the bad check
procedures manual.



TASK SHEET--PHASE III
EXECUTIVE SECRETARY

l. Transcribe the lettera on the attached dictation belt. You are to
conduct business as it arrives at your desk during the transcribing.

2, Take dictation from the Vice President as it is needed.

3. Answer telephone for the Vice President as it is needed.
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TASK SHEET #1--PHASE III
INSURANCE CLERK
1. Read tuies entire page before you start to work.
2. You are to type a memorandum to your Vice President cbncerning the insu. nce
policics that are due to expire next month and the month fcllowing. The subject of
this memorandum is "Insurance Policy Expiration List." Using your tickler
file, you should list the pollcy number, name of the insured, and the date of
expiration of cach policy.

3. All insurance policles received by MOE, INC., must be processcd to determine
if the right customer, property, and mortgage amount is covered by the insurance.

4. By using your Master Customer List you can determine whether or not each
policy is correct.

5. You should fill out Insurance Coxreztion Forms on each incorrect policy.

6. You should write a Premium Letter to cach borrower with a correct policy
telling him his insurance has been approved.

T« You should fill out a tickler card on each correct insurance policy.
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TASK SHEET #/2--PIASE III

INSURANCE CLERK
1. Read this entire page before you start to work.

2, On the attached sheet you will find the names of borrowers for whom
you are to renew insurance policies.

3. You should check the cost of renewal against the insurance reserve
amount for each borrower. The yearly insurance reserve can be found by
multiplying the amount of the monthly insurance payment (found either in
your Master Customer List or on the Borrower's Ledger) by 12.

L. If the insurance reserve is sufficient to cover the amount of the
insurance, you should type a letter of transmittal and a check to the
insurance company. The address of an insurance company can be determined
by consulting your manual.

5+ If the insurance rescrve is insufficicnt to cover the insurance amount
for a particular borrower, you should type a letter to that borrower asking
for aduitional funds. See your manual for sample letter.

6. You should type & new tickler card for each policy which you renew,
and you shculd put the tickler card in your "out" basket.
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TASK SHEET #.--PHASE III

POSTING AND TAX €LERK
1. Read this entire page before you start to work.

2. You should type a letter requesting the tax assessment for each borrower
listed on the attached sheet.

3, Only one letter needs to be sent to each county assessor requesting the
tax assessment even though there is more than one Loan Card for that county.

4. An example of the letter and the names and addresses of each county
assessor are in your procedures wanual.

5. To £ind the enclosure(s) {Loan Cards) for each letter, you must go to
your Loan Card File which is filed first by county and then alphabetically
by name within that county. The original of the Loan Card should be enclosed
with the letter and the duplicate should be left in the Lcoan Card File.

6. You are to post each coupon you reée1Ve to the proper Borrower's Ledger,
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TASK SHEET #2--PHASE III
POSTING AND TAX CLERK
1. Read this entire page before you start to work.
2. JYf the tax reserve is sufficient to cover the amount of the taxes
you should type a letter of transmittal and a check to the county assessor.
Only one check need be submitted to each assessor to cover all taxes for
all borrowers in that county.
3. If the tax reserve is insufficlient to cover the tax amount for a
particular borrower, you should type a letter to that borrower asking for
additional funds.

4. Be certain you refile the Loan Cards when you are finished working with
them.
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TASK SHEET #L PHASE III
RECEPTIONIST
1. There has been an office policy change in filing procedures. Please
change the borrower's file from the alphabetic system it is now in)to a
nuneric system,

2. Pick up all material in all of the "out" baskets in the office. Be sure
to collect all of it. Put this material into the general "in" basket.

3+ File all collected material in appropriate files.

4. Greet all callers as they arrive. If you are unable to complete all
of your assigiments because of visitors, you should report the reasons to
the Vice President. The callers are to be greeted with the kindest
attention. Consult your manual for details.

5. Check the general "out" basket and general "file" basket frequently
for material to route or file. '

6. You will be responsible for typing all MOE checks except payroll.
Upon reccipt of a written request, complete the check stub and the check.
When completed give check and request to the person originating the request.

T+ You should obtain the smount of each bank deposit from the Cashier.
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TASK SHEET #2--PHASE III
RECEPTIONIST

1. There has been an office policy change in filing procedures. Pleese
change the borrower's files from the numberic system it is now in, to a
geographic system,

2, Pick up all material in all of the "out" baskets in the office. Be
sure to collect all of it. Put this material into the general "in" basket.

3. File all collected material in appropriate files.

4., Greet all callers as they arrive. If you are unable to complete all of
your aasignments because of the visitors, you should report the situation
to the Vicc President. The callers arc to be greected with the kindest
attention. Consult your procedures manual for detalls.

5, Check the general "out" basket and general "file" basket frequently
for material to route or file.

6. You will be responsible for typing all MOE checks except payroll. Upon
receipt of a written request, complete the check stub and the check. When
completed give check and request to the person originating the request.

7. You should obtain the amount of each bank deposit from the Cashier.
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TASK SHEET #3 PHASE IIX
RECEPTIONIST

1. There has been an office policy change in filing procedures. Please
change the borrower's files from the geographic system it is now in, to a
alphabetic system.

2. Pick up all material in all of the "out" baskets in the office. Be
sure to collect all of it. Put this material into the teacher's "in"
basket.,

3. file all teacher's "file" basket material into appropriate files.
4., Greet all callers &8 they arrive. If you are unable to complete all
of your assignments because of visitors, you should report the reasons to

the Vice President., ™he callers are to be greeted with the kindest attention
Consult your manual for details.

5. Check the teacher's "out" basket and teacher's "file" besket frequently
for material to route or file.

6. You will be responsible for *yping all MOE checks except payroll.
Upon receipt of a written request, complete the check stub and the check.
When completed give check and request to the person originating the request.

8. You should obtain the amount of each bank deposit from the Cashiler.
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TASK SHEET--PHASE XIII

VICE PRESINENT

l. Check with all office personnel concerning work distrubution. See that

-the work can be completed by the person seated at that position. If it

appears that there will be unfinished work at the end of the day, see that
someone else in the office helps finish the work. Report all changes to the
teacher,

2. Complete the payroll as you have time. You must complete the payroll
while you are Vice President. You should not type the final copy yourself,
but should have someone else do it. Be sure to keep your Executive Secretar;
busy.

3. Complete all of the evalugtion forms for your office staff. Be objective
You must complete an evaluation on each person in yowr office while you are
Vice President. The complete evaluation sheets should be given personally
to the teacher.

k. You must hold a debriefing session with the teacher. You should arrange
this with him for sometime during the latter part of your second day as Vice
President. Be prepared to substantiate and/or give reasons for any activity
you have directed.

5. Supervise the clean-up procedures. Make certain that all personnel
leave their work for filing in their "out" basket.

6. If your Executive Secretary takes shorthand, you should endeavor to
dictate approximately half of your work to him.

7+ You should receive an insurance policy expiration 1list for the next

two months. You should keep this list and cross the nawe off the list when
someone renews their insurance. You will know when the insurance is renewed
because you must sign the check.

The salary scale for MOE, INC., unless otherwise directed, is as follows
for Office 1:

Vice President $500 per month
Executive Secretary 350
Receptionist/Adm. Asst. 325
Cashier 300
Posting and Tax Clerk 275
Insurance Clerk 250

The salary scale for MOE, INC., employees is as follows for Office 2:

Vice President $750 per month
Executive Secretary 525
Receptionist/Adm. Asst. L87
Cashier 480
Posting and Tax Clerk 2
Insurance Clerk 375
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The salary scale for MOE, INC., employees is as follows for Office 3:

Vice President $800 per month
Executive Secretary 550
Receptionist/Adm. Asst. L75

. Cashier 400
Posting and Tax Clerk 360
Insurance Clerk 310
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TASK SHEET--PHASE IV

ADMINISTRATIVE ASSISTANT
1. Reud this entire page before you start to work.

2. Take an Activity Log Sheet from your desk and meke notes about what you
will say before you make each telephone ecall. You should be sure you have

all the information at hand that is necessary to successfully complete the

¢all. You should record each telephone call.

3. When you have completed a telephone call, you should finish filling out
the Activity Log Sheet and file it at the front of the Activity Iog File in
your desk.

4., The Telephone cell Sheai you received which told you what to request or
what information to ask for should be placed in your "out" basket.

5. If you are the Tirst Administrative Assistant of this rotation, the
Cashier will ask you to cash a check for the petty cash, Meake certain the
Cashier receives a variety of denominations.

6. Twice ecach day you are to go to each Cashier and indicate you need some
pgetty cash to purchase some of fice supplies. You decide what the supplies
will be and how much they will cost. Stagger your visits to all Cashiers.

7. Once each day you are to take one of the checks in the Administrative
Assistant folder in your desk to & Cashier and make a mortgage payment.
(Your name will be on the check, and be sure to go to each Cashier but at
different times.) Each check will be for an amount greater than your
mortgage payment. You are to get the check cashed by the Cashier who will
use the petty cash fund.

. 8. Once each day you are to be MOE, INC., customer who is visiting MOE

"just to find out how my loan is edministered.” Supply all kinds of details
to the Receptionist. Brief yourself for your visit by picking out the name
of & borrower from the Master Customer List and learning all you can about
him. Remember you can be the wife of a customer when you visit. Insist on
being introduced to the Vice Presidents and to anyone else you want to be
introduced to at that time.

9. Once each day you are to be a prospective employee. Report to the
Receptionist.

10, If you are the first Administrative Assistant of this rotation, you
should hand out a '"Position Work Sheet for MOE Employees" near the end of
Day 1.

11. You will be in this position for a day and one-half.
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TASK SHEET--PHASE IV
CASHIER

1. You must obtain from the Receptionist a check mace out to petty cash in
the amount of $400. The Administrative Assistant will cash the check for
you. You must reconcile your petty cash account at the end of your three-
day rotation. You are to take the reconciliation and all supporting data to
the Vice President.for his approval. Petty cash is turned into the Administr
tive Assistant. During the time you have the petty cash, you are to follow
all of the procedures listed in the procedures manual.

2, When you receive the coupons, you must check to make certain the amount
of the check agrees with the amount on the coupon. You must then make out
& deposit slip and then post to the investors' ledgers.

3, Complete a daily summary and recap as you post to the investors' ledgers.

k. Each coupon received which indicates payment No. 1 must be noted so a
Welcome Letter can be sent to the borrowers You are to type and send the
Welcome Letter. A completed Payment Facts Sheet must be enclosed with
this letter,

5« When you receive a check marked "insufficient funds," follow the bad
check procedures manual.

6. The Vice President will assign you the jJob of typing the payroll and
salary register and typing the payroll checks for your team, You must
complete the payroll and salary register and the payroll checks by the
time you complete your three-day rotation.
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TASK SHEET~-PHASE IV
EXECUTIVE SECRETARY
L. Read this entire page before you start to work.

2. You are to transcribe the four letters on the attached dictation belt.
One letter has an Attention Line, another has a Subject Line, another has
both an Attention Line and a Subject Line, and the last one is a two-page
letter.

3. You are to transcribe this belt only when you have nothing else to do.
Any work given you by the Vice President takes precedence over transcribing
the belt.

k. You are to address an envelope for each of the four letters on the

dictation belt. The addressed envelope should accompany the letter when
you put it in your "out" basket.
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TASK SHEET #1--PHASE IV

INSURANCE, CLERK
1. Read thir entirc page before you start to work.

2. You are to type a memorandum to your Vice President about the insurance
policies that arc due to expire next month and the month following. The
subject of this memorandum is "Insurance Policy Expiration List." Using your
tickler file, you should list the policy number, name of the insured, and the
of expiration of each policy.

3. All insurance policies received by MOE, INC., must be processed to
determine if the right customer, property, and mortgage amount is covered
by the insurance.

. By using your Master Customer List you can determine whether or not each
policy is correct.

5. You should fill out Insurance Correction Forms on each incorrect policy.

6. You should write a Premium Letter to each borrower with a correct policy
telling him his insurance has been approved.

7+ You should fill out & tickler card on each correct insurance policy.
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TASK SHEET #2--PHASE IV
INSURANCE CLERK
l. Read this entire page before you start %o work.

2. On the attached sheet you will find the names of borrowers for whom
you are to renew insurance policies.

3+ You should check the cost of renewal against the insurance reserve
amownt for each borrower. The yearly insurance reserve can be found by
multiplying the amount of the monthly insursace payment (found either in
your Master Customer List or on the Borrowers Ledgers) by 12,

4. If the insurance reserve is sufficient to cover the smount of the
insurance, you should type a letter of transmittal and a check to the
insurance company. The address of an insurance company can be detemined
by consulting your manual.

5. If the insurance reserve is insufficient to cover the insurance amount
for a particular borrower, you should type & letter to that borrower asking
for additional funds. See your manual for sample letter.

6. You should type a new tickler card for each policy which you renew,
and you should put the tickler card in your "out" basket.
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TASK SHEET #1--PHASE IV
POSTING AND TAX CLERK
l. Read this entire page before you start to work.

2. You should type a letter requesting the tax assessment for each horrower
1isting on the attached sheet.,

3. Only one letter needs to be sent to each county assessor requesting the
tax assessment even though there is more than one Loan Card for that county.

k., An example of the letter and the names and addresses of each county
agsessor are in your procedures manual.

5. To find the enclosures (Loan Cards) for each letter, you must go to

your Loan Card File which is filed first by county and then alphabetically
by name within that county. The original of the Loan Card should be enclosed
with the letter and the duplicate should be left in the Loan Card File.

6. You are to pcst each coupon you receive to the proper Borrower's Ledger.
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TASK SHEET #2--PHASE IV
POSTING AND TAX CLERK
1. Read this entire page before you start to work.

‘ 2. If the tax reserve is sufficient to cover the amount of the taxes you
should type a letter of transmittal and a check to the county assessor. Only
one check need be submitted to each assessor 0 cover all taxes for all

. borrowers in that county.

3. If the tax reserve is insufficient to cover the tax smount for a
particular borrower, you should type a letter to that borrower asking for
additional funcs.,

4, Be certain you refile the Loan Cards when you are finished working with
them.
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TASK SHEET #1--PHASE IV
RECEPTIONIST
1. Read this entire page before you start to work.

‘2. There has been a policy change in office filing procedures. Please
change the borrowers files from the geographic system it is rnow in, to a
nwuberic system.

3. Every few minutes throughout the office day, you should pick up the
material in each position's "out" basket. You are to put this material
you have collected into the teacher's "in" basket. .

i, Check the teacher's "out" basket and "file" basket frequently for
material to route or file. File all material. that is in the teacher's file
basket.

5. Greet the callers as they arrive. If you are unable to complete all
your assignments because of callers, you should report the situation to
the Vice President. The callers are to be treated in the kindest way
possible, Consult your Procedures manuasl for details.

6. You will be in this position for only a day and one-half. All of
your work must be completed at the end of this time.

T+ You will be responsible for typing all MOE checks except payroll. Upon
receipt of a written request, complete the check studb and the check. When
coampleted, give check and request to the person originating the request.

8, You should obtain the amount of each bank deposit from the cashier.
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TASK SHEET #2--PHASE 1V
RECEPTICNIST
1. Read this entire page before you start to work.

2. There has been a policy change in office filing procedures. Please
change the borrower's files from the alphabetic system it is now in, to a
geographic system. i

3. Every few minutes throughout the office day, you should pick up the
material in each position's "out" rasket. You are to put this material
you have collected into the teacher's "in" basket.

i, Check the teacher's "out" basket and "file" basket frequently for
material to route or file. File all material that 3s in the teacher's
"£{1e" basket.

5, Greet all callers as they arrive. If you are unable to complete all
your assignnents because of callers, you should report the situation to
the Vice President. The callers are to be treated in the kindest way
possible, Consult your procedures manual for details.

6. You will be in this position for only a day and one-half. All of
your work must be completed at the end of this time.

T. You will be responsible for typing all MOE checks except payroll. Upon
re~eipt of a written request, complete the check stub and the check. When
completed, give check and request to the person orlginating the request.

8. You should obtain the amount of each bank deposit from the Cashier.
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TASK SHEET #3--PHASE IV

RECEPTIONIST
1. Read this entire page before you start to work.

2. There has been a policy change in office filing procedures. Please
change the borrower's files from the numeric system it is now)into an
alphabetic system.

3. Every few minutes throughout the office day, you should pick up the
material in each position's "out" basket. You are to put this material
you have collected into the teacher's "in" basket.

4. Check the teacher's "out" basket and "file" basket frequently for
material to route cr file. File all material that is in the teacher's
"file" basket.

5. Greet all callers as they arrive. If you are unable to complete all
your assignments because of callers, you should report the situation to
the Vice Prasident. The callers are to be treated in the kindest way
possible, Consult your procedures manual for details.

6., You will be in this position for only a day and one-half. All of
your vork must be completed at the end of this time.

7. You will be responsible for typing all MOE checks except payroll. Upon
receipt of a written request, complete the check stub and the check. When
completed give check and request to the person originating the request.

8., You should obtain the amount of each bank deposit from the Cashier.
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TASK SHEET--FPHASE IV

VICE PRESIDENT
1. Read this entire page before you start to work.

2, A letter or memorandum must be composed for each one of the dictation
assignment sheets which are periodically placed in your "in" basket.

3. If your Executive Seccretary takes shorthand, you should endeavor to
dictate approximately half of your work directly to him. You should use
the dictation machine for the rest of your dictation work.

4. Check with all office personnel concerning work distribution. See that
the work can be completed by the person seated at that position. Report
all changes in work distribution to the teacher.

5. You must complete the payroll while you are Vice President. The payroll
must be completed in time to allow the Cashier to type a Payroll and Salary
Register and to make out a payroll check for each individual on your tean.

6. A payroll check must be completed for each member of your team while
you are Vice President. It is your responsibility to ensure that this happens.

7. You must complete an evaluation form on each member of your team while
you are Vice President. Be objective. You should give the completed
evaluation forms personally to the teacher.

8. You should hold a debriefing session with the teacher. You can make
an appointment with him for sometime during the latter part of your third
day as Vice President. Be prepared to substantiate and/or give reasons
for any activity you have directed.

9. You should receive an Insurance Policy Expiration List for the next
two months. You should keep this 1ist and cross the borrower's name off
the 1list when the Insurance Clerk renews that borrower's insurance. You
will Xnow when the insurance is renewed because you must sign the letter
of transmittal an¢ the check.

10. Supervise the clean-up procedures by each member of your team each day.

i11. You are to write a letter to the Presinant of MOB, INC. This letter
must detail very specifically what you th: ak the strengths and weaknesses

of the MOE program are. The letter shoul. be a general commentary of your
thouchts, feelings, and opinions of the MOE program. This letter is not

one that can be written in a very few minutes but is a letter that will
require a great deal of constructive thought on your part. The letter should
be a full page in length (a tvo-page lettcr is preferable) and typed in the
full-blocked style on letterhead paper. You should type the letter yourself.
If you do not complete the letter while you are Vice President, you muct
couplete it as a homewor): assignment. The letter must be complcted and
handed in before MOE lesves your school.
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The salary scale for MOE, INC.,

Vice President
Executive Secretary
Receptionist/Adm. Asst.
Cashier

Posting and Tax Clerk
Insurance Clerk

The salary scale for MOE, INC.,

Vice President
Executive Secretary
Receptionist/Adm. Asst.
Cashier

Posting and Tax Clerk
Insurance Clerk

The salary scale for MOE, INC.,

Vice President
Executive Secretary
Receptionist/Adm. Asst.
Cashier

Posting and Tax Clerk
Insurance Clerk

employees is as follows for Office 1:

$800 per month
5950
L75
Loo

360
310

employees is as follows for Office 2:
$850 per month
600

525
450
UST)
390

employees is as follows for Office 3:

$750 per month
525
487
450
412
375
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