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ABSTRACT
This annotated listing of curriculum materials for

Office Occupations provides planners, administrators, vocational
educators, and others with information as to available curriculum
materials developed by the various States. The materials are
identified with the instructional titles and codes from the
classification system of the Office of Education, which are refined
to include one or more related subtitles with appropriate codes. The
curriculum materials in this listing concern the following subject
areas: Accounting and Computing occupations (Bookeeping); Business
Data Processing Systems Occupations (Key Punch and Coding Equipment
Operators; Business Data Processirg Systems Occupations, Other) ;
Filing, Jffice Machines, and General Office Clerical Occupations
(File Clerks; General Office Clerks; Filing, Office Machines and
General Office Clerical Occupations, Other); Stenographic,
Secretarial, and Related Occupations (Stenographers; Stenographic,
Secretarial, and Related Occupations, Other); Supervisory and
Administrative Management Occupations (Budget Management Analysts);
Typing and Related Occupations (Typists; Typing and Related
Occupations, Other) ; and Office Occupations, Other. Occupational
resource material that applies to all vocational areas is listed
under Administrator's Student's, or Teacher's Resource Instructions
for ordering are given. (For related documents, see ED 057 268-272,
274.) (DB)
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EXPLANATION OF CODING SYSTEM

In recent years it has become apparent that a stng relation-
ship exists between the world of education and the world of work.
Emphasis is on the concer)t that the development of our human re-
sources is vital to the well-being and growth of our society. In
order to implement this belief, leaders in all fields have focused
their attention on education and especially on vocational education.

This annotated listing of curriculum materials is providea in
order to apprise planners, administrators, vocational educators,
and others interested in offering or involved in vocational educa-
tion programs of the available curriculum materials developed by
the various States.

The curriculum materials have been identified with the instruc-
tional titles and codes from the classification system of the Office
of Education. These titles and codes link vocational education pro-
grams to occupations. Utilizing the codes in this listing relates
the curriculum materials to the instructional program. Seven major
vocational education are7..s are identified in separate listings and
coded as follows:

01 Agriculture 09 Hame Economics
04 Distributive 1_-_-cation 14 Office Occupations
07 Health Occupations Education 16 Technical Education

17 Trade and Industrial Occupations

The items are refined o include one or more related subitems as in-
dicated in the f'ol1owti example:

First 2-digit position: subject matter area
Example: 14 0Y±IICE MCUPATIONS

Second 2-digit position: ._'incipal segment of subject matter
Example: 14.02 BUSINESS DATA PROCESSING SYSTEME OCCUPATIONS

Third 2-digit position: division of principal segment
Example: 14.0202 PERIPHERAL EQUIPMENT OPERATORS

Fourth 2-digft position: first level detail of division
of principal segment
Example: 14.020201 KEY PUNCH AND CODING EQUIPVENT OPERATORS

The coding system is contained in:
U.S. Department of Health, Education, and Welfare, Office of
Eaucation. Vocational Education and Occupations (0E-80061).
Washington: U.S. Government Printing Office, July 1969.
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CONTEETS

14.01 Accounting and Computing Occunations .

14.0102 Bookkeeping. .

Page

. 1

. 1

14.02 Business Data Processing Systems Occupations . 1
14.020201 Key Punch ana Coding Equipment Operators . . . 1
14.0299 Business Data Processing Systems Occupations, Other 1

14.03 Filing, Office Machines, and General Office
Clerical Occupations. . 3

14.0302 File Clerks. . .
- 3

14.0303 General Office Clerks . . . . . . . - 3
14.0399 Filing, Office Machines, and General Office

Clerical Occupations, Other. . .
1.

14.07 Stenographic, Secretarial, and Related Cccupations . 5
14.0703 StenograPhers . . . . . , . . . . . 5
14.0799 Stenographic, Secretarial, and Related

Occupations, Other. . . . . . 5
14.08 Supervisory and Administrative Management Occupations 6

14.0802 Buaget Management Analysts. . .

14.09 Typing ana Related Occupations .

14.0902 Typists . . . . . . . . . . 6
14.0999 Typing and Related Occupations, Other .

14.99 Office Occupations, Other.

Occupational Resource Material
Administrator's Resources . . .

Student's Resource . .

Teacher's Resource . . . . , 17

Instruetions for Ordering . . 21
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14. OF7-CE OCCUPATIONS

Publications marked (Cooperative Training) in the title or support-
ive statement are designed for use in cooperative education ProgrAns.

ACCOUNTING AND COMPUTING OCCUPATIONS: 14.01
Bookkeeping: 14.0:

NEW YORK
Bookkeeping ar Accountinp,: I and II Syllabus. Teacher's
Resource, 65 pages, $.50, Offset.

This syllabus reflects, not only new content in data pro-
cessing, but a change in philosophy in content approach.
It is believed that emnhasis upon records analysis and in-
terpretation, as well as upon various bookkeeping systems,
will best prepare students for the bookkeeping and account-
ing job of the future.

BUSINESS DATA PROCESSING SYSTEMS OCCUPATIONS: 14.02
Keypunch and Coding Equipment Operators: 14.020201

NEW YORK
Keypunch Machine Operation and Automatic Business Data
Processing - Experimental Outline for Instruction. In-

structor's Guide, 1965) 120 pages, $1.00, Offset.

(Cooperative Training).

The guide is experimental in nature for a one-year course.
It contains introductory information on the data process-
ing field, administrative considerations, keypunch in-
struction, a 14-unit instructional outline, suggested ref-
erences, glossary, visual-aids, and a directory of film

sources.

Keypunch Operation. Curriculum Guide, 1968, 21 pages,
$.50, Offset.

The content will be of assistance to directors of adult
education programs and teachers of data processing. It
contains a course outline with the objectives clearly
stated. There ia a glossary of terms and a list of sug-
gested references for use in the course.

Business Data Processing Systems Occupations, Other: 14.0295
LOUISIANA

Printing Calculator - Student's Workbook. 1967, 85 pages,
$2.00, Offset. (Cooperative TrainITZ7

The workbook is designed to teach the basic concepts of
the Printing Calculator to students who have completed the
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basic ten key machine principles course. The workbook con-
tains twelve job sheets to be utilized with various brands
of calculating machines such a.r-. the Marchands, Monroe, Un-
derwood-Olivetti and the Victor. In addition to the work-
book, there is an answer sheet and companion answer key book-
let.

NEW JERSEY
Data Processing. Student's Manual, 1967, 40 pages,
$1.00, Offset. (Cooperative Training).

A course of study for use in day preparatory classes. The
table of contents lists the following headings: Introduction,
Objectives, Outline of Basic Content, Sample Unit, Suggested
Teaching Techniques, Suggested Teaching Aids, Enrichment
Activities, Evaluation and Testing, Correlation of Data
Processing to Total School Curriculum, Textbooks Used in
the Course, Equipment and Supplies, Instructional Staff,
and a Bibliography.

NEW YORK
Introduction to Automatic Data Processing. Curriculum
Guide, 1968, 71 pages, $.50, Offset.

The content covering 15 sessions has as one of its objec-
tives the development of a basic understanding useful to
people working in business which use automatic data pro-
cessing. It is a general orientation to data processing
and not a skill development course. The content is intend-
ed for adult education courses. There is an appended bib-
liography and a list of sources of audioviszv-,T

Introduc'''n 3. Data Frocessing - A Supplement
for Teachers of Bookkeeping. Instructor's Guide, 1965,
44 pages, $.50, Offset. (Cooperative Training).

T1 e guide was developed to aid teachers of bookkeeping
and 2 to introduce the basic concepts of automatic data
prcessing to their classes. It contains ten units of in-
sfructional -materials and a bibliography.

. A Supplement for Teachers of Distribution.
19(65, 44 pages, .25, Offset.

It contains ni_ne units of instruction and a bibliograp177

A Supplement for Teachers of 2ntroductior_.-o
Business Frd Business Management. 19667, 31 pages,
Offset.

2(o)
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It contains orientation information for the field, glos-
sary, resource materials, suggested films, and an eight
unit appendix.

PENNSYLVANIA
Data Processing: for Business Education Departments in
Pennsylvania's Public_Schools. Teacher's Guide, 19 4,
ToTpages, $.20, Offset. A State Bulletin Y/276.
(Cooperative Training).

Content is organized into ten chanters to provide teach-
ers of business sUbjects with a background of information
in this field.

FILING, OFFICE MACHINES, AND GENERAL OFFICE CLERICAL OCCUPATIONS:
14.03

File Clerk: 14.0302
LOUISIANA

Business Training Course - Filinq. Instructor's Guide,
1967 (Revised), 92 pages, $2.00, Offset. (Cooperative
Training).

The instructor's guide contains job sheets, tests and an-
swer sheets for a filing course to be used in conjunction
with the text book "Progressive Filing and Records '
ment", by Kahn, Yerian, and Stewart, College Ser_
York.

General Office Clerks: 14.0303
NEW YORK

RecorcLEE22112gus. Teacher's Resource, 1969, 51
pages, $.50, Offset.

This syllabus provides material with which local high
schools may structure a suitable occupational curriculum
for business education studen.,s of limited ability.

WEST VIRGINIA
Clerical and Related Occupations. Curriculum Guide, 1970,
31 pages, $1.00, Mimeo.

Provides suggested course content helpful to administrators,
sup(-;rvisors, and teachers. Content includes patterns for
developing curricula, suggested curricula, time designa-
tions, and topical outlines for specific units of instruc-
tion.
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Filing, Office Machines, and General Office Clerical Occupations,
Other: 14.0399

MISSOURI
Business and Office. Student's Guide, 1969, 117 pages,
S2.50, Offset. (Cooperative Training)

The guide designed for cooperative education student use
contains 21 assignments. They cover a wide range of office
education sUbjects including such items as office cothmuni-
cations services, techniques of writing business letters,
dictation and transcription, credit practices, offset,
photocopy and other processes.

. Key for Office Practices. Teacher's Guide,
1969, 26 pages, $1.00, Offset.

Contains answers to student assignment problems designed
to assist the teacher in evaluating progress.

PUERTO RICO
Office Machines - Instructions and Exercises. (In Spanish)
Student's Manual, 196 11 pages, Free, Mimeo.

Contains exercises and problems for use by students when
learning to operate a variety of calculators, adding mach-
ines, duplicators and the like.

UTAH
Business and Marketing Education Guide. Curriculum Guide,
1966, 173 pages, $1.50, Offset.

Prepared to fill the need for a more definitive statement
as to grade level emphasis, objectives, teaching aids and
projects, course content, and the like. The guide is
divided into two parts: the first part contains seven out-
lined business education courses; the second part contains
seven marketing education course outlines. A bibliography
is also included in this guide.

Simulation (MCE). Teacher's Manual, 1970, 56 pages,
Offset.

This manual provides a course of study in simulated office
education. It contaIns an el.planation of how to operate
a simulated office. The material is linked to a student
manual available for sale. There is a total of 25 units
of study which a teacher will find helpful when working
with the simulated office practices.



Offset.
. Student's Manual. 1970, 132 pages, $1.50,

The guide explains the functions of a simulated saving and
loan association. It details responsibilities of each of
seven different positions (jobs) within the company. The
students actually operate the company as they rotate in
each of seven positions. Level of activity: Secondary
and post-secondary students.

STENOGRAPHIC, SECRETARIAL, AND RELATED OCCUPATIONS: 14.07
Stenographer: 14.0703

OHIO
Programmed Shor7,hand Laboratory. Teacher's Manual, 1966,
130 pages, $1.40, Offset.

Contains much helpful information for those interested in
setting up a programmed shorthand laboratory for skill de-
velopment. The plan takes much of the drudgery out of
teaching shorthand and provides a self-pacin6 vehicle for
the student differences that appear early in any shorthand
class.

Stenographic, Secretarial, and Related Occupations, Other:
14.0799

OHIO
A Program for Stenographic Occupations. Curriculum Guide,
1967, 108 pages, S1.70, Offset.

The bulletin provides curriculum content to prepare young
people for entry level stenographic positions. Outlines
are included covering such areas as bookkeeping, the busi-
ness and economic system, communications, duplicating, fil-
ing, legal terminology and documents. A section is devoted
to personal growth and development as well. The program is
intended to operate at the 11 and 12 grade levels and to
develop high-level stenographic skills.

OREGON
Steno-Secretarial. Curriculum Guide, 1970, 91 pages,
$2.50, Offset.

A continum concept and an analytical approach in develop-
ing the clusters were used in preparing the guide. Occu-
pational specialty courses contained in the cluster in-
clude shorthand, typwriting, business communication, re-
ceptioning, filing and money handling. There are allied
supporting courses including business law and similar
areas delineated in the guide as well.
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WEST VIRGINIA
Stenographic, Secretarial, and Related Occupations. Cur-
riculum Guide, 1970, 42 pages, $1.00, Elmeo.

Job definitions and descriptions found In the dictionary
of occupational titles is the basis upon which this guide
was developed. It incorporates unitized sUbject areas and
offers suggested patterns for education to meet the speci-
fic career dbjectives of the individual.

SUPERVISORY AND ADMINISTRATIVE
Budget Management Analyst:

NEW YORK
Business Management
Handbook, 1967, 88
Training).

MANAGEMENT OCCUPATIONS:
14.0802

14.08

- Handbook for Teachers. Teacher's
pages, 75, Offset. (Cooperative

The handbook is to assist teachers in keeping pace with
rapidly changing management procedures in such fields as
finance, marketing, and manufacturing. It consists of
five chapters. Chapter five is an extensive bibliography
and source of material reference.

TYPING AND RELATED OCCUPATIONS: 14.09
Typists: 14.0902

GEORGIA
A Guide for the Improvement of Typewriting Instruction.
Teacher's Guade, 1968, 202 pages, $3.00, Printed.

The guide is a. complete treatment of the area of typewrit-
ing instruction. It contains 25 chapters starting with
the importance of typewriting, ranging through layout and
equipment and closes with implications for research. A
short treatise on typewriting for the handicapped is also
included in the text.

NEW JERSEY
About Typewriting. Student's Manual, 1968, 171 pages,
-$2.00, Offset.

This book has been designed to provide related material to
beginning typing students. It can serve as a student ref-
erence manual and provides many of the hints a teacher at-
tempts to fit into class presentation.

Typing and Related Occupations, Other: 14.0999
LOUISIANA

Business Letter Writing. Instructor's Guide, 1966, 89
pages, $2.00, Offset. (Cooperative Training).

Designed to help the instructor to establish the student's
patterns for effective written communication by using func-
tional business approaches, humanize the letters, cultivate

6(o)
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habits of accuracy and correctness, and developing a writ-
ing style to fit the purpose. Contains 13 units together
with sample letters, unit tests, answer sheets and a bi-
bliography.

Typewriting Student's Instructional Handbook. Student's

Guide, 1967 Reprint, 118 pages, $2.00, Offset. (Co-

operative Training).

The guide is designed to be used with the text book en-
titled Gregg Typewriting for colleges, second edition,
by Lloyd, Rowe, and Winger. It contains 35 assignment
or job sheets, together with 11 supplementary inform-
ation sheets.

NEW YORK
Machine Transcription - A Uniform Educational Pro am.

Instructor's Guide, 19o5, 220 pages, $1.00, Offset.

(Cooperative Training).

Designed for use in the grades 11 and 12. It contains
teaching suggestions, references, and a collection of 180
letters designed to introduce the basic knowledge of punc-
tuation and English essential for occupational competency
of machine transcribing.

Office Occupations, Other: 14.99
ARKANSAS

Books, Materials, Films for Related Studies in Office Occu-
pations. Teacher's Resource, 1967, 25 pages, Free,

Offset.

The list contains books, films and other materials that
have proved helpful to teachers of office occupations
courses. There are 21 different areas ranging from bank-
ing and business law to taxes and travel, documented in
the listings.

The Coordinator's Manual for Cooperative Office Education.
Teacher's Manual, 1966, 72 pages, Free, Mimeo. (Coop-

erative Training).

The content provides basic program information of a hand-
book type for coordinators of office occupations educa-
tion. The manual deals with such items as advisory com-
mittees, student selection, program administration, pro-
gram evaluation and the like.

Curriculum Guide for Related Information. Curriculum
Guide, 1967, 1L.6 pages, Free, Offset.
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The areas of general business knowledge deemed necessary
to supplement the major areas of study to make a student
employable at the end of his training are delineated in
this guide. There are 27 topics covered in outline form
with student materials and supplies, simulated office ac-
tivities, teaching suggestions, and supplementary materials
specified for each topic.

Office Sinulation - Integrated Projects for Block Teaching.
Teacher's Guide, 1968, 107 pages, Free) Mimeo.

The guide aids the teacher in preparing a series of busi-
ness-like tasks to be completed, thereby enabling the
learner to use the combined skills and abilities which
were previously learned from other courses of study. The
block-time approach used throughout the content is an in-
tegrated learning experience, based to the extent possible,
on a simulated office environmental situation.

FLORIDA
A Guide to Business Education in Florida Schools - Bulle-
tin No. 72. Instructor's Guide, 1967, 181 pages, $1.00,

Offset. --(Cooperative Training)

The guide is designed to help instructors to make wise
selection of school experience to develop student compe-
tencies. It is divided into eight chapters covering var-
ious views; suggested sequences; courses; facilities, lay-

outs, and equipment; specially designed programs, super-
vision, activities and post-secondary business education.

GEORGIA
Coordinator's Manual - Vocational Office Trainin Co-

ordinator's Manual, 1970 Revision, 190 pages, 62.00,

Offset. (Cooperative Training)

This manual provides the basic information to aid the
teacher-coordinatorin preparing students for office compe-
tencies and in developing the understandings of the place
of business activities in the total society. There is in-
formation of help in organizing and developing a new voca-
tional office training program, operating an on-going pro-
gram, evaluating office training. Additional information
provides criteria and procedures for establishing a voca-
tional office education training program.

INDIANA
Policies and Guidelines for Administrators Teachers and
Coordinators in Business and Office Education. Policies
and Guidelines, 1968, 231 pages, $1.75, Offset. (Co-
operative Training)
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This publication has been developed to assist administra-
tors, teachers, and coordinators on the procedures for
planning, requesting, operating and evaluating a business
and office education program in the state of Indiana.

KANSAS
Orientation to Office Co-op. Student's Manual, 1970,
58 pages, $2.50, Offset. '(Cooperative Training)..

The material introduces the cooperative student to the
training program. Terminology, advantages of the program,
operation of the program, regulations and other topics
are programmed in the text.

LOUISIANA
Business English - Business Training Course. Instructor's
Guide, 1964, 141 pages, $2.00, Offset. (Cooperative
Training).

The guide contains 34 job sheets, and 9 tests and answer
sheets. It is basically a grammar course covering the
parts of speech, punctuation, sentence structure, capital-
ization, abbreviation, etc. It also contains an inventory
or final test and answer sheet for the course.

Business and Office Education Handbook - Bulletin No. 1080.
Teacher's Handbook, 19 7 8 pages, 2.00, Offset.

(Cooperative Training).
1

The handbook has been developed as a guide to business and
office education teachers and administrators. The intro-
duction contains the philosophy and methods of motivating
students. Contains sample lesson plans for many of the
general business education courses, such as, bookkeeping,
economics, business law, shorthand, typing, etc. In addi-
tion, it contains references, film sources and information
on cooperative office education programs.

NEW JERSEY
Cooperative Office Education. Teacher's Manual, 1968,

117 pages, $1.50, Offset. (Cooperative Training).

A volume of ideas and useful hints. The first portion of
this book reviews the functions of the Office Occupations
Co-op teacher. The review is quite specific, not just a
collection of generalizations. The latter half of the
book consists of two large appendices. The first appendix
consists of specimen forms, letters and materials. The
second appendix consists of pictures that may be used with
students as a visuai guide to job opportunities.

9(0)
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A Guide to the Use of Transparencies for the Businest Ed-
ucation Teacher (-Central or Nonskill Areas). Teacher's
Manual, 1970, 150 pages, $2.00, Offset.

Contains much helpful information for the teacher in deal-
ing with transparencies in such areas as advertising, sales-
manship, merchandising, business arithmetic and other sim-
ilar

A Guide to the Use of Transparencies for the Business Ed-
ucation Teacher (Skill AreaS). Teacher's Manual: 1970,
164 pages, $2.00, Offset.

The manual includes samples of projectuals together with
lists of sources of ready made originals and transparencies.
Includes instructions for making transparencies, sample
lessons, the supplies needed and the source of supplies.
Courses covered include typing, stenography, bookkeeping,
record keeping, data processing and others.

Workbook for Dental Records. Student's Workbook, 1970:
275 pages, $3.25, Offset.

The workbook includes illustrations and instructions for
making out forms that a dental assistant would use. In-
structions are given in keeping appointment records, re-
call records, office supply needs, preparation of daily
record sheet and monthly summary, statements and collec-
tions and many more.

NEW MEXICO
Curriculum Guide for Cooperative and Intensive Office Ed-
ucation Programs. Curriculum Guide, 1971: 400 pages:
$1.50, Offset. (Cooperative Training)

Provides day to day suggested content to follow in the
teaching of the capstone intenSive and cooperative classes.

NEW YORK
Business Law Syllabus. Teacher's Resource, 1968, 78 pages:
$.50, Printed.

The emphasis in the syllabus is upon the individual in his
personal and family life as well as in his occupational
life. Material covered includes courts and court proced-
ures, contracts, buying and selling goods, renting real
property, and many more. A large listing of suggested
references is also included in the pUblication.

General- Business Syllabus. Teacher's Resource: l970: 94
pages, $.50, Offset.



The syllabus provides guidelines for a course which is an
introduction to business. Major areas treated include ad-
ministrative considerations, general teaching suggestions,
content of the coursc, free classroom materials, and a
selected bibliography. Course content covers such topics
as the economy, socioeconomic environment, financial se-
curity, consumer protection, and the like.

Office Practice - Sy_iabus and Teaching Suggestions for
a Course. Instructor's Guid767-7]-75g7-73-feT=-77-TD-75E-ges,
$.25, Offset. (Cooperative Training).

The guide is a syllabus for a one-unit course consisting
principally of office machine training, clerical and fil-
ing practice designed for students to enter the nonsteno-
graphic and nonbookkeeping office occupations.

OHIO
A Self-Evaluation Instrument. Teacher's Manual, 1967,
49 pages, $1.00, Offset.

The instrument is designed for business and office educa-
tion programs in the secondary schools. It contains a
statement of philosophy of the evaluative procedure, a
statement of Objectives and a set of evaluative criteria.

Cooperative Office Education. Teacher's Manual, 1966,
81 pa--7;---$-3---15,---&TEe.-7.--(Cooperative Training).

Contains the methods of organizing, conducting and coor-
dinating a program of cooperative office education. Some
topics covered include initiating a program, local program
problems, responsibilities of the coordinator, work station
problems and public relations. There is appended report
forms, rating sheets, a schedu1e of coordinator's duties
and other helpful items.

Overview of the Intensive Program. Teacher's Manual,
1969, 30 pages, $1.00, Mimeo.

This publication is a guideline for instituting an inten-
sive program of vocational office education for adults
and youth intent upon entering the employment market.
Topics of interest covered include initiating the inten-
sive program, qualifications of teachers, development of
program content, equipment and facilities.

Planning Equip/lent and Facilities for Business Education.
Teacher's Manns:1, 1969, 79 pages, $1.25 plus 250 post-
age.and handling, Offset.

11( 0)
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The report reflects the facilities and equipment needs for
business education in terms of present progress and in
terms of future needs. Facilities for teaching in the
following areas covered in Part II of the manual: Book-
keeping, shorthand and transcription, typewriting office
and clerical practice, general business and retai_Lng
subjects°

Senior Intensive BOE Core. Curriculum Guide, J,c 55, 130
pages, $1.35, Offset.

The program is directed towards successful office employ-
ment of graduates, who for one reason or another, did not
enter office occupations until the end of the llth grade
in high school. The plan cPrils for two 18-week semesters,
55-minute periods. There are two parts to the guide: Part
one includes a general description of the program inclua-
ing a course description; part twp contains the course out-
lines for nine courses ranging from bookkeeping to type-
writing.

Supplementary Materials Handbook for Intensive Office Ed-
ucation. Teacher's Handbook, 87 pages, $1.00, Mimeo.

Contains lists of materials helpful to the teacher of an
intensive office education course. Areas encompassed in
the resource material include accounting, business data
processing, filing, stenographer, secretarial, and related
occupations and typing and related occupations.

Training Plans for Cooperative Office Education. Teacher's
Manusl 1970, 47 pages, $1.00, Mimeo. (Cooperative
Training).

Contains training plans for a variety of office occupa-
tions suitable for a high school cooperative education
program.

OKLAHOMA
Suggested Guide for Cooperative Office Education and Data
Processing. Instructor's Guide, 1966, 28 pages, $1.00,
Mimeo. (Cooperative Training).

The content and instructional techniques described are in
outline form suggesting some areas of instruction for use
in developing the kind of course local conditions require
in cooperative office education programs. Unit titles
are: production typewriting; securing, holaing, and ad-
vancing in a position; personal development; business
communication; office machines; filing and records manage-
ment; business arithmetic; record keeping; office auto-
mation. References are included.
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PENNSYLVANIA
The Business Education Curriculum. Teacher's Guide,
1966, 20 pages, $.14, Offset. A State Education
Department Bulletin. (Cooperative Training).

A reference for teachers and others in the organization
a_d operation of business education programs.

PUERTO RICO
Business Education Coordination - Teacher's Guide. (In

Spanish) 1964, 28 pages, Free, Offset. (Cooperative
Training).

The guide explains the role of the teacher-coordinator in
preparing and placing students. Record keeping, visita-
tion, evaluation and similar aspects of coordination are
covered in the booklet.

Teachin Guide for Cooperative Office Education. Teach-

er's Guide, 1970, 203 pages, 2.50, Offset. (Cooper-

ative Training).

The guide is designed to provide practical suggestions
for initiating, developing, operating, improving, and
evaluating cooperative office education programs. This
well-developed publication should prove to be an inval-
uable handbook to the teacher-coordinator.

NOTE: Publications markea (Cooperative Training) in the title or
supportive statement are designed for use in cooperative
education programs.

16
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OCCUPATIONAL RESOURCE MAlhzaAL

Mater:I that follow are general in nature, apply to all vocatior-
areas, and are listed under the headings of Administrator's Reur
Student's Resource or Teacher's Resource. The Teacer's Reso=ce
material may prove helpful to Supervisors and Administrators a3 wear_ ,

ADMINISTRATOR'S RESOURCE
MICHIGAN (DVE)

A Guide to_Establishing Vocational-Technical Advisory CorL-
nittees. Administrator's Guide, 1966-, 7 pages, Free,
Offset.

The publication offers assistance to local schools in the
formation and use of advisory committees. Excellence in vo-
cational education requires the best efforts of educators,
businessmen, industry, labor, and the public. Advisory com-
mittees are an essential part of sound Vocational-Technical
Education. This booklet provides many helpful guidelines on
how to establish and work successfully with advisory groups.

WYOMING
Follow-u Procedure for Post-Secondary Vocational-Technical
Graduates. Supervisor's Man-nal,
Offset.

19 7 11 pages, Free,

The booklet offers local administrators a workable follow-up
procedure involving minimum outlay in time and money. It
provides basic information to complete USCE forms dealing
with graduates and dropouts. Single copies available so
long as the supply lasts.

STUDENT'S RESOURCE
ALABAMA

Applying for a Job. Student's Workbook, 1966, 21 pages,
$.40, Offset.

Programmed material designed for students who are education-
ally handicapped. This lesson booklct is for the purpose of
helping the student learn how to prepare himself to look for
a job and how to conduct himself at a job interview. An an-
swer book, a pre-test and a post-test are included.

Good job Habitr. Student's Workbook, 1966, 29 pages,
Offset.

Programmed material designed for students who are education-
ally handicapped. This lesson booklet is for the purpose of



helping the student learn how to be a good employee by doing
a good job, being dependable and getting along with his su-
pervisor. An answer book, a pre-test and a post-test are in-
cluded.

How to Make $50,000. Student's Workbook, 1966, 9 pages,
$.35, Offset.

Programmed material designed for students who are education-
ally handicapped. This lesson booklet is for the purpose of
helping the student learn about the value to the individop.1
in continuing his education at least to completion of high
school. The money value of education is stressed. Illus.,-

trated. A series of questions are included.

Introduction to Credit. Student's Workbook, 1966, 25 pages,
$.45, Offset.

Programmed material designed for students who are education-
al]y handicapped. This lesson booklet is for the purpose of
helping the student learn about buying on credit or "charg-
ing" purchases. Five of the most widely used credit plans
ara discussed. An answer book, a pre-test and a post-test
are included.

Introduction to Table Manners. Student's Workbook, 1966,
33 pages,- $.50, Offset.

Programmed material designed for students who are education-
ally handicapped. This lesson booklet is for the purpose of
helping the student learn about table manners and the details
concerned with eating a meal with others, making it a pleas-
ant occasion. Illustrated. An answer book, a pre-test and
a post-test are included.

Introductions. Student's Workbook, 1966, 14 pages,
Offset.

This is a unit in a course in social skills. It provides in-
formation and training in how to introduce oneself to others
and how to introduce two or more people to each other.

ILLINOIS
Applying for a Jdb. Student's Guide, 1969, 12 pages, $.15,
Offset.

Many questions confronting students are answered in this leaf-
let. It deals with such items as taking personal inventory,
getting additional training, finding out what jobs are avail-
able, writing a letter of application, and being interviewed
by a prospective employer.
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Capitalism.) Socialism, and Copailunism. Student's Guide, 1964,
12 pages, $.15, Offset.

This leaflet deals frankly with the forms of government. It
points out that there are two basic types of governnent in
the world today: (1) popular governments, and (2) dictator-
ial governments. In any country where the people are really
free, there is always open, organized, aggressive opposition
to the group or party in power.

NEW JERSEY
When You Go to Work. Student's Manusl, 1968, 200 pages,
$2.00, Offset.

A very basic book designed primarily for the needle trades,
to prepare students with limited vocabulary for the world of
work. Each concept is humorously illustrated. There is a
vocabulary section at the beginning of each lesson. The six
unit headings are: The Factory, A Good Worker, The Jdb, Shop
Mathematics, Clothing for Women and Clothing for Men.

PUERTO RICO
Occu ational Orientation Leaflets.(In Spanish)

The leaflets contain information helpful in orienting a stu-
dent to the nature of the occupation, the preparation re-
quired to enter, salary considerations and the opportunIties
that exist in the field under consideration. Prepared for
student's use.

The Actuary, 1969, 5 pages, Free, Printed.

The Oceanographer. 1969, 6 pages, Free, Printed.

The Physician. 1968, 12 pages, Free, Printed.

The Physicist. 1969, 7 pages, Free, Printed.

The Geologist. 1969, 5 pages, Free, Printed.

SOUTH CAROLINA
Locating and Securing a Job. Student's Manua1 1970, 29
pages, $.50, Printed.

The manual was prepared for high school students enrolled in
Vocational Education courses. Addressed to the student, the
manlisl takes him through a series of seven steps in securing
a job. There are assignments and helpful illustrations
which provide opportunity for the application of the ideas
set forth in the text material.
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TEACHER'S RESOURCE
ALABAMA

Alabama Course of Study - Volume I. Teacher's Guf-de, 1964,
452 pages, Free, Offset.

A State course of study, covering the work in Grades 7 through
12, in the following fields: English, Social Studies, Health
and Physical Education, Mathematics, Science, Foreign Lang-
uages, Business Education, Fine Arts, Counseling Services,
and Educational Television.

CONNECTICUT
Current World Affairs. Course Outline, 1967 (Revision),
85 pages, Free, Mimeo.

The course outline is designed for use in a 10-grade social
studies course. Topics covered include The United Nations,
Asia (including the Middle East), Africa, Europe, USSR and
Latin America.

En lish Grammer Outlines - Grades IX to XII. Teacher's Guide,
19 7: 53 pages, Free, Mimeo.

The aim of the program is to meet the needs of the students
in order to improve their powers of communication and to
assist them to become critically perceptive of themselves
and others through a reading program geared to their needs
and interests. Content includes vocabulary, sentence struc-
ture, oral communication, written expression and the like.

Modern Media for Vocational Technical Education. Education
Resource, 1967, 43 pages, Free, Mimeo.

The bulletin contains summaries on various educational medias
that are being utilized in vocational-technical training
programs. It describes such medias as programmed instructions,
instructional television, and the like. It also contains con-
clusions, recommendations and a bibliography.

Outline for Related Science - Grade 10. Teacher's Guide,
1967, 98 pages, Free, Mimeo.

SUbject matter for this 10-grade course has been drawn from
the physical sciences. In addition to setting forth prin-
ciples, the outline provides teaching suggestions and trade
applications helpful to the vocational teacher.

Outline for Related Science - Grade 11. Teacher's Guide,
1967, 26-pages, Free, Mimeo.

17(0)
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Content includes a skeleton outline of the course, teaching
suggestions and aids, trade applications, a lesson plan for-
mat and many more helpful ideas useful in teaching the course.

Outline for Related Science - Grade 12. Teacher's Guide,
I7-6,--Iipages, Mimeo.

Provides an outline covering related science in the areas of
materials, processes and testing.

INDIANA
Procedure for Establishing Area Vbcational Schools. Guide-
lines, 1967, $.10, Offset.

Procedures and guidelines outlined constitute the instruc-
tions for implementing the establishment of area vocational
school districts.

KANSAS
Principles and PhilosoRhy of Vbcational Education. Teacher's
Manlia11 1967, 105 pages, $2.501 Offset.,

The content is helpful in understanding the principles of vo-
cational education. Topics covered include the role of voca-
tional education, types of students, vocational instruction,
review of the Federal Vocational Acts and similar items.

NEW JERSEY
Student's Manual for Supervised Teaching of Vocational Sdb-
Aects. Student's Manual, 1970, 63 pages, 2.00, Offset.

A, manual prepared specifically for trainees enrolled in the
course entitled, "Supervised Teaching of Vocational Subjects".
Responsibilities and requirements of teaching vocational sa-
jects are stressed in the publication.

NEWNEDUCO
Personal Growth Curriculum for Adult Basic Education. Cur-
riculum Guide, 1970, 157 pages, Tree, Offset.

Content is designed to not only provide skill development in
mathematics, reading, and writing, but also to develop a new
life perspective, and an awareness of family and social re-
sponsibilities. It is intended to lift attitudes from de-
featism and rejection to those of confidence and leadership.

The guide contains six major divisions including: Introduc-
tion, Family Life, Health Education, World of Work, Money
Management, and Citizen and Government.
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Pre-Vocational Orientation in Vocational Education for junior
High Schools in New Mexico. Instructor's and Counselor's
Guide, 1967, 125 pages, Free, Offset.

Designed as a source of occupational information relevant to
opportunities in vocational education, which are appropriate
for use with junior high school students in New Mexico. It
also contains a film list and bibliography.

OKLAHOMA
Career EXploration. Teacher's Guide, 1970, 101 pages,
$1.50, Offset.

The guide is designed for use by teachers in planning and im-
plementing a course in the exploration of careers. Content
is geared to the 8, 9, or 10-grade levels. A group of cre-
ative ideas and recommendations has been brought together in
this publication to help the teacher plan a practical course
designed to fit the needs of students to meet the challenges
of the future. The four units include such topics as: Know
Yourself; World of Work; Use of Occupational Information;
and, Career Educational Planning.

SOUTH CAROLINA
Low-Cost Teacher Made Overhead Transparencies. Teacher's
ManuAl, 1969, 63 pages, $1.00, Printed.

This printed, well-illustrated booklet contains a thorough
discussion of the merits and potential of one material that
can be used in the production of overhead transparencies.
The material, known as three Mil Trycite, has been selected
because it is economical, versatile, very transparent, and
can be obtained in a pre-cut size useful in teaching. It
can be utilized without expensive equipment of processing
materials. The publication provides the, "How to do it" of
transparency production in excellent detail.

TENNESSEE
Vocational Related Training for Special Students. Curriculum

. Guide, 1968, 171 pages, $4.50, Offset.

A guide designed to help the teacher working with the poten-
tial high school dropout, slow learner, disadvantaged, cul-
turally deprived, or the nonachiever. It provides the teach-
er with an ideal opportunity to extend his creativity and to
introduce practical education for living. Suggested instruc-
tional units include such areas as: getting along with others,
the job interview, business and commercial forms, the pay
check, community life, and many others.
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TEXAS (A&M uNrv. EES)
Information and Format for Designing Objective, Essay, and
Performance Type Testa. Teacher's Guide, 1970, 81 pages,
$1.75, Offset.

The guide is designed to assist vocational teachers in de-
veloping valid, reliable and comprehensive tests. There is
much general information about tests and a variety of objec-
tive type tests are reviewed. Zcamples of various tests give
the teacher an insight into the types and their developmsnt.

WYOMING
Wyoming Mathematics Curriculum Guide - Grades 7-12. Teacher's
Manual; 1970, 34 pages, Free, Printed.

Through the program of mathematics the student should become
aware of the power and influences of a command of figures in
his continuing occupational and personal development. The
content can be summarized as an attempt to: (1) emphasize the
"why" just as much as the "how", (2) teach mathematics as
a structure, (3) Allow students to discover relationships for
themselves whenever possible, and (4) teach the social util-
ity, or practical applications of mathematics and of arith-
metic computation.

23
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INSTRUCTIONS FOR ORDERING
OFFICE OCCUPATIONS CURRICULUM MATERIALS

Orders for materials should be sent to the address of the appropri-
ate State source. Specific ordering information is indicated where
applicable. Prices are subject to change without notice.

ALABAMA

Instructional Materials Unit, Vocational Industrial Education
Department, P.O. Box 2847, University, Alabama 35486. Check in
amount of order made payable to the University of Alabama must
accompany order. Publications are sent postpaid.

ARKANSAS

Division of Vocational, Technical, and Adult Education, State
Department of Education, State Education Building, Little Rock,
Arkansas 72201.

Publications are free. (Single Copy).

CONNECTICUT

Curriculum Center, Division of Vocational Education, State Office
Building, Room 336, Hartford, Connecticut 06115. PUblications
are free and sent postpaid. Request must be made on official
school system stationery.

FLORIDA

Mr. J. Larry Todd, Educational Materials Specialist, Department
of Education, Room 275, Knott Building, Tallahassee, Florida
32304. Single copies are free, with one exception -- Bulletin 72,
A Guide to Business Education in Florida Schools, which must be
purchased. Check in amount of order made payable to the Florida
State Department of Education.

GEORGIA

State Department of Education, Office of Instructional Services,
State Office Building: Atlanta, Georgia 30334.

IDAHO

Idaho State Board for Vocational Education, 518 Front Street,
Boise: Idaho 83702. Check in amount of order made payable to
the Idaho State Board for Vbcational Education, and must ac-
company order. PUblications sent postpaid.
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ILLINOIS

Vocational Agriculture Service, University of Illinois, 434
Mumford Hall, Urbana, Illinois 61801.

Terms of sale for ordering purpose are:

1. Items are sent postpaid at prices listed when payment accom-
panies the order.

2. Postage charges are added to these prices when we bill.
3. Orders are sent on account without question on school pur-

chase orders or on school stationery signed by responsfble
school official.

4. Payment should accompany orders from individuals unless
prior arrangements have been made.

5. Catalog and special order forms available without charge on
request.

INDIANA

Vocational Resource Center, Department of Vocational and Tech-
nical Education, Indiana State University, Terre Haute, Indiana
47809. Check or money order in amount of order made payable to
the Vocational Resource Center, Indiana State University, and
must accompany order. Pdblications are sent postpaid.

KANSAS

Dr. K. E. Hoffman, The Coordinator of Vbcational Education,
Division of Business and Business Education, Kansas State
Teachers College, EMporia, Kansas 66801.

LOUISIANA

State Department of lAucation, Baton Rouge, Louisiana 70804.
Orders accepted for single copies only. Orders must be on
official stationery or purchase order form.

MICHIGMI

Mr. Robert Batterbee, Chief, Printing and Mailing Section, De-
partment Services Division, Department of Education, P.O. Box
420, Lansing, Michigan 48902. Single copies are available free.

MISSOURI

Instructional Materials Laboratory, Department of Practical Arts
and Vocational-Technical Education, University of Missouri,
Columbia, Missouri 65201. Catalog available upon request. Bill-
ing vill accompany shipment of requested materials. Check in
amount of order made payable to the University of Missouri, should
be TrAtled to the University Cashier's Office, 123 Jesse Hall,
Columbia, Missouri 65201.
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NEW JERSEY

Curriculum Laboratory, Department of Vocational-Technical a-Luca-
tion, Graduate School of Education, Rutgers -- The State Univer-
sity, 10 Seminary Place, New Brunswick, New Jersey C8903. School
orders must be made on official school purchase order form. In
addition to price of materials, you will be billEd for postage
and shipping charges.

Individuals may order materials by including a check or postal
money order for the amount of the materials plus 10 cents per
book postage. Checks maite payable to the New jersey Department
of Education, Vbcational Education Division.

NEW MEXICO

It is the general practice ir 7tf...s State TC send a copy of all
new material to each State S14-Jar7isor and Eead Teacher Educator
representing tht area of servfnz in which zhe material was de-
veloped. Others :.a.y obtain c of the 1Lsted material by
addressing the appr_ or:Late Stc:7,--, Supervisor.

For Supervisors of all Vocatton..il Divisicms - address: State
Supervisor, Division of Vocat'c=al Educaticm, State Department
of Education Building, Capitca -2nmplex, San7,a Fe, New Mexico
87501.

NEW YORK

The State Education Department, Bureau of Finance, Publications
Distribution Unit, Albany, New Ybrk 12224. Single copies only

. sold to educational institutions outside the State. No "on
approval" copies will be sent. Prices given are net and include
book rate postage.

Orders, with remittance, should be sent to: The PUblication Dis-
tribution Unit, State Education Department, Albany, New York
12224.

State Education Departments, colleges, or curriculum laboratories
having similar materials to exchange should make arrangements
with the Bureau of Secondary Curriculum Development, Albany,
New York 12224. Copies of New Ibrk State Curriculum materials
are available through the microfiche services of ERIC and 3M IM
Press.

OHIO

Instructional Materials Laboratory, The Ohio State University,
1885 Neil Avenue, ColuMbus, Ohio 43210. Chio schools or other
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Ohio public agencies should deduct 20 percent from price quoted.
On out-of-state Quantity orders of 26 to 100 copies of the same
manual, a 10 percent discount is granted; on 101 or more copies,
a 20 percent discount applies.

Statements will be rendered on receipt of official purchase
orders; otherwise, remiLtano.= 77111fzfl anconpany orders. All checks
and money orders must be made payable to the Ohio State University.
Postage must be included at the following rates: 1 to 9 copies --
25 cents; 10 to 25 copies -- 15 cents each; 26 to 105 copies --
10 cents each. Catalog with order forms is available ot. request.

OICLAHOMA

The Curriculum and Instructional Materials Center, State De-
partment of Vocational and Technical Education, 1515 West Sfxth
Street, Stillwater, Oklahoma 74074. Check in amoant of order
made payable to the Curriculum and Instructional Materials
Center, and must accompany order. Publications are post-uaid.

OREGON

Division of Community Colleges and Vocational Education., Oregon
Board of Education, Pliblic Service Building, Salp-my Oregon
97310.

PENNSYLVANIA

Commonwealth of Pennsylvania, Department of Palic Instruction,
Office of Public Information, Harrisburg, Pennsylvania 17126.
Check or money order in the amount of order made payable to the
Commonwealth of Pennsylvania, and must accompany order.

POEHT 0 RICO ft

Mrs. Ana L. Reyes de Martinez, Director, Vocational'and Tech-
nical Education, Research Coordinating Unit, Department of Ed-
ucation, P.O. Box 759, Hato Rey, Puerto Rico 00919.

SOUTH CAROLINA

Vocational Education Media Center, Clemson University, Clemson,
South Carolina 29631.

With order of less than $10.00, include payment. Orders that
do not include payment should be made by official purchase
requisition.

24( o)

2 7



TENNESMEE

Inquiries for specific publications should be made to the Voca-
tional Curriculum Laboratory, Box 1114, Murfreesboro, Ta_nessee
37130.

TEXAS

Engineering Tibrbeas-don Serwice, Texas IlAMUniversity F.E. Drawer
K, 7011ege Station, Texas -77843. A school purchase order and
check or money order must accompany each order, and made payable,-
to Texas AWLIIniversity. Catalog avaLlable. A 2 percent State
sal.zas tax or tax exemption certificate required in addition to
pries listed. The usual charge for 'oostage and hand1in7 on a
sin_je outline is 250.

UTAH

Dion of Vocational and Technical Education, 1400 Unf_77rsity
Ci Buildina Salt Lake City, Utah 84111. Check in ar-Tant of
ord_r made payable to the Utah State Board of .VocationaL rEduca-
tL=, and mu.st accompany order.

VIRG=IA

Business Education Service, Division of Vocational Education,
State Department of Education, Richmond, Virginia 23216.

WEST VIRGINIA

State Supervisor, Department of Vocational Education, Capitol
Building, Charleston, West Virginia 25305. Check in amount of'
order made payable to Vbcational Curricula Material Funds.

'WYOMING

State Department of Education, Division of Public Information,
Capitol Building, Cheyenne, Woming 82001.
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