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This survey was conducted by writing to the State Department of Education

in each of the fifty states, describing the Clerical unit of Project NOW and

requesting the name and address of contact persons :Al any similiar programs in

that state. Thirty-two states replied.

As a result of these replies 144 questionaires were mailed out Of the

questionaires completed. and returned twenty-two were deemed usable for the

purpose of this survey. Those twenty-two were reproduced and are contained

herein. Obviously there are several times twenty-two such programs in existence

in the United States. However, the information on the questionaires in this

booklet should prove of great value to anyone setting up or conducting a

similiar program.

The information in this booklet may be reproduced and used in any wny

except for zommercial purposes.
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Name of contact persor

Name of program

Address of program

Bob Longfellow

Project 11:W

141 E. Robart Ave.
Findlay, Ohio 4584o

Please identify handay.a.sa:Ivantage and age group for wt,::n1 program was developed.

Educable MentaLoi:7,,-itardo,d - High School

LEN{! OP FROMAM:

No specified time,. Ft.,:len4.s eater the program at any time during the year and are

glazed on part-time emp...iymenT. as soon as they are ready and a position is available.

Student; in the ptogram m4y t~r freshmen, sophomores, junlc,rs or sentors.

2. AVERAGE NUMBER f.'.F S77:E17S: 15

3. EQUIPMENT: make, model and quantIty.,

ITEM MAI

Duplacating equipmert:
Offset duplicator Rex-Rotelry

Cffset plate maker Rex-Rotary

Dry :oilier 3-M

Spirl.t duplicator steed -101-Print

Mipeograph Copy-Rite

7(.ermal copier 3M
Addressing equipment:

MODEL._ QUANTITY

1500
1.515

209
2400
C-700
Secretary

1
1
1
1

1

Plats embosser Etney-Bowes 7961 1
Printer l'itney-BOwes 701 I
Pr!nter Pitney -Bowes Single plate

Typew;;ters:
:BM 2

iBM Sele:t.:1- II 1
Royal 970 3.

Royal 56o

Royal 590 1.

F,val 470 5

SCM 250

10-key machines:
Print -out calculator 1800

Digltal calculator 11%.F 18-1 1

Calculators ulivetti 600 5

Adders VI:tor Comct..:,grhrr. 6

File cabinets 4-drawer legal

Collator GBC 8-bin ele:rlc 1
PBX Board Western Electric Cord type 1

r.s.gi.Aer C10,6.;
1

Desks 60" x 30. x 40" typing return



CURRICU:IYM: give rat-onale for ea.::: unit or module.)

Filing:
Date
Humeri -7

Alphatetl:.
Geographl:.

Fling, of si%cluld be taught to all clerical students. In
geograr?.1: A.e tnnlude skills in reading the city map, dividing
the it :7y boundaries, quadrants, et.7. Also, we arrange
addresse$ e::oriing to which side of the street, they are on and how to
tell wh.i zh adirss is nearer the center of town.

Consumer etoncm:.:::
Credit
Credit blreau
Best buy
Supply ani it:tman3 t:m.ng purcnase
:nsurant's

In tnIs unit we work on bott pi rsonal an aft:* economics. The
rations:4e fry? the office economit,e is that the student may one day be
responsAble for matntaining an adequate supplies inventory at his place
f hmployment. rnsurenc anti credit are in-:-114.ded for the students'

persona v.iref!t.

Payroll revr::.::
Addition an m1;1*,fp:i:ation ...th fractions.

Extenthng tlm:-!s rate and comput.:ng overtime.

Withholine.z

razo.r:1L ,iue to their routine nature, seem to be well
rafted. for o :r stuientg to work with. Also, we feel the students need
to utderstanl wnst nappenl to their own paycheck before they get it.
We time units amalle: than 1/4 hour. Our students punch
a *.:ms .1e).e. at tne 1..egIrmcg and trid of our school day. Their time

fc: tar payroll etc.

Postal

ZIP -_ode-

Amoul.t arta nf ir:tage
Use ,:)f trp.to-y

t0 i!epare ..ithnts for employment in a mail room
awl rat.- aivertls:ng.

Stock
Inventx;ry

rA car:: ac:d parc*nase requisitions.

:r.4 f,% ;17.Ta-r. s:uricr!*7 for stock room work, The
rdi vs,nta:r..:re, an cvisquate Inventory level and ordering



CURRICULUM: (Cont.)

Purchasing:
Math and terminology related to purchase orders.
Purchase orders

This is to teach the student the operations of a purchasing
departmemt and keeping track of which items ordered have been received.

Receptionist duties:
Switchboard
Telephone manners
Taking messages
Placing telephone calls

Both a switchboard and individual telephones *re worked with.
A lot of emphasis is put on telephone manners ark' :king accurate
messages. Duties of a receptionist at the front of an office

are co7 sired. The switchboard in our room is not a ,-!.mulation; all
the telepnones in out two buildings and two trunk lines are connected
t it.

Checking accounts:
Deposits
Writing checks
Cbedc register
Bank statements
Rey.

Reconcilement of the bank and checkbook balances is actually
a very routine task and ideally suited to the better of our students.

Savu rigs acounts;
Deposit:,

Withdrawals

7,-1 unit is to help a student understand better what is
happening when he is sent on an errand to the bank or asked to
help prel,are deposits etc.

Retail oa.le:
Sales sli..;

Sales tax
Cash regiz-;ter

Proof' of ,:ash in register
Wrapping ,.oins

Package wrapping

This unit would ordinarily be taught as a part of distributive
education rather than office education. However, we don't have a
L-,t,olltive education program for these students and we felt it was
al4.:Jpriate to include it in Clerical.



5. COMMENTS :

The equipment in the room is not taught as separate units. It is included

in the curriculum is nearly all units and is taught to each student the first

time a particular piece is encountered.
All employed students in our program are required to complete and follow

a budget form for each paycheck. On the form they are required to keep track
of their hours worked and to check the arithmetic on their check stub. When

first employed a student is required to budget half their income into savings.
This is later adjusted to meet the needs of the individual students. When a
savings account is built up and a student wants to make a large purchase he
may apply for a loan. The loan is from his own account and is paid back in
installments which are budgeted. Sometimes the loan is made by a bank tsing
the student's savings account to secure it. This is done to give the student
a credit reference.



Name of contact person: Richard L. Klemens

Name of pr6gram: Business and Office - Clerical Training

Address of program: Lynwood Hign School
Lynwood Treatment. Center
1000 Dorsey Lane
Anchorage, KY 40223

Please identify handicap/disadvantage and age group for which program was

developed. Disadvantaged - High School

1. LENGTH OF PROGRAM: Approximately five months. Students enter the program
at any time during the school year. The average length of a resident's
commitment is six months, after which time they return to the community.

2. AVERAGE NUMBER OF STUDENTS: 20

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL VANTITL
Cash Register NCR
Produce Scale Toledo

Typewriters IBM
IBM

Olivetti
Olivetti
Remington

1
1361 Sentinel 1

Selectric 1
Executive 1
Editor II 2

88 5
2

Adding. Machines:
Ten-Key . Adler Mark 12 3
Calculator Olivetti Divisumma 24 1

Elec. Calculator Cannon 141 1

Duplicating Machines:
Mimeograph A.B. Dick 525 1.

Spirit Duplicator A.B. Dick 215 1

Copying Machine 3M 45C 1

Typing Desks(Double) 6
Typing Chairs 12



14, CURRICULA: (Plc-fi. gtve reitto!.42; for each unit or module.)

The Business and Civic., prce.fech if.. based on the mater:NP, fc,und
the Gregg Office Job Tralnihg PrUeimM whlt:n consists of the following training
programs.

Accounts Payable Cierk
Accounts Receivabie Clerk
Billing Clerk
Clerk - TypiA
Credit Clerk
File Clerk
Mail Clerk
Office Cashier

Order Clerk
Payroll Cler4
Personnel Clerk
Purcnang Clerk
Stock Control Clerk
Traffic Clerk
Typist

The total program has two t expose students to a broad range
of basic cleri.:%.al skills and to pre;are ;q,udents for employment in one or the
fifteen high-frequency office Jots..

The individual programs are de:,igned so that the student needs cray the
basic mathematical functions of addition, subtraction, multI1.licdt4on, and
division with the simplest number combinations. In additions tte student
should be able to read at a fitth-to sixth-grade leve1.

Students work independently and mast acquire the principles or following
directions without constant supervision..

A minimum typing speed of 20 GWAM with less than three errors is a
prerequisite before entering the program.



1 Name c.f r.clrac.t Mm. Mrgare! Gregzry

Name of ;rogram Cffice Iraiting

Address cf ;r:grdm 3

CIA 30720

--Please identify handlcaVC.s.advartage ana age grc,:p ftr whton progrtga was

developed. litgh J'In:ors and Seniors

LENGTH OF PROGRAM:

One to Six quarters.

2. AVERAGE NUMBE? CF STU:E=S: 30-50 p01)

3. EQK.FMEWT: (Please IncIL:de make, model and quarit.i'sr.)

ITEM r1AKE MODEL ;g2ANTITY,

FUll-Key M.Ihroe 2
Ten-Key Add -x 2

1:r.aerwd 3
V.,-...nr 6

Calculatc.r3: E,A2c.tr:,r: V!(....or 6
a ari e 1.

Printxtg '//Vi `.:r 16
114ortce

Y.nder-w.:,_a 4
Copyitas Machne:, '..M 3.7.,:i,7rary 1
Ditat..ngillaLsc:11c-.ng :7eM 2

M&:.!:: n, :: :7...*-aphohe 2
1

Stercll, Wime,;_-grarh ? cr. 17C-

TypewrIers. E4ectra,._. ::ldirwcod 17
h-461 19
::4 19 +6

Manual I r tol:r14::C, i 12
Bcyal 39

Projectors Film:itrIp ELL 1
Of-rhecla '-M 3

Shorthand Lit.afI Laos- Li2!Wcr. - stat.or.s 15
nea.ii.hmes 30

Tape Record=r6 W0IPrsak, h."-..en, Amrcx 3
Key Punch OZ.) IE,V. (;eased) 1.

Record Player i;r-,-Ami 1

Composer .:.. 1



4. CURRICULUM: (Please give rationale for each unit or module.)

General Business:
How business_ serves you.
How business creates jobs.
Planning and preparing your eutare.
How we share economic risks through insurance.
How to manage money.
Banking procedure of checking and savings accounts.
How to use credit wisely.-

Communications .
Students are given aptitude tests through counselors office to help
determine interests of students.

Business tibthematics:
Reviews addition, subtraction, multiplication, division, fractions,

percentages, decimals and interests. Exercises in figuring payroll,
discounts, commissions, personal budgets etc. are included. .

Beginning Typewriting:
Introduction to keyboard.
Tabulation.
Centering.
Personal notes.
Announcements.
Memos.
Personal letters.
Rough drafts.
Outlines and short manuscrirts with footnotes.
Telegraphs, invoices and other forms of office communications.

Advanced Typewriting:
Increases skill in various forms, letters manuscripts, tables and reports.

Includes specialized typing such as medical, legal and financial
reports; masters and stencils; practice sets used.

Beginning Shorthand:
Basic Shorthand Theory.
New Dictation introduced.
Transcription of business letters and reports.

Advanced Shorthand:
Shorthand theory review.
Practice on tapes and transcribing machines.
Speed and accuracy stressed.
Review of spelling and punctuation.
Office style dictation.

Beginning Bookkeeping:
Covers complete bookkeeping system; journalizing, posting, financial

reports and closing entries, special journals and subsidiary ledgers.



Advalced Bookkeeping:
c,:ombination journals and special bookkeeping transactions such

as fixed assets, depreciation, bad debts, valuation of accounts
receivable, sales tax notes and interest on accrued income and
expense.

Business Principles and Management:
Provides instructional materials to aid in students understanding of
American Business organization, management of Personnel and other
problems of management. Projects and case studies are used.

Business English:
Business fundamentals review.
Oral business communications.
Written business communications.

Office Machines:
Office Machines develops an operating knowledge of calculating

machines: ten-key adding, printing calculator, full-keyboard adding,
rotary calculator, and key-driven calculator.

Advanced Office Machines:
Advanced Office Machines is designed to develop occupational

proficiency on selected machines, such: transcribing machines,
copying and duplicating machines, electric typewriters, composers,
posting machines, keypunch machines, and adding and calculating
machines.

Office Procedures:
Office Procedures develops an appreciation and understanding of

office work, including organization of the modern office; occupational
data; general office duties; desirable personal traits and attitudes;
communications systems; mail; receptionist duties; introduction to
filing and duplicating processes; travel and transportation services;
and supplies; interpreting instructions; special emphasis on accuracy;
and knowledge and skills needed to qualify for, locate, and obtain an
office job.

Filing and Records Management:
Filing and Records Management presents methods and procedures for

creating and maintaining business records of various types, including
processing, storing, retrieving, and re-storing records and correspond-
ence in the following types of filing systems: alphabetic, geographic,
numerical, and others such as a alpha-meric, soundex, executive, alpha-
code, and compu-color. Use of filing equipment and supplies and
automation in filing is also taught. Practice sets may be used.

Simulated Office Experience:
Simulated Office Experience is a capstone course providing

experience in a model office situation with a job simulation. Students
have the opportunity for perscnal interaction in an integrated situa-
;ion with application of knowledge and skills learned. Also included
is a review and evaluation of office skills and procedures followed by
preparation for employment tests such as the Civil Service Examination,
State Merit Examination, and the National F-siness Entrance Examinatiors.



Vocational Office Tra.:t
'TOT inolvide.s

-opportunities; as
traits and
phone. underst . r
procedures,
added or sub..: t:::

Gb skills and

of .office
--atu--dent =1.;" 7- , - :

eloptent may "ft.: :.'
opying equirment

'.y ewriters, be cit
payroll, inailzr.g.

'407
h.res followed

Examina,;::: , .' ''
F.r.is,z_ance
fields of intere:-..
following jobs:
clerk. bookkeer.r-r,

7..ve secretary . -

Y keypur.ch crze,:a.

_1,41It .t _ ;V- 'T: ocb

. .:f ;:-.e tele-
,

. : r2 * may be:, . 7 4 -. Y -,gftt.M3

f -orat.lon
4! c ..f the

."

:rt r;.:dt.:21: o 1:1. a : . . e-

Int3 -014C+. . .2.

fc.: data procesE
r.::.;r1.L.A.s. for

who azt r.rg. . .

c.. Lieveloi.
33,t proceszing

lent 3*..udy
indepg.-ccia:r.

.. :
-,ri Special r..v.j-

dual lzed tif o
studer.t. 1-

per . under pr.,:

COMMI-.5;:

Zi...zadvev.tagf.ct ani r.n .

buzint.s ;on a:! .
axe found t.1..r!.

work i..r:..g.-ams offered Es,
:.cr4.1 and
:.7*...(1.ents may

counsele.2t-,..
z:i.asser: ,,t
si.:tject.

fo.I.IL:w one or more .

A.
. . ). . .ait ing and

4 !...49.-bltines
-. .'.: . 4ar i control,

=3 ._ la- A .L

. t. .1 prCefi.-
7 :

:."

. .''s In
. 4". :

.

., .

t . . :ti. etary;

: r. 6.1.e need
erely

.. Wd.rt

. *a 1 4; t: .1..

,
.f

4.

t .

1;

%.

A.

;mt.

: g..

- i: p rs.T 4 -i /
. .4* . .;

!. .

1 es.:.1 d: et 1-.ri
11..74 a .t.:r.-.1'10r: lrJ

.. r .'
.-* . . may

tr .



Name of contact person

Name of program

Address of program

Please identify handiCapidisadvantage arli age gro4 fc,r programmas

developed. Special EducatIon St ,;dents (Hign Schccl)

1. LENGTH OF PROGRAM:

The present group is now in its sec:.r.J year

2. AVERAGE NU! OF STUDENTS: 1C

3. EQUIPMENT: (Please include mals, moiel ar.a cr4ar:,:y,1

ITEM MAKE MW. EL QUANTITY

Typewriters IBM Selectr.ic 10



CURRICULUM; (Please give rat fcr each unit or modulo.)

iaSic Skills

,LAZ 1: Centering & Tables

.LAP 2: Business Forms

-Mews,- Letters, 8F Repc.rts

The basic sk.4.11s include develc;Ing to.....ch control of the alphabetic & figure
symbol keyboards building efficient mar.ip-sLlatica teamillues, & reaching at least
25 gross words a minute for five mar-.....es with no more than 19 errors. After
the above goals are reached, the LAPS_ at* began. Each LAP has its own purpose
as indicated by the title, thus makilg them an independent learning system.

COMMENTS:

The students use their skills to god advantage, since they type their other
---- -class assignments .during their ..study .Ihe-material: in thel-LAPS have taught

&. also helped the students with items that ti.ey are & will face in their daily
living in society.



Name of congaL-t -person Louise Watson-
(In-regular high school-courses-
of Business- & Office)-Name -of- program-

_Address of program Critter:der. f H. S.

Salem Read

Marions, KY 42064

Please identify handicap disadvantage and age group for which program was

developed. Ours is not for educable mentally retarded. It is for physically
handicapped and for ditadvantaged students enrolled in high school.

1. LENGTH OF PROGRAM:

High School Year months)

2. AVERAGE NUMBER OF STUDENTS: 9 handicapped
50 disadvantaged.

3._ EquumENT: (Please include make, model and quantity.)

ITEM MAKE MODEL ,QUANTIT/

Calculators Olivetti 4
printing Divisumma 24
10 key

CP iculator s Unicorn 4
elect tonic
printing

Victor 1
electronic
(non-printing)

Typewriters Royal Manual 40
Royal Electric 30
Underwood Electric Proxis 48 5

Adding Addo-X
Machines Olivetti
10-key Remington 211

5
3
3



4
_ CURRI-CULUM-:--(Please--give- rationale for each- unit or modnle.

are- self-explanatory)-

IntroIaction to Business

Typing I

Typing II

Shorthand I

Secretarial Office Practice (meets individual needs - can include
StanOtypiAg or Shorthand II)

Business Law

Business Math

Accounting I

Co-op Office Practice (Students work in offices 1/2 day)

_CONTENTS:

Please excuse this rough copy. -This-has been-a busy-month.

We do not have a separate program for the disadvantaged and handicapped.
Our disadvantaged program consists of a business teachers' aide hired full
time. She assists our vocational teachers so that those teachers can spend
more time with disadvantaged students.

For the handicapped, we have a work station in one business roam. It

is equipped with an electric typewriter, adding machine, desks, chair,
bookcase, helpf4.1 reference books, and vertical filing -cabinet.



ems of contact person

Name of program

.Address of program

Basil L. Eavey

Clerical Skills

Gov. Thomas Johnson High School

North Nhrket St.

Frederick, MD 21701

Please identify handicap/disadvantage and age group for which program was

developed. Grades 10-12

LENGTH OF PROGRAM:

Se11091 Year 21MnloodsTer day

AVERAGE NUMBER OF STUDENTS: 40

EQUIPMENT: (Please include make, model and quantity.)

5 .des..per_ week

Typewriters

MAKE MODEL

IBM Selectric
Underwood

Calculators (Electronic) Monroe
Monroe
Burroughs

Adding Machines Monroe
Remington

-Filing Cabinet

Spirit Duplicator

Desks

Standard

60" x 30"

QUANTITY

700 1

1310
3105 1
3161 1

911.11 1
40812 3.

4-drawer 1

Pocket 1

Gov't Surplus 20



CURRICULUM: (Please give rationale. for each unit or module.)

4.

CLTRICAL SKILLS

A. The student will heesployable-by accomplishing the following
skilled' and related activities:
1. Operating adding machines and calculators
2. Operating typewriters
3. Operating-the duplicator

Filing-

.SPelUng
6. Readitig
7. Computational skills
8. cising-a-teIephone
9. Work habits and attitudes

10. Receiving callers
11. Incoming and outgoing mail
12. Writing legibly
13. Making change
14. .Stock control
15. Banking services

Writing-dexecks and deposit slips
b. Reconciling bank statements

B. The student will prepare for initial employment status
rehearsing the following activities:
1. Filling out application forms
2. Personal irterviews
3. Appropriate dress and grooming

by

C. The student will be able to observe and participate in the
various aspects of clerical training through:
1. Field trips
2. Simulated work experience

D. The student will be able to continue and complete related
activities started in other classes, such as typing, math,
and English.

II. COURSE CONTENT

A. Work habits
1. Good attendar. :e

2. Punctual
3. Neatness
4. Accuracy
5. Cooperation
6. Non-interrurtive work
7. Wise use cf time



J. Handling ia.11
1.

a t4-t-r t= it

. and 1-0..tin it

44J and inserting

An:t geib
a, N,,,Lbr.es

,77.:T;:Letert case of letters

Trawf.n ..nfomatien or. forms
Makina .7!.-.nge _

BerIX to; Sff
1. f7cs:Ln*. alld wrap money
2. ci7 slps
3 Write e and =al.:Its/a accurate balance on stubs

Pacorrch:e tAllk r.atements
N. Stcck contr..

1. Matritiv..t stock cards

4* Yeplemwz stock
3, Keep .nventory s-Ammary

0. AppIlcatims
1 Fill c'..,t.f.:rms:

a. 3u7;...y !oferences

b. .Z-41-41.4 WC:4 experlence

P. Interviewl.
Q, Apprcpr.a-e grooming
R. Fled

1. In.7)4ran-e re
Cred.1

l.-f' nt Ar-.:nts

4, Lt.,res

5. roy
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t. Var.e*.y

S. SIrrAlat,: .-xpe!-.ence

III. NKTIVAT13N AN:

A. r,emc..r.:-...1%

B. Re,...cril

Bt.111!!7:

Intrj.k.:.1.d with other jobs
F. Prat a *ypint; sk:.11r by:

a 77, .r,2. :.?tteYs
2.

3

G. Ftlms ia



B. Computational skills
1. Without machine use:

a. Addition
b. Subtraction
C. Multiplication
d. Division

2.. With machine use:
a. Extensions
b. Discounts
0. Sales tax
d. Regular and overtime hours and payroll Seductions

C. Reading and spelling
1. Punctuation
2. Capitalization
3. Reading payroll deiuction schedules

D. Filing
1. Kamer
2. Index cards
3. Correspondence

E. The telephone
1. Act out conversations under given circumstances
2. Function of buttons
3. Take messages and fill out forms

F. The typewriter
1. Presentation of the keyboard
2. Correct typing techniques
3. Problem typing

a. Centering
b. Memos
c. Letters
d. Tabulations
e. Themes or manuscripts
f. Carbons

4. Related skills
a. Proofreading
b. Erasing

G. The duplicator
1. Preparation of master units

a. Proper placement
b. Correction of errors

2. Machine operation
H. The adding machines and calculators

1. Ten -Key

2. Full-Key
3. Electronic calculators (printing and non-printing)
4. Operational, skills

a. Add, subtract, multiply, divide
b. Replace machine tape

I. Receiving callers
1. Keep appointment book
2. Greet and assist customers



Name of coktact person: Lucille Fish

Name of program: Special Needs

Address of program: Owosso High School, 765 E. North Street

Owosso, MI 48867

Please identify handicap/disadvantage and age group for which program was

developed. Mentally and Physically Handicapped - nigh Moo'

1. LENGTH OF PROGRAM:

No specified time. Program has been in operation for 1-1/2
years.

2. AVERAGE NUMBER OF STUDENTS: 9

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM

Spirit Duplicator
Mimeograph
Typewriters
Electronic Calculators

Full Key Adder

Rotary Calculator

Ten Key Adder
Desks (Table)
Desks (I shaped)

MAKE MODEL

Copy-rite
A. B. Dick
IBM Selectric
Dictaphone
Singer/Friden
Monroe
National
Monroe
Friden
NCR
36" x 20"
40" x 20" with typewriter shelf

4. CURRICULM: (Please give rationale for each unit or module.)

The basic aim of this program is to prepare students for
a job at the entry level; thus, the following units are
taught:

Typing

Filing

Full key adding machine

Ten-key adding machine

Duplicating machine

1
1

10

3
1
2
2
2
2

3
30

5



The basic skill in the classroom is typing.

AA the students progress beyong the first

semester of typing, new skills are added

commensurate with each student's ability.

The curriculum is programmed so that each

student is on an independent, individualised

course of study.



Name of ocnta:t person Binett..

Address cf program High Sc].iloQ

9-h ani Clulton Streets

Hchosen, New Jersey 07030

rlease iden+.1fy han il':ap/..:,;.-.3alvawage an age group for program was

developed_

1. LENG TH OF PROGRAM:

Studtnti are exy..:?,.2 +1., program in three years.

2. AVERACRE NUMBER OF STUDENTS: ld p r la34

3. EQUIPMENT: (Plrast inz.1,...de make, sivitl and 444r.t:ty.)

JIM

Rotary Cal:Ailatcl
Rotary. Calc.u.ia or

Notary Calc.u.acr
Bookktepirg MAA-,
Bookketp:na Msr:r..

Key Pur....-11

10 Key Cal:ulor
10 Key Calcula-..,-

10 Kt y Addcy
Compt ome t t. r

Full Ke:y Add:- :

Elec t r 1: Typogrzl , r

Ditto 3r. ....: .. Ct.r<

Mimeo D.4.....1. a ...7

MAKE.11

Mor,r,7,s

Fr '..len

Ma+-,:tlawt

Mon:. .. t

B.ATre...Lie.c

I B.M.
Folt.. :44 on
V2 4.. %-

Rem r.gt m

l'1:,.ur

I B M

A B D;:k

MODEL

435

spANTITY

3
1

1
2
1

2
2

2

2

5
'1

4

1



-CURRICUIR: (Pleas., gIv rad:lc:nal. fez f,ach unit or module.)

Bus. Machine

In.troducei studer.,..2 4.0 van.oc4s types of office naachines. They are
as with inst-1,..:_t..or. as they are capaae of absorbing in each_ area.

L. s-ttrient-s---rtave- --xn--t-h-t-s -area-

Introductory Typewr;..

This c our eie le all sta.lents with a working knowledge of
the alphabetic keys on thE Ir.y.teurfltry. instruction is touch typewriting.

Recor d Keeping

Paytoll recut ds and tlrie ;Azas are expl.ained and payroll distribution

sheets are taught.

Inventory procedures and records with simple addition and sUb-
traction are excellent ego builders providing each student with a measure
of success.

Filing proceduies..- reviews alphabet. and reading- Akins on a
sophisticated level that secondary 81hool students can accept.

COMENTS

Spezial educat;.:41 stuaents are intergrated with slow track groups in

varicus subject area:-. They ga:n support and remedial instruction when
Lt.:et:Gary by the spvzial f...-tucat-..or. teacher.



Name of hontact person

Name of program

Address of program

Loraine Hohnstein, Business Education Teacher

colmado School for the Deaf and the Blind

kiowa. and Institute Streets

Oolorado Springs, CO 80903

Please identify handicap/disadvantage and age group for whicr. program was developed.

Deaf high scnool students, freshmen through seniors

LENGTH OF PROGRAM: We have two programs: (1) A semester-long beginning typing
course for junior high school students. beginning typing and introduction to
10-key adding listing machines and rotary calculators is given. Training also
given on on-line teletypes. This semester-long class consists of a 2-1/2 hr..
block of time Monday through Friday. (2) 2-1/2 hr. block given to high school
students for one year. This paper will deal with the year-long class only.

2. AVERAGE NUMBER OF STUDENTS: Eight to ten.

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL ,QOANTITY,

Typewriters Adler (manual) 6
IBM--Selectric 2

Electric 1
Olivetti electric 1
Olympia--manual 7

electric 2
Remingtonmanual 1
Royal 470 manual 1
Royal 440 manual 1
Royal manual bulletin type 1
SCM manual 3
Underwood Five manual. 2

IBM .electric Composer 1

Victor Automatic Calculator
NCR 1.0-key adding machine 1
Olivetti-Underwood Printing Calculator
Frlden Rotary Calculator 1

Olivetti-Underwood 10-key Adding Machine 1

Olivetti-Underwood Posting Machine 1

SCM Figurematic Rotary Calculator 1

SCM Rotary Calculator 1

AB Dick 215 Fluid Duplicator
AB Dick 525 Mimeograph
Thermo-Fax "The Secre';1"
AB Dick Speed-O-Print Scope 1

Speed-O-Print stencil pen holder with 13 pens
IBM Printing Card Punch 1

Electric Card Punch Verifier
Teletypes 2



4. CURRICULUM: (Phase fi:oc rat.smaale for each unit or moouIe.)

Piling. Alphatttisa:."..y, ty subject, chronologically, numerically, geographically.
At oompIetIon or mat, student should quality' for entry-level filing clerk.

Rey Punching.

TYDewritinK.

Bookkeeping.

10-ke addin

CO) ENTS:

Trainea Jr. IBM 26 Card Punch. At completion of course, student
snouid ky..altry for entry level key punching.

At .3mplellon of course, student should qualify for entry level
,.:Lerit typist.

Introdw;Alon to bookkeeping given to entire class. Those students
wt.() show an aptitude or interest are given opportunity to continue
it this area.

liatir machines ro calcmlators. All students complete an
extensive course on these macs nes. Prepares the students to be
able to use these machines on fhture jobs, as required, without
assistance.

The curriculum as liatel is taught in separate units. The mimeograph, fluid
duplicator, sand speed-o-print are taught during the typing unit as needed.

Students in tine -1/1 hr. block are mixed (both those who have never had typing
before and those who nave had one semester of typing in their junior high years).

Related business subjects such as checking and saving accounts, insurance, retail

sales, payroll, consumer economics, etc., is taught in another class instructed

by our vocational c.)unsalor. Class is titled "Vocational Education."



I

Name of contact person

Name of Program

Address of program

Mrs. Beverly Reuter

Detroit House of Correction - Clerical Program

Schoolcrart College

18600 Haggerty Road

Livonia, Michigan 48151

Please identify handicap/disadvantage and age group for Which program was

developed. For all women in-mates at Detroit House of Correction.

IMTH OF PROGRAM:

(5) 8 week semesters per year

Beginning in Sept. through June 30.

2. AVERAGE NUMBER OF STUDENTS. 12 - 15

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Typewriter - Electric & Manual
Adding - listing
Key driven calculator
Electronic calculator
Rotary calculator
Printing calculator
Full key



t

4. CURRICULUM: (Please give rationale for each unit or module.)

ACCOUNTING 101.- Introductory Accounting.
Begtnntng course in accounting, relating to sole proprietorships. The account.

ing cycle, special journals, financial statements, notes & interest, voucher

system, payrolls and taxes.

BUSINESS 111 - Machine Calculation
Provides instraction in the basic operation of rotary calculators, key driven
calculators, full keyboard adding machines, printing calculators, and electronic
calc.ulators,

BUSINESS 115 - PRINCIPLES OF DATA PROCESSING
Survey of data processing with emphasis on computers, logical structures of
computers, input and output media, stored program concept, instruction formats,

flow-charting, and use of shared time computer terminals.

BUSINESS 191 - Office Procedures
General office procedures, human relations in the office, public relations,

business communications. Also included are duplication procedures, basic
principles and procedures of filing and records, use of reference material.

ADVANCED TYPEWRITING
A greater skill in specialized business procedures offered; selected problems

requiring production of correspondence, tabulations, business forms, rough

drafts, statistical reports, manuscripts and memorandums.

ENGLISH 61 - Communication Skills
In addition to basic writing skills the course may include the study of
advertising, general semantics, oral communications, visual presentations,
interviews, and the influence of modern technology in various career areas.

ENGLISH 106 - Business English
Includes written and oral communication relating to business, a study of

the psychology and planning of a business letter, specific types of letters.

Also methods of collecting, preparing, and presenting data will be studied.

BUSINESS MATH
Review of fundamentals of arithmetic; percentage; graphs; simple and com-
pound tnterest; taxes; insurance, bonds, and their application to business.

SPEECH
Ba,lc speech techniques with emphasis on self confidence, directness, and

vcice and diction improvement as well as outlining, structuring the speech

and use of effective language.

5. COMMENTS:

Ours is a Co-ordinated, clerical training program. It is offered to all

the women during their confinement, in order that they may be a qualified,

emplofable individual upon their release. At this time we either help

them select a college for future education or set up employment interviews

if so desired.



ft

Name of contact perzon Dr. Fred S. Cook

Name of program Senior Intensified Program

Address of program 421 College of Eduction

Wayne State University

Detroit, MI 48202

Please identify handicap/disadvantage and age group for which program was

developed. Not succeeding in the regular high school vocation program.

1. LENGTH OF PROGRAM: Clerk/Typist & Clerk /Stenographer - 36 weeks
Salesperson - 18 weeks

2. AVERAGE NUMBER OF STUDENTS: 200/school year

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAI MODEL QUANTITY

Typewiters
IBM Sele:tric 31

IBM Stle:trit II 9
Lupli:lat.ing Equipment

AB Lick 580 Electric Stencil Maker 1

310[Thermofax Secretary Thermal Copier 1

Standard Rocket Sprint Duplicator 1

AB Dick Model 530 Mimeograph 1

GtAtetner Model 466 Mimeograph 1

Aullc-Visual Equipment
3M Model 567 Overhead Projectors 2

Pana.sonic V.:.deotape Recorder Units 3

Misc.:IiaLtcub
Cabarets (miscellaneous manufacturers) 15

Typ:rg Tabl's
40" X 44" 16

36" X 21

(Other mzs:ellant.ous audio-visual equipment utilized on loan from Wayne
State Unlveraity College of Education as needed)
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Name of cyr.ta.

Name of pr Sgt au.

Areas of 0;7 *r:.

1.u:1.r-it:Lir. S. IsizAilister

4.e)41 E. - ^ .eLt rfi... Li zel.

:! Mia.fle S.

4. Road
Texas 78006

Please I ne t : y ar..1 age g: t,1 wt program was developed.

sadctu.tait

1. LENGTH' LI'. Iii

2 I', a1. s roiv iit..y LS

2. AVERAGE 11114;:E.E 3.1'.7aNIS:

't.t.8tti graces

3. EQUIPMEKI rua.ite .

ITEM

Light 'I
Lignt
Light Tar le
Col:kato::

pQ

LeQtojog
Du Pun -n Eit114::
3t r..F7

Cnegal.mo..e . .

Fa O. ..1.1 ..
n

Platt MaXt:
Ro_Ket : t

1.)141:-at..)7
Mime ogr
Off
Elet. t: tv: t

1.8 Pardt-:
Actair.g
Adding Ma.. r.:

A

- 30
8: -30
SL-3O
Moat:1 7312

?& it 665

tipiNTITY
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Name of contact person
I

Name of program

Address of program

Mr. John R. Mallino_.

Clerit-al Office Practice I and II

Business Department

Center Area High School

MazIon Center, PA 15759

Please identify handical-ia:sadvantage and age group for which program was

developed. Disa4vantaged Grades 11 and 12

LENGTH OF PROGRAM; 2 years .94 semesters)

AVERAGE NUMBER OF STUDENTS: 20

3. EQUIPMENT: (Please include make, model and quantity.)

Duplicating Equipment:
Spirit Duplicator
Mimeograph
Thermal Copier

Typewriters:
Underwood Electric
Underwood Manual
Olympia Manual
IBM Electric

Machines:
Printing Calculator
Electronic Printing

Calculator
Adding Machine
Adding Machine
Ten-Key Add
Ten..Key Add
Ten-Key Add
Full-Key Add
Rotary Calculator
Key Driven
Mimeoscope
Transcriber

Transcriber

MAKE

A. B. Dick
A. B. Dick

3M

Underwood
Underwood
Olympia
IBM

Olivetti

Olivetti
031vetti
Olivetti
Monroe
Monroe
Friden
Monroe
Monroe
Comptometer
A. B. Dick
Dictaphone

IBM

MODEL

215
530
Secretary

Scriptor

Selectric

Logos 328
Multisumma 20
Electrosumma 22
911E11X
600
ACY10
408-11-011
Educator

Board #4
Ts7-437146
lv-4372o4
12481474
12-481475

VANTITY

1
1
1

21

9
6

28

6

1
1
1
2
1
1.

2
2
1
1
2

2



MARION

CLEF:7:AI

COURSE DESCRIPTION

EN1EF AY EA 3JH1OL

Ofr;c.E I an't

Clerical Office Pran.L:e resigned t tea:: t,

and skills to genfra: at-.:Aents t.a! 4.11 be pre-
pared to hola 1.:siti7ns in . P4.i.ls are

taught the operan ard 4: are Qf tvipmer!' in offices.
They are also tliflght Ming and are made fam:.1a: f-rm:A usually

found in buainesz. La pla-:ed cn ard the
establishment of gn.71 work batls,

Each class meets i_er,.1-3E A wi.»1( areek.; for on, credlt.

(The complete coartze re4.:1.:e6 for

which pupils earn, two ::.-Yi-ta.)

OBJECTIVES

1. To develop desiraill .0b:k

necessary fc.r sz:uc,:s.., It an

2. To provide experierv:e In the -f r
duties.

3. To reinforce and devc:op pres."-3
handwriting, English, spell:;: ' and ar.'1.n-1:.

4. To teach up-tc-det. ai
5. To teach the proper' ,:are and f:peration

machines.
6. To acquaint the 41e furdaaLen!al

various bisiness ani *.tg.

to practical pr.-,blems.

7. To help the e:,:lents l4zr
letters.

8. To teadh prtper prcare:, a ln ,he
busine3E. worl.

4

eq-4r.ent.
4.-,d office

UNIT I: THE OFFt2E WCPAE:4

I. Objectives

II.

A. To acquair n$-- var:ouis

offiQs.

B. To impreLo pm
lead tc. sx:,:.eL.; an a

Content

A. Your Career aF: an
Worker

B. Your Fersoral

Px.,.)::edures

persona;.

12.n tt1:11.4.111 beards:

ari iran:Taten.:seb



CLINICAL OFFICE PRACTICE

UNIT II: BUSINESS FORMS

I. Objectivrt-.

Page 2

A. To tr4-.r. anawrt- -p:.

form.
B. To be,...rnt- of Office

materials.
C. To be:cme a.ALIainted with The leo..orn a

business forms.

Content 414 and Procsdurea

A. Handitritlng
B. Typewrirg
C. Business Forms :esigr

!:-11 cc h& lriting and

Class disission
d'.1.11W..ingl handling

1;roafreading,

efas,m:. and corrections,
and spreading,

,4oifying right margin

UN1T_III: PURCHASING AND SELLING

I. Objectives

A. To become familiar with the rolAting ;:a.tasirag and selling

II. Content aLd Pr:cedures

A. Purchasing
B. Selling Zae fcrms

UNIT IV: INVENTOR. AND THE ST= BOOM

I. Objectives

A. To become fam"..lar wlth +.7,ne rc.t.ne, haZ.:1.114

and etock room wTrlies
B. To become familiar with the routine of stiv;trg gc..cds

II. Content 'es and Fro...ed.:4:es

A. Goods Beceived and o!
Hand f-rms) typed

B. Goods Shipped ana hatdwrittet
Lear:: vcc.ak-lary of shipping

*erns



miklicAL arum PRACTICE
t

UNIT V: PROCESSING DATA

I. Objectives

Page 3

A. To develop speed and accuracy in the %se cif fundamental
processes of business arithmetic

B. To learn how to calculate percentages and discounts rapidly-
and accurately

C. To learn how to prepare and verify b%siness papers and
reports by use of adding machines and calculators

D. To become familiar with modern data processing procedures
E. To become familiar with operation and care of voice

recording - transcribing machines, copying and.duplicat-
ing machines.

II. Content

A. . Business Arithmetic -
Fundamental Processes

B. Percentage and Discount
C. Adding machines and

calculators
D. Automation

UNIT VI: MAIL AND TELEGRAMS.

I. Objectives

Techniques and Procedures

Class discussion
Drill . arithmetic
Demonstrations on machines
Potation - machines
Films - data processing

A. To learn to handle incoming and outgoing mail efficiently
B. To learn the proper use of telegraph services
C. To learn to compose telegrams properly

II. Content

A. Incoming Mail
B. Outgoing Mail
C. Telegraph Service

UNIT VII: THE TELEPHONE

I. Objectives

Techniques and Procedures

Class discussion
Preparation of forms
Preparation of telegrams

ani. cables

A. To train pupils in proper use of the telephone
B. To acquaint pupils with telephone equipment commnly

found in business offices
C. To impress upon pupils the necessity for courtesy and

sincerity

II. Content

A. You on the Telephone
B. Switchboard Operations
C. Intercom Systems

Techniques and Procedures

Class discussion
Use of Bell teletreiner
Films: If an Elephant Answers;

How to Lose Your Best Customer,
Without Really Trying; Hello,

I Need to Tell You Something



CLINICAL OFFICE PRACTICE

UNIT VI!: THE TELEPHONE (Continaed)

II. Content (Continued)

using VIII: THE RECEPTIONIST

I.

UNIT IX:

Page

Techniques and Procedures

Vislt6 by telephone company
representatives

Records of conversations

Objectives

A. To familiarize the pupils with the duties of receptionists
B. To acquaint the pupils with the qualities of appearance,

voice, knowledge, and general business behavior required
of receptionists

C. To provide pupils with the owortunity to evaluate speech
habits

Content

A. Meeting People
B. Business Speech

BUSINESS FILMING AND RECORDS CONTROL

I. Objectives

Tecbniquies and Procedures

Class Discussion
Role playing.
Use of tape recorder to
evaluate speech habits
Films

A. To familiarize pupils with the organization of files and
filing procedures

B. To teach pupils the rules for alphabetic indexing
C. To give practical experience in filing through use of

a practice set

Content

A.
B.
C.
D.

E.

F.

Records Management
Alphabetic Filing Rules
Filing Procedures
Charge, Follow-Up, Transfer,
Storage, and Microfilming
Ntmeric, Subject, and
Geographic Filing
Special Files and Filing
Systems

Techniques and Procedures

Class discussion
Drill problems
Films
Practice set
Display of sample material
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CLIRICAL OFFICE.PBAZITM

UNIT XII: 11FING IA. K3 (C=4'inaed)

II. Content

A. rsccr:4 and

B. Financial Peports and
Sta...ements

C. Leo.; Pal:ers,. Minutes,
ani Resolutions

UNIT XIII: FINANCIAL :UIZES

I. Objectives

Page 6

Technlqes and Procedures

Class wizeussien
Use of reference books
Typing problems
Preparing graphs, charts,
etc.

A. To familiarize students with the services offered by banks
B. TO acquaint the students w :h a variety of methods of making

cash paymehta
C. To give students a general knowledge of payroll procednres
D. To acquaint the students with information involved in pre-

paring an income tajc return
E. To impress upon students the rgiths and responsibilities of

consumers when buying on credit
F. To acquaint the students with the neceasity fcr absolute

accl.tacy when dealing with financial records

II. Con-ent

A. The Checktook and the
Bank

B. Making Cash Payments
C. Payroll Woxk
P. Incone Tax Records
E. Credit and Collections

UNIT XIV: YOU AO AN OFFICE WORKER

I. Objective.

Techniques and Procedures

Class discussion
Films:

Preparation of checks,
deposit slips, recon-
ciliations
Preparation of simple
income tax report

A, To acquaint pupils with sources of informa on comcerning
business careers

B. To acquaint 74.11s with methods of securing information
coLcerning job openings

C. To give pupils an opportnity to prepare ac,:eptable appli-
cation tlanksr personal data Aheetsr application lettersv
and ether letters pertaining to employment

D. To give .suggestions to pupils concerning employment interviews
E. To acquaint pupils with the job requirements and the proce-

dure:: and forms of beginning business pc,s1Mons

II. Content

A. 0:;:111.A4loral Irformation
B. are Personal Data Sheet

Ond
C. The interview
D. Specialized Clerical

Positions
E. Orientation of New Employees

Techniques and Procedures

Class discussion
Films
Transparencies
Posters
Typing: Forms and Letters
Simulated Interview



COMMENTS:

The clerical program in our school was started to provide training for
disadvantaged pupils. The only requirement is that they have at least a "C"
grade in beginning typewritillg or a "D" with the teachers recommendation.
We do not require that pupils take Clerical Practice I in order to take Clerical
Practice II. Therefore pupils who have done poorly in or regular program may
transfer to the clerical program in twelfth grade if they wit.h We have tried
to synchronize the courses of study so that pupils ray transfer within, missing
filing or machines instruction, for example.

Students ere not employed; however, they may volunteer to spend free
periods working in a group that prepares duplicated materials, etc., for
teachers. They also work in offices throughout the school. In this way they
do gain some practical experiewe.

Twelfth grade clerical students also take one semee..n. or Record Keeping
and one semester in Introduction to Retailing.

The total facilities of the business department are ava:;:aole for the
instruction of these pupils.
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Name of contact person Arthur H. Davis

Name of program Clerical Skills Laboratory Project

Address of program School District of Philadelphia

John F. Kennedy Center

734 Schuylkill Avenue, Philadelphia, PA 19146

Please identify handicap/disadvantage and age group for %ditch program was

developed. Di.,Advantaged (readingsraath--at least 2 years below level) High School

14. LENGTH or PROGR,A: This is a two-year program for 11th and 12th grade students.
Basic keyboard knowledge of the typewriter is a prerequisite for the course. Students
acquire skills during the llth year through the use of self-paced individualized instruc-
tional "modules." During the 12th year, students are "hired" for a Simulated Office
program where they operate their own model business and do the paperwork that actually
TAW the office.
2. AVERAGE NUMBER OF STUDENTS: 24 students per "lab"

3. EQUIPMEM (Please include make, model and quantity.)

MAKE QUANTITY

See Suggested List of Equipment in Booklet
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% 4. CURRICULUM: (Please give rationale for each unit or module.)

We are developing modules for the following areas: macond.year typoulAdzmprogrem

payroll clerk, stock clerk, office cashier clerk, accounts payable clerk, accounts receiv-

able clerk, mail clerk, billing clerk, order clerk, 10-key adding machine, electronic

calculator, spirit duplicator, stencil duplicator, and keypunch.

We are using a "Systems Approach" to develop all of our modules. The modules are

designed to teach students skills which meet job entry level requirements. The "Systems

Approach" calls for the writer to first analyze the tasks that are associated with each

job and write a "Task Analysis." Next, a "Behavioral Analysis" is made of each task,

and the type of behavior that we wish elicited from the client is listed. This helps

us to create a "Hierarchy Chart" so that we can determine the order in which the student

should learn the material. After the "Task Analysis," the "Behavioral Analysis," and

the "Hierarchy Chart" are written, the curriculum writer has a much better overview of

the cognitive, psychomotor, and affective educational objectives to be accomplished by

the student, and a blueprint from which to operate.

The Simulated Office Curriculum consists of those jobs found in the real business

world. There are 25 jobs that students perform that correspond to jobs found in industry.

5. COMMENTS:

I am enclosing a booklet that was prepared by a few members of our curriculum

committee. I hope that you will find it useful. If there are any questions please

feel free to correspond.

The Clerical Skills Laboratory is in seven schools at the present time. We

are also planning the expansion of the program.
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This Material Was Prepared For:

THE PHILAISLPHIA FRDERATION OF TRAMS

RIKTOATIONAL =MIN=

*PROGRAM FOR =BING*

THE BILLEMSTROFORD HOTEL
PHIADRLPHIlt, PRISSILVANIA.

SEBROAR! 23, 3.974

Speakerss THE CIRRICAL SKILLS LABORATORY

Arthur H. Davis, Coordinator, Clerical Skills laboratory,
Project, School District of Philadelphia

Norton Ginsburg, Teacher, Clerical Stills laboratory,
Romborough High School, Philadelphia, Pennsylvania

Dr. Ruth Norwitz, Dapartment Head, Business Education,
Simms Grata High School, Philadelphia, Pennsylvania

Worms Zack, Department Bead, Business tion,
Oserbrook Nigh School, Philadelphia, Pennsylvania
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CLERICAL SHILLS LABORATORYs SCHOOL DISTRICT OF PHILAISIPETA

;ABLE OF WNW=

THZ CLERICAL SKILLS LABORATORY

II. OPJECTIVZS OF THE CITY-WIM CLERICAL SKILLS LABORATORY PR CT

III. PEN OM RESPONSIBILITY CHART

IV. MEM WPM? FM A CLERICAL SKILLS LABORATORY

V. FLOOR PLAN FOR A CLERICAL SHILLS LABORATORY

VI. T I M S Y S T E M S A P P R O A C H T O O URRICULUM WRITING

VII. SAW= PAGES OF CLERICAL SKILL LABORATORY CURRICULUM MUMS

a. Ausior CSL
Typing
hcfroll Clerk
Stook Clerk
Filing
Adding Mftobines

b. Senior CSL
VESO Employee Handbook
WESO Job Manual



The Clerical Skills Laboratory Project ie a federal program,

funded under the Vocational Education Amendments of 1968. It is

currently in operation in the following high schools: Bertram,

Dobbins, Edison, Gratz, Kensington, Overbrook, and Roxborough.

(Future expansion to additional high schools is a possibility.)

The program is designed for use by disadvantaged students.

I. TE4 GI CAL SULloS PPRATOIT

The Clerical Skills Laboratory program is a 2-year individualised

inetruational program where students acquire skills with the aid of

self-paced instructional units, correlated multi-media, and a variety

or equipment. In this course, which is taught for a two-period

block of tine on a daily basis, students acquire skills traditionally

taught in Clqatioal Practice, Typewriting, and Office Practice.

Currently, it is offered in the Junior and Senior yeare of high school.

The two-year sequence of learning is culminated by having students

work in a "simulated officio' project in the senior year.

The physical layout of the "Lab" is that of a realistic business

office with individual work stations that generally acoommodates

24 to 30 studeste. The teacher of the "Lab" is considered a "manager"

of "director of instruction" rather than a transmitter of information

as in a traditional large-group olasiro.a6

EZIELThar-Durizg the Junior year, students work with self-

paced individualised materials. These packets of instruction are

set up in all modules. !Itch module has a pretest, which allows

students to bypass material they already know. Topics covered are

in the areas of typewriting, clerical practice (stook clerk, portal

clerk, file els*, mail claihr eta.), and office practice (adding

aohines and calculators, duplicating equipment, and office procedures).
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Imphasis is placed on the development of work habits and attitudes

expected by proapective employers. Each student's work is based on his

own career objective. A prerequisite for the Junior Clerical Skills

Laboratory is acquisition of basic keyboard typewriting skills.

gingumar.In the Senior year, students of the Clerical Skills

Laboratory progress to a Simulated Office program. Here they operate

their own model business and do the paperwork that actually rune the

office. Realistic' features of the simulation include application for

jobs in the simulated office based on students' interest and abilities;

use of intercom telephones and a time clock; payment for work by check

(simulated, of course1); and students serving as managers, secretaries,

and clerks. Plaoement of graduating students in entry-level jobs

related to their career objectives is a goal of the Clerical Skills

Laboratory.

A prerequisite for the Senior Clerical Skills Laboratory is

knowledge of typing, filing, and adding and calculating machines,

(which may be acquired by completing these specific individualized

modules).
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A. GENERAL OBJECTIVES:

1. To signficantly reduce the dropout rate of students in the Clerical

Skills Laboratory Project °lasses.

2. To signficantly reduce absentectsm of the 'Art/sip:ding students.

3. To signficantly irlprove the oolqutational skills of participating

pupil' as measurod by the prc- stud posttest scores.

4. To signficantly improve student competency in all business education

areas of instruction, se measured by tho pre- and posttests for the

various are developed by the curriculum committee.

5. To develop student competency in communicative skills as measured

by the pre- and posttest scores.

B. OBTECTIVES OF THE CURRICULUM COMMITTNEt

1. Using a "systems approsah° for writing curriculums, to produce

individualised instructional paokets for the cognitive and

psychomotor domains flr the typeuriting clerical, and office

machines areas.

2. To continue to develop multi-acdla software correlated to the

paokets and to develop this software in conformity with the

°systems approach° used to damolop the packets.

3. To continue to oloarly ap0 concisely state the terminal performance

objectives for each of the following entry-level business career':

cashiers, receptionists, accounting clerks, genera/ clerk!, payroll

clerks, office machine operators, file olerke typists, and stook

clecks.



B. OBJECTIVES continued

4. To continue to prepare a task analysis of each job entry-level

skill required for the jobs listed under number three above.

5. To graphically illustrate, in a hierarchy chart, the learning

sequence of the terminal objective and enabling objective for

etch task.

6. To describe, in behavioral objective format, the educational

goal of is behavior to be elicited. This description will

involve a statement of what the learner will be able to perform,

the conditions under which performance will occur, and the oritetie

for determining acceptable performance.
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CRI ON UANTITY N

4 Calculator, electroniz, printing tape
2 Calculator, electronic, non-printing
3 Typewriter, Electric, Interchangeable

Type
1 Mimeoscope

24 Typewriters, Electric 13" carriage
1 Magnetic Board Wall
6 .?ile Cabinet, 2 drawer, legal
6 File.Cabinet, 4 rawer, legal
1 File Cabinet, 2 drawer for 5x8 cards
1 File, visible, 5 drawer for 4x6 cards
1 'File, aide drawer pullout, legal
1 Paper Cutter 18'

Motor driven letter opener for
instructional purposes in mail
clerk project

1 Time Clock for payroll projects and
mail clerk projects

1 Punch, Adjustable
1 Stapler, Gun Type

1 Telephone Installation, S phones per unit

10. Adding machine, electric, 10-key Tape

1 Adding machine, full keyboard

1 Duplicator, spirit, electric
1 Stand, Duplicator, Spirit, electric
1 Duplicator, Stencil, electric
1 Stand, Duplicator, Stencil, electric
1 Copier, transparency and master maker
1 Stand, Copier
1 Postal Scale
1 Electric Stapler

AV EQUIPNLEVT

1 Screen, Projection 70 x 70
.6 AV Screen, Rear View Projector Screen

1 'Projector, filmstrip Cassette Actuated

1 Projector, overhead
1 $Rocord player
1 Playteck/Record Slide Projector with

Synchro-lised Cassette Sound
3 Playback Slide Projector with Synchronised

Cassette Sound

AV EQUIPMENT
3 AV Cassette System with Built -Ic Slide

Sync. (Student Use)
1 AV Cassette System with Built-In Slide

Sync. (Teacher)
3 Slide Projector (for use with above)
1 Slide Projector (Teacher) with Lanp

Zoom Lens Stack Loader, Remote
Extension Cord

2 Projector, Sound 8mm film
2 Ektagrarhics Filmstrip Adapter
5 Ftr.,.ar View Projection nodule, with Light

12 Headset
1 Listening Center
2 Silent Projector
5 Tape Cassette Players
6 Recorder /Player, Cassette Capable of

Use with foot pedal
6 ;Foot pedal for above recorder
1 Recorder Player (4 speed)

.

1 Camera, Instant
5 Previewer, filmstrip
1 Projector, filmstrip and slides
1 Labeling Kit for AV Equipment
5 Study Carrels (Considered Furniture)

Mg=
24 L-shaped student desks
1 Teacher desk

30 Student °hair('
1 Teacher chair
3 Tahlov, for duplicating equipment
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VI. THE ums-LAELTA.C;i C 1.t.2.M.

We are using a "system:1 annror.:11.:' 111-0(K'e indivIdualiaed inetruotional

materials for the Clerical Laboratory Prolect. This process was

designed by Dr. Peter Eeeeff, Professor of Education of the University of

Maryland. This *systems approach" to writing curriculum involves many

additional steps that neretre we-e mot inoludod in producing packets of

material.

With a "systems approach," the teacher must first analyze the teaks that

are associated with each job and write a 'ask Analysis'. Next, a "Behavioral

Analysis" is made of each task, and the type cif behavior that we wish elicited

from the student is listed. Thia holpa as to =eats a "Hierarchy Chart"

so that we can determine tho order in which the student should learn the

material. After the "task saalysis,' the 'behavioral analysis," and the

"hierarchy chart" are written, the curriculum writer has a snob better overview

of the cognitive, psychomotor, aria affective educations' objectives to be

a000spliahed by the stuclent, and s blueprint from which to operate. This

allows his to proceed to continue with the "aystems approach" and put in

written form the material that should be learned by the student.

It should also be noted that afer esoh step of the "ay-stoma approach'

is completed by the crIginstor, It to analyiTed by two other currioulum writers

to make sure there is agreenart smoni the experts. The material is then

analysed by a reading spoalalist sad verified that it is at a level of

understanding for the uuderachiever ,:Lo studeat reading two years below

level) .

This entire procedure is a time commaire protease and one that is there

fore ooetly. It is on a, hineesvorbt ttat v believe neeemeary to produce the

the type ef eurriculus mataaltir ,t7t- be. lei our vocational classrooms.



a

T-6.2
7-6.2.3

tologloptr& Xl#1446,

DO: Check with your teacher that you have the correct supplies.

READ: Take a good look at the carbon paper. Did you see that one

side is dmll and has printing on it, and that the other side is shiny?

Look again.

DO: Answer this question on the line below.

Wbat is different about the two sides of a piece of carbon paper?

READ: How to set up a carbon pack

1. Place your copy paper an your desk.

Answer:

There is a shiny
side, and a dul]
side.

2. Place the carbon paper on top of the copy paper.

3. Place the original on top of the carbon paper.

T-6-2

9
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BIWEEKLY. When employt_-.1c Ar!! paid for two weeks' work, then the

payroll. rori'Dd is biweekly.

tnother tcc4cd i3 semimonthly. A sindsorthlv, payroll

period covers half a mc,nt1.'t4 work. Paychecks are issued twice a

month, usually on the first And the fifteenth.

The calendar 1,zinw sllow, a semdmontkAY payroll period. Each

paycheck is for half a TnriuhiA writ.

:-
-10

4, If rapiripmf-pi 4e,V8
payroll period 1A1

,. .: :... , . ...'

.' ..k,),
ORIPAIWPOR414. vg10.04...2411146a .iti 40r**"..:.;Kii.,IemPimlieg

.sn

,.
e. .

kJJp



(2.1.1)

-2/M-1/

4r-fez es.,1 xii.44.

Answer: A record of inventor,,,__ is kept on stock record cards.

REAL): Int! inventory of a buniness is the article or merchandise

that the comnany sells.

4All! 77 Ai E
Question: What do we call the merchandise of a company?



A"ryiet 'eV Oita?, 47,44*&14.

A: . The D in DAVID comes before the F and J.

If the last and first names are the same, look at the middle name.

Compare the first letters of the middle name3.

JOHN

SMI TH1 J
V

In the example above, the last and first names are the same.

However, the middle names are different. The A in ALLAN comes before

the B in BRUCE. Therefore, SMITE, JOHN ALLS 13 filed before SKIM,

JOHN BRUCE.

Q: Which one of the names below comes first?

BROWN, ROBERT JOHN
BROM, ROBERT CARL
BROWN, ROBERT WILLI&

A: (Turn the page to check your aususr)

(4.1.4.1

12
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ANSWER Clear Lever.

RELD The keyboard of your adding machine has keys for the numbers

0 thru 9. These keys are called number keys.

Find the 0, 1, 2, 3, 42 5$ 6, ?, 8, and 9 keys.

WESTIONs Complete the following statement.

The keys from 0 to 9 on the 10-key adding machine are

celled

Turn to the next page.

keys.

M 1.2.2 M-1-14-1-5-1-22



.
.

THIS AMULA BVSTNICSS OF'F'ICE Wear.EditREPRFS,ENT.f-: isTrt" MAJOR PART OF THE SENIOR'.YEAR IN' THE LABORATORY mot

SCIfOOL DISTRICT OP PHILADELPHIADiy4tiorx qt Vocational 'educating, -



DIPS on Rascal
11121111 2111201=1 =Ala= an

4000 15

124#4
You ar to see this fore to evaluate each eepinyee. fur .00h hater, select the peep or worn whieh
deserters your judrieitt of the porter, moo =LIR the srpropriate mint value. Whee yam have rated

the employ," ea all factors, add the pinta and record the total soon. Return this foss to the ?migrate

RAIaR CAW/ MID* Joe

ROM CCIOLITIED "IL MITILIIMIMMIONI.O11

1. Ma= 2f ill
Does uu. person ov what to do
sod why?

HAS EICICPTIONAL
*$0V72001 OP JOS

10

NAS GOOD Mann
OP JO!

a

REQUIRAS Ai 0000 CUL
OP NAMING

6

fAll LITTL2 MUM
OP JOS

4

2. pair ilf N2B1
Dees condeted work meet high
quality standards?

Regardless of amount den, is
work neat and accurate
Mow frequent and serious ars
errors?

RIOS= QUA/I21

13

WILL DONS ?SIR P001

3. SIIMILIT SLE WI
Consider the amount of work dame
under normal conditions?
Is the workflow kept wring?
Does he products the quantity he
sheold for @soh teak?

LARGO 40AMI2IT

19

0000 IDANT111

12

FAIR

IOAST212

9

POOROa=
6

.........---
4, =MU 4=

tiow is his record of anion and
lateen'?

RAMAT AMOR al
LATS
13

COCASIONALLI MIN?
OR LA2I

la

rims= MINI
OR LAIS

9

i: AIII1V21
Comotdor attitude toward work,
(moan, end sesociatess

Dose he pitch in"?
Wee be work smoothly with
others?
Does be one en effort to soder-
stead and rbeerre renew
pollen?
le he willing to do tits loos
desirable teektask.?

=LLD?
ATTIIUDS

0000
MINDS

PAZOMU=

r

I

I

I

4. UWE=
rue he get the work net under
preens.?
Can he be depended upon to
semplete work satiefacteril,
sod an schedule?
/s he willing to dig is to met
peak lead.?
Dose he °keep his east'?

CAN WUXI SS
COSWOODONI

15

MIRA= Cl A DB
COMM ON

12

=WM OAP is
OCCOVID CS

9

1

NAMILI CAN Se
00111210)011

6

,. ISMOOKAI GliA34121922
Coosider topearance, porecoality,
sod housekeeping,
Ls he enable of repreeentift the
rowan neer the phone or
directly with the puldie
Dees its ernes suitably for the job?
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WYOMING ENTXRPRIS$S SIMULATED wag

Warr, Schedule

Job DEPARTMENT AND JOB TITLE
No

EXECUTIVE DEPARTMENT

1 Administrative Assistant

SERVICE CENTER

2 Bank Teller and Mail. Clerk
3 Supply Clerk
4 Duplication (..erk

PURCHASING DEPARTMNT

5 Purchasing Manager
6 Purchasing Manager's Secretary
7 Receiving-Shipping Clerk
8 Stock Record Clerk

20 Keypunch Operator
o

SALES DEPARTMENT

9 Sales Manager
20 Sales Manager's Secretary
11 Order-Pricing Clerk (A -H, J4,R.4)
12 Calculation Clerk (A-11,I.41,90.0

OO

900KKEEPING DEPARTMENT

13 Head Bookkeeper
14 Collection Clerk
15 Rifling Clerk (A-14/46R Z)
16 Accounts Receivable Bookkeeper

(A.H,IA,R-2)
17 Accounts Payable Bookkeeper
18 Cashier-Receipts
19 Cashier-Payments
20 Keypunch Operator
25 Payroll Clerk************** .

ODTSADE WOLD

21 Customers' Manager
22 Customers' Secretary
23 Customers' Bookkeeper
24 Suppliers and Service?*

Hourly
Rate

$3.00

2.00
2.00
2.00

3.00
2.50
2.00
2.00
2.00

Daily
to

Weekly
Ra e

$24.00 $120.00

16.00 80.00
16.00 80.00
16.00 80.00

24.00 120.00
20.00 100.00
16.00 80.00
16.00 80.00
16.00 80.00

Yearly
Rate

$6240.00

4160.00
4160.00
4160.00

6240.00
5200.00
4160.00
4160.00
4160.00

OOOOOOOOOOOOOOOOOOOO

3.00
2.50
2.00
2.00

.

24.00
20.00
16.00
16.00

120.00 6240.00
100.00 520Q.00
80.00 4160.00
80.00 4160.00

************

3.00 24.00 120.00 6240.00
2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00

2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00
2.00 16.00 80.00 4160.00

0

3.00 24.00' 120.00 6240.00
2.50 20.00 100.00 5200.00
2.00 16.00 80.00 4160.00
2.50 20.00 100.00 5200.00********************** ****



a

PURCHAS/NG MANAGER
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WESO
Job No. 5
Job Description

JO? DESCRIPTION:

1. You are the person in charge of the PurchasinE Department.

2. You will make sure that all work is correctly prepared in your
department.

3. You will kbep a record of all paint and paint supplies purchased.

4. You will approve requosts for the purchase of products by other
departments.

5. You will keep a proper supply of paint and paint products in stock.

6. You will warchase products that are not kept in stock. Ole stook
only VARLAAFT product:I)

7. As our line of products grows. you will keep inventories for these
items.

SUPPLIES

9601
9602
D-2
D-11
D-14
D-41
D-43

THIS ILLUSTRATES THE VARIOUS DUTIES
ASSIGNED TO THE PURCHASING MANAGER

NEEDED:

Purchase Record
Purchase Requisition
Record of Special Orders
Routing Check List
Number Sheet
Stock Record Data for Ledger Headings
Wholesale Price List
Stapler

STAMPS: Date

MACHINES USED:

Typewriter (electric)
Calculator



PURCHASING !'.AUGER
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WES°
Jot No. 5
Page 1

YOU friu. OCT Purchase Record (9601). This le a reccrd of all VARCRAFT
products we buy.

FROM

WHEN

SUPPLY clay

At the beginning of the year

YOU DO 1. Make out one Purchase Record (9601) for EACH item of
Varcraft paint and paint supplies.

2. Fill in the information needed on the top half of the
9601 for Varcraft products only. See Wholesale Price
Lists (D643) and Stock Record Data for Ledger Headings
(D.41).

a. Fill in all items at the top of the 9601.

b. Enter Wholesale Prices unoer the heading Quotations.

(1) Vendor..VARCRAFT
(2) Unit price, % Trade Discount, and Quality

Discount.-as listed on Wholesale Price List.

c. Be sure you have one Purchase Record card (9601)
for each size and color of paint and paint supplies.

3. When a product is ordered, make an entry on the Purchase
Record (9601) under the heading, Ordered. See page 7.

4, When the product is received, make an entry on the
Purchase Record 06011 under the heading, Received. ste
wee.

ns StT OF INSTRUCTIONS SHOWS THE PURCHASING
MANAGER HOW TO COMPLETE A PARTICULAR FORM.
THIS FORM IS SHOWN ON THE NEXT PAGE.

YOU GIVE TO No one

YOU FIa. Yes

Where Unfinished work file

How Keep 3 separate piles: Lnameloids, Latex Paints, and Paint
Supplies. Then file each pack alphabetically by Color or
Type of Item. Finally, file them by STU.

With Nothing
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Name of contact person

Name of program

Address of program

Mrs. Charlotte C. Tucker

Office Practice for the Disadvantaged

Marraguagus High School

Harrington, Maine 04643

Please identify handicap/disadvantage and age group for which program was

developed. High School juniors and seniors

1. LENGTH OF PROGR 4:

400 minutes a week for the school year

2. AVERAGE NUMBER OF STUDENTS: 12

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Duplicating equipment:
Fluid duplicator Byer Mark 3 2

Dry Photo Copier 3M 1

Mimeograph Roneo M 350 1

Electric Mimeograph Roneo 1
Thermal Copier 3M 1

Typewriters: IBM Delectrics 8
Adding Machines:

10-key electric Olivetti 1

10-key electric SCM Marchant 1

Calculators:
Rotary Marchant electric 1
10-key print out Marchant electric 1

sharp 804 3
Dictaphones:

Stenorette
Norelco

Mimeosr.opes:

3.

2

A B Dick 1
A B Dick, electric 1

Record Player General Electric, Solid State 1

Telephones One outside line and 2 interoffice 3
storage cabinets 2
File cabinets: 4-drawer 1

2-drawer 2

Desks 14

:overhead Projector 1

Apex program 3-14



4. CVRRIcULUM:

hex (mErican
br!nch offices
infor7:ntion ir
offiv -nd

(Please give rationale for each unit or module.)

"eper Exporters) is a fictitious cornany which has many
with a main office in shintiton, J. C. The product is
the form of statistical reports, comriled within the
'ewsletter; these Are sold to subscribers.

ibility to ty-e is the one basic reoairement.

thin the orientation neriod, students nre made a .sainted tne
-rolran nd will be ex-ected of them as em-loyees. Incladed
ir this --riod is a descrintion of the various jobs, also the filing
s7ste.s which the business uses:

Dte
"Qleric

3ub!e^t

rens th t re lva hole 4re: recertionist, regional clerk, subscribers
file clerk, ftlail clerk, -ayroll clerk, tynist, general file clerk,
in' ,:irers file clerk, machines operator, billing clerk, design and copy
clere. stockroorn clerk.

tuients out a-nlications for the jobs of their choice and are
interviewed, .rid eventually ."hired." From this time onward, the
relAtionshic is emnloyer-employee, with the teacher serving us

Lech er"iovee has a handbook and learns her job with as little assistance
fron h.r emnloyer as nossible.

The ir-ut of mail is regulated by the manager in the form of letters
of inutry, letters subscribing to services, letters re nesting informa-
tion. 30:.e of these may oe handled routinely by being comtosed b the
emnloyf-e, some result in orders to be billed by the billing clerk, and
some are dictated (eithcr to shorthand writers or on the dictaphone).

(there !re lbout 70 nieces of mail to be ,rocessed while one set of
statistics is being orepared and a newsletter is being orenared and
rrinted. This results in one unit of work)

nayroll records:
-ayroll records are kept with State and Federal tax deductions
each er'loyee is -aid by check (which reflects his rank)
overti:ne is granted upon re uest.
1-ns,,nees resIlt in loss of pay.

"cst,a sArv:ces:
aldrelsini envelones
s::-nlving -in codes on inodiming mail
wei7hing overweilht mailings
nostAle is Elster and Christmas seals

letters and bills

7tock control:
is tne vurious forms used in the office and are reproduced by the

ricnines o-critor
...v,ntory is ke't of all forms on hand and a form is renlenished
when the stock becomes depleted



1 5. CCHNEN4M:

''urehasing:
actunl nurchesing of su--lies needed within the office is done
by the ennloyee

?ace -tionist duties:
-lacing calls
tele hone manners
trikinp messages
relayln*, -essales
receiving guests
handling the guest book
conducting tours

Cost aecounting:
re orts made by the regional clerks
re-orts con-ilnd from raw mater :al supplied by 50 reporting mills

re-,orts
oduction/c4.acity reports

monthly summaries
uarterly summaries
use of calculators
checking for accuracy
These rerorts are du-lioated by the machines operator and mailed

to our subscribers.

Filinl:
subscribers file (filed numerically by code)
it-uirers file (alphabetical)
general file (al-habetioal)
card file (of subscribers)
en-loyees file (a--lication, evaluation, and all related materiels

of each en-loyee)
billing file (filed by renewal date)
ward tickler rile (fm' subscribers code :limber)

all suoscria-rs
all renewals
credit -le--.orandums for ovrneyment
cov,r letters where re'uired

In e--loyee 3eccnes proficient in her lob, she is promoted to anothcr.
This results in 1 con-lete rotation of jobs about every 4 weeks. The
new emnloyee is taught her lob by the retiring emrloyee in any particular
lob. Fanh -ro-otion means an increase in wage rate. An emrloyee is
elli4ible fora -ositiun as de-artment manager after she has held 3
diffr?re-lt lobs with another resultant increase in -Ay.

At -erioJic bord meetings, office policy is discussed, em'loyees
!-resent ilforiation on such subiects as office etiquette, travel
itineraries, dress, letter styles. Field trips are rlanned and arranied,

i,-rove--.ents to the cffiae are considered.

This is s relaxed ty-e of learning which is very close to the"teal
thing." Tne v:: ions office duties ire integrated into a meaningful
whole. This is our first year with the nrogram and I would hiihly
recommend it.



Name of contact person Susan Krzyskowski or Earl Baumunk
Special Needs Occupational Preparatory & Co-.op Program

Name of program Office Preparation (General Clerical)
Harrison High School

Address of program 29995 West Twelve Mile Rd.

Farmington, MI 48024

Please identify handicap/disadvantage and age group for which program was

developed. Disadvantaged - 16 and over, 11th and 12th_grade

1. LENGTH OF PROGRA :

Usually a one year program, unless a student needs further training.

Students are placed on part time jobs when they are ready, while continuing

with the class.

2. AVERAGE NUMBER OF STUDENTS: 14

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Typewriters Olympia -- electric 50 17

Duplicating Equipment
Spirit Duplicator Standard Astro II 1

Mimeograph Gestetner 1

Thermal Copier Standard 1

10-key machines
Adders Victor 5

Electronic Printing
Calculator Victor 1

Electronic Calculator Victor 83 1

Desks L-shaped 24



I
4. CURRICULUM: (Please give rationale for each unit or module.)

Career Research:
This is a unit taught at the beginning of the year to help students

determine what area of clerical work they are interested in. Each student

selects three careers he would like or is interested in, researches each
interviews a person in that job, prepares a typewritten report and gives
an oral presentation.

Mainly through the Occupational Outlook Handbook.

222inw
All business forms -- letter, envelope, memo, short report, purchase requi-

sition, purchase order, invoice, agenda, pamphlet,
table, postcard, telegram, etc.

Preparation and running of ditto and stencil
Use of zip codes

The ability to type accurately is necessary for the majority of entry
level office jobs. Therefore, the teaching and/Or review of the typing
skill is an essential part of the program. Basic English skills are also
reviewed in conjunction with the typing. If a student needs more than a
review, he is put on a programmed English unit.

Computational Skills:
Addition, subtraction, multiplication, division of wide numbers,

fractions, and decimals
Percents and Percentage
Use of the ten key adder, printing calculator, and electronic calculator

The degree of ability in this area is determined by a pre-test the
first week in class. Review is based upon that test. The use of the
calculating equipment is used to reinforce the computational skills,
as well as train the students to handle business forms. such as purchase
orders and invoices.

Telephone Techniques:
Telephone manners
Taking messages
Placing telephone calls

The tele-trainer from Michigan Bell Telephone is used to teach basic
telephone techniques. A telephone system is not available in the classroom.
This unit is very essential and all students participate and practice until
they are successful in placing a call and taking a message properly.

Filing:
Alphabetic
Geographic

This is an essential skill, and all students learn to file.

Retail Sales:
Making change
Sales tax

This is a distributive education area, but it is really essential to
every person. Many students would not get this basic training anywhere

else.



t

Job Getting Techniquess
Grooming
Attitude and Attendance
Application blank
Data Sheet
Letter of Application
Interview
Follow-up

The first two items are stressed all year. The remainder are covered very
specifically during the second semester. A variety of methods are used
to aid in teaching this most important unit, such as:

Transparencies on job getting techniques
World of Work 2 -- Getting a Job (cassette /workbook)
Mock interviewing with employers

The students type their data sheets on stencils and produce several copies
to take with ther on interviews. They also put together a work folder which
contains samples of the various kinds of typing tasks they have completed.
This they can also take with them for an interview.

5. COMMENTS:

Students are in class for a three period time block. Much of the first
semester is spent in group work, while during the second semester students
work on an individual basis. A time clock is available part of the year and
during this time students clock in and out and figure payroll.



Name of contact person Rosalind B. Eskew

Name of program KWIK COPY, INC. (Sarasota County Student Center)

Address of program 4450 Beneva Rd.

Sarasota, FL 33581

Please identify handicap/disadvantage and age group for which program was

developed. Educable Mentally Retarded - Jr. High & High School

1. LENGTH OF PROGRAM:

We have a centralized system for the mentally handicapped child. During the

ninth grade students are channeled into the business area. These students are ex-

posted to the machines available in the business lab for a limited time. During their

tenth year we concentrate on developing skills on these machines. By mid -term of

he ekflua e trYillpave the students ready for partial employment and full -time
OF S ENTS: employment during their twelfth year.

12
3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Typewriters:
IBM Selectric 4

Royal 560 1

Royal 470 5

Royal 440 2

Royal 44o (Primary) 1

Remington Standard 2

Duplicating Equipment:
Copy Machine Copy Machine CAB Dick) 675 1

Offset Duplicator Offset duplicator " 331 1

Spirit Duplicator Rex Rotary R-15 1

Standard Rocket ERA 1

Mimeograph Rex Rotary M-4

Automatic Folder
10-Key Machines:

Adding Machine Victor (Printing) 7-57-54 1

Printing Calculators Victor 19-4462S 10

Full Board Machines:
Adding Machine Victor (Printing) 16-83-54 1

Cash Register Victor 1

Paper Cutter Adana 34 x 29 1

File Cabinets Steelmaster 4-drawer legal 2

Desks 19-1/2 x 47-1/2 plus 17-1/2 x 23-1/2 typing return 12

28 x 54 plus 18 x 24 2

Chairs, Secretarial Sturgis 506-471 3.14

Padding Rack
Mimeoscope AB Dick 4 1

Tape Printer Kalograph KTM -10 1



4. CURRI&LUM: (Please give rationa...e for each unit or module.)

I. Typing
A. Introduction to Keyboard Town Typing Method
B. Learning the main operative parts of typewriter and their use
C. Learning to type various business forms and papers

Typing helps mentally retarded students to improve their impression
of themselves. Perhaps they will only be able to do copy typing, but
developing a skill equal to that which is accomplished by their peers
must be of great benefit to these exceptional youngsters. Many other
related tasks can be taught with the aid of the typewriter.

II. Filing
A. Filing personal names
B. Filing business names
C. Filing as a procedure

All students in business related jobs need to know the basics of
filing--filing and finding business records, alphabetic correspondence
filing, and something of records management.

III. Duplication
A. Introduction to:

1. Liquid duplicator
2. Mimeograph
3. Photo copier
4. Offset press

B. Learning the operational skills, proper cave and cleaning of the
above-mentioned machines.

C. Learning the general safety rules and regulations in effect in the
Kopy Center.
Here in ur Kwik Kopy, Inc. we try to bring together all the necessary skills,

IV. Calculations work habits, and attitudes necessary to be successfully employed.
A. Introduction o:

1. 10-Key Adding Machine
2. Full Board Adding Machine
3. Electronic Printing Calculator

B. Learning the operational skills, proper care and favorable machine attitude
when operating the above-mentioned machines.

We try to help the student learn to choose the correct process, then
solve their problem with the aid of one of the calculating machines. These
machines are used in business offices and the students are encouraged to
become skillful in solving business problems.

V. Office Procedures & Telephone Operation
A. Learning the acceptable attitudes and work habits necessary for employment

in the business area--personal characteristics
B. Bringing together all the skills already learned and applying them

to a specific job profile.
C. Students get on-the-job training in mail handling, telephone skills,

and demonstrate receptionist duties in the school library, guidance
office, and in the office of the principal's secretary.

Because our school is centralized we are quite flexible in scheduling
our students for actual experience. Since we are all working with only
mentally handicapped students, we are constantly evaluating and rewritine

curriculum to meet the current needs of our charges. Many changes come as

a result of feedback from employers.

-2-
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CURRICULUM: (Cont.)

VI. Checker-Cashier

A. General store policies of a supermarket

B. Duties of the checker-cashier
C. Good Customer Relations
D. The transaction

I. Ringing the order
2. Handling of coupons
3. Handling of taxable items
4. Accepting checks
5. Bottle deposits and refunds
6. Over-rings, under-rings, and departmental errors

E. On-the-job experience in our short order kitchen (homemaking class)



5. CONS:

We believe that the Business Education program is a life-oriented curriculum.

It prepares the student and provides for him social and business knowledge en-

abling him to learn salable skills, contributing toward becoming a worthwhile

and "tax-paying not tax-eating" citizen.

The ultimate goal of our program in Business Education in Sarasota County is

to give the student a feeling of belonging in the World of Work. We try to

help the student develop desirable work habits and attitudes, to enable

him to manage his own personal business affairs, and to help him find his own

entry level job.

In pursuing this goal we decided to set up our class as an actual

business: KWIK KOPY, INC. Here we type, duplicate, collate, fold, staple,

,ut, and pad work for teachers to use in their classrooms. We also, in con-

junction with one of the communication classes, publish a newspaper. As an

added attraction we sometimes do folding of letters and stuffing envelopes

and various other jobs for service organizations in our community.

Our campus work program is especially suited for the students trained in

office-related jobs. We are furnished with job descriptions from the various

offices and teachers who desire a campus worker. That job description is

covered carefully with all students, then the students have:an option to fill

out an application for the job. On this job application they must get the

recommendation of at least two teachers. The student is then called in and

interviewed by the vocational coordinator and either placed on the job or

rejected. We Presently have twenty-two students working at least one period

a day as office aides, teacher's aides, or lunchroom assistants with the

young deaf children or the trainable youngsters.

In our off campus work program we have students in the following jobs:

cashier at a building supply house, two offset press operators, library

assistant at the public library, two stock clerks at a department store,

stock clerk at a small dress shop, and two cafeteria workers.

Since the founding of ourventralized system for the EMR students some

five years ago, a remarkable change has come over these students. They arrive

at school early and immediately go to work without being prompted. Since they

now compete with students of like ability, they have had suc%ess; they have

produced actual work which people use; they have developed salable skills with

which they can earn a wage. Therefore, their self image has improved tre-

mendously. There have been noted changes in their behavior, attitudes, work

habits, dress, and educational goals. Jobs, at which they are now succeeding,

they once thought completely out of their reach.

KWIK KOPY, INC. has involved students with the working world--the exacting

demands; the need for organization and planning; the carrying through of the

plans--above all, it has provided the students with success.



Name of contact person

Name of program

Address of program

Mr. James S. Williams, Supervisor of Training

Business Education

Eastern Kentucky Comprehensive Rehabilitation Center

Please identify handicap/disadvantage and age group for which program was

developed.
Physically and Mentally Handicapped - ages 16 through 65

1. LENGTH OF PROG: 1M: 13 months

2. AVERAGE NUMBER OF STUDENTS: 12 per class

3. EQUIPMENT: (Please include make, model and quantity.)

rrsm MAKE MODEL QUANTITY

Duplicating Equipment:
Spirit Duplicator Heyer 06-86-70-607

Electrostatic Copier A. B. Dick 675 1

Dry Copier 3-M 209 1

Fluid Duplicator A. B. Dick

Typewriters:
TBM Selectric 12

IBM Selectric II 1

IBM Executive 4

IBM Standard D 1

Transcribers:
IBM Executary 172 8

IBM Executary Combination 273 3

IBM Transcriber Skill for Word
Processing pkg. 6

IBM Executives Training pkg.
IBM Composer Training pkg. 1

Calculators:
Victor 06-73-85-54 2

Victor 06-811421 1

Adding Machine:
victor (full key) 06-16-83-54
Victor (10 key) 06-17-83-54 2

Cash Register:
Victor o6-x-6

File Cabinet: Steelcase 5 drawer 3

Desk: Height range from 28-3/4 to 30-3/4 with L extension
to be 26" to 28"



. 4. CURRICULUM: (Please give rationale for each unit or module.)

Business English & Vocabulary:
Vocabulary
Business English

To insure the student has enough basic vocebulary and possesses
enough language skills to successfully pass the ste, civil service
and private industry section of test dealing wit rocabulary and
language skills. Also to enable the student to be better equipped
for transcription and general office language requirements.

Typewriting:
Beginning Typing (Unit I)
Intermediate Typing (Unit II)
Advanced Typing (Unit III)
Typing (Unit IV)
Special Typ4qg

In typing units I - IV, all students must have a minimum speed
of 40 WPM for five minutes within a three error limit for a passing
grade. It is desired they have a much faster speed for the steno -
grap'tic D.O.T.'s.

Special typing is taught to students with the use of only one
arm and/or hand. These students are taught the basic keyboard and
typing procedures.

Business Math & Recordkeeping:
Business Math
Recordkeeping

Business math is taught to refresh the student's knowledge of
mathematic fundamentals and to develop the ability to apply these
fundamentals to office occupations. Also, to assure the student
will be able to successfully complete and pass the general math
questions on merit, civil service, and private job tests for entry
on the general office clerk level.

Recordkeeping is taught to equip the student with the ability to
deal with records which he may encounter in the business office or
in a small business.

Accounting:

The Accounting course is designed to give the student the necessary
knowledge of accounting principles and procedures to enable him to
qualify for the position of accounting clerk.

The student will demonstrate his knowledge of accounting principles
and procedures by completing daily exercises, unit tests, and supple-
mentary practice sets with 95% accuracy.



FA 1

CURRICULUM: (Cont.)

Shorthand:

The student will be able to write unpracticed, unpreviewed short-
hand at the minimum rate of 80 WPM for three minutes at least twice
or for five minutes at least once and to transcribe this dictation
with 95% accuracy within thirty minutes. The student will develop
sufficient skill in dictation and transcription to enable him to pass
the shorthand portion of the Civil Service and State Merit Exams.

Office Practice:

The Office Practice course is designed to develop skills in the
handling of materials, techniques, and methods necessary for the
efficient office worker.

For those students who cannot qualify for the position of Stenographer,
General Office Clerk, or Accounting Clerk, modules are included in the
Office Practice Course to qualify them for lesser DOT job descriptions
such as Cashier Checker, Mimeograph Operator, File Clerk, and others.

The student will demonstrate his skills in office procedures and
communications through assignments, role-playing, written and oral tests,

and on-the-job performance.



5 . COMMENTS :

This training area is arranged so all types of handicapped people can
operate in this area. If ramps are needed to get to machinesoye build
them, if desks are needed to be raised or lowered to fit the student's
needs, this is done.

Students in each class number no more than 12. This is done so the
instructor can have better working arrangements to work with each student.
The student is working on his own level and rate of speed. We feel this
is needed so the students can have more individualized attention and
instruction.

Students are enrolled in class at any time until the number of 12 is
reached in each area and then that area is closed until someone either
graduates, drops out, or is terminated. So far, this has been working on
a pretty good arrangement, but we know we will probably have a few problems
at a later day. We are trying to made ourselves ready for this when the
time comes.



Name of contact person Chester R. Anderson, Specialist III

Name of program Business Education and Keypunch

Address of program R. J. DeLano School

3708 Linwood Boulevard

Kansas City, Missouri 64128

Please identify handicap/disadvantage and age group for which program was

Orthopedically handicapped; Educable mentally retarded; DeLano High School

ieveloped. graduates who wish to develop salable skills; Students with one or, more of

the above nauled handicaps who are school dropouts.

1. LENGTH OF ROG:AM: Open entry/Open exit

Note: For stuaents enrolled at DeLano (high school) the program

was opened to them January 28, 1974.

2. AVERAGE NUMBFR OF STUDENTS: 20 high school students and ungraded specials

plus 3 adults.

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY



R. J. Delano School

3. Equipment:

Item Make Model Quantity

Cassette Player/Recorder
Cassette Players
Cassette Players
Desk Top Viewers

Dictaphone (Cassette)

Projectors, Slide
Projectors, Rear Screen

Radio, AM/FM

Adding Machines (Ten Key)
Adding Machine (Ten Key)

Calculator, Electronic
Calculator, Printout
Calculator, Printout
Transparency Master Maker

Mimeo Stencil Printer
Spirit Duplicator
Mimeoscope

Overhead Projector
Projection Table

Portable Screen (Tripod)

Keypunch Machine

BSAF
Audiotronics
Sharp
Sawyer (GAF)

9200
145
RD-455AV
6091008

Dictaphone Corp. 241

Kodak E-2
Caramate by Singer 8806

Newcomb

Olivetti
Victor

Burroughs
Burroughs
Victor
A. B. Dick

A. B. Dick
A. B. Dick
A. B. Dick

3M Co.
3M Co.

3M Co.

Univac

AV-750

1

3

2
3

1

3

2

Electrosuma 23 3

(Premier)

J1000
C2000
84444j
204

525
217
5

567 -RCG
26-E

170)

I

I

I

I

I

I

I

I

I

*Student Work Centers (48x60 plus 30x60) Tables - Adj. height 4

Student Work Centers (Standard desks w/ typing return) 2

File Cabinet (4-Drawer)
Book Cabinet (3-Shelf)

Study Carrels

Haskell
Haskell

Arto Bell

*Student work ::enter tables: Arto Bell Co.

Typewriters, Selectrics IBM
Selectric II

1,11 Executive

1301

I

I

3

3

I



R. J. DeLano School

A4' 1

4. Curriculum: (Please give rationale for each unit or module)

(1) Typing I - Emphasis is placed on training in the operation
of machines that the student will encounter in "on the job"
situations.

Typing I is the first in a series of four individualized
typing courses designed to provide the student with a
mastery of the touch typewriting system and an introduction
to the basic business forms.

The course is also designed to give the review student a
thorough review of the typing of letters, manuscripts,
taHllation problems, and business forms.

Typing II - Designed to further skills in typewriting
through the preparation of various personal, business, and
professional papers and forms representative of most office
positions. Strict emphasis will be placed on the ability
to follow directions in completing these problems.

Typing III - Presentations have been developed to help
student learn the differences in operation of the IBM
Executive Proportional Spacing Typewriter and other
electric typewriters. There is a Learning Packet and two
slide tape presentations.

Typing IV-(Expert) serves as a "finishing course" in the
general area of typewriting knowledge and 3k...11 as he

moves into the more specialized areas of his interests,
such as the medical, legal, and/or technical secretary.
The course is designed to sharpen student's spelling and
vocabulary abilities. Strict attention will be paid to
mailability of typed work.

Ten Key Adding Machine - This course offers skilled training
in common business mathematics by the performance of
"job problems". Emphasis is placed on neatness, accuracy,
and concentration. Problems missed must be re-worked.
The touch system is taught - with the goal of finely
cuortanated movements. (Performance tests given regularly.)



R. J. DeLano School

4. Curriculum cont.

Shorthand I - The first in a series of four shorthand courses
provides the beginning student with a knowledge of the Gregg
Diamond Jubilee shorthand theory.

Shorthand II - A continuation of Shorthand I designed to in-
crease rate of taking and transcribing shorthand with intensive
dictation and transcribing and reviewing correct punctuation
practices and spelling.

Shorthand III - IV- Shorthand III serves as a finishing course
in Shorthandand is a prerequisite for Shorthand IV. It allows
students to become ex/3-6ft in performance skills before moving
into -elect areas in which student wishes to specialize.
(Special areas would include legal, medical, educational and
technical levels. Skill demonstration for producing mailable
jobs, transcribing mailable letters with a minimum "production
word per minute" score of 15 , plus ability to take new matter
education related dictation at a minimum of 80 words a minute
for three minutes, plus transcription (95% accuracy is the
objec*ive of this course.

Piliri Systems and Records Minagement - Designed to acquaint
ths -.udent with themost c...imon record management duties and
the v..lue of records to success in business. Performance
record management functions attained through workbook exercises:
creation and storage. Objectives are measured at checkpoint
at end of each Lesson.

Business Math. - A course in the application of basic arith-
metic fundamentals as they apply to the student, both in
personal/business relations and those of potential office jobs.

Keypunch - The primary objective of this course is to train typis
to use the keypunch machine. A prerequisite is a typing skill
of 30-40 words per minute. This uniirsp introduces student to
the basic machine use in computor operations. As evidence
of achievement, the student will be able to begin productive
keypunch work at the end of the course.



4 e R. J. DeLanQ School

5. Comments: The multi-media approach is used to individualize instruction
in the DeLano School Business Education Laboratory.

Behavioral objectives are clearly stated for each lesson,
either in reference manuals or through handout sheets (used
for checkpoint evaluation, as well as lesson plans for each
succeeding lesson.

For example, a course is introduced by a slide tape presenta-
tion. Succeeding lessons may be introduced by the same
format, or the student listens to a lesson tape as he
practices his machine. Shorthand, e.g., a brief quizz
follows. each lesson.

The student sets the pace, decides the time and effort he
devotes to achieving the objectives of the course. Therefore,
he is getting experience and training in assuming responsi-
bilities.

Individual student folders contain record of achievement:
checkpoint evaluation, testouts, performance drills.

NOTE: Business education instructional courses were
designed for the DeLano School by the Business
Education Division of State Fair Community College,
Sedalia, Missouri. (Includes instructional tapes,
slide tape presentations, business education plates,
etc.)



Name of contact person Walter H. Becker, Supervisor Kathleen Lewis, Teacher

Name of program 4usiness and Office

Address of program Vocational Education Department

Farmington State Hospital

Farmington. Missouri 6364o

Please identify handicap/disadvantage and age group for which program was

:developed. Emotionally disturbed 12 -65

1. LENGTH OF PRO(' .AM:

Individually developed according to abilities, previous training,
length of stay and patient needs

2. AVERAGE NUMBER OF STUDENTS: 12

3. %,urrimENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Duplicator Speed-O-Print 1

Mimeograph Speed-O-Print 1

Scope Speed-O-Print 1

Printing Calculator Victor 1

Auto Calculator Victor 1

Ten-Key Victor 2

Full-Key Victor 2

Dictaphone Victor 1

Manual Typewriter Royal 3

IBM Selectric IBM 3

Typewriter



I

4. CURRICULUM: (Please give rationale for each unit or module.)

Prevocational education in business and office is intended to create readiness

for specific training by using actual or simulated work tasks. A diagnostic profile

is established and used to give both student and staff members regular and repeated

appraisals of vocational direction and potential. The course is designed to cover

broad areas within the field acquainting students with job opportunities, safety

practices, materials and equipment commonly utilized.

The student is encouraged to relate his experience to the developing of interest

and attitudes toward the world of work.

Vocational education in business and office occupations is intended for initial

preparation, refresher training, and/or upgrading of individuals leading to employ-

ment in business and office occupations.

The program is organized to prepare the individual for (1) clerk typist or

general office cler! c, (2) office machine operators, and (3) general bookkeeping.

The individual shall be provided with instruction to develop a person's atti-

tude, technical knowledge and salable skills. The curricular area shall be task

oriented rather than a set length of time. Individual development and learning is

a relative factor and individualization is essential in his milieu.

Special education offers related academic course work for students through the

age of 20 and adult basic education offers related course work for those 21 years

of age and older.

Individualized instruction in the following areas: Bookkeeping, Clerical Record

Keeping, Business Math, Business English, Typewriting, Filing, Office Machines, and

Office Practices.

A newspaper entitled The School Broadcast was published and written by business and

office students. Papers were distributed to staff and patients. It was used as a

learning vehicle.

A prevocational program in the morning involves social skills, employment, and career

education. Students have access to psycho-motor classes and counseling within the

department.

PREVOCATIONAL EDUCATION OBJECTIVES

1. To develop a broad and basic understanding of office occupations that is explora-

tive in nature.
2. To develop an understanding of the type of work done in an office.

3. To develop safety habits in the office.
14. To develop interest and appreciation of office work.

5. To develop orderly procedure in doing a job.

6. To develop a basic knowledge of the typing keyboard.

7. To learn how to add, subtract, and multiply on the ten-key and full-key adding-

listing machines and the printing calculator.

5. COMMENTS:

Copies of occupational readiness checklists are enclosed.

.It



Safety

I

Student's Name
Instructor's Name
Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

TYPING

PROF. LEVEL

L Tt

Practices safety in office --

Insure safe conditions of
machines
Careful handling of machines-
Careful iu storing com-
bustibles
Ventalization with solvents -
Posts warning of unsafe
conditions

Typing

Machine orientation
Arrangement of work area
Part and parts operation
Typing position

Keyboard Orientation

I

Alphabetic
Numeric and symbolic
Stroking technique and
continuity

Typing Abilities

Tabulating procedure
Proofreading
Typing from dictation
Typing from script
Statistical memorandum
typing
Horizontal centering
Syllable identification with
dictionary
Vertical centering
space method
Announcements
Personal notes
Postal cards

- back-

I I I
1' 1
IMO III
II MI

Align
Perso
lett
Envel
Rough
Hea
Main
Secon
Sprees

Colum
Table
ings
Outli
Manus
Form
Footn
Timed
Sleet

L M H
ing type
nal and business
rs

opes-__.....,
draft typing
ags

-..........

dary .0%. 4

CI
o.

aar
s with columnar head-

nes
cript (Short)
and style ......

otes
writings (Manual and
rin) - '

ONE MINUTE
WPM ERS

FIVE MINUTES
WPM ERS



Safety

Practices
Insure saf
machines
Careful ha
machines
Careful in
bustibles
Ventalizat
Posts warn
conditions

Office Mac

Ten-Key ad
machine --
Machine or.
Machine sk
Addition
Subtractio
Multiplica
Division
General bu

Printing C

Machine or
Machine sk
Addition
Subtractio
Multiplica
Division
General bu

Full Keybo
ing Machin

Machine or
Machine sk
Addition
Subtractio
Multiplica
Division
General b

Student' s Name
Instructor's Name
Date

OCCUPATIMAL l'EAD1NESS RECORD
PROFICIENCY _CHECK LIST

OFFICE MACHINES

PROF. LEVEL
L M H

safety in office
3 conditions of

111M
idling of

storing cam-

Lon with solvents-
Lug of unsafe

il

nines

iing-listing
-
ientation

4

ills
III MI

a

ti on
111

MI
MI

siness problems

lculator

ientation
ills

a ill

il
Lion

siness problems

and Adding-List-
e

ientation
ills

-
a

tion

m4.... .,....r411 e5met

Fluid

Machine
Handlin
equi
Operatic

Proced
Master
Typing
Drawing
Writing
Colored
Correct
Finishe

Stencil

Machine
Handli
equipmec

Operati
Procedu
Stencil
Layout
Stencil
Correct
Finisheh

Transc

Assemb
machine
Letter
Mailabl

Copier

Paper
General.

PROF. LEVEL
LMH f

aplication

orieatation
g of supplementary
at
on of machine
re and Skills
preparation .........

......-.

carbon
ion method
1 product (Quality)

Duplicator

orientation
g of supplementary

1----4-4,

------
,...-........

at-
on of machine
re and skills
assembly

cutting
ion method
d product (Quality)

ibing Machine

ing and operating

,

and envelope style
e material

:1=Ead copy placement
rynalon+inn

Rate for transcribing machine
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Student's Name

Instructor's Name

Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

BOOKKEEPING

L M H

Balance sheet 0 0 0

Opening entry 0 0 0

Debit and credit columns 0 0 0

Journalize transactions 0 0 0

Posting 0 0 0

Tria3 balance 0 0 0

Six 0 0 0Lalumr work sheet
Income sta. -eat 0 0 0

Close ledge.. 0 0 0

Purchases ja. nal 0 0 0

Sales journal 0 0 0

Cash paments journal 0 0 0

Cash receipts journal 0 0 0

General journal 0 0 0
Adjusting and closing entries 0 0 0

Payroll 0 0 0-----

Depreciation 0 0 0

Disposal of fixed assets 0 0 0



I

Student's Name

Instructor's Name

Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

BUSINESS MATH

LM H
Division 0 0 0
Addition 0 0 0

Multiplication 0 0 0
Subtraction 0 0 0

Aliquot Parts 0 0 0

S les Slips 0 0 0
Unit Prices 0 0 0

Average Prices 0 0 0

Fractions 0 0 0

Mixed Numbers - - -- 0 0 0

Commissions 0 0 0

Bonds 0 0 0
Sto,*9 0 0 0
Life Insurance 0 0 0
Savings Accounts 0 0 0

Automobile Insuranoe 0 0 0
Cost of operation of auto 0 0 0
Cost of using public travel agencies 0 0 0

Cost of shipping goods 0 0 0

Social security taxes 0 0 0
Social security benefits 0 0 0

Income taxes 0 0 0
Charts of business operations 0 0 0



Safety

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

OFFICE PRACTICES AND FILING

Student's Name
Instructor's Name
Date

PROF. LEVEL
L M H

Practices safety in office
Insure safe conditions of machines
Careful handling of machines
Careful in storing combustibles
Ventalizati . with solvents
Posts warning of unsafe conditions

Office Practices and Filing

General procedures
Ability to follow directions
Handwriting techniques
Spelling
Communication systems
Telephone calls
Switchboard
Interoffice
Petty cash
Business letters
Mail and messenger service
Filing
Rules
Alphabetic
Number
Subject
Geographic
3usiness papers
English



RECORD KEEPING I

Sarety

Practices saf
Insure safe c
machines
Careful handl
Careful in st
Ventalization
Posts warning
ditions

Record Keepin

.WlitYA0,f9
Cashiers
Receipts and
Report forms
Tank dAnemitg

Checks and B

Checkbock on
Endorsaments
Bank reccncil

Petty Cash

Budget Recor

Receipts
Payr.,ants

Salesclerk R

;:ales slip ar
Charge accc
Stateneni. of

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

RECORD KEEPING I & II

PROF. LEVEL

aty in office
onditions of

ing of machines
uring combustibles-
with solve-is
ut' unsafe con -

.6...--6...

-.o

g I

kiRlf-citreSttoriq....--,t
.

rds
proof of cash

... ,..
---..

nk Statements

entation

,

I
,

---,...-

iation I

s

cords (Retail)

d taxes
Ls
far!iN MITI+.

to.

Student's Name
Instructor's Name
Date

RECORD KEEPING II

Ability to fo
actions

Purchase Rec

Inventory
Purchase req
Purchase ord
Purchase inv
Purchase Sou

Sales Record

.B400.90Prq
Sales invoice
Sales return
Allowance jo
Rol eo jewrno

Cash receipt
Accounts rec
ement

Payroll Reco

Computation
overtime -
Payroll book
Social Seem,
Withholding
Distribution

PROF. LEVEL
,--.

llow dir-

rds

---

isitions
rs--
ices
nal

.....;

3

male- --- -- - - --

.? -

!Journal
livable & stat-

.....
t

de

t wages and

1

ty
axes (W-2)
-.11

r

Unit 10 -- Practice of
Cumulative Learnines:

Grade:

General Observation from Unit
10 Practice:



Name:

Date Sent

OCCUPATIONAL EVALUATION

Building Trades

Instructor:

Date: Time: hrs.
Willingness to take directions

'

6
Good f ,Poori

10 9 8 7 4 3 2 1

Cooperates and works with others

I
I t

10 9 8 7 6
i_

4 3 2 I

Physically able to perform work_J1_1111.11
10 9 0

.1

7 6 5 4 3 2 1

Comprehends instruction ad can

4pply himself ((,r. herself)

110 y t 17 g y .;

Actual work performance

10 9 '; g 4 .; 2 1!

Remarks:

Food

Instructor:
Date:
Willingness to

0221.1_
10 9 8 7
Cooperates and

Service

Time: hrs.

take directions
eboIj

works with others

10 i (1,

Physically able to perform work

tr- A 7 g 4 3

Comprehends instruction and can

apply himself (or herself)

10 !? * 7 § t i

Actual work performance

10 9 a? 3

Remarks:

2 1

i

2 2!

2 1

Business and Office

Instructor:

Date: Time: hrs.

Willingness to take directions

poodilti .Pooi

10 9 8 7 6 5 4 3 2 1

Cooperates and works with others

10 g tt 7 4 3 2 1
j

Physically able to perform work

10 ; A 4 g
Comprehends instruction and can
apply himself (or herself)

Actual work performance

10 ; 7 gtii
Remarks:

Metals Clustg

Instructor:
Date: Time:

Willingness to take directions

PIrd 9 i
Cooperates and works with others

10 9 t 3
1

2 1
Physically able to perform work

110 ; 6 7 6 5 4 '3
Comprehends instruction and can

apply himself (or herself)

10 9
I

3 2 1

Actual work performance

10 9 A "r 6 §' 3 2
1 I

1

Remarks:

hrs.
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Safety

Practices of
Insures safe
ment
Uses care in

Occupational

I

Name

Instructor

Date

PRE-VOCATIONAL READINESS RECORD

FOR Business and Office ED. CODE 20.0300

L M H

safety procedures 0 0 0
working condition of equip- - 0 0 0

storing and using combustibles° 0 0

Orientation

L M H

Office Machines

Printing Calculator, Mill-Key
and Ten-Key Adding-Lising Machines
Demonstrate proper finger tech- - 0 0 0
nique
Locate and explain use of follow-

0 0 0 ing:
Repeat Key 0 0 0
Subtotal Key 0 0 0
Total Key 0 0 0
Subtract Key 0 0 0
Plus Bar 0 0 0

Demonstrate proper position at 0 0 0
machine
Given pro'llems will be able to 0 0 0
add
Given problems will be able to 0 0 0
sUbtfact
uiven problems 14111 be able to 0 0 0
multiply
Given problems add correctly 0 0 0
using repeat key
Name home row keys 0 0 0

Working Characteristics:

Convey meaning through speech 0 0 0
Comprehends instructions and 0 0 0
can apply himself
Physically able to perform work - 0 0 0
Actual work performance 0 0 0
Class attendance 0 0 0

TyPeuriting

Practical and neat arrangement of work area° 0 0
Familiar 1,4..th parts and uses them properly-0 0 0

Correct typing position -0 0 0

Keyboard Orientation

1j familiar with the numbers and symbols - 0 0 0

wa. sap, vo era.. %I go... ',mow %ow

Quick, snap stroke with immediate release-0 0 0
Hands, vrists, and arms quiet and relaxed-0 0 0
Uniform key-stroking action 0 0 0
Each key struck with proper finger 0 0 0
Rp.turns carriage quickly at end of lines - 0 0 0
Right thumb curved--on or close to space - 0 0 0
bar
No pause before or after spacing 0 0 0
FIes kept on copy 0 0 0

Rhythm fluent and continuous 0 0 0

TYPi#J;w:!liti.z:s.....N......

Can correctly tabulate items 0 0 0

Can horinontully center items 0 0 0

Can type :In%ouncements neatly 0 0 0
Can type pc!rsonal notes using correct form 0 0 0
Is able V find and correct typing errors-0 0 0

Timed leritiws

One rinutc :: M 1! ERS

Three rdz Le: 14PM ERS

r,,

Pixsonllilzaauxteristics:

Personal appearance 0 0 0
Self control 0 0 0
CoJperativeness 0 0 0
Adaptability 0 0 0
Reaction to criticism 0 0 0
Initiative 0 0 0
Interest in vocational area 0 0 0
Follows directions 0 0 0
Participation in assignments 0 0 0

! - simple pRrts of but requires close !mpervisiori.

M i-1,ddrAto--Fcrform.: to :;ks with LiNited superv1;.ion.

H - High--Gar. work indep-ndently (even chow others).



Name of contact person Mrs. Elimbeth M. Foller

Name of program

Address of program

Clerical Skills Lab
Phoenixville Area High School
Gay Street & City Line Avenue

Phoenixville, PA 19460

Please identify handicap/disadvantage and age group for which program was

developed. Disadvantaged- High School

1. LENGTH OF PROGRAM:

Two years- Students presently in the program are juniors. Beginning the 1974-75

school term it will consist of juniors and seniors.

2. AVERAGE NUMBER OF STUDENTS: 15

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Spirit duplicator A. B. Dick 217 1

Typewriters:
Underwood Scriptor
Olivetti Underwood

Editor 2

Calculators:
Print-out ;-.11er 1214P 2

Electronic read-out Adler 1214 3
Printing calculator NCR 18-38 1

Ten-key adding machine NCR 1

File cabinet 1

File cabinets and drawers Shaw-Walker 1 (Built-In
Counter Unit)

Pacesetter S. W. Pub. Co. 02930 1

Transcribing-Recording
Units IBM 273 2

Cassette Tape Player Sharp RD457AV 1

Stereo headphones Sharp HP-200 1

ON ORDER:

Keypunch IBM 029 1

Electric typewriters Adler 21FS 5



es

$ 4. CURRIftLUM: (Please give rationale for each unit or module.)

accounts Parable Clerk. Keeps records on
messes. Also keeps track of the payments
Company how much it owes these businesses
)ays its bills on time.

'tccounts .eceivable Clerk. Keeps records
:bases and payments they make. Sends out
.onth to tell how much is owed.

what the company buys from other busi
made to these businesses. Cam tell the
at any time. Makes sure the company

on customers and the amount of any pur
a statement to each customer every

!Min Clerk. Works with information supplied by other clerks to prepare an ac-
cure e or each sale that the company makes.

Clerk-Typist. Does a lot of different things each day. Needs a wide range of
kills and abilities to cope with an ever-changing workload. May have contact
du.) many people in and out of the company.

:redit Clerk. Helps determine credit limitshow much a customer can owe the
:ompany without having to pay hisbill right away. Has to okay orders to make
lure these customers don't go beyond their credit limit. Has to keep a lot of
Confidential records.

1.1e Clerk. Puts business papers of all kinds in order. Stores papers in files
and helps locate information on file whenever it is needed.

!:ail Clerk. Sorts incoming mail for delivery within the company. Picks up mail
.7o 33Fraepartment and gets it ready for delivery within the company or adds
postage to get it ready for the post office. Moves around a lot. Meets and talks
to a lot of people. Must stick to a pick-up and delivery schedule.

Office 'Cashier. Handles all cash and checks received by the company. Puts this
coney in the bank. Writes checks to pay the company's bills. Must keep correct
records of what money the company gets and spends. Must keep money safe from loss.

Order Clerk. Works with orders from the customers. Makes sure orders are clear
an correct. Then transfers all the order information to the company's order form.

payroll Clerk. Works with confidential salary information, time cards, and tax
'Ables to figure out how much money each employee has earned and 'low much he will
actually receive. a:ust keep all payroll information confidential.

!ersonnel ;lerk. Checks job applications, scores tests, and fills out forms for
people applying, for jobs. Keeps records for people already employed. Lots of

Contact with people in and out of the company.

')urchazin; :Clerk. Prepares purchase orders for things the company needs to run

its business. 'Alen the things arrive, makes sure the company got what it ordered.
:Jots of contact .1th people in and out of the company.

,to 1: Control 'Clf.rk. Keeps records of the goods and supolies that come into and
TSW.ornpanyts warehouse or stockroom. Asks for additional goods and
slppli-s hen Tiantities get low.

"raffle Clerk. Works with business forms needed to transport goods into and out
if the company. ';ses traffic charts to figure freight charges. Handles laims
for lost or clamored shipments.

Tipist. Types any different business papersletters, memos, lists, envelopes,
ale cards, checks, lables, and so on. Uorks from rough copy. Checks work care-

?Idly and corrects errors if necessary.

Cl!teITIT,n: continued on next page



*

5. OCIMMENI[S:

Since this is a federally funded program and we have just applied for ad-

ditional equipment, we are unable to outline our entire program for you. Ac-

ceptance of our second year propol will not be known until later this year.

CURRICULUM: (won't)

Junior Year:

Additional materials and units are being prepared to be included with the

above jobs for the junior year.

Senior Year:

This summer units will be planned and written for the senior program.



Name of contact person
Ms. Linda S. Rice

Name of program

Address of program

DOVE Project (Clerical and Related Occupations)

Fairfield School

10th Avenue and Bruce Street

Huntington, West Virginia 25701

Please identify handicap/disadvantage and age group for which program was

developed.
Educable Mentally Retarded - High School

1. LENGTH OF PROGRAM:

The student must complete 1,800 Hours to receive a Vocational Certificate.

Students in the program are freshmen, sophmores, juniors and seniors.

2. AVERAGE NUMBER OF STUDENTS: 12

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

Typewriters (Elec.) Smith-Corona Secretarial 300 13

10-Key machines
Adders Adler Mark 12 3

File Cabinets HON 4-drawer letter 2

Cash Register JCM 1

Tape Recorder Avid AAC 100 1

Duplicator AB Dick 217 1

A I Typing
Projector Technicolor Model 1000B 1

Cartridge

Speaker
1

Sound Movie cartridges Technicolor (Phase I) 13

Daylight screen
1

Cassette players Hitachi TPQ-201 12

Cassette player Hitachi TPQ-200 1

File drawers Luxor 2

A I cassette tapes
(Phase II) 298

Desks Smith System Student L-shaped 12

Overhead Apollo 6 1

Typewriters (Elec.) Olympia 50 17

10-Key machines
Adders Adler Mark 12 1

Calculator Sharp CS-621 1

Teletrainer Western Electric 1

File cabinets
3-drawer Lateral 3

Overhead Apollo 6 1

Tape Recorder Hamilton HA720 1



. CURRICULUM: (Please give rationale for each unit or module.)

YEAR ONE - BEGINNING TYPEWRITING

Preparing to Type

Alphabetic Keyboard

Numbers

Symbols

Skill Building

Speed Building

Centering

Tabulation

Typing Postal Cards

Typing Letters

Addressing Envelopes

Art Typing

The student will be able to operate all parts of the type-
writer necessary for producing a neat, acceptable copy and he
will be able to touch type at a minimum of 15 GUN for a
1-minute timed writing.

SECOND YEAR - OFFICE OCCUPATIONS I

I. Typewriting I

A. Preparing to Type

B. Alphabetic Keyboard

1. Letters
2. Punctuation
3. Special Keys

C. Speed Building

D. Numbers

E. Symbols

F. Margin Planning

G. Centering

H. Tabulating

I. Typing Postcards

1. Message side
2. Address side

J. Typing Letters

1. Personal
2. Business

a. block style
b. modified block style



ITEM MAKE

Duplicating equipment
Spirit duplicator
Master/trp. maker
Copier
Offset Duplicator
Collator
Folder
Platemaker
Exposure Unit

Electropunch
Paper drill
Paper Cutter
Light Table
Light Table
Light Table
Jogger
Binder
Stapler
Stripprinter
Desks
Paper Stacker
Paper stand (wire)
Portable screen
Keypunch
Projector

Cassette Players
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A.B. Dick
A.B. Dick
A.B. Dick
A.B. Dick
A.B. Dick
A.B. Dick
A.B. Dick
A.B. Dick
NBC
Challenge
Challenge
Nu Arc
Nu Arc
Nu Arc
Lectrojog
NSC
Staplex

IBM
Dukane
Technicolor
Graflex
Hitachi

MODEL

227

675
204

326
ORD24
58
111
107

JF
HL
RR26
VLT23F
VLT1
665

8F

QUANTITY

28-H
SS-45H

student L-shaped 13

29 2

14A650C 1

1000 Model B 1

Auto-Vance Study Mate 1

TPQ 201 4
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4. CURRICeLUM:

K. Typing Envelopes

1. Large
2. Small

L. Typing Reports

1. Outlines
2. Manuscripts

M. Art Typing

After demonstrating a working knowledge of the operational
parts of the typewriter and mastering the entire keyboard, the
student will demonstrate his ability to apply his typing skill
to common business situations.

II. Business Forms

A. Sales Tax Chart

B. Sales Slips

C. Charge Slips

D. Credit Cards

E. Order Blanks

F. Statements

G. Receipts

The student will be able to correctly fill in various
business forms and use a tax chart to figure West Virginia state
sales tax on sales slips and order blanks.

III. Business English I

A. Plurals

B. Homonyms

C. Synonyms

D. Antonyms

E. Prefixes

F. Suffixes

G. PronunciLtion

H. Verbs and Tense

I. Composition

J. Punctuation

K. Vocabulary

L. Spelling

The student will be able to apply basic language arts skills
to clerical situations and develop a spelling vocabulary basic
to adult communications.
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4. CURRICULUM:

IV. Business Arithmetic I

A. Reading and writing numbers

B. Addition

C. Subtraction

D. Multiplication

E. Division

F. Decimals

G. Fractions and Percents

The student will be able to read and write nudbere, and
perform the fundamental mathematical operations.

V. Personal Qualities I

A. The World of Work and You

B. Personal Inventory

C. Health

1. Proper rest
2. Nutrition
3. Cleanliness
4. Ekercise

D. Appearance and Grooming

1. Skin care
2. Hair care
3. Teeth care

E. Posture and Poise

F. Dress

G. Voice and Speech

H. Manners and Attitudes

The student will be aware of the personal qualities expected
of prospective employees and will work to develop good posture,
grooming habits, and manners, as well as apply guidelines for
dressing for work and school.

VI. Telephone Training I

A. Telephone Directory

1. Introductory Information

a. special services
b. types of telephone calls

2. Alphabetic Section
3. Classified Section

B. Incoming Calls

C. Outgoing Calls
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4. CURRICULUM:

D. Telephone Records

1. Messages
2. List of Frequently Called Numbers

E. Telephone Voice

While the student is learning to improve his telephone
voice in this unit, he will be learning to use the telephone
directory; how to place and answer local and long distance
calls; and how to take accurate telephone messages.

VII. Money and Banking I

A. Counting Money

B. Making Change

C. Banking Services

D. Opening a Bank Account

E. Making Deposits

F. Writing Checks

G. Bank Statements

H. Budgeting Money

I. Practical Application

After demonstrating his ability to count money and make

change up to $50.00 quickly and accurately, the student will
be introduced to the facilities and services available to him

from banks and be required to perform all operations related to

opening and maintaining a checking account at a local bank.

Also, the student will be responsible for budgeting small sums
of money and shopping for the best prices.

VIII. Office Machines I

A. Cash Register

1. Jobs and Qualifications
2. Money Handling
3. Cash Register Procedure
4. Ringing Up Items
5. Che'k -Out Techniques
6. Special Situations

B. Ten-Key Adding Machines

1. Addition
2. Subtraction
3. Multiplication
4. Division

The student will develop entry-level job skills on the

Cash Register and Ten-Key adding machine.

IX. Filing I

A. Alphabetic Filing Rules

1. Infividual Names
2. Business Names
3. Other Names
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4. CURRICULUM:

B. Card Filing System

C. Correspondence Filing System

After learning the alphabetic filing system
businesses, and other names; the student will be
set up and use a vertical card filing system and
correspondence filing system.

THIRD YEAR - OFFICE OCCUPATIONS II

I. Typewriting II

A. Keyboard Review

B. Numbers Review

C. Symbols Review

D. Speed Building

E. Erasing

F. Using Carbon Paper

G. Centering and Tables

1. Horizontal Centering
2. Vertical Centering
3. Tables without Column Heads
4. Tables with Column Heads
5. Skill Building

H. Business Forms

1. Horizontally Ruled Forms
2. Vertically Ruled Forms
3. Unruled Forms
4. Labels

I. Business Correspondence

1. Memorandums
2. Business Letters
3. Special Letters
4. Reports

J. Integrated Work Project

1. Service Office
2. Manufacturing Office
3. Retail Sales Office
4. GoVernment Office

K. Special Typing

1. Masters
2. Offset Masters

The student will display entry-level ability to type tables,

business forms, and business correspondence.

for individuals,
required to
vertical
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4. CURRICULUM:

II. Business English II

A. Sentence/Paragraph Structure

B. Nouns

C. Pronouns

D. Verbs and Tense

E. Descriptive Words

F. Composition

G. Punctuation

H. Vocabulary and Word Choice

I. Spelling

The student will understand and apply rules common to
effective communications.

III. Business Arithmetic II

A. Addition

B. Subtraction

C. Multiplication

D. Division

E. Fractions

F. Decimals and Percerts

G. Special Numbers Usage

1. Measurement
2. Time

The studen'. will demonstrate the four fundamental mathe-
matical operations and apply his skills to situations.

IV. Personal Qualities II

A. Personal Inventory

B. Health and Appearance

C. Business Manners

D. Personality

E. Attit1.1des

The student will understand and apply basic grooming and

dressing principles.

V. Telephone Treining II

A. Incoming Calls

B.. Outgoing Calls

C. Special Situations

1. Interruption of Call
2. Transferring Calls
3. Handling a Complaint
4. Safeguarding Information
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4. CURRICULUM:

D. Special Services

E. Telephone Records

1. Message Forma
2. List of Frequently Called Numbers

F. Telephone Voice

The student will place and answer telephone calls in a
businesslike manner. .

VI. Money and Bankitz II

A. Counting Money

B. Making Change

C. Banking Services

D. Checking Accounts
E. Bank Statements

F. Checkbook Reconciliations

G. Budgeting Money

H. Consumer Protection

1. Federal Income Tax
2. Social Security
3. Insurance

The Student will be able to count money, make change, and
use banking services to the degree that he is able to handle
his personal finances adequately.

VII. Office Machines II

A. Printing Calculator

1. Addition
2. Subtraction
3. Multiplication
4. Division
5. Application

B. Adding Machine

1. Addition
2. Subtraction
3. Multiplication
4. Application

C. Fluid Duplicator

1. Machine Operation
2. Master Preparation



4. CURRICULUM:
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D. Master/Transparency Maker

1. Master Units
2. Transparency Units
3. Lamination

The student will develop entry-level ability to operate
the printing calculator, ten-key adding machine, and fluid
duplicator.

VIII. Filing II

A. Alphabetic Filing Review

B. Subject Filing

C. Geographic Filing

D. Numeric Filing

E. Visible Card Filing System

F. Lateral Filing System

G. Open Filing System

The student will be able to use .the alphabetic, subject,
geographic and numeric filing systems.

IX. Processing Materials

A. Mailing Procedures

B. Delivery Services

The student will know the proper way to process incoming
and outgoing mail for an office.

X. Keypunch

A. Orientation to Data Processing

1. Explanation of Data Processing
2. Manual Processing of Data
3. The Punched Card
4. Machines for Data Processing

B. Card Punch Machine Operation

1. Machine Preparation
2. Function Switches

C. Numeric Punching

D. Alpha-Numeric Punching

E. Speed Building

1. Numeric
2. Alpha

F. The Punched Card

G. The Program Card

H. Applied Keyboard Practice
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I. The Keypunch Machine

J. Applied Machine Operation

K. Keypunch Projects

1.. Authorizations for Mailing Checks
2. Change of Address Forms
3. Hospital Admission Forms
4. Accounts Payable Vouchers
5. Library Shelf Cards
6. Student Course Cards
7. Recording Credits
8. New Bank Accounts
9. Inventory Control

10. Department Store Charge Accounts

The student will have a basic knowledge of the keypunch
machine and be able to punch a 1phabetic and numeric data into
cards.

XI. Job Seeking Techniques

A. Choosing A Career

1. Self-Analysis
2. Available Jobs
3. Career Selection

B. Locating Job Openings

1. School Placement
2. Part-Time Work
3. Employment Agencies
4. Newspaper Leads
5. Civil Service Commission
6. Personal Contacts

C. Letter of Application

D. Personal Data Sheet

E. Application Form

F. Preparing for the Interview

1. Personal Appearance
2. Working Papers

G. The Job Interview

1. Questions Asked
2. Behavior of Interviewed
3. Interview Rating and Follow Up

H. Follow-Up Letter

I. On the Job

1. Keeping Your Job
2. Your Paycheck

The student will know how to conduct a job search and make
application in a manner conducive to his employment.
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FOURTH YEAR - REPROGRAPHICS

I. Introduction to Graphic Communications

A. The Communications Cycle

1. Man the Communicator
2. Man the Producer
3. Man the User
4. Man the Humanitarian

B. Components of Graphic Communications

1. Artwork
2. Image Assembly
3. Photo Conversion
4. Image Carrier Preparation
5. Image Transfer
6. Finishing Procedures

The student will receive an overview of the elements

involved in producing a communications message.

II. Artwork

A. Principles of Graphic Design

1. Proportion
2. Balance
3. Contrast
4. Rhythm
5. Harmony

B. Planning for Graphic Communications

1. Graphic Layouts
2. Letter Images

C. Graphic Color

1. Color Wheel
2. Uses of Color

D. Preparation of Artwork

1. Pasteup
2. Photographs

The student will understand and apply the fundamentals of

graphic design.

III. Image Assembly

A. Image Assembly

1. Photographic: Body
2. Photographic: Headline
3. Hot Metal: Body and Headline
4. Strike -On: Body
5. Computers and Perforators
6. Hand Assembled: Headlines
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4. CURRICULUM:

B. Pasteup: The Final Assembly

C. Direct Image Masters: Body and Headline

The student will paste up i'amera - ready copy from assembled
images using standard methods.

IV. Photo Conversion

The student will understand the basic principles of photo
conversion.

V. Image Carrier Preparation

A. Types of Image Carriers

B. Photomasking

C. Exposing and Processing Image Carriers

D. Using Image Carrier Preparation Machines

1. Electrostatic Copier
2. Plate Exposure Unit
3. Offset Platemaker

The student will be able to prepare paper, plastic, and
metal plates.

VI..Image Transfer

A. Introduction to Modern Offset

B. The Paper Master

1. Types of Masters
2. Electrostatic Masters

C. Artwork

1. Layout
2. Color Choice
3. Type Styles
4. Photographs

D. Preparing Presensitized Metal Offset Plates

1. Plate Exposure Unit 107
2. Offset Platemaker 111

E. Selecting Offset Inks

1. Inks
2. Paper

F. Operating A Floor Model Offset Machine

1. Set Up
2. Running
3. Shut Down

G. Operating A Table-Top Offset Duplicator

1. Set Up
2. Running
3. Shut Down
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CURRICULUM:

H. Tips for the Offset Operator

1. Inking
2. Working with Short Masters
3. Running Heavy Stock
4. Running Pre-Printed and Regenerated Masters

I. Offset Applications

The student will be able to prepare, adjust, run, and
clean the offset duplicator.

VII. Finishing Procedures

A. Methods of Finishing

1. Paper Cutting
2. Paper Finishing Techniques

B. Methods of Sheet Fastening

1. Conventional
2. Loose-Leaf
3. Mechanical

The student will finish papers by cutting, folding, drilling,
punching, gathering, collating, jogging, padding, gluing, stap-

ling and binding.

VIII. Fluid Duplication

A. Duplicator Operation

1. Principles of Fluid Duplicating
2. Moistening System
3. Feeding System
4. Receiving System
5. Impression System
6. Operator Tips

B. Master Imaging

1. Master Units
2. Direct Imaging
3. Latent Imaging
4. Multi-Color Copies
5. Making Corrections
6. Thermal Imaging

C. Fluid Applications

1. History of Fluid Duplicating
2. Modern Fluid Duplicating
3. Special Masters and Services
4. Blockout Techniques
5. Systems Work
6. Applications

The student will be able to prepare a master and a trans-

parency, and run copies using the master/transparency maker and

the fluid duplicator.

IX. Integrated Work Projects

A. School Reproduction Work

B. Student Initiated Work
The student will be able to plan, reproduce, and finish

written communications with minimal supervision.



15. Commelps:

Beginning Typewriting is a pre-vocational course that will enable
the student to apply his acquired skills in personal use typing.

In addition to being able to touch type all letters, numbers, and
symbols confidently and without hesitation, the student, will be able
to operate all parts of the typewriter necessary for producing a neat,
acceptable copy. Also, the student must be able to type mailable
postal cards, and business and personal letters with accompanying
envelopes.

The purpose of Office Occupations I and II is to provide basic
orientation and training for the student's future as wage earners in
the business world. The bulk of classroom time is also devoted to
development of entry level skills on the typewriter, the keypunch
machine, and small office machines.

-Keyboard skills in typing and keypunch operation are taught
through the use of stimulus-response automated instruction, and students
develop keyboard skills at their individual rates of progress.

Upon successful completion of this course, students may qualify
to hold entry-level positions in clerical and related occupations
such as receptionist, waiter or waitress, cashier, messenger, stock-
room clerk, and/or office clerk.

The purpose of Reprographics is to develop the students skill in
reproduction and graphic communications to an employable level.

Modular units allow flexible instruction so that students may
proceed at their own rate and need not study the same unit at the
same time.

A major part of classroom time is also devoted to reproduction
work and to student projects in order to develop student initiative
and responsibility for working with minimal supervision.

Students who successfully oomplete this course may be placed
in the reproduction department of large organizations, in smaller
offices that may require knowledge of duplication techniques as part
of the total job responsibilities for their employees, and/or in
commercial printing shops.



Name of contact person Mrs. Ray R. Mickle
live do not have a definite program. When the students

are identified with a problem, they are then given the

ual s u rea meat usu= y nasuen tutor.Name of program

Address of program

n

Madisonville North Hopkins High School

Madisonville, KY 42431

Please identify handicap/disadvantage and age group for which program was

developed. This program is for any of the students majoring in our department

grades 10, 11, 12

1. LENGTH OF PROGRA

Varies with the need of the student and the student's

ability. (Some use the program as make-up or reinforcement)

2. AVERAGE NUMBER OF STUDENTS: About 20-25 per year

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM
Collntor

Offset Duplicator
Offset plate maker
Mimeograph
Spirit Duplicator
Thermofax
Typewriters

Mimeoscope A. B. Dick

Checkwriter

10-key calculators

Thermofax

Cash register
Desks, file cabinets and
Transcribers

Tape recorder
Record players
3 Cassettes, 4
Time Clock

MAKE MODEL

A. B. Dick
A. B. Dick
A. B. Dick
A. B. Dick

3M
IBM
IBM
Royal
Remington
Paymaster

Victor
Victor electronic
Monroe
Comptometer
NCR

321
106

215
96
Selectric I
Selectric II
970
26

QUANTITY

1
1
1
1
1
Many (35-40)
1
Several
Several
1

7

2
1
1

individual study carrels, supply cabinet
IBM 18

IBM 4224 4
Wallensach 1

VM
Overheads, 4 Filmstrips, Movie projector - 105 Filmstrips

Latham

Dictype Program
Keypunch
Intercom - 5 phones

5



-4. CURRICAUM: (Please give rationale for each unit ox module.)

Our curriculum varies with the need. There have been study sheets made for the
most often needed units in all our classes. Instruction has been put on cassette
tapes or machine belts. Some typing records are used for the independent study
students.

As the need arises the student is given the extra help by the teacher and very
often by another student. The slower student is not segregated from the other
students but given the extra time and attention independently when this student
can.

5. COMMENTS:

Many of our slower students have been brought up to employable in this manner
and have gotten actual office experience by working in some of the offices down
town. The service recruiters are always happy to have them for their clerical
tasks and understand ne guidance that must be given to them. Our EMR students
are kept in the same class with the other students but are just given more teacher
time



p

Name of contact person

Name of program

Address of program

2atricia Herron, Instructor

O'arents and Ycuth)

Pleasant High School

South Elizabeth

Mt. Pleasant, MI 48358

Please identify handicap/disadvantage and age group for which program was

ieveloped. disadvantaged, primarily 11th and 12th graders

1. LE NTH OF PROGI M: 2 semesters (1 year)

-$
C. AVERAGE NUMBER OF

3. EQUIPMENT: (Please
fell cEwi n-:

ITEM

STUDENTS: 15

in!lude make, model and

MAKE

quantity.) We have access to the

MODEL QUANTITY

Typewriters:
IBM Sleectires 18

IBM Executive 1

Olivetti Editor 2 1

Duplicatln.; ,,quinment:

Fluid luplicator t3e11 & Howell E-21 1

Mimengraph A. B. Dick 1

Photo - confer 7hermo-Fax The Secretary 1

Copier w 107 Copier 1

10-key ma :-nines:

Aiding machine; Monroe 2

Prin*:m, calculators Monroe 570 3

Undrwocl-Olivetti Multisumma 1

Electrcnic calculator: Monro.7 1330 3
Facit 1122 1

Friien 130 1

Rotary calculators Monroe Classmate 2

Transcription eglipment:
IBM 10

Cash regi:;ter r1:7P
1

Overhead pr(,iector and

serec:n
1

Tables
Student 1esk and posture

chairs
File cabinet.
Paper cutter (large)

20

1



s4. CURRICIFLUM: (lease give rationale for eac_h unit or module.)

The rationale for most of the units was obtained from a published study of

skills needed by clerical workers in order of importance according to frequency performed.

The course was orpanized to a large extent around this study. The intent was to concentrate
student effort on areas where the skill was needed to help ensure success on the Job.

Filing

Students learn alphabetic filing
filmstrips and accontsnying records.
given a set of 25 curds with names of
and file in alphabetic order within a

Fluid Duplicating

rules and techniques, using filing exercises,
Upon completion of this unit, students are
individuals and business firms to index, code,
30-minute time limit.

Students learn how to prepare and run off ditto masters, including color work.

At the end of the training period, students must demonstrate satisfactory performance

by 75; correctness (11 out of 15) on a performance evaluation sheet.

Ten-Key Adding and Electronic Printing Calculator Machine Operation

Students learn how to do addition, subtraction, multiplication, and division

problems by touch, and must perform these basic operations with 70% accuracy on

achievement tests. Students must subsequently apply their skills to business problems

as described under "Data Handling." The rationale for emphasizing these machines
is based upon the popular use of the ten-key keyboard and the trend toward the use

of electronic calculators.

Mimeographing

Students learn how to prepare stencils and run them off, including color work

and how to use the mimeoscope. At the end of the training period, students must

show satisfactory performance by scoring 75% correct (11 out of 15) on a performance

evaluation sheet.

Cashiering

At the end of the training period, students must learn to register and make

change for cash sales with satisfactory performance determined by 70% correct on

rating sheet. The rationale fcr this unit is based upon the general usefulness of

the skill and high interest shown by the students.

Data Handling

Students, aided by a calculator or an adding machine, are given payroll,

purchasing, and finance projects which must be completed with 50% correctness.

The rationale for this work is the application of skills previously learned to

business situations.



'Units Continued

Career Information

Students learn about careers in business from films, filmstrips, literature,
and speakers. Each student takes an interest inventory, end makes out a career
check list. Students are counseled by teacher and project counselor.

Attitudes and Work Habits

A series of cases on problems which may result in failure on a job i.e.
tardiness, inability to get along, etc. are read by students who then react to
them. Tapes are sometimes used, also. Good work habits are encouraged in class.
The rationale for this is that attitudes and work habits are more important to
job success than skills. Students learn on the job when. part time employment can
be arranged for them. Job placement is determined according to financial need.

Stock Control

A few students have shown interest in this unit, but satisfactory materials
have not been discovered yet that fit the individualised kind of instruction in
the course. New materials were tried again this year, but not with success. This
unit is, therefore, not presently part of our "official" program stated in terms
of performance objectives as required by the State of Michigan.

Typing

Students come into the course with varying backgrounds of typing ranging from
none to a year. Students work in programmed texts and are :squired to meet per-
formance standards at various stages of learning. Emphasis is placed on the typing
of forms. The rationale for this is that studies indicate that most office typing
is forms typing.

5. COMMENTS:

If you would like more informatioh on our progra's goals .and objectives, we will
be glad to furnish it. Of course, the units of study described here tie into Project
P.A.Y.'s overall goals and objectives. As you can see, we work under a system of
performance objectives as required by the State of Michigan. If you would like any
information on specific instructional materials used, we would be also happy to help
in this way.


