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Course bescription

Office Career

7645 L1 76L5.1L Occupations No. L
State Category County Dept. County Course — Course Title
Number Number Number

Using the skills and knowledge obtained in Office Carcer Occupations No. 3,
the students will continue to develop their abilities in filing, communi-
cation, and computation. A basic understanding of profit and loss, the
addressing machine, and basic machine transeription will be provided. This
course also includes application problems for the full- and ten-key computing
machines and a unit on change making. Additional emphasis is placed on
problem typing (business letters, application blanks, personal data sheets,
end duplicating stencils and masters) and supervised operation of duplicating
machines. Students will be exploring the fundamentals of recordkeeping.

Indicaters of success: Following puidelines supplied by the Director of
Vocational Program Services, the counselor and principal select and recommend
students for admission to the program. Before entering 0CO No, L, students
must have attained the objectives of 0CO No. 3 (76L45.13)

Clock hours: 90




PREFACE

The followin: course outliiile has been prepared as a guide to help
students gain a better understanding of office occupations and to further
develop skills necessary for successful employment.

Since typewriting is a basic activity in the business office, a major
emphasis i: placed on the contimued building of skill. S3tudents improve
their accuracy and increase their speed with drill work and timed writings.
Business letters, personal dawa shocts, application blanks, making address
plates and using basie transeribing machine techniquga are stressed as a
more advanced level of problem typing.

Clerical workers arc often required to prepare materials for duplicat-

ing. 1In this course, students are given the opportunity for more practice
in the typing and drawing on masters and stencils; learning experiences are
provided in the basic operation of duplicating machines.

Recordkeeping is a vitel function of the business world. Fuadamental
terms and principles of bookkeeping are introduced and students learn some
of the basic procedurcs of recordkecping. In this unit, change making and
check writing are also emphasized,

Students increase their skills in filing, oral busines: communication,
and the operation of cumputin,; machines., Since there often is & limited
assortment of machines availiable, a rotation plan is used to give each student
an opportuniv; to work on th: various types.

The teacher is encourapged to refer to the composite goals for the four
quinmes£er courses, to determaine il all aspects of the course have covered
in the evalvatian of learning for each child. These roals can he found in
the appendix,

The course is writlen for one quinmester. T+ is a two<hour instructional




block for a total of 90 hours. The outline consists of siix blocks
Classroom instruction includes instruction (or assisnment) sheets, demon-
strations, explanations, group discussions, chalkboard presentations, audio=-
visual aids, and gnest speakers. The teachsr is encouraged to arrange for
individual as well as large and small group work.
' The course introduces ner material and is a continuation of skill-
building for those student~ who have successfully attained the goals of
0CO No. 3 (76h5.1h).

This outline was developod throush the cooperative' efforts of the
instructional and supervisory personnzl, the Ouinmesf..er Advisory Committen,
and the Vocational Curriculun Materials Service and has heen aprroved by the

Dade County Vocational Curricuium Committec,
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GOALS BEST CUPY h il ARLE

The Office Career Occupations No. L4 student must be able to demonstrate:

l. Skill in the application of typing m:les that apply to punctuation,
capitalization, word division, and abbreviations.

‘ 4
2, Preparation of duplicating materials ({1luid masters and ink stencils)
using typing, lettering guides, shading plates and freehand drawing.

3.  Proper operation of duplicating machines (fluid and ink) under
supervision,

b, The correct typing of figures.

5. Ability to apply correct form in the typing of business letters,
. personal data sheets, and application blanks, K

6. Basic knowledge of the function of duplicating machines.

7+  An understanding of tasic recordkeeping procedures and fundamental
terms and principles of bookkeeping.

8. Increased ability to apply proper fingering techniques in the operation
of full- and ten-key computing machines,

9. Inoreased basic skill in the application of filing rules.
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BLOCK I - TYPEWRITING
The student will be able to:

SPECIFIC HLOCK OBJECTIVEY

Demonstrate at the typcwriter the use of good typing techniques.
Type a five-mimute timed writing (syllabic intensity of 1.4) at a
minimum speed of 20 gross words a mimute with five or less errors.
Exhibit a knowledge of typing rules (punctuation, capitalization,
word division, abbreviations, use of figures) by applying them
correclly to typed material.

Show an understanding of proofreaders' marks by typing edited rough
draft copy and making the corrections as indicated.

Type application blanks, personal data sheets, and business letters
in correct form.

(Optional) Type address plates for addressing machine,

Type a brief business letter from._paced recorded ‘dictation.

SL0CK II - DUPLICATING MACHINES
The student will be able to:

Demonstrate ability to prepare simple materials for the fluid and ink
duplicators by typing a master and a stencil and using styli, lettering
guides, shading plates and mimeoscope.

List and explain the steps involved in the operation of fluld and ink
duplicating machines,

Produce, under supervision, on at least one type of duplicating machine,
copies ‘hat are distinct and well~-placed, frum a given master or
stencil,

BLOCK III - INTRODUCTION TO RECORDKEEPING AND BOOKKEEPING

The student will be able to:

Demonstrate a knowledge of the basic duties of a cashier by success-
fully completing a selection of preblems such as those relating to
proof of cash, bank deposits, making change and petty cesh records.
Accurately compute a psyroll problem which includes overtime wages
and deductions, _

Perform the necessary procedurcs involved in maintaining a checking
account,

Demonstrate an understanding of the fundamentals of bookkeeping by
defining a selected 1list, of 10 terms,

HLOCK IV « COMPUTING MACHINES = SKILL DEVELOPMENT

The student will be able to:

Accurately complete sinple problems on full- and ten<key computing
machines using proper fingering.




HLOCK V - ORAL COMMUNICATION AND FILING APPLICATION PROBLEMS

The student will be able %o

1. Demonstrste knowledge of the importance of cammnication to business
and the clements and qualities needed to promote good oral and
written communication by answering questions on the subject.

2. Demonstrate a knowledge of alphabetic, mumeric, geographic and
subject filing by completing sample projects more advanced than
those in 0CO No. 30

BILOCK VI - QUIIMESTER POST-TEST
The student will be able to:

1, Satisfactorily complete the quinmester posttest.

vi




Course Outline

VOCATIONAL OFFICE EDUCATION, CLERICAL - 7645
(0ffice Career Occupations No. &)

Department 48 - Quin 7645,14

I,  TYPEWRTTING

A. Skill Development
1. Typing techniques - review and remedial drill
2. Speed building
a. Speed-spring drills .
b, Timed-uritings (5-mimute)
3. Typing rules (review)

B. Problem Typing
1., Personal data sheets
2. DBusiness letters
a. Placement review
be Styles revicw
c. Special letter parts
(1) Carbon copy notations
(2) Subject line
(3) Attention line
(4) Reference initials
(5) Postsecrirt
(6) Typed campany name
3+ Application blanks

II. DUPLICATING MACHINES

A. Fluid Spirit Duplicator

1. Prepariny masters
de Typing the Master
be Making corrections
ce Drawing a simple design
d. Using colored carbons

2, Preparing and operating the machine
a. Placing the paper
b. Adjusting the feed and numbering mechanisms

" ¢, Filling flvid container

de Priming the machine
e. Attaching the master
f. Running the cories
fle  Removing the used master
he Care of the machine

B. Stencil (Ink) Duplicstor
1, Preparation of stencils
a. Planning placement
be Typing the steneil
¢. Using correction fluid
de Usinre styli, shading plates and lettering guldes on a
scope with T-square .

ERIC -




2,

Preparation and operation of machine

a., Inking the cylinder

b, Adjusting paper and feed mechanism
c. Attaching the stencil

d. Running the copy

e. Storing the stencils

f. Turning off and covering the machine

III, INTRODUCTION TO RECORDKEXPING AND BOOKXEEPING

A. DBasic Recordkeeping Responsibilities

1. Cashier's records
a. Recording receipts
b. Proof of casu
¢, Cashier's daily report, fom
d. Bank deposits
(1) Counting coins and bills
(2) wrapping coins and packaging bills
(3) Completing tally sheets
(4) Endorsing checks
(5) Preporing deposit slips
2. Checks and bank statements
a, ‘hriting checks
b. finding checkbook balance
c. Reconciling statements
3. Petty cash records
Lo Payroll records
a. Computing hours from time cards
b. Computing wages
(1) Overtime
(2) Deductions
5. Change moking

B. Exploration of Fundamentals of Hookkeeping:
Basic terms
Principles

1.
2,

e Person:il balance slicet
be worksheet
Ce Income statement

C. Free bnterprise Sysbem
Basic definition
Profit and logs

1.
24

COMPUTING MACKEINES - LKINI DEVEI.CPMENT

Ae Review of Muncticns nnd Techniques

le Full=koyloard
2. Ten~key
3. (Optional) Dicplay and printing caleulators




IV. COMPUTING MACHINES - SKILL DEVELOPMENT (Contd.)
B. Skill=-Building Drills
V. ORAL COMMUNICATINN AND FILING APFLICATION PROBLIZS
A, Oral Communication in Business
1, Speech development (listen-respond-record center)
2., Telephone techniques (Teletrainer)
Be Application of Filing 3kills

l. Simulated activities
2+ Practice sets

VI, QUINMESTER POSTTEST
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Baron, Harold and Steinfeld, Solomon C, Clerical Record Keeping.
Jrd ed, Circinnati: South-Western Publishing Co., 1971,

Boynton, Lewis D., et al. 20th Century Bookkeering and Accourting.
23rd ed. Cincinnati: South-Western Publishing Co., 1967.

Cook, Fred 5.. ct al., Gregp Junior High Typing. 2nd ed. Hew York:
Grepe Division of McCGraw=Hil) Book Co., 1.905.

Damo, Frank J., et nl. Yxploratory Businecs., 5th ed, New York: Grepg

Division of McCraw-Hill Book Co., 1971.

Fasnacht, iHarold D.,et al, How to Use Business Machines., 3rd ed.
New York: Gregg Division of McGraw-Hill Book Co., 1969.
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3rd eds New York: Crerx~ Division of MeGrau-Pill  Jook Co., 19A7,
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1971,
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1. Cook, Fred S. et ol. Jecc o Junior Hirh Typdng Workbook, 2nd ed,
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Pitmin Publishinge Corp,, 1969,
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Yestern Publishing Co,, 1951,
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1950
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Supplementary References:
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Cincinnati: South-Western Publishing Co., 1967.
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Mglevood Aifls, N, J.: Prentice-Hall, Inc., 1366,

8. Russon, Allien R, Business Behaviore 3rd ed. Cincinnati: South-
Western Publishing Co., 196l.
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1972,

10. Teletraining for Business Stulies. U.SeAe: American Telephone
and Telegraph Co., 1905,

11. Wood, Merle W. and McKemna, Marparet A, The Receptioniste. New York:
Grege Division, MeGraw-iill Book Co., 1966,

Handbooks:

1. Business mnglich (Cuericvlum Guide 11-3). Miami: Dade County
Public schools, 1963,

sloratory Units in Sulcomanship, Bookkeeping and Shorthand
Curriculum Guide Ll-J)e Miami: Dade Oounty Public Schonls,
902,

2o

3, Guide for Office Practicc (Curriculum Guide 11.-G). Miami: Dade
County Puolic Schools, 1966.

L. House, Clifford R. and Kocbele, Appollonia, Reference Maaual fo
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5. Mintz, Herman, Gencral Business Skits, Mono-raph No. 12li.
Cincinnati: South-Western Publishing Co., 1971,

6. Techniques of Mimeograpbhing. A. 3B, Dick Company, 3535 N, W,
Second Street, Miami, Florida, 33129,

Pamphlets:
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1-18. Ualerford, Conn.: 196,

Inatructional Unit:
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1971, '
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114-1.p-2 IUCORDING THE OPENING ENTHY, BOOKXBEPING I
11A-1.p-3 FIGTING THE OPSMNING ENTRY, BOOKKWEPING I

2e Cash Hegister, Miami: Textbook Services, Dade County Public
Schools, 1971,
11L-MP=-2A  GETPTING WIADY
11L-}P-2B  ANDLING MOMLY

3. Touch Tping. Miami: Texthook Services, Dade County Fublic Sehools s
1971,
TIS-MP=2y WO DIVISION
118-MP=-26  PARTS 0F LETTTRS
17,0227 CARDO!M COPIES &) SHALL LilVAIOPRS
119=-IP=-20  PROOFREADERS! MARKS

Films available trom Dade Cou:rt: Audic-Visual Services:

1, Dookkecring and Accountinre 16 mme 11 mine Rlack and White.
Sound. #1=-CL0N1,

2« Duplicalings by the “oirit Methode. 16 rm. 1 min. Color. Sound.,
r1=11568,

3. Himeographin: Techniquase 16 mme 36 nmine Colare Sound.

T =11671,




Filmstrips and/or Slides:

1. Techniques of Modern MNimcopraphina, Part I. 'The Stencil." 35 mm,
52 min. Color. oound record. Available for automatic (Dukane)
or manual sound filmstrip projectors. A.B, Uick Company, 3535 MW
7th St. Miami, Florida 33125,

2. Techniques of Modev: Mimeographinz, Part II. “The Mimeograph.*
35 mm. o4 nine Color. Sound. 33 1/3 RPM record. Available
for azutomatic (Dukane) or manual sound filmstrip projectors.
A B dick Company, 3535 He U. Tth Street, Miami, Florida 33125,

3. Technicues of Modern Fiuid Duplicating, P:ot I. "The Master."
35 mm.e 15 min. Golor. sound. 12" 33 1/3 RPM record.
Available tor mutomatic (Dukane) or wamal sound filmstrip
projectors. A. B. Dick Company, 3535 II. W. Tth Street, lMiami,
Florida 33125, '

L. Technigues of' Modern fluid Duplicating, Part II. "The Fluid
' Duplicator.”" 35 rm. 15 min. Color. Sound, 12" 33 1/3
RA record. Available for automatic (Dukane) or manuai sound
filvstrip projectors. A. B. Dick Company, 3535 N. U. Tth
Street, Mimi, Florida 23125,
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I,

QUINMESTER POSTTEST BEST COPY AvALARIE

Date Score

TYPEWRITING

1.

2,

3.

L.

5.

6o

Students! typing techniques will be evaluated by the teacher through
the usc of a detailed technique checklist,

The teachar will administer three S5-minute timed writings having
at least 1lJi syllahic intensity. Suitable material should be taken
from a junior high school typewriting textboolk.,

The following letter is to be typed trom paced dictation recorded
in advance by the teacher. The typed copy shall bz checked for
knowledge of rules covering punctuation, capitalization, word divi-
sion, abbreviations, and use of figures. ’

(To be dictated):

Use your own return address and the current date. Use a 50-space
line, bloux style, and mix ) punctuation., Address the letter to:
Mr. John A, Rollins, 234 Vest Main Street, Jackson, Illinois L5301,
Dear Mr. [lollins: I wish to apply for the positioa of clerl that
you have advertised in today's Jackson Heralds (P) T am 17 years
old and have finished the eleventh rrade at Jackson High Ochool., I
would like vrey muck to get a sumer job that will help me tn get
more business experience and also to save money for my college edu-
cation. (F) Last year I spent un hour » day workiny in the school
attendarz» office. Mr. Ralph Andrews was my supervisor and has given
me permission to use his name as a reference, (P) Vhat day may I
coii? in after schonl for an interview? !y telephone number is ;32-
8260, Sincerely yours, (Type and sign your own nams).

Students «ire to complete an application blank, fillinz in every blank
comrlertely. Toey are to usa an education and a work record that.
they would like to hava,

Students are to type a perconal dota sheet, usinzg information thz*
is similar to that in the application blank. They may use as a
reference for fomat, a typing 1::x:ithook or other suitable textbook.

Students are to bype from cdited rough dea®t copy, making correctiens
as indicated by proofreaders! marks. (See Fersonal T ewritins for
Jre Hich Ochools, 3rd «vie, "fMnous and [laggbladn, South-westorn Pube-

lishing Coe, pe 67, or Grose Jr. High Typin:, 2nd ed., Cnok, Frad S.,

et al, ilicCrav={ill ook Cn, o 524
] b




gest o0 AYMLABLE

II. DUPLICATING MACHIWES
1., Using a stencil, styli, lethering cuides, shading platoz, and a
mimsoscope, students will moke a bulletin bocrd announcement
advising students ‘.0 sign up for Offina Carcer Occuputions. They
should first draw a rough draft to trace onto the stencil,

2. Students will type a paze of selectcd maseri. . on a spirit master,
nakinz nezt corrcclions as necessary.

3. Under supervision, students will produce five cleay well-placed
copics of the steneil or master prepared as above.

L. Students will ansuer quiz on next page.

DUPLICATING MACHIN'S QUIZ
DIRECTIONS: Answe: the following by placing an "% (for spirit duplicator)
or "I" (for ink duplicator) after each statemant, showing to
vhich type of machine the information applies.
l. A clear liquid, rather than purple ink,is used.

2. Ink is pressed throurh holes in the stencil,

3. Both pressure and fluid sre turned up to make darker
copies, but fewer cai be made by doing this,

L. The color is washed ‘rom the mozter onto the clean paper,

5. llundreds of clear copics can be made from a stencil that
can be uscd many times.

6. Masters can be re-ssnd, but will oegin to fade after 150 to
200 copics have hecn made,

7. liquid or pasts ink is used, deponding on the type of
machine,

8. Slick paper is used 5o tho color will not soak into the
papers

(F“ 9, The paper tiole can Le loaded with as many as 500 sheets.

10, The macihine must be propcriy primed.

.12.




III. RECORDKEEPING AND BOOKWEEPING

1. 1In your work as a cashier, you started the day with a register
reading of $1094.83 and a change bank of $200.00. At the end
of the day, your register reading was $1788.22 and your drawer
contained $893.49 in cash.

Complete the Proof of Casl form below.

PROOF OF CASH

\~

Date

Register reading, end of day

Register reading, start of day

Sales for the day

Cash in register at start of day

| Cash that_should be in register, end of day

Cash in register, end of day

Cash short or over

2. Complete the bank deposit slip to put the above amount of cash into
the store's account. You have 129 one-dollar bills, 19 five-dollar
bills, 12 ten-dollar bills, 14 twenty-dollar bills, 14 pennies, 162
nickels, 150 dimes, 101 quarters, and 42 half-dollars.

()
)
(o)}
~
o
L
| .

MIAMI BANK
Deposited by

PLEASE OMIT ALL DOLLAR SIGHS
TOTAL

List each check
separately

Bills
Coins
Checks




REST COPY AVAILABLE

ITI. RECORDKEEPING AND BCUKKEEI'ING (continued)

[w}

3.

llo

\Ox §
.

The tcacher will rrovide the necessary forms and tables to have the
students compute a payroll problem which includes overtime wages
and deductions. (See (onaral ilecordkeepir~, 5t od,, Heiges,

P. Myers, ct al, MHeGraw=Hill Publishing Co., P. 166, or Clerical
tecord Keepineg, 3nl eds, Taron znd Steinfeld, South-lestern Pub-
Tishire Co., npe 461 and hE5, Refer also te werkbhooks for thesc
t.extbools,

The tenchor will rrovice problems requiring the completion of three

or more checle :nd stubs ond rairntuining the correct bolences  (GCec

Cleriz-! “ccord Jeepiro, 3rd ed., Baron and Steilnlad, Sou ' h=l!astern
TAiching Dae, 1o 9%, ond accompanyiry vorihoolk),

The students will ansuev ouiz on next paice

«l4=
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RECCROKEENING AND BOOKKEEPING (continued)

DIRECTIONS:

A

B.
C.

D.

tions given:

Accounts Receivable E. Balance Sheet I,

Debit. s Assets Je

Journal. Ge Liabilities

Accounis Pzyable H. Credit

(1) Things that are owned,

(2) Report of what is owned, what is owed, and net,
ownerchiy.e

3) The richt side of a T account.

(L) Met worth of the business.

(5) Debts owed to the company.

(6) Companies to which the business ovies money,

(7) DBook of original entry.

(8) Trunsfer informetion from  journal to a ledper
acnount,

1) Debte oued by the compary.

(19)

The lcft «ide of & 7 account.

Match the following list of bookkeeping terms to the defini-

Post

Proprietorship

ARERRRN




IV. MACHINES SXILL DEVELOPMENT

DIRECTIONS: Compute the following problems on a 10-key adding machine:

1. 159,00k 2. 258 x 2,345 4, 84.85
89,348 x ,058
93,450
889 3. 8,405.18 5. W75 ¢ 25 = T
2,108 ~1,920.98 (Reciprocal .OL)

DIRECTIONS: Compute the following problems using a'full-key adding machine:

1. 150,987 2. 235 x 45 = L, 965.04
2,989 x 5.04
154 3. 6,870.00 '
2,160 -1,689.10 5. 551.78
1,113 -824.61




V. COMMUNICATTON AND FILING

1. Name three office jobs that require good oral communication and
explain why.

(1)

(2)

(3)

2. List three office jobs in which written communication would be
important. Give an example for each to show why.

(1)

(2)

(3)

3. Name five things you could do to improve your oral communication.
(1)
(2)
(3)
(h)

(5)




V. COMMUNICATION AND FILINC ({continued)

4. List five ways in which you could try to improve your written
communication.

(1)

(2) ‘
(3) |

(4)

(5)

5. What does the word communication mean to you?

6. Which nane should be filed last?

A. Dover Elementary School, Wilmington
B. Podunk High School, 1tiddleton

C. ©0Oaratoga High School, Wilmington

D. Western !liddle Schocl, Arcadia

T. Jos. is filed as if it were

8. Jones of Culitornia is filed
(vefore/after) Jones Camuing Supply Co.

9. U. S. Lept. of Commerce is filed under

10. Which name is filed last? -

A. George St. John

B, Dr. John A. Cantos

C. DPresident Omar T. Xedding .
D. Lord William

-18-




QUINMESTER POSTTEST

KEY

TYPEWRITING

The typed letter should eppear in this format:

Your return address
Your city, state, and zip code
Current date

Mr. John A. Rollins
234 West Main Screet
Jackson, IL 45301

Dear Mr. Rollins:

I wish to apply for the position of clerk that
You have advertised in today‘'s Jackson Herald.

I am 17 years old and have finished the eleventh
grade at Jackson High School. I would like very
much to get a summer Job that will help me to get
more business experience and also to save money
for my college education.

Last year I spent an hour a day working in the
school attendance office. Mr. Ralph Andrews was
my supervisor and has given me permiecsion to use
his name as a reference,

What day may I come in after school for an inter-~
view? My telephone number is 432-0260.

Sincerely yours,

Your own name

urs




QUINMESTER POSTTEST KEY (continued)

II, DUPLICATING MACHINES

1. S 5, T 9. I
2. I 60 S 10. S
3. 8§ 7. I
h. S 8. S
1II. RECORD KEEPING AND BOOKKEEPING
1. Proof of Cash 2, Bills $62L4.00
1788.22 | Coins 69.49
- 1094.83
693. 39 Total $693.49
+ 200,00 .
893,39
- 893.49
.10 OVER"
5. 1) F 5) A 9) G
2) E 6) D 10) B
3) H 7) C
4) J 8) 1
IV. MACHINES SKILL DEVELOPMENT
10-Key Full Keyboard
1) 3LL,799 1) 157,403
2) 605,010 2) 10,575
3) 6,484.20 3) 2,880.90
L) 4,5213 L) 4,863.8016
5) 167 5) - 272.83 (or Cr.)
V. COMMUNICATION AND FILING
6. C 8. Dbefore 10, B
7. Joseph 9, United States Government

-20-




