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UNIT I:

RATIONALE:

KEY30A3D

Necessary to learning to type i1s a thorough knowledge of the

keyboard including all letters of the alphabet plus numbers

ard special service keys. ILikewise, 1o become a good typist

you need a knowledge of various machine parts and their func-

tion. The essential ingredients for any good typist are
develospment of correci typing techniques, conscientious proof-

reading, and » rection of errors. A combined knowledge

of %

HH -y

and erasing will set you on the right road to building speed and

accuracy in problem typing.

General

-]
i

In this first unit, you will learn the following: (1) correct

2n machine parts by name, their

iccated, (3) ccrrect spacing after punctua-

i thair

LI 3-Nan 4

tion and key~¢=id cyalols -. personalities, and (l4)

rroefreading snd c-rrect pacedare for erasing.

of this unit, you will be able to:

1. Apply corcetn ieehnigues in uyping exercisen. Evaluation
¥ilT e T eontance inh the inslructor's checklist,

Name, loecate, and explain the function of 20 out of 25
machine parts.

¥

-3

keyboard, machine paris, correct techniques, proofreading,



- [
) . 3. Apply rules dealing with punctuation and various symbols
to a degree of $0 percent,

4. Proofread typed material to a degree of 35 percent.

1., Unit I-Task Package 1--Techniques

2, Unit I. ‘zsk Package 2--Machine Parts

3. Unit I-Task Package 3--Spacing After Punctuation and
Keyboard Symbols and Their

Personalitles

L. Unit I-Task Package L--Proofreu.ding and Erasing

TESTS:
You should take a test (wrltten, typed, or combination)
apon completing task packages on Techniques and Machine

Parts.

fou should bake a test (written, typed, or combination)
upon completing task packages on Spacing After Punctuation,
Keyboard Symbols and Their Personalities, and Proofreading

and Erasing.

You should sbrive to have no more than four errors on

each test.
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TI-I-1

. LEARNING ACTIVITY:

Read and study the following pages on techniques.

LEARNING PRACTICE:
Apply correct techniques in your typing exercises and
problems. A subjective evaluvation will be made by the

instiuctor upon observation of your techniques as you

type.

ione.
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TI-I-1 ' _ 3
CORRECT 7% PING TECHNIQUES

Correct Body Positicn

4
v

- 1. Bo¢y ers.t; sit back in the che.r,
2. TFeeb on the floor, one jJust ahea: f the other.

3. Ycur body should be situsted 8 t. .0 inches from the edge of the
typewriter

. Jypewriter shoulu be near the edge ¢ *he -les
Conter your beoy vehinw the letter
6. Fangers conrved and upright over the secon! row (homerow) of ke s.
-

7. Wrists low and relaxed bus not resting on the fraue ot the machine.

8. Eibows near the body; forearms parallel to the slant of the key-
board.

9. Eyes on ibe copy. The copy should always be on the right side of
your desk.

10, Always keep your desk clsar of unneeded books and papers.

Cc:rect Stroking of Keys

1. Each key should be struck with a firm; sharp stroke and released
quickly. Keer most of the stroking action in the fingers; hold the
hands and arms quaet.

2. You should attempt to type at an easy pace and with even, continuous
stroking You may speed up your stroking, but avoid pausing between
strokas and.hbetween words.

3. At the end of a line of typing, return the carriage without spacing
and withent leoking up from your copy.

Correct Shifting for Capitals and Symbels

To type a capital letter, reash the littie finger to the shift key; hold
the key down uniil the capital has been typed and the key releagsed.
. Keep the hand as near home position as you can., The following two faulty
) techniques often cause "flying" caps: (1) not holding the shift key down
. firmly or far enough and (2) releasing the shift key and the key you are
striking at exactly the same moment.
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Correct Insertion of Paper

1. Make sure paper gnide is at zero.

2. Pull paper bail and s<:ale toward you.

3. Ifike sure paper release lever is pushed away from you.

. Place paper at left of desk wit' _ong edge parallel with the desk.

wich left hand, pick vp paper * ‘he middle with four fingers on top

and thumb undernesih.

Flieca par-r bohind the cylinder snd agairst the paper guide.

0. A% the emr time tryr the right cy inder -~ob with the right hand.

7. Caece the paper is arond th~ cylinder, push the paper bail and
§Caie back agzainsl tli ,aper and position the paper bail rolls to
<ivide the paper equally,

8, If paper is inserted crooked, you may 1ift the paper release lever

and straighten it. Thea pash paper release lever back in position.

Correct Removal of Paper

1. Pull paper bail and scale foward you.

2. Pull paper relecse lever toward you.

T -rect Setting of a Tab (on manuals and some electrics)

A tab or tabs allow you to stop at various points in between your
margins. Tabs are used when typing information in eolumns. You also

use a tab for indenting paragraphs. The normal paragraph indention is
five spaces.

Clearing a Tab

]

1. Move carriage to extreme left with left hand.

2. Depress tab clear key with left hand while with your right hand
you move the carriage using the right carriage release lever
back to the left side of your paper.

Setting a Tab

3. Space in with space bar or use carriage release to move to
desired point on cylinder scale where you want a tab set.

4. Depress tab set key.




' TI-1-1 5

Tabulating
: 5. Depress tabulator key or bar to get to point where a tab has
. been set.
- 4. Once a tab has been set it remeins se: until it is actually .
cleared.

#% To remove or clear a single .ab from a number of tabs that have
been set, merely tabulate % ithe undesired tab and depress the
tab clear key.

A Yoor }schniqua-~Eirikingover
HEZVER Lype one letier ove. another letter as  or &, This 1s called a
strikegver and is one of tho sure trademarks -7 an extremely poor typist.
Tt is better to have a mistike than a strikeover. A strikeover does not
correct an error; it just takss time to type and actually calls more
attention to the mistake. Furthermore, you cannnt type a period, back-
space, and type a letter over it. This is still a strikeover.

Any problem submitted througncut the year with a strikeover must be
retyped! A strikeover on a timed writings counts as iro mistakes (double).




TI-I-2
UNIT I
TASK 2:

RATIONALE:

OBJECTIVE:

KEYBOARD
MACHINE PARTS

Just as a knowledge of various parts is important in operating

a car, 8o various typewriter parts are important in operating a
typewriter. You want all the power and performance in this worder
of technology readily available at your fingertips. In order to
have this, s 1t back in the driver's seat and become acquainted!

Upon completion of this task package, you will be able to name,
locate, and explain the function of 20 out of 25 basic machine

parts.

e

10
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LEARNING ACTIVITY:

LEARNING PRACTICE:

TEST!

Read and study the following pages in Section 1 on machine
parts. See pp. 1-2 in the Byown Text for information and

a diagram of many of these parts.

On your own typewriter identify each machine part listed
in Section 1 of this package. After carefully studying
these parts, turn to the diagram at the back of this pack-
age and identify the parts correctly. Do not refer back
to any source or consult any person after you look at

this diagram.

When you have completed the diagram for your particular
machine, check your answers by referring back to this
package and pp. 1-2 in the Brown Text. If you missed more

than one, you need to restudy your machine parts.

Wiitten, typed, or combi.ation on Techniques and Machine

Parts (Packages 2 and 3).

11




TI-I-2 3
OPERATIVE TYPEWRITER PARTS

On any typewriter there are two basic parts: the keyboard and the Zrame.

. Following are varinus typewriter parts which you will learn to operate.
Section 1 includes parts you will learn in your early lessons; Section 2
includes parts with which you will gradually become acqualnted later in your
training.

Section 1

backspace key: On .manual machines, the backspace key is located
at the left near the number row. You depress the
backspace key with tha a or little finger in the
left hand. Used to move the carriage backward &
space or more.

carriage: The large movable section of most typewriters.
The carriage does not move, however, on an IBM
Selectric machine (an electric typewriter made
by International Business Machines, Inc.)

¢carriage release, left: A lever on the left which, if depressed, allows
movement of the carriage to any given point on
the cylinder scale.

carriage release, right: A lever on the right which, if depressed, allows
move.ient of the carriage to any given point on
the cylinder scale.

carriage return ‘

and line spacer: A lorgz lever extending outward on the left side
of a manual typewriter which enables you to get
from the right side of your paper back to the
left sice. This is also called a line spacer
because you can space down to any givon line
using this part. On sn elcctric machine the
carriage return and line zpacer is actually a
key to the right of the senicolon key. The
carriage return key on an electric machino is
depressed with the semicolon finger (littie
finger) of the right hand. The carrjage automat-
ically returns to the lef* side of your paper.

cylinder (platen): The long black roller in the middle of your machine
around which ‘he paper feeds.

cylinder knob, left: Section at left end of the cylinder used to turn
cylinder by hand to go from one line to another.

cylinder knob, right: Section at right end of the cylinder used to turn
cylinder by hand to go from one line to another,
The right cylinder knob is also used for insert-
ing paper into the machine.

12
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eylinder scale: The scale narked with numbers aid vesd in setting
margins. On a Royal machine, thc ¢ylindor scalo
is directly underneath tho cylirler. On an Under-
wood machine, the cylinder scale is at the front
of the machine.

line spacae regulator: Located at the left near the left carriagoe release,
the line space regulator is numbercd 1, 2, ard 3.
One is for ulngle spacing, two is for double spacing,
and three is for triple spaciug.

margin set, left: This pare determir < s ihe loft side of your
typed lino will be,.. .n your papar.

rgin set, right: This pari dotermines where the right side of your
typed lino will end on your papor.

paper bail and scales The paper bail and scale has little inporitance
except it does hold the paper bail rolla.

paper bail rolls: These are tiso or more black rolls on the paper
bail and scale used in helding your paper back
against the cylirder,

paper guide: The picrt against which the left gide of your paper
is placed. The papor guide directs your paper into
the machinc and around the cylinder. Tho paper
guide should nommally be sef at zcio.

paper release lever: Located near the right cylinder knob, tho paper
release lever must be pushed back away from you
to insert paper and must bo pulled toward you to
remove papcor. The paper roleagso actually regu-
lates to hold the paper fimmly in tho machine or
to free tho paper for removal or atralghtoning.

paper table: The _arge arca (ofton flat) bohind the cylinder
used to support thc paper. The papor rcsis on
the paper table while it is in tho machino.

ribbon control indicator: On newer Royal machines, it is located lhorlgontally
at the right front. On Undorwoods, it is located
vertically at the right front. It is usually ’
labeled by three colors--black, rcd, and vhito.
The black scction is the best posltion for the
ribbon control indicator because you are typing on
the top half of the ribbon. On tho red soction you
are typing on the bottom half of the ribbon which
makes the ribbon action sluggish since tho ribbon
mechanism has to go higher before the koy strikes
it. On the white or stencil scction tho koy
actually does not touch tho ribbon. Tho key simply
strikes the paper over the top of the ribbon and
only leaves a key imprint on the paper.

13
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shift key, left:

shift key, right:

shift lock, laft:

shift lock, right:

space bar:

tab clear:

tab set:

tabulator key
or tabulator bars

v

Found at iuc left side near the keyboard, the left -
shift key s used to capitalize a letter or to

make the uy.uuols as found on the number row or the
right side of your keyboard. You use tho left

shift key vo make any capital letter that you strike
with the i1inzors of the right hand. You move only
your a or iivtle finger in the left haud over to the
left shifi loy to hold it down.

Similar to tie left shift key bvi located at the
rigat. Youu use the right shift key to make any
capiial l:ttors that you strike with the fingers
of the lert hand. You move only your semicolon
or little finger in the right hand over to the
right shift key to hold it down.

located atove the left shift key and uscd for
typing in ormation in ALL capital letters. Used
especially for main headings in reports. You
depress the chift lock with the a or little finger
of the left lLiand. You can only releasa the left
shift lock by depressing the left shift key under-
neath with the same little finger.

Similar to the left shift lock and found only on
Underwood machines. It should be depresced with
the semicolon or little finger of the right hand.

Long bar situated below the keyboard. Used for
spacirg between words. The most frequently used
part of eny typewriter.

This section, found at the left fairly ncar the
keyboard, is used to erase or clear any taba or
stopping points that may have been previously sct.
Tabs allov you o stop at cortain desircd pointso
in botwusen the left and right margins. Tabs aro
used most ofton to indent the firat lino of para-
graphs and are also used in typing problenms with
coluning of information.

This secction, found at tho right fairly noar the
keyboard, in used to establish or set a tab so
you zan stop at any desired point betwcon your
margins. This tab will remain set until you erase
or clear it.

)

On a Royal typewriter, you hava a tabulator key
deprogsed with the semicolon or littlo fingoer of
the right hand. On an Undorwood typowriior, you
have a tabulator bar which is depressed with the
J or index finger of the right hand. You depress
this key or bar to stop at a given point on your
cylinder scale. The point where you stop has been
determined by your tab set.

14
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TI-I-3 1

UNIT I: KEYBOARD

TASK 3: SPACING AFTiR PUNCTUATION AND XKEYBOARD SYMBOLS AND THEIR PERSONALITIES

RATIONALE: Knowing the points mentioned in this package will distinguish you
from being merely a typist to your being a good typist. These
added features give you the "{ine tuning" you need for excellent

performance.
OBJECTIVZ:s Upon completion of this task package, you will be able to apply

rules dealing with punctuation and various symbols to a degree

of 90 percent.

18




TI-I-3 2

LEARVING ACTIVITY AND LEARNING PRACTICS: (3 full sheets)

Step 1

As you read and study each rule on Spacing After Punctuation on

the following pages, type only the correctly 1llustrated sentence(s)
(i2 there is one) underneath each rule twice aplece. Type the

sentence one time; then return carriage and type again. Double

space before going to a different rmuie and its sentence(s). Type
as accurately as you can.

tep 2
————

As you read and study each rule on Keyboard Symbols and Their

Personalities on the following pages, type only the correctly

illustraiad sentence{s} (if there is one) undermeath each rule
twice apiece. Use sanme directions as Step 1. Use a clean sheet.
Step 3

After carefully studying and typing Steps 1 and 2, type as accu-
rately as possible the 20 sentences at the back of this package.
Try not to refer back to any source after you look at these
sentences. If you have difficulty with several, however, you may

look back. Use a clean sheet,

PRESENT TO INSTRCTOR the following:

1. Sentences on Spacing After Punctuation in Step 1.

2. Sentences on Keyboard Symbols and Their Personalities
in Step 2.

3. Twenty typed sentences in Step 3.

TEST:

None,

19
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CoMMA ,
SEMICOLON
PeRI0OD .
PERIOD .
PERIOD .
PERIOD .

QUESTION MARK ?

EXCLAMATION MARK !

EXCLAMATION MARK |

SPACING AFTZR PUNCTUATION

3pace once after a comma unless it is found within a
number as 41,277,

1f you go to the store,/Jane will want to go also.
Space once after a semicolon.
Mark is very in*elligent;/he reads a great deal.

Space twice after a period thav ends a sentence in the
middle of a line of typing.

Sally is going to the store with Mary./VThey will be
leaving soon.

Space once after a period that ends an abbreviation except
for a.m. and p.m. Abdbreviations such as U.S, and N.Y. are
usaaily typed solid (without internal spacing) as

7.5, Air force.

Qur friends are planning to arrive at Raleigh-Durham
Adrport as 3 @.myon Dec./12 to visit us.

Space once after a period that ends an initial.

lr. J./8./Martin i3 the president of our local Cptimist
Club.

Umit the period after an abbreviation at the end of a
sentence. The one period at the end serves both purposes.

She will depart for home at L:30 p.m. NT PeM..

Space twice after a question mark that ends an interroga-
tive statement in the middle of a line of typing.

What are you reading?#/1 bet it is a new novel.

Unless your typewriter has a special ! key (as found on
Underwoods and most electrics with the shift of number one),
you must make an exclamation mark. First, type the period,
then backspace and type the apostrophe as !

Space twice after an exclamation mark at the end of a
sentence. In the following sentence the word "Tryl" is

a verb being emphasized. Thus, you have a command sen-
tence with the subject (You) understood as (You) Try! You

can do it.

" TrylwwYou can do it.

<0




TI-I-3

EXCLAMAIICN MAKK

COLON 3

Space once or twice after an exclamation mark within a
sentence, In the following sentence, the word "Oh!" is
just an emphatic word; yet a :ingle exclamatory word may
be eonsidered 2 sentence.

Oh!v1 cut my firger. OR Oh!/v1 cut my finger.

Space iwice after a colon except in the case of time as
2:30 olclock.

On her trip .o Washingtcn, D. C., Kathy saw the following
sites://the Capital, the Whi%te zouse, and Mount, Vernon.

Noe: If you have a mark of purctuation a% the end of
a 1ine of typiip, do nol space after it because this
wastes valuable %yping time. Instezd, merely return
voar carriage af:er puscwationr at the end of a 1line of
btyping.

<1,
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TYPEWRITER SYMBOLS AND THEIR NAME

(Brackets indicate the shift and the key for a manual machine.)

! exsiamation mark

" quotation marks

¥ no spexific name but means
number if before a figure
and pounas if after a figure

$ dollar sign

4 percent sign
underline or underscore

& ampersand

! apostrophe

left parenthesis

right parenthesis

asterxsk

- hyprhen

only two key fractions

no specific name but means "at"

question mark

diagonal

N

X

%

@

¢ cent or cents
b

7

-

. dash (twc hyphens)

<2
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KLYBOARD SYMBOLS AND THEIR PERSCNALITIES

QUOTATION MARKS "

MIM3ZR OR POUNDZ 4

DOLLAR SIGN §

PERCENT SI®N %

UNDERLINE

Periods and commas always go inside or before the quota-
tion marks.

"If I can't play in the game Friday night," Joe said,
"I am not going to attend any more practice sessions."

The 3emicolon always goes outside or after the quotation
marks.

Joe misspailad "occasionally"; he did not win the spelling
contest, therefore.

If the symbol # comes before a figure, it means number as
#35) (number 352).

If the symbol # comes after a figure, it means pounds as
3504 (250 pounds).

Tyne evea umounts of money with no zeros and no periods as

$25 not S
Bch purchased this book on cars for $12 at the bookstore.

Do not use the percent symbol ¥ to mean "In care of."
Instead, use the symbol c/o.

Will you please send this letter c¢/o Mrs. A. C. Smith.

There is no space between the percent symbol and the
figure which precedes it as S%.

Words printed in italics should be underlined when typed.
Words underlined in typed copy sent to the printer will
be se! in italics by the typesetter.

Use a continuous or unbroken underline for titles and
related groups of words,

Jim i3 currently reading How to Assemble Model Airplanes.

Use a broken underline for isolated or unrelated groups of
worda.

Linda misspelled therefore, absence, and received in her
report,
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AMPERSAND &

APOSTROPHE !

LEFT AND RIGHT
PARENTHESES

ASTERISK »

FRACTIONS

0

Titles of books may be typed either of these two ways:

(1) Wwith the first letter of each important word in the
title capitalized and the entire title underlined.

Beth's favorite novel is Gone with the Wind.

This way is used more and is more attractive than
the second way. Notice that you do not underline
ending punctuation.

(2) With every single letter in the title capitalized
and the title not underlined.

Beth'!s favorite novel is GONE WITH THE WIND,

Leave one blank space before and one blank space after
an ampersand which means "and."

Karen 1s an executive secretary at Smith & Sons, Inc.
The most pepular uses of the apostrophe include:

(1) possessives as Steve's hat

(2) contractions as can't

(3) plural of letters and numbers as A's and 8's

(L4) omission of letters as Class of '73 or O'ﬁeill

The left and right parentheses fit right around whatever
is being enclosed.

The contracts (Exhibit A) and the mortgages (Exhibit B)
were enclosed.

Use an asterisk # to refer to one or two source notes,
footnotes,; or reference notes on a page.

There are only two key fractions on your machine--the
key fractions % and %. Type a whole number and a key
fraction without spacing between them.

This package weighs 5% 1lbs.

A made fraction is any fraction that has to be made using
the diagonal (/). Space between a whole number and a
made fraction.

This package weighs 5 3/L 1bs.

<4
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CENT OR CENTS ¢
"AT" SYMBOL @

DASH --

AGE

FIGURES

7.

Do not mix together in the same sentence or same paragraph
made fractions using the diagonal (/) and key fractions

s and %) . You must make all your fractions look alike.

Susan bought 2% 1bs. of hamburger and 1 1lbs. of cheese.
(These are all key fractions.)

Susan bought 2 2/3 1lbs. of hamburger, 1 1/L 1lbs. of
cheese, and 3 5/8 1bs. of butter.
(These are all made fractions.)

Do not space between ¢ and the figure it follows as 15¢.
Type @ with a blank space before and a blank space after
it. This symbol means "at" and should be used only on
purchase orders and invoices but not in formal writing.

This order 1s for 16 boxes at $9.80 each.

Use two hyrhens to made a dash as (--)., There should be
no blank spaces on either side of a dash.

That was a mistake--a bad one!
Type exact age in figures.
Sara 1s 11 years 3 months and 1L days old today.

Type approximate age in word fomrm.

Sara is nearly twelve years old.

When typing a column of figures, always type them as if
you were adding them in math. Keep the numbers even or
aligned at the right as

L3
121

2
1,87
340
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Type the following 20 sentences as accurabely as possible using correct spacing
betweer words, punctuation marks, numbers, and symbols. The illustrated sen-
tences from which you will type have incorrect spacing and other mistakes in
them. Mark all mistakes with 2 pencil before beginning to type the sentences.
You must submit your typed sentences with no more than ten errors total. Use
same margins--12 and 90. Double space. Number your sentences as 1.v/The

1. The temperature was quite low on Feb. 18 at 7 p. m..
2. A service charge of 12/3 ¥ was added to my bank account.

3. The le*ter was sent % Mr. Bert Baker, 371 Pleasant Street, Chicago, Illinois,
wasn 't it?

L. Can you explain the difference in an elite machine and a pica machine?
5. By these items: two pens? 5 ¢ eaci and one pad 3 15¢.

6. Invoice # 15572 showed that the order was from Carraway ASons, Inc.
7. My brother is about 3 years old.

8. She offered a 5 discount on 1 ~asi basic and a L 3/43% discount on an
installment basis,

9. Susan shoulda '% leave; however, GConnie and Mary may go.

10. 1Is the book entitled 4 Long Day now available? I will buy it.

o
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- TNIT I:  KSYROARD

TASK ks POOFREADDIC AND SRASING

2ATIONALE: Unless you Xnow whab an error ls and can readily recognize it in
your typed work, your problems will be of little valne. No one
anjoys receiving and reading typed copy full of errors. If
somathing is not worth doing correctly, then it is not worth
doing a2t alll Mistakes in typing have been and always will be
mad:. In most cases, however, typographical mistakes can be
corrected iF they are delected. You need %o become a conscien-
tiocus eritic of your own byping to spot your errors. Once you

do discover an error, you need Lo erase and correct it neatly.

OBJEGTIVE: Uporn completion of this task package, you will be able to

proofread typed material to a degree of 95 percent.

27
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LEARNVING ACTIVITY:

LEARNING PRACTICE:

TEST:

*tudy 195 p. 33 «n the Brown lext to see what deternines
2 crrer,  In addition to thesz 1llustrated errors,
oiler crrors inclade: flylrnp capitals, strikirg letiers
o lignlly, and omitting punctuation. One of the
yreatest weaknesses in proofreading is made when you do
not read the con‘ent of the problem you are syping for
its meaning. Unless rou actnally read what you have
vyped, ‘wu cannot detzrmine whether you have completely

omiived werde,

In circliry errors ir timed writings, you count only cne
errcr rer word; for example, auéfpmot@ for autonobile.
hiis thers are “we separate errors in this word, you
consider it only onz error and Just circle the entire
word as(ggptomnblfgl Rememter--Any sirikeover counts as

r—— o =5 ¢

two errors rather than one error.

Study po. 181-182 in the Browr Text on "Methods of
Correcting Errors." Also read the sheet included in this

package on erasing.

Do not type anything but merely circle all errors in the
two different exercises on the following page. In
Exercise 1 you should find 16 errors; in Exercise 2 you
should find 13 errors. Proofread carefully and THINK!

Written, typed, or combination on Packages L and 5.

28
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Exercise 1

When you proforead what you ha e typed, remember
to circle your erors; ldon't just make checx mark. If
the copy does noti make sense to you, be sure ot check
the material from, which you typed. You ma§ have omited
a word or letter which should be their.

Improper spacing and strikeover is errors; also,
incorrect punctuaticn mu-t be cricled. However, only
one error is counted per word. [Read your typed copy
with care and read for tncugth as well look for incorrect

key strokes and other errors.

Exercise 2

When you are asked to find the words you typed
wrong , do not waste time when you look for them. Know
what you are to look for; then read with care and speed.
find what 1s wrong and mark it as you have been told too
mark what you type that is nt right. Once you can see
what wrong, can you type it right. Try it.

When you have learnedwhere all the keys are, you
will find that, with your two eye still on your book,
you can sense when you type a word wrong. Don' look
then, but wait to check your work when time is called
When you check your word, read for thought, too. Look

for words that may not there but should be.

<9




TI-I-4 !
ERASING

e In general, typographical errcrs should be corrected using the following
steps:

1. Lift the paper bail scale and rolls (if need to).

2. Roll the cylinder forward easily two or three lines if the error
is on the top two thirds of the paper. If the error is on the
bottom third of the paper, turn the cylinder backward to prevent
the paper from slipping out of the typewriter.

3. Move *he carriage as far as you can either to the left or to the
right in order to keep eraser crumbs from falling into the type-
writer. Typewriter parts have oil on them. When eraser crumbs
touch this oil, they stick to it. Soon the crumbs accumulate and
cause the keys to stick. Therefore, always remember to move your
carriage before erasing. '

i. Erase lightly using a circular motion; do not scrub an error.
Blow eraser particles away as you erase. Then use the brush at
the opposite end of your eraser to completely remove crumbs from

your paper.

You have read or pages 181-182 the various methods of correcting errors.
In my opinion, nothing will make as neat a correction as good quality typing
paper and a typing eraser. The typing paper you use in class is an inexpensive
quality of paper for obvious reasons, but you can make neat erasures on it ifr
you are careful. Any problem submitted with a hole in it will not be accepted.
You should never attempt to erase an entirsline or even half a line. Several
words are 211 that should ever be srased at one point in a problem.

I do prefer that you use a typing eraser for all problem work in class.
This mesns that you are to bring to class every day for the resi of the year
a typing eraser (plus a pen and pencil). The pencil-type eraser co=ting about
25¢ is easier to use than the wheel-type eraser. Typing erasers may be pur-
chased at 5¢ and 10¢ stores, drug stores, office supply storss, etc.

You absolutely may not borrow a typing eraser from someone else durirng
class for two reasons: (1) It decreases the amount of work you complete if
you have to stop, ask someone to borrow an eraser, and then return it, and
(2) It bothers someone else.

If you come to class without a typing eraser, you must rent one at the
beginning of class for 2¢ a day. You will not be allowed to ren% an eraser
once class begins. You are to return the eraser at the end of the class
period. Money received from rentals will be used to purchase new typing
eragsers as the others are used.

‘ 30







UNIT II:

RATIONALE:

OBJECTIVE:

TYPING ESSENTIALS

To arrange problems attrantively on the page, certain
essentials are needed. These inzlude the setting of
marginsg, begimning cn the correct line often through
exact vertical center cr reading position, and dividing

words correctly at the end of typed lines.

Gener

This unit involves horizontal and vertical spacing with

elite and pica machines plus correcting words

Specific
Upon completica of this unit, you will be able to:

1. ©Space typed material horizentally witk an accuracy

of plus ormimis 5 spaces c¢n an elite or a pica machine.

2. Space typed material vertically witk an accuracy of
M (3 lires).

3. Divide 1if cut of 20 werds in the proper place.




LEARMNING ACTIVITY:

Tnit II-Task Package l--dJdorizontal Spacing Facts
and Figuring Margins

b
L

2. Unit II-Task Package 2--Vertical Spacing Facts
. and Figuring for Exac:
J2rsical Center and for
Reading Pesition

3. Unit II-Task Package 3~-Word Division

TEST:

A unit test will rot be glven; however, a2 tess wil

be given at the end of each of the ithres task packages.

.,

O
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UNIT II: TYPING ESSENTIALS
TASK 1: HORIZONTAL SPACING FACTS AND FIGURING MARGINS

RATIONALE: In order for a problem to be in the middle of the page with side

margins approximately equal, you have to set your margins core
rectly. You will need to apply simple mathematical skills to

<

understand this peackage.

OBJECTIVE: Upon completion of this task package, you will be able to apace
typed material horizontally with an accuracy of plus or mims

S spaces on an elite or a pica machine. -
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LEARVING ACTIVITYs

LEARNING PRACTICE:

TESTs

Read and study the horizontal spacing facts and illustra-

tions on the following pages and do the four exercises

for the elite and pica machines. You will notice that

the figuring of margins is different on these two machines

because the center point for paper of the same size is

different on these twp machines.

1.

Check your anawers for the four exercises as you do
them with those found at the bottom of the exercise.
On the last page of this package, answer the questions
and work the problems. Do not refer back to any

source after you look at these questions.
PRESENT T0 INSTRUCTOR!

The instructor will show you how to actually set

margins for your own typewriter.

Written. You are allowed no more than one mistake on

this test.

35
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HORTIZONTAL SPACING ON STANDARD TYPING PAPER

(Spacing Across the Paper)

Elite (Smaller Type)

A standard size sheet of typing paper is 8% inches (width) by 11 inches (length).
On an elite machine you can type 12 letters and/or spaces in one horizontal inch,

There are then 102 available elite spaces across a standard size sheet of typing
paper. (12 letters in one inch times 8% inches = 102)

Now check your own machine. 1Is it an elite machine or a pica machine? If the
right edge of your paper comes to 102 on your cylinder scale, you are typing on
an elite machine.

The exact center point of a standard size sheet of paper with 102 available
horizontal spaces is 51. (% of 102 = 51)

To figure the left and right margins:

Example: You w§nt a 60-space line (a line with 60 letters and spaces combined
in it).

30
(1) Divide 2f€0. You want half of your 1ine or 30 spaces to the
left of the center point and half of your line or 30 spaces
to the right of your center point so that your line will look
balanced on the page.

(2) Put down your center point for an elite machine. You may use
50 instead of 51 in figuring margins for convenience.

(3) subtract half your &0-space line or 30 spaces from the center
~ point to get your left margin,

50 center point
=30 half of your space line

20 left ma rgin

(k) Add half your €0-space line or 30 spaces to the center point
to get your right margin. Also add 5 more to your right
margin to allow for the ringing of the bell.

50 center point
+30 half of your space line

60
+ 5 Zor ringing of the bell

gh %
A LA A A A B L




TI-1I-1 ) L

L e

3 ELITE ILLUSTRATION [
(one, inch)
o | B 102 availabl
V N horizon
asaaaaaaa spaces
Tetters in one (12 x &
horizontal inch 102)

51 exact center point (% of 102)

50 may use to figure margins for
convenience

30 0-.3_9.

1](!

Hn B

20 left margin right margin

#I1lustration for a 60-space line on an elite typewriter.

N — 37
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By baotbay bl of “his

wvi

snewy and figuae here the Lollowing margias

(0 ee! aeinil adaoutng corr bhe saaging of tho bell) fo: an ©lit2 rachine,
Clwek your answers with thosc at the bottom when completely finished.

(a) ‘f0-space line

(b) 50-space line

(e) Ll-space 1line

]

38

(a) 70-space iine (a')' 35 (&) 5o 50
2170 -35 35
15 («&t Mmoo &5
d 5
9o A({ji\t mnnjin.
(b) 50-space line ) Xy («) 5o 50
A5 fot mﬂ;n 15
J + 5
g0 /\ga?xt nﬂﬁd\ug
PR T A
(¢} &oume . Sng - )“_;_‘, (&) 5. ' 5o
’ 1
o T 22
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HORIZONTAL SPACING ON STANDARD TYPING PAPER
(Spacing Across the Paper)

Plca (Larger Typs)
A standard size sheet of typing paper is 8 inches (width) by 11 inches (length),
On a pica machine you can type 10 letters and/or ip.oea in one horizontal inch.

There are then 85 available pica spaces across a standard size sheet of typing
paper. (10 letters in one inch times 8% inches = 85) :

Now check your own machine. Is it an elite machine or & pica machine? If the
right edge of your paper comes to 85 on your cylinder scals, you are typing cu
a pica machine. {

The center point of a standard size sheet of paper with 85 availabls horisontal
spaces is L2, (I of 85 = L2k but in typing we always drop fractions so the
center point is considered just L2)

To figure the left and right margins:

Example: You ua;:t a &-space line (a line with 60 letters and spaces combined
in it.

(1) Divide 2 l'gg. You want half of your line or 30 spaces to the

) left of the center point and half of your line or 30 spaces
to the right of your center point so that your line will look
balanced on the page.

(2) Put down your center point for a pica machine which is 42,

(3) Subtract half your 60-space line or 30 spaces from the center
point to get your left margin,

42 center point
=0 half of your space line

12 left margin

(L) Add half your 60-space line or 10 spaces to the center point
to get your right margin, Also add § more to your right
margin to allow for the ringing of the bell.

L2 center point
+X0 half of your space line

TR
+_5 for ringing of the bell
Q 77 right margin
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PICA ILLUSTRATIOW

.
o, B

; Byt
———— 3 .

A ¥4
LA 40334

I = e —

1J 11,-ilzters in one
naorizontal inech

42 center point (%, of 0Y)

30 20
72
. +

12 loft nargin 7T right margin

#I1lustration fc. 7. (.,-gpace line on a pica typewriter.
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Cover the bottom half of this sheet and figure here the following margins
(1eft and right allowing for the ringing of the bell) for a pica machine.
Check your answers with those at the bottom when completely finished.

(a) 70-space line

(v) S0-space line T

(¢) Lh-space line

o) L
(¢ (8] " “s

(a) TO-space line 35
21 Te -E +35
7 (QJ-‘G‘ mwafw 11
t_ 3
g2 m’akt' mcv;a:'v

(@) )

b -gpace line 25
(b) 50-spa 222 :n, 42
25 +25
I7 q t L (‘
Hé Mh‘u\' ‘;

72 night mm/jc'n-

(¢) Li-space line ) 22 ¢l 02, W2
el -22 +22

20 lejt makyin 6Y

+_5

¢9 Alght margiw
A g e
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e HORIZONTAL SPACING O SPECIAL SIZET SHEETS
Elite
e

If you know the width of any sheet of paper, you can figure the available

hovd.

zontal shaces, the center point, and the margins., You use the game pro-

cedure as for a standard size sheet of typing paper.

Example: You have a shieet of paper that is 6 inches wids.

3.

(oma ined) N
o) | 6 T2 awidable apates

l“‘“ ﬁvﬁﬂtdﬂﬁd (i1a % «'s72)
12 CQitleay in .

“Mc‘;mtﬁl 4.‘\0&.

36 centen peint

(4 of 78)
-&_‘_‘ +£_<_)_
56
r s
/e byt u«ai& Gl "‘5"“‘1""

How many available horizontal spaces are there on this special size sheet
if you are typing on an glite machine? (12 letters in one inch times

6 inches = 72 available spaces)

What is the center point of this special size sheet? (% of 72 = 36)

What would the left and right margins be for a LO-space Yine?

20
(2) 2[L0
(b) 36 center point 36 center point
=20 half of your space line +20 half of your space line
16 left margin 56

+ 5 allowing for the bell

a2 61 right margin
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Cover the bottom half of this sheet and figure here the following margins
(left and right allowing for the ringing of the bell) for an elite machine.
Check your -answers with those at the bottom when completely finished.

(a) A special size sheet 5 inches wide
Margins for a 30-space line

(b) A special size sheet 3§ inches wide
Margins for a 26-space line

(& s

(a) A special size sheet § inches wide

Margins fos a 30-space line () 30 cohu pent %« int
4 . cnlow Poi
I b0 win MJ,, M“‘“ - l:
= spees (12 % $7560) 235 L
30 cabpunt 16 gt meajin Y 4
& o b0 +3
50 i nq:\'

(b) A special size sheet 3% inches wide (). J
Margins for a 26-space line 2.‘2,%

35"
da akblobde Rorigontil
Spaces (42 x 3':"‘ 42) ¢) 21 cuntes peint Ll ¢oaben ?cil.*
ey xy -13 +13
&
$ Lt g 34
13

43 3 9 nckt moia,
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HORIZONTAL SPACING ON SPECIAL SIZE SHEETS

Pica

If you know the width f any sheet of paper, you can figure the available .
horizortal spaces, the center point, and the margins. You use the same pro-
cedure as for a standard size sheet of typing paper.

Example: You have a sheet of pPaper that is 6 inches wide.

ene nek w
0 6

60 available apacei
%ﬁ-ﬁM&L - (10 x 6"='¢0)
10 lelttew n gme .

fea: goutal cnedl

3o Cenlarn, ?v&'nt‘
(J.Z oi 60)

l. How many available hurtzontal spaces are there on this special size sheet

if you are typing on a pica machine? (10 letters in one inch times 6
inches = €0 available spaces)

2. What is the centor point of this spocial size shest? (% of 60 = )
3. What would the left and right marging be for a L0-space 1ine?

(a) 2%

(t) 30 center point X center point
X -20 half of your space line +20 half of your space line
LS
10 left margin . LSg .
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Cover the bottom half of this sheet =~i ficwra here the following margins
(left and right allowing for the ringing of the bell) for a picg wachine.
Check your answers with those at the vottom when completely finished.

(a) A special size sheet 5 inches wide
Margins for a 30-space line

(b) & special size sheet 3% inches wide
Margins for a 26-space line

5
(a 4

(a) A special size sheet 5 inches wide
Margins for s O-»apace line

5 5 UDXW &) 25 ewitn poud 25 o pout

o] s +13

85 tontic pauct low#mwg;u 40

J x5 '
L Cob 6’6 5.5) 45“‘8HW

(b) A special size sheet 33 inches wide
Margins for a 26-space line

13
| ‘ 8l (a) a_r—*
| éﬁW%ﬂ;zmad,
. Ppaces-(Jlox3%.-°35)
)‘1w¢w50&;al: %}l"IWtinﬂcMwM
(£4 39 13 R
gt mesgims - 30

3s& ya m‘:
45 MZH
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BASIC RULES FOR FIGURING ANY MARGIN

1. Take half of your space line.
2. Decide what the center point is for your particular sheet of paper.
whether it 1s a standard size sheet or a special size sheet.

3. For left margin: Subtract half of your space line from the center

point.
L. For right margin: Add half of your space line to the center point

plus 5 to allow for the ringing of the bell.

merWithout even knowing the width in inches of a sheet of paper, you can
find the center point of any sheet of paper which you have inserted in
your typewriter. Use the following procedure:
(1) Look at where the left ¢dge of your paper is on the
cylinder scale.
(2) Look at where the right edge of your paper is on the
cylinder scale.
(3) Add the two numbers together.
(L) Say half of the total number and this is your center

point; for example,

A (or) B
0 left edge of paper 35 left edge of paper
102 right edge of paper 63 right edge of paper
102 total 98 total
51 center point 19 center point
2102 298
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Answer the following questions on this sheet.
for any problems.

1.

2.

QUESTIONS ON HORIZONTAL SPACING
You must show your figuring
Place answers in the left column.

How many spaces are there in one horizontal inch on a pica
machine?

How many spaces would a line 3 inches long be on a pica
machine?

What is the center point of a special size sheet of paper
that is l% inches wide on a pica machine?

How many spaces are there in one horizontal inch on an elite
machine?

How many available spaces are there across a standard sheet
of typing paper on an elite machine?

What is the exact center point of a standard size sheet of
typing paper on an elite machine?

What are the left and right margins allowing for the ringing
of the bell for a 7h-space line on an elite machine?

What are the left and right margins allowing for the ringing
of the bell for a 36-space line on a pica machine?

If you had a special size sheet of typing paper 7% inches
wide and 9 inches long, what would the left and right margins
be for a S0-space line on an elite machine?

(a) What is the width and length of a standard size sheet of
typing paper? Give dimensions in inches; list width first,
then length.

(b) Which is larger--pica type or elite type?

47
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UNIT IX:

TASK 2t

RATIONALEs

OBJECTIVE:

TYPING ESSENTIALS

VERTICAL SPACING FACTS AND FIGURING FOR EXACT VERTICAL CENTER
AND FOR READING POSITION

In order for a problem to look attractive vertically, you have
to begin typing on the correct line. Vertical spacing is some-
what easier than horizontal spacing because verticaldspacing is
usually the same on an elite and a pica machine.

Upon completion of this task package, you will be able to space
typed material vertically with an accuracy of %" (3 lines).
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LEARNING ACTIVITY:

1.

2.

LEARNING PRACTICE:
1.

2,

Read and study the vertical spacing facts and illustra-
tions on the following pages and do the two exercises.
Refer back to Task Package 3, Section 2 and study

two new machine parts--the aligning scale and the
variable line spacer.

Checx your answers for the two exercises as you do
them with those found at the bottom of the exerciss.
On the last page of this package, answer the questions
and work the problems. Do not refer back to an}
sourcs or consult any person after you look at these

questions.
FRESENT TO INSTRUCTOR!

The insiructor will now show you how to actually
position your machine for spacing down to the correct
line 1f you still have difficulty after having read
about the aligning scale and the variable line spacer,

TEST» Written. You are alloved no more than one mistake on

this tesat.
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VERTIGAL SFACING FACTS

The line-space regulator ‘These lines are  These lines are These lines are
is set on "1" for single, single-spaced

on "2 for double, and on double-spaced.

n3" for triple spacing. triple-spaced.
Note the examples at the

right.

In single spaced copy, there are no blank lines between each typed line.
In double spaced copy, there is one blank line between sach typed line.
In triple spaced copy, there are two blank lines between each typed line.

Vertical spacing is the same on an elite machine and on a pica machine usually.
There are 6 vertical lines in one inch. \

There are 66 available vertical lines on a standard size sheet of typing paper--
(6 vertical lines in one inch times 11 inches, the length of a standard size
sheet of typing papen = 66)

There are 33 available vertical lines on a half sheet of typing paper--(6
vertical 1Ines in one inch times 5% inches, the length of a half sheet of typing

paper, = 33) or (half of 66, the number of available vertical lines on a full
sheet, = 33) .

B}én

one

| inch_>

6 vertical lines

j&xxxxx

11"

66 total vertical lines on a full sheet (6 x 11" = 66)

33 total vertical lines on s half sheet (6 x Sk" = 33)
y ~ o .
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AT [ve [P [RTH

'Ll 0 madl Ghee sy
To center a problem vertiCaiiy Lals ncans to place it exactly in the middle
of the page up and down.

Steps for Vert:... Centering

1. Count the total number of lines needed to type the provlem. This includes
actual typed lines and blank lines between typed lines.

2. Subtract the total lines required for the problem from the available lines
on the paper. The answer you get will be the total blank lines left on
the page.

3. Divide the total blank iincs by 2 because you want half the blank lines
to appear above your problem and half the blank lines to appear below
your problem for exact vertical center. The answer you get after divid-
ing is the number of blank lines to be left in the top margin. If the
answer contains a fraction, disregard the fraction.

L. After dividing, add 1 to your answer. You begin typing on this line.

Example: Suppose you have a problem with 20 typed and blank lines combined
to be placed 1n exa:t vertical center on a full sheet of paper.

(a) 66 available vertical lines on a full sheet
-20 total typed and blank lines needed for problem

L6 total blank lines remaining on full sheet

23 +1 =2}
(v) 2L

You would leave 23 lines blank and you would begin typing on line 24 for
exact vertical center on a full sheet.

Example: Suppose you have a problem with 20 typed and blank lines combined
to be placed in exact vertical center on a half sheet of paper.

(a) 33 available vertical lines on a half sheet
-20 total typed and blank lines needed for problem

13 total blank lines remaining on half sheet

6 +1=7
(v) 2[13

You would leave 6 lines blani aund ,ou would begin typing on line 7 for
exact vertical center on a half slecet.
=i
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VERTICAL CENTERING ILLUSTRATION

The following diagram at the left illustrates the first example on page L of
this package You have a problem with 20 typed and blank lines combined to
be placed in exact vertical center on a full sheet of paper.

Bxact Vertical Center : Reading Position
21 blank lines
23 blank lines (reeevcenscnsncecsnsunneseT Beﬂ.ﬂ on un'
’ v ]
gin on line 2l peeccmccommomccccccoaanes - , '
! ' | !
I | ! !
) | | '
I ' N '
| ' ' :
: : : 20 lines ir problem |
| ! |
: 20 lines in problem ! :
1 |
: | i |
I i
: ! : l
} | |
] : | )
‘ ' ‘- -------------------- .---J
! I
Liceccccaccrncocmacuaanas J 25 blank lines
23 blank lines

Adds up to 66 lines total-enumber of  Adds up to 66 lines total-snumber of
available lines on a full sheat available lines on a full sheet.

(a) 66 available vertical lines on a full sheet
-20 total typed and blank lines needed for problem

L6 total blank lines remaining on a full sheet

23 + 1 = 2}4-<1ine on which you v i.a typing
(b) 2146 for exact vertical center

Reading Position means beginning the entire problem 2 lines higher on the page
than exact vertical center. Your eye tends to go toward the top rather than
the bottom when looking at any poster, book, or typed problem. This means
placing two extra blank lines in the bottom margin.

In the above illustration for reading position, you would merely gubtract 2
Q from the line you would begin on for exact vertical center. Thus you would
[MC begin on Tine 22 for reading positaon, .

_ 52
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Cover the bottom hali of this sheet and figure here the following problems.
Check your answers with those at the bottcn when completely finished.

(a) On what line would you begin typing to center vertically a problem with
29 typed and blank lines combined on a full sheet? Remember: In typing
you always drop fractions.

(b) On what line would you begin typing if you placed 17 typed and blank
lines combined on a half sheet? Remembers How many lines are there
available on & half sheat?

(c) On what line would you begin typing to place Problem B in reading posi-
tion?

(a) 66 available vertical lines on a full sheet 18% + 1 -
-29 total typed and blank iines needed for problem  2[37

37 total blank lines remaining on this sheet

(b) 33 available vex;tical lines on a half sheet 8+1=
=17 total typed and blank lines needed for problem  2[13

16 total blank lines remaining on this sheet

(c) Subtract 2 from the line on which you begin for exact vertical cente-
in order to got reading position

9«2 = nne@for reading position

=3
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VERTICAL CESTERING ON SPECIAL SI1ZE SHEETS

If you know the Jenpth of any sheet of paper, you can figure the number of
available linee 1 Jhai shunt: ~+4 1F yau ket the 'nmber of lines needed

for your problem, jou can dete: iine ths correct lir . on whicii to begin typing.
Tha procedure for figuring vertical placement is tic same as for a full or a
half sheet after you know how many lines you have available on your sheet,

Example: You have a sheet 9 inches leong and you want to type a problem with
34 typed and blank lines combined on it.

one -

.inch-§

6 vertical lines

INXXXNN

9!!

1. How many available vertical lines are there on this sheet? (6 vertical.
lines in one inch times 9 inches = 5S4 available vertical lines)

2. On what 1line would you begin typing for exact vertical center?
(a) 54 n of availablo vertical .inos oun this special size sheet 9 inches
-gg igzgl typed and blank lines needed for problem
20 total blank lines rcimaining on this sheet

"0 ¢+ 1 = 11 (You wonld leave 10 lines blank above the problem and

(b) 2l20 you would bogin iyping on lino 11 for exact vertical
center.)
Q
ERIC 3. Ca what line would you begin typu:g for xcrding position? (Begin on

1ine 11 for exact vertical center, g0 subixact 2\£or reading position;
B U Sy W ST NS S U W B ST VPO e e E T PV - 254
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Cover thd bottom half of thils shoot and figuru hero tiho follouing problems,
Check your answers with those at the bottom when completoly finished.

() How many available vertical lines are there on a sheet that is Gy inches
long?

(b) On what line would 3

st Vegln typing to place a problem with 17 typed
and blank lines combined on ihio

sheot 6% inches long?

(e) On what .ino would you beglu typing to place a problom with 25 typed and
blank lines conbined in reading position on a sheet 7 inches (width) by
10 inches (length)?

- reem e s

?:&-)3 &5 (e 'ht‘a&t’aj (Ma) .
(l) N X b uvaatical {ines wo ome inek
J

L avai labl, veaatil Pimes o tRis afut c-.'s."l«a

-

(v) 39 available WAt cal Fines o this afeet C"L“ (o-a 11+ 1 @
=17 tetal *ard and Llanie fines weedod J’w Protleny 2y
22 tetal Lok Pines Afmainiag ow hig olget
7" LD et avon meed 4o Rams widi]
t 10 {nckeo e
X & vatical fines wo one inch
60 Waildls, wntitel (ines o R oFaet 10° ‘ﬂz

-

.

[ Y8}

34
.bv
PR

] L0 availalls weitigal lines
-_’_:E il *a?d and blnk fines -..-ug...,..u-.

3 5 (0"\1 K(M\k K’)\es Mhﬁl’-\:tz L &&tt

l'?i 12 18 Joa wtect wadiond Gala,

39
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1.
2,

3.
L.
5.

BASIG RULES FOR VERTICAL GEWTERING

Count to sec how many lines you need for your problon.

Subtract the number of lines (typed and blank) noeded for your problem
from the numbor of availatle vertical lines on that particular sheet
to got the total blank lines remaining on the shoot,

Divide the total blank lines remaining on the shoet by 2,

Add 1. You bhogin typing on this lino.

For reading position, subtract 2 from your answer in Step L.

#* W #* ¥ %

If directions for a probiem indicate that you are to leave a 1" top margin,

you leave 6 blank lines or 1 inch. You begin typing on line 7. Thus, if

you are to leave a 2" top maryin, you wonld leave 12 blank lines and begin

typing on line 13, etc.

#* % ¥ ¥ %

If directions for a problem indicate that tho probleca is to be centored

vortically, this means exact vertical conter. Directions state when a

problem 18 to be placed in reading puoiv.on.

56
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1c

QUESTIONS ON VERTICAL SPACING

Answer the following questions on this sheet. You must show your figuring
for any problems. Flace answers in the left column,

1.

2.

3.

How many available vertical lines are there in one inch?

How many available vertical 1lines are there on a sheet S
inches (width) by 7 inches (length)?

On what line would you begin typing if you placed 37 typed
and blank lines combined on a full sheet in reading position?

On what line would you begin typing if you placed 9 typed and
blank 1ines combined on a half sheet in exact vertical center?

On what line would you begin typing if you needed a 2% inch
top margin?

How many blank Jines are there in your to, margin when you
are using a 1% inch margin?

How many available vertical 1ines are there on a sheet ths
inches (width) by 8% inches (length)?

Is vertical spacin .3
machine? (yos or no)

Iy different on an elite and a pica

What is the length in inches of a standard size sheet of
typing paper?

On what line would you begin typing if you placed a problem
with 25 typed and blank lines combined on a special size sheet
6 inches (width) by 8 inches (length) in reading position?
(Drar a diagram on the back of this sheet.)

Y4
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UNIT II:

TASK 3:

RATIONALE:

OBJECTIVE:

TYPING ESSENTIALS
WORD DIVISION

Some words can be divided at the end of a line in typed copy; -
some words cannot be divided. Both frequent word division and
uneven right margins detract fram the appearance of the copy:
I1imit division to those words which would speil ‘a reasonably
even right margin. -

Words can only be divided between syllablea. However. acue'“ )
words cannot be divided even where there 1s a syllable as the
following practices will indicaie.

If it is possible bto divide a word correctly in typing, you
are to type a hyphen at the end of the line to indicate the
division. The rest of the word should be placed on the follow-

ing line.

Upon completion of this task package, you will be able to

divide 18 out of 20 worls .in the proper place.
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LEARNING ACTIVITYs

LEARNING PRACTICE:

TESTs

Study the word divislon ruius on e followling shoets

under "Input."

In each practice cycle, do the exercises under "Fractice."
Write at the right of the syllable division the correct
typing word division. If a word cannot bo divided, write
1t without a hyplen. As you finish each practico cycle,
check your answers under nKnowledge of Rosults." When
you have finished all practice cycles and have studied

thoroughly all your rules, do the Final Review on the

" last page of this package. Do not refer back to any

source after you look at this Final Review.

Written. You must divide correctly 18 out of 20 words.

59
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PRACTICE CYCLE 1

Input: (a) Do not divide words of five or fewer letters although thore are
syllables within the word as a1l so.

(b) Do not divide words of one syllable as through, clipped, and
strained.

Practices Cover the bottom of this page. Write the correct typing word divi-
sion for each wori.

lo cal
witched
pet al
ex it
ju ror
flown

Knowledge of Results:

lo::pal local

switched switched
”~

pet\,al potal

ex::;t exit

ju::yor juror

flown flown

(N}
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~rY AT T 0
FRaCTICE TyGIE ¢

“trogs or ex press.

of a word; such as & ¢

(a) Do not separate a syllable of ore ¢r TWO letters at the beginning
a (see Practice 2a.)

(b) Do not separate a s 1lable of one or two letters at the end of a

word; such as stead™~y or greatz\_z. (See Practice 2b.)
L L

(c) If you are going to divide a word, you must lehive at least a three-
letter syllable at the end of a line as in con-trol, and you must

carry to a rew line at least a three-letter syllable as in care-

ful. (See Practice ¢c.)

Knowlcdge of Resultss

(a) 1g"hore  ignore (v) dark'f:en darken (¢) hand - ful
1ogcate locate mag - nii; y mag-nify dou - ble
a”gainst agaiust a/jlaptc er adapter pre - tense
auf:tmnn autumn a/:'im%}i alusnl gen - tle
im/jpress impress a':’genf}da agenca cur - tain
ro__mance romance like‘f;ly 1ikely gar - bage

61

Practice: Cover the bottom of this page. Write the correct typing word divi-
sion for each word.
(a) ig ncre (v) dark en (¢) hand ful
lo cate mag ni fy dou ble
a gainst a dept er pre tense
au tumn a ws ni gen tle
im press a gen da cur tain
ro mance 1ike 1y gar bage

hand-ful
doueble
pre-tonse
genetle
cur-tain

gar-bage
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PRACTICE CYCILE 3

Inputs (a) Divide after a one-letter syllable within a word, as sep[?a.-rate.
(See Practice 32.) ~

(b) However, if the word ends in a” ble, i” ble, or ical, you must
keep those last two syllable endings together as a unit, as
do:_l}pend-(a ble. Notice the difference in the word sen- si- blo.
In this latter word the i is not a syllable by itself. Therefore,
you cannot keep ible together here since you cannot divide a word
unless there is a syllable division. (See Practice 3b.)

(c) If two one-letter syllables come together, divide beiween the vowels;
as grad” n-a dtion. (See Practice 3b )

Practices Cover the bottom of this page. Write the correct typing word divi.
sion for each word, If a word can be divided correctly in more than
one place, write a hyphen at each proper typing division.

(a) par a graph (b) in fat u a tion
ex per 1 ment " chem 1 cal
fa ci1l 1 ties lik a ble
op er a tions prac ti <cal
a nal y sis phys 1 cal
hand 1 cap au di ble

Knowlcdge of Results:

(a) par'f}; - graph para-graph (v) infffa@- @ion infatu-ation
mc:)eri\i =ment experi-ment chem~@ chem-ical
£a7c11<3 - ties facili-ties 1ik-@3_ble lik-able
opffar@ - tions opera-tions prac -~ t1—cal prac-ti-cal
a’j\wal@ —-s8is analy-gis ptws-@ phys-ical

El{llC‘ hand<"1 = cap hand? -cap au_di = ble audi-ble

(334
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PRACTICE CYCLl_ 4

Inputs (a) If the final consonant in a word is doun.od when adding a suffix
(ending), divide between the double letters; as, con =~ trol=ling.
(See Practice La.)

(b) However, when a syllable is added to a word that ends in double
letters, divide after the double letters; as, ex Jpress—ing,
un_’ ~ing. (See Practice 2b.)

Practice: Cover the bottom of this page. Write the correct typing word divi-

gion for each word. If a word can be divided correctly in more than
one place, write a hyphen at each proper typing division,

(a) ex pel 1ling (b) call ding

pre fer idng bless ing
pa trol 1ling sell d4ng
mt ting bill ing

Knowledpe of Resultss

(a) ex?pel -ling expel-ling (b) call=ing call-ing
pre - fer —=ring pre-fer-ring bless - ing bless~ing
pa::)trol =ling patrol-ling sell —ing soll-ing
hit=-ting hit-ting bill-ing bill-ing

a3
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FRACYICE CYULLE b--Final Steps! ||

(a) Do not separate a lelab e thatl does not contiin a vowel froa tho rest
o¥ ihe woid; such ags dic Yﬂt This actually eliminates the {yping
division of all vontractions.

(b) when dividing woads, type ciel, tial, clon, sion, tion, sive, and
Live as a unit; as im” par-uljl de ¥struc - tive.

(¢) Cowpound words written with a hyphen should be divided at the hyphen
onlys for example, self-conl trol.

(d) avuid dividing initials, proper names, numbers, or abbreviations.
Initlals or a given first name may be ueparated from a surname (last
nawe) when necescary, ags lirs. John R./Sith. A date may be geparated
botieen the day and the year as September 18,/19--. In these instances,
10 hyphen ig usud at the end of the line.

(e) Do not divide words at the ends of two or morc consecutive lines--
that is, at the ¢nds of two lines right together.

(£) Do not divide the last word in a paragraph.

(g8) Do not divlde the last word on a page.

Practice:s Covor the bottaa of this page. Vrite the corcect typing word divi-

sion for cach wu.d. If arord can be divided correctly in more than
one place, wurite a hyphen ;i cach proper typing diviasion.

oc ca sion

at ten tive

Mr. E. R. Hum phrey
self-cen tered

are n'‘t

Knowledge of Rcuults:

oc ~ca =~ sion occa-glon

A
at ten—tive atten~{iive

S’
} ;. R/ . B. Re/Hwaiphres
Mr. E. RJ/Hua™ )hlej lre E. Re/Huaiphrey
self-cen” tercd selr'-centered

ars’ u‘t | G4 aren't
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Covor {ha 1iphi side of this shoet.

divide ihy words in Colwm 1. Use « lypb-n ve show whoie

FINAL REVIRY

Cil & uexrap sheet of pajp2r, you aro to

such division(yu)

can bo mrde, Divide cach woid as mwmy plees ag possible by ap plylug tho
Lyping >ules to the dictionary uyl! blesg shown in Column 2. If o word cannot

be divided, merely rewrite it without a hyphon.
all 20 words, check your answsis with those in Column 3.

turn back and review the appropriate rule.

l. mpaiagraph
2, animate

3. Joily

L. believable
5. peuaitting
6. $168.32

7. operations
8. old-fashioned
9. diary

10, strength
11. agenda

12, leisure

13, advice

1. delicate
15, clerical
16. valuablo
17. spslling
18, Connecticuti

19, Jinmy H. Horris

Py a  graph

an i mato

jol 1y

be liov a ble

per uit ting

op er a tions
old-fash ioned
di a

strengu..

a gen da

leli swe

ad vice

del 1 cato
cler i ca!

val u a ble
spell ing

Con ncct i cut

Jim my H. lor vris

6>

When you have finished

If you miss any,
para-gzdph
anl-wate
jolly
boliev-uable
per-mit-ting
$1063.32
opr2ra-tions
old-fashioned
diary
strength
aranda
lei-gure
advlce
deli-cai2
cloreical
valu-zblo
Spolleiny

Gunnocticut

Jitoy Hesliorrla (no hyphen
I uscd at all but you may

fy12 eniviro lagt nano on

next line)

R T

A B L3RR B 4 Ew A b w Y
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UNIT 1T+ CENTERING AND SIMPLE TABULATION

RATIONALE: Unless the skill and knowledge you have acquired thus far are
transferred to problem typing, they are of little value to you.
Typing problems, not drills or timed writings, will make up
your typing load, whether your typing is for personal or pro-
fessional reasons. In this unit you will learn to center typed
1ines horizontally, analyze proofreader's symbols, and type

tabulation problems.

Main headings in reports or themes require information centered
horizontally in all capital letters. This placement calls

' special attention to the heading.

Proofreader's symbols are handwritten markings used in rough
draft copy (typed copy with correction gymbols in it). Ocea- "
sionally an employer " .1 ask you as his secretary to type
something hurriedly without correcting mistakes. If readable,

the copy is satisfactory for his use. The employer then uses

the rough copy to evaluate the contents of the letter or report.
He will make many handwritten changes and other corrections before
he returns the copy to you to be typed in its final fom. You
should study your proofread:: symbols carefully so you may

understand the corrections desired in final copy typing.

Tabulation problems consist of typed material in column form.
Tabulation problems position information in a neat, orderly

fashion for ease in reading.

K7




OBJECTIVE:

LEARNING ACTIVITY:

LEARNING PRACTICE:

Upon completion of this unit package, you will be able

to center problems vertically and horizontally (including
simple tabulation) to an accuracy of two horizontal spaces
and two vertical lines.

There are no individual task packages for this particular
unit., However, at the back of this package there are
study sheets on horizontal centering, proofreader's
symbols, and tabulation. You should consult these sheets
as you get to these sections in your problem typing. You

will be referring to pages 59-84 in your Brown Text.

Pick up the correct amount of paper before beginning each
section. This practice will be divided into three sections.
Correct errors in all problems.

Section 1--Horizontal Centering (6 half sheets, 1 full sheet)

LOB, p. 67 (Read "Steps for Horizontal Centering" on p, §
of this package. Type problem only once.)

LOC, p. 68 (Type Problem 2 only.)

L9C, p. 80 (Read instructions at the left before beginning.
This problem is v ° ten entirely in ionghand;

this is called sciupt copy.)
42C, p. 70 (Type only once. Read instructions carefully!)

L3D, p. 72 (Type only once correctly,)

68

1
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Section 1 {cont.)

LLB, p. 73 (Two problems--Type Step 2 and Step 3.)

HOLD THESE 7 PROBLEMS UNTIL YOU COMPLETE SECTION 2!)

Section 2--Rough Draft Copy with Proofreader's Symbols
(1 half sheet, 1 full sheet)

Study "Proofreader's Symbols" on p. 6 of this package.

35E, p. 59 (Use a half sheet; 60-space line; DS; 1" top
margin.)

36E, p. 61 (Use a full she2t; Sh-space line; DS; center
vertically.)

TURN IN SECTIONS 1 AND 2! (9 problems total)

Section 3--Simple Tabulation (9 half sheets, 2 full shects)

LOD, p. 68 (Read very carefully directions for typing
simple tabulation problems found in this
problem. Type problem only once. Use a half
sheet; begin on lins 16; SS.)

When you have finished your problem, look
at it carefully. If you have typed it
correctly, the outside margins should be
equal and between each column there should
le 6 blank spaces.

ramenber: In a tabulation problem the first
column begins at your left margin. Thus if
there are 6 different columns in a problem,

the first column will be at your left maigin.
and there will be tabs set for the remaining

5 columns. In tabulation problems, the right
margin is NOT set; it just remains at the right
edge of the paper.

118, p. 68 (Drill 2 only)

Problem 2, p. 75 {(vcilow "Steps for Typing a Tabulation
Problem" found in this package and review
top of p. 75.)

Problem 1, p. 76

RS9




TESTs

Section 3 (cont.)

47C, p. 77 (Type Drill 1 and Drill 2. Use half shests,
Leave a 2" top margin. Figure left margin
and set it, Set a tab for Column 2 just
ignoring completely the columnar headings.
After you have set margin and tab but before
you have done any typing, figure and type
columnar headings. Follow directions at the
left side.)

h?E, p. 78

L8D, p. 79

L4BE, Problem 2, p. 80 (Remember to even or align at the
right side the figuresin Column 2.)

L9D, p. 81 (Problem 1 only. Refer back to p. 80 bottom
left corner and read before beginning to type.)

PrOblem 3, P Bh

TURN IN SECTION 3! (11 problens)

Iyped on infoimation in pages 59-84. The material will
not be arranged so be sure you know correct spacing
between main and secondary headings and between secondary
and columnar headings. After g columnar heading, remember

you always double space,

70
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1.

2,
3.

. 6.

7.

STEPS FUOR HORIZOHTAL CENToil™G

Make sure the left edge of your paper is at zerc according to the cylin-
der scale.

Move your margins to the edge of your paper.

Clear all tabs.

Move the carriage to the exact center point of your paper and set a tab

if each and every line in the entire problem is to be centered horizon-

tally.
Backspace from the exact center point one time for each two letters and/or
spaces in the line to be centered. If there is one letter left, do not

backspace for it; for example:
;a(odd letter; do

Free Tgygfing for Q}?ff;f3§J§92}3z not backspace

v \“r' for it)

(center point)
You have half your line on the left side of your center point and half
your line on the right side of your center point. You may use the left
index or first finger (manual machine) when you are backspacing a great
deal. 1In straight copy typing such as timed writings, etc., always use
your little finger to move the carriage just a few spaces backward.
Begin to type at the point where the backspacing is completed.
Tabulate to the center point, backspace one time rfor each two letters
and/or spaces in the second line and type. Continue in 4his manner until

all lines have been typed.

1
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e o /

atet

PROOFREADFR'S SYMBOLS

Meaning
insert

insert period
capitalize

close up

lower case letters
(nct capitals)

"Let it stand" or
"Ignore correction."

undexrline
adu space

delete or leave out

transpose or
turn around

move left
move right

paragraph
apell out

I1llustration
5 can,
Bob said,“If you can go,,\I hgo."

Bob can driv® The
bob Martin
(or)

all about planes

many d_Y the

See the #%k. OR See the Bbok.

#l’ ts
if'l-*con-trén-ﬁone Received

(actually changed mind
twice; type the word
Contributions.)

Do not talk out of order.

manygtt"-—the

many of thezse
(or)

many of a3 these

many of Qﬁ

(or}

E Place the book hers.

Place the book here.

a
@ Pas North Carolina
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1.

STEPS FOR TYPING A TABULATION PROBLEM

Place the problem on the page correct vertically.

Type any main or secondary headings.

Move the left and the right margins to the edge of the paper.

Clear all tab stops.

Move the carriage to the exact center of the paper. Do NOT set a tab.

Notice spacing between columns--usually an even number of spaces (L, 6,

From the exact center of the paper, backspace 1 space for each 2 letters,
figures, symbols, and spaces in longes. line of each column and for each
2 blank spaces left between columns. (1f the longest item in a column
has an uneven number of spaces, couple the last letter of the item with
the first space between the colunns when backspacing by 2's, as in

refer 4 man L half
——— — ——— 4 spees 4§ qparcs

—
re/to/rd/ #4/H/an/ 4/ H/ha/1t
When you have Iinished backspacing, set the left margin.

From the left margin, space forward once for each letter, figure, symbol,
and space in longest line in the first column and for each space to be
1eft between thne first and second columns. Set tab stop at this point
for the second column. Follow similar procedure when additional columns
are to be typed.

Note: If you type a tabulation problem correctly, you will have the

correct number of spaces between columns and the outside margins at the
left and at the right will be equal.

Typing a Coi: 'ar Heading

From point at which column begins, space forward once for each two letters,
figures, symbols, or spaces in the longest line. This will give you the
center of the column.

From center of column, bsckspace once for each two 8paces in heading.
Beg'n to type columnar heading where backspacing ends.

R
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UNIT IVt

RATIONALE:

OBJECTIVE:

PERSONAL AND BUSINESS LETTERS

Letters plus term papers sre perhaps the two most important
type problems you will encounter in Typing I. In typing
letters you should always strive for good form, neatness, and
accuracy becsuse you are "selling" your qualifications or
your organization to someone else and you definitely want to

make a good impression.

A carbon copy is made of most letters in business offices,
because one copy always remains on file for refsrence. Qffices
also have printed stationery (letterhead stationery plus a
matching envelope). In addition to looking attractivs, letter-
heads save a secretary's time since she does not have to type a

ragturn address on either the letter or the envelope.
There are two basic letter siyles--block style and modified

block style. See which style you prefer!

Upon completion of this unit package, you will be able to type
personal/business and business notes and letters in block and

modified block styles tc a degree of $8 percent accuracy.

S




TI-IV 2

LEARNING ACTIVITY:
There are no individual task packages for this particular
unit. See cassette tape 4-1lA on personal/business
letters before beginning Section 2. See cassette tape
4-13 on strictly business letters before beginning
Section 3. Also consult the illustrations and study
sheets in this package. You will be referring to

pages 86-96 in your Brown Text.

LEARNING PRACTICE:
Pick up correct amount of paper before beginning each

section. This practice will be divided into three
seotiond. Correct errors in all problems,

Section l--Memos and Personal Notes (5 half sheets)

Memos in Block Style

53C, Problem 1, p. 85 (Read the actual content of this
memo before typing it. Type
problem oniy once.)
What does block style mean?
Problem 2, p. 87 (¥alf sheet; 60-space line; SS)--top

Pergonal Notes

Problem 1, p. 87~-bottom
Problem 2, p. 89
56C, p. B9 (Step 1 only. Follow directions and THINK!

HOLD THESE 5 PROBLEMS UNTIL YOU COMPLETE ENTIRRE PACKAGE!

EEQU;‘ 76




TI-IV

ERIC

Aruitoxt provided by Eic:

Section 2--Personal/Business Letters (3 full sheets)

Have you listened to tape L-1A7
Problem 1, p. 91

Problem 2, p. 91 (Chang=s the return address to your own
home return address. See return address
illustrations in this package. Send
letter to Dr. Newkirk. What would be
the correct salutation for this letter?)

Problem 3, p. 91 (Notice that the correct salutation for
a letter addressed to a company is
just Geni.iemen NEVER Dear G nt%emen)

What does modified block style mean?

What is mixed punctuation?

What is open punctuation?

HOLD THESE 3 PROBLEMS UNTIL YOU COMPLETE ENTIRE PACKAGE!

Section 3--Business letters (3 lettarheads, 1 onionsidn,
6 small envelopes)

Have you listened to tape L-137
59D, Provlem 1, p. 93

59D; Problem 1, p. 93 (Retype the same letter again but
tris tine use blogk style. Ine
pacing between various raris is
ne gsame, bui where does every
ine bagin in block style?)
Problem 2, p. S5 (Study a-w to type carbwn cories in 552,
53 and in this packags.)®
he carbon parer (glosey or
once you have
acx in the machins

1Y
inserzed your o%n pack in ¢
o begin typing?

and are ready

re o} anlr Ta A ne . ~ e
A ~arbon rack iz compossed of what parts?

#men you itype a vroblem with a carbon
. &opy, make sure you finish c‘e protlem
. compliately 1f%er ym ssard 17 rossiole,
It ig often difficult bo realign the

origiral and carbon cory (which you
cannot even gsee) at a later date.




TI-1V N

Section 3 (cont.)

Address small envelopes for all letters in Section 2
and Section 3 (6 envelopes total).

Study 61B, p. 96 including the bottom or
refer to "Typing Small Envelopes" in this
package.

Place each letter on the right side of

your desk and address envelope directly
from typed letters. The envelope address
should agree with address(es) in the letter
in oonten%, style, and spacing.

For the envelopes in Section 2 you must
type both the return address and the letter
address.

For the envelopes in Section 3 you do not
need %0 type a return address since you typed
these letters on letterhead stationery and
would, therefore, have matching envelopes
with a printed return address. (Assume on
business envelopes that you have a printed
return address always.)

TURN IN ALL PROBLEMS IN SECTIONS 1, 2, and 3!
(11 problems total plus carbon oopy and & envelopes)

TE3Ts

Written or typed.




TI-IV S

LETTERS

"are are two basic letter styles: block--every line begins at left margin

modified block--(1) return address (if
one) and date begin
at center point

(2) closing lines begin
at center point

There are two kinds of punctuation: open--no punctuation after salutation
and no punctuation after compli-
mentary close

mixed-~a colon (:) after salutation and
a comma {,) after complimentary
close

Parts of a business letter in the order that they appear in a letter:

return dddress (if no letterhead)
date
letter address
salutdation
body
complinentary close
signature (in longiand with a peit never a pencil)
typed name
typed official title or position (if one)
typlst initials (also called reference initials)--the first
letter of the first and last names of the
typist which appear on a letter in small
letters with no periods or spaces. Through-
out the textbook always use your own typist
initials regardless of what the initials are
in the problem.
enolosure notation--When the body of a letter states something
is enclosed (or peingz sent in the same
envelope with the letter), then an enclosure
notation should be made two spaces below the
typist initials. For example, two enclosures
might be shown as followa:
(1)- Enclcsures
(2) ®nclosures 2
{3) Enc. 2
(L) Enclosurea: Check for $528.50
. List of Salesmen

79




TI-1IV 6

Carbon Copies

carbon pack:t plain sheet or letterhead (sheet with name of company or
organlzation, address, phone
number, top executives, eto.
already printed at the top)

carbon paper (dull side toward you after pack is inserted
In the typewriter)

onionskin (a thin paper used for carbon copies. A carbon
copy is made of most letters in an office and
filed. If filed, the carbon copy br onionskin
sheet would normally not contain a signature.)

Carboii Copies: To make one carbon copy, place a sheet of carbon paper
(glossy side down) on a thin sheet of paper (cnionskin)., On top of the
carbon paper, place the original sheet. After stacking the carbon pack and
while holding the pack firmly, insert it in the typewriter and turn the
right cylinder knob slowly until the carbon pack is positioned around the
cylinder. Then operate the paper release lever t9 even the tcarbon pack at
the top and to prevent streaks fram appearing on the carbon copy dus to the
carbon paper itself wrinkling. Once you are ready to begin typing, check to
makée sure the dull side of the carbon paper is now toward youl

Por each additional varbon copy, just add arother sheet of onionskin (bottom)
and andther sheet of carton paper (top).

Typing and making one carbon copy is known as preparing copy in duplicdte
(two copies--one original and one carbon copy). Typing and making two
barbonl sopies is known ds preparing copy in triplicate (three toples--one

<
~vigloa? snd two carbor coplem), ete,

Different address lines for use in eit.or a return sddress or & letter addreass:

1708 Marle Street Reute I, Forest Hills
Sanford, N. C. 27330 Sanford, ¥. C. 27330
P. 0. Box 392 Route I, Box 286

Sanford, N, C. 27330 Sanford, N. C. 27330

If an address applies to a small cormuniiy where there are no sireets, ete.,
place the name of the towri on one lino and the name of the state on the next
line as follows:

Missg Jane Jackaon
Cumnock ,
North Carolinz #8602

You always need at least three lines for the letter address,

80
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a PMAPTL(;Z J/Buaina Jettew (h’(od.‘é:"gd Bleck Style

Mived Punctuatien
5c-ape line)

Jﬂ-t tu.z'
Zﬂw Line on wiionk g &eg;u 2 Llank apacea let feerns
the Actian adduan doponds WPon %d‘tu&, wod LIP Code

the Gonyth of the fedy 17LL Rosemont Drdve

) . Sanford, N. C. /27330
Mt addaas (3‘3“" of canlin Pelnt on Current’Date

Lire 18.)
a!u"‘,“' tme dam. 4 Cines
tc Re itm QJ([A&A‘,
Director of Adr. 1ons

etrn wdd ) Meredith College
e anas Raleigh, N, Oy 270410

Ac\.t’ktc‘.tq:m os &ar 3irs \ 2 uv.)\k A.Pru‘uu
28l
As a serdior at Sanford Central High School, I am
interested in applying for admission to Meredith
College for the 1973-74 term. Please send me an
application form plus any informaticn concerning
lod scholarships and loans that are avalliable, If I
a am to attend college in September, I shall need
some fimancial assistance, I would even consider
a vork-study program.

If a personal interview is required, please notify
me and speocify any additional information I might

neead,
! Sincerel u
(.’MP(thun.tmz lesw_ ahm&- d om ncerely yours,
A(‘gxo.flm_b h Uney Co
the tapud .

tarad nawe. neome. Your Typed Nanme Pita, inclade M
(‘J-ﬁ( * w(‘tﬁskt' ?lv\(b\tﬁgs
‘d-z,'w-., g o taped neme. .
the dt‘a)\c&u\p Chen, dy v
uie m‘ﬂ&.« M ’,\'\‘0
B{na, de mot Lse M.

. e then, t‘,j?ed name & aiy

. mixed punctuation--colon after salutation and comma after complimentary close

opan punctuation--NO punctuation after salutation or after complimentary close

TS




TI-IV 8

To address a small envelopet Type the writer's or sender's return address
(1 one) in the upper left corner. (You do rot have to type 3 return address
on an envelope when it is already printad to correspond with matehing letter-
head stdtionery.) If you must type the return address on an envelope, begin

. on the second line from the top edge and the third space from the lelt edge.
Use block style and single space.

Tvpe the first line of the letter or envelope address about 2" from the top
(about vertical center) on line 12 or 13. Begin about ?i‘" from the left
adge. Use block style and single space, no matter how many or how few lines
are required.

A ZIP Tode number is found in both the return address and the letter address.
A person's title is found in both the return address and the letter address
of an envelore.

Snall Envelope

Lire 2 (Actual 3ize--6 172" x 3 5/8")

P (D

Miss Karen Jones
‘ace 3_% 174l Rosemont Drive
Sarford, N. 0. 273%

b

4
- 2wt ) Director of Admissions
Meredith College
Raleigh, N. C. 2710

You may spell in full a state name (California), abbreviate it according to
the old standard atbreviation (Calif.), or abbreviate it according to its
2-letter ZIP Code abbreviation designated by the U.S. Fostal Depar‘ment

, (Ca). The Postal Department prefers that ZIP Codes be used with all state

' names regardless of whether the name is spelled in full cr the old standard

' abbreviation is used. ZIP Codes must, however, be used with 311 new 2-letter

"o abbreviations as CA 75331.

ERIC R2
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UNIT Vi

RATIONALE :

" OBJECTIVE:

SUMMARY PROJECT I

This unlt will consist of various problams you should now know
how tc type. Your ability to think, read, and epply your
knowledge in neatly and accurately typed problems will be of

utmost importance.

Upon completion of this unit package, you will have "tested"
your knowledge to type miscellaneous problems ‘o an aceuracy

of 99 percent.
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Aruitoxt provided by Eic:

TI-V

LEARNINZ: AC

LEARNTYNY PrA

PIVIIY:

ACTICE

rno

There are ao individasgl task packapes for this particular
unit. Yoo are to secure help from NO ONE., You will not
be allowed to retype any problem in fnis project. This
entire proiect counts =s a test grade. You will be

referring to pages 93-114 in your Brown Text.

Fick uov correct amount of paper before beginning this
vroject. Use tirted color paper for all problems in
this project., You may neil geb any addisiornal veper;

vou may, however, use tta pack ©f vour srasis. CUsrreci
errors in all problems,

{lh half sreess, i ™11 shwets, 2 srall envelopes, 1
onionskin)

o}

Problen 1, p. lllk--Centered Anrouncemeni. {Flace the
short side of this half she=st,

6=t x 85", at the top. Center the
problem vertically and center eact
line horizoncaliy.)

l"

[
-4
o

)

t
=3
b
o
]
[
]
cr
Lde
<
by
4
>
A
w

o)
j o]

o
4
ol
Ix !
it
4
o

Troblem 3

Problem 1, 48« -~}eno

T
-

Froolam 2, p. 99---Fersonal Lobe

Problen 3, p. 99---Fersonal Business Letter. Do not
type a carbon copy. Address a
small envelope.,

Problem L, ». $9---3usiness letier, Assume *hat von
are uging letterhead stationery and
that you have a printed return iddress
on the envelope. Lo type a ca'bon
copy. Address s small envelopa,.
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UNIT VIs

RATIONALE:

OBJECTIVE:

O'"MLINKS AND TERM rAPZRS

Catlines and term pavers are strzssed in Typing I because even
during your ni:zh school years, you will probably write one or
more term papers. If you type neatly and accurately your short
themes and fer papers, you automatically give your teacher a
positive attisu’e Y-ward your raper. And in gome cases, papers

Th

TF8D! If you hire scnecre to type a simple

¥

m1st be siimitte
theme withon* ¢ven footnotes, you can cxpect Lo pay S04-603

ininimua. per vage for double-spaced copy.

General

This entire unit is centered around the term paper including the
title page, outline, contents with footnotes appearing at the
bottort of the pages, and bibliograpghy. Strive first 4o understand
the format of a term parer; then concantra“e on the actual

h

‘Gyping .

Specific

Upon completior of tnis unit, you will be able w0 Yyne:

1. vutlines {topi: or sentence) to an accuracy of 97 percent.
2. Unbound themes with foocnotes to an accuracy of 95 percent.
3. Complete left-bound term papers to an accuracy of 95-G7

percent.

88
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TI-VI-1 1

UNIT VI OUTLINES AND TE% PAPERS

TASK 1t OUTLINES

RATIONALEs On the page(s) preceding mosi term papers, there is usually an
outline presenting a brief overall picture of the tem paper.
Cutlines are usually short aud relatively simple to tvpe, but

there are ceriain rules which need tc be followed,

OBJECTIVZE: Upon completion of this task package, you will be able to

type ocutlines (tovic or serience) to an accuracy of 37 percent.
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TI-VI-1

Topiec Outline: an oublire ¢
period at the end of eacn lin<.

Cantence Qutlin
containing 2 su
of =2ach stitemen

.

1. Follew directions (if givan) for tiz %op margin of an sutline.
. wise, use a 2" ton margin (elits) or a 137" Sop margin
) if tie outline is long. If the oitlire is f'**’, snor
the entire outline vertically i the yape, rreflerzbly rezding

- T A e o
3., Do no* numbar tane outliine nzge.

L. Ceniar -he main heacing in all caepisal Latiers aczording to the line of
of writing if tne ousline 1z 7ary of 2 lafi-bound term paper.
triple spsce.

5. Doubls spane refore and af-=r excn 7man unmeris io;;c sucn zs I
IV, V, esc. ine remsincer of the cutiics ‘e ortirely single erna

6., Use a capi*al 1 for 1, e-:.

7. RQememher:s omean numerals a:2d be aligned or even at the right

anr .- [ T PO - FrRRRR I [ B PR
J. Leave 2 blank spraces afszr poriods 0 wne end oF tundlvicions as 1.7
~ R . . . e oa s
9. Crder of cutline divisionsg =i subdivisiongs:
- Xy ne -\"\ P S\ ARV Y IR 5 4 YT¥] AT~ [alF W wad
1.//ECCNOHICS OF AUTIVATION 2 r reading-~-TH ALL CAFS)
- bone A D aigmcardie  £F oeadds o .
A A Investment and Proadactavily firel- mier = uvreading--Imporian
’ ~ P A .y
E./‘/-_----_--- ....... '\'.;_:L“‘ Lliran,
3 i 4 B - MIEN o~ - \ ~ A% g A -
1,7/8mployment motility (se.md-crisy supneaddng--ialy First word
L4 Y
g S emmmm - ?apftallzed,
f’ 3
3 Ve enaan w ==~ {8ame ag precedinvg;

[ e
(1) emmmmmememmeoemw (8ame as precedi
(PWmmmmmmmmm et aem e
(a)/-—-—--——~----*--~ {.ame as wreceding)

m
L @Y
e
s

oy
—

ERIC (@ 92

10. T.msve nAnlv ane hlank enara aftar rishi rarenthesis.

Then

compased oF word orrzees. Do not type a

< . - - 3 - - + -
e margins are the saqe 38 Inose used for %oz conterts of the term
o
g

an outline witn zach line being an actual serntence
n {verd), T-pe a period at the end

24 Qther-
(pica) especially

i, you may center
in position,
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UNIT VIe

TASK 2%

RATIONALS:

OBJECTIVE:

OUTLINES AND TERM FAPERS

UNBCUND THEMES WiTH FOOTNOTES

let's begin our study of term rapers (also called mamuscripts)
with simple, unbound ones. This reslly means one-page themes
with one or more footnotes appearing at the bottom of the page
on which the corresponding quote is placed. If you understand

this package, ;"7 should heve no difficulty whatsoever with

the left-bournd term penmer.

Upon completicn of this task package, you will be able to type

unbourd themes with footnotes ito an accuracy of 95 percent.

93




TI-VI.2 2

LEARNING ACTIVITY:
Frior to beginnirg this section on term papers, be sure
that yca know Low to do the following: (1) align eopy
(get the paper back in the machine in correct position
after a problem has been removed from the typewriter
and an error discovered), and {2) squeeze and spread
letters. If you do net inow aither of thase two itens;

see your instructor firsti!

Securs : “ATE CAUGE SHEAT from your instructor. You will

need this snee® to <ype 21l theres and term papersz with

LIARNIIO FRACTICAE:

»2fore beginning this
problanma,

-

A5C, .o 137 (Drill) Type once o.d¥.

#$D, p. 103 (What is the correct gpacing for the contents
of a btnema?)

712, p. 110 {Drill)

ERIC

v 7
Full Tt Provided by ERIC.
X,
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TI-VI.2 L

1.

2,

2,

3.

uBOUNL THEMES WITH FCOTUCTES

Short tnemes and reports are double spaced and typed on &% by 71 inch
paper.

The margins for an untound theme are a l-inch left margin and a l-inch
right margin. Thus on an elite machine, margins are 12 end 90 (102 - 12)3
on a pica machine, margins are 10 and 75 (85 - 10).

Paragraphs are indented (usually 5 spaces).

Crn the first page of a theme there is a 2-inch top margin for elite and
a lx-inch top margin for piea.

“he ma'n heading is typed in all capitals on line 13, centered horizon-
1311y, ard followed by a triple space for elites line 10 for pica.

The bottom margin snould never be less than about 1 inch.

Tar tre second and ail fcllowing pages, allow a top margin of 1 inch,
Type just the page numbter on line 4 at the right margin. Then triple
space *0 begin the first line of content on iine 7 thus leaving 6 blank
lires or 1 inch uv the bov.

If you begin a new paragraoh on 3 page, lyre al least 2 lines of it
tefore continuing on tne next page. You should also carry at least 2
iines of a parazraph to a new page. Therefore, a 3-line paragraph cannot
be divided and placed on separate pages. It should all be typed either
on the “irst vage or on tne followlng page.

Footnotes

Footnotes are single spaced with a double space between each different
footnote.

The first line of each fooinote is indented 5 spaces; the following lines
of the foownote are against the left margin.

Footnotes are usually numbered consecutively (1, 2, 3, etc.) throughout
the paper.

Superior figures (superscripts) cre used to identify footnotes. A
supsrior figure is typed % space above the line of writing by using the
line finder (also callazd raichet release).

A di.lder lire (1% incres long--18 slite spaces or 15 pica spaces) is
used to sevarate the last line of the revort from the footnotes. (The
divider line is oreceded by a single space and followed by a double
space if there is a full page of content.)
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Footnotes icont.)

é.

wher planning where vou should sbop typing the content on a page and
bezin typing tae divider liue, estimnie:

6 lines for the 1 inch te ve lefs blank at tne bothom of the page
3 lines for =acu foobtrcte =hal must appear on the page
2 lines for the divider lise

11 total

Thus, if you had oune footnote tu be placed cni a full page =f content,
sou would shog tvpln - the content on abouv line 11, then single space;
type the divider line, tlen double space and btype the footnote.

o
id

If you did not have a full page of content, you would simply type the
divider 1lire or aboi- 1ine 11 according %o your page gauge shest. You
might, therefore, have considerable blark space before the divider
line. You would still dounle space after the divider line, however.
If you had two footnotes *o be vlaced on 2 full page of content, you
would stoo typing tne conteri, on about lire 1L, etc. For each addi-
tional footnote, the divider line is ralsed zbout 3 lines.

Ellipsis: Used to irdicate omission of words from a quotation; shown by

O

ERIC

Aruitoxt provided by Eic:

bhree alternasing =eriods and spares (V./././), or four alter-
natine periods and spaces if the end of a sentence is included
in the omission {(/./.v././) An example of an ellipsis in the
middle of a sentence follows:

fon may leave , . . if you wish.
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TI-V1.3
UNIT VI
TASK 3t

RATIONALES

OBJECTIVEs

OUTLINES AND TERM FAPERS
LEFI-BOUND TERM PAPERS

The left bound term paper including title page, outline,
contents, and bibliography i3 the most commonly used format
for term papers. You can insert the completed paper in a
clear plastic folder, staple it, or punch holes in it at the

left for binding.

Upon completion of this task package, you will be able to typs
comple‘e left-bornd temm papers to an accuracy of 95-97

percent.
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LEARNING ACTIVITY:

LEARNING rRACTICE:

Swudy the sheeis on "lLeft-Bound Term Papers" on pp. L-12

of this package.

Listen to Tape 6-2 and take notes as needed.

¥ou =may refer io Folder 1 in the fiie ecabinet for

illusirations of completed left-bound temm papars if

This learning praciice consists of ‘wo complete tem
Fapers to be typed! You should ask questions about the
first paper 3as you itype it if you do not understand.

But on the second term paper, you are ito consult NO ONE!
Both term ngpers will be counted as tesis but the second
paper will te evaluated more stricily.

Term Paper I (9 full sheets)
Type the left-bound term paper entitied CHOOSING A CAREER

from pp. 135-138 in Century 21 Typewriting. You are also
+o type a title page and a bibliography from p. 189,

For the content pages, use these directions:

* Lop margin for elite and 1%" top margin for
pleca on first content page

second and succeeding pages top margin 1"

I%" left margin and 1 inch right margin

Double spacing

5-space paragrapb indentions

Footnotes typed on same page with corresponding
quotes or ideas.  Divider 1line and footnotes
typed to leave only an approximate bottom
margin of 1

Numbar the first content page and all following
Pages.

Center all main headings in this term paper
ancording to the line of writing.
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TEST?

Tarm Paper I (cont.)

When finished, you are to staple the completed paper
with three staples down the left margin. Assemble
in the following order: title page, contentz, and
bibliography. TURN IN FIRST TERM PAPER!

Most frequent mistakes on term papers:

1. Not single spacing before and double spacing after
the divider line oa every full page of content.

2., Not placing perdiods at end of footnotes and
bibliographical entries.

2. Not underlining titles of books.

&

Not numbering pages including bibliography page.

A¥24
.

Not assembling final paper in correct order:
title page, outline (if one), contents, and
bibliography.

Term Paper II (6 tinted color sheets)

See Term Paper I before you begin this temm paper to
see what errors you made. Then type the left-bound
term paper entitled THE CHARACTER OF ADOLF HITLER

from the duplicated sheets in this package. [/se the
same directions as in Term Paper I. This term paper
does contain an outline. Remember: You are to consult
NO ONE in typing thie term paper. TURN IN SECOND TERM
PAPER!

Written, typed, or combination on Packages 1L, 15, and 16,

1G4¢
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TI-VI-3 5

1.

Gontenbs

left-bound term wasers arve double spaced and typed oa &' by 11 inch
paper.

The margins for a left-bound term paper are a Ts-inc1 left margin ard
g 1-inck right marzin. 1hus on an elite maciine, maygins are 18 and 97
102 - 12); on a piea maciine, margins are 15 and /5 (85 - 10)., You

allow an exira % iach .in your left margln for the stapling.
Paragranns are inderted (usually 5 spaces).

On the first page of a left-bound term paper there is a 2-inch top
margin (elite) and =z lds-inch tor margin (pica).

m

The main heading is cenbtered over the line of writirgz.

On an elite typewrlter, your tyved line will begin 3¢ 18 and go to 90.
To £ind 3he center boint of this line, add 18 (left margin)
+90 (right margin)
ol elite

108 wemenn Divide 2108 =

Thus SL is yeur new center point just when typing left-bound term papers,
necause your left and rignt margins are not equal. Your left margin is
wider than your right margin.

On a mica typewriter, your typed line will begin at 15 and go to T,
To find %he conter point of this line, add 15 (left margin)
+75 (right margin)

45 pica
=10 JE—e Divide 2[99

Thus 45 is your new center point just when typing left-bound term papers,
because your left and rignt marging are not equal. TYour left margin is
wider than your right wargin.

Headings and Subdivisioas

The main headinz is typed in ail capitals on line 12 (eiite) or line 10
(pica), centered horizontally according to the line of writing, and
followed by a triple space.

Side headings are underlined and typed even with the left margin, Main
Nords are sbtarted with a capital letter. These headings havé a triple
space before them and a double space after them.

Paragraph headings are underlined and indented. Usually, only the first
word is capitalized.
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7. The bottom margin should never be less than about 1 inch.

8, Numbering the first page of content is optional. If you do number the
first page, however, the page number is typed about ’ inch from the
bottom on line li at the center of your line of writing..

9. Short quoted material is double spaced and typed as a part of & pare-
graph. Quotation marks are used if the material is quoted directly;
quotation marks are not used if material is simply paraphrased,

Long quoted material (meaning L or more lines) should be (1) single
spaced and (2) indented 5 spaces from roth the left margin and the
right margin. No quotation marks are used for long quotations.

10. For the second and all following pages, allow a top margin of 1 inch.
Type just the page number on line 4 at the right margl.. Then triple
space to begin the first line of content on line 7 thus leaving 6 blank
1lines or 1 inch at the top.

11, If you begin a new paragraph on a page, type at least 2 lines of it
before continuing on the next page. You should also carry at least 2
lines of a paragraph to a new page. Therefore, a 3-line paragraph cannot
be divided and placed on separate pages. It should 21l be typed either
on the first page or on the following page.

(Footnote Examples--First References)

For information on footnotes, see Unit VI, Task Package 2 (No. 15), pp. 4-5.

For a book with one author:

1, F. Skinner, Beyond Freedom and Dignity (New York: Alfred A. Knopf,
197), p. 125.

For a book with two suthors:

2B411 H. Smith and Richard L. White, The American High School in the
1960's (2d ed.y McGraw-Hill Book Company, 1972), p. LBG. .

For a book with three or more authorst (et al. is latin meaning "and others")

. 3Harold L. Calhoun et al., Contemporary Public Schools {New Yorks Harper
& Brothers, 1973), p. 79.

For a magazine or periodical with an author listed:

46 rome 8. Bruner, "A Vivid Glimpse of the Future,” Saturday Review,
Vol. 42 (January 18, 196L), p. 7.
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For a magazine or periodical with no author listed:

5”Inaginative , Dynamic, but Questionable," Saturday Review, Vol. L7
(June 26, 1970), p. L8.

For a newspaper article with no author listed:

6"Elementary Schools in the sanford-lae County Unit," The Sanford
Herald (November 3, 1973), p. 5.

For an encyclopedia article unsigned:

TnDeway, John," Encyclopoedia Britannica (1972 ed.), Vol. 5, p. 288,

For an anthology:

83tephen Crane, "The Open Boat," in Great American Short Stories,

sd, by Wsllace and Mary Stegner (New York: Dell Pubiishing Co., Inc., 1957),
pe 259.
For a play:

SWil14am Shakespsare, Macbeth, IV, III, 235-2lp0.

(The numbers after the title of the play are understood to indicate
Act IV, Scene III, lines 235-210.)

For an unsigned pamphlet:

1°U. S. Department of Education, Guide for Publie S:hool Educators
(Washington, D. C., 1972), p. 5.

For material from one source quoted in another sourcet

11 1ames B. Conant » The American High School Today, qwted by Frederick
Hnye;- in American Rducation (Chapel Hills University of North Carolina Press,
1970), p. 366.

For an interview:

Rpenry Kissinger, interviewed by Walter Cronkite (U. S. Department of
Foredgn Affairs, Washington, D. C.), 10 a.m., September 5, 1973.

For a personal letter:

13san J. Exvin, Jr., U. S. Senator from North Carolina, to Ray L. MoMillan,
August 18, 1973.
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(Footnote Examples--Later References)

After the first reference to a particular source has been stated, later
references to the source may be ahortaned as indicated in the following
examplest

i
For the same work mentioned in the immediately preceding footnote:

lthido, De 130,

(ibid. is Latin meaning "in the same book")

For a work mentioned previously and other works intervene, the author's last
name and the page number are sufficient as:

ISSkinnery Pe 180. 9‘3 ISSld.nner, 220 ﬁo’ o2 1&0
(op. cit. is Latin meaning "in the work cited")

Use the Latin term loc. cit. meaning "in the same place" instead of op. oit.
when the repeated reference is to the same exact page of a work pmrl'g
mentioned and there have been intervening footnotes. With loc. cit., uu no
page numbers. !

0841 mmer, loc. cit. ‘

For a work mentioned already when using more than one work by the same author,
use & shortened form of the title along with the author's last name:

J"?Sk:l.nmr, Beyond Freedom, p. 160.

For @ book with two authorss
183mith and White, p. L50.

For a book with three or more authors:
19calnoun ot al., p. 90.

For a magasine or periodical with an author listed:
20Bruner, p. 75.

For a magasine or periodical with no author listed: (providing no references
hive been made to other unlisted articies in this same magazine)

2185'r.urdaL!@teview, p. 50.

For a newspaper articl; with no author listed: (providing no references have
been made to other unlisted articles in this same newspaper)

g Sanford Herald, p. 7.
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For an encyclopedia article unsigned: (providing no references have been made
to other unlisted articles in this same encyclopedia)

23_@1_cyclgpoedia Britannica, Vol. 5, p. 290,
For an anthology: (if referring to the same work in the collection)

2lgrane, p. 263.

#If more than one unsigned selection is taken from the same magazine or
newspaper, the footnote must be given in full,
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Bibliograohy

A bibliography is a lisbing of all sources (tooks, magazines, newspapers,
pamphlets, etc.) used in writing a research or term paper. It is arranged
alphabetically according to the firs* author's last name. If a source does
not have a specific author, tisn the source should be alphabetized actording
to the title of the articla.

1. Mumber the bibliography page in the upper righi corner »n line 4, This'
will be the lasth page of your assembled term paver.

2. leave a 2~inch top margin (elite) and a 1%-inch top margin (pica). This
is the same top margln as that of the first page of the contents.

3+ Center according (o the line of writing in all capitals--BIBLIOGRAPHY.
This is typed on line 13 {elite) or line 10 (pica) and followed by a
~iple space,

L. Begin the first line of each eniry against the left marzin. The second
and following lines are indented & spaces. (This procedurs is just
reverscd from the way the footnot2s are typed.)

5. Each entry is single spaced with a double space between different
entries.

6. Titles of books and magazines are underlined with a continuous urder-
gcore; articies from books and magazines are placed in quotation marks.

7. If your bibliograpiy contains more than one book by the very same author,
substitute a line followed by a period as the first parv of the entry.
Do this instead of repeating the nsme; for example,

Teale, Edwin Way. The Golden Throng. New York: Dodd, Mead & Company,
1971, o

- o The Utrange lives of Familiar Insects. UNew York:
Dodd, lMead % Company, 19%9.

8. In each bibliographical entry there are usually 3 types of information:
(1) author(s)
(2) title, edition
(3) publication (place, company, copyright date)
In order to show these 3 divisions more clearly, 2 blank spaces are left
after periods ending these divisions. Notice the spacing separating
these divisions in the following illustration.

Alexander, Carter, and Arvid J. Burke./How to Locate Educational
Information and Data, Lth ed.v/New York: Burcsau of Publications,
Teachers Gollege, Columbia University, 1970.

seFor an 1llusiration of a bibliography, see p. 189 in the Brown Text.
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(Bibliographical Examples)

Ths following illustrations sre arrangad alphabetically from ths
footnote entries found on pp. 6-7 of this package.
(For a magazine or periodical with an author listed)

Brurier, Jerome 8. "A Vivid Glimpse of the Future," Ssturday Review, Vol. 442
(Janvary 18, 196L), pp. 68-75.

(For a book with three or more authors)

Calhoun, Harold L. et al. Contemporary Public Schools. New York: Harper &
Brothers, 1573.

(For material fram one source quoted in another Scurce)

Conant, James B. The American High School Today, quoted by Frederick Mayer
in American Education. Chzpel Hill: University of North Carolins Press,
1970.

(For an anthology)

Crane, Stephen. "The Open Boat," in Great American Sbort Storles, ed. by
Wallace and Mary Siegner. New York: Dell Publisning Co., 1957.

(Por an encyclopedia article unsigned)

"Dewey, John." Encyclopoedia Britannica (1972 ed.), Vol. 5, pp. 285.250.

(For a newspaper article with nov author listed)

"Elementary Schools in the Sanford-Iee County Unit," The Sanford Herald.
(November 3, 1973), pp. L-5.

(For a personal letter)

Ervin, 8an J., Jr., U. S. Senator from North Caroline, to Ray L. McMillan,
August 18, 1973,

(For a magazine or periodical with no author listed)

¥Imaginative, Dynamic, but Questionable,” Saturday Review, Vol. L7 (June 26,
1970), pp. 45-50.

(For an interview)

Kasinger, Henry, interviewed by Walter Cronkite, U, S. Department of Foreign
Affairs, Washington, D. C., 10 a.m., September 5, 1973,
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{For a play)

Shakespeare, william. Macbeth in Complete Works, sd. by Charles Jossph Sisson.
New York: Harper & Row, 1960.

(For a book with one author)
Skinner, B. F. Beyond Freedom and Dignit . ikt Alfred A. Knopf, 1971,

(FPor a book with two authors)

Smith, Bil1l H., and Richard L. White. The American High School in the 1980's,
2d ed. New York: McGraw-Hill Book Company, 1972.

(For an unsignsd pamphlet)

U, 8, Department of Education. Guide for Public School Educators. Washington,
D. C., 1972.

109




TI.VI.3 _ 13

(OUTLINE)

Jrections: Center t.uls topic outline vertically in reading position.
Arrange the outline correctly using proper spicing between
gections,
Refer to Unit VI, Task Package 1 (No. 14), p. 3 on outlines,

THE CHARACTER OF ADOLF HITLER

I, INTRODUSTION
II. TRAITS
A. Viclencs
B. Revence (Personal)
C. Insecurity
III. KEYS TO FOWER
A. Luck
B. Possession of Unusual Jvalities
IV, CONCLUSIONM
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THE CHARACTER OF ADOLF HITLER

When the nama of Adolf Hitler is mentioned today, a dark gloomy over-
shadowing ¢loud automatically appears in the minds of many people. Most
people only think of him as a cruel ruthless dictator who brought heartaches
and destruction to an entire world. Seldom do they stop to question the
unforgseen motives that powered his actions. There is an old saying, "There
is a reason for everything." Hitler had his reasons, bui were they important
ensugh that a whole nation had to suffer on account of them?

Three baasic traits appeared in and dominated the 1ife of Adolf Hitler.
These were his beliei in violence, his desire for revenge against his enemies,
dnd his sense of insecurity.

Most of Hitler's ideas grew directly from his own personal
difficulties in getting along with society. His own family was
of very poor stock, so he persecuted mixed races. His people
had been mistreated in Austria, sc he hated Austria. Ha was
very poor in his youth, so he hated the rich. He had to live in
shelters in Vienna which were supported by Jewish charity, so he
hated the Jews. The Vienna art school said his painting showed
no talent, so he persecuted the style of '‘painting that was then
in fashion. He had been a poor student, so he hated well-educated
people. Hs did not understand the art of living, so he hated the
French who k%new how to live extremely well. He was uncomfortable
in the presence of women, so he removed them from public affairs.

As the first ruler of Germany to rise from the people, Hitler exercised
complete power: He was a firm believer in force or the threat of force,
which was the crudest, b’ 1sually the most effective method. Never did he -
blurt sut a secret and nt . did he let slip an uaconsidered word. Everything
was the result of cold ca.culation. The German people found in him a ruler of
more than human qualities; a man of genius raised by Providence to lead them
into the "Promised Land."

Hitler staked & claim on greatness, but his remarkable powers were com-
bined with an ugly, shrill egotism. Certainly the Chancellor was no fool. His
achievements would never have been possible had he not possessed considerable
intellectual power. Over and over again he used various strategies to seize
power. Histcrical greatness meant more “o him than the happiness or survival
of other people. Hitler made many mistakes, but the greatest was probably
overestimating his own powver.

. Mein Kamph introduced Hitler to the world as a propagandist.? He was a
pastmaster at throwing up verbal smoke screens to conceal his intended moves.
By the image he himself created, he became the last victim of his own propaganda.
He seized everyihing that was to his advantage by lying, cunning, treachery,
and unserupulous means.
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The Army was the main power that backed Hitler's actions. Dutybound,
the Army did his dirty work in political innocence.3 Seldom did his generals
question the reasons and motives for his actions for they feared his power.

The Third Reich of Germany found a malicious pleasure in other psople's
misfortunes or stupidities. Indifferent toward the suffering of others, he
lacked all feeling of sympathy, was brutal, iﬁtolerant, and callous, and filled
with contempt for the common ruin of humaniy.? Pity and mercy he regarded as
signs of weakness. The more absorbed he became in his missions, the more
domplete became his loneliness. He remained lost in a world of inhuman fantaey
whare the only thing that was real or mattered was his own desire.

What factors contributed to the success of Hitler? Luck and disunity of
his opponents account for a part of it, but not all. Hitler began with few
advantages--a man without a name and without the support of a family, not even
a citizan of the ccuntry he desired to rule. To achieve what he did Hitler
needed (and possessed) talents out of the grdinary which in sum amounted to a
political genius, however evil its fruits.

The fact that Hitler's career ended in failure does not detract from its
uniqueness. The passions which ruled his mind were of a mean qualitys hatred,
resentment, the lust to dominate, and where it was not possible to dominate, )
tc destroy. His twelve years of dictatorship were barren of all ideas save
one--the further extension of his own power. To prove that men were governed
by stupidity, fear, and their baser passions were his uttermost aims.

Insatiable in his lust for power and living space, Hitler kept Europe in
constant turmoil. Even after he knew his success had been destroyed, he was
still able to prolong war long past the stage of hopelessness. It took the
combined efforts of the three most powerful nations in the world to break his
hold on Europs.

Hitler's mission from the beginning was to destroy the liberal bourgeols
order that had once rejacted him. In this mission he never ceased to believe;
and in this the most deeply felt of his purposes, he did not fail. Europe
may rise again, but the year of Hitler's War has gone forever--and the last
figure in its hlstory is that of Ado%f Hitler, the architect of its ruin. "If
you seek his monument, look around."
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lngitler, Adolf," The World Book Encyclopedia (1555 ed.), Vol. 8, p. 3L37.

21bid., p. 3L35.

3. A. Marshall, "A New P -spaciive on World war II," Saturday Review
(Hay 18: 1957)3 p. 2k.

bpran Pullock s Hitler--A Study in Tyranay (New York: Harpsr & Brothers,
1952), p. 361.

5mid., p. 735,

b1pbid., p. 728.

BIBLIOGRAPHY
Bullock, Alan. Hitler--A Study in Tvranny. New York: Harper & Brothers,

1952.

"Hitler,BAdolf." The World Book Encyclopedia (1555 ed.), Vol. 8, pp. 3L34-
3438,

Marshall, S. A. "A New Perspective on World war II," Saiurday Review
(May 18, 1957), pp. 23-25.
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Aruitoxt provided by Eic:

UNIT VI

RATIONALE:

OBJECTIVE:

NUMBER RULES AND CAPIfALIZATION

Number rles and capitalizasion ralss are impertsng,, noT min
typing, but also in all written composi-zions. & Juprees

~

knowledge of number rules will nrevent Fours giessing sy =2
spell oul or use a figure. Y26, zoorecT capiizlizaiion Lo s
more essential hecause you simply must apnly capiaisswowm e
often. Many of the cegisaliizadion miles meniicmed I s sz
you have known and used for years: oilers mar bs somewnst TEIur

-

in your mind. In any czse, shtudy o nazner ) 3T hewm welll
Upon completion of shis uni: pacitage, you will o 3hle =r rgmly

number and capitalization rules correctly ix Io suw oF &

sentences.
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LEARKING ACTIVITY:
There are no iadividusl task packages in this particular
unit. This unit is divided inso two sections-«(1)

numbers and (2) capitalization.

C o a a \
Section 1 (Yumbers)

On p. b of this packuge you will iind eizht number rules.
sach rale is gilven and below the »iie you will find a
corracty fenlency iilusirating the raie. Study this rules
shee  ag you lister 50 czassetve 73,0 7 1 on all your
numbar rules. Take n2tes as nocded.  Then type Learning

A
Praciice 1,

Section 2 {Capitelization)

On pp. 5-5 of this package vou wil® ®4pd 1h espitslization

rules, Bach rule is gilven snd .ol > ruie you will
find a correct senvence illussrail e ey’ L Findy

these rmilas as you listen to goen 0o "ran TLT om0
your capitalization rules. Tale ~t-e =p wxnind, “ior

type Learning Practize 2,

LEARNING PRACTICE: (3 full sheets)

S2ction 1 (Humbers)

Type sentences on pp. 118 and 115 ' own Tex".

Directions: 1%" tcp margin and i e wo-r heading
Use a 7li-space line.

. Number sentencus as l.A/Hs
LS
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TI.VII

TZ3T:

Directions {(cont.)

Use 23, bubt D3 before each different ruie.

Type the LZARN sen‘ence as shown; 1% 1is
enrrect,

Then type APPLY
being stresse

antance using the ruls

a3

Section 2 (Capitalizatvion)

Type sentences in 79D, p. 122, 83C, p. 123, and 81E,
p. 125 of Brown Text.

Directions: Same as for numbar sentences. Se2 slso
76D, p. 118. 3Bezin 2anitalization series
on a clean sneet, Jontinue on same asheen
vatil full leagvive a 1" botiom marsin

(S

Start second shee
page oF a tern paper.

m - Ty T TN T QT e ) e _— L TR S e Sasto
TURL IN BOM N RBaR SENTENCES LD CAPITALIZATION szanT=0

(Make sure tnab yﬁu sec¢ Jour sanben
instructor. Do Yids before teking unit iest.)}

Written, typad, or combiiasion.

O
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TI-VII

1,

kN

5.

6.

Te

8.

)

NUMBER RULES

Spell in full numbers from one to ten--unless thess numbers are uvsed with
nuntbers above ten.

Sue baked ten pies and six cakes for the pienic.
Jean baked 14 cupcakes, 10 pies, and 6 cakss for the pienie.

Always spell out a number when it is the first word in 3 sentenca althouzh
there may be figures used later in the same sentence.

Eighteen of us attended the convention this week and 27 plan +s attend
next week.

If two numbersg are used together, spell out the one thal is ghorter whe:
apelled out.

Mr. Hoghes ordered 25 seventy-pound bags of cement for the drivew

If one fraction occurs alone in a sentence, spell i+% out in word fom,
Howevar, if more than one fraction occurs, typre all of the Posntlors i
figure form.

Barbara finishsd one third of her typlng assigmment.
Mark bought 1/4 1b. of cheess, 2/3 1b of beaf, and 3/4 1b of buttsr =t the
store.

If a noun appears befors a numbsr, type the number fnllesive the ansupr =p
a figurs.

For your assignment tomorrow, memorize Chapter 18, Par: rruvhs % ~nd &,
Measures including weighis ard dimensions are ey~ ez in *3 -5 -
Jim 4s 5'11%" tall and weighs 185 1lbs.

Use the percent sign (%) when making a reference o < agues 0p a 4elinyg:s
tigure. Uss the word percent (spelled) when making s referenes e av

approximate percentage.

The interest rate on loans is currently 8.
Almost !0 percent of the class was on a field trip tnday

Spell names of streets ten and undar, All house numbers srs in iz s
except house number One which 13 spelled out.

Jim lives at 32} Eighth Street; Mike lives at One 2lith Street.
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TI-vil ' 5

CAPITALIZATION RULES

1, Capitalize the first word of avery sentence and the first word of every
direst quote if it begins a complete sentence.

She said, "Anything worth doing is worth doing well,"
2. Do not capitalige parts or segments of quotations.
Some peopls take vacatiormon the "see now, pay later" plan.

3. If a direct quotation is broken in the middle, do not capitalixs the
first word in the second part of the quote.

We can go to the game," Carol said, "if you will drive."

L. Capitalize the first word following a colon if it begins a complete
statement,

That is Mrs, Carter's major concerns Will they arrive in time?

5. Capitalize the first word and the last word in titles of books, magezines.
newspapers, articles, headings, and plays. Also capitalize all other words
between the first and last words in a title except short words of four or
fewer letters that are used as conjunctions (and, but, so, ete.), prepcsi-
tions (in, with, to, of, etc.) and articles (a, an, ths).

Have you read the book entitled On the Road with Walter Cronkita?

6. Capitalize an offieial title only if it comes directly before a spzuili
name. When a title is used ele=ewhere, do not capitalise unless it is <
title of high distinction as Richard M. Nixon is President of the Tnita”
States.

Steve King was appointed manager for our district by Vice-Presider~ . =

7+ If a business or professional title does not come before a specifis nara,
do not capitalize 1it,

I wonder if the doctor has dlagnosed the case yet.
8. Capitalize all proper nouns and words that are derived from then.

In my opinion, the works of American writers are more interesting it.
thoss of European writers.

9. Capitaligze the days of the week, months of the year, holidays, and wpecial
historic svents and periods.

On Tuesday afternoon we shall attend the parade celebrating thes Povrth of
o July.
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TI-VII1

10,

11,

12,

13.

Seasons of the yea. are usually not capitalized. However, if the sean-ia
are personified (given the characteristics of a human being as they of:an
are in poatry), then they should be capitalized,

In winter the tempsratures are quite low.
What a lovely sight Winter beheld as she opened her eyss to the wond:r ~€
her magnificent snow-laden gown.

Capitalize the names of regzions and locations in the country. The words
north, east, south, and weat are not capltaligzed if they indicate
direction. Howsever, if these four words specify s region of the sountir;y;
they are capitalized.

Wo were driving west on Hill Drive when the accident occurred.
We are planning a trip to the West next summer,

Capitalize the name of a specific road, street, avenus, company, etc.

We are moving to a new hame on Pine Valley Road near Westwood Marufacturing
Company.

Capitalize the neme of a specific club, organization, fraternity, bullding,
eta,

Iisa belongs to the Tri-Hi-Y, Student Council, and Drama Club in our
achool.,

If a noun comes before a figure, usually capitalize it. Common words
sueh as line, sentence, page, etc. may be typed without a capital.

Our reading assignment is Ghapter 12, pages L6-70.

i20
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UNIT VIII:

RATIONALE:

OBJECTIVE:

BUSINESS LETTERS

letters are the vital correspondence of the business world.
Many of you will actually type business letters. You may
type business letters for a civic organization or for an
employer during part-time or full-time employment. To an
employer, however, & business letter is expensive. The

cost of an average length business letter in 1970 was aprroxi-
mately $3.05. Thus, we see that speed is important; but
accuracy is equally important because the letter itself

gives a good impression or a poor impression of the sender,
his company, or his organization. Which impression will

your letters convey?

Ceneral
Upon comple*‘on of this unit, you will be able to type letters
confiden..y and competently in modified block and block style.

Specific
Upon completion of this unit, you will be able to:

1, Arrange modified block style letters acceptably through
Judgment placement and type with an accuracy of 98 percent
on a production basis.
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LEARNING ACTIVITY:

TEST»

2. Arrange block style letters acceptably through
judgment placement and type with an accurecy of

98 percent on a production basis,

l. -Unit VIII-Task Package l-.Modified Block Style
Letters
2, Unit VIII-Task Package 2--Block Style letters

You are to agsume in all problems that you are using

letterhead stationery with matching envelopes.

Typed {rcm unarranged copy.
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TI-VIlI.1

UNIT VIIXe

TASK 1t

RATIONALE:

OBJECTIVEs

BUSINESS LETTERS
MODIFIED BLOCK STYLE LETTERS

The modified block style letter is somewhat more popular than
the block style letter. It tends to present a more balaused
appearance on the page and glves the reasder the lmpression

that the sender has taken more care in preparing it.

Upon canpletion of vhis task package, you will be sble &o
arrangs modified block style letters accsptably through Judg-
ment placement and type with an accuracy of 92 psrcent on a

production basis,
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Aruitoxt provided by Eic:

TI-VIII-1

LEARNING ACTIVITY:

LEARNING PRACTICE:

TEST

l1isten to cassetie Tape 8-la . cerving businesy st~
ters, study p. 1L} of the Brown Tart (espocially the
chart), and read the letter 1-f> ati~a on pp. 34 of

thi- package.

Pick up correct ammmnb of pspar hef

h

package. Correct svrrors in all v

rg heoirading thia
eme.

3oy

*3

(6 £921 shecuvs--n. anveiopes regqul

»

94D, Problem 1, p. 146 (Correct eriovs!;
’ s P voTrecy

Problem 1, p. 1ii8

Page 5§ of this package (Arrange iiiz script iciser
datermining your oo =y ~vivs end thae line
on which to bagin, Tra maber of words in
“ue body g nob given. Just stimate and
"fudgment place® iy T o TVaie Toisy

showld appear "freasd ol tae awe ¥ Ful
have f?ﬂlaﬂ?ua)

M e - -~ 2 ~
960, p- 1“9 e AR ‘:"3‘ TS0 7
L S SRR
! ;
o - -
vES, R L = ¥ f
A G G . .
EANCRE & - .
maty wle -
3 rm Ry 5
1 E‘- <= A
tine recalred e : u DX
o i
Brug, vt
=7
~ T = 4 el
Get rcosmzetie Tape T v ope o 5
vy .. ]
MENA S 0L 0 " 20
. Rl . ¥
1a bae vlisg porilio - cu LS
. £ e -,
doetion tape. Cortt. v e il
= rew N - . —rE

TURN IN ALL PROBLEMS! (5+ problems}

None.

z¢ for thesa luthars)

w
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TI-VIII-1

LETTER PLACEMENT

Business letters are vsually typed on &%" by 11" letterhsal ~ia‘ionrRey.
Very short letters arve often typed on half sheet letitarhsads wish o1 & Lae
short slds or the long side at the top.

Business letters are considered short, avsrags, or 1song depsndirc wien
the number of words in the body of the letter. Most letters are averags in
length (iC %o 300 words in the body).

The line on which the date is typed also variss depsraing puwi b
iength of the body. For a short letier, you begin the date 3
page; for a long letter, you vegln the date higher on the 1
line varies from 20 for an.extremely short letter io lire 12
letter.

£ SU

In an office a secretary doss nct imow the number of woids in the body
of a letter. She just uses her own judgment to place a letier acoephably
on the page so that it looks attractivs.

Followlng 18 a table you might find useful in %yping businecs letierss

Marging+
Length Elite  Pley s
Short-«2" gide marging 2L - 83 20 -

(Up to 100 words)

Average--1%" side margins 18 - 89 15 . 75
(101 to 300 words) {1 sz P
bhe e the o o o)
Long=-1" aside margins 12 . of% 0.0
(More than 300 words)
#Five spaces is added tuv the right margin to aliow for %hw vingag i ths belils

Throw your carriage shortly aftsr the hell rings.




TI-VIII-1l 4

MISCELIANEOUS LETTER INFORMATION

Letter Address: Personnel Manager
Sears Roebuck Company
1872 Garden Avenue

Greensboro, N. C, 27412

Sears Rosbuck Coapany
1872 Garden Avenus

S8alutation: Dear Sir Gentlexsn

(Correct salutation for
a letter addressed

strictly tc a company,)

(Correct salutation for a

letter addressed to an individual
whose actual name you do not know,.
You only know his official title.)

X

A personnel manager in a company is the individual who intervisws, gives place-
mont tests (Af any), and recommends hiring new employees,

#The lllixtation Dear Sirp_ is never correct.

* O X X #

An official title (if one) may be placed on the sams lins with the typed name
or it may be placed on the next line directly underneath the typed name. The
Tength of the typed name and the length of the official title determine its
Placement, This is true in both a letter address and in closing lines. Use

& comua between the name and the title only when the name and the title appear
on the same line,

Greensboro, N, C, 27412

Letter Address:

Closing Lines:

Mr. Pete Hill, Manager
Robinson Furniture Co.
510 Westwood Avenue
Gresnsboro, N, C. 271,12

Sincerely yours

Carl Ross, Engineer

5%
™
|\

¥r. Patrick Hamilton
Disirict Kanager
Robipson Ts=niture Co,
510 Wastwood Avenue
Greersbere, N, 2. 27132

Sincerely yours

Kennetn Patterson
District Engineer




TI"VIII -1 g

Diveotions: Use modified block style; mixed punctuation.

au&ss\\p Y 3

o\Y Y\mm"?\m '
Centisnsrnd, \Q\\ A53RT

Prredlaseresed |

\‘\L oon (‘WOSM SN %?ﬁm&m.

W@A@% &\md.?.omm \%“m am oL
vred e 73T Dines “va\wm
W) P SuSser, | ooss- RO mm,_omm’&e%
W‘SM%% LR, SOCC 'W—B'\Pf\\pm 5
wwbw SOS NIM Whs, WesilieaNl T,
N &;&% .

“?\"N W ONRLvIRLE~ Ao Do ?Q.C\tx.;::)v- \\:;Q&..\:;L
OgQramsaind.,
Mo ) A\ N
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Aruitoxt provided by Eic:

TI-VIII-2

UNIT VIII:

TASK 21

RATIONALE®

OBJECTIVES

BUSINESS L=ITERS

BICCK STYLE LETTERS

The block styls lsstter wiish open Dune mation L3 N9 IMaETIET WX
gaickest styls letter to %ype. Zvervy ‘e ragins 33 wie lwl:

. . . . - 5. =
margin. The spacirc bervween va~ious cgrvz. 'lowevsr, Lo anlill

Tz

2w . -
H

the same as Yor modi?iad bioock -yvls,
Upon complesion of -nis sask packoge, youw ¥2il 1% o3 W

M al e g - g - ey pE - < - = i
arrange block style letiers RCC90Iaci;y TIrGuZn (MISHEn T Ll

3 - - ~ - I3 - 5 3
and type wiith an accurag, =l ¥ pereen TOTIIRnOTIIONT DRGLE,
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TI-Viil-2

LEARNING ACTIVITY:

LEARNING PRACTICE:

TESTs

Study the letter placement charsvs on p. 1lhly of the Brown
Text and p. 3 of the preceding package. Review block

style letters on p. 156 of the Lrow: Text.

Pick ur correct emount of papzr before beginning this
package. Corrrct errors in a1l problems.

{5 full sheets--rc envelopes required for these letiers)

101G, Froblem 1, p. 155 (Correct errors the firzt time!)
103C, Problem 2, p, 159

Page 3 of this paskage (Arrange this script letter in
block style determining your own margins and
the lire on which to begin. The number of
words in the body 1s not given, Just estimate
and "judgment place” ‘this letter. Your lsiter
should appear "framed" on the page when you
have finished.)

Get casceite Tape 8-2 for production 4vping of 1710, p. 160,
Mo ke sure you have a2t least 30 minui-n remaining
in ths class period bafore “eplnnireg cwe pro-

¥

S sy ~ Ly -
AUCYIoH Tape8,  LOTrrEs SIS -

TURN TN ALL FROBIEMS! (L~ preb’ -,

m » e N a3 . PR I [ N
Typed from unarrangsd copy on medilizd Yinek ard b

style letters.
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) 1)

Dh:‘ctiomt Use blook style; open punctuation.

- Sdy 31 1173

%

/56 ﬂmf‘sz
Qgﬂww%w AC T2

Zm i
/Aw Jitetee /%/” fééel
M‘%/ﬂ %@2‘; e

/a‘w,

Z/,e, e ‘ oo ,:A“:t . W//éw-m/u
' AW‘-AJ" ' m ﬂ!’% é;"éﬂ;,: g:s__% éﬁ) , ' m%ﬁ
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UNIT IXt

RATIONALE:

OBRJECTIVE:

TABULATION

The tabulation problems in this unit are mor- diffioult than
those typed prgviously. Hence, they should present a greater
challenge for you. If you think through the procedure for
setting up tabulation problems, you will have no trouble. By
listening to the cassette tapes, you will be fo:ewarned of

most pitfalls you might encounter.

Upon completion of this unit package, you will be able to
type complex, unarranged tabulation protlems with an accursey

of 95-97 percent.
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TI.IX

LEARNING ACTIVITY:

LEARNING PRACTICE:

There are no individual task packages for this particular
unit. Read and study earefully 106C, p. 162 in the Brown
Text. If you wigh, you may also review the study sheets
in Package 10 on tabulation. As you type the problems in
this unit, you should consult the following cassette tapes:
G-1 while typing Section 1 on tabulation
9-2 while typing Section 2 con tabulation

You will be rzferring to pages 162-177 in the Brown Text.

Pick up correct amount of paper tefore beginning each
gection. Correct errors in all problems.

Section 1--Tabulation (3 hzlf sheete, 2 full sheets)

Listen to cassette Tape 9-1 while typing thase problems,

107C, Problem 1, p. 16L

107C, Protliem 2, p. 164 (How many lines sre there avallable
¢n a half shest inserted with the
shor® sids =zt the top? The tgheet
is 5%" wide 'y 8" Iong.)

108C, Problem 1, p. 165 at bottom (Study Drill 1 only, 108B,
p. 1695 first.)

109C, Problem 1, p. 168 (Omit last instruction. Plece
6 spaces between longest items of
each column.)

109C, Problem L, p. 168

TURN IN SECTION 1! (% problems)
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TI-IX

TESTs

Section 2--Tabulation (1 half sheet, L full sheets)

Listen to cassettz Tape 9-2 while typlng these problems.

111C, Problem 1, p. 170
112D, Problem 1, p. 171

112D, Preblem 3, p. 172 (Place 8 spaces between longest
items of each column.)

1130’ Problem 1’ P 173
113C, Problem 2, p. 173

TURN IN SECTION 2! (5 problems)

Make sure you ses your tabulation problems after checked
by instructor. Do this before taking unit test!)

Typed on tabulation information in pages 162-177 in the
Brown Text. The information will not be arranged so be
sure you know correct spacing in the opening lines and
special information on spacing near the end of certain
problems, Start £his teat at the very beginning of t“;hs

olass period; it will require the entire periodl
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WIr X

RATIONALE:

OBJECTIVE:

PUNGTUATION , ! 2 =y = () ___ " !

One of the greatest weak.uess in Iuglish grammer is punctuation.
Although vou began the gtudy of runctuation in the grammar
grades, it still requires attention. You must use punctuation
in writing your own themes, lethers, etc. And with certain
professional carsers (secreia.sial, for example), the correct
use of punctuation is a mnsi! Punctuation is a tople which is
not as interestirg perhaps as some but one which you definitely
need t0 learn for your own enrichment. Many students will find
this package to be the most difficult one they will encounter in
Typing I. If you tackle this unit slowly with determination and

concentration, you will conquer it!

Upon completion of this unit package, vou will be able to apply

punctuation rules correctly in 20 out of 2% sentences.
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TI-X 2

LEARNING ACTIVII::
Inere are no individual task packages for this particular

wnis, This unit is divided into four sections:

Secuion Tape liu. Sentence ggg. Page Nos.
1 10-1 1- 5 128
A G 129
2 1.2 10-15 131
1629 132
3 10. 2 23126 13k
27-30 135
Lo, 10k 31-33 137
34-35 138

Listen to *he prorer cassette tapes and take notes as
need:d before tyrings the sentences in each of the four
sections. On pop. 3-7 of this package you will find all
36 punctuadion rales plus additional illustrations.
Listenr to “apel?-1, type sentences 1-9, listen to Tape
102, type sentences 1J-2J, etc,

LEARNING PRACTICE

..

(3 full sheets)

Directions: Type LEARN and APPLY sentences menticned
above from Brown Text. Use same instruc-
tions as you did for the number and
capitalization rules. Refer to 76D, p. 118
for debtaiis. ‘“cte at the beginning of each
r2ge in the ftex* whether or not to begin on
2 new sheel,

TUARN IN PUNCTUATION SENTENCE3!

(Make sure that you see your sentences after checked by
instructor. Do this before taking unit test.)

TEST

Q Written, typed, or .cmbinaticsn.
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TI-X 3

PUNCTUATION RUILES

1. COMMA: Use a comma followiry (a) clauses, phrases, or words that are
introductory, and (b) words in a series with a conjunction,

If he leaves work early, he wili stop by the bakery, the drugstors, and
the grocery store.

2. COMMA: Use a comma to set off a short, direct quotatioﬁ.
Mary Jones said, "I volunteer to be chairman of the committee."

3., COMMA: Use the comma to set off (a) words in apposition (words whieh
come together and refer to the same person, thing, or idea)) and,
) (b) words of direct address.
an appositive 1 ' 4;-direct add:ress
Mr. Seagraves, our principal, is zttending a conference. No, Mr. Smith,
Mr. Howard is not attending the conference.

4. COMMA: Use the comma to set off nonrestrictive clauses (not necessary to
meaning of sentence). Do not use commas to set off restrictive
clsuses (necessary to meaning of sentence).

This book, wilch is one of my favorites, is no longer in print.
(nonrestrictive--clause not necessary--use commas)

All members who cannot attend the meeting should raise their hands.
(restrictive--clause necessary--do not use commas)

g, COMMA: Use a comma between the day and the year and the city and the
state. When infcrmation follows a city and state or date (includ-
ing the year) appsarirg within a sentence, placs a comma after
the state or year.

We shall depart for Atlanta, Georgia, on Wednesday, April 16, 197-, at
2 po‘l

6, COMMAs Use a comma to separate two or more adjectives when they come
before a noun and are of the same rank, Hint: If you can insert
the word "and" between the adjectives and the mesning is unchanged,
use the comma.

Sally sang in a clear, melodic voics.
7. COMMA: Use a comma to separate (a) two unrelated figures that come
together and (b) numbers into urits of three digits each except
for year, page, telephone, room, pollcy, and serial numbers.

In 1969, 14 brildings were insured under Folicy L0-23701.
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8.

9.

10.

11.

12,

13,

1k.

15,

EXCLAMATION MARK: Use an exclamation mark afier exciting interjections
and after sentences or phrases that express strong
emotion and excitement,

Whow! See that sunl This is going to be a beautiful day!

QUESTION MARKY Use a question mark after a statement that is a direct
question with a definite response expscted. Uss a.
period, however, after a polite request (often with the
words "please" and "may" included).

When do you ple to call? Please let us hear from you soon.

DASH: Use a dash (a) to emphasize, (b) to indicate a complete changes of
thought, or (¢) to separate a direct quotation from an author or
raference which follows it.

We are leaving next week--or at least I think so-~for & month's vacation.
"Give me liberty, or give me death."-~Patrick Henry.

COION: Use a colon to introduce a listing. Note: Never use a colon
after a linking verb as is, are, was, were, seem, feel, etc.

Robert purchased the following at the store: a shirt, slacks, and a
belt,

COION: Use a colon to introduce a question or a long direct quotation.

The question still remains unresclved: Is a checkup more than once a
year warranted?

COION: Use a tolor between nours and minutes in time. Note: With
a.m. ar’ n ~,, always use figures. With c'clock, use either
¥ gures or words as four o'clock or L o'clock.

The flight will arrive promptly at L:30 p.m.

HYPHEN: Use a hyphen for compound numbers between twenty-one and
ninety-nine.

Isan't Mrs. Cook's mother almost eignty-two years old?

HYPHEN: Use a 1,,-hen between compound adjectives that come before a
noun they modify.

Ernest Hemingway 18 a well-known author.

If an expression normally hyphenated follows & noun, it is not
hyphenated. )

Ernest Heminway, as an author, is well known.
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16, HYPHEN: Several compourd expressions having the same root are hyphenated.

)

All three-, four-, and seven-pournd packages Wil

[

te shipped first.

17. PARENTHESES: Use parentheses around parenihetvical or explanatory
material and sdded info-mation. Notet The period goes
inside the parentheses only if the entire sentence 1is
parenthetical, as {Sse Map 2.)

If only part of the statement is parenthetical, the period
goes outside the parentheses, &s

He worked extremely hard completing the projecs (especially tha maps).

18. PARENTUESES: Use parentheses around lstiers or figures used to stress
enumerated iltams,

These are the factors to be considered: (1) his qualifications, (2)
his experience, and (3) his recommendsiions.

19, PARENTHESE3: Use parentheses arownd figures following amounts stated
as words for addi*ional emphasis and claritys Parentheses
apgear freguently in lezal documenis,

,000) rental per month

The lesgee agrees to pay one thousand dolls 1
ted 8t 302 Rock Drive.

rs (3
for six (6) years for the Pockwell Building loca
20, UNDERLINE: Use the underline to irdicate titles of books, magarines,

and newspapers. Such titles may also be typed in ALL CAPS
without underlining.

The new book entitled The River to Pickle 3each by Doris Betts was
recently reviewed in The Sanford Herald.

21, UNDERLINE: Use the underline {or juozation marxs) to emphessize or call
attention %o speciasl pirases or wards.

The best way to acideve is to try o achlevs,

22, QUOTATION MARKS: Use quotation marks srau.d direct juotaidons. Note:
When the quesiicn mark applies ic the entirs sentence,
1t goes outside the quotation merks,

-
=
-
)

. statement / quesiion
(a) Mary asked, "Is Bob goinz?"
{Only the direct quotation is a quasiion in this sentencsz, &o
the question mark goes tefore the quotation marks. In 2ll
other cases, the quesiion mark goes after ths quotation marke
as illustrated in Steps b and ¢.)

usstion / statement
(b) Did ¥ary scy, '™Sob is going'?

uestion /. question
(e) Dia Mary say, "Is bBoo going't
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23. QUOTATION MARKSs Use quotatior marks around titles of articles, plays,
poems, lectures, mottoss, and often slang expressions,

Mr. Langvil's speech on "The Environment in 2000" was dynamic and
thought-provoking.

2k, QWTATION MARKS: Special words and phrases are enclosed with quotations
for emphasis,

Mr. Vincent's '"get-up-and-go" attitude has impressed all the employees.

25, QUOTATION MARKS: Use single quoiation marks (the apostrophe) for &
quote within a guote, {One person is saying what
someone slse has szid.)

Rachel sald, "I asked Miss Jones to play the pianc for us, but she
raplied, 'I am too busy.'"

26, SEMICOION: A semicolen goes be

en twc complste independent ¢lauses
when a conjunsiior not us

ed.
Marilyn looks familiar; I wond-yr if she is Mrs. Baker's daughter.
27. SEMICOION: A semicolon separates “wo independent c¢lauses if they are

connected with a conjunctive adverb as thersfore, however,
moreover, neveruheless, conseguently, tims, yet, ete.

It vas too late; therefors, we did rict stop to see them.

v groups of information

28, SEMICOLON: Use a semicolon o separsce different
cludsd; thet are introduced

(particularly 12 commes are in
with a colon.

We elected the following people itc serve as officers for 1973-7h:
Lig Stack, president; Martha Caligan, vice-president: and Judy Mclean,
secretary-treasurer.

29. SEMICOION: Semicolons and eclone go z2fier (outside) 4he cuotation
marks.

That remark 18 "all we need’; it is timo o go.

. APOSTROPHE:r Thespostrophe may be nzed 23 a symbol 49 =mean "Faah? in
measurements cr minutes’ in time. Ths quebtaticn aarks
may be used as 2 sywbel for "inches" in messurements or
"gsconds™ in tim=.

Mr. Cox's carpentry student measured that 7'4" x 5* board in z'15",

31. APOSTROPHE: The apostrophe indicates an omission of letters or figures
as in contractions.

That is a '71 Ford, isn't it?
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32. APOSTROPHE: [se an apostropne and 3 30 MAX® 30w TIuTs. 20 30¥T FTRaME,
figures, and words.

Susan received focur B's on her repcrt caxd,

33. APOSTROPHE: Add an apostrophe and 3 {a) 30 make 3 3tage’as nmn shw
possessicn as e dog's fred, 3nd Y 0 mase 3 2OISws
noun wiich does non end in 3 3ncw Tossessim e s APwer R
toys.

Singular Singular Pcsgessive “lursl Tlurel Fhpieekie

(regular hoy boy's oys Juys

. noun)
(irregular man man's men e @
noun)

34. APOSTROPHE: Add an apostrooie and 3 50 3 propes name 38 me r-ilimrls
that ends In : ion

¥y
-

Tne tickets can be purchased

7

35, AFOSTROPHE: Add only an apcstrcpie {a) afwar 2int—3l iouns Lms
"8 i
regularly end in s a3 ssudenss desks, and ), W i

~ -

proper name ci IWC Or MCre Syl asc.as TR ImE IT o3
as Jesus' disciples,

Bob Williams' house is curransly teing zainted n e nuimnia.

36, APOSTROPHE: If samething is owned jeincly 2y ~de & lcrw Twrwmme., She
apostrophe only gces wisnh nne lass aomn
secretary and ireasurer’s mapers | ne tepord,

If something is cwned saparzzalry 27 T T IO Terwmant,
the apostrophe groes wizh sach 2 ng Toung az
gecretary’s and ireasurer 3 wercrrud W SNpToUE

Sars's and Mae's absences were recorded i ¥iszsz Imoin g Yoe, Moo £

(separate possession) '0ins tosdessIIn,  LURRE.

-

Brannon and Clark's store {cne sicre owned ‘cinvly

Brannon and Clark/s stores (=wc or mers sscres wped ‘enaslr

* Brannon's and Clark's stores {zwe 3%5cres owned 3uperg @lTe-0¥ PO
owned Dy Ar, Smianon and My NIrY OUned
Py Mr, Tlask!

sister-in-law's bock (one Sock ®el:nging ¢ ay s3as~il-law;
sister-in-law's books {two cr more 0Cks Jelongnig ¢ W IIWOSITeJRE
books of my sisters-In-law (iwc or mcre Tocks® telmngitg w2 .
A ffarens 3istarmin-law!. 13w Tine
regrranging of ne noSss Ts et LW
sizsars-in-law’ 3 Docks,

:
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UNIT X1t

RATIONALE:

OBJECTIVE:

BUSINESS FORMS; SPECIAL LETTER CORRESZTPONDENCE

If you plan to take Typing II or seek part-time or full-time
employment in an office, the problems in this unit will be
most beneficial to you. Even if you do not plan to do the
fomer, you will probably receive either an invoice or a
voucher check plus various letter correspondence during your
1ifetime and isn't it always helpful to understand fully what

you've received?

(eneral
Upon completion of this unit, you will be able to define and
type (1) the various information found in business forms and

(2) the special notations found in business letter correspondence.

Specific
Upon completion of this unit, you will be able tos:

1. Name the kinds of information found in various business
forms and type postal cards, interoffice memos, involces,
and voucher checks with an accuracy of 98 percent,

2. Llist and define the various special features found in long
and short letters and envelopes and type such features
(attention line, subject line, second page headings, compeny
nams in oclosing lines, carbon copy notation, and postseript)

in letter correspondence with an accuracy of 95 percent.
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LEARNING ACTIVITY:
Unit XI~Task Package l-<Business Forms

Unit XI-Task Package 2--Special Letter Correspondence

TEST:

Written and, perhaps partly typed.

e e A A A D S St it s Wb =4~ w e o
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UNIT I1s

TASK 11

RATIONALE:

OBJECT IVE:

BUBINESS FORMS; SPECIAL LETTER CORRESPONDENCE
BUSINESS FORMS

In this package, you will type postal cards, interoffice memos,
invoices, and voucher checks. The forms which you will use in
this practice are not identical hecessarily to those you would
find in an office. Forms vary from one office to another, but
the basic information typed on these forms does not change
oomﬁerably.

Upon completion of this task package, you vill be able to name
the kinds of information found in various business forms and
type pestal cards, interoffice memos, invoices, and voucher
checks with an accuracy of 98 percent.
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LEARNING ACTIVITY:

IEARNING PRACTICE:

Iisten to cassette Tape 11-1 on business forms and take
notes as needed. You will be referring to pages 194-202

in the Brown Text.

Pick up the following supplies before beginning this
practice. »Indicates that carbon copies are required.

2 postal cards

]l interoffice memo

2 invoices

2 voucher checks

3 half sheets

2 carbon sheets (half sheets)

Problem 5, p. 198--Pogtal Cards

The terms post card and postal card are different. A
post card may be purchased at a drug store, dime store,
vacation site, etc. It has a picture on one side; the
message and address both go on the reverse eide. You
must place a stamp on it for mailing,

A postal card, howsver, is obtained only at the U. 8.
Post Office., When you purchase it, you are paying for
postage already imprinted on it. The address goes on
one side; the message goes on the reverse side. We shall
be concerned with typing the postal cards Remembere-
since the message goes on one side and the address on the
other, type both sides in the same upright position.

(1) Type the message side of just two postal cards,

(2) Type the name and address of only Mr. Chialtas and
Mr. Isshiki on the blank lines,

Typs all three steps to make the completed postal oards.
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#Problem 9, p. 200-~Interoffice Memorandum
(Proper form plus one carbon copy on plain half
sheet). Opening lines are to be aligned. Remember
there are two blank spaces after & colon. Use own
typist initials a DS below the final paregraph.
TS between last line of heading and first line of
the message.

Interoffice Memo

An interoffice memo is used for written corre-
spondence between offices or departaments of the
same campany. A memo can be set up and typed
quickly and easily. Titles (Mr., Mrs., Dr., stc.),
the salutation, complimentary close, and formsl
signature are usually omitted.

Problem 11, p. 20)--Invoice
(Read directions ca-efully and t{pe only one
original copy on t.. proper fom). Fcr tab stops,
leave 2 or more blank spaces to the right of the
ruled lines. Try to center the information in the
middle of the columns using eye placement.

What is an invoice? Is it made out by the tuyer or
the seller? What does 2/10, n/30 mean?

#Problem 12, p. 201--Invoice
(Type an original using proper form with 2 ce's on
plain half sheets)., The underline found below the
last figure before the total is as long as the total,

Problem 13, p. 202;-Vouchor Check
Use correct form.) Notice the two sections of a
voucher check. The typing should rest slightly
above the horizontal lines; it should not cud through
them. Between the $ on the standard check and the
figure following it, there should be no blank space.
This lack of space prevents the alteration of checks,

Thers are two places on a standard check where erasing
is absolutely not allowed--(1) after the 8 where the
amount is typed in figure form, and (2) on the third
typed line where the amount is typed owt in word form.
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Problem 1ll, p. 202--Voucher Check
(Use correct form.)

PURN IN ALJ, PROBLEMS! (7 separate problems plus any cc's)
Place any carbon copies behind the original.

TEST:

None.
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UNIT XIt

TASK 22

RATICY iR

OBJECTIVE:

BUSINESS FORMS; SPECIAL LETTER CORRESPONDENGE
SPECIAL LETTER CORRESPONDENCE

This package introduces an index card mailing iist, full-page
letters, two-page letters, three-page letters with tabulations
in the Lody, and half sheet letters with new, special features
included in al). of tﬂhem. Most of these prublems require an
application of many typing fundamentals you have previously
learned,

Upon completion of this task package, you will be able to list
and define the various special features found in long and short
letters and envelopes and type such features (attention line,
subject 1line, second page headings, company name in ¢losing
lines, carbon copy notation, and posiscript) in letter correspcne

dence with an accuracy of 95 percent.

151




TI-XI-2

LEARNING ACTIVITY:

LEARNING PRACTICE:

Listen to cassette Tape 11-2 on special letter corree
spondence and take notes as needed. Also study the sheets
in this packsge on special features in business letters
and on general letter information. You may consult
Package 19 or p. lhlh in the Brown Text for your letter
placement chart, You will be referring to pages 198-200,

203-217 in t he Brown Text.

Pick up the following suppliec before beginning this
practice.

6 index cards (5" x 3")

5 large envelopes

4 full sheets

1 full letterhead (Youth Work Experience Council)

1 full letterhead (National Highway Safety Ceuncil)

2 half gheet letterheads (8%" x S5k"--Youth Work . . »)
2 half sheet letiuvrneads (5%" x 8%"-~Youth Work « « o)
i small envelopes

Be sure to use your own typist initials on all problemel

Problen 6, p. 198-=Index Card Mailing list.

A mailing list is a handy alphabetized card 1isting

of the various organizations, companies, and individuals
with whom a given company corresponds. When a particu-
lar secretary desires to send a letter, ete. to

someone, she merely pulls the alphabetized card to find
the proper address. Use your mailing 1ist for address-

ing most letters and envelopes in the remainder of this
practics.

Follow directions in Step 1 except type cards for only
the first 5 firms listed on p. 177. Do Step 2, Then

be sure to alphabetize cards when finished with special
information card on top.
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Problem 7, p. 199--Addressing Large Envelopes.
Read and study carefully "Addressing Envelopes"
and "Folding Procedures” on p. 199 and p. vi in the
referecace pages at the back of the Brown Text,

Use a large envelope rather than a small envelope
usually for iwo occasions: (1) a one-page letter
with enclosure(s) and (2) a letter consisting of
more than just one page.

(Large Envelope)

2 AIRMAIL

NA
Sears Roebuck Company
by \ Attention Personnel Director
: 71872 Garden Avenue
Greensboro, NC 27412

Remember--Anything on an envelope dealing with the’
proper person receiving the correspondence such as
PERSONAL, HOLD FOR ARRIVAL, PLEASE FORWARD, CONFIDENTIAL,
etc. goes at ths left about a 3 below the return
address in all capitals. (The ttention 1lins, if used,
goes directly undereash the company name as a pari of
the envelope address. 3ee above illustration.)

Anything on an envelope dealing with the postage such
as AIRMAIL, SPECIAL DELIVERY, REGISTERED goes at the
right about a TS below the stamp in all capitals.

Address envelopes to only the first 3 addresses of
the mailing list (alphabetized) you prepared in
Problem 6. (Assume you already have a printed retumn
address on gll envelopes in this practice.)
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Problem 16, pp. 203-204--Special Business Letter Va~la‘ions.
Use both sides of a full sheet. 1Ihis p“o‘\leh s
actually drill work on special features four. in
business letters. You are to correct all sriuos!

When you have completed all 3 steps, let the instrucvor
check your L drills, This problem is to be turned

in with all your other problems in this practice.

Use 1" side margins and correct vertical spacing
appropriate for each drill part of this twc-page
letter.

Step 1: Type this drill one time. Begin on lins 12
since this is the line on which you begin
the date for a two-page letter.

Step 2: On the reverse side of your full sheet, type
Step 2. Use the vertical form the first
tims. Then double space and typs Step 2
again using the horigontal form.

Step 3: Type this drill one time. Begin a double
8pac® below the horizontal form driil in
Step 2-

Problem 17, pp. 204-205-~Two-Page Form Letter.
~T Make no carbon copies! this letter only once to
the first address on your mailing list. Use the
vertical form, not the horizontal form, for the heading
on page 2. Sign R. ¢ Rogerd above Executive Secretary
when you have finished the letter. Address a large
envelope. Use Youth Work Experiscnce £-imndd #an 4
letterhead on the first pa--

Problem 18, 5. 205--letters on Hali Sheeus. )
Follow directions Tor Step 1 ard Sie~?. “ign 7. ¢ ?@ar,a.)

above Executive Secretary when you have 1i-°.  (ne
letters. Address small envelopes .. . .. @ .¢3' »s.

Step 2, s. 21k itog) --Spscial letter Proble~ . onlications.
Study carefu but do not type ¢+ill

A carbon copy notation is usually :.de 17 a ¢y o7
the original is being sent to someonc rflarn. This
notation may be typed as follcwse

Copy %o Mr. John Doe

(or)
ce Mr. John Doe
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138D, pp. 21L4-215--Three-Page Leiter.

Use national Hignway Safety Couneil letterhead.
Type only one original, In reality you would type
one original and two carban copies of this letter,
One carbon copy would pe rlaced in an envelope
addressed to Mr. Paul Kalmar. (See closing lines
of this letter on p. 216.) The other carbon copy
would be filed. Address a large envelope.

TURN IN ALL PROBLEMS! (6 separate problems plus various
parts)

TEST:
written and perhaps parcly iyped on business forms

and spacizl letter correspondence (Packages 2l and 25).
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SPECIAL FEATURES OF BUSINESS LETTERS

1. Attertion line. An attention line is used occasionally in business
letters. When it is used, it is typed a double space below the letter
address before the salutation. The attention line begins against the
left margin. If there is an attention line in a letter, there should
also be an attention line on the cor responding envalope.

2, Subject 1ine. A subject line tells the reader at a glance what is con-
tained in the message of a letter. A subject line is typed a double
space below the salutation before the body. In a block style letter,
the subject line begins at the left margin. In a modified block style
lelter, the subject line may begin at the lef? margin or it inay be
centered horizontally. (The latter tenas to give better balance to &
modified block style letter.) A subject line may be typed either of
these three ways:

INVOICE #28601
Subject: Invoice #8601
SUBJECT: Invoice #8601
#,_.3 first way omitting the word "Subject" s the current method.

3. TwWo-page letters. If a letter is too long for a single page, about 1"
should be left blank at the bottom of the first page. If & new paragraph
is started at the bottom of a page, at least two lines of it should be
typed and at least two lines of the paragraph should be carried to the
next page. All pagea after the first,which contains the letterhead at
the top, should have a proper heading., Either of two headings may be
used:

1"
(vertical Sears Roebuck Company
" form) Page 2

June 3, 19--

(T8)

1"
(horizontal Sears Rosbuck Company 2 June 30, 19--
form)

(T8) .

#Notice in the horizontal form the word "page" is not used.
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5.

6,

C name, Occasionally, a company name 13 syosd L0 Wlw onesng o
In i&% capital letters a double space %9l:w 0w rompllsenTaow lnsw,

Since letterhead stationery is used Zor sne st mge 2 nawsvems L Tease,
the company name in the closing lines iz »eally o7 Iuvwsswsy, o

for emphasis (additional advertising). when 31 ompaar twmm o8 uiat,, e
Yyped name of the actual sender is syved Jour limes . uirwe Yamd “ines'
below the company name. There are always sares »2ank —oes S Tor &
person's smignature in any letter.

Carbon copy notation. This ncsaticn *s“;‘_‘;r 1nZTme e TWRNT SRNSTIng
the original copy that scmeone slse =ecsived 1 rs-~icn uny IoThe RS
same letter. A carbon copy nctaticn may 8 tyoed 2isaer i T Traloeeing
two ways:

Copy to Mr, John L. Mclucas

(or)
¢c Mr. John L. McLucas
Postscript. P. 3. may be included zeizre o
but the modern trend is to omis the aciual lss 3 7
g-<phs in the body of a latser ame blcesed, vou mas 1loex uhe TR L.

If the paragraphs in the body of a Zsster ::
the postscripts Your paragrapns need sc alw
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GENERAL LETTER INFORMATION

In & block style letter, you never have indented paragraphs.

In a modified block style letter, you may have blocked paragraphs or indented
paragraphs, but you do NOT indent paragraphs in a letter unless directions
indicate that you are to indent.

Alvays double space between paragraphs that are single spaced.

#* % H # H*

If you are sending a letter to a woman and ycu do not know if she is single .
or married, use Miss or Ms. The }s. can be interpreted to mean Miss or Mrs.,
whichever is applicable.

L IR B B B

Possible parts of a two-page business letter in the order that they would
appear:

(letterhead stationery)
date

letter address
attention line
salutation

subject line

body
vertical head%;g or horizontal heading on second and any following pages
uging paper; then continue with bvody

complimentary 2lose

company name (in all capital letters)

signaturs

typed name - "

Stficial title:] ~may be on same line or on separate lines
typdst initials

enclosure notation

carbon eopy notation

postscript
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UNIT XII:

RATIONALE:

OBJECTIVE:

PERSONAL TYPING PROBLEMS

In this unit, you will find material concerning job application
and duplieation. The former topic will be helpful to you
regardless of your future occupation. Do you know what should
be included in a job application letter? Do you know what &

personal data sheet 1s?

Duplication is, likewise, a personal enrichment topic. Dupli-
cated materials are reliatively inexpensive and often their use
makes a class report or demonstration, a club agenda, or even
a church program more effective. Study these two topics and

then put them to work for YOUI

General
Upon completion of this unit, you will be able to type a letter

of application, a personal data sheet, and & spirit master.

Specific
Upon completion of this unit, you will be able to:

1. Compose and type a job application letter and a personal
data sheet with an accuracy of 100 percent,

2. Type a master with an accuracy of 99 percent and duplicate
it on a fluid duplicator.
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LEARNING ACTIVITIY:
Unit XII-Task Package l--Job Application

Unit XII-Task Package 2-~Duplication

TEST:
None. Evaluation will be made from the problems

typed in this unit.
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UNIT XIIt
TASK 1t

rATIONALE:

OBJECTIVE:

PERSONAL TYPING PROBLEMS
JOB APPLICATION

You will soon be applying for a job. What determines to a great
extent whathser or not you get that job you really want? The
first impressien you present. This first impression is usually
a combination—ef the following: (1) the application letter,
(2) the personal data sheet, and (3) the personal interview.

What kind of first impression will you make?
Upon completion of this task package, you will be able to

compose and typs a job applicatlon letter and a personal data

sheet with an accuracy of 100 percent.
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LEARNING ACTIVITY:

LEARNING PRACTICE:

Study "A Letter of Application" and "A Personal Data
Sheet" plus the illustrations of the latter found in
this package. Also read and study pages 539-564 in

Clerical Office Practice located in the bookcass at

the front of the room.

Pick up correct amount of paper before beginning this
package. (L full sheets)

In a "Job Openings" box in the bookcase, you will find
many nevwspaper clippings pertaining to different kinds

of Job openings. You are to pretend that you are apply-
ing for a job, Select and apply for any onz of the

jobs mentioned on a c¢lipping. Then COMPOSE the following
using TRUE facts concerning YOURSELF:

Step 1

(1) An application letter in rough-draft fom. You
may x-out words and use proofreader's symrols en
this first copy. (See p. 223 in Brown Text for
illustration.)

(2) A personal data sheet on yourself. Use form desired.
Step 2
TURN IN and wait for instructor to check: (1) *re

newspaper clipping, (2) the application letter (rough
draft), and (3) the personal data sheet (rough draft).

Step 3

From the "checked" rough draft copies, type in final
correct form with NO error your application letter and
personal data sheet!

TURN IN EVERYTHING IN ALL 3 STEPFS (including clipping)!

Nona.
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A LETTER OF APPLICATICN

A letter of application tells a prospecsive employer that you wish to be
considered for the position offered.

1. Put your residence address ai the top right above the date assuming you
are using modified block style with mixed punctuation which is preferred.

2, If you are applying to a blind advertisement, rather than a signed adver-
tisement, your letter address would be similar to the following
illustrations

c/o Ad 1652

The Sanford Herald
205 St, Clair Ct.
2aqford, N. C. 27330

Dear Sir:

3. In the first paragraph, state how you learned of the position open and
express that you are applying for the specific position.

L. In the second paragraph, highlight the main points that might te of
interest to a prospective employer. UJeneral points concerning education
and experience are usually mentioned. Be positivel You are selling
you own capabilities!

5. Your last paragraph should express confidence that you are qualified for
. the position. Request an interview and include your phone number.

#By all means, make sure that your letter is neat and attractive. This
is certainly N0 time for spelling errors, grammatical errors, or typo-
graphical errors!

Along with your letter of applicstion, you should send a personal data
sheet (also called a resume). Information concerning the personal data
sheaet is found on the following pages. If you do include a personal
data sheet, do not forget to type the word "Enclosure" at the left after
finishing your letter.
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A PERSONAL DATA SHEET

A personal data sheet (resume) should accompany a letter of application. It

glves a prospective employer a concise "outline" of your qualifications. It

includes five major sections: personal information, education, extracurricu-
lar activities, work experience, and references., A data sheet should always

be sent as an original copy. If you wish, you might attach a facial photo in
the upper right corner of your personal data sheet.

Personal Information: name, address, phone rumber including area code, age
in years, height, weight, marital status, physical
condition.

Educationt name of institu’ .~ns of learning attended with most
recent educatior - isted first, curriculum pursued,
degree, and overall academic average. If applying for
&n office positior, 1list skill courses taken and
speeds sttained plaus any machines you know how to

operata,
Extracurricular A 1list should be given as an indication of your
Activities: interests, your ability to cooperate and work with

others and your leadership qualities. List all school
clubs plus e¢lub or class offices held and any other
school functions in which you participated. If you
have no school activities but participate in community
activities, just label this section "Activities,"

Work Experiencet Starting wi.a most recent, list all jobs held, Give
the kind of job, the firm or individual for whom you
worked, and the approximate dates of employment. If
your experience is limited, include babysitting, worke-
ing in tobacco, or even volunteer work for a religious
or charitable organization.

References: If you wish to give someone's name as a reference, be
sure you get permission from your reference. Prospective
employers prefer different types of referenced. Never
give a relative's name a3 a reference. You should give
at least one reference from the following types-~usually
in this order:

a., Work Experience~-from present or past employers to
indicate the effort you axhibited, your attitude on
the job, and your cooperation with supervisors and
other employees, etc.

b, Scholarship--fi =+ teachers you have had to indicate
your academic at¢ :vements and your general aptitude.

c. Character--from adult persons who have known yor “or
a good length of time such as your minisier, profes-
sionals, or businessmen (not relatives) %o certify
as to your trustworthiness, attitude, and personality,
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(You might attach
(1" top margin, a phorograph in
1* side margins) this right corner.)
PERSONAL DATA SHEET

Jack L. Calligan

127 - 42nd Street

Dallas, Texas 41209
Telephone: (717) 367-4198

Personal Information

Ages 18

Place of Birth: Cincinnati, Ohio
Helght and Weight: 5'11", 170 pounds
Healths Good

Marital Status: Single

Education
fdigh School: Dallas High School
Class: Currently a senior; will graduate June 6, 1974
Curriculums Business (You might have College Preparatory, General,
Vocational, etc. here.)
Grade Average: A~ (Upper 15% of class)

School Activities

Member of varsity football team for two years. First-string end during
Junior year.

Vice-President of Key Club during senior year. Affiliated with local
Kiwanis Club. Cunducted school and community service projects,

Member of Student Council for two years. Chairman of Traffic vommittee
during senior year.

Work Experiggce

During summers of '70 and '71 worked full time in A and P, Carried out
groceries and stocked shelves.

During fall and winter of '72 worked in afternoons and weekends at Bob's
Service Station. Filled gas tanks and changed tires.

References (bv permission)

Mr, Joe Martin, Manager, A and P; 505 Hillop Lanej Dallas, Texas 41209

Mrs. Virginia Dunn, Bueiness Instructor; Dallas High School; 881 Fifth
Street; Dallas, Texas 41209

Mr, Mon Niron, CPA; Lee's Accounting Corporationy 2142 - 18th Street;
Dalias, Texas 41209 166
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(You might attach
(1" top margin, a photograph in
1" side margins) this right corner.)
PERSONAL DATA SHEET

NAME: Mary Ann Dixon HEIGHT: 516"

ADDRESS 1 14578 Martin Avenue WEIGHT: 115 lbs,
Raleigh, N. C. 27502

TELEPHOWE: (919) 6556-3488 MARTTAL: Single

ACD1 18 PHYSICAL CONDITION: Excellent

EDUCATION:

Will graduate from Davis High School on May 29, 197L, after completing
Office Practice program.

Have enrolled to begin evening classes in the fall at Wake County
Technical Institute.

Office Skills:
Typing rate--55 wpr on S-minute writing
Shorthand rate--90 wpm on 3-minute writing
Transcription rate--20 wpm
Office Machines Operated:
Ten-key adding, full-key adding, electronic calculator, dictaphone,
spirit duplicator, mimeograph

EXTRACURRICULAR ACTIVITIES:

Secretary of the Davis High School Chapter of the Future Business
Leaders of America

Typist for The Falcon, school newspaper

Member of Tri-Hi-Y

Member of Environmental Action Club

EXPERIENCE:

Part-time typist and general office worker during summers of '72 and '73
at Raleigh Credit Company
Assistant in the Juidance Office during senior year &t Davis High School

REFERENCES (by permission):

Mr. Don Hr1lis, Manager, Raleigh Credit Company, 688 Western Boulevard,
Raleigh, N. C. 27502

Mrs. Harriet Diggs, Business Teacher, Davis High Schocl, 116 - 1lhth Street,
Raleigh, N. C. 27502

Dr, Jim Hughes, Minister, Raleigh United Church of Christ, 246 Crawford
Road, Raleigh, N. C. 27502
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T1I-XIX-2

UNIT X1I:
TASK 2t

RATIONALE

OBJECTIVE

PERSONAL TYPING PROBLEMS
DUPLICATION

A %nowledge of duplication is helpful if you desire to have
more than several copies of information. You might duplicate
material if you become the secrstary of a ¢lub or organisation
or 1f you wish to demonstrate an oral talk or report more
effectively through illustrations.

Upon completion of this task package, you will be able to

type a master with an accuracy of $9 percent and duplicate 1t
on a fluid duplicator,
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LEARNING ACTIVITY:

LEARNING PRACTICB:

Read and study page 295 in the Zrown Text on "Spirit
Duplication®" and pages 2-L in this package. Ses Folder 2
in the file cebinet for drawings, etc. illusirated with

various colored mastaers,

Pieck up correct supplies tefore beginning this package.
1 masterses
1 rasor blade {Ge: from instrucioer and returnt)

Ster 1

Type your name in upper right corner of masterset, Type
ot &8 master the two shor: poems on p. 5 of this package.
Center the longest lins from toth poems combined to get
the left margin, Leave a 2" top margin and 6 blank lines
between poems. Double spacs.

When you have finished {yping the master, run three
copies on the fluid duplicator. (5Jet instructor to help
you.)

TURN IN two good duplicated copies and the mamter itself
with tissue shest stapled to the back.

Step 2

You will not type a stencil, which is snother duplication
process, However, you are to resd and study p, 293 in
the Brown Text on "Stencil Duplication.”

4 stencil is duplicated on a mimeograph macidne which
uses a pure black ink for the imprint, From a stencil
yod can Tun more copies than from a master. If you needed
1,000 copdes, for example, you could use a stencil, not

a master. The actual stencil itself, however, costs about
twice as much a8 a naster--20 cents.

The clesar copy that has been used for your packagas was
dore on an offset machine. The difference in the appear-
ance of mimsogravh copy and offset copy is that mimeograph
copy s not as clear, Mimecgraph letters have a fus=iness
around then, whersas offset letters are very tlear.

Nome.
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SPIRIT DUPLICATION

The copy appearing on page 5 of this package has been done by apirit
duplication. Spirit duplication {also known as fluid process duplication or
ditto process duplication) is a reliatively inexpensive method of produeing
copies when a small number of copies are required and the printed quality of
the copy is not extremely important. Approximately 300-350 copies may be
obtained from one spirit master, although the usual number of good clear
coples from one master is approximately 150,

Spirit masters are available in five colors--red, green, blue, black,
and purple. Purple is used mos* because it reproduces better. The cost of
a short spirit master for 8% x 1l-inch paper is 15¢ or 2 for 25¢. The color
of the carbon in the masterset determines the colors reproduced. Different
colors may, however, be mixed on the same master.

A spirit masterset has two main parts: +the master sheet and a sheet
of special carbon which can be used only once. If desired, a backing sheet
my also be used.

These suggestions will help you to type masters:

1., Sometimes, it may be desirable to prepare a model copy of the
material to be typed before placing it on a master.

2. Befors inserting the masterset, remove the tissue shee! between
the master sheet and the carbon sheet.

3. Insert the masterset in the typewriter with the bound edges at
the bottum and the open ends at the top. The white master sheet
is nearest you; the carbon sheet i1s next with the glossy side
toward you,

4o The type should be clean when you prepare the master. The ribbon
should be thin. If the ribbon is heavy, you may need to type
on "stencil" (white) position, so the keys will not strike the
ribbon. This makes the copy rore difficult to proofresd, however.

5. Use a good, firm, even stroke on a minual machine. On electric )
typewriters, a lower impression usually provides clearer coples,

1'70
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6, If you make an errcr, scrape =7 ne l3niar - S S Lw
reverse side of the masz<er 3ne3t wizn 3 mMIvr laue

7. Before correciing she srror, sear 207 in utusuw 2o
carbont and then place i+4 under™ =he 2a t 0 1@ mEUTTNT wWnoE
the torn strip imediazely al4a> zorvyczizg o8 3 "
will have the correcs laszeri(s) on soe revemwa im0 oo
master which is the impcrtant 3:1de, n o Trent sim it
master, however, vou will have 3 ssrilscver.

8. If you desire to leave ous Tams o7 3 iz o ¥vwn s st
line provided you do no’ want o wTe cmeacinz 3law T oL
point, you may use sccich zaje o ing revarss e S oow

a
9 3:0l38CTT 30T T OSWT ouM LLw.

master sheet, or vycu may us

the copy carefully and correcs zay 3saks: ~h. W a's
overlooked.

9. Before removing the masterses Trom iae SyTuwrlser. Treud e
Tv e

10. You may write or drsw or massere wizi 3 3llTuLl TMn

o

- N E

Copy is reproduced frem a magser sai9es wno8n 3 nwmLml TLin: woiownh ¢

‘ i

in the duplicator and the carten image mess. %
t

If you wish t0 save a master sziee Jor latar sduss 3T HpcY oo CLmeus }

sheet (or a plain shee’ of iycting rapes’ <0 208 amun :iee 17 o9 meraas

-

to protect itj then fils.

e = mpader

El{lC 17 ‘

Aruitoxt provided by Eic:
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To every man cherse openath

A way and ways a1d & way.

And the high scul climhs the high way,
And the low soul gropes the lc+;

And in betwesn un the nisty flats.
The rest drift t> and fro.

But to every mzn there openeth,

A high way and a low,

And every man decideth

The way his sou} rhall go.

«=John Oxenham

Four things & man must lesarn to do
If he would make his rscord truss
To think without confusion clearly;
To lovae his fellowmen sincerely:

To act from honest motives purely;
To trust in Ood und heaven sacursly.

~-lionry Van Uyke
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