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FOREWORD

There is a_high demand for employees m

mar_ketmg al]d.dlsmhullnn_management -

and developlng skﬂls that wnll facilitate his work and advancement in management.

These curriculum materials are designed to instruct. students in the qualities and
competencies necessary for success in management. ‘

Suggestions for implementing the curriculum are incluged to facilita'ge its useby;the
DE teacher-coordinator. ‘

Included in the course of study are nine topics and twenty-five units of instruciion.
The nine- topics are ‘desi'gned to account for approximately fifteen weeks of related
instruction time for the school year. The student should spend' fifteen weeks in
individualized instruction and the other six weeks are left to the discretion of the individual
DE teacher-coordinator. :

Qr

Francis T, Tuttle, Director
State Department of Vocational and -
Technical Education

4,,.

M. J. DeBennmg, State Supervisor

Distributive Education ‘ -

-

-

”“Opportunntues for advancement for the tralned employee are available for qualified persons,

FEY
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lesson or class perlod of mstructlon.

v &

INTRODUCTION : S

o USE OF THIS PUBLICATION e U

- T N T

Instructlorial Umts

. The Distributive Education | Course of Study includes nine topics. Each topic consists
of one or more units of instruction. Each instructional unit includes behavioral objectives,
suggested activities for DE teacher~coorcgnator and students, information sheets, assignment

sheets, visual aids, tests, and answers to the. te.‘st. Units are plannagd for more than one

[J

PRI

Careful study of each instructional umt by the DE teacher—coordmator will help him
determine: . ) . ‘ ,

“A. The amount of materlal that can be coveted in each class perlod

B. The skills which must.,be demonstrated.

C. Supplementary material#®uch as pamphlets and filmstrips that must be ordered.

D. Resource people that must be contacted.

»

Objectives

"Each wunit of instruction is based on behavioral objectives. These objectives state the
goals of the course thus providing a sense of direction and accomplishment for the student.

Behaworal objectives are stated in two forms: Termmal Objectives statmg the subject
matter to be covered in a Unit of instruction; Speclflc-Ob;actwes stating the student
performance necessary to reach the terminal objective, ‘

Since the objectives of the unit provide direction for the teaching- Iearnmg process,
it is important for the DE teacher-coordinator and students to have a common

_ understanding of the intent of the objectives. A limited number of performance terms

have been used in‘the objectives for this curriculum to assist in promoting the effectweﬁess

- of the communication among all individuals using the materials, i

.

Followmg is a hst of performanoe terms and their synonyms which were used in
this materlal.

Name . Identify a Describe
Label : Select Define
List in writing Mark ” Discuss in writing
List orally . Point out ) Discuss orally
Letter . R Pick out Interpret
Record 3 Choose - Tell how
. Repeat . Locate i Tell what
Give * : : o * Explain

&)




o
& T

- a7

" Order / - Distinguish " Construct

_ Arran Discriminate ~ Draw v
. Sequence —_ . ~«'M4ake \
——— e — —“"*Llst |n"0rder~’ B ST e Bulld - e 7 e
T Classify T T , Design '
Divide S -t o - - Formulate --— - —
Isolate v ‘Reproduce
Sort - Transcribe
. . - Reduce,
- ~ Increase
Figure
: Cost
- ‘ -
Demonstrate T - 1.
Show your work - o .. :
Show procedure Pt b :
Perform an experiment T Y
Perform ,the steps ' ‘ N
Operate/ A e
Remove ‘ “ o
Replace
Turn off/on i
. ~ (Dis) assemble

(Dis) connect .
... -Reading of the objectives by the student should be followed by a class discussion
" to answer- any questions concerning performance requirementf for each instructional unit. -

DE teacher-coordinator should feel-free to’add objectives which will fit the material
to the .needs of hls students and community: When a DE teacher:coordinator, adds
- objectives, he shduld remember to supply the needed information, asgignment sheets, énd

criterion tests. . “/

gggested Actnvrﬁes o h .

Each unit of instruction has a Sugge:ted Activities sheet outlining steps to follow
in accomplishing specific objectives. The activities are listed according to whether they
, are the responslblllty of the instructor or the student. -

DE teacher-¢oordinator: Duties of the instructor will Vary accordnng to the partrcular
. unit; however, for best use of the material they should include the following: prowde
students with objective sheet, lnformatnon sheets, and assignment sheets; preview
filmstrips, make transparencies, and arrange for resource materials and people; discuss
‘ terminal and specific objectives and information sheets; give test. Teachers are ¢
P encouraged to use any additional instructional activities and teaching methdds to aid :
students in accomplishing the objectives.

Students: Student activities are listed which will help the student to achleve the
objectives for the unit.

&

- ) ; 9 L




Information Sheets T, ) .

Information sheets provnde content, essentlal for meeting the cognitive (knowledge)

objectives of the unit. The DE teachel-coordmator will find that information sheets serve

“as_an_excellent guide for presenting the. background knowledges necessary to- develo =

rd

1
[

skllls specnfled in the termmal objectnve. o

[ gt gfne

Students should read the information sli‘éets before the information is discussed in

class. Students may take additional notes on the information sheets,

-

Transparency Masters

Transparency masters provide informgtion in a special way. The students may see -

as well as hear the material being presented, thus reinforcing the learning process.
Transparencies may present new information or they may reinforce information presented
in the information sheets. They are particularly effective for such activities as Iearnmg
and locating the parts of a machine,

Transparen)cies should be made and placed in the notehook where they will be
immediately available for use. Trénsparencies direct the class's attention to the topic of
discussion. They should be left on the screen only when topics shown are under discussion.
(NOTE: Stand away from the overhead projector when discussing transparency matenal
The noise of the projector may cause the teacher to speak too loudly.) .

EY

Assignment Sheets

"

Assignment sheets give direction to study and furnish practice for paper and pencil
activities to develop the knowledges which are necessary prerequisites to skill development.
These may be given to the student for completion in class or used for homework
assignments. Answer sheets are provided which may be used by the student and/or DE
teacher‘coordlnator fgr checking student progress. ‘

Test and Ev_aluatlon

fest Answets P

w

Paper-pencil and performance tests have been constructed to measure student
achievement of each objective listed in the unit of instruction. Individual test items may
be pulled out and used as a short test to determine student achievement of a particular
objective.  This kind of testing may be used-as a:daily—quiz and will help the DE
teacher-coordinator spot difficulties being encountered by students in their efforts to
accomplish the terminal objective. Test items fon: objectives added by the DE
teacher-coordinator should be constructed and added to the test. Progress sheets %re
provided for student and DE teacher-coordinator to record acceptable performance of skills

v v

outlined in assignment sheets. . , .

B “

i : P ”, - [

rTest answers are prowded’ for each unlt. ”I'hese may ‘be used by the .DE

teac&Lér coordlnatorv and/or student for checking student achievement of the ObJECtlves.




Page Numberrng System ~ L

Each Sectron m this publrcatton rs assngned specific letter:

Development begins with page number D-1. If the page is available as a transparency master,
“TM appears at the top’ of the page. N

(NOTE: The effectiveness of this material'will depend on you as a DE teacher-coordinator.)

AT 6rlerrtauun EE— o “ e

.. ____B,‘Importance of Dlstrlbuuon S " L . , ;
. G, Careers - : : ' T TR e
-D. Personal Bevelopment : o .
E. Human Relations i
F. Job Skills ‘
G. Employment © - . ]
H. [Financial Management ) . s
| Business Math ~ ‘ .

7

Pages are numbered consecutwely wcthm each section. For' example: Personal

The followrng key will help to easily- rdentlfy each section by color:

White - <Objectives, Suggested Activities, Transparency. Masters, ldeas -
Green -  Information Sheet

Tan - « Assignment Sheets
Yellow -  Tests . b
Pink - Answers to Tests ; -

@

o . < »
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Pere e e e - TERMINAL OBJECTIVES - T e T
U U U SR U
 After. completion of this unit, the student should be able to write a sketch of the hustory T e

of distributive education and Distributive Education Clubs of America, the DECA Tagline,
Motto and representation of _colors,~and label each side of the tfiangle. He should also o

be able to name the purposes of DECA, recognize the parts of he emblem, and recite .
- the creed. Knowledge of this tnformatlon should be evndenced by scoring eighty-five ‘.~ N
. percent on the unit test. _‘ ‘ .
e - “‘ . » ) . e 3 ( Ly -
SPECIFIC OBJECTIVES ! T
¢ B }‘\ .
. . A
After comoletlon of this unit, the®student should be able to: }\ r
R « [ ¢ ' ¢ . s » * 2
1. - Match terms deallng with DE o the correct definition, .
. © 2.  Write a paragraph sketching’the history of distributive education-and DECA .
" 3. Write the Jabel on each side of the trlangle which represent a good DE . f
- program. - i
T 4. Name six purposes of D:E‘CA. . ;
5. ** Write the DEGA Tagline.’ . - P Lo
© 6 Write the DECA Motto. “ o S : o
. 7 Write what the two DECA Colors represent, 11 .
i@ ¥ Q“ )
8. Identify the parts of the DECA Emblem. w :
i \ M .
9. Demonstrate the abrhty -to repeat the DECA Creed \ _
. . J.
¢ ’ i J{ . «
¢ 3 ' ! . . o
PN ) ¢ - " )
wl,h/“ N ’L . i
. ) . ,a 3 1]
. , ) >
f @
’ . ‘ < . :
- . . & . ’ . .




.DEGA
UNIT |
SUGGESTED ACTIVITIES -

o

DE 'l{eacher'-Coordinator:
A.  Prepare b.ulletin board.
Pre;;are tran'éparenc;y.
Provide students r/vith “objecpive sheet.
. - Provide stucﬁients« wrth irrfgrnaati0n sheet.

[ y :‘k&, . -7. "’ s e -
Discuss terminal and specific objectives.
Discuss informatjon sheet. - >

G. Give Vtést.

(NOTE; Consult audiorvisual supplément for suggested films.)

-

. Student: “
. A Read"objactive sheet.
B Study information sheet.

C ~ Take test.
INSTRUCTIONAL MATERIALS

Included in this unit:
"A. Obijective sheet
B. Information sheet -
C. Bulletin board idea--The DECA Emblem
7 D Transparency masters
1. ™ 1--Tnangle of Good DE Program
2.. TM 2‘-&Th¢ DECA Emblem

E. Test

F. Answers to test
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Terms and definitions -

A.

DECA : L
: “ . UNIT | :
Ty .

INFORMATION SHEET

Amstant State Supervusov—-ll‘ed Best, desugnated by Statéﬁupervusor 7 -
assists the State Supervisor in conductlng work; DECA advisor ~

Career, Development Conference--Competition for State Conference wmners -
was National Leadership Conference e,

4y . - .
DECA=Youth - -organization _of Dustnbutuve Education; Distributive
Education Clubs of Amenci local, state, and national level ~

Y

DECA blazer—-A navy blue; Iazer with the DECA emblem on the left breast .
pocket the ofﬂclal ldent ving uniform of DECA -

DECA D/strlbutor--Offlmal publication of DECA, Inc., sent to each student
for membership -in DECA

(NOTE: From 1947-1953 M J. De‘Bennlng and C. K. Relff edited and
published the DECA Distributor.) .

DECA Foundation--Created to assist and encourage DECA members to
continue career study in marketing and dlstrubutuon serves as a-financing
aid for DECA

DECA, Inc.-Adult géverning body of DECA made up of DE Stat/\ \,
Supervisors of each state association :

-

DECA, Inc., Board of Dlrectors-~EIected by the members of DECA, Inc.;
made up of one student DECA member {a national officer), DECA Chapter
Advisor, professional members of DECA, 15 total members

Distributive Education (DE)--VocatlonaI program involving retail, wholesale \
and service occupations, secondary, post.secondary, and adult

Distributive occupation--Proprietors, managers, or employees engaged
prlmaruly in marketing and merchandising goods and services -

National Advisory Board-A group of businessmen whlch contribute flnanclal
support to DECQ

Oklahoma State L.eadershiy

Conference--Competition for DECA members
on the state level ' : :

@

{NOTE: Information on the t
Oklahoma DECA activitiesarid awards program.)

15 o
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INFORMATION SHEET

©

e

— " M. State Supervisor-Person in charge of Dlstrlbutive Education ln Oklahoma, i
M. J DeBenning | o
N. Vocational education--Improve the efficiency of an individual in a specific T

occupation, either as a preparation for employment or supplementary to
the duties of the employed worker. :

Il.  History of distributive education and DECA ‘ o .

‘A, DE began July 1, 1937, Geoge Deen Act

B. First atate-wide meeting in Oklahoma City spring of 1944 ¢ *
‘C. First National Convention in” 1947 ‘ ) R i
D. 'DECA officially adopted in 1947 o St
E.. DECA, Inc., officially adopted in 1950 ; | ,
F. DECA Foundation developed in 1954 |

G. DECA Tagline developed in 1962 by DECA student

H. Designed to aid people with career goals in distributlen
/

i‘li. Triangle of good DE program (Transparency 1) — g
. ' ‘
A. Good classroom instruction , “ ~ o P "
B. Good supervised work experience .
C. Good club work participation ' " ;
IV. Purposes of DECA ) ‘
A. Intricial part of DE program . - " \ ot
_ B. - Develop leadership - . N
) C ”Provide social intelligence- ~
- R \ -

D. Instill civic consciousness .

£E. Provide vocational understanding

F. Develop vocational competence

V. DECA Tagl’iria--Developirig Future L‘eakders for Marketing and Distribution

»

~ . -




VI

A

VII.

. INFORMATION SHEET

*- (/
DECA Motto--Power works with ease; weakness frets continuously
DECA Colors N i ‘&
A. Blug- Suggests smcenty and genumen%ss ‘ o

B. Gold-- Crowmng success which comes tp one who lives usefully and wisely
; R
DECA Emblerp (Transparency 2) . \\ * ‘
- ‘i\ 7
A. Leadershlp development--The dlsmbutn}\e educétlon student is given an
opportunity to participate in many ‘activities deS:gned to teach him to be

not only a leader: but also a follower \\ ‘

4

'B.  Civic consciousness-The distributive educatlon student learns to recognlze

his obligations to the community [ 3 v\

C. Vocational understanding--Being able to tgkg hls place in the world of
business \ | 4
S

D.  Social lntelllgence«Through contest and social eve\nts the DECA member

is given an opportunity to develop poise, an\d to galn @ knowledge of the

social graces negessary in our society .

E. Wrapped package--Symbolizes a well-rounded educatlon in preparatlon for
life - .

F. Rays of sunshine--Denotes the glowmg personai satisfaction resulting from
a complete job that has been well done

. DECA Creed

| believe in.the future which | am planning for myself in the field of cllstrlbutlon,
and in the opportunities which my vocation offers. .

| believe in fulfilling the highest measure of service to my vocation, my fellow
beings, my country, and my God--that- by so doing, | will be rewarded with
personal satisfaction and material wealth, v

. Y S
| believe in the democratic philosophies of private enterprise and competition,

and in the freedom of this nation--that these philosophies allow for the fullest
development of my individual abilities. ;

| believe that by domg my best to live according to these high prmclples, |
will be of greater service both to myself and to mankind. :




BULLETIN BOARD IDEA

DE |

 The DECA Emblem

- 9-A
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1. «

4

Match the terms to the correct definition.

DECA
UNIT b

- TEsT

a. Vocational education 1.

b. Distributive education

c. Distributive occupation

d. DECA '
2.
e. DECA, Inc.
___f. DECA, Inc., Board of
Directors :
] g- National Advisory Board
h. ‘DECA Foundation 3.
i. DECA Distributor
j. State Supervisor b
k. Assistant’State Supervisor 4.
"I, DECA blazer .
m.'State Leadership 5.
Conference
" n. Career Development
Conference ° 6.
: 7.
) 8.
9..

' to duties of thesmployed

"m Oklahoma; M. J.

.. Leadership Conference o

Distributive Education enl

Created to assist and
encourage DECA members to

continue career study in

marketmg ‘and distribution; o .
serves as.a financing
aid for DECA

&

Improve the efficiency of an-

individual in a specific 5
occupation, either as . -
a preparation for . -

employment or supplementary
worker

Youth organization of
Distributive Education, -

Clubs bf America local, - .

state, and national Ieve1
-t . .

> “»

Person in charge of = -
distributive education ¢
DeBenning

A group of businessmen which
contribute financial support
to DECA

Ted Best, designated by .
State Supervisor, assists the

State Supervisor in - -
conducting™work; DECA advisor

Competition for DECA members
on state level

Competmon for State Conference
winners was National

A navy blue blazer with the ,
DECA emblem on the left pocket,

the official identifying ol
uniform of DECA :

i

s
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- 4,  Name six purposes of DECA.
: N
L4 b‘ ° '

c.

10.
1.
12.

13.

14

¢
Vocational program involving
retail, wholesale, and service
occupations

Adult governing body of. DECA
made up of DE State Superwsors

_of each state association

Official publication of DECA
Inc., sent to each student
for membership in DECA

Proprietors, managers, or
employees engaged primarily

in marketing and merchandising
goods and services

Elected by the members of ‘
DECA, Inc.; made up of

one student DECA member
*(a national officer),

DECA Chapter Advisor,
professional . members of
DECA, 15 total members

.. | 2, Write a paragraph sketching the history of Distributive Education-and DECA.

3. erte the label on each side of the triangle whlch represents a good DE Program




’ ’ o | DE I - 17-A
1‘\\ e. » '
! f - *
5 Write the DECA Tagline. .
\ - R “ P < A ‘
‘ L
L * ;/
6. © Write the DECA Motto. .
i . “ " « ‘ -
) . . . -
o » . N (:g,
7. Write what two DECA Colors represent. g “ :
- . - - 4 . '
a. B|Ue-- * . | ) } J" RN .»"‘
b. . Gold- :
R 8. Identify the parts of the DECA Emblem,

9.




DECA

UNIT T .
. . ~ ANSWERS TO TEST S
. a 2 : : - o )
. =7 b 10 }
= c. 13 R . . g
d ‘3 - '
e. 11 .
f. 14 ' | “
o 5 '
h. 1
- o112 ’
i 4 P 4 .
k. 6
L9 . *
m. 7 K °
n. 8 .

2, The following items should be included in the para;graph.
a. Began July 1, 1937, George Deen Act "
b. First stat.eewidé mqeting in Oklahoma City spring of 1944
¢. First National Convention in 1947 -
d. DECA officially adopted in 1947

'DECA, Inc., officially adopted in 1950

8

- f.  DECA Foundation developed in 1951
g. DECA Tagline developed in 1962 by bECA studeht ) ' .

e

Designed to aid people with career goals in distribution




a0 L)

”V’l!
Good Classroom Instruction
P g .

“

Possible Technical

-

. ) and Social Competence -
. Good Club Program (DECA) . .
4. a. Intrical part ofﬁQe DE program % |
b. Develop “leadership s
‘ .

‘c... Provide social intelligence ¥

d. Instill civic consciousness

“e. Provide vocational understanding -
f.  Develop vocational competence " .

5. Developing Ff)ure Leaders for Marketing-and Distribution

« 6. i Power works with ease; weakness frets continuously
7. a.  Suggests sincerity and genuineness “

) i

b. Crowning success which comes to one who lives usefully and wisely

8. 'Leadership Development | |
v < Sun Rays
\\” - ‘ ‘ \\ //
Civic /4 h " ----\ i
Consciousness - ~ :
: g N

Ny
\\/ Wrapped Package / 1\

Vocational Understanding A

g

[{e X}

. Performance skills will be evaluated to the satisfaction of the DE teacher-
coordinator. . .

“t

L]




o 1 FREE ENTERPRISE SYSTEM ~ N\~
Do T UNIT
CTERMINAL OBJECTIVE =+~

After completing this unit, the student should ‘be able to match terms to their proper
definition associated with the free/enterprrse system. He should be able to select the
essential mgredrents which free enterprise, is comprised, label the circular flow' chart of
our free-market system, and discuss ways free enterprise affects consumers. This knowledge
will be evidenced by s'cormg erghty~f|ve percent on the unrt test.

.

SPECIFIC OBJECTIVES

»

<

After completion oaf this unit, the student should be able to:

s

1. Match terms accociated with- the free enterprise system to the correct
definition.

@

2, Select, from _a list the essential rngredrents of whlch free’ enterprlse is
- comprised. ;

= R

3. Label the cu’cular flow chart of our free enterprlse system, .

4, Select from a list methods the government uses to influence the free-market
< system, -

5. Discuss ways our free ‘enterprise system affects consumers.

6. Write a short ré”t illustrating the opinion of individuals concernihge the
* free entérprise system. ,
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FREE ENTERP ISE SYSTEM
o UNI U

SUGGESTED ACTIVITIES

DE Te,acher-Coorrdmator . .
Provide students wnth objectlve sheet )
Provide: st\;dents wnth information and assagnment sheets
‘Make transparencles. |
. ’Diseuss~‘ objectives. 4‘ .
Discuss information sheet. " |
 Order “The National Economy" (See additional refe‘rernces.)

o

.

Give test.

(NOTE: Consult audlo vnsual supplement for suggested films.)

Student

A.

B
C.
D

Read objective sheet.

v

Study ififormation sheet. o

‘Complete ass‘i\gnmer"wt sheet.

Take test.

L

'INSTRUCTIONAL MATERIALS

1ncluded in this unit:

A.

Objective sheet '

Information sheet

. Transparency masters .

. TM 1--Profit Creates Jobs
2 ™ 2~-.Free Market System

Assighment Sheet #1‘--Free‘ Enterprise Sy‘stern

DE | 3B




E.

v

F.

a—

A.

B.
C.

'
-—

A.

“Il. "~ References:

. Additional- ‘References: .

Test I - o o

Answers to test ; .
P . n L) N . P . N C

Mason, E. R. Marketing and Distribution. DaHas Texas Greg Division,
McGraw-Hill Book Company, 1968 ) ; .

nget, D. J. The Free Enterprise System Ohio State Umversuty

Wulson, ‘W. H. Consumer Economic Problems, Seventh Edmon Dallas,
Texas: South-Western Pubhshmg Company, 1966. v

- -

Z

"The National Economy", Science Research Associates, 259 East Erie
Street, Chucago, Ilinois 60611 cost ‘$5. 95 2-24 participants, 1-12 teams.

~ The game is concemed with the development of a hypothetlcal
National Economy. The business commumty is grouped into three separate
segments producing three kinds of goods. consumer, luxury, producer goods

Oklahoma Council on Economic Educatlon. Dr. Clayton Millington, -

Executive Vice-President, 215 College of Business Administration, Oklahoma
State University, Stillwater, Oklahoma 74074.

Materials and information can be obtained from, the above source.
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FREE_ENTERPRISE SYSTEM ' ) ‘
UNIT | ’
' . N . - ‘ ‘
INFORMATION SHEET | .
Terms and definitions \ ‘

A.  Economic system--The way a nation uses its natural and man-made résources
v . .

B. Free enterprise--An economic system that allows individuals and ‘Vbu'sin%
to make their own choices about what they will do tq earn a livelihbod
and how they will spend their money.

C.” Private property--Portions of income that one keeps, regardless of whether
it is kept as money, invested in bonds, or held in the form of material
assets. v :

D. Free-market system--A,. system of freedom of choice - -

E. Competition--The effort of two or more business firms or individuals acting
-independently to attract a ‘customer o .

F.  Profit-The reward of business risk '

Essential ingredients of which free enterp;f'ise system- is comprised

A. Private property )

.- (NOTE: Private property may be used to earn more income.)-+

B. Free markets

(NOTE: Consumers have freedom of choice and their choices determine
what shall be made, how much,- and the pricé to be paid for it.)

Profit motivation (Transparency 1).

D. Compétition

1. Lowers prices :
2. Improves products .
3. Creates new products

The free market system

-

(NOTE: Circular flow chart, Transparency ‘2)
A. '\A{hat to produce

B. How much to produce

-, _— ‘ )

»* .
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INFORMATON SHEET . ) »
' - . I . .
C. How to produce Lo > " .
D.” How production fs shared R ) ' - ' R
Iv. Me'thodas ';he gove;'nment uses to influence the free-market system _ ’ o

A. *What to produce
. S Collects taxes o
2. Taxes Iuﬂuries

x 3. Pays, farmers more than market prlce

. 4.  Makes productlon of narcotics illegal except as controlled ;
B.: How much to produce o N, ,”
1. Pays farmers not 'to use land | & | : .
’ , 2. Pays subsidy to airlines |

3. Regulates rates and competmon of public utilities and publlc "

: . transportation
a. . Gives special tax inducemer;ts to busines’;es for expansion’ ) | -
‘C. How to produce ' ” ’ 3 , .
‘ . "1, Contr&ls working conditioné'c?f'women and children !

2.  Controls public education
3. . Regulates Use of resources, such as oil, gas, and water

D. How production is shared

> \
) ' 1. Legislates hours of work, c;vertime, mih}'num wages
2. Taxes profits and income .
3. Controls employment practices <

4, Operates businesses in competition with private businesses

* -

30 .




INFORMATION SHEET
V. Ways the free enterprise system affects consumers .

!

CHARACTERISTIC } EFFECT ON CbNSUMER

. Private property Savings (part of income not spent) may be invested
' in property, which in turn produces an income;
thus, private property increases ability of consumers
. - to maintain a high level of living. -

Free markets . Balance between supply and demand of goods and
_ . services wanted by ‘consumers at prices consumers
: .can pay is maintained through consumers
exercising their economic freedoms in the form
2 , of "economic voting." Markets are sensitive to
consumers' economic votes.

‘ All goods and services consumers want and demand
are the products of free enterprise.

- Profit motivation Without the possibility of maki‘g profit, businesses
i that produce the products and services that
consumers want and need would not be started; hence,
v the products and services would not be available, -
. and the jobs in business on which consumers are
employed would not exist.
) Businesses, spurred by the..hope of greater profit,
improve present products and services and
develop new ones which indirectly benefit consumers.

; Competition Producers and sellers are automatically limited by .
“ . ’ . competition in the prices they demand from ’
R — consumers; thus, unrestricted but fair competition

among producers and sellers results in reasonable

prices and better products and services for consumeérs.

.
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. FREE ENTERPRISE SYSTEM °-
S UNIT |

-
“

ASSIGNMENT SHEET #1--FREE ENTERPRISE SYSTEM .

¢

&

[

.
\

g Name ‘ Date

Problem: Inquire what the essential features and characteristics of the free enterprise gi‘/fatem
“are from two students who are not taking this course, two teachers in your school, two
businessmen, and, two neighbors. . , R

Directions: Prepare a report in outline form, omitting the names of the persons y* R
. interviewed, iR which you g,ive the composite ideas that each of the four groups has aboUt
free enterprise.




-

‘l

T DEI 15~B

_FREE ENTERPRISE SYSTEM
UNIT | :

TEST

Match the following terms to the correct definition.

a. Economic system 1. An economic system that allows
. individuals and businesses
b. Free enterprise ) to make their own choices .
about what they will do
c. Prwate property to earn a livelihood and
— ' how they will spend their
d Free-market system money

e. Competltlon . The reward of business risk

_f. Profit | . A system of freedom. of choice

The way a nation uses its
natural and man-made resources

Portions of income that one
keeps, regardless of whether
it is kept as money,

invested in bonds, or

held in the form of
material assets

The effort of two or

more business firms or
individuals acting independently
to attract a customer

Place an "X" in front of each of the following Wthh are essential ingredients
of which free enterprise is comprised.

_____a. Public property
b, Private property
¢, Assets

d. Free markets

—

e. Profit motivation

£, Competition




*

14

“&

.

I

Place an "X" in front of eafh‘ of the following which show methods the
government uses to influence | the free-market system.

a. Collects taxes
b. Pays farmer more than market price
c. Controls public education

d. Gives special tax inducements to business for expansion
e. Pays subsidy to airlines
f. Pays farmers not to use land

Name four characteristics concerning ways our free enterprise system affects
consumers and discuss the effects. ?

CHARACTERISTIC - ) EFFECT ON CONSUMER ’ | -
a. £
b’ 7 - B -

S R
c. ~ b
d. : - : P

Write a short report illustrating the opinion of individuals concerning the free
enterprise system. .
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FREE ENTERPR

?
SE SYSTEM
UNIT C o

e
«

“‘ Goods and Servicy,

The
Free-Market
- System




. Discussion should include: -

CHARACTERSTIC - . . EFFECT ON CONSUMER

Private property - - Savings (part of income- not spent) may
N . be invested in property, which in turn
T - ) produces> an income; thus, private property
Tiwee . increases ability of consumers to
; - maintain a high level of living.

Free markets -Bafance between supply and.demand of
goods and services wanted by consumers
at prices consumers can pay is
maintained through consumers exercising
their economic freedoms in the form of
"economic "voting." Markets are sensitive
to consumers’ economic votes.

All goods and serwces consumers_want--——
and demand are ﬁeﬂoducgs of free en';rpnse
- Profit motivation . Without the posfmlhty of mak,mg pmftt,w
' ‘,buslnesses that prodiice the produdts
and services that consumer$ want and need
would not be started; hence, the products. -
and services would not be available,.and = .+
the jobs in business' on which consumersa.. .

8 I3

~are employed would not exist. © ' ' AT

R P

Businesses, spurred by the hope of
greater profit, improve present products
and services and develop new ones
which indirectly benefit consumers.

.Competition Producérs and sellers are automatically

’ limited by competitioh in the prices

they demand from consumers. Thus,
unrestricted but fair competition among
producers and sellers results in
reasonable prices and better products
and services for consumers.

6. - Evaluated to the satisfaction of the, DE teacher-coordinator.

w




After completing this unit, the student should be able to match terms to theur

>\

\

MARKETING DISTRIBUTION SYSTEM
S UNIT 1 |

» R .
A

' |

n TERMINAL OBJECTIVE . |

roper

definition associated with.the marketing distribution system. He should be able ! o list
the slgmflcance of marketing, functions of marketing and kinds of markets and construct
a chart showing the-channels of distribution. Thls knowladge will be evidenced by scoring

eughty five percent on the umt test. ' L
; ¢+

.

After completion of this unit, the student should be able to: .

1.

»

A W

o o

)

SPECIFIC OBJECTIVES

Define the term marketing distribution system.

L\&f' the significance of marketing as it pertains to. our economy.

List the eight functions of marketing. - .

~, List the five kinds of markets. |

Construct a chart showing the channels of distribution.

Canduct research in the library and interview a businessman for a short
repart.to be given. orally in class discussing one of the five kinds of markets.

? 5

e

-~
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MARKETING DISTRIBUTION SYSTEM | .- .
v UNIT It ' ‘?\ ;
SUGGESTEP ACTIVITIES \ .
DE Teacher-Coordinator:  ° - .
A. Provide’students withv obi;ctivp sheet, . - e i
+B. Provide students with information .and assignmaht sheet\ ; g. -
C. Make transparencies. - ‘ \ ? .
D. Discuss-terminal and specific objectives.
E Discuss informatfon and assignmslt sheets, . : v
F. (:erer "Probe"”. (See additional reférencas.) 5 |
G. Give test. H “‘::*,

(NOTE: Consult audio visual supplement for suggested films.)

St::dent A

A. Read objective sheet,
Study information sheet.

B
C. Comblete assignment sheet.
D

. Take xt

INSTRUCTIONAL MATERIALS

i .
¥
~ (%4 .
1 /gr
¥
) ~

Included in this unit: o’ B ‘j ’ . )
1A, Objective sheet ..
B. Information sheet e o y

C. }Transparency master: TM 1--Channels of Distributior;"’b

D. ”Assignment Sheet #1wi(inds of Markets ) B

E. Test | ;:” Z‘

F !

&

- F. Answers to test i . \\




) ' 3 .

- b gy e

I References DR . : ; ‘ . T
. A, Mason E. R. Marketmg and Distribution. Dallas, Texas: Greg Dwnslon .
' McGraw—Hlll ‘Book Company, 1968. .

B. nget D. J. The Free Enterpnse System. Ohuo State Umversuty

Wilson, W. H. Consumer Economic Problems, Seventh Edition. Dallas,
‘ Texas' South-Western Publishing Company, 1966

“Additional reference--"Probe Parker Brothers Inc $7. 95 Salem,,Massachusetts

11K
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This game can be used effectwely to teach termlnology and spelhng in the \
various areas of marketlng
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‘ o MARKETING DISTRIBUTION SYSTEM - *
S Lo UNIT 2L .
T ‘INFORM'ATION SHEET '

N Deflmtlon of marketmg dlstrnbutlon system--Prooess through which goods and
servnces reach the consumer - L Lo ‘ -

P

“I‘I. ‘Slgmflcance of marketmg as it pertams ta our economy

~

A Directs, goods from producer to consumer .’ ; o ' *

: .B'.- Thlrty -three’ percent of the workmg forcé’ is m dlstrlbutlon

, C. Well-bemg of our country is determined py . l .
1. Productivity - ~ L.
v 2 »Consumption . B o y

-3 Empioyment

L Functlons of marketmg - . . R
A As‘sem_blmg and buying . o
N ’a : - B . e ) 's?{s,
) 1. Assembling. , ' L ot

Y

' - e

(NOTE Accumulatmg or gathermg goods from various sources) '

2, , Buymg
a. Agreement .on prices and terms of purchase date of shlpment
dellvery, and transfer of- tltLe )

ha U

- b, Determmatlon of needs .
c ‘Selection of sources of supplg from ‘whiﬁch to purchase
d. Determination of quality and suitabilit'; of the goods
B. Storing | ” ‘ .

(NOTE: Provides a physlcal supply of manufactured and processeq goods
to assume dellvery to customers within a reasonable tlme) ‘

Exa.mple. Goods such as room ‘air-conditioners and circulation
fans are used during only a few months of each year requlre
storage. ,

S Goods having a falrly steady demand and those that are
‘ ‘ - perlshable require very httle storage .




INFORMATION SHEET
. . . o ' .
C. Grading and standardizing
,, .

1. Grading--The process of separating the supply of a commodlty \
' into classes accordmg to establlshed standards ‘ :

a. Eggs o o
- N A o - /
| | 2 B - -
PR 3 ¢

>

Meat (beef)

: ) B . 1) - -Canner ‘ ‘ oy
: - 2)  Cutter - - B

% b.

3) Utility -~ - - B

4) Commercial
6) . Standard
6 Good " o

7) - Choice. S PO

8) Prime

2.¥ ‘ Standardlzlng -The proces of preparmgadeflmtlon.or descrlptlon
of the vanous qualities of a commodity
a. Apple o o
X 1) Well-colored
’ 2) - Without blémi;hes

- 3) Matu re




.

. INFORMATION SHEET

Selling--To create or stimulate demand for goods

1.

Personal selling--Practiced by the retail salesperson who serves the
cus:’omer both by providing mforma‘uon and demonstrating the
product

Non-personal selling-- Used to stimulate consumer demand

.a. Newspaper

- b, Magazine

ALY

c Radio

d. Tele\(ision
e. Billboards ) ,
f.  Display B ,

Merchandlsmg--The process of actually filling demands .

Arrangement ‘of counter ang other store faclhtles

Display of goods \
Window displa}s' '

Procedure and personnel for showing and demonstratmg goods
to prospective customers .

~

Delivery service
Systematic credit policy

Installation and repair service for goods:

Transportmg and commumcatmg

1.

Transportmg -The change in the location of goods after they are
transferred from seller to buyer
a’ Airlines ‘
b. ﬁaivlroads
c.  Trucklines

Pipelines -

Ships

Barges'

44
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INFORMATION SHEET

Communication--A Iinkq between sellers and buyers of

~ commodities

-

Example: Orchids ordered by cablegram from
Hawaii may be delivered by air in Chlcago
within twenty-four hours

Telephone

b. Telegraph

c. Radiotelephone

d. Postal services

e. Cablegram

*

G. Financing--Providing for the money that is invested in the gooc, while they

move to the consumer

H. Risk taking-Speculation on our organized market

L 1,!‘

2.

o

7.

Fire

Theft

Breakage

Physical deterioration

Obsol .
solescence o

Changes in the price level

Changes in customers' wants and demands

IV. Kinds of markets

A. Wholesale--Practice of trading in large lots

1.

‘Accomodates most producers and manufacturers in the entire

range of commodities in a particular industry

Large lot is one huridred cases, a carload, or an entire shlpload "
of goods -




' . .- "~ INFORMATION SHEET

B. Commission-A wholesale market in which commission men operate

1. Commission man--Takes wphysrcal possession of the goods offered .
by a producer-and handles the sale of them to wholesalers or '
; retallers . ‘

c2.t Commission--A fee the commission man receives for his service

c. Auction--One in Wthh buyers congregate and bid for products that are
\‘offered for sale

-

1. - Frunts
2. Touacco
3. Furs ’ .

4. Livestock |
Le D. Retail--The final outlet in the distributing system

(NOTE: There are more retail organizations than any other type of

: | ‘ busmes) S

1. Grocery store

2.  Department store
3 e Service statign‘
4. Meat market
5 Shoe store

© 6. 'Clothiné store

- Organized market--A place where buyers and sellers congregate for the
- purpose of trading in securrtles or products e

(NOTE: Organized ‘market is referred to as an exchange.)

V. Channel of distribution--The route ‘taken by goods from the mandfacturer to
consumer,

e

A. Manufacturer to consumer

B. Manufacturer to wholesaler to retajler to consumer a
al\g./‘

C. Manufacturer to agent to wholesaler to retailer to consumer :
E . . D. Manufacturer to large-scale retailer to consumer
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" MARKETING DISTRIBUTION SYSTEM
UNIT 1l

L

ASSIGNMENT SHEET #1--KINDS OF MARKETS v

¥

[

-Select’ for study one of the five kinds of markets. Begin your study with library materials
= »and information, then extend it by interviewing a businessman in your community whaq_
7 is engaged in the operation of that particular kind of market. Write a report that indicates * ~ - ~.
" your understanding of the kind of market you chose and the special purposes it serves

in the,e*distribution process. Be prepared to give information orally in class.

o

* ]
q - & P o~

I
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; Ji
‘ Q o MARKETING Dlllsh]'lal'lBI}JnON SYSTEM !1‘
 TEST .
- o 1. Define. marketing distribution ;yst;m.
.2 List the significance of m;mrit per;e;ins to our economy.
) ‘a.
' b. j,
. ; T
N
2 - '
- 3)
3. List the eight functions of marketing.
o - . ~ .
* b.
_ ) : - -
d. ‘
- e h
Q S

4, List the five kinds of markets.

) ‘ a. » / ’
| | b: S




34-B . .
‘ 5. Construct a chart showing the channeis of distribution. » .
a.
b.
- c. ¢ ' )
- db © . -
. 6. Conduct research in the library and interview a businessman for a short“report"'
o to be given orally in class discussing one of the five kinds of markets.
<
5 L
¢
; ) ! w
- "yv‘
o , ,
P ’“"/
R i
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! MaﬁKET)‘gq ors‘rmeunom,svsrsm

r UNIT - ’ -
. 4 4" V ‘ LN ’ ‘
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PECR A mswenswo TEST, . . ]
. Ay ' o
: . S iy s 5 :
P e «)'f u g ‘/ ‘

1. Process"through which ands 4nd ° sery;ees reach the corisumer

K
Vald

2. . a. Directs goods from*brodﬂcer to consumer- S e .
b.  Thirty-three percent of the workmg force is in dlstnbutuon '
S c. Wellbeing of our country is determlned by’ . ;
“1) Productivity o j,T / '
2) Censumption " v ‘
3) Employment ) ‘ ’ ﬂ . ‘
.3 a Assemblmg and buying “ .‘ oo o " .
b. Storing ) : 7'/7 N &

c. Grading and stander"dizing
d. Selling " .
e Merchandising

f. TranSportlng and commumcatlng W e

g. F inancing

'
h. Risk taking . .

4, a.  Wholesale T =
b. © Commission e, ‘/
c. Auction .
d. Retail ‘, u
e. Organized market

5. a  Manufacturer to consumer .

~“+ b, Manufagturer to wholesaler to retailer to consumer
¢ Manufacturer to agent to wholesaler to retailer to consumer
¢+ d. Manufacturer to large:scale retailér- to consumer

P

6. Evaluated to the satisfaction of the DE teacher-coordinator.
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PURPOSE OF DISTRIBUTIVE EDUCATION
UNIT | '

TERMINAL OBJECTI\)E

~ After completion of this unit, the student should be able to state the function of
distributive education training. He should be able to select five career opportunities available
in distributive education training and conduct research on each career and: report to the
class. This knowledge will be evidenced through presenting a report and by scoring
eighty-five percent on the unit test.

=]

rd

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to: | ‘.

+

1. Match terms associated with careers in distributive occupations to correct
definitions. “

Select from a list the 6b]ectives of distributive education.

Select from a list elements of distributive educatidnf instruction.

Select from a list the individual gains from diszributive education.
Name four important factors’to consider when selecting a career.
“i.ist five of the twenty-two occu;)ational areas in distributive education.

Conduct resparch On five careers in distributive occupations and report to

\




‘ C o "DE | - 3C :
N ) ) - PURPOSE OF DISTRIBUTIVE EDUCATION ‘
co UNIT .| u
| . ’ ' SUGGESTED ACTIVITIES,
- . DE Teacher-Coordinator: ‘ . '
B S S ./,l;’.’"}Pre;;are’ bu:blkletin board. ; |
- . é Provide student with ol;jective, information, and assigpment sheets,
C. Discuss terminal and specific objectives. H
. ' o D . Discuss inf;)rmation and assignment sheets. .
’ ’E’.o Contact local businessmen to talk on’careers. .
F. Give test. o .
. P (NOTé: Consult audio v;sual supi‘:lement for suggested films.)
‘ | Il. Student: = . .
' . " A. Read oE}ective sheet. |
. | B. S;udy information sheet.’ . ‘ ﬂ
C. Prepare -questionis to"ask guest speaker. . ‘- ! h
D, Complete assignment sheet. - ’ “ - C
E. Take test. o | / ‘
INSTRUCTIONAL MATERIALS ’
A L ‘;Ikh;’:kﬁ]ded’in this unit: .
© /7 A Oblective sheet - - - '
B. Information sheet
C Bulletin board idea»Paft of a Complete Program . ]
D. Asig‘nme&nt Sheet #1‘-Sele;ct and Collect lnformation on Careers ‘ .
* E. Test ‘ o ‘
F. Answer to test E
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e PURPOSE OF DISTRIBUTIVE EDUCATION

o UNIT | | \ .
: INFORMATION SHEET I
R l.“ Terms and definitiohs *
. “A. ”Dlstrlbutwe educatlon--VocatlonaI program mvolvmg retail, wholesale anti

service occupations; secondary, post secondary, and adult training
! B. Career--Course of contmued progress in the llfe of a person in a serles of
s : related occupatlons

C. - Career pattern~Sequence of occupatlon m the life of an individual that
_ ~ makes up a career ‘ , N
v v .
D. Occupatlon--GrIup of related 1obs in an area of work
E. Occupational choice--Process one goes ‘through eliminating some occupatlons : .
and retamlng others until an occupatlon has been chosen v

. Objectwes of distributive educatlon k' . co . v
e . ’ 3 A. To offer balanced‘ comprehensive, mstructlonal programs in alI areas of
o ' distribution and: marketmg , e L

'B. To aid'in |mprovmg techniques of dlstrlbutlon z

-

~C. To develop an understandlng of the socual and economlc free oompetltlve

‘ society
' D. Trammg of students on sophomore 1umor, and senlor levels; DE |, DE ‘ ]
i, and'DE 111 . . ‘

E. Train '.j.tt:dents in mid-management on’ the poﬁi seconooryc lovel

F. Adult training_ “ |

. Elemen'iﬁ of .distributivefeducation instruction o ’
A. Related classroom lnstr\*ctro‘n\v ) | .
B,' Supervised On-the-}ob or Iaboratory tralmng ‘
C. DECA c ’

7 - (NOTE: These are instryctional activities through which the DE student ~
= is able to channel his efforts to accomplish his goal.)

D. A study of businesses performing distributive functions

- -
4

. . N
5 1) ‘ o S




. G_C . . N * ’ ; . S ) ' . :. s - .
‘ G k H : - . v o ’ ‘ . ! ¢

INF:‘O‘RMATION SHEET - .
E. A study of marketlng, mcludung buylng, selllng, prlclng, wholesalmg, * L
~retailing * : , -
F A study of the consumers roIe in the marketlng préoess |
G A study of career opportunltles in dlstrlbutlon k
”l\'lf. lndnwdual~ gains from dlstrlbutwe educatlon ‘ C e *
. A Acqunre knowledge necessary for good jOb performance
| -,»" B... Learn .to work better with people and for people .
C. Learn while earn|ng ) . - v .f. L. ' | *
N D. ‘;.I:earn to assume ‘responslbllltles | ;y P
) E.. Develop personality. and pouse : : )
‘ F. Find prornotional Qpportuflities more readily‘ F
Ei. Develop leadership potential’ - | , . | o . »_ ’ ,
V. ” lrnportant Vf_acto,rs to ‘fconsideriwvhen selec‘iyirig a* career
i » A._ Type of work R | : -
‘ B. Educational training‘, " - ‘ . o -_‘ ) -
— 1. High school»/ L .
4 2 Vo-tech tramlng ;‘ e - Lo - e ‘
. ‘ 3 Post hlgh school " | ) J ‘
\ ' C. Financing needed to enter - W;ﬂ Vs
‘ ' ~ D. Means of obtaining the 1ob | . '
. ' : E. Entry level requimrements .w ,
) F. Advancement possib-ilities‘ o T . ]
) G. Licensing or oeriification '
; ’ ) H.. Working conditions
‘ I. Health and physical réquirements e
, Lk ’
- ! * «,
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INFORMATION SHEET

- o ; . . -

.J. - Earnings and benefits /
i . “ - v ) - "
.+ K. Future outlook L . .

Vi, 3 twenty~two occupatlonal areas , in dlstnbutlve educatlon (USOE
ﬁe-m% thru 04 dlstnbutlve busmess others) \
. A. Advertlsmg serwces«Orgamzed subject matter and learning experiences
.o .~ ' related to planning, development, placement, and evaluation tasks performed
‘ N by distributive employees and _management personan\el in demand creation
. and sales promotion activities utilizing displays, merchandising aids, and
‘mass media in such enterprises as advertising agencies, display houses retail
» «. and wholesale establishments, and productwn industries -

1. Marketyresearch analyst. ,

2 .Copy writer -

N 3. Advertnsmg Iay-out man . ) .
a P 4 : Production manager, advertising | . i
- 5. . Manager, diSpla;' . o . -
‘e ‘ ;6 Buyer, ‘fime and spaoe "“
' B A Adyertisih;; assistant o
’8._ pirect-mail specialist " : 1 i
9. Manager, adveirtising h \
10. . Director, ad\;ertising
- 11. Manager, advertising agency
1_2.' Account executive” “ ’
;3. Director, merchandising displeys land sr‘;\gcialties ‘saepartment e
'{ 14.  Publicrelations man - - | o
? & 15.  Dealer-contact man -
. » ‘
o 16.  Public program supervisbr ’ . .

17. Sales-service mén

»
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~ . .18 Counter clerk
o, 19. Salesman, trading stamps ‘ oo
20. Leaseman A ' ’ .

21. - Salesman, radio and television time

22. Salesman, art

¥

23 Salesman, isigns and disp]ays

i

. 24, Salesman, advertising . ’ - ’ __ 4
e - e ot
25. Salesman, signs < . . .
v M " . . '
..26. - - Display man - , o

27. Decarator

28. ’Advertising-display rotator - ' =
29. - Sample distributor " % o
) 30. Sample diﬁtributor ‘
31. . Attendant, traveling display : 2 S .
’ 32 Sign writer, hand . Vo ‘.
B. . Apparel and accessones--Orgamzed subject matter and Iearnlng experiences
related to the variety of sales, fashion coordination, and salei-supportmg .
tasks performed by distributive employees and management parsonnel in
\ retail and wholesale establishments primarily engaged in selling clpthlng of ;
" o all klnds, including related articles for personal wear and adorn{nent ’ e Y
. ' 1 , Fashlon coordinator ‘ -
- 2. Sample gin hE -
3 Salesperson, orthope@@c s.hoes ‘ ” _ v “
4, Salesman, ‘fdotwear : ' '
. 5 Salesman, men's and'“ boy's clothing ,
6 Salesmaﬁ, uniforms - | J ' ‘ L
7 Salesman, women's and girl's apparel . | )

- - B
Y

- . - . - ’

i \) ‘ . . - A . 5 B V M ' ) .
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8. Salesperson, corse
" ' ' AT it

. 9. . Salesperson, faﬂ{on accessories .

"

~. -#-10.  Salesperson, furs \ .
- g

©

: . .
11, « Salesperson, men's furnishings

o 12 Salesperson, shoes ’ ’

-]

13, éalesperson, infant's and children’s wear
* 14,  Salesperson, men's and. boys' clotfling
‘ oo ‘

15. - Sales”persor}," millinery

16. Sgles;:ergont women's ;arments

‘ 1»7.,, Salesman, leather goods h
18. ~ Salesma‘n, tex‘nile designs

19, Salesman, shoe Ieatﬁgr and findings

20, Salesman, jewelry an‘fd optical goods “

) 21, . Saiesper‘soh, jewelry ' ' .
' a 22, Furstorage clerk |
’ . 23 Stock girl, women's apparel
® B o AGiomotive--Organized subject matter and learhing experiences related to
. ) . the variety of sales and ‘sales-supporting tasks performed by distributive
. employees and management personnel in retail, wholesale, and service
’ establishments engaged in selling, renting, storing or caring of cars and -
trucks, and in selling automotive parts, accessories and equipment
1. Spare-parts field representative .
- . 4 o
[\ 2. ‘Manager, parts )
h . ~
3. Service manager . .. ) :
4. ~ Manager, storage garage k‘
. 5. Manager, vehicle leasing and rental
. 6. Seyvit:e~management specialist Q l/

5y
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7.-  Service representative

8.  Salesman, automobile
9. - Salesman, automobile -parts
10. Salesman, house trailers

1. Salesman, motor vehicles and supplies; I

Cal. .

12, Salesperson, automobile accessories

13. Salesperson, parts

14, Car locator

.

"~ 15, Appraiser; automobile -

16. Automobile-repair-service salesman

* - he

17. - Car-wash supervisor
18.  Parking lot attendant
19, Dispatcher, car rental -

20. Car-rental clerk .
D., Finance and credit--Organized subject matter and learning experiences
rélated to the tasks performed by distributive employees and management
personnel in institutions .engaged in deposit banking and related services,
extending credit in the form of loans, services allied with the exchange
of securities and commodities, or consumer credit and collections

* 1./ Broker-and-market operator, grain ‘
' 2. Broker:s floor rebfes;entative
., .3 Manager, financial institution .
4, Bank cashier
5.° '~Fom,idnexcﬁange trader
6. Reserve officer e
‘7. Securities trader h
8. Su'bervisor,'credit union
9. v Credit ’analyst .

2

4
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< 10.  ‘Brokerage clerk ‘ E -
. 11, Newaccountsteller " = - B
e - 12, Safedepositclerk - -

. 13. + Salesman, securit_ies
' 7 . . 14, Salesman, financial servnce .

. - 15, Salesman, investment and tax counsellng service

E. Flonstry--Orgamzed subject matter and learmng experiences related toa -
variety of sales and sales-suppartlng tasks performed by distributive
. . employees and management personnel in retail an{ wholesale establishments
>t engaged in selling floral arrangements, cut flowers, growing plants, artificial
plants, ‘and related |tems for ornamental use .

»

o | " 1. Floral designer I .

il - 2. Salesperson, flowers _ .
\ .

'o/ “ N
‘. ‘ -~ 3. Salesman, florist supplies . " .
: * F. Foocf distribution--Organized subject matter and learning experiences related
. , . ) to a variety of sales and sales-supporting tasks performed by distributive
- : empldyees and management personnel in establishments primarily engaged
) ~in selling food for home preparation and consumption,‘or selling a general
N . L or commodlty line of food products at wholesale "

-
»

1. Broker U

v 2 (}ommissién man, livestock
. - 3. Commissary .'»?man
“ 4, Manager, doughnut shop
5. Cashier, courtesy béoth
{ 6. Checker, ‘bakery products 9 | .
. 7. Commi,sslon man,» agricultural . pro?uots ‘ ’
: 8  Salesmin, livestock - | ,
) 9, SaleSman, food products “

“
+
-
-
U
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10. Groceryman, journeyman

1. Saiésperson, food

12, Buyer \ -
13. Peddler - '
14. Route supervisor |
15. Sélesm,_a“n driver .
16, Salesmn-drlver's hel;;er )
17. Department head, supermarket
18. Cashier—ct;ecker- ' -~
19. Bakéry girlr ‘ | | |
20. Bagger /l

Food services--Organized subject matter and learning experiences related to.
the sales and sales- supportmg tasks performed by distributive employees
and management personnel in” establishments serving prepared foods and
drinks for consumption on their own premises or at a place designated
by ‘the customer s ,
1. Manager, food concession
Manager, caterihg 4 ’ . -
Manager, liquor establishment

, Food checker ’ »

2
3
+ 4,  Manager; restaurant or coffee shop
5
6 Salgsman, food-vending service
7. Salesman, hotel ”and restaurant equipment and sypplies
8.  Salesman, vending and coin machines
9. .. bLunch-truck driver

10. Coin-vending-machine collector -

11. Wine steward
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o 12, Steward ‘ ~

-

13. Hostess',r réstauunt or }:offee shop

. H. General merchandise--Organized subject matter and learning dexp‘erieno,es
. related to a variety of sales and sales-supporting tasks performed by -
. i distributive employees and management personnel engaged primarily- in :
- selling various types of merchandise-at retail in department stpres, junior
. . . department stores, variety stores,: general merc’%n ise stores, discount
. f stores, and catalog houses ‘ N Tfe

-

e 1. Buyer

N - v . ’ - vg-./ f”
.. Buyer, assistant . Lt , | ke k&‘

Manager, store ' .

2
3
4 - Manager, merchandise
5 Director, service |
6. - Junior executive
7 Manag‘er,r trainee
8. Marker .o , - »
9 .

.Cashier

*10.  Collector

- 11, Adjustment clerk

v 12 Sales‘chéék writer

- 13, New-account clerk

14. . Salesperson, yard goods

16.  Salesperson, cosmetics and toiletries

16..._.. . Salesperson, china and glassware

17. Salesperson, silverware- : ‘-

18. Salesperson;, ‘general

19. Salesperson, flying squad -

20, Sales attendant
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21. Sales clerk

22, Auctioneer
- 23. Personal shopper_.
24. | .Comparison shopper
25. Demonstrator

26. Managér, department

27. Bridal consultant

! . 28. Deliveryman !

I. Hardware, building materials, farm and . garden supplies and

Y equipment--Organi'Zed subject matter and learning experiences related to
various sales and sales-supporting tasks performed by distributive employees

. afd™TMnagement personnel”in establishments engaged primarily in setling
’ ) one or more of the following product lines at retail, at wholesale, or to
. contractors: hardware, paint, wallpaper, IUmbi!r:&ﬁm[dmg materials, supplies

and equipment for home construction, or farm and garden supplies and
. equipment : - a

. W '-' [N
, - A
« 1. Manager, service department *~ e ) .
. . . - .
. -2 Contract clerk )
' ‘ e - S "2
3 Salesman, building and construction equipmient and supplies .
o ﬂ {4, Salesman, construction machinery
: ot ' 7
5.

] & . Salesman, hardware supplies
w - . 1 -

. Salesperson, “general hardware

Fl

6 .
- 1 Salesman, éattle and poultry food supplements
8

\\ 8. Salesman, dairy supplies
\\\ 9 Salesman, farm and garden equipment é\?d supplies
. S . \ 10. 'sale;man, poultry equipment and supplié‘s
\\\)11. Salesman, tractor and farm implements | .
* ) | \1\2 Saleségrsoh’, lawn and garden equipment‘gnd supplies
Q 1\ Yardman ’

N

\\\\ “ L. ] ’éf
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A

J. Home furmshmgs«Orgamzed subject matter and learning experiences related
to various sales and sales- supportmg tasks performed by distributive
employees and management personnel in retail and wholesale establishments.
engaged primarily in selling hame_furnishings such as furniture, household
apphar)oes floor ‘coveririgs, draperies, and specialized lines of homne ltems

1.7} Second,hand, furniture- dealer
X 2, Appllance~servuce supervisor
3, Appranser furnltu’re G

Salesman upholstery and furniture repaur

Floor-covermgs estrmator

4
5
6: Salesman custom drapery
7. Salesman, floor coverings
8 Sale;man,) hoasefurhishings
9 'Sales;'a.erson,.curtain and drapery,
10. Sal‘espersor;, furhiture ‘ ‘k
1. SaIeSperson hi-fi

12, Salesman, gas- or»electrlc appliances ' g

13. Salesman, househol‘d equipment

. a

14, - Salesman, radio and television parts

o

15.. _ Salesman, sewing machine

16.  Salesperson, television and appliances

17. Drapery and upholstery estimator

-

18.  Furniture inspector

K. Hotel and lodging--Organized subject'matter and learrittig experiendes related -
‘to the tasks performed by distributive employees and management personnel
“’in establishments which provide lodging, lodging and medls, convention
faculutles, and other services on a year-round or seasonal basis to the general
public or to an organization's membership .

H

1. Manager, hotel

2. - Manager, motel \

e, " " DEI-15C
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. -Manager, resident

3
4. g Manager, frorzt office ’
5.  Manager, traveling . T
’ 6.. Manager, convention i ]
. 7 Desk -clerk | .
8. Hotel clerk o | .
9. Travel clerk - | v . v :

10.  Sales representative : ‘ Sy

11. Manager, lodging facilities

12 Manager, boarding house

13, Bell captain

&

»

* 14, Baggage porter

* 15, Bellgﬁan

16. Doorman -

17.  Room-service clerk

18. Superintenden.t, service

19. Receivihg-ro&m clerk

20. Attendant, lodging facilities

21. Couple, lodging facilities

22, Club boy '

23. Checkroom attendant
L. Industrial marketing--Organized subject matter and learning experiences
related to the tasks-performed by sales and management personnel in
. establishing market potentials and sefling goods and services to business and
institutional buyers for use in their operations

1. * Manager, sales -
2. Manager, utility sales ﬁé‘nd service




o

© © N

10.

2
13,
X ) 14,
| ) . 15,

17.
18.
19,
a 20.

21.
22,

. 23.
24.

25.
26.

‘ 27.

o s oW

16.

INFORMATION. SHEET

Manager, branch

&

Manager, industrial organization

Manager, technical service - | .

Salesman, industrial relations

Salesman, business services |

Saleéman, printing

®

Salesman, weather forecasting service

Salesman, canvas products

- Salesman, paper and.paper products

Salgsman, pressure-sensitive -tape .

Salesman, chemicals. and drugs

Salesman, plastic products

Salesman, rubber éoods

Salesman, abrasives

Salesman, foundry and machine shop products

Salesman, . metals

<

Salesman, wire rope

Salesman, machinery

o)

Salesman, lubricating equipment

Salesman, radiographic Saspecti rvices

Salesman, safety equipment

Salesman, textile machinery

Salesman, ultrasonic equipment

Salesman, welding equipment

Salesman, communication equipment

.67
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28. Salesman, pl:inting suppliés .
29, Séiesman, bottles and bottling eqﬁipment
30. SaleSma;i, church furniture v.a‘nd equibment .
31. Salesman, cordage | | i
32. - Salesman, office ,machines
33. Salesman, school equipment and supplies
-34. Salesman, comn;ercialgequiprﬁent and suppiies
35, Salesman, dental and medical a;uipmont ‘and supplies
.36.  Salespersth, surgical appliances .o .
37.» Salesmran,' medic'ﬁl equipment and supplies
38. Salesm:n, veterinarian supplies E h , .
39. Sal;sman, precisfon instruments
40.  Salesman, engineering supplies :
1;1 . Manufacturér's representative
42, Salesman, containers ‘ : .
43. Sale5man: religious supplies

)

44, Salesman general ' T

M. Insurance--Organized subject matter and Ie;adr,ning experiences related to the

tasks performed by sales and managemeént personnel for insurance carriers
of all types, of by agents representing carriers and brokers dealing in the
sale or placeament of insurance contracts with carriers

L
1. Special agent
2 lﬁnsurancé examiner
3 Estate_ptanner - ‘ )
. R . - =,
4 Underwriter SR % R
5 Hospitalainsurancé ;}‘r.é‘pi;eientative v S

-
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6. 'I\ﬂagagenr, “insurance P “
7. . Manager, insurance ‘office
8. Investigator - . . '
o.  Placer - . L /
Q’1.0. : Claim ’adjuster .
- 11. Claim examiner .
12.°  Life underwriter i P 0

13- Salesmmnce . |

Ioternational trade-- Organized subject ‘matter‘ and ;Iearning experiences -
related to the tasks performed by distributive employees and management

personnel in a variety of business establishments concerned with export -

sales, trade’ controls, foreign opérations, attitudes, monetary problems, and
other elements in international marke'tmg

1. Manager, export * .t i}
2. Import.export age.nt ‘ T
3. Customs-house - broker

Personal services-Organized subject matter and learning experiences related.

to the tasks performed bty sales and management personriel in establishments
prlmarlly ‘engaged in providing services; generally, these services are
concerned with personal improvement and the care of a person or his
apparel; included in this category are laundries and dry cleaning
establishments, shoe repair shops, funeral homes photographic studlos and
danoe or art studios N e

1. Manager, photograph gallery~ or studio
2, Photographen;, street fe

Director, funeral

s
»
(Y o *
Wb,&:u W

Manager, barber shop
“Manager, beauty‘ shop \

Manager, cemetery.

N o » ow

" Manager, sales -

DE I - 19-C
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‘ 8. Superintendent, launc'\iry.»‘ N
9. Managet, branch store

> 10. Dry-cleaning superintendent . » E fA
11. -~ Repair estimaton ,.

12 Service-establishment ettendan‘t: 4

Petroleumr “9rganized subject mattér and learning ex\perienoes related to the

variety of sales and sales-supporting tasks " performed by distributive
employees anc management personnel in retail or wholesale establishments

engaged in the distribution of petréleum products

1. _ Manager, centracts
Field 'representative_
Manager, bulk plant: l -
Manager, store U
Manager, leasing
Leeseman

Permit agent, geophysical prespectfng

Salesman, oil field supplies and equipment

© ©®© N o o~ W N

b 4 . ‘v
,W

‘Dispatcher,. oil

Automobile-service-station attendant

imncd
o

11. Auto mobile-self-serve-service-station attendant

Real estate--Organized subject matter and fearning experiences related to
tasks performed by persons who act for themselves or as agents for others

- in real estate brokerages or other firms engaged in buying, selling, appraising,.

renting, managing, and leasing of real property

@

1. Manager, industrial developn\went
2. ~ Manager, franchise promiotion ’ J
‘3* Property-rental egent :: .

4. Real-estate agent .




“related to the variety of sales, counseling, and sa
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)_/Manager, apartment house -

o o

Manager, housing project

. 7. Manager, property

. 8. Manager, rental department

Y
- -

9. Market master .,
10. Supermtendent bmldmg .
1. Busmess broker . '

12. Right-of-way agent . . V .

»

13 Appraiser, real estate . .

14. - 'Real-;asta_te-location wrifer )

16. . Building consultant - .
1/6“.’ Memorial counselor® : o ;
17. Salesman, real estate . _ , ’

18. Sales represeniativé '

.

Recreation and tounsm»Orgamzed subject matter and Iearnmg experiences *
wés-supportmg tasks
performed by distributive employees and management personnel in
establishments primarily engaged in proyiding amusement, recreation,
entertainment, recreational supplies and equipment, or travel services; this
instructional pfogram is also’ designed for employees and:management

personnel engaged. in other travel serving businesses who assume .
responsibilities for stimulating the local economy through tourism__
. & ‘ | .
1. Caméra girl . - . N
o2 Director, tourist
- i .

3. Manager, golf club
4, Manage(, theater

5. Djrector, hobby 'shop .

6. Booking agent ' ) ..
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- “w ¢ .

a

7.- . Business agent

\ . . 8. F Advance man : o S g ‘. u ,,,‘
) 9 | Director, r'ecréét‘ion center 4 . o ’ .
10 /_,‘,;Tigket,,kseller o C L
11. A Travel counselor. - "' ’ _
12. .,,Salespé?s?n, pho‘tc;graphio equipment and su..f 'ies .
3. * Salesmap, amusement an& sporting ‘gopdé E |
14., Salesmar;, ho,b{)ies and crafts, o oo e .
15. Salespérson, spbrtir.f g”"(;ods A T ) .
I a
" 16. - Salesman, musical instruments and accessories : " )
17. " . Salesman, piano and organ | | . “ .
S ) 18.' Salesperson, shee-t music R i
49, Salesman, noveltiés A . » ) .
) ' w20, ¢ Salesman, publiggtions . R : Q
.21, Salesperson, books s ! . .
V 22. Salesp'ersori,“ pets and pet sup_pliés ° ‘
; ' @
23. ) Salesperson,ostam‘ps or coins - o . .
) _ o ’ . @
. . . 24"  Salesman, club mtimbershib ’ ) o
’ . 25. ‘DDe;kman,-.bowling floor )
' v B 4 ,“ ° ,
26. Reereation-facility attendant® N ; " .
27. Dirt;ctor, recreatiori . S .- V w
8.7 TranspOrtation-»Organizeé subject matter and-learning ex’perien4ces related - ot
- to the physical movement of people, personal effecs and products, the
. sales, storing, and sales-supporting taslgs performed by distributive employees » .
and management personnel in enterprises enggged in passenger and freight
: - transportation, public warehousing, and, services incidental to transportation;

.
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INFORMATION SHEET

) . . Airpla;ht‘z stewardess, chief = - .
T o - [; ‘fbirec‘tor, transportation )
¢ 3. Di:strictr :galg,s/_representative
4. Manage}, ~operations ) ) ‘
) ' ‘5 Manager, reg‘ibn_alf
’ 6 Superintendent, airport

“

- _ 7. Dispatcher, chief
o " - 8. (Genuerglﬁ' agent, operations : Ju
‘ 9. N?anager,’ bus transpohation
- 10. Manager, Iockerv‘plant ) T ?-:
11. Manager, ,statk;n _ S
' 12. Manager, terminal
13. Manager, traffic
14. Manager, warehouse
15. Port-traffic m5nager
16.L Station master
17. Superintendent, cold storage
18. Superintendent, division
19.  Superintendent, pipe lines
. 20.  Superintendent, transportation
- 21. Toll collector .
22.} Rate clerk
283. Traffic agent .

24, Crating-and-moving estimator -

. . 25, Salesman, material-handlifg equipment

3




26.
27,

32.

- 33.
34,
35. .
36.
37.
38.
39,

41.
42,
43,
44, “Airplane*diépatch clerk
45,
46.
47.
48,

b _ 49.

INFORMATION SHEET

A

Salesman, aircraft

Balesman, boats and nautical equipment S

1
"Salesman, aircraft equipyﬁyent“ and parts i '
Salesman, marine supplies | '
Salesman, railroad equipm,ent and supplies
Porter, pullman )
Airplane stewardess * o
Bus hostess
Hostess, train
Baggageman L .
Driver supervisor -
Railway-express agent
Baggage-and-mail agent -
R;servation clerk
Documentation supervisor _
Supervisor, ticket éales

Schedule analyst

Reservation agent

Tran:e.portat;'bn agent

Roadwsijpervisor

Dispatcher, bus and trolley v

Taxi driver ‘ u .
Bus driver

Ticket agent
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.

51,  Warehouse traffic man

IS

52, Materials-handling foreman
53.  ° Material handler -

T. Retail trade, other«ln&lude\here other organized instructional programs and

- learning expenences,\emphaﬂzed in ‘sales and . sales-supporting tasks °
performed by distributive employees and management personnel in
establishments engaged in selling ‘merchandise purchased for resale: to
customers for personal, household, business or farm use, which are not listed
above; specify s -

, , [
1. Salesman, house to house -

2. Solicitor

3. Sales closer

4, “& Laborer, stores

- -~
.

Wholesale trade, othervlnclud\'\ﬁere other instructional programs and
iearmng experiences emphasized in sales and sales- supportmg tasks
performed by distributive employees and management personnel in places
of business engaged primarily in sillmg goods to retailers, industrial,
commercial, institutional and professnonal users, or bringing buyer.and seller
together, whnch are not listed abave; specify

1. Manager, distribution warehouse

Wholesaler

2
3. * Salesman,.dress trimmings
4

Salesman, fuel

v
"‘ %
6.  Salesman, general merchandise

Distributive education, other--Include here other organized instructional
programs and learning experiences, emphasized in marketing functions
performed by employees, managers and/or proprietors in estaf}lishments
engaged in selling products-or providing services to individuals add business
establishments, which are not classifiable as elther retail or wholesale in *
nature and function; specify

1. Purchasing agent

Sy |
2, Sales-development clerk

75




INFORMATION SHEET

N -

Contract clerk

Salesman, pest control service

Salesman, protective service

Salesman, public utilities

N O o b W

Salesman, soft-water service

@

b
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PURPOSE OF DISTRIBUTIVE| EDUCATION
UNIT | ’ .

L4

ASSIGNMENT SHEET #1--SELECT AND COLLECT - i
> INFORMATION ON CAREERS /

~ : -

You are ‘approaching the most important-time in your life. This is the time when you
must choose a career to pursue upon completionof your high school program. Much
“time, thought, and preparation should be given, because the career you are about to select

will more than likely become the way of life for %ou. Select five careers that you would

like to pursue after graduation and collect ‘as much information as possible about the
career. Using this outline prepare your reports.'When the report-has been given to the
class, return this to the instructor. . - ' '

“ L]

Career selected: ]

Level within fBh’é“ occupation:

What type of educational training js needed?

Does the career selected provide ,:;‘Vmeans for advancement?

What type of working conditions does the career centain?

What are the procedures for obtaining the job?

- What are the expected earninvgs and benefits derived from the career previOUsly;selected?“

‘Discuss in a short paragraph the reasons for making such a selection on the c’areeﬁ\ choice.

e iy
;

.. A .

“ N S, =
-~ AN | /’1“
Since you have conducted research on the career, has your attitude changed?-if so, ‘in ~ , S
what way? Discuss in a short paragraph. T '
- ' ® \ﬁ T

By using this assignment sheet, make a reﬁort to the class. i e e

»




PURPOSE OF DISTRIBUTIVE EDUCATION
- UNIT |

ASSIGNMENT SHEET #1-SELECT AND COLLECT
~ INFORMATION ON CAREERS

You arg,appcoacbmg_th\most important tlme in your life. Thls is the tsme when you

must choose a career to pursué upon completlon of your high school program. Much
time, thought, and preparation should be given, because the career you are about to select
will more than likely become the way of life for you. Select five careers that you would
like to .pursue after graduation and collect as much information as possible about_the
career. Using this outline prepare your reports. When the report has been given to the
class, return thlS to the instructor.

o B
Ll

Career selected:

Level within the occﬁpatipn:

. R,
-7 L

What type of educational training is needed?

Does the career selected provide means for advancement?

What type of working conditions does the career contain? .
@

What are the procedures for obtammg the job? ‘
LN ‘

2 - ¥

What are the expected earnings and beneﬂts derived from the career previously selected?

- S
‘\\ ) Discuss “in a short paragreph the reasons for making such a selection on the career: choice
\ |
‘\ . "/// .
\ ‘ ’ T
\\ Since you have conducted research on the career, has your attitude changed? If s, in
4 what way? Discuss in a short paragraph. '
K . »
\\\ » : »”,
By using this assignment sheet, make a report to the class

§




PURPOSE OF Drssmaunve EDUCATION -
NIT .

!
]

" ASSIGNMENT SHEET #1-SELECT AND COLLECT *
. INFORMATION ON CAREERS

., 5, - L
You are approaching the most important. t|me in your hfe This is the time when_you
must choose a career to pursue upon completlon of your high ‘school program. Much
time, thought, and preparatcon shouid' be given, because the career you are about to select
will more than likely become the way of life for you. Select five careers that you would
like to pursue after graduation and collect as much mformatlon as possible about the
career. Using. this outline prepare your reports. When the' report has been given to the
~ class, return this to the instructor.
. ¥ : d

Career selected: C T

Level within the occupation:

s

What type of educational training is needed?

®

Does the career selected prowde means for advancement?

k4 -

What type of worklng condltlons does the career conta|n?

What are the procedures for obtaining, the job?. .

What are the expected earnings,and‘ benefits derived fr0|<| the career previously selected?

.

v
s

Discuss in a short paragraph the reasons for making such a seléction on the career choice.

N e
\,

. Y

Since you have conducted research on the career, has your attitude changed? If so, in
what way? Dlscuss in a short paragraph

3 4

[
[y

By using this assignment sheet, make a report ta the class.
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‘ PURPOSE OF DISTRIBUTIVE EDUCATION
- UNIT 1 °

L)

ASSIGNMENT SHEET ‘#1-SELECT AND COLLECT ,
. INFORMATION ON CAREERS . = - L

;
' s \ B,
Ty N i v . et

] . —~ .
| You are agproachmg the most important ‘time in your 1ifé
must choose a career to pursue upon completlon of your it
time, thought and preparation should be given, because the’zeree;
will more than likely become the way of life for you/Seiéot
y like to L;.'jursue hafter g;'aduatlon and collect as muc 5
| career. Using this outline prepare_your-reportss: '
{ class, return this-to t;e, i tory = /po

_Career selgé,ted. 7

Level within the occupation:

What type of educational training is needed? . °

Does the career selected provide means for advancement? ' -
p ) "t‘ \ \ - !

What type of working conditions does the career contain?

//

, o
What are the procedures for obtammg the job? 6\\

What are the expected earnings and benefits derived from the career previousy selected?

o

Discuss in a short paragraph the reasons for makihg such a selection on the car/eer choice.

Since you have cohducted research on the career, has your attitude changed? If so, in
what way? Discuss in a short paragraph.

4
By using this assignment sheet, make a report to the class. v

e
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PURPOSE OF DISTRIBU'H)VE EDUCATION - ¢
UNIT | : B .

¥

ASSIGNMENT SHEET #1--SELECT AND COLLECT
. INFORMATION ON CAREERS

You are approaching the most important time in your life: This is the time when you

must choose a career to pursue upon completlon of your high school program. Much. - -
time, thought, and preparation should be given, because the career you are about to select

will more than likely .become the way of life for you. Select five careers that you would

like to pursue.after graduation and collect as much information as possnble about the

career. -Using this outline prepare your reports. When the report has been given to the

class, return this to the instructor. .

Career selected: .

Level within the occupation:

What type of educational training is needed? ¢

" Does the career selected provide méans for. advancement? L .

What type of working conditit;ns does the career‘ contain?

What are the procedures for obtaining the. job?

“

What are the expected earnings and benefits derived from the career previously selected? . ¢

Discuss in a short paragraph the reasons for making such a selection on the career choice.

A
Since you have condugted research on the career, has your attitude changed? If so, in
what way? Discuss in"ghort paragraph.

By using this assignment sheet, make a report to the class.

i

o




® PURPOSE OF DISTRIBUTIVE EDUCATION
. . UNIT 1 |

t

n. o . —

' . ’f“‘v A \ @ - . .

-
‘e .

: R b h , T
1. Match’ the following terms, to ,the correct d‘hltlon.

<

PN

- R _ _a Distributive education : 1. Group. of refated jobs + ’
. . . ~ , in an area of work o

- b Career . ‘ ' ’ B »
. ) . 2. Course of continued
‘ . c Career patt(n . progress in the life

7 of a person in a .
. -series of related ‘
occupations’ , e
N __e. Occupation choice ."~ - o . RN
B - ' 3. Process ope goes S

. ‘ - through eliminatitig * <.
. ' o : A some occupation and

: e - rtetaining others %
: . - o until an occupation .
T, o <L S has been chosen. '

A d. ‘Occupation

B o * . P ‘ - 4. * Vocational program
' . T . : . involving retailil, ' .
o : - e o K . wholesale, and service :
. ‘ occupations; secondary,
, L " post secondary, and
. ‘ . v " " adult training-.
. . B, Sequence of occupation
. L ' . in the life of an
. ) . - - individual that makes
, ‘ s o up a career o |
2 Place an "X" in fromt of each of the foIIowmg which are ob]ectlves of d|str|but|ve
w0 education. - : . . .
- e : ‘ o -3
' , a. Adult_ training .

J

«

e . b.+ Train student in mid-management on the  post secondary level o

c. To aid in im;;roving techniques of distribution

'd. To develop an understandmg of - the “social and” economic free

. ’ et competitnve society, . .
M o N . ' e N
. N : v e. Train students for a trade ) ’ - .=
&+ -

f. ,Tralmng of students on sophomore jumor, and semor Ievels

o ) __9._To offer balanced, comprehiensive, instryctional -programs in" all areas
‘ . : . “of d|str|but|on and marketmg
o F . . . N




Place an- X" in front of- each of the follywmg eiements of dlstrlbutlve educatlon
instruction.

" a. A study of career opportunities in distributior

- PRI . ) . . .
- ‘ ' __b.-A §tudy of the consunier's role in the marke?ing process - \ ' -
’ ¢ A étudy; .of. mallketing including.buying, selling, pricing, wholesaling, .

- retailing . X _ E « o
e . 4 DECA J _
' ‘ ’_ ___.;e. Relate;j cIassrpth in%:c‘ruction “ . : . .

) . & The work experience is the most important part
0‘ ’ ' ". - s
g. Supervised on-the-job training ;

, 1 i | _h. A studky% -business performmg dlstrlblxtfve functlons N
¢ : 4. Place an "X" in'front of each of the follownng t { are individual gains from
. distributive educatlon - %, .
’ . a. Learn while earning g ) o
: ) R . . “ . - ‘ “< N
¢ s b. Dévelop personality and poise
> ' . .;9 N "

c.- Acquire knq’wledge necessary for good job performance
. d Learn to‘ work better with people and for beople ’
*/e.- Learn to assume responsibilities

. " f. Find promotional opportunities more readily
. "] - . L™ . -
5.  Name four of the eleven factors to consider when selecting a career.

.

B a. 4 ' =

. Ly ' . @
s A .

b.
c. . ? : . .

d.

6.." List five of the twenty-two occupational areas in distributive education.
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. ° d- ” - W
e.
V 7. Conduct research on five careers in distributive occupations and report to
» the class, ' ‘
4 ' g
L
o - e -~ - .
L] -
% * . F
1 - 5
- - - ¢
@ »
! . |
@ \‘7 . “‘\‘;
F .
» < . )
@ N N
‘ .
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PURPOSE OF DISTRIBUTIVE EDUCATION -
| UNIT | . | ’ “

Ts

. ANSWERS TO TEST . Ty . <,




Aruitoxt provided by Eic:

"ERIC .

“Licensing or certification

" Earnings and.benefits

" Apparel and accessories

Automotive’ .

- Food distribution -

Type of work - ' . k
Educatianal training "1 S B ST,
Financing needed to enter ‘. " '
Means of obtaining the job . o ; L

Entry level requirements

Advancement possibi'lities ’

Working conditions =~ * T ‘ <o

4

Health and physical requirements

S < -
= .

Future .outlook . .

Advertising services .

-

Finance and credit (

Floristy

Food services .

General merchandise - .

Hardware, building ma rialz, farm and darden. supplies and e(iuib:hent _
Home furnishings : '
Hotel and lodging” = - "

3 ¢ . .
Industrial marketing - L .
lnsmfrahce ’
International trade i ,_ :
Personal _services : ¥ '

l, ’ ¢
Petroleum




. . , o . q. Real estate 2

r. Recreation and tourism

s. Transportation g
t. Réﬁil trade, other
C u. Wholesale trade, other
- v. Distributive education, other ) o,
: : 7. Evaluated to the satisfaction of the DE teacher-coordinator. Y,
.o . “ J
N . \
. Y *
/ , ‘
[:j L)
IS ‘ \w = ' ?
- - Q’) ’
]..u . © -
- .
7
\ : ' A .
& é i X
¢ ) <! '




6. Select faétors that are halr problems.
7. Name five factors that descrlbe od posture. | - ; -
8. | Identify the essentials of hard and nair care.
QK.\ Name four factors which conttibute to goodh health..
T 10. _ Demonstratg the ability t evaluate his or her own grooming practlces u’slng

GOOD GROOMING
UNIT | .

. TERMINAL OBJECTIVE

}
4

. ’ ’k
After the completion of this unit, the student should be able to establish through personal

appearance the ability to be well groomed. This knowledge should be evident by his or <7
her personal appearance and by achievement of eighty-five percent on the unit test.

SPECIFIC OBJECTIVES

After completion of this unit, the studentfge ould be able to:

1. Match terms associated with good grooming.

Select essentials of body cleanliness when given a list of aIternatl'ves.

.

Name three elements of .complexion care. “ .

et

2
3
4. ' Select essentials of wenhgroomed hair’
5

Name fwe factors to consider ‘in selectmg a hatr style.

* the check list provided in this unit.

-

<




GOOD GROOMING
‘ UNIT |

) )
SUGGESTED ACTIVITIES

.

DE Teawcher-Coordinatorf:' .
A. Prepare 'bi:lletin board.

B. Prowde student with objective shéets, information sheets, and assignment
sheets.

P —

C. Discuss terminal and sbegific objectives.

D. Discuss information and assignment sheets.

!
E. Contact local businessman to talk on "How Groommg and Health Hablts
Affect Commercnal Business."

F. Take mst.

(NOTE: Consult audio visual supplement for suggested films.)

Student:

A. Read objective sheet.

'B.  Study jﬁformation sheet,

C. Prepare question to ask guest Speaker.

D. Complete assignment sheets, |

E. Tak.e test. -7

.

" INSTRUCTIONAL MATERIALS .

| Included in this unit:

A. Objective sheet

‘B |nformétion sheet -

C. Bulletin board idea-We Are What We Dol
D

Assignment sheets

1. Assignment Sheet #1a--The Way You Look (Men) v _

(NOTE: Give: to "student before unit le taught.)

s




2. Aééignment Sheet #1b-The Way You Look (Women)
(NOTE: - Give to student before unit is taught.)

3. Assignment Sheet #2--Grooming Self-Analysis .
(NOTE: For the points on Assignment Sheet #2 usé 6-Always,
4-Usually, 2-Occasionally, and O-Never. Total the score and
compare it to the rating scale.)

* Rating Scale: "L

. b 100-114 You take pride in your appearance
T 8599‘ " You'd probabiy pass inspection
| 70-84 You're hot really trying .
Less than ’
70 : ”‘*V#LTFE?S? trjuend‘,gwon't even tell you
h E. :I'est ; |
F. Answers to test ' 3 - “
_ Il. References: >
A. Cooperative Vocational *Education (fourse of Study.Stillwater, Oklahoma: |

State Department of Vocational and Tecimlcal Educatlon Currlculum and’
Instructional Materials Center, 1972, | .
Kimbrell, Grady.and Ben Vineyard. Succeeding /nr?the World of Work First
Edition. Bloomington, llinois: McKnight and McKnight Publishing
Company, 1970. | |
Newton, Roy and H. Green. How to Improvq Your Personality, Third
Edition. Dallas, Texas: Gregg Dwusnon McGrawdjﬂll Book Company, 1863.
J
Oklahoma Vocatlona/ Home Ecanom/cs Educat/on, Commercial Foods
Management and Production Course of Study. Stlllwater, Oklahoma: State
Department of Vocational - and Technical Ebucatlon, Curriculum and

Instructional Materials Center, 1971. Q
|

|




GOOD GROOMING
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UNIT | ' R S
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.

INFORMATION SHEET

w

l. “Terms and definitions

A. Anti-perspirant--An - odorless oreparatlon that keeps one dry and also
destroys unpleasant odors

*. B. Astringents--Lotions that contain some alcohol and are to be patted on
— - the face

C. Conspicuous=«$omething that is obvious or noticeable and not in good taste
D. Cuticle--Thin, dead skin at the sides and base of a fingernail or toenail

E. Deodorant--A preparation that destroys unpleasant odors, but dues n01
necessarily keep one dry

F. Immaculate--Spotlessly clean / ’

G. Lubrication--A substance used to make the ‘skin smooth and sof'r
‘ : H. I'\;/Ianicurew'l'-o file and buff nails and trim Vthe cuticles -

4 Il. Essentials of body c]eanliness

A. . Daily bath or shower y B

B Dally use of a deodorant or anti- persplrant

; ‘o‘ ' " C. Daily use of foot powder or spray

. " D. ! Use only lightly scentod ‘colognes, after-shave I?E(ion, or body powders
E ‘Brush “teeto after every meal, if possible |

i -

Have teeth checked every six months by a dentist

£ 3

G. Use mouthwash morning and night |
H. * Change undergarments daily - “ " \
| Be clean shaven . )

J.  Finger nails clean and trimmed

. K. Hair neat, clean, and shiny o -

@ . . )

[ S

&
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- . A. Proper cleansing

v

1. Consider your own skin type
a. Normal

1) Soft and smooth

2) No ilaky patches ¢
3) No blemishes 7 ) é
P ) {
b. Oily skin  + S

1) ‘Greasy shine ,
2) - Blackheads and pimple:s
c. Dry
. 1 Tight feeling

v

2) Tendency to develop little lines, around the
eyes and lips

d. Combmatlon»skm )hat does not fit into any of the precedmg
categories

rd

‘2. Keep items that contact face immaculate

B. Proper stimulation
l

ﬁ 1.  Outdoor exercise .
» . é ‘ ’
2. Proper diet v
3
. 3 Massages ; " . \
"C. Protection from sun, wind, and air pollution R
' 1. l'.ubr?icating creams and lotions for dry skin
2. Greaseless moisturizers for normal or oily skm

V. Essentlals of we}\groomed hair
N A. Shampoo frequently (at least once a week) '

B. Brush regularly with clean brush V\




~

3

///
o

INFORMATION SHEET

C. Contrpl dandruff .
D. Cut or trim regylarly - A )
E. Select bec’ing style for face and particular job
. E.  Keep hair care equipment clean “ .
V. #actors to consider in selecting a hair style Q
p

~A. Shape of face

L

‘y(NOTE: Emphasize’ pleasing features of face.)
8. Figure

-

-

C. Personal ity

D. Texture, body, and thickness .of hair

E. Job requirements

)

F. Time ﬁeeded to maintain particular style

VI. Hair problems - . L
A. Dandruff ’
B. Dry _ Q
C. Oily o o
D. Limp, lifeless -
vy - ‘ "
E. . Fine ‘ <
F. Coarse ' . a@
. . \
. G. " Curly « 4,&
H. éaldness . ’°
IR

-

‘«,
) J &er bleaching
Vil

A.. Shoulders erect
B.

Factors of good posture

Split ends °

!
N !
4

Chest high




C.
D.
E.

" INFORMATION SHEET *

Head erect °
Abdomen .flat”

Body weight on both feet

VIl Essentials of hand and nail care -

A.

B,
C.

Hands keg:c clean

Protected agdinst dryness and chapping

Nails kept clean and manicured

IX. Factors of good.health habits

A,

m o 0 @

Three well-balanced” meals daily

A
Proper amount of sleep
Fresh air
Moderate exetcise.

1

Regular physical checkups

©

L

9

oo
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GOOD GROOMING ’
UNIT |

Your appearance probably is more important to your success than you think, for your
customers form their first impression of you by the way you look. Check yourself on
these points.

>

Hair
1. :Is your hair neatly combed and brusht_ad?
T2, Do you wash your hair at least once a week?
Hands *° - - -
1. Aré your hands and nails clean? . L -

2. Are your nails short and neatly shaped?

Cleanliness /ﬁ
1. Do you bathe daily? =TT .
2. Do you use body deodorant daily? | -
3. Do you brush your teéth at least twnce a day, espec1ally on rlsmg and hefore
, retlrmg? °
4. . s your face clean? ) : T
T~ .

5. Is your face freshly shaved? ‘ e

@

Outer Dress

1. Are your cloth;as conservative and businesslike?
.2. Do y:ou carry a clean handlge;'chief? ‘ . /
*Shoes and Hosnery ‘
1. Do your socks harmonize W|th your attire?
Are your socks long enough to avoid exposing bare . shins?
. Are your business shoes polished at all times?

2
3
4. Are the heels neat (not worn down)?
5

Do your shoes fit and are they comfortable when walking and sf{ihding?

K

97 -
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2
. " ASSIGNMENT SHEET #1a .
. . o
Facial Expression S o _
1. Is your facial expression pleasant? ]
2 Do you have an alert facial expression? i ’ ‘ .
. e #
’
{
|
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.- GOOD GROOMING ; gr |
« UNIT | 3
o o e ASSIGNMENT-SHEET #1b=THE WAY—YOU- REC L6115 ] E————, w—

L. . - 1

Your appearance probably is more nmportant to your success than you thlnk for your
) customers form their first impression of you by the way you look. Check yourself on

’ these points. ‘ ; o
| Hair , ’ i
1. ls your hair style in good taste (not extreme in style)? “
2. Does your hair show evidence of frequent brushlng? ; ) i
) 3. Do you shampoo your, hair at least once” a week? “’:
Hands 'A e
1. Are your hands and nails clean? h ’ * “
’ 2. Are ;our nails of conservative length and neatly manicured? |

3. . If the nail polish you use in good taste and always look fresh?

- Cleanliness . : J b

® !

2. Do you use a body deodorant?

Do you bathe at least once a day? - " i ‘

N - 3. .Do you brush your teeth at least twice a day, especially on rising and before
retiring? ,
4, ts your face clean?

5. . Is your makeup neat and in good taste? o f

Ou]( Dress ; 'Y

]

1. Are your clothes stylish, yet appropriate for the occasion?

2. Do you carry a cleah handkerchief or tissue?

L

Shoes aid Hosiery

o

1. Are h'ose‘without runs, snags, or pulls? |
2. Do yourwshoes harmonize with,\,your attire?

b 3. Are your shoes clean and/or polished at all times? ¢
4

. . . Are the heels neat (not worn down)? ‘

ERIC | 99 : | “i"',
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N i
4 » .
M _ Accessories
T, 1s your jewelry conservative and in good taste? -
2. Do your accessories complement your clothes?
Facial Expression -
1. s your facial expression pleasant? .
2. Do you have an alert facial expression?
, 8 o
vs‘ ‘,""
/’” B
4
P Y
4 {\ .
t
‘\/l
i
f
i ™
i -4
4
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GOOD GROOMING
UNIT |

‘u

__ASSIGNMENT SHEET #2-GROOMING SELF-ANALYSIS -

W

N o o

©

10.
11.
12,
13.’
14,

15,

16.
17.
18.

19,
TOTAL

Dlrectlons Rate
Always, "U" for
Ietter in the blattks® preceding the’ tements,
Do you take a bath or shower daily?
Do you use an effective deodorant or anti-perspirant dail*?
i Do you use a foot spray or powder daily? s
Do you shave as often as needed?
Do you put on clean undergarments daily?

De,,ypu put ‘on clean hosiery daily?

Do You wash your face thoroughly at least tvwce a day (more often

Do you push cutreles back as you dry hands and feet after bathing?
Do you use hand cream daily? “

Do you check fmgernalls daily and repair as necessary?

bo you brush your teeth at Ieast tw:ce dally?

Do you use a mouthwash danly?

Do you take a few minutes dufhgg the day te"eomb your hair?

éourSelf on each of the followmg questions. Use a scale of "A" for

Jsually, "O" for Ogcasionally, and “N" for Never. Place the appropnate

,,i

if you have oily skin?

[

bo you wash hair weekly (more often if needed)?
Do you brush hair wgorously every day? " i
Po you have hair cut or trlmmed regularly?

Do you use a dandruff shampoo and/or cream rinses and condmoners
if needed? . _

_ Do you get enough sleep and rest so that you feel refreshed?

Do you take a good Iook at .yourself in a full Iength rmrror before
leaving the house? \ 3 K

N\

. a”
. - - ¢, -
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- doobp GROOMING
UNIT | - .

o o , TEST .. B

et e=—=Match=the=following terms to—tHe cofrect definition. . —

a. Anti-perspirant 1. - A substance used to make the skin
smooth and soft . -
b. Cuticle
2. To file and buff nails and trim -
¢. Immaculate the cuticles
d. Manicure 3. Somethmg that is gbvious or

noticeable and notjn good taste
e. Lubrication
' 4, An odorless preparation that keeps:

f. Conspicuous one dry and also destroys unpleasant
R adors
g. Deodorang ]
N 5. Thin, dead skm at the sides
. h. Astriffgents « and base of a flngernall or toenail

&, -

6.0 Spotlessly .clean

7. Lotions that contain some alcohol
and are to _be patted on the face

8. A preparation that destroys
: unpleasant odors, but does not .
“ necessarily keep one dry

2. Place an "X" in front of each of the followmg which are’ essentials of body
cleanliness.

a. Daily bath or shower S t o

y
q

b. rginguernails polished weekly

¢. Hair spray used often

2

. d. Change undergarments daily____

e. Daily use of foot powder or spray
. . I Brush‘" teeth after every-meal, if possible . =
G Girls shave legs daily |
3. Name three elements of complexion—care.

a.

\

, 102 \ ~ .
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,,_fb, , ‘ \ )
c. N - ..
4.,;,,; Place an_"X" in front of each of the _following_which are essentials of
well-groomed hair. S S R
- ~a Brush ;eguia:rilyfg\iitrl—i"éleéhrbfuéﬁ | v | -
b. Select becoming style‘ for face and particular job
c. Keep hair care equipment clean
) d. Cut or trimmed regularly u ’
5. Name five factors to consider in selecting a. hair style. - '
a . s
b. ’ \\ .
: s |
® c..
d.
€. . -
. 6.  Circlethe letter in front of each of the following that are factors of hair problems, . e
a. ’ Body , . )
b. ‘Dry
c. Oily
";\)\_ d. Hairspray | | . .
e.. ~ Over blea;ghing . V, ,7 . * _ ‘
. f. Diet . | ‘
‘- g. Curly . \ o !
| 7. Name five factors which describe good posture. | ; \
coT . V :
; b. : |
wi é. !
d. )
| .
o \
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Place an " X" in front of each of the following which are essentials of han®and nail
care. E

a. Hands kept clean

b. Nails kept clean and mamcured .

10.

C.

G. Hands protectedﬂagainst dryness and chapping. -

Name four factors which contribute to good health,

a.
A
b.
d-
Demonstrate the ability to evaluate his or her own grobming practices using
the check list provided'igthis unit. o
§
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o ’ GOOD, GROOMING
UNIT | .
. o
. _ e ANSWERS TO_TEST __ E—
S n e s - ’ "
b. 5 ) ;
. c. 6
d 2 )
e, 1
f.. 8 ’
\
. g 8
h, 7 o
‘ 2 ‘a 7 .
® " 4
. ’ o :
f . .
3. a. Proper cleansing
' b. Proper stimulation
c. Protection from sun, wind, and air pollution
4, a »‘
b .
. ' . e . \ . -
q d
5. Any f.vi;le of the fo\llowing:
a. Shape of face ’ v
b. Figure
‘ ‘ c. Personality : )

105
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d. Texture, body, and thickness of hair
e, Job requ.irerﬁents , .o )
f. Tir;m needed. to maiﬁtéin partibular style ‘ R -
T c s RS "":‘“"_’\ ‘ 'j—:w—“ ' - .
e X . ’//
g - . . . )
7. a. Shou]ders erect .
b. Chest high * . /
c. Head erect -
d. Abdomen “flat
e.. Body weight on both feet
8. a 4
. b
c ; : .

9.  Any four of the following:
a. Three ,yvellaba{anced meals daily

=k, Proper amount of sleep °

. Fresh air
d,s, Moderate exercise -
“e. Regular physical checkups

10."  Performance skills will be evaluated to the satisfaction o‘f the DE teacher-
coordinator. ' ) \
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. : WARDROBE
- ‘ | UNIT I
e TERMINAL OBIECTIVE ——— - "o

After completion of this unit, the student should be able to select the essentials of clothing

e e = N g = G GO S S

appropriate for a job and factors to consider in planning a wardrobe. He should be able !
to evaluate his grooming and wardrobe habits and plan a wardrobe. This knowledge will
be evidenced by scoring eighty-five percent on the “,,Qi_t test.: €
SPECIFIC OBJECTIVES
N After completion of .this L;nit,/t(,héﬂs’tudent should be able to: . -
. - 1. Match terms as;ociated with wardrobe to the correct definition.
2. Seleét the bessentigls of clothing appropriate for a job. )
3. Name four factors to consider in selecting colors“ for a wardrobe.
4, Select factors to con;gger in selecting clothing for a wardrobe. . ’
- b ' ;
.’ 5. Den%onstrate the fdlgcgwing:
. a. :\iEvaIuate your grooming habits andb wardrobe. .
b. ,;Dévelop a wardrobe plan, . ’
. ‘ R




. ‘ DE | - 25D

I

i
] WARDROBE ’ ) -
, . UNIT NI
I R o - 'qur_-;g;:qn_zoiAcq-m‘g,f,w R S e S
N o 7‘“~BE Tea;:;\;;:ovt;d];ator ;
A. Prepare bulletin -board. . TN
. B. Provide students with objective sheet. : -
c Prt;vide students with. information and assignment sheets. »,,J
v D. Discuss terminal and specific objectives.
E. Discuss in"formatior‘w and assignment sheets. J
F. Give test. ‘
(NOTE: Consult audio visual supplement for sug ésféd films.) X
. :Student: ! ) o J// . -
*A. Read objective sheet. . / “%‘ M/ LT | ”
' B. Study  information sheet. .[ ’)/ ii . o
C. Complete assignment sheets. ‘ 3 ! ] *
T D. Take test. % | - N
INSTRUCTIONAL MATERIALS |
. b
& I Inclu\d'ed in this unit: o .
‘ h A. Objective shget ‘,‘ “ Vo
B. Information sheet “ = | - “ -
C. Bulletin board idea-Let's Improve Our Looks - ' )
D. Assignment sheets N 'A
- 1. Assignment Sheet #1--Evaluation. 8f Grooming and Wardrobe

Habits (Womens Form)

2, Assignment Sheet #2~~Evaluatuon of Grooming and wardrobe
Habits. (Men's Form)




E. Test - . - S
F. Answers to test = SR
References: : o - . .

. A._ Distributive Education 11 Coursé of Study. Stillwater, Oklahoma: State v
' Department of Vocational and Technical: Educatlon, Curriculum and
lnstructlonal Materials Centey, 1971.

- B. Tolman, Ruth. Charm- and Poise for Getting Ahead. Bronx, New York
Mllady Publishing Corporation, 1967.

C.. Whltcomb Helen and Rosalmd Lang. Charm. Dallas Texas: Gregg Division, .
"~ + McGraw-Hill Book Company, 1971~ '

D Wood, Merle W. and Margaret A. McKenna. The Receptlomst Dallas Texas: -
Gregg Division, McGraw-Hill Book Company, 1966 '
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* UNIT 11 :

INFORMATION SHEET .
f 77N , 7

I Terms and definitions S ' o

Conservative—-More traditional or moderate styles of clothing

r. A
G B. Coordinate--To mix or match artncles of clothing so that they may be worn
., together “
'C. Harmonize-To combine colors ano styleé to proc.flwe a pleasing effect
D. Horizontal--Lines traveling across from left to right. ]
R E. Intensify--To\ make, brighter or more vivid ‘«'
. F. Undertones--?olors seen through and modifying another color . ’
G. Vertical--Lines tra.veling up”and down’ )
H. Wardrobe--Clothes one has or owns
.‘ Il.  Essentials of clothing appropriate for a job
A. Spotlessly clean and well pressed
™o ; B. Free from rips, tears, missing buttons, or sagging hemlines
~ : , ,
C.. Conservative in color -
g D. Conservatlve in ster )
(NOTE Do not wear cIothes with extreme hem Iengths or necklines,)
E. Shoes kept clean, polished, and in good repau_" |
| F. Hosiery free from snags and runners -
) G. Undergarments appropriate for outer garments
"H. Jewelry kept simple, not overpowering
. Well fitting . . ‘ A
‘ (NOTE: Clothing does not have to be the latest in fashion to -be appropriate
’ for work; but-it'must be clean, neat, and well fitting.) .
1190
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INFORMATION SHEET

Il. Factors to consider when selecting colors for. wardrobe

A.

(NOTE: Wear 'colors in which you feel comfortable. Avoid colors ‘you

.

Skin and facial coloring

(NOTE: Select colors that repeat the most desirable undertones of your
skin. Avoid colors that.repeat undesirable undertones.)

1. Olive coloring-colors with yellow undertones

2. Pale coloring--pastels and greyed tones

3. - . Pink and white colori‘ng--colors with red or blue undertones
Eye color |

%

(NOTE: Try to highlight your eyes by l"'nétching or accenting the strongest
color.)

i

1. Blue eyes--blues, blue-greens

2 Green eyes--greens, greys, reds ) :
3. Brown eyes--oranges, golds, beiges, blues )
4 Hazel eyés--greens, t{roﬁyns, blues, corals, golds ‘

Hair color

(NOTE: Select those colors which fall opposite of your hair-color on the
color wheel so you will intensify or complement your hair color. Av01d
colors that are too vivid.)

Personality ahd/or mood

dislike.) )

1. | ‘Reds and yellows 'cheer you “ ) .

2. Blues, greens, and violets calm you ' )
Job Q

(NOTE: Avoid colors that show soil easily or that are overly bold.)
Colors with which the item will be worn
1. Accent dark colors with light or bright colors- -

2. Accent light colors with dark colors

111
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Factors to consider in selectmg clothing for a wardrok:e

'm o 0 wm »

DE | - 29-D

- Y

INFORMATION SHEET

-
»

\

\ ’

3. Accent neutral colors wuth bright colots . ~

4. -+ Accent brught colors with neutral or dark colors

)

€

Fit and comfort
Appropriateness - \
Personality . .

Price of items

* (NOTE: The price of clothmg items will need to be donsudered in relatlon

to entire clothing budget.) b

Workmanship J
Fabric . ) : | i
Care o ) M e W
* Color ) “
Style . T
Life exép’ecjtancy of gar“meht ‘ - ‘ N

Life expectancy of fashion

“

Number of garments in, wardrobe with which the item can be worn

‘ . -
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WARDROBE
UNIT i

ASSIGNMENT SHEET #1-EVALUATION OF GROOMING AND
.WARDROBE HABITS (WOMEN)

N &

Is your grooming up to business standards? Rate yo‘ﬁrself on the following items. Give
yourself 4 points for each "Always," 2 points for each "Sometimes," and no points for
"Never." When you have completed the form, total the score and compare your rating
with the rating scale provided. Do not hand in evaluation sheet.

-Does your outfit coordinate with your hair, eyes, and complexion?

Are your clothes spotlessly clean:- and pressed? o

. of
Do your clothes costdinate

ol

Do you check garments for ,sp it seams, ripped hems; or loose buttons
before wearing? : ' '

Do you protect clothing from perspiration stains?
. Do you have nonwashible garments cleaned often?
Do you wash undergarments and hosiery after each'wearing?

+ Do you check 'hosiery for runs and snags before wearing?

© © N o o

} Do -yofi k:eep shoes brushed, polished, and in- good repair?
10. . Do .you avoid lounging at home in ‘your work clothes?

1. - . Do y6u protect dress with a makeup cape when ‘applying cosmetics or
! combing your hair? “ -

12, "+ Do you wear a good bra? -

-

* 13. Do you wear a girdle? )
14. Do you clean out your handbag often. to get rid of unnecessary items?
" 15. __Do you avoid wearing loud dangling bracelets or exotic jewelry to the
office? ‘ .
6. . Do your-shoes and accessories ‘coordinate with your' clothing?
17. Do you’ wear shoes with good support and comfortable heels when you
, must stand for long periods of time?
TOTAL
RATING SCALE: . ‘
60 - 68 You meet business standards
50 - 59 - Employer may grudgingly tolerate you
Below 50

Better get to ‘work! You'll never get a promotion that way

&
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.| WARDROBE
= UNIT 1l

ASSIGNMENT SHEET #2-EVALUATION OF GROOMING AND
WARDROBE HABITS (MEN)

N >

Directions: Is your groommg up to business standards? Rate yourself on the following

items. .For each "Always give Yyourself 4 pomts ﬂlve yourself 2 points for each

"Somehmes, and no points should be given for 'Never After completing the evaluation,

gtal your score and compare it to the rate scale provided. Do not hand in evaluation
eet.

1. _Is your suit pressed, and are the pants well creased?
2; Is your clothing free from stains or spots?
3. __° Do you wear a fresh shirt daily? ‘
a4 — Do you put on clean socks and underwear daily?
5. ___ Does 90ur tie harmonize with onr shirt and suit?
6. ___ Are your,socks smobth and free ;rom wrinkles at the ankles? -
7. __Do you avoid wearing white socks with dark pants? =~ -
8. ____Are your socks\long enough to avoid exposing bare skinwhen you sit? g
‘9, __Are your shoes shined and in good repair?
10. Do yos wear a deodorant or antl bersplrant to protect your clothing
from stains? i
11. _ ’_00 your shoes harmonjge with your clothing? "
12, | _ Do you carry a clean handkerchief?
13. ;Is yoor tie neatly knotted? 7
14.  ___ Are your clothés conservative and bu.sinessli’i;e? _ \
15.. ___ Do you have nonwashable ltems cleaned frequently?
16. - __;__Do you check clothes for souled spots missing buttons, or split seams
before wearing? . .
TOTAL L

RATING SCALE: | "

' 58 - 64 You meet business standands - B
50 - 57 Employer may grudgmgly ylerate “you
Below 50 Better get to work! You' II,never get a ‘promotion that way
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WARDROBE , |
T SUNIT 1 . |
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ASSIGNMENT SHEET #3-MAKING-A WARDROBE PLAN

Before f)lanning you‘,r wardrobe, answer the following questions.

a.

b.

f.

What colors prédominate in your wardrobe?

What items in your wardrobe are most flattering to, your figure? Least
flattering? Why?

What additional items are most needed in your wardrobe? Busmess dresses?
Coats? Shoes? Make a Ilst of these items.

N §
Look through your closets and, drawers. Are there items that you rarely
‘wear becaum you have nothing to coordinate with them? List these.

Decide approxumately how much you will spend on clothing per month
Keep the plan flexible. {f you have to make a large purchase one month,
cut back the next month to help balance the Knudget .
(NOTE Plan your clothing budget around those |tems that are most needed
in your wardrobe.)

3

My clothing budget _averages $ per month,

"~ Make a plan for your fall or spring wardrobe. Review the questions above to

see what items are most needed. Outline your planned pufdbases for the seasoh

. selected and complete the information requested for each Jtem on the chart..

(NOTE: If you like, 'include sketches or pictures of items’to be purchased.)

DE I - 37-D
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ASSIGNMENT SHEET #3 :
L3 “ *
. Style and :
Item Color Line Fabric | Care Duration “Complements
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1. Match the followfn’g terms to the correct definition.

a. Horizontal

b. Undertones

¢. Coordinate

d. Harmonize

<«

e, Vertical

Conservative

P

g. Intensify .

h. "Wardrobe

WARDROBE

'

UNIT II

TEST

1.

8.

To mix or match articles of
clothing so that they may be worn
together

Colors seen through and modifying
another color

Lines travelmg across from left
to right’

12

To combine colors and style to
produce a pleasing effect =

Lines travelmg up and down

Moretraditional or moderate
styles of clothing -

Clothes one has or owns

To make brighter or more vivid .

2. Placeu{ "X" in front of each item below that is essential for making clothing

appropriate for a job.

'

h b Well fitting
?

i
\
i

4

d. Bold, bright colors

°

e. Low necklines or mini skirts

_f. Spotlessly clean and well pressed

a. The latest in fashion

\

c. Undergarments appropnate for outer garments

//

3. Name four factors to. consider in selecting colors for a wardfobe.‘(

a.

i

. B v
vy /

@
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4, Place an "X" in front of each of the, following which are factors tp consider
. in ‘selecting clothing for a wardrobe. \

a. Personality
b. Fabric *

c. Care t

L »
d. Color ‘ )
e. Style o »
f. “Figure .
g. Number- of gdarments in wardrobe with which the item can be worn,
5. ©  Demonstrate the ability to: . .
.
a. Evaluate your grooming habits and wardrobe, .
) e
b. Develop a wardrobe plan. s
» |
. |
L3
4
- %“ @
’ ’ ]
|
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WARDROBE
UNIT 1l

- ANSWERS TO TEST

+

P

+
.

Any four of the follo»v;ing:

o

f

a. Skin and facial coloring
b.  Eye color .
c. Hair color _
d. Personality and/or mood .
e. Job .
f. ‘Colors with which the item will be worn
\ .
|
c
d
e
g :
Performan\l skills will be evaluated
coordinator.
. 12
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- PERSONALITY. | -
o UNIT 111 4 ’ |
'3};.:-’% . .
TERMINAL OBJECTIVE '
w "

After completion of this unit, the student should be able to define personality and attitude
and list reasons for a degirable personality and steps to improve personality. He should
be akle to select desirable personality traits, attitudes and methods of showing positive

attitiude. This knowledge will be evidenced by scoring eighty-five percent on the unit
test. ;!

SPECIFIC OBJECTIVES -

After completion of this unit, the student should be able to:

1.. Define attitude and pel;sonality.

List five reasons for having a desirable personality.
Select from a list eleven desirable personality traits and attitudes.

2
3
E A Select from a list eight ways to show positive attitude.
5 Name five steps to personality improvement.
6

Evaluate your“@aéhates most desirable traits and his most negative traits.
[ SN '

X
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4 PERSONALITY ' .
w UNIT 1l -

_‘iu

SUGGESTED ACTIVITI ES ‘ : -

3

|. DE Teacher-Coordinator: -
: e
A. ’Prepare bulletin board, . e ‘ .
N , .4

f}

B. Prepare transparene’? *

Provide stugdents with objectlve sheet . LT

Provide stq_dents wsth mformatlon and assngnment sheets.
Q

Duscuss termmaluand Speclflc objectwes.z

<
Discuss mformatldn‘and assignment sheets.

& m m o O

Divide into buzz groups and discuss anh&/mgamannensms observed in
others. Select a member of the group to report on those, mannerisms
. discussed.’

-L;’
»

H qufter completing assignment sheets, provide students Wlth scoring and
“ analysls for’ Assugnmerit Sheet #1 (#L taken prior to mstruotuon)
“ it}"' ,’ .
*‘lee ‘test, ' - N

-

(NOTE Consult audlo visual<supplement for suggested films.) "

’ Cad
[I. Student : o
A, Read objectiye sheet

Study mformatuon sheet.
.~ Complete assugnment sheets

B

Cc

D. Scoreess:gnment sheet.

E Particibate in buzz groups.
F

.~ Take test, .~

<

INSTRUCTIONAL MATERIALS -

. Included in this unit:
A. Objectives sheet

'B. Information sheet

122
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,En

Boiletin board idea-Attitudes for Suecess

Selfilmprovenjlent. Vocatlonal, Educatlonal, and Perspnal. Michigan State
University, Department of Secondary Education and Curriculum, 1970.

D. Transparency master: TM 1--Pot of Goals
Assrgnment sheets
L Asstgnment Sheet #1-»How Do You Get Along with Others‘?
2. | Assignment Sheet #2—-Personallty lmprovement
3. Assignrnent Sheet( #3-Classmat'e's;‘., Evaluation
F. Scoring and analysis for Asﬁsignmentr Sheet #1
G. Test (
. ,An;wers to test
. References:
A. Business and Off/ce Vocatlonal Educatlon Columbia, Missouri: Instructlonal
Materials Laboratory, University of Missouri, I969 “
8. H|serodt Donald D. Psychology and Human Relations in Marketmg Dallas,
Texas: Gregg Dawsuon McGraw-Hill’ Book Company, 1963.
C. “Newton-Green. How to Improve Your Pemonahty DaIIas Texas: Gregg
- Division, McGraw—HllI Book Company, I963
Orientation to the World of Work, Part . Lubbock Texas: Home Economm .
lnstructlonal Materlals Center Texas. Tech Unlverslty, 1971.
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PERSONALITY
T CUNIT 1t

INFORMATION SHEET,

Terms and definitions

A. Attitude--The way you act feel or think that shows others what you are
like

Personallty--What people see when they look at you and what they hear
~when you speak

Reasons for desirable personality
A Acceptance by others

Acg“uiring a job

B
C. Keeping a job
D

., To gain personal satisfaction °

E. To gain recognition H .

F. To learn to profit by failure as well as success

o “a

Desirable personality traits and attitudes (Transparency 1)

(NOTE: Employers look for ‘desirable personality traits and attitudes. Students o
who possess such qualities may become employable .in distribution.) ce

-

>

Adaptability--Adjusting easily to new situat]ons
Cooperation»Worléing harmoniously with others toward some desired b‘goaf
Courtesy--Being polite and having manners . - ° R

Dependability--Doing what y'lou say and cOmpIeting duties assigned to you

Enthuéiasm--Being eager to help or to take part in some"activity

Mmoo W

Honesty--Being truthful in all things -
Initiative--Doing things without having to be told

r o

~—Loyalty--Sticking up for or supporting a firm

.

Patience--Taking the time to"do things right

Self-control--Being able to control one's temper and emotlons

Tact-- Belnq able to say the right thing at the right time

L]
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INFORMATION SHEET

IV.: Show positive attitude ‘ ) .
(NOTE: A positive attitude helps one identify with himself énd others.)
A. Open your ea;s, (;losev your mouth,.and learn to listen E , .
B. Avoid vgo'ssip : .
C. Objectionable traits are  self-defeating
D. Ask questions and remember the answers \- \ -
E. Devblop.cénfidence in yourself

, ) F. Respect for-and éncouragement of associates - -

G. Havihg” a desire to succeed in what we do

\
~H. Practice dési;able traits * ) h ‘
. V. Steps to personality improvement ‘(Assignn}ent Sheet #2. and. #é) |
; »a A. Realize the need for improvement = .
B. Have a desire to improve “
C. Evaluate your strong and weak boints , ‘ ..
. . D. bevelo‘p a plan for 'imprbvement o , “ ) | o
d E: I':ol\low through‘ with your plan

VI. Classmate's traits

Example: Desirable trait - loyal to friends
Negative trait - lack of initiative .

- . % - ¢ ' . ‘ e
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N PERSONALITY
) UN'T l“ . L4
[ ) i
ASSIGNMENT SHEET #1--HOW Db YOU GET ALONG WITH OTHERS? - :

-

A successful person. should; know how to get along with others. By the-results’of this .
self-test, you will see how you are doing. Check your answers.

1. You meet. a person you immediately do not llke. You would:

a. Try to find a t’o.pi,c' of conversation of common interest.

b.- Avoid the perso'n: * R )—\ h

c. Try to put_ him or her in his place.”

2. You are offered a job for which you are not fitted. You would:

c. Try to bluff through it.

b».. Refuse to try.

a. Admit your inz;deqqacy and offer to learn on the job.

3. When dealing with people, “such as sales clerks, waitresses, etc.—vyou:

a. Usually smile and say something pleasant,”
. N = i

b. Are nice if they are pleasant to you.

c. Treat them impersonally,

4, You have been overcharged in a store. You

- b. Pay the bill ‘without saying anything.

c. Tell the clerk he has cheated you.
a. Ask the clerk to recheck the bill,
6. When you meet a person who is badly crippled, you:

c. Try to avoid him or her,

b. Go out of your way to be especially nice.

~a. Treat the person as you would anyone else,

128 | -
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A friend has just bought a suit which you think is unbeco

if you like it. You would say:

c. "It looks terrible,"

~a. "I think you'll be happy with it."

b. ~ "How's*thé weather today?"
You honestly’ feel that you:
a. Are interested in most people.

c. Are bored by most pec;ple.

In-a store you are in no hurry; but the person after you is rushed. You:

o

b.  Make your ‘selection because it is your turn.

a. Sugl:;est to.the Jperso’n to go ahead of you.

‘i

3 M { ¥ . e
When you meet people of different races or religions, you:

b. Have a secret feeling of fear.

a.  Consider them as human beings much like yourself.
¢. Are convinced ;/our way of life is- superior.
After a“picnic you find there is~ no trash basket. You would:
a.” Take the papers, bottles, and food home with you,

c. Lleave it on the ground. -

ASSIGNMENT SHEET #1

,) - 1]
b, Are only really comfortable with your own clique.

b. Try to hide the trash on the property.

“

N

ming. He or she asks

c, Take an extra long time 4just to calm him or her down.
, R ,

[ -

-y
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PERSONALITY
UNIT 11

“

&

|

SCORING AND ANALYSIS, FOR ASSIGNMENT SHEET #1

+

~

Scoring

Give yourself 6 points for every "a" answer and 3 points for every "b". answer. No poirits
for "c" answers. Add up your score, * :

Analysis | ~ . . }

T -
- B

35 to 50 points: You are very good in your relationship with others all of the tim
because you respect others and greet them with interest and courtesy. You are liked by
your friends and those with whom you deal in a casual way.

18 to 34 points: You do very well with others most of the time, but you are sometimes
-self-centered and forget to put yourself in the other person's shoes. Try working toward

more, of thase "a" answers, and you will find that living is more pleasant than it is now.

0 to 17 points: You'are having trouble--either because you are too shy or too aggressive.
You know whichl Good human relationships are like anything else in life; they take
practice. Select someone you know who is truly gracious; analyze his or her actions, then
adapt those traits to your own personality. ° ' .
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PERSONALITY . .
UNIT 111

ASSIGNMENT SHEET #2-PERSONALITY IMPROVEMENT

Truthfully angwer the fqllqwingi"questiqns. . o, PR
1. Do you feel that your.personality can be improved? yes \ no
2. Do you want to improve your persbnality? yes no ; maybe

(NOTE: If you can answer yes to the above questions, complete this
assignment; if you answer no do not complete this amgnment sheet)

List those traits and mannerisms that you find most objectlonable in others.

Are you guilty of the above mentioned traits and mannernsms? yes 3

no , not sure N

-— E

(NOTE: Be truthful with yourself. Psychologists tell\ iis th;\f the very faults we
dislike in others are, many times, those faults we possess.)

Develop a plan to improve your personality in thoss weak areas.

a. Observe others who possess qualities you want and those who possess

qualities you wish you didn't have. ~~ /

#
/

b. Compare the differences between the twc/:/

c. —Try to figure-out what makes the dlfference between possessmg that good
quality or poor quality. /

d. Specifically observe: mannerisn1s, facna} expftessions, dress, carriage, gestures,
eye contact with others, etc.

e. Concentrate on one area of your personality at a time and work to improve

that area.

Example: If you are shy, make a point to talk to others every chanca
you get. Ask the other person questions about himself or
his work to show that you are interested in him. Soon you

—~-— - will become so involved with others that you will forget your
own inhibitions.

f. Don't become: dnscouraged if your plan does not work immediately, It takes
time but the effog is worth the struggle.

. ~ DEJ-57D
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® _ PERSONALITY : S TR
: - © o UNIT Il
. | ) &
ASSIGNMENT SHEET ~CLASSMATE'S EVALUATION S

~ o

1. Make a list of students in your class. Beside each name, write that person's
e "  most desirable trait(s) and his most negative trait(s). (Do not-be ugly or mean
- Bud sincere, Use these to help each other improve.) s .

*

2. . Write a list and hand it fb your instructor.

3. Your instructor. wnll cut apart the lists you hand-in, Separata them accordmg
to ‘the student's name and then hand each class member s comments concerning
that individual to him.

4. Review your evaluation sheet and use it as a guide in planning your T
self-improvement program. 4
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PERSONALITY .
UNIT 11 )

TEST

Define the following terms.

~a. Personality--

b~ Attitude-- .

List five mns for having a desirable personality., -
‘}"“, >

a. -

b.

C. &

e.

Place an "X" in front of the items which most clearly describe desirable
personality traits and attitudes. , ,\

a. Adaptability ‘
b. Enthusiasm 5 ' o
c. Sloppy work habits

d. Loyalty x ‘

e, Self-control
f. Honesty
. Patience

h. Unable to takecriticism - \ , o A

) n
| 3

i. Laziness - !
. x‘

R Coop‘eratiori
k. Dependability | - .
., Snobbish ° |




@
3

m. Initiative

‘ ___ n. Tact : | ’ o : . |
__o Courtesy |
" b Hard headed :
4. - Place an "X" in front of the item which most clearly shows positive attitudes.
____a Open your ears, clost your mouth, and Iearn to hsten
_____b. Argue if you think you are right
— . Ask questions and remember the answer
d. Wanting to succeed in what we do
. m s ____¢ Objectionable traits are selfadefeeting
_f. Be honest if it doesn't jeopardize y;.uur job
g. Practice desirable traits
- - ______h. Develop confidence_in yourself
_____i. Respect for and encouragement of associates &
___ i+ Avoid gossip
5. Name five ste;;s to personality improvement.
a
b.
c.
d -

el !

. - 6., “Demonstrate the ability to evaluate your classmates most deslrable traits and
r "~ his most negative traits.




 PERSONALITY
UNIT I

£

*

ANSWERS TO TEST
What people see when they look at you and what they hear when you
speak ) '

The way you- act, feel, or think that shows others what you are like
Ac%:eptance by others
Acquiring a job
Keeping a job v ‘ .
To .gain personal satisfaction ‘ ‘ u
To gain recognition ~

To accept failure as well as success

"y




5. a Reaiizc; the need for impr9vement
b. Have a desire t(; improve .o E

c¢. Evaluate your ;troqg and weak points ”‘ )
d. Develop a plan for improvement L

e, Follow through with your plan -

6.  Performance skills will be evaluated to the satisfaction of the DE teacher-
coordinator. ‘ : .

>




HUMAN BEHAVIOR e
o | CUNIT | :

TERMINAL OBJECTIVE !

After completion of this unit, the student should be able to distinguish-between: good
and poor forms of behavior. He should be able to identify traits that make one either
delightful or irritating to work with. This knowledge will be evidenced through student
activities and by scoring eighty-five percent on the umit test.

- SPECIFIC OBJECTIVES , .

After completion of this unit, the student should be -able to:

1. Match terms associated W|th human relatlons to the corrcct defimtlon

2. Name the reason ‘ninety percent of the people are fired from their jobs
3 List the six essential characteristics of an employeé

'3 ‘ List the six undesirable characteristics of an employee r

5 . Name two problems that may be geated by the worker who is just putting

in his time." ; .

»

6. Identify traits that make one either pleasant or irritating to work with.




HUMAN BEHAVIOR
UNIT |

SUGGESTED ACTIVITIES

DE Teache’r-Coordinator:'

A. Prepare ln)nulleti;n bpard.

B. Provide stude‘rilts with objective’sr;eet. L

C. Provide studenj";s with information‘sheet." |

D.: Discuss“términa;‘l énd' spegific ébjectives.

E. Discuss informafion sheet. . .

F. Give test.

(NO’FE: Consult audio visual :supple-ment for suggested films.)
. Student: | o

A.  Read objective sheet.

B. Study information sheet.

Take test. ‘

. -

" INSTRUCTIONAL MATERIALS

Included in this unit: _
A. Objective sheet

Information sheet

B
C. Bulletin board idea-Straight "A"“in Human Relations
D

Test °

E. Answers to test

References: "‘ o . - : .
.. A. Whitcomb. Language Charm. Dallas, Texas: Gregg Division, McGraw-Hill
Book Company, 1971. . .

. 138




S

B. Oklahoma Cooperative Vocational Education Course of Study. Stillwater,
Oklahoma: State Department of Vooational and Technical Education,
Curriculum and InstruCtionaI Materials Center, 1972,

I1l. Additional reference--Experiences’in Human Relatlons kits, Selectiom Research
Inc.,, 620 North 48th, Lincoln, Nebraska 68505,

Kit contains twelve games for use .in Human Relatrons unit. Price”$35,




UMAN BEHAVIOR = ° .
UNIT P T

. .
- . ©oe

L INFORMATION SHEET

Terms and “definitions
- A.~ Compromise--Mutual agreement made by concession on both sides

B. Criterion--Standard by which something is judge;i

C. 'Dependa‘bilityngualityv of being reliaple C: o . A
D. bignity--FormaI reserve of one's manners end language | :

E: Honesty--One's truthfulness in all words and deeds i

F. dmprovise-To make do wi"th ;Iflaf( one. has .

G. “Initiative-- Ablllty to proceed wuthout being told

H. Morale»State‘ of mind which reflects an individual's attitudes toward hls '
job, fellow employees, and employers : :

Reason ninety percent of the people are fired from their jobs~ lnablllty to get
along with others - : P

. Essential characteristics of an employee

A. Prompt :
B.” Accurate s

~C. Reliable- |

D. * Honest

E Initiative -~ : : ‘ N
F. Dependable . « -

Undesirable characteristics of an-employee
A. ..Disloyalty " Coa
Inconsiderate

B
C. Tardiness
D

Lack of initiative

»
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INFORMATION SHEET

- E. Carelessness

F. Poor attitude

&

V. Problems that may be created by the employee who is "just putting in his time" = -

A. Low morale ahoqg other employees » “ .

B. Costly to company k .
VI. | Traits that make one either pleasant or irritating to work with "

¥

A. Pleasant

L Seg\of humor
: Persérverance

Tolerance “ .

~ Energy
Enthusiasm

Self-confidence -

- Consideration of others

® N @ s W N

Doing more than one's share
9. Proper grooming and personal cleanliness
B. “Irritating .

- 1. ~Hums or whistles

Gossips .

P

Overuses the telephone for personal calls

Fusses with hair or uses strong perfume .

Chews gum ‘or smokes thoughtlessly

Interrupts frequently

Uses foul language

Criticizes or belittles others

-

© 0 N O G A W N

Says unkina things

Improper grooming and cleanliness ‘

—
e

‘u | o - | V o ’ 141 ﬁy . ' ‘ ‘k"
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HUMAN BEHAVIQR
UNIT | )
TEST
1. Match the following terms to the correct definitions.
a. Compromise . 1. Ability to proceed without
{ X being told “
b. Criterion '
- 2. Quality of being reliable
c. Dependability , - '
3. One's truthf in all
d. Dignity : words and” deeds :
’ -
e. Honesty ' 4, Stgte of mind which- reflects
4 ) an individual's attitudes
f. Improvise toward his job, fellow employees,

and employers
Initiative”f

9. .

— ' 5.  Mutual agreement made by

h. Morale ~concession on both sides

6. Standard by which something
is judged

7. Formal reserve of one's |,
‘a o ‘ ‘manners and language

8.  To make do with what ohe has

2. Name the reason ninety percent of the people are fired from their jobs.

3. List the six essential characteristics of an employee.
at

b. -

143
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-~ with,

> 4 .‘ ;-

List the six undesirable characteristics of an employee. S

[

a.

e.

f.
) )
Name two problems that may be created by the worker who is "just putting -
in his time." : ‘ ' o
a. .
b.
. e ‘
Place a “P" in front of each trait below that would make one pleasant to work
with. Place an "1" in front of each trait that would make one irritating to work

v @

___a. Sense ‘of humor
__ b. Hum or whistles’ : _— . q
____c. Tolerance
____d Fusses with hair or uses strong perfume
___e Doing more than one's share

f. Uses foul language
__. 4. 'Enthusiasm -
h. Overuses the telephone for personal calls
i. Perserverance " *
j. Chews gum or smokes thoughtlessly -

k, Consideration of others

I. Says unkind things

m. Energy

n. Gossips

141
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0. Interrupts frequently .

p. Self-conﬂdéynce

g. Criticizes or belittles others
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g‘
h‘
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HUMAN BEHAVIOR *
UNIT |-

[}

| ANswERs TO TEST

4

Inability to get along with other§ ‘

a‘

b,

C.

* Prompt A
Accurate
:'rReliable . . l
ﬂHonest :
Initiative
Dependable L -
Disloyalty
lnconsidel:ate
Tardiness
Laék of initiative
Carelessness § .
Poor attitude
Low morale among other employees “

Costly to company -

o

1496
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| CUSTOMS AND POLICIES - )
o o UNIT 1! . :

. . TERMINAL OBJECTIVE

After completion”of this unit, the student should be able to recognize benefits of working

. for a firm. He shquld be able to list areas in which companies have basic policies, sources
for finding information on customs and policies, and employees' responsibilities to a firm.
Knowledge of this material will be evidenced by a score of eighty-five percent on the
unit test, ‘

-

: ' SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:

*

1. Match terms relating to. business cuﬁomg and policies to the correct
definitions.

2. Select from a list benefits of working for most business firms.

3. List three areas in which most companies have basic policies.

. 4. - List four of the eight sources for finding information on a company's .
customs and policies. .
5. ' List four employees' responsibilities: to a firm.
- “ . . 8




* CUSTOMS AND POLICIES
[ UNIT 11

- SUGGESTED ACT:!VITIES

! .

DE T"eacher-Coordinator: : “
A. ‘_ Prepare bulletin boqrd. |

B.' \Provide students with obj::actiye sheet.

Provide students witlﬁ information sheet.
uDiscuss ter.mi.nal and specific objectives.

Discuss information sheet:
\ ‘

R L

Invite a personnel manager from a local business to speak on company
policies and_customs. -

w

G. Order "The Performance Game" and "The Firm". (See additional
Q Vreferences) ‘

H. Give test.

(NOTE: Consult audio visual supplement for suggested films.)

-

Student: ‘ ' .

~A. . Read objective sheet.

B. Study infon:mation sheess.

C. Take test. .

" INSTRUCTIONAL MATERIALS ) :
Included in this unit: -
A. Objective sheet * v
B. 'lnformati*on sheet |
C. Bulletin bt;ard idea--Company Benefits
D. Test

E. Answ& to test

‘s 149 . “ ¢
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References:

A.

C.

s

Shilt, Carmichael, Wilson. Business Principles *and Management. Fifth

« Edition. Dallas, Texas: Southern-Western Publishing Company, 1967.

Richert, Meyer, Haines. Retailing Principles and Practices. Fifth Edition.
Dallas, Texas: Gregg Division, McGraw-Hill Book Company, 1968.

Oklahoma Cooperative Vocational Education Course of Study, Stillwater,
Oklahoma. State Department of Vocational and Technical Educatmn
Curriculum and Instructlonal Materials Center, 1972.

»

Additibnal refe&ences:

A.

B.

"The Performance Game," Training Development Center, 2 Pennsylvania
Plaza, New.York, New York, $75.00. 6 - 24 participants, 2 - 8 groups.
Participants are organized into three-man teams. Teams are assigned a task
and" are conggrned with qualitatwe and quantitative standards. Allows
participants the opportumty to: conduct job analysis, develop- job
performance criteria, and to participate in a performance appraisal
interviews.

"The Firm," Science Ressarch Associated, 259 East Erie Streét, Chlcago,
{linois. $5.95. 6 - 24 participarits; 1 - 4 teams. The particlpants are organized

& into teams for the purpose of providing the opportunity to experience the

economic principles of running a business. Role assignments are made.and
rotation among’ roles is encouraged
9
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"H.  Wages-Compensation paid on an hourly basis

CUSTOMS AND POLICIES = [y v

UNIT 1I e
P INFORMATION SHEET = - g
Terms anti defini,tions . e

A. Fringe beneflts--Supplemental benefits (incentives) a bus:ness provides for- - -
its employees besides wages angd/or salaries

B. Hiting--Beginping of employment .

C. Policies-Objectives and standards of a businessa | , “ . o
D. F;ulalic reIations--Promotionvof goodv)viqllr . ) .

E.

Salaries--Compensation of executives, supervisors, or otbﬁ employees who

are paid on a b;ls rather than an hourly rate ) .

F. Securlty--Precautlons taken to protect secret bus;rtess flles and mformatlon .
G. Separatlon--Termmatlonvof employment ‘ o

Benefits of working for most business firms | ' -
A. Salaries and/or wages
B. Fringe benefits- |

1. |I,nsurance and hospitalization programs
2 IPension and retitemeqt plans o .
3. Paid vacations and holidays
4

Sick leave

5. Stock and/or p{rofj‘t sharing plaps -

6.  Medical facilities = . o :

7. Tuition refunds and/or other educ‘atiOnaI programs )
8. Employee disc()unts. T

C. Personal satisfactions




+

- INFORMATION SHEET

.

Areas in which ‘-most-companies have basic policies *

. . ’ . L4
A. Employee benefits and working conditions - ‘
B X - . . - ) » o
1. Hours of work : .ot
2. Dress regulations ' S '

“43. " Equal employment opportuhities

B. Security precautions

'

RN —————

1. Security regulations ' ‘

. ‘ Examples:" . Keys, shoplifting prevention’

2.°  Methods for bontfoling confidential information
. ﬂ Co-

Examples:  Price codes

»

C. Public relations ' | -

¥

1. Internal -

2. External

Sources for ‘finding information on a company's customs and policies

A. Training manual B

B. Newsletters, bulletins, and -other literature

C. Advertisements ' . - .
D. Financial reports ) S
E£.  Fellow employees | _ L , - J
F Articles in fhe news media ' : *

G. In-service training programs
H. Departmental meetings

\

l.  Management y - = ~
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) ) * [ - D\E I = 21"E
. I ' ¢ ’ . )
N 3 s | , INFORMATION SHEET N
, . ’ i . ) V . " ' . ' ;«
V. Employee's responsibilities
A. Know your company )
) . B. Know your job
- 8 -
C. Promote goodwill : ﬂ
D. Be ethical
- 1 :
-
. o~ O -
\ - .
)
N
k) > m . \
N . ,
- “ y *
163 ‘

Aruitoxt provided by Eic: . i .




" DE | - 23E

<
w
a
o
e
<
Q
2o}
=
-
w
-t
-
=2
(es]

uonesep
UdWAINAY

souRInsU|
onea oIS




1.

*

2

CUSTOMS AND POLICIES
UNIT Il

TEST

3

~ Match the following terms to the correct definitions.

s

___a. Fringe benefits , 1. Termination of
s - employment

b. Hiring ‘ -

. Beginning of

c. Policies - , employment

d. Public relations . - . Promotion of goodwill

e. Salaries o ] . Compensation paid
L ) K “ on an hourly basis
f. Security ' -
) : , . Supplemental
d. . Separation benefits (incentives)
a business provides for

. ~ h. Wéges ) g its employees besides

wages and/or salaries

Precautions taken
to protect secret
business files and
information

O‘bjectives and
_standards of a business

Compensation of
executives, supervisors,
or other employees
who are paid on a

. basis rather than an
hourly rate

N

Place an "X" in front of each item which is a benefit.of working for most
business firms. . o ) .

a. 'Sick\leave
b. Time d’ff for good. behaviér
c. Medical facilities

d. Paid vacations and holidays

- ¢
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e. ‘Salaries and/or wages

f. Personal satisfactions* .

g. Insurance and hospitalization *programs

Pension and retitement plans .

Stock and/or profit sharing plans

.

- h
S

—_____j+ Tuition refunds and/or other educational programs * .
k. Fringe benefits -

__+_|. Employee discounts

List three _areas in which most companfes have basic policies ' .
a. : o

b. } R

c. !

%

List four of the eight sources for finding infor:-ation on a company's customs

and policies. -

d. . - €

List four employee's responsibilities to a firm.

b. .




CUSTOMS AND POLICIES
, UNIT 11 )

. ANSWERS TO TEST

3

Employer benefits and working conditions.

Security precautions

Public relations

157
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4, List any four of the following: s
a. Training manual
b. Newsletter, bulletins, and other literature
c.  Advertisements - |
d. Financial” reports
e. Fellow employ;es
f. Articles in news med'ia‘ —
g. In-service training ;)rogfams*

) | h. Departmental meetings

i Managemet)t )

5. a.- Know your company .
b. Know your job
c. Promote goodwill /

d. Be ethical , |

o
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" INTRODUCTION TO BASIC SELLING
. UNIT |

4

-

- TERMINAL OBJECTIVE

After completion of this unit, the student should understand the function of retail selling.
He should be able to demonstrate in a role playing situation, the ability to do a sales
demonstration. Knowledge of this material will be evidenced by demonstration and by
scoring eighty-five percent on the unit test. . '

. ' SPECIFIC OBJECTIVES

After completion, of this unit, the student should be able to:
1. Define retail selling and customer. .

2. Match thé general levels of sales occupations to the correct function of

each. .
‘3. S;elect from a list the attributes of a good salesperson. .
4. " Match the basic steps of a retail s;Ie to the correct definition. '
) 5 List four. reasons -the approach is important. . ,
6. List the three types of sales approaches. - ’
7. List three ways to judge a good approach.
\ 8. < Select from a list three ways a salesperson, may determint the customer's

-
-

needs,
9. Select from a list the six elements of a successful sales presentation.
10. List three reasons customers may raise objections about a product.

1. Select from a list the five methods the salesperson may‘ use in overcoming
customers'—objections-about a product.

12. List two customer reactions telling the salesperson to close the sale.

" 1>3. Select from a list verbal signals that the customer is ready to buy.

14. List three reasons for suggestion selling.
16, Select from a list the procedures for making correct change.
16, Fill out a sales slip correctly when given the information,
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17, Prepare a written dialogue for: .

a. The approach.

. b. Sales presentation, - ’ - * : :
' ‘ - .C. Methods of overco}ning objections. . .
- d. Closir.\g the sale and nggesfion selling. /\ .
‘18. behénstrate in a rc;le playing situation the ability to doﬁa sales
' demonstration.

LA
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INTRODUCTION TO BASIC SELLING
UNIT | a

SUGGESTED ACTIVITIES
DE" Teachef;\Coordinafor:
A. Provide Eg;,tudents with objective sheet. \
B. _ Provide %tudents with information and assignment qﬁeet;-.

Discuss términal and specific objectives.

i
Discuss mformatlon and assignment sheets, "»

Use role- -playing as a procedure for teaching sales demonstration.
F. Give test,

(NOTE: Consult audio visual supplement for suggested film. Thls unit should
be broken down for testing purposes)

Student:

A. Read objeétive shee:.

B. Study information sheet. 2
C. Completeéassig'nment sheets, -
D. Take test.

INSTRUCTIONAL MATERIALS

Included in this unit;
A. Objectivé sheet
B. Information sheet
C. Assignment sheets

1. Assignment Sheet #1--The Approach

2, Assignment Sheet #1a--Sales Presentation

Assignment Sheet #1b--Overcoming Objections
4, Assignment Sheet #1c--Closing the Sale and Suggestion Selling

5. Assignment Sheet #2--Sales Demonstration

161
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4-F
D, Test T .
) E. Answers to test |
I, References: ‘
A. Richert, Meyer, Haines. Retailing Prlnc/p/es and Practlces Fifth Edition.
. Gregg, McGraw- Hill, 1968. . ) .
B. _Bodle, Corey. Retail Salling. Gregg, McGraw-Hill, 1972, ) i
C. Piper. Merchandising Mathematics Distributive ?ducatlon Series.
South-Western Publishing Company, December 18, 1967.
.D.  Supermarket Checker Education. Dayton, Ohio: The National Cash Register
Company, 1968.
. ¥
’ 4
.
\'l
? ’
I
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INTRODUCTION TO BASIC SELLING
UNIT I

INFORMATION SHEET —_ ,

I. Terms and definitions 0
- A., Retail selling--Helping customers make satisfactory purchases
¢ B. Customer--Anyone who buys the goods for sale in a retail store ) |
Il.  General. levels of sales occupations ‘
" A Salesclerk : _» B /
- 1. - Has little to do with solving customer buying problems
2 Receives payment for mercha.mdise
b ‘ " 3. Wraps or boxes merchandise
4 Stocks shelves, keeps record of sales, takes invenjtdry
>5. Is lowest level in order of responsibility and reward
B. §al$perwn |
” 1. Helps customer solve minor buying problen;s
2, Emphasizes selling points: and sug;gests“ items \

= .3 Prepares sales slips, receives paymer‘wt’, and bags or wraps
merchandise

4, Places merchandise on display, prepares inventories, requisitions
merchandEe from stockroom

5. Is second highest in order of responsibility and reward

C. Salesman

1. Helps customer who Yeeds detailed inférmation
Answers technical quest} m&l%ﬁapdlw
Demonstrates the merchandise '
Gives !estimates or quotes prices

Is familiar with credit and trade-in allowances

Prepares sales contracts

N o o s @ N

Is highest level in order of responsibility and reward

]

f

!
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" * INFORMATION SHEET,

1. Attributes of a good ;s:alespersonv

A. Courteous

. . ‘ A
B. Interested - ) ~
C. Friendly ) .
D. Helpful | ’ .
E: Cooperative *
E. Tolerant ) .
IV. Basic steps of a retail sale e

rs

* . »
A. Approach--Gains the attention of the customer

B. Determining the need--Helps the cusfomer select the item that best fits his
needs i vu
, C. Presentation--Part of the sale where the salesperson attempts to turn the
interest for the merchandise into the customer's desire to own it .

D. Overcoming objections--Listens to customer's objections and uses them to’ -
- strengthen his presentation .

E. Closing the sale--The customer agrees to buy the merchandise

F. Suggestion selling-Tries to increase the amount of the sale by suggesting
¢ additional merchandise

V. Reasons the approach is important - P

"A. Creates a favorable impression on the part-of the customer toward the
salesperson and the store L ..

; B. Puts the customer at ease [
C. Builds customer confidence in the salespersorf”

D. Starts the selling process

Vi, Ty;es of sales approaches ’
A. Greeting or personal
1. Makes customer. feel important . -
2. Uses the gustoﬁier's name . P

o Example: "Good morning, Mr. Morrison, do you
~ remember the camera you were asking.
about the other day? It just arrived."
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vil,

A. - Place emphasis on the customér . * o

_B. Direct the customer's attention to the merchandise

INFORMATION' SHEET - . o B
] S -

]

- B. Merchandise L "

1. Used when customer is already looking at merchandise |
2. May be used to open the sals
3. Most profitable in terms of sales

Example: 4

Salesperson: (Approachlng a customer who is looking at a sport shirt)
“This shirt is eighty percent Dacron and twenty percent cotton .

and requires no sronlng It will hold its shape and color no matter
how many times it is washed."

Customer': ompletely washable? No |ron|ng? That's a dream. : -
What colors do you have?"

C. . Service . e . '

-

1. Offers assistance to the customer

Will- always direct the customer's attention to his needs or wants

1

2

3. Is used if the customer is not lookmg at merchandise
4 Customer and item desired a(e unknown to the sal‘esperso‘n
5

Customer waits for salesperson to approach T

5

Example:  "Good mofning, have you found what you are looking for?"

il

Ways to judge a good sales approach : \

+

13

u

‘C. Le} the . customer Rndw fhat he is the first concern of the salesperson

.- 4 . .
(NOTE: Use Asslgnment Sheet #1) '

*

Ways a salesperson may determine the customer's needs- .. ‘ . o

.

A. Listen attentively , : A -

B. Ask a few well-chosen questions

C. Select the item that best fits the customer’s needs

¥
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INFORMATION SHEET

IX. Elements of a stccessful sales presentation
| " A. Handle the merchandise properly 7
(NOTE: Handhng the merchandlse properly gives value to the goods A

customer will respond to the. quality of the merchandlse when the
saIesperson shows high regard for it.)

. . -

something you think he wull like

B. Know what merchandise to show . o ‘
1.”  If the customer has stated a partlcular style, color, or size, show

the merchandise that he has requested - . . |

e 2 " 1f no particular style, color, or size .has been requested, show “ 1

. |

i

7 - {NOTE: Ask_questions to determlne'this.)

3. - If several price lines aré avallable begin with the merchandlse
in the middle range , , . .

(NOTE: This may not be tru¢ in all cases.)

. C. Know how much merchandise to show--Enough to allow a sufficient choice

1. If there is too much the customer will become confused; remove
those items that do not appeal to the customer

2. If too little merchandise is shown, the customer may be restrlcted
in his selection

- 3. Show only two or three items at a’ t|me
D. Demonstrate the merchandise
w 1. Inv.olve the customer in the merchandise demonstration
| 2. Let the customer handle the item
3. Appeal to the five senses
5 a. Hearingn )
b. Sight -
c. Touch
d. Smell
e. Taste ; 3

(NOTE: When the five senses are involved, the customef proves
to hlms)elf that the merchandise will do what the salesperson says
it will




INFORMATION SHEET

Give product information

1. Salesperson must be prepared to discuss with the customer the
features of the item

Give- as much |nformat|on about the product as is necessary to
assist the customer in making the dec|s|on

Sell the beneflts .

1. The customer does not buy merchandise; he, buys what the]

merchandise will*do for him : ;
Remember to sell what the merchandise will do to satisfy h|sf
needs _ _ f

{

|

(NOTE: Use Assignment Sheet #1a.) ’
+ X.” Reasons for ’c'ustomer‘objecﬁohs

A. The customer is not convinced of his need

1. The salesperson has not presented the item in relation to a buylnd
motive -

The salesperson must, show the customer that he has a need for
the item
_The customer has insufficient mformatlon on which to make a buying
declslon
(NOTE The salesperson must give complete product information to
convince the customer to buy.) kot

. !

The price is too high :

1. If the saIesperson has given the customer information about the(
product that will justify' the pr|ce, the resistance may be avoided

2

A less "expensive item should be shown

Salesperson can offer the use of a charge account or a Iayaway
plan

XlI. Methods the salesperson may use in overcommg customers' objections.about a ‘
product

A. "Yes, but"
A

Example:

Customer: . - They ‘are lovely dishes, but too delicate for everyday
use. They would break easily. -

»
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' INFORMATION SHEET

Salesberson: -+ Yes, they are delicate in appearance, but that's what
- makes them” so lovely. "In spite of their delicate
appearance, they are guaranteed for five years.
B. Superit;r point ‘

3

Example:

‘ ? . . A . [] . o .

Customer: . This mower seems to weigh a lot. |'m afraid it will be
v hard to push. |

Salesperson: The mower is heavier than others. The manufacturer

made it heavier in order to improve its wearing qualities.
If you will notice it has wheels that are a little larger

1 that others and also are equipped with ball bearings.
We have sold this type for several years and our
customers have been very satisfied.

C. Direct Denial

Example: .

Customer: ~ This luggage would not stand up under the rough
treatment it would get when | travel.

Salesperson: | think you will find, sir, this luggage will withstand .

any amount of rough treatment. Let me show you. (He
jumps on it and kicks it.) See, with a cloth | can wipe
off the smudge, and it still is new.

D. -Questions

. Example:
. Customer: The action of the keys on this typewriter doesn't seem .
C to be as smooth and easy as that of another make | .
have looked at.
gSaIesperson: " Don't you think that the‘use of a ball bearing in a - i ‘
typewriter will ensure better key action than the use
of a plain bearing?
. Customer: Yes, | think so.
Salesperson: Did you know that our machine is #e only one on
the market that is equipped with ball bearings at the -
point where the action of the keys is greatest?
-
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‘ - INFORMATION SHEET
E. Boomerang ‘ ;
Example: - \
Cu%gmer: The heels on these boots are too high
Salesperson: The high heels are the newest thing this season. They

are featured in all the fashion magazines. And | know
you want to be fashionable. .

Customer: Of course | want to be fashionable, but are you sure
they are.the newest style?

[

Salesperson: thgh heels are featured in this month's issue of Men's
\ E Wear. Let me show you. ,
Customer: ».éThey do look sharp. Let me try a pair.
) (NOTE: Use Assignment Sheet #1b)
' XH. When to close the sale - \
. h : A. When the customer |s "r‘eacting favorably toward the .product , -

B. When the customer's reactlon indicates there is no Ionger a reason not to
buy

Xlll. Recognizing buying signals |

A. "I could charge it, couldn't 1?"
B. "Does.your service department install these?"
C. "My wife would just love to have this."
D. "The price is reasonable."
E. "You did say you have free alteration?"

* XIV. Reasons for suggestion selling

A. Increase sales

B. Increase profits

. : C. Maybe customer needs item and did not remember
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INFORMATION SHEET °

v

Example:

Item Purchased - ' Related Item

Baseball glove - - Ball, trpt

Blouse Skirt ¥
Camera Fnlms flashbiilbs

Mens' shoes : Socks, polish

Sweater - Scarf .
(NOTE: Use Assignment Sheet #1c) * . =

XV. Procedures for making change
A. Place money on drawer
B  Repeat the amount of the purchase and the amount of money received

C. Count out the amount of change sllently to yourself from the amount df
the purchase to the amount received

v D. Repeat the amount of the purchase and the amount rec‘eived to the eustomer

E. Count out the change into the customer's hand bulldmg from the amount
of the purchase to the amount recelved

F. Receive the customer's approval ‘

Example: Change is usually given in the fewest pleces possible. If you receive
a $5 bill in payment of a pumhase amounting to $2.32, you will
give the customer 3 pennies, 1 nickel, 1 dime, 1 half dollar, and
2 $1 bills. As you hand the eustomer the change, you say,"Two
th:rty two thirty- flve, forty, fifty, three, one is four, and one

is five."
AMOUNT AMQUNT _|__DENOMINATIONS OF CHANGE
OF SALE RECEIVED [ 1¢ [5¢]10¢]25¢ [50¢] $1 | $5 [$10
Sample | $ 2.32 $5 bill 3l1]1 112
a 3.85 | $5bill T 1 1
b 868 | $10bil 2 1 1 1 _
c 12.35 $25 check _ 14111 112 1 “
d 23.56 Two $20bills- | 4 | 1] 1 | 1 KR
e 47.19 Two $20 bills | -
‘ _One $10 bill: 111 1. 1112
T 35 $10 bill 11 1[4 [1
9 1.51 $20bill | & 2 [t T3[1[1
e h 12.77 $30 check ° 3 2 2 |11




INFORMATION SHEET

~ Procedure for filing‘out'éales slip

Name or number of salesperson
Complete date .

Check cash or charge

Full name of person or firm sold to
Complete address F

Department number

Number of items

De;cription or name of article

The article cost

Tax

Total cost

SOLDBY  DATE _ CASH  CHARGE

A-‘—-—*}\F |- 30-73|

| sotoTo __M_m ——
ADDRESS 1924 A%«wml De. Caggr—

pEPT QUAN. | ARTICLE

22| Tie | 590"

SALES TAX
TOTAL |




Some standard forms of approach are given below, Some of these approaches
are good; some are poor; others are questionable. Since no one approach can
suit all sltuatlons, it is difficult to say which may be the most satlsfactory one .
. to use, Keep in mind that you will have this problem to face in almost any

INTRODUCTION TO BASIC SELLING

UNIT |

ASSIGNMENT ‘SHEET #1-THE APPROACH

kind of store.

Place a G before those that you think_are good, and a P before those you
think are poor, and a zero before those that are questnonable. Underscore those )

that use the merchandise approach, -

1
2.

———

4 .

5.

6.

——

7.

——

8‘

——

9.

10.
1.

12,

———

)

15.
16.

17.
18.

13,
14,

LS

Are you looking for something?

ls anyone helping you?

3. Good mormng, Mrs. Rineer. May | help you?

Are you being taken care of?
May l show you some of these socks?
May | help you? ,

Something for' you?

;Qnything in particular you wanted?

Now dearie, what may | do —for you?
Are you next, lady?-- ,
Do you wish attention?

What do you want?

Something in handkerchiefs?

One ninety-three.

Yes, Ma'am?

Are you looking, or did you wish to buy something.

Garden tools?

Can | tempt you with anything today?

172
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6 ASSIGNMENT SHEET #1
/ ‘

. 19, That is $2.87. How do you like it?

__~_20. Good morning! . :“ | ’ ’ :
~____21. This portable phonograph is spec’iglly priced today. 1
22, Thisisa dand.y value
____23. Shirts today?
__ 24, Do you want to buy some of them cards?
___25. Is someone waiting on you?

> (NOTE: This sh&uld be used for the purpose of class discussion.)

2. Below are some problems where you are to assume the salesperson’s role and
ask leading questions to find out what the customer needs:

1. Mr. Hl“ comes into your bookstore and asks, "} should like to get
a book."

2. A lady comes into your electncal appliance store and says, " should
: like to look at some lamps." .

¥

3. An elderly housewife comes into your department and says, "We need
a rug for the house. :
"

~,

4, A man enters your drugstore and says " Let me have some cough
medicine."




DE | - 17-F

® ) ASSIGNMENT SHEET #1

5, A man and his son *come into ydur clothmg store; The man greets
you with, "He wants to get a hat."

. | 6. A lady comes mto your toy department and says, "I should 1|ke some
type of educational toy for my child.”

7. Lady in bookstore: "I should like to get some bridge prizes." v

G

, . . 8. Hesitant young man in a dress shop: "1 should like to get'a sweater."

L]

3.  ,Prepare a written dialogue for a merchandise approach using the fbilowing items:
. transistor radio, electric hand mixer, sweater, hairdryer. This will be presented
to the class.

*

2
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INTRODUCTION TO BASIC SELLING

| UNIT | V '
i

- ASSIGNMENT SHEET #1a--SALES PRESENTATION

Using one of the products in Assignment Sheet #1, write a dialogue for only the sales
presentation. This will be presented to the clas

I
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INTRODUCTION TO BASIC SELLING )
UNIT T . . ) ’

]

ASSIGNMENT SHEET #1b--OVERCOMING OBJECTIONS

Below is a Ilst of apparent objections. Assume that you are a retail clerk in
a department store. Prepare on a separate sheet of paper answers you would
give to these reasons for not buying.
" 1. The price is too high.

P
I must consult my husband first.

I'm in a hurry now, but | will be back later.

| think | can do better somewhere else.

2
3
4, | want to shop around a. little.
5
6

| left my pockeibook at, home.
7. If I.bought this, | should never balance my budget. -
8.  I'm too tired to know what | do want.
9, | |’am afraid this hunting coat will not resist water.
10. - This coat is too light in weight to be of any value on a cold day.
11. ‘:This bicycle doesn't have a good coaster brake.

12, This wagon is not built strong enough for my boys

13. Everybody in town will have a dress just like it.
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* ASSIGNMENT SHEET #1b

Using the dialogue from Assignment Sheet #1a, write in some customer.
objections, then use one method of overcoming .these objections.

» [3
- B
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INTRODUCTION TO BASIC SELLING
UNIT |

ASSIGNMENT SHEET #1¢c-CLOSING THE SALE
AND SUGGESTION SELLING -

Using the elements of a sales presentation (closing the sale and suggestion selling), write
a dialogue with the product chosen in Assignment Sheet #1a.




INTRODUCTION TO BASIC SELLING
UNIT |

¥

- .

ASSIGNMENT SHEET #2--SALES DEMONSTRATIO’N ‘

Using all previous asmgnment sheets, put together a complete sales demonstratlon Th's
demonstration will be presented to the class. It will be evaluated- by the rating sheet
prowded in this unit.

- o4

o - '
1. - Name of proguct" . E L
2. Salesperson L . 2 .

-

Customer , ’ - L .

' ’

Your' dlalogue will follow. This should be given to the DE teacher- coordmator pnor to
* the presentation to the class.

1 .o . i
@




ASSIGNMENT SHEET #2-SALES D‘EMONSTRATION
T RATING SHEET

-

HIGH SCHOOL DIVISION
Rating Sheet

4 PARTICIPANTS
3 n SCORE,
S

%

THE SALESPERSON

Excellent
| V. Good

apprbachcd the customer
correctly for the selling
- situation

used an appropriate
. greeting .

was ggoomed properly

spoke ' clearly and
«» distinctly

determined customer
needs -

.

showed the merchandise
effectively

was interested in customer’s
s problem

O]

" met objections tastfully

used sufficient merchandise .
information -

demonsirated merchandise
effectively

used suggestive selling

closed the sale effectively

change making, wrapping
and sales‘slip proccjve

@

TOTAL POSSIBLE POINTS

™

Gy




INTRODUCTION TO BASIC SELLING : f
” UNIT | . -

TEST o /

1. Define the following terms: ’ ) / ’

a. Retail selling--

b.  Customer- - | \
2. Match the general levels of sales occupations to the correct function of each.

R a. Is lowest level in order of B Salesclerk

B responsibility and reward :

H ' . 2. = Salesperson .
: b. Has little to do with solving :

3 ‘ customer buying problems 3. Salesman

c. Prepares sales contracts

d. Answers technical questions
about merchandise

‘e. Is second highest in order  *
© of responsibility and reward -

f. Is familiar with credit and .
trade-in-allowances °

. 9. Helps customer solve minor “ '
buying problems ‘ : ’ : i

h. Places merchandise on
_display

i. ‘Demonstrates the merchandise .

3 2

j. Helps customer who needsi — . 3 S e,

detailed infow e T

-
L NN . -
proaee

| “ k. Stocks shelves ‘ "

a : S : . -

I. Is highest level in order T
g . . ~ » -of responsibility and reward
- . ’ . i

SR T I

i -




. 3. Place an "X" in the blank preceding each item that is an attribute of a good
salesman.

a. Interested-

b. Friendly o o :

c. High pressure .

_d. Helpful - ) o ' Z

e. Chooses his customers . \

f. Courteous -

-~ g. Cooperative

. ) h. Tolerant o ) .
4. Match the basic steps of a retail sale to the correct definition.. ° C
a. Helps the customer sefect . 1. Presentation ,

the item that°best fits his, _
needs 2. Overcoming

. e s : Objections

. b. Part of the sale where the -

. - _ salesperson attempts to turn 3. ' Closing the sale
N\ . the. interest for the

.Suggestion selling

b

* merchandise. into- the
custoper's desire to own it . .
5. Determining the

_c. Gains the attention of the need
customer : » -
o w4 - 6. Approach
. d. Tries to increase the amount
- of the sale

e. The custofner agrees to buy the
merchandise ) -

L]

. A 4

f. 2Listens to customer's -
objections and uses them to .
strengthen his presentation

b. List four reasons the approach is important.
Ca. RS
b. I '
. ' -
d. o “ e

182 *



N
. .' e B List the three types of sales approaches.
| a. a o ’ ) : E
b. ) '
> -
c. . ) 4
7. List three ways to judge a 960d approach.
- a. |
o ¢ b. ) ) S
e o C. . 3 . M \
" 8. Place an "X" in the blank preceding each item that are ways a salesperson may
: determine the customer's needs. ‘
«Seiect the |tem that best‘futs the customers needs * )
: b, Ask a few-well-chosen questions ' - ) ' \
c: Listen attentlve1y° : - ;
d. Determme what you thmk the customer's needs are |
- 9. Place an "X" in the blank preceding each item that is an element of a successful
) ‘ ‘'sales présentation; ~ ) | N
} a. Handle the merchandise properiy o
’ b. Close the sale S .
. c. Sell the b‘enefits , B
d. Give product information
e. Ap.peal to the five senses
i ‘ £. Promote good-wili ) ‘
" _ G 5erponstrate the n:erchandise » « ;
____-h. " Know what merchandise to show
. . o ' i. Know hgw much merchandlse to show
10. List three reasons customers may raise objectlons about a product.

a.

¢ " b.




o sE

1.

12,

13.

14,

15.

Place an "X" in the blank precedlng each item that are- methods the salesperson
may use in overcoming customers' objections about & product .

__a. Yes, -but

b. Superior point
_____c. Sales ~person knows best ’ L
__d. Questions ] ‘ | -

e.. Direct denial . v

f. Boomerang \ n P

«List two- customer reactions telling the salésperson to close ‘the sale.
~ 3

\
W
a. c . N . o
|
\
|

b " ‘ “
Place an "X" in the blank precedmg each items that are verbal srgnals that the -

customer is ready to buy.

~

a. "The price is reasonable.”
VS .
b. "You did say you have free alteration?"

.c. "ls this in style?"

d. "I could charge it, couldn't 17"

e. .'Does your service department install these?" |

List three reasons for suggestion selling. .

[N

> da. “

b. : )

c
Place an "X" in the blank preceding eacS‘ of ‘the items that are procedures for
making correct change. 4 ‘

a. Receive the customer's approval . |

b. Repeat the amount of the purchase and the amount of money received
c. Count out the amount of change silently to yourself from the amount
of the purchase to the amount received




16.

17.

18.

‘d. Closing the sale and suggestioh selling.

amount of the purchase to the amount recelved

} e. Repeat the amount of the purchase and the amount received to the
~ customer «

woy

‘f. Place moriey on dravl’/er L,

With information glven below fl|| out a sales sllp

-\ d. Count out the change into the customer's hand building from the

You are salesperson number 8, worklng in department 5. You just made a-cash -

sale today. Sold to John H. Brown, 824 South Third, City; 4 shirts at $5.00

each. The total sale Js $21.00. Using the local sales tax rate, compute the sales

tax. . -

-. JOE'S

o S°'-E§V ... DATE  CASH _CHARGE ”
$OLDYO L
ADDRESS - e

DEPT.| QUAN. | ARTICLE

A

=

SALES TAX
TOTAL
Prepare a written dialogue for:
a. The approach. ’ : .
b. Sales presentation. - ‘ ’ ;

c. Methods of overcoming objections.

»
Ey

" This will have been completed by “using Asslgnment Sheets 1, 1a, 1b, 1c. ,

Demonstrate in a role playlng sutuatlon the ability to do a sales demonstratlon.
(Assignment Sheet #2)

(NOTE: If this has not been completed prlor to the test, ask the instructor
when the abﬁve actlwty should be completed)

ér - Lo
+ - ’ N




lNTRODUCTlON TO BASIC SELLING
UNIT |

ANSWERS TO TEST

a. - Helping customers make satisfactory purchases

b. Anyone who buys the gbods for sale in a retail store:
a. "1

b. "

¢

[
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C.

. d. —Starts-the selling process

Builds customer confidence in the salesperson

3 .
2

Creates a favorable impression on the part of \the customer toward the
salesperson and the store

Puts the customer at'ease . -

Greeting or personal .o

Merchandise

Service T
Place emphasis ‘on the customer o

: . . AL .
Direct the customer's attention to the merchandise .

&,

“

! M . . ' \
Let the customer know that he is the first concern of the\?lesperson

<

- 10. a.

G.

* The cystomer has insufficient information on which to make a buylng

:
5
F
E

The customer is not convinced of his need 1 /\i

e

decigion

The price is too high

187




— B —aer
1. a
b 0 ° "
) | .
. . .
fe ! . .
12 a. When th custo‘mer is reacting favorably toward the product. . ’
. b, g\ilh:n the customer's reaction indicates there is no longer a reason not to
.
13. a ’
b
d ) .
e .
14. a. Increase saies
b. Increase profits M
c. Maybe customer needs. and did not remember a | y
- 165, a n
b R
¢ ﬁ &
d
. 0 .
f
16. .
JOE'S "
SOLD BY DA‘/TE CASH  CHARGE
% g P
sowto__lOohn H_[nouwn.
ADDRESS____ Sodt. B

DEPT. | QUAN. | ARTICLE

51 4 |shots 55l 20 °°

SALESTAX | /| o¢
TOTAL (27| 99




H
BL

17.
18.

Eviluated to the satisfaction of the DE teacher-coordinator.

Evaluated by the use of the Sales Demonstration Rating Sheet by the
DE teacher-coordinator.




+ BUSINESS LETTER
~UNIT 1l

TERMINAL OBJECTIVE

»

After completion of this unjse the student should be able to organize and write a business
letter. This knowledge wi® be evidenced by a score of eighty-five percent on the unit
test. v

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to: ) .
1. List five ways to create a godd "first “impression" in letter writing. _<‘\.
List three commonly used letter styles.

List two types of letter punctuation.

L
-

List the three characteristics of a good business letter.

2

3 )

4, Arrange m proper order the parts of a business letter when givWarts;
5 ,

6

Write a business letter using block style.

g




BUSINESS LETTER
UNIT I

SUGGESTED ACTIVITIES

I. DE Teacher~Coordinator: .
Provide students with objective sheet.

- Provigjé stutents with information and assignment sheets.
Disguss terminal and specific objectives.

Discuss information and assignment sheets.

mo o ® »

Give test.
(NOTE: Consult audio visual supplement for suggested films.)
I, Student: L

43
A. Read objective sheet. .

B. Study information sheet.
C. Complete assignment sheet..
D

Take test.

\. INSTRUCTIONAL MATERIALS

4. Included in this unit:

A. Objective sheet
B. Information sheet . o~
c Assig‘nme‘nt Sheet #1--Writing a Business Letter ’
D. Test |

E. Answers to test |

. ll. References:

A. .Meehan', Oliverio, Pasewash. Secretarial Office Procedures. Eighth Edition.
+ - - "Dallas, Texas: South-Western Publishing Company, 1972.

i

. B. Oklahoma Cooperative Office Education, Course of Study. Stillwater,
Oklahoma: State Department’ of. Vocational and Technical Education,
Curriculum and Instructional Materials Center, 1972,

191
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BUSINESS LETTER
. UNIT 1l

-

INFORMATION SHEET

©

I. Ways to create a good "first impression” in,letter writing

A .

A. Use of proper margins, indentions, and spacing

.

Parts of the letter are correctly placed a“ccording to<the style selected

>

B
C. No obvious erasures and no strikeovers
D

-

It is clean K A
1. No smudges
2. No fingermarks

“

L ] \
E. Type is evenand clear S R \

)




I

. INFORMATION SHEET

Letter styles

A.—Modified- blpck# R R

@

ERIC

Aruitoxt provided by Eic:

FMANCIS TUTTLE, DIRECTDR ® ISISWEST SIXTHAVE, o STILLWATER, OKLAHOMA 74074 o

‘e

“

October 3, 1972

Mr, M. C. Smith

Sears, Roebuck, and Company
1944 Dearborn Street
Chicago, Illinois 60613

Dear Mr. Smith;

Subject:  Order Nu. 1653

e fhe fifteen desks weé ordered arrived today. However, only
one of these desks is the correct model. Our order No. 1653,
dated September 2, 1972, specifically indicated Model 426.

We need these desks for the opening of our new office
on November 1, 1972, and we are wondering what you can do about
this awkward situation. We definitely do not want the metal
desks that were sent by mistake.

Sincerely yéurs,

Ron Meek
¢ Coordinator - ¢
o RM/tlr

0
v,

We hope we will hear féom you immediately regarding the action
you are taking. ;

<@
2 ﬁ lﬁ@ I:]‘H UKU\HUMA STATE DEPARTMENT OF VOCATIONAL AND TECHNICAL EWCHIDN

X3 um 377 1ooo * N




[

N

OKLAHOMA STATE DEPARTMENT OF VOCATIONAL AND TECHNICAL Ewcmbu

FRANCIS TUTTLE, OIRECTOR o I1S1SWEST SIXTHAVE.. o STILLWATER, OKLAHOMA 74074 o A.C.A408) 377-2000

. v

October 3, 1972

»
Mr. M. C. Smith
Sears, Roebuck and Company
1944 Dearborn Street
Chicago, Illinois 60613

Dear Mr. Smith:

Subject: Order No. 1653

[

The fifteen deaks we ordered arrived todsy. Howevér, only .
one of these desks is s correct modal. Our orger No. 1653,

dated September 2, 1972, specifically indicafad Model 626.

We need these desks for the opaning of ouxr'new office on’

November 1, 1972, and we are wondering what you can do nbout ,

this awkward situation. We definitely da not want. the ‘ (m
metal desks that were sent by -intake. )

-Sincerely yours, '

Ron Meek : oS

Coordinator s

RH/ tlr j‘ : 1

/
We hope ve will hear from. you i-udutely renrdin; thl
lction you are taking. / . .
- . ///’ : i’
?,’" . Y
: N /
} * //’l,
/
s ‘,;/
- . i v,
i ’/,;" (
,///.: ;
/
/’/
5 // ¢
/
i 7

ERIC

Aruitoxt provided by Eic:




s ‘
’ e y
o [ ]
~ i ;
?\v * )
C. Simplified
o - - (NOTE: Eliminates_the salutat o
3 | : i
’ " ¥ . a o . T
@@”ﬂ OKLAHOMA STA IRPMTMENT OF VOCATIONAL AHD TECHNICAL zmmu
FRANCIS TUTTLE, OINECTOR &~ 1518 WEST S1XTH AVE. \ ' s’nu.m-ren OKLAHOMA 74874 o AC.(408) 377-7080
’ I ) : i v'« “‘ R
October 3, 1972, o P
* . * ’ ' “ :
’ Mr. M. C. Smith
Sears, Roebuck and Company
1944 Dearborn Street
Chicago, Illinois 60613
The fifteen desks we ordered arrived today Shee
of these desks is the correct modef. Our ord
September 2, 1972, specifically indicat ; o . ,
¢ ‘ " We need these desks for the opening of our nm cffﬁ:- on
g Novesber 1, 1972, and We are wondering vhng you can, do about .
this awkward situation. We definitely do not’ wmt t;he metal :
desks that vere sent by mistake. ! R
“ N
hd L i
Ron Meek R
Coordinator '
: RM/tlr 3 o
We hope we will hear from you immediately regurdin; ﬂu action .
you are taking. O *b S &
. . I Ko /
- . A
“ “ B o Tt ‘,‘J.” g
) . LA ‘T(, ' [ .
A ) o ‘
v i
- - Bt i
' . e N g /
e P o K .
i ' i
it @ i N
3
. .
= ‘ "“ ; -
) '
' “ - B
f
’ . “ t
s
"‘ ‘ ; “‘*
v -~ L . on
] - ! e 4
‘ 1 !~) ) ; . - ;
i . ’, J:
* A h B .
. ! ; !



Example: (Next page)

® :  INFORMATION SHEET
Ill. Types of letter punctuation . i
e T ——A:"~Operi~Omits punctaation after salutation and complimentary close. -
"~ B. Mixed-Punctuation after salutation and complimentary closs
IV. Parts of a letter
) A. Letterhead - '
q B. Date
' C. Inside address
D. Salutation
. "E. Subject ‘ .
F. “Body i
G. Complimentary close - / .
H. Signature _ - :
' ’ ’ I T\}ped name | o ,} .
J. Tite . | |
O K. B,efé}ence initials )
’ L., Enclosure notation -
.M. Carbon copy notation ’
N. Postscript




ERIC

Aruitoxt provided by Eic:

o
50-F . .
fa 8
Y \ d .
- \ . 4 |
INFORMATION SHEET
l *
Y 4 J
o A
‘Q“‘l @ ‘
: OKLAHOMA STATE nemn MENT OF VOCATIONAL AND TECHNICAL EDUCATION
’ ERANCIS TUTTLE, DIRECTOR o 1BISWESTSIXTHAVE., » STILLWATER, OKLAHOMA 74874 & AC.{608) 377:2008
B ~— oOctober 3, 1972
1] « ., .
Mr. M. C. Smith
i C ~———Sears, Roebuck and Company
: 1944 Dearborn Street ©
» Chicago, Illinois 60613 .
i . D ————pear Mr. Smith; '
) £ —Subject: Order No. 1653
’ The fifteen desks we ordered-arrived today. However, only
| one of these desks is the correct model. Our order No. 1653, '
F ——jated September 2, 1972, specifically indicated Model 426. _
o
'*{1 We need these desks for the opcning of our new office
on November 1, 1972, and we are wondering what you can do about
this awkward situation. We definitely do not want the metal R
desks that were sent by mistake.
G = Sinc €T RlY yOUTS, B
H Ron Meek — |
Coordinator i
K~ T, “
M/tlr .
L ———gnclostre
M._,_.;‘.ec Mr. R. L. Beuty " ] N
N ——We hope we will hear from you immediately regarding the action 2
, you are taking. v
;e A. . Printed F. Body ‘. K. Reference
’ ': Letterhead Initials
G. Complimentary
B. Date Close L. Enclosure
. U Notation 3
. \ C. Inside H. Signature , »
K ‘ » Address ' M. Carbon Copy
. : I.  Typed Name Notation
¢ D.  Salytation R )
. j J. Title N. Postscript i
E.' Subject
197 :
Q L ’
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1
DE (.- 51-F +
‘\f‘ .
INFORMATION SHEET
V. Characteristics of a good business letter - e
~ A States purpoe
B. Gives the necessary facts -
C. Follows company pqlicies and procedures i
:J.
[
[
B ‘f?‘?“, - e
%" »-‘ ) -
’ - ‘




L ~ DEI-53F

- | , BUSINESS LETTER
. UNIT Il

Y-

. -

“ T ASSIGNMENT SHEET #1-WRITING A BUSINESS LETTER———~~~ ~——

/

Usmg the plan below write a Ietter requestmg lnformatlon ¢oncernmg some product of o .
your choice. You need _this information to construct a manual.

‘Use current date, your address, full block letter style and closed punctuatnon. Also use
parts of a business letter that are needed.

1. Make an outline

2. Make a rough* draft

3. Check spelllng, grammar, accuracy, form, and completeness-

4, Turn final draft in- to DE- teacher-coordinator

199 °




DE | - 55.F
‘!

- Y\ “‘
BUSINESS LETTER\
UNIT 1l '

T T T T T TEST - T T T T T
7‘0 = T T H = s Ea—
List five ways to create a good "first impression" in letter writing. - |
a :

b,

\ 4

c.

d.
‘e

List three ’cofnmonly used letter styles. _
. . .

b.

c.

List two types of letter punctuation.
a. ’) l‘ -
b. ‘ -

Arrange in proper. order the parts of business letter. The parts are listed in Column
A; place them in proper order by placing the letter in Column B.

. Column A Column B
~a. Date o .
b: Postscript 2_
c. ¢ Carbon copy notation ‘ 3.
d. . Salutation a a__
e. Typed name ~ | 5_ ’
f." Reference initials ‘ 6.
g. Subject “ 7.

29 |



56-F
g * h. Letterhead: - 8
i.  Signature " - 9____
- g i e — L ~—Enclosure-notation— ‘ .10, - ——
_ —ki—Body—— = e —
. Inside address a 12
m. Complimentary close 13.
. n. Title 5, 14,
te 5.  List the three characteristicsi;ifif a good business letter.
’ a
b. .
- C. .
6. ‘Write‘;a business letter using block style.
i i
v, «
4 ' .
[ . -
\ ! i
Q 201 o
“ - ’ :
[




BUSINESS LETTER
N UNIT- 1l

T "ANSWERS TO TEST

DE | - 57-F

o=y

a. Use of ﬁropef ‘rﬁqﬁrgihg indentiohé, and Epacing

b. Parts of the letter are correctly placed accordin‘g/tc the style seleéfedf,_m

c. No obvious erasers and no strikeovers
d. It is clean *

1) No smudges
2) No fingermarks

e. Type is even and clear
a. Modified block
b. Block
c. Simplified
a.  Open _ -
b.  Mixed
1. h
2. ‘a
3. !
4., d
5 ¢
6. k .
7. m
8. i s
9. e V
10. n
" f

202
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58-F e .
12. l . d i ER
. 14 b ~
5. a States purpose
b. Givzs the necessary facts ] .
c. Follows company .policies and procedures v
6.  Evaluated to the satisfaction”of the DE teacher-cootdinator.
. g . N
.3 .
ki
4 [3
A ““?
» 233
. ’




DE I -

TELEPHONE -
UNIT 111

-t TERMINAL OBJECTIVE

X ]

S ————— S o= _;', S - __',," T TR LT —

After compJetlon of this unit, the student should be able to derfanstrate in role play

. situations the ability to correctly handle incoming calls, place both focal and long distance
= calls, and use the telephone directory. Knowledge of this material will be evidenced
a score of eighty-five percent on the unit test.

1.
2.

-
-

SPECIFIC OBJECTIVES '

After completion of this unit, the student should be -able: to:

Define terms associated with telephone communications.

Select from a list those factors that contribute to the success of business
calls.

List four ways telephone courtesy is expressed.

@

Select examples of approprlate procedure for- planmng a busmess call.

List five examples of the appropnate procedure for answermg a busmess
call.

-

List five 6urpose§ of the telephone directory.

‘List the three organizational units in the telephone directory.

W

‘h(\,‘/




® T TELEPHONE :
\) N ' [ UNIT 11l . .
. * SUGGESTED ACTIVITIES .
. DE Teacher-Coordinator: R o *
1A. Provide stufdénts- with objective sheet.
. B. ?“; Provide students-with information sheet.
L Sl JC Discuss terminal ana specific objectives. B o y
“ D.  Discuss ihform%tio‘n sheet. _ ‘ 4
o E. - Schedule. teletrainer. |
o RN . i .
1., Address: Western half of Oklahoma :
. Mrs.‘Ca‘rQI‘Suttles, Rebrre‘seniatjve; o
o 7 -, Southwestern Beli Telephone Co.'~
w , 707 North Robinson, Room 1002 - o
i . - - - Oklahoma City, Oklahoma 73102 , ) ‘ L
Phone: 4052367395 . e: R
. o e
. 2. Address: Eastern’ half of Oklahoma. = . e Co
,‘ _ Mrs. Alnoma Dinger, ﬁéprééentavtivev% 3“ e
- Southwestern Bell Telephone -Co. ,“‘ﬁ e
1720 - South -Boulder, Room #120 s
Tulsa, Oklahoma 74119. . - g
, ' R :
Phone: 918.585-6250 - - S &
F. ’%Demons’trate proper procedures erj’lVJSing the telephone. o
G. Give test. . .
(NOTE: Consult audio visual 'su’pplement for suggested films.)
II. .-Student: ' ‘
: “A. Read objective sheet.
S - B. Study information sheet.
® C. Take test. . :




A

¥,
|NSTBUCT|ONAL MATERIALS

I Included in this unit;

A. Objective sheet~
B. Information sheet

*Co. Test
D. * Answers to test

Il. “References: ' _ , o,
A . - e
R n ‘A. - Book: Teletraining for; 'Busmess Studies, American Telephone and Telegraph

‘ -Company, 1965. B . k

; . B Oklahoma Cooperative Vocational Education Course of Study. Stillwater, “

\ ~ Oklahomia: State Department of Vocational and. Technical Education,

: : + Curriculum and Instructional Materials Center, 1972.
- L . e [y

o : . C. - Booklets *

1 The Secretary and the Tglephone

»

3. Telephone Per:s'ona//ty T/ps

T - ; . 2" T/ps fof Succeedmg in Busmess by Telephone

4. Haw to Succeed in Busmess by 7’e/ephone

*All from, the Amerlcan Telephone and Telegraph Company through

! Southweste’rn Bell Telephone Company

g
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DE I - 63-F

S  TELEPHONE . “ |
~ UNIT 11

INFORMATION SHEET

I. Terms and definitions

<A. Area code--A three-digit number which designates the section of the;:ountry
being called -

B. CIassuflcatsons- -Descriptive headings in the yellow pages under which
. different types of business may be found :

Examples: Physicians, lawyers, architects

C. Cross references--Referral notes which provide other headings where Ilstlngs
may be -located

D. Trademark headings--Headings that lust dealers and dlStflbutOfS under :
specific brand-name products :

Il.  Factors .that contribute to the success of business calls

A. Choice of words ' oo
1.  Giving clear explanations -
2. Avoiding slang expréssions
3. Using short, simple, Hescriptive words
4. Using_expressions of courtesy ’
s
: Ué’:’ ' ' - . &4?
5.\ Jsing person's name when possible *
B. Tone of voice : )
X
1. Speaking direcMy into mouthpiece
2. Using normal conversational tone -
3. Speaking clearly and distinctly » ' .

4, Speaking unhurriedly--not too fast or too slowly

£

5. Yarying tone quality

297




INFORMATION SHEET

C. Personal interest a agtentior{ to the phone .conveérsation

1.. Li;teniﬁg carefully

2. Expressimg real interest in ozhér person's point of view

3. “Letting fthe other person tell his story completely and with as .
little inferruption as possible

4. Asking pppropriate questions

Ways telephone courtdsy is expresséd

A, Answering the call pleasantly and promptly

.B. Using ptoper identification

C. Clearly stating the purpose of the call

-

“thank you"

Ry

D. Using such phrases as "please™ and

Appropriate procedure for planning a ‘business call

-A. Writing down pertinent information - ~ -
B. Gathering. necessary materials .
C. Determining best time to call : ) '
D. Determining type call to be made - . )

(NOTE: This might refer to. direct dlalmg, person td person, or

station-to-station.)
A})propriate procedure for answering a business cail oy -
A. Answering 'pron'iptly
ldentifying firm. %nd oneself
Offermg assns'(ance\Q

Takmg a message \ "

m o 0o »

Transferring call




|

| /‘ .
. ‘ ) . E\ v / /J,
e | INFORMATION SHEET SRR /
.. ! | e : - / oY
o * ' : \ " g [
VI. Purposes of the telephone dsrectory ‘ ] . /
’ "A. To provide lists of those who have telephone% their telephone numbers, | h“/'
: and addresses - | C /
_ . | /
B. To aid-in locating certain types of businesses \ . //7’
») C. To provide useful information about the locality /
LI T . l !
3 &e,i D. To serve as a source for checking the spellmg of pames
: }L/‘T' ‘ E. To serve as a guide for the use of telephone¢ services
v e Lo ’
VIl. * Organization of the telephone directory
; | P
~ A. - Introductory pages f"‘
.:‘[ v“a"'\ ] 6’ ‘
B. Alphabetical pages ) ’ .
C. Yellloﬁ‘pages |
il . 7 | v . -
& L7 o
) o | “ u‘“ i
, ’ |5
|
i
\\ h
— \\\\
\»




DE | - 67-F
o | TELEPHONE

UNIT 111 :

3 - - 2y ) o < ‘ .

TEST

1. Define the following terms.
a. Classifications-- , “ : ‘f

b. Trademark headings-

c. Cross references- v/
‘ N
d. Area code--
2. Circle the letter preceding each item below that contributes to the success of
. business calls. N
»~ a  Using person's name as seldom as possible !
. ) b. Using lguder than normal conversational tone ’
. c. Va}ying tone quality*
1] -
- d. Speaking more slowly than normal i
@ |
- »
’ e. Asking appropriate questions
f.  Using short, simple, descriptive words
g.  Using slang expressions "
‘h.  Using expressions of courtesy
3. List four ways telephone courtesy is expressed.
o, a. i o ‘
; . ;
j %
h“'_:‘ ¢ bo ‘,, y
c. .
® ‘)

IToxt Provided by ERI

r ‘ O ‘ . | ' )
e | ,




68-F

4'

-

Place an "X" in the blank prededmg each item that is an example of approprlate
procedure for planning a busmess call. .

_a, Determining type call to be made )
b. Gathering ne.cessary'mate,rials ‘
c. Writing down pertinent information
d. Planning to call at noon

e. Determining best time to call

List five examples of the appropriate procedure for answering a business call.

a.

b. N

c.

d. -
e.

>

-List five purposes 6f the telephone directory.- .

d. ~
e , .

List the three organizational units in the telephone directory.

a.

b, - A




-  DE I- 69F

i

TELEPHONE
- . UNIT 11

ANSWERS TO TEST L

Descriptive headings in the yellow pages under which different types of

businesses may be found

Headings -that list dealers and distributors under specific brand-name -

products
Referral notes which provide other headings where listings may be located

A three-digit number which designates the section of the country being
called

-

Answering the call pleasantly and promptly
Using proper identification

Clearly stating the purpose of the call

Using, such phases as "please" and "thank yo

”
2

Answering promptly

Identifying firm and oneself

Offering assistante
Taking a message

Transferring call




’ . 8. a. To provide lists 'of those
. a and addresses

: ‘ " b. To aid in locating certain types of businesses

. e - C Yellow pages

&

ERIC -

Aruitoxt provided by Eic:

-

! 7. a. Introductory pages
. - a

T~ b. Alphabetical pages

&

-

.. ¢., To provide useful information about the locality

R

Sa

d. To serve as a source-for, checking the spelling of names

e. To serve as a guide for the use of telephone services

who have telephones, their telephone numbers.

.




FINDING THE RIGHT JOB
UNIT |

TERMINAL OBJECTIVE

» &
.

After completing this unit,* student should be able to find job openings through various
methods and to match his qualifications to the requirements of jobs beirj nffered.
Knowledge of this information should be evidenced by scoring eighty-five percenc on the
unit test,

B SPECIFIC 'OBJECTIVES
) After completing this unit, the student should be ;ble to:
Match terms associated with fir;ding a job.

Select from a list sources:fof finding a job.

.

Match the correct employment agencies to their characteristics. %

~List the five things to remember when taking an empjoyment test.

Identify subject areas which might be cqv;ared on employment tests,

List five of the seven ways to find the right job.

Indicate knowledge of the three types of classified ads by compiling an.
example of each.

Demonstrate the ability to:
a. Complete the sample employment test.

b. Complete the assignment sheet-Finding the Right Job for Yourself.




- : ' ﬁ DE | - 3G

FINDING THE RIGHT JOB } L
< UNIT | |
~ i
o SUGGESTED ACTIVITIES "
» R : 3

. DE Teacher-Coordinator:
A. Provide studenté with objective sheet.
VB. Provide students withk:inform"ation and assignment sheets.
C. Di{scuss terminal and specif'f‘c objectives. ” ' .

D. Discuss information and assignment sheets.

Y
7

E. Invite guest speaker from the Oklahoma State-Employment Service to talk
-on finding a job to match your quallflcatlons f; -

F. n?ecure copy of "The Career Game" (See additional references.)

G. Give test.

(NOTE: Consult audio visual supplement for suggested films.) | .
- Il. Student: : 7 \
A. Read objective sheet. , Ed

B. Study information sheet. : ‘ gy
C. Complete assignment sheets.
D

Take test. .

INSTRUCTIONAL MATERIALS

1. Included in this unit: : !
. A. Obijective sheet

B. Informatlon sheet s

\\Q Assngnment sheets

1. Assignment Sheet #1~-Knowmg Three Types :of Classmed Ads

“ 2 Assignment Sheet #2--Sample Employment Test




4-G

- -

3. Assignment Sheet #3--Finding the Right Job for Yourself -

B
)

4 Answers to Assignment Sheet #2

4>

. Do Test ‘ * . . -
E. Answers to test v
" ' B .
. References ‘ ‘- o N J
-~ &

A: Kimbrell-Vineyard. .S‘ucceed/ng in the World of W‘ork Bloommgton llhnous:
. McKnight and McKnight Publishing Company, 1970' : :

B. Oklahama Cooperative Vocational-Education Caurse af Study. Stlllwater,
Oklahoma: State Department of Vocatiofal and Technical Educatlon,
Curriculum and Instructional Materigls Center, 1922

< -

IR Addmonal References

A. V/EW. Oklahoma State Department Vocatlonal “and Technical Educatlon,-
1972, ‘ .

B. U.S., Labor Department Occupational Outlook Handboak Washlngton
D.C.: Government Printing Office, 1972. ‘

C. U.S., Labor Department, Dictionary of Occupatfblwa/ Titles. Washington,
D.C.: Government Printing Office, 1965. »

D. "The Carcer Game" by Chapman and Dwyer. Educational Progress
- Corporation, 8638 East 41st Street, Tulsa, Oklahorna 74145, Cost: $75.00

(NOTE’ See your guidance counselor--A copy may be available in your
school

"“The Career Game" is designed for group or individual situations. (There

_is no limit on the number of players.) It is planned to motivate extensive
exploration of career information.and opportunities by those who use it.

Q 218
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FINDING THE RIGHT JOB 4
UNIT | v .

INFORMATION SHEET -

»

: A Terms and defmmons

A. Classified ads=-Ads grouped together under appropriate headlngs generally
toward the back part of a newspaper o :

W

‘B. Blind ads-Advertisements placed in the Help Wanted section of the !
‘ Classified ads that do not identify the company placing the ad

. C,  Help Wanted ads-Advertisements placed in the classified section of the
Lt - . neWSpaper requesting applicants for -]ob offerings
. D. Employment Wanted ads--Ads placed in the newspaper by individuals who
T . . are seeking employment : .

E. Fee agencles«Commercnal employment agencies which charge a commission
or set price for their services
LS

I1.  Sources for finding jobs -
A, DE’ teacher-coordinator
. Family and friends

B
C. High school agencies, counselors, princ"ipal, and others
D

. Newspapers--Classified ads AT (T TR TS ‘
1. Blind ads : SALESMEN -
. . LI
Example: . ° GET IN °"A’“ ‘5:‘ e |
: DOWN THE PIK L
TE1S BT LA NT 1o Ohes ’

DON'T WASTE OUR TIME,

I ¢ vou can, HERE
T, WHAT YBu 68 $

. $s ,
- o

TOP KN H ALIE
{ g
e [ P KAGE,

VAEJUM, $I1D1
MENWELCOME' ! BOOK:

ASK EOR Ma
Kszn‘mg K

$655555555555S ees4 8488885t |




o ’ " INFORMATION SHEET

(8

2. l-iielp Wanted ads

' Example: - 2

' i ,, ) A L >
. “ N ‘ ~ o | Heln Wamted>-Male L] ‘ o

Day mhurnm Mln & n nt .
manager wanled. Insurs nu. rofit : . . .
. , sharing, maid vnuﬂm Call Jol;n at 3 . .
) 707-3045 - . =

. ANK PAINTERS L

Must .be  experie undblfmu - }
Lo - lnﬂ "'"s?."“"‘?; pawn.’w 'r}’ :ﬁ )
s gmu Bex '€ 506 Oklaheman

) NIGHT MANAGER ~
. . |__$PLITT cHARCOAL sROILER |
. Need Night Dishwashers
& »: | Hermans Ses FQ%!« 1% Classen N “
- ) GM AUT‘?( Mmu A Guarenten - :
- erper Ull’
\ ?-\\ i ! 'mk S?.TT'\«'.?ﬂ“m.»%v fn persen .

e Er nr mnn in :lunm wwers, |

. ) ot $42.0013, stter 8, 6778417,

Dairy Queen Brazier . “
NEEDS CLEANUR MAN .

¢
$33
9

olirea mm wanled 1ef manaping i
) ~ %ulew:l’s’n‘: .(;g,r %Emnh Apply  Kebe -
L o LARGE AMERICAN . | <
- .- L oy DHO\‘OGRAPMC MANU!’AC?UR!R
B Y ) Wanly ambiti salesman e .o
- uu on rhen rume oulm n m. :
N ;mg J il lc
mc mrv
- ur“ wfgmvga Exnn 3, ‘"fm\.?‘"’
. * - -gm 0% & 55" Ortanemens and

,, WAREHOUT ' \
T : w’m‘& kel ertonne :na .

oIk, 947:289%

3.  Employment Wanted ads o

Example: _
‘. tuations Wanled—Male 45

", *mt m 'ar Vi
|

uumn iox 276, N

m
<

Employment agencies
1 . Government
2, Youth opportunity centers e
8. Commercial

F. Ditect Calling : ;

\‘1 [T . -

'ERIC | 218

PAFo e roviog o e I N ’ .




.

v.

How employmen,t agencies operate - *

INFORMATION SHEET,

B

.. l\w)

-

A Government-~0klahoma State Employment Service
ML Servuces offered free to any state resident
2. Appllcants'mtervuewed and counseled by loeal offlce

3. - Applicants- tested to determme mterests _ abilities, needs for

training, and/or educatlon S -

B ~-Youth opportumty oenters : . ST .
1. Provide same servnoes as state employment servuce assrstmg youth
only ,
2. “Geared to- spec|f|c lnterests of youths, ‘helps- students oomblne
‘ - work and study schedules -

C Commerclal | K .
~1‘. . Charge a fee for servuces
2. Charge a fee only if placed through them
’ 3. | Fee usually must be paid in two or three large lnstallments
4. '

; May have agreement with some employers whereby employer pays -
© fee .. : .

Things to rernerriber‘ when taking employment tests

A. Keep calm ... . L . . .

B., Follow d|rect|ons carefully

. C.  Go through test in order " o o L

D. .Mark answers earefully

“E. - Write clearly. o R .-

Subject: areas which might be covered on employment tests

A. Vocahulary J - :

B. Grammar “ , e ,

C. Mathematics

e

€




INFORMATION SHEET -

Spelling

Reading comprehension

Reasoning .

Skills | ' , r

[

I o mMmmo

Psychological items :

Proofreading

J. . Filing ;

How to find the right job

A [Examine interests
I '

B. Determine goals for the future

Analyze personal qualities - ‘

Cc
D. Know job skills
E

Analyze the jobs available to find the specific skills and rates of accuracy
required '

<

m

Take employment tests to‘k evaluate VSpecific job skills

G. Match skills to those required Vfiorr specific jobs
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_ FINDING THE RIGHT JOB

UNIT | .
' :{ .’
. ASSIGNMENT SHEET #1-KNOWING THREE TYPES OF

. CLASSIFIED ADS -
, Using a hewspaper, collect the three types of classified ads: Blind, Help Wanted, and

Employment Wanted ads. Bring the ads to class and be prepared to show ‘your examples

in class.
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J  FINDING THE RIGHT.JOB
. UNIT | - ,

' ASSIGNMENT SHEET #2-SAMPLE EMPLOYMENT'TEST —~ °

.t :

-

s

“The following employment test has fifty-five questions. Answer each question as carefully

and completely as possible. Be sure to follow the specific directions for each section.
L * . . IS -

¢

Directions: Each question below givestseveral suggested spellings for a word. Decide which
spelling is correct and circle the letter preceding that werd. CH : :

T
1

1.' a. Propposal . . L ,

b. Propbssal

c.” Proposal . e .
. d. .7 Propossal X
e. None of ‘these R

2. a. ~ Bookeeping
b. ’Bookepping
c.  Bookkeping

d.’ hookkeeping

/ €. Nope of these

3 a. lteniar\;

F b. Itinerary
. c. Itenerary o :
. d. Itehirary -

e. None of these

_ 4 a. ‘Confer’anc;a )
b. Cohference
c. Confference ‘ : R

d. Coriferience

C e e. None of these

. b *




g

ASSIGNMENT-SHEET #2

5. ' a. Transferrable
b. Transferable
c. T'@nsfferable . : -
£ .o d. Transferible
.e. None of thit_z;wﬂ“ ’_ -
Directions: tn the following sentences, circle the word which makes the sentence correct,
6. You should (of, have) participated in the promotion. |
7. < John formerly served on the city (counsel, council).
.8. He is {(confidant, con}i(;ént) that you will enjoy the play.
9. | woiuld‘(advice, advise) her to stay in London anothec" week. .

10. The‘documentary’ contained more than (thirty, 30) pages of directions.

Directions: Punctuate correctly the following sentences: '

+

1., Ti1e reference book Charm and Poise for Gettingv Ahead is now available at
. Martins Book Store

12. . Examinations will be given for‘a number of different positions for example typist
- and general clerk secretary office manager and bookkeeper

13 The meeting is now scheduled for December 12 1972.
14. * Our district manager Mr Carther will call on you

15. - - He said | appreciate the trouble you have gone through to get me elected
*  gentlemen but you cant tell me how to vote in this election

Direct%ons; Solve each of the following problems and circle the letter preceding the correct

answer. :

| 16. Which numbgf in the following group of numbers represents the smallest amm;nt? )
a. 3 ’ : "
b. 1 : )

v c. 95
d 732 T




19,

20.

17.

' DE | -

ASSIGNMENT SHEET #2 -

e. .05 /

Subtract’: 150.07 - 2.3 =

£

a. 147.77 ‘ -
.b: 148.04 i :
c. 149.84 .
* "
d. 157.77
e. None of these N
Find: 6% of $379.20- )
a. “$22.74 ” - C
b. $22.75 . L ‘ ;t
c. $227.42 - jf

d: $227.52

e. None of tt;ese : ‘
What numb,er‘ is ﬁ\issing from the seties?

67 59 51 43 27

a. 38 |

b. 37 .

c. 34

d. 35.

-

e. None‘ of these
Five pounds of paper sells for $2.00; how many pounds can you buy for 80¢?
a. 3

¢

b. 1, 1/2 !
c. .95
d 4

e. None of these

13-G
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ASSIGNMENT SHEET #2

Directions: Write the following amounts in words.

21, $27375 _° - -

-

22. 61 1/3

23, 90 10/16
24, 100%

25. $637215 __ |

Directions: Below are ten pairs of names and nUmbers If the two sets are exactly the

¥

same, circle the "S", if they are different, circle the "D",

. »

*

Example: - A. A. Glensen A. H. Glensen | S D
. Martin Matthews Marlin Matthews S D

* ‘ ) Newton Domestics. Ne\fvton Comestics S D \
26. Gurt{;; Bascombe Garney Bascombe s D
- 27. ) "wRoberts Florals | ‘Roberta's Florals- S D
N 28? M. N. Wogclech?wﬁ ¢ M N. -Wojciechowski S D
29,  Paul J. Siegelman’ Paul J. Siegelman S D
30. | Williams, Owens, & Scott Williams, Owens & Scatt S D
31. | !.iebster & Liebsten Liebsten & Liebsten S D
32 Groves & Oppenhiemtzr Groves & Oppenheimer S D
} 33. ‘. A»376'<59721747 A367-59772147 S D
34.  AV-372249576 . AV-3724295676 s D
55. P. F. DeSimone F. P. DeS?mone S D

Directions: Proofread the paragraphs below and punctuate Circle spelling errors, and make‘
any other additional corrections as necessary, such as-deleting words, underscormg, etc.,
to create grammatlcally correct paragraphs.

36 - 50. In planning your new office you have probably accumulated a great deal
of up to date information orv the subject of carpeting. However there is
something which you may not have considered in detali - the use of _
decorative tiles as an attractive flooring throughout your office
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-

ASSIGNMENT SHEET #2

L
L]

This is a question which should be considered seriously. When a young

- architect decides to build a dream office the idea that tiling can be used
."to compliment the floor plan appears out of the question. Unless you are
well acquainted with the newest patters in decorative tiles however, you
have no idea of the unusual affect that some of these patterns may have
in office styling

Directions: In each. of the following problems, select the names that would be first if
the names were arranged in alphabetical order. Circle the letter preceding that name.

*61. a. Victor Gongala 55. a P.C. Payton }

b. Anita Dubcheick b. The Kline Corp. .
¢. Martha Carter | ¢. T.G. Products, Inc.
d., Carol Eisler ” d. Lawson's Hotel
e., Carl Schwartz _ . Alice Payne

Top Quality Motel

The 201 Cleaners -

T.“A. Tremont.

Wilkins Market

The Victory Corp.

S. James Santos

San Francisco Tools, Inc.

S. A. Sampler

Sands Aircraft Co.

San Diego Suppliers
Elizabeth Barnes
Allen E. Bates
Anna Benson

~ AA Products

Andrew Jamisen




FINDING THE RIGHT JOB
UNIT |

C -

EY

ASSIGNMENT SHEET #3-FINDING THE RIGHT
JOB FOR YOURSELF

% . . -
Directions: Use section VI of the information sheets as a guide in answering the questions
below.

1. What are '\}gur interests? List below your favorite school subjects, the types of
‘work you like to do, and the types of activities in which you like to participate.
~Include also those things you particularly dislike.

o, Likes ° o Dislikes

What distributive occupation“do you hope to have in five or ten yeérs?

~

3. Where do you hope to be in five or ten years? Ih a small town? A large city?
Working for a governmental agency? ’

List three to six ”t;pes of skills, training, and/or experiences needed to reach
your occupational goal. (Specify occupational goal.)
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ASSIGNMENT SHEET #3 ~

L4 - R )

5. bAnalyze your personal qualities. List your good qualities and poor qualities
elow. : ) » ‘

Good Qualities * Poor Qualities

LY

6. List your basic job skills. Are you a ‘good listener? _Tal.ker?' Reader? Are you
good at spelling? Mathematics? Punctuation? List your strong and weak points
bGIOW. -+ N

(NOTE: Review the results of Assignment Sheet #2 for an estimate of this.)

Strong Points »  Weak Points

©

7. " List your specific job skills. Include your rate of accuracy for each skill, Algo,
list each specific office machine you can-operate,

[} - *

-

8. _ Name two distributive jobs for which you'are considering applying.
a.
bu hd '. [N
| L —




10.

Job n‘Au. ‘ JOb IIBII'

: ﬁ DE | - 19-G

ASSIGNMENT SHEET #3 N

L)

List the job skills and training needed for these jobs. Consult the Occupational
Outlook Handbook, and Dictionary of Occupational Titles, andfor VIEW
occupational ‘cards for this information.

Compare those skills required for the jobs mentioned. above to your fob skills.

Y

K}
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o o A& w N

<

© © ® N

*

-—
.

ok
-
.

-
N

?

13.
14,

16.

17.

19,

20.

‘ ) 21.

o Uv.,.o o
£

have

;Two hundred -seventy-three dollars and seventy-five cents

DE | - 21-G

FINDING THE RIGHT JOB
UNIT |

ANSWERS TO ASSIGNMENT SHEET #2

-

council
confident
a‘dyisen
thirty

The reference book, Charm and Poise for Gettngg Ahead, is now available at
Martin's Book Store.

Examinations will be given for a number of different positions; for example,

‘ typlst and general clerk, secretary, office manager and bookkeeper.

#

The meeting is now scheduled for December 12, 1972.

&

Our district manager, Mr, Carther “will call on you.

He said, "| appreciate the trouble you have gone through to get me elected,
gentlemen, but you .can't tell me how to vote in this election.”

e
a .
b ' - - *
L]

c - i
-

#

23y




51.

v‘n52.

53.

.attractive flooring throughout your office.

ANSWERS TO ASSIGNMENT SHEET #2

22, Sixty-one aqd “one-third

23. ‘Ninety and :(en~sixteenths

24, One hundred péréent or 100 percent

25 Si); thousand three hundred seventy-two dollars and fifteen cents
26. D -
"27. D .

28. D, <
29. S '

3. s *

31. D’ - "‘
32, D «
33. D

34. D 5 .

3. D, ’

36 - 50.

. . ¢ '
In plann.ing your new office, ‘you have probably accumulated a great deal of

up-to-date information on the subject of carpeting. However, there is something
which you may not have considered in detail - the use @)f decorative tiles as

v
&
This is a question which should be considered seriously. When a young architect
decides to build a dream office, the idea that tiling can be used to compliment

the floor plan appears out of the question. Unless you are well acquainted with
the .newest patterns in decorative tiles, however, you have no idea of the unusual

affect that some of these patterns may have in office s_f;yling.
Cb .
b

c
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FINDING THE RIGHT JOB
UNIT |

TEST .~

w,

Match terms assoqiated with finding a job to the correct definition.

a. Classified ads . 1. Ads placed in the
o ' newspaper by individuals
b. Blind ads o ' - who are seeking employment ’
~ . Help Wanted ads. 2, Ads grouped together

. under appropriate headings,
d. Employment Wanted ads \ generally toward the «
back part of a newspaper
e. Fee agencies , ’
-~ 3 Commercial employment

' agencies which
charge a commission or,
set price for their

services

4, Ads plaéed in the Help
Wanted section of the

o . Classified ads that do not
. . identify the company placing
th‘e* ad -

Y . B

5. Ads placed in the
classlfned section of the

newspaper requesting .
applicants for jO!? offermgs

Place an "X" in front of those sources for finding a job.
a. Family and friends
b. High school agencies, colinselors, principal, and others

’ ¢. Classified ads

__d. Empioyment agencies . p

e. DE teacher-coordinator

232 . : N

.

&
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‘3. Match the correct employment agencles to thelr charactenstlc.

Lo . » X for Government ‘ S : : . ' : “3
' : - ~ ‘ v . .

‘O for vCommerciaI .
~ R . ‘,‘ u. s .V , 2 ) . . -‘ ‘ '»
v T=dy o, P for Youth .opportunity centers

__a. Charge a fee for serviceSf' . I , .
b. Geared to specific interests of youths, helps students combme work
R and study schedules -

»
’ .C. Charge a fee .only if placed through them

d Provnde same services as state employment service assisting youth only

(S -

- e Services offered free to any state resident L o -

-

P

*f, May have agreenent with some employers whereby employer,ﬁys fee

g, Appllcants interviewed and counseled by local offlce

v

.o h e h. Appllcants tested to determlne lnterests ablhtles needs for training, . \
: . and/or educatlon

- . - ' A

L i Fee usually must be paid in two or three large mstallments

4. ° List the f|ve thmgs to remember when taknng employment tests. S

N ) .
' ~ . * o *

. . o a,

5. Place an "X" in front of each of the followmg WhICh are subject areas Wthh
might be covered on employment tests.

w
RS

____a Spelllng e

b Mathematlcs ’

c.' Vocabulary )

d. Protocol

e. Grammar’

0




6.

N ,Reacﬁng comprehension
g. ;Bgas»ohing- S o
. Skills -
Psychological items . -
Dating | |
* k. Proofreading

I. Filing

List five of the seven ways to find the right job.
]

Indicate knowledge of the three types of . classified ads by completlng the -

appropriate asslgnment sheet.
Demonstrate the abllltY‘ to:,
. ’

a. Complete the sample e"mploymen}t test.”

. (NOTE:
structor when the above activities should be-completed.)

231 ..
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C .

b. Compiete the assignment sheet--Finding the Right Job for Yourseif.

4

If this has not’ beep accomplished prior to the test, ask the in-
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FINDING THE RIGHT JOB
CUNIT |

ANSWERS TO" TEST

A aEN

Keep calm
Follow directions carefully

Go through test in order

. . Mark answers carefully

Write clearly )

<




28-G | A o : . R
: o
- ;
5. a
b ' ) .
e »
’ f
» I g ” .
h
i ) ‘
k' ' »
| o )
‘ 6. Any five of the following are‘ correct. o »
. a. - Examine interésts . ™ ) )
b. Deter;ﬁine, goals for the future . R
c. Analyze personal qualities ‘ ‘ ’ . )
d. Know joh skills - | : v
e. Analyze the joﬁs available to find the specific skills and rates.of accuracy ) '

. required

¥

f. Take employment tests to evaluat‘e‘ specific job skills

»

g. Match skills to those required for specific jobs

7. Performance gkills will be evaluated to the s;t_isfaction of the DE
teacher-coordinator .

8. Performance skills will be evaluated to the satisfaction of the DE
teacher-coordinator. ‘

+ 230
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PERSONAL DATA SHEET

UNIT Il
Ry

TERMINAL OBJECTIVE

‘After complétion of this u_nif, the student should be able to prepare a personal data sheet.
- This knowledge will be evidenced by demanstration and by scoring eighty-five percent
on t{he unit test. : , :

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:

1. . Define personal data sheet.
List five reasons for p‘repari?n“g'f aj;);rsonal daia sheet.
Place in order steps—in—preparing a personal data sheet.
List sik standards that a personal data sheet should meet. .

Prepare a person\;ralv data sheet,




PERSONAL DATA SHEET
UNIT 1l

' SUGGESTED ACTIVITIES

.

. DE Teacher-Coordinator:
A. Provide students with objective sheet.
B.” Provide students with information and assugnment sheets.
C. Discuss terminal.and specific objectlves ‘
D. Discuss information .and assianpent sheets.
E. Give test. | )
. (NOTE: Consult audio visual supplemeﬁt for suggested film.)
‘Student: .
A. Read objective sheet.
Study information sheet.

- Complete assignment sheet,

Take-test,
!NSTRUCTIONAL MATERIALS

B

L4

Included in this unit:

A. Objective sheet

B. ' Information sheet

C. Assignment Sheet #1--Preparing a Personal Data Sheet
D. Test -

A

*

E. Answers to test

Reference--Blackledge, Walter; Blackledge, Ethel; and Keily, Helen. You and Your
Job. Cmcmnatl, Qhio: South-Western Publlshmg Company, 1967 g
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PERSONAL DATA SHEET

- UNIT Il .
, ’INF.ORMATION‘ SHEET
1. Definition of personal data sheet--A written statement of all the facts about
an applicant that might be of any possible mterest to an employer
Il.  Reasons for preparing personal data sheet
‘ “A. Written in logical concise form > \
Lt | " B. Contains all the essential facts
C. Decides whether applicant has the quahflcatlons needed for a partlcular
position ,
D. Answers questions employer may ask
E. Aids in filling out an application ' | i N
v Ill.  Steps in preparing a personal data slfee’t‘
A. Write personal information first
1. Name ' o
2, Address ‘ . ' »
3. Télephone | : )
4. _ Education ‘
) ) 5. Age *
~ ‘ 6.  Weight
7. Height .
8. Health
9. Marital status 7 '
B. Show subjects studied which will help employer
) C. List student actlvmes
: D. Show spemal skills or training

E. Show business experience

F. Give at Ieést three references

1. Present or former teacher
2 Former employer
3. Minister
4

" An acquaintance

. 239

-




e
EN
%

INFORMATION SHEET

G. Example of a complete personal data sheet

Name: John Doe
Address: = 1924 Glenwood Dr. 1 Photo Here N
_ Blackwell, Oklahoma 74631 )
/ Telephone:  377-7808 . .
; Education:  Junior at Braagv:::'( \
s : " High School majering in
. business ; R :
CAge: 17 - Health: Excellent ‘
'VYeight: 175 Marital status: S‘m.gle
o " Height: 6 ft. 1 in. ‘ .

Subjects studied: .
v Typing--Two semesters

Business law--Two semesters . o
Consumer economics--One semester
Retail merchandising--One semester *
Business English--Two semesters
Distributive ‘Education I-Two semesters

Student Activities:

- President, sophomore class
Reporter--DECA :
Chairman, Young People's Church Fund
football, basketball, track . .

Special Skills: |
Type fifty words per minute; trained in the operation of cash register
and adding machine “

Business Experience:

Carry out for Fay's Grocery during summer months
Sales person for Hunt's Depaitment Store during Christmas

References: '

Mr. Ocie Anderson, Principal BlackweH High School, Blackwell,
Oklahoma w

Mr. Joe Amos, DE Teacher Coordinator, Blackwell High School,
Blackwell, Oklahoma - 4

Mr. Kenneth Bradley, Manager, Hupt's Department Store, Blackwell,
Oklahoma

* Date .Compiled

. Signature
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® : "~ INFORMATION SHEET e R
IV. Standards that a persona] data sheet should meet
) “A. Well organized |
N .
B. .Neatly typed
’ C. Error free
D. In outline form
R E. Limited to one page, if possible
- . T T/ ’ L)
F. Honest about qualifications and experience -
= - & ( ‘
L
.
' )
\ &
. »
. — \ ]
. " a
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PERSONAL DATA SHEET
UNIT Il

.

¢

~ ASSIGNMENT SHEET #1--PREPARING A PERSONAL -
T DATA SHEET

]
L3

i‘ -
Prepare a personal data sheet using the ‘format and standards given in the information

-
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PERSONAL DATA SHEET
UNIT I T Lo

o TEST
1. Define personal data sheet. )
2, List five reasons for preparing a personal data sheet. . -

a. .

b'

| c'

d.

eo -~ s
3. Place in order, using numerals one through six, steps in preparlng a personal

data sheet,

- ’ a. List student activities

b. Show business experience
¢

. Give at least three references

d. Write personal information first

Stp———

e. Show special skills or training

f. Show subjects studied which will help employer

4, List six standards that a personal data shest should meet.

e'

A

fl Es
] “ ,
5. By using Assignment Sheet #1, prepare a personal data sheet.

213




[y

DE I - 41-G

PERSONAL DATA SHEET
UNIT -1l -

ANSWERS TO TEST

A written statement of all the facts about an applicant that migﬁt be of . *
any possible interest to an employer _ .

Written in logical concise form
Contains all the essential facts °

Decides whether applicant has the qualifications-needed for a particular
position

Answers questions employer may ask
Aids in filling out an application

3

-2
Well orgainzed
Neatly iyped
Error fre:e
d. In outline form ‘
e. Limited to one page, if possible
f. Honeét about qualifications and experiences

Evaluated to the satisfaction of the DE teacher;coordinator.‘

L
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. APPLICATION FORM
. UNIT 11l

.

TERMINAL OBJECTIVE ‘ : .

After completion of this unit, the student should be able to complete an application form.
. This knowledge will be evidenced by demonstration and by scoring eighty-five percent
on the unit test.

NN ‘ SPECIFIC OBJECTIVES

-

After,-completior; of this unit, the student should be able to:

v

1. Define application form.

2 Li_st t‘hree of five reasons an application form should hgye sales appeal.
‘3, List three ;;oints to help give an application form sales appeal.
4. Select from a list nine rules to follow when completing an application form.
5

Complete an applid&tiog form.
7

¥ (




N

F2s

.

B
- c

DE Teacher-Coordinator:

>

U 0

m

(NOTE: Consult audio visual supplement for suggested film.) -

APPLICATION FORM
UNIT 1l

T

SUGGESTED ACITVITIES

»

Provide students with objective sheet.

Provide students with information and mignmant sheets,

Discuss terminal and specific objectives.
Discuss information and asslgnment sheets,

Give tast.

Student: ) - )

A.

.

v

D.

. Take test.

Read objective sheet.

" Study information sheet.

Complete assignment sheet.

<

\ INSTRUCTIONAL MATERIALS

¢

Included in this unit:

N ‘A.

DE | - 45-G

‘.

A. Objective sheet

B. lnformation sheet .

C. Auignmant Shest #1--Completing Application Form

D. Test )

E. Answers to test

References:
Blackledge, Walter, Blackledgo Ethel, and Keily, Helen. You and YourJob
Cincinnati, Ohio: South Western Publishmg Company, 196

B. Activities and Awerds Pragram of Youth ‘Activities far Oklahoma D. 5

Students, Revised 1972, -
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® o ) " 7 APPLICATION FORM '@ * . T
' . UNIT I Y B

INFORMA‘f‘ION SHEET: |

I Defmmon of appllcatlon form--A form to be f|IIed out wuth |mportant
information when applymg for employment

A

. Reasons an appllcatlan form should have sales appeal
A. Competition wuthaother -applicants | o - -
B. Promote outsta’ndin\_g qualities L | _ S
C. Obtain job more quickly = . |
D. Receive a better "eal‘ary ‘ - , ‘V sl
E; Rapid cornpa_r‘ison by employekr"

IJI. Points to help give an application form sales appeal

»
-

V - A. Always keep it neat - C o S
. ‘ 1*/8. Be accurat'qe B o i
o o C Complete the appllcatlon -form by f||||ng in every blank
V. Rutes to follow when completmg an apphcatlon form
. A, Look over enture{ application form before beginning . . ’ :
B. :Foltow;v instructions carefully and exeetiya
. e G Write neaily and legibly

D. List all experience - ' .

E. List all training

F. Fill in all*blanks T o «

>

1. Question is not self-related-Write "not applicable"

~

2. No answers--Write "none"

3. Asked expected _salary--Write "open" if not sure what is
appropriate '




“+

- INFORMATION SHEET

Use personal data sheet

Upon completion check form_ for completeness, acéuracy, and correct

spelling ) »

Remember, try to sell- oneself by the. information given on the applicatidn
form- . ‘
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. 7- . . . N
APPLICATION FORM : S
i UNIT Il ’ )
‘ ‘
ASSIGNMENT SHEET #1--COMPLETING APPLICATION FORM
Complete this application form. Your personal data sheet will be helpful.
Do not print APPLICATION FOR EMPLOYMENT
. N ' .\
Date _ . Position: applied for__~ ’
Name . - Height * Weight Age :
Address l - : . : Telephone No.
(Street or RFD) (City) (State)
‘ : Social
Previous address , , Security No.
* Birthdate o , Birthplace . -
(Manth) (Day) (Year) ’ , - (City) (State) .
. CHECK ALL THAT APPLY:
Female : Own home . Number and age of dependents:
. Male Rent : - ; <
’ Single . Board ’ Relationship of dependents:
Married Live  (Parents) : , .
. Widowed e With (Relatives} . Business or occupations .of father:
Divorced . —s———Purchasing home o . .
. “ . Separated ( {or Husband) . R
Interested in:  Temporary work Full-time —__ Parttime Saturday only ___
Salary expected. ) ‘ ) e .
Are you responsible for your entire support?__‘___ Others who are dependent on you for ,
their support: Number _ L Ages . ‘ - - S
Nature of any physical defects
Recent illnesses ~ i
- Date of last physical examination _
EDUCATION Circle grade Name of Major Year
’ completed School Location Subject Graduated
Elementary "1 2°3 4 : .
5 6 7 8 SN
High 1, 2\%3 4
Business or ,
Vocational ‘1 2 3 4
College or 12 3 4
University .5 6
Night or L “]‘V!A_w ’ .
“* Correspondence 1 2 3 4 o At K - . .
. - — i} - .
s Qfve“details of any other educational training v




v

What are your hobbies?_, . : ‘ , _
* t 4 E L

In case of illness or emergency, notify: Name

- | - Address R
PR ) * Relationship ‘ . i Telephone _._____
Why do you' feel qualified for the pc;sition for which you are applying? : N .
' . PREVIOUS EMPLOYMENT -
{Last employment first}
hd i . B . “vv . - e R — R R [}
. ‘ Department-position Reason for .
From To Name & address of employer - duties - salary Leaving
Month Month . : . " .
Year Year ‘ d R

Month . Mbnth

. Year Year ) . )
““Month  Month T - -
Year Year *

Month Month

Year .. Year

B & -

x

- : PERSONAL ; REFERENCES

{Do_not give names of relatives or former employers) o
Nasmie . . Address _ _ Occupation o ¥ :
1, .
2.
3. : , R

Do Not Write In Space Below

Interviewed by: Personality _ _
Attitude _
Ambition and initiative

Other remarks: Calmness - . , . ; ; .
, - Physical qualities o N , -
. ' Intelligence , “ . : . ‘
Leadership _ , i -
‘ Appearance and grooming , :
“  Work best suited for ; , : . : . .
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® - ) T APPLICATION FORM e -
: T o UNIT I
< ¥ TEST ! o

1. ‘Define appiication form.

2 List three of five reasons an application form should have sales appeal.
’ - a'- . ) . F “ -
b. ' )
. . ‘ . c. ' R )
3. List three points to help give an application- form sales appeal. T
a. “ ' B ‘
» b_ . : v ! »
- ‘: ‘o C. ‘» - ‘_‘ o .
| o 4. 'Circle the letter .in front of each of the rules to follow when completmg an -
. . application form. - , . . -
. L . " W - %
.a. . Fill out as fast as possible;‘u«r"“——»v—»v—r»——a-
‘ b. * Remember, try to sell oneself by the mformatnon gwen on the apphcatlon
, ) form .
' e "' ¢ Use personal data sheet ’
‘ d. Upon completion check form for comp’leteness, accuracy, and correct .
spelling
e. Llst all tralnmg )
. % f. FI" in all blanks . .. e
v G qlst all expérlence '\ ) . .
© h :Follow instructions carefully and exactly
i Wrrte neatly -and legrbly ’
I j. .Look over entire application form before beginning ‘
: ”

S 5. Using Assignment Sheet #1, complete an application form.

.
. N
©
>
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APPLICATION FORM .
CUNIT I
- o ANSWER TO TEST

#

1. A form to be fulled out wuth important information ‘when applymg for
émployment

2, Any three of the following:-
a, Competition with other applicants : | -
- b. Prompte outstandiné qualities -
c. Obtain job more quickly
~'d. Receive a befter salary
e. Rapid comparlson by employee
3. a  Always keep it neat ’

b. Be accurate e

¢. Complete &he application form by filling in every blank

i
i

5. Evaluated to the satisfaction of DE teacher-coordinator.
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JOB INTERVIEW
UNIT IV

TERMINAL OBJECTIVE

‘
-

After completion of this unit, the student should be able to select from a list examples

. of proper dress and grooming and be able to demonstrate proper conduct during the job
interview. Knowledge of this information will be evidenced by demonstration and by a
score of eighty-five percent on the unit test. . -

Y i “1 v .
- : ( SPECIFIC OBJECTIVES

2

After completion of this unit, the student should be able to:
1. Name five ways to prepare for the intetview.
2. Select from a list eight ways to make a good first impression at the interview.

3. Select from a list the examples of proper dress and grooming for the
interview, - ‘

Identify examples of proper conduct during the job interview.

Select from a list the attitudes an employer looks for during the job
interview, ‘

Demonstrate the following:

-a. (\nswer questions the employer might ask.

*

Evaluate his conduct during the job interview using the check sheet:
provided in this unit. ’

Write a follow-up letter. '
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JOB INTERVIEW
UNIT IV

4

SUGGESTED ACTIVITIES

DE Teacher-Coordihator: .
Provide students with objective sheet. i

. Provide students with information and assignment sheets.

A

B

C. Discuss term‘inalﬂand specific objectives.

D. Discuss information and assignment sheets,
E. Have students role play job interview. |
F

. Have a guest speaker frori the community speak on the quélitie§ and
~qualifications he looks for in a prospective employee.

G. Give .te:':. ‘

(NOTE: Consult audio visual ysyﬁplément for suggested films.)

S_tddént: ' | - .

A. Read objectives sheet. B - “y

A .
- B. kStud{ information Theet.

C. Complete assignment sheets.

D. Take test. .
INSTRUCTIONAL MATERIALS

Included in this unit:
A. 'Objective sheet =
B. Informatjon sheet
C. Assignmen‘ﬁeets

1. As's(ignment sheet #1--Answering Questions the Employer May
As o

2. Assighment Sheet #Zeaévaluating the Job Interview

3. Assignment Sheet #3-Writing a Follow-up Letter

- 954




D. Test

E. AnsWers to test

References: - d

"A.  Keily-Walters, "How to Find- and Apply for a Job. Second Edltuon Dallas,

Texas: Southwestern Publishing Company, 1968.
B. Blackledge-Blackledge-Keily., You and Your Uob. - Dallas, Texas:
--—Southwestern Publishing Company, 1967.

C. Oklahoma Cooperative Vocational Education Course of Study. Stlllwater,
Oklahoma: State Department of Vocational and Technical Education, .
) Curriculum and Instructiomal Materials Center, 1972,

K
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‘OB INTERVIEW | . o
UNIT IV .
D ‘I‘NFORMATION' SHEET .
‘ I. Ways to prepare for the interview
| A. Call-or write for appointment ) )
. . B. _Learn about the company
C. Find out name of interviewer
. D. Know th‘egkin,d of job for which one isﬁ applying
' E. Review personal qualifications
(NOTE: Use. your personal da_:@ sheuet.) | .- - ) :
L It. -Making a good first inipression N ,
) . Aa Go alone for the interview
. * B. Be onftime . ‘
6 . . C. Be careful of-one's appearance -
. ) D Stand ere;:t \ 7‘ '
E. Look pleﬁsant
F. Introduce oneself ir} a quiet, easy way o —
G. Sit erect and avoid signs of nervousness
H.

Be ready to take an employment test

I1l.  Proper dress and groomi‘ng for the interview
Body clean, odor free, and freshly shaven
Hair neat, clean, and trimmed

Hands and nails clean and in good condition
Make-up fresh and natural- looking

Teeth brushed; mouthwash used

Mmoo o0 @ >

Clothing cleaned and pressed

250
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I P

»
.. Shake’ interviewer's hand firmly

.

INFORMATION SHEET

a
G Clo"(hiné conservative
. H. - Hosiel:y clean and free fr.om runs ' -
- . Socks clean and coordinated with suit o
J.  Shoes clean and polished
Iv. Proper;conducfﬁ?gduring the interview o
LA, Gureiet 'mte‘righiewer with warm smile .
. ‘ B. Cal! intervieimer,by name - -

(NOTE: Mf,'\‘aMi”' Mr;.' or Ms.l . . i‘\“

" Introduce oneself

o

Be seated only after the inferviewer's request
Sit and stand erect
Let employer take the lead in konversation ’

Answer queéstions’» completely

Be polite and courteous

Make an extra effort t? express on‘ese!f clearly
Be sincere and enthusiastic
Avoid irritating or distracting'habits -
1. ;’Smoking, chewing gum, eating candy
2. Giggling or squirming in chair
Do not try to flatter the interviewer
Tell the truth about oneself and job experiences
Be positive '
Watch for a sign the interview is over

Thank interviewer for his time

Leave promptly




- INFORMATION SHEET

V.. Attitudes employer looks for during the interview
A. Enthusiasm and interest

Dedication and dependability

Alertness and quickness of mind - e

-t

P o w®

: . Honesty and integrity

Desire to work

Desire to help others

@ mom

Desire to improve oneself




JOB INTERVIEW
UNIT IV

.

-

ASSIGNMENT SHEET #1-ANSWERING' QUESTIONS THE .
EMPLOYER MAY ASK- ’

s ;-:- bt

PR ORI P

Directions: Remember that once you are in the job interview, it is your job to "sell
yourself" to the employer. You must be prepared to answer any questions that he may
ask in a manner that would leave a favorable impression. Think about each of the following
questions. Then write pOSSlble answers to each questlon remembering the direct, positive,

and enthuslastlc approach |s the best. /

-

1. Wl'jy do youﬂ want to work? 0 0 |
. | ‘\’ . w\
* 2.  Have you had any ’éxpefience in this type of work?
- 3. Are y°0u presently employ:e;? : /\) ”g .
4, ‘ What hours could you work? ‘

DE | - 63.G-
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. - # . ‘;’ 4 §
SRR JOB' INTERVIEW SRR R T
- 5. " - Would yc;u“B;é‘ available on a permanent basis in June? |
|
- - b ’
. 6. Have you partidpatod in any sports? - .
& ’ - D¢ ) 9 ’
oo -
75 Why do you think you might like to work for us?
8. How could you contribute to our organization? -
. <
p “
N P v
9. What personal characteristics woﬂld you say are necessary for success in this
field? ‘ . )




1]

.

>

- 10.

11.

13.

14. Would you be’ able to "work all day Saturday and ,‘Su‘nday?

ASSIGNMENT SHEET #1

-t

Do yodc have any financial obligations? *

)

S

Are you living with your parents?

AN

B\

. v ¢ A . ) B
Have you ever had any difﬁculty with the police other than a parking violation?

L)

*

\\/-\

B

12. Do' you“have a steady girl-boy?
v ¢ ’ N -

K3
SRS

“

N

- ' DE

.

- Y
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. r o
L ASSIGNMENT SHEET #1
. 15 How are\\;aﬂ\doingin _school: attendance record? Grades? .
! -
5 {
16.  What do you think we should pay you? * |
N () . N . i
L3 ’ ")
. ’ [
- 17..- What do you hope to be ‘doirpg five or ten years from now? ’
! i : . &
: 18.  When can you start tq work?

« 19. ¢ Do you have transportation?
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Jos INTERVIEW
UNIT IV

. ASSIGNMENT SHEET #2J¢EVALbAT|NG THE JOB INTERVIEW

-~

Do you -handle yourself properly during a, job interview? Rate yourself using the éheck
list below. Then have someone also rate you and compare the two ratings. This should
help you to identify those areas in which you are strong and those in which you need

improvement. :
Yes ‘No  Not
: o Sure
How you Iookéd: #
1. Clothing clean and well-
- pressed? ‘
2. Clothing conservative in :
style and color and
appropriate for applying
-for a job?
3. Body clean and free from
- odor?
4, Hair trimmed, clean, combed?
5. _ Shoes clean and polished? ’
How you acted: V
) 6. Greeted interviewer with a
smile and called him/her by
name? {Mr., Miss, Mrs. or Ms.)
7. Stated your name proudly?
8.  Shook interviewer's hand.
firmly? :
8. - Sat only when asked to do so? S

10. Looked interviewer in the eye?

11. Listened carefully to what
: interviewer had to say?

12. Took the time to think questions
through before answering?

e
]

[ . N

‘ ' 203




13.
14.
16.
17.

18.

19.

20. -

21,

22,

23.

24,

Give yourself three points for each "good", two points for each "

eat candy?

 ASSIGNMENT SHEET #2

Embhasized what you could do
for the firm rather than : :
what the firm could do for you?

Spoke well of previous
employers and associates?

* Refrained from arguing with

the employer?

Showed your desire to work?

Were courteous and tactful?

Were enthusiastic about
school, work, and life in
general?

Asked questions about the job
and the company?

Were prepared to tell the
employer how you could be of
benefit to his company?

- Did not chew gum, smoke, or

Stuck to the point and
answered the questions briefly
but completely?

Thanked the interviewer for -
his time before leaving?

Left promptly?

Total Points:

for each "poor". Add your points for the total score.

Rating scale: 64 - 72 Superio¥ -
57 - 63 good -
50 - 66 fair .
40 - 49 poor.

261
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.< o : * JOB INTERWIEW
o UNIT IV

- .~ ASSIGNMENT SHEET #3-WRITING A FOLLOW-UP LETTER

3

Directions:

1. Write a fc;llow-up letter thanking the employer for the interview. Use any form
you wish or follow the format of the sample follow-up letter on the next page.

. 2, Make sure your le'tter‘meets the following standards. ’
a. Typed perfectly
- b. " Clean, neat, and attractively arranged on the paper
. . c. Free from spelling, punctuation, and grammatical errors
) - d. Sent within a day or two after the interview )

3. Your follow-up letter might _include the following poinds:
a. An expression of appreciation for interviewer's time and interest
. - b. A summary of your qualifications and interest in the position

c.  Your name, address, and phone number (to make it easier for your employer
to contact you)

4. . Make this last bid for the job a prime example of your excellent work habits.
Make the letter as clean, neat, and well-worded as you possibly can.




ASSIGNMENT SHEET #3

" SAMPLE FOLLOW-UP LETTER

- 820 North Monroe
Stillwater, Oklahoma 74074
| September 1, 1972

£

Mr. John Jones “.
Personnel Manager .

John's Department Store :
407 Main Street , - 9
Stillwater, Oklahoma 74074 ,

Dear Mr. Jones:

Thank you for interviewing me for the salesman's job in your store. | feel tt.. - working
for John's Department Store would be enjoyable and that | could do the selling and
general work which the position requires. | hope to have the opportunity to prove my
worth.

-

The application form you gave me is enclosed.
[4

I will be available for work September 5. You may call me at my home after 3:30. The
‘number is 377-3307,

Sincerely yours, .

- Miss Judith Jamison

Enclosure ‘
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) JOB INTERVIEW
‘ UNIT IV

TEST

1. Name five ways to prepare for the interview.

LR
e

a.

b. ' : .
C.

d.

e. §

i

2. ,Place an "X" in front of the foliowing examples of ways to make a good first
impression at the job interview. ‘ .

a. Introduce oneself in a quiet, easy way

b. Be on time .

. _ o c. Sit erect and avoid signs of nervousness

d. If smoking; offer one to the interviewer

e. Be ready to take an employment test

f. Stand érect

g. Make sure to read anything the intervieweru writes dawn

h. Look pleasant

i. Be careful of one's apgearance v “ ,
j. Go alone for the interview &

3. Circle the letter in front of each of the following which are examples of proper
dress and grooming for the interview.

a.. Strongly scented perfume or coloéne s : .
b. Teeth brushed; mouthwash used
{ c. Shoes cleaned and polished

. | d. Hands and nails clean and in good condition

o | 267




f.

g.

h.

i

Hair neat, clean, and trimmed’™ -

Clothing conservative

\
Body clean, odor free, and freshly shaven \

)

Clothing cleaned and pressed

Place an "X" in front of each of the following which are examples of proper
conduct during the job interview.

a. Sit down if interviewer is on the phone when entering room

b. Be positive
c. Try to flatter interviewer
. Leave promptly
Be sincere and enthusiastic '
f. Watch for a-sign the interview is over

_g. Be polite and courteous

@

Circle the letter of each item below which is an attitude the employer looks
for during the interview.

a.

b.

g.

Demonstrate the following:

a.

b.

C.

_ Sarcasm and impatience

Desire to work alone
Alertness and quickness of mind

Dedication and dependability .

Desire to improve oneself
Honesty and integrity

Enthusiasm and interest

Answer questions the employer might ask.
i -

Evaluate one's conduct during the job interview using the check sheet
provided in this unit.

Write a follow-up letter. . o )

- (NOvTE: If this has not been accomplished prior to the test, ask the instructor

when the above activities should be completed.) .

. . -




.

DE | - 73-G

JOB  INTERVIEW
T UNIT IV -

3.
i

TR e
@

ANSWERS TO TEST

1. a. Call or write for appointment
b. Learn about the company
c. Find out name of interviewer

- T d. Know the kind of job for which one is applying

‘e.  Review_personal qualifications
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f
g
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A
c
e -
f
g ,
6. Performance skills will be evaluated to the satisfaction of the DE
. teacher-coordinator. :
] o
> ({ »
o
O 2'} ':J
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SOCIAL SECURITY
- UNIT V

TERMINAL OBJECTIVE

After completion of this unit, the student should be able to discuss the Social Security
Act and ways the Federal Wage and Hour Law applies to the student. He should be able ‘
to identify the types of protection he may receive through these laws. This knowledge
will be evidenced by a score of eighty-five percent on the unit test.

-

SPECIFIC OBJECTIVES

After completion of tﬁ’is unit, the student should be able to:

1. List three of the four u\‘}yays the Federal Wage and Hour Law applies to
the training program, “ v

Discuss the history of the Social Security Act, when.it was passed, what
protection it offers, and its major purpose. ] : ’

List the divisions of the Social Security Act.

Select from a list the benefits which are paid from Social Security funds.

£
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, | | |
: SOCIAL SECURITY ‘
' UNIT V ' .
u SU“GGESTED ACTIVITIES
. DE Teacher-Coordinator: SRy
- A, Provide students with objective sheet.
B. Provide students v;ith information SHeet.
C. ~3Dfscuss terminal and specific objectives,
D. Discuss information shfet. ”
(NOTE: Consult audio visual 'ﬁupplement for suggested films.)
Student: : S o
A. Read objective shest.
B. Study information sheet.
C. Take test .
INSTRUCTIONAL MATERIALS .
Included in this unit: “
A, Obijective shest E
B. Information sheet . 4 /
C. Test | -

N,

_References:

D. Answers to test

}

A. Wage and Hours Public Contract Divisioﬁ.’ Regional Directof, 34D *
Mayflower Building, 411 North Akard Street, Dallas, Texas 75201,
o ¥,

B. Social Security Administration, U,S, Department of Hétalth, Edu’t:ation, and
Welfare. Your Social Security. SS1-36, Washington, D.C.: U.S. Government
Printing Office, 1971, «

C. Social Security Administration, U.S. Department of Health, Education, and
+ Welfare. Your Soctal Security--Earnings Record., SS1-44, Washington, D.C.:

Government Printing Office, 1970. /
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SOCIAL SECURITY

UNIT V
INFORMATION SHEET *© Lo
I, Federal Wage and Hour Law . e

"A. Provides minimum wage rate and overtime standa -
B. Applies to worker engaged .in interstate or foreigh commerce or the
production of goo#s for such commerce . |

C. Students are subject to the law unless exempt by stddent- learner certificate
’ D. Principle regulations ) ’

1. Age restrictions . O

Minimum wage and overtime pay
Hours of work ) - . -

*

2
3
4, Hazardous occupations
5 Insurancg -

. ,.

Minimum wage exemptions

(NOTE: If student does not have a Social éecurity Card, ses that he gets one.)

- ll. Social Security Act

A.
“ B * W

Passed in 1935

.Provided services and protection

. _—_/ 1. Payménts to elderly

nm o o

S22 F;na_ncial compensation to jobless workers during a fixed period
of time

3. Aid to needy, blind, aged, and neglected
Financed ‘by a payroll tax on both employer and employee )
Responsibility of Internal Revenue Se:vice for the collection of payrc;il ta)?és
Amended in 1938 to include survivors' and dependents' benefits

Made necessary by conditions of modern life ‘}and our increased dependence

on money for income

273




INFORMATION SHEET

G. Major purpose was to provnde protection for old age and periods of
unemployment through social insurance

> .

- II,  Division of the act />

A. Retirement(»/

B. Survivors . ’
C. Disability
D. Health

‘*aﬁ/“‘"\ ’ _ L P
IV. Benefits paid from Social Sel‘ﬂrity funds ' o
~—

< -

*

A. Monthly retirement benefits--Payable in full at age 65, reduced beneflts as
early as age 62

B. Monthly survivors benefits are payable to:
1. Wldow at 6

Unmarried children under 18 ~

Children 18 pr over if disabled before age 18

Widow th a

(
age if she is caring for child under 18

o s W N

-

« Widow as eatly as age 50 if she has a severs disability
6. Dependeq} parents 62 or over
7. Degendent widower 62 or over

‘ 8. Extended to students going to college

<€

-

Monthly disability benefits--Payable to one before 65 if a savere disability
has lasted at least 12 months

Medicare-A two part health insurance program for older people e



SOCIAL SECURITY e
UNIT V o

TEST

'

1. List thréé wayé the Federal Wage and Héur Law applies tdkthe trainin§ brogr_am.“
. . a.b )
) b. - A !

2. Dlscuss the history of the Social Securlty Act mcludmg when |t was passed
" . what protection it offers, and its major purpose. . - .

3. List the divisions of. the Social Security Act.

. a ) ‘d ‘ | |
b, | o - SRR
e I S

»

4., From the following list, select by placmg an "X" in front of the item those
beneﬂts whlch are paid by the Soc:al Securlty Act.

" Retirement ¢ . . P

b. Survivors

~¢. Unemployment

d. Disability - « . S e

e." < e. Medicare




“SOCIAL SECURITY
T / UNIT V :

;AN,SWE»RS TO TEST

1. Any three of the followmg : .
a.  Provides minimum wage rate and overtime standards

N -

b. Applles to worker engaged in interstate or foreign commerce or the
ot : #  productionof goods for such commerce .

c. Students are subject to the law unless exempt:by student- learner certificate
d. Principle regulations .
1) Age restrictjons -

2) . Minimum wage and overtime pay A .

3) Hours of work

4)' Hazardous occupations
_. “‘J ‘ -+ B) - Insurance .
] | '6) Minimum wage exemptions
e 2. Disi:u‘ssion shole include: ' - ‘
C . %A Pasedin 1935 o -
B. Provided services and protectlon 0
- 1) i APayments to elderly ) .
2) ’ Fmanclal compensation to jobless workers durlng a fixed period
of time ‘
3)  Aid to needy, blind, aged, and neglected | .
C F;inanced by a payrollby tax on both employer and employee ]
,‘ D. Responsnblhty of Internal Revenue Serwce for the collection of payroII taxes .
; E Amended in 1938 to include survivors' and dependents benefits
. F. ' Made necessary by conditions of modern life and our increased dependence:

.on money for income . )

Ly

G: Major purpose was to provude protect:on for oId _age and perlods m
unemployment through sqclal insurance . ol

‘e o At
h . [
¢

- !
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3. a. Retirement

~
b. Survivors

: c. Disability

e

Health .



) -
e SPECIFIC OBJEETIVES
. “’Afterkcompietion' of this uﬁit,ﬁthe stt]dqnt should be able to: ) : . . .

————— = — qu.ﬁ' -
o BUDGETING —,

UNIT | - L

TERMINAL OBJECTIVE .

v

v

After completion “of this uynit,o the student should be able:to list his own resources and
forrmulate a plan for making a budget based .on -his incorfie, expenses, and goals. This
knowledge will be evidenced by scoring eighty-five percent .on the unit test. -

c 1. List four advantages of 'budge't‘ing.

State the three basic steps involved in Budéeting.

i
i

2

’ 3: ‘Name five aspects of godd moriey .management. | v
. .. ,
5

. t
. . List three rules to use: in spending money wisely.
Construct a budget that fits one's income.
. N © ) ) ~ ) ) . - ‘ -
: “
- @ - S
\] ° :
) J
] -
. : -
T -
* -
> -




BUDGETING
UNIT I

SUGGESEED ACTIVITIES

DE Teacher-Coordinator:

A. Provide students with objective sheet.
7

B. Provude students wnth information and assignment sheets :

Discuss termlnal and speclflc _objectives.
~ .
Discuss information and assignment sheets.

-

E. ‘lInvite guest speaker to. discuss the management of mor{e\}.

>

i
" F. Give test. » _ . SRR

:‘—i’%NOTE Consult -audio visual supplement for suggested fllms)

. Student:

=

A. Read objective sheet.

B. Study information sheet.

Complete assignment sheet. .,

Tos

Take test.

INSTRUCTIONAL MATERIALS

©

. “Included in this unit:

A. Obijective sheet

" B. Infotmation sheet
Assignment Sheet #1--Construct a Plan for a Budget

e

Test

E. Answers to test
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1. References:

A’ I'(imbre|I~Vineyard. Succeeding in the World of Work. Bloomingfon, Illinois:
McKnight and McKnight Publishing Company, 1970.

B. Price-Musselman-Hall-Weeks. General Business for Everyday Living. Third
Edition. Dallas, Texas: Gregg Division, McGraw-Hill Book Company, 1966.

" C. Oklahoma Cooperative Vocational Education Course of Study. Stillwater,
Oklahoma: Oklahoma State. Department of Vocational and Technical
Education, Curriculum and Instructional Materials’ Center, 1972.
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® - . BUDGETING
\' UNIT |
N INFORMATION SHEET
N ,
/L ’Advantages of budgeting
A, Helps one live on money earned
B. Eliminates wasteful habits of spenciing money ﬁ;‘ . R

C. Helps achieve Iong-r-ar;ge plans
. D.- Gives valuable experience and develops compe'tencfy in money management . -

'Il.  Basic steps involved in budgeting "“%\\
N b3
A. Esti[nat‘iqg income

Yo

B. Pl/aignmgd agnses for estimating ways income is to be used
¢ Putting()tiiév%i;é'ﬁ'fﬁto action “

I1l. Good money management . B '
A Live within income  , )

,B' Buy wisely
C. Use things bought properly
D. Set goals T .
E. Save E ‘. - IS
IV. Rules to follow to spend money Wisely |
A. Make a spending plan -
1. Buy what one needs and wants
2. Get more_ for the money
‘B. Think ahead and decide
1. What is needed now
a. Fobd
b. Medicine

c. Rent

’ ,:‘rv.;‘ﬂj't . -
o Clothes  J¢ - L




INFORMATION SHEET

2. What is needed later ‘ -
. a  Trip
- b.  Gifts

c. Furniture X T
C. Try again if one plan does not work
Q 1* 3:
n,»" . 8
. l
, -
a - i o
0 L)
- L]
\\
R -
“ -
of
s : 282 ;




® : R | BUDGETING
., UNIT | - ,

ASSIGNMENT SHEET #1-CONSTRUCT A PLAN FOR A BUDGET

- Use the: following steps éé a guide to plan and budget your income.
STEP 1: KNOW YOUR INCOME

a. Under “income from! write down where you get your money.

b. Under;l'amount“ write down how much you get from each place.
c. "Add" all money received and write down after "Total."
S 0 Istweek
= . ‘Income from  -#- - AMOUNT
. !
|
Total $ | T
— 2nd WEEK
- Income from u AMOUNT ‘
” g
. »
' Total $ ) g
- \ & )




ASSIGNMENT SHEET #1

3rd WEEK

Income from AMOUNT

. Total $

4th WEEK

Income from E ~ AMOUNT

,/ 4 ‘-
- 4’/9
\ Total $ ) “
| ¢

STEP 2: KNOW UR EXPENSES

a. Some ex@as food and carfare, come every day and ever
week. A i

OTE: Be sure to include rent, food, carfare, clothes, cleaning, car wash,
church, savings, etc.) , .

LIST YOUR EXPENSES

Everything you must buy and/or pay for this month,

b. Expenses such as rent, ‘gas, and water come orily once a month, )




)

ASSIGNMENT SHEET #1

What it might cost.

When it must be paid.

STEP 3: SET UP YOUR SPENDING PLAN

a. After "income" write the total amount you get each week as you
figured in Step 1. ~
Under “expenses" write the items you will pay for ¢ach week as in
Step 2.

Under "amount -planr:ed" write the amount you plan to spend for
each item.

Under "amount spent" write the amount you did spend for each item.




AS§|GNMENT SHEET # 1
1st WEEK : 2nd WEEK
Income you will get $ Income you will gét $ .
i ]
Expenses - Amt. Amt. Expenses Amt. Amt.
Planned Spent Planned ~ Spent- .
$ $ $ $
Total $ $ Total $ $ f
. . iy N
: oo
3rd WEEK | 4th WEEK f S
Income you will get $ , Income you will get $ - /
Expenses Amt.. Amt. Expen;es Amt. Amt./ v
Planned Spent Planned Spen}'s )
$ $ g $ $ /
Total T8 $ K Total $ , $
At the end of the first week, did the "amount planned" match the ' amount spent"?
If it did, you are on your way to managing your money. - -
Complete the second, third, and fourth weeks-you may have to change,,:jyour plan.
@ L]
LY
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BUDGETING — -
UNIT | -

. TEST

List four ad:/antagés ;)f budgeting.._ “‘*»u,,% !
a. ‘ \\ <
. . .

d. . - o

State the three basic steps involved in budgeting.

N , )

b. - R

C.

Name five aspects of good money mgnagemeﬁ‘t.g

~
®

a. .

P b.‘

C. / I

d.
e.

List three rules to use in spending money wisely.
a. | ) B

b R ' ! ‘

" C.

Construct a budget that fits one's income.
{NOTE: If this has not been accomplished prior to the test, ask the mstructor
when the above activity should be completed.)

B (3
L




a.
b.

c.

c.

Evaluated to the sa}isféction of DE teacher-coordinator.

‘ BUDGETING
UNIT |

ANSWERS TO TEST

Helps one live on the money earned
Eliminates wasteful habits of spending money
Helps achieve long-range plans

Gives valuable experiences and develops competency in moneyr management
Estimating income | B

Planning expenses for estimatingj' ways iﬁcome is to be used

Putting the plan into action ‘
Live within income .

Buying wisely

Use things bought properly | ' .

Set goals ' .
Save - ‘ " Tk
Make a spending .plan , v . ,
Think ahiead and decide . ) .

. ‘
Try again if one plan does not work ) .

e

‘s
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CREDIT .
- UNIT I »
TERMINAL_OBJECTIVE-

IR

~ After completing this unit, the student should Jee/aﬁefto decide. for himself when to

use credit, to determine the cost of credit, and to tell how the Truth-In-Lending Act
affects him. This knowledge will be evidenced by scoring eighty-five percent on the unit

test.

After completion of this unit, the student should be able to:

1.

o & w0 BN

o

5

SPECIFIC OBJECTIVES

Match' credit terms associated with credit to the correct definition.

Write four guidelines for buying on credit.

List and explain the six C's of credit.

Name the two basic ways consumer credit can be classified.

Name six noninstallment sales credit plans. “ —

Calculate the difference in cost of buying on single-payment loan and
installment loan. .

Discuss in writing the Truth-In-Lending Act.

2873
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. l:}‘/ﬁ; : CREDIT ‘
& o UNIT i )
- . : - SUGGESTED ACTIVITIES — —
I. DE Teacher-Cé:orQinator: )
A. Provide students with objective sheet. o ) “
‘ X ) B. Provide students with information and assignment sheets.
C. Make transparencies.
D. Discuss terminal and .specific objectives.
E. Discuss information an%i assignment sheets.
i F. Give test. | !
1. Student: ﬁ
A. Read objeciive sheet.
. B. Study information sheet. -
Cem C. Complete assignment sheets.
D. Take test.
INSTRUCTIONAL MATER!ALS
I. Included in this unit: ‘Y
A. Objective sheet
B. Information sheet q
Q C. Transparency Master #1~-".se Credjt Wisely
‘ D. Assignment Sheet #1--Calculate Interest Rates
E. Test . ’ “
' ‘ F. Answers to test )
o 294
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I. References:

A. DeBrum- Haines-Malsbary-BCrabbe.  General  Business for Economic

Understanding. - Tenth Edltlon Dallas Texas South-Western Publl;hmq ,
O 1074 . - . . .

COompany,—97/ 1

“ 7~ B. Price-Mussleman-Hall-Weeks. General Business for Everyday Living. Third
Edition. Dallas, Texas: McGraw-Hill Book Company, Gregg Division, 1966.

C. Kimbrell-Vineyard. Succeeding in the World of Work. First Edition.
Bloomington, lllinois: McKnight and McKnight Publishing Company, 1970.

D. Warmke, Roman F., Eugene D. Wyllie and Beulah E. Sellers. Consumer
Decision Making. Cincinnati: ‘South-Western Publishing Company, 1972.

E. Wilhelms-Heimerl-Jelley. Consumer Economics. Third Edition. Dallas, Texas:
McGraw-Hill Book Company, Gregg Division.

F. Warmke-Wyllie-Wilson-Eyster. Consumer Economic Problems. Eighth
Edition. Dallas, Texas: South-Western Publishing Company.

G. International Consumer Credit Assoclatlon 375 Jackson Avenue St. Louis
Missouri 63130. :;‘ﬁ

H. Llst of Materials on Money and Banking for Secondary School Teachers,
1970, available from Banking Education Committee, Amencan Bankers
Assqclatlon, 90 Park Avenue, New York, New York, 19016 ’
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® CREDIT
. . UNIT 11

—— — — — — INFORMATION SHEET - )

I. Terms and definitions

A. Bill--A form generally used to show charges for services

B. Budget plan-A type of plan in which a customer makes a purchase and
pays for it in equal payments over a period of three months ,

C. Capacity-The factor in credit that has to do with a customer's ability to
earn

D. Character-The factor in credit that has to do with a customer's honesty
and probable willingness to ‘pay k

E. - Condmonal sales contract-An agreement whereby the buyer can take
. - possession of the article and use it

F. Credit--A promise to pay at a future time for s Something of value that is
received now

’ .M"*; G. Credlt card--An identification card which permits a person to obtain goods
and/or services on credit

H. Credit' memorandum--A form showing the detailed record of returned
merchandise

- I.  Creditor-The person who sells on credit or makes a loan
J.  Credit rating-An individual's reputation for paying his debts on time

K. Credit union-A cooperative association which accepts deposits and makes
small loans to its members

L. Debtor--One who borrows and promises to pay later
M. Discount--The interest deducted in advance from the total amount borrowed

N. Down payment-An amount of money paid on the purchase price of an
item at the time of purchase

O. Endorser-A person who signs a note and is responsible for payment if the
original borrower does not pay

- P. Finance charge--The amount of money that a merchant charges to cover
. his cost of handling a particular credit account

.

9§
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INFORMATION SHEET

Instaliment buying--The method of purchasing merchandise and promising

~ to make weekly, monthly, or sometimes annual payments on it

‘ ' -\
— JR.-ModgagezSomahipgwiwalue- pledged40—insure~payment—o¥<;a—40an

S.

Open charge account--The method of purchase whereby the sé\l\lér agrees
to let the buyer purchase what he wants during an "open" period and.
pay in full at‘the end of the period ’

Proceeds--The net amount of money one receives from a loan; often ‘the
discount is subtracted from.the principal

Promissory note--A written promise to repay borrowed money at a definite
time -
Receipt--A written acknowledgment that money, goods, or services have
been received

Repossess--The taking back of merchandise that was sold on credit if
payments were not made as agreed

Retail credit bureau--An organization which keeps -records on_ persons in
a community who have done business on credit with local firms

Security--Something of value pledged to insure payment of a loan

Uncollectible account--The amounts owed by credit customers who do not
pay their bills

&

Guidelines for using credit

A.

mm o o0 ®

The

Use credit for items which have a higher price than one can afford with
one or two paychecks

Use credit for goods which have a long useful life

Use individual income as a gu:de on which to base credit
Make a large down payment, reduce monthly payments, and lower interest
Estimate future income and expense before using credit

Avoid temp';ation in using credit after oﬁe item hasxbeen paid off
six C's that count for credit (Transparency 1) ”

Character--A sincere attitude for paying bills

Capacity--An ability to repay

293
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R . INFORMATION SHEET ) -

C. Capital--Owning more than one's debt : ISk 4

D. Conditions-Satisfying agreements between the parties

E. Collateral--Possessions set aside as security for debts
F. Common sense-Ability to use credit wisely
(NOTE: "These six C's Count for Credit" might be explained as each of the
six C's is important. Use' the above definitions together and they make a good
credit risk.)
- IV. Basic classifications of consumer credit
A. Loan credit
B. Installment credit
V. Noninstallment credit sales plans
A. Open charge account
. B. Budget account
C. Revolving charge account
D. Travel plans
E. Bank ‘c“:redit card -
F. Teen-age account
VL. Single*pay[nent loan cost
"A. Calculated on péfcéntage
B. Interest stated 'in dollar terms
C. Straight -time {‘
D

Formula: Principal x Rate x Time

Example: Bob borrowed $500 from the bank at 5% interest for 24
months

500 x .06 x 2
256 x 2
$50 interest

29§




VIl. Installment loan cost

—A:——Calculated-on—unpaid-—balance————— ———— - =

- —-— B. Calculated each month - ———————  — — -
C. Increases cost of loan

Example: Bob borrowed $500 and he must pay back $25 a month for 24
months

$500 - $25 x 24
$660 - $500
$160 interest

VIIl. Truth:In-Lending Act (a disclosure law)

Passed in 1968 : ’ .
Affects all businesses which extend credit
Discloses annual rate of interest -

Discloses annual amount of dollars

Discloses total number of dollars paid as finance charge

T Mmoo o = >

Informs of disclosure before signing

Q ,‘ 295
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o CREDIT - )
| UNIT Il :

_ASSIGNMENT SHEET #1-CALCULATE INTEREST RATES

- L L L . L

1. VCaI;:uIaté the cost of borrowing on single~payment!oan in the following problems.
- a. $300 at 6% interest for 20 months
b. $100 at 6% for 6 months
c. $500 at 10% interest for 20 menths
2. Calculate the cost of borrowing on ir;stalimént loan in the following problems.
a. $300 to be paid back at $19.24 per month for 20 months
b. $100 to be paid back at $18.15 per month for 6 months
c. $500 to be paid back at $30.92 per month for 20 months

i

297
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| + CREDIT
~C UNIT I -
- ANSWERS TO_ASSIGNMENT SHEET #1
. a $30.00 |
b.  $3.00 ‘ , \
c. $83.33 )
2. a $84.80
b. $8.90
c.  $118.40
/
a
L]
’ '
2973 ‘
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Match the followmg terms to the correct defmltlon.

a. Credit ” 1. Something of value ,

b.

c.

Debtor

Security

Capacity

Discount

Finance charge
Proceeds |
Open charge account
Installment buying

Bill

299

2

3.

4.

5.

6.

10.

pledged to insure payment
of a ipan

A promise to pay at a future
time for something of value
that is received now

The method of purchase

whereby the seller agrees

to let the buyer purchdse
what he wants during an
“open" period and pay in

full at the end of the - r
period "

A form generally used to
show charges for services:

The net amount of money one
receives from a loan after

the discount is subtracted
from* the principal

One who borrows and
promises to pay later

The method of purchasing
merchandise and promising

to make _weekly, monthly,

or sometimes annual payments
on it

il
i

" The factor in credit that

has to do with a customer's
ability to earn |

The amount of money that a
merchant charges to cover
his cost of handling a
particular creédit account

The interest deducted in ¢
advance from the total i
amount borrowed

“

-
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d. - , . o

3. "  List the six C's and define each in the following phrase: "These six C's Count
. for Credit," .

L L}

a. @
b.

é‘ " g 3

B

a. A o s
b- I3

9
5. Name six noninstallment sales credit plans. ] L

o
- i
a. ° ) X

e

ERIC L\ 300
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\
6. _Calculate the difference in the cost of borrowing on

a. Single-payment ioan .-
b. Installment loan-,
in the following problem:

Mr. Bill Right can borrow $150 for 6 months at 10 percent interest and
repay the principal and the interest at the end of the 6 months; or he
can borrow $150 and repay it in 6 monthly payments of $25 plus the
interest. )

7. . 'Discuss the Truth-ln-Ler;aingf Act.

&
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(8 ©
! Y

| . CREDIT
- UNIT 1l

ANSWERS TO TEST

1 a. 2
b. 6 |
: ’ c. 1 J
e. 110 ¢ )
: £ .9
| i
h. 3 !
i 7 ) '
4

2. Any four of the following:

a. Use cred’lt for items which have a hlgher price than one can afford to pay -
with on@oWo paychecks .

b. Use credit for goods which have a long useful life

c.. Use individual income as a guide on which to base credit

e

d. Make a large down payment, reduce monthly payments,';%rfd}lower interest
e. Estimate future income )anad expenses before using credit
N f.  Avoid temptation in using credit after one item has been paid off
3. a.  Character--A sincere atti‘;(ude for paying bills
b. Capacity--An ability to repay
‘ c. Capitali'Owning more than one's debt
d. ConditionS*-Satisfying agreements between the parties

o e.  Collateral--Possessions set aside as security for debts

. f.  Common sense--Ability to use credit wisely




34-H

Loan credit

b. Installment credit
5. a. “ Open charge account . “ '

b. Budget account

c. Revolving chargé accdunts ' -

. .

d- Travel plans

e. Bank credit card

f.  Teen-age account ) w
6. a. Single-payment loan ' |

Cost: $7.50 .

il

50 x 10 x _6

150

1 100 12

150 x _1 x 1 = $750 - -

1
b. Installment loan cost: $26.25
7. Discussion_sh"ould include the following:
a. - Passed in 1968
b. Affects all businesses which extend credit
c. Discloses annual rate of interest
d. Discloses annual amount of dollars
e. Discloses total number of dollars paid as finance charge

f. Informs of disclosure before signing
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-

BANKING SERVICES
UNIT 111

TERMINAL OBJECTIVE

After completion of this unit, the student should be able to match terms and definitions, °
name adwantages of having a checking account, describe the types of checking accounts,
identify the types of endorsements, and demonstrate the ability to use checking account
forms. This knowledge should be evidenced through demonstration and by scoring
eighty-five percent on the unit test.

SPECIFIC OBJECTIVES

2

After completion of this unit, the student should be able to:
1. Match ten terms associated with checking accounts with their definitions.
2. Name two advantages of having a checking account.

3. List the two types of checking accounts.

4. Dem;)nstrate the ability to use a checking account by correctly filling out:
a. A signature card.
b. Deposit slips.
c. Check stubs.
d. Checks.
e. A bank reconciliation form.

f.  Endorsements of checks when given the type of endorsement.
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® . BANKING SLERVICES
‘ L . UNIT. 111
. SUGGESTED ACTIVITIES
I. DE Teacher-Coordinator: ] ’
A. Provide students with objective sheet. \
- ,,?» B. Provide students with information and assignment sheets. :
%*,gf ~ C. Discuss terminal and specific objectives.
D. Discuss information and assignment sheets.
E. Invite a guest speaker from a bank..
F. Arrange field trip to a local bank. 3
1. Iif a group tour is impossible, perhaps two or three people could f‘:,
make this visit and report to the class.
4, ” 2. If there is more than one bank in the community, a comparlson
‘ « J (g M might be.madeK bet‘ween their services. , ,
. G Give test. g @ .
(NOTE Consult audio visual supplement for suggested films.) .
) Students | | o “
JA Read objective g#heet. . : | | B
o . /B. Study informatipn shegt. o ‘ .
C Complete assign'"nenti heets. h
D Take a field trip to a local ‘bank.
B Take test
. IN&TBUCTIONAL MATERIALS
; |. Included in this unit}
A. -Objective-sheet
. ' 1}»:3"‘(; B. _,Information shee i

]
AT
&

=




Assignment sheets

1. - Assignment Sheet #1--Endorsing Checks

2. Assignment Sheet #2-Individual Checking Account o
D. Answers to assignment sheets * v/ o
E. Test | ) .
F. Answers to test "N,
References: :
A. Parsky, Larry M. Mathematics for Everyday Living, Book VI}. Johnstowh,

Pennsylvania: Mafex Associates, Inc.,, Box 519, 1969.

B. AIft, Elmer C. Your Oklahoma Banks. Oklahoma City, Oklahoma:

Oklahoma Bankers' Association.

Optional teaching aids-Pamphlets : . :

U o w® »

E.

Teacher's Guide to Banking ) N

Student's Guide to Banking o

Using Bank Services

The Story of American Banking’

Personal Money Management

(NOTE: The five booklets above are available in ci:Jantlty through your local .
commercial banker he will order from Oklahoma Bankers' Association, 643 N.E.
41, Oklahoma City, Oklahoma 73102.) :

F.

G.

| (NOTE: For sale by the Superintendent of Documents, Government Printing

Know Your Money, Treasury Department, U.S. Secret Service.

R

Office, Washington, D.C. 20402.)

‘n;

4000 Years ef Bankmg, The Natlonal Cash Register Company, Dayton,
Ohio.
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BANKING SERVICES ” ,
UNIT 1l - ‘

INFORMATION SHEET

[

l. Terms and definitions

A. Account--A record of all financial transactions and the dates; shows the
current balance 7 ‘

B. Account number--Numerical identification given te a bank account
C. .Balance--Amount of money in a checking account

I3

D. Bank statement--Bank's record of deposits made and checks drawn {cashed)
against the checking account

E. Check--Written order presentedto a person's bank to pay money to someone
else

F.  Checking account--An account where a depositor may write‘checks against
money on deposit in the account |

G. Currency--Paper money
H. Deposit-To put money into a checking account -

I.  Endorse--Payee puts his signature on the back of the check so he can cash
it

J.  Endorsement--Payee's signature on the back of the check -
K. Payee--Person, firm, or organization to whom the check is made out

L. Service charge-Cost charged by the bank for maintaining the checking
account

M. Abbreviated date--The month is written either as a word abbreviation or
a number abbreviation

H. Advantages of having a checking account

A. Money can be lost or stolen, but a check can have payment stopped

B. Bills can be paid by mail

C. A check can be writte | for any amount of money in the checking account

\

D. Canceled checks serve jas proof of payment

Checks can only be’/cashed when properly endorsed

37




(5)
(b)
(7}
(8)

V.

*

INFORMATION SHEET

Types of checl;irlig accountsbfl
A. Individual w

1. Only one person can legally write checks

2. lJK’suaIIy used by single people
B. Joint o .

1. Two o; more persons can legally write checks

2. Most common with married people
Signature card
A. Must be filled before you open a checking account

B. Procedure

1. Print full name on line 1

2. Print address on line 2

3. Print name of the place where you wéﬁ??n the first part of
line 3 ‘ g

4. Write signature on the second part of line 3; same signature should

be used in writing all checks

5. If opening a joint account, the other person must print his place
of employment and write his signature on line 4

6. Print name and address on lines 5, 6, 7, and 8 th way,,vdou want -
your name and address to appear on all checky, if you want
specially printed checks

T EMPLOYMENT
Machine Teol! Co.

W28 Nertn st., By Towa , Okla. |

S €4 V‘.ﬁ'eﬁl’v Store

Example: -~
_ _ Accounrnuwseg  0031-26551 ° |
Dse. , Fobert A Doe , Marthe I

(%0 Town .
- "‘/‘?@ﬁ%‘r’i{‘ﬂ

EMPLOYMENT

ACCOUNT CAPTION AND AUDRESS

”\90_4 er t‘ A. Doyc
The Fust Nationa! Bank authorizes to recognize
. _/”u-ﬂia J _ Dpd i the above signature (s) 16 payment of funds Grcﬁlns-

actions or other business,

373
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INFORMATION SHEET

V. Deposit slip ¢
,A. Fill out in order to put cash or ch&cks in checking- account .

B. Procedure o

1. Parint full name on line 1

Print address on line 2

Print account number on .line 3 (assigned by the bank)

Print the date on line 4 ”'

Put the amount of paper money where "currency” IS printed

”

Put the amount of cents where "coin" is printed
List each check separately on the lines whegs "checks" is printed

Ada the total amount of money deposited (currency, coin, and
checks) and place this answer on line 8

If the bank teller is to give you back some money, he must list
this amount of money on line .9

To get the total of the deposit, the teller,must subtract the
amount on line 5 from line 4 and write the total deposit on
line 10

g ¢ .

Example:

Deposit To The Account Of DOLLARS - |CENTS
CURRENCY #3199 ]

: Robert £ ADmc R COIN 75

¢ NAMES 0 T Dkl CHECKS 286 124
— khm RKSS Y L - ) .

ACCOUNT 7 5 Chacks and sther lams are received

- - for depouit aubject te the terms amd

NUMDER 00 3/ 15 = 5 , Cﬂ\‘ll::ﬁl o ufu benk's collvetion Y]

oste due. D) 1o 7 “steement ABQGVE [TEme (44
7 .

L33 CASH
SECuven -

DEPOSITED IN of Bovaer L4
FIRST NATIONAL BANK
Detoit, Michigan

Check stub

i
A. One's record of money deposited or spent
i

B. Should be filled out before the check is written

3719




INFORMATION SHEET

C. Procedure

1. Write the check number and the” amount of the check on the
top line :

. 2 Write the date

3. Write the name of the person or company (payee) to whom the
check is written ‘

4, Write the purpose of the payment

5. Enter the Balance of the checking account("Balance Carried
Forward" from the previous check stub) after the prmted .
"Balance Brought Fprward"

. 6. If a deposit was made, enter the amount after "Amount
Deposited"” : .

7. To get total, add "Amount Deposited" to "Balance Brought
Forward"

. 8. Enter the amount for the check after "Amount This Check"

9. To get "Balance Carried Forward" subtract "Amount This Check"
from the "Total"

-

No. £/ $/e20 Zal 17~

S I:I!Iﬂ ; 19 -~ (2):
T IZ!E y I.Iéd'_\!!é ﬁ (3)

[}

For Noemdt (4)
F?&‘@ﬁ&“"" -1~ |®
Beposited | /79]00] ©)
Total s 2 2lopl (7)
A'r:\c’t.kThls /:2.0 col (8)
| Borwsrried 46904 9
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. INFORMATION SHEET

VII. Check =
A. PBill out, sign, and remove from the stub
B. Use ink, write legibly, and do not ma;k over

(NOTE: If you make a mistake, tear up the check and start over void
that stub.) . ) N

C. Procedure
1.~ Number your checks in order

a. Helps keep them in order

- b. Helps identify lost,or stolen checks
v ' 2. Write the date; this should be tf;e date the check is written

Write the name of the payee after the printed words, "Pay to
the Order of"

L

. \\ 4. Write the numerical amount close to the dollar sign
. 5. Write the amount in words beginning as far to the left as possible

(NOTE: The numerical amount and the amount in words must
be the same.) - s,

6. ° Write your legal signature at the bottom right of the check

(NOTE: This signature must be the same as the one written on
the signature card.)

- Example: .
FIRST NATIONAL BANK
y ,, No. Lw2.| (1)
L (z’ IRT R LE) 19-- | (2)
o - v 1(3)
PAY TO THE a2 ) G b o 2¥
ORDER OF _L_.v : i : -2 Jin I ree | (4)
Hal, Brought 7 | 4
Fotward L qy a2 ) (5)
Amount
D'e":gs“ucd D 3| 93 :
P A ol @ Robert A. Sammucls
Tots! A A Rita Sammuels
Am't. This PP —
ghfeé d 2 205 Aceount No A A A
al. Carrie . ) | ACEOURL NG, . 2 7 s g Wi
Forwad Lot DULD | 573128851 AKader? (7 L ceds (6)




INFORMATION SHEET

VitL- ~Reconciling “the ‘bank statement .

"'A. Bank statement sent ot each month with the canceled checks paid during
that month :

- B. Should be compared with your récords ) T '
C. Procedure
1. Arrange canceled checks in numérical order-101, 102, 103, etc.

2. Match each check with the check stub

‘ a. Compare the amount on the check with the amount on the
check stub to make sure they are the same

b. Place a check mark on each stub that has a canceled check

3. Stubs without checks mean that the bank has riot received the
checks yet

a. These are called "outstanding”" checks

b. List and total these on the bank reconciliation form

& -

4, If all deposits were not shown on the statement, total these and
write this total on the bank reconciliation form )
5. Write down on the bank reconciliation the check stub balance

from the last check stub
6. Follow the procedures outlined on the bank reconciliation farm *
7. The "corrected check stub balance” and the “corrected bank
statement balance”" on the bank reconciliation form should be
the same amount
(NOTE: If these two amounts are not the same and your
computation is correct, then the bank should be notified
immediately to check for an error in their records.)

Example:



EXAMPLE:

INFORMATION SHEET

*BANK STATEMENT

FIRST NATIONAL BANK
Detroit, Michigan 48226

ACCOUNT NUMBER
0031-2211-6
STATEMENT PERIOD
5.1-69 - 5-31-68

Mr, and Mrs, Allan R, Sweet
2131 Brooks Road
Huanington Woods, Michigan

NUMBER .

* : 2 8

Deposits Checks

+ - - =

. Previous
© ) Balance

Checks Service
Charge

Deposits Present Balance

$.00

$303.25 $257.31 $.80 $45.14

PLEASE EXAMINE AT ONCE. REPORT ANY ERROR DIRECTLY
TO OUR AUDITOR WITHIN FIVE (S5) DAYS. ’

L

BANK. RECONCILIATION FORM

) 5

1.

CHECKE $TUB BALANCE §_ T P

A. Less Service Charge  $___
B. Corrected Check Stub Balance $
(Subtract Serviee Charge
Fromn The Check Stub Balance. )

BANE STATEMENT BALANCE

A. Total Outstanding Deposits’

B. (Add Qutstanding Deposits To
Bank Statement Balance.)

C. Less Outstanding Checks:

No $

Ne. _ $ -

No. $

Total Cutstanding Checks $

D. Corrected Bank Statement
Balance (Subtract Total
Ontstanding Check Total
From Answer B).

's e z o Feghs

ERIC

Aruitoxt provided by Eic:
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INFORMATION SHEET

IX Types of endorsements
A. Blank endorsement
1.. Payee signs his signature on the top of the back of. the check

{ 4 ' y = 5 ///‘(X
2. If lost, the check could be cashed By the ‘finder-just by adding

' his endorsement

4 s

Example:

o

- Fobat A Dse

et

B. Restrictive endorsement '

. Made when a check is to be deposited irito an account .

2, Write-at the top of the back of the check "Pay to the (name
of the bank) for deposit only" and then sign name

3. If lost, no one can cash this check because it can only be deposited
into the payee's.account /

3

3

Example:

Py to-the dbt, Bunk

o it n
bt A D
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Pl

-

INFORMATION SHEET }- ~L

¢

C. Full endorsement

1. Payment of the check is made only to a specific berson or
company
2. If lost, the check cannot be cashed by the finder

3. Write at the top of the back of the check "Pay to the order
- of (name of person or company)" and- sign name

Example:

 Pay 1o the orde of

Fsbedt A Lese -




BANKING SE RVIC%S‘
UNIT HI

ASSIGNMENT SHEET #1-ENDORSING CHECKS

In the blank under each endorsement below, write the kind of endorsement

shown. (Blank, restrictive, or full)

Martha Doe:

N S

[ oy o the oocter of

S i oy |

B.

/&a% Z‘a%e m &/ |
Ly |

Hawey

gan Logne

Eorp—
e

ST visds Al Vit
- H |

316
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ASSIGNMENT SHEET #1

Endorse the checks below as indicated and in the space under each check write
the kind of endorsement, '

a.

. b.

[s)

Pay to the City Bank for deposit only, Paul Price
Pay to the order of Sam Coffey, Charles Hughes
Jac;k L. Brown » |
Pay to the order of Best's Department Store, Bob L. ‘Alexanger

~

Pay to the National Savings and Loan Association for deposit only, Howérd
Kirk

Mary Hunter




D"‘E;“l - 51'H
BANKING SERVICES
- UNIT 111 . —
ASSIGNMENT SHEET #2-INDIVIDUAL CHECKING ACCOUNT
1. - Gary Jones wants to open an individual checking account. Use the following

information to fill out a signature card:
NAME: Gary M. Jones
ADDRESS: 12‘Pryor Drive, Elkburg, Oklahoma 43210

PLAGE OF EMPLOYMENT: Harry's Auto Sales, 1114 West Seventh, Elkburg,
Oklahoma 43210

" ACCOUNT NO.: 1002-4444-7

2. Fill out the necessary forms deposit slips, check stubs, and checks for Mr. Jones
as follows: .
N

a. On October 1, 197_, Gary M. Jones deposited $15.00 in currency, $.43
in coin, and checks” for $102.14 and $12.52.

b. Mr. Jones wrote a check for $75.50 for a car payment to Westwood Loan
Company on October 1, 197_. This is check no. 101.

¢. Dr. Ralph Lewis received a check for $15.00 for an office call on October
. 2,197 _.
d. On October 5, 197_, Mr. Jones wrote a check to Smlth s Garage for car’
repair in the amount of $20.75.

e. On October 8, 197 _, Mr. Jones deposited $10.00 in currency and a check
for $103.52. ,

f.  Mr. Jones wrote a check to Federal Qil Company for $13 96 for payment
of bill on October 9, 197_.

g. On October 12, 197_, Mr. Jones wrote a check to Glen's Service Station
for an oil and filter change. The check was for $7.75.

h. Mr. Jones bought a coat from Black's Men's Wear on October 14, 197 .
He wrote a check for $29.95. .

i.  On October 15, 197_, Mr. Jones wrote a check to Flynns ‘Department
Store for $32.12. He bought some shirts. .

j.  Mr. Jones had to have new lenses for his eye glasses on October 20, 197_,
,, he wrote a check to Oklahoma Optlcal Company for $24.00 for these Ienses.

-3i8
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, \ : i
: ASSIGNMENT SHEET #2 '
e \‘
N ACCO&T NUMBER
' 0 ] ] . .
NAME . - o - 1
ADDRESS _ , , I U ;
EMPLOYMENT ——— SIGNA‘RURE B
| b
L ) . X |
EMPLOYMENT SIGNAT 'YE
. X N
ACCOUNT CAPTION AND ADDRESS '
S. -
The First National Bank aunthorizes to recognize
- 6. _ the above sighature (s) in payment of funds or trans-
actions or othéy business,
7. i k
8.
Deposit To The Account Of |_poLLArs lcents)
P A CURRENCY
', COIN
(NAMT) v CH\ECKS .
i (ADDR S8} —_ : Y )
IACCOU!‘T J Checks and other items are received \ .
NUMBER (or dapenit subject te the terme snd
conditions of this bank's cellection
Date 19 e ABGUE Friw \
) RS
DEPOSITED IN- | or senoeT |
FIRST NATION.QL BANK b,
Detroit, Michigan Y
s oy
\
Deposit To The Account Of i DOLLARS _ICENTS|
o . Y
CURRENCY N .
COIN N
(NAME) CHBCKS \
B (ADDRESS) *x‘
ACCOUNT * J Checke snd ther itoms ace received A\
NUMBER for dopesit subject to the terms and - \1 ) .
- conditions of ihis bank's cellection . . .
. Date 19 oweement _ABOVE frtwe , BN
— WRE I Y
- .DEPOSITED IN . P N _ T .
FIRST NATIONAL BANK X I
Detroit, Michigan K
’ . - ¢
O

ERIC R

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

ASSIGNMENT SHEET #2

+
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* ASSIGNMENT SHEET #2

NO e
Boum: BANK & v kees
Ll i,a?)?baly/ TuuA OKLA . 19 1062
"3233:35 s
ton = = - - ' b
¢ = [ Ay ey | oo - — _— "”7D°LLA...
“L.ﬁ!i.‘. —_ -
v - v -
R 1TTY —— = '
A K thrs Cnfin S— O S
sucanyspne L ~ ': LD B em L as 3|:
MO i $ - BOUL AN K 86-1263 P
Oare I T Ju‘w W TULCA OKLA Yo — 19 1062
.YO
— P noaace. s
Fom - e -
B [T BT - DoLLARS
10807 RS ) - o} ‘
i —
(TS 2 .
AN E s CREER = |
MLLARE rpap | ': LOB E"‘ L EB 3':
. . B No.
e - BOULD AN K 86-1263
At e W TuLss, Okuk . 19 1062
Ya_ _ . 20 R
Pav 10 THe L $
ONDER OF a
v o
- LT o ) N v ~DotLARS .
[N YSIRETY S i "j;"'" '
v oEeIsTD
L=111Y
AN ok CHECR
s cannrenn | I 106 Em b2k AN
S
B No__
MO e $ BOULD! AN K - 86°1263%
s Sl Lq»?ba'f? TyLss,Okea . — 9. 1062
0 RS
DAy 10 YHE o s .S
ORMDEROF o !
Fam o
— N T N e ',‘l - _ _DocLans
oy a8t Foew | - - kii E
L
tatay -
anit 1wt GogcH
s cannrenn i _ 1306 2w } 26 3':
N -
1
O 4 J w
ERIC : 321 .



DE | - 55-H

ASSIGNMENT SHEET #2

=)

: 3. Mr. Jones received this bank statement. Reconcile his check stub balance with
the bank statement balance on the bank reconciliation form. -

(NOTE: Use information from part 1 and 2 of Assignment Sheet #2.)
BANK STATEMENT

7 | FIRST NATIONAL BANK
: : ACCOUNT }wlggn f e
‘ Mr. Gary M. Jones 1002-4444-7
. . , 12 Pryor Drive - ‘STATEMENT PERIOD "
- _ | Elkburg, Oklahoma 43210 10-1-7. - 10-31-7.. |
- NUMBER
e * 2 7
- Mpmitn Checks
~ + = - = _
“ Fg.el\;x::: Deposits, |  Checks (5:;‘:":: Present Bnlnmcf
$.00 $243.61 $219.03 - $.50 $24._08

PLEASE EXAMINE AT ONCE. REPORT ANY ERROR DIRECTLY
TO OUR AUDITOQ WITHIN FIVE (5) DAYS,

BANK RECONCILIATION FORM

1. CHECK STUB BALANCE S
A. Less Service Charge $ N
B, Corrected Check Stub Balance L

(Subtract Service Charge

¥From The Check Stub Balance.)

II. BANK STATEMENT BALANCE

A, Total Outstanding Deposits

B. (Add Qutstanding Deposits To
Bank Statement Balance.)

C. Less Outstanding Checks: .
Na. - _s - r & -
Ne. $

No. s

Total Outstanding Checks $ _ -

D. Corrected Bank Statemient
Balanee (Subtract Total

Qutstanding Check Total . $ eo—— |
From Answer B), B). ‘ IS
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L

BANKING SERVICES
UNIT 11l

ANSWERS TO ASSIGNMENT SHEETS

9

Assignment Sheet # 1

1. . Blank
Restrictive
Full
Full
Full

| Blank
Restrictive
Full
Restriétive
Full
Blank
Full
Restrictive

Blank

Assignment Sheet # 2




ACCOUNT NUMBER /002 ~ Y44 ¥ -7,

NAME &% 7?7 .

ADDRESS R Mg, ML ALEL
" %mx’ruas

EMPLOYMENT ?’

EM F’LOYﬁEN’T

X “ )

SIGNATURW 7

ACCOUNT CAPTION AND ADDRESS

5. . — —
The First Nauena} Bank authorizes to recognize
5, . the above signature (s) in payment of funds or trans-
actions or other business.
-7 LS
8. -
2.
Deposit To The Account Of DOLLARS CENTS
CURRENCY myare
COIN 43 .
/ | W Blo CHECKS 22 el
(ADDIIII) Z /
nd
NORBER L0027 =7 | fardapertt sbiect v the terme and.
conditions of this benk's ceflection or :
- Date T Zt bt v ) /197 et ABSVE irEwe L3I |oF | -
E38 CASK
B RECRIVED |
DEPOSITED IN ; or eronT 2 80 log
FIRST NATIONAL BANK »
Detroit, Michigan .
Deposit To The Account Of DOLLARSV CENTS
’ . CURRENCY o100
COIN
o, , 3 P -
. Fa/SHECKS | SOF LsAs
¢ Y s, P e hecks and 1
gssgg’n‘r/ﬁffoz R ﬁr.dcop.c:n l:llbh].:t:‘::‘ !.h:‘t.o::ncl.lm‘
= ~ - conditions of this bank’s collection oA GF
Dll‘fj‘_//«/’:ﬁ-ﬂ{@’f 19,7 *meement ABQVE (TEMS
h ,, P EEER
DEPOSITED IN oF DRRONT AR Te
FIRST NATIONAL BANK
Detroit, Michigan
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BANK STATEMENT
FIRST NATIONAL BANK

ACCOUNT NUMBER
Mr. Gary M. Jones’ 1002-4444-7
. 12 Pryor Drive STATEMENT PERIOD .
Elkburg, Oklahoma 43210 10-1-7.- 10-31-7—
NUMBER
¢
2 7
D:posits Checks
; P;éwous e . - Service : y .
Balonce Depu;lfs Checks Charge Present Balance .
$.00 $24361 | $219.03 | - $50 i.os
BLEASE E\AMXNb AT ONCE., REPORT ANY ERROR DIRECTLY - - -
TO GUR AUDITOR WITHIN FIVE (5) DAYS. ‘ ~
BANK RECONCILIATION FORM
. o
. . CHECEK STUB BALANCE . $ol#. 08

A. Less Service Charge . a ¢

B . " ]

B, t;urx’e-.wd l;nede Stub Balance $ éf/- Ej?;, N
. ice Charpe o -

me l,b,c Clw,gk Stub Balange.) .

II. BANE STATEMENT BALANCE

A, Total Outstanding Deposits

B. {Add Outstanding Depusits To
Bank Statement Balance. )

C. Less Qutstanding Checks: . ’
) Nowe . . $_ “ )
Noo._. . § ‘
+ Na. $

Total Outstandiag Checks

D. Corrected Bank Statement
Balance (Subtract Total ’ ; .
. Outstanding Check Total $_o_2j:§£L

From Answer B). B)

s

ERIC - & 3.7 o

Aruitoxt provided by Eic: .




S DE | - 63-H-
® | ~ BANKING SERVICES
UNIT 111
TEST ' .
1. Match these terms to the correct definition. Write the number of the correct

definition in the blank. v

a. Account 1. An account where a
y B " depositor may write checks
b. Account number against money on deposit ’
~ "~ in the account *
c. Balance
. . 2 Cost charged by the bank
d. Bank statement- for maintaining the checking -
. “ account
e. Check
: 3. To put money into’ a
- f. Checking account checking account
____g. Deposit 4, Amount of money in a
. checking account
‘ _ h. Endorse

. L 5. Numerical identification
i. "Endorsement given to a bank account
. Service \charge' 6. Payee)s signature on the

* back“of the check

¢ . A A record of all financial
’ transactions and the "dates;
sl}ows\-tlle_' current balance

8. B«apk's record of deposits
# . made and checks drawn
b o (cashed) against the
: chetking account

¢+ 9 Payee puts -his signature
‘ ) . on the back of the check
;o - . 50 he can cash it
‘ : 10. Written order presented
: .ot , ' ‘ to a person's bank to
' " pay money to someone

‘ ' B ¢ b 4 Else

~



[
-

3-

s

i

b.

b.

a. ' A signature card.
b. Deposit slips.

c. . Check stubs.

d. Checks.

e. | A bank reconciliation form.

1

#land #2.) -

3

. List the two types of checking accounts.

29

Name two advantages of having a checking. account.

Demonstrate the ability to use a checking account by correctly filling out:

£ Endorsements of checks when given the type of endorsement.

| (NOTE: This is to be completed prior to the test byr‘using Assignment Sheets

‘ ’
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BANKING SERVICES
UNIT 1l

ANSWERS, TO TEST

1. a 7 . .
b, 5 .
c. 4
d 8
e 10 . -
£ .
g. b 3 “

) h. 9 |

C e
i 2

2. Any two of the following: , i

a. Money c;:an be lost or stolen, but a check can have payment stopped

b.. . Bills can be paid by mail

" ¢. A check can be written for any amount of money in the checking account

Y
d. C“a‘mceled} checks serve as proof of payment
e. Checks can only be.cashed when properly endorsed
3. a lndividuql account

1
b. Joint acc‘;ount

W

4, Performance s;kills will be evaluated to the satisfaction of DE teacher-coordinator.

|
|
|
I

. 339




GENERAL INSURANCE
UNIT 1V

P |
TERMINAL OBJECTIVE

After completion of this unit, the student should be able to discuss in wrltmg general
information concerning types of insurance. He should also be able to discuss the different
types of automobile insurance available and additional coverage available. Knowledge of
this information will be evidenced by a score of eighty-five percent on the unit test.

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:

1.
2.

Match terms associated with insurance to the correct definition.

List two common types of insurance.

-Select from a list those items that are basic concepts of insurance.

Name two types of life’ insurance.

List the three standard types of protectian in automobile insurance.
Select from a list those items that are true of automobile insurance. -
Name the six basnc coverages under standard automobile insurance.
Select from a list facts about Ilablllty insurance.

Select from a list those items that deal with collision automobile insurance.

Select from a list those items that deal with comprehensive automobile
insurance.

List three facts about uninsured motorist insurance.
List three of the four facts about classification of drivers.
List three ways to save on automobile insurance.

4
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-

- < GENERAL INSURANCE
" ‘, UNIT IV

SUGGESTED ACTIVITIES

2z b -~
W : 0

l. DE Teacher-Coordinator:
. Provide students with objective sheet,
. - Provide students with information sheet.

A

B

C. Discuss terminal and specific objec,'tiv?s.
D. Discuss information sheet.
E

9 g
Have guest‘ speaker on iﬁsurance. ‘
F. Give test. - - - .
(NOTE: Consglt audio visual supplement for suggested film.)
. Il.- Student | ‘
A. Read objective sheet.
B _§tudy‘information sheet, . ] \ ’
C. Take test. - ' |
INSTRUCTIONAL MATERIALS
I. Included in this unit:
! A. Objective sheet

B. Information sheet
C. Test

D. Answers to test . .
. )

I1. References:

3

A. Oklahoma Coaperative Vocationél Education Course of Study. Stillwater,
Oklahoma: State Department of Vocational and Technical Education,
Curriculum and Instructional Materials Center, 1972.

Ll
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A Teacher's Guide for Insurance: A Business and Office Curriculum Project.
Department of Vocational Education, Colorado State University, Fort
Collins, Colorado, 1971. . N

1972 Life Insurance Fact Book. Institute of Life Insurancee, 277 Park
Avenue, New York, New York, 1971,

Huebner-Block-Cline. Property and Liability Insurance. Seventh Edition.
New York: Appleton-Century-Crofts, 1968.
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o "~ GENERAL INSURANCE
@ | UNIT IV
. ) INFORMATION SHEET

I. Terms and definitions

A. Application-A statement of “information made by a person applying for
¢ insurance

B. Beneficiary-~The person named in the policy to receive proceeds at death
of insured.

C. Policy--The document stating terms of contract that is issued to policyholder
by company

D. Premium--The payment or consideration one makes as pohcyholder agreed
to in policy for insurance

E. Liability»Whéh one is negligent and therefore yli'able for injury or damage-
caused to someone else

. _ F. Collision-Insurance pays for damage to one's car regardless of the burden
of negligence

»

G. Comprehensive-Insures auto against glass breakage, fire, theft, and all
weather elements . ‘

H. Uninsured motorist--Coverage for holder to recover loss for bodily injury
caused by a person having no liability insurance

Il. Common types of insurance

A. Life
* . B. ‘Automobile
I1l.  Basic concepts of insurance
A. S8hares economic loss
B. Spréads risk over a large group . , .

C. Each persoh pays a small poftion of each loss

. D. Replaces vélue only
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Iv.

VI.

VIL.

VL.

INFORMATION SHEET . .

Types of life insurance

A. Term--Provides protection for life

[

B. Permanent

1. Cash value
2. Loan value
.3 Assurance of having coverage at advanced age

Three standard types of protection in automobile insurance
A. Liability-Very important to have |

B. Collision--Can get $50 or $100 deductible

C. Comprehensive--Can get $50 or $100 deductible

Items” that are true of automobile insurance

A. Responsibility to other property as well as to one's car

B. Reduces jeopardizing future income 6
C. Only way most people can protect themselves against automobile risk
D. 'Company assumes responsibility for settling claims

Basic coverages under standard automobile insurance

A. Body injury liability

B. Property damage liability

C. Medical payments i
D. Comprehensive physical damage ‘*ﬁ
E. Collision

F. Protection against uninsured motorist

Facts about liability insurance
A. Protects one regardless of who is at fault

B. Pays for damage to others when one is at fault

©
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@

INFORMATION SHEET

Compulsory in some states
Sold by casualty companies | ' . .
Ninety percent Qf all claims settled out of court
10/20/10--25/50/25-100/300/100

- (NOTE: First number refers to thousands of dollars company will pay for
injury to one person. Second number refers ‘to ‘amount paid for injuries

resulting from one accident. Third number refers to amount paid for
. property damage.) ﬂ

G. Damage to owner's car not covered v

H. Cost varies ffom one area to another

Items ‘that deal with collision automobile insurance

A. Pays damage to automobile :
B.. Need notvbe at fault to collect

C. Premium depends. on make and mode! of car

Items that deal with comprehensive #utomobile insurance

A. Damage to owner's car is covered such as g"lass breakage, fire,hand theft
B. Premium depends on make and model of car

Uninsured motorist insurance

A. One is insured if the other driver has no insurance

[
B. Part of habmty pohcy

C. Covers only dea;h or personal injury
Facts about driver clgssificatién .

A. Poor driving recc;rdnCharged more
B. Unmarried young- male--Highest

C. _ Under 25"“ years bf age--High |

D. u Unmarried young female--High

— :
| T3
Pl
)
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~ INFORMATION SHEET
X.lll. Ways to save on automobile insurance
A. Safe driver discounts
B. Driver education discount
C. Two or more cars discount
o | 33
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. ' ' GENERAL INSURANCE
‘ UNIT IV
TEST I
& . : v
1. Match the following terms to the correct definition, \
: ) \ .
' a. Application 1, Insures auto against glass '
: breakage, fire, theft, and .
b. Beneficiary all weather elements
. ‘)\
c. Policy . 2. The document stating terms -
of contract that is issued
d. Premium to policyholder by company
e. Liability 3. When one is negligent and ,
therefore liable for injury
’ ‘ f. Collision or damage caused to someone
” else ‘

. Comprehensive . .
: 4, ' Coverage for holder to recover

h. Uninsurgg motorist " loss for bodily injury caused
! . by a person having no liability
insurance
¢ 5. A statement of information

made by a person applying
for insurance

6. The peréon named in the
policy to receive proceeds
at death of insured

7. The payment or consideration
one makes as policyholder
agreed to in policy for
insurarice

8. Insurance pays for damage to
one's car regardless of the
burden of negligence

2, List two common types insurance.

al‘

® > -
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’

3.  Place an "X" in front of thase items that are basic concepts of -insurance.

a. Shares economic loss

b. Spreads risk over long periods of time oL I

c. Replaces value only

d. Each person pays a small portion of each loss

4, List two types of life insurance. » e e
a.
b.
5. List the three standard types of protection in automobile insurance.
‘ a. -
b.
c.

6. Place an "X" in front of those items that are true of automobile insurance.

a. Only way most people can protect themselves against automobile risk

b. Company assumes responsibility for settling claims
c. Reduces future income
d. Responsibility to other property as well as to one's car

7. Name the six basic coverage under standard automobile insurance.
. ' ) ’

a.
b. / .
d.
e.

8. Place an "X" in front of those items that are facts about liability insurance.

a. Protects one regardless of who is at fault

b. Pays for damage to others when one is at fault

A t———

ERIC | 339




9.

10.

1. .

!

12,

13.

DE | - 77-H

v i

c. Compulsory in all states
d. All claims are settled in the 6ourts

e. Cost varies from one area to the other

Place an "X" in front of the following items which deal with collision automobile
insurance. , . ‘ .

____a. Pays ;Jamage to automobile
b. Premium same for all automobiles
__C. Need not be“ at fault to colulect
. d. Pays same -amount for each accident | .

Place an "X" in front of the following items which deal with comprehensive
automobile insurance .

a. Glass breakage
b. Fire
¢. Theft

d. Collision with other cars

—_—
4

e. Premium same for all ‘cars

:" » . [
List three facts ab,,gut uninsured motorist insurance

= Q)
.

b
c.

List three of ihe four facts about classification of drivers.
.

b.

c.

“}List three ways to save on automobile insurance.

b.

c.




GENERAL INSURANCE
~UNIT IV -

ANSWERS TO TEST

1
4
Life )

Automobile

Term
Permanent
Liability
Collision

Comprehensive

Body injury liability
Prdaperty damage liability
Medical payments

Comprehensive physical damage

311




“ 10.

-1

12,

13.

Collision

®

-
by

- Protection against uninsured motorist

b )

a. One is are insured if the other driver has no insurance

b. Part of liability policy )
c. Covers only death or personal injury

¥

Any three of the following:

a. Poor driving recordwChargec;J more
b. Unmarried y’ougg male--Highest
¢. Unmarried vdﬁng fetm :
d.  Under-25 years of age-High “
a. Safe driver discounts

b. Driver education discount

c. Two or more cars discount




WHOLE NUMBERS "
UNIT I IR Y

TERMINAL OBJECTIVE

After completion, of this unit, the student should be able to solve problems involving
the four basic operations 'of whole numbers, give the place value of a six digit number,
nd round off whole numbers up to thousands. This knowledge will be evidénced by
) Ecoring eighty-five percent on the unit test.
N - 4
SPECIFIC OBJECTIVES '
: After completion of this unit, the student should be able to:
1. = Identify the parts of subtraction, addition, division,
and multip!ication problems.
2. Name the place values in a six-digit numeral. e
3. Round five numbers to nearest 10's, 100's, or 1,000's.
4. Solve stated problems using the four basic operations.
C 343 &
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' WHOLE NUMBERS
. UNIT |
b .
; ! ) ,
SUGGESTED ACTIVITIES ‘
|
N .
~I. DE Teacher-Coprdinator:
1 A.  Provide st‘f;ldents with objective sheet.
B. Provide students with information and assignment sheets: -
5 C. Dichss_teéminal and specific ob]ectiyes *
| D. Have students take pre-test. (Assignment Sheet #1)
}1 ‘ IR oo.
E. Discuss information and assignment sheets.
! | |
i! F. Give test. |
‘(NOTE: Consult audio visual 'supplement for suggested films.)
¥ ll. Student:
. “ = .\
i "A. Read objective sheet.
| B. Take pre-test. i
E C. Study infoérmation sheet. -
u »
,\ D. Take test. o ' X
A . : .  INSTRUCTIONAL MATERIALS. ‘ - !
! I. Included in this unit: »
I
\ A. Objective sheet
\ . B. Information sheet
1 E s
J C. Assignment sheets
1 1. Assignment Sheet #1--Pre-Test
| 2. Assignment Sheet #2--Place Value
h 3.  Assignment Sheet #3--Rounding
r ,
| A{kssignment Sheet #4--Addition




5. - Assignment Sheet #5-Subtraction

6.  Assignment Sheet #6-Multiplication
7. Assignment Shget #7-Division

D. Answers to assignment sheets

E. Test

F. Answers to test

I. References:

" A. Spann, Margaret. Vocational Related Math. Stillwater, Oklahoma:
-State Department of Vocational and Technical Education, 1972. )

B. - Piper B. Edwin. Merchandising Mathematics. Dallas, Texas:
South-Western Publishing Company, 1967.
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% WHOLE NUMBERS
UNIT |

INFORMATION SHEET

1. Terms and definitions

A. Addends-The numbers that are added together

B. Sum or total--The answer to an addition. problem

C. Minuend-The number from which another number is being
subtracted

D. Subtrahend-The number which is being subtracted

- E. Difference-~The answer to a subtraction problem
. )

Factors--Numbers that are multiplied

;

Product-The answer to a multiplication problem

o

Divisor--The number by which you divide

. . Dividend--The number that is divided

J. . Quotient-The answer to a division problem

K. Remainder-The number that is left over when division is
completed

fl. Place value--143,285

A. 1--Hundred thousands

B. 4-Ten thousands

3--Thousands
2--Hundreds

m o O

8-Tens

F. 5--Ones or units

I1l.  Rounding numbers-14,827

A. Nearer ten-14,830

B. Nearer hundred-14800

315




IV. Basic operations
¢ -

A. “Addition

Example:

B. Subtraction

. - _Example:
C.  Multiplication

Example:

D. Division

Example:

572

[ el

7007

13

12)156

12 .

36
36

L4
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WHOLE NUMBERS
UNIT 1 ’
ASSIGNMENT SHEET #1--PRE-TEST
v '~ SCORE WHOLE NUMBERS
Section Name
Put answers to problems in thel blocks provided.
Add and Check: .
1. 7+3+9+4+8+ 16 = 2. 279 3. 4789
. - 637 6837
738 5393 -
457 . + 4579
962 '
‘ + 444 {
4. 569397 | .
+ 379688 o ‘
. f'(
Subtract and Check:
65 4131 6. 38332 7. 402302. 8 40050 .
- 953 - 19049 - 91559 - 8592
9. 238 10. 5698 11, 8039 12. 409 x 8800 =
x 79 x 209 x - 690

Divide and Check:

b

13. 14, 15, 16.

4 7604 ‘ 9 27648 26 157664 54 96498

X 313
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. ASSIGNMENT SHEET #1

: |
Put answers 'to problems in the blocks provided.

Add and check:

‘17, 54 +768+19+22-= 20,  64.00
.85 Q
18. 8151 + 66.52 + 11.5 + 14 = 1.07
' 10.
19.  $55.15 + $.75 + $10 + $12.37 = 3.5 »

£

Subtract and Check:

23. 72,519 24, 632 - 2.79 =

21, 32 22. 235
- 6.17 - 6.01 - 2.360
Multiply and Check: | ;
. ¢ - ¥
25, . 23.3 26.  1.869 27. 5.766 28. 473 x .085 =
x 4.3 ) x 37 x 8.01 - :
" % Divide and Check:
29 30.. 31, 32,
8.3 .0415 1.08 5.8969  3.22 64400 9.06 832.2516




‘ WHOLE NUMBERS
. . ) UNIT |

i
i

ASSIGNMENT' SHEET #2-PLACE VALUE o

1. Give the place value of each digit in the number 678,924.

a. 6-
b. - 7-
c. 8- ) ‘ '
. o
S d 9 ‘
e. 2- \‘
f. 4- t

2.  Give the numeral for the foillowing word numbers.
a. ~One hund}red two
b. Three hulj}i\dred forty-seven

. C. Thirty-six i dollars
| d. Five thou{ nd four hundred eleven

e. Twenty-three thousand forty-one dollars

f. Three hundred forty-seven thousand, five hundred
eighty-nine

35
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- WHOLE NUMBERS
‘ UNIT |

]

ASSIGNMENT SHEET #3-ROUNDING

¥

1, Round to- the nearer ten.
a. 35 f. 67,807
b. 326 g. 91,017
c. 468 h. 834
d. 9630 . - i, 903
e. 475 j.. 678943
2. Round to the nearer hunared.
a. 670 | f. 68,924
b. 8920 g. 893
‘ c. 4675 h. 4756
. d. 91349 : i. 89,204
e. 6793 j. 8910
3. Round to the nearer thousand.
a. 6789 - f. 89,002
b. 46572 g. 6734
c. 693,420 h. 56,099
d. 67900 i, 86,743
e. 86,740 j. 91,900
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WHOLE NUMBERS o
UNIT |

ASSIGNMENT SHEET #4--ADDITION

DE | - 13 ‘

1. ADD:
1. 2. 3. 4, 5. 6. 7. 8.
16 96 " 17 34 56 51 36 - 79
94 14 21 25 24 37 74 24
71 53 72 51 .75 42 69 15~
39 57 45 18 35 23 41 95
65 12 21 61 72 14 28 77
15 88 2 1 8 33 6 39
9. 10. 11. 12, 13. 14. 15. 16.
35 12 33 83 17 25 76 45
12 65 12 27 83 13 34 65
63 33 65 12 10 72 12 26
.18 14 67 65 62 81 98 84
31 83 43 33 17 18 39 12
61 13 19 67 31 11 71 64
45 82 91 43 81 72 15 34
12 64 23 15 29 25 81 83
23 14 67 85 15 . 13 14 2
©17. 18. 19. 20. 21. 22. 23. 24,
$18.09 $10.10 $ 1.75 $172.26 $12.37 $ 1.27 $3246 $ 6.05
.78 1.21 16.29 9.04 -« 1.56 10.48 74 13.12
4.46 16.67 1.25 40.76 42.83 . 156.09 1.26 1.98
12.26 7.75 75.03 .39 9.03 3.23 16.27 .19
.93 .09 8.42 .68 72 35 3.45 .46
.07 30.01 .94 1.39 8.12 9.26 11.92 .84
17.99 9.96 16.05 11.18 28.11 1.84 412 15.13
1.24 18.72 .59 18.11 5.39 7.78 93 17.49
8.92 12.48 8.27 2.79 .07 19.72 3.17 8.27
15.55 8.93 13.03 10.06 13.60 12.29 19.18 18.03

i ’\\k
problems, using horizontal and vertical addition:

2. Complete the following

1. 10+ 2+4+6+9+8= 2. 34+47+6+5+2+6=
6+9+6+4+1+3-= 2+10+9+4+8+9=
9+3+8+7+4+9= 7+8+5+6+5+3-=
7+9+54+10+5+565= 12+ 4+9+8+10+ 8 =
10+4+8+7+6+9= 9+8+7+3+3+2=

+ + o+ o+ 4 o= + 4+ + + 4 0=

E— ——

—— —— qp— Op—— AT m—is)

— p—— — e — m——

N
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‘ | WHOLE NUMBERS
o | UNIT |
© ASSIGNMENT SHEET #5-SUBTRACTION o
. Subtract: -
. 75 2. 84 3. 4635 4.  M78 S o
56 . 57 3187 1539
5. 218 . 6 983 7. MmN 8 53
19 656 289 -3
9. 74 10, 62 "M, 77 12 123
23 2 ¥ _67
13, 111 C 14, 204 15, 356 16. 378
. | 79 8 S 179
@ b | |
R T2 %o 18. 365 . 19, 6720 20. 7650
- 62 209 - — 4890 2312
| 21, $4815 $51,425 23, $27,312 .
: 3927 50,535 . 25,497
24, $19,621 $6783 26. $577
18,146 2499 - 199
27. $30,020 28. $75,892 29. $167,890
9,999 3475 . 98,002
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_ WHOLE NUMBERS
. UNIT I
ASSIGNMENT SHEET #6~MULTIPLICATION
VFind the prodt‘n':t.k

1 2 3. 4 5
3245 1203 2421 5103 4356

6 7 8. 9, 10,

) 481  ars8 4256 908 3497 ‘
1 .6 4~ 6 9
1. 12 e 4. T 18 16.
56 43 62 67 79 89 '
17. 18 19, T 20.- 21. 22,
79. 86 89 76 57 43
86 68 59 36 B . 8
23, 24, 25, 2. 27.
892 719 728 654 913
B4 - 36 8w 951 537
28, 29. 30. 31, . 3
825 586 483 375 " 483
619 M e 381 926
351




 ASSIGNMENT SHEET #7--DIVISION

WHOLE NUMBERS

£
L

- Solve the division problems}

10

12.
15.

18.

21,

24,

27.

30.

m———

7)49

5)830

29)8507 . .

34)5950

37)26,679
15)4530

34)17,238

[}

321)110,424

713)161,149

gmmmssseame.

2. 3813

ff¥16.
19,

22,

25.

28‘

31‘

UNIT |

7)4228

26)52,260

417)12,093

308)165,432

B

11,
14‘

17.

23.

- 29,

" DE I - 19

92)30,084

15)24,090

' 558/65.844
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UNIT |

-

" ANSWERS TO ASSIGNMENT SHEETS

Assignment Sheet #1

47 | . 3599200
317 . 1901
21598 s 14, 3072
949085 . 6064
3178 . 1787
19283 . . 3428
310743 . 17253
31458 . 7827
18802 . 79.26
1190882 . '25.83
5640700 . 1749

-t
© v O N OO s N2

-t
-t
.

Assignment Sheet #2

a. hundred -thousands
b. ten thousands
thousands
hundréds

tens

ones or units
102

347

$36

5,411
$23,041
347,589

70.150
629.21
100.19

.69.153
46.18566 -

4.4935
005
5.46
20,000
01.86




Assigl“ﬁment Sheet #3

o.e

: >
2y

Ly

®

0. T o

Q

*C.

|

40

330-

470"
9630
480

- 700

8900
4700

- 91,300

6800 .

7000 .
47,000
693,000
68,000
87,000

Assiénment Sheét #4

1. - 1. 300
2. 300

3 200

4. 200

5 300

, 6. 200
| 7. 264
; 8 320
| 9. 300
lf 10. - 380
. 420 .

12. . 430

T e -~ .

—
.

13,
14.
15.
16.
17.

"18.
19.
20.

21,
22.
23,
24,

67,810

‘91,020
. 830

900
678,940

68,900
'900
4800

89,200

8900

89,000
7000,
56,000
87,000,

92,000 -

!

345
330

- 440
440
$80.29
$114.82
$141.62
$111.66
$121.80
$81.31
$93.50
$81.56




" 2 1. 193

2. 188
Assignment Sheet #5

119 o 48 17. 4528 25, .$4,284 u
2. 27 0. 33 18. 156 26,  $378 g
3. 1,448 " 38 19 1,830 7. $20021.
4: 2639 ° 120 56 20. 5338 258. $72,417
! .
5. . 99 13. 32 21.  $888 29.  $69,888 \
6. 37 14 1% 22 $890
7. 482 15, 178 23 $1,815
8. 14 6. 179 24 $1475

’ Assignment Sheet #6
1. 19470 1.7 3024 21 4161 3. 142,875
2. 3,690 12. 3,397 22. 4,214 32. 447,258

3. 9684  13. 5704 23. 770688

4., 2,5650 14. 5,695 24. 284,724

.
5. 30492 15. 2201 25 604,240
6. 3,367 16. 4,005 26 621,954
7. 22548 17 6794 2. 490,281
8. 17024 18 5848  28. 510,675 ,

9 5448  19. 5251 20, 434226

10. 31,473 20. - 2,736 30. 444,843




Assignment Sheet #7

2
3.
4.
5.
6.

11,

12
13.

271

12

250

166

3352
402

31

295 R 15
124 R 51
186 R 4
175

492

14,
15.
~186.
17.
18.
19,
20.
21.
22.
23.
24,
25.
26.

+ 258

255
136
327

721 R 2

27, 344
28. . 29
29. 118
30. 226 R 11
31. 538 R 272
-

359
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WHOLE NUMBERS _ -
UNIT |
’ ) | ” w" - B TEST - \‘ ) ’
1. Ideﬁtify the parts of the following operations from the list of wdrdsi Write the

number of the correct word.in the blank. Some of the words may be used
.more than once. :

364 (a) e _a. 1. Factor
298 (b) : :
68 (c) b. . 2. Remainder _
36 (d) c. 3. Sum
x10 (e) , .
360 (f) d. 4, Difference
. : 11 (g} e. 5. Divisor . '
,, 12(j))135 (h) ‘ “ )
132 _f 6. Minuend - :
3. (i) , f .
, g 7. Subtrahend
, T« 365 (k) ' ’ ' ’ : '
. " 789 (k) h. 8. Product )
) 340 (k) . ,
1494 (1) i. 9.  Dividend

10.  Quotient

k. - 11.  Addend

2. Give the place values in the numeral 602,412.

a 6
b. 0-
c. | 2-- ’
” d 4
. e. 1 )
f. 2

369

-
e
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3. Round:
" a. 146 to the nearer hundred e
. | b. 148,251 to the nearer ten '
c. 7962 to the nearer thousand ’
d. 485 to the neérer hundred : ;
“ L < ptle
e. 12,421 to the nearer thousand
4. Solve the following: ’
a. 367 b. . 3526 c. 39,670
2140 - - 908 234
_672 T +_6,790
d. .375 e. 6248 f 29[600
x23 x324
g. 32[6892 h. 36,489
-20,892 - -
L%
0 361
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WHOLE NUMBERS
UNIT | : -

ANSWERS TO TEST

1. a 6 g 10
b 7 ho9
. 4 o2
d 1 i 5 ~
e. 1 k. 11
f. 8 L3
2. a. Hundred thousands
b. Ten thousands

c. Thousands
d. Hundreds
e. Tens

f.  Units or ones

3. a. 100 .
b. 148,250
c. 8000
d. 500
e. 12,000
4, a 3179
b. 2618
c. 46,694
d. 8625 -
e. 2,028,352
f. 21 g
g 215 R 12
h. 15,597

362
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. MULTIPLYING DECIMALS
, | UNIT Il

- TERMINAL OBJECTIVE

-

After completion of this unit, the student should be able to multiply decimal numbers
correctly locating the decimal point in the product. This knowledge should be evndenced
by scormg eighty-five percent on the unit test.

SPECIFIC OBJECTIVES

After completion -of this unit, the student should be able to:

[,

1. Multiply and locate the decimél\‘po_ipt in ten stated problems.

2. Solve three problems using 10, 100, or 1000 as a factor.

T

343
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MULTIPLYING DECIMALS
UNIT I

SUGGESTED ACTIVITIES -

I. DE Teacher-Coordinator:

L.

A. Provide students with objective shee»t.

B. Provide students wifh information and wa;.signment sheets. )
“ ~ C. Discuss terminal and specifi¢ objectives. A . -

D. Discuss information and assignment_sheets.

E. Give test. P

Il. Student: . ' X
A. Read objective sheet.
B. Study information sheet,

P ~Clmplete assignment sheets.
D. Take test. T~
; ) ;\"\\\»\ s

INSTRUCTIONAL MATERIALS T

l. Included in this unit:
o A. Obijectives
B. Information sheet
C. Assignment sheets
1. Assignment Sheet #1--Locating Decimal Points
2. Assignment Sheet #2-Multiplying Decimals
3. Assignment Sheet #3--Multiplying by 10, 100, 1000

"D. Answers to assignment sheets

E. Test

F. Answers to test

34
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MULTIPLYING DECI/MALS B
UNIT II —

|
- INFOBMATION SHEET
Nt

e
Multiplying decimal numerals

A. Multiply the same as with whole nurfibers

~{NOTE: In wrltmg the multiplication problems the decimal points do not
have to be in column.) |,

B. Total the number of decimal places to the right of the decimal point in
both of the factors being multlplled

C. Locate the decimal point by starting at the extreme-right digit in the answer
and count off as many places to the left as the total of B indicates

Examples: Multiply 27.935 x 7.7
27.935 3 places
7.07 2 places
195545 . ‘
1955450
197.50045 5 places
231 x .014
. 2.31 2 places
-.014 3_places
924
231 .
03234 . 5 places

(NOTE: The zero was added to provide the fifth place as needed.)
Multiplying by 10, 100, or 1000

A. Multiplying by 10-Move the decimal point one place to the right
Example:  1.45 x 10 = 14,

" B. Multiplying t;y 100A=Mové the decimal point two places to the right

Example: 1.45 x 100 = 145
C. Multiplying by 1000--Move the decimal point three places to the right
Example: 1.45 x 1000 = 1450
* (NOTE: A zero had to be added to get the third place.}

36
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MULTIPLYING DECIMALS
UNIT 1l "

ASSIGNMENT SHEET #1--LOCATING DECIMAL POINTS -

(NOTE: Total the number of decimal places to the right of the decimal point in both
the factors. This total represents the correct number of decimal places in the product.)

Examples: 4.2 x 0.3 = 1.26 1.4 x 0.49 = 0.686
1+1=2places  1+2=3 places
1. Using the examples above, explain how the decimal point was located in each

of these problems.
a. 147 x 0.13 = 1.911 d. 0.002 x 15.4 = 0.0308
b. 0.07 x 0.004 = 000028 e 15 x 1.5 = 225

c. 25x75= 1875 - f. 0008 09= 0072

2. Correctly place the decimal points in these products. Add eros when needed.
a. 224 x 24 = 5376 g. 224 x 0.24 = 5376
b. 224 x 0.024 = 5376 h. 6.0224 x 0.24 = 5376

c. 0.688 x 0.45 = 30960 i. 688 x 0.45 = 30860

d. 6.88 x 0.45 = 30960 jo 6.88 x 4.5 = 30960
e. 3.61 x 5.7 = 20577 k. 0.361 x 5.7 = 20577

f.  36.1 x 5.7 = 20577 I 0.361 x 0.057 = 20577

‘s

347 ]




MULTIPLYING DECIMALS

UNIT Il

ASSIGNMENT SHEET #2-MULTIPLYING DECIMALS

DE | - 37-i

Directions: Rewrite and multiply these problems. Locate the decimal point in the product.

1.

© ® N O O A W N

e ©® 8 N o o & 0 D =2 O

264 x 3.1 =
120 x .33 =

[

2.25 x .51
35 x 85:=
26.4 x 3.8

7.02 x 92 =

83 x b5 =

. 282 x .9 =

069 x .01 =

1}

7.52 x 3.01

321 x 29.9
168 x 12 = —_—
78 x 9.1 =

69.3 x .75 =

043 x 24 =

574 x .34 =

10.52 x .64 =

8.06 x 43 =

216 x .3 =

60.1 x 8.2 =
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* MULTIPLYING DECIMALS
UNIT 11
ﬁ .
L — . " ASSIGNMENT SHEET #3-MULTIPLYING BY 10, 100, 1000
Directions: Multiply these problems.
1. 287 2. .0351 3. 3099 4. 4.45 5. 64.8
100 10 100 1000 « 10
6. .3967 7. 378 8. .0064 9. .3684 10. .0064
100 100 1000 10 10
_/
11. 69.239 x 100 = 16. .892 x 10 =

A 12 5766 x 10,000 = 17. 669 x 1,000 =

13. 2,801 x 10 = - 18. 47.3 x 100 =

14. 816 x 100 = 19. . .0957 x 100 =

. 15, W08 x 100 = 20.  61.76 x 10 =

e} .
~N
_—
309D




“ASSIgnment Sheet #1

1 a 1+2-=
3

b, -2+

141 =

d 3+1

0+ 1-=
3+ 1«

637.6
05376

& 30960

d. 3.0960
e. 20.577
f. 205.77

MULTIPLYING DECIMALS
UNIT 1l

ANSWERS TO ASSIGNMENT SHEETS

5.376
.005376
30.960
30.960
2.0577
.020577

Assignmeng, Sheet #2

-
-

8.184
39.60
1.1475
297.5
100.32
6.4584
.4565
25.38
.00069
22.6352

© o N O T A WD

-—
o




1

Aqssignment Sheet #%x

28,700 .
351
3,099
4,450
648
39.67

3,780

6.4
3.684-

.064

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

6,923.9
57,666»~ )
28,010
816

1 810.8

8.92
6,690
4,730
9.57
617.5




Multiply and/o@' locate the decimal points in /hese ten problems.

" a.
b.
c.

S
d.

j.

'MULTIPLYING DECIMALS
UNIT Il

¢

55 : TEST

-

.

26 x 47'= 1222.
5634

'y
8.03 x 9.2 = 73876

g36 x .06 =

119 x .05 ~ 595
.39 x .25 = 975

" 7.392

16 x 1.5 =,
95 x .76 =
'»R

‘Salve these three problems using .10, 100, or 1000 as.a factor.

a. 876 x 100:= o .

b. .0816 x 1090 =

c. 68.4x 10 =
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. MULTIPLYING DECIMALS
. UNIT I
'\> ANSWERS TO TEST
1. a 1222 : ‘
b. 56.34 )
¢. 73876
d. .00595
. e. .0975
£, 7.2
g 127.4
¥
h. 680.58144 o ; -
i. 24,0 o
. g 122
. .
7 2. a 876
S b, 816
, c. 684 w
(. ©
< # -

o 3i3




‘ - . ;  PERCENT
A CUNIT I —

~" TERMINAL OBJECTIVE

© -

&

After comp!;etion of this unit, the student should be able to wri;e“‘fr‘action§ as decimals
v : and percents, ‘decimals as. fractions and percents, and percents as( fractions and decimals.
This knowledge should ‘be evidenced by scoring eighty-five percent on the unit test.

~

SPECIFIC OBJECTIVES

- After completion of this unit, the student shoul& be able to:

(%

1. Write ten fractions as decimals and percents, o -
2. . Write t:an percents as fractions and decimafs.

3.‘ - Write ten deciﬁsls as fractions and percents, : ‘ -
4 Canvert whole or mixed numbefs to fractions, decimals, and percents.

- <
. - . ’ '
o ) .
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PERCENT
CUNIT 11

-+ * "'SUGGESTED ACTIVITIES

DE Teac her-Coordinatpr:‘;;.:z |

Provide students ‘\wNith objective sheet.

Provide students with informationﬂa‘nd assign‘me"nt sheets.
Discuss terminal and specific objectives.

Discuss information and assignment sheets. * -

Demonstrate and discuss procedures outlined on the assignment sheets.

Give test.

11.  Student: .

“°A. Read objective sheet.
B. Study information sheet.
C. Complete assignment sheets.

Take test.

INSTRUCTIONAL MATERIALS

Included in this unit:
A. Objective sheet
* B, Information sheet

C. Assignment sheets

*

1. ‘Assignment Sheet #1--Write Fractions as Decimals and Percents

2. Assignment Sheet #2--Write Percents as Fractions and Decimals

@

Assignment Sheet #3--Write Decimals as Fractions and Pgrcents

Assignment Sheet #4--Convert Whole or Mixed Numbers to
Fractions, Decimals, and Percents
o

375
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-

D. Answers to assignment sheets

E. Test
F. Answers to test
II. References:

A. Olivo, C. Thomas and Thomas P. Olivo. Basic Mathematics Simplified. .
’ Albany, New York: Delmar Publishers, 1972, e

B. Spann, Margaret. Vocational Related Math. revised. Stillwater, Oklahoma: )
State Department Vocational and Technical Educatipn, 1972. ’ e




. PERCENT
UNIT 1
INFORMATION SHEET.

- 1. Writing fractions as decimals and percents
A. Fractions as decimals--Divide the numerator by the denominator

Example: 5 .625
8 8) 5.000
48
20
A6
40
40

§
B. Fraotions gas. percents
O W s

Lo T ‘;Lé”‘*’"
1. < Express the fraction in decimal form

2. Move the decimal point two places to the right
. . ) 3. Place the % symbol after the number

Example: 7 2121 = 2121 = 21.21%
33 33) 7.00
66
40
33
« 70
66
40
33
7

-

~ | (NOTE: Percent means that some number is being compared to 100.)

4, Multiply the numerator and denominator by that number which
will change the denominator to 100

o

v | 5. Drop the denominator

6. Add the % symbol

Example: . 3 . X = 15 -
. S 00 75%
377
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INFORMATI‘ON SHEET

Il.  Expressing percents as fractions and decimals
A. Percents as fractions |
1. Drop the percent symbol
2. Place the‘ number over 100

(NOTE: Reduce to simplest form.) .
38 _ 19 -

Examples: 38% = 00 = B0 ‘
; 100
33 1/3% _ 33 1/3 - 3 . 1
- 100 100 3
B. Percents as decimals
1. Drop the percent symbol
2. Move the decimal point two places to the left >
Examples: 74% = 74 |
33%% = .33-15
L NExpressing decimals as fractions and percents
A. Decimals as fractions
1. If there is one decimal place, drop the decimal point and place
the number over 10
Example: 4 = Tg' = % .
2. If there are two decimal places, drop the decimal point and place
~the number over 100
: B o= 1o . 3
Example: J5 = 700 A
3. If there are three decimal places, drop the decimal point and place
the number over 1000
Example: 375 = Tglé- = *g-

(NOTE: Do not forget to reduce ‘to simplest form.)

313
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. . . INFORMATION SHEET
" B. Decimals as percents V ‘ / “ .

1. M;)ve ‘Athe decimal” point fwo places to the right
v . 2 Place the percent"symbol after the nur;:ber
Examples: 4 = 400%
37 = 371%

IV. Whole or mixed numbers to fractions, decimals, and percent equivalents

Mixed or
Whole number a Fractions - . Decimals . Percent
12 1/2 18 1260 . 12 1/2%
, Pa21/2 0
0 /5 20 20%
25 T’y 25 - 25%
@ ER- < 1 V- I . 3313 33 1/3%
37 1/2 3/8 375 or 37 1/2%
37172
40 2/5 - 40 40%
50 1”72 - 50 50%
60 : 3/5 60 60%
62 1/2 ' 5/8 ‘ 625 or 62 1/2%
62 1/2
623 23 66 2/3 66 2/3%
75 3/a .75 75% -
80 4/5 .80 80%
8712 - /8 875 or 87 1/2%
87 1/2
1 - 1. 1.00 100%
3¢9 ' J f
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PERCENT
UNIT 11l

ASSIGNMENT SHEET #1-WRITE FRACTIONS AS DECIMALS

AND PERCENTS

Express each fraction as a decimal.

a. 1/8
b. 1/4
c. 1/2
d 3/4
e. 5/8
f. 7/20
g. 7/16
h. - 1/9
i. 4/9
j. 4/5

-~

Express each - fraction as a percent.

a. 1/4

b. 2/9 S
c. 7/10 |

d. 3/4

e. 2/2

f 9/11

g;‘» 1/3

| s

i~"'4 5/8

“DETTEST




| » ~ PERCENT } -
o UNIT 111

ASSIGNMENT SHEET #2-WRITE PERCENTS AS FRACTIONS
AND DECIMALS
1. Express each percent as a fraction. ]
a. 50% ) .
b. 25%
c. 33 1/3% -
B 4 36% R
e. 28% . :
f. 14 2/7% -
g 21%
h. 45%
) . i. 66 2/3% L ~ o
j. 70% . ) * “
2. Express each percent as a decimal.

, a. 47%
b. 15% ‘ ) ‘
c. 33.3% - _
d. 62% - 1
e. 75% s ‘ e
f. 3% v




PERCENT

@ UNIT 1] *

ASSIGNM'ENT SHEET #3-WRITE DECIMALS AS FRACTIONS
i AND PERCENTS

1. Express each ‘cﬁiecimal as a fractionf )
a. b
b. 8 )
c. .7
d. .25
e. .68 R
f. 56
g. .94 . s »
h. .375
. i. .875 N e a
1
- . .
2. Express each decimal.as a percgnt.
a. 12
b. .19
c. .7
d. .29
e. .37
f a2
g g. .b
; - , i. 746
: j. 375
o
354
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. PERCENT
UNIT (1]

ASSIGNMENT SHEET #4--CONVERT WHOLE OR MIXED NUMBERS
TO FRACTIONS, DECIMALS, AND PERCENTS

Fill in the blanks on the following chart

Whole or

Mixed Numbers Fractions Decimals Percents
1. 12 1/2 : 12 1/2%
2. - 1/5 20%
3. 25
4. 33 1/3 1/3
5. 3/8 375 or 37 1/2%
37 1/2

°’ 6. L 2/5

7. . 1/2 | 50

8. 60 |

0, 5/8 625 or

62 1/2

10. , 2/3

1. 75 )

12. 4/5 ‘ _
13. Q 87 1/2%
1, ," - 100% |

,N

7
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Assignment

Assignment

PERCENT
UNIT 11l

ANSWERS TO ASSIGNMENT SHEETS

Sheet #1 /\
125 o 3s
.25 g. .4375
.50 h.  .1111-
.75 i. .444.-..
625 j. .80.
25% f.  81.81% or 81 9/11%
22 2/9% or 22.22% - g. 33 1/3% or 33.33%
70% h.  44.44% or 44 4/9%
75% i. 33 1/3% or 33.33%
100% j. 62 1/2% or 62.5%
Sheet #2
1/2 f. 1/7
1/4 g. 21/100
1/3 h.  9/20
9/25 i. 2/3 .
7/25 j. 7/10 q
47 £. 08 -~
.15 g .168
.333 h. .OQ
62 i. .10
.76 j. .60

33841

D

&
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Kssignmgnt Sheet #3
1 a2 £ 11/20
b._ 4/5 g 41/50 - — — e
e M0  h 38 ] N
d. 1/4 i 7/8
e. 17/25 j. 53/250
2. a  12% . 42%
- b. 19% g. 50%
| c. 70% h. 52.3%
d. 29% i.  746%
e 37% i.  375%
Assignment Sheet #4
1. 1/8 125 or .12 1/2
2. 20 20
3. 174 25 25% )
4. 331/3 .33 1/3%
5. 37 1/2
6. 40 40 40%
7. 50 - 150%
8. 35 40 60% 3
9. 621/2. | | 6p1/2% .
10. 6623 |\ 86 2/3 66 2/3%
1. 3/4 |  75%
12. 80 80%
13. 87 1/2 .875 or .8.7 172
4. 1

1.00
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® o : PERCEN® |
UNIT I1II . .
L 1. Write the f~oII0\(vin9 fractions as decimals and perceryw{ps‘::f
a. 1/3 f. 1/8 o
b. 23 0. 277 Ei
‘ c. 3/25 h 15 /£
d. 7/9 . L BB \
e. 7/16 i. 210
2. Write the following percentsi;é%_, f'rac‘tions and decimals.

a 8% CU8 aom
b 12% . g a5%

; “ c. 19% | R 7%

o d. 2% ;i 250%
e. 29% . - 100%

3. Write ;ﬁe”‘/f’oll/bwing declmals -as fractions and percents.
a 4. A
b, .25 . 8 175
o 375 1\\;\:‘ " h 3.80
a 467 i 875
' _ e 50 i 1875 f

4. Performance on objective four will be evaluated by Assignment Sheet #4.
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PERCENT’
UNIT 11

— ANSWERS TO.TE§T - o

a. .33~ 33 1/3% or 33/33% |

b. .666-; 66 2/3% or 66.66%

. .12 12% ”

d. TV 7T Uk or TIITH

e. .4375; 43.75% of 43 3/4% .

f. .125; 12.5% or 12 1/2%

g. .2857; 28.57% 3 ’

h. .20; 20% :

i. .833--; 83 1/3% or 83.33% ~

i .20; 20% ’ S’"

a. 2/25; .08 :

h.  3/25; .12

c. 19/200; .19 | 'a

d. 11/50; .22 . )

‘e. 29/100; .29

.. . 8/25; 32

g.  9/20; .45

h. 18/25; .72

i. 5/2; 2/50

o1 B t

. I/50: 14% oo R S
b. 1/4; 25% g
. 3/8; 37.5% or 37 1/2% s
| 3s1




23/50; 46%

1/2; 50% : -

33/50; 66% —— L S———

‘7jA. 175%

5 — 10 = T T - o T T — P ———

h.  19/5; 380%

i. 7/8; 87.5% or 87 1/2%
-~ j.  15/8; 187.5% or 187 1/2%

Evaluated to the satisfaction of the instructor. (Assignment Sheet #4)

3438 - N :
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Upon completion of this unit, the student should be able to figure his wages if he is
paid on an hourly basis or on a commission basis. This knowledge will be evidenced by
scoring eighty-five gercent on the unit test. - .

SPECIFIC OBJECTIVES ‘*\

After completion of this unit, the studgr_xt”should be able to:

1. Solve seven problems on wigés when given the number of hours worked
and rate per hour. CREE

2. Solve six problems wlien employee is paid a base pay plus a commission
on his sales for the week.




’ WAGES
UNIT IV

_  SUGGESTED ‘ACTIVITIES

DE I - 711

A.
B.
C.
D.
E.

B.
C.
D.

A.
B.
C.

D;
E.

° :

I. DE Teacher-Coordinator:

T

Provide students with objective sheet.

Provide students with information and assignment sheets.
Discuss terminal and specific objectives.

Discuss .information and as/éignﬁent sheets.

Give test.

Il. Student:

A, ” Read objective sheet.

Study information sheet. '
Complete assignment sheets.

Take test.

INSTRUCTIONAL MATERIALS

I. Included in this unit:

Objective sheet
Information sheet
Assignment sheets_

1. Assignment Sheet #1--Hourly Pay

2. Assignment Sheet #2-Hourly Wages Involving Overtime

3. Assignment Sheet #5--Rate of Corﬁmission

Answers to assignment sheets

. Test

Answers to test

399
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- References:

A. Huffman, Harry, Ruth M. Twiss, and Leslie J. Whale. Mathematics for
\ Business Occupatlons New York McGraw-Hlll Book Company, 1968.

B. Brown, Kenneth E., Daniel W. Sander, and Leonard Simon. General‘ i
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C. Lennes, N. J. and L. R. Traver. Lenneés Essentlals of Arithmetic. Dallas,
-Texas: Laidlaw Brothers, 1964.

D. Kravitz, Wallace W. and Vincent Brant. Consumer Related Mathematics. New
York: Holt, Rinehart, and Winston, Inc., 1971.

E. Spann, Margaret. Vocational Related Math. Second revised edition,

Stillwater, Oklahoma: State .Department of Vocational and Technical
Education, L1972.
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. WAGES
UNIT IV

___ INFORMATION SHEET e T

¢ I. Wages from hourly earnings

A. Regular hours x base rate = regular pay

Example: 40 (regular hours) x $1.68 (regular rate) = $67.20 regular
pay

B. Overtime hours x 1 1/2 base rate = overtime pay

' Exa;nple: 6 1/2 (overtime hours) x $2.52 (overtime rate) = $16.38
overtime pay

C. Regular pay + overtime pay = total pay or gross pay

Example: $67.20 (regular pay) + $16.38 (overtime pay) = $83.58 total
pay

1. Earnings on a commission basis
A, Express the rate of commission as a decimal fraction

B. Multiply the number of dollars on which the commission is to be paid
by the, decimal fraction

i

C. Add the answer in Step B to the base pay

Example: A salary of $40.00 per week plus a 7% commission on}yrall .
sales. Total sales $890. How much does he earn altogether.

E 7% = 7/100 = 07 )

.07 x 990 = $69.30

$40.00 + $69.30 = $109.30

o2

332
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o o WAGES
UNIT IV .

_ ASSIGNMENT SHEET #1-HOURLY PAY— ~ ——— —

<
. 3 -

hours p r day. He is paid $1.00 for each hour he works.
a. How\\\{nanthours does he work each day?

b. How many hours does he work per week?

c. How mugh does he earn each day he works?

q. ‘How muc\\}g is his pay for the week?

e. if he only \‘ orked four days one week, how much would his pay be for

that week? \\\
\\\

2..  Jim works as a janitortin an office building. He works eight hours per day
ll:ﬂondahy throtgh Friday and four hours on Saturday. He is paid $1.00 for each
our he works. .

- a.  How many hours does he work per week?
‘b.  How much does he get paid for a week?:

‘ " c. Suppose he took a Saturday off one week, what would his pay be for
N that week? :

3. Jim has a jbb working in a supermarket. He works seven hours per day Monday
. ;c‘hrough Friday and five hours on Saturday. He is paid at a rate of $1.00 per
our. ‘.

.

a. How many hours does he work per weekD? S

b. How much would his pay be for one week?

4

4, Frank has a job working in a gas station. He works eight hours a day,;ix days
per week.. He is paid $1.256 for each hour he works.

a. How many hours does he work per day? |
' b. How many hours does he work each week?

c. How much does he earn per day? _ '

d.” How much is his weekly wages?

5. John works for a nursery. He works five days per week, eight hours pe;' day.
Hz is paid at the rate of $1.25 for each hour he works.
i

a.n

. i b. What is he paid per hour?
343

How many hours does he work each day?

1. John has a job washing dishes in a cafe. He works five days per week, eight D
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ASSIGNMENT SHEET #1

¢. . How much does he earn per day?

!'\

—— ——d—How-many- hours does 7her work per week?

~~—e.- How much does"he earn per week? . -

S‘X Harry works in a furniture shop. He works eight hours per day, six days per
week. He is paid at the rate of $1.50 per hour.

a. How many hours does he work per week?
b. What is his pay per week? o
7. Figure out the following problems:
a. .40 hours @ $1.52 per hour
b. 20 hours @ $1.00 per hour
c. 48 hours @ $1.50 per hour
d. 35 hours @ $1.10 per hour
e. 44 hours @ $1.30 per hour
f. 40 hours @ $1.15 per hour
g. 44 hours @ $1.60 per hour

h. 40 hours @ $1.38 per hour n

8. Joe Brown works in a factory. He is paid by the hour at the rate of $1.56
per hour. He works eight hours per day, Monday through Friday. Figure out
the following problems. ¥ - , -
a. How much would his daily pay be? } /

b. How many hours diq,“he work a week?
¢. How much did he earn per week?

9, Frank Jones works in a supermarket. He is paid by the hour at the rate of
$1.25 per hour. He works eight hours per day Monday through Friday and
four hours on Saturday.

a. How much did he earn for each eight hour day he works?
b. How many days per week did he work?
¢. How many hours does h‘e' work a week? ~

d. What are his earnyings for thg week?

Q ‘ - | 3 9 1
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ASSIGNMENT SHEET #1

L IERR

Jack Stapolsky has a job workmg in a bakery. He is paid by the hour at_the

3 v) ";

10.
"""" ~ rate of $1.15 per hour. He works seven boucs per.day-Monday through Saturday, - — - —— |
‘ Flgure out his.pay for the week.
- ja. How many hours does he work per week? | 3
b. How much did he get paid for each day he worked? . S
c. What is his weekly wage? ’ !
1. Compute these wages.
a. © 40 hours @ $1.80 per hour - 7
'b. 40 hours @ $1.35 per hour
“ c. 40 hours @ $1.23 per hour
/) d. 40 hours @ $1.35 per hour
: e. 40 hours @ $1.42 per hour
. 40 hours @ $1 .39 per hour )
12. Below is an account of the weekly pay roII for a certain company. Fmd the -
total number of hours each man worked and the wages for each. Also find
: the company's total payroll for the week,
|Name M. |T. [W|T|F 's Hr. Rate Wages ! ‘
a.  John Doe 7|6 |6|6|en|m| $1.50
b. Pete Smith 4% 15%16%| 5|61 6 $2.00
c. Amos Jones 5516 |67 |7 $1.60
d. David Roe 415 {5 ({6 |6 |6% $2.00
e. Ellison West 5|56 (6|6 |6 . $1.45
[f. Jerry Hill 5|5 |55 1|6 |5 . $1.50
*la.  Artie Bell 6|6 1|7 |7 {745 $1.40
h. John Reed 5|5 (516 |6 |6 $1.30
i Ray Watson 6 { 7% (7% (741G | O $1.75
j. CharlesPierce | 7 |7 |6 |6 |5 [4 $1.80
k. | Total = ;




WAGES *
UNIT IV

o ;TAS.SI_GN MENT-SHEET-#2-HOURLY-WAGES~INVOLVING-OVERTIME —~—— -

DE - 791

-
.
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Complete the following payroll table. Overtime is figured 1 1/2 times regular ht;urly wage.

v

© ® N O O s W N

Numbér Rate per Rate for Regular | Overtime | Total
of Hours Hour Overtime Wages | Wages Pay
50 $1.50
] 48 2.00 - ‘
54 .80
44 8.00
50 6.00
| 60 3.00
5‘] 5.00
58 2.75
54~ 6.50 .
‘ | 1000 :
. 20.00
| N 1.00 y
34 1.25
48 1.40 )
60 210"
» .
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ASSIGNMENT tS'HEETff‘#B--RATE OF COMMISSION
Completé the‘follow{ing table. /
Weekly Week's ' | Rate of Commission Total
Base Pay Sales | f on Sales ~ Pay
1. | $ 75.00 s 950.60 ‘ 5‘ 3%
2 - 50.00- 1800.00 L - 10% )
3. | 10000 1200.00 1 30%
4. "160.00 850.00 | 8%
5. 120.00 800.00 12% ’
6. | 7500 1000.00 5%
7. 120.00 . .800.00 6% ~
8. 60.00 © 750.00 16%
9. 65.00 1000.00 8%
0. | 4500 - . 4500.00 5%
L 80,00 900,00 20%
12. 95.00 2450.00 12%
13, 100.00 1430.00 5%
14. . 55.00 1500.00 15%
15. 3000.00 5%

REN
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WAGES
. ! UNIT IV .
ANSWERS TO ASSIGNMENT SHEETS

Assignment Sheet #1

1. a. 8 hohrs

b. 40 hours
ﬂc. $8.00 )
d. $40.00
| e. $32.00
2. a. 44 hours
b. $44.00
c. $40.00

3. a. 40 hours -~

® .+ b. $40.00

4. a. 8 hours
b. 48 hours
c. $10.00 !
“d. $60.00

5.  a. 8 hours

b. $1.25 °
c. $10.00

d. 40 hours
e. $40.00

6. %2 48 hours
tb. $72.00

. 7., a  $60.80 “'

b, $20.00

" . c. $72.00 -
| 333
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d. $38.50

e. $57.20
f. $46.00
- g. $70.40
h. $55.20
8. a $1240 ° .
b. 40 hours
c. $62.00
9. a. $10.00
b. 6 days |
c. 44 hours |
d. $55.00
10. a. 55 hours
b. $8.05
c. $48.30
11. a. $72.00
b. $54.00
c. - $49.20
d. $54.00.
e. $56.80
f.  $55.60
12. "Hours Wages
a. 39 $ 5850
b. 33 1/2 67.00
c. 36 1/4 58.00
d. 32172 ‘ 65.00
e. 34 ‘ : 49.30
f. 30 45.00

- 399
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g 38

1/2

h. 33

i 27
i. 35

Assignment Sheet

$ 225
3.00
1.20

12.00
9.00
4.50

‘ 7.50
4.13
9.75
15.00
30.00

1.50
1.88
2.10
3.15

Assignment Sheet

$103.50

-$230.00

$460.00
$228.00

1/2

#2

#3

$

9.
10.
11.
12.

Total

-

53.90

42.90

48.13
__63.00
'$650.73

60.00 $ 22,50

80.00
32.00
320.00
240.00
120.00
200.00
150.00
260.00
400.00
800.00
40.00
42.50
56.00

84.00

$145.00

$260.00
$389.00

$270.00

24.00
16.80
48.00
-90.00
90.00
82.50
74.34
136.50
300.00

750.00

18.00

16.80
63.00

@ N o o

400

$ 8250
104.00
48.80
368.00
1330.00
210.00
282.50
22434 .
396.50
700.00
1550.00
58.00
42,50

72.80

147.00

$216.00
$125.00
$168.00
$172.50

DE | - 85 |

13. $207.50
14. $280.00
15. $230.00
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UNIT 1V¢
TEST'
1. Solve these problems on wages. /
No. of | Rate per Rate for | Regular’ ) ‘Overtime‘ Total
Hours | Hour Overtlme Wages Wages Pay
a |15 $1.60 |
b. [12 1.25
c. |17 - .90
d. '22 1.50
e. |8 1.65
f. |60 1.60 4
g. {54 2.70 - ;

.
hi

much did he earn Iast week?

Y;

2., Mrs. Smith is a phofo ‘aphc For each class photograph he takes he is paid
$8.265. For each individual stucent photograph he is paid $0.55. Last week, Mr.
Smith took 15 class photographs and 221 individual studeht photographs. How

3. Find the total weekly earnmgs for each employee listed in the fcllowmg table.
Y1 Weekly Base Week's Rate of Total
Employee Salary . Sales Commission”. | . Pay
a. | 1 $30.00 $ 500.00 |2%
b. |2 ‘;18.00 _ 2000.00 3%6
c. |3 -50.00 . 250.00 |4%
d | 4 30,00 6000.00 | 5%
e. | 6 60.00 | 1060.00 | 6%
f. | 6 45.00 990.00 |3 1/2%

| - 87-1
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. WAGES
: " UNIT IV

ANSWERS TO TEST '

1. Rate for Regular Overtime | ]’otai
Overtime Wages Wages _ Pay

a. | $ 2400

b | | 15.00

) c. ‘ 15.30
d. - 33.00

e. | _ _ 13.20

f. $2.49 $64.00 $48.00 112.00

g. | $4.05 $68.00 $66.70 124.70

2. $24530
® 3 a4 $40.00
. : b.  $108.00 :
c.  $60.00 «
& $33000
e. $123.60

f. .$79.65

bi”




Audio-Visual Subplement

This supplement was written to benefit the teacher in DE I. The filq;pfs,f filmstrips,
and slides recommended cannot all be used since the demand for these is great. However,
a wide selection of materials is listed from which to choose. These audio-visual materials
need to be booked as early as possible to assure coordination of -schedu!ing. All these
materials may be obtained from:

Oklahoma State Department, Curriculum ! ]
1515 West Sixth R
Stillwater, Oklahoma 74074 * -

4

A key to the listing includes: F. denotes film, F.S. refers to filmst;ip, an';{'d'S. designates
slides. Lt

] ]
|
@ ({

N
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A. Orientation

DECA

Unit |
F. Tell It Like It Is
Association Sterling Films
8615 Directors Row
Dallas, Texas -
PH. (214) 638-6797
Book this film as.soon as possible for this school year. There are only
forty copies, and they are in great demand. Give one or two alternate
dates when ordering this film.
F. Second Effort. Color 30 min., 1968
Selling is compared to the game of football by Vince Lombardi. We “‘
must keep going back to the fundamental if we are to succeed. /
State Department of Vocational and Technical Education !
Curriculum and Instructional Materials Center
1515 West Sixth Avenue
Stillwater, Oklahoma 74074
D. Personal Development §
Unit | "Good Grooming i
F.S. Young Fashion Forecast: Spring ' .
F.S. Young Fashion Forecast: Fall } =
F.S.. Does It Matter How | Look
Unit 111 Personality s
F.S. Your Person and Personality i’ .
F.S. Your Personality: You Others Know
F.S. Your Attitude is Showing .
E. Human Relations
Unit 11 Custom and Policies
F. Your Job: Good Work Habits Color, 13'1/2 _’min.,ﬂ 1970
F. Your Job: You and Your Boss Color, 16 min., 1970
F. Your Job: Fitting In Color, 15.min., 1970
F. Keeping Your Job Is Work Color, 12 min., 1972
F. Job Skills
Unit | Basic Selling®
F.S. Know Your Product
F.: Make It Happen , Color, 30 min., 1968
- F.S. Selling As a Career
“ F.S. Techniques in Selling
" F.S. Sales Clerk Prdtedures
S. Successful Selling. Ideas

454
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" Unit I Business Letter

L4

o i F. Take a Letter From A to Z Color, 18 min., 1971
o ) Unit Il1. Telephone

Bell Telephone Company B

3
®

G. Employment

Unit | "Finding The Right Job

F.  Your Job: Finding the nght Oné  Color, 13 min., 1970
F. Gettlng a Job is a Job - Color,Q20 min., 1968

Unit 11l Applicatién Form V .

F.S. . Your Job ‘Application

" F.S. How to Apply for a Job Lo ~
F. ~ Your Job: Applying for It Color, 13 1/2 min., 1970
F. - Applying for a Job Color, 13 1/2 min., 1971

> et
Unit IV Job Interview Gy

F.S.-  Job Interview Tips
H. Financial Management

Unit | . Budgeting

F.S. Receiving, Checking, and Marking

Unit ! Credit .ot
F.S. ~  Credit: Consumer Resource
L. F.S. Credit Union
& S F.S. Charge Account Application
Yoo . ~ F. Credit: Capital ldea Color, 18 min., 1970
Y F.S. Charge Card and Chargestatements

\ o Uit i Banking Services
\ |

\ FS.  Bank Loan
) Unit | General Insurance &

F.S. Automobile Insurance

]




