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Message from the Superintendent of Public Instruction

The statutes of North Dakota provide that the Superintendent of Public

Instruction shall have charge and supervision of the preparation of courses

of study for the several classes and in the various fields of the public schools.

(Non-public schools which are or desire to be accredited and classified on a

basis comparable to that of the public schools must follow these courses of study.)

We, in accordance with the law, develop these study guides and from time to time

revise and rewrite them according to current needs and trends.

For'some time business education teachers and students have been handicapped

in not having current study guide in the bvsiness field. This course of study

business education will furnish schools, teachers, and students with a new and

fresh ide and outline of one of the most necessary and used groups of disciplines

as there e in life.

We are i ebted to all the people who worked so diligently and earnestly

in its compilat n and completion. Their names appear under Acknowledgments in

is publication. This bulletin represents the joint efforts of the State Board

for ational E cation and the Department of Public Instruction.

teac

We t that this publicatio erve a inspiration and help for

s and studen e, field of public education.

M. F. PETERSON
Superintendent of

3
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Message from the State Director of Vocational Education

The State Board for Vocational Education is pleased in this joint effort

with the. Department of Public Instruction to provide a curriculum guide for

Business, Office and Distributive Education for North Dakota Secondary Schools.

The purpose,of this guide is to suggest information, methods, and techniques

that may be helpful in providing the education needed for the world of work. It

is not an attempt to prescribe a given program of instruction.

The secondary schools in North Dakota have an especially important rale to

fulfill as we know that.appraiimately 80 percent of the jobbin our Nation today

require less than a baccalaureate degree. It is therefor imperative that all

educational programs meet the- needs.of all.students at this level.

It is my hope that thib guide is of help to the teachers and school admin-
.

istratbrs in planning an adequate program in. Business, 'Office and Distributive

Education for North Dakota secondary students.

Carrol Burchinal
State Director of Vocational Education
State Board for Vocational Education
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BUSINESS EDUCAYON

. PHILOSOPHY

In 196f a national committee'of eiperienced business educators gave this
definition of business education: That area ofthe educational process which
concerns itself with vocational:preparation for a busineSS career or vocational'
and professional preparation for a.tareer teaching business, and also with busi-
ness inkormation important for every citizen and consumer in order that he may'
better understand and use his business and economic surroundings. *

From this definition it immediately appears that business education serv4s
, two. purposes: (1) vocational preparation and (2) general business information
of personal value to all citizens and consumers.',-

VOCATIONAL FUNCTION

Business Education was originally vocational in nature,--and vocational
preparation cOntinues.to be a prime goal Of business. education=topfay. This
objective is achieved to varying,degrees through preparing young People as bOok-
keepers, typists, stenographers, secretaries, 'clerical workers, mimeographers,

4 receptionists and for.iiMilar types of employment in offices and stores,.

j
-It is deemed the vocational phase of business education S'directed toward

acquiring skills, knowledges, Abilities, and attitudes impo ; ant ir:,securing and
serving "beginning",jobs in business. Yet through the business education program
attention is also giVen to those factors which seem most likely to encourage,

o prepare and motivate the learner for later assumption of greater responsibilities.

GENERAL EDUCATION FLINCrr*N OF BUSINESS EDUCATION

A basic purpose of'business educatibn is to provide business information
and Abilities whiop bay be considered.4eneral education, needed by every ciiizen

and consumer. Since everyone is.a'ConsUmer of goods and services provided by a
business economy, it is important that,everyone have a good understanding of the
business,worldUpon which he depends. Business education commonly contributes to

four areas.of general education: consumer information, business and economic.
understanding for intelligent citizenship and common business Skills for personal
use.

GENERAL OBJECTIVES OF BUSINESS EDUCATION

The business education.offerings are aimed-at achieving.one.or more of

eight commOn objectives. These objectives, are to be found in many business
education handbooks issued by the various, state.departMents of public education
and are often specifically setforth in business education courSes of study.
Seldom woUld fny one individual businesssublect(tontribute,substantially to all
eight objectives, yet each subject may well contribute toward the adhievement.of
seVeral. A review of these major objectives of business education helps to give an

understanding ofthe place.of business education in the.high school program.
-

The Vocational objective of business education is,a Aistinct educational

discipline or separate department. It-specifically.prepares the student for

employment in clerical, stenographic, secretFrial, bookkeeping, and other office

Business Education Terms Defined, Printed by Delta Pi Epsilon,. natio4s1 honorary
graduate fraternity in business education, 1961.

- --
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-;
jobs, In Somesca'ses the offerings provide merely a,minimum preparation for
secUring,beginning employment while in other caset the student is given a rather
thoraugh preparation-for greater.responsibilities and managerial positions.

The exploratory Objective provides the opportunity for students to gain
important guidance information about potential careers in the businets world, and
perhaps actually to try out certain phases of real business work.

The occupational intelligence objective recognizes that all citizens should
have an intelligent understanding of the various areas of work in which they and
their fellow citizens earn a living. Business education aids in achieving this
objective through instruction of General Business.and Business Principles.

The economic understanding objective is closely related to the occupational
intelligence Objective\yet has much'broader-implications for society. The
statement often is-made that most,Americans, and especially Afierican youth, are
relatively illiterate-economically. But this statement is hardly true'a0..eit

appliet to practical aspects of the American business economy as understood.by
young people.who have studied various buSiness courses:' economic understanding
has become one of the major valid objectives'recognized for business education.

. .

The'consumer education-Objective is one peculiarly suited to business educ-
Nation.. Nearly all-cOnsumptiOn\is tied to and dependent Upon the business economy._
At the_same-time m8st business.Aefinitely is tied to and exists for the benefit

-thecOnSumer. Thus, OonsumerS\and businetses have a common interest, with each
betng dependent upon the other. Th. successful business,tends to be successful
becaus it serves the consumer well. Thus, those who aspire to careers in business
'must unde stand the consumer, viewpoint, and how best \to terve the consumer, and
since the coi9wer must make discriminating use of services provided by business,
it is zentible t turn to the businest education prbfession for any formal study
of the knowledge ne ded,

-The personal use o jectiVe, like the consum6r education and edonomic under-
standing objectives, is plicable to the.needs of all youth not just to those.who,
wish to prepare for career in.business. .The Ability to operate thetypewriter
and to keep simpiebut intel igent and effective records is of use to all or near-
ly all people in their 'person'1 affairs. Various business courses are designed
to prepareestudents for proper execution of their personal'budiness affairs:
probabl/typewriting is the one sUbject most universally recognized as having
high personaLvalue.

The semi-vocational objective recognizesthat many people who may not wish to
use a particular butiness skill or knowledge aS a major or full-time means of
ea ing a livelihood may nevertheless be enabled to progress in their choten pro-
fess ns or occupations through the use of.certain 4sinest skills; Quite often
the re rter, the psychiatrist,'the statesman, the research scientist, or the
novelist\learns shorthand or typing purely for'the purpose of achieving greater
effectivenees in his oWn profession Business English,tusinesi writing, sales-'
manship,:and many other business courses have special value to people in many
occupations which.are hot considered to be.business vocations. .The-business
educator specifically recognizes this semi-vocational objective as one of those
to be achieVed throuoh business education tOurset.c

college preparation objective is one whereby the high school has,an
:Obligation tO give college-tboUnd youth some background preparation in and know-,
ledge Of that which is to become their major endeavor as.dollege students. It is
probable that the skill areaS Within the field, of businesi 'education provide for
the developmeneof tools'whereby probable college students may be-better pre-
pared to cope with demands required of them in seeking their-education.

--8.
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THIS We BELIEVE ABOUT BUSINESS EDUCATION IN THE SECONDARY SCHOOL*
e

Major statements of the purposes of education in America have identified,d need
for business education. Business education achieves its goals through-

Specialized-instruction to prepare stud, ents for careers in business. -
', Fundamental instruction to help students assume their economic roles as

consUmers, Workers,. and citiZens.
BaCkground instruction to help students in preparing for professional.,.

careers\requiring advanced study.

In an effort to satisfy the needs of allstudents, secondary schools should.pro-
vide sound programs of business_education that. provide instruction far arid about

abusiness.

WE BECIEVE THAT,

. .Business education is hn effective program of occupational instruction for .

secondary students deSiring careers inbusiness.
. . .Business education has an important contribution to make to the f.conomic
literacy of all secondary school Students.- -

,

\\. . .Business education is desirable for students who plan programs requiring post-
secondary and higher.education in the field of business.

Program Development - Careers in Business

'The occupational program shOuld be related to the needs of business. There-
fore, the business Curriculum must be flexible and sensitive to changes in
business. -..

VVE BELIEVE THAT

.Every.secondary school:should provide opportunities for students to prepare
for careers n business.

.)

. . .The time devoted to preparation for business occupations should depend upon
the student's abilities, interests, and personal qualities,

. .The sequence of learning experiences should be pidnned so that the student
will achieve his highest occupational competency upon completion of his program.

. .Instructional equipment and facilities should be 'comparable to thosefound
in the businesses where students,are.likely to be employed.

. .In-school lavatories that simulate business conditions can be an effective
means of providing.business dducation
. . .0n-the-job experience thrOugh cooperative &ducation can be.an additional
effective means of providing business education.

An advisory committee should be involved in planning programs leading to'
.employment in business..

Certificates of occupational proficiency shoUld be awarded.to students who
develop.employable competencies. Proficiency certificates should be recognized as
Svidences of competency by employers or employment agencies.

.Every_secOndary school should have, a youth organization for business students.

A 'statement by the Policies Commission for BuSiness and EconoMic Education, taken
from the Delta Pi Epsilon News, Fall, 1970.

10
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4.4

aes aS Consumers, Workers and 'citizens.

a
The consumers, workers, and citizens should know how to,interpret economic

;sues which affect them and how to,panageAheir economic affairsefficiently.

E BELIEVE THAT
.6,

*Opportunities must be_provided for secondary school students' to develop.an
iderstanding of how our business system operates.

..programs that deVelop economic understanding should be planned cooperatively
ith Other .departments of the school that are concerned.rith e.:nomic education.

.Any requirements relating.to the development of persor:ell and social economi-:
)mpetencies should be reciprOcally%xecognized by.the re,p.tve departments of
le achoOl. . P

uicfance..

..0

The diversity and comprehensiveness oethe business program requires that
iidance services be'available to alr students.

WE BELIEVE THAT '.
,,r , ,

.Occupational information and assistance ih interpreting that inforMatioh I
----.-

lould be available to all 'students. . , .
,,.

.

.Every student should be assisted in establiShing an awaeeneSs;of his-own.
aterests'and capabilities so that he may plan'his career. .. .

.

The secondary schools have a,direct responsibility to provide oCcupational
Dunseling, placement, and folloW-up of students enrolled in the business
rograms.

THE ROLE OF BUSINESS EDUCATION IN CARE CAREER EDUCATION
#

.
business educators 2annot hide behind a facade of edUcational objectives_ .

hat are not suivorted b9 responsi.61e action. Taxpayers, parents,.and students
resdemanding-More from education. They want results. .They are not content with
ast year'S promises and last year's successes.. They-demand; "What can you do for
O noW?" .gducators are being heldaacccuntable.:

BusinpsS edacation personnel.,needto be increasingly.senSitive to their'
!esponsibility to bring individuals to'a specified level'of 8mpetency in the
bortest time:. possible.' They need to re-think Lie role of business education in'.
4ucation programs. They must recognize those changes rhich are developing. fn
;ociety,' seek to understand the fOrces behind them, predict the Consequences of
:hose changes,.and either adjust to them or find rays to modify them.

0
Program Criterria

The%riteria used in evaluating.business education programa can serve as
itandards for program development. One important'criterion is-the_nUmber of per-
ions servedi About, 75 per cent of all students need training for emiiloyment re-
Luiring ies .than a baCcaleureate degree. Therefore, a'rlde range of programs
lust be provided. to Servd_all types of studenti: the student dropdut, the disad-
rantaged student, the handicaPped student who has goals identUied with technical
:raining. Also needed'are programs,for adults who want to learn new skill§ or
ipgrade their present Skills%

10 0
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A 'second criterion concerns the relevancy of the occupations for which train-

ing is provided.. Present and projected labor market needs, rather than available

equipment and available teacher expertise within the local educational system,
should justify the existence of programs.

A third criterion.involves the nature of the educational experience. What is

taught must be directed toward employment. Course content, work experiences, and:

ancillary activities should develop the' competencies employers seek. Business. and

.industry can advise business educators on their needs.

Provision of educatiOnal experiences 'that meet the needs of the individual

is a fourth criterion. Consideration mist be given to the skills, knowledge, and
attitudes of each individual when he enrolls in a program.. He should then be

provided with the experiences he needs to develop hiS potential. 0
A fifth criterion is tha application of innovative ideas which have been

developed through research. The results of research are often lost because they

are not disseminated. But even when those results are disseminated, they are
often lost because too many educators lack the time and knowledge to effectively

plan for change, and many avoid change because of insecurity.

Articulation of ducational e'xperiences is another iMportant criterion.

Greater coordination needed, starting at the elementar' level and continuing
through the secondary, \post-secondary., and adult levels. An overall program

of career education inc14des occupational information, orientation, and exper-

iences. One segment cif the program serves as a springboard for the next segment.

Articulation of program is .the responsibility of local education agencies.

A realistic program of evaluation is based on the placement and,performance

of former studr,.^s: This process requires feedback 'rom employers on the strengths

and weaknesSes of the 'produCts orcareer education programs, and it requires feed!'

"back from' former students on their satisfactions and their unmet needs.

The Role of All Educators

Education for 'employment is the, role of business education personnel.

However, it is also the, role ot all educators. The academic educator can utilize

the occupation-al-goal's oc students in teaching'the 3 R's, the fine arts, and the

sciences. Workin4 togethe/r, all educators :Rild the finished prodUct and help
:.

shape the future...Of Society. '

,---

1
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The need Ior viocational educationcan easily be seen from the information
given in the Chart below.*

44.

,THE NEEO FOR VOCMIONAL EOUCAT1ON

5
DUHREG Ernst

bi, ,HT TEARS'IN SCHOOL

,27t

SCH,Ol

-,H-A-DT-ArriT-TroA
.IiH SCHOOL.
4,TH-1or PLANS FOR
I oti Int .mMEDIATE
EDUCATION OR ENTER
ING LABOR FORCE AS A
rHAINED WORKER

DROP1L.T FROM
COLLEGE

69 TOTAL
ENTER LABOR conCE vertagol
ADEOUATE THAWING

100
ENT4.1 EMIT, GRADE

95 \
ENTER ATNTH GRAOE

GRADUATE FROM HIGH SCHOOL

SNIFF LABOR
FORCE
TRAINED IN
VOCATIONAL
EgooUCARTAIMON32

ENTER COLLEGE

14
GRADUATE FROM COLLEGE

These 69 out ol 100 people can tryneht from Vocational Education

pio..... '0 Li S 011iC Ol EMIC11100.1--1910

TOTAL 31
ENTER LASON
FORCE
TRAINED
THROUGH
VOCATIONAL
EDUCATION
PROGRAMS
on COLLEGE

0

pages 10, 11 and 1 reprinted with permission.from Business Education for the
Seventies, Office of the Superintendent of,PUblic Instruation, VocationaB and
,Technical Education pivision,,Springfield,'Illinois, 1972,
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It

TAXONOMY 'OF OFFICE OCCUPATIONS

InstruCtional Code Numbers for Office Occupations 14.0000

.14.01 Accounting and Computing Occupations

14.02 Business Data Procession System,Occupations

14.03 Filing, Office Machines,Occupations

14.04 Information Communications Occupations

14.05 Materials,Support Occupations

14.06 Personnel Training and Related Occupations

I4.07 -Steno, Secretarial and Related Occupations

14.08 Supervisory and Administrative Management Occupatio

14.09 Typing and Related Occupations

14.99 Other

- \

The taxonomy of office occupations is the body of subject matter or

combinations of-Courses and practical experience, .organized into programs

of imtruction to provide opportunities for pupils to prepare for and

achieve career objeCtives in selected office occupations. In the instruc-

tional,process substantive content frequently is comprised of subject

matter_drawn from other subject matter areas. Learning experiences are

designed to lead to employment and/or-advancement of indiviamlc in

occupations in public or private enterprises or organizations related to

the facilitating function* of the office. Included is a variety of

activities, such as recording and retrieval Of data, supervision and
coordination of office activities, internal and external communication,
and the reporting of information. Under this heading are the items of

information which identify categories bf Career objective-3 in office

occupations, and around which courses and practical experiences are

developed.

14.0000 Offico Occupation's

0100 ACcounting and Camputim -- Planned learning experiences which include

* "Facilitating function," as used in Office OccUpations Education, :refers to

the expediting role played by-office occupations as the connecting link between

.114.1ae production and distribution activities of an organization.
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a combination of courses and practical experiences concerned with

systematizing information about transactions and-activities into
accounts'and quantitative records, and paying and receiving money.
Career objectives are identified with a variety of occupational

0 groups and specialization, (as indicated in the Dictionary of
Occupational Titles), such as Junior Accountants, Bookkeepers,
Cashiers,.Machine Operators, Tellers, and Other AccoUnting and

Computing OcCupations:

0200 Business Data Processing Systems_r- Planned learning experiences
wbich include a combination of courses and"practical experiences
Concerned with business data processing systems and operations.
Career objectives are identified with a variety of occupational
groups and specialization, (as indicated in the Dictionary of Occupa-

tional Titles), such as Computer and Console Operators, Peripheral
Equipment Operatorai:,Programmers, Systems Analysis, and Other Busi-

-,

ness Data Processing Systems Occupations,
-

0300 Filing, Office Machines, and General Office Clerical -- Planned
learning experiences which include a combination of courses and
'practical experiences concerned with the recording and retrieval of

data, including classifying;.sorting, filing, correspondence,
records; and other data. Career objectives are identified with a
variety of occupational groups and specialization (as indicated in

the Dictionary of Occupational Titles), such as Duplicating Machine

Operators, File Clerks, General Office Clerks, and Other Filing,

Office Machines, and General Office Clerical Occupations.

.0400 Information COmmunication -- Learning experiences wbich include a

coMbination_of courses and practical experiences concerned with the

distribution-Ofinformation,-e.g., by mail, telephone; telegraph, and

in person. Career objectiVes_are identified with a variety of
occupational groups, (as indicated-in the Dictionary of Occupational

Titles), and specialization sudh as Caturracation_systems Clerks and

Operators, CorrespondenceClerks, kleil and Postal.-Clerks,Mail-

preparing and.Neil-handling Madhine Operators,Messengers and-Office.

Boys and Girls, Receptionists and Information Clerks, and Other

Information Communication Occupations.

0500 Materials Support Occupations:, Transporting, Storing, and Recording-

Planned learning"experiences which include a combination of courses

and practical experiences concerned with (1) receiving, storing,

issuing, shipping, requisitioning, and accounting for stores of

material or material'in use; (2) assigning locations and space to

items, including'verification of quality, identification, condition"

and Value; (3) the physical handling of items, including binning,

picking, stacking, and counting;,(4) preParing or,committing stocks

for shipment; (5) -inventorying stock; (6) replenishing depleted

items; and un filling orders,,and iSsuin4 tools, equipment, or

materials to workers. Career objectives are identified with a

variety of occupational groups-and specializations, (as indicated in

the Dictionary of,Occupational Titles),.tudh as Planning and Produc-

tion Clerks, Shipping and Receiving Clerks, .Stock and Inventory '

Clerks, Traffic, Rate, and Transportation Clerks, and Other Trans-

porting, Storing, and'Recording Occupations.
Po
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0600 Personnel, Training, and Related -- Planned learning experiences

which include a combination of courses and practical experiences
concerned-with personnel administration of an organization and the
facilitating functions of scheduling and conducting clerical work and
management and operations of organizations. Career objeCtives are ,

identified with awariety of occupational groups and specialization
(as indicated in the Dictionary of Occupational Titles), such as
Educational and Training Assistants, Interviewers and Tests Techiii-
cians, Personnel Assistants, and Other Personnel, Training, .and
Related,OccIpations.

0700 StenograPhic, Secretarial, and Related -- Planned learning activities
which-include a cambination of courses and practical experiences con-
cerned with making, classifying, and filing records, including
written commuhicationS. Career objectives are identified with a
variet of occupational groups and specialization, (as indicated in
the Dictionary"of 'occupational Titles), such as Executive Administra-
tive Secretary, Secretaries, Stenographers,,and Other Stenographic,
Secretarial, and Related Occupations.

V.

0800 Supervisory and Administrative Management -- Learning activities an
experiences concerned with..a variety of responsibilities such as
studying policies, organizational structures, and administrative,.
practicee' of such organizationS as governmental uniiS, industriAl
firms, and nonprofit-groups; (2) reviewing periodic budgets sub-
mitted by operations personnel; (3) preparing reports summarizing
'findings and recommending changes in policy, 'organization, and admin-
istration to,line management; (9) consolidating the budget estimates
and preparing finandial reports for consideration and action ty
uppet echelons cl management; and (5) supervising and coordinating
activities, determining work procedures, and assigning duties.
(D.O.T. No. )

-

0900 Typing and Related -- Planned learning activities which include.a
combination of courses and practical experiences concerned with
-recording data, Supervising and administering typing staffs and
typing, and managing offices. Career-objectives are identified with
a variety of occupational groups and specialization, (as indicated in
the Dictionary of Occupational Titles), such as Clerk TYpists, Key .

Pundh and Coding Equipment Operators, Typists, and Other Typing and

Related Qcclipations.

1000 Mdscellaneous Office (Specify) -- Planned learning experiences (not
elsewhere classified) which include a combination of courses and,
practical experiences concerned with the facilitating functions,
e.g., public contact such as registering hotel andmotel guests,
examining claims and records, and collecting and tracing 4ccounts.
Career Objectives are identified with a variety Of occupational

N. groups and specialization, (as indicated in the Dictionary of Oodu7"
N'pational Titles), such as Collectors, hotel Clerks, Clerical Techni-

mans, Credit Cldrks, and.other occupations and areas of special-
ization concerned with office occupations not listed.or classifiable
in teNabove categories', including emerging office occupations not
classifiable in the above categories. (list D.O.T. Nos.)

9900 Other,.NEC (Specify)
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ACCOUNTABILITY:zEDUCATING STUDENTS FOR

BUSINESS AS IT NOW EXISTS
.f)

Just as chenges in industry are inevitable as'forced by new methods, new
products,.new materials,,research, and automation, changes,within the educational .
'philosophies are brought ebout,by new media,-new methods,,new objectives, new
student attitudeS, and legislativabudget controls.. It is otirentlY,fashionablei
for example., forthe general public to be suspicious of organized'and'inetitu-
tionalized education. A concept is developing which links-Money spent'with value
received in education. Should not some person or'persons be.responsible or
accountable for this.investment?

Business educators_podiess no immuhity to this charge. In fact, there would
be few_true professionaliausiness eduCators. who would deny the general premise
that they-ere more accountable for their performance in the Classroom than most
othex'feachers. Any reliable acCountability system mudt include some identifi-
cation of'the students' success following graduation. This :Wentification -seems
more 4pparent with business Majors than general edUcation.majors; however,
measuring teacher influences is a most complex and comprehensive endeevor. The

concentrated educational.speciality of business teachers includes the total
talents in teaching for maximUm occupational, intelligence, expertness-of skills,
and a Comprehensive appreciation of economics.,

The rationale Of business education accountability is thus supported by the
role of the teacher in'education students-65i business as, it.is now.:

To Whom Ate Buzinesp'Educatrs Accountable?

A multitude of" accountable factors are accepted by every business teacher.
The business teacher isaccountable foxhis contributions to the total educe-.
tional outcome. His classroom cOmpetence must be synchrOnized with the total.
interrelationship of all instructional influences. He must seek valid.and
reliable exgdence.to substantiate good teaching. This evidence might be secured
through follow-up studied, visitsqta businesses employing graduates, evaluative .

conferences with other teachers and *supervisors, and anelysis of grades. A

genuine desire to.improve classroom,performence Must be evident.

Cardinal to this concept will be the business educator'S acntbility to
himself. Let each business educator resolve to.be the mos gnificent teacher
possible, limited only by hid-innoVatiVe-edpiratioj,:dmust develop-and accept, .

,

a philosophy of paiinership'with the business-wOild, staying constantly informed .

of current research and aware of new businesS, proceduresand trends. He must
then make an intelligent interketation of these business trends for the effective
transfer to the student.

'Accountable teething invOlves soomuch more than, mere acCeptance_of the
responsibility for certain standardized grades-earned in some isolated course.
Tilis accountability should be expanded to include the mOtivation for each student
to be:

Flexible enough to adapt to change.
2. Congenial enough to listen to new and different ideas.
3. Ambitious enough to txy a different procedure.
4. Intelligent enough to be well mannered.
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5. Patient enough to try.again when the first attempt fails.

6. Polite enough to help a co-worker in need.

7. Courteous enough to recognize confidential information.
8. Proud enough to appreciate good growling.
9. Mature enough to accept criticism.

10. Sensible enough to use good judgment.
11. Loyal enough to work overtime.,
12. Optimistic enough to sthile.

Guides for Account nderst n in

Primary to any succesSful basic business or economic education:course.is
the teadher's acceptance of clearly defined, objectives..for that course. These
bjectives must be relevant to the modern etonomic.philosophies and, moreover,
must touch upon-the businesd trends of tomorr.m. Sincere acceptance of these-
,defined objectives can be the only hope of.deeloping new student understanding
and appreciation of economic,freedoms,.living standards, and theanswers to-bow
t r d of business functions. ThFoUgh these course objectives, the teacher
can build intelligent student reaction to conflicting opinions 'within business
and model a student's conception/Of eConomic responsibility. The teacfier is .

accountable for developing in.his students.the realization that they are an
integral part'of the total economic system rather'than mere-bystanders.

Graduate follow-UP studies may well serve as one reliable.guideline in the
establishment of ithprovr.d course objectives. .Direqt questions can determine the
economic concepts necessary for success in a graduate's everyday livin4.

A wide vakiety-of teaching methods whiCh are suitable to basic business and-
economic courses are available. Deliberate experimentation of various teaching
methods-which best accomplish the objectives should be a prime concern. The i

learning results of class excursions, guest speakers, student committees, scrap-
books, supervised laboratories, audiovisual aids, library assignments and student
buzz sessions should be validated.

----Guides for Accountable Teaching in Skills Competency

The teaching,of business occupational skills must be geared to present and
future business practices. In no other area of business education is this factor
more important. One of the most serious problems facing business educators today
is keeping abreast,of new devices and-revised skill requirements. Skill stan-
dards based solely on publishers and other teacher's comnents are insufficient
to support accountable teaching. Classroom occupational skill standards must be
designed frbm the results of careful analysis of specific job requirements.
Obtiiously, there is little disagrement in admitting that business educator
competency is the natural and desired result of adequate business experience.
Business experience must be periodic to be modern, and must be of the caliber
Which can substantiate classroom theory to be relevant. Business educators aret
charged with the6responsibility of synchronizing occupational preparationmith
the4-rapid1y-changing technology of this-'day andetims.

The ultimiteAval of teadhingc even within'the occupational skills, is .
development of the total growth of the student. Too great is the temptation to
devote all energies to the building of words per minute, and to otierlook an
opportunity to teach tacti oeto teach transcriptiori talents, ana Orerlook an
opportunity to teach the value of integrity. :
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The concept of aCcountability.shifts attention to the quality of instruc-
tionZrather than the traditional emphasis on curricula eesign The, problematic

portion of the accountability theory involves the development of'objective,cri-
teria to assess teadher performance: ,Since businesa educators are directly in:-
volved in occupational education, they are well within the target center of

:accountable classroom perforMance. 'A united accountability theory which includes-
reeponsibility to.the profession, to the student, to thSsChools, and to the
business world in general is most advisable..

-

A serious consideration of.the main implications of accoUntability and
edbbating students for business° Can be of favorable consequence. When thia .

conaideration brings forth conclusive thoughts for iMproyed teaching, the edU-
cator's complacency should become disturbed because he will then question his
teaChing effectiveneas.- He will be led to speculate and experiment to discover
a better teaching method. He muat_he compelled to set the standards for which
he is held'accountable.by educating his stddents'for businessas it now exists.

n
CREATIVE-CLASSROOM TEACHING IN BUSINESS COURSES

. Creative teaching begins with carefully expressed behavioral objectives
indicating what thetstudent should know and be able to"do at the end of eath
assignment or unit-of study. The differences in the nature of these objectives,
the varying backgrounds and learning abilities of the students,.and the group'
instructional environment and media ayailable will determine the learning .

experiences necessary to achieve the objectives.

, creative classrOom teaching becomes a necessity when the instructor accepts
the sdcial; cultural and econoMic background; and the varying learnIng abilities

of his students. Optimum learning across the student continuum-can occur Only
when there is a matching of the different kinds of instructional materials Ind

procedures with the learner. A mergerof teacher identification with the stu7
dent, a thorough knOwledge of subject matter, competency in handling various

instructional techniques, and pupil effort are necessary if the student is to

achieve his potential.

,

Various perceptions of subject matter held by the instructor provide the
basis for varying interpretations which will permit an open channel for the

student to discover his own interpretation and to'develop it to his.fullest

capaday. creative teaching requires flexibility in seeing new relationships-
combinations'of ideas in the area of instruntion as opposed to conformity.

Each perception needs to be translated and communication skills are needed.
Creativity is expressed when instructional ingenuity is displayed with meaning-

ful materials, techniques; and methods in the -classroom. The teacher must be

able to develop new-indtructional materials and become acquainted with current
educational methods, technology, research, and experiments.

'

. A continuing evaluation of the results is necessary to revise instructional
'content, procedures, and, program to achieve instructional objectives.

,
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ENCOURAGEMENT OF YOUTH GROUPS

./
. .

'Business students should be eneouraged to join and!ecome active-in youth--
organizationa related.to occupational'dhoice. Membership serves to reinforce,
classroom adtivity, deepen career.interests, and broaden career goals. Partici-
pation in clOb activities enables, members to develop poise, decision-making;
powers,'respontible attitudes, the_ability to speakbefore groups, and other
.qtalities of leaderthip. The'social Activities make.it possible for participants
to esPerience social growth.

Future Businest Leader's of America (FBLA) is a national organization for
gtudents.eliiolled in business subjects. Distributive Education Cltbs of America
(DECA) is the national youth.organization for'Atudents enrolled in distributive
education programs and, who are preparing for fb11-time occupations in the. fields

Of marketing, distribution, arid management. Both oltbd.are-active in North Dako-
ta tecondiry schools.

INVOLVEMENT IN PROFESSIONAL ACT(VrfIES
.1)

' Opportunities for ihe business teacher to profit from.and gain stature in his
°. profestion are many. For a minimal amOunt.:.of money, thp busiri,teacher may be-:

riC

long to his area, ttate, regional; national, and inte ational prOIessional organ-.

izitigns. He may attend and participate in their con erences and cOmientiOris,:and
:receive monthly, quarterly, and special-professional Magazines And bulletirit.
Early in his career development years he will find as a student that-special pates

.

'are available:to him in many business edudation associations. ,..

.

. .

. A
-Professional,membership alcale will not resat in adhievino Professional staf=---

, .

ur.' Keeping abreast of'What is new in educationwill result from syritematid
..

reading of professional-ingalicstATMCG-Tailiaing meetings and cOnveritions,,And
actively participating 1n discussions,. programsvand worksliOps. Undoubtedly the 7.:\.......

VIOSt Personal satisfaction redults from accepting leadership and becoming "ac-
tiVely.involvedin the.dedision-making processes of local, regionalp-or state
organizationd. 1 '
,,y..

Apt equal importance is the fact.that ictivt involvement in organizations
generates a momentum'which pervades all of-the teadher's profession-related ac-
tivities as a student teadher, as an organization member,..arideven as a.student

. .

in graduate courses.'

.f3usiness Educaton Professional OrganIxation .
..

,
..,,-

... . /
. .:.; .

The following dhart taken from the Busintsd'Education'Forum denoted the
_ organizational structure off naticnal and regional associations for business

eacherd.*

*

Pages 21, 22, 23 and 24 reprinted with permission from Business Education for the
-Seventies, Office of the Superintendent of Public Instrudtiori, Vocational.and
Technical Education Dividion, Springfield, Illinois, 1972.
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ariNATIONAL BUSINESS EDUCATION ASSOCIATION

STANDING
COMMITTEES

Steering .

Publications
Finance

Nominating

.INSTITUTIONAL DIVISION

National Association for

Business Teacher Education

RESEARCH OUNDATION

UN(TED STATES CHAPTER-

'International Society for

Busini.a.s EduCation

s,

REGIOVAL ASVCIATIONS
ito

EasteliftEBEA

SouthernSBEA

North-CentralN-CBEA

-1 Mountain PlainsM-PBEA

WesternrWBEA

AFFILIATED qeSOCIATIONS

Alabama Business Education Association
Arizona Business Education Association
Arkansas Business Education Association
Ca !Hornig' Business Education Association
Catholic Business Educttion Association-Midwest Unit
Chicago Area Business Educator: Association
Colorado Business Echication Association
Connecticut Business Educators Associ4tion
Delaware Business Teachers Association
Florida Business Education Asiociation
Georgie Business Education Association
Greater Houston Business Education Association
Guam Business Education Association
Hawaii Business Education Association
Idaho Business Education Association'
Illinois Business Education Association
Indiana Business Education Association
Iowa Business Education Association
Jamaica Business Teachers Group
kansas Business Teachers Association.
Kentucky Business Educatibn Association
Louisiana Business Education Associatioil

\ Maryland Business Education Associatior,
\ Michigan Business Education Association
\Minnesota Business Education Association

Mississippi Businesi Education Association
Missouri Business Education Association
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Montana Business Teachers Association.
Nebraska State Business Education Association
Nevada (Northern) Business Education Association
Nevada (SoutLern) Business Education Association'
New Hampshire Business Educators Association
New Jersey.Business Education Association
New Mexico Business Education Association
North Carolina Business Education-Association
North Dakota Business Education Association
Ohio Business Teachers Association
Oklahoma Business Education AssociatiOn
Oregon Business Education Association
Pennsylvania Business Educatori Association -

Philippine Secretlrial Educators Association
*St. Louis Area BusinessEducators Association
South Carolina Buiiness Education Association
South Dakota Business Education Association
tennessee Business Education Association
Texas Business Education Association
Tri-State Business Education Association
Utah Business Education Association
Viminia Business Education Association
Washington State Business Educakion Association
West Virginia Business Education Associatjon
Wisconsin Business"Education Association
Wyoming business Education Association ,



EXPERIMENTAL PROJECTS

A. Definition of Experirnental Projects

Amexperimental project shall be regarded as a systematic and controlled
teaching activity designed to.develop new.and improVed organizational
or instructional procedures. Experimental projects refer to deviaticms
from regular practice whiCh schools may wish to carry out-in quest of
improvements in education.

B. 'Approval for Experimental Projects

All projects undertaken by the school whiCh ay experimental in nature
rest be approved by the Department of Public fnstruction. Tile depart-
mpnt encourages qualified schools to.enter into experimental projects.
When the necessary elements of the proposed experiment arc within the
'ability. of.the school, approval will be granted. .

C.. General-Criterii

1. Capability

2, Length of till, for.project

3. Preparation of staff
*

_

4. Facilities ,

5. Credit

The si16e of the course content must be aeleastwithilirminimm
standards as used in the regular courses.

ie
b. Regular achievement evaluations througti the use of a valid testing

prdgram must be carried cut by use of:

1) Standardized tests

2) Comemtional-tests

3) Specialized tests for newer programs

C. Plan for follow-up studies by cceparing pupil. performance

1) In advanced courses

2)- Performance in institutions of higher learning
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d. There may be exceptions fram established length of course time, if

there is sufficient evidence of increased pupil achievement above
that, normally expected.in courses completed in 19 or 36 %seeks of

tiMe.

e. Allow a pupil to Progress to advanced courses-on the basis of proven
'achievement.

f. dtedits earned in experimental programs, approved by the department
in accredited high sChools,-areto be accepted by high sChools and'
colleges:

Although.direct and immediate leadership in experimental.projects
should come- from the elementary ahd secondary sChooI principals in Whose
sChools the-experimentation. will take place, the general overall
.leadership in experimental prOjects must be the concern and the restom-
sibility.of the.superintendent of sdhools.-

D. Types of Experimental Programa

I. Variations-of class schedule

2. Variations of class size

3. Courses not included in the 1970 plAnning guide, etc.

E. General Guidelines

1. Overview of projects.

a. Brief description of the course to he offered.

b. The number of students and intended grade levels.

c. The nimiber of teachers and their academic preparation.

d: Time-Schedule. (note: yearly approval necessary based upon merit

of programs)
*

e. Amount of credit to be allowed.

f. Evaluation7periodic summarization (of weakness and/or strengths) of
projeet.

g. Cburse outlines and guides ard to accompany courses reported.

28

27



REQUIREMENTS FOR VOCATIONAL OFFICE EDUCATION PROGRAMS

.

Vbcational Office Education is a program of study designed to provide
students with the necessary skills and knowledges for a career.in pffice occu7.

pations. Naturally, a program of study is made.up of courses, but no course
in and of itself/ is a program of study. The skills and knoOledges atypical to

,the_bUsiness and office occupations are learned in reimbursed and nohreiMbursed

%courses.. Courses which may be reiMburseable through the North Dakota State
'Board of Vbcational Education if they are part of,a program Of study include:
Bookkeeping II, Clerical Office PracticerEata Processing, Filing and Records
Management, Office Madhines, Secretarial Office Practice, Shorthand,I if
Shorthand II is offered, Typewriting II andSupervised Cooperative Occupational

EXperience.

The skills and knowledges learned in a vocational office education%program
are of liMited value unless a student has had meaningfu... experience in uti-.

lizirg these skills in an office situation. This experience can be gained
through a.simulated or model office, but the 000periM:ive work exPerience pro-
gram is without a doubt the best method forda student tO Obtain thenecessary
experience. 7Both methods are used in North.Dakota secondary sChools.

The title of a course alone is not a reliable guide for distinguishing'
vocational office education instrudtion from non-vocational business education.
A sccondaTy vocational office education program is established around the Of-
fice OFOUpational Code groupings and possesses certain essential dharacter-.
'istics Sudh as:

a. The instruction inthe program.is directly related to 'office
employment opportunities.

An advisory committee is utilized In program development and
s

implementation.

c. There is a specific career objectivefor each student enrolled
in.the program.

d. The facilities and equipment used in instruction are comparable NI,

to those found in the particular occwation.

e. Instruction of students is provided to develop job entry.skills,
abilities, underitandings, attitudes, Wkork habits and appreciation.

. There is a vocationally qualified instructor who has had experir
ence in the business office and has take specific courses designed
to heap him prepare students for the world of-work. The specific
requirements for vocational office education coordinators are
presented in the teacher qualification section of thiS guide.-

A,

Follow-up and other research reports are made,of students en-
-olled and those who have been enrolled in vocational office
education programs.
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Any high school, regardless of size, may submit a program application to.the

State Board for Vbcational Education for consideration. The staff members of the

State Board-for Vocational Educaticn are very willing to assist in the planning

and development of Vocational Office Education Programs.

BUSINESS: OFFICE AND DISTRIBUTIVE EDUCATION

TEACHERS QUALIFICATION REQUIREMENTS

A. Secondary-teachers assigned subjects in grades nine through twelve for accxed-

itation must hold a valid North DakotaFixst Grade Professional Certificate.

(Section 15-41-25, North Dakota Century Cbde.)
4

B. Teachers must plan a program for continuing formal education.

C. Secondary teachers must be assigned subjects within their major or minor

fields of preparation for an accredited classification. (Section 15-41-25.

North Dakota Century Code.)

, Department of Public Instruction Specific Requirements for Business and Office

Education Teachers

Business and Office Education teaChers must have campleped at leaGt the mini-

mum preparation of 16 semester hours or 24 quarter hours of business education

courses in college before they can teach in the Business and Office Education

field. In addition, a teacher shall have successfully cOMpleted at least one col-,

lege course (excluding workshops) for each subject assigned,. Teachers of General

\ Business will be approved if qualified in the field of Business-Education.

Department of Public Instruction Specific Requirements for Distributive Education

Teachers

I ,

1
Distributive Education subjects only may be assigned to teacherS with at least,

a minim= preparation of 16 semester hours or 24 quarter hours of Distributive Ed-

ucation course work in college.
\

State Board for Vbcational Education Re4Uirements for Vbcational DistribUtive Ed-

cation and Office Education Teachers
c,,

Stated belcufis an excerpt from the North Dakota State Plan fox Vocational

,
EduCation stating the requirements for Distributive Education and 'Office Educa-

tion Teachers,and coordinators'in schools operating vocational programs.

1.33732 DistributiVe Education
1.33-32-1 Teacher Coordinator - Secondary
1.33.32-11 Duties. Teacher shall plan and carryout a program of instruction

\which will help students develop competencies needed for the role of an

\ plcyee of a distributive occupation or contribute to the employabilitrof

youths and adults. Part of each program of instruction shall include learn-

ing experiences which will help student's to becare responsible Obnsumers.

The distributive education teacher-coordinator shall interview the coopera-

tive students,Iind job placements for them, arrange.interviews with pros-

pective eMployers, and.place them on the job. With the emplcyer, he shall-

develop a training plan for the students placed. The local teacher-coordi-

nator shall serve as the advisor of the local chapter of Distributive Edu- .

-eation Clubs of America.
,
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1.33-32-12 Education. He shall have a bachelor's degree with major or manor
emphasis irTdibutive educationl.marketing and management, including
professional education courses to qualify to=teadh in secondary schools.
Graduate courses may be included with undergraduate work to determine the
evivalent of major emphasis in distributive education, marketing and
management.

1.33-32-13 Exverience. He shall have had gainful employment in one or more
of the distributive occupations.

1.33-32-14 Approval. He shall be approved by the State, Supervisor of
Distributive Education.

1.33-35 Offide Education.
1.33-35-1 Sec
1.33-35-1T-Etaary: Teadher-Coordinator Education and Experifnce.
In all sChZEITWerating areiMbursed vocational, office-education program
the teadher-coordinatcr must have earned a.badhelor's degree with, a major
in business education and hold a valid:North Dakota first grade profes--
sional teadhing certificate. In addition,the teacher-coordinatOr shall
'have at-least 2,000 hours (1.year) of successful verifiable occupational
experience in a business office.. The teadher-coordinator Shall have mar
pleted three professional °ours:es of the following nature: The thilosophy
of vocational education, coordination-of cooperative programs, and organi-
zation.and administration of cooperatiVe programs. If the instructor has
not completed the requirements set torth in this section, revirements must
be'completed within four years after the beginning of his teaChing career

an approved vocational program.

1.33-35-13 Secondary- Instructor Education and Experience. In all schools
operating a reimbursed vocational office education program, vocationally
reimbursed opurses must be tau4ht either by a teacher-coordinator or an

'instructor who has earned a badhelor's degree with a major in business edur
cation' and holds a valid North Dakota first grade professional teaching
certificate. In addition, instructors shall have completed a course in
nature of philoSothy,of vocational education and have completed a mini
of 500 hours of successful verifiable occupational experience in a bus

, office. If the instructor has not completed the require-tents set forth
this section4-requirements must be caupleted within four years fram the
beginning of his teaching career in an apgrmedvocational program.

North Central Association of Secondary Sdhool's Requirements for Business Teachers

North Dakota Secandary Schools belonging to the North Central Association of
Colleges and Secamdary Schools have additional requirements for Basiness Education
Teachers. These reguirements indlude sudh general criterion as'a Baccalaureate
degree and,meeting the legal standards for teachers in North bakcta plus specific
.Genefarpxeparatial and Professional Preparation semester hours of college course
work. Also, Business_Teadhers Must have 'a minimum ation of 24 semester
hours in business WI

dh heis assi
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Course Description
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ammo.
, ACCOUNTING I

(Bookkeeping .1), ,

The emphasis of this course is on basic principles, concepts., and pro-
cedures of accounting needed by eVery student to take advantage ofopportunities
presented by.the business world. Also, there is a rapid increase of business
using'electronic Computers and other automated'equipMent for processing their
business data'and the.aCcounting student muit be Prepared to use these newer'
and better tools for handling busineSs information and records.

Course Objectives

1. To develop the Ability ta.use a dystematic method of recording daily'
transactiohs ofa business.

2. To identify and use common accounting terms which may be utilized in
daily business:activities.'

3. To help sttidentS to prepare.and interpret.financial records.

To develop an understanding of the need for systematic records in the
management of personal, familyi_AnstitUtiOnal, and commercial business.affairs.

5. To develop'desirabie business attitudes., w..Jrk'habits, and ideals
necessary for sutcess in business occupations; such as regular attendance,
neatness,,wise .14se of time, '-follow instructions, accept responsibility, and

get along with otherS..'.

32,
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. 6. To'compare differences in manual and automated procedures in processing ,

accounting data.

' s7. To develop understandings and skills related to the use-of machines in
recording financial transactions and the use of machines in the electronic
processing of 'financial data.

8. To acquire a .foundation for advanced study in accounting.

9. To recognize the induence of government regulationa in keeping .
financial records.

enable students to uselpasic principles of income taxi

11. To develop an understanding of social security, insurance, and other
payroll deductiOns.

,Course'Content

A basic accounting system, recording and posting the opening entry; debit
and credit of business transaations affecting ledger accounts, journalizing and
pusting business transactions, providing the accuracy of posting, a trial balance,
six-colUmn worksheet, income statement, balance sheet, closing the ledger, record-
inq the buying.of merchandise on acCount, recording cash payments, recording the
sale of merchandise on account, recording cash receipts, recording miscellaneous
'entries in the general journal, cheating accounts and reconciliation of bank
statements, eight-column worksheet.with adjustments, financial reports for.mer-
chandising business, adjusting And closing entries, flowcharting, data process-
ing systems; manual and mechanized,, unit records, and electronic computers, the
combination journaland the petty cash fund, problems relating to sales and
purdhases, payroll records, payroll accounts, taxes and reports, fixed assets and
depreciation, disposingof fixed assets, bad debts and valuation:of.accounts .

receivable, a cash register accounting system, sales tax and-other sales and'pur- .

Chase-transactions; notes and interest, accrued income and accrued expenseS,
partnerships, corporations a.id cooperatives.

Course Credit

One

Course Location

11 - 12

Course Length

'One' year or 36 weeks for-180 class periods.

'North Dakota Secondary Course Code

03050 - I
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TIME THE STUDENT LEARNS

1 week

1-2 weeks

1-2 weeks

'1-2 weeks

/ The debit and/credit of

(

bustness tranSactions,
- nature of account
balances

1 -transacticSni involv-
ing assets, liabil-
.ities, and Owners
equity accounts

SUGGESTED ACTiVITIES
AND LEcARNING OUTCOMES

To start an accounting . THE STUDENT-SHOULD:
system.
--different types of Study examples of single proprietorships

business.ownershio and corporations.
-opportunities in
accounting

- common accounting
Practices

- fundamental elements
of accounting

-the accounting
equation
- the balance sheet

To record and post the
opening entry and how
to .use accounts.

- the journal entry
- steps in recording
the opening entry_
- using accounts
-the ledger
-posting the open-
ing entry to=the

/ ledger

-

-transactions involv-
\ ing income and expense
\ accounting

T journalize and post
bu ness transactions

urnalizing cash
transactions in the
general journal

.\\

Obtain from a current ne*spaper adver-
tisement, the title, beginning salary,
educational requirements, types of work
to be performed, and procedures used by
accountants.

Make a list of things 6Wned and owed and
relate them to the accounting equation.

Learn the step-by-step process in making
a balance sheet.

Prepare a balance sheet from their.
personal assets and liabilities.

THE STUDENT SHOULD:

Understand the relationship pf.the
balance sheet; opening entry,. and the
ledger. .

Record, journalize and prove the
,equalitV-of debits and credits':

'THE STUDF T SHOULD:

Use the "T" account-foror analyZing
transaCtione.

Understand the increases'and decreases
in the various accounts,. \

Work different types of transadtions
using the basic principles of the
accounting cycle.

THE STUDENT SHOULD:

List rules for journalizing in a
general journal and poSt the Zransaction
to the ledger.
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TIME THE STUDENT LEARNS

1-2 weeks

1-2 weeks

- proving the accuracy
of the cash journal
entries

- ruling the general
journal

- posting.the general
columns of the
general journal

-posting the special
columns of the
cash journal

-proving the accuracy
of the cash account
and the ledger
- finding and correct-

ing errors

To work a project whiCh
should cover:-

S -making the opening
entry

-open ledger accounts
- journalize and post
transactions
-prepare a trial
balance ,

,To use the.six-!column
i4orksheet and prepar-
ing financial state-
ments from.the work-

.,

sheet.
',analyzing the six-
column 'worksheet

-steps in preparing
the six-coluMn

.,,worksheet
-,determining net income

'-preparing .the income
statMent-from the
worksheet

'-preparing,the balance
sheet fram the

..worksheet.

suebesTED 'ACTIN/ IT IES
AND LEARNING' OUTCOMES

.

Foot several ledger accounts and
prepare a trial balance.

Explain why a trial balance is used.

THE STUDENT SHOULD:

Work in groups or individually.

COmplete worksheefs given only the
trial balance columns.

Complete a project covering the first -

foLr steps of an accounting cycle.

THE STUDENT SHOULD:

Explain the kind of proof that is pro-
vided by a trial balance.

Give reports on,why financial state-
ments are important to management.

Analyze the worksheet, balance sheet,
and income'statement of several-dif-
ferent companies.'
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TIME THE STUDENT LEiti-RNS

1-2 weeks To close_the_ledger,'
-and coMplete,the
accounting cycle.

-closing entriess
-ruling and bal-
ancing accounts
- post-closing
trial balance
- completing the
accounting cycle

172 weeks

1-2 weeks

The important aspects
of banking activities.

-opening a checking
account
-paying by check
- reconciling the
bank statement and
the checkbook
-petty cash fund

To procesi cash re-
ceipts and cash
payments.

- system for the con-
trol of cash receipts
-cash receipts
journal
- cash payments_

journal ,

-cash proof

1-2 weeks': To proceSs purchases,
of merchandise on
credit.

-system for the con-
:trol..of purchases.-

-the purchases
journal \-\

- the accounts payable
ledger \

- purchases retUrns and
allowances

- making payments to
creditors

- schedule of accounts\

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Balance and rule a different type
of account&

Understand how the post-closing trial
balance proves the equality of debits
and credits and prepares the ledger
for the next fiscal period.

Beable to demonstrate the -relationship
between the balance sheet and the post-
'closing trial ,balance.

,THE STUDENT SHOULD:
,

COrrectly complete a check and check stub.

Prepare,a bank deposit slip.

Develop oan understanding that the petty
cash fund is a.means of making cash pay-
ments where checks are not practical.

THE STUDENT SHOULD:

Rrepare a cash liayrnents journa;.

Prove cash receipt idth checks, receipts,
and the cash register tape.

Understand.the necessary materials
needed to complete acash pioof from the
cash'receipts and cash payments journal.

,THE STUDENT SHOULD:

Decide which transactions go into the
purchases journals.

Understand thecdetailed steps in post-
ing from the plirchases journal to the
creditor's accounts in the accounts
payable ledger.

Understand the reasons for borrowing in y
order to take advantage of a purchase .

discount.

payable Compute discount.;

316 \\
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TIME

1-2 weeks;

1 -3'weeks

2-3 weeks

THE STUDENT LEARNS

Processing sales on
credit.

-system for the con-
trol of sales on
credit
-sales journal
-accounts receiv-
able ledger.

-sales returns
and allowances

-receiving payments
from customers

-recording of taxes
on a sale
-schedule of accounts
receivable

To prepare income
tax,returns.

-personal returns

The adjusting and
closrng of books for a
merchandiSing business.

-eight-column
worksheet

-making the adjust-
ing entries
-preparing the finan-
cial statements for
a merchandising
business
-making the clos-
ing entries
-completing the-
accounting cycle

SUGGESTED ACTIVITIES,
AND LEARNING OUTCOMES

)

Complete small projects on work covering
purchases On account and payments on
account.

THE STUDENT SHOULD:

,Understand the saving of.time and work
by using a special journal for sales.

Calculateeaccounts receivable from cash
registerPtape information.

Prepare schedules of accounts receivable.

Record sales transactions including
sales tax.

THE STUDENT SHOULD:

Develoo an appreciation for tax
compiltation.

Be able to identify different kinds of
taxes, various uses Of tax revenues, and
rank the types of taxes as to degree,of
fairness with a U. S. Treasury Tax Kit.

THE STUDENT SHOULD:

Understand the needs for adjusting
entries.
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TIME THE STUDENT LEARNS

1-2 weeks

1 week

1 week

1 week

To complete a. practice
set for.a merchandis-
ing busineSs.

To record sales tax
and.other saleS and
purchases..

- chargeSales
- cash. sales

- liability of

sales tax
-payment of sales
.tax'

-sales returns
-other systems ,.

,To record accOhnts
-receivable and bad,
debts. '

-valuation
-estimating bad debts'
-methods of
estimating

- making entries for
v.witing.off bad.debts

- reinstatinghad
debts collected
- direct write off
method ,

To record depreciation .

and depletion of
fixed assets.

- purchase of
-depreciation and
depletion
- methods of depre-
ciation
- amount.of depre-

ciation
-allowance account
- valuation of -

- adjustments of
depieciation
- As shown on finan-
cial statements

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Work the practice set without help
from a key.

THE STUDENT SHOULD:

Understand how taXescare

Know how to make 'the necessazy
)

accounting entries.

, .

.Understand the need for entries
involving zeturns.

'3 8

.32300

aable:to handle sales tax on returns.

THE STUbENT SHOULD:

Understand the need to keep an expense .
in the accounting period in which.it
belongs using the in allowance method:

See need for using a syStem relative to
the size of ihe business.

See the need to'reinstate bad debts
collected.

THE ST6DENT SHOULD:

Underst.and the difference between..
depreq.ation and depletion.

Learn -the.different methods-of depre-
ciation together with the advantages
and disadvantages.

Analyze fixed ass"ets.
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IME THE.STUDENT LEARNS.

week ,

! weeks

1 days

3 days

To recitrd disposing
of fixed assets.

-gain or loss
-discarding of
-trading of
- as shown,on finan-
cial statements

To work a Project coV-,
ering all phases to date.

To record notes and
interest.

- interest on notes

-notes payable
-notes receivable
-interest income
- interest expense
-AeComting entries
- As shown on finan--

statements

To record accrued income
and accrued expenses.

- accrued incoMe
- accrued expense
-entries necessary to
record .

- as shown on finan7
cial statemet

weeks Business data process-
ing fundamentals.

=data processing cycle
- manuai data process-
ing

-mechanical data
processing
-punched-cara data
processing
-common language Media_

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES.

THE STUDENT SHOULD:

Understand the journal entries
necessary for disposition.

Be Able to list disposing of a fixed'
asset on the finanCial statements.

THE STUDENT SHOULD:

Complete a project without the help
of teacher's key.

THE STUDENT SHOULD:

Be able to calculate interest or'notes.

Understand advantages and disadvantages
of notes.

UnderstAnd legality of notes.

THE STUDENT SHOULD:

Understand how to calculate accrues.

Understand the necessity of keeping
income and expenses in the correct
accounting period.

Be able to indicate the relation between
accrued income and expense to other
incale and expense accounts.

THE STUDENT SHOULD:

Visit business firms that use
computers for_dita processing.

Understand the importance of data
processing to business.

Give reports .coll the different typ66-6k-
data Procassing.,

Acciiiize the basic knowledge needed-to
understand the functions of data process-
ing equipment.

38

3 9



6

TIM;

3 days

3 daya ,

4

4 weeks

2 days

2 days

THE STUDENT LEARNS

About partnerships.
0-formation

- opening entry
- recording salaries and.
interest to partners

- split ofprofits
- as shown on finan-
cial statements,.

-netessary adjusting,
and closing entries

About corporations
and cooperatives.

- formation

-Accounting entries
.-new accounts
- financial statementt
-capital:statement
-diAribution
di..\ridends

A project involving a
, -

comprehensive set with
corporation accounting.

/

About the indilittlIZ
and family.

- use of journal
- financial. statements

- income tax data

About professional
'accOunting.

-use_of journals
-financial statements
-incom e. tax infor-

mation

2 days About agricultural,
accountihg.

SUGGESTED ACTIVITIES
AND LEARNING OUTCOME1

-

THE STUDENT. SHOULD:

Understand the partnership agreements and
why,they may agree to certain\terms.

,

Understand the advantages and di\advan-tages of partnerships.

*Be-able to make entries necessarpto
peculiarities of partnership accounting.

Be able to make and closing
entries.

THE STUDENT SHOULD:

Understand advantages and disadvantages
of corporatiOns and cOoperatives.

Make entries for 'distribution of profits.

Undersfaddstocks add be.Ablé to read
andinterpret stock market listings.

,

Understand the difference between'.
illarket.price and book prcce of .stocks. .

Understand the differences between a
single proprietorship, partnership, cdr-

ippration, and cooperative.

THE STUDENP SHOULD:"

Be able to work the prOject without the
help of "teacher's key."

THE STUDENT SHOULD:

Understand accounts peculiar
and family accounting.

THE STUDENT SHOULD:

to individual

Understand.accounts peculiar to
:professional'accounting.,

''THE STUDENT SHOU-D:

139
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TIME

,o

THE STUDENT LEARNS

SUGGEST EIDl CT INATIES
ANb LEARNING OUTCOMES

-cash basis Understand accounts Peculiar to
-accrual basis accounting for,farmers.

-income tax data
/

-financial statements Understand difference, advantages and
disadvantages between cash and accrual

0 method.

TEACHING SUGGESTIONS

1. Present the new topic before assigning it to be read.

2. Ask questions skillfully, avoiding "y40-or "n6" responses unless ''.why"

follows.
'

. 3. Encourage everyone in elaSs.to participate each day.

.4. AvoLd aSsiqning "busy,work" and requiring,students to work "lockstep."

5. Acquaint students with process of recording transactions by using flow charts.

6. Visual,aids should be used throughout the course The chalkboard and over-,.

head projector can be used daily. Bulletin boards'and posters effectively

illuStrate points. Students' work may be di4layed.! Timely filmstrips and.

Motion piCtures are valuable. 4

7. The students who complete the basic assignments may, as a special projeet,

set up an accounting system for a typical local briness.

8.. Field trips, especially to a bank or business wiih comPuters,: are of great

interest. Talks by businessmen abOut their accounting procedures and lot:al,

surveys also add to accounting knowledge.

9. Ond or tw:, practice sets will enhance accounting instruction.

10. Slow students need not complete all problems in each chapter.

D.. Above average students should be,challenged by additional'prolems

and practice sets.

POSSIBLE BASIC tEXTBOOKS
I.

Boyn-.0n, Lewis D., Swanson, Robert M., Carlson, Paul,A., Eorkner, Bamden L.,

Clumtury 21 AccOnting, First-Year COUfse,'South-Wesiern PUblishing Co., 1972.

I

Freeman, H. Herbert: Hanna, J. Marshall, Yahn, Gilbert, Accounting 10/12,

'Gregg Division/McGraw-Hill Book Company, 1968:-
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Course Description

4184i.4 .

ACCOUNTING II

(Bookkeeping-II)

14,\

'4

-

,
.

. .

. ,

.

Accounting II prOvides the student withfan opportunity.to develop, a:-,deeper
knowledge of accounting procederes and techniques utilized in solving besiness
problems. This course is definitely vocational in nature. After two years'of-
.study, the accounting student should be eble to initiate and keep,a single,entry'
or double 'entry set of bOoks. He should have had .experience.in-manual and auto-
Mated data processing procedures in processing accounting data. He should have
had the opportunity to enalyze managerial problems using accounting information
as a tool.

ourse Objectives

The'objectives for Accounting II are a continuation and extension of those
given for first-year accounting. Any of the advanced high school texts develop
suitable topics. Although practice in procedures is iMiiortant, even greater
stress should be given the thought processes of analysis, interpretation, and
synthesis.

Course Credit-

One

Course Location

. 11 - 12

Course Length

'One year or 36-weeks for 190 class periods

North Dakota SecOnday Course Code'

03050 - II 4 2,

t
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TIME

1-2 weeks.

'1-2 weeks

1 week

THE STUDENT LEARNS

To review the accounting
cyCle.

-debit and credit of
*a transaction
- analyzing, journaliz-
ing, and posting
transactions

- using.different jour-
nals and ledgers

-the trial balance
-wwork sheet
- making adjustments
on-the-morksheet

-preparing the income
statement and balance
sheet

'

-making the adjusting
and closing entries

- capital statement

Departmental accounting
-departmental purcbases
journal

-department purchases
returns and allowances

- petty cash fund
- bank statement

- department sales re-
turns and allowances

-department cash
receiPts

- department financial
statements

-statement of gross
profit

Payroll Accounting .

- payroll deductions
- time cards

-payroll register
-employee's earn-
ings record

-journalizing
the payroll'

-employer's pay-
roll taxes

-reporting and
paying payroll
tax liability

- paroll bank
account

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Be able to enalyze, journalize, and post
most of the transections of a single prop-
rietorship into a combination journal
and other journals.

Understand the need for different types
of journals in a business.

Understand the need for adjustments on
the work sheet.

.

Prepare all of the financil papers from
the work sheet.

THE STUDENT SHOULD:

Be able to establish and replenish a petty
cash fund for a department.

.Understand the need for financial state-
ments in a department.

Be able to prepare the financial state-
ments,for a department.

THE STUDENT SHOULD:

Understand the current trends and employ-
er.-employee responsibilities involved in
payroll tax deductionS.

Understand the use of the payroll.time
cards,and payroll register.

Be able to calculate the amount for each
deduction from an employee's salary.

Be able to complete a payroll register.
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SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

1 week

1 week- '

1 week

Accounting for bad debts
- calculating for bad
debts by the allowance
method and the direct
write-off method
-.adjusting entry for
bad debts expense
- writing off an uncol-
lectable account

- collecting a bad.debt

Accounting for depre-
ciation and depletiOn
of fixed assets.

- calculate deprecia.

tion by the straight
line, declining bal-
ance, and sum-of-
the years digit
methods

. I

- prepare records of
fixed assets

- record depreciation
- discarding, selling,
and trading a fixed
asset

- depletion of
fixed assets

Accounting for accrued-
income and accrued .

expense. I.

- adjusting, clo ing,
and reversing ntries
for-accrued,i come

- adjusting, cli sing,

and reversing entries
for accrued expenses

THE STUDENT SHOULD:

Understand the reason for using an allow-
ance for bad debts account instead of
writing off the bad debts when they ba7
come =collectable.

Work problems using each of the Methods
of calculating the bid debtd expense.

Know how an uncolfectable account affects
accounts receivable and profit.

Be able to make the-entry to adjust bad
debts at the end of an accounting Reriod.

THE STUDENT SHOULD:

Understand the causes of depreciation.

Correctly calculate depreciation using
each method. '

Be able to find the bOok value of a
fixed asset.

Understand why it is important to record
depreciation.

Be able to make the correct entry to record
depreciation expense.

Be able to calculate the gain or loss on
the disposal of a fixed asset.

Know which fixed assets should be depre-
ciated and which will deplete.

THE STUDENT SHOULD:

Be able to record adjustments for accruals
in the adjustments columns of the
worksheet.

Be able to Prepare the adjusting entrie.F.
for accrued income and then prepare the_
necessary reversing entries.

Know theeffect of the acCruals on the
income statement and balance sheet.
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TIME

1 week

3 weeks

1-2 weeks

1-2 weeks

THE STUDENT LEARNS

Accounting.for prepaid
expenses and income re-
-ceived-in advance.

- prepaid expenses re-

corded as assets
- prepaid exPenses re-

corded as expenses
-income collected in
advance*recorded as
liability

.-income collected in
advance recorded as
inconle

The formation and oper-
ation of.a partnership.

- articles of

copartnership
-opening entries
-partnership capital
accounts

-admission of a
partner.

- liquidation of a
partnership
- methods of distribut-

net income or
loss

-distribution of net
income statement

-charts of accounts
- work sheet with
adjustments

- financial statements
- adjusting, closing,
and reversing entries

- post closing trial

balance
-partner's income
tax returns

To complete a practice
set which should include
most of the material
covered up to this
point.

SUGGESTED ACTIVmEs
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Understand the effect of failing to
record accrued items at the end of each
fiscal period.

THE STUDENT SHOULD:

Determine how to divide the net income or
loss among the partners according to a
given ratio.

Indicate how to record the entry for pay-
ment of partner's salaries in a cash
payments journal.

Prepare a worksheet with the adjustments.'

Prepare the financial papers from,the
work sheet.

Make the necessary adjusting, closing,
and reversing entries to close.the hooks.

Understand the benefits and the dangers
of a partnership business.

THE STUDENT SHOULD:

Work in groups or individually.

Apply the principles that they covered
up to this time in the practice set.

About the voucher system. THE STUDENT SHOULD:
- the voucher

- voucher register Recognize the advantages and disadvan-
tages of a voucher system.'

44 '
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SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

1-2 weeks

1-2 Weeks

2-3 weeks

-check register
7payroll
rpetty cash
rpurchases returns,
and allowances

- partial payment

InventorY control sys
.tems.

- physical inventory
-perpetual inventory
- pricing inventory at
lower of cost or mar-
ket, by fifo.method,
and the lifo method

- estimating the inven7
tory by retail method

Budgetary control.
- sales budgets
- purchases budgets
- advertising, selling,
and administrative
expense budget

- income and expense
budget

.-cash receipts budget
- cash paYments budget
- summary cash budget

Accounting-for notes
and drafts.

- recording receipt and
collection of mites
receivable

- dishonored .notes

receivable
- discounting notes
receivable

- notes receivable .

register' .

- recording issuance
and payment of notes

.payable
- renewing a note

- bank discount

- notes payable register
- trade acceptances
- sAght drafts

-time draft:A

Record checks and deposits in the check
register.

Record purchases returns and allowances
when a vouchersystem is used.

THE STUDENT SHOULD:

Be
of

able to calculate inventory at lower
cost or market, lifo, or fifo.

Be able to take a physical inventory of
merchandise in stock.

THE STUDENT SHOULD:

Understand the,differences between the
different budgets.

Be/able to prepare a family budget.

THE STUDENT SHOULD:

Be able to compute interest and use the
interest tables.

Report intereseincome and interest
expenses on the work sheet.

Be) able to recordrthe payment of an in-
_terest-bearing note payable.

,

Record the necessary information on a
notes paYable and notes receivable
register.

Be able to prove the llalance of notes par-
able and notes receiyble register.
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TIME THE STUDENT2LEARNS

1-2 weeks To prepare taxes on
sales, property, and
income.

-sales taxes
- excise taxes

-pro perty taxes

-Federal income tax
on business inCome

- partnership income
tax return
- self-employment
and FICA tax

2-3 weeks

/ SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

.THE STUDENT SHOULD:

Be able to'record sales taxes in the
columnar sales journal having a special
column for sales tixes payable.

The formation and op-
eration of the corpor
ate form of organization.
- formation of a
corporation

- classes of stock
- values of stock
- proprietorship
accounts..

L.issuing stock
certificates

- stockholder's ledger
-organization costs
- goodwill

- sale of additional
stock

7stock transfer book
-treasury stock
-bond issue

1-2 weeks To prepare and alyze
the.finandial retorts of
alcorpOration. H.
1-preparingla worksheet
, with the adjustments
1-Federal income tax
return for a corp-
oration

-financial statements
- completing the end-of-
the-period work

- declaring dividends
-0:impute the financial.

StateMents
- computing ratios and
percentages to deter-
mine the corporation
financial position

Be.a.1316--to compute the taicon a sale of -

marchandise.

Be able to prepare a personal income
'tax return.

THE'STUDENT-SHOULD:

Understand the difference between the
corporation and a cooperative.

Explain the differences between the dif-
ferent types of stock that a corporation
can issue.

Be able to calculate the value of good
will of a corporation.

Explain a corporation's managemenf.

Be able to record the_entry for the pur-
chase or' sale of treasury stock.

THE STUDENT SHOULD:
4

Understand the differences between the
closing entries for i corporation and
those'for other forms of business
organizations-.

Be able to journalize the entry to record
a declaration of a dividend.

Know the need fdr tfie 'ratios and
percentages to management,

Be able to compute-the different ratios
and percentages.

Be able to' prepare a graph from the finan-,
cial statementS to 'determine the trends in
the operation of the business.
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TIME THE STUDENT LEARNS

3-4 weeks To work a practice set
on a partnership using
a voucher system.

2-3 weeks To use automation in
accounting.
-punched-card data
processing

:-unit inventory con-
trol system

-the computer
-billing, accounts re-
ceivable, and inven-
tory control done by
computers

-programming the com
puter
- other uses foi the
computer

2-3 weeks

3-4 weeks

Cost accountingfor a
serviCe department and a
manufacturing business.

- cost of a service
department

- overhead costs
- job order sheet
autographic register

elements of manufac-
turing

-direct materials
-goods in process
- cost sheets .

- finished goods
-voucher register
-recording cost of fin-
ished goods manufac-
tured

-adjustments lor inven-
tories

- financial statements

To work a practice set
on a corporation.

- job cost system

\SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Work in groups or individually.

THE STUDENT SHOULD:

Visit business firms that -use computers
for data processing.

Understand the importance of data pro-
cessing to business.

.

Have the basic knowledge needed to under-
stand'the functions of data processing
equipment. .

--

THE STUDENT SHOULD:

Record changes lor materials and time on
the joborder sheet.

Determine the gross profit by departments
in a business firm.

Prepaxe a cost sheet with all the neces-
sary information for each manufacturing
job.

Determine which expenses make up-the
factory overhead cost.

Prepare a statement of cost of goods man-
ufactured, balance sheet, and income
statement for a manufacturing firm.

THE STUDENT SHOULD:

Work in groups or individually.

4 8
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TIME THE STUDENT LEARNS

1-2 weeks About special problems
of sales accounting.

- installment sales

-COD sales
- consignment sales

SUGGESTED ACTIVITIES
AND LEARN/ING pu-rcomE6

. ,,,, .
THE STUDENT SHOULD:

Calculate interest, discounts, and carry-
ing charges on installment, COD, and
consignment sales.

Xiecordall three types ofsales in a
journal.

Journalize and post consignment sales.

Prepare financial reports 'for both the
consignee and the consignor. 4,

TEACHING SUGGESTIONS

Student's usually enter this course with varying degrees Of aptitude and pre- ,
vious achievement. So the teacher may desire to use the principle of individual
progression. This suggests some group leCture and discussion, and some time spent
in some group discussion and lecture, and some time spent in small groups with a
considerable amount of time Spent working on an individual basis. It is mot

recommended to keep the student in "lockstep" formation throughout the course,
but rather with the use of guide sheets encourage each student to progress as
fast as he is:able to complete the units.

POSSIBLE BASIC TEXTBOOKS

Boynton, Lewis D., Carlson, Paul A., Forkner, Hamden L., Swar-on, Robert M.,
20th Century Bookkeeping and Accounting Advanced Course, 23rd Edition,
rSouth-Western Publishing Company, 1968,

GIow,. Cletus A., MacDonald, Robert D., Blanfor, Janes T., Freeman, M. Herbert,
Hanna, J. Marshall, Kahn, Gilbert,'Gregg Accounting Advanced Course,
Second.Edition, Gregg Division/MbGraw-Hill Book Company, 1969.
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Course Description

BUSINESS MATHEMATICS

Business mathematics is a one:-semester course emphasizing mathematics for
business and personal use. Selected topics in financial mathematics are chosen
to provide students with an insight into understanding business transactions.
The development of arithmetic skills and knowledge related to buying and selling
merchandise, payroll preparation, investments, home and business expense problems,
and personal.finance problems are covered.

Course Content

This couree containi many of the mathematicalproblems encountered in every-
day business and personal transactions. included are:6.Addition, subtraction,
multiplication, division, fractions,;percentagesperional money records,'buying
.problems, 'wage and income problems,,pereonal fininde probleMs,fsavings'and in-
veetMent problenu,' home expense problems, transiportation prOblims, tax problems,
computer mathematics and probability, and problems of the stall businessman and
farmer.

Course Objectives
. -

i.
. .c""

To increase the students range of information ae a consumer.

2. ,To increase the speed and accuracy in written and' oral nomoatation.

3. To relate business mathematics terainology and problems to concrete business
applications. .

. To acquire good work habits, including accuracy, care of detail and judgement
in estimating answers, working neatly and rapidly, checking his own computa-
tions, and comparing his ansWers with estimated common-sense answers when
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practicable.

5. To appreciate the value of arithmetic and do simple computations effectively.
.

6. To read and understand'business problems and to identify the arithmetical
process.needed for the solutions.

1. To use the more practical shortcuts that are of value in calculation.

8. To write formulas for doing certain typical problems, and*comprehend the
process of solution.

9. To know about numeration systems, such as the binary number system, and
. their applications to computers and business.

Course Credit

.0ne-half

Course Location

10 - 11 - 12

Course. Length

One-semester (18 weeks) or 90 class periods

\\ North Dakota Secondary Course Code

03053

'Special Note

Business M4thematics does not fulfill the mathematic requirements for high
schOcl graduation.
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TIME

2 weeks.

2 weeks

2 weeks

THE STUDENT LEARNS

Personal Money Recbra-.
cash receipts and
payRents
numerals

- addition

-records of deposits
and checks

- subtraction

-reconciliation state-
ment
- special reconcilia-

tion problems

Buying. Problems. -

- checking calculations I

-multiplication
-computing cost of one
unit

-division
-figuring unit prices
- averages

Wage Income Problems,
- straight time and
overtime wages

-common fractions
- deductions from wages
-time card Wages and
piecework rates
-decimal fractions

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

0

THE STUDENT SHOULD:

Be able to apply the additioh process to
common business/personal sittations.

Understand that amumeral is not a num-
ber, but a symbol or name for a number.

Be able to use the "commutative" pro-
cess of new addition (interchanging thea
addends without affecting the sum).

Be able to keep a check stub record7)1,1

Be able to fill.out and use deposit,
slips.

Be able to adjust bank stateMents i.e.
outstanding checks, late deposits, and
erroneous bank statements.

THE. STUDENT SHOULD:

Realize that sales slips and bills
should be checked for errors before

-being paid.

Distinguish between the associative arid
ccommutative process in multiplication,
and learn the identity number of multi'L
plication" (1) .

Know how to compute sales.ta*.,

Know how and when td use "divisor" and
"quotient," in division.

Be able to calculate the amount of a--
. _

purchase whea the ufiit pribe is.quoted
in hundredweight, tons,. etc.

Be able td calculate,and apply "weighted
average'.

THE STUDENT SHOULD:

Compute grosE0earnings on an hourly rate
basis. 1 .

Select the proper 'denominator. When,.

adding and subtracting f,pactions.



TIME. THE STUDENT LEARNS

1 week

- percents

Commission Income
Problems.

- figuring commissions
- graduated commissions
- commission rates ,

- agents' commissions .

1-2 weeks Personal Finance
ProbleMs.

-borrowing on a note
- borrowing troth a bank
-borrowing on collat-
eral

-borrowing from a credit
union or finance com-
pany

- borrowing from other

egenCies I

- installment buying

4'

SUGGESTED ACTIV rnEs
AND LEARNING OUTCOMES

"Realize that FICA and withholding tax
/ deductions depend oR total earnings.

'Be able to point out advantages and
disadvantages of the piece rate and
hourly or salary rate'to the worker-

Realize the importance of fractions an
decimals in business mathematics.

Understand'the correlation between per-''
cents and decimals (25%=.25).

THE STUDENT SHOUL15:

Be aware-thatc'e fraction and a fractional
percent-rep-re-tent tw6 different numbers

(3/4 and 3/4%).

, .

Realize that e graduated coMtission
serves'as an incentive to the salesman
to increase hiS sales volume or main-
tain it at a high level since the higher
sales levels carry higher comMission
rates,

Learn, that the*rate Of commission,is
alwayS ba,sed on sales, and'the amount of
sales equals the commission diVided by 7

, the rate ofcommission.

Understand that the agents' commission
involves subtracting exPenses to find
the net proceeds.

52

THE STUDENT SHOULD:

Demonstrate how to compute simple in-
terest end the maturity date of a prom-
issory note when expressed in days or
months.

Know that collateral serves aa'security,
for the payment 'of a loan-

Be award that credit union-loans are,
issued for the-face value of the loan',
and interest is paid monthly in* the

remaining principle.

Discuss the difference between "the true
interest rate" and "the annual.interest
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6

TIME THE STUDENT, LEARNS
5

rate"': 1

SUGGESTED.ACTIVITIES
AND LEARNING OUTCOMES

Recognize the- differepce in payment be-
tween a cash purchase and an installment

'purchase.

1-2 weeks Savings and Investment THE STUDENT SHOULD:

Problems.
Compute interest disregarding the cents.-Savings accounts

-buying life insurance
-investing in:bonds

, -investing in real
estate

'2-3' weeks Home Expense Problems.
'-owning-..a home

-taxes on a home
-insuring the home
-:checking bills

a) gas .

b) electric
jc) telephone

'/ d) 4ivater

Lpracticing thrift in
buying\

1 webk Transportation Problems;
- automobile ownership
-insuring the automo-
hile
- using public:travel
agencies

7shipping goods

Be able tO explain-thedifference in
benefits from a participating and none
participating policy:--

Recognize-the difference between the
rate of intereat on a bond and the rate
of income on the investment or-cost of

-4.he bond.

Understand the difference between in-
vesting in the bonds of a corporation
and investing in the stocks of a corpor-
ation.
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Compute the net income of real estate,
considering depreciation of property as
an annual expense,

THE STUDENT SHOULD:

Discuss the difference between'a non-
incomb-pi:oducing investment, and an in-7
come-producing investment.

Know that the premium rate depends on
quality of construction, proximity, and
protection afforded by local facilities.

Know how to calculate gas and electric
utilities.

N.

Know how to determine the percent Saved
when buying items at a reduced price.

THE STUDENT ShOULD

Discuss the factors involved in estimat-
ing apnual depreciation of cars, trucks,

etc.

Understand why there is A wide variation

of auto insurance'rates,=-.
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TIME THE STUDENT LEARNS

1-2 weeks'

1-2 weeks

Tax Problems.
--property tax rates
- sales and excise tak2
-Social security taxes
and benefits

- income-tax

Problens of a Small
Business and the Farmer.
'-thebalance sheet
- the income.statement
-figuring payrolls
- preparing and using
charts

- problems of Lhe farmer

1-2 weeks Computer Mathematics
and Probability.
-binary system
-binary arithmetic
-probability .

SUGGESTED ACTiVITIES
AND LEARNING OUTCOMES

\

Compute elapsed time when glven arrival
and departure time.

Ba abla to select-the least exyJnsive
means of shipping goods (parcel post,
expr6ss, freight).

THE STUDENT SHOULD:

Knaw\how to convert a decimal rate to a
rate expressed in mills per $1.

Know that sales ane excise,taxes add to
the total cost of a purchas0.

Know the rates, taxable income, an
benefits of social security.

Use procedures involved in determining
the actual tax liability by the use of
the tax rate schedule.

THE STUDENT SHOULD:

Understand the meaning and relationship
of assets, liabilities and proprietor-
-ship.

Learn the principles and relationships
of net sales, cost of goods, gross ro-
fit, expenses, and net income.

Know that the sUM of the "Deductio4'e
column equals the "Total Earning0'
column.

Construct and interpretlbar and line/
graphs. /

THE STUDENT SHOULD:

Be able to describe the pince-value
principle as it applies to the binary
system.

Understand-that the binary system is
usefu/ in the internal operation of com-
puters, but is not convenient for pencil
and pape computation.

.

Realize' that occurances can be predicted
to a reasonable degree.



TEACHING SUGGESTIONS

1., The sLudent should be given exercises in applying the skills to problems in
percentage, interest, discounts, payroll, expenses, and other supporting,.
business prodedures.

2. In the initial stages of learning, addition, subtraction, multiplication,
and division operations should be practiced separately, since the early
objective is accuracy.

3. The student should be aided in developing the.ability to work short-cut
methods of calculating with speed and accuracy, either with or without cal-
culating.and adding machines:

4, Relate sPecific computational skill to job applications to insure optimum
results for all students.

II

5. Pre-testing Ehould be used before.introducing fundamental mathematics pro=
cedures/.

/

6. F.usiness mathematics should be taught aE a preparation far living and not/
as abstract drills.and operatitins.

/ -

7. Write/problems on the chalkboard and call upon,the students to do the calCu-

.1atio s orally.

8. &Be sure that students show all computatione used in arriving at a solution
foria problem.

9. Visiting stores, offices and factories can Contribute immeasurably to the

...- student's understanding of business mathematics,

110. While presenting new subject matter pay special attention to organizing thei
form and manner of introduction o that the' students are able and willing tO

relate to what is unfamiliar, to what he already knows.
\

.
.

, -

4.. Attack problems 'Of understanding as soon as they appear, with'Careful atteh4

.
tion to each indiVidual's ability to prove a performance-level Understanding.
i

POSSIBLE .BASIC TEXTBOOKS

Fa rbank,iRoswell E., and Edwin B. Piper, and Joseph\Gruber. Mathematics for

jthe Consumer. South-Western Publishing Co., 1971.

/.
Huf man Harry7-ahd Ruth M. Twiss, and Leslie J. Whale. Mathematics for Busi".

eSE Occupations- Gregg DivisiOn/McGr!tw-Hill Book COMpanYx 19&8.

.

Tiper\; Edwin B., and-Roswell E. Fairbank, and Joseph Gruber. Applied ,Busine4s

Mathematics, Ninth Edition. South-Western PUblishing Company, 15470.

Rosenberg, Robert. R., and Harry Lewis. Business Mathematics, Seventh Edition.
1/Gregg Division/McGraw-Hill Eiook Company, 1968.

RoSenberg, Robert R., and Harry Lewis. Business Mathematics, Seventh âitio

/ A Modern Math Approach. Gregg Division/McGraw-Hill Book Company, 968.
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MINMEMIa!g

BUSINESS

Course Description

ESPOND

BUSINESS COMMUNICATION&

Organized subject matter and activities which are designed to emphasize
the writing of business letters, reports, memorandums, formal and informal re-

ports, writing minutes, and other business forms for the business executive,

office manager, secretary, stenographer, and clerk. This includes consideration
of clarity, style, vocabulary, form, and conventional usage for business corres-

pondence. Subject matter aad activities frequently include emphasis on both
oral and written experiences in using language appropriate to the business world.

Course Objectives

1. To present a course dealing with\the written and oral English as it applies

to business.

2. To review and emphasize the principlè of good letter,writing and other

typical business cOmmunications.

/3-
To provide ,trong motivation for the cour'ç by helping students realize that
skill in speaking and writing will aid them eitly in securing a position of
their choice and will make tenure and advancemT,t much more certain.

4. To create an awareness on the part of the student f the need for eflective

oral communication.

. 5. To helP the student develop knowledgeand skill in effect e oral colmuni-

cation as it applies to the area of business. ,

6. ,To develop skill in the preparation of various, business forms.
, .

r
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Course Content

PrinciPles and techniques of business communication; vocabulary and me-

chanics; specific characteristics-and purposes of business letters; written and

oral communication; types of.business communications; usage; punctuation; cap-

italization, abbreviation; business reports and speech; group and social

sittationS in business,'

Course Credit

One-half

Course Location

.JI - 12

Course Length

18 weeks or 90 class periods

North Dakota Secondary Course Code

03160

-Special Note

This course if taught in the business department cannot be used to

satisfy the English requirements for graduation. If you wish a course in

Business gnglish to count as an English 'credit, it must be taught in the

English. 'department by a teacher with -a major in English..

5 8
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TIME 71711E ernucNENT LEARNS

1/2 week To develop a concern
for speaking and writing.

-content
- tone of words
-correct English
- choice of words

1/2 week

1/2 week

3 weeks

The significance of
proper completion of
personnel forms.

- appearance
-content
- conciseness

To.speak effectively
with future employers
and fellow employees.

- choice of words
- enunciation
- pronunciation

To develop knowledge in
writing business letters.

- heading, address, sa-
lutations, body, Com-
plimentaxy close, sig-
nature, identifica-
tion and reference.
- different styles used
in business letters

-folding business
letters

- enVelope addressing
- unity in the paragraPh
-tact in business
letters

.-significance of em-
pihasis in the letter
-coherence
-good Englishmechanics

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Listen to business eXecutives and former
students speak to the class.

Listen to recordings of selected speeches.

THE STUDENT SHOULD:

Interview secretaries and office workers
to get their opinions as to the impor-
tance of skill in the use of English.

THE STUDENT SHOULD:

Listen to a personnel dirac ok discuss
problems of prospective empl yees and
techniques for making person appli-

cations.

Make a study of writing and speaking re-
sponsibilities at various leVels of em-
ployment in a business or inditstry.

THE STUDENT SHOULD:

Examine letters which illustrate each of
these characteristics and note where they
may be missing.

Rewrite letters of others and write letters
of their own.

Supply punctuation in'letters..

Write sentences and paragraphs, applying
all principles of punctuation.

Edit each other's writings to-improve upon
sentence and paragraph construction.

ExPeriment with sentence construction to
change emphasis.

Analyze paragraphs and letters for rele-
vance of words and ideas.
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TIME ----

A. Week

1 week

r.
'

THE STUDENT LEARNS

To build a vocabulary
essential for accurate
and effective letter
writing.

-word recognition
-word usage
- rules for spelling
-common errors in
dictation

- spelling demons
- vivid words

To write interestingly.
-you vs. I attitude
- relevance

- paragraph organization
-tact and diplomacy
-style of sentence
,structure

SUGGESTED 'ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Review the use of the dictionary.

Evaluate their own spelling weaknesses
and strengths by use of demon 'spelling

lists.

Secure letters from a business to analyze
for overworked and ineffective words.

Select words which may be used 'to compile
a word list for spelling and vocabulary.

Realize the importance of usage of words
to determine meaning, spelling, and pro-
nunciation.

Correct misspelled words contained in
paragraphs.

See how word3 are sometimes grammAtically
correct but poorly selected.

THE STUDENT SHOULD:

Examine letters obtained from secretaxies
and business execuilves for the attitude
indicated.

Analyze letters in the texts and refer-
ence materials to see that all Sentences
and all phrases used actually relate to
the subject.

Understand the importance o
in letter writing.

being brief

Write sentences,and paragraphs for class
analysis and write the same sentences
just as meaningfully but in fewer words.

Analyze'the structure of a well-written

paragraph..

GO

Demonstrate how all ideas of the para=
graph must relate to one thought qr topic

if there is to be unity.

Select letters that demonstrate diplomacy
or lack of it.
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TIME

.6 weeks

THE STUDENT LEARNS

.1/2 Week

Some of the different .
types of letters used in
business and the funCtion
and significant, charac-
teristics of each.- '

- routine letters
- form letters
-letters of invitation
- letters of.request
-sales letter
-letter.of application
-credit letter
-letter of recommend-
ation

-order letter
-collection.letter
-letter of complaint
-letter cif claims
and adjustments

1

Proper listening
techniques.,

1

SUGGESTED ACTIVrnEs
AND LEARNING OUTCOMES

Listen to an office executive discuss
the importance of tact and diplomacy
in letter writing.

THE STUDENT SHOULD:

Make an intensive study of each of these
types of letters in the texts and ref-
erence materials.

.Procure examples of ias many of these dif-
ferent types of letters as'possible.

,
Write at least one of each of tMe different
types of letters and evaluate in class as
a groupo

Review those characteristics of business
letters:previously stUdied as they write
these, specific types of letters.

Proofread materials accurately.

THE STUDENT SyOULD:

'Distinguish various sounds from a record-
ing of everyday sounds (children crying,
clogs barking,,bacon frying).

After hearing lists of numbers, nouns,
objects, etc., read, be able to repro-
duce the lists read.

Take standardized listening tests:
Brown-Carlsen Listening'Comprehension
Test, Gr. 9-13.
Sequential Tests of Educational Pro-
cess, Listening, Gr. 10-12.

-
Read back'Verbal directions,from notes
to them'.

Follow verbal instructions.
t3

Select the word that does not belong
from a verbal list.

Respond to verbal multiple choice
questions. ,



TIME

2 weeks

2 week's

1" week

THE STUDENT LEARNS

To.acquire speaking Abil-
itieenecessary in
business.

-conversation with
fellow employees

k

- dictation
- reports

speaking at
public meetings.
-making,introductions
-speaking to
fellow workers.

-facial expression
- tone of voice

- use of English
-posture
-emotional stability
.-empathy

ImPortant character-
istics of the common

, business forms.

The types of business
papers that do not .

follow a particular
form.

Which 'form may be used.
-interoffice messages_
- telegrams
- business reports
- memoranda

Acquire ability in the
Use of office communi-
cation media.

- telephone

- telegraph
- postal service

SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

THE STUDENT SHOULD:

-
Unders4nd the-relatiVe-importance of
speaking in all of their relationships
with others.

Analyze the speech of some persons to whom
they like to listen.

Observe a demonst4atiOn of a poor speech
and a good speech.

Listen to student recordings of class
discussions, conversations, and talks.

Practice voice exercises to improve enun-
ciation and pleasantness of tone 'of

speech both face-to-face and telephone

Experiment with inflection to alter
meanings;

.THE STUDENT SHOULD:

Be able to Write effective'interoffice
messages

\

_udy.copies of telegram forms from a
telegraph 'office.

Study copies of telegrams actually re-
'ceived in buiiness%

Demonstrate need for accuracy in forms
of letters.

Arrange for-students to visit the types of
businesses in which they.are especially
.interested to get firsthand information'.
about forms used and to secure. forms to
discbsswith the class.

THE STUDENT SHOULD: _

\

Understand the proper use of the tele-
phone, telegrah service available,
types of postal services, and proper
use of postal services.

1
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TEACHNG SUGGESTIONS

1. Involve members of the ciass in a discussion of the meaning of business

=---? English.

2. Introduction to the,spoken language'should.be planned for the second week,
with emphasis on the importance of personal communication.

\ .

3. Allow time for the examination of business mmunications to note the rela-

tionships in the types of communicati!on with hich students are most

familiar: 1
,

44 Students should be led to understand that they 11 be relearning and refin-
ing many of their-previous learnings in oral and ritten English in terms pf
'the needs of business comMunications.

5.- Provide a variety of business letters from businesses in the. community-to be
usea for careful-study.by the class.

6. Vocabulary and spelling might be taught more effectively as an'integral part
of the practical exercises rather than in a separate unit in which'there. is
drill on words apart from the sentences, paragraphs, and documents in which
they are used.

7. Present type of drill that represents mucii repetition of learnings in mean-
ingful and purposeful writing.

8. Students may be asked to note what they think are desirable and undesirable
dharacteristics of various business letters reviewed and studied.

9. Ask certain members of the class to give brief oral'directions for jobs to
be done orAorief oral reports on activities.in the school or community.

10. Use of the tape recorder may be quite advantageous while teaching Oral

communication. 4 '

11. Analyze several business forms that may be .procured from business offices

in the community.

12. Attention should be given to the fundamentals and the psychology involved in
preparing office doeuments in written communications and to the protocol of
sending.or presenting such communications both internally and.outside of
business.

13. Communicate to the students the proper use of the telephone, telephone equip-4
ment available, telegraph service'available, types of postal services, and
proper use,of postal services.

\

1 . Creative assignments should be made for the exceptional students who may

require little or nd grammar review.

15. \,Uses of the dictionary should be taught. DiCtionaries are quite different

\ aan have many styles. Students should be taught differences, suchnas
deciphering critical markings, placement of accent marks,,hyphenation.mark-
ings, syllable markings, meanings of the abbreviations.

\ 62
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16. Words recently learned by students should be used as soon as possible in

writing assignments.

17. Criteria for evaluation should be.high.

18. Films, video tapes, and tape recoraers can be used effectively for voice

training and for teaching listening skills.

19. Weekly writing assignments may be lengthened from one or a few paragraphs

to letters requiring considerable organization.

20. Students should be encouraged to participate actively in discussions.

21, Students' who evidence speech difficultieS'should beenrolled in oral .

communications remedial work.

22. Small groups of 10 to 15 students can work in conference with a group, leader

to discuss problem situations within their own range of experience.'
-

. .

-

23 The class is divided into small groups to discuss a problem for a limited -

number of minutes. Each group has a chairman and a reporter, one of whom

acts as a spokesman for the group in reporting ideas, recommendations and
.

opinions to the entire class,
.

I, . .

.

24. The students use'"role playing" to dramatize a realiatic sitnation in which

they are.forced to think and speak in terms of characteristics being:For-. '.

-.

trayed. This characteriiation should help students recogn ize the feelings,

prejndices and frustrations of others. .

.

.

25. Assignments in coMposing and-writing busineasletters and reports can be

used as a basis for checking students usp of mords, sentence structure,

spelling, pnnctuation,'mechanics, application ofprinciples ofgrammar and

application of principles pertaining to effective business letters.

26. An effective procedure is to give three separate marks for each element of

the lctter--layout, content, and English usage. Predominant consideration

is given to the particular Objective of the instruction.

_27. When recognition of letter styles or types-of letters is to be tested,. sam-

ples of actual letters illustrating thes styles And types may be present-

ed for identification either throdgh duplication or overhead projection..

28. Oral expression May be measured by a simple rating scale, prepared by the

teacher, for checking abilities in che use of words, voice, tone, and poise:

29. The progress.of the individual in vocabulary development can be measured by

comparing the results of a test given at the beginning of the Course with

the results of a test at the. close of the codis. For this testing of

cabulary, standardized tests may be used but teacher.roAde tests are an

additional means of meaiurement
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30. PartiCular areas of grammar, punctuation; and'capitalilation may be tested:by
means of diagnostic and,achievement testigiven at.intertrale'and'at the end

of the'course. A comparison of the results of an achievement test.with the
results of pretests will dhow the Student2e'growth in'that'area.'The:test
ing may be particularized by asking the student to write an assignment and
telling him'that he is to be rated on any one:or all of these.attainientdv
(a) spelling, (b) sentence structure, (c) graMmar,(d) content; (e) layout.

31. Newly learned human.relations practiceS do not readily lend themselVe6 to
measurement of achievement. -The keqults are tangible.bUt the'subjeCt matta:
is not. SomeSuggestiongs for,evaluation axe:

- self-evaluation rating Sheets at the 'beginning Of'the year and.repeated
at various timeethroughout the year
-role-playing '

- individual conferences with students tO identify how he Terceives

himself
- individual conferences'for teacher eva1uation Of student'behaVior

POSSIBLE BASIC TEXTBOOKS

,

Stewart; Marie M.; Lanham, Frank W.; Zimmer, Kenneth and.C1ark, Lyn:'Budiness
,English and Communication,Ath Edition, Gregg Division/McGraw-Hill Book
Company, 1972.

Alarner; Robert R.:and Burtners,Taul S. Effective English for Buiineed:CoM-

munications, 6thA-edition, South-WeStern Publishing'CoMbanY,
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11.

Course Description

o

0

By,SINESS LAW-//

Introduction to business:law is a study of basic principles comMon-to a

_broad e of every day business activities in which an individual is likely to:
become inv. ved.i It is useful to students for personal reasons and can be valu-
able as background information to individuals who are entering business careers.
The course'helps,make the student a better'citizen as:he realizes that laws are
made for the protection of people and their property:as well as for the punish-

,

pent of wrongdoers.

Course Objectives

1. ,To understand that a /course of business law'is rilerely an introduction to law

and does not develop a lawyers competence.

2. To learn the basic principles of business law\and their application to the

problems of everyday living'.

3. To learn to avoid hasty decisions by withholding judgi.'rt until essential
facts of the case have been presented. -

4. To acquire a working vocabulary of the most frequently used legal terms.

5. To develop an, understanding of our judicial system,from the loCal courts to

the Supreme Court of the.land..'

6. -To-use,elementary businese and legal fdims that.May be used without aid of'
. A

an attorney.

7. To differentiate intelligently
bueiness.

between 'the legal and the illegal Phases of

65
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Course Credit

One-haif

Course Location

Course Length

One-semester.(18 weeks)..or 90.class periods

North Dakota Secondary Courca Code'

03180

6 7
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r
TIME . (THE STUDENT LEARNS

1 week

4-5 ,weeks-

The origin and develop-
ment of law. .

- the nature of law
- the history of our
American system

Function'of

Classification of law.
-natural:

man-made

Courts and:business law.
- rights of the individ-
ual

-state court system
- federal court system.

The legal elements of a
business contract.

- mutual:agreement
- legality of subject
matter
consideration /

- proper form
- competent parties

The formation of oon
tracti.

, The agreement-offer

\

parts of A contract.
-offer

le
- acceptance
consideration

About the' termination of,
a Contract.

- termination.by perfor-
,Mance
termination by

,

ment
- termination by opera-7
.tion of law ,

- *-breach of ctintraCt/.
.. /

.
,

About the.remedies for
breach of contract.

-rescission.
- daMages

-specifiC'perfozce

agree-

SUGGESTED ACTIVITIES'
AND' LEARNING OUTCOMES

THE,STUDENT SHOULD:

Realize where laws come.from.

Understand'that laws
forMs.
-cOnstitutions
-statutes
commdn law
7administrative law

are found in four

THE STUDENT SHOULD:

Understand that two or more petsons are
needed for a contract.

'
Be able/to identify the difierent types
.of'contracts
- social and Moral

°- -implied

1-expressed

-required

Know.that some persons have a limited
contractual capacity.
minorg
7-in5ane persons

.,-intoxicated

-aliens
.

- convictd

Re able.to identify the three .p4r.ts of
a contract that makes' it legal..

Understand how 7:ontracts are terminAted..

Know the various remedies in the case,of
breach of-contract..

%
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SUGGESTED ACTIVITIES
*TIME THE STUDENT LEARNS AND LEARNING dOUTCOMES

1 week ,

,

2-3 weeks

The law of bailments.

The types of bailments
-benefit of one party
only
- benefit of both
parties

- extraordinary bail-
ments .

The rights and duties of
the parties.

-rights of bailee and
bailer
-duties of bailee and
bailar

THE STUDENT SHOULD:

Understand that a bailment is when one
person has possession of personalprop-
erty.belonging to another.

Know that a common carriei is subject to
regulate; by federal, state, and local
agencies.

That the_carrier ef goods
is a bailee.
-duties, rights and
liabilities

- bill of lading
- regulations for ship-
ment

AIDOut negotiableinstru-
ments.

- nature and kinds
- form and cont-int

-transfer
nrights of holders
-promissory notes
1

rdrafts and checks

2-3 weeks The la of sales:
.-wha a sale.is

I

-forpis
/

of sales con-
tIlctS

-warranties and lia-

ConsumeeprOtection.
7unfair practiCes
,Federal food, drug,

Know what a bill of lading is.

THE STUDENT SHOULD:

Know the common forms of negotiable
instruments.

Know that a negotiable instrument must
be in writing and signed by the maker.

Be able to list the four forms of en-
dorsements.
- blank

- special

- qualified

-restrictive

Know the many forms of promissory notes.

THE STUDENT SHOULD:

Understand that only competent parties
may become sellers or buyers.

Understand that a tontract to sell ma
be oral, written, or implied.

/ .

Know thatla bill of sale provides evi-
dence of transfer Of ownership of goods.
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TIME

1 week

THE STUDENT LEARNS--

and,cosmetic acts
government standards
state and local laws

The creation of an
agency.

By appointMent.
-appearte
- ratifiction
necessary

/ SUGGESTED ACTIVrTIES
AND LEARNING OUTCOMES

Understand expressed and implied w,lr-
ranties.

/

Know about the Federal Trade Commission,
state and loal laws protecting the con-
sumer.

/

THE STUDENT SHOULD:

/

KnOw that they may do any lawful busi-
ness act hrough an agent.

Duties an liabilities
of princ al, agent, and
third pa ties.

Termination of an agency.

weeks The la s of employment. THE/STUDENT SHOULD:

Contra:ts of employment. Understand that eMployment is a foim of
con/tract that must include all the essen-

Prote
-mi

tion of employees.
ors

tial elements of a contract.

-ri ht to work laws Know the employee's and employers rights-
/

and duties.

Goverrment
-so

.regulation.

ial security

1-2 weeks

-uni ns
-civ 1 rights
wor en's compensa-
tion

The type
organiza

- sole o

of business
ons.

I

ner
i

-partner"ships
1

-how it is formed
i

-duties\of. partners i

-rights\of partners!
- authorT of part-i
ners !

'-partners liabilities
-dxssolut'\ on of part-
ners 1

-advantage and diS-
I

advantage
1

I

About corporati

THE STUDENT SHOULD:

Know that a partnership is the simplest

form of business organization.

Understand that partners have equal
rights and duties unless otherwise
agreed.

Know that a corporation.is chartered
with a state and treated as an indivi-.
dual. person of that state.

Be able to determine the value of a
stock and follow its exchange price for
a period of time.
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TIME

2-3 weeks

es

THE STUDENT LEARNS

- organization
- what shares of stock

are
- powers and duties of
directors
p6wers and duties of
officers

- rights and liabilities
of shareholders
- dissolution of

The types of insurance.
-casualty
- life

health
- accident

-automobile
-liability
-collision
-comprehensive

- governmental

-social security
-workmen'scompensa-
tion

-unemployment compen-
sation

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Know that insurance contracts are closely
regulated by state governments.

Be able.to list who or what play be in-
surable.

Understand the governmental insurances.
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TEACHINie ERJEIGEErrIOWS

J. Use a combination of lecture, discussion and illustrative techniques.

2. .Read and discuss,cases that will bring out points of law under considera-

,tion.

3. ifthen'liractical, make a planned trip to the state legislature and/or state'

supreme Court when they are in session.

4. When practical,ovisit a.courtroom for the purpose of observing a trial .of an

actual caee. As a follow-up, diecuss in class the legal principles'involved

and evaluate the outcome of the case.

5. Encourage students to bring to Class epecimen of negotiable instruments and.

discuse in class the practical everYday use of,these .instruments.

6. Encourage. students to bring conticts or other legal forms to class for ex-

amination.

7. Direct the study of the usual route followed by a 'cheat from the time it is

written 'to the time it is canceled to indicate the legal responsibilities of

eaCh holder.

8. Invite resourcepeople to talk to the class.

9. Encourage students to make a scrapbook including
1
legal forms and newspaper

reports on cases involving legal principles studied.

POSSIBLE BASIC TEXTBOOKS

4, Fisk, McKee, Mietus, Norbert J., Snapp, James C., Applied Business Law, Tenth
1 Edition. South-Western Publishing Company, 1972.

Schneider, Arnold E., Whitcraft, John E., Rosenberg, R. Robert, Understanding

Business Law, Fourth Edition. Gregg Division/McGraw-Hill Book Co., 1967.



CLERICAL OFFICE PRACTICE
,

'Course Description

.Learning experiences which are usually designed 'to include (1) a combination
of knowledge and skills gained in other business education courses, and (2) in-
creased emphasis on solving busineSs problem's and simulated experiences of work-
ing in the various departments'of a buSiness, i.e., purChases, sale's, bookkeeping.

CoUrse Objectives*

1. To provide learning activities which demand application of the acquired
specialized/skills and, knowledges and which will further develop those skills
and knowledges.

2. To develop an understanding of office standards of performance and produc-
tion.

3. To instill a responsible attitude for assuming tasks and carrying them to
completionyithout close supervision.

4. To make the working adjustment easier while increasing job proficiency.-

5: To develop AbAlity to judge completed work and to make necessary corrections
and adjustments if neceSsary ,to make the work usable,

6. To develop a bwiness vocabulary.

7. To instill a right concept &ward work and what the employer expeáts for a
fair return on his invesUent in his worker.

8. To inculcate standaxds of office dress and perrnal hygiene.

73.
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9. To develop acceptable office manners, desirable personality traits, and a

desirable code of ethics.

To develop the ability to think constructively, to question and analyze

practices, and to give appropriate and timely suggestions for improvements.

11. To stress the care and economy of equiPment.

12. To develop an understandin4Nzf the function of businees machines.

13. To develop a. knowledge in operating business machines most often used on

the job.

14. To orient the students to-employment testiri4,,interview techniques; and

job success.

Course Content

,The purpose of Clerical Office Practice ip to reinforce skills and to inte-

grate skills through a simulated office situation.. It is also the goal of this

°puree to create a thorough knowledge andunderstanding of business procedures

-and practices in.all clerical situations. It is'strongly recommended that Cler-

iCal Office Practice be taught as a two-hour block; being,associaeed with a

Shorthand or Typing class. Some of the areas covered should be: ,dictation and

transcription, composition, clerical typewritingebusiness.filing and records

control, busin6ss machine operation, office management and.organization, career

possibilities, production typing, office equipment,.office suPplies, letter

production, business letter writing, dictating and transcribing machines; tele-

phone communications; telegraph communicationeduplicating, mail, reception and

messenger workr-filing systems, filing procedureefiling equipment,_ro4ine and

special cashiering activities, sales procedures and records, payroll propedures,

observation of'dita processing,.and getting the job you want.

Course Credits

One

Course Location

11 - 12

Length

One year or 36 weeke for 180 class periods of 55 minutes

North Dakota Secondary COurse Code

03100

Course Prerequisites

For the Most part, C erical Office Practice is a senior level finishing

course designed to meet/the needs of business majors. Students who enrcll in

the course must have haa beginning typing, and it is recommended that they have

had Typing II and Accounting I. It is not necessary for the student to have

shorthand, for this course is-not of the stenographic nature.
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TIME

2-3 weeks

weeks

THE STUDENT LEARNS

How the modern office
worker fits into the
business world.

Abbut the office worker..
-personal appearance
-appropriate dress
for office,..and for

leisure time/
-social and business
techniques of
etiquette
-basic manners
- application of
social graces to
office situa-
tions

- maintain comfort-
able office
conditions

-special problems -

that occur

-interpersonal
relations
- understanding of

SUGGESTED ACTIVITIES
, AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Be able to see the need and purpose-of
the business office.

Study the various facets of the
offices

-office management
-a small office
--a large office
-job opportunities
-clerical duties
- salaries

-training requirements
-working conditions

Discuss the rewards of office positions.
- salaries

'-working conditions
-prospects for the fliture

business

THE STUDENT SHOULD:

Discuss the office worker's image.

Discuss rel:.".7onship with others in
theoffice.

Partake in a sef-understanding unit.
(studen eviluo, themselves through a
detailec:', study c. their likes, dislikes,
etc.)

Know wh&;: etic3,:xy on the job entailS.

Take a p inventory to be used as a
basis fm: improvement camplr:ison at the
end of the year. .

7,,sten to the school nurse ho.7re e..z.o-

nomics teacher present facts xl pelianal
care and appearance.

the secretary's Practice cprrect postur.:,:

role of motive and -standing;
emotion.in business- -walking
human relations .-sitting in secretarial chairs

activities
Observe a well-dressed office employee.

itI
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TIME THE STUOENT LEARNS

1-2 days

- demands of the posi-
tion in relation to
other'workerS
-development of per-
sonal attributes to
wards efficiency in
identifying respon
sibility, planning
and organizingowork
and follow-Up 'work

-punctuality
- physical health
-integrity
----leadership

- attitudes .

-resourcefulness
- methods of self-

appraiaal, improve-
ment and continuing
education for job
advancement and Sob
'satisfaction
-decision-making

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

Partake in role playing and/or case prob-
lems to integrate interpersonal relation-
ships with concepts.

Parta.if- in an integrated projectua
ulatee rffice activity or model office.

Practice making_introductions.

Disc)z:s initial thought processes of
decision making.

WoAt !..rojects to stimulate decision
making ability.

1.

Handwriting and lettering.THE STODENT SHOULD:

Integrated To typewrite more
Periodically. eifactively.

Discuss the principal causes of poor
hare.writing.

P4te his own handwriting.

THE STUDENT SHOULD:

Partake in discussion of work organization.

.Describe the typist's desk.

Prepare duplicate copies.

Use and handle carbon paper.

Develop the ability to proofread.

Use good

Practice

Practice

erasing procedure.

justifying the right margin.

erasing duplicate copies.

Type numbers by touch.
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TIME

1 week

S'UGGESTED ACTIVITIES

THESTUDENT LEARNS AND LEARNING OUTCOMES

Business forms designs
- purchasing
- selling

THE STUDENT SHOULD:

Realize the importance of business, forms.

Study various form designs.

Practice writing on forms.

ARead and discuss.the application of pur=
chase requisitions, requests for a quo-
tation, and purchase orders.

Know how to"make a request for credit.

Explain the use.of a catalog file.

Prepare requisitions, purchase orders and
invoices. ,

Obtain illustrations of sales order forms.

4

Prepare invoices.

Work:yith: cycle pilling, punched-Card
bills, checking invoices,
redit memorandums, statements.

. Study the differences of wholesale and
retail selling.

Type credit memorandums in duplicate.

Type' monthly statements of account.

.1 week'. Inventory apd stock room THE STUDENT SHOULD:
practices and rirocedures.

- goods received and on Keep records of.gOods received, their

hand(
. .

disposition,.purchase invoices and re-

- shipiSing,goods quests'for credit.

Be able to keep a perpetual inventory rec-
ords, and/or a physical inventory.

Study information on parcel post, air,par-.
cel post, railway express, aik express,
bus express, truck'transportation, United
Parcel Service; freight serVice and rates.

Prepare bills of lading.

Develop a working vocabulary of'shipping
terms and abbreviations.

76
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TIME THE STUDENT LEARNS

3 weeks Processing data.
-business arithmetic
-percent and discount
-adding machines and
calculators

SUGGESTED ACTIVITIES -
AND LEARNING OUTCOMES

Practice padkaging goods to be shipped.

Understand tracing of lost gcods via
simulation exercise using actual invoices.

Study various sliippingeervices

Prepare'bilis of lading and..shipping
notices:,

THE STUDENT SHOUL

Practice fundamental processea such as
shortcuts-7in Multiplication, subtraction
by aadition and fractionS.and answer
checking.

DevelOp,a working vocabUlaiy of terms
and signs.

Practice how to.convert percentages o,

fractions and vice versa.

Work various problems using percentages,

Develop a knowledge of what machine is
best suited for a particulak calculation
and how much skill is required to become
a proficient.operator. (Community needs
will probably determine the kinds of
machines purChased or rented for instruc-
tional purposes.)

Know the difference between listing and

non-listing machines.

Be able to operate an electronic
calculator.

Visit one or more offices to find out
what adding and calculating machines are
being used.

Write to several manufacturers for infor-
mation regarding adding and calculating
machines.

Work problems-from a correlated workbook.
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TIME THE ItiTUDENT LEARNS

2 weeks

I 7

Processing mail
-inceming mail
-outgoing mail
-telegraph service-

0.

'SUGGEST , NcTivrnEs
AND LEARt OUTCOMES

THE STUDENT.SHOULD:

Know the difference between "personal"
and "confidential' mail and how each is
:handled.

Work on exerdiseS, dating,-Sorting, and

, Prepare memorandumsT requiring.
sfecial attention.'

,Be Able to select the proper moiling ser-
vice for all the different types of,out-
going mail.,
-Niticipate the arrival date Of OUtgoing
nail

--Decide what "class" of mail to use e.g.
first class, airmail

- Determine whether a letter should be
registered, certified, or insured

Discuss the services offered to customers
by the Post Office.
- special handling
- special delivery
-registered mail
-insured mail
.-certified mail
- C.O.D. service
- tracing mail

Know how to handle outgoing mail.

Practice folding and inSerting letters,
sealing, letters, etc.

Understand various staMping methods e.g.
ordinary stampS, precanceled Stamps,and
enVeldpeS4-StaMped envelopes And cards;
and metered,mail after the. topic of seal-

ing tbe envelope.

Obtain examples of all classes of mail to
illuitrate the many different classes '.
of domestic mail.

Explain foreign mail and its use in the'
modern business office.

7 9
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TIME-

//

k'

THE STUDENT LEARNS
SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

Understand the speed of addressing mail
by using addressing"machines.

Practice the following:.
- folding letters
- folding letters of more.than one page
- folding lettArs to-be.placed in -

window envelopes . .

:addressing envelopes, sizes 3 5/8" by
6 1/2" and 4 118" by 9 1/2".

jisingturrent postage raees, find thetota
cost of postage forvarious tyPes of mail
and weights.-

Develop an awareness of the types of
telegraph services Available.

2 weeks 'Telephone. :THE STUDENT SHOULD:

1 week The receptioniSt and
meeting.

Develop a telephone personality.

Listen,to each other, making criticisms'
and suggestions to improve telephone

-habits.

Know how to receive incoming calls, i.e.,
identifying, screening c-allers, givingo
information, getting.information, taking
messages accurately, and transferring
calls carefully.

Know how to make outgoing calls, i.e-.,'
phone directories.

Use the tele-trainer.

Use and develop forms for reporting-
messages.

Discuss areas such as: switchboard, PBX,

Dial Pak service, intercom business phones.

Observe a teletypewriter in use.

THE STUDENT SHOULD:

Understand the proper methods-in receiv-
ing callers. (Registered callers and,
classified callers).

Practice,m
/

aking, recording, scheduling,
and cancelling appointMents.
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TIME

5 weeks

6.1

2 weeks.

3 weeks

THE STUDENT LEARNS

Business filing.*

Retordkeeping.

About copying and
duplicating.

-stencil.duplicating
-fluid duplicating

-
,

SUGOESTE ACTIVITIES /
AND LEARNI 121 OUTCOME6'

/

THE STUDENT SHOULD:

See/the need for and importance of filing.

Tirpes of materials filed, i.e., cards, let-
//ters, invoices, statements, catalogs, blue-
prints, newspapers, various.office/and
'persOnal records.

Know the alphabetic filing syste e!ld be

acquainted wIth alphabetic.and 1wneric
filing.

THE STUDENT SHOULD:

Beable lib prepare financial rePorts and .

be Able to type the reporis in correct
. form.

Be able to read and interpret a financial
report. ,

/Develop an appreciation. of the need for
budgeting and recordkeeping in personal
and business financial management.

I

Kraw the uses of records in
neL6.,transactions ar10 the

keeping of records.

Practice opening.banking accounts and
making deposits.

C.

various busi-
skill in the

Practice making'withdrawals from check:-
--ing accounts.

-*AssuMing students have.had no previous

Practice the folloWing:
-completing check,stubs.
-writing checks I

-reconciling bankistatements

, ,
Be able to handle:a petty !cash fund.

Be able to keep payroll records.

THE STUDENT SHOULD:

Understand various copying processes,'i.e.,
Diazo, Infrared, Diffusion-Transfer, Dye-
Transfer, and Electrostatic-Transfer.

filing experience.
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SUGGESTED ACTIVITIES
TIME THE STUDENT. LEARNS AND LEARNING OUTCOMES

/

4 weeks To type office
cOmmunications.

2 weeks To compose business
letters.

Become familiar with costs and materials
needed in each tyç ,:. of copying process.

Prepare copies from available machines.

Type stencils, and operate the mimeograph.

Understand the costs and number of copies
that can be run on the mimeograph.

Type a spirit master.

Use several colors in preparing a spirit
master.

Run copies on the spirit duplicator.

Coordinate cOlor 'duplication.

Understand the cost and number of copies
that can be run on the spirit duplicator.

Let students prepare a statement to be
issued to several different localities.

THE STUDENT SHOULD:

Obtain various letters from several busi-
nesses illustrating differences in letter

styles.

Be yiven handwritten letters with various
errors and misspellings and be asked to
retype them in mailable form.',

:-

Know how to use notations.
=enclosure notations
-separate cover,notations
- postscripts
-carbon copy notations

THE STUDENT SHOULD:

Know the b'asi'dIbusiness letters.
-letters of acknoWledgment
-letters concerning appointments
- letters making resex.dations

- letters regarding meetings
letters of transmittal'
-follow-up letters
-thank you letters

81
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TIME
SUGGESTED ACTIVITIES

TME STUDENT LEARNS AND LEARNING OUTCOMES

letters of 'inquiry,

7lettdis of ordering-goods and services
- r-amittance letter

.--adjustment-letter
,-orderracknowIedgnent letters
- credit letters
7-collection letters
.-sales letters

- formletters
-folloW-up-sales letters-

2 weeks To use business reports THE STUDENT.SHOULD:'

and manuscripts.
Kncw the kinds oI business reports.

Follow correct procedure in writing reports.

Be able to disdiiss the parts of a report.

repokt including: Cover, title
pagev acknowledgments, table of Contents,
lists of illustrations, list Oftables,
main stiimary, introduCtion, main body,
contlusions and recomnendations, appen-'
di4 bibliography, and index:

About legal papers. THE STUDENT SHOULD:

Become aware of preparing various legal
.papers and dOcUmentS.

Type wills and Contracts.

How one can be a suc- THE STUDENT SHOULD:

cessful office
Type a personal' data sheet.

Prepare letters of application.

Complete application blanks..

'Take various tests used for placenent.

'How to prepare and know THE STUDENT SHOULD:

. what to expect from an
interview. , Understand the purpose and sCope of an

interview.

Know how to prepare for an interview.

Let students prepare themselves for 'an
informal interview held in the claarbom.
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TIME Th Se TUDENT LEARN AND LEARNING OUTCOMES --
SUGGESTED ACTIVITIES

Emphasize the necessity of making a fol -
\low-up letter to an interview.

1/2 week The introduction to HE STUDENT SHOULD:

data piocessing.
Become aware of the need'for data
processing..

0
Develop an understanding of business sys-
tems as being basic to data processing.

Give\reports on data processing.

1/2 week About personal and I THE STUDENT SHOULD:
business relations.

DiscusS desirable personality and char-
\

acter traits important in business.

Develop the ability of seff-analysis and
self-improvement.

Realize that the success of business d6=---
pends upon the-employee as well as the

-3 weeks

.C.

About the world of work: THE STUDENT SHOULD:
\

Self-evaluate to determine the ultimate
selection of life goals as well as voca-

tional objectives,

; employer.\
;

81

Discuss:
- who and what you are
- values ofjDroductivity

- getting and keeping a job

-how to manage financially
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TEACHING SUGGESTIONS

1. The teacher should concentrate on providing the trainee with refresher
training of once-learned understandings and skills which have been partially

lost and to provide the trainee with an iritegration of the old and the new

office understandings and skills by means of realistic, simulated office

assignments.

2. The teacher should invite eXperienced office workers into the classroom to

discuss their duties, responsibilities, and the general nature of their work.

3:'" Practical experience should be offered the trainee either through the simu--

lated office, the classroom, or cooperative experience on the job.

A

4. It is suggested that the.instructor make several-field trips with the stu.,

dents to various offices.

5. A basic textbook should be available, with at least one integrate'd office

practice set included for all students so:that they may become oriented to

the ways in which their various skills are applied in an integrated manner in

the successful Performance of tasks in the ,office.

6. As much equipment as possible shoUld'be available, in the classrOOm, inclUding

the bagic office machines; and office machines training is built into the

course.

7. Filing may be taught as a part of the course.,

8. Students may do secretarial and clerical work for outside organizations.

9. The classroom should be equipped and furnished as a business.office, and the

fespective work stations each contain the equipment and furnishings neces-

sary for performing the work.as it is performed in:the business positions
which.are being represented by the respective projects.

10. Textbooks iti reference materials should consist of books onffice prac-:

tice, dictation and transcription, filing, office machines, materials from

the various businesses in the community,_plus special' reference books such

as dictionaries and secretarial.reference books..

11. When the class is small and equipment adequate, the course may be conducted,

as a laboratory course, with all members working as one group. For large

classes, rotation of sub-groups nay be necessary in order to adjust to the

equipment.

12. Job sheets,to provide definite instructions, and jep-progress reports are

recommended.
%

13. Training films and other audio-visual aids, field trips, and work experiences

are effective in acquainting pupils with procedures.

1 . Use practice sets.

8 0
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15. Home economics staff and/or' modeling school operators and buyers for
department stores are excellent sources for speakers as well as reference
and display materials.

POSSIBLE BASIC TEXTBOOKS

Agnew, Peter L., Meehan, James R., Pasewark, William R., Clerical Office Practice,
Fourth Edition, Sputh-Western Publishing Company, 1967.

,
,

Ardher, Fred C., Bredker, Raymond F., Frakes,'John C., Steward, Jeffrey.R., jr.,
General Office Practice, Third Edition, Grega Division/McGraw-Hill Book
Company, 1968.

8 6
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COMPUTER PROGRAMMING

Course Description
/

.
.

This course is designed to provide a foundation for -UnderStanding of and

introduction tO computer programming. .It includes A study of the functions,

logic, and Programming methods of modern digital computers; although emphasis ii

placed upon typical business applications and the COBOL language:While it is

usually taught in the science or mathematics'departments, computer programming

might-also be taught in the business department, each using a language. suitable,

to specific needs.

Course Objectives

Upon completion of the course, the student should be Able:

1. To demonstrate an understanding-6f proper documentltion techniques, i.e.

flow charts, file layouts,--decision tables, coding, and testing.

2. To be able to write-computer prograas to solve probleme using the COBOL

programming.language.

//
6 n

3. To demonStraie an underStanding of addressing, address modification, instruc.7.
/

tion modification, looping, and branching.

/4. To usediagnostic listings in debugging computer programs.

5. 1Na, identify and diecuss.storage devices,,their function and/ tructure.

6. Arlo explain the purpose and function of,a compiler.
a

/
7/ To'discups the plate of data processing in a'busines environment.

e
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8. To define general data processing terims, such as file, reccird, field, batch
processing, sequential and random access, CPU, etc.

Course Credits

One-half

Course Location

11 - 12

Course Length

1.semester or 18 weeks for 90 class periods:
\

.\.

2:\
North Dakota Secondary Course Code

03022

1.



TIME

273.wep

THE STUDENT LEARNS

.The development of
computers. .

-definition of a
computer

- data proceSSing
occupations

- input/output devices
- central processing
unit

- external storage

SUGGM,: ED ACTIVITIES
AND LEAF, NING OUTCOMES

T113: STUDENT SHOULD:

Learn about.the development of computer
equipment'via field trips, movies, demon-
'5Aration equipment, and lectures.

-

Acquire an overview of dOmputer compa

nents (centralprocessing unit, input/
output, (.ompiler arithmetic unit, control
unit, external storage, other peripheral
equipment).

Understand the uses for computers (record-
keeping, problem solving, scheduling,
information,systems, and Control systeme).

:t7..quire a knowledge of peripherals, i.e., /

.Cardreader, card Punch, printer, disk, tape,/
drives, t.erminals and plotters.

Have a knc,4ledge cr:: primary, storage
(memory-data reprrsentation, data and in-
struction storage', memory positions).

Have a knowledge AA the Magnetic.disk and
tape (disk racks; disk units, tape drives,.

.
reading and writing, reCord lengths,
addres-ng).,

.11.6 weeks Problem-solving
with computers.

-problem definition
-analySis and solution
-implementation
- program test
-documentation
-job control language

THE STUDENT SHOULD:

-----
Know how to use flow carts befol,e doing
any progfam-Ag. /

Be able/ rea proper instruCtionl so
that the maOh ne can compile the program.

/

d 14s,-, of/coding sheets, co,i-Underst
program preparation, and prouram

Do small proble i debilgging?theirzown

problems.
/ '

6-8 w Computer programming. THE STUDENT SHOULDx //

/

- introduction to COBOL

-COBOL divisions Study j control languige us,a 15Y:the

-programming techniques'computer,
-program debugging

HaVe an understanding as to the procedure
used when programmirig with'comm.

8 9



TIME

'J

2-3 weeks

THE STUDENT LEARNS

Programming systeMs.
-overview of FORTRAN,
Report Program Gener-
ator, and Assembler,
Basic, and APL

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

Understand and be able to.write instruc-
tiOns, organize data, prepare program
loops, and sub-routines, and be able to
read tables.

Be able to understand: administer aidn,

programming check points and diagnostics.

Be able to debug programs, i.e., payroll
problems and checking account problems.

THE STUDENT SHOULD:

Be aware of the exi5tence of and the uses
for the various cdmputer languages.

r,-



TEACHING SUGGESTIONS

1; The lecture-discussion method shuld be employed in a spiral development plan.
Lectures can be enriched with-illustrations and demonstrationt, and the in-
structor should extensively utilize the.overhead prOjectOr and well-prepared

-.- a
transparency foils.

,

2. Each lesson should build upon the.previous progressing from simple to
complex understanding. -Following the precntation of new matekial, assign
ments of a learnincj activity should be made for a[plication and reinforce-
ment pUrposes.

t%

3. Students should be expected to write' many computer programs. The.first ones,
should be short and'simple, and the teacher may wish to "walk" the students
through this first program.

A team approach, in,which two students comprise one team, may be used effec-
tively. This approach.it recommended-only when class size exceeds fifteen
students and/or where equipment availability prohibits extensive usage for
student programs.

./.

5. Some on-hand experience is highly desirable for stUdents. The objective
of the course is to learn programming.' Attention must be directed to writ-

'ing prOgrams--not to computer console operation.

6. Students should be expected to develop good work habits, including neatness,
particularly in the laboratory. Laboratory practices should be explained
and students should follow them.

7. Instruction in keY punching will be necessary in those schools where stu-
.. dents have not had this experience.

There are several aids available osupplement and enrich instruction. The
overhead, projector is a must. 'Fa ilities;for the preparation of transpar-
ancy foils are also necessary. Ample chalkboard space is essential and
magnetized chalkboards and magnetized floit, chart symbols. are useful in
teaching of flow charting. .

, .

.?"
,

9. It is recommended that computer programming supplies, such as flow charting
paper and template, -cmoding forms, and printr spacing charts be used.

10. A number of films are available, most of which\havt, been developed by ,corw-
puter manufacturers. These may be used effectiVely, particularly in the
earliest part of the course.

11. Students should "debug" their own programs.

POSSIBLE BASIC TEXTBOOKS

Wendel, Thomas, and Williams, William H. tntroduction to Data Processing and
and Cobol, McGraw-Hill Book Company, 1969.

*, -

Gross and Brainerd, Fundamental Programming Concepts, Harper and Row,. New York,*
1972.

Leeds and Weihberg, Computer Programmin Fundamentals: Based on IBM/360, McGraw-
Hill Book Company, 1970. '

90. 9 1
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coNSUMER EDUCATION

I

a

Course Description

Consumer Education is the development of the individual in'the skills, con.:

cepts, and understandings requited for everyday living to achieve, within the

framework of his own values; maximum utilization of and satisfaction from his.

resources.

Course Objectives

At the completion of the course, the student will:

1. Understand'the role of the consumer in our economy.

-2. _Develop the ability to make rational choices among alternatives.

3. Become knowledgeable with the sources of.information which will aid-the stu

dent as a consumer throug1Ii5Ui life.

4. Recognize and learn how to avoid pitfalls that'could greatly reduce real income.

5. Develop the skills needed to eolve new consumer problems.as'they arise.

6. Knowthe.releVance of edonomic principles, to,personatreconomic competence and

.develop a basic economic Understandingrequisite for responsible citizenship.

-

. Understand the different forms of economic orgajlizations, including coopera

tiVes.

8. Understand.how our ecónomic system operates; the relationship between busthess

enterprise and individual economic decision-making; and i.c rt,.e of money in

our economy.

o _

. Become aware of dependence on society for Consumption and of reciprocal respon-

sibilkies.
91



U.' Understand the economic principles that are essential for'participation as a
citizen and voter in.resolving economic issues of local,,state, and national
impoitance; lkise management of one's economic affairs; and performance as an

efficient producer in:one's occupation and.profession..

1. 'Understand statistical tables and graphg as they relate to personal economic
problem solving_and decision making.-

2. Understand the application of the principles and procedures-of.business to
personal and family problems relating to earning,an income; wise.management \
of money and savings; protection from loss through insurance; 4orocureme9t of \
a home; and to persOnal expenditures.

A
. ,

.3. Have obtained greater satisfaction and, benefits through proper utilization
.of economic resources. L.

.4. Have the knowledge, attitude, and insight to become intelligent consumers/of

goodssand serviOes.

:ourse Content

Consumer education content and presentation must-be Oriented to students'
:urrent concernscand tO the retognizable interests of themselves and their:familiesY
chen this is done, students readily learn that consumer deOisions must be/based Upon

;actual knowledge and the application of basic econ:Anic principles. Cons6er educe-
iion is preparation for living. It is setting goals and determining how/time,.. money,

Ind energy will be spent to reach those grals. Consumer education is a/life-long
?roc'8ss, but today's students need to be given direction in. order to start on the

right road.

2ourse'Credits

One-half

2.ourge Length

One semester pr 18 weeks. for 90 class,periods

Course Location

North- Dakota Secondary ,Course Code

-03140.

9 4
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_TIME THE STUDENT, LEARNS

1 Week

..

About.general principles
of consuMer purchasing.

- consuMer's role as a

buyer
- income

- market

- supply

- demand

.-costs

- role of profits
- circular flow
- deCision-making
- public policy

- choicei available in
using resourtes for
obtaining goods and
services

-factors which influ-
ence purchasing de-
cisions

- economic fattors
involved'in prices
and price deter-
mination
- advertising and
other motivational
buying techniques
-methods of paying
for goods'and ser-

, vices

SUGGESTED A CT IV !TIES
AND 1.EARNING OUTCOMES

THE STUDENT SHOULD:

Gain knowledge, attitudes, and insights
which will help them become intelligent
consumers of goods.and services.

Understand that money must be allocated
among many different needs and wants.

,

.Understand the effect of consuMer behavior
in the, marketplace- and on -the'national ecO-

nomy.
' . . .,:

.

Be able\to identify the al-8ernatives for
which income can be used.

Be able to evaluate alternatives.deter-
mining coniequences of choices made. '

Know how to obtain information about,each
planned purchase before making a decisin.

Be able toAinderstand the motiVations
which stimulate consumers' to purchase.

Be able
devices

to evaluate the sales PromotiOnal
used to encourage purchasing./

1

Be able to evaluate the soundness of infor-
mation from various sources (including-ad-

-
vertising) and use it effectively.

Shop for a specifit-item in several stores,
comparing qUality, selection, pribea, and
store servites.

1

.

- techniques'which lead Make a variety of decisions fOr the pur-

to more effective
, [ -

: chases of groderies, a s4tereO recording

consumer prrchasing machine,' a 'oar, or a spcirtsijacket.-7---
, .

-plannin§ purchases \. -
, .

- cbmpariton shop- nen their:time and energy infshoPpin4 to

ping (recognize save money And iMprove buying.skills. .

standards or quali- .1"
. ,

7 .

ty,. reading labels. RecOgniZe howindividual/consumer'decisions
seals,_tags, and affect conqmic activity.

instruction book-
lets,,evaluating .

;Investigate and report

guarantees and andjdisadVantages of

'Warranties)
,

. orar houses.,.discOun
-developing:Sound-. shops, department'st
relationShips with vending Machines,
sellers'and sa1e10-. .

, peoae
-tise ofitooperativeS -,

-93
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rimE

1 Week

THE STUDENT LEARNS

Budgeting or managing
Money.

- values and goals .

-needs and wants
- decision-making

SUGGESTED ACTIVITIES
AND LEARNING.OUTCOMES

/ !

THE STUDENT SHOULD:

Determine what characteristics to'lo k for
when buying a,transistor radio, gàlfI clubs,
a typewriter, school cldthes.

investigate, evaluate, and- report on
sOurcescf.consumer information, i.e.. ad-
vertising, salespeople, business;and
government publication's, magazin0., books,
andUnions.

As a coMmittee, investigatp. private asso:
ciations, business organizations,jand ,

government agencies. that 4erve cOnsumers,
and describe services proVided..

As a group,study and report on the,
buying incentive's/and adVantages and-dis-
advantages (trading stamps., premiums,
coupony, prizes,,contests,letc.).

,As a group, collect labels for every .

.type'qf merchandise.possibleand mount
# them at 4,4sq,ay explaining.the different

types/of inforMat:on available.from labels..

_ /_
THE :.iTUDENT SHoULD:

Develop thenaerstanding, knowledge, !
skills, and attitude necessary for making
rational decisions in using income and
other resources.

I

Become capable-of.settilig prioritiet on
_personal needs, wants, add goals.

,

Be Able to make.w.isedecisions in:the use
of economic resources to meetneeds, wants
and goali.

Through dismission questions, _develop the.
meming of any or all of the following
toritS: goala, needs; wants, Values,
-rsources, income, real iffcome, money'in-
come, attitudes, economic conditions, eco-
nomid-activity expenses, keeping records,

stinclard,leVel of living.

Set up a spending plan for one of the fol-
lowing: "My senior-year.in high schoolt
my first year in college; my firstyear

( the job;'and, our first year of marriage."
. Plans-should include realist*c goals, in-
come and expeilses. 'Students can estiMate

94
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TIME

2 Weeks,

THE STUDENT LEARNS
SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

THE STUDENT SHOULD:

. ,
what expenses will come up for each situa-
tion, how much income they will have', and
what goals will be important to them.

Write down how they remember spending their
money over the last week. Then keep a
trial record of how they actually spent
their money during the following week. At
the beginning of the third week, compare
the two and work out a spending plan.

Form into groups, on the b'asis of their.
interests, select one of the'following
projects for investigation, and report to
the class.
1. "Have Budget, Will Study."--Investi-

gate costs at one or several colleges
and plan a budget for college expenses.-
InclUde personal costs during the
first year of college.

2. "Price Tags on Wedding BellS."--Inves-
tigate costs and develop a budget plan
for,low cost, a maderate cost and an

. elaborate wedding. Make an evalua-
tion of these based on the reaction
of eachmember of your group, dis-
cussing alternate uses of fundi
available.

Use.role-playing to dramatize decision-
making--a couple planning to meet the
costs of their first child, a couple dis-
cussing pros and cons of the wife working,
afamily planning,the uge of income for
one year.

Collect and evalUate all of the different
kinds and types of budget forms from banks,
credit unions, finance companies, and other
Sources. Select ,from among these, or de-
velop their own budget system as a group,
and report to the class which is most suit-
able and why.

Study and discuss budgeting-for families
with irregular income, families with a
double income, and newly married.couples.

Using consumer credit THE STUDENT SHOULD:*
wisely.

-what'is Consumer Be able to recognize the significant func7
credif: tion of consumer credit in our economy.

9 7_ 95



TIME

1/2 to
1 Week

THE STUDENT LEARNS

/-advantages and dis-
advantages

- kinds of consum4r
credit

- forms of credit

agreements
- installment

credit agree-
ments

-revolving charge
agreements

-establishing credit

using consumer cred-
it wisely

cost of using credit

- places to borrow
-lenders
- banks

-consumer finance
companies

-credit unions
71ife insurance
'companies

- consumer credit laws
-loan laws of North
Dakota

- Consumer Fraud Act
of 1961; 1961
Amendmenti-
-Betail Installment
Sales Act of 1967
- truth-in-lending.
legislation

Buying goods.
-eating and good buy-
ing habits

- factors affecting the
food budget
-number of persons;
size, sex,

. -

ties
-family income

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

a

THE STUDENT SHOULD:

Learn to appreciate:the values as well,
as the obligation involved in the'use
of credit.

Know that credit costs money and under-
stand the expenses involved in providing
this service.

Visit different retail establishments,
i.e., a jeweler, a department store, an
automobile dealer, a motorcycle dealer,
a furniture store, a mail-order outlet:
Obtain all facts on the purchase of an
item on an installment plan.

Use role-playing where members of a
- family have over-extended their credit
and are trying to work themselves out
of this financial problem.

Know which retail stores do not extend
credit to consumers and why not.

THE STUDENT SHOULD:

Develop the ability to buy nutritionally
adequate food within the family food budget.

Understand local., state, and federal food .

regulations and laws.

Learn to use labels, brands, grades, sizes,
and prides as guides in buying goods.

96
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TIME

,112 to

1 Week

THE STUDENT LEARNS

- family food pat-
terns
- amount of enter-
taining
-price variations
- shopping and cook-
ing skills

-consumer aids and in-
formation

-publications
,-governmental ser-

vices
- legislation

,-wise buying Practices
budgeting
-packagingr
- labeling

- grading

-advertising

-food principles relat-
ing to-Ehe consumer

-planning
-buying
storage -

-qpreparation

- serving

About.buying clothing.
-wardrobe planning

-individual job
requirements

-social and rec-
reational satis-
faction

- family needs.

-available funds

-performance of fab-
ric in;relation to
fiber and

- classification of

SUGGe3TED ACTIV rnEs
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Develop theeknpwledge required in plan-
ning, buying, storing, preparing, and
serving food.

Survey the kinds of.foods on whiCh the
teenager spends money, as a panel of
parents and students discuss the propor-
tion of incOme families spend on food.

Accompany parents, relatives, neighbors,
or friends on food shopping trips as.a
silent observer. Keep in mind impulse
buyinig.

Analyze food budgets for several family
types (newlyweds, single persons, families
with young children, families with teen-
agers, families on welfare, food stamps,
etc.).

Listen to a retail food merchant talk on
his observation of shoppers.

Copare comMercially prepared foods with
h6Me prepared foods. Compare cost per
unit of measure for.various forms of food:
frozen, fresh, canned or dehydrated.

Use radio and television tb learn of
seasonal food bargains and thrifty food
management.

Set up a display of common can sizes and
equivalents, or plan a bulletin board on
costs of convenience foods.

THE STUDENT SHOULDi

Understand that an individual can'dress
well even though he may not have much.
money.

Develop the ability to analyze one's
clothing rleds and plan a clothing ward-
robe.

Learn the principles of clothing selection
and acquire ability to use these princi--
ples in selecting a wardrobe that is both
attractive-and functional.

fibers and their .

characteristics
97
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THE STUDENT LEARNS

-construction of
fabric

- textile finishes

-care and maintenance
. of wardrobe

-daily care
- laundering, dry
cleaning, stain
removal

-seasonal care
and storage

-minor repairs
.41

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

. Be able to use standards for judging the
quality of construction in .ready7made
clothing.

Understand fibers used in clothing and
the relation of the fiber to clothing
construction.

Become familiar with consumer information
and protection as related to textileS
and clothing.

Be able to appreciate the importance of
the proper.care and repair of clothing.

Discuss items that are included in a
suitable wardrobe.

Take inventory of his wardrobe, listing
items, colors, etc. Study how many die-
ferent clothes coMbinations are available.

Make a bulletin board of advertisements.
Analyze those materials which add and
which do not add to consumer information.

f-

L Discuss: Why do so many people say, "I
have nothing,to wear' even though their
closets are filled with clothes.

About buying furnishings.
and appliances.

rfactors affecting'
\choicea in furnish-

,

4ngs and appliances'

Make a collection of labels taken from
garments recently purchased. Analyze the
informationswhich they offer.

Discuss principles of budgeting for
clothes. Factors that determine.how
much is spent for clothing and what is
gained by having a plan should be discussed.

Report on different ways clothing May be
purchased: time, payment, cash, charge
accounts, flexible charge accounts, layaway.

Conduct a,survey on cost of wardrobe
maintenance.

THE STUDENT SHOULD:

Develop the abilj,ty to make wise decisions
in the selection of home furnishings and
appliances.
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TIME THE STUDENT LEARNS
V*

1 Week

- stages in family
life cycle

;-size of famif and
'ages of members.

. -money available_
-occupations and in-
terests of family
-members
- values and goals'

-principles of.color
and design

- buying furnishings.

- social and psycho-
logical needs

.-personal prefer-
' ences .

- construction

-harmony in'line,
color and design

- cost and kinds of
payilent

- arranging and caring
for furnishings-

-buying appliances
- equipment needs

-construction
- comparative costs
- installation and
use

- care and servicing
- customer informa-
tion arid protec-

tion

About buying serviCes.
-selecting a service
organization .

-7paying for the ser-
vices

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THEdSTUDENT SHOULD:

Understand th imPortance of planning
how much will be spent for furnishings
and appliances.

Appreciate good quarity in furnis(-hi:ngs
-and appliances.

Develop an interest in selecting furnish-
ings that reflect personal tastes.

Develop the Ability to-select and arrange
furniture to meet personal and family
needs.

Understand the special requirements for
appliances.

'Recognize (tllat planning the purchade of
large and small appliances involves all
the costs related to buying, operating,
arid servicing the equipment.

Discuss with the economics teacher and-
industrial arts teacher,furniture styles,
designs, construction, etc.

List the furniture found in moSt homes,
and'divide the list into needed and
luxury items.

Make a:list of furniture for a beginning
family. Using-aataloguesi.estimate the
cost. Summarize by giving reasons for
choice of these items.

Visit a local furniture store. Imiesti-

gate different styles and qualities and
learn how to'evaluate each.

Use.role-playing to dramatize buying a'
major Piece of furnituie or equipment.. .

Consider operating:And servicing costs.'

Collect and discuss warranties, guarantees,
seals, labels, and tags from appliances
and houSehOld equipment.

THE STUDENT SHOUW:

Develop an awareness of the importance of
shopping carefully for ,services. r/-
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TIME THE STUDENT LEARNS

- undeotanding con-
suma rights and

Recognize that Services include those of
professionals in health, legal, and
other areas.

Understand the iTportance of dealing only
with persons and organizations in'Wh m
you have confidence 'and trust.

SUGGESTED ACTIVMES
-AND LEARNING OUTCOMES

THE STUDENT SHOULD':

-available protective
agencies

-professional services
(medic41 doptcrs,

dentists,'lawyers)

- repair services (TV.

sets, cars, record
players, appliances
and equipment)

-personal sewices
(laundriesrary
cleaners, beauty
shops, barber shOps)

- financial services
(insurance, banking,
credit, investments)

-household help (child
care, yard care)

- procedures suggested
to minimize servicing
and repair costs

-keep important rec-
ords (bill of sale
-warranty', service
contracts)

- read and keep in-

struction booklet

- check the installa-
tion of erpipment

- make routine check
and investigate

'before calling
service man

-give essential facts
about appliance and
problem when calling
for service man

Appreciate the necessity of following
instructions-in operating equipment to
prevent unnecespary repair bills and to
avoid early replacement.:

Have an awareness of inforMatiOn and con7
sumer aids that are available and neces-

,sary in making intelligent choices in the
area of services.

Make a list of all the services purchased
during a school year. Total the amount.
Compile class findings to determine in_
what areas services are most frequently
needed.

-Select"4.repair service for an appliance
that is out of order:

Make a compilation of all the information
refering to care and service that they
can find on labels, tags, seals, packages. '
Note government grade and inspection seals.
Compare guarantees and marrantieS.

Role play an interview situation of hiring
an individual for household help, child
care, or yard care. Noting the'price to
be paid for the services, xplain what is
to be donec etc.

Explain what is meant..by "preventive dein-
tenance" and what basicequipment repairs
can be-made at hOmejoy men or women. Also'
demonstrate several basic repairs.

.1

Give examples of "no extra charges"
services.

Compare the price of a single item in each
of the major types Of retail stores. -To
what extent:do they differ?c:ilhich offers
the best,selection,' service, warranty', etc:?
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TIME THE STUDENT LEARNS'

1 Week Purchasing and main-
taining autOmoti've
productSand services.

-warranty. .

-meaning of a term
warranty,
- value of a war- .

ranty to a buyer
- meaning_Of implied

warranties
\\

-importance of time
, element

- installment,pUrchas-
ing

-methods ot financing

- principle types Of

autormitive Insurance
-personal injury
liability

- proPerty damage

-basic and extend-
ed medical cover-
age

-damage for bodily
injury.caused by
uninslred motor
vehicles
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,../
---- SUGGESTED ACTIVITIES

/7,.

...---"-- AND LEARNING OUTCOMES
7,

THE STUDENT SHOULD:

Listen to an executive-from a local .

department store or visit the store to
determine all the services available.
Pool all plass informationebate pro
arid con--"You should patronize your
neighborhood store.'!,-'

From examplet of warranties or guarantees,
be able to answer: Does the guarantee
cover.the-entire product or.Aust part ok.

-it?..-Which part? Does theguarantee pover
what it will'do? How long.does theaguar-r

antee last? How will the guarantor per- '

form? Will he undertake to replace or
srefund in case of defec%or failureS?

Be able to describe "lifetime guarantees".
without qualifying terns. .

THE STUDENT SHOULM

List probable uses and overall cost of
operating,7plaintaining, and servicing.

Distinguish-between needs and desires be-
.fore-Signing.a legal contract in pur-

Chasing an automotive product.
.

Understand the difference between a
warranty and-guarancee'.

Become faMiltar-with using a formula
determining ttie cost'f5f\operation..

-

for

Know the formula:

TOTAL FIXED AND VARIABLE COSTS COST PER

ANNUAL MILEAGE MILE

Understand the methods and costs of financ-

ing an automobile or other automotive pro-

duct.

Understand North Dakota automotive insur-

ance regulations, classification of the

principal types of automotiVe irisurance

and costs involved.

Realize that insUrance is essential in

owning and operating an autobotive product:
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1 Week

0

THE STUDENT LEARNS

-emergency road
service

-comprehensive
-collision

To use leisure time,
money, and-energy..

-guideposts for lei-
sure time activities
-seek recreations
that help others
as well aaone-
self

-select some rec-.
reations that,one
can continue and
devglop as one
gram older

.-find recreation
within one's means

\

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Make a marke survey for reactions of
adults who have bought both new and used

,cara.

Listen'to.an independent'auto mechanic
explain and demonstrate testing procedures
before purchasing an automobile.

Prepare a repori on "risk sharing" and
the impOttance of insurance.. \\.

Prepare a budget on automo4ve costs\and,
keep an actual
can be family,
unit.

record of costs. The dar
personal, or a friend's \,

THE STUDENT SHOULD:

Become aware of the great number and -

variety of leisure time-needs and wants.

Become aware of leisure time opportuni-
--ties and facilitiea in their community
and nearby area:

Learn to include leisure time costs in
their money management.

Write a short report on a memorable day
of leisure,time within recent months.
State the time, location, activities,
cost,,and why the day will.never be
fotgotten.

o

Indicate if they are planning to buy goods
or services for leisure time in,the near
future, listing what stores or places
Cbuld the activity be purchased,_the approxi-
-mate cost, additional supplies and/or service
and where they can obtain helpful information
before he-buys these' goods and services.

Report orally or in writing the informatin
about a leisure time activity as reported
in a consumer magazine.

Inquire about the tdtal cost of a vacation:
the family summer and/dr holiday vacation,
travel or camping.
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TIME +THE STUDER+ LEARNS

l Week About renting or
owning a home.

-determining-amount
that can.comfortably
be spend on housing

-,deciding whether to
rent,- buy or build

-evaluating housing
meet needs
- -heating
-home wiring
- plumbing
- air conditioning
systems

SUGGESTED A&IVITIES
AND LEARNING OUTCOM S

THE STUDENT SHOULD:

Form a panel to consider the following A

cohcept: Future years will bring more
leiaUe time. Economists,say that man
may work only twenty hours a week ipthe

"Irear4q/Ok. Discussion on how they are sr

preparing\for that...day may be used.

Investigate "Go now. Pay,later." arrange-
ments for travel asto the costs of the
plan and-the pros and cons.

THE STUDENT SHOULD:

A -1q0.- ...ize thatIyousing,needs Aiary with', °
. .

changing ptagei,4n the life cycle.
'.

Redognize legal 4pects of renting,. buy-
.ing and building.

:;
.- '-'.'-

Work col) problets to .diacover how the
to cost of housing,rises,with a-reduction in

the down payment and anektension in the,
duration Of the loan

,
. .

"List what they oOnsider the various respon-
sibilitiea of the iipme owner,

-selecting specialiats
tp help one find
suitable housing and
finalize the trans-
action

-financing housing

.7property and liabil-
,ity insurance

,

-seleäting a mover and
preplanning youx move

Visit finan-Cial institutions in the com;.-
, 1

munity to determine 'the\purtnt.availabil-
ity of inortgage credit.

Determine from the real gstate advertise-
ments in the newspapers the prices-at
which various types of housing are.being
offered for rent and for sale.--

Find out about job opportunities in the
'field of hbusing, noting the'variety of
types and requirements for the job.

9

Select one of the following for a short
report:
- basic principles of good arrangement in

a home
-storage space in the home
-effective use-of-color-in thejlome
- compare types of heating
- the',mObile home

- local.buildinq codes'

-zoning requirements
7-movable partitions
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TIME

3 Weeks

THE STUDENT L,EARNS

,

\ How to make.use,of-'
\insurance.,
\-inaurance--the idea

and its implementa-
tion

-types of
ance

ACTIVrnEs
ANb LEARNING OUTCOMES

THE STUDENT SHOULD:

-FHA W3me Improvement ,,oaps

THE STUDENT SHOULD:" .-

Have an understanding of insurance prin-
ciples and practicec:..

, .Appreciate ihe economic values
life insur- ance:

,
-types of healtn,
autoMobile and proper-
:ty insurance and their
relative importance in
pla:rining a program of.
ineUrance

-h w to plan a person-
al or family insur
ahce program v4ithin.

' bludget:limitations

of insur-

Recognize the range of choice open tO,the
lffe.insuranCe buyeeand learn the.basis
formaking choices among alternatives.

Knowthe characteristici-and uses of
various .types of health, automobile, and
property insurance am:1)3e able to deter-
mine their relative value in relation to
needs.

Realizethe kinds of social insurance
available,(unemployment, workmen's com-
pensation, old age, survivors, Medicare)
and understand their place in a personal'
insurance program.

Obtain an insurance csmtract, read it,
carefully and discuas good and limiting
features.

,Check to see if the family property
insurance covers their personal possessions
such as bicycles, typewri rs, recorders,

aqaint. destruction and thegt.

Know how to use credit cards, and find out
if they are °covered for"the loss from its
misuse by one who steals it o finds it.

Be aware of the advantages and disadvan-
tages of expanding social lasurance as it
has expanded in Great Britain or Sweden.

. Report on the provislons for medical insur-
ance, i. e., Blue Cross and Blue Shield.

Study the advantages of not_ having yoUr
insurance cover, the first fifty dollars
of loss.
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T,IM E

.s

#

2 Weeks

THE STUDENT.LEARNS

A

,e

Saviags and .:t:-
ments. '

. -stages LI-. tbe.life

cycle as "th.qy apply

to .cibjectives Or-

goals for use of in-
come.

- rate of return

- safety

-availability

-outlets for.tavings
-bank accounts'
- stocks and'bonds-
- savings and loan
associations

, SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

s. THE STUDENT SH6ULD: °

Learn what types of automobile insur-
ance should be carried,even though--

.

they are not required by laW..

-outlets for savings
. -bank accounts .

-Stocks and_bonds
--savings and loan
associations

.-credit union
shares

- anqUities

insurance policies
pension and re--
tirement plans

-government secur-.
ities,

-consumer coopera-
tives

- Ways to invest

Study the insurarice laws-of North Dakota.

THE STUDENT'SHOULD:

Gain knowledge, attitudes, and insigh
into the-various types-and-kinds. of
savIngssand inveStment outlets., :

Develop an Understanding:arid appreciatioh:
of ttieNi#portance of selecting worthwhile

.or deSired goals in the establiafiment of
a savings

RecogLze'that education 4S7-6h irivestieht
.

in yol4rself; thq:parChasing-durable!gdolg

is.an investment in living; and that bud-
geting income prodUCing assets is putting,
money aside, hopefully; to produce additioh-
al income.

Acquire basic understandings and attitudes
-of the imPortance and cdntributions -attain-
'able through planning for financial security
arid well-being.

,

Bedome acqUainted with the- different ways
of saving-rodney and:to acquire a:famillar-°-
ity of the .special'characteriStics.of
these different ways.

Be knoviledgeable 61 the, many forms of in-,'
vestments available and the amount or
kinds of returns resultingl from. each.

Realize how savings can help them reach
their '"gromial

Acquire a basic.understanding of invest-
ments.' -

Understand the concept _6f-financial security.

Select and report dn one of UN following:
savings accounts, government bonds, credit.
Union shares, life insurance policies, an-'
nuities, pension and retirement plans.
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TIME

2 Weeks

THE STUDENT LEARNS

Consumer taxes':
--local taxes
-real property
-personal property
-14tility tax ,

rketail Sales tax
=eXcide tax

.-countytaxes
-real property
- personal property

-state taxes. (North
Dakota) '

-retaidersr occupa-
tional tax
-motor fuel tax
motor vehicle li-
cense

- public utility-
revenue tax

-beverage and liqr
udr tax

- inburance fees and
taxes

-cigarette tax,,,;

- withholding taX
7game and,fish li-
censes.

7liquor'litenses,

0

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Select one business firm appearing on the
NeW YOrk StOck Exchange and prepare a
brief report of its purposei type of prod-
uct(s) or seryice(s) involved, earnings
for kast three Years, and a general state-
ment.df the potential for ,future'earnings.

In small groups plari and.report on inv6it-
ing a definite amount of money-;. Reports
should inclUde the objectiveS.of the invest-
ment, expected outcomes, growth possibili-
ties, risks, etc.

In small grc:Ips repprt on a savings or
investment program for a college/student,
a newly married couple,,a familyi with two
young children, and a retired^cCuple.
Present these to the \Class for Suggestions,
recommendations, arid comment.

Appreciate,the.strengths and weaknesses
of different taxes. -

THE STUDENT SHOULD:

Understand the Scopeof taxation.

DeveloiYattitudes of Concern, inquiry,
and respOnsibility toward taxes.

Understand:the
and procedures
powers.

source of taxing powers
for anlendment of those

-List the services.thatloCal, state, arid
federal goyernments offer to consumers.

Participate in a panelori,Ehe'topic:
Consumer citizens,Cari reduce taxes.'
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TIME

a."

o

THE STUDENT LEARNS

- federal taxes

- individual income
tax

-corporation income
tax

-excises taxes
- estate and gift

taxes

- the role and.scope of
deficit financing as
related toltaxation

Consumer rights and re-
,

sponsibilities.,
-what are consumer
rigOits

-What are consumer
responsibilities

_--consumervalues and

goals
-consumer protettion
IProfessional associa-

. .

tions aiding con-
sumers,

--state departments cif
consumer protection -

-government protection
of the consumer
-consumer responsibil-
ities toward education

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE, STUDENT SHOULD:

Know'how indiviaual decisions affect
our etOnomic system.

\\

Understand how consumers can protect
their rights and accept their responsi-

bilities. ,

Learn how to make the best use of the

aid. and protection afforded the consumer

by business, gOvernment, and independent

agencibs and organizations.

Develop an appreciation of the econoMic

value of an edudation to the individual,

to the community, and to the nation.,

As part of a committee., report On current

consumer issues, i.e., prices, advertising,

unions, and government-regulations.

From newspapers or magazines report on

.
controversial consumqr issues and proposals

for solving them.

r'
POSSIBLE BASIC TEXTBOOKS

WarmXe, Roman F., Wyllie, Eugene D., Sellers, Beulah E., C6risumer Decision Making

Guide's: To Better Living, South-Westekn PUblishing Company, 1972..

Warmke, Roman F., Wyllie, Eugene D., Wilson, W. Harrnon, ConsuMer Economic Problems,

EightlPsdition,'South-Westeln Publishing Company, 1971.

N'

Wiihelmb, Fred T., Heimerl, Ramon P., Jelley-, Herbert M., Consumer Economics,

Third Edition, Gregg Division/McGraw-Hill Book Company, 1966.
A
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DATA PROCESSING

Course Description

Introduction to data processing iS an orientation course in which studentS'-
areintroduced to data processing methods, utilizing manual, mechanical, electro-
mechanical, and electronic processes: Students should understand the demand for
improvea data systems in businesi and other,fields. The coUrse also includes a
generar introduction to 'computer programming and a study of the cOmputer.and

society.

Course Objectives

1. To deve1op an understanding and an appreciation of the iMportance of infor-
mation handling.

2. To learn a brief history of data proceising starting with the first data
processorthe human.

3. To acquire a basic knowledge of the four methods of data processingmanual
data processing, mechanical data processing, punched card data processing and
electronic data processing.

4. To have students become familiar with-the most commonly used madhines in
information handling.

5. To develop a-knowledge of the mechanical system of automatic'data processing.

6. To provide an understanding of the machines and methods used in Performing
business problems in a computer oriented system.

7.. To learn various applications of the electronic computer.

11 0
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To provide an understanding of the machines used in solving business problems

in a computer oriented system.

9. To give the'student an understanding of methods andprocedures used in defin-

ing-business problems,

10. To provide the student an opportunity tounderstand the computer concepts of

programming and coding (Binary--Hexidecimal and OCtagal'system).

11. To give the student a basic understanding of the operation of the electronic

digital computer:

12. To provide infOrmation-concerning systems and procedures in automatic data

processing.

1 . To provide information concerning analysis and design of an integrated_

data processing system.

14. To provide information concerning personal and professional characteristips,

education, and training necessary to enterthe field of data processing.

15. To provide guidance for interested students who desire:a career in the field

of automatic data processing. ,

16. To provide an insight into the future of- automation and automatic equipment.

fir

Course Content

This course should be designed so that no machines other.than pos"gibly a key,-

punch will be necessary for Use during the course. Howeizer, visUal aids in terms-

of charts, slides, and movies can aivi should be used to supplement the text and

other student materials uSed. During this course the student should learn basid

communication with machines as he learns to speak and read the language of auto-

mation. The student should learn.how to plan card fields for recording informa-

tion and how to interpret data in code form.' The different methods of using

punched cards, punched paper tape, magnetic tape, and marked-sensed cards in pro-

.cessing data are explored. Arithmetic problems are solved in binary code. Simple:

-programs are written first inhuman language, then in a machine language, and

finally in a symbolic language. The importance Of block diagrams and elementary

flow charting is demonstrated through practical application exercises.

Course Credit

One-half

Course Location

11 - 12

Course Length

One semester for 90 class periods.

North Dakota Secondary Course Code

03024 1-1 1
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'TIME

1 week

5 weeks

THE STUDENT LEARNS
SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

The history and evolu- THE STUDENT SHOULD:
tion of data processing.

Be Able to give the four types of data
processing methods with examples.
-manual methods (origination, input, pro-.
cessing, output)

...mechanical methodS. (origination, input,
processing, output)

-electromechanical methods,(crigination,
input, processing, output)

-electronic methods (origination, input,
prOdeesing,-output).

The use of tabulating
cards and tabulating
card equipment.

Realize that the human being was the first
. processr.

/./

Understand the relationship between men-
- tal computation and evolution to high
speed'electronic computers.

Understand the use of machines and other
devices to facilitate Bata processing.

.

Realize man's need for faster and more
accurate devices to take over the great
amount of routine mathematical calcula-
tions in modern science and business.

/HE STUDENT SHOULD:

Learn the development of the tabulating
card and mechanical tab card'equipment.

Study a brief history of tabulating ICards
and equipment.

1-

Learn the data processing cycle and media.
-origination (types Of source document,
reasons for accumulation of data)

-input - -systems and media. (punched card,
punched paper tape, magnetic'tape,
discs, drum and microfilm, card'read/.
punch, plotter, data converters, OCR..
and MICR, and cathode.ray tube)

-manipulation (computation, storage and
retrieval, clabsifying, sorting, and
summarizing)

-Output - -systems ana media (printouts,,
punched cards, punched paper.tape, mag -
netCc tape, disti;.dimu, microfilm)

110



SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

Learn the kunctions of data processing
-and tabulating card equipment.

Discuss:
- origination,of data
- processing of data
-output of data

.Understand the,tabulating card. They
should know the basic types of tabulating
cards, card fields, and card designs,
(card types, edges and faces, oolumns and
fields, Hollerith code).

Have an understanding of tabulating card
equipment.

Be familiar with the card punch and ver-
ifier, knowing its functionS (alphabetic
and. numeric punching, card planning'and
layout, the program card) and should also
know how to punch and the purpose of a
program card.

Understand the verification process and
its importance.

Become awake of job opportunities Using
tabulation card equipment.

Understand the functions and operations of
an interpreter.

Become acquainted with the workings of the
sorter. Stress its functions, operating
procedures (numeric, alphabetic sortin7,
and' block sorting).

Become familiar with the functions and'
operating procedures of the collator
(matching, merging, selecting, sequence
checking, collating).

Understand the functions and operating pro-
cedures of the accounting machine/ with,
emphasis given to printing, counters,
selectors, summary punching, group con-
trol, and the forms printed.

Conduct a summary over all previous mate-
rial covered in relation to the tabulating
equipment.
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TIME

2 weeks.

4 weeks

SUGGESTED ACTIViTIES
THE STUDENT LEARNS AND LEARNING OUTCOMES

Become acquainted with the Accounting
Machine (printing.and listing, detail and
group printing, accumulating totals, sum-
mary punching, the control tape). ,

BecoMe familiar with.the Ileproducer (gang
.:punchingusummary punching, park-sense
punching, reproduction).

The use of electronic THE STUDENT SHOULD:
computers.

Discuss career opportunities using
computers'.

Understand types of computers (digital,
analog) andLapplications (simulation,
real-time, delayed time).

Study components'?f a computer system.
- source documentd
- input

=manipulation (storage-retrieval, arith-
metic/logic, control unit)

Discuss the functions and speed of.
working arithmetic prOblems.

Computer programming. THE STUDENT SHOULD:

c.

Learn the definition of programming.

Discuss programming procedures.
- analysis of pioblem and equipment
-flow charting (logic, document flow,

__symbols, branching and lodping)
- binary code (number representation,
computations)

- coding (source programs, compiler pro-
grams, object programa, ddbugging)

Understand the computer operation. At
this point the instructor should choose a
typ9 and model of a.computer and symbolic
language with whichte is familiar to ex-
plaih to the studenti.

Become acquainted with the input-output
phase of computerd. Discuss type,-speed,
and capaciV.c
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TIME

3 weeks

1 week

THE STUDENT LEARNS

Systems analysis and
design.

The social iSpects of
automatic and data
processing.

.,1 1 5.

SUGGEGTED AC*IV !TIES
AND LEARNING OUTCOMEG

Describe the types of information and
representation, such as: binary, octal,
and,decimal.

Know the methods of.programming,-with
emphas4, on symbolic languages and pro-
cedures.

THE STUDENT SHOULD:

Understand systems concepts.

Learn the importance of obtaining
tion.

Know how to improve the-results of the
system and plan an overall integration.

Realiie the importance of planning for
each application.
- function charts

.-process charts
- controls

- block diagrams .

-flow-charts

"el

-couTuter procedural writing .

d'Have a brief understanding of the main-
tenancebf equipment.

Learn the procedures of training
operating personnel.

THE STUDENT SHOULD:

Learn the-importance of autoniatiOn and

data processing and its impact on business,
science, mathematics, and education.

Debate the issue of automation and data
processing causing mass unemployment.

Explore job opportunities in data process-
ing. Stress the jobs available and the
education required:'
-key punch operators
- data typists .

-media converter operators
- console operators
-tape.librarians
- programmers

-systems analysts

Discuss evasion of.privacy created by the
computers.
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TEACHING SUGGESTONS

1. Field trips to businesses and'industries using E.D.P. .equipment with a demon-
stration of the various E.D.P. equipment.

2.. Have student reports on

3. Use of films and filmStriPs to illustrate uiage of E.D.P. equipment.

4. Students may code their names and other.information into a mark-sense.card to
facilitate learning the Hollerith code. Later on, thereproducer may be used
to-print out the coded information in a given order.

5.. Overhead projector transparencies are helpful to locate the parts of the
machines and to aid in discussing the operations and functions of such
machines.

6. A research project relative to the different kirids of data procesging equip-
ment and its many manufacturers teaches students how'to gather information
from outside sources.

7. Guest speakers, including former graduates, may be invited to enrich,.a par-
ticular uiiit or to discuss data processing opportunities in general..

8. Demonstrations by the manufacturers of the equipment in the classroom stimu-
lates additional interest.

9. Field trips to daia processing installations are almost a necessity, as' they
provide Audents with the opportunity to see all tYpes of equipment in-4er-

..ation. Elicit' cooperation from business to provide a comPuter, punched cards,
tabulator printouts, control panel, and simulated management games.

10. A file maintained by the' students containihg magazines.and newspaper articles,
cartoons, and samples_of punched card materials, i.e., utility bills, stimu-
lates an awareness of the impact of data processing.

11. Written, explicitbehavioral objectives that are communicated to the students
should.be used aS the basis for examination. Filmstrips with sound or a ,

slide program coordinated with a_tape_recording serye'as excellent devices
to help individualize instruction, particularly so because of the heavy
emphasia on demonstration.

12. A task sheet or time diary kept by data processing personnel on the job is an
°excellent source of firsthand information about specific jobs and may be ob-
tained with no more effort than a phone call.

POSSIBLE BASIC TEXTBOOKS

Awad, Elias W., Business Data processing, Prentice-Hall, Inc., 1968.

Robichaud, Beryl, Understanding Modern Business Data Processing, Gregg Division/
1

McGraw-Hill Book Company, 1966.

Wanous, S. J., Wahous, E. E. Wagner, Gerald E., Fundamentals of Data Processing,
South-Western Publishing Company, 1971.

.
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FILING AND RECORDS MANAGEMENT

Course Description,

The principal objective of filing should be to equip the student with know-
ledges and,skills needed for filing, storing and retrieving of recorded informa-
tion. _Emphasis should be placed.on ewide range of study and experiences such as
filing systems and their management, storage, and retrieval of business records,
rules, of indexinguevalUation of variOus methods of filing, ubes of filing equip-
ment.and supplies, automated filing procedures, the operationof an efficient rec-
ordesystem; including forms design, and transfer and disposition of records.

; Course Objectives
,

1. To develop the technigues and mechanics of indexing and filing basic to,
records.handling.

2. To develop a sense of system and order necessary to maintain records in the
business office.

'

3. Choose an appropriatefiling system to use in any given situation.

0

4. To be able to,set up the most oommon systems of filing in use today.
I

5. To learn some of the new conceptsin records management such as microfilming
and soundex.N.

Ootirse Content

Basic, rules for indexing and filing; purpose of filing and records control;
alphibetic)oorrespondence filing; other filing methods;*records management; data
.processing anA\microfilming.

1. i7
N,
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Course Credit

One-half

,Course Location

11 12

Course Length

One semester of 18 weeks- for 90 class periods of 55 minutes

North Dakota Secondary Course Code

03080

I.
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SUGGeSTE6 ACTIVMES
TIME THE STUDENT LEARNS AND LEARNINS OUTCOMES

.1-3 weeks

2 weekd

Purposes of filing and THE STUDENT SHOULD:
records control.

0
- reasons for storing Do outside reading, and discuss in class
records . such topics &th cost, time, space and facil-

-meed for retrieval ities and anal is for appropriateness of
and reference system.

- job opportunities

Be able to illustrale.and discuss difter-
.

ent filing job opportunitied.

Visit laxge'offices and observe filing sys-
tems and filing routine. 1

-

-Explain and compare basidsystems of. -iling
in use today.'

Be able to name filing systems used by
firms and government agencies.

Illustrate and compare different filing
systems.

List advantages and d4sadvantages of eadh
-system.

Know the _importance of accurate handling
of records.

Basic filing rules for THE STUDENT SHOULD:
indexing, coding and
cross-referencing. Prepare 3 x 5 index.cards as they would be

typed for filing.

Arrange the cards in proper filing order.

Leaxn_proper_handling of file folders.

Prepare actual letters for filing..

0

-Prepare and work with cross referencing
forms and devices.

'-3 weeks Alphabetic correspon-' THE STUDENT SHOULD:

, dence filing.
(

- -organization Give repeated exercises in filing'systems,

-procedures using cglrd-size individual packets.

- contras
- types of elphabetic Discuss arrangement and neatness in filing.

systems
Work with actual letter-pize and legal-
size files.

117
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TIME

2-4 weeks

3-5 weeks

1 week

SUGGESTED ACTIvrnEs.
THE STUDENT,LEARNS AND LEARNING OUTCOMES

Other filing methods:
-numeric
-alpha-numeric
- geographio

- subject .

.-alphanumeric subject

Records Management.
-transfer and storage
equipment, transfer
methods, records re-
tention policies, pro-
tection (A records,
disposing of records
-analysis techniques
for determining °how
to establish a filing
system

Complete a filing kit.

THE STUDENT SHOULD:

Prepare a list Of offices in the community'
that might use eaCh of the different
filing methods.

Know what kind of subject files are kept in
different offices in the community.

Prepare a setsof file folders fbr use in'
an office in the'school using one of these.
4filin9 methods.

THE STUDENT SHOULD:

Know.the
nets and
cuss the

different types'of filing.cabi-
otherreCords equipment and dis-
use of each.

Secure brochures from companies that.illus-
-trate the lateSt equipment al;ailable..

Choose firing equipment appropriate for a
given situation'.

Visit several equipment suppliers.

Lay out an office with major emphasis on
filing cabinets and equipment.

Present to the class a particular type
of equipment.

--,Conduct a community survey on-types of
equipment as an independent study activity.

THE STUDENT SHOULD:Data processing and
microfilming.

-punched-card systems
-integrated data
processing
,microfilm retrieval.

Discuss previously learned data process-
ing,concepts As they apply to storage and
retrieval-of records.

Learn tiow data is proceised electronically.

Learn how material is microfilmed.

Know the terms involved in microfilming
and elettronic data processing.

120
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TIME', THE STUDENT LEARNS

1 week Commercial filing
systems.

-Variadex
-Triple-Check AutoMatic
-Safeguard Index
-Soundex

;

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

;

THE STUDENT SHOULD:

Describe various commercial systems of
filing and state the advantages and dis-
advantages of each.

Prepare a presentation for the class on
some phase of commercial filing.

Arrange materials tor filing under each
system.

Take part in repeated exercises in arrang-
ing and filing various materials.

Code materials for Soundex systems.
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T EA CHINES SUSSES TtONS

1. Prepare a bulletin boeIrd showing illustrations of filing equipment fall
clearly labeled and samples.of filing suppliet.

! 2. Select one or two students.to rePo t on their observations of School records
and school filing equipMent.

3: Have each Student listitems filed in thehome and the filing equipment used.

4. Prepare a bulletin board display showing, the right way to use filing
materials.

5. Arrange a class trip to the'filing department.of a large business offiCe.

6. 'Prepare a bulletin bPard arrangeMent illustrating proper indexinTenleiling
of personal names.

D.

7. Use he board to index the names of class meMbers.

8. ,Select.fourteen. names-fromthe telephone directory, each name exemplifying
one of the filing rules. Have students write them as they are.indexed in
the directory.'

9. Haw students index the names pf stores or offices in one block of a neighbor-,
hoc.; shopping area.

,10. Discuss.the application of.crois-referencing as found in. the students' own
experience,*i.e., Readers' Guide, telephonedirectory and library Ce.rd cata-
logue.

13.. Have the students list various types of businesses which they feel would make
use of numerical filing.

.

12. Use a bIllletin board display to show one arrangeMent of material filed geo-
graphically' and another by subject.

13. Discuss the.adoptability cf geographical and sObject filing for variou4
types of business organizations.

14. Invite speakers to discus§ the latest trends in filing and filing equipment.

POSSIBLE BASIC TD&BOOKS

Bassett, Ernest D., Agnew, Peter L.,/ Goodman, David G., Business Filing and Records
4. Control, Third Edition, South-Western Publishing Company, 1964.

Kahn, W.lbert, Yerian, Theodore,'Stewart, jeffrey Jr., Progreesive
Eighth Edition, Gregg Division/McGraw-Hill Book Company, 1969.

e -
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Course Description

-

k

GENERAL BUdINESS

gultect matter. designed to make available to all pupils an introductory
study of business, including (1) an understanding. and appreciation, of the nature,
scope, and functions ef the business-economic system in meeting consumer needs and
wants; (2) an understanding of ecenomic principles and' desirable business prac
,tices which should be followed by consumers in the w handling of their busi-
ness affairs; and (3) an understanding and appreciati. 'Of career.Opportunities
which *are to ba fouad.in business.occupations.

Course Objectives

1. To develep
.

ness plays

,
2. To, develop

an understanding and appreciation of the importantyart.thai busi-
--

ia our daily lives.
J1'

the ability to use business services intelligently.

3.- To provide guidance for tiloga students who are interested in entering busi-
ness as .a career.

. .

4., To provide-a sound fouadation for those who plan to take Specialized business
lopourseS.

5. To provide all students with the tdOls for better personal living in their
secial ana econom1-6 life.

6. To peWid& ail)siudents,with exploratory business experiences of 'vocational
guidance yalue,.

, --r -1Y
7. Tb develop a working business VocabularY.

.1
-
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- -- 8 To develop economic literacy through an understanding of the dembcratic
relaiionships of the individual with a business, the individual with govern-
ment, and-business with government.

,

t'772

9.- To give the training which is needed for intelligent participation in those
everyday activities of business.that concern all individuals.

10. To upgrade competency in the skills needed for wise consumption of economic
goods and services.

11. To provide a background for advanced study and.specialization in business
education.

12. To prepare students for the wise management of their financial resources,
including their current income, savings, and credit;

1 . ab present facts.concerning'opportunities in the business world, emphasizing
that the better one's education, the greater are the opportunities for em-'

4 ,ployment and advancement.

14. To help the student understand and appreciate Our free enterprise system and
\ ecOnomic way of life.

Course Content

The purpose of General Business is to enable the student to understand the
principles and procedures of business for everyone; whether or not the student
Contemplates d career-in businese:. The course should cover the fundamentals of
bank.transabtions, handling of money, keeping of records, buying, selling, borrow- .

. ing, and other businei>s activities performed by everyone. 'When the course is °Cm-
pleted, the student should have a pitture of business-in its economic setting, as
well aa an understanding of theCrelationship of business services and functions:
as they,affect the individual as a consumer and as a producer. Some topics that
should be covered are: What is business; business and our economic system: money
and banking; personal financial problems (budgeting); consumer buying; making
effective,use of conaImer credit; building financial security (savings and invest-

,ments)vsnaring economic risks (insurance); earning an income (career orientation);
the economics of governmenty labor, and business;_and, understanding our free
enterprise system.

Course Credit

One (One-half credit may be offered by requesting permission from the
Depart:bent of Public Instruction.)

° Course Location

Course Lamp

One year or 36 weeks for 180 class periods

North Dakota'Secondary Course Code

.03010

S.`
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TIME

i -2 weeks

THE STUDENT LEARNS
sue:es-rep ACTIVITIES

AND LEARNING OUTCOMES

What is business. THE STUDENT SHOULD:

1-2 weeks Business and oux
economic system.

Understand the difference between wants
and needs.

Understand the meaning of business.

Understand.the difference between goods
and services,

Understand the concept of scarcity of
economic resources.

Understand the economy end the basic eco-,
nomic system of our country.

THE STUDENT SHOULD:-

Understand our capitalistic system.

-Understand:the private-enterprise systmm .
includingLprofits, profit iatiVeS,--and
competition.

Understand other econamic systems such
.as socialism and communism.

4-5 weeks _MRey and ilanking. THE STUDENT SHOULD:

Understand the personal, micial, and busi-
.

ness services that a bank renders as a
financing. agencyin_the-comMunity and
in-aux economic system.

-

Have the ability to make intelligent,use
of checking-account services.

Understand our Federal Reserve system.

Know how to use special checks, money or-
ders, and all ways of rendering payment.

Know how banks get the money they'lend.

- Know the types of loans available.

Understand the 'use of traveler's cheaks.

Understand the difference between th
savings and the checking account.
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TIME

4-5 weeks

\r,

1-2 w eks

THE STUDENT LEARNS

,-;;;"

SUGGESTED ACTIVITIES °

AND'LEARNING OUTCOMES

Understand money substitutes.

Know how to arrange canceled checks into
groups by endorsements.

. Personal financial THE STUDENT SHOULD:
problems (budgeting) .

Consumer buying..

Understand the,part that planning plays in
good money management.

Understand the use of.budgets'and records
by individuals, families, and organiza-
tiOns.

Know how to plan the use of income.

Know how to manage a budget.

Understand how good money management in..7
volves earning a satisfactory income, wise
buying, proper use of what is bought, as
well as saving a part of the income earned.

Understand the importance of meeting finan-
cial obligations and establishing a good
credit rating.

.

Know the advantages of buying for cash,
and buying on credit.

THi-STUDENT SHOULD:

Understand how incomes are spent, how to--
buy wiSely, the services provided to con-
sumers, and how distribution serves the
consumer.

Know that consumers spendAifferently
depending on their value'Systems and their
total incomes.'

Know:that total incomes-have risen rapidly
and understand.the reasons for this prog-
ress in our society.

Understand the role of marketing in
free-market economy.

Understand the legal aspects of the buy-
ing_process and the rights of both
buyers and sellers.
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TWAE

4-5 weeks

4-5 weeks .

THE STUDENT LEARNS,
.SUGGESTED ACTIVITIES

AND LEARNING'OUTCOMES

Making effective use of THE STUbENT SHOULD:
consumer credit.

Bui,lding financial
security (savings and
investments).,

Understand how credit may be used most
advantageously in personarbusiness
transactions.

Understand the nature and the use of dif7
ferent kinds,of business credit forms.

Learn the ability to calculate simple
interest. .

THE STUDENT SHOULD:

Understand the importance of personal*
savings.

Knew,bow to plan a Savings program, handle
savin§s.,accounts, and invest in bends and
stecks.

Undeistand p7erSenal savings prograri
snobld be started eaiiy4n life.

Know possible methods for investing their
savings.

Know investment features of stocks and
bonds.

Understand the problems involved when home .

ownership is made a part of the investment
program.

Know the effect of changes in the price
level in different kinds of investments.

Know how to establish an investment port-
folio.

Inow how to keep a personal income and
expense record.

Learn how to construct and interpret,the
family budget.

Understand that the economic well-being of%
the individual or family can be enhanced
by careful planning of expenditures.

125
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TIME

5-6 weeks

2-4 weeks

THE STUDENT LEARNS

Sharing economic risks.
(insurance)

The economics of gov-
ernment, labor, and
business.

-taxes
.1-labor

-management relations

SUOSESTED ACTIValgs
AND LLARNING OUTCOMES

Understand that a sistematic method of rec-
ord keeping is needed to show the amounts
owed by and owed to an organization.

'Know the advantages or disadvantages of
renting or owning a home.

THE STUDENT SHOULD:

Know how to make decisions concerning:
Tautomobile insurance
- property and liabaity insurance
- cost of life insurance'

- life insurance planning
- health insurance

-social security and,pensions

Understand that a personal money manage-
ment program should include protection
against economic risks.

Learn the different kinds of insurance that
afford protection against major economic
risks.

. r

Learn the types of,risks encountered by
the average citizen.

Understand the value of life insurance as
'a meanS of acCumulating savings as well as
a Means of proteCtion.

THE STUDENT SHOULD:

Learn the advantages of our economic
system.

Learn the role of American labor in our
economy.

Learn how government-works with business.

-Know how we pay for government services.

Understand the organization, ownership,
and management of business enterprises.

Understand the rdle of the American worker
in our economic society.

A

Learn the basic reasons why people form
organizations' and the advantages and dan-
gers in such organizations.

0
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TIME

2-3 weeks

THe STUDENT LEARNS
SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

Know that a reasonable profit is the reward
for initiative and risk-taking.

Know that the success of our economic sys-
tem depends heavily upon the abilities and
the efforts of the American labor force.

Learn why government regulates certain
business transactiOns.

Understand that government services, such
as national defense, highways, and educa-
tion are financed chiefly by taxes levied
on individuals and businesses.

Understanding our free THE STUDENT SHOULD:
enterprise system.

Understand economic growth as measured by
the gross national product.

Learn the part economics will play in the
futureand the important part each stu-
dent will have in forming a just economic
system.

Realize that everyone, regardless of his
occupation, engages in business transac-
tions and is continually using business
services and products.

Understand the nature of work that is done
by businessmen and ;ome of the problems
faced in the business world.

Learn how business organizations function
in the production and distribution of
goods and services.

Know that many types of workers are needed
in American business.

See the need to give-serious thought to
the selection of an occupation:

Learn types of business ownership and the
importance of investment in a business to
helb it succeed.

Discover the- functions of loCal bUsiness
establishments.
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TEACHING SUGGESTONS

. ,

The content and nature of Basic Business is suCh thatthe variétp,and scope
of teadhing methodi is practically.unlimited. The textbook should probably be
used as a.point oE departure to help insure that no area is completely,neglected.
It should not be followed religiously, nor is it neCessaryto.complete
unite in sequence. Maierials the students colleCt for suCh items as prOjegES,
reports and bulletin boardS could be the backbone.of the couree.

.
. e-'-'

1. Conduct a,preview:of the unit or part of the unit td be studied (pre-test),
This avoids epending too much-time on material already familiar to the.class.

2. The teacher should attempt to discover what information or misunderstanding
students possess before studying the unit.

3. Explain the principles involved in the unit. Use examples from the coMmunity
as much as possible.

4. Provide for a.directed study period. Budget class periods for stUdy, labo-,
'ratory work, field trips and discussions., 1

5. Use the community as a laboratory. Have carefully planned field trips--
either the entire class or small groups whoreport back.

6. Use. multi-sensory aids. Timely films and filmstrips add student interest
tO,the units.

7. Provide for various kinds of discussion periods. Classroom situations with
'the teacher directing the discussion is recommended. Committee ar round-
table type of discussion with chairmen.in charge is alsq Suggested. A sum-
mary discussion periodshould be aimed at integrating and organizing the
eeparate knowledges, attitudes,, skills, and.appreciations gained.

S. Have the entire class become involved by preparing dieplays and exhibits, par-
ticipating in discussions, and preparing and putting 'on demonstrations.

9. Follow court cames which involve personal business or consumer problems.

10. Compare store pxices per unit",,for varici-3S-ltense.

11. In the closing weeks of claei students should present sumFary reports on
their career projects,''

12. Use local resoUrces to help demonstrate proper job interview techniques.

PCMSH3LE IBAUSK: TEXTBOOKS

-
DeBrum, S. Joseph, Haines, Teter G,, Malsbary, Dean R., Crabbe, Erneet H.,

General BUsiness For Economic Understanding,Tenth EditiOnY-South-Western,
Publishing Company,'1971.

7 PoliWlook, William, Today's General Business, Ginn.and.Company, 1969::

Price, Ray G., Musselian, Vernon J. Curiis, General Busindei For'.
Everyday Livingu Fourth Edition, Gregg Division/ McGraw-HillEook Company,
1972.
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Course. Description

grAt 1W.'"

r

N

OFFCE MACHINES

This course will give students a knowledge of_and the ability-to operate the --

most commonly used types-of office machines that are available for processing

business data.

Course Objectives

An office machines course should be geared for a wide range of student inter-

.:ests and abilities. Individual objectives shoad be selected for each student
accoiding to his career goal. The course should provide an opportunity for the

students:

1. To operate the ten-key adding,machine with speed and accuracy -using the touch

system.

2. To complete simple to. complex.problems on electronic and mechanical calculators.

3. To dictate effectively using dictation equipment.

4. To transcribe for final copy from transcription equipment.

5. To use-the full-key adding machine.

6. To become acquainted with accounting machines.

7. To perform various duplicating operations on the mimeograph, fluid duplicators .

and-photo copiers,

8. To operate efficiently special typewriters"(yartible tylie, right-justification,

long carriage, and proportional spacing.typewriters):

S.'

129

I.

1



9. To change ribbons and perform other simple operating maintenance tasks.

Couxse Content

Although course content in an office machines course should be based on a
survey of local business equipment and practices, equal cOnsideration should be
given to office machines commonly found on a nation-wide basis: full-keyboard add-
ing-listing; 10-key adding-listing machines; 10-key printing calculator; electronic
calculators, printing and non-printing; key-driven calculator; rotary calculator;
key punch machine; stencil duplicator; fluid duplicator; photo'copy machines;
offset machine; and, transcribing or voice machines.

Course Credit

One-half

Course Location

11 - 12

Course Length

One semester or 18 weeks for 90 class periods of 55 minutes

North Dakota Secondary Course Code

03051

132,
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TIME

2-4 Weeks

1/4 week

SUGGESTED ACTIV rrms
THE STUDENT LEARNS AND LEARNING OUTCOMES

-1

Varies with
locality

10-key adding-listing
machines'.

THE STUDENT SHOULD:

Be able'to comPute addition problems con-
taining'five numbers of two to four digits
each by using the ten-key adding machine
at the rate Of'100 digits.per minute, in
a five-minute period.

Full-keyboard adding- THE STUDENT SHOULD:
listing machines..

Rotary calculators.
*

Be able to add, subtract, and multiply?
wifih some degree of skill. -

THE STUDENT SHOULD:

Be able to perform these functions:
-addition
- subtraction
-multiplication
- division

-constant multiplication
-decimals

. Varies-With ,Key-driven calculators. THE STUDENT SHOULD:

locality
Be able to perform these functions:
- addition

- subtraction
-multiplication
- division

2-4 weeks Calculators-electronit THE STUDENT SHOULD:

and mechanical.
Be able'o perform these functions:
- adding of whole numbers
-multiplication of whole numbers
- subtractioh.of whOle.numbers,
- divisiodo.t whole numbers
-addition and multiplication of'decimals
- subtraction and, diyision of decimals

- percentage .-

- cash discount
-trade discounts in series
- constants In addition ahd.silibtraction

- constants in multiplication-double and

accumuIative,,in multiplication
.

- constants in division-use of reciprocals
-compared addition-use of complements -,

-
--special short-Cut techniques'
- auditing invoices

*
Include only if your locality demandsthis type of trainihg.

.t131
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TIME THE STUDENT LEARNS
SUGGESTED ACTIVrrIES

AND LEARNING OUTCOMES

- interest
-credit balance
-mark-ups
- fractions

-,-,proration
,

Be able to compute 20 multiplication and
division problems within 20 minutes with
at least 90 per cent accuracy:

. 0.
Be able tO compute the extensions, gross

:

amount, tax discount, and net amount for a
tlenty-item invoice in 20 minutes with an
accuracy of 90 per cent by using an elec-'
tronic calculator and printing calculator.

1/2 week Posting and accounting THE STUDENT SHOULD:
machines.*:

1-3 weeks Key punch.*

Be able to petform these functions:.
- accounts receivable accounts -

- general ledger accounts
-stock ledger cards
Tposting charges and credits simulta,-

neously
,-error, correction procedures

THE STUDENT SHOULD:

Understand these features:
- card path-hopper, punching and reading
stations, and stacier

- alphaTnumeric shift utilizing alpha
typewriter keybo d with additional
operational keys

-numeric punchingrdual keys
- manual skippingyith oi without key'
- control punch-skip key-dash skip key
- manual duplicating with duplicate key
and use of column indicator-with pro-
gram control-without prograM Control

- automatic skipping and duplicating-auto
dup.and.skip switch-program card and
code

- alpha punching-within,a'programmed qlpha
field-within a nUmeric field-within pro-
gram card and code

-printing mechanism
- error correction ana error notation
-prepunched card
- partially pUnched Card'

*These machines may not be available in all nchools offering an office machines
_course.



TIME

1-3 Weeks

,

a

ME STUDENT LEARNS

,

The stencil duplicator. THE STUDENT SHOULD:

SUGGMTED ACTIVITIES
AND LEARNING OUTCOMES

-Whole or verified card
-keyboard locking and unlocking

Be Able to record alpha-numeric informa-)
tion fronlaource documents by using A key
punch machine at the'rate of 150 strokes
perminute fOr a fiVe minute period.

Be able to assemble a stencil.

Be able to type a usable stencil.

Know what the guide marks stand for.
\

Be able to ustwriting plates, stxli,
drawing boards, shading plates, design
platee, lettering guides,-illustrations,
and mimeoscope.

. .

Describe the purpdse

. List different paper
grains.

of the.various.stirii

weights, colors, and

Demonstrate "fanning" and "jogging" papr.

Differentiate the "feel" bffluid dupli-
)

Cator, mimeograph, and bond paper.

Feel the rough sidq of..,the paper.

Operate the'mimeograph and properly file
stencils.

Understand machine-operatiOn. stencil.
:installation, paper inStallation, inking,'
adj.14stments, counter, file folders, pro-
tettive,covers, drying and straightening'

Understand stencils:
grides, sizes,.errot
proofraading.

,

number of copies,
correction, and

Be able. to use special minieograph opera-.
tion.§,' i.e., slip sheeting, rerunning
.qsed.stencils, volered ink, card.feeding,
block-outs, and collating.



TIME'

eV.

ql week

4

1/2 week

1/2, week

THE STUDENT LEARNS'
SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

Becable to use the mimeoscope,. i.e.,
_tracing, drawing, bonidwriting, proof-
reading, andlettering.

Be able to clean the mimeograph,.cabinet\
and stencils.

The fluid duplicator. TA STUDENT SHOULD:

Prepare a-master:i.e., typing, drawing,
writing, colored carbon, fiberovplastic
backing, long-run, and "coatecr rbon.

Be able to use various correctionmethods:
knife, correction tape, fluid, white pen-
cil, and scotchtape.

Be able to select paper, Le., various
grades, grains, and weights.

. .

..Qperate the duplication machine: fluid
control, pressure,.placement on cylinder,

.centering adjustments, counter, and
straightening and stacking.

Be able to clean and care-for :the dUplicat
ing Machine.

Know how to ciean carbon ofChands an
clothes.'

The offset duplicater.* .:-.THE STUDENT-SHOULD:

Understand preParing a master, i.e.,slay-
out, paper master, aluminum plate, art
work; selecting ink, and printing paper.

Understand operating a machine i.e.,

inking,,solution, feed system, and coloz
printing.

The photOcopy duplicator. THE STUDENT SHOULD:

*May not be available in all schools.

Understand the different. methods 'of
photocopy duplicating.

Know the kivde of originals required for,-
reproduction.

--
Know how to care for the reproducing'

-machine ,____---

4
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TIME

2-4 weeks

A-2 weeks

!a.

THE STUDENT LEARNS

The transcribing machine.

The. purpose of this unit
is tO develop ability to'
meet business standards o
quality and quantity of
production of..transcrip-
.tion work on transcrib."
ing machines. Tine

. pent on this unitoper-
h ps'should be- longer
than some of-the others,
since transcribing is
one of the major duties
in an office. lv#cedure
should include a discus-
sion and directed prac-
tice in the.Use of the
various, reference books
helpful with transcrip-
tion work.

Special typewriters.

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

Know how to assemble and operate the
machine-know proper handling and storage.

Become famiiiar-with various makes oi
'transcribing machines.

.Type letters and envelopes as a review.

Transcribe in mailable form letters of
common businesvvocabulary from thdch'ine
dictation at the .iate of 30 words per
minute for 15 minutes.

THE STUDENT SHOULD:

Be able to adjust and operate special
typewriters (automatics, variable type,
right justifying, long carriage) for
producing copy atythe rate of 30 words
per minute fOr a 3 minute period.

Type busine.s letters, manuscripts, and
tabulated qcuments on a proportional
spacing typewriter at the rate of 35 words
per minute and at a quality considered'
mailable.

ej.1
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TEACHING SUGGESTIONS

1. Orientate the students to the classroom management, organization, equipment,
supplies,_business machines, and in general,'the routine to be followed.

2. An office machines classroom should have ample.space for each student to
work and the equipment shciuld be arranged in an office-like manner. The
teacher will need to visit offices, read advertising literature, talk to
salesmen, and see films to gc..:4n the knowledge necessary for disCussing,the.
many machines used in business today.

3. Office machines teachers need to be creative. It would be safe to say that
there would not.be two office madlines classrooms that would be equipped in'
eXactly the same way. Therefore, each teacher must organfze the office ma-
chines program to best suit ihe needs of the local business community, the
needs of the students, and the eyuipment available.

4.. It is recommended that as much variety as( possible be incorporated in the
learning to avoid monotony. The utilization of actual business papers requir-
ing the calculations possible on the office machines will'be of great value.

5. Have carefully selected problems for each new machine technique assignment.

6. Provide an opportunity for'the student to test his knowledge and understan&
ing of each technique.

7. Provide learning oPportunities for the'students to improve their skill through
a variety of problems involving the use of repetitive drills for mastery of
techniques.

B. Provide opportunities for the student to apply the learned technique to typ-
ical business situations.

9. Provide'for individual differences by assigning supplementary problem work
which is approximate for the student's.; maturity and ability level.

10. Give each student an understanding of his responsibilities when working on a
machine project.

11. Place on the work station, a step-by-step procedure for operating the machine.

12. Establish a procedure for distributing and returning supplies to their storage
places.

POSSIBLE BASIC TEXTBOOKS

Cornelia, Nicholas J., Pasewark, William R., Agnew, Peter L., Office Machines
Course Adding and Calculating Machines, Fourth Edition, South-Western
Publishing Company, 1971.

Fasnachti-Haro1d D., Baueinfeind, Elriy B., Vigen, Donald W., Bow TO Use,Business
Machines, Third Edition, Gregg Division/McGraw-Hill Book Company, 1969.

asewark, Willism R., Duplicating Machine Processes Stencil and Fluid, South-
.; Western Publishing Company, 1971.

WalkerArthur L., Roach, J. Kenneth, Hanna, J. Marshall How To Use Adding and
Caloulating Machines, Third Edition, Gregg Divisfrm/McGraw-Hill_Doolk-_-__---
Company, 1967. ,
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PERSONAL TYPEWRITING

Course Description

In this one-semester course, an oPportunity is provided for the student to
develop enough skill to type his own term papers and personal correspondence. The
skill developed in Personal Typewriting, however, is not sufficient to prepare a
student for office typing.

Course Objectives

1. To use the touch system (a systematic fingering of typewriting).

2. To develop the personal aspect of typing.

3. To form good work habits.

4. To develop the ability to use the typewriter as a wri4ng tool.

5. To proofread accurately and correct errors with skill. \s,

6. To typewrite manuscripts--themes, book reports, and term papers which include
footnotes, title pages, tables of contents, and bibliographies.

7. To typewrite outlines as an acceptable

8. To.apply to problem typing the basic rules of English usage and typewritten
form (capitalization, ounctuatiOn, word division, °correct spacing, correct
expression of numbers).

9. To compose at the typewriter.

10, To fill in simple printed forms using the typewriter.

139
137 ,

t

.1

C7



11. To learn to arrange material attractively.-

12. To typewrite simple tabulated statistical tables.

Course Content .

This course contains typing of notices and announcements, personal notes and
:letters, themes and outlines, papers and reports for a family, school reports,

clubs and other community activities, job applications, a student-writer's style

guide, business letters, and business forms.

Course Credit

One-half

Course Location

9 - 12

Course Length

One semester or 18 weeks for 90 class periods.

North Dakota Secondary Course Code

03040
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TIME

2 weeks

1 week

8 weeks

2 weeks

1 week'

s SUGGESTIED ACTIVITIES
THE STUDENT LEARNS AND LEARNING OUTCOMES

-

Keyboard and finger
placement.--
,-space bar
-carriage
-correct curve of
fingers
-home row
-correct position
the machine

at

Use of machine parts.
-margin stops
-carriage return
-variable spacer.
-aligning scale
-shift lock
-paper guide

To develop adequate
speed.
-30-35 words per
minute

Personal business
letters.
-margins
-paragraph spacing
-neatness -

Other personal letters.
-setting up the letter

THE STUDENT SHOULD:

Watch a demonstration of correct home row
pdacement and imitate home row placement.

Use proper.body posifion-after watching, a
demonstration of poor and good position at
the machine: body centered, head erect,
book at right of machine, shoulders level,
back relaxed, elbows close to bcdy, feet
firmly on the floor.

Observe correct fingering technique:
fingers curved slightlY with fingers rest-
ing lightly on the-home row keys.

Practice finger reaches on the various keys
of the typewriter. .

Realize the importance of concentration,
position, practice, and technique.

THE STUDENT SHOULD:

Drill extensively on service mechanisms.

THE STUDENT SHOULD:

Realize that accuracy along with speed is
needed for personal typewriting.

Partake in speed drills to help reach
desired goals.

THE STUDENT SHOULD:

'Practice neatness and directness,in
writing letters.

Type common business letters, such as
orders and request letters.

THE StUDENT, SHOULD:

Type personal letters.suct as thank you
totes, invitations, and general personal

letters.

139

141



TIME

1 week

1 week

2 weeks

THE STUDENT LEARNS

Typing envelopes.
- number-of lines
- return address

- address

-air mail
- zip code number

Other personal
typewriting needs.

-recipes
-newspaper and
magazine articles

Typing simple
manuscripts.

- term papers
-research papers

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

Collect letters o be:typed and analyzed.

THE STUDENT SHOULD:

Practice addressing envelopes.

.Collect envelopes for.discussion and
'analyzation by the clasS.

'Study the new ZIP code procedures and
the new abbreviations for states.

THE STUDENT SHOULD:

Have an opportunity to type personal
.materials.'

P

Compare ways of typing personal needs
information to establish effective and
tine saving forms.

THE STUDENT SHOULD:

Learn the basic rules for the typing
of Manuscripts.
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TEACHING SUGGESTIONS

1. Students should understand that correct key stroke is the basis of typewrit-
ing power and must be developed at the outset, before typewriting applica-
tions are atteeTted.

2. The student should understand the mechanical feature of his-machine so that
he fully utilizes all devices that save time and increase operating effi-
ciency.

3. The teacher who shows how to type saves time and presents his students with
more useful practice tips than he can give by merely talking.

4. The student should be able to care for his typewriter properly.

5. High standards for acceptable work should be developed.

6. The students should be able to think as he types,.to operate the typewriter
while something else is focal in his consciousness..

7. Create an atmosphere enhancing the dtudents°,ability to work with relaxed
poise and without emotional tension.

8. Good working conditions must prevail if good results.are.to be obtained
.(typewriters must be in good working order).

9. Films may be used to demonstrate desirable techniques.

10. Use of a bulletin board to show suitable illustrations will'also be of use.

11. The chalkboard can help the typewriting teacher as he presents subject
matter such as letter writing or tabulating.

POSSIBLE BASIC TEXTBOOKS

Cook, Fred S., Morrison, Phyllis C., Trytten, John M.,,Whale, Leslie J., Gregg
Junior High Typing,-Second Edition, Gregg Division/McGraw-Hill Book Co., 1965.

Wanous, S. J., Haggblade, Berle, Personal Tmewriting for Junior High Schools,
Third Edition, South-Western Publishing Company, 1971.

Lloyd, Alan C., Hosler, Russler Jo4 Personal Typing, Third Edition, Gregg Divi-
sion/McGraw-Hill Book Company, 1969.

Wanous, S. J., Personal and Professional Typing; Third Edition,,South-Western
Publishing Company, 1967.

\
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SECRETARIAL OFFICE PRACTICE

Course Description

Stenographic Office Practice is a course designed to integrate the knowledges
and skills studenti have acquirectin business courSes aewell..as in other courses.

Prerequisite for the course should include.a mastery of typewriting Skill and a..

year of shorthand instruction. It is desirable, too', that students be enrolled

concurrently in.the second year of shorthand.
The course is for the average or Above-average students who have a steno.7

'graphic career objective. In addition to typewriting and shorthand Skills which
a student has as prerequisites, new skills and knowledges will be acquired and
integrated; however, eMphasis will be placed on the development of traits, habits,
and attitudes that are desirable in the business world as well as'in everyday
life.

Instruction must be designed to meet local needs and individual abilities.
Availability of adding machines, calculators,transcribing machines, duplicating
machines, miscellaneous office machines and equipment, and a variety of type-

writers is essential.

.Course Objectives

The student should be able:

1. To develop a working knowledge of the operation of the adding and calculating

machines,
, .

2. To develop skill and accuracy in transcribing letters from voice writing

equipment.

3. To develop speed and accuracy in typing straight
documents, papers; stencils and masters.

144
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4. To develop'skill in placing and receiving telephone calls.

,
5. To develop basic skill in 'the operation of fluid and stencil duplicators;

6. To develop skill and knowledge in filing.

7. To develop an awareneas of the vocational possibilities in the field pf
business,

.v.

8. To develop an understanding of desirable office traits: punbtuality, relia-
bility, honesty, initiative, dependability, grooming, and pleasant voice.

9. To practice critical self-evaluation in:class situations and to create a
desire for Constant improvement of knowledge and work performance.

10. To develop an attitude of flexibility in office situations.

11. To conserve time, supplies, and effort,in performLng office tasks.
Aitt

12. To acquire information essential to the periormance of various routines and
procedures.

13. 'Do develop the ability to listen to and Carry out instructions.

14. To develop organizational ability.

15. To work under pressure in timed production work.

Course Content

Secretarial Office Practice contains unitSon: general responsibilities of a
receptionist and stenographer; office' etiquette and personality development; let--
ter writing (including self-coMposed letter); communication responsibilities and
systems (business speech and'grammar, speaking voice,*rk choice, courtesy and.
sincerity, business reports and manuscripts, legal papers, telephone usage, in-
ternal systems, and telegraph usage); filing_ and records management; mail (incom-
ing and outgoing;. bulk mailing methods, and equipment available); transportation;
duplicating.equipment; data processing' (terminoldgy, unit record equipment,
and computer uses); and job success.

Course Credit

One A,

Course Loca.tion

11 - 12

Course Length

One year or 36 weeks for 180 class periods of 55 minutes

Nortb Dakota Secondary Course Code

03090 145
143.



SUGGESTED ACTIVrnEs
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

\7

. \.
.

2 weeks The general responsibil- THE STUDENT SHOULD: \
ities of'a stenographer- ; \

receptionist. Learn the duties and responsibilites o
\

\
the secretary. \

\-producing mailable letters \
- composing and editing letters
- typing business papers
- using the telephone

.
-handling the mail
- meeting callers

'CP

.-filing and retrieving information
-handling travel arrangements
-copying and duplicating
-processing data
'-keeping financial records
-planning the day's work
.-usingoffice machines

'Realize:that specialized training is
necessary to succeed as a secretary.

Investigate salary scales, working condi-
tions, and the opportunities for employ:-
ment of secretaries.

Listen to one or more businessmen talk
about employment and what they expect of
their secretaries and other office
employees.

Realize the importance of being a good
secretarial image.
- personal appearance
-health
-poise
- posture

-voice

Realize the importance of having a good
relationship with others in the Office.
- cooperativeness
- tactfulness

- courtesy and manners
. -common sense
- trustworthiness and.loyalty

Study how to become efficient in one's
job.'

71nitiative
,-6punctuality
-organization
-dependability

-144
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SUGGESTED ACTIVrnEs
TIME 'THE STUDENT LEARNS AND LEARNING OUTCOMES

4 weeks About dictation and
transcription equipment.

\* 4 weeks,

- production ability

THE STUDENT SHOULD:

Review basic typing skills.
o. '

Study various types of dictation and
transcription equipment used in the
office.
-disc recorder
- magnetic belt recorder
-magnetic tape recorder

Know the secretary's responsibility for
maintaining dictation equipment.

Watch a demonstration of proper tran-
scription technique by a teacher or -
secretary.

Understand what is an acceptable skill
level for using the transcriber.

Transcribe from pre-recorded and teacher -
made dictation materials.

How to compose and THE STUDENT SHOULD:
write letters.

Review and practice all parts of the
business letter.
- date line

-address
-attention line
-salutation
-subject line
-body of the letter.
- second page

-complimentary close
-signature
- reference line

-,enclOdUre notations
- mailing notations
-carbon copy notations
-envelopes

Review and practice different le',:ter

styles.

Study about office stationary.
-how it is selected by the office
-types of paper used

145'
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SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTeMMES

2-3 weeks

1 week

How to type
various tasks.

.

Realize the impression created, by a let-
ter upon the receiver.

Practice making carbon copies and typing
envelopes.

Practice composing:
- letters of acknowledgment
- letters of appointment
- letters making reservations

- letters regarding meetings
- letars of transmittal
-thank you letters .

- letters ordering goods or services'
-letters of inquiry
- letters of remittance
- acknowledging order letters'
- letters of adjustment
- letters of credit
- letters of collection
- sales letters
-form letters

THE STUDENT SHOULD:

Know. the exisince of and how to type
finaPtial statemens.
- balance sheet
.-incdme Statement
- statement ofretained earnings

Typelrom a variety of mate4a1se
- business reports
-manuscripts
--interoEfice memorandums
- financial reports
- legal papers
- resolutions
- minutes of a meeting

About mail end THE STUDENT SHOULDv
telegrams.

Learn the proper technique of opening tile
mail.

' I

Practice dating, sorting, and distribut-
ing mail.

Learn about organizing correspondence,
routing mail, and special memorandums.
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TIME THE STUDENT LEARNS

.0?

2-3 weeks

,

SUBMISTEC)AcrivinitS

V\ 4141, LEAORWM3 CHJW.CMAES .
'

Know wilai.precautions are necessary be-
fore reledAing'outgoing mail.

'PractiCe.'fbiging and inserting letters.

Study ibout,precanceled.staMps andenve-
.

lopeNSte4ed envelopes'aud, cards, aud
metere

Learn the various classes of domestic mail.

Study special postal services: special
handling, special delivery, registered
mail, insured mail, certified mail, COD
service, tracing mail, and priority mail.

Study the uses end purposes of mailing .
libts.' IP

Learn the uses.of telegraOh service in
ta:day's.13painess office.

Learn abOut_the &vision of dur country
into different time zones.

eorreet telephone usage. THE STUDENT SHOULD:

A
Develop a good trephone personality.

Learn how, to handle incoming ca/ls.
-answering promptly
-idvntifying
- sdkeening calls
- giving information
-getting information "I

-taking messages accurately
- transferring calls

Study various services offered by tele-
phone companies, such as automatic answer-
ing sets and recording telephone conver-
sations. . \

l

Know how to use telephone directories, in-
cluding the use of the W.A.T.S. (Wide Area
Telephone Service) and the C.A.T.S. (Com-
bined Automatic Telecommunication System).

Practice on button telephones.

Study about automaticdialing ielephones.
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TIME
a"

THE' STUDEN+ LEARNS

,

. 3-4 weeks To become a
receptioniat.

\
. \

c

-

004;1-,

,suegesTgo ACTIN!, rnes
AND LEARNING OUTCOMES

s. .

Become acquainte&with long.distance tele-
phone calls as to'their cost and time

.

factors.

Learn about direct long distance dialing.

Practice making and accepting.telephone
calls.

Look up a 'variety of .telephone nuMbers
:from a current directory for:praCtice
uaing the Yellow Pages.

Beigme acquainted with the"typee of ^
'switchboards and:their functions.

Study about intercom systems,

THE STUDENT SHOUL6:

Learn how to receive.callers and make
appointments.

Perform the duties of a recept ionist in ,.

class or a simulated offite.

Practice kaki* appointments.

Become aware of what is considered a
desired personality for a receptionist.

ibusout ness.Ab
.

THE STU6ENT SHOULD:
filing and records'
control.' , Understand that records mana4ement is con-

cerned with developing and controlling
,/ effective'information systems.

Realize.the importance of maintaining
recorda. _

. .

Learn tHe'majOr areaa of records manage-I
merit:

,

- records retention anl disposition
- files,management '

-inforMation retrieval
- recordi protection,

- correspOndence Management
- fOrMs andareport contrel

.

Investigate and describe the files used
1Dy the secretary.
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TIME THE'STUDENT LEARNS

suocesTED ACTIVrnEs
AND LEARNINS OUTCOMES

Become familiar with:
-guides
- folder:1.

afJcessories

-alphabt-ic 'card files

Kiietw all filing rules.

Obtain a good insight into and practice
subject filing.

Have\a complete understanding of indexing.
-surnames
- compound surnames
- surnames containing prefixes
- given names

- unusual names
- initials and abbreviated first or
middle names

- titles

- seniority t41es in identical names'
- identical personal names
- names of married women
- business or firm names
- articles, prepositions, and conjunctions
7-abbreviations

lefters
-hyphenated and compound names and words
- words considered as one
- titles in business names /
- compound geographic names/

- foreign namei

- numbers

-possessives
-identical business names
- Federal Government offices
-other political subdivisions

Study correct filing procedures:' inspect-
ing, indexing, coding, sorting, storing.

Learn the importance of correctly arranT..
ing materials in folders and placing the
records in the file.

Do an exercise of typing and filing cards
to help students more fully understand.the'
filing procedure (use the dhain feeding
method when typing).

149
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TIME
SUGGESTED ACTIVITIES

THE STUDENT LEARNS AND LEARNING OUTCOME'S

Become informed,of new developments in
filing syatems.

Study about numeric filihg.
- organization of a numeric file
- consecutive number filing
-project and job filing
- legal files

- numeric 'correspondence files

-terminal-dtgit filing
- middle;=digit filing

- alpha-numeric Uling

Became familiar with geographic filing.

Learn the uses of:
- card rncords
-vertical card files
-visible card files
-wheel files
- random filing
-elevator files

2-3 weeks Copying and duplicating. THE STUDENT SHOULD:

V
/

.2-3 weeks /About transportation. . THE STUDENT SHOULDt

Study the advantages and disadvantages of
various types of copies.
- Diazo

- Infrarerl

-Difftsion-Tranefer
-Dye-Transfer

Use what copies are available in the
school.

Know how to type a stencil efficiently,
involving art work and lettering.

Operate .the mdmeograph, (including the
use of several colors).

Prepare a spirit master iradng different
colored masters.

Learn to operate the fluid duplicator.

Study the operating of an offset machine
awl possible prepare an offset-Master.
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TIME

(-1

THE STUDENT LEARNS ,

SUGGESTED ACTIVmEs
AND LEARNING OUTCOMES ,

Understand that their employer could
request that they make travel arrangements.

Study the various,types of transportation
available.

Study and discuss air travel.
- travel agencies
- airline timetables and directories
- classes of service
- sources of information
- shuttle flights
- reservations
- picking up tickets
-surface transportation to and from the

airport
- helicopter service
- airline baggage
-airline insurance
- stopovers
-reconfirmation of reservations
- cancellation of reservations
-automobile rentals

Study and discuss train travel.
-coach accommodations
-sleepercoach accommodations
-railroad timetablee
- baggage
-validity of tickets
- redemption of tickets

Discuss traveling by bus.

,

Practice preparipg itineraries.
,

,
Study about how to select a hotel or

\motel and how to make reservations. -'

,

Len various methods of carrying money
on axtrip.

\

Learn .nd discues and practice making an
expense report.

.
\\

Learn and disCUss recent'developments in

shipping. NN
.,

Study methods and types,pf transportation
services.

N,



TIME

4-6 weeks

3-4 weeks

THE STUDENT LEARNS
SUGGESTED ACTivrrIES

AND LEARNING OUTCOMES

The methods of THE STUDENT SHOULD:
processing.data.

Know the difference between listing and
non-listing machines:

Acquire a skill in using adding and
°calculating machines (including the elec-
,troniC calculator).

_Study data processing as it relates to
the secretary.
- terminology

- unit record equipment
-computer uses

Financial duties THE STUDENT SHOULD:
of a secretary.

1-2 days To.improve personal
handwriting.

4-5 weeks To integrate skills
and knowledges by using
a practice set.

2-3 weeks About occupational
information.

Learn how to handle and see the need for
a petty cash fund.

Study checking accounts.
-opening an account
-deposit tickets
-writing checks
- completing check stubs
- reconciling a bank statement
- endorsing checks
- stopping payment of a check
-overdrafts

Learn and discuss the paying of monthly
bills by voucher checks, certified checks,
bank draftsicashier's checks, and postal
or express money orders.

THE STUDENT SHOULD:

Realize the importance of good handwriting.

Rate their handwriting as to uniformity,
readability, and spacing.

,Try to improve their handwriting using
correct posture and hand position.

THE STUDENT SHOULD:

Complete a practice set or sets that will
provide experiences in as many facets of an
office as possible.

THE STUDENT SHOULD:
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SUGGESTED ACTIVITIES
TIME _THE STUDENT LEARNS AND LEARNING OUTCOMES

;--

.;

Study the various classifications given
to different jobs.

Learn where to locate job openings.
-school placement bureaus
- employment agencies

-classified'advertisements in newspapers

After seeing examples of good data sheets
and letters of application, prepare his
own data sheet and application form.

Practice filling out several application
blanks, one of them handwritten.

\

-Study tests used for employment, and, if
possible, take these tests.

Prepare themselves Thoroughly f r an
interview.

Identify various traits desirable when
interviewing.
- appearanae

- voice

7personality
- temperament
- knowledge'.

-mental attitude
- self-opinion
- effectiveness with people
- job ability
-adaptability

Realize the importance of,a thank yoUP
letter after an interview.

Listen to other students tell about 7.1

their 'interviewing experiences.

Understand that the first several/days are
' always somewhat uneasy, as a new job
,demands changes in life style:

Know that they-may undergo an orientation
process.

Realize the importance of the first impres-
sion created when the student becomes a
secretary.

, 153
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TEACHING SUGGESTIONS

1. Dictation and transcription should be maintained throughout the school year.
The classroom should be set up as much like a model office as possible.

2. Stationery and business forms that provide for realistic practice should be
made available in a correlated up-todate workbook.

3. Stimulate discussion on the necessity of using machines in business to shorten
time spent and increase accuracy in computing processes. \

4. Guest speakers Should include-prominent busineSsmen from the community as ,

well as graduates from the stenographic program.

5. The field trip should be selected carefully, planned, and'previewed with stu-'
dents, and then followed up in order to make this method of learning most
effective.

6. The discussion method should 'be Used with all other methods or as a single
class activity.

7. The laboratory-work method is an effective means of integrating secretarial
skills and knowledges.

8. Thedemonstration method by a visitor, teacher, or student can be used very
effectively to inform.students of new machines on the market or to show the
proper operation of machines currently being used in class.

9. The lecture method should be used to a limited degree because most classroom
activities_are student-centered and student-involved.

10. The contract method provides studentd with written descriptions of specified
unit-related work to be completed in a certain time. Contracts vary in de-
gree of difficulty and are adaptable to the varying abilities of students
in class.

11. The model office method (simulation) requires,space and equipmentsimilar to
a "model office." Learning activities will revolve around this office.

12. The observation and survey methods can be used either in school offices or
on field trips. purveys can be conducted.by means of questionnaires in con-
junction with a unit of.learning.. Assigned observations of office workers
on the job can provide an analysis of the tasks perforMed-and uSed.

13. The produCtion practice method provides experience in helping students. to
learn to meet office deadlines.

14. The role-playing metbod is especially effective when used in situations
involving applications and office case problems. .

;-

POSSIBLE BASIC TEXTBOOKS

Meehan, Oliverio and Pasewark, Secretarial Office'Practice Eighth Edition,

.
South-Western Publishing Company, 1972.

Fries, Rowe, and Travis, Applied Secretarial Practice, Sixth Editiong.Gregg
Division/McGraw-Hill Book Company, 1968.
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Course Description .

The first year of shorthand is designed.to help a student becOma competent in'
skills, knowledge, and attitudes which enable him or her to enter initial steno--
graphic positions br to use thesecompetencies as a basis forffurther shorthand -
instruction. Obviously, shorthand is entirely voCational in.nature. Unless the
student'has.average Or above-average'abilities, it is likely that:he will not be
able to gain the skill needed to use.shorthand as a vocational tool in the tradi-
tionally arranged time situation of the secondaxy school. For this reason, some
type of selectinn process may be desirable. If a selection process is desire4,,
consideration should be given to employing a combinatiOn of a-Variety of measures:
a prognostic test, academic achievement, AcadeMid Ability, attendanCe record,
inglish skills, and typewriting Ability. A teaCher dr counselor probably would
not use all of these factors in the selection process,.but a coMbination of two .

or three would provide a better measUre abilitY in Most cases than the use of
one factor..

Course Objectives

Competencies necessary for entry into an initial stenographic position or to
serve,as &basis for additional shorthand instrUction should be developed in an
atmosphere calling for desirable chaiicter traits an4 applicatierhs of businesslike
habits and attitudes. The first-year Shorthand student should be.able:

1. To read accurately and rapidly from plate material, from self-written home-
work notes, and Irom self-written dictated notes. ,

2. To use theory principles sufficiently well enough_to enable him to form
correctly written, well-proportioned outlines when taking dictation.

3. To transcribe on the typewriter rapidly and accurately his own notes taken
from dictation.
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4. To apply Skills in proofreading, error oorrection, pladement and execution
of letter styles, spelling, word division, and. punctuation.

I ,
5. To produce mailable letters at acceptable rates of production taken at rates

of dictation similar to thothe employers wouldIexpect of beginning stenographia
employees.

6. To perform shorthand activities with an'attitude of appreciation for the
importance of shorthand as a communication tool\in the business office, and
for the work performed by secretarial and stenographic employees.

Course 6ntent

Development Of theory; review and continuous-refinement of theory during the
remainder of the first semester, and throughOut the second semester; 'development, of
reading skill, primarily in the first siX weeks of tile first semester; development
of dictation Ability starting with the'beginning of writingon the:sixth or seventh
class,day and with continued emphasis thloughout the two semesters: development of
tygeWritten transcription ability starting with the first semester and continuing
throughoUt the second, culminating in application to mailable letter production
during.:ihe last six or seven weeks of the second semester; and review.and pontin-.
Led refinement of proofreading skills, spelling, word division, grammar, and
punctuation.

Course Credit

One

Course Location

10 - 11 - 12

dourse Length

One year or 36 weeks for:180 class periods .

North Dakota Secondaxy Course Code

03070 - I

6-
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..

-TIME THE. STUDENT LEARNS

Integrated To develop automatiza-
tion of brief forms,
brief form derivatives,
and Common phrases.

Integrated To develop dictation
writing ability.

Integrated To develop thdory'
knowledge,

Integrated To develop typewritten
transcription ability.

SUGGESTED ACTIVITIES
AND LEARNING 06TCOMES

THE STUDENT SHOULD:

Write brief forms, halef form derivatives
and/or common phrases fluently, oorrectly,
and with good proportion and with 100
per cent accuracy.

Drypen and pronounce brief forms rapidly
and correctly from a brief form chart
dictated at 15 words per minute.

THE STUEENT SHOULD:

Take dibtation fluently and-rapidly grom
the day'p homework lesson at 80-90 wordg
psx minute, writing something for every
word.

Upon completion of theory, take dictation
of new material at repetitive rates of 80-
90-100 words.for a minuteof writing some-

,

thing for every word, .

Pass with 95 per.cent accuracy dictation
of unpreviewed new matter--dictation given
.for three minutes at rates of 60, 70, or
80 words per minute.

THE STUDENT SHOULDe

Spell and pronounce rapidly, repetitively,
and accurately words placed on the boaxd
from the current.lesson and new lesson.

Write fluently, correctly, and with good
proportion, outlines of selected theory
words pronounced at the,rates of 10 words'
per minute with a minimum of 75 per cent
accuracy.

THE STUDENT SHOULD:

Transcribe at the rate of 35 words per
minute usin9 homework notes and repeti-
tive goal-setting drills.

Produce In mailable form, three 100-125
words per mintite letters dictated at a
rate of 60 words per minute.
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TIME

Integrated

SUGGESTED ACTIVITIES
THE STUDENT LEARNS is.isio LEARNING OUTCOMES

To develop punctuation,
spelling, grammar,
and other related
transcription skills.

THE STUDENT SHOULD:

Using the homework notes for the day's
lesson, transcribe at the typewriter for
three minutes, correcting all errors,
spelling correctly, and applying all
transcription skills at a minimum rate
of 25 words per minute.

Using the homework notes for the day's
lesson, drypen and read from the notes
fluently, inserting punCtuation and giv-
ing reasons for such insertions with
100 per cent accuracy.

160
158

,h



TEACHING SUGGESTIONS

Deveioping Writing Skill

1. Automization f the shorthand alphabet, brief forms, brief form derivatives,
and phrases can be achieved by drills utilizing these teaching aids: chalk-
board, overhead projector, programmed instruction material, flash cards, and
charts.

2. Through repetitive spelling of words from the chalkboard or from the-overheaa
projector image, students will deVelop the correct sounds associated'with sym--
bols to further develop a quick reading and writing response.

. Bmphasis should be given:to correct positibn of writing-7both arms supported
on the'desk, body...Leaning forward ai thedesk, non-writing arm holding down
the Vopk and turning.pages, and the writing elbow supported on the desk at

t
/11 .

all times.

4. During these..first weeks, the teacher may'require the student to write' from.
.the homework lesson with the textbook open for immediate reference.. Rates of
dictation during these first five weeks should be at a miniMum of 60 wdrds per
minute and reach 120710 words Per minute at times on short Spurts.\ In the
early stages, the block of time devoted,to this repetitive.dictation ls' fifteen
minutes bvt would beextended to twenty minutes by the end of the fifth. Week.
As early as.possible, the student shOuld be weaned from-the oild book.

.\

5. By the sixth or seventh week, the 25-minute block of dictation time can be
-

broken profitably into fifteen minutes of practice dictation,on the homework
lesson and ten minutes of dictation on new material. This technique can be
used until theory has been Completed. New material could be taken'trom the
next homework lesson, the theory of which would have been paeviewed\exten-
sively prior to a dictation segment and reviewed between eabh dictation .

segment..

6. By.the end of, the fifth week, three-minute dictation tests to measure Writing
ability can'be administered at speeds:of 60 and 70'words Per minute' with eval-
uation based upon an error limit of 5. per cent of.the total Words. For\
example: 60 Wpm x:3 minute's = 180 words; 180 x 5% = 9 error limit.

7. After the completion of theory, new material dictation would be used for. \\

class practiCe exceptfor a few brief.form and phrase letters. After theory .

basbeen presenid, only new miterialVould be used feT dictation testing at\
a rate of not less than 60 words per minute.

. . \

8. Throughout the first and second semesters, it is recommended that dictation
rates during dictation Practice periods should exceed the testing rates for
the Week i:$1, approximately 20-40 words per minUte.' For example, if students are
ettemptiAg to pas6 dictation test rates at 60 and,70'words per minute. by, the
end of the week, dictation practice during the week should be at the rate of
80-90-10014ords per minute. Speed 'Spurts shouldbe followed immediately by -
dropping back io a slower rate to regain controlled writing.



9. After the fourth Or fifth week, suggested repetitive dictation practice pro-
cedures are primarily the one-minute speed builder, one-minute speed forcing,
and the'stairstep plans, with approximately.20 to 301flinutc, per day for

.

three or four days per week spent on.dictation. Every class-period should in-
. clude some dictation at rates attainable by the slower student and some at

Fates high enough to challenge the faster student.

110. Homework practice should be extensive, varied, and well-defined to the stu-
dent. Variations such as the whole sentence copy, timed. copy method, sen-
tence repetitive meth5d, tracing method, scribble writing; and self-dicta-
tion are. recommended.

11. Student desks should be large enough to accommodate a typewriter and provide
space for the student to-place both-arms on the desk during diCtation prac-.
tice, dictation testing,land wdilable letter dictation.

.12.. Ali desks should be so arranged that the Studentaan face the Chalkboard and
assume correct writing position.

13.. Dictation testing sho d be administered when growth in writing hab been ac-
complished. Testin may. be performed once a Week or once every two weeks.

14. During the second semester, subject matter/of dictation practice, dictation
testing, and home-Work should be correlated. This procedure reinforces learn-
ing, makes progress easier, and simulates business,practice.

Developing Reading Skiiis 0

1, Competency in,reading from plate laterial should be developed during the first
five o six weeks of the first semester, by unison previeWing Of part of the
plate.of the'new-lesson, one-minute timing of individual reading efforts for
'six to eight minutes of a class period, spot checking of paragraphs studied
for the day, and drypenning (lightly and quickly_writing over the,outlines in
the plate), as Plte reading is done in and out of class. Readrds of indivi-
Aual reading,rates wilLaddto diligent daily homework preparation..

2. A, timed typewritten or longhand transcription effort can get response from
.all student's in class SimultaneoUsly and is considered awiter 'use of time
thakthe,indil-,ieual reading proCess. Because of the multiplicity of activi-
ties.in beginning shorthand class,.no-more than,six to eight Minutes should be,,

^

devoted to the individual reading activity.

3. It is not necessary to read back dictated notes very frequntly. If
ing is done, it is recomMended that it be-from controlled writing at
of a repetitive dictation segment.

4. Whenever,a student reads from dictation or from homework plates_or noted,
required punptuation should'be indicated and reasons given for such

. insertions.

any read7
the end

Dovelol,inQ Transcription Skills

,

The importance of teaching the skill of typewritten transcription.cannot be-;.
overemphasized, Statistics showthat students'do not enroll in second-year
shorthand because they felt unsuccessful during the first-year of instrudtion. A
student cannot use shorthand skill without knowing haw to transcribe at the type-

.

5

_
,
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writer; therefore, typewritten'transcription skill needs to be taught,during the
first year of shorthand. The follOwing suggestions are given for developing
transcription skill:

1. Typewriting instruction could begin as early as the-tenth day of.instruction
but'no later than the sixth to-eighth week of school.

2. Eiems of typewritten transcription skill should proceed from the simple to.z.
the .complek.

3. From the beginning of typewritten transcription and throughout all drill
work, emphasis iS plaoed.On application of correct use of the typewriter-, cor-
rect typewriting techniques, and- correct typewriting posture.

. Typewritten transcription should be develoRed by first transcribing repeti-
tively individual. sentences Trom.homework plates. Within a few periods, re-
petitive one-minute timings and three-minute tranScription rates on homework
notes may be presented: .

5. RepetitiVie drills to-develop typewriting speed'and accuracy. can IJ!1So be used,

effectively to develop typewritten transcription skill. Stich dr?.11s can be

accompliShed in J0-12 minutes-of class time for each day approximately three
days a_week:
. .

6.. Students should be directed:

Step 1--To use a.five-inch line, double spacing,-and no paragraph indentiOnsz.
. .

Step 2--To transcribe for three.minutes froth a.section of.homework notes,
correcting errors as they occur.

,

Step 3--To spend the next minute proolreading,and correCting additional errors.

Step '4--To score their. work.as.the teacher reads the material inciuding,the

spelling of problem words, explaining punctuation, and other correc-
tion pointers.' ej

Suggestions fOr Scoring--Deduct "1" for transcription'errors and "10" for..
typewriteing errors. Determine total words transcribed from the stu-
dent's transcript, deduct the penalty, arid-divide the replaining words
loy three minutes tO.obtain the rate. .

7. 'During,,the laSt 6-7 weekg. of the firSt-year, maila10 letter,.production should

be introduced. A letter style and a letter placement scale axe reviewed and
practiced. Many opportunitieS should be giVen for production of three average
.length.letters dn approximately 30-35 minutes., Evaluation-is on mailability.
.Correlate subject matter of the-letters with the subject-matter of the home-
Work assignment hen,posSible. Dictation rate for mailable letters shcjuld be

ten"words below the lowest distation test.rate'of theclass, preferably no,
lower than 60 words per minute.

,

8. During all taisription practice, empha idis is gven to drilling and having

knowledge kariscription pointS of capitaliiation, number expressiont, hy-
.-phenatedwords, possessives, and punctuation !usace.

.

161

1133



9. Fitquent transcription from homework notes withoUt prior announdement helps
to insure.diligent completion of.the day's assignment. Completion of home-
work..includes knowing,items of -spellinge punctuation, capitalization, hyphena-
tion, e.nd number expression which'appear in the student transcript.

10. All transcription up to the tine of mailable letters. canbe done using a
. five-inch line, double spacing and Manuscript style.*

.

POSSIBLE BASIC TEXTBOOKS

1st Semester

Gregg, john:Robert, Leslie, Louis A., zoubek, Charles E., Gregg Shorthand Diamond
Jubilee ser, 3, Second Edition, Gregg Division/McGraw-Hill Book Company, 19714

2nd i.Talester

Leslie, Louis A., Zoubek, Charles E.:, Strony, Madeline S., Gregg Dictation
Diamond Jubilee Series, Second Edition, Gregg Division/McGraW-Hill,Book
Company, 1971.

Pages 159-162.reprirted with permissLan from Business Edution for the SeventieS,
Office of the Superintendent of Public instruction, Vbcationa1and Technical Educa-
tion Division, ripringfield, Illinois, 1972.

1;)
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SHORTHAND II

Course Description

The second year of shorthand study is designed to refine those Skills, know-.
'.Jedge, and attitudes'which were developed throughout the first.year of shorthand
-inSeraction. A student should have reached at least.an average achievement level

beginning shorthand to continue the study of second-year shorthand. Only in
\ unusual circumstances shoula a'student who has less than a C grade in beginning

shorthand be permitted to study second-year shorthand.

Course Objectives

Skills, knowledge, and ittitudes refined and developed during the second
year of shorthand study should enable a student to acquire the degree of voca-
tional skill which will prepare him to enter a stenographic position upon gradu-
ation from high school; prepare him for the necessary abilities to hold a part-
time stenographic position nwhile attending college; or serve as a basis for fur-

ther study in a post-secondary institution.
, The second-year shorthand student, after completing semesters three and'

four, should be able:

1. To read fluently and accurately fromshorthand plaies, from self-written
homew6rk notes, and from self-written'dictatea notes written at rates appli-
cable to advanced shorthand.

. To apply theory principles sufficiently well_to be Able to write accurately.,
in correct proportion and without hesitation anynew word as well as words

/ 'of average and above-average difficulty.

3. To transcribe on the typewriter rapidly and accurately and apply this skill

to various types of transcription problems involving letter styles, varying
lengths of letters, memos, statistical arrangements, minutes, manuscripts,
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and.envelopes.

4. To appli skills in proofreading, placement, spelling', word diVision, punc-
tuation nd use of reference manuals with/efficiency and employable ac,-

curacy.

5. To prpdUce mailable letters at acceptable rates of production taken at rates
of diCtation similar to those employers would expect of stenographers.

6. . To solve problems of transcription, substitute meaningful I4ords for-indis-
-,

1.tinct outlines; make corrections in the dictation ii neceasary, and apply
1

_

/,decision-making procedures to office tasks.
1 . /

7. TO use,lin business dictation and in oral communication,/the business term-
1inologylapplicable toan office situation and understan and practice the

desirable character traits required of a successful st nographer.,

8. To take dictation at varying ates (with interruption/ changes, and/or un-
usual directions), forasustained length of time ana maintain the.interest,
consciousness of good writin technique,.and alertneSs to be able to read
back to, the dictator at any. oment and answer questiOns about thrt correspon-

- dence if.required.

9. To understand and appreciate the duties performed and the responsibilities
of the *tenographic positiOn and.the relationship which exists between the
application of stenographi skills and the fulfillment of the complete job

as stelographer.

Course Credit

One

Course Location

11 - 12

Course Length

1 yearil or 36 weeks for class periods

North Dakota SecondarY Course ode

03070 II

I .
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TIME

DependS on:
studentE0
needs'and
background

Depends on
students'
needs and
background

Depends on
students'
needs and
background

Depends on
students'
needs and
background

8UGGS3TED ACTIVITIES
THE STUDENT LEARNS AND LEARNING OUTCOMES

To refine theory,.brief
forms, brief form deriv-
atives, and phrasing
abilities.

To perfect dictation

To improve typewritten
transcription ability.

To improve.and.perfect

THE STUDENT SHOULD:.

As the teacher pronounces brief forms,
sample theory words, and common phrases
at rates of 12-15 words a minute, the
student will write fluently, correctly
with 95% accuracy.

Develop automatization and correct re-
sponse to a large vocabulary of words as
the teacher previews and reviews watds
related to dictation speed building ma-
terial that will be read-and written
repeatedly.

THE STUDENT SHOULD:

Ai the teacher dictates at 20-40 words
above the dictation speed being attempted
for the week, write rapidly something for
every word.

Following speed drives used in a repeti-
tive speed building plan, thastudent
will write well-proportioned, correctly
written outlines at the middle rate of
the speed building plan.

Be able to transcribe material diCtated
fOr three minutes, dictated at speeds
of 90 to 120 words per minute.

THE STUDENT SHOULD:

Using homework notes, the student will
transcribe for speed of transcription-at
the rates of 60-80 words per minute,
and for controlled transcription at the
rates of 50-70 words per minute.-

Taking from dictation four 150-175 word
# letters given at rate of 90 words per.
,minute, the student will write accu-
rately and with good proportion and
transcribe, including carbons.and enve-.
lopes, into mailable form as-many as
possible in 30-35 minutes.

Be able to transcribe accurately from
office style dictation.

THE STUDENT SHOULD:
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SUGGESTED

TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

skill in proofreading,
spelling, punctuation,
and other areas related
to transcription.

Integrated To develop an under-
periodicall Y standing of the steno-

grapher's day in a busi-
ness office.

USing homework notes from the day's les-
son, the student will.transcribe on the_
typewriter, correcting errors, spelling
and punctuating correctly, and using
correct transcription techniques for
three minutes the minimum rate of 25
words per minute.

- Given a proofreading exercise, the stu-
dent will correct the copy with proof-
readers' marks and retype correctly into
mailable form at a rate-equal to the cur-
xent transcription rate required for the
grading period.-

,

THE STUDENT SHOULD:

From observation of a stenographer at
work, list and clock the tasks performed
by her.

From observation, list the materials anti
equipment used by a stenographer.

Learn to work pleasantly with others and
to develop attitudes and traits essen-
tial for success in office employment.

Study of secretarial career opportuni-
ties and skills of job seeking and job
application.

Be confronted with problem solving-ex-
periences which involve 'the attitudes,
personal characteristics, human relation-
ships, and decision-making aspects of
office employment.

1(38
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SUGGESTIONS FOR REFINING VVOrTING SKULLS*

1. A repetitive skill.building plan such as the stair step, one-minute speed
forcing; or one-minute Speed builder should be uSed and rates of dictation
should be 20-40 words above the rates being attempted on dictation tests for
the week. Apprx:tiatoly a 20 to 30 minute bloCk of time should be devoted
-to dictatiOn de1int a?proximately three times per Week.

2. In the early stages of the third semester, it is recommended that.previews
be placed on the board; however, as the students progress, the use of re-
views may be more beneficial. To encourage a respect for accurately .written
forms, it is recommended that:the preview or reView, using chalkboard or
overhead, always be used in dictation speed building practice.

3. .0ains at higher speeds are more difficult o achieve; therefore, dictation
testing,may be done every two weeks rather than every week to give students
an opportunity to experience growth'.

4. An accuracy level of 95 percent on a three-minute, new matter dictation test
is recommended for the third semester and 97 or 98 percent on a thiee-
minute dictation test for the fourth semester.

5. The best use of multiple-dhannel equipment is.desCribed inlionograph,l21 and
the Business Education Association publication, Using Multi leChannel

Stenpgraphic

6. Students should be taught how to didtate and be encouraged to use the Stu-
dent Transcript as their.source of live dictation to one'another, or as
'material to be placed on a tape kor practice.

. ,

7. .Correlating dictation practice and dictation testing with the subject mat-,
ter being studied in the textbook will facilitate.progress.and simulate
business conditions.

8. The concept of "writing something for every word" is still important. This
will eliminate omissions in the notes and will help the student adhieve .

higher rates more rapidly.

9. Correct writing position should be emphasized: both arms supported on the
desk, body leaning forward, and the writing elbow supported by the desk.

SUGGESTIONS FOR REFINING TRANSCRIBING SKILL

1. Transcription skill is best developed through short, repetitive drills..
Sentences including punctuation, hyphenated words, Possessives, number ex-.
pressions, et cetera, can be duplicated for repetitive speed and controlled,
transcription practice.

2. Approximately 10-15 minutes a day, two or three times a week, should be de-
voted to transcription drills throughout the third and fourth semesters to
T2velop additional skill.

*Pages 167-169 reprinted with permission from Business Education for the Seventies,
Office of the Superintendent of Public Instruction, Vocational and Technical Educa-
tion Division, Sprincifield, Illinois, 1972.
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. Emphaeis should be placed on correct positionat the typewriter and-correct
operational techniques.

4. Difficulties.that might be encountered in transcription should be'previewed
in the beginning of the third.semester. As the course progresses the stu-,
dent should be held increasingly responsible forranticipating such.diffi-'
Culties.

5. -Production of mailable letters should proceed from,the simgie-fo-the com-
plex, i.e., one carbon and an envelope; additional carbone and envelopes;
shorter letters to longer letters; letters of mixed lengths; an&letters
with special notations.

6. At times students should be required to transcribe, from cold notes, notes
containing errors in the dictation, and/or notes which contain directions
for transcription..

7. Other teachers and area businessmen may be invited to assist in both dicta-
tion and job interviewing.

8. Dictation for mailable transcription should not exceed the speed at which
everyone in the class nis able to write good outlines.

9. Correlating mailable letter dictation with,homework subject matter from the
textbook,reinforces learning and simulates a business situation, making euc-
,4
cessful achievement easier.

10. Evaluation.of mailable letters maS., be based on the point system as recom-.
mended by Grubbs1 or may be basedOn the nuMber of mailable letters;

MISCELLANEOUS SUGGESTIONS

1. Theory development is important in the third'and fourth semester. Attention
should be glven to theory by previewing'fhe new lesson on the chalkboard,
reviewing previoue lessons on the chalkboard, and administering theory tests.

2. Transcription-drills and three-minute transcription timinge on homework notes .

help to emphasize writing notes correctly and with good proportion..

3. Students should own the Student Transcript to use as a study source to .

learn transcription items,,of punctuation, number expression', and capitali-
zation. It can also be 'used as a dictation source as well.as a source for
obtaining total words when performing three-minute transcription retest'.

4- Reading back from shorthand notes is rarely necessarYvhowever; when such
reading is done required punctuation should be'indicated,. certain words
should be spelled, and hyphenations and possessives ehould,be reviewed.

5. As in first-yeer shorthand, using homework in class for three-minute trane-
cription rates and drills will.necessitate the student's having...completed
his assignment.

6. Starting each day with a transcription rate from homework notes shoUld moti-
.

vete the student.to compete for higher rates and.uee his hOmework in a

A

-"Grubbs, Robert L. "Rx for Effective Shorthand Teaching," Elsinese Educe-.
tion World, October, 1959, through ,J.une, 1960.
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worthwhile manner.

7. Student desks should be large enough to accommodate a typewriter and to pro-
(vide pace for the student to have both arms.on the desk during dictation
practice,.didtation testing, and mailable lettei dictation. All desks-should
be so arranged that the student can face the board and assume correct
writing oosition.

8. Accurate proofreading is essential in the'teaching of stenographic skills.
Sone suggestions are given which may be employed in the teaching of type-
writing and shorthand:

a. The teacher reads material aloud, inserts punctuation and gis reasons
.

1for such insertions, spells problem words, and discusses hyphenated
words, possessives, and number expressions.

b. Students watch for errors especialliin beginning and closing linea,
'double letter words, aad simL.a.r wordS.

c. Students proofread each other's papers and are given credit for perfect
checking.

9. Comnents relative to individualizing instruction in shorthand which appears
in the outline for the first year of shorthand are just as appropriate for
the second year.

10. The concept of "writing sonething for every word" is still important. Thia
will eliminate omissions'in the notes and will he,lp the student'achieve
higher rates. ,

11. Students should be taught how to dictate.and be encouraged to use.the stu-'.
dent transcript as their source of :Ave dictation to one another.

12. Other teachers and ;.wF,thessmen"may ba invited to assist in bOth dildta-
qtion and job intervn;. 4

13. Dictation for mai3atile tr.,:scription should not exceed the spedd at which
everyone in the y'..css is +)2.e to write good outlines.

14. Emphasize the impoJetance 1:;!: correctly recording figures and un amiliar and
technical terms.

POSSIBLE BASIC TrxTBOOKS

Leslie, Louil A., Zoubek, Char le 3 E., Grey) Tzanscription Diamond Jubilee Series, .

Second Eiition, Greg9 Division/McGraw-ail] Book Company, 1972.

'Gregg, John Robert, Leslie, Louis A., ZouLell, Cnarles E., Mii:chell, William,
Gregg Speed.Building, Diamond Jubilee Series, Second Edition, Gregg Divi-
sion/Mcraw-Hill Book Company, 1(72.

Bowman, Wallace B., 011verio, Mary Enan, Shorthand Dictation Studies, Third
(Jubilee) 'Edition, South-Western PUbliShing CbMpanyp 1966.

Balsley, Irol Whitmore, Wanous, S. J., Shorthand Transcription Studies, Fourth
Edition, South-Western Publishing'Company, 1968.-
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SUPFRVISED COOEPATIVE OCCUPATIONAL EXPERIENCE

Course Discript.).Dn

dooperatiw vot;z-,:.iona: Education is an instructional plan which combines
learning experiences 7,1 through regularly scheduled supervised employment in
the community and vocati.onatly oriented in-school instruction.' The on,-the-job
learning experiences rrA: be consistent with.the ocCupational objectives of stu-
dents. Students ,are normally paid a minimum wage by the employer in order to re-
Ceive credit for this course.

OCCLIFe..-iiONS FOR WHICH VOCATIONAL OFFICE EDUCATION
STUDENTS MAY BE TRAINED

(Established by United States Office of Education

U. S. Office
Classification

for classifying and reporting data)
. .*D. 0. T.

-..012 0000 Office Occupations Education (Vocational)
d

0 .

14.01 0100 Accounting and Computing Occupations
.1.4,02 0200 Business Data.Processing Systems Occupations
14.03 0300 Filing, Office Machines, and General.Office Clerical

.
Occupations

14.04 ,0400 Information Communication. Occupations
14.05. 0500 Materials Support Occupations
14.06 0600 Personnel, Training, and Related Occupations

0700 anStenographic, Secretarial d Related Occupations.14.07,
14.08 0800 anSupervisory and Administrative Magement Occupations
14.09 0900 Typing and Related Occupations
14.99 9900 Other Office Occupations Not Elsewhere Classified

*Dictionary of Occupational Titles
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The term"cooperative" describes the working relationship between_school and
business in preparing students for the world of work. To achieve the govels of this
team teaching arrangement, the teacher-cooidinator, employer, and 'training sponsor
have instructional responsibilities. In school the teacher-coordinator combines'
.related-instruCtion with the student employment experiences': He also works closely
with the training sponsor.in 'planning student learning experiences which are con-
'sistent with both student and employer goals. The training sponsor coMbines regular-
ly scheduled part-time employment experiences and instruction so that the student
will be able to develop 'and refine competencies needed for entry-level jobs and
possibls, ,..dvanceMent in his chosen occupational field.

rthjectives

One of the expected outcomes, of cooperative vocational education is the stu-
dent's Ability to adjust to work environments. The intent is that by teaching him
to interact effectively with fellow workers and 'supervisors under varioub conditions .
in the cooperative training .station, he will acqUire capabilities which will per-
sist as he progresses in his career and takes positions in other work environments.
The student should be able:

I. TO develop knowledge and skillieSsentialtfor business employment -AdvanCe-
,

2. To interact*With co-workers, .supervisors, and emplo

3. To stimulate critical analysis of ,current Jo s and career possibilities.

4. To develop. desirable work habits and attitudes.

5. .To make rational economic decisions about employment spending and saving and
participate in a private enterprise economy.

6, To manage work and leisure time.

7. To develop good habits of observation and good judgment skills.

Course Content

Actual work experience downtown at a training station coordinated with related
in-class'instruction. The student is normally paid a minimum wage while employed -

in the work station.

Course Credit

One-half or one

Course Location

.11 - 12

Course Length

Students work approximately an average of 15 hours per week for 18 weeks.for
one-half credit or 36 weeks fdr one credit. °

North Dakota Secondary CoursecCode

03999
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TIME

1-2 weeks

8UGGIE5TED ACTIVITIES -
.THE STUDENT-LEARNS AND-.LEARNING OUTCOMES

Orientation and prepara- THE STUDENT SHOULD:
tion for actual job
placement.

4..7-4 Weeks *ill*.

C: j)repare ,fok initial interviewingotith

'-traibing spdhsCr..'.

Balance of -Actual on-the-job THE STUDENT SHOULD:

Semester or training.'

Year. Hand in weekly reports of hours worked
and actfirities performed.

Discuss problems With ihe teachar-coordi-,
--,nator that arise during the week.

Complete a self-appraisal unit and.be
able to understand:
- the training agreement
-the training plan
- the.purpose of the related class

,

THE STUDENT BHOULD:

Brinsa office skill back up to peak level.
,

, Follow all aspects of the'training plan.

Seek remedial help from the teacher-.
*coordinator for any aspect of the,job
in which help is needed.
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TEACHING-St- ESTpNS"

,Make use c4 lour advisory committee. i at least twice A year with a
planned agenda for each meeting. .

2. Hold group meetings of the, trained sponsors to help them better understand
what and,thow to teach the trainee.

3. Use self-appraisal units to stimulate students' awareness,of themselves.

4. Use a trainin5.agreeMent and a training plan.

Attempt to ma dh student with the training station.

6. Use films tO,prepare students for initial employment.

7. Have.studentsinterview.for positions available. Have ihem prepare an
application fOrm.

Properly orientate students and pardh to the cooperative program.

. Aleep up-to-date records on 'the trainee's program.

1 . *Schedule conferences With each student to discuss weaknesses and strengths
as they relate to career selection..

11. Check periodically student progress with qmploliers and with the students.

12. Provide opportunities.for students to learn from each other's experience.

13. Keep the school's guidance personnel informed of the cooperative office
occupation's objectives and.standards of employment.

kEFERENCES

Vocational Office Education for Tomorrow's World, Coordinator's Manual, State
Board for Vocational Education, Bismardk,ilarth Dakopa, Phase 1 June, 1971;
Phase II, June, 1972.

4/
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TYPEWRITING I

/Course Description
4

'First-year typewriting,is designed io develop typewriting skill for both per-
sonal_and occupational applicationsThe course ghould give the students a broad
coverage of types of materials'typed and at the same time give:sufficient emphasis

to speed development. For examOle, an "A" student should attaiA a speed of ai

least 45 to 50 words a minute for,three minutes with an error -limit of three. In

addition to this, the.students should be able to compose at the typewriter with .

facility and be able to type,office style production problems within a reisonable

amount.of time. '

\ Course Objectives
t,

TO master the key locations:and correct typewriting techniques such as posture,..

key stroking, and keeping the eyes on the copy.

2. To demonstrate the ability to arrange business letters, tabulations, manuscripts,

outlines, and other forms or business papers with vertical and horizontal cen-
tering.

3. To demonstrate Mastery of the techniques of pibrofreading and correcting errors.

. 1

4., To demonstrate correct keyistrokinglOperation of perviz:e keys, and other

- typewriter mechanisms.

5.TQ...comp1ete1y automatize tihe typewriter keyboard including number and symbol

keys.

6.. To compose at the typewriter with facility.

7. To:develop habits of neatness, accuracy, and concentration.

o -174
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8. To acquire the necessary knowledge and skill'to
,

type correctly and arrange
attractively materials required to meet personal needs and general office

needs. .

, <

9. To apply general7knowledge and skill in-using the typewriter as

instrument. -0:

r
.

.

: . .

,
. .

Course Content.and Suggested Sequence of AAivities
, /

. .

.

/ . .

Learning the letter keys; location/of keysl correct position at the machinev
learning to type figures and:basic,syMbolsitypitg -special symbols and gtat stical'
copy; centering; word'division; prodfreadingl announcementst,personal hote rpostal
carde; erasingspreading and, crowding letters; carbon'copiésvpersor141 a d businest
letterset addressing envelopes; simple,tabulated reports; outlines and ma uscriptst. e

speed and .accuracy emphasis; rough drafts; man-scripts and reports, busiyness letters;
backspace-from-Center tabulation; office typing problems; business fo' ; produc-

tion of business letters and taburation p.toblems; typing on ruled Pape,* 4nd becom-

ing aware of careers. °

Course Creditg

One

Course Location

9, 10, 11, 12
s.

cfs

Course .Length
,

;...' ..

'Dile Yeak or 36 weeks for 180 class periods. etifty-live mirpte periOds or

seven 40-mlnute periOds weekly in lieu'of five 557minute periOds required.- .

"

North Dakota Secondary Course Code

0

03030-1
d

'" 41141.

,

t
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TIME THE STUDENT LEARNS

Integrated-

, /
,Integrated

Integrated
after It
'has been
introduced

Integrated
. .

.171/2 wks

10-12 wks

-To develaii.torect type-
writing tech.Liques.
-proper strokin.r
- good Posture .

- eyes on the copy

on the flOor

To keep work stations bus-
iness like.

- chair in position
- area free from waste
paper and other litter
-materials organized
-turn off electriC ma-
chines When leaving
Work station .

to correct'errors on
originals and carbons.
- use various correcting
devices

SUGGESTED A CT IV ITIES
AND LEARNING OUTCOMESL

THE STUDENT SHOULD:

From a teacher demonstration of proper key
stroking techniques imitate:your example.

Type from dictation to develop the ballas-
tic stroke..

THE STUDENT SHOULD:

Observe regulations on how they are to
leave the typewriting stations--no paper
on the floor, carriages.centared,' etc.

Take turns inspecting their row at the end
of each period.

Use correct erasing methods after seeing
a demonstration on erasing.

THE STUDENT SHOULD:
^

Use duplicated Work when igned to squeeze
a word or letter.

Practice spreading and squeezing a'wrd.
\ 7

Practice removal of paper and reinserting
it with,proper alignment.

Practice using the eraser,"correcting tapes
and fluids.

To use.the service mecha- THE STUDENT SHOULD:
nisms efficiently.

To correetly calculate
vertical and horizontal
centering using
-full'size.paper
-half shee'esofpaper,
-rodd sized paper

To typewrite numbers by
touch.

To type letters, mem-
randums, tables/ and
manuscripts.,

Drill irequently On service mechanisms
such as the carriage return, space bar,
tabulator,, paper insertion, etc.

THE. STUDENT SHOULD:,

Set up an&type tables and letters from
bandwritten and unarranged rough draft copy.

CalCulate margin settings such as announce-
;cents.

:

THE STUDENT SHOULD:

Drill on typing numbers with a goal or touch
typin% of all numbers.

7

TWE STUDENT SHOULD:

176.
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SUGGESTED ACTIVITIES
TIME ( THE STUDENT LEARNS AND LEARNING OUTCOMES

-Integrated To proofread.

172 wks

Compose letters with datailed instructions. ,

After hearing a description of.a letter,
submit a letter of-which the best one.is
mailed..

Type projects for other teachers including
tables-.and unarranged cppy.

THE STUDENT SHOULD:

Proofread materidls typed by other students'
as well as their own.

Compose accep.).h1e letters, messages, tables,
and type in Vna% i-,rm with no'errors.

Learn what errors most often occur in their
typing, what causes them and then give them
exercises stressing these-types of errors.

Study how proofreading, and correcting can
save time, thus taving.money for the employ-
er on the job,,

Bring examples of letters, newspaper clip-
-pings, etc. where uncorre-ted errors caused
.contentor thought to be different than in-
tended.

To type envelopes. THE STUDENT SHOULD:

Cut paper to size for a large and small
envelope, if actual envelopes are not
available.

Use chain feeding and back feeding methods.

Use,the method of addressing envelopes rec-
amended' by the U.S. Post Office.

Tnclude envelopes when typing letters for
production counting the envelopes as part
of their production time.

4-6 wks To compose at the type- THE STUDENT SHOULD-
writer.

Compose acceptable letters, messages, tables,
etc. and'type them in final form without
any errors.

Be introduced to composition by a one word

177
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TIME THE STUDENT LEARNS

2-4 wks To type forms.

Integrated To become aware of
careers.

_Y

-.SUGGZSTED ACTIVITIES
AND LEARNING OUTCOMES

lre4onse, followed by a sentence response,
a Oragraph reSponse and finally compos-
ling complete letter.

lAfter\giVen detailed instructions as to
Ilettei\style,---punctuatiorr, subject line,

attent;on line, closing lines, and Carbon
copies,Vcompose a l!Ater following the
.instructions.

.THE STUDENT SHOULD:

Fill in die necessary information on
printed forms:
-mailing 1abels
-shipping crders
-bills of lading
-receipts \

-promissory\netet
-voucher checks
-purchase orders
.-invoices \

-memorandums \

Obtain various forms used in business.

Insert words oOlumbers properly on Various'
forms.

THE STUDENT SHOULD:

Prepare bulletinboards showing different
pictures of a person typing.
-at the keypunch
-at the computor,
-as a secretary
-as a cle-kk

180
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TEACHING SUGGESTIONS

1. Teach students to develop rapid stroking patterns from the first day of class.

2. Entourage the student to look at the keys when first locating new reaches.
After the reach has been located, tell them to keep their eyes on the copy
as they type.

3. Do not emphasize accuracy early in the year, but rather emphasize good tech -
niqup.

4. Give students short timings on their practice efforts starting early in the
typewriting course.

5. Give daily assignments, rather than budget assignmentsr to build typewriting
-power. (Be careful not to overwhelm students with these assignments.)

6. InforM students of your method of grading and of short-term and long-term
goals.

7. Teach students to use the typewriter mechanisms without waste motion.

8. Do not introduce figures and symbols until the students have first mastered
the alphabetic reaches. Present only ofie or two numbers or symbols in any
one period.

9. Provide daily drill on figures and 'symbols after they have been introduced.
Grade on numbers typed per minute.

10. Teach erasing early, about the 10th week, preferably as soon as applied
typewriting jobs are introduced.

11. Present correct typewriting techniques and procedures through short, frequent,
and carefully planned demonstrations.

12. Make sure the students understand the purpose of every drillAthey type.
Teach students the'difference between typewriting for speed afid typewriting
for control and accuracy.- Be sure they know when to type at each level.

13. Have the students preview much of *he practice material typed in class.
(Previewing refers to the practicing of difficult words, speed phrases, and
the like before the copy in which these words appear is typed.) r

14. Develop speed through short spurts, gradUally lengthening the spurts of
effort as the students develop typewriting skill.

15. Force speed through repetition of easy practice material.

16. If the typewriting room is equipped with both manuals and.electrics, rcliam-
ber that the stroking technique is the major difference between the opel:ation
of these machines. Do not rotate until they reedit 35 words per minute f?r one
minute.

3

17. Use graded material for timed writings. Material having a syllabic intensity
of 1.30 or 1.40 is considered to be of average difficulty for typists.

7179
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18. Set up standards for the typewriting of office production jobs as well as
for typewriting straight copy.

19. Place less emphasis in second semester typewriting on "words a minute" and
more on "production".

-

2Q. include art typewriting. (Only use a break in the routine before a holiday--
or some special event.)

21. Use bulletin boards to give recognition for work well done. 'Ask students
to_volunteer in designing bulletin boards.

22. Suggested basis for grading:

`.

FIRST SEMESTER SECOND SEMESTER

Techniques 30%

Basic Skill Competencies. (straight
copy, statistical copy, rough
draft copy, script copy, etc.) 40%

Problem and/or Production Work 20%

Work.Attitudes and Habits 10%

-

Techniques
'Basic Skill Competencies
Problem and,Production Work
Work Attitudes and Habits

10%

30-40%.

40-50%
10%

Measure and grade students' straight copy achievement by utilizing three-minute
timed writings. Utilize longer writings very sparingly at the end of the course.

23. Include some discussion of,careers where typewriting is essential. Bulletin

boards would be an effectie means of providing career information.'

POSSIBLE BASIC TEXTBOOKS
Ca

Lessenberry,.D. D., Crawford, T. James,JErickson, Lawrence W., Beaumonti'Lee k.,
Robinson, Jerry W., Century 21 Typewriting, South-Western Publishing Co., 1972

Rowe, John L., Lloyd, Alan C., Winger, Fred E., Typing 300, Gregg Division/McGraw--
Hill Book Company, 1972

132
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Course Description

-

TYPEWRITING II

dimiliammswomm

The second year of typewriting is vocational in structure and purpose. It is
designed to prepare students for a business career by developing yocational com-
petency at the typ2writer. MuCh emphasis is given to production typewriting using
office standards for quality and speed. The developmelt of proficiency in'using
service mechanisms and top row keys is a.very important part of the.course.

Couroe Objectives

Because the second7year course in typewriting is vocational in purpose, empha-
sis should be-on production of.acceptable Copy in a specified period.of time. It-

,

' should provide an opportunity for the student to:

1. Increase speed and accuracy on straight-copy and production typewriting.

2. dompose usable copy directly at the typewriter.

3. Build responsibility in organizing and completing typewriting production prob-
lems with a minimum of direction and supervision.

4. Develop top row proficiency.

5. Develop efficiency in using and handling office materials and supplies:

6. Develop touch cOntrol of all service mechanisms.

7. Change a typewriter ribbon correctly and give proper care to the typewriter.

8. Complete with at least 95% accuracy "information" tests Which include typing
informatidn about punctuation, capitalization, expresiions of quantities and

spacing, letter styleer-and business forms.

181
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9. Type masters, Carbons, stencils, and offset mats.-

10. Exemplify desirable attitudes, personal resourcefulness, self-reliance, re-
sponsibility and self7control that lead to good work performance.

11. Correct errors, croWd and spread letters, align the paper, and proofread in
sUch a manner that the material could be mailed.

Course Content

Typing II contains drills to develop speed and accuracy adhi4Veein Typing I,
letter productic on ecUtive size, special size, ,amiregular size stationery;
business documents and forms; advanced tabulation problems;'multiple carbon copies;
duplication equipment; and general typing information, i.e., punctuation, capital-
ization, expression of nuMbers.

Course Credit ,

One-half or one

Course 1::,?,:r.ion

10.- 11

Course Length

For one '.7:reAit--36 weeks os 180 cl.s.;s perioris of 55 minutes each, or seven

40 minutee pieds weekly in,lieu of five 55 minuteperiod.requirement.

For one-half Credit-18 weeks With above requirements

North Dakota Secondexy Course Code

03030-2

z
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TIME THE STUDENT LEARNS
SUP.GESTED ACTIVITIES

AND LEARNING OUTCOMES

Semester Year THE STUDENT SHOULD:

2-3 wks 4-6 To review and refine Strive for mastery of basic typewriting-
wks basic typing Ain. techniques in the development of voca-

tional competency at the typewriter.

Type business letters, business reports,s,
tabulations reports and b;Usiness forms in
a specified time period.

Both inte- To develop speed with THE STUDENT SHOULD:
grated accuracy on straight
daily cop.., typing. Understand the purpose of every arill they

type.

Know when they are typing for sPeed and
when they are typing for control,

Forces speed development through repetition
of easy practice materials.

Develop speed throug)1 short spurts, grad-
ually lengthening the spurts as typing
skill is developed.

Both inte- To acquire a 11...gh de- THE STUDENT SHOULD:
grated gree of skill in sta-
daily tistical v.yping., Practice number drills daily Abandon home

.,. row for vocational statistical typing.

Both inte-
grated
daily

Receive an extra penalty for errors not
located.

To proofreaa. THE STUDENT SHOULD:

Proofread their own papers nd as a part
of a proofreading committee, be charged
with the responsibility for rechecking"
other student's paperS., .

Inte- Per- To compoSe at the type- THE STIJMNT 1OULD:
grated iodic writer.
daily Producd a mailable letter given only verbal

directions.

1 wk 2 wks Type for the dup34cation THE S'...v.:71ENT SHUULD:

process.
Be able to type a usable spirit master,
steo:il, and offset mat in a reasonable
amount of time.

185:
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SUGGESTED ACTIVIT:IES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

Semester Year TilE STUDENT SkULD:

6-8 wks 12-18 To type integrated pro- In a specified amount of time do a wide'

wks jects. variety of business typing.
.

-administrative of-,
fice typing

- sales/purchase of-

fice typing

-financial office
typing

- interoffice memorandums.
-mailing list index cards
- folder labels
- postal cards
-office procedures manuals
- form letters

- circulars

-tables (boxed and unboxed)

-acknowledgment cards
-purchase orders
- job descriptions
- invitatin-q to bid
- summary of bias

- trade in schedules
-tables of deliquent accounts
-collection letters
-balance sheets
- income statements

-executive office -agendas of mAtings
typing -speeches

- itineiaries

- telegrams
-minutel.of a meeting

-basic production
skills

- professional office
typing

-financial reports
- letters on executive stationery

- leftbound business reports with-tables

and footnotes
- expenditure tables.
-purchase orders
- invoices

- leftbound 'Manuscripts with side headings

- last wills and testaments
-Partnership.agreements
-legal letters
- medical typirg

-patient identification cards.:
7Abstracts of a medidal research report
-reports of operatiOn'
.-two page.medical letters,

- insurance office -monthly reports

typing -cards for a-reference file-'

184

186



TIME

Semester Year

\ 1-2 wks

SUGGESTED ACTIVITIES
THE STUDENT LEARNS AND LEARNING OUTCOMES

-technical office
tyring

-.letters with blind carbon copy notation
- reports in manuscriit style

-computer programs
- two page technical letters
-message reply memos
- specification sheets

.-government.office -government reports
.typing government lrAters

-disposition forms

-To become aware of the THE STUDENT SHOULD:
business world.

OMB

Take a Civil Service and other employment
tests, followed with class disdussion.

Type letteis of applicailOn, personal data
sheet, and application blanks.

1.8
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TEACHING SUGGESTIONS

1. Administer a performance pretest at the beginning of the course to determine
present production ability and knowledge of typewriting related information.

2. Demonstrate frequently using good form and techniques to set the example for-
improved stroking,.for refining-manipulative skills, for developing flow of
work patterns, And for refining production skilla'- When demonstratIng at the
typewriter, place the stand diagonally at the aide of the room,.

3.. Set short-range goals that can be achieved; increase goals frequently as a
means of motivating students to achieve new goals.

4. Collect business forms from the community to use as sample illustrations and
practice forms..

5. Allow students to use their own initiative. Provide exercises where students
do not copy.from a book.

6. Accept onlytflat work which is satisfactory aa'measured by office standards.
Provide work comparable to that in the office; a wide variety.of materials;
stress rapid production, efficient organization of"work, proper work habits,
and knowledge and skills needed for sudcess in business. °

7. Utilize various businesb forms and methods in integrated, simulated, and .

model office situations-throughout the year.

;

8. Provide students with 4 Maximum of time for Production work.. Using c20-30

minute periods, strive for produCtion of 3 to 4 letters the 'first semester,
.5,to 6 the second semster, of approximately 125 words with all errori cor-
rected, including the making of carbon copies and addresaing of envelopes. :

Some production tedts incltide rough.drafts, tabulated forms, and material
,

other than letters. Grades are determined by the quantity of mailable ma-
terial produced within the testing period.

Base. the cgrades'for voca4tonal typewriting upon several factors, including
speed and.accuracy.pn timed writings, work habits, attitudes, and perform-'
ance. ,Progress reports to students are a logical part of the total program

of pupil evaluation.

.POSSIBLE BASIC TEXTBOOKS

Lessenberry, Crawford, T James, Erickson, Lawrence W., Beaumont,'Lee R.,
Robinson, Jerry' W., Century 21 Typewriting, Cycle IT, South-Western Publishing

CO., 1972..

Rowe, John L., LloYd, Alan C., Winger, Fred E.,..Typing 306, Book II, Gregg Divi-.
sion/McGraw=Bill BOok Company, 1972.
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WTRODUCTK3N TO .DISTRIBUTIVE EDUCATION

In education today the term "relevant" is heard repeatedly. Young people are
looking for a program that is meaningful and relates to life'. Distributive Edu-
cation is one program that isdefinitely "relevant." The educational experiences
that students obtain in'the Classroom and at the occupational trainihg station
provides the& with usable knowledge and skills general 'nough to be valuable in
many occupations and speCific enough for employability

The relevancy and practicability of Distributive Education make it an increas-
ingly popular'offering at the high school and post:high school level.

Introduction to Distributive Education it a totai program o,f itudy preparing
students-Ter entry positions in the fieldof marketing. The first and foremost
consideration is the.individual student's interest and objectives as'they apply to
the field of marketing and distribution. With these student interests and objec-,
tives defined, the Distributive Education teacher-coordinator,develops aplan in-
volving classroom work, on-the=job experience, and leadership activities which will
provide fOr the student bdth knowledge and abilities he can use to further his
chosen occupations. ;

The instruction°a student receives in the classroom from his teacher is re-
lated to the skills-the student it acquiring at hit training tation. Relating .

the classroom work and the training station learning becomes e essential ele-
. ment which makes Distributive Education a total.cooperative pro am of studyt

These guides are built-around,the fremise that teachers in our Aigh schools
and employers in business and industry will Participate in a-continuous evalua-:
tion and updating process so that obsolescence in Distributive Education programs
can be minimized.

,

Philosophy

The theOry that classroom instruction with related.bccuPational training is
the best educational experience that can be 'offered has-been born out in practice
through. Distributive Education. By paiticipating in,this type of cooperative edu-,
cation, the_student Matures more rapidly, sees More reason for.the classroom
learning in all areas and completes-the program much more Able to enter the world
of work than the non-partiCipating student. The occupational learning is more
relevant because it is practicakand'the-claisroom instruction is more meaningful
being directlyrelate'd to the occupational training. The Distributive Education'
pre9ram, therefore, pfans,itS curriculum, training plans, and related learning
eXperiencesso. that. the student receives a completely meaningful cooperatiVe
training,

.

.()Ob'ectives

1. Pro-Vide Classroom learning through a curriculum thatcompleMents the Occupa-
tional experiences.

2.
41.

Prepare training plans'for students on the b'that conta,in a variety of:
skills and understandings that provide empl

.3. Provide broad background learning.emierenres so that.students understand
teChniques of distribxeion and the flze enterprise system.

4.' Develop leadership, social intelligence, vocational underdtanding, and civiz:
consciousness'.
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SUPERVISEp COOPERATIVE OCCUPATIONAL.EXPERIENCE

, Course Description

1

Cooperative Vocational Educatibn is an instructionaLWan which comVines

learning experiences gained through regularly scheduled:supervised employment

in the -community and vocationally oriented in-school inttruction. The on-the-

job learning experiences must be consistent with the occupational objectives

of students. Students arenormally paid i minimum wage by the employer.in ,..

order to receive credit for-this course.
.

.

.
.

.
.

, . .
.

The term "CooPerative" describes the working-relationship between school. T'

and business in preparing students for,theworld of work. To achieve the go4s

of.this team teaching arrangement, the teacher=Coordinatot; employer, and /

i.. training sPOnsor have:instructional responsibilities. In 'school the-teacher- ,

coordinator combines related instruction With the student employment eperiences.

He also works Closely with the training sponsor in Planning studbnt learning

experiences which are contistent With both student and employer goals.' The

training sponsor combines regularly.schepled-part-time employment experiences

and instruction NO that-the. student will.be able to develop-and refine cOmpeten-

cies needed fqr entry-level jobs and, possible advandement in his chos'en/

otcupational tield,' . ,

.
.

Course Objec:ts5 .0 ) .

.,

. .

,

. r
.

. .

One of the expected qutcomes of cooperative-vocational educatiOn is the

student's ability o adjust -t,(3 156,1:1( environments. -Thzintent-is that brteach-

ing him tb interact effectively with fellow workers and'sdpervisors under .

various conditions, in the,cooperative training station, he will acquire capabilities.

.which will,persist as he prOgresses in his career and takes.,,position.;in other
.

..:

work environments, -The student should be able:. -, .... .

. ,

1. To develop knowledge and skills essential for'business employment and.

advancement. /

2. To interact with co-workers, supervisors, and employees.

3. To stimulate uitical Analysis of current jobs and creer possibilities.L''.

4% 1..,

.., s
,

, ,

I -

4. To develep deJsirable work
..
habits and a'ttitudes.

,
,

\ ..

5. To make rational economic decisions abopt employment spending and saving

,and parti ipate in a private enterprise economy.
..

6. To Manage ork and leisure,time.

7 -To deVeldp- k-Ood habits .of observation and good judgem'ent skills.
.

Northtakota Secondary Course Code

04999
187A

190 .4:

;



Course Content.
- -4

N Actual work texperience doniitOWnat'i'a training station coordinated,with
related'in-class .4.nstructiost. -TheSiudent is normally-paid'a,minimum wage

, . . / '-,

while employed it the-work?stition.
. ,,,,- _ - .

a./
. I.

-
17,

Course Credit

Ope-half or one per year',
P.

.-Course tocation
d

-Course Length :

) f . u
. .

. ..

Students work'approximately an-averageof 15 hotirs Per Week for 18 weecqs

for ofia-half-'credit or 36 weeks for one credit. z \. .

- .., \ .

. ,\ s 4.

:','A.PGGESTED ACTIVITIES
, ,,, d .

.

TIME ;THE STUDENT LEARNS a

.,.
4.. '',.. 4-311

1-2 °Weeks
. ,drZehtation and preparation THE STUbENT tliouLpt'

tfor aCtual job'placement. domPlete a self'-appraisai
\,

i unit and be able to under-
,

stand: ',

\-

, ..,,, .-the training 4greement
.-the training plan

4-:,.--- ' .
% -the purpose of;..the

- e '
. ,

,

A . related class /
I.?
1

1-4 weeks .Skills ....

, THE STUDENT SHOULD:'. /

:

. ., F4are for initial inter-
,

e. Viewing with training'-
dPOnsor..

Actual on,the-job training
A

Balance of
Semester iOr

Year

k
,

,

ZEACHING SUGGES

1:

IONS - See

'THE STUDENT SHOULD: /

Hand in weekly reports of
hours worked and activities
performed.

DiScuaspoblems. with the
% , ' '

W '' 'teacher-coordinator/that
arige during the week.'

, \ /
.. (7 . ,

7- . .

' ... ..i '
. ''.'r. .

all aspects 0 the.
/ .

\ trAinIng Plan. /
/

.

/
Seek'remedial help from the

I

i Atipecher--;coordieetor for.eny:
trspeot'of the job. in which'

..<
. .', help is need

_
. .
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OCCUPATIONAL TITUS-JOB OESCRIPTION

04.02 Apparel and Accessories..

Fashion.Coardinator

1: Assists in buying
2.. Studies fashion trends.

3. Coordinates promotional actiirities

4. Trains employees
5. .Hires employees
6. Sells on.the sales floor.
7. Goes to market
8. Puts on fashion shows
9. Assists in developing merchandise

plans, budgeting,_and guidelines

Salesmen - Men and Boys

1. Greets customers,
2. Develop interest in merchandise

3. Answers customers questions
4. Determines customer needS

' 5. Explains proper care,ok merchandise
6. Shows.a variety of goods.

7. .Helps customer make a decision

, 8. SuggeStsrelated items after a pur-
chase has been made

9. Writes up a'sales 'Or charge slip
10. Receives cash payments

1. 11. 'Rings up.,sale

12. Returns change and receipt.
13. Handlevrettirns and exchanges%
14. -Straightens;stock area
.15. Makes sure 'Work area is neat and

. cleafi..

16.. May assist in ordering stock
.17. May-stodk_shelves and.racks
18:,psy mark or remark-prices
19... May prepare disprayi -

Salesmen'- Women And Girls,

1. Would' have the same-duties as a
salesmen for Men aneboys wear

Salesperson - Shoes

.1. Greets cuitomers
2 . Determines custdmer needs
3. Answers customer queStions and

(3/2jections

4. Correctly fits shoe size

5. shows a variety of shoes

. 6. Locates correct-shoe-in stock area

7. Helps cUstoWer make.a selettion

8. Suggests related products after
'purchase is made

'V

9. Explairs prcper care of Merchan-
dise

10. Writes up sales slip
11. Receives cash payments
12. Rings up sales
13. Returns cttange and receipts

14. Handles returns and exchanges

15. Straightens stock
16. Cleans work area
17. Mark or4ernark prices
18. Prepares shoe displays

Jewelry and Optical

1. Greets customer
2. Determines customer needs
3. Shows merchandise
4. Answers questrons and objections
5. Supplies product information
6. Estimates repairs
7. Sets .up displays

8. Keeps records of styles picked
by(41_brides-to-be_

Notions and Accessories

1. Greets customers
2. Sells notions
3. Duties similar to that of a.:-mens-

wear or womens wear salesperson

04.03 Automotive and Petroleum

Parts Counter Man

1. Greets customers
2. Sells replacement parts and

accessories
3. Determines customer needs.
4. Takes telephone order6
5.. 'Supplies néceSsary parts to'

mechanics'
6.. Locates parts in.stockroom
7. Suggests interchangeable parts

if original is not in Stock
8. Places special d'fders for_parts
9, Determines. partsIorices
10. 'Receives tash.payOnts
11. 'Writes up sales o4charge slips
12. Keeps catalogs ane?rice lists

up to date
.13. Rings .up.sales
14. Returns change and redeipts
15. May orde4.:replacement Stock.
16. May unpack incoming shiFinents..../
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04.03 Automotive and Petroleum,

(Continued)

17. May maintain sales records
18. Takes inventory

1.

,2.

3.

4.

5.

6.

7.

8.

9.

10,
11.

12.

13.

Service Station Attendent

Greets customers
Determines customer needs
Pumps gas
Checks proper fkuid. levels
Mayreheck tire pressure
Wasfips car windows

8. Refills car wash slution

\

Parking Lot Attendent

1. Greet customers
2.. Diipense tickets
3. 'Park cars
4. Locate cars for customers
5. Receive payments
6. Ring 'up-sales"-

7. Dispense chaage and receipts
_Z. Glean parking lot area

May make small repairs
Receives cash payments

0

Writes up sales slip or charge sales
Rings up sales
Returns.change "and receipts
Cleans stationd pump island area
Provides directions and inforMation
to customers

Service Department Manager

1. Greets customers
2. Determines customer needs
3. Writes up work orders
4. Arranges for a mechanic to.do

the work
5. .May test drive autos
_6- _Records necessary information to

14. Sells oil and other car care products obtain warranty coverage

15. Checks for worn or other defective 7. Advises customers of approximate

parts cost and how long work will take

16. Fills oil can racks 8. May sell auto accessories

Salesperson - Automobile Department

I. Greets Customer'
2. May sell new., used, or both types

of car
'y

3. Determines customer needs
4. Points out benefits that match cus-

tomer needs
5. Quotes.tentitiVe prices and trade-in

allowances
6.. May arrange financing and insur-

ance for.cars they sell
/. -Register cars and obtain licence.

plates
8. Makes sure cars sold have been set-

viced.properly
9. Answers'customers questions

10. Maintains contact with buyers by
sending-out new car literature

Car Wash Attendent

1. Greets customer
2. Takes cash or ticket from customer

3. Rings up sales.and'gives change
4. Operates car wash equipment u

5. Assists in drying car

6. Cleans car wash area daily

7. Services car wash equipkent

194

9. May compute cost of.repairs
10. AnswerS questions regarding

Costs pf work performed
11. Handle customer complaints

'Bulk Oil Service

1. Takes customers orders by tele-
phone and in-person

2. Fills customers. tanks:
....-

3. Bilis customer regularly - takes'
care of accounts

4. May check custoMer tanks and
fill periodically

5. May cheek CUstomer furnances,
etc. and do minor repairs

6. Collect accounts
Servide del ery vehicle

04.05 Floristry

Salesperson - Flowers

1. Greets customers
2. Determines customer needs
3. -Select*s.flowers from stock

4. Wraps flowdrs if necessary
5. Takes necessary information for

delivery orders

44,



04.05 Floristry, (Continued)

6. Takes PTD orders
-7. May taie telephone orders
8. Rings up sales
9. Writes up cash c../. charge slips

10. _Makes change and,returns along with-

receipt.
---11. Keeps.Work area neat and-clean .

12. May assist in arranging flowers/
bouquets

13. Clean and care for .plants

14. Builds displays
15. AdviseS customers on flower and

plant cake

, Wholesaler - Florist Supplier

1. Calls on floristshops
2; Determines shop needs
3. Suggests new products
4. Inventories.supplies
5. Shows product'samples and-products

catalogue
6. Takes customer orders
7. Writes purchase orders
8. Takes care of:customer accounts

9. Bills customer at regular intervals

Delivery

Picks up flowers and delivery slips
from the florist shop

2. Delivers to the correct address

3. -Cleans delivery vehicle

4. Has delivery vehicle serviced
5. Takes cash payment from customer

04.06 Food Distribution

Caihier - Checker

Greet customer
Divides items As to taxable and-

non-taxable
Rings up sales

. Takes cash lievment/checks from

customer
Gives customer correct change and

receipt
. Dispenses.stamps if given at the

store
7. Redeems coupons
8.-41,ay assist in bagging items

Changes cash register tapes

.

Wholesalesmen Driver

1. Calls on stores
2. Inventories.and'rearrariges stock
3. Restocks shelves
4-. Writes up the purchase order

Cashier Courtesy

1. Cashes checks
2. May handle returns and adjust-

ments
3. May take utilities payments
4. May direct ctilstomers to merchan-

dise areas
5. May take phone calls
6. May be responsible for opehing

new charge accounts and taking
charge payments /

1.

2.

3.

4.

5.

6.

7.

8.

1.

2.

3.

4.

5.

6.

7,

8.

195

Receiving, Marketing, and
Stocking

May sign bill of lading
Unloads shipment
Checks merchandise for correct
quality, quantity, and damage
Marks retail price And correct
code information on merchandise
'Dispose of cartons and-crates
Keeps receiving and marking
AreaS'clean !I

Routes shipments from vendors.
Keeps accurate records for each
shipment
Moves stock to forward and
reserve stockrooms
May.prepare:claimi against ven-
dor
Dusts and cleans shelves

Carry out Baggers-

-
Bags items, making suxe none
are damaged -

Ca-rriers items to customens' car

and loads them
Thanks customer,
Fills-beg Se-dtion in-check out

counter
May assist in marking merchan-
dise and Stocking shelves
Keeps area neat and clean
Replaces shopping carts in
designated areas
Washes windows and does general

t



4.06 ..FoOd Distribution, (Continued)

cleaning,

Wholesale Representative

Food Checker

up menu°
2. Order food"and supplies
3. Handles money and budgets
4. Sets up work schedule

Records daily sales transactions
Supervises preparation of food-
Bakes home baked pasteries,
-Trains-new ertiPloYeeS'

Coordinateg work load among
. employeed

1, Calls on grocers 5.

.2. InVentoties stock 6.

3. Suggests quantity of stock to-carry. 7.

4, Suggests-items to be-added to stock --B.'.
,

5. Sets up displays 9.

6. Assists in.promotional_activities
7. Keeps accurate accounts
8. Writes:purchase orders

Rack Jobber 1.

1. Checks over delivery vehicle
2. Organizes delivery schedule
3. Prepares customers racks - cleans,,

inVentories
4. Replenishes stock, removes slow

moVing merqhandise
5. Prepakes display
6. Prepares sales slip"
7. Returns to warehouse and restoCks

truck at end Of day
8. Prepares truck for next days deliv-

eries
9. parks truck

10. Turns in cash and credit slips
1.X. Prepares turnover figures for eath

store
12. Arranges deliVery schedule for next

.cday 4)4

13. .Contacts"prospective customers

04.07 Food Services

Waiter - Waitress

1. Greet customers
2. Take order and sales check
3. Clean counter and catry out dirty

dishes
4. Set up counter .

5. Fill napkin holderd, salt and
pepper containers

6. .Prepare-soft-drinks, malts', etc.

7. Clean under counter and displays
8. Suggesi deserts . .5.

9. Ring up.dale and giVe correct change 6.

19. Wash dishes and silverware
11. Order pasterys
12. Delegate duties to other employees

2.

3.

4.

5.

6.

7.

8.

9.

Hostesd

Greets customers
Shows them to their table r

Serves menu.
SuperVises Other waitresges
Supervises bud boys
Sets up work schedule
Helpgto clean tables
Rings up sale and makes change
Trains'new employees,'

Food Vending Service & Coin
Collection

1. Contact manager to place machines
in establishment

2. Install vending machines with
food and coins

3. -Repair machines And clean
4. Order merchandise'from whole-

saler
5. Collect money, give % to buSi-

ness
6. Set up budgets, determine which

machines are,unprofitable
7. Complete'outside expense and

call sheets
8. Train new employees

1.

2.

Wholesaler Supgier

Calls on retailers and sells
merchandise'
DeliVers merchandise-to store

3. Sets up store displays
-Completes outside call_and
expense-reports
Loads truck
Takes inventory and order mer7
chandise

'7. Train new employees.

196
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_
-General Merchandise

If
Store Manager

a.
2.

3.

4.

5.

6.

7.

8.

9.

10., .

11.

12.

13:

Edre, fire,peopke
jrains employees and delegate.duties
and responsibilitiee---:
CoOrdinates promotional actiVIties
Sets up bUdgets and analyzes ratios
Coordinates internal and external
displays

.

Enforces store policies.-
Conducts sales meetings
Motivates.his personel
Assists with buying
Evaluates stOre performance
Assist personel with problems
Negotiates with Union.officials
Active.in community affairs 8.

4, '

9.

CoordiAates displaysectivities
Goes to market to buy merchan-
dise
Handles.security regulations
and controls
Handles customers injuries

Salesperson

1. Sell merchandise,
2.- Describes Selling points about

merchandise
Maketh outside calls
Demonstrates °merchandise ,

Prepares.salescheck and bid4,
ExplainS credit terms<:?
Counts baSic stock listland
orders-,merchandise

Sets up window and interior
,

displays
tally daily expense accounts
Mikes refunds and exchanges.
Keeps floor stock current, clean
and arranged

12. Sells,credit

4.

5.

6.

7.

Operating Manager

1. Completes store budgets with assis-
.

tants from manager
2. Hires new employees
3. Supervises non-selling employees
4. Orders displays ahd equipment
5. Review outside call sheets and

expenses
6., Completes Manager monthly internal

audit check
7. Conducts weekly meeting with depart-

ment heads
.8. Restricts the $ amount that can be

spent in the store
9. Supervises delivery schedule

10. Review service department perform-
ance, auto service performance

11., Handles security regulations and,
control

12. Handles customers injuries

Merchandise Manager

1. Complete merchandise plan,.open to
buy and basic stock list

2. Buys merchandise kor all promo7,,i,
tional activities

3. Approves purchase orders for basic

4. , Coordinates promotional act-iVities-

and lays out ads
5. Plans all Other medias
6. Supervises and 'ns selling

employees
7: Sells on the sales floor

9.

10.

11.

7

Receiving, Marking, Warehouse
Manager.

1. Unloads freight Trom carrier
2. Checks for damaged cartons
3. Counts number of pieces of mer-

chandise
4. Signs Bill of Lading,
5. Records information into

receiVing record
6. Pulls invoice order and matches

with receiving 6rder
7. Counts ierchandise and prices -

8. Take& merchandise to sales floor
or warehouse

9. Files claims and shortages
10. Ships returns and claims to

vendors
11. Keeps warehouse clean
12. Set up deliveries and help to

load
13. Asiists customers with Merchan-

dise pickup from warehouse
14. Sui.ervises and trains new ware-

house-personnel------
33. sets up merchandise

1.

201
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Buyer 7

Sets up merchandise plan
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1

04.08 Oeneral Merchandise, (Continued)

2. CZlculates open to buy
Determines buying policies
price linni4.4,

.4. Coordinate buying
Promotional events
9rderd displaye to
chandise aisplays,

6. Sells on sales floor
7. Goes to/&arket
B. Delegates of duties..to personnel

under his supervision
9: Holds meetingsinforms-them

new products'
Sete markdowns polibies

S.

and

activities with----%

iie in with mer

Cashier

about

,. : '

N . t . . . +'''
1% Tabulates daily cash xegister :ringd

and'record on SaleS-6 Cash rSporf
2. Cfmplefes cash,flowfreports (Income "

.
.taxi Federal Withholding tax, ect.)

, .3. Makes bank dePosits
.4! Calculate time'card hourd.

5. Makes out payroll
6. ,Handles bad,check reloorts
7'. Pays freight bills'and,all other '

bills.

,4 8r Supervise employees and trainl in
company procedures

Credit Manager

1. ApproVes credil sales based on store
iimit by manager

2. Records credits and charges to.-each
account
'Completee gener.;1 iedger account to

balance Locke
4. Send ()fit &Unguent correspondence
5. Calls On &Unguent accounts
6. Trains new employees
7. 'Establishes limits, analyses

accounts.,
8. Repossesses perchandepe
9. Records history of.esch account and

gives credit rating
10. Hires credit collectors

11: Records layaways and pills customers

12. Mails out premiumpffers to preferred
customers

13. Orders credit tools to -promote
credit

Service Mana4er

14 Repairs mercfiandise

2. Supervises other servi9e man
3. Orders parts and 'supplies.
4. ,Sets up work nchea.Lle. .and route
5. Analyses-wor,.. re2k,41-fs

6. Outeide calls, elpense reports .

7. Supemvises hand/ing of VCB, LBT

8. sells additional items tc.. cusl
tamers (soap, service contracts). 4.0.

9. Sells crpdif and stores image
10. Calculate repair estimates,
Xl. qpmpletes monthly service

TWorrance-

Ilsoice Records Clerk
,

. , .

a.. ReOeivee purchase orders, records,-
'on.open t9 buy

,..
- .

2.. Payi inv9ifet
1:: FolloW up's on late orders, sepa

cancellations
4. Files freight claims.and short:

ages -

5. ,CompleteS monthly open to-Puy:
repOrt

6. Orders supplies and equipment
Mhtches receiving order with
invoice, files in closedordere
by departments

8 Calculates monthly book ideen- .

tory
9. Completes year 'end reports and'

reconciles inventory (Look -
Physical) .

04409 Building Hardware Managk'

Salesman General Hardware

1.

3.

4.

5.

6.

7.

8.
9.

10.

Sell merchandise
Demonstrates merchandisei des-
cril.Oes ielling points-
Mixes paints
Prepares Salescheck-and bids
Explains credit terms
Counts basic stock'lists, Orders
merchandise
Sets up interior- diays
Makes refunds and exchanges
Keeps floor sfOck current, clean
and arranged

'Sells credit-
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04.09 Building HardWare Mariager,,

(Continued-) 6.

'7.
11.. 'Rings uP sales1 makes'chanie, refunds 8.

and adjustments i . 9.
. 10.

Salesm4n Building Equipment

1. Se116 merchandise
2. COffi?letes floor plan layouts,

, estZmates jlobs ,

3. Demonstrates merchdndise, ans,.;:qbes
..-N selling points' ,

4. utside calls, check on
5. Coordinates outsidd'wmA qroup,

asROns work ;.

6. -Explains credit terms
7. Traina'eMployees
8. Sets merchandise up for delirry
9. Counts basic stock lists, :orders

merchandise -. .

10. Attends sales,training Ameting
lr. .CoAtractwoutSide"jobs
.12, Set up interior-displays

floor and gives estimates
Follows up on completed_job.
Demonstrates.clegiling equipment
Makes adjustment and refunds
Trains new emplOyees
Goes-to market to buy merchan-
dise

11. Sets up idinteriCir displaYs

12. Telephones prospects

tSalesman Farm Equipment
,

11. Salle merCha'ndise
.2: Demonstrates merchandise, describes
t' , belling points
3. Assembles merchandise fbr display

.dounts basic stock list and orBers
." .merchandise

4

S. Outside calls, expense reports
6. Trains other employees .:

7. Writes UpSales checks: makes
change, adjustment

8. Explains credit teims-
9. °Atte:has schooling On new products

10. Sets merchandise up.for delivery
11. Clean and repair used equipment

04:10 Home Furnishings

Salesman Floor Covering

1. Sells merchandiba, describes selling 8.
points.

2. Supervises'installer, or,conteacts
, -

with outside-man
3. Colints basic list and orders mer-o

chandise
4. Prepares saleschecks, explains

credits terms
5. Home calls with samples, measures

Salesman Furniture

1. ;Sells merchandise, describes
selling pailitS

2. Sete Up mercha9dise add displays
3. Counts,basic liSt and orders'

?.
merclialldise

4. Arragnes floorcgrouppgs by rooms
51 'Makes'outside'callprepares

. .expense reports
. .

6: Telephones prospects-about,s4e
.items

dompleteq adily prospect liStand
,_ . - .

iteMs sold :. ,

,8. Label:merchandise with sold tags
for delivery'

9. Makes adjustments and
-.

refunds
_10..idompletes minor repairs-to mei.-: '.

chandise ,''
-

11. Explains credit'terms
. _

.

s. -

Salesman AppliaJnce

1. Demppstrates merchandise,.des--..t
cribes selling points

2. Makes*outside calls, prepare
expense report

3. Completes' daily ;prospect list and
items sold

4., Telephones prospects'about unad-
verttied 6ecials'

5.: Counts badiC list'and orders
mercfiandise.

6.* Label merchandise with sOld ta-
,

. for delivery
7. Prepare pick-up slip on trade in

merchandise
Follow-upon safe.to see if cus-
tomer is'satisfied\

9". Unpack or uncrate merchandiee for
display,

10. Price merchandise With oarrect
/ inform4tioi
11. Bxplains credit termsqservice

Policies -

12: Make adlustments and refunds
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04.10 Home Furnishings, (Continued)

13. Set'up interior displays

ReCeiving, Marking, Delivery .

1. Unload appliance, check fOr dam-

aged cartons
2. Record recerving,record, match

order., write information on carton

3. Akrange merchandise.fof deliveries
and'install -

4. Assist customer with merchandise
pickup from!warehouse

a Deliver.merchandise to sales floof
6. ,File claims'and shoAages
7. Ship returns and claims to vendors

8. Set up merchandise

04.11 Hotel and Lodging
,

Bellmen

1. Carry baggage.of...incoming and out-

going gueits . .

2. Escort guests to their rooms

3.. Checks to seetnat rooms are,in.
order

4.7. Suggests use_oflhotel services.

5. Handles room serviCe
6. Performs errands-for gueSts

P. 7. Delivers packageS

Front Office Clerks

1. Greets guesie-
2. Rentsrooms
3. Handles mail---'
4.,-Assigns rooms'
5. IssUes keyS
6. 3)rovidet information to guests
7:-.Acts as' cashier

8. Dispenses registration forms
Takes care'of-reservations

Travel Clerks--

1. 'Provides travel inforMation to- guest6

2 Makes advance reservations-'
3,----ArrangeS for transpc;rtatiOn tickets

04.12 Industrial Marketing

Salesmen of Industrial and Manufac-

tured Goods
,u

1. Calls 11)n husinesses, retailers,
factories, railroads, banks,
wholesalers, schools, hospitals,
andother institutions

2. Provides product informatiOn
3. Adapts sales presentation to

cuotomer needs
4., May set up displays anehave-

potential customers observe
5. ,May train customers employees

in loperation of new equipment

6. 'Makes frequent returns1:*o cus-
tomers to provide neceAary
service

7. Writes sales reports
8. Makes appointments
9. Compiles prospective customer

lists
10.. Makes out expense accounts
.11. Studies.product literature
12. ,pcmducts sales correspondence

200
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04.13 Insurance

InSurance Salesmen - Duties of,
various typeeof salesmen very
similar

.

1. Sells policies Or contracts to
&ndividuals and busineises

_2.7 Assists in planning financial'
protection"

3. PrOvides advise as to best type
of policy to haVe according to
customer need

4.' Provides,assistance in.the
settlement.of a claim

.5. Plans.insuxance Program for

: prospective customer
6. Developes probpective customer

lists
-7. Locates and talks tO prOspective

customers

04.15 PerSonal Seririces

Manager- Barber,or beauty'Shop

I.

2.

3.

4.

*Orders supplies
Pays bills
Keeps-records .
/fifes and fires employees



04.15 Personal' Services, (Continued)

5. GiveS haircuts
6. Does.hairstyling
7. Does shampooing
8. Sets,prices
9. Cleans work area and equipment

Laundry and Cleaning - Counter
Clerk

1. Greets customers
2. Takes customers clahes
3. Records neceSsary laundry and

cleaning information.
4. 'Gives custoter'clothing receipt

5. Takes clothes to laundry and
cleaning work area

6. Return6 final PiOduct to the cus-

tomer
.

7. Takes payment for cleaning
8. RingS4ip sale and returns change

to cusfomer

04.19' Transportation

Traffic Agent

1. Schedule shipments for routeing
2. Complete reports, set schedule for

employees
-3. File claims
4: Assist customers
5. Supervise employees
6. Identify rate schedules

Materials Handler,

1. Load and unload merchandise
2. Use materials handling equipment
3. Store merchandise
4. Fill orders for shipment
5. ,,Take inventory of merchandise
6. Assist customers in taking merchan-

dise 9

7.. Supervises other employees

H. DriVe truck, sign freight bills

9. Padk and crate merchandise to be

'shipped out

2 65
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4.

,

Course Description

.1

DISTRIBUTIVE EDUCATION I

1

o

,

The marketing,segAnt of our American Free Enterprise'Systep.is undergoing.

changes that affect the educational qualifications of young people pursuing occupa--

tional careers in this field. Because the purpose of vocatiOnal education is to

prepare the student for gainful employment, it is necessary tO emphasize-the
development-of instructional materials designed to meet this challenge. "Course

of Study.for Marketing I" is .an effort to this end. .*

Course Objectives

1. Differentiate and maintain the attitudes helpful in successful career Planning

and development.
A

2. Demontrate the techniques in applying for eMployment,

3. Select career goals that are realistic in.terms of one's abilities and inter-

ests atthistime and in the future. V-
__

4. Develop in writing job analyses to evaluate one's own qualifications in re-'

lation to these analyses.

5. Identify all parts of a cash register and demonstrate and-explain their

function.

6. Identify MCA activitiessand discuas how they contribute to the learning of

Distribution ind Marketing.
.1*

7. &Identify personality traits that are considered acceptable in sbcial and

iFbusiness relationships. or

206
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TemonStrate a knowledge of good'humin relations by correct behavior in
school'and on the job. :

9._ Identify the principles of effectiveo aland written .cOmMunicOtinon.

10. Demonstrate the ability to communiCate effectively'on,the job and'in
.1. personal life.

11. Identify specific product,selling poiihts to an,individual cuitpmer's buying.,
motives.

12. Identify .the stages a Customer goes through in a buying process.

Course.Credit

One-half

Course Location

- 12'

Course Length

One seMester or 19 weeks for,90 class periods'

North Dakota.Secondary Course Code

04010 - I

211
207

'

,



_

TIME

10..hcr,ars

8 hours

?

JOB SEEKING

BEHAVIORAL OBJECTIVES.
THE STUbENT SHOULD BE_ ABLE TO:

Demonstrate the-techniques
applying-fdi employment..--

LEARNING ACTIVITIES

in Assign readin4s on job seeking.

Have students fill out self-
inventorY, personal data 'sheet,
and application blank.

Praétice taking tests which
arc given by some employers.

------ Conduct himself properly in an em-

ployment interview.

identify various sources for find-
ing employment opportunities.

Complete a,personal data sheet.

----ComPiete a job application form.

Demonstrate proper personal
grooming.

List steps to follow after com-
pleting a job interview'.

C.e"

HUMAN RELATIONS

Oefine in Writing or orally what
human relations means.

DeiCribe the basic needs that all
people have. 0 ,

Describe the characteristics of
effectime human'relations,

Identify the personality traits
that are considered acceptable.in
social and business relationships.

208

2:12

Role playing on "Applying for :
a Job", letting each student
apply for-a job and video
taping.

:Check these findings
'(a)-voice,

(b). appearance, dress,,grooming
.(c) interest

Invite a personnelHdirector
fromra local store to come
to class and c-onduCt,the
interviews.

Suggest that students get infor-.
mation about a company'from the
community in which business is
located or froM the library.-

Penmanship drills.

Discuss the idea that "YOur
Letter is You". ,

Aisign readings from Psychology
and Human Relations in Marketing

List personality traits that
students like and dislike.

List traits students like and
dislike in,fellow employees
and employer* Discuss.

t r
Discuss human relations problems
that occUr-in family situations.

f

.0



TIME

'HUMAN RELATIONS (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Classify his personality traits
intotne categories of phytical,

eMotional.

tist the qualities they now possess
'Or can develop that will aidin a
successful'marketing career.

Prepare apersonality improvement'
. plan.

Ligt several-human relation traits
that are important to supervisors
and employees.

Describe how human''relations may
differ in a formal and,informal
setting.

List several human relations prob-
lems a new employee-may encounter
and suggestions-for avoiding_them.

List several methods used ioY em-
ployersto achieve participation
and cooperation from employees..

DesCribe the effect of human re-'
lations on an individual's morale.

Describe' the importance and effect
that informal small groups have on a
business.

Provide4workable solutions to human
relations problems.'

Demonstrate a knowledge of good
human relations by his behaVior in
school and on the job.

List several jobs in marketing that
deal With human relations.

PERSONALITY.

LEARNING ACTIVITIES.

Analyze case Problepis in
groups and individually'.

Class discussion 'on behavior
management expects from em-
ployees.

Personnel, manager from a local
business to discuss human
relations with the class.

Have-studeatsevaluate-class
members on their human rela-
tions practices:

Show selected'films available '
at the State Office Building.-

Show film on* personnel manage-
ment available at,SBA office.

-Have students prepare,job
descriptions for careers deal-
ing with human relations..

Describe the Importance of psychol-
ogyNin business by:
(a) learning tounderstand one's self
(b) learning tO understand others-

,-
\'
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2 i3

Summarize magazine articles
-on human relations and have
the:1i report to the. class.

Assign readings on personality.

List of examp:I.ea Of wayS to

achieve one's goal:.



_PERSONALITY Continued)

'BEHAVIORikL OBJECTIVES
TIME THE STUDENT SHOULD BE ABLE TO:

8 hours

--Recognize-those elements of person-
ality necessary,for/huccegsful
.career development/and practice
those eletents.'

Differentiate and maintain the
' Attitudes helpful in successful

career planning and development.

Identify and follow characteristics
of basid grooming and,minimum dress
requirements.

List characteristics of a good

.personality.

Recognize the personality traits
and will be able. to measure his own
personality and aim toward improv-
ing himself and his attitude.

Describe the importance of ipsychol-:

ogy in personnel work.

BASIc -MATH

Perform fundamental:arithmetic
computations of addition, tliOtrac-

tion, multiplication, division;
percentage, 'decimals, and fractions

with 100% accuracy.

Complete mathematical problems
legibly, accurately and with speed.,

210

214

LEARNING ACTIVITIES

(a) Why eadh method is un-
acceptable.
.(b) Whether these methods are
equally.bad in one's job..

Describe a situation which
you observed inschool.where",
leaders got results by settingl/
an example.that was Imitated.

Role play iiersonality traits
that would be beneficial.

Complete perscTality rating
sheets and pergonality.inventory.

Have buzz discussions and find
out what...makes a good person-,

ality.-

Discuss "Golden Rule".

Discuas.the fact that Many
.'people"measure,intelligence. by
the way an individual performs
instead of by scientific.test

_scores.

. Check with guidance counselor
and review test scores to.class
grades.

Class discussion of job analysis
prepared by students.

'Use pretests to determine.
individual needs in-this area.

Assign problems. and readings
from a business math book as
needed.

-Prepare handouts dOntaining,
each type of problem and have
the studenis complete.



TIME

J1'

:8 hours.

'.:. -

-47

BASIC MATH (Continued)

BEHAVIORAL OBJECTIVES
TcHE STUDENT SHOULD BE 'ABLE TO:

-Calculate customer costs given
'Sales transactions involving weights
and measures-..

Calculate gross and net employees
ea'rnings given houily xates, com-
missions, and deductions.

Calr,late transactions on sales
'slips using unit.prices, quantity
prices,4Verage prices, and prices:
:for:fractional quantities. .

Compute'putOha0 cast Ibr.merchan-
dise giVen the purchase price, types
of discounts, and transportation
chaiges.

Calculate open to buy given the
necessary information.

-ComPnte the amount and percent of
markups and markdowns.

COMMUNICATION
-

Identify the principles of effec-
tive oral and written communication.

Identify the elementsAnvolved in
communicatiab.

Demonstrate the ability to
communicate effectively on his
job and his personal life.

LEARNING ACTIVITIES

Use sales.slips and hypothet-
ical purchases to provide
practice for the,students.

Use sample payroll checks and
have the students complete.'

Use materials from SBA on the
different types of comput&f:1)As
used.in business.

Assign readings on communication.

Let a dtudentgive a sales dem-
onstration or tell a short story
and_try_to_keep the audience in-
terested in spite of interrup-
tions and unusual occurrences
which are planned by the teacher.

Evaluate a group of business commun-
ications. Gather the main points
and ideas.

Prepare a plan of self evaluation
on his speech together with a-
plan to improve himself.

215.
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Use role playing and have siu
dents handle the following:
(a) Complaint from customer by
telephone. -

(b) Face-to-face sale of product
-to customer.
(c) Extending credit to customer.

- Draw examples Of mannerisms
'from group.

Show movie""Iroice-with a Smile"
from the Bell Telephone Company.



COMMUNICATION (Continued)

BEHAVIORAL OBJECTIV,ES
TIME "THE STUDENT SHOULD BE ABLE TO:

_hours

CEARNING ACTIVITIES

-Use"teletrainer and.tape
recorder to .demonstrate -
more,effective telephone Usage.

'Assignment:
(a). Outline a four minute
talk.

,(b) Is the purpose clear?'
(c) Is.outline-coMplete.and.

.well proportioned?.

CASH REGISTER ANDOCHANGE MAKING

List the functions of a cash reg-
ister.:

Identlfy all parts of a ,.-;ash reg-

ister and explain their function.

Operate a cash register guicklyand
accurately. using the touch gystems.

Define what is. meant by cagh ovek
and:under 'and give possiblereasons
for both ocCurrehces.-:

Describe the methods comnonly used
to correct errors made while ringing
up a sale.

Check out a cash register and prove
cash aswould.normally be done.

Prepare .a proof of cashoslip.

Change the customer receipt and de-,
Lail audit tapes,'.read the counters,
and change the'date on the Cash
register.

-

\ Reset the activity counters and the
consecutive receipt number mechanism.

t. Describe new features on today's
cash registers.

Assign readings on cash:reg-
ister operation and the..
handling of'moneY

Survey claSs to determine
experience with cash registers..

.

:Divide class into small groups
and demonstrate.the different
functions of the machine,

Have students practice ringing
up sales, changing taPts,
totaling the Machine, and
counting back change.

Have students with experiende
work with others during free
time

List in order the steps that Are to
be taken when computing change manually.

-212
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TIME

14 hours

,

CASH REGISTER AND CHANGE MAKING (Ctintinued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Count back change to a customer
correctly.

Read and-reset-the totals of the
salesperson, department, and-trans-
action keys.

:List several methods that are used.
to short dhange checkers during the
Change making process and describe
correct checker responses.

DECA

Identify qualities needed for true
leadership'.",,

Define and discuss the nature and
purposes of DEMI

Identifythe organizational And
democratic principles used in DECA.

Develop cOitipetencies needed fdr
leadership in social and civic
activities.

Deyelop competencies essential for
poise and self-tonfidenee in and
before a group,.

Develop a grogram of activities
suitable for DECA.

-

Identify DECA activities:and
discuss howthey,contribute
to the learning of Distribution
and Marketing.

Develop an understanding of DECA
and hoif DECA relates to thetOtal
instructhnal program in distri-
bution.

. Comprehend the.importance of 'being
an active member in DEc.A..

2i7
213
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LEARNING ACTIVITIES,

-,011

Assign readings on DECA.

Read and Study DECA handbook.

Have students:participate in
meetings, social.activities,
fund raising, and competitive
activities.

Demonstration of parliamentary
'procedures.

Appoint special-committees
and set.chapter goals:

Show slides on NLC convention.

Demo of DECA- competitive
eVents U:sing video ape3 to
compare results. .

Have students contact advisory
members,about research topics
which could be Used for
activity manuals.

Panel of students discuss:
"DECA organization'and for
what purpose does DMA-exist."

Election of officers-7-see DECA
handbook for requirements-of
candidates for offite mid what
offices to fill.

DECA,contests and awards program.



'TWIE

2 hours '.

4 haurs

EMPLOYEE COMPENSATION

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLIE TO;

Describe the "different compensation
plans that are being used to pay
employees and list the' advantages

,'.anedisadvanta s of each.

'Compute earnings under,each of the
following plans: straight salary,
straight cOmmission, drawon Com-
InissIon, and the,guota plan.

List types of fringe benefits thatk
are commOnly given to employees.as

,
a part of their compensation.

Describe-Other reasons for entering,
the field of 4istribution pther than
the menetary rewards and fringe
benefits.

LEARNINEYACTIVIt!ES

Assign readings on employee
compenSation. fr0

Survey local-business firms ,

to determine methods o..i7 com-

pensation and discus's.

Work problems and compute
earnings under the different
paymentvplans,V

01CY :417.z:

Have .siudeng' research jgbs
of interest tb determine the

--type-and-amount-of -.compen-
sation commcn in

r

INTRODUCTION TO RETAILING

)

-,Describe the.Oevelopment oftretail
ing from its'beginhiqg to the pre's-
eatand tO'pOstulAte -future develop-
Ments.

Identify different types of retail'
stOres.and Serv!ce businesses

.

List advantages and disadvantages
..'for:each.type of.store operation.

Define the, meaning of,the term
"EconoMice".

Describe the various goals.o .ano
ecohOmic system.

Identify. the worker's role as a
citizenin a free economy including
his privileges, restrictions, and
reSponsibilities.

Describe ,the roles of marketing and
distribution'in the various mconbmic
systemS. .

-

Describe the relationship of dis-
tribution to production and con-
sumption.

214
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that area.

. .

Assign readings on retailing.

Show how customer, choice of
consumer items determine what
products can be produced and..
marketed..

jialle students discuss the.
advantagesand disadvantages .
ol dompetition.

0

Developthrough class discussion
the importancelpf distribution.

Invite a retail merchant who is
active in.the Chamber of.Commerce'
to-speak on services or retail-
ing.

Individual students select an
occupation In the retail or
service-bUsiness field.

Gather information on.the ways'
that the-occupations serve .the
'needs', and wants of customers..



TIME

2 hours

10 hours

a

/1 p
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INTRODUCTION To RETAILING (COntirsued)

fiEHAVIORAL OBjECTIVES,
ME STUDENT SHOULD BE ABLE TO:.

Define the various economic "laws7
of consumption,

PERSONAL GROOMING

,List reasons why cleanliness and ;

appearance are especially #portant
in retailing.

Describe correCt dress for job

interviews.
c

Define good grooming.

'Demonstrate through their practicei
personal cleanliness, good oral
hygiene, and physical fitness.

LEARNING ACTIVITIES.

Read current business magazines.

Assign readings on'skin care,
makeupudeOdorant, dental care,-
posture; andappearance in gen-

biiOuSsimportance of arst
impressions.

Have. S'tudentS:ooMPlete a self-

inventorY fOrrri!On grooming:
cS,

Have'boyagive likeS and dis7
likes'Ooncerning glils dress
and appearance, then ohange
roles. .

Igliscuss'current styles and-
ashiOnS that are generally-

.

:acceptable.

SelectgUest-speakers from
beautyconsUltants, doctors,
dentistS,' anclyersonnel
managers

Show films .

.
CAREERS IN DISTRIBUTION

Identify and ,list twent5, jobs in

'distribution.

Select career goals that are real-
..istic in terms of one's abilities,

ana interests at,this time and in':
, I -,

Assign readinas on.cakeers in
. 'dis:tribution.

the future.

Develop and,pse materials telpful.i.
in reaching his, goals,

Desoxi0e career opportOities
able in)your local cOmmunitr.

Compleie,opcupational interest
_test. \

Prepare aplan-bettirig an imme-

-diate,,job"objective. Indicate
step,by step how you plan to be-,
comeTroficient in the job. In-

clude plans for improvement in .

school and on theAob.



TIME

5 hours

CAREERS IN DISTRIBUTION, (Continued)

?-7,1 BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Describe sources ok educational
and vocational inforrnation in
choosing a career.

Develop in writing job analyses to
evquate'one's own qualifications
in,relation to,these analyses.

Discuss the significance-of contin-
uing one's"education for distribu-
tion on the post high.school level.

Develop in writing plans to achieve
career goals.

LEARNING ACTIVITIES

Class discussion on job
opportunities.

'Buzz session:-

1. What makes people work?
2. Why do they do the jobs
they do?

Use outside speakers in whole=
-saling, selling or service to
show-how. they have advanced .

in their jogs. a.

Visit state employment
Wreau.

Review career pamphlets.
Interview.a successful person
in an occupation that is of
,interest to you.

Prepare a personal resume and
participate in an actual em-
ployment interview.

Prepare a list of the types
of working-conditions and the
types of emplOyment in the
order of their importance
:o.you.

PRODUCT KNOWLEDGE

* Define product knowledge.

List-several reasons why product
knowledge is essential to a
salesman.

List at_least 5 potential sources
of product information-.

Relate product knowledge to cus-
tomer needs. .

Describe how product knowledge is
helpful when encouraging,a cus-

, tomer to trade up.

0216
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Assigt Ldings on prod
knowledgel

Have students Summarize /arti--
cles from Consumer Reports and
Consumer Bulletin magazines.

' .

,
Assign students-to gather
.product informatiOn from
advertisements..

.1E-lave students prepare product

analysis.sheets.



TIME

5 hours

PRODUCT KNOWLEDGE (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

List .the types of iniormation
about a product that a salesman
should possess.

Transform product knowledge into -
customer benefits.

LEARNING ACTIVITIES

Show.several items of mer-
chandise and.have Students
list the types of information
about each that would be of
importanRe to customers..

Bring labels to class and
discuss them as a knowledge
source.

Take a field trip to a manu7
facturing firm if possible.

Havestudents shop several, A

stores for a particular item
and have them evaluate the
salespeople's product knowledge.

Select a product that haS
several strong competing bran4s.
Divide the class into groups
and.have them debate the merits
of each brand. The group that
supplies the.most information'
wins.

Have the students prepare a
merchandise manual.

CONSUMER BUYING MOTIVES

Develop an awareness and under-
standing of the bnying'motives
of people.

Given a list of buying motives,
classify them as:
(a) Emotional
(b) Rational
(c) Product

Identify specific product selling
poin'ts to an individual customer's
buying motives.

List the five basic bUYing motives.

Differentiate amon4.the several
basic-itays people make decisions
when'buying merchandise and services:

reasons, emotion, impulse.

0217.

Assign readings on consumer
buying motives.

Have a local demonstrator of-
some,product demonstrate it to
the class.

Class projectClass members
survey custother's opinions of
some store services.
(a) Where do you shop?
(b) What do you like about
the store there?
(c) What do you dislike about
them?

Dramatize by testing the product
before a group. Discuss its
selling points and' kmying.
motives.

221
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CONSUMER BUYING MOTIVES (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Given a list of products, clasSify
as:

(a) Convenience good:,
(b) Shopping goods
(c) Speciality goods

Identify the stages a customer
goes through in a buying process.

Develup the ability to be a good
listener in order to discover the

- customer's needs and buying
I problem.

Develop'the ability to ask appro-
priate questions to better deter-

,mine the customer's wants and needs.

Discuss the importance. of product"
information. Identify the differ-
ent types of product information
needed for'Successful

LEARNING ACTIVITIES

Preparation has to be made
for. the physical steps in a
sale in outside selling.

. Discuss how the mental steps
(AIDA). in a Sale are similar
to the physical steps.

PERSONAL SELLING

Differentiate between a salesmanl
salesperson, and a salesclerk.

Define salesmanship.

.List the personal qualities a
salesman should:possess.

Describe the importance of cour-
tesy,, cheerfulness,' sincerity, and
enthusiasm in.sales work.

List the steps of a sale.

List the types of approaches.

Select the best type of approach
given"everal selling situatiOns.

Identify the qualities of a good
approach.

'List several methods used to deter-'
mine customer needs.

218

2 2 2

Let students-present sales
demonstrations. .

Role play different types of
customers. -

4."

Simulated case problems.

Ask students what else you
should observe about the customer;
Such as: voice, clothing, gram=
mer. Develop with btudent what
habits should be studied and be
caxeful not to become too rigid
in their judgments.

Assign readings on personal
selling. '

Discuss idea that nothing
happens until a sale is made.

Discuss with students what
they like and dislike about
_salespeople.

Role play favorable and un-
favorable personality traits
and sales techniques.

Analyze newspaper and magazine
advertisements td:determinewha
buying Motives they are appeal-
ing to,

.Have Students role-play when
talking about the different
'parts of a sale.



TIME

PERSONAL SELLING (Continued)-

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Identify and appeal to different
customer buyini- motives.

Differentiate between objections
and excuses.

Given a variety of-objections -over-
come eadh with a correct response.

Give reasOns for trading up and
list types.of suggestion selling
items. .

Given a list of cuStomer responses,
intluding comments,' questions, and
actions, dentify those that are
possible buying signals.

,

List in writing and use 6 specific
techniques.for closing a Sale.

_

Given a conversation between a
salesman and a customer the student
will be able to determine at what
points the customer reaches the
following stages ofthe sale:
(1) Attention
(2) Interest
(3) Desire
(4) Conviction
(5) Action
In the seine dialogue the student
will be able to identify the ap-
proach, main body of the presenta-
tion, and the close-.

Demonstrate the abilitito perform
the'following peisonal sales func-
tions effectively: approach cus-
tomers,ideatify their wants and
needs, present merchandise, substi-

.

tute merchandise,-trade up,.handle
-objections and excuses, and use
suggestion selling in an actual

.!.eales demonstration.

Display an elementary knowledge of
the different sales.jobs available.

223
219 ,

LEARNING ACTIVITIES

Analyze case examples of sales
presentation for strong and
weak points.

Video tape and play back to
the-class an actual sales
presentation-given by a local
salesman.

Have students give a sales"'
presentation and record.or
video:tape for playback and
analysis.

Show slides on successful
selling ideas available at
ihe state office.

Show films.

Have students summarize ma4azine
articles, on selling.

Invite a-successful salesman
to speak to the class on selling.

Have the students apply their
knowledge by conducting a door-
to-door sale campai5n.

*-f



- Course Description

,e0

aft

DISTRIBUTIVE EDUCATION II

;

This unit is primarily directed toward the development of favorable attitudes
and basic concepts concerninglretailing.. Emphasis is placed on skill building
activities in the areas of, receiving, marking merchandise, checking, and basic
math.. Special attention *will be given.to personal budgeting, pricing for a proper
maxgin and markups and markdowns.

Course Objectives

1. Identify the modern developments in marketing, including the,supermarket, the
discount house, shopping center, and .the new ihner-city developments.

2. Discuss the effect that all of the changes iii our economy, our society, and
our government have had On our system of marketing.

3. Identify different types of retail stores and their.characteristics.

4. Identify Invoice terms correctly so,that invoices will be paid at the proper
time with the maximum allowable discount taken.

5. Identify and perform the receiving and marking functions.

Calculate initial and maintained markup on retail price.

7. Calculate markdowns and identify their couses.

8. Comprehend the relationship of price to sales volume, stoCk turnover, margin
and.profit.

220



'Read and analyze a Profit and Loss statement.

10. Discuss the affects price structure can have on the business.

11.. Prepare a personal budget involving one's daily living expenses.

12. -Draw a sketch of Main street-in your community and elabdrate on growth
potential of the various businesses.

- Course Credit

One-half

Course Location

11 !- 12

Course Length

One-semester or 18 weeks for 90 class periods

Mirth Dakota Secondary Course Code

04010 - II

221
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TIME

10 hours

ld hours

RETAILING HISTORY AND DEVELOPMENT

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Discuss the historical developMent
of marketing in the Old World.

Identify the developmentof mar-
keting and distribution in America.

Identify the modern developments in
marketing includingthe supermarket,
the discount house, 'shopping center,
and the new inner-citY developmentS.

List five new innovations in
retailing.

Discuss and give reasonstfor the
changes that have ocCurred in
retailing during the past.ten years.

Identify different types of retail
stOresoand their characteristics.

Identify five types of retail ser-
vices and describe how they serve
customers and community.

\
Identify three wayS the retailers
serve customers, the economy, and
the community., ,

Describe how the retailer makes
'Shopping easy for the customer.

Draw a sketch of main street In,
their community and elaborate on
grOWth potential of the various
businesses.

Discuss the.effect that al/ of the
changes in our economy, our society,
and our government have had on our
system of marketing.

LEARNING ACTIVITIES

Assign readings op retailing
history, and development.

tudent may be'selected to
interview merchants to obtain
histories of their stores and
the plans for growth and-make
a brief report to. the class.

Have student give oral
reports on governmentregula-
tions prior to World War II
concerning fair trade laws.

Have student go into a "buzz
session" on the topic "Trends
in Retailing".

,

Have students read current.
,articles in "Stores", .."Journal.
of Retailing", or any other
references on the discount'
movement.

t

.Discuss new product on the
market tOdaythat.was not"
there 10 years ago.

Discuss effect of automation. ,

on retailing.

Guest speakers, films.

RECEIVING, CHECKINQ ACTIVITIES s

Compare different types of trans-
portation used in shipping merchan-
dise from vendor to business.

Compare various marking procedures.

222

Use overhead profbctor to show
typical bilis of lading from
express, freight, or "motor-
ized lines.



RECERMIG, MARKING, CHECKING AI:TistalEEi tontInued)

BEHAVIORAL OBJECTIVES
TIME THE STUDENT SHOULD BE ABLE TO:-

°Identify invoiCe terms correctly so
that invoices will be.paid at the
proper time with'the maximum allow-
able discount.taken.

Identify and perform the receiving,
and marking functions.
"-receive goods delivered-to store
-check package for quality and ;
quantity

.-route shipment from vendor,
.-arrange returns to vendor, file
claims
-mark merchandise with.price and
stock control. information

-keep accurate records of each
shipment \.

-follow safety measUresAt
times'to prevent injuries

/ .

:Identify information-placed on a
sales ticket.

Describe,three systems used in .

checking goods.

'Comprehend the importance of
dating and terms.

15 hours

invoice

DISPLAY

Define all display terms.

List the purposes of displays.

Classify displays as promotional or
institutional.

Liseand describe the types o
window display backgrounds.

Correctly identify the following
types of display: open, closed,
built up, shadow box, and shelf.

Pass an objective test on'display
with 75% accuracy.

424
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LEARNING ACTIVITIES'

liraw examples from group.
'Point out.need for buiness
to.make sure the proper dis-

. count has been-deducted on
invoice.

Have student.Cite examples of,
merchandise that would use the
different types of markers and
what types.

Explain how.packing slips maY
call for a different style,
number, color,,material or
size, than that received.

Explain how cost codes are
used. Cite,example:

.M1r: Biggees

12 345078 9

Tour a department store
receiving and marking room,

Invite receiving room or
traffic manager to talk on-
new developments in:receiving,
checking And marking. ,

.Discuss simulated cases.

Assign readings on display.

Use handouts picturing and
explaining,the elements of
design, proportion, balance,
etc.

Work with color'wheels,and
water colors to acquaint stu-
dents with their use.
,

PractiCiviorking-with manne-
pinning; lighting, and

show card lettering.

Evalnate local store windows.



DISPLAY, (Continued)

BEHAVIORAL OBJECTIVES
TIME THE STUDENT SHOULD BE ABLE TO:

11.

5 hours

List in writing the seven elements
of a display.

Identifi the two types of balances
and the five arrangements that are
commonly usedin merchandise dis
play.

Select, prepare,;and arrange mer-
chandise and props using correct
principles of design.

Correctly apply knowledge of design,
composition, dominance, balance; and
proportion.

Correctly differentiate' hetween
colors and identify them as well as
their psychological appeals.

Construct a color wheel. -

Complete a show card grasping the
fundamentals of lettering, rela-
tionship of. spacing andlayout,,
and selectivity of organizing and
properly executing a show card.

Judge'a window display using a
DECA'rating sheet without deviating
mOre than.7 points in each area as

, determined by a.gualified judge:
, 7

Conetrudt a window.display that
.. would receiye iating of Wor

better using the DECA rating. sheet.

LEARNING ACTIVITIES

Take a field trip to the
.play department of a local
store.

Use guest speaker whose job
is that of dressing windows.

Have students sketch sample
displays.

Haye:students COnStruct dis-
plays in the classroom.

Show filmS and slides..

PERSONAL BUDGETING

Listseveral'reasons for preparing Assign readings on budgeting.

a budget;

List the major items that are
commonly budgeted far:,

\

List resources, possesgions,
savings, and income. \

.

Define fixed expenges and list
4

224
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Have students keep track of
all their expenditures fox a

week.

Have students list their fixed
costs, living .costs, and
explain why an, emergency fund
is a.good idea.'



PERSONAL BUDGETING, (Continued)

BEHAVIORAL OBJECTIVES
TUIA THE STUDENT SHOULD BE ABLE TO:

those 6lat apply to them:

5 hours

Describe the value of a checking
accOunt and a savings.account when
maintaining a budget.'

List short term and lpng term
monetary goals:

Prepare a budget that is suitable
for their:own use.

BUYING FOR A PROPER
-

Calculate initial and maintained
markup on retail price,

Calculate margin requirements of a
business

Calculate markdowns and identify
their causes.

Determine pricelines and prices
for lines of.merchandise.

List . factors which determine the

price of merchandise.

Identify pricing,policies.
-pricing in reverse
-odd number pricing
-leader pricing
-16Ss leader pricing

Comprehend the relationship of
-price to sales vOlume, stock
turnover, margin and profit.

Define breakbven point.

Read and analyze a Profit and Loss

statement.

Discuss the affects price struc=
ture can have on the business.

225

2 2.9

LEARNING ACTIVITIES

Prepare individual budgetsz
and compare.

MARGIN

Assign readings on buying for
.a proper margin.

Bring ads:
Have students classify the
ads in terms of one-price,
no price. .

Discusspricing--students
bring items to.schoOlyand q
place prices on each item.

School store--analyze prize
and turnover.

Practice on blackboard compu-
tation of margins.

Prepare a Profit and Loss
statement and analyze ratiol:

Debate using tow teams,
Uprice Policies,FollOwed by

'Discounters".

4
SBA Publications.

Fiel4 trip and compare sellinT.-
prices on same items at dif:
derent stores.-

Prepare saleschecks and
practice multiplication.

. ,

GueW.:' speaker from a local.

business.
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DISTF5qUTIVE EDUCATION III
ei

Course Description

This unit is.primarily directed.towards laYing the groundwork for operating

practices. It deals with principles that control the behavior of successful

retail personnel: Emphasis is placed on skill building activities in the areas.

of inventory control, salesmanship and display.

Course Obdectives

1. Dcscribc several methods_.uspd 'ffIr rinlletting_marketing research data and

-list advantages.and disddvantages_for each Obthod.-

2., Differentiate between theyarious types of both external and internal sales

.promotional media.

3: Construct a merchandise plan, set up realistiC sales goals and deimine how

much merchandise to order fOr a Six month period..

4. Identify the two types of stock cdttrol systems, and compake their advan-

tages an4 r7disadvantages.

5.. Differentiate between the characteristics of a physical inVentory and those
. . ,.

.

of a perpetual. -

6. Identify the-terms "marketing", "distribution", and the"distribution

sy4tem".
.-. .

7. Identify factors influencing change in marketing-practices such as popula-

tion growth, income, mobility,,living habits, etc'.

8. Demonstrate the,ability to perform sales kunations effectiyely.

J.1 126
.

231



. .

.

9. Identify buyincj motiVes and sales psychology in 1Lman relations situations
..

, ,.

and in seli-understanding.
. ,

e

Demonstrate a knowledge of good human relations by.his behavior in school
and on the job.

Course Credit

One-half

CourSe Location

11 - 12 .

Course Length

One semester or 18 weeks for 90 Class periods

.North-Dakota Secondary Course Code

%4010 - III'

-.227

,
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CAREER SELECTION

BEHAVIORAL,OB4ECTIVES
T IME THE STUDENT SHOULD.BE ABLE TO:

5 hodrs Define a carder.

.

List carder opportunities in dis-
tribution.

Identify Varif5us rodtes.available
.
fctistd4ents-who. wish to seek

additional education and training.

.Tdentify and acknowledge the reasons
'dor:both additional training and
,edudation in order for them to be
sUccessfully employed in the field

'of,their career objective.

After research and analysis4 relate
their preSent qualifiCatiOns to the
requirements of their chosen career
and to establish their route. to
their goal.based on self analysis,
job analysis, and current situation

analysis.,;

Obtain a job which holds potential

for contributing to their long /

,range objectives;

ACcept responsibility for maki
:Occupational choices and mOvi g

.toWards

228

2

c.

a

LEARNING ACTIVITIES-

Assign readings in Career
selection.

DiscuSs with students, what
they wanted to be,when they
were young--How many times
have they changed their,mindp?

Have students do a self
analysis of abilities and
interests as they relate to
their career objectivds.

Have students talk to their
guidance counselor about
future plans.

Have-students do a job analy-
sis on different jobs in which.

they are interested.

Do some individual counseling.

Have a.porsonnel,manager
eXplain the importanOd or
school activities .when.eval-
dating applicants.

Have students interview
people working in career
areas in which they axe inter-

ested.

Examine the. Dictionary of
Occupaticnal Titles to gain
More information on careers
of interest.

Use services of the U. S. Em-
ployment.Office to help stu-
dents with their career

planning.

Arrange for-students to work
on.the job of their choosing
for a day.

Have students examine and
become famili.ar with the
'following materials: Kuder



5:hours

I.

CAREER SELECTION, (Cpntinued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES

Manual., Career Kit, Chronicle
Career File, Science Asso-
ciates Research File, Dic-
tionary of Occupational
Titles, Ogcupational.Outlook
Handbook, and the magazine,
Who!s Hiring Who.

Have students prepare a
personal resume.

MARKETING AND DISTRIBUTION

Identify the terms "marketing!',
"distribution", and "the distribu-
tive system".

Analysis production planning and
the'strategy involved in supplYing
merchandise to the consumer.

Identify the role the consumer plays
in marketing.

.Identify the basic approaches fn
the study of marketing.

Identify major sources of informa-
tion on data and factual figures on
any phase.of marketing.

Diagram the different channels of
distribution.

List the seven elements of marketing

Give a definition of marketing.

Identify the industrial market ac-
tivities that are,used in'providing
goods and.servIces for the consumer.

Given a product or service, identify
the marketing function.

Define any marketing terms that are
incidental to the instruction.

Discuts how marketing adds value to

229

2 al

Assign readings marketing
and distribUtion..

Give examples-of the differ-
ence in markets patronized by
the various kinds of merchants.

Conduct'consumer surveys on
products that.are produced in
your local community.

Investigate teenage market.

Trace products back through
channels of distribution to
manufacturer.

Discuss how each function may
be a venture in free enter-
prisfi.

- buying

- selling

7transportation
- storage

-standardization
-market finance
-market risk
- market information

Study sources of market infor-
mation which include reports
of government agencies-trade
papers, commodity.exchanges.

P

Construct bulletin board.



MARKETING AND DISTRIBUTION, (Continued

BEHAVIORAL OBJECT.IVES
TIME THE STUDENT SHOULD BE ABLE TO:- LEARNING ACTIVITIES

goods and services even though the Analyze case problems.

form of goods may not change.
SBA Publications, Films.

15 hours

Distinguish between industrial and
consumer goods.

Identify factors influencing change
in marketing practices such as popu-
lation growth, incOme, mobility,
living.habits, etc.

MARKETING RESEARCH -

Give a written definition of
marketing research.

Describe in writing,the 3 types ok

marketing research.

List several uses for marketing-

research.

Describe, locate, and use both
primary and secondary sources for
marketing research.

Describe several methods used for
collecting marketing research data
and list advantages and disadvan-
tages for each method.

Prepare an economical and effective
sample to be used in conducting a
marketing research project.

Prepare a useable marketing ke-
search cluestionnaire. Td.be use-

able the questionnaire should be
free.of bias, arranged in a logi-
cal sequence, Solicit factual an-
swers, and qualify respondents
immediately.

'List the 4 steps in drawing.up
marketing research plan.. .

Conduct a marketing reseakch pro-
:PI:ct and prepare a written report
following DECA guidelines.

230

2:3 )

Assign readings on me..rketing

research.

Invite a speaker from a local
marketing business or a busi-
ness man who belongs to a
local marketing and sales
club.

Have .students.summarize mag"
azind articles on marketing
research.

Have students.review re-
search projectS done by-
revious students,

Branstorm the class as to
possible DECA marketing re-
. seardh projects.

Contact local businessmen for
possible research projects.'

Give the Class a typical're-
search topic 'and.divide them'
into 2 groups. .HaVe.one
group find all the primary
sources/and the second group
all he secondary sources
that are aVailable for that
topic.

Have each student prephre
Sample questions.,



MARKETING RESEARCH, (Continued)

BEHAVIORAL OBJECTIVES
TIME THESTUDENT SHOULD BE ABLE TO:

15. hours

ADVERTISING

Define advertising in writing.

List the goals and purposes. of
advertising.

Describe.the effects of adver7
tising on the economy.

List the types of advertising and
explain the primary goal of each.

List in writing the different.media.
that'are available to advertisers.

Outline the history of advertising
in writing.

State several reasons for using
marketing research before deciding
on a particular type of adver-
tisement or media.

List the factors a retailer must
consider when deciding what, how
much,and when to advertise.

Complete with 75% accuracy an objec-
tive test on the characteristics,

' . advantages, And disadvantages of
he-different media.

Describe duties of the different
advertising specialists.

List the elements of a newspaper
advertisement.

Correct.advertising layouts that
have been improperly prepared.

Write useable advertising copy for
the different medias,

231

236

LEARNING ACTIVITIES

Have the students do a re-
search project or participate
in a creative marketing
project.

Assign readings on advertis7.
ing,and the individual medias.

Discuss advertising expendi-
tures and their effect on the
economy.

.Have students bring to class
advertisements with different
types of appeals.

Invite guest speakers.froM
advertising agencies, large
stores, or.the medias.

Provide the students,with a
fact sheet on a product and
have them write suitable
advertising copy.

Have students'sell advertising,
space for the school paper.

Have students bring to class
and evaluate advertisements
from the different medias.

Have students layout quarter,
half and full page advertise-
ments on layout sheets.

Have students prepare adver-
tisements for the school paper.

?lave students prePare and
present a radio advertisement
and record and play back for
analysis.

,Have students prepare an ad-
vertisement suitahle for TV.
Video tape and play back for



ADVERTISING, (Continuild)

BEHAVIORAL OBJECTIVES
TIME THE STUDENT SHOULD BE ABLE TO:

Prepare layouts suitable for news-
paper publication°using good head-
lines, subheads, copy, and correct
arangement of the other elements.

10 hours

Prepare advertisements that would
. be useable tar all of the media.

Explain in writing the different
processes used-to produce illus-
trations.

-

Develop a suitable mailing list for
a direct mail campaign.

Given the characteristics of a par-
ticular business, select the media
or combination of medias that will
best serve its needs.

Establish advertising schedules and
prepare budgets given the necesSary
information.

SALES PROMOTION

Identify the basic types of sales
promotion. A

Differentiate between the various
types of both external and internal
sales promotional media.

Describe the factors involved in
coordinating sales promotion activ-
ities.

Describe the scope of sales promo-
tion its activities, objectives and
techniques.

Define the meaning of "sales promo-
tion policies" and name the types.

\

Liet the various sales promotion
media and explain their character-
istics, advahtages and disadvan-
tages.

232

,237

LEARNING ACTIVITIES

analysis.

As a class project prepare a
promotional campaign for a
new product or store.

Have students report on maga-
zine articles concerned with
advertising.

Shaw films arid slides.

Assign readings on sales
promotion.

Have students discuss the
various definitions of,sales
promotion.

.

Bring samples of each media
to class. Discuss merits of
each.

Have each .student select an
item of merchandise and plan
the sales promotion.

Secure a sample of a sales,
promotional plan from a local
merchant.

Collect samples of publicity'
used as a public.relatione
toal:



TIME

10 hours

SALES PROMOTION, (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Identify the steps usually followed
in sales promotion planning.

Outline a sales promotion campaign.

Prepare titles of seasonal, annual,
and special events, such as Thanks-
giving week and Birthday sales.

Compare personal selling and adver-
tising and why they should be
coordinated.

List three local merchants and the
advertising media used by each.

LEARNING ACTIVITIES

Bring to class samples of
publicity, news storieS, and
corporate tools that build
good public relations.

Use simulated cases.

SBA Publications, Films.

Plan a DECA fund raising
project.

CREATIVE SALESMANSHIP

Given a product of own choosing and
a specifid marketing mix, select and

justify a channel of distribution.

GiVen a description of a selling
emvironment, identify the type of
salesman needed.to perform in this

environment.

Given a 'product and an estimate of
the market demand, develop a selling,
strategy which includes the channels
of distribution and the types oft

salesman needed.

In a sales presentation use a
suitable greeting, determine cus--
tomer needs, present appropriate
forms of suggestion selling.

List differences in a sales presen-
tation given to an industrial buyer
from that which is normally given a
consumer.

List the special ways of selling and
describe what products are particu-
larly suitable for each.

Given a product, develop a good
prospect list.

233

Have students list7the types
of prOducts that are sold by
outside Salesmen.

Assign readings on Creative
salesmanship.

Have a salesman speak to the
class about his job.

Trace channels of distribution
for several products;

Video tape dales presentation
hypothetically given to an'
industrial buyer.

Discuss the factors that need
to be considered when devel-
oping a prospect list.

Ask the students about the '
products that are normally
brought.to their homes by

salesmen.



TIME

5 hours

5 hours

_-

CREATIVE SALESMANSHP, (Coritinue.d)

BEHAVIORAL OBJECTIVES
- THE STUDENT SHOULD BE ABLE TO:

Develop a meaningful sales
performance analysis.

Develop an equitable compensation
plan for a sales force.

LEARNING ACTIVITIES

FASHION MERCHANDISING

Define in writing style, fashion,:
and fad.

List the major fashion centers and
their individual contributions to
the fashiori industry.

'Describe the effects that fashion
has on our American way of life.

DeSCrIbe recent changes of attitude
.toward.fashion by both men and
women:

Outline the stages of the fashion
cycle.

Describe the changes that have taken
place in the retailing of fashion
apparel.

List several special buying con-
. siderations a fashion buyer would

have that a buyer'of staple goods
would not:

STOCK CONTROL

Identify the fwd.typeS of stock con-
trol systems, distinguish between'
their advantages and diSadvantages.

Differentiate between the charac-
teristics of a physical inventory
and those of a perpetual.

Compare the purposes, character-
istics and importance of merchandise
control records.

234

239

Assign readings on fashion
merchandising.

Debate topic--we would be
better off without fashion.

Discuss current and past
fashions that are kncwn by
the students.,

Use a guest speaker from a
high fashion store.

Poll students to determine
current fads.

Outline on the board the
fashion cycle for a recent
fashion.

Invite a fashion coordi-.
nator to preview upcoming
styles.

Discuss the idea of planned
obsolescence.

Assign readings on stock con-
trol.

t.

Show samples of unit control
records. Give illustrations
of the. type pf businesses
.which may ,use this method of
control..

Explain procedures for taking
physical inventory. List



T IME

5 hours

STOCK CONTROL, (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Demonstrate techniques commonly
used in 'effective merchandise con-
trol.

'Define factors influencing stock
turnover. . .

Identify the information that can
be obtained from the stock control
records.

List ways a retailer can increase
stock turnover.

Calculate planned purchases using .
a dollar control system.

Identify procedures for taking
physical inventory.

BUYING AND PRICING

List duties and qualification cf a
retail buyer.

;

Identify correct sources for a mer-
chandise plan.

Identify basic components of a
basic stock list..

Differentiate between hand-to-mouth
buying and the 90 day open-to-buy
process.

Identify procedures used in deter-
mining what to.buy, when to buY,
and where to buy. .

235

240 0

LEARNING ACTIVITIES"

precautions to be taken to
prevent errors.

Deve- lop an inventory package
for students taking a physi-
cal inventory, using forms,
floor layouts, and recording
by age classification.

Explain and illustrate how
inventory time is determined
by,the kind-of business.

Emrhaaize that store policy
governs methods used on mer-
chandise control. Explain
how ticket.stUbs are us.64.bY'
unit control'clerk.

Explain how inventory short-
ages and overages occur:

Show place of inventory in
profit and loss statement.

Explain the kind of informa-
tion to record on want slips.
Provide sample want slip and
have students complete.

Assign readings on buying and
.pricing:

Prepare a merchandise plan
for school store.

Buzz session:
Divide the class into product
interest groups.

- determine price techniques
-turnover schedule
-packaging
- model stodk
- suggestive selling items

Use resource speaker, films.



TIME

3 4ours

BUYING AND pRr:OING, (Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Construct a merchandise plan,. set
up realibtic sales goals and

. determine how much merchandise to
order for a six month period.

List information,that is comnonly
contained on a purchase order. .

Identify merchandising techniques
for fashion lines.

Given a new product 4nd."its charac-
teristics, indicate how"the buydr
should determine its worth.

Given a product or Service; iden- .

tify the factors conSideredsby the
buyer in determining'its retail
price.

Identify pricing techniques that
would result in the largest volume
of sales for each article.

Compare the 'characteristics, advan-
.

tages and disadvantages of'the
various baying methods including:

-individual buying'.
. -group buying
-central buing

JOB DESCRIPTION

-

LEARNING ACTNITIES'

Analyze case problems.

Use simulated problems.

Obtain sample forms, make
transparencies, make calcu-
lations.

Use materials from SBA.

Demonstrate data processing
stock control.

Assign research project.
Determine which brands are
best sellers.

Define a job. Assign readings on job anal-
oysis and description.

List the elements'of a job analysis.
Practice working with.the

Describe uses and reasons for job Dictionary of-Occupational
analysis. 'titles.

Complete a thorough analysis of
their present job .

Can define, use, and describe the
information contained in the Dic-
tionary of Occupational Titles.

236

241

Have speaker from employment
-serVice explain the.usage of

job description.

Have students write a job
description for tbe job they

hold. If they are not working
have them complete .a descrip-
tion for a".job they have at

home.
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DISTRIBUTIVE EDUCATION IV

This unit attempts to develop some of the fundamentals of opening.a new.busi-

ness. The retail worker needg to understand Ole importance of pricing as it re7.

kates to'ithe.store image.and ultimately to the success or failure of the business.
Empahsis Is 'Placed-on skill .building activities in the areas of budgeting, ratios

and odmmunications.

Course Objectives

1. Identify the characteristics.and purposes of the different credit and collec-

tion policies used by retailers.

2. List several re/asons why it is important for an individual to maintain a

good credit rating.

i

3: Prepare personal tax return without error.

4. Comprehend and analyze an Income Statement, Balance Sheet and Operating Ratios.

5. Identify basic qualities of successful management.,

8. DiscusS eXamples,.of,business risks and ways of reducing or eliminating them..

7. Identify factors that affect store layout, location and image.

8. Comprehend the relaLionship between the maintenance and proper interpretation

of business records and'financial success.

9. List characteristics (..:47. different types of ownership.

242
237



\

10. Discuss and list basic retaillpolicies.

11. Develop in writing job analyses to evaluate.one's own qualifications in
relation to these analyseg.

Course Credit

One-half

Course Location

11 - 12.

Course Length

One 'semester or 18 weks for 90 clasp periods

Nort'- Dakota Secondary Course,Code

04010 IV

No

_

243

238

7-

(h.



TIME

10 hours

BUDGETING AND RATIOS

°

. BEHAVIORAL OBJEeTIVES
THE STUDENT SHOULO'BE ABLE TO:.

Comprehend. and analyze an Income
.Statement an&Balance Bheet, in-
cluding operating.ratios.

Interpreting a Profit andioss
. Statement. :

Differentiate between working
capital and initial capitgi.:

-
Discuss examples.of business ri Ns
and ways of reduging or'eliminating
°nem.

Identity basic qualiiies of succesa-
ful minageMen:.'
,

Calculate a break-even point chart.'
Discuss advantages and limitations.

Compare the use of decimals, mixed
numbers and ratios to distribution.

LEARNING ACTIVthES

Assign readings on budgeting
and ratios.

Assemble 3 or 4 annual,finan-
cial reports of corporations
and analyze.

Resource speaker: Local
accountant to speak on rela-
tionship of accounting and
control to successful busi-
ness management.

...-

SBA pamphlets.

SBA films.

Drill problems in retail
record keeping.
(a) Stock turnover
(b) Pend L statement
(c) Balance sheet
(d) Stock controls
(e) Expense controls

CREDIT AND COLLECTIONS.

10 hours Define credit.

Impact-and role that credit has
our economy.

Assign readings on credit.

in Survey local stores to der
termine if they offer credit
and ifso what plan.

Discuss what would'happen
if all credit were abolished
tomorrow.

List several reasons for the in-
creased use of credit by consumers.

List the advantages and disadvan-
tages of offering.credit to, .

custOmers.

Identify the correct credit plan
when given a set of characteristics.

Describe the different methods used
by retailers to handl, credit'
accounts and,bill their customers.

'List ,the three main factorsthat are
considered when granting credit,

'239 244

Secure copies-of credit
application forms used-by
lOcal stores; discuss the
types of information they'
are asking foe.

Visit a.local credit bureau-
or the credit department of a
large store. .

Discuss-credit:information the
credit bureau has compiled on .

ihe.inntructor.



TIME'

20 hours

.0 6

CpEDIT AND COLLECTIONS

BEHAVIORAL OBJECTIVES
THE STUDENT,SHOULD BE ABLE. to:

Testribe the methods used to'
establish credit limits..

List several sourceSof credit
information that can be used to
evaluate 4plicants..

,
- ,

Define the roles of a credit bureau
anddescribe how it functidns.

Identify the characteristics and
purposes of the different credit
and co,llection policies used by
retailers.

List in order the series of steps
that are commonly taken to Collect

_overdue accounts.

List several reasons why it is
important for an individual to
maintain a good credit, rating.

(Continue.d):

LEARNING ACTIVITIES

Discuss the effects that credit
may have on a store ' s prices.

Have students snmtharize- magazine ,

articles on credit.

Show films and-elided on credit:

Have a credit 'manager talk to .

thf class on teenage credit.

SETTING UP A BUSINES.S

gvalnate a store location, includ-.
ing the ability to make a traffic'
count.

.Discuss the advantAes of the
different sources of capital,
savings, loans; credit, and profit.

Comprehend the success and failure
factors for a smallbusiness. .

Comprehend Ihe relationship between
the maintenance 'and proper inter-
pretation of business records and
financial success.

List advantages and:disadvantagess'
1.. Buying abusiness.
2. Starting.your own bUsiness.

Coslprehend the purpose and value o

financial reaords.
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Assign readings on .eetting up

a buSiness.

Project: Set ub.- your own

business.
1. Name of store.
2. Location in community.

Layout and fioor,plan.'
4:, Customer services.
5. Store polic4es.
6.' Formal organization.
7. Identification of product.

a. Brand
b. PriCe
c. Variety
d. Price lines
e. Model stock

8: ,Submit budgets.
a. ,Profit and Loss
b. Sales'

c. Expenses
"d.' Falance sheet
e. Advertising
f. Credit
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SETTING UP A BUSINESS (Continued)

'9

BEHAVIORAL OBJECTIVES
TIME THE STUDENT SIloULD BE ABLE:TO:

10 hours,

Discuss andlist basid retail

'\

Determine theaffect of the dif-
ferent types Of store policies on
the store image.

List factors to.'consider when
choosing a location.

policies.

List characteristics of.,different
types of. ownership'..

Describe
obtain a
list the

LEARNING ACTIVITIES--

9. Job dbscriptions.
10. Grand opening ad.

SBA,films and publications.

Guest speakers.

. Simulated case problems.

INDIVIDUAL INCOME TAX

the steps necessary to
wcial security caxd and
reasons for having one.

Outline the history of individual
income tax in the United States.

'Define what is meant by a voluntary'
. compliance,tax system.

List several areas on.which the
largest portion of the tax dollar
'is spent.

Define the role of the Internal
Revenue Service.

Corkectly determine who must
file a tax return.

Assign-selected readings.

Prepake a bulletin board de-
picting the various taXes we
pay.

Have students practice
the tax tables.

Practice filling out form
1040 by doing problems that
are found in the teaching
taxes workbook.

Use crossword puzzle on tax
terms.

J

Have students complete their
own tax form.

Determine the correct amount of Assign magazine articles on
tax that is to be paid using
the tax tables.

-Correctly complete.form 1040
given sample situations.

Prepare their_ own tax return With-
out error.

g46
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taxes to.be summarized An&.
reported on by students:

Discuss careers in taxes.



TIME

10 hours

E-QUIPNIENT AND LAYOUT

EVii.HAVIORAL OBJECTIVES'
THE STUDENT S-1OULD DE ABLE TO-,

List five chara teristics that ,

are important w en selecting a
building.

Identify:-
ta) Factors that affect store
layout
(b) Equipment need _for different
types of stores.
(c) Ways buildings, equipment and
layout affect the image of the store

Evaluate a store layout and make
recommendations if they are needed.

Draw a floor plan of a store,
label each department by merchandise
line. ,

Contrast the effect of different
locations on a store's image:
(a) Highway
(b) Shopping center
(c) Downtown
(d) Secondary shopping district
(e) Neighborhood .
(f) String street
(g) 100% location,'

LEARNING ACTIVITIES

Assign readings on building
equipment, and layout.

School. store .layout: Assig
student to redesign the lay
out in order to make better
use of the area.

Have students prepare ,a ske
of ,a local department .store
Discuss similarities and
'differences and draw out fr
class the reasons for this.

SBA pamphlets.

Simulated case problems.

Guest speakera, films.

View slides on display', frori

state office.



PUBLISHERS WHICH ARE BONDEt) WITH THE STATE OF NORTH
DAKOTA AS REQUIRED BY THE NORTH DAKOTA TEXTBOOK LAW

Addison-Wesley PUblishin
Company,' Inc.

3220 Porter Drive
Palo Alto, Calif: 94304

Allyn and Bacon, Inc.
Rockleigh, NewiJersey

American Book Company ,

300 Pike Street
.Cincinnati, Ohio 45202

(N.D.C.C. Chap. 15-4s)

Chilton Conpany
525 Locust ,St.

Philadelphia, Pa. 19106
(Part of Co. now Center for
Curriculun Development Inc.)

07647 Clark Publishing Company
Box 205.
Pocatell^, Idaho 83201

/

American Guidance Service,
Inc. .

PUblishers'iBuilding
Circle Pinee, Minn. 55014

/.

American Technical Society
848 E. 58th Street
Chicago, Ill. 60637.

.1Elenefic Press

-1900 N. Narragansett
_Chicago, Ill. 60639

Chas A. Bennett Co.; Inc.
1809 W. Eetweiller Dr.
iDeoria, Ill. 61614

Bobbs-Merrill Company
1300 W. 62nd St.
Indianapolis, Ind. 46206

Bruce Publishing Company
400 N. Broadway
Ma waukee, Wis. 53201

The nter for curricultim
Devel pmenti Inc.

401 0alnuit Street
Phi4delphia, Pa. 19106

(Fornerly/Educ.-Div.-of
Chil on/Books)

Children,'s Press, Inc.
12241 W. VanBuren Street

I

Chicago, Ill. 60607

I/

I
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F. E. Compton-is Company
Subsidiary of Encyclopedia
Britannica

Conrad Publishing Company.
BismarCk, North Dakota 58501 /

Doubleday's Company, Inc.
Garden City, New York

The Economy Company
Box,25308
Oklahoma City, Oklahoma 73125

Encyclopaedia.Britannica
Educational Corporation

425.N. Michigan4ivenue
Chicago, Ill. 60611

Fideler Company
31 Ottawa N. W.
Grand Rapids, Mich. 15902

Field Educational Publications,
Inc.

609,Mission Street
San Francisco, Calif. 94105

(Formerly Harr Wagner Publishing)

Field Ent\ePtises Educational'
Corporation
.510 MerchandisiNMart Plaza
Chicago, Ill. . 66654

Follett-Publishing-ComPany
1010 W. Washington Blvd\.
Chicago, Ill. 60607



W. H. Freeman & Company
660 Market Street
San Francisco, Calif. 94104

Garrard Publishing Company
1607 N. Market Street
Champaign, Ill. 61821

Geographical Publishing Company
20178 Parkside Drive
Rocky River, Ohio 44116

Ginn & Company
450 W. Algonquin Road
Arlington Heights-, Ill.

Gregg Publishing Company
Division of McGraw-Hill
Book Co.

Barnell Loft Ltd. ---
ill South Center Ave.
Rockville Center, N. Y.

Lyons & Carnahan
407 East 25th Street
Chicago, Ill. 60616

McCormick-Mathers Publishing
Company.

Wichita, Kansas 67201

McGraw-Hill Book CompanY,
Inc.

60005 330 W. 42nd Street
New York, N. Y. 10036

Grolier EducationaLCorporation
575 Lexine.7ton Ave.

New York, N. Y. 10022

Harcourt Brace Jovanovich, Inc.
7555 Caldwell Ave.
Chicago, Ill. 60448

,

HarPer & Row PUblishers, Inc.
2500 Crawford Avenue
Evanston, Ill. '60201

D. C. Heath .5 Company
2700 N. Richardt Ave.
Indianapolis, Ind. 46219

Holi,,Rinehart &. Winston,
383A4adison Avenue
New York, N. Y.. 10017

Houghton-Mifflin Company
1900 S. Batavia Avenue
Geneva, Ill. 60134

Laidlaw Brothers, Inc.
Thatcher & Madlson
River Forest,'Ill.. 60305

Latin American Institute Press
Inc.

200 Park Avenue South
New York, N. Y. 10003

J. B. Lippincott Company
East Washington Square
Philadelphia, Pa. 19105
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Macmillan Company
866 Third Avenue
New York, N. Y. 10022 .

Charles E. Merrill Publishing
Company

1300 Alum Creek Dr.
Columbus, Ohio 43216

Noble and Noble Publishers,
Inc.

750 Third Avenue
New York, N. Y. 10017

North Dakota Studies
School-Book Division

Box 228
Bismarck, North Dakota 58501

Open Court Publishing
Company

LaSalle, Ill. 61301

Prentice-Hall, Inc.' ,

Englewood Cliff, N. J. 07632

Rand, McNally & Company
P. O. Box 7600
Chicago, Ill. 60680

W1liam H. Sadlier, Inc.
15Nark Place
New Ygrk, New York

Science.Rese rch Associates
259 East ErieNStreet
Chicago, Ill. 60611



Scott, Foresman & Company
1900 East Lake Ave.

,Glenview, Ill. 60025

Charles Scribner's Sons
597 Fifth Avenue

. 'New York, N. Y. 10017

Silver Burdett Company
460. South Northwest Highway
Park Ridge, Ill. 60068

Randon House/Singer School
Division

201 East 50th Street
New York, New York 10022

South-Western Publishing Company
5101 Madison Road
Cincinnati, Ohio 45227

Harr Wagner Publishing Company
Now Field Educational
Publications

J. Weston Welch
1145 Congress Street
Portland, Maine 04102

Franklin Watts
Division of Grolier Society

Webster Publishing
Division.of McGraw-Hill Book
Company

John Wiley and Sons
605 Third Avenue
New York, New York 10016

Zaner-Bloser Company
612 N. Park Streext
Columbus, Ohio 43215

'NORTH DAKOTA SCHOOL SERVICE ASSOCIATION

Evan Salveson
President-Elect

Luther Kristensen. William J. Peterson
Sec.-JTreasurer President
914 21st Avenue South
Fargo, North Dakota 58102

BOOK PUBL.ISHNsIG COMPANIES

Addison-Wesley Pub. Oci., Inc.
106 West Staion St.
Barrington, Ill. 60010

Donald Holmberg
234 N.Starr Ave.
New Richmond, Wig. 154017
TeL. 715-246-4614

Allyn and Bacon, Inc.
Rockleigh, New Jersey 07647
Eugene A. Lundberg
418 N. E. 9th St.
Madison, S.,D. 57042,

Tel. 605-256-4204

Americana Division
Grolier Educational Corp.
845 Third Avenue
New York, N. Y. 10022
Melville Skoog
1311 8th Ave. S. E.
St. Cloud, Minn. 56301

Tel. 612-252-2444
250
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American Book Co.
McCornick-Mathers, Inc.

300 Pike St.
Cincinnati, Ohio 45202

Ted Oberg
1434 llth Ave. S.
Fargo, N. D. 58102
Tel. 701-232-3405

Associated Libraries, Inc.
Charles W. Clark Co., Inc.
Elk Grove Press, Inc.
Libra, Inc.

Stephen-S. Badger, Bookseller
Route 1, Box 528 B

_Excelsior, Minn. 55331
Tel. 612-474-6418

Children's Press
Chicago, Illinois 60607



E. M. Hale Company
Eau Claire, Wisc. 54701

Driggs,Samarza
2476 Dunwoody
Wayzata, Minn. 55391

Tel. 612-471-9795

Educator Progress Service, Inc.
212-214 Center St.
Randolph,-Wisc. 53956,

Burnie C. Ness
Strum, Wisconsin 54770
Tel. 695-3544

Educators Service Incorporated
Behavioral Research Laboratories

6887 Washington Ave. S.
Edina, Minn. 55435
J. P. Wagner
825 Grove St. S.
Hutchinson, Minn. 55350
Tel. 612-897-6443

Encyclopaedia Britannica Ed. Corp.
Instructional Materials Division
Thomas L. Matteson, Dist. Manage
Route No. 3 - Box 81
Forest Lake, Minn. 55025

Tel. 612-464-2372

Follett Educational Corporation
1010 W. Washington Blvd.
Chicago, Ill. 60607
Byron H. Mason
606 Acorn Lane, P. 0. Box 166
Mora, Minn. 55051
Tel. 612-679-1620

Frontier Book Dist. Co.
Bowmar Records & Publications
Lowell E. Brown
Box 193
Balsam Lake, Wisc. 54810

Tel. 715-485-3445

Ginn and Company
450 West Algonquin Road
'Arlington Heights, Ill.
William J. Peterson
1333 10th St. S.
Fargo,.N. D. 58102
Tel. 701-235-1929
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Gregg Division
McGraw-Hill Book Company

Manchester Rd.
Manchester, Mo. 63011
Tel. 314-227-1600
Janes R. Spadaccini
8010 Queen Ave. S. No. 207
Minneapolis, Minn. 55431
Tel. 612-881-1491

Grolier Educational Corporation
New Bodk of Knowledge &
Encyclopedia International
Division
845 Third Ave.
New York, N. Y. 10022
George Schlagenauf
4909 Arden Ave.
Minneapolis, Minn. 55424
Tel. 612-926-079

Harcourt Brace Jovanovich, Inc.

7555 Caldwell Avtl.

Chicago, Ill. 60\648

Peter Geyerman
P. 0.-box 755
Huron, S. D. 57350

Harper and Row Publishers
2500 Crawford Ave,
Evanston, Ill. 60201
Tel. 1-312-475-8600
Bill Claypool
1610 Maple Knoll Dr.
St. Paul, Minn. 55113

.Tel. 612-646-0349

D. C. Heath '& Co.
Noble & Noble Publishers, Inc.
Taylor Publishing Co.
Pawnee Publishing Co.
William G. Elliott, Ed. Rep.
Frederick, S. D. 57441
Tel. 605-329-5713

Holt, Rinehart & Winston, Inc.
-645 N. Michigan Ave.
Chicago, Ill. 60611
Robert S. Pedersen ,

2006 4th St.'
Bismarck, N: D. 58501
Tel. 701-223-9676



Houghtdn-Mifflin Company
Geneva, Ill. 60134
Tel. 312-232-2550
Edward A. Kalla
Box 3002
Fargo, N. D. 58102
Tel. 701-232-0663

Laidlaw Brothers, Inc.
bivision of Doubledayr&
Thatcher & Madison
RiVer Forest, Ill. 60305:
Dennis Schuschke
1145 10th St. U.
Fargo, N. D. 58102

Finney Co., Guidance &
Counseling Materials

Minneapolis, Minn.
K. E. Bachman, Ed. Rep.
1120 S. UniversitY Dr.
Fargo, N. D. 58102
Tel. 701-237-6829

Rand, McNally & Company
Co. Hubbard-McNally & Company

J. B. Lippincdtt Co.
East Washington Square
Philadelphia, Pi. 19105
Bob Sorenson
501 1st Ave. N. E.
Frederick, S. D. 57441
Tel. 605-329-5802

Lyons and Carnahan
407 East 25th St.
Chicago, Ill. 60616
Tel. 312-225-7200
T. R. Workman
Lidgerwood, N. D. 58053
Tel. 701-5761

The Macmillan Co.
539 Turtle Creek S. Dr.
Indianapolis, Ind. 46227
Bill Hay.

4821 W. 96th St.'
Stawnee Mission, Kan. 66207
Tel. 913-648-1817

Charles E. Merrill Pub. Co.
1300 Alum Creek Dr.
Columbus, Ohio 43216
Don W. Johnson
Box 399
Red Lodge, Mont.. 59060
Tel. 406-445-1284

Oddo,Publishing Co.
Fayetteville, Ga.

Parents Magazine Press
New York, N. Y.
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P. 0. Box 7600
Chicago, Ill. 60680
Hubert Zervas
5401 Interlachen Blvd.
Edina, Minn. 55436-

Tel. 612-925-1303 or
612-338-3341

Randon House/Singer School Division
2590 E. Devon, Suite 102
Des Plaines, Ill. 60018

Scholastic Magazines &
Book Services

902 Sylvan Ave. /

Englewood Cliffs, N. J.
Charles L. Schmalbach
2018 N. Sherman Avenue
Madison, Wisconsin

Readers Digest
Educational Services

Pleasantville, New York 10570,
Ed Krisch
194 Wildwood Ave.
White Bear Lake, Minn. 55110
Tel. 612-426-2069

Science Research Assoc., Inc.
259 East Erie St.
Chicago, Ill. '60611

James F. Mendenhall
East Shore Dr.
Detroit Lakes, Minn. 56501

Scott Foresman Companyk
1900 E.1Lake Avenue
Glenview, 60025
George Lindberg
526 East Bancrof

Fergus Falls, Minn. .56537
Tel. 216-7399032

53704
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Silver Burdett Company
460 S. NW Hwy.
Paxk Ridge, Ill. 60068
George W. Cooper--
712 E. 6th St.
Willmax, Minn. 56201
Tel. 612-235-5584

South-Western Publishing C.
5001 W. Harrison St.
Chicago, Ill. 60644
James Fagerstrom
726 6th Ave. N. E.
Valley City, N. D. 58072
Tel. 701-845-3285

Webster Division
McGraw Hill Book Co.

Manchester Rd.
Manchester, Mo. 63011
Tel. 314-227-1600
Willard "Sam" Biederstedt
505 North High
Aberdeen, S. D. 57401
Tel. 605-229-1391

World Book Encyclopedia
Childcraft, WorldOilook,.

Dictionary & Atlas
17b7 S. University Dr.
Fargo, N. D. 58102
Robert Peldo - Branch Manager
Tel. 701-232-1108

EDUCATIONAL SERVICES AND EQUIPMENT COMPANIES

American Linen Supply
Midland Laboratories
Sunrax.Products, Inc.

Charles I. BrawAell
408 3rd St. N. W.
Mandan, N. D. 58554
Tel. 701-663-8048

Balfour Co.
Attleborc, Mass.

Western Balfour Co.
Taylor Publishing Co.
DeMoulin Bros. Co.

Duane Brekke
407 18th Ave. S. W.
Minot, N. D. 58701
Tel. 701-838-4389
Roger Peet, Jr:
3091/2 E. Main

Bismarck, N. D. 58501
Jerry Peterson
909 16th St. S.
Fargo, N. D. 58102

1 Tel. 701-293-6020

Binney. & Smith, Inc.
380 Madison Ave.
kew York, N. Y. 10017
Richard B. Catton
6020 Chestnut Rd.
Mound, Minn. 55364
Tel. 612-472-3808
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Bower and Haack, I
2386 Territorial
St. Paul, Minn.
R. H. Andersen,
P. 0. Box 631
Bismarck, N.; D.

nc.
Rd.

55114
Dist. Mgr.

Colboxn School Supply
L. G. Fergubon
Box 971
Bismarck, N. D. 58501
Tel. 701-255-0194
Frank,C. Holbrook
1615 6th St. N. W.
Minot, N. D. 58701

Tel. 701-838-2459
Robert M. Hendry
1110 Reeves Dr.
Grand Forks, N. D. 58201
Tel. 701-775-6700

Menoyer Geppér aild
PopularScienceA-V
Chicago, Illinois
Al.Sater
Route 4
Princeton, Minn: 55371
Tel. 612389-3855

Dinger-Graf Photographers
School PhotographY;)ppecialists
-Studios in Aberdeen, S. b..'
'Britton, S. D., C1a4k, S. D..
and Eliendale,'N'.0D:

Dinger
331paxt'Ave.
Aberdeen, S..D. 57501
Tel., 60522573561-.



Fargo Paper Co.
C. C. "Chris" Welle
2018 Assunption Dr.
Bismarck, N. D. 58501
Tel. 701-255-2740

rGlobe-Gazette Printing Co. ,
518 Dakota Ave.
Wahpeton, N. D. 58075
Joe Blesser
110 E. Kavaney Dr.
Bismarck, N. D. 58501
Tel. 701-223-9545

Hillyard
H. G. "Mike" Heller
517 S. University Dr.
Fargo, N. D. 58102
Tel. 701-235-8970

Horace Mann Educators
Luther Kxistensen,
914 21st Ave. S.
Fargo, N. D. 58102
Tel. 701-237-5698
James Kennedy
1140 S. Highland Acres
Bismarck, i. D. 58501
Tel. 701-255-2628
Robert L. Comeau
Box 474
Minot, N. D. 5g701
Tel. 701-237-56
Frank Burkholder
Box 1674
Grand Forks, N. D. 58201

Huntington Lab., Inc.
B. J. "Sparky" Cc71e
503 S. 9th St.
Moorhead, Minn. 56560
Tel. 218 - CE 32-501'

Josten's-Ametican Yearbook Co.
Collegiate Cap & Gown Co.
Arland "Mud" Waters
60 N. Woodcrest Dr.
Fargo, N. D. 58102
Tel. 701-293-7966
Mark G. Line
1814 LeForest, Box 705
Bismarck, N. D. 58501
Tel. 701-255-4129
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Josten's -

Owatonna, Minnesota
Larry Gregerson
Box 707
Fargo, N. D.'. 58102
Tel. 701-237-4591

D. Joyce Photography,
School.Photography
Dennis E. Joyce
Box 1616
234 W. Broadway
Bismarck,. N. D. 58501
Tel. 701=255-0175

Longwin International
Symbol Communication Technique
Self Scoring IQ Tests
K. E. "Ken" Bachman, Rep.
$911 8th St. N.
Fargo, N. D. 58102

701-237-6829

Lyetad's Inc.
901 University Ave.
Grand Forks, N. D. 58201
Jim Powers-
534 Harvard
Grand Forks, N. D. 58201

Tel. 701-775-6283

Mon-Dak Chemical & Supply Co.
Mirlot, N. D. 58701
Tel,. 701-838-8268
RayiMeier
501 9th Ave. S. E.
Mini*, N. D. 58701
Tel.", 701-839-3372

National School Studios, Inc.
7800 Picture Dr.
Bloomington, Minn. 55435
Bob Shelver
207 Souris Dr.
Minot,' N. D. 58701

Tel. 701-839-5849 .
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Northern School Supply Co.
Tel. 701-232-4443
Otto Lande
1207 Ridgeview Lane
Bismarck, N. D. , 58501
Tel. 701-223-2270
Evan Salveson
402 31st Ave. N.
Fargo, N. D. 58102
Tel. 701-23574631
Ken Willey

Conklin
Grand Forks,,N. D. .58201
Tel. 701-775-6444
Dale Sollin
1015 1812 Ave. S. W.
Minot, N. D. 58701
Tel. 701-838-4298

Northwest Leasing Corp.
4025 W. Main, Box 771
Fargo, N. D. 58102
Fay Fisher
4025 W. Main
Fargo, N..D. 581026

Northwest Sporting Goods, Inc.
15 1st St. S. W.'
Minot, N. D. 58701
Tel. 701-838-1727
Art Lee
409 24th St. N. W.
Minto, N. D. 58701
Tel. 701-839-3892

O. M. F., Inc.
School Equipment &
Materials Div.
223 Main Ave.
Bismarck, N. D. 58501
Tel. 701-223-6250
Marvin Buck, Rep.
Box 1876
Bismarck, N.,D. 58501

The Paxawax Company
1200718 3rd St.
Council Bluffs, Iowa 51501
Tel. 712-328-3028
Orel Haug, Rep
814 10th Ave. S.
Moorhead, Minn. 56560
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Perfect Subscription Co.
Perfect School Plan
Perfect Candy.Plan

841 Chestnut St.
Philadelphia, Pa.
Tom Crouse
923 N. 9th'

Bismarck, N. D. 58501
Tel. 701255-4495

Sargent Welch Scientific Co.
Skokie, Illinois 60076
Robert T. Lovell
6540 E. River Rr., No. 241
Fridley, Minn. 55432

School Form & Supply Co., Inc.
613 E. Jefferson St.
Arcadia, Wisc. 54612
John J. Hilley
1325 Meredith Dr.
Bismarck, N. D. 58501

8tein ChemiCal Co.
P. 0.'Box 248
Moorhead, Minn. 56560
Tel. 218-233-2728
Frank Weirich
63 6th Ave.J1.
Fargo, N. D. 58102
Tel 701-235-4309

'Oscar Rath
Bismarck, N. D. 58501
Tel. 701-223-0134

Taylor Audio-Visual, Inc.
Edward C. Taylor
454 Idaho S. E.
Huron, S. D. 57350
Tel. 605-352-3205
Phil Hunt ,

Bismarck, N.,D. 58501
Robert Shirley
231eN. Elm St.
Fargo, N. D. 58102
Tel. 701-232-7236

Wolter Electronic Company
Erwin H. Wolter
716 1st Ave. N.
Box 2143
Fargo, N. D. 58102
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