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B 1
Message from the Superintendent of Public instruction

c

a

Tﬁe Statutes.of North Dakota proyiéé that the Superintendent of Public
Instruction shall have qhargg and supér§ision of the préparétion-of courses
of stﬁdy for the several classes and in the various fields of the public schools. 5
{(Non-public schools which.are or desire to 'be accredited and classified ohva
basié comparablé to that of the public schools must followAthesé courses of study.)
We, in accordance with the law, deveiop these study guides and from time.to time
revise and rewrite them according to current needs ahd trends. z
For some time business education teachers agd students have been handicapped
in not having a current study guide in the buvsiness field._.This cqursé oflstudy
_business eduéation will fﬁrnish schools, ;eachers, and studénﬁs'with a new and‘

fresh guide and outline of one of the most necessary and used groups of disciplineé

as thereNare in life.

We are Ixdebted to all the people who worked so diligently and earnestly
‘ - & . ’ ‘:
in its compilatipn and completion. Their names appear under Acknowledgments in
\ . .

his publication. }This bulletin represents the joint efforts of the State Board

for Végational %;/;ation‘and the Department of Public instruction.

We tryg€ that this publicatiop wfTl Bérve as=ay inspiration and help for
‘ v N
teachgts and‘stud€§f§=fﬁgfﬁ2jfield of public education.

<

M. F. PETERSON \° )
Superhﬂendehtof7ubﬁclnsﬂucﬂon

e




Message from the State Director of Vocational Education
. £y ‘

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 Daicota 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

B

 fulfill as'~ w'ehknow that _appn'oiimately 80 percent of the jobs in our Nation today

require 1ess than a bacca_iaur_eate ‘degree. It is therefor imperative that all
N
educational programs meet the needs of a11 students at this level.

s

It is my hope that this guide 'is of he1p to the teachers and school admin-

o istrators in planning an adeguate program in Business, Office and Distributive

P - . | J
. ‘.

. Education for North’ Dakota secondary'students.

.. i

Carrol Burchinal
State Director of Vocational Education
State Board for Vocational Education
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, .~ BUSINESS EDUCATION

- "y ) .PHmosopHv ’ ‘ e

n~

s L.
In 196T a natlonal commlttee of ekperlenced business educators gave this
definition of business educatlon. That area of»the educational process which
concerns itself with vocational- preparatlon for a bus1ness career Or vocatlonal
and professional preparation for a career teaching business, and also with bus1—
ness information important for every citizen and ccasumer in oré&er that he may’
better understand and use his business and economic surroundings. *

'

From this definition it immediately appears that business éeducation sexvés

. two’ purposes: (1) vocational preparation and (2) general business information

of personal value tc ‘all citizens and consumers.

i

p T
VOCAﬂONALFUNCﬂON s
Business Education was orlglnally vocational in nature, and vocatlcnal -
preparatlon continues to be a prime goal of business: education. today. This -~

objective is achieved to varying.degrees through preparing young people as book- -
keepers, typlsts, stenographers, secretaries, clerical workers, mlmeographers,
receptlonlsts and for .similar types of employment in offices and stores.

s Ve

"It is deemed the vocational phas€ of busxness educatlon 'sfdirected toward
acquixing skills, knowledges, abilities, and attitudes 1mpo ant i securing and
serving "beginning" jobs in business. Yet through the buslness educatlon program
attention is also given to those factors which seem most 11ke1y to encourage,
prepare and motivate the learner for later assumption of greater responsibilities.

GENERAL EDUCATION FUNCTION OF BUSINESS EDUCATlON

A basic purpose of bus1ness educatlon is to provide bus1ness 1nformatlon

. and abilities which 1 ay be cons1dered general education, needed by every citizen

Y

and consumer. Since everyone is.a ‘consumer of goods and services provided by a

. business economy, it is important thatyeveryone have a good understandlng of the

business world upon which he depends. Business education commonly contributes to
four areas of general education: consumer lnformatlon, business and economic
understanding for intelligent c1t1zensh1p and common business Skllls for personal

use. . . 1

GENERAL OBJ.ECT|VES OF BUSlNESS EQUCAT!ON .

' The business education offerlngs are aimed—at achieving one ‘'or more of
eight common objectives. These objectives, are to be found in many business .-
education handbooks issuéd by the various state departments of public education

"and are often specifically set. forth in buslness ‘education courses of study.

Seldom would any one individual business subjectfcontribute substantlally to all
eight objectlves, yet each subject may well contribute toward the achievement . of

“several., A review of these major objectives of business education helps to give-an

understandlng _of the place -of business educatlon in the hlgh school program ' -
The vocatlonal objective of business’ education isaa d1st1nct edacatlonal

disgipline or separate department. It- speclflcally prepares the student for

employment in clerlcal, stenographlc, secret;rlal bookkeeplng, and other office

r: : S
: Lot . -

- T

*

Business Educatlon Terms Defined, prlnted by Delta Pi Eps1lon, natlonal honorary
graduate fraternlty in bus1ness education, 1961. =~ -~ ,»/’(// i

.:' . ! . . 7 ) '..‘ ‘8:‘,_-"".“7
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jobs, ‘In some cases the offerings provide merely a~minimum preparation for
securing.beginning employment while in ether cases the student is givén a rather
thorqugh preparatlon for greater. respons1b111t1es and managerlal pos1tlons.

The exploratory objective prov1des the opportunlty for students to gain
important guidance information about potentlal careers in the buslness world, and
perhaps actually to try out certaln phases of real business work.

The occupatlonal intelligence obJectlve recognizes that all citizens should
have an 1ntelllgent 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 clogely related to the occupational
intelligence obZactivey, .yet has much broader implications for society. The
statement often is made that most Americans, and aspecially American youth, are
relatively illiterate economlcally. But this statement is hardly true” a&,lt )
applies to practical aspects of the American business economy as understood by
young people.whc have studied various business courses: economic understandlng
has become one of the ma)or valid obJectlves recognlzed for business education.

- .
e "
-

The consumer educatlon’objpctlve is one pecullarly suited to business educ-
“ation. Near11 all-consumption\is tied to and dependent upon the business economy.
At the same time mbst business definitely is tied to and exists for the benefit
\og\the cons mer . Thus, consumers and bus1nesses have a common interest, with each
bein dependent upon the other. The\successful buslness tends to be successful
becagse\&; serves the consumer well. Thus, those who aspire to careers in business
"must unde stand the consumer viewpoint, and how best ‘to serve the consumer, and
since the consymer must make d1scr1m1nat1ng use of services provided by bus1ness,

it 'is 'sensible tb  turn to the bus1ness educatlon professxon for any formal study
of the knowledge needed, :

’mhe personal use okjective, like the consumer education and economic under-
standing objectives, is plicable to the needs of all youth not just to those who.
wish to prepare for careers in-business. .The ability to operate the, typewrlter
and to keep s1mp1e but inteldigent and effectlve records is of use to all or near-
ly all people in the1r person affairs. Various bus1ness courses are designed
to preparerstudents for proper execution of their personal bus1ness affairs.

IProbably’typewrltlng is the one subject most unlversally recognized as hav1ng
hlgh personal value. , bt

.

The semi -vocatlonal objective recognizes that many people who may not wish to
use a particular business skill or knowledge as a major or full-time means of
earning a livelihood may nevertheless be enabled to progress in their chosen pro-

- fessigns or occupations through the use of certain buslness skills. Quite often
the reporter, the psychiatrist, 'the statesman, the research scientist, or the
novellst\learns shorthand or typing purely for the purpose of achieving greater .
effectlveness in his own profe931on. Business English, business writing, sales-’
manship, - and many other business courses nave special value to people in many
occupations which are not considered to be business vocations. .The business
" educator spec1f1ca11j recognizes this semi~-vocational objective as one of those
to be ach1eVed throuoh business education courses.'

/ : - ’ ’ : : .

o —

St “The college preparatlon objecflve is one whereby the high school has an
.obligation to give collége-bound youth some background preparation in and know-
ledge of that which is to become their major endeavor as college students. It is
probable that the skill areas within the fleld.of business educatlon provide for
“the development of. tools whereby probable college students may be better pre-.

pared to cope with demands required of them in seeklng their - education.
o . - 8

elc © T e
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v from the Delta Pi Ep51lon News, Fall, 1970. o -

- .

- % : : . -
N . . . ’ .
THIS WE BELIEVE ABOUT BUSINESS EDUCATION IN THE SECONDARY SCHOOL*

.. : R ) . . -
& «
Major statements of the purposes of education in America have 1dent1f1ed,d need
for business educatior. Business education _achieves its goals through—
Specialized -instruction to prepére students for careers in business.
.. Fundamental instruction to help students assume their economic roles as
consumers, workers, and citizens.

Background instruction to help students in preparlng for professxonal

-

-~ careers requlrlng advanced study. "

. -
“

In an.effort to satisfy the needs of all -students, secondary schools should pro-

vide sound programs of' business. education that- provide instruction for and about
business. Ce e

WE BELIEVE THAT, T KRS ‘.
. . .Business education is ‘an effective program of occupatlonal 1nstruct1Un for .
secondary students desiring careers in business.

. . .Business education has an important contrlbutlon to make to the f£.conomic
literacy of all secondary school students. - . « .

+ . .Business education is desirable for students who plan programs requlrlng post-
secondary and hlgher educatlon in the fleld of business.

. - -

Program DeveIOpment - Careers in Business

‘The occupatlonal program should be related to the needs of bu51ness. There-

fore, the business curriculum must be flexible and sen51t1ve to changes in © . o
business.

% .
.« .Every secondary school should prov1de opportunities for students to prepare
for careers in business. . s ]
. . .The time devoted to preparatlon for business occupat*ons should depend upon
the student's abilities, interests, and personal qualitiess - ’
.+ « .The sequence of learning experiences should bhe pianned so that "the sStudent
will achieve his highest occupational competency upen completion of his program. -
. . .Instructional equipment and facilities should be'comparable to those.found
in the businesses where students are-likely to be employed.

. . .In-school 1 ratories that simulate busxness conditions can be an effectlve
means of providing business e€ducation. ' .

. . .On-the-job expericnce through cooperative éducatlon can be . an addltlonal
effective meadns of providing business education. ' ©

. « .An advisory committee should be involved in planning programs leadlng to’

_employment in business.
e e .Certlflcates of. occupatlonal prof1c1ency should be awarded to students who
‘develop employable coupeténcies. Proficiency certificates should be recognized as

‘evidences of competer.gcy by employers or employment agencies.
.. .Every secondary school shoqu have. a youth organlzatlon for buSLness students.

&

¢
. P . .
’ ’ ! . S
* . e -

A statement by the Policies Comm1551on for Bu51ness &and Economic Educatlon, taken

10
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yles as Consumers, Workers and Citizens,- :

The consumers, workers,. and cltlzens should know how to_ 1nterpret economlc
,sues which affect them and how to‘manage the1r economic af%azrs efflclently.

-
<

E BELIEVE THAT : o

"

/

- Ky

. Opportunltles must be“prOV1ded for secondary school students to develop an
iderstanding of how our business system Operates.

. .Programs that develop economic understandlng should be planned cooperatlvely
ith other departments of the school that are concerned ‘with ¢+ momic education.
- JAny requirements relatlng to the development of persona® and social economin
mpetencies should be reclprocally recognlzed by,the reip.ative departments of
18 school. - o . ' .
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The dlvers1ty and comprehensiveness ‘of the buslness program requlres that
iidance services be’ avallable to all students.
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NE BELIEVE THAT - - .° . . = SR N -,
. OCcupatlonal 1nformatlon and asslstance in 1nterpret1ng that 1nformatlon 4
10uld be available to all “students. : o .

. Every student should be assisted in establ;shlng an awareness of his own

rterests and capabilities so that he may plan'his carezer. e

AN 43

. .The secondary schools have a .direct respon51b111ty to. prOV1de occupatlonal .
o>unseling, placement, and follow-up of students enrolled in the bus1ness -
rograms. : _ . ‘. Ca

. THE ROLE OF ausuNES's EDUCATION IN CARE CAREER :EDUC'AT“ION .

L ) K B e o T

. Business educators annot h1de behlnd a facade of educatlonal objéctives

hat are not supported by responsible action. Taxpayers, parents, and students

\re demandlng~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
. el

5 now?“a_Educators are being heldnacccuntable,' o - S
Business eddcation personnel_need.to be 1ncreas1ngly sansxtlve to thelr
‘esponsibility to bring individuals to''a specified level of competency in the
hoxrtest time poss;ble. They need to re-think tae role of business education in-
:ducation programs. ”hey must recognize those changes whlch are developing in
jociety, seek to understand the forces behind them, preditt the consequences of
hose changes, and e1ther adjust to them or find ways to modify ‘them. ' ‘

- e
\

Program Criterria o . . 4 _
The 'criteria used in evaluating. business education programs. can serve. as
itandards for program development. One important 'criterion is- the\\umber of per-
jons served About 75 per -cent of all students need training for employment re-
[uirlng les than a ba¢calaureate degree. Therefore, a‘wide range of programs
wst be provlded “to-servé_all types of students: the student dropdut, the disad-
rantaged student, the handlcapped student who has goals identified with technical
:raining, Also needed are programs . for adults who want to learn new’ skills or,

@grade thElI present skills. . e
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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 expertlse w1th1n the local educational system,
should justify the exJ.stence of programs. : ‘ '

A third crrterlon ‘involves the nature of the educatlonal experience, What is
taught must be directed toward employment. Course content, work experiences, and
ancillary activities should develop the’ competenc1es employers seek, Business. and
.industry can. advise business educators on thelr needs.

Prov1s1on of educatlonal experlences‘that meet the needs of- the 1nd1v1dual
is a fourth criterion. Consideration must be given to the skills, knowledge, and
attitudes of each individual when he enrolls in:.a program. 'He should then be
provided with the experlences he needs to develop his potential. . b}

A fifth criterion is’ the application of innovative ideas whlch 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 lnsecurlty.

1.

: : 8
' Articulation of\ggucatlonal experlences is another 1mportant criterion,
. . Greater coordination S needed, starting at the elementary level and continuing
through the secondary,\post-secondary, and adult levels. An overall program
of career education 1nc1ddes occupational informatiori, orientation, and exper-
‘iences. One segment of the program serves as a springboard for the next segmént.
Artlculatlon of program is the respons1b111ty of local educatlon agencies.

B s . . -1

- , A reallstlc orogram of evaluation is based on the placement and performance.
~of :former stude:. 7z, This process requires feedback “rom employers ori the strengths
’ and weaknesses 0f the ‘products of”career éducation programs, and it requlres feed-'
“back from’ former students on their satisfactions and their unmet needs. . S L
. e
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The Role of All Educators "
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R
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- t
Education for ‘employment is the, role of buslness educatlon personnel.
However, it is also the. .role of all educators. ‘The academic educator can utilize
the occupatlonal goals of students in teachlng ‘the 3 R's, the fine arts, and the

- . sciences. Worklng together, all educators mold the finished product and help
'shape. the future- of soc1ety. . - e .S o
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The need for vocatz.onal educatmn can’ easxly be seen from the information

«

‘ given in ‘the chart below.* S . Yoot 7 ‘ ‘

- - - e
THE NEED FOR VOCATIONAL EDUCATION
¢

100

ENTRA FIRST GRADE

é/ PHoPOUT ounmc FiRsT

l' WM YLAAS IN SCHOOL

95 \
ENTER \&mm GRAOE

/

. : 19 i -

- LR B WISy

— _ .‘
. 27 " Thaouars ”‘;“_m._‘. o GRADUATE 57'»4 qun SCHOOL (17/

HGH SCHOOL, ENTER LABOR
AIRIE PLANS FOR FOACE

, SUATHER (MMEDIATE TRAINED IN

I3 ' EDUCATION OH ENTER VOCATIONAL
Y ING LABOR FORCE AS A EDUCATION

THAINED WOHKLA PROGRAMS -

/7N

- DROPILT FAOM
) . COLLEGE

GRADUATE FROM. COLLEGE @

‘69 TOTAL Co * rorar 31

. . " ENTER LABOR FORCE WITHOWT : ' ENTER LASOA
- ADEOUATE TRAINING Fi

' TRAINED
i . THRAOUGH
. ) VOCATIONAL
- R EDUCATION
7 PROGRAMS
These 69 out of 100 people can baneht lrom Vocational Education ‘ - . OR COLLEGE

Date provided Sy US Oftice of Education—197p ¢

o

L .
* . .
Pages 10, 11 and 12 reprinted with permission from Business Education for the

Seventies, Nffice of the Superintendent of.Public Instruction, Vocational and

0

Technical Education Division, Springfield,’ Illinois, 1972 .
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TAXONOMY  OF OFFICE OCCUPATIONS
/ ) .

_ Instruckional Code Nurbers for Office Qdéupatibns_—“l4.0006 ';{ 0
14.01 m@mumémcmmuWOm@amg e
14.02 Business Data ProéesSion _Systefn@ccuéations

. 14.03 Filing, Office Machines pccupations ’ o ' o N
14.04 ‘Infonnatiori Cmn@éﬁom Océupations . —
14.05 Materials Support Occupations

14.06 Persomnel Training and Related Occupations

_ AN
»14.07 -Steno, Secretarial and Related Occupations =~ . L
ons

14.08 Supervisory and Administrative Management Occupati
14.09 ‘Typing and Related Qcéupatioﬁs

14.99 Other . .

‘The taxonamy of office occupations is the body of subject matter or
combinations of courses and practical experience, -organized into programs
of in~truction 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 émployment and/or-advancement of individuals 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 commmnication,
and the reporting of information. Under this beading are the items of
information which identify categories of career abjectives in office

. occupations, and around which courses and practical experiences are
developed. ‘ ‘ ' )

-

_14.0000 ‘ Office Occdpationé

) . . . 5 .
\ - ¢ . P : R -

0100 ~ Accounting 4nd Camputing ~— Planned learning experiences which include

* "Facilitating function," as used in Office Occ'upgatioms.Education,mrel‘.ers-to
. the expediting role played by office occupations as the connecting link between
%.g:e production and distribution activities of an organization. ‘ -
oL 18 B
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0200

0300

10400

10500

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
‘groups and specialization, (as indicated in the Dictionary of
Occupational Titles), such as Junior Accountants, Bookkeepers, .
Cashiers, Machine Operatars, Tellers, and Other Accounting and

Computing Occupations.

‘Business Data Processing Systems_—— Planned learning experlences

which 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 specializaticn, (as indicated in the Dictionary of Occupa-
tional Titles), such as Computer and Console Operators, Peripheral
Equipment Operatorsj;, Programmers,. Systems Analysis, and Other Busi-
ness Data Processing Systems Qccupations. . '

' Filing, Office Machines, and General Office Clerical —- Planned

Tearning experiences which include a cambination 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 dccupational 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.

-]

- Information Cammunication —- Learning exﬁef_iehca which include a

combination of courses and practical experiences cancerned with the
distribution of information, 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 specializaticn such as Camminication Systems Clerks and
Operators, Correspondence Clerks, Mail and Postal Clerks, Mail-
preparing and Mail-handling Machine Operators,. Messéngers and Office
Boys and Girls, Receptionists and Information Clerks, and Other  ~

Information Cammunication Occupations.

Materials Support Occupations:, Transporting, Storing, and Recording~
Planned learning experiences which include a cambination of courses
and practical experiences concerned with (1) receiving, storing,
issuing, shipping, réquisitioning, and accounting for stores of
material or material: in use; (2) assigning locations and space to
items, including verification of quality, identification, ocondition ™
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 (7) filling orders,.and iSsuing 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),. $uch 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.

[~
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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 A =
‘facilitating functions of scheduling and conducting clerical work and
management and operations of orgam.zatlons Career objectives are . -
identified with a‘variety of occupatJ.onal groups and speca.allzat.lon
(as indicated in the chtlonaxlof Occupational Titles), such as
Educational and Training Assistants, Interviewers and Tests TeChm.--~
cians,, Personnel Assistants, and Other . Personnel Training,. .and

N Related, Occg:atlons o . S ,,

0700 Stenographlc, Secretarial, and Related -- Planned learmng ‘activities

' which include a carbination of courses and practical experiences con-
cerned with making, class:,fymg, and filing records, including. :
written cammunications. Career objectives are identified with a
varletx of occupational groups and specialization, (as indicated in
the Dictionary of Occupational Titles), such as Executive Administra- .
tive Secretary, Secretaries, Stenographers, a.nd other Stenographlc, ST
Secretarlal and Related ‘Occupations. : . e

, o )

0800 Superusory and Administrative Management -~ Leanu.ng activities an
experiences concerned with-a variety of respons:.blht.les such, as_{1). )
. studying pol_lcms, organizational structures, and adrmnlstratlveh
-practices of such organizations as governmental units, industrial
firms, and nonprofit groups; (2) reviewing periodic budgets sub-
mitted by operations personnel; (3) preparlng reports suxmxanzmg . e
“findings and recommending changes in policy, ‘organization, and -admin- N
istration £o.line management; (4) oonsol:.datmg the buddet estimates . K

" and preparing financial reports for consideration and action by ‘ T

uppet echelons of management; and (5). superwsmg and ooord.mat.lng
activities, dete.rmmng work procedures, and a551gm_ng dut.les. :
(D.C.T. No. ) : . T

0900 'I‘ypmg and Related — Planned learming act.wlt.mes which :anlude a

. cambination of courses and pract.lcal experiences concerned with
.- recording data, superv151ng and administering typing staffs and .
. typing, and managing offices. Career abjectives are identified with , ~ =
a variety of occupational groups and specialization, (as indicated in
the Dictionary of Occupational Titles), such as Clerk Typists, Key
Punch and Coding E‘qu.lpnenr Operators, 'Iyplsts, and Other Typmg and ° g
Related Oocupatlons. e e e e

(3

1000 Mlscr»llaneous Office (Spec1fy) - Planned learning e:@erlences (nort
"~ elsewhere classified) which include a cambination of courses and,
- . practical experiencés concerned with the facilitating functions,
e.g., public contact such as registering hotel and motel guests,
N examining claims and records, and collecting and tracing sccounts.
N Career objectives are identified with a variety of occupaticnal .
‘\\ - groups_and specialization, (as indicated in the Dictionary of Occu-" -
. \pauonal Titles), such as Collectors, Hotel Clerks, Clerical Techni- -
cians, Credit Clérks, and:other occupations and areas of special-
1za'c.10n concerned with office occupations not listed or classifiable
in the\above categorles, including emerging office- occupat:.ons mot o
classifiable in the above categaries. (list D.O. T. Nos.) _ '

1’9900 Other, MNEC (Specify) | ;,
\ " S , N 20° R , e
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ACCOUNTABILITY: EDUCATING STUDENTS FOR
BUSINESS AS IT NOW EXISTS

b ,
N

Just as changes in industry are inevitable as forced by new methods, new
products,. new materials,_research, and automation, changes within the educational .
* philosophies are brought about by new media, new methods, new objectives, new
student attitudes, and legislative budget controls. It is currently fashionable, .
for example, for the general public to be suspicious of organized’and institu- S
tionalized education. A concept is developing which links ‘money spent with value
‘. received in education. Should not some person or-persons be: respons1b1e or

——

L accountable for this investmsiii////,///f , o

Business educatoxs/possess no immunity to this charge. In fact, there would
be few true prgfessional business educators. who would deny the general premise -
;///</ﬂ that the_/are more accqountable for their performance in the classroom than most
: ~ other"teachers. Any reliable accountability system must include some identifi-
,///”/cation of ‘the students' success following graduation. This identification ‘seems
more.apparent with business majors than general éducation. majors- however,
measuring teacher influences is a most complex and comprehensive endeavor. The
concentrated educational speciality of business teachers iricludes the total — ,
talents in teaching for maximum occupational intelligence, expertnessfof skills,'
and a comprehensive appreciation of economicS._

N K]

_The rationale Of business education acconntaﬁility is thus supported by the
role of the teacher in’ education students’fsr busiréss as it lS now.

“'// . -
To Whom Are Business'Educators Accountable?
. A multitude of’accountable factors are accepted by every business teachcr. -~
. " The buSiness teacher is®accountable for his contributions to the total educa-'

‘tional outcome. His classroom competence must be synchronized with the total

- interrelationship of all instructional influences. He must seek valid and _
reliable evidence to substantiate good teaching. This evidence might be secured
through follow-up studies, visitsqta businesses employing graduates, evaluative
conferences with other teachers and supervisors, and analysis of grades. A
genuine desire to. improve classroom performance must be evident. .

< 3

. Cardinal to this concept will be the business educator 8 acc
.himself. Let each business educator resolve to be the mos gnificent teacher -
possible, limited’ only by his innovative" aspiration ’v/ﬁ/imust develop and accept,

a philosophy of partnership with the busin€ss-world, staying constantly informed -
of current research and aware of new business procedures and txends. He must

then make an intelligent interpretation of these business trends for the effective
transfer to the student. -

-

' Accountable teaching involves so_much more than mere acceptance of the
responsibility for certain standardized grades-earned in some isolated course.
This accountability should be. expanded to include the motivation for each student
to be: B

- ' ‘ 1

Ll Flexible enough to adapt to change.
2. Congenial enough to listen to new and different idease. e
3. Ambitious enough to try a different procedure.
4., 1Intelligent enough to be well mannered.

. ’ . T ¢ : : ] 21
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S. 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 grooming.

9. Mature enough to accept criticism.
10. ' Senstble enough to use good judgment.

11. Loyal enough to work overtime.

12. Optimistic encugh to simile.

Guides for Accountabl ‘ i siness ant nomiz _nderstandin

Primary to any successful basic business or economic education:course is .
the teacher's acceptance of clearly 8efined objectives for that course. These
-objectives must be relevant to the mode¥n economic philosophies and, moreover,

‘must touch upon- the business trends of tomorrow. :Sincere acceptance of these
defined objectives can be the only hope of. deweloping new student understanding
‘and appreciation of economic freedoms, living standards, and the answers to--how
fld of business functions. Thyrough these course ob]ectives, the teacher
can build intelligent student reaction to conflicting opinions within business
and model a student's conception/0f economic responsibility. The teacher 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 improved course objectives. -Direct questions can determine the
econumic concepts necessary for success in a graduate's everyday livi .

A wide variety-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
learning results of class excurSions, guest speakers, student committees, scrap- -
books, supervised laboratories, -audiovisual aids, library ass1gnments and student

'buzz sessions snould be validated

°

/Téuides for Accountatle Teaching i‘n Skills Competenc'y e

The teaching of business occupational skills must be geared to present and
future bu51ness 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 comments are insufficient
to support accountable teaching. Classroom occupational skill standards must be
designed frdm the results of careful ‘analysis of specific job requirements.
Obviously, there is little disagrcement 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 the‘responsibility of synchronizing occupational preparation with
the“rapidly’ changing technology of this~day and .time. ~
The ultimate goal of teaching, 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 overlook an
opportunity to teach tact; or to teach transcription talents, and overlook an
opportunity to teach the value of integrity. A

-~
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- accountable classroom perforimance., A united ac countability theory which inciudes

.
S .. - . . !
sSummary '
- - . . 1

The concept of acoountabiiity shifts attention to the quality of instruc-

- tiongrather than the traditional emphasis on curricula fesign. The. problematic‘

portion of the accountability theory involves the development of objective cri=-
teria to assess teacher performance. .Since Business e€ducators are directly in~
volved in occupational éducation,. they are well within the target center of
responsibility to the profesSion, to the student, to the schools, and to the
vaSlneSS world in general is’ most advisable."

_ A serious consideration of-the-main implications of accountabiiity and .o
edudating students for business’ can be of favorable consequence. When this . 1__,,i
consideration brings forth conclusive thoughts for improved teaching, the edu-  °

3 cator's complacency should become disturbed because he will then question his

teaching effectiveness. " He will be led to speculate and experimént to discover T
a better teaching method. He must be compelled to set the standards for which o

_he is held accountable by educating his stuaents for business, as it now exists.

3

Y . [

.CR'EATNE-CLASSROOM’TEACHING IN BUSINESS COURsss BT

’

) Creative teaching begins with carefully expressed behaVioral objectives
indicating what the, student should know and be able to'do at the end of each ., -~
assignment or unit of study. The differences in the nature of these objectives,
the varying backgrounds and learning abiiities of the students, and the group
instructional" enVironmen+ and media available will determine the learning
experiences necessary to achieve the obgectives.

s Creative classroom teaching becomes a necessity when the instructor accepts
the social, 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 Bha
procedures with the learner. A merger of teacher identification w1th the stu-

~ dent, a thorough knowledge of subject matter, competency in handling various e

instructional techniques, and pupil effort are necessary if the student is to
achieve his potential. :

: “‘.'

b

~ 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

capa&ﬂky. Creative teaching requires flexibility in seeing new relationshipsi
or combinations of ideas in the area of instruction as opposed to conformity.
Bach perception needs to be translatéd and communication skills are needed, -
Creativity is expressed when instructional ingenuity is displayed with meaning-A

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

.able to devélop new inStructional materials and become acquainted with, current

)

educational metHods, technology, research, and experiments. S -

A continuing evaluation.of the results is necessary to reVise instructional

\ T
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5 & o ENCOURAGEMENT OF YOUTH GROUPS =~ i

L3N
e L . ) . ; '
, A . ) . - ' .

-~ ./ . . . . K [}
P e

Bu81ness students should be enqpuraged to join andlpecome active in youthf"“”*””’”fﬂif
organ12ations related to occupational choice. Membership serves to reinforce
dlagsroom activity, deepen career ‘interests, and broaden career goals. Partici- A
‘pation in club activities enables. ‘members to develop poise; decision-making.: o
powers, responsible attitudes, the ability to speak before groups, and other
.qualities of leadership. "The’ social activities make. it pOSSlble for participants
‘to exPErience social growth.

3

Future Business Leaders of Ameriqa (FBLA) is a national organization for-
‘ « gtudents  erirolled in business subjects. Distributive Education Clubs of America
(DECA) is the national youth organization for students enrolled in distributive
education programs and who are preparing for full-time occupations in the fields

of marketing, distribution, and management. Both,clubS‘are ‘active in.uorth Dako- : ;
ta secondary schools. '

INVOLVEI,MENT IN PROFESSIONAL ACTK/’TIES

-

Qpportunities for the business teacher to profit from_and gain - stature in his
. - profession are many. For a minimal amount.of money, the busxness\teacher may be-

long to his area, state, regional, national, and intezﬁatzonal profeSSional organ-.

izationS. He may attend and participate in their conferences and conﬁentions,'and
... receive monthly, quarterly, and Spqcial ‘profesgional magazines and bulletlns. i

Early in his career development years he will find as a student that Special rates
| are available to him in many buSiness education agsociations. . . g -~

- ~ .
\».

Professional membership alune will not result in ach{evina professional stat- B
. ure.' Keeping abreast of what is new in education will result from systematic '
reading of profesSional—publicattoﬁ§7—attaﬁaing meetings and conventions, and B :
actively participating in discussions,- programs, and works'iops. Undoubtedly the \\\“\;i;
‘Most personal satisfaction results from accepting leadership and becoming “ac- :

tively. involved"\ in the decision-making processes of local, regional, or state

' organizations. A SN S ' e
; -of equal importance is the fact. that active involvement in organizations . = i ) :
. generates a momentum which pervades all of" the teacher's profession—related ac=. . -
. tivities as a student teacher, as an organization member ;. and: evén as a, student - T
. - in graduate courses." , . ‘ ' i v
’ 'Busmoss Educatlon Professlona! Organlgadon : 3 - T
Ve

The following chart taken frem the Busineas: Education’ Forum denotes the o
organizational structure of naticnal and regional associations for business 2obe
teachets o "o

o . ™~ - o . . -

‘ : N P . . : . )

' Pages. 21, 22, 23 and 24 reprinted with permission from Business'ﬁducation for the ?
Seventies, Office of the Superintendent of Public Instruction, VocatiOnal and
Technical Education Div1sxon, Springfield, Illinois, 1972,

- . . . ’ v
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COMMITTEES |-
Steering . - |-
. ' Publications
" Finance
N_ominating

L
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A . ' I
B INSTITUTIONAL DIVISION
- ‘. Pf°  National Association for

Business Téa‘éher Ed_uca‘tiqn '

'UNITED.STATES CHAPTER-

: ,International Society for. _

. 2 -
Businuss Education

s
I\/.)

REGIOAL Asipcm"nous "
glEast&f EBEA |
Southern—SBEA o

NonI;-Central;N—CBEA R
5" Mountain Plains—M-PBEA | s
Western-WBEA

.Alabama Business Education Association .
Arizona Business Education Association

Arkagsas Business Education Association
Californid Business Education Association

Catholic Busmess Educition Assoclatlon Midwest Unit -

Chicago Area Business Educdtors Association
" Colorado Business Education Association
« 7 Connecticut Business Educators Associdtion
- " Delaware Business Teachers Association
Florida Business Education Association
e Georgiz Business Education Association
‘Greater Houston Business Education Assoclatlon
Guam Business Education Association -
Hawaii Business Education Association
ldaho Business Education Associatior” ,
Minois Business Education Assocnatuon .
Indiana Business Education Assoct_atlon
- lowa Businass Education Association
~Jamaica Business Teachers Group
Kansas Business Teachers Assoclatlon
Kentucky Business Education Assoclatlcn i <
. Louisiana Business Education Association’
-\ Maryland Business Education Associatior:
\ Michigan Business Education Association

anesotn Business Education Assoclatnon - 2 0

Mississippi Business Education Assoclatlon :
E MC ~ Missouri Business Education Association

Montana Bl.isinéss Teachers Association- ;
Nebraska State Business Educatlon Association

"Nevada (N't:rthern) Business Educatnon Assoclatnon

Nevada (Soutl.ern) Business Education Assocmnon
New Hampshire Business Educators Association
New Jersey Business Education Assocumon

New Mexico Business Education Association
North Carolina Business Education-Association -
North Dakota Business Education Association
Ohio Busiriess Teachers Assocmlon '

‘Oklahoma Business Educatlon Assoclatlon

Oregon Business Ed_ucatlon Association
Pennsylvania Business Educators Association -

. Philippine Secretarial Educators Association
'St. Louis Area Business Educators Association

South Carolina Business Education Association
South Dakota Business Education Association
Tennessee Business Education Association
Texas Business Education Association
Tri-State Business Education ‘Asscciation

g Utah Business Education Assocmlon B

Virginia Business Education Association )
Washington State Business Education Association
West Virginia Business Education Associatjon
Wisconsin Business*Education Association .

Wyoming Business Education Association
.« ..

.
. .
e
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EXPERIMENTAL PROJECTS

A. Definition of Experimental Projects

An experimental project shall bp regarded as a systematic and controlled
teaching activity designed to develcp new and improved organizational
or instructional procedures. Dcper_mmtal projects refer to deviations
" fram regular practlce which schools may wish to carry out-in quest of
mprovanent's in education.

B. ‘Approval for Experlmental Projects ' -

i All pro:jects undeltaken by the school which are experimental in nature
mist be approved by the Department of Fublic Pnstruction. The depart-
ment encourages qualified schools to enter into experimental projects.

When the necessary elements of the proposed experiment arc within the

'ab.:.llty of the <'chool, approva.l w:.ll be granted.

° C.. General Criteria’

. 1. Capability ” - o .

2. Length ofue for project .

3. Preparatlon of staff C S Lo
“ 4. Facilities .’ K |

“-a. The séope of the course content must be at least w:LthJ.n num.mum
D . . standards as used J.n the regular courses. -

b. Regula.t dch.Levement evaluations through the use of a Val:Ld t&st.mg
o progmmmstbecarrledoutbyuseof ' , _

1) Standardized tests —
2) :Convent.‘{onal- tests
- 3) Speglahzed tests for DEWer Programs o 2
€. Plan Lor follav*-up studies by carparmg pupll perfomance
, 1) in advanced courses '_ . "

"\\ _ 2)- Performance in J.nst:x.tut:.ons of - hJ.gner 1earn:mg .

1.

. : \ ’ 4 @ , . 26
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d. There may be exceptions from established length of course time, if
there is sufficient evidence of increased pupil achievement above -
that normally expected'in courses campleted in 18 or 3€ weeks of

| tﬁne . ‘ . .

" e .Al.Low a pupl' to progress to advanced courses on the basis of proven
ach:.evement . .

£. Credlts earned in experunental programs, approved by the department
: in accredited high schools, are to be accepted by high schools and
colleges.
Although direct and mmed.late leadershlp in expermental pmjects :
should come from the elementary and secondary school principals in whose
schools the expermentaﬁon will take place, the general overall :
‘leadership in experimental projects must be the concern and the respon-
sibility of the supermtendent of schools

k1

f.’ Cot -
Types of Expermenta| Programs
‘1. Variations of class schedule —_— o
Z. Variations of class 51ze

3. Courses not included in the 1970 planning gu:Lde, etc. _

. General Guidelines

©
.y

1. Overview of projects. - ,‘ o
a. Brief description of the eouree to be offered.
- b. The mm'tber of stt_zdents and intended grade levels.
c.  The miumber of teachers and their académic preparation.

d. Time-Schedule. (note: yearl-y‘approval riecessary based upon merit -
of prograns) . . : « ' :

e. 'Amount of c.red:.t to be allowed.

i Evaluat:.on-periodlc sumarization (of weakness and/or strengths) of
' pro;ect.

g. Course outl...ne.: and gmdes are to acoampany oourses reported

28
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-REQUIREMENTS FOR VOCATIONAL QFFICE EDUCATION PROGRAMS

. . P .

Vocational Office Fducation is a program of study d\engned to provide
_students with the necessary skills and knowledges for a career in office occu-
patlons. 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 knowledges atypical to
- the business and office occupations are learned in reimbursed and nonreimbursed.

. courses. Courses which may be reinburseable through thé North Dakota State
Board of Vocational Education if they are part of.a program of study include:

. Bookkeéping II, Clerical Office Practice, Data Processing, Filing and Records
‘Management, Offlce Machines, Secretarial Office Practice, Shorthand I if :
. Shorthand II is ot-ered, Typewriting II and SuperV15ed Cooperative Occupational
E‘xperlenoe. :

The skills and knowledges lea.med in a vocational office educat:.on program
are of limited value unless a student has had meam.ngfu. experience in uti--
lizirg these skills in an office situation. This experience can be gained
tnrough a -sirulated or model office, but the cooperative work experience pro—
gram is without a doubt the best method for.a student to cbtain the necessary
experlence. "Both rnethods are used in North Da}'oLa secondaxry s«.hools.

The tltle of a course alone is not a rehable guide for dJ.st.:.ngu:.shmg
vocational office education instruction from non-vocational business education.
A snconda;y vocational office education program is established around the Of-
fice Occﬁpatlonal Code groupmgs and possesses certain essential character--
“istics such as:

a. The instruction in the program. is dlrectly related to cffa.ce
' erployment opportunities.

b. An advisory ccmm.ttee is utilized 4in program developnent and
77 implementation.

c. There is a specific career object:.we for each student enrolled
- .--in- the program.

d. The facilities and eqtupnent used in instruction- are caxparable N
to those found in. the parta.cular occgpatmn. .

e. Instruction of students is prov:l.ded to develop job entxy ekills, - .
" abilities, understandings, attJ.tudes work hablts and appreca.at:.on.

. £. 'There is a vocaLJ.onally qualified instructor who has had experl
o ence in the husiness office and has take specific- courses desxgned
9 to help him prepare students for ‘the world of-work. 'The specific
reqm.rements for vocational office education coordinators are -
~ presented in the teacher qualification section of this gtnde.f

/- g -Ebllw-\.p and other research reports are made, of studmts ar
© . volled and those who have been emolled in vocat:.onal office .
educat.lon prograns

28
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- Any high school, regardless of size , Mmay submit a program application to.the
State Board for Vocational Education for consideration. - The staff members of the
State Board for Vocational Education are very willing to assist in the planning

and development of Vocational Office Education Programs.
BUSINESS. OFFICE AND DISTRIBUTIVE EDUCATION

. . TEACHERS QUALIFICATION REQUIREMENTS

o

A. Secondary-téachers assigned subjects in grades nine through twelve for accred~
itation must hold a valid North Dakota First Grade Profedssiorfal Certificate.

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

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.) - - . ’

\
i

. Departient of Public Instruction Specific Requirements for Business and Office
L Egiucation Teachers. ' ” - _

/o Business and Office Education teachers must have cdtplqted at least the mini-
\ ' mm 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 campleted at least ane col--
n lege course (excluding workshops) for each subject assigned. Teachers of General
" | Business will be approved if qualified in the field of Business Education.

LI

' Department of Public Instruction Specific Requirements: for Distributive’Education
| \ ) ‘Dist‘r.i.bi:ltive Education subjects only may be 'as‘s'i'gned to teachers with at ‘least
' a minimum preparation of 16 semester hours or 24 quarter hours of Distributive Ed-
ucation course work in college. ‘ L C

\ State Board for Vocational Education Reguirements for Vocational Distributive Ed-
' cation and Office Education Teachers g _ o - B

| Stated below is an excerpt from the North Dakota State Plan for Vocational
1 Education stating the requirements for Distributive Education and Office Educa-
tim'Tea_d)e.rs,and coordinatoers’ in schools operating vocatienal programs.
\ . st » . L.
1.33-32 Distributive Education o B
1,33-32-1 Teacher Coordinator - Secondary . _ _ _ - S
' \ 1.33.32-1T Duties. Teacher shall plan and carry -out a program of ‘instruction
|
|

| which will help students develop competencies needed for the role of an em-

‘\ ployee of a distributive occupation or ‘contribute to the employability-of

| youths and adults. Part of each program of instruction shall include learm—

» | ing expetiences which will help students to became respansible donsumers. - -

The Gisfributive education teacher-coordinator shall interview the coopera- -
_itive students, 'find job placements for them, arrange interviews with pros-
pective employers, and place them on the job. With the employer, he shall’

‘ k\ievelop a training plan for the students placed. The lccal teacher-coordi~ .
" hator shall serve as the advisar of the local chapter of Distributive Edu=

- cation Clubs of America. ' . ' t

e~




1, 33-32-12 Educat:.on. He shall have a bachelor's degree w1th major or minor
emphasis in distributive educatien, - market.mg and management., including
professional education courses to qualify to:teach in secondary schools.
Graduate courses may be included with undergraduate work to detemine the
equivalent of major emphasis in distributive educat:.on, ma:cket.mg and
management. .

1.33-32-13 Experience. He shall have had gainful arployment in one or more
of the distributive ocaupations.

1.33-32-14 al He shall be approved by the State Supervisor of
- Distributive cation.

1.33-35 0ffice Educatian.
1.33-35-1 Sec _ .
1.32~35-12° Se ary: Teacher-Coardinator Education and Experience.
In all schiools operating a reimbursed vocational office education program
the teacher~coordinatar must have eamed a bachelor's degree with a major
in business education and hold a valid North Dakota first grade profes-—
siocnal teaching certificate. In addition, -the teacher-coordinatdr shall
‘have at-least 2,000 hours (1 year) of successful verifiable occupational
experience in a business office.. The teacher-coordinator shall have cam-
pleted three professicnal courses of the following nature: -The ph:.losoph V4
of vocatidnal education, coordination of ccoperative programs, and organi-~
zation and administration of cooperative programs. If the instructor has
not completed the requirements set torth in this section, requirements must
beoanpletedmthm fcmryearsafterthebegmm.ngofhls teachlngcareér
'in an approved vocat:.onal program, : .

1.33-35-13 Seoondaxy: Instructor Education and Experience. In all schools’
operating a reimbursed vocational office education program,. vocaticnally &= -
- reimbursed courses must be taught either by a teacher-coordinater or an | .
" instructor who has earned a bachelor's degree with a major in business. edu-
- ¢ation and hoids a valid North Dakota first grade professional teadung ,
. certificate. In addition, instructors shall have completed a course J_n e
nature of philoscphy, of wvocational education and have ccxrpleted a
of 500 hours of successful verifiable occupational experience in a busi
.- office, If the instructor has not campleted the requirements set farth i
" this section, -requirements must be campleted within four years from the
beg:mm.ng of his teaching career in an approved vocatlonal progran.

North Central Assoca.at:.on of Secondar.y School's Requlmments for Bus:.ness 'I\eachers'- :

: - North Dakota Secandary Schools belong:.ng to the North Central Assocna\.mn of
Colleges and Secandary Schools have additional requirements for Business Education
. Teachers. - These requirements include such general criterion as’a Baccalaureate
_ degree and meeting the legal standards for. teachers in North Dakota plus. specific
. Gene¥al ?,reparatlm and Professional Preparatlm semester hours of college course
C work. Also, Business Teachers fust have ‘a minimam preparation of 24 semester - e
. hours_in business with at least one collegg course in each high school subject to .7
. which he is a.951gned / . .

........................ a1 .A I- |
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Aruitoxt provided by Eic:

" | ACCOUNTING I  °

(Bookkeeping I),

Course Description

The emphasis of this course is on basic principles, conceﬁts, and pro- e
cedures of accounting needed by every student to take advantage of" opportunities ..~

..presented by the business world. Also; there is a rapid ihcrease of business

using’ electronic computers and other automated equipment for processing their Lo
~ .

business data and the accounting student must be prepared to use these newer =~ ' .

and better tools for handling business information and records. 4

<}

p

Course Objectives . o, ,

.

1. To develop the ability to use a systematic method of recording daily RE
transactions of-a buSinesso

2, To identify and use common accounting terms which mav be utilized in |
daily business. actiVities. _ ’ :

r

¢ o

3. To help students to prepare-and interpret financial records,

‘4, To develop an understanding of the need for systematic records in the

management of personal family,.gpstitutional, and commercial business .affairs.

Se To develop ‘desirable bUSlneSS at*itudes, work habits, and ideals
necessary for success in business.occupations; such as regular attendance,
neatness,_wise use of time, “follow instructions, a@ccept responsibility, and
get along with others.-- : : :

:_ . . -
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6. To compare, differences in manual and automated procedures in processlng
accountlng data.

\

\7. To develop understandlngs and skills related to the use of machines in
recording financial transactions and the use of machines' ir. the electronic
processing of financial data.

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

9. To recognlze the 1nf1uence of government regulatlons in keeplng
financial recordse. :

10." To enable students to useabasic principles of income tax.

11. To develop an understanding of soc1a1 security, 1nsurance, and other

" payroll deductions,

Course ‘Content

A basic accountlng system, recording and posting the opening entry, deblt
and credit of business transactions affecting ledger accounts, journaliging and

posting business transactlons, providing the accuracy of posting, a trial balance,

six—column worksheet, income statement, balance sheet, closing the ledger, record=-
ing the buying of merchandise on account, recording cash payments, recordxng the
sale of merchandise on account, recording cash receipts, recording mlscellaneous
“entries in the general journal, checklng 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 journal-and the petty cash fund, problems relating to sales and
purchases, payroll records, payroll accounts, taxes and reports, fixed assets and
depreciation, dlsposlng of fixed assets, bad debts and valuation: of accounts

recelva.ble, 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:ud cooperqtlves.

Course Credit

" Course Location ©

11 -12

Course Length

Ve

"One year or 36 weeks for 180 class perlods.

.

‘North Dakota Secondary Course Code_f

03050 - T . T
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TIME

1 week

weeks

1-2

- 1-2 weeks

1-2 weeks

THE STUDENT LEARNS

To start an accounting’
system.-
~=different types of
business. ownership
' —opportunities in
accounting.
-common accounting
practices
- =fundamental elements:
of accounting
~the accounting
equation
-the balance sheet

To record and vost 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
,/  ledgex ’

us;ness transactions.
-nature of account
balances
-transactlons 1nvolv-
ing assets, liabil-
.ities, and owners
_ equity accounts
A//-transactlons involv-
, ing income and expense
\ accounting
\ .‘ .
To\ journalize and post
business *ransactions.
urn&llzlng cash
transactlons in the
qoneral journal

( The deblt and credit of
|
|

© Study examples of single proprietorships

'Recor&

_List rules for journallzlng in a

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT- SHOULD:

=

and corvorations.

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

Make a list of things dwned and owed and
relate them to the accounting equation.
Learn the step-by-step DroceSS in making

a balance sheet.

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

A

,

THE STUDENT SHOULD: .

L i L
Understand the relationship af - the 4
balance sheet; ooenlng entr f and the -
ledger.-

<

Journallze and prove the
(equalltv of deblts and credlts. /

Vs

‘THE STUDE . T sﬁdUio:

Use ‘the "T“ account form ‘for analyzing -,‘f

'transactlons. N i e

\

D\ .
Understand‘the increases”and decreases
in the various accounts, ’ ‘\\. '
) o o ) W LN _‘ A
Work different tvpes of transactlons
using the basic prlnclples of -the ® \\
accountlng cycle. :

THE STUDENT SHOULD:

general journal and post the transaction
to the ledger. -

-

N
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) . | : | SUGGESTED ACTIVITIES
TIME ' THE STUDENT LEARNS AND LEARNING OUTCOMES .

.

~proving the accuracy 'Foot several ledger'accounts and

" of the cash journal prepare a trial balance.
_ “entries _ o . .
-ruling the genexal Explain why a trial balance is used.
‘ ' journal . ” 3

-posting . the general
" columns of the
general journal
=posting the special
© columns of the
cash journal . . 2
~proving the accuracy e ST _ - ”//,f\,f
of the cash account " ' ;
and the ledger ’ . ; O
~-finding and correct- . S : i et
ing errors - : o

1-2 weeks . To work a project which. THE STUDENT SHOULD: e T
: should covers: ~ * ..} IR )
} -making the. opening Work in groups or ind1v1dua11y. :
entry / A\ .
-open ledger accounts Complete woxksbeets given only the. .,
-Journallze and post trial balance dolumns.
transactio _ : :
-prepare a trial .. Complete a project covering the first
’ balance : four steps of an accountlng cycle.ﬁ !
1-2 weeks .-To use the.six-column THE STUDENT SHOULD: N
' : Worksheet ‘and prepar- . . , . :
’ ing financial state- Explain the kind of proof-that is pro- -
"~ ments from the work- . vided by a trial balance. .
" sheet. _ : I ,
‘~analyzing the six- ‘Give reports on,why financial state~-
column worksheet =~ ' ments are important to management,
. =steps in preparing o o :
* the six~column - Analyze the worksheet, balance sheet, N
- . worksheet ' and income’ statement of several dif-

~determining net income ferent companies,* o o
! =preparing the income . . : _— ’
statement -from the Ce ' E
+ vioxksheet . C -
| =preparing -the balance - E
sheet from the . ' - - o
_« worksheet .= - . S N -

<.

v
(S}
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TIME THE STUDENT LEARNS

1-2 weeks To close tgg_ledgerv
' - and complete the :
accounting cycle.
-closing entries
-ruling and bal-
~ ancing accounts
~ -post-closing
trial balance -
-completing the
accounting cycle

weeks The important aspects
of banking activities.
-opening a checking .
i _ account :
- - " =paying by check
' : . ~reconciling the
bank statement and
the' checkbook

-petty cash fund

To process cash re-
ceipts and cash
payments.
~system for the con-
trol of cash receipts
.-cash recelpts
journal
-cash payments.
journal
~cash proof

SN ] 1-2 weeks

To process purchases
of merchandise on
_ credit.
~-gsystem for the con-
.trol. Qf purchases.-

1-2 weeks'f

~thé purchases SR
journal °

-the accounts payable

" ledger

-purchases returns and
allowances \
-making payments to

. creditors: g \
-schedule of accounts~
pavable

= 30\

35 SN

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD: T

'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 ?%lationship
between the balance shéet and the post-
‘clos1nq trial balance. ' "

.

;THE STUDENT SHOULD: . .

Ccorrectly complete a check and check stub.
Prepare a bank'deposit slip.

Develor an nnderstandlng that the Detty
cash fund is a.means of maklng cash pay-
ments where checks are not practlcal

.

THE STUDENT SHOULD:

Brepare a cash Payments journal.

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

Understand the necessary materials .
needed to complete a’cash proof from the
cash receipts and cash pvayments journal.

+THE STUDENT SHOULD:. ~ U "

&
Decide which transactions go into the
purchases jounnals.

\\-

Understand th detalled steps "in post-
1nq from the :ufchases journal to the
credltor s accounts in the accounts
payable ledger.

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

.dIscount.

Compute d1scount.

-

\



| | | . SUGGESTED ACTIVITES,
"TIME .. THE STUDENT LEARNS | "AND LEARNING OUTCOMES

5 . . _ , ) o \

* . ' & “
‘Complete swall projects on work covering
purchases on account and payments on-

A

p o account.
'1-2 weeks  Processing sales on - THE STUDENT SHOULD: '
credit. o
-systeém for the con- . Understand the saving of time and work -
trol of sales on by using a‘'special journal for sales.
credit T : .
S . ~sales journal . _ Calculate.accounts receivable from cash
i —-accounts receiv- register#tape information. . -
- able ledger. - o v ) ) . b
¢ -sales returns - : Prepare schedules of accounts receivable. ’ '
" and allowances . - o - ' )
v . =receiving payments Record sales transactlons including
from custemers - sales tax. ’ L ' -

¢ -recording of taxes ' ) _ . N
on a sale - . . . : - ) : ’ ¢
-~schedule of accounts

receivable .
1-3 weeks  To prepare income THE STUDENT SHOULD:
tax returns. ' '
-personal returns . Develoo an aopreC1ation for tax'
h st computatlon.
'Be able to identify different kinds of _
taxes, various uses of tax revenues, and
rank the types of taxes as to degree of ;
d fairness with a U.' S. Treasury Tax Kit.
2-3 weeks The adjusting and . THE STUDENT SHOULD' - S : .
S closing of books for a . e o
'merchandiéing business. Understand the needs for adjustzng a
i -eight-column ' entries. '
- i 4 worksheet
' - -making the adjust- - - J o
: ing entries ' o - , R
-preparing the flnan- ’ - T .
. cial statements for' " ' :
- a merchandising. o . o
business = . ' “ !
-making the clos- = :
ing entries- . Coe T s o

~completing tke -
" "accounting cycle

36
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THE STUDENT LEARNS

. \\\

N

TIME .

1~-2 weeks To complete a practlce
' set for.a merchandis-

ing business. .

[y

To record sales tax
and other sales and
purchases.. '
-charge sales
-cash sales
-llablllty of S
sales tax - B
-paymenit: of sales
' -sales returns
~other systems .

1 week

. To recordvaccounts
. receivable and bad
) debts. A
N . =valuation ‘
‘ " =—estimating ‘bad debts
-methods of ) y
estimating
-making entries for
¢ writing. off bad -debts
-reinstating bad -
debts collected
_ : -direct write off
- .~ method

¢

1 week ™ To record. deprec1at10n=
and depletlon of _ ,
. fixed assets.
-purchase of =~ .
-depreciation and
depletion
-methods of depre-
‘ciation
—amount of depre- .
ciatien ‘
~allowance account
-valuation of
-adjustments of -
depreciation
-as shown on finan-
cial statements

'Analyze fixed'assets.,';

37,

', SUGBESTED ACTIVITIES
AND LEARNING OUTCOMES

R
THE STUDENT. SHOULD :

&

Work the practlce set w1thout help
from a key.

THE STUDENT SHOULD:

Understand how taxes are levied.

Know how to make ‘the necessary
accounting entries;

¢

.Understand the need for entrles

1nvolv1ng returns.
e'ablejto handle sales tax on‘retuins;-d

THE STUDENT SHOULD:

Ay

Understand the need to keep an expense.'

in the accounting period in which. it
belongs using'the in allowance method:.

~ar

See need for using a system relatlve to

.the size of the business. o >

See the need to*;elnstate bad debts
collected. - o

o

THE STUDENT SHOULD: . .. O

“ Understand the difference between:

deprec’ation'and depletion.

! R

Learn the different methods of dépre- .
ciation together with the advantages _
and disadvantages. : Coe



IME - THE.STUDENT LEARNS

. " To recdrd disposing
of fixed assets.
> -gain or loss
-disgcarding of
-trading of
-as shown .on finan-
cial statéments

week

a

. = .
To work a project cov-+
ering all phases to date.

! weeks

v
1

To record notes and

« interest. 0
-interest on nctﬂs T

, -notes ‘payable
-notes receivable
~interest income
-interest expense
~aeounting entries
-as shown on finan-.

s, .Clal statements

) days R

To record accrued income
and accrued expenses.
) -accrued income
i : -accrued expense

' -entries nécessary to
record '
-as shown on flnanr
cial statemeeﬁf

\
)

3

1-6 weeks ', Business data process-
e ' ing fundamentals.
e * ' -manual data process-
- ' ing o -
. -mechanical data
o processing
e """ -punched-card data |
e processing
. . -common language medla

"

LU

ERIC

Aruitoxt provided by Eic:

- 1ncoﬁe and expense

“data processing cycle

SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES

THE STUDENT SHOULD:

" Understand the journal entries

necessary for disposition.

” . R . -
Be able to list disposing of a fixed -
asset on the financial statements.
p

- :
THE STUDENT 'SHOULD:

—

Complete a pro;ect without the help
of teacher's key.

‘THE STﬁDENT SHOULD:

T~

: I L
Be able to calculate interest or-'notes. .

"
Understand advantages and disadvantages
of notes. - N

~

Understand legalityfof notes.

THE STUDENT SHOULD:

Understand how to calculate accrues.
. 3 "
Understand the necessity of keeping

income and expenses in the correct
accountlng perlod

Be able to indicate therrelatiOn between '
_accrued income and expenseé to other
accounts.

Y

s STUbENT sWouLb: . S

Visit busxneSS'flzms that use
computers for data-processing.

Understand the 1mportance of data
processing to buslness.

Give reports on the dlfferent typns or
data procéssing...

Acdhire the basic knowledge héeded" to
understand the functlons of data pr0cess-
1ng equlpment. :
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o
TIME .

3 days

4 weeks

. 2 days
2 days

2 days

THE STUDENT LEARNS

About partnerships;
-formation 2
-opening entry

THE STUDENT-SHOULD:

interest to partners A

'—split of profits
-as shown on finan-
‘cial statements «

. \f -netessary adjusting-

“and closing éntries

About - corperations
, and cooperatives.
-formation .
13 - .
—accounting entries
‘=new accounts

LY
e
e e

SUGGESTED ACTIVITIES
AND LEARNING OUTCOME!

R
. £ ’ s

)

Understand the pa*tnershlp agreements and

-recordlng salaries and- why . they may adgree to cextain\terms

Understand the advantages and disadvan-

‘tages of partnerships.

- . - ’ ) \

D . \
Be able to make entries necessary- to -

peculiarities of partnership accounting.

Be able to make adjus 5ng and ciosingr.

entries. ’ : -

N . te
THE STUDENT SHOULD:

¢

c—

Understand advantages and disadvantages

. of corporations and cooperatlves.

—f1nanc1a1 statements

—capital statement
. ® -distribution of .
' dixidends :

[y

A project 1nvolv1ng a
comprehensive set with

Sorporation acccunting.

©

. .,

: About theﬁdimné{

and family.
-use of journal

- Understand the differences between a

Make entries for'distribution of profits. -

Undersfand stocks and be.ablé to read
and.interpret stock market listings.
Understand the differénce between * .vvh~
market price and book price of stocks. .

P

single proprletorshlp, partnership, cor—

Dépratlon, and cooperatlve.

—f1nanc1al statements,

. —1ncome tax data

About professional
"accounting.
»" =use of journals

-financial statements

-incore tax infor-
“'matien .

1

About agricultural. -
accounting. o

v

3

"THE STUDENT SHOU’D: SR

4‘)‘

-,

THE STUDENP SHOULD'

~

Be able to work the pro;ect w1thout the
help of "teacher S key " ‘

THE STUDENT SHOULD: I
Understand accounts peculiar to indiv idual
and family accounting.

)

THE STUDENT SHOULD:

Understand - accounts peculiar to . .

-professional ‘accounting..

v

]
.

9
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. i . . o
A i

N o SUGGESTED *ACTIVITIES

TIME ° THE STUDENT LEARNS AND LEARNING OUTCOMES
- ~cash basis ' .. Understand accounts peculiar to
.=accrual basis ' accounting for/farmgrs.

-income tax data . ,
~financial statements Understand difference, advantages and

_ disadvantages between cash and accrual
» method,

o .
TEACHING SUGGESTIONS -

T

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

~
)

2. Ask questions skillfully, avoiding "y¢s"-or "no" reésponses unless‘“why"
' follows. : K ’

. . : o . &

. 3., Encourage everyone in class to participate each day.

4.  Avoid assigning "busy work" and requiring students to work "Jlockstep."

.5« Acquaint sfudents yith process of recording transactions by using flow charts.

. 6o Visual aids should be used throughout the course! The chalkboard and over- ..
" head projector can be used daily. Bulletin bqards‘aﬁd posters effectively
illustrate points. Students' work may be disPlayed.; Timely filmstrips and
. motion pictures are valuable. ' o - :
7. The students who complete the basic assignments may, as a special project,
-set up an accounting system for a typical local %ysiness. ‘ o

8. - Field trips, ecpecially to a bank or_business with computers, are of great
_interest. Talks by businessmen about their acspunting procedures and lowal .
surveys also add to accounting knowledge. /

" 9. One€ or two practice sets will enhance accounting inétrUction;, .
IB?\$§low students need not complete all problem? in each chapter.
11. Abcve average,studénts should be_challenqeﬁ by adaitiona1~problems
and practice sets, “ -
. POSSIBLE BASIC TEXTBOOKS. - -0
; . o

i
£ AT

,}Béyn:ﬂu, Lewis p,, Swanson, ébbert M., Ca?lson, Paullh.,,FOrkner, damden T..,
Cuntury 21 Accounting, First-Year Coufse,” South-Westexmn Publishing Co., 1972.

1

~

Gregg Division/McGraw-Hill Book Company, 1968.-.° ' N

- R a1

‘ . . . [0 / . [l f .
Freeman, M. Herberi,. Hanna, J. Marshall{ Yahn, Gilbert, Acc unting 10(12:

t
i
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0% ACCOUNTING T

- _ ) 'j :' (Bookkeeping  1I)

Course Description _

""" Accounting II provides ‘the student with ‘an opportunity to develop. a deeper

‘ knowledge of accounting procedures and techniques utilized in solving business
problems., This course is definitely vocational in nature.: After two years of -
-study, the accounting student should be able to initiate and keep a single entsy -
or double entry set of books. He should have had experience in ‘manual and auto-

mated data processing procedures in processipg accounting data., He shuuld have

had the opportunity to analyze managerial problems using accounting ianformation
asatOOIo

¢1 Course Objectives

..,r

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

Course Credit ' o ' / y =

One:

Course Location v_fv..rv . R S
11 - 12

Course Length

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

North Dakota Secondary Course Code’ . )

03050 - 11 ‘ . 42 \
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_ / . S : o suéGSTED ACTIVITIES

1~2 weeks

1'Qeek

_ =employer's pay=-

‘a transaction

'=analyzing, journaliz-

ing, and posting
transactions

~using different jour=
nals and ledgers

-the trial balance

-work sheet

-making adjustments

"6n'the-worksheet

~preparing the income
statement and balance
sheet -

-making the adjusting
and closing entries

‘--capital statement

Departmental accounting

TIME THE STUDENT LEARNS AND LEARNING OUTCOMES
- 1=2 weeks. o, review the accounting THE STUDENT .SHOULD:
/ cycle, . . '
- - =debit and credit of Be able to "analyze, journalize, and post

most. of the transactions 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 financi?l,papers from ‘ .
the work sheet. A

THE STUDENT'SHOULD:

—~departmental purchases

journal
~department purchases

Be able to establlsh and replenlsh a petty
cash fund for a department.

returns and allowances

=-petty cash fund
~bank statement

- =department sales re=-

‘turns and allowances
~department cash
receipts
~department financial
statements ”
-statement of gzoss
proflt

Payroll Accounting

=payroll deductions
-time cards
-payroll register
-employee's earn-

. ings regord

~journalizing
the payroll’

roll taxes
-xeporting and
paying payroll
tax liability -
~payroll bank
account

,Understand the need for flnancial state~
ments in a department. :

.
P

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 deductlons.

Understand the use 6f 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 reglster.’

-
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TIME

-1 week

LR )
L3

1 week-

i week

THE STUDENT LEARNS

Aecounting 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 .
-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,
~adjusting, closing,’
and reversing entries
for-.accrued iricome
- —adjusting, c1 51ng,
and reverSLng entrles
for accrued expenses

i
/

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD: : - » ’ /

dnderstand the reason for using an allow-
ance for bad debts account instead of
writing off the bad debts when they be~
come uncollectable,

Work problems using each of the methods -
of calculating the bad debts expense. -

Know how an uncollectable account affects
accounts receivable and profit.

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

THE STUDENT SHOULD:

Understa?d the causes of depreciation.

Correctly calculate deprec1at10n u51ng
each method. M

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

Understand why it is 1mportant to record
deprec1atlon.

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 entries

.for accrued income and then prepare the

necessary reversing entries.

"Know the effect of the accruals on fhe

* income statement and balance. sheet.



TIME

1 week

3 Qeeks

1-2 weeks

1-2 weeks

THE STUDENT LEARNS

Accountirg 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
income

" 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 distribute

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 whicl should include
most of the material
covered up to this
min\t .

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

T
~

THE STUDENT SHOULD: =
Understand the effect of failing to

record accrued items- at the end of each
fiscal period.

THE STUDENT SHOULD:

v,

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 journale.

Prepare a worksheet with the adjustments.

Prepare the financial papers from the
work sheet. . S

Make the neécessary adjusting, closing,
and reversing entries to close the bookse.

Understand the benefits and “the dangers
of a partnership business.

THE STUDENT SHOULD:

Work in groups or individually.

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

About the voucher system, THE STUDENT SHOULD:

~the voucher
~youcher register

Recognize the advantages and disadvan~
tages of a vecucher system.’

44 ’
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TIME

1-2 weeks

1-2_ﬁeeks

2-3 weeks

THESTUDENTLEARNS

-check register
-payroll ' “
-petty cash
~purchases returns,
and allowances
-partial payment

A
Inventory control sys—
‘tems. -

, -physical 1nventory

. -perpetual inventory
-pricing inventory at
lower of cost or mar-
ket, by fifo method,
and the lifo method
-estimating the inven-
tory by retail method

Budgetary control. .
-sales budgets
-purchases budgets
-advertising, selling,

and administrative
experise budget
-income and expense
budget
~cash receipts budget
-cash payments budget
-summary cash budget

Accounting for notes
and drafts.

AN

-recording receipt and.

collection of notes
receivable
-dishonored notes
receivable
~discounting notes
receivable
-notes receivable
register- ) “\
-recording lssuance

and payment of notes\;

. payable
" =renewing a note
-bank discount

-notes payable reglster able and notes recei

-trade acceptances
-sight drafts
~time drafts

45

. SUGGESTED ACTIVITIES |
AND LEARNING OUTCOMES
/' - .
Record checks and deposits in the check
register.

Record purchases returns and allowances '
when a voucher:system is used. )

THE STUDENT SHOULD:

Be able to calculate 1nventory at lower

. of cost or market, lifo, or fifo.

Be able to take a physmcal lnventory of
merchandlse in stock.

\ , .
THE STUDENT SHOULD:

Understand'the.differences between the
different budgets, . '

Be: able to prepafe a family budget.

THE STUDENT SHOULD:

"Be able to compute lnterest and use the

interest tables.

Report interest"”income and interest
expenses on the work sheet.
/

Be/able to record/the payment of an in-

' tekest—bearlng note payable, -

N

\aneéord the necessary'information on a
‘notes payable and notes recelvable

reglster.

Be able to prove tbe alance of notes pay~

le register.



TIME THE STUDENT:LEARNS

J

y .

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

-sales taxes
-excise taxes
-property taxes
-Federal incone tax
on business income

© =partnership income

' tax return
~self-employment
and FICA tax-

2-3 weeks The formation and op-
eration of the corpor-:
ate .form of organization.

-formation of a
corporation

~classes of stock
~values of stock

-proprietorship .
accounts”.

-issuing stock
certificates

-stockholder's ledger

-organization costs

=goodwill

~sale of additional
stock

-stock transfer book

./=bond issue

/—treasury stock | \
J

1-2 weeks To prepare and analyze
) the'finandial're’ rts of
alcorporatlon.,,x
1-prepar1ngla worksheet
I with the adjustments
.-Federal income tax
© return for a corp-
oration
) - =financial statements
" . "=complieting the end-of-
N -the-period work
o ~declaring dividends .
‘-compute the financial
statements
-computing ratios and
percentages to deter-
mine the corporation
financial position

. THE STUDENT SHOULD:

AR o t'f -
SUBGESTED ACTIVITIES
AND LEARNING OUTCOMES

¢

Be able to record sales taxes in the ‘
columar sales journal having a special

column for sales taxes payable.

~
Be abléto compute the tax'on a sale of
merchandlse. :

Be able to prepare a personal income

“tax return.

THE _STUDENT SHOULD: |

¢ S ‘ . b
Understand the difference between the
corporation and a cooperative.

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

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

’

Explain a corxporation's management,

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

.
.

THE STUDENT SHOULD:

4 ,.' . "' B
Understand the differences between the
closing entries for a corporation and

.those’ for other forms of bu31ness .

organlzatlons.

“

Be able to journalize the entry to record
a declaration of & dzvidend. -

Know the need for tﬁe‘ratios and

' percentages to management,'

’

Be able to compute-the different ratios
and 'percentages, ‘ _ e

' Be able to-prepare a graph ‘from the finan=

cial statements to determine the trends in
the operation of the business.

46
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TIME

3-4-weeks

. 2=3 weeks

2-3 weeks

3-4 weeks

A

. THE STUDENT LEARNS

To work a practice set

on a partnership using
“a voucher system,

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
-programmlng the com-
puter
-other uses for the
computer .

Cost accounting. for a

servic¢e 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
~wvoucher register

~recording cost of fin-

ished goods manufac-
tured .

-~adjustments for inven-

tories ,
~-financial statements

)

To work a practice set

" on a oorporation.

-job cost system

-

,THE STUDENT SHOULD:

~ i
/o ~. SUBGESTED ACTIVITIES
: ~  AND LEARNING OUTCOMES

. “\" /v/ .
THE STUDENT SHOULD: . . ~°

-
\

Work in groups or individualiy, -

AN
N,
.

Visit business firms that use computers _—
for data proceSSLng. _“ : . s

N E
Understand the ;mportance of data pro-
cessing to business, '

i . : K : - .
Have the basic knowledge needed to under- - \
stand ‘the functions of data processing ’
equipment.

'

L - .

THE STUDENT SHOULD: -

Record changes fér»materialé and time on
the job.order sheet.

Determine the gross profit by departments
in a business firm,

Prepare a cost sheet with all the neces-

sary information for each manufacturing
jObo

'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.
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. SUBGESTED ACTIVITIES

TIME ~ THE STUDENT LEARNS AND LEARNING OUTCOMES

k3

by ' 1-2 weeks o About speciai prcblems ‘THE STUDENT SHOULD:?NHWW”
: » of sales accounting. ' o
~installment sales Calculate interest, discounts, and carxry-

-COD sales ing charges on 1nstal].ment, COD, and
‘=consignment sales conSLgnment sales.

. -
1

~u«eccrd all three types of. sales in a
Journal.

Jourhalize and post coneignment sales,

Frepare financial reports for both the
, : . concignee and the copsxgnor. W‘

5 . . v
s . . '
! .

TEACHING SUGGESTIONS B s

L4
vt

[

Students usually entex this course with varying degrees of aptitude and pre- .
vious achievement, So the teacher may desire to use the principlé 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 not
recommended to keep the student in "lockstep" formation throughout *he course,

but rather with the use of guide sheets encourage each student to progress as
fast as he is able to complete the units. '

. A
A .

, R POSSIBLE BASIC TEXTBOOKS

Boynton, Lewis D., Carlson, Paul A., Forkner, Hamden L., Swar = ~Ori, Robert M.,
20th Century Bookkeeping and Accounting Advanced Course, 23rd Editlon,
South-Western Publishing Company, 1968,

s

Glow, Cletus A., MacDonald, Robert D., Blanfor, James T., Freeman, M. Herbert,
Hanna, J. Marshall, Kahn, Gilbert, Gregg Accoupting Advanced Course,
Second ‘Edition, Gregg Division/McGraw-Hill Book Company, 1969,

oty

[
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Aruitoxt provided by Eic:

Course Description

Business mathematlcs is a one-semester course emphasleng mathematlcs 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 preparatlon, investments, home and business expense problems,
and personal finance problems are covered.

1 : '

Course Content ¢ o

v - '

This coufse contains many of the mathematical problems encountered in eveéry-

-day business and personal transactions. Included are:. .add;tlon, subtraction,

multiplication, division, fractions, jpercentages, perSonal money records,’ buylng

‘problems, 'wage and income problems,' personal finance problems,’ savings and in-

vestment problem:, home expense problems, transportatlon problems, tax problems,
computer mathematics and probablllty, and problems of the small buslnessman and
farmer.

2 .

Céurse Objectives . - : : | ‘.‘:‘

' N : .
i. To lncrease the students range of Lnformatlon as a consumer. , . ‘

2. .To increase the speed and accuracy ‘in written and oral combutatlon.‘

3. To xelate business mathematlcs termlno‘ogy and problems to concrete business
appllcatlons. W -

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

. 49 :
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/

practicable, ' . ' - B A
o ) i ,

5. To apprec1ate the value of arlthmetlc and do simple computatrons effectlvely. }'
6. To read and understand ‘business problems and to 1dent1fy the arlthmetlcal
. process. needed for the solutlons.

7. To use the more practical shortcuts that are of value in calgulation.

8. To write formulas for doing certain typ1cal problems, and comprehend the
process of solution. : Lo . -

‘9. To know -about numerétion'systems, such as the binary number systenm, and'. ‘  !
their applications to computers and business. . : f

Course Credit

_One-half ’ . o ) . v o

Coorse Locatioh
10 - 11 - 12 °©

Courée.Length ! '

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

N North Dakota Secondary Course Code

.+ 03053 - . , - ‘ L

Spec1al Note ' : , ' : i

"
\

) Business Mathemat;cs does not fulfill the mathematic requlrements for high
schopl graduation.

.‘
N




.

. S | .~ SUGGESTED ACTIVITIES

TIME THE STUDENT LEARNS ~ " AND LEARNING OUTCOMES
_ 2 weeks _ Personal Money Records,  THE STUDENT SHOULD:
- . —-cash receipts and ? :
: - payments ' " Be able to apply ‘the addltlon process to
o ‘ . -numerals - common bu81ness/personal 51tuatlons.“‘
- ' Cr -addition - ¢ _ ‘
-records of deposits. Understand that a ‘numeral is not a num-
and checks . - ber, but a symbol or name for a number.
-subtraction . S - g
’ -reconclllatzon state- Be able to use the "commutative" pro- x%
ment cess of new addition (interchanging the
-special reconcllla- addends without affecting the sum).

. . tion problems i S . ¢ , L
' ' Be able to keep a check stub record?f\u
_ Be able to fill .out and use deposit: AN -

f _ slips. - - T '
A , Be able to adjust bank statements i.e. '

; ‘ - - outstanding checks, late deposits, and

. - : oo erroneous bank stateménts.

- , 2 weeks Buylng Problems. - - THE' STUDENT SHOULD: e
) ' -checklng calculatlons{ : .
- . -multlpllcatlon to ‘ Realize that sales slips and b111$
VY : © =-computing cost of one ' . should be checked for ezrors before

. T uni.t “ being paid. .

- - =division . _ i -

‘ ) ~figuring unit prlces Distinguish between the associative and
v ‘ . ' -averages . commutative process in multlpllcatlon, -t
' o . ‘and learn the identity number of multit

A : ’pllcatlon (1). ,
IS - P o
Know how to compute sales ta;
? R L ;)
- . : v . Know how and when ta use "d1v1sor" and
' ‘ quotlent," 1n lelSlon.
# ' Be able to calculate the amount of a -
purchase whea the uhnit pPrice is. quoted
o in hundzedweight, tons, etc. g
_Be able to calculate and apply "Welghted
: average" :
2 weeks Wage Income Problems, THE STUDENT SHOULD: o _ '”%
- -straight time and . '
overtime wages Compute grosslearnlngs on ap hourly rate
~commen fractions basis. . P L
-deductlons ‘from wages . pe 4 L
\ ~time ‘card. wages ' and ' Select the proper denominatorwwhen
piecework rates. adding and subtractlng fnactlons. N
-decimal fractions -
51 /
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Aruitoxt provided by Eic:

1 week

_“L " ';'

; l
i

1-2 weeks

i

THE STUDENT LEARNS

~-percents -

Commission Income
Problems .
-figuring commissions
-graduated commissions
—comm;ssiqn rates .
~agents' commissions

Personal Finance -
Problems. . ]
~borrowing on a note
-borrowing from a bank
~-porrowing on collat-
eral
—borrow1ng from a credit
union. or flnance com-
pany
-borrowing from other
agencies 7
~-installment buying

W/ 7 s2

~ THE STUDENT SHOULD: .

AN _ L . RS

-~ SUBGESTED ACTIVITIES
AND LEARNING OUTCOMES

I . .
Realize that FICA and withholding tax
deductions depend on, total earnings.

‘Be able to point out advantades and

disadvantages of the piece rate and
hourly or salary rate‘'to the worker..

S

Realize the importance of fractions and:

decimals in Fusiness mathematics.

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

-

LIRNG

Be awaré“that‘a fraction and a fractional"
percent - représent twd dlfferent numbers

(3/4 and 3/4%) \\\\s\‘ e

\\-\

Realize that a graduated comm1s510n -
serves 'as an incentive to the salesman

to increase his sales volume or main-

tain it at a high level s1nce the hlgher
sales levels carry. hlgher comm1ss10n
rates., .

Learn that the rate of commission.is .
always based on sales, and 'the amount of
sales equals the commission divided by =
the rate of -commission.

Understand that the aéents' commission
involves subtracting expenses to £ind
the net proceeds.

I3

THE STUDENT SHOULD:

Demonstrate how to compute simple in-
terest and the maturlty date of a prom-
issory note when expressed in days or

months. ) ! -

Know that'cbllateral serves as’securityv-
for the payment 6f a loan..

Be aware 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

.

th.



TIME THE STUDENT LEARNS

[
v

K]

<

1 !

1-2 weeks Savings and Investment
. Problems .
v -savings accounts
, - -buying life insurance
e 4 . -investing in ‘bonds
. —investing in real
- estate \

Home Expense Problems.
" -owning.a home
. ) . =taxes on a home
Y -insuring the home
' -checking bills
a) gas
b) electric
c) telephone
2 q) ater
4~practicing thrift in
" buying" :

'2-3 weeks

(o}

N

Transportation Problems,
-automobile ownership
~insuring the automo-

bile ' -
-using public _travel
agencies
~-shipping gcods

l‘weék

19

2 .

" rate". = |

l
h

" SUGGESTED ACTIVITIES -
| AND LEARNING OUTCOMES

Recognize the‘differepée in payment be-
_tween a cash purchase and an lnstallment

purchase.

‘THE STUDENT SHCULD:

'.Compute-interest disregarding“the

Be able to explaxn theudlfferente
) beneflts from a participating and

cents.

in
nonv

" 83 Ty

54

part1c1pat1ng pollcy.

Recognize - the difference between the
rate of interest on a bond and the rate
. of 1ncome on the’ 1nvestment or«cost of
e bond. .

Understand the dlfference between in-
vesting. 1n the bonds of a corporation

and investing in the stocks of a corper-
ation. . .

» Compute the net income of real estate,_

cons1dermng depreciation of propert& as
an annual expense..

wo,

THE STUDENT.SHOULD:
\ .

Discuss the difference between a non-
_ income-producing investment, and an.inT
come-producing investment.

' Know that the premium rate depends on’
quality of constxuction, proxxmity, and
protectlon afforded by local facllltles.
Know how to calculate gas and electrlc
utJlltleS.

N,

. \‘ )
Know how to detérmine the percent saved

when buying items at a reduced price.

THE STUDENT SHOULD -

A\

_ Discuss the factors involved in estimat-

ing agnual depreciation of cars, trucks,
ekc. '

Understand why there is a wide variation
oi auto 1nsurance ratesr-

»,
r'l
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v < ) ; N ] \
TME \ THE STUDENT LEARM\S

\

1-2 weeks’ Tax Problems. .
) ' - ~property tax rates |
-sales and excise tak
‘ -social security taxes
o -~ .and benefits
) -incoms tax

©

|

© SUGGESTED ACTIVITIES
“ AND LEARNING OUTCOMES

Compute a2lapsed time when given arrlva}
and ceparture time,

B2 able to select°the 1east exr.snsive
means .of shipping goods {parcel posc,
exprcaa, fre;ght). T

\
THE STUDENT SHOULD:
Know\how to convert a dscimal rate to a
rate expressed in mills per $1.-

Know that sales and éxCise\taxes add to -

the total cost of a purchase.

Know the rates, taxable income, and
benefits of.social sechrity.

Use procedures lnvolved in determlnlng
_the actual tax liability by the use of °

1-2 weeks Problems of a Small

Business and the Farmer.
“=the balance sheet.
-the income statement -
-figuring payrolls
=preparinyg ané using

charts - :

~problems of the farmer

1-2 weeks, Computer Mathematics
o and Probability. ., E
n o ' ~binary system = |
- o o ~binary arithmetic . !
. . -probablllty :

'Construct and lnterprei. 1i!:aa:r and 11ne/

! THE STUDENT SHOULD:

the tax rate schedule.

.THE STUDENT SHOULD:

Understand the meanlng and relatlonshlp

of assets, llabllltles, and proprletor- _
fshtp. ‘

/

. / )
Learn the principles and relationships
of net sales, cost of goods, gross pro-
fit, expenses, and net income. /?

Know that the sum-of the "Deductinnc" /
column. equals the "Total Earninggﬁ' /
column, . - R /

graphs. S S /

!

Be dble to descrlbe the place-value

f pr1nc1ple as it applles to the - b*nary
. System.

Understand-that the binary system is
useful in the internal operation of com-
puters, but is not convenient for penc11
and pape: computatlon.

Real ze' that occurances can be- predlcted
to a réasonable degree.



1.«

TEACHING SUGGESTIONS

Toa o

The s:udent should be given exercises in applying the skills to problems in

" perxcentage, interest, d1scounts, payroll, expenses, and other supvorting

as abstract drills .and operations.

Business procedures. . . - o

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

o
The student should be aided in developrng the -ability to woxk short-cut
methods of calculating with speed and accuracy, either with or w1thout cai-
culatlng and addlng machines. . »

Relate speclflc computatlonal Sklll to job apblltatlons to insure optimum
results for all students. . ; :

) / . & .
Pre-testing should be used before introducing fundamental mathematics pro-~
ceduresr :

4
4

O
Eu S|ness mathematics should be taught as a preparatlon ‘for 11v1ng and not/

¥

Write/ problems on the chalkboard and call upon the students to do the calcu—

_latlons orally.

|
I

|
Fa

\lthe éonsumer. South-Western Publishing Co., %971?\\\\ I

Y Be sure that students show all computatlons used 1n arriving ut a solution

for a problem.

Visiting stores, offices and factories can contribute lmmeasurably to the
student's understandlng of bus1ness mathematlcs.

oo

While presenting new subject matter pay special attention to organizing tne |

form and manner of introduction so that the students are able and willing t
relate to what is unfamlllar to what he already knows. . v
Attack oroblems ‘of understa:dlng as soon “as they appear, with’ careful atten—

tlon to each rnd1v1dual's ability to prove a performance-level understandlng.
! ;

N pOSSIBLE BASIC TEXTBOOKS .

bank Roswell E., and Edwrn B. Piper, and Joseph\Gruber. Mathematics ior

t

o . PR . . \ . N .
Huf#gan’ Harry;ahd Ruth M. Twiss, and Leslie J. Whale. Mathematics for Busir

I

ess Occupations.. Gregg D1v1s10n/McGrhw-Hlll Book Companyk 1988, /

' /
'Plpeq, Edwin. B., and Roswell E. Fairbank, and Joseph Gruber. Applled Busrneé

Mithematics, Ninth Edition. South-Western Publlshlng Company, 1370.

/ - . N\
/

: Rosenberg, Robert R., and Harry Lew1s. Businbss Mathematlcs.lseventh Edrfion.

Rosenberg, Robert R., and Harry Lewis. Business Mathematlcs, Seventh

)
/
/
/

/

Gregg DlVlSlOn/MCGraw-Hlll Book Company, 1968.

Ry

A Modern Math Epproach. Gregg DlvxSlon/McGraw-Hlll Book Company,
55 -
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’

BUSINESS .

BUSINESS COMMUNICATIONS .

Course Description ) :

Organized subject matter and activ1ties 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 and activities frequently include emphasis on both
oral and written experiences in using language appropriate te the businels world.

Course ObJectives 4 : T - _
7 . .
1. -To present a course dealing With\the written and oral English as it applies
. to business.

2. To review and emphasize the p:incip}es of good letter writing and other
-~/ typical business communications. - C :

/ . ®

//3. To prov1de vtrong motivation for the course by helping students realize that B
; .skill in speaking and - writing will aid them\greatly in securing a position of

oral communication.

cation as it applies to the area of business.

6. ,To develop skill 1n the preparation of various business forms >

~ 8 . . . ‘ "\_ ‘A\
57 )
56 " '




Course Content

i
/

Principles and techniques of business communication; vocabulary and me=
chanics; spécific characteristics.-.and purposes of business letters; written and
oral communication; types of business communications; usage; punctuation; cap-
italization, abbreviation; business xeports and speech; group and social
situations in business. K ’

Course Credit

One-half

Course Location

L 11-12 - -

Course Length

18 weeks or ur class periods

North Dakota Secondary Course Code

03160 - ' o

"special Note

This course if taﬁght in the business department cannot be used to .
satisfy the English requirements for graduation. If you wish a course in
Business English to count as an English credit, it must be taught in the
English department by a teacher with -a major in English.

(OF]
Go

57
Q
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SUBGESTED ACTIVITIES

TIME THE STUDENT LEARNS AND LEARNING OUTCOMES
1/2 weesk To develop a concern THE" STUDENT SHOULD:
: for speaking and writing. .
-content Listen to business eXxecutives and former -
-tone of words - . students speak to the class, -
-correct English .
=-choice of words Listen to recordings of selected speeches.
1/2 week The significance of THE STUDENT SHOULD:
proper completion of ) _ .
personnel forms. Interview secretaries and office workers.
~appearance C- to get their opinions as to the impor-
-content tance - of skill in the use of English.
-conciseness S
1/2 week To. speak effectively THE STUDENT SHOULD:: . i
with future employers D o A
and fellow employees. Listen to a personnel director discuss
-choice of words problems of prospective employees and
-enunciation techniques for making person appli-

-pronunciation cations,

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

3 weeks ' To develop knowledge in ' THE STUDENT SHOULD:
: - writing business letters. ' -

PR -heading, address, sa= Examine -letters which illustrate each of
lutations, body, com=- ‘ these characteristlcs and note where they
plimentary close, sig- may be missing.

‘nature, identifica-

tion and reference. Rewrite letters of others -and wrlte letters
-different styles used of thelr own,

in business letters

-folding business Supply punctuation ihilettersl
letters - : e
~envelope addresslng Write sentences and paragraphs, applying

-unity in the paragraph a11 principles of punctuation.
-tact in bus1ness

letters Edit each other's writings to improve upon
.-slgnlflcance of em- gentence and paragraph construction,
- phasis in the letter
~coherence ; \ Experiment with sentence constructlon to

=-good Engllsh*mechanfps change emphas1s.

' Analyze paragraphsvand letters for rele=-

\

. ' vance of words and ideas.

59
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\ s ' ST o ' SUBBESTED ACTIVITIES

TIME —— . THE STUDENT LEARNS . AND LEARNING OUTCOMES
.1 week To build a vocabulary THE STUDENT SHOULD:
: essential foxr accurate
and effective letter Review the use of the dictionary.
writing. . .
-woxd recognition " Evaluate their own spelling weaknesses..
~-word nsage and strengths by use of demon spell;ng
-rules for spelling . lists. = )
‘=common errors in - » \ .
dictation \ Secure letters' from a business to analyze
=spelling demons for overworked and ineffective.words.

* =vivid words
: e Select words which may be used’ to Complle
‘ ) o C a word list for spelllng and vocabulary.

Realize the lmportance of usage of words
“to determine meanlng, spelllng, and pro-
nunciation. :

Correct misspeiled words contalned in
paragraphs.

See how words are sometlmes granqatlcally
coxrect but poorly selected.

1‘

‘1 week To write interestingly. THE STUDENT SHOULD: . .-

' . - =you vs. I attitude : . _ /' .
-relevance : _Examine letters obtained from secretaries
~-paragraph organization and business execuélves for the attitude

' -tact and diplomacy indicated. - / o
-style of sentence - ' S '
_structure . : ‘Analyze letters in the texts and refer-

ence materials to see’ that all sentences
and all phrases. used actually relate to
S C : " the subJect

:.Understand the lmportance of belng brlef
in letter wrltlng.

Write sentences .and paragraphs'for class’
analysis .and write the same sentences
just as meanlngfully but in fewer words.’

R ) Analyze ‘the structure of a well-wrltten

A paragraph.
Demonstrate how all ideas of the para=
graph must relate to one thought Qr. toplc
if. there is to be unlty. ' ‘

Select letters that demonstrate dlplomacy ‘
or lack of 1t..

59




- o \ SUGGESTED ACTIVITIES
TME_ . THE STUDENT LEARNS A AND LEARNING OUTCOMES

_ ) ~ Listen to an office executive discuss
T the importance of tact and diplomacy
LT in letter writing,

6 weeks - Some of the different. THE STUDENT SHOULD:

) : types of letters used in G . o
business and the fanctlon Make an intensive study of each of these’
and significant charac- types of letters in the texts’ and ref-

teristics of each. - * .erence materials.
-routine letters : -
‘=form letters ‘Procure examples of as many of theése dif-

-letters of invitation ferent types of letters aé‘possibie.
-letters of request ‘ '

-sales letter Write at least one of each of tWe different
-letter of application types of letters and evaluate in class as
. -—credit letter - - . a groups, - - ‘
-letter of recommend- . .
ation | Review those characterlstlcs of business
-order letter ’ letters previously studied as they write
. -collection-letter ‘ these,spec1f1c types of letters.
-letter of complaint
-letter ¢f claims Proofread materials accurately.

and adjustments

’

1/2 week Proper listening THE STUDENT SHOULD:
techniques. ‘ ' S o :
' ‘Distinguish various sounds from a record=-
o _ . ing of everyday sounds (children crying,
o ‘ S S "doygs barking, bacon frying). "

] ' ' After hearing lists of numbers, nouns,
: ' : objects, etc.,, read, be able it repro-
duce the lists read.

" Take standardlzed llstenlng testss -
Brown—Carlsen Llstenlng Comprehension
Test, Gr. 9-13, .

© Sequéntial Tests of Educational Pro—
cess, Llstenlng, Gr, 10-12,
Read back ‘verbal direct;ons from notés
to them, : : '

Follow Verbal instructions.

select the word that does not belong
from a verbal list. W

o,

Respond to verbal multlple choice o
questlons. . ) -

]
&
i
!
]
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TIME

2 weeks

2 weeks

-1
L4

1" week

THE STUDENT LEARNS

.
14

S

SUGGESTED ACTIVITIES:
AND LEARNING OUTCOMES

Y Bl
Vo .

To acqulre speaklng abll- THE STUDENT SHOULD- o -

1t1es necegsary in
business.
-conversatlon W1th
fellow employees‘
-dictation
-reports
-speaking at’
public meetings
-making. introductions
--gpeaking to
fellow workers
-facial expression
-tone of wvoice
-use' of English
-posture
~emoticnal stability
-empathy

A

Important character-
istics of the common

. business forms.

The types of bqsiness
papers that do not

follow a particular

form.

Which forms may be used.
-interoffice messages .
-telegrams
-business reports
-memoranda

Acquire ability in the

use of office communi-
~cation media.

-telephone
-telegraph
-postal service

"ceived in business'.

‘Understand’ the‘proper use of the tele-

6l

62

Understqnd the relatlve importance of
speaklng in all of their relatlonships
with others.

Anaiyze the speech of some persohs to ﬁhom
they like to llsten. i '

Observe a demonstfatldn of a poor speech
and a good speech o .

\ ‘
Listeh to student recordings of class
discussionsf conversaticns, and talks.

Prach.ce v01ce exer01ses to J.mprove enun-

’clatlon and pleasantness of tone of

speech, both face-to- face and telephone
talklng. .

“Experiment‘with inflection to alter

meanings.

. THE STUDENT SHOULD:

Be able to write eff@ctive'interoffice
megsages.' '
. «udy copies of telegram forws from a
telegraphlpffice.‘

' -~

Study copies of telegrams actually re-

Demonstrate need for accuracy in forms.

of letters.

Arrange for students to visit ths types of
businesses in which they are especially

'-interested to get firsthand infoxmation'
about foxms qsed and to secure. forms to

discuss-with the class.

THE STUDENT SHOULD- _

phone, telegraph service avallable,
types of" postai services, and proper

‘use of postal serv1ceq.”

- i



R .
TEACHING SUGGESTIONS

»

Involve members of the crass in a dlSCUSSlon of the meanlng of business
Engllsh. :

Introductlon to the spoken language should be planned for the second week,
with emphasls on the importance of personal communication.

Allow time for'the examination of business mmunications to note the rela-
tionships in the types of communlcatﬂon with which students are most oo
familiar, : i ‘K\

. , i _
Students should ke led to understand that they will be relearning and refin-

.~ ing many cf their previous learnings in oral and ‘yritten English in terms of

8.
. 9'...
10.
11.

12,

[N

" the needs of business communications. ‘ \

Provide a .variety of business letters from buslnesses in the conmun*ty ‘to ‘be -
used for careful’ study by the class.

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. '

Present t1pe of drill that representsvmuch repetltlon of learnlngs in mean-

ingful and purposeful writing. .
Students may be aske@ to note what they think are desirable and undesirable

characteristics of various business letters reviewed and studied.

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

Use of the tape recorder may be qulte advantageous while teaching oral
communication. _ o -

Analyze several bu31ness forms that may be .procured from bus1ness offlces

in the community. Y .
PR

Attention should~be given'to the fundamentals and the psysholpgy,involved in
preparing office documents in written communications and to the protocol of

» sending-or presentlng such communlcatlons both internally and-outside of

business. . S -

Communlcate to the students the proper use of the telephone, telephone equip=
ment available, telegraph service . avallable, types of’ postal services, and
proper use of postal serv1ces. ' ,
- ; ~
Creative ass1gnments should be made for the exceptional students who may
require little or nd grammar review. 0 v v

pUses of the dictionary should be taught. Diétlonaries are'quite different
\and have many styles. Students should be taught diffezences, such"as

decxphering critical markings, placement of accent marks,. hyphenation mark-
ings, syllable markings, meanings of. the abbreviations..

\" v L L . B 62
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17.
18.
19.

20.

21,

22.

24,

254

26.

27,

28,

29.

>

Words recently learned by students should be used as soon as posslble in -
writlng assignments. S

v

Crlterla for evaluation should be-. hlgh.

e

Fllms,‘v1deo tapes,  and tape recorders can be used effectively for v01ce
tralnlng and for teach1ng listening skills., =~ _ A

Weekly wrltlng assxgnments may be lengthened from one or a few paragraphs
to letters requiring considerable organlzatlon.

s

,Students should be encouraged to particlpate actively in discussions.

Students who. evidence speech difficulties should be enrolled in oral

communlcatlons remedlal worke.

Small -groups :of 10 to lS students can work in conference with a group ‘leader
to dlscuss problem sltuatlons within their pwn range of experlence.

The class is d1v1ded into small groups to- discuss a problem for a limited
number of minutes. Each group has a chairman and a reporter, one of whom

.actg as a spokesman for the group in reportlng ideas, recommendatlons and -

oplnlons to the entire class.

n f

The students use’ "role playlng" to dramatize a reallstlc situatlon in which
they are. forced to think and speak in terms of characterlstlcs being por-.
trayed. .This characterization should help students recognlze the feellngs,

prejidices and frustrations of others.

Assxgnments ln composxng and” wrltlng bus1ness letters and reports can be
used as a basis for checklng students' use of words, sentence structure,
spelling, punctuatlon " mechanics, application of pr1nc1ples of §grammar and
appllcatlon of prlnclples pertalnlng to effective business letters.,

An effecrtve procedure is to givs three separate marks for each element of
the lctter-—layout, content, and English usage, Predominant cons1deratlon
is given to the partlcular obJectlve of the lnstructlon. :

[

rWhen recogmition of letter styles or typesmof letter° is to be tested, sam~

ples of actual letters illustrating thesé styles and types may be present-
ed for 1dent1f1catlon elther through dupllcatlon or overhead projectlon.“

Oral expressxon may be measured by a simple rating scale, prepared by the
teacher, for checklng abllltles in the use of words, voice, tone, and poxseﬂ
The progress of the individual in vocabulary development can be measuréd by '
comparing the results of a test given at the beginning of the courxse with
the results of a test at the close of the cod&se. For this testing of vo-
cabulary, standardized tests may be used but teacher-made tests are an i
additional means of measurement.' ' :
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Particular areas of grammar, punttuation, and capitalization may be tested by
means of diagnostic and achievement tests' given at- intervals‘and at the ‘end
of the course. A comparison of the results of an achievement test with the
results of pretests will show the ‘Student's' 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: attainments;
(a) spelling, (b) sentence structure, (c) grammar, (d) content,’ (e) layout,

3Q.

31.

Newly learned human relations practices do not readily lend themselves to ',
measurement of achievement, - The re%ults are tangible but the’ subject matte?
o is not.

Some- suggestiongs for evaluation are:

-self-evaluation rating sheets at the beginning of: the year and repeated
-at various times throughout the year
-role—playing :

—individual conferences With students to identify how he perceives
himself

-indiVidual conferences for teacher evaluation of student behav10r :

. © . POSSIBLE BASIC TEXTBOOKS -

Stewart, Marie M.; Lanham, Frank W.; Zimmer, Kenneth and Clark, ﬁyn;'Buéiness.-
.English and Communication, 4th Edition, Gregg DiViSion/McGraw-Hill Book
Company, 1972. :

4

Aurner, Robert R..and Burtners, Paul S, Effective English for Businéss Com-—
- munications, 6th~edition, South-Western Publishing’ Company, 1970\

65
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Course Description ' S ' 3 " ' i g

. In-roductlon to business: law is a study of bas1c prlnc1ples cominon to a.
broad e, of every day business activities in which an individual is likely to.
‘become involved.! . 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 protectlon of people and thelr property as well as for the punish-
ment of wrongdoers. . . . . : - v

Course ObJectlves . ! _
/ . _ O

1. :To understand that a Qourse of business law is merely an ;ntroductLon to law
and does not develop a lawyers competence.

’

A
2. To learn the basic pr1nc1ples of business law" and thelr appllcatlon to ‘the

‘ problems of everyday 11v1ng.r_wf _ o \\
¢ 3. To learn to avoid hasty decisions by withho;ding\'udgmjnt until essential
‘ facts of the case have been presented. j\\\ S )

. . . e

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

5. To develop an understandlng of our )ud1c1a1 system- from the local courts to
: the Supreme Court of the land..’ '

. 6. -To-use elementary buslness&and legal forms that. may be used without aid of’
o -\ an attorney. -~ -, , . _ _ . ,

' 7. To dlfferentlate 1ntelllgent y between the legalland the illegal phases of
bu51ness. -7 N L A N

\ / o o . - 65 '/" ‘ \ )
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Course Credit

One-half .. ' o

_ Course Location ‘ .
' 1=z ¢ -
Course Length . f\fff‘\\\\xh,“

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

a
A B

North Dakota Secondary Courca Code’ :

03180 )
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Aruitoxt provided by Eic:

TIME

R

A\

I week

4-5 weeks- "

<

\
3

4

" ’ : .
. (THE STUDENT LEARNS

The origin and develop-
ment of law.
-the nature of law
-the history of our
American system

Functidn“of'law.p
C1a551f1catlon of law. .
-natural
-mozal’ -
-man-made

Courts and: ou51ness law.

N . SUGGESTED ACTIVITIES'
AND'LEARNING OUTCOMES

THE .STUDENT SHOULD:

' Realize where laws come. from.
Understand ‘that laws are found in four .

"~ foxms. . A
-constitutions

. =statutes
égommdh law
-administrative law

Y

<«

-rights of the individ- |

wal :
-state court system
-federal court system:

The legal elements of a ™’

business contract.

-mutual- agreement — . _

" -legality of subject
 matter . /f
-consideration

-proper form
. -eompetent parties

M

The formatlon of con-
tracts.

The agreement—of‘er
parts ofla contract.
-offer
-acceptance
-—conSLderatlon

-~

°

Mbout the tern1nat10n of.'

a contract.
—termlnatlon by perfor—
" mance -
—te:mlnatlon by agree-
;, ment
—termlnatlon by opera-
‘tion of law
—breath»of cOnt{get

About the remedies for
breach of contract.
-rescission. - - "

-damages
~-specific”perfor=ince

3

THE STUDENT SHOULD:

Understand that two or more persons are
needed for a contract.
o -
/ .
Be able/to Identlfy the dlfferent types
-of ‘contracts.
‘_—soc1a1 and moral
~ -implied
-oral . S .
~expressed . i R
-required _ L R ! '/
)' il - .
Know that some persons have a 11m1ted .
contractual capacity. - - s
--minors ‘N . !
-insane persons ‘
_~intoxicated
--aliens . . ;i
-convicts ‘
Be able to identify the three parts of
a contract that makes it legal. -

Understand how zontracts are terminated.. -
" Know tne various remedies in, the case-of
breach of -contract.

’



CTIME

-1 week ;‘

2-3 weeks

‘ \

2-3 weeks

. A
THE STUDENT LEARNS

fhe law of bailments.

ihe types;of bailments
-benefit of one party

only
-benefit of both
parties

—extraordlnary bail-

ments

The rights and duties of
the parties.
~rights of bailee and

bailar

-duties of bailee and

bailar

ThHat the carrier cf goods
is a bailee. '
-duties, rights and

liabilities
-bill of lading

-regulations for ship-

ment
/
/. S

About negotiahkle‘instru-
ments.

—n#ture and kinds

-ﬁorm and contant

-transfer

/rlghts of holders

-“promissory notes

rdrafts and checks

The 1a oF sales.

~wha a sale is

'-forps of sales con-

tiacts

-warrdnties and lia-

bili#les

Consumer/protectlon.

—unfalr practices

-=Federal food, drgg,

SUGGESTED ACTIVITIES
AND LEARNING .OUTCOMES

THE STUDENT SHOULD:

Understand that a bailment is when one
person has posseSSLOn of personal" prop-
erty. belonging to another.

Know that a common carrier is subject to
reqgulate; by federal, state, and local

agencies.

Know what a pill 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. . U

-blank

-special

-qualified

-restrictive

Know the many forms of promissory notes.

THE STUDENT SHOULD:

Understand that only competent partles
may become sellers or ouyers.

‘

Sy

Understand that a &ontract to sell may
be oral, wrltten, or 1mp11ed.
& /
Know'that,a bill of sale provides evi- -
dence of ﬁransfer of ownérshig of goods.
/ : '

t
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/

B
' .
% \ \ ,'/ C .
| : _ _ | / SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS = . . AND LEARNING OUTCOMES .
. ) ! . ' .. /'/ \. .
. . '/ . ' ,/“ . . R
] and’ zosmetic acts Understand expfeésed and implied war-
/ , ~ -government standards ranties. /
-state and lccal laws S .

' Know about the Federal Trade Commission,
state and lo¢al laws protecting the con-
sumer. / - . "

. ’ /
lxweek The creation of an ‘ THE STUDENT SHOULD:
: ~agency. ' o o o
o , Know tha;éthey may do any lawful busi-
i By appointment. ness act jfthrough an agent.
| -appearance o,
! -ratification . o
? -necessary /
i . !
Duties and liabilities /
of principal, agent, and i
| third pa/ties. : ' /
] . Termination of an agency. ‘i
1"—2 weeks The laws of employment. THE ,/STUDENT SHOULD :
e I -
| ' Contracts of employment. Understand that employment is a form of
! . : . contract that must include all the essen-
} Protection of employees. tial elements of a contract.
‘ -mirors :
? -right to work laws Kvow the employee's and employers'rights~~
: i apd duties. ’
Gover ent:regulation. /
-sodial security f N
, . -unipns / ' '
i -civil rights '
| -workmen's compensa-
, - tion !
!
1-2 weeks The types of business f THE STUDENT SHOULD:
' ‘ organizations. | '
-sole owner / Know that a partnership is the simplest
-partnerships f form of business organization.
| : . ~how ix is formed /|
-duties\ of partners j Understand that partners have equal
i i —rights_of partnersJ rights and duties unless otherwise
ﬂ -authority of part-f agreed. '
' ) ners \ , ‘

l ' ‘—partners liabilitiés Know that a corpOrétion'is chartered
i : -d¢ssolu€¥on of pa#t- with a state and treated as an indivi-

. ners f - dual person cf that state.
-advantagets and dis-
i . advantage ,! Be able to determine the value of a
‘ / stock and follow its exchange price for
About corporatifns. / a period of time.

(
! - | , !
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o ' B . . SUBGESTED ACTIVITIES
\ . TIME THE STUDENT LEARNS R AND LEARNING OUTCOMES )

\\\Q S -organization .

\ . -what shares of stock
‘ L are -
-powers and duties of
diredfors
X ‘ ~-powers and duties of
~ . officers
-rights and liabilities .
P .. of shareholders
“=dissolution of

2-3 weeks The types of lnsurance. " THE STUDENT SHOULD: .
: -casualty - .
-life e ' Know that insurance contracts are closely
-health regulated by state governments.
e —accident : y
' " ~automobile ' Be able'to list who or what may be in-
-liability surable.
-collision ' . _ o
-comprehensive ¢ Understand the governmental insurances.
' -governmental ' ’ '

. —social security
- -workmen's compensa-
' ' tion ,
-unemployment compen-
sation




TEACHING SUGGESTIONS

:1.. Use a combination of lecture, discussion and illustrative techniques. -

2. Read and discuss,cases that w111 brlng out p01nts of law under considera-
tion. v . : )

PYEA
o

3. When" practlcal, make a planned trip to the srate leglslature and/or state”
. supreme court when they are in session.

.

AT ——,
4. When practlcal,uv1s1t a courtroom for the purpose of observ1ng a trial. of an

actual case. As a follow-up, discuss in class the légal prlnclples lnvolved .
e

and evaluate the outcome of the case. :

'5. Encourage students to brlng to class ‘specimen of negotlable 1nstruments and.

© discuss in class the practical everyday use of these instruments. ’

6. Encourage-students to bring contqacts or other legal forms to class for ex-
amination. , . | .
o oo ) \
7. Direct the study of the usual route followed by a check from the time it is
" written to the time it is canceled to lndlcate the legal respons1b111t1es of
each holder. . . : o -

d

8. 1Invite resource:people to talk to the class.&

.

9. Encourage students to make a scrapbook lncludlng legal forms and neWspaper
.reports on cases 1nvolv1ng legal prlnclples studied.

-

) : FWDSSHBLE:BA&HCVYEXTEHDCH(S

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

Schneider, Arnold E., Whitcraft, John E., Rosenberg, R. Robert, Understandlng
Business Law, Fourth Edition. Gregg D1v1s10n/McGraw-Hlll Book Co., 1967
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‘Course Description

CLERICAL OFFICE PRACTICE ~ * °

“

' 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 problems and simuiated experiences of work-

.

ing in the various departmen;s'of a business, i.e., puxrchases, sales, bookkeeping.'

Course Objectives* - o : R o

1. - To provide learning ectivities which demand application of the acquired
«. ~ specialized ,skills and knowledges -and which will further develop those skills
and knowledges.

2. To develop an understandlng of office standards of performance and produc-
‘tion. ' : o

3. To instill a responsible attitude for assumihg tasks and carrying them to
~completion without close supervision.

4, Tp'make-the working adjustment eesier‘while increasing job proficiency. - =™

e

5. To develop ability to judge completed work and to make necessary correctio s
‘ and adjustments if necessary to make the work usable. , B
6. To develop a buw:iiness vocabulary.
7. To instill a right concept zoward work and what the employef expects for a
o fair return on hic investuent in his worker.
8. To inculcate standards of office dress and pergonal hygiene: '. :
-y ! . '.
> 73 | |
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11._ To stress the care and econémy of equipment.

' "
.
]

9. To develop acceptable office manners,

desirable personality traits, and a
desirable code of ethics. : 'S

. ) “
- . -
-

10. T? develop the ability to think cénstrucﬁively, to question ‘and analyze -
practices, and to give appropriate and timely suggestions for improvements. S

12. To develop an undeistand;né\éf the function of business machines. e

13. To develop a knowledge in operating business machines most often used on
the job. . : - o » E Coa o
. L - o - . .
14. To orient the students to employment testiny,, interview teéchniques, and - =7
job success.. ’ ‘ ' "

S

Course Content

.The purpose of Clerical Office Practice is to reinforce skills and to inte-
grate skills through a simulated office situation. . It is also the goal of this
course to create a thorough knowledge and understanding of business procedures

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

iéal Office Practice be taught as a two-hour block; being :associated with a .
Shorthand or Typing class. Some of the areas covered should be: dictation and =~
transcription, composition, clerical typewriting,- business filing and records
control, businéss machine operation, office management and'organi?ation, career
possibilities, production typing, office equipment, office supplies, letter
production, business letter writing, dictating and transcribing machines; tele-
phone communications, telegraph communicatioﬁ§y<§uplicating, mail,vrecepﬁion and
messenger work,-filing systems, filing procedures, filing equipment, routine and

observation of data processing, ‘and getting the job you want.

" special cashiering activities, sales procedures and records, payrolllpr%cedures,

/
Vi

Course Credits

One L : .
Course Location . | | /// :
) . . “ ) . | -J/

11 - 12 :

g//fCourse Length

2l

One &ear or 36 weeks for 180 class periodsof 55 minutes

North Dakota Secondary Course Code - : },' ' .

03100 e

Course Prerequisites

¢
rd

9 '

For the ‘most part, Clerical Office Practicé/is a senior level finishing
conrse designed to meet the needs of business majors. Students who enrcll in
the course must have haé 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.

73



, . : o SUGGESTED ACTIVITIES

TIME THE STUDENT LEARNS . .. AND LEARNING OUTCOMES _
" 2=3 wéeks How the modern office THE. STUDENT SHOULD:
worker fits into the ‘ ’

business world, Be able to see the need and purpose -of
T the bu31ness office.

Study the various facets of the business
- 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

N -prospects for the future

. 2=3 weeks Abdut the off;Ee worker, . THE STUDENT SHOULD: -,
. -personal appearance . _
-appropriate dress ' Discuss the office worker's image.
for office.and for :
- leisure time Discuss rel:":onship with others in
-social and business ~ theﬂgfflce*
techniques of ) _
etiquette ' Partake in & seii-understanding unit
-basic manners , (studen®s evalves: themselves through a
~applicatiaon of detailed study «f their likes, dislikes,
social graces to etc.) '
office situa~ .
tions Know whei: @f*l¢i...cy on the job entails,
-~maintain comfort- : )
able office ) Take a piwm1.. inventory to be used as a

conditions " basis fou . improvement compswison at the
~special problems .- *° end of the year, -
o that occur
’ u'sten to the school nurse oz hor2 eco-

" —interpersonal nomi cs teacher present facts on pelsonal
relations " care and appearance.
-understanding of- K
the secretary's Practice correct postur::
role of motive and =~ ~-standing,
cmotion in business- -walking :
human relations ~-sitting in secretarial 'chairs
activities '

Observe a well-dresged office emplpyee.

T
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S o - . SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS ~ AND LEARNING OUTCOMES

" ~ =demands of the posi- Partake ir role playing and/or case prob-
tion in relation to 1lems to intezgrate interpersonal relation-
other *workers ships with concepts.

-development of per- - L
. sonal attributes to=- Partal: in an integrated project, a sim=
\\\\\ wards efficiency in ulatec nffice act1v1ty or model office.
- : ©  identifying respon- -
*4' sibility, planning Practice making— introductions.
o and organizing’work ' ' ’ -
and follow-up work Discuws initial thought processes of

=punctuality decision maklng.

=physical health :
-1ntegr1ty .. Work rrojects to stlmulate dec151on
'-leadershlp making ability. .
=attitudes . _ -
~resourcefulness ’

-methods of self-
appraisal, improve=
ment. and contlnuing
education for job
advancement and job

‘'satisfaction . )
=decision-making o k J
1-2 days Handwriting and lettering,THE STUDIHT SHOULD: - L
- Discusn the principal causes of poor
naxuar11.ng.
2ate his own handwriting.
Integrated To typewrite more THE STUDENT SHOULD:

Periodically- effactively. _ S v
: Partake in discussion of work organization,

-Describe the typist's desk. //ff
Prepare duplicéte copies.

'Uge andvhandle carbon paper. .
Develop th; ability to proofréad.

Usé good erasing procedure.

Praétice justifying the right margine. . Y,

s .":.L
N

~ ' . Practice erasing duplicate copies. "
Type numbers by touch. . .

70
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SUGGBTED ACTIVITIES

TIME THELSTUD_E-NT LEARNS - AND LEARNlNG OUTCOMES .

1 week _ Businesg forms designs  THE STUDENT SHOULﬁ:_;_ _

E ‘ -purchasing S o . o I
-selling = . Realize the importance of business: forms. A

v Study various form designs.

-, : . Practice writing on forms. -

Read and discuss’ the application of pur-=
chase requ:.s:Lt:Lons, requests - for a guo=-
tation, and purchase orders.

. ~© Know how to*make a request for credit.

Expiain the use.of a catalog file. “

E
Preﬁare requisitions, purchase orders and

invoices.
{ - . . Obtain illustrations of ‘sales order forms.

Prepare invoices.

;" ' Work with: cycle billing, punched-card
- “ . : bllls, checklng invoices,
‘credit memorandums, statements.

. . Study the differences of wholesale and
- retail selling.

" Type credit memorandums in duplicate.

‘:

e , ' Type monthly statements of account.
1 week®  Inventory apd stock room THE STUDENT SHOULD:
. practices and procedures. o : - ,
: -goodb geceived and on Keep records of.gdods_received, their
) . han& : - disposition, . purchase invoices and re-
] -shlpplng goods quests for credit. -
' . 'Be able to keep a perpeﬁual ihventoty‘rec-

. ' . : o .ords, and/or a physical inventory.

. : t Q SR .
Study information on parcel post, airspar=-
cel post, railway express, air express,
bus express,_truck‘transportation, United
Parcel Service, freight service and rates.

. ~ Prepare bills of lading. ’
’ _Deveiop a working vocabulary of *shipping’
. terms and abbrewiations.
- 76 - oo
N . . o > ! . -
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TIME THE STUDENT LEARNS

3 weeks - Proce551ng data.

o -business arithmetic
-percent and discount
~adding machines and

calculators
~

!

_Practice packaging.goods to be éhipped.

SUGGESTED ACTIVITIES - :
AND LEARNING OUTCOMES

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

Study various shipping ‘services available:;

Prepare bills of lading and. shlpplng
notices. .

2

THE_STUDENT suoui% :

Practice fundamenta; processes such as
shortcuts~1n multlpllcatlon, subtraction
by addltlon and fractlonb -and - answer
checklng. »k““w” . -

Develop a worklng vocabulary of terms
~and 51gns. -

Practice how to.convert percentages,to:a

. fractions and vice versa. : e

Work various problems using percentages.

Develoﬁ a kno&ledge of what machine is
best suited for a particula® calculation
and how much skill is required to become
a prof1c1ent operator, (Community needs
will probably determine the kinds of
machines purchased or rented for instruc-
tional- purposes.,) : .

Know the difference between listing and
non-listdéng machines.

Be able to operate an electronic
calculator.

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

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

machines,

Work problems -from a correlated workbook.

.



TIME

2 weeks

b

THE STUDENT LEARNS

Processing mail

» =incoming mail
-outgoing mail
-telegraph service -

»

. - 'SUGGEST © \CTMITIES
AND LEAR!. - DUTCCOCMES

/
/

THE STUDENT. SHOULD:

Know the dlfference between "personal"
and "confidential® mail and how each is
.hamhd o B

I

Work on exercises & datmg, sortlng, and

: routlng of ‘mails ¥

Prepare memorandums and letters requlrlng,“
‘spec1a1 attentlon. :

'Be able to select the proper mailing ser-

vice for all tha dlfferent types of. out-
going mail,
-L?t1c1pate the arrival date of outgoing
mail
~Decide what "class" of mail to use Y-
first class, airmail
-Determine whether a letter should be
registered, certified, or insured

Discuss the services offered to customers
by the Post Office,
-specizl handling
-special delivery
- ~registered mail . w.
‘-insured mail :
-certified mail
-C.0.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
envelopés; s tamped enveldpes and cards;
and metered mail after the topic of seal-
ing the envelope.

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

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

79
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| co . SUGGESTED ACTIVITIES
TiMe. )/ THE STUDENT LEARNS - AND LEARNING OUTCOMES
///f o . Uaderstand the speed of addressing mail
' W by using addresszng machlnes. i

Practice the followlng:
-folding letters
O -folding letters of more.than one page
- - -folding lettérs to be.placed in
, window envelopes
“ ~addressing envelopes, sizes 3 5/8" by
6 1/2" and 4 1/8" by 9 i/2",

S

v

o ‘ .Using ‘current postage raﬁes, find the totaJ
S : . ‘ ) . cost of postage for various types of mail .
‘ S and weights,- s» !
R , o . .Develop an awa:eness of the types of
telegraph services available. s .
2 weeks 'Telephpne.ﬂ' ) ' “PHE STUDENT SHOULD: ) ‘ “_; S ;
) . ' . > — - . - | ,

. ' Lo Develop. a telephone personality. ' !

" Listen to each other, making criticisms-
. and suggestlons to improve telephone
wg~v~hab1ts.
‘ Know how to receive 1ncom1ng calls, i.e.,
} : ) ) identifying, screenlng callers, givinge
' * ’ CoF - infoxmation, getting information, taking

; - ) - o messages accurately, and transferrlng .
i/ﬂ B ‘ ‘ calls carefully,

///l . Lo ’ :
[ L Know how to make outgoing calls, i. e., tele-;:
\‘ - L phone directories, '

[ Use the tele~trainer,
: V' ' o ' Use and develop forms for reportlng
i meseages.
, Discuss areas such as: switchboard, PBX, .
‘ . ‘ Dial Pak serwvice, intercom business phones.
| L. B . B ) e r
‘ Observe a teletypewriter in use. -
1, week ' The receptionist and ~+ THE STUDENT SHOULD: ' -
" meeting, W' : A : L :
i Understand the proper methods 'in receiv-
ing callers. (Registered callérs and. = .,
" o classified caliers).
: !
‘Practice.making, recordiﬁg, %cheduling,
and cancelling appointments,
. . L 79 . .




.. | . R . | Sl_JGGSTEf ACTIVITIES /
TME - THE STUDENT LEARNS '~ AND LEARNING OUTCOMES

. o - ' Ce _ o ‘ - o /
-5 ‘weeks Business filing.* . THE STUDENT SHOULD: oo -/
. ,' N B }

-
'

o : T ' See/the need for and importance of filing.

L -_T?pes Jf materials filed, i.e., car@s, let-

‘ LT " ters, lnv01ces, statements, catalogs, blue-
) - prints, newspapers, various offlce and

" personal records. -

Know the alphabetic filing system &.d be "
acquainted with alphabetic and pumeric
~o ' © filing.. /

2 weeks  Recordkeeping. , THE STUDENT SHOULD:

¢
-

_Be-able to prepare flnanc1a1 reports and .

\ L - be able to type the reports in correct
" ' ’ .form.
: roxm ) 4
=4 o 0 . R
. Be able to read and interpret a financial

report. . .. . g N
bevelop an appreciation,of_the need for
N budgeting and recordkeeping in personal
; and business financial management.
Krow the uses of records in various busi-
» neuvs transactions and the sklll in the
’ keeplng of records.y

Practice ppenrng banking accounts and
making deposits. |
. t
: _ Practlce maklng wlthdrawals from :Heck-
W : . ——ing accounts.

S
Y . o N Practice the folloding.
' AN -completing check: stubs
o : ‘

‘ v ~ ~writing checks . :
. ' -reconciling bank/statementeh

Be able to handle.a petty ‘cash fund.
» Be able to keep payrovll records.
3 weeks About copying and : THE STUDENT SHOULD: . B
, duplicating. . . S ’ ,
. L “Tsgopying ..- Understand various copying processes, 'i.e.,
-stencil duplicating Diazo, Infrared, Diffusion-Transfer, Dye-
-fluid duplicating Transfer, and Electrostatic-Yransfer.

: #
-*Assuming students have had no previous‘filing experience.

80 .
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[ A ' SUGGESTED ACTIVITIES
TIME . JHE STUDENT.LEARNS AND LEARNMING OUTCOMES

_3','§, . . . . . ° . . )
R : Become fanijiar with costs and materials
needed in euach typ. of copying process,

Prepare copies from available machines, .
.- Type stencils, and operate the mimeograph.

; o . S Understand the costs and number of copies
. o ’ that can be run on the mimeograph.
/ ‘ . - & . - . ' o .

Type a spixiﬁ master,

Use several colors in preparing a spirit
master, '

Run copiés on the spirit duplicator.
Coordinate cdlor’éuplication.

- 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,

\ o - - .
\ 4 weeks To type office
. ' o communications.

a

THE STUDENT SHOULD: \ '

Obtain various letters from several busi-
nesses illustrating differences in letter

’

styles.
.,,/////' _ Be yiven handwritten letters with various
: érrors and misepellings and be asked to
. - ) S ’ : retype them in mailable form,’

”ixnow how to use notations,
~enclosure notations
~-separate cover notations

, . ~-postscripts

: fe : ~-carbon, copy notations

2 weeks To compose business ' 'THE STUDENT SHOULD3 :

letters, '

Know the basi¢'business Zletters.
~letters of acknowledgment
~letters concerning appointments
-letters maKing resexations .
~letters regarding meetings
.=letters of transmittal '
~follow-up letters

~ ~thank you letters

81 . : o




-t
TIME THE STUDENT LEARNS:
. ;
Pt
A
“,
}
D
2 weeks To use business reports

and manwuscripts.

About legal papers.

How one can be a suc-
cessful office workeﬁ<

0

- "How to prepare and know
. what to expect from an
oo qzlnterv1ew. :

~ Complete épplication blanks.

‘83

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

-1etters of inquiry
-letters of ordering goods and serv1ces'
—remlttance letter
“adjustment-letter | SN
_-orderracknowledgment letters
-credit letters =~ |

-collection letters = . S
-sales letters

-form ‘letters

-folloﬁ-up~sa1es letters-

THE STUDENT SHOULD:
Kncw the kinds of business reports.
Pollow correct procedureiin writing reports.

Be able to disciiss the parts of a report.
‘Prepa.é a report including: cover, title
page, acknowledgments, table of contents,
lists of illustrations, list of -tables,
main summary, introduction, main body,
conclusions and recommendations, appen-’
dix', bibliography, and index.

THE STUDENT SHOULD': |

Become aware of preparlng various legal

{papers and documents.

Type wills end'dontracts.

THE STUDENT SHOULD:

Tvpe a personal data sheet.

Prepare letters of applicstion;

‘Take various tests used for placement.

THE STUDENT -snotJLD-

- Understand the purpose and scope of an

1nterv1ew.

Know how to prepare for an interview.
Let ‘students prepare themselve° for: an
informal 1nterv1ew held in the clasﬁroom.

o F———
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; \ R SUGGESTED ACTIVITIES
TIME  THE STUDENT LEARNS) - ~ AND LEARNING OUTCOMES -

Empha51ze ‘the necessity of making a fol-
low—up letter to an interview,

1/2 week The introduction to | THE STUDENT SHOULD:
' data processing. ' \
P f Bécome aware of the need for data
) L | proceSSLng.;

|
1
{
b
!

<
Develop an understanding of business sys-
tem% as being basic to data processing.
\ . . ' -
Give\reports on data processing. '
. | ’ \ . :
~ \
T 1/2 week About personal and | THE STUDENT SHOULD:
bu51ness relatlons.: ‘ \
i Dlscusé desirable personality and chaxr-
- acter tfaits important in business.'

<
{
|

Develop\the ablllty of self-analysis and .

, ;o self-lmprovement. B
Reallze that the success of business de=
pends upon the employee as well as the

! employer, |

.- : P e \

.3 weeks | About the world of work. THE STUDENT SHOULD :

B ) . Y ‘ -
Self-evaluate to determine the ultimate
selection of life goals as well as voca=-
tional objectlves . 4

¢
. : - Discuss: ﬁ :
- : ~ -who 'and what you are
} ’ =-values of: product1v1ty
=1ife" goals
-getting and keeping a job
=how to manage flnanc1a11y

/'_ . to. X ‘
' .
\
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" recommended.

TEACHING SUGGESTIONS

i

The teacher should concentrate on pfoviding the trainee with refresher
training of once-learned understandings .and skills which have been partially
lost and to provide the trainee with an integration of the old and the new

- office understandings and skills by means of realistic, simulated office

assignments, » ”

The teacher should invite -experienced office'workefs into the classroom to
discuss. their duties, responsibilities, and the general nature of their work.

Practical experience should be offered the trainee either through the simu--
lated office, the classroom, or cooperative experience on the jobe. '
. . ) EY . . .

It is suggested that the instructor make several field trips with the stu-
dents to varicus offices. '

A basic textbook should be available, with at least one integrated 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.

v
“~

As muép equipment as possible should be available in the classroom, inclading
the ba§ic office machines; and office machines training is built into the

‘

course. -

Filing may bé taught as a part of the course..

Yo

Students may do secretarial and clerical work for outside organizations.’

‘.fhe 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 .aré being represented by the respective projects. !

Textbooks ond reference materials should consist of books on ~ffice prac=

tice, dictation and transcription, filing, office machines, materials from
the various businesses in the community,~p1us-special'refergnce books such
as dictionaries and secretarial reference books. '

o

bl

When the class is small and equipment adequate, the course may be conductedb'
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.

Job sheets -to provide definite instructions, and-job-progress reports are

Tt 3

. ) )
Training films and other _audio—visuai aids, field trips, and work experiences
are effective in acquainting pupils with procedures, ' =

Use practice sets. b4 . o o

fﬁl g - 85 = - : -
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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

o
7

Agnew, Peter L,, Meehan,’ James R., Pasewark, W1111am R., C1er1ca1 Office Practlce,
Fourth Edltlon, South—Western Fublishing Company,’ 1967.

1

Archer, Fred C., Brecker, Raymond F., Frakes,'John Cor Steward, Jeffrey R., Jre,

.General Office Practice, Third Edltlon, Gregg Division/McGraw-Hill Book o
Company, 1968, .




- COMPUTER PROGRAMMING:

Course Description - . L .
/ .

This course is designed to prbvidg a foundation for undétstanding of and
introduction té6 computer programming. -It includes a study of the functions,
logic, and programming methods of modern digital computers; although emphasis is -
placed upon typical business applications and the COBOL language. ' While it is _ }ﬁ
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. N ¥ . " o ' ) .

s 3 . . . + /" .
Course Obfjectives . : —

* -

Upon bompietion of the cqurse; the student should be able:

-

1l. To demonstrate an understand;ng/bf'proper document%ﬁion techniQues,’i.e.ﬂ&' .
° flow charts, file layout§J/decision tables, coding, and testing. . :
o - ' o / S

d -

2. To be able to writgfésmputer programs to solve problems’using the COBOL //
programming .language. o ' S

P
7
/.
. - \ . a
“ - y [N
e

3. To,deﬁegét?ate an understanding of addressing, address modification, iﬁstrﬁCT_
tion moq;fication, looping, and branching. . . ////
| ) i 7 3 . )
4. To uae/diagnostic listings in debugging computer programs. R
: Tyfidéntify and discuss storage agvices}-their function éfg/ tructpre;

'6.//To explain the purpose and function of a compiler. ;df//- W T
en

' 7/./ 'I:O'discu_sg the place of data prbcessi_ﬁé in a'‘business” environment. - ' _ '. /-"
o " oy . ' - . . . . a N .‘ ; ‘. . . .’ . L4 / .
Q0 . . . ) . e .
< _ o SR _ Pz o
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8. To define general data processing ter%s, such as flle, record, field,
processing, sequential and random access, CPU, etc.

.Course Credits Y
One-half e : .
Course Location : ; o
. el 5 .’_v, . |
11- - 12 : , : T
Course Length . - k“{ '
. ) Co /
. 1.semestexr or 18 weeks for 90 class period§~ ————— — . )
North Dakota Secondary Course Code ” N /
. ' - AN S
03022 —_—— L =N -
1T
(/’ )
N o .
<
/ NS N
S v - . ; o
AR N
o ’
- /// ,
%
» . / pa v .
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rME THE STUDENT LEARNS - AND LEAR NG OUTCOMES
2-3. werlks . The development of ~ THL STUDENT SHOULD: - / -
computers, - : . . ‘ ' .
-definition of a Learn zbout the development of computer
computer ' equipment ‘via field trips, movies, demon—
- -data processing stratlon equipment, and lectures.
: occupations
~. -input/output devices Acquire an overview of computer compg;
o -central processing " nents (central: processing unit, input/
~ unit ’ output, compiler arithmetic unit, control
-external storage unit, external storage, other per1phera1
3 equ1pment).
> Unders tand the uses for computers {(record-
tkeeplng, problem solving, scheduling,
R ) lnformarlon systems, and- control systems) Py
. /
noquire a knowledge of peripherals, i.e., ° /”
LT -cardreader, card punch, printer, dlsk tape//
- drives, terminals and plotters.

- Have a kncwledge ol pr1mary storage '//
(memory-data reprosentatlon, data and in-
struction storage, memory posxt;ons).

. ,
Have a knowledge wf the Magnetic disk and °
tape (disx packs; disk units, tape drives,
" reading and writing, record lengths,
addres~ .ng) '« / °
46 weeks’ Problem-solving " | THE STUDENT SHOULD: |
o with computers. -~ :
—problem definition Know how to uss2 flow charts befo:r doing
-analy51s and solutlon any progfamn_lg.
-implementation ‘
-program test " Be able;-o reag proper 1nstruct;on. so
-documentation that the machine can complle the program.
-job control language /o

'SHJGGEE,;ED ACTT“/HWES

. " Understard :he use of/iodlng sheets, ccdi-
o . ing, program preparation, and prorjram
& J{s::mbly. /§ ,

,

Do srall problenms debuggxrg their/own

problems., - /

. o ! o ) R // .
omputer programming, ° THE STUDENT/ SHOULD : /)

-1ntroductlon to COBOL . C o u

-CpBOL divisions Study job control languéée usi i By\the
~programming technlques compu er, =~ = . , S

-program debugging - i ' . o ) /
: ' HaVe an understandlng as to the procedure ’

used when programming w1th ‘COBOL. .
. 88 ‘ N
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.\, . . . v . ‘ \

: . SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS : AND LEARNING OUTCOMES

Understand and be able to‘'write instruc-
_ _ . tions, organize data, prepare program

. o N ' loops, and sub-routines, and be able to
— : read tables.

Be able to understand: administer aids,
. - programming check points and diagnostics.
Be able to dsbug programs, i.e., -payroll
problems and checking account problems.
. o : . N . 2 < .
2-3 weeks  Programming systems. <~ THE STUDENT SHOULD:
. -overview of FORTRAN,
Report Program Gener- Be.aware of the ‘existence of and the uses
ator, and Assembler, for the varlous computer ‘languages.
~ Basic, and APL “

%

-

&

Lo




E

TEACHING SU@GESTIONS_ » 7

1. The lecture-disoussion method should be employed in a spiral development plan.

Lectures can be enrlched with illustrations and demonstrations, and the in-

structor should exten51vely utilize the overhegd oro;ector and. well-prepared

~  kransparency foils.

A}
t

2.”1Each lesson should build upon the“previons .ne, progressing from simple to
complex understanding. ' Following the pre:cntation of new material, assign=

ments of a learning activity should be made for aLpllcatlon and reinforce-
~ ment purposes.

3. Students should“be ekpected 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. ;

4. A team approach, in, wh1ch two students comprlse one. team, may be used effec-

- tively. This approach.is recommended only when class size exceeds fifteen

students and/or where equ1pment avallablllty prohibits extensive usage for
student programs, 'y

5. Some on-hand experience is highly desirable for students. The objective
" of the course is to learn programming.” Attention must be- dlrected to writ-
" "ing programs--not to computer eonsole 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 experlence.

. 8. There are several aids available io-supplement and enrich instruction. The

overhead projector is a must. “Fagilities; for the preparation of transpar-
ancy foils are also necessary. Ample chalkboard space is essential and

magnetized chalkboards and magnetized flow chart symbols are useful in
teaching of flow chartlng. - v

e B

9. It is recommended that computer programmlng supplies, such as flow chartlng

paper and template, codlng forms, and printe r spaclng charts be used.

»

10. A number of films are available, most of which\haw: been developed by .com=

. puter manufacturers. These may ke used effectiveiy, partlcularly in the
-earliest part of the course,

G L
\\
N

11. Students should _"debug" their own programs.

~
P

i POSSIBLE BASIC TEXTBOOKS

Wendel, Thomas, and Williamsg, William H, Introductlon to Data Process g and
and Cobol, McGraw-Hill Bock Company, 1969.

P

Gross and Brainerd, Fundamental Programm1ngﬁConcepts, Harper and Row, New York,"
1972,

’

Q

.-

Leeds and Weirnberg, Computer Programming Fundamentals- ‘Based on IBM/360, McGraw-

Hill Book Company, 1970. , ’

L]
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CONSUMER EDUCATION

2]

Course Description , \\\\
Consumey Education is the development of the individual in:the skills, con~
o cepts, and understandings requlred for everyday living to achieve, within the
framework of his own values, maximum utilization of and satlsfactlon from his.
resources. . S
v ’ . . o ‘a . - . _Q A
Course Objectives _ : = : ' :

At the completion of the course, the student will:
1. Understand®the role of the consumer in our economy.

2. _Develop the éhility to make rational choicestamong alternatives.

. n,

3. Become knowladgeable with the sources of lnformatlon whlch will aid the stu—
dent as a consumer througticut llfe. . .
. . . ) ' e .
w . . . b -
4, Recognize and learn how to avoid pitfalls that could greatly reduce real income.
|' Lt ' , ° 9 ""
5. Develop the skllls needed to ‘'solve new consumer problems as’ they arise.

° < I -
- 6. Know the. relevance of economic principles to, persona@ economic competence and
' Adevelop a basic mconomic understanding requlslte for responslble citizenship.
7. Understand the different forms of economic orgqnlzatlons, 1nclud1ng coopera-
1 .. - tives. _ ) & _ .. , - RN ' -
8, Understand how our economic system operates; the relatlonshlp between buSLhess
' enterprise and 1nd1v1dual economlc decision-making; and t .c xu.e of money in
our economy. : . : ‘ "
s - ' ' ,
‘9., Become aware of dependence on soclety for consumption and of rec1procal respon— .
o smbll;tles.' T

Aruitoxt provided by Eic: ) - . - O

o



0 Understand the etonomlc prunc1p1es that are essential for’ part1c1patlon as a.

v citizen and voter in- resolvxng econom1c issues of local, state, and qatlonal -
_ importance; wise management of one's economic affairs; and performance as an
'eff1c1ent producer in: ione 's occupation and. professlon. ‘

1. ‘Understand stat1st1ca1 tables and graphs as they relate to personal economlc
_ problem solving_and dec1s10n making.- - - : -/g‘

P ' A ¢ S .
2. Understand the app11catlon of the principles and procedures of bus1ness to
*  personal and family problems relating to earning.an income; wise management \

of money and sav1ngs, protection from loss through‘lnsurance, procuremeqt of

a Lome; and to personal expendltures.

i ' o
. ) -
.3. Have obtained greater satlsfactlon and, beneflts throucn proper utllnzatlon "

_of economi.c resources, .

v
T
a ' e 1

.4. Have the knowledge, attitude, and insight to become 1nte111gent consumers /of .
goods ‘and. serv:Lces° ' : J ' . /

ourse Content

. Consumer educatlon content and presentation must be Ooriented to students

surrent concerns’ and to the *ecognlzable interests of themselves and their; famllle§

en this is ‘done, students readily learn that consumer decisiohs must be /based upon
%actual knowledge and the application of basic economic pr1nc1p1es.. Consumer educa=
‘ion is preparation for living., It is setting gerals and determining how' time, money,
and enexgy will be spent to .reach those grals. Ccnsumer education is a,llfe—long
>rocéss, but today's students need to be given direction in order to start on the
right road. Lo o " - o /e o

' I S s / '

:ourse'Credlts
One-half o s

Course Length |

One semester or 18 weeks for 90 class,periods i
’ a ’ . . ) ' : : ' 0

o . . N - H
{

Course Location K » - : <y

11 - 12 y o . o y

North Dakota Secondary Course Code L

\
. o .

03140 - oA | | /

. Y

te
-
.

Aruitoxt provided by Eic:

&
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- TIME . THE STUDENT, LEARNS

~

About .general principles
* of consumer purchasing.
~consunier's role as a
. buyer .
. -income
-market
-supply
-demand
.=cCsts
-role of profits
. =circular flow
-decision-making
-public policy

1 Week

-choices available in
) using resources for
I .. obtaining goods and
- services

; -factors which influ-
i - ence purchasing de-
* cisions
, IR . =economic fattors
I involved ‘in prices
" and price deter-
. ~ mination
. ~advertising and
. ! . other motivational -
buying techniques
‘-methods: of paying
for goods ' and ser-
vices -

.

) _ —techniquesﬁwhich lead
- _ _to more effective
- consumer pi:zchasing -

-comparisson shop-
ping (recognize
standards of quali-

U ty, reading labels,

o . I "seals, tags, and
o - instruction book=

o ) lets,,evaluating

P L guarantees and

N . 'warranties)

S ' : i ~ ~developing sound

o ' 'relationships with

o S - sellers ‘and sale&—

, people

ERI L

Aruitoxt provided by Eic:

Be ablelto identify

-~planning purchases_\.-

.order houses, discoun

-uge of coopefatives g

r : to _‘?‘- . : _ C ..:L
93 .~ _.{. o // ) 4 L S o 'a.{:f

B / SUGGESTED ACTIVITIES |
AND '.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 allccated
among many different needs and wants.

Understand the effect of consumer behavior  /
$in the marketplace and on the ‘national eco-

nomy. .
- o R \

v .
the alternatives for

which income can be used. . -

Bl /’

Be able to evaluate alternativesideter—_ .

mining consequences of choices made. -~ -~ ./
Know how to ‘obtain 1nformation about ‘each /

planned purchase before making a dec1510n.
/s

Be able to\understand the motiVations v/'
which stimulate consumers to purchase. /

c

.Be able to evaluate the sales promotional

'devices'used to encourage,purchasingJ
Be able to evaluate the soundness. of 1nfor—
mation from various sources (including/ad—

vertiSing) and use it effectively.
/.

s =

/

. T / .
Shop ‘for a spec1fic item in several stores,
comparing quality, selection, prices, and "
store serVices. . "

/
Make a variety of decisions for the pur-
chases of groceriee, a smereo recording
machine, a car, or a spdrts Jacket.-w——»~———*—
Plan their t1me and energy in shoppind to
save money, ‘and improve buying .skills.
. . o

: 4
Recognige how 1nd1v1dual/consumer deCiSions
affect conomic act1v1ty. !

[N

/’Investigatel and report on the advantages

andfdisadvantages of uying'from mail ™

‘ stores, specialty
shobs, department stores, chain' stores, .
vending machines, d door—to—door salesmen. |,

. . ‘ _. '. i ) . "'i_.i-lsi.,,,__v...'



FIME THE STUDENT LEARNS

&

PN e
g

Budgeting or managing
/ money. : ..

R K “=values and goals

' ) _ -needs and wants

- ~-decision-making

ERIC

JAruitoxt Provided ‘

j ‘ -7

SUGGESTED ACTIWTIES
i AND LEARNING OUTCOMES

]

.

THE STUDENT SHOULD: :

Determine what characteristics to’logk for
when buying a transistor radio, golf/ clubs,
a typewriter, school clothes. ‘
- ' ‘ J—
Investigate, evaluate, and report on
sources_of-consumer'information, i.e.
vertising, sales -people, business:and .
government publications, magaz1nqs, books,.;
and- unlons.l . \

1

ad-

- As a commlttee, 1nvest1gatp pr1vate assp-
ciations, bus1ness organizations, tand
government agencies that $erve consumers,
and describe serv1ces prqvlded

‘As a group, study and report on the
buying 1ncent1ves and advantages and d1s-
. advantages (tradlng stamps, premiums,
coupons, prizes, contests,' etc ).

As a group, collect labels for everY°
_type’ of merchandlse possible 'and mount

$ them as a: drsplay explaining' the dlfferent
types of 1nformatron available. from labels.a.

THE STUDENT SHOULD: T i . *

Develop ‘the~ uﬁderstandlng, knowledge,'/
Skllls, ‘and attitude necessaxy for maklng
rat10na1 decisions in us1ng income and
oLher resources. ‘

1) ~

Bebome capableaof-settiug prioritfes on
-personai needs, wants, and goals.

‘L

[ .

Be able to make wise decisions in.the use
of eccnomic resources to meet. needs, wants,
and goals. '

Through discussion questions, develop the-
me*nlng of any or all of the fcilowing
tOING: goals, needs, wants, values, )
"resouvrces, income, redl irtcome, money’ in-
coxe, attitudes, economic cepnditions, eco-
ncmic activity; expenses, keeping records,_
1.V1ng standard," level of living._

Se@ up a spending plan for one of the fol-
j lowxng- "My senior year.in high school;’

S my first year in college; my flrst year}on

- the job; 'and, our First year of marriage."

K Plans should include realistyc .goals, in-
" come and expenses.

'Students can_estimate



" TIME

Weeks

B -, N

THE STUDENT LEARNS

Using. consumer credit
wisely.
-what is consumer
credit -

fi e

"THE STUDENT SHOULD: ® oo

97

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD : -

what expenses will come up for each SLtua— o
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 basis of their.
interests, select one of the following -

' pro;ects for lnvestlgatlon, and report to

the class.

1. ‘“"Have Budget, Wlll Study.“--Investl-
gate costs at one or several colleges
and plan ‘a budget for college expenses. -
Include personal costs during the
first year of college.

2. "Prlce Tags on Wedding Bells."--Inves-

tlgate costs and develop a budget plan

for -low cost, a moderate cost and an

. elaborate wedding.  Make an evalua- '
tion of these based on the reaction
of each member of your group, dis-
cussing alternate uses of funds
available.

Use role-playing to dramatize decision- e\

"making--a couple planning to meet the

costs of their first child, a couple dis-
cussing pros and cons of the wife working,
a’ family planning, the use 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 Sther
sources. Select from among these, or ce-.
velop ‘their own budget system as a group,
and report to the class which is most suit-
able and why.

A

" study and discuss budgeting- for families

with irregular income, families with a
double lncome, and newly married couples.v

a

Be able to recognize the significant func-
tion of consumer credit in our economy.

95
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TIME THE STUDENT LEARNS

,~advantages and dis-
advantages '

-kinds of consdﬁ&r
créedit

-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
+life insurance
'compan{es

-consumer credit laws
" -loan laws of North
Dakota
-Consumer Fraud Act
of 1961; 1961
' Amendments—

-Retail Installment

- Sales Act of 1967
-truth-in-lending -
1egislation

1/2 to
1 Week

Buying goods.
—eating and good buy—
lng hablts

-factors affectlng the
food budget
-number of personsy,
e  size, sex, activi-
L ties '
e T -family income

96

98

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

L A

THE STUDENT SHOULD:

Learn to apprec;ate the values as well
as the obligation 1nvolved 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.

5+

A

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 prices as guldes in buying goods.

-



TIME

1/2 to
1 wWeek

THE STUDENT LEARNS

-family food pat-
terns

-amount of enter-
taining

-price variations
-shopping and cook-

" ing skills

-consumer aids and in-
formation
-publications
—governmentél ser-
vices
-legislation

.-wise buying practices
-budgeting
—packaglng
-labeling
-grading )
-advertising \

-

-food principles relat-

ing to ‘the consumer
-planning :
~buying
-storage
-preparation
-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 finist

-classification of
fibers and their
" characteristics

5 -
5.

“y SUGGESTED ACTIVITIES
' AND LEARNING OUTCOMES

THE STUDENT SHOULD: °

Develop the, knowledge required in plan-
ning, buying, storing, preparing, and
serving food. : 3
Survey the kinds of foods on which the
teenager spends money, as a panel of
parents and students discuss the propor-
tion of incéme families spend on food.

Accompany parents, relatives, neighbors,
or friends on food shopping trips as-a
silent observér. Keep in mind impulse
_buying. ’ o ' :
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.
Compare commercially prepared foods with
héme_ prepared foods. Compare cost per
unit of measure for various fomms of food:
frozen, fresh, canned or dehydrated.

Use radlo and television to 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 convénience foods.

THE STUDENT SHOULD:

-

Understand that an individual can’ dress
well even though he may not have much.
money. -

Develop the ability to analyze one 's
clothing n: eds and plan a clothlng ward-
robe. .

;Lear; the principles of clothing selection

and acquire ability to use these princi-

ples in selecting a wardrobe that is both
‘attractive. and functional.

97"




TIME 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

P

1/2 to About buying furnishings

1 Week and appliances.
o . -factors affecting’
\, choices in furnish-
‘ings and appliances’

SUGGESTED ACTIVITIES

AND LEARNING OUTCOMES -

~ Discuss principles'df budgeting for-

98

\ , _14)()1

THE STUDENT SHOULD: -
3 . W

Be able to use standards for judging the
quality of construction in readyzmade

clothing.

Understand fibers used in clothing and
the relation of the fiber to clothing
construction. e

Become familiar with consumer information
and protection as related to textiles
and clothing.

Be able to appreciate the‘impoftance of
the proper care and repair of clothirg.

Discuss items that are included in a
suitable wardrobe.

Take inventory of his wardrobe, listine
items, colors, etc. Study how many dif-
ferent clothes combinations are available.
Make a bulletin board of advertisements.
Analyze those materials which add and
which do not add to consumer infoxmation.

Discuss: Why do so many people say "I
have nothlng to wear" even though their
closets are filled with clothes.

Make a collection of labeis_taken -from

garments recently purchased. . Analyze the
informatiomr which they ofigr.

clothes. Factors that determine. how

‘much is spent for clothing and what is

gained by having a plan should be discussed.
Report on different_ﬁays clothing.ﬁay be
purchased: . time payment, cash, charge
accour'xts‘, flexible charge accounts,_ layaway.
Conduct a, survey on cost of wardrobe
maintenance. -

-

THE STUDENT SHOULD: .., ST

» 4\"

-Develop the ablllty to make wise dec1510ns

in the selection of home furnishings and

" appliances.

cove-
T

e



TIME

1 Week

i)

©

¢

THE STUDENT LEARNS

-stages in family
life cycle

-_—size of familk aﬂd

- ages of members.

- —-money available

-occupations and in-
terests of family
‘members

-values and goals

-principles of color
and design %2

' -buying furnishings.

-sbcial and psycho-

‘logical needs

~ —personal prefer-

ences
-constiuction
-harmony in line,

. color and -lesign

-cost and kinds. of
payment

-arranging and caring
for furnishings-

AN
-buying appliances

-equipment needs
—construction _
-comparative costs
-installation and
use., . . R
-care and servicing
-customer informa-
tion and protec-
tion

About buying services.

-selecting a service

, organization - .

-+paying for the ser-.-
vices

101

Visit a local furniture store.

‘shopping carefully for .services. '

99

-

SUGGESTED ACTIVITIES
_ AND LEARNING OUTCOMES

- > o

THE,STUDENT SHOULD: -

Understand the 1m§ortance of planning
how much will be spent for furnlshlngs
and appllances.

Appreciate good duality in furnlég:egs

‘and appliances.

Develop an interest in selecting furnish-

ingS‘that reflect personal tastes.

Develop the ability to salect and arrange
furniture to meet personal and famlly
needs.

Understand the special requirementsvfor
dppliances. .

'Reéegnize that planning the purchase of

large and small appliances involves all
the costs related to buylng, operating,
and serv1c1ng the equlpment.

Discuss with the economics teacher and- <
industrial arts teacher, furniture styles,
deSLgns, construction, etc.

1List the furniture found in most homes,

and divide the list into needed and
luxury items. . R

Make a.list of furniture for 'a beginning
family. Using .catalogues; estimate the
cost. Summarize by giving réasons for
choice of these items. ) o
Investi-
gate different styles and qualities and
learn how to ‘evaluate.each.

Use role-playing to dramatize buying a“
major piece of furniture or equipment..
Consider operating and servicing costs.’
Collect and discuss warranties, guarantees,’
seals, labels, and tags from appliances

and household equipment. .

)

THE STUDENT SHOULD:
. . ‘.\

Develop an awareﬁessiof the importance of

o



N TIME

THE STUDENT LEARNS

-undegstanding con-
sumé%ﬁrights and
-available protective
agencies-

-professional serxvices
(medicsl doctors,
dentists, lawyers)

-repair services (TV’
sets, cars,. record
players, appliances
and equipment)

~

-personal segyices
(laundries, dry
cleaners, beauty
shops, barber shops)

-financial services
{insurance, banking,
credit, investments)

/ .

SUGGESTED ACTIVITIES
.AND LEARNING OUTCOMES

’

THE STUDENT SHOULD':

~

Recognize that services include those of
professionals in health, ‘legal, and
other areas. '

-

Understand the 1mportance of dealln only :

with persons and organizations in wh m
- you have confidence ‘and trust.

Appreciate the necessity of following

instructions-in operating equipment to

prevent unnecessary repair bills and to
" avoid early replacement.

Have an awareness of inforhation and con-
sumer aids that are available and neces-

. sary in making intelligent choices in the
area of services.

o

Make a list of all the services purchased
during a school year. Total the amount.
Compile class findings to deterxmine in. -

-household heip (child what areas services are most frequently

care, yard care)

-procedures suggested

needed.

]
-

-Select”a repair service for an appliance

to minimize servicing that is out of order.

and repair costs

-keep important rec-
ords (bill of sale
-warranty, service

- contracts)

-zead and keep in-
struction booklet

-check the installa-
tion of equipment

-make routine check
and investigate

* before calling

service man

-give essential facts

about appliance and
problem when calling
for service man

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 warranties. o

K

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 done, etc. /? '
<

Explain what is meants.by "prewventive main-
tenance" and what basic .equipment. repairs

can-be -made at.home.by men or women. Also~ ..

demonstrate several basic repairs.

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?. ‘Which offers
e best: selection, service, warranty, etc.?

100 I o | R W -

102

-
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TIME THE STUDENT LEARNS'
é
Q . ////
. ~ |
P
N
- \lw
. . \
. o
. - -

~

Purchasing and main-
taining autdomotive
~ products’ and services.
-warranty: . -
-~ -meaning of a term
warranty
-value of a war-
ranty to a buyer
-meaning _of implied
¢ . warranties ﬁ :

1 Week

-importance of time

element
.. “.// ""l
-installment purchas-
ing .

-methods of financding

. _ -principle types of

: automotive insurance
-personal injury
liability
-property damage

L ... . o liability. ...

ov

. =pasic and extend- '

{ ed medical cover-
age
-damage for bodily
injury. caused by
uninsured motor
vehicles

co

- &

O . . ) . .

ERIC

Aruitoxt provided by Eic:

////THE STUDENT SHOULD :

-ite. ~Which part? °

[ e 2

P

° ) o L. -

_ " SUBGESTED ACTIVITIES
{7 AND LEARNING OUTCOMES

//

,/‘

\ 4
\
\

Llsten to an executlve from a local
department store or visit the store' to :
determine all the sérvices available.

Pool all class informationm. . Debate pro
and con--"Yoy should. patronlze your
neighborhood store.~””

From examples of warranties or guarantees,
"be able to answer: Does the guarantee

" cover the- entire product orggust part of .
Does the™ Yguarantee cover
what it will* do? How long.does the guar-*
"antee last? How will the guarantor per-
form? Will he undertake to replace or

'E.'refund in case of defect.s: or failures?

Be able to describe "lifetime guarantees.

w1thout qualifying terms. . DR

THE STUDENT SHOULD:

-

.

List probable uses and overall cost of
operatlng,/malntalnrng, and serv1c1ng.

Dlstlngulshvoetween needs and desires be-

.fore/sigﬂing.a legal contract in pux-

chasing an automotive product.

s

Understand the difference between awj,~wff

_warranty andwguarancee;ljlwwW“”“”w

/../"" - N

Become famllxar with using a formula for
determlnlng the cost of \operation.

’Know the formula: - k - o
TOTAL FIXED AND. VARIABLE COSTS ='cos&‘ PER
ANNUAL MILEAGE MILE

Understand the methods and costs" of flnanc—
lng an automobile or other automotive pro-
duct. :

Understand North Dakota ‘automotive insur—f?

" ance regulatlons, classlflcatlon of the -

principal types of automotive lnsurance
and costs involved o
\,

Reallze that 1nsurance is essent1a1 in -
ownlng and operatlng an automotlve products

101
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~
THE STUDENT LEARNS

-emergency road
i .-service
7 ~comprehensive
-eollision

- To use leisure time,
money, and-energy.
-guideposts for lei-
sure time activities
-seek recreations
that help others
as well as one-
self »
-select some rec-.
reatlons that. one
"can continue and
devglop as one
grows older
~find recreatlon

within one's means

w

O

ERIC

Aruitoxt provided by Eic:

I

104

~

~ e

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

~

N
N
AN

N
N -
THE STUDENT SHOULD:

.

Ay

Make a market survey for reactions of
adults who have bought both new and used
cars. .

Listen ‘to-an independent\auto mechanic
explain and demonstrate testing procedures
before purchasing an automobile._

Prepare a report on "risk sharlng and

the lmportance of lnsurance._ \

\
Prepare a budget on- automotive costs“and
keep an actual record of costs. The éar
can be famlly, personal, or a friend's \

unltt

°

THE STUDENT SHOULD:

Become aware «f the great number and
variety of leisure time-needs and wants.

" Become aware of leisure time opportuni-

-"ties and facilities in their communlty
and nearby area.

Learn to include leisure time costs in
their money management. : '

Wr1te a shori report on a memorable day
of ;elsure time within recent months.
State the-time, location, activities,.
cost, and why the day will rnever be
forgotten. .

"Indicate if they are planning to buy goods
or services for leisure time in.the near
future, listing what stores or places

could the activity be purchased, the approxi-

ed

“mate cost, additional supplies and/or sexvice

and where they can bbtain helpful information.
before he-buys these’ goods and services.

. Report orally oxr in writing the information
"about” a leisure time activity as reported
in a consumer magazine. .

Inquire about the tdtal cost of a- vacation:

the family summer and/or holiday vacatlon,

travel or camplng. o _—

102
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_ . : N~ o SUGGESTED ACTIVITES

. L
l) X : . o

THE STUDENT SHOULD:

- C \Form a panel to conéider the following
: ‘ ' concept: Future years will bring more
leisure time. Economists:say that man
nay wo:&'only_twenty hours a week- in -the

. . _ E?ear 00 Discussion on how they are «
\ , ‘preparing \for that~day may be used. ST
o . : . Investigate "Go now. Pay later." arrange-
. ‘ . . ments for travel as‘to the costs of the . =
S _ . » » , plan &nd.the pros and cons. ¢ . . '
1 Week .. About renting or - . THE'STUDENT SHOULD: . )
: owning a home. -l s
“ o o RSN
-determlh;ndmamount .. Rialize that ‘housing; needs vary | wlth oo

that can comfortably changing stages 1n the life cycle.

T o _ be spend on housing L
. T o ’

— : : W T Recognlze 1ega1 aspects of rentlng, buy-
S . =deciding whether to  ing and building.’ Wm-j"‘~ - o
. : rent,  buy or build ' ‘ '
_ : L Work oyt problems to discover how the
o - : —evaluating housing to cost of housing. rises w1th a- reduction in’
. meet needs ' T the down payment and an exten51on in the e
v : ~heating duration of the loan. ' Ay '
-home wirirg s y
"~ -plumbing. "List what they consxder the varlous respon-

-air conditioning sibilities of the home owner -
¥e systems R “, : :
. * ' Visit flnanc:La1 1nst;tutlons in the com=
-selecting specialists munity to determine the* currént ava11ab11-

. to help one find xty of mortgage credit.
su1tab1e housing and
.‘finalize the trans- Determlne from the real estate advertise-
action - - ments in the newspapers tihie prices at
’ o which various types of housing are being
- =financing housing of fered for rent-and for sale.—
. A v : ‘ . . .
1fproperty and liabil- Find out about job opportunities in the
ity insurance = “field of housing, noting the variety of
, - \ . types and requiremedts'for the job.
' s -selecting a mover and - »
S preplanning your move Select one of the followlng for a short
) e o report: :
° N ] =basic prlnc1p1es of good arrangement in
: . ) a home o . v
o T : — .  -storage space 'in the home _ )
: ' ' . -effective use of color- in the home . '
’ - —compare types of heating
-the mobile home )
- ~local building codes
‘~zoning requirements
. L T -movable partitions - -

o o . ”‘ : . N 103
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N _ - séwaesnso ACTIVITIES
" TIME . THE STUDENT LEARNS . NG AND LEARNING OUTCOMES
. \\ N -~ . \ . . >. . . N ) .

: . ‘ o e .
\\ Co : // “ . THE STUDENT SHOULD: 0 . o
\\\i o " -FHA Hime Improvement .oa's A "
. - . T *
3 Weeks N How to make use of~ THE STUDENT SHOULDr'“ o
S 1nsurance.5 “a St ' ’ - ~ ~
’ \ -insurance--the idea Have an understandlnq of lnsurance prin-
! and its implementa- ciples and practice:. - -
; H tion v - : & ~. . .
. e . . Appreciate the economic values of insur~
N W - -types of life insur- ance. o - _
‘ance C e ' : N T
, ’ - o Rec~gnlae the range of choice open to the
. -types of/healtﬁ, . life insurance buyer'and learn the basls
oo -automobile and proper- for -making choices among a1ternat1ves. o
" * .ty insurance and their . N
‘ " rela 1ve lmportance in Know-the characterlstlcs and uses ‘of .
a plannlng -a program of various . types of health, automobilé, and
in'surance . 'property insurance and be able to deter-
) mine their relative value in relatlon_tq
-how to plan a person- needs. ) ) ‘
al or family insur= ' . . : s -
ce program within Realize the kinds of social insurance
- budget ‘limitations available , (unemployment, workmen's com-

o pensatlon, old age, survivors, medicare)
: and understand their place in a personal’ -
B . ' ‘ ﬁlnsurance program,

Obtain an insurance e ‘ntract, read it
carefully and discuss good and limiting

L

ceatures. . - x
— ; ) - ' ) : . o' : N :.‘. - "\_}
Check to see if-the family property :
N _ : _ insurance covers: their personal possessions

. . ) o such as blcycles, typewA~§?rs, recorders,
5 o etc., aga;ngg destructlon and theﬁt.

% o

Know how to use credit cards, and find out.

. o b if they are ‘covered for ‘the. loss from its
C . misuse by one who steals it or finds it.

©

Be aware of the advantages and disadvan-
tages of expanding social iasurance as it
has expanded in Great Britain or Sweden.

" - Report on the pxovisions for medical 1nsur—
ance, i. e., Blue Cross and Blue Shleld

A © .
z Study the advantages of not havlng your
5 insurance cover the first fifty dollars
% *, of loss. . )
. - ~ . . \‘ N
; - 100 _ L
) » - 104 o !
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Aruitoxt provided by Eic:
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2 Weeks _Savings and_inveﬁc-
. - ments. ° T
' , ~ -stages ir tha life
cycle as they apply
) to obJectlves ox-
. . - . goals for use of in-

. come

-rate of return,
« . . . a

BN
2
- . . - M

. -safety -

-availability
: : -outlets forfsavings
-bank accounts’ .
-stocks and bonds -
o . -savings ‘and loan
‘ associations

.
-outlets for savings
-bank accounts
-stocks and.bonds .
P . - ~~savings and loan
' associations
.=credit union
shares )
-annuities ,
-insurance policies
-pension and re-"
tirement plans
-government secur-
ities
-consumer coopera-
I . tives

-ways to invest

Aruitoxt provided by Eic:

. o -
A ,@‘

”\ . ¥ °
M
“

~is.an investment ln 11v1ng,

105

. SUBGESTED ACTIVITIES
AND LEARNING OUTCOMES
£ . , - . .- -:‘"’» } '
THE STUDENT SHOULD: ° - = A

v

. Learn what types of automobile insur-

ance should be carrled/even though - e
they are not requlred by law - ) .
Study the 1nsurance laws of North Dakota.

o

THEU STUNENT' SHOULD: = .-

Galn knowfedge, attitudes, and 1ns1gh

" into the-various types- and kinds of

sdvings ,and 1nvestment outlets. - : f .

B -
~B .

Develop an understandlng,and apprecxatlon-
of the -irportance of selectlng worthwhllei .
or desxred goals in the establishment of
"a savings plan._

Recognlze that education is an investment
in yourself that . purchasxng-durable goods
and that bud-
getlng income producxng assets is putting-
money aside, hopefully, to produce addition-
al incaome. N

s o
Acquire basic understand!ngsqand attitudes
-of the importance and contributlons -dttain-
- able through plannlng for financial securlty
and well- -being. . Y : \

: -.,"- N
Become acqualnted w1th the dlfferent ways
of saving money and. to acqulre a familiar--
ity of the special’ characterlstlcs of
these different ways. R

£

Be knowledgeable 8? the many forms of in--
vestments available and the amqunt or
klnds of retumns resultlng*from each.

.

Realize how savings can help them reach

the1r<goaLs\\\\ .

Acqulre a basic understandlng of invest- .

ments. . . ; A

. . e \
N - ‘. — B N . N -

Understand the’concept,of\flnanclal security.

Select and report on one of the followxng
savings accounts, government bonds, credlt
union shares, life lnsurancn policies, an-' ,
nuities, pen51on and retlrement plans.

{,f RS



TIME .. THE STUDENT LEARNS

Consumer taxes:
" -local taxes
-real property
e .- -personal. property
i . -ytility tax . "
-retail sales tax
Zexcige tax: !

2 Weeks

.-coonty.takes
~real property
~personal property

. -state taxes' (North
.. ~~ Dakota) ¢ ‘
’ -retailers" occupa-
. B - tional tax . ’
- -motor fuel. tax
~motor vehlcle li-
cense
-publlc utlllty
.- , revenue tax
: ~beverage and 11q~
uor tax
~insurance fees and
taxes
. ~-cigarette tax;ﬂ
. . =withholding tax
~game and fish 1li-
‘censes o
~liquor-licenses

Aruitoxt provided by Eic:

' THE STUDENT -SHOULD : Y

108 .

_ SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

'S

THE STUDENT SHOULD:

Select one bBusiness firm appearing on the
New York Stock Exchange and prepare a
brief report of its purpose; type of prod-
uct(s) or service(s) involved, earnings °
for last three years, and a general state-
ment Of the potential for.future'earnings.

In small groups plag and report on invést-
ing a definite amount of money: Reports
should include the objectives of the invest-
ment, expected outcomes, growth poss1b111-
ties, risks, etc. /

In small grcups report on a savings or
investment program for a college 'student,
‘a newly married couple,‘a famlly with two
young children, and a retlred‘couple.
Present these to the &lass for suggestions,
recommendatlons, and comment. : "

\
\

" Understand the scope of taxation.’

Appreciate, the .strengths and weaknesses Y
of different taxes. . -

R

Develop attltudes of concern, inquiry,
and respon51b111ty toward taxes.

Understand’ the source of taxing powers

and procedures for amendment of those

powers. S ‘

»

“List the serices_thatflocal,‘state, and

federal governments offer to consumers.

Participate in a panel on the -topic:
Consumer citizens,can reduce taxes. =
- , . Lot

.
a .

L - o
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_SUGGESTED ACTIVITIES

.. TIME THE STUDENT LEARNS = . AND LEARNING OUTCOMES
-federal taxes’ - . o o
' -individual income e e
tax N .' ' - N . .
e : ~ ~corporation income Co - ‘ C®
' tax . o . A «
, . -excises taxes . - o '
. ‘ . =-estate and gift S ,
o : taxes _ . : : ' " S
» : T

-the rolé anddgcope‘of
deficit financing as
‘ o related to®taxation .

\ "1 Week Consumer rights and re- THB STUDENT SHOULD: . , o~
VoL R spon51b111t1es.,'. : \ -
\T‘ . » -what are consumer ' Know\how individual decisions affect
»\ o rigits our economlc system. . °
TN s -what are consumer . \
‘ i - respongibilities Understand how consumers can protect
. _mgejxlconsumer'values and their rights and accept their responsi-

— ' . goals - - bilities. .

. : . ./ -consumer protection : '

' Tprofessional associa- Léarn how to make the best use of the “
tions aiding con- aid and protection afforded the consumer
sumers, : by business, government, and lndependent

-—-state departments of agenciks and organizations.

_consumer protection - o K

- : . -government protection Develop an apprec1at10n of the economlc

o : : of the consumer - value of an education to the individual,

-consumer responsibil- to the community, and to the.natlon.,
ities toward education

‘ ~ As part of a committee, report’ on current
" consumer issues, i.e.., prlces, advertising,
o , A : _ " unions, and government regulatlons.

o

) ‘From ‘newspapers or- magazxnes report on
" o . * . controversial consumer issues and proposals
for solving them.’

P
. - -
.« . .

o, -

: POSSIBLE BASIC TEXTBOOKS v .

Warmke, Roman F., Wyllie, Eugene D., Sellers, Beulah E., 004sumer De01510n Making
Guldes To Better L1v1ng, South-Western Publlshlng Company , 1972,
_ Warmke, Roman F., Wyllle, Eugene D., wllson, W. Hakmon, Consumer Economic Problems, '
! T ElghLH“Edltion, “South-Westesn Punlishing Company, 971.- :
S | ) '
W1lhe1mé Fred 7., Heimerl, Ramon P., Jelley, Herbert M., Consumer Eponomlcs,
Third Edltlonb Gregg DlVlSlon/McGlaw-Hlll Book Company, 1966.

1
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DATA PRGCESSING .

Course Description

Introduction to data processing is an orientation course in which students . -
are introduced to data processing methods, utilizing manual, mechanical, electro-
mechanical, and electronic processes. Students should understand the demand for
improved data systems in business and other fleldS. The course also includes a
general introduction to computer programmlng and a study of the computer.and
coc1ety.

Ccourse Objectives

1. 'To develop an understanding and an. apprec1atlon of the importance of infor-
mation handllng.. .

2, To learn a brief history of data processing starting with the first data
.processor——the human, .

3. To acquire a basic knowledge of the four methods of data processing--manual
data processing, mechanical data processing,. punched card data processing and

electronic data processing.

4. To have students become familiar with ‘the most commonly used machines in
information handling.

5. 7o 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 conputer.

110
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» TO provide an understandlng of the machlnes used in solving bus1ness problems
- in a computer or1ented system.

8..

9. To give the "student an understanding ‘of methods and. procedures used in defin-
ing- business problems,_ . : ) -

10. To prov1de the student an opportunlty to understand the computer concepts of .
programmlng and coding (Blnary—-Hexldeclmal and Octagal system).,

11. To give the student ‘a basic understanding of the operation of the electronlc
. dlgltal computer. . , o

12, To prov1de 1nf0rmatlon concernlng systems and procedures in automatlc data )
processing.

13. - To provide lnformatlon concernlng analysis and design of an 1ntegrated
data processing system.

14. To provide information concernlng personal and profess10nal characterlstlps,
educatlon, and trainlng necessary to enter. the field of data proce351ng.

is. To prov1de guldance for interested students who de31re _a career in the field
C of automatic data processing. a : :

l6. To prov1de an 1nslght into the future of automatlon and automatlc equlpment.
. . 4

’Course Content

" This course should be designed so that no machlnes other -than pgsslblx a key-

. punch will be necessary for use during the course. However, v1sua1 aids in termS'

of charts, slides, and movies can and should be used to supplement the text and
' other student materials used. During this course the student should learn basic
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: firsf in human language, then in a machine language, and
finally in a symbolic language. The importance ‘of block diagrams and elementary
flow chartlng is demonstrated through practlcal application exerCLSes.

Course Credit

One-half ) ' o

Course Location

11 - 12

" * course Length ‘ ’ v v
One semester for 90 class periods. : )

North Dakota Secondary Course Code

03024 | . 11l . .
4 109
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"TIME

1 week

5 weeks

THE STUDENT LEARNS

The history and evolu-
tion of data processing.

Tﬁe use of tabulating
cards and tabulating
card equipment.

™~

SUBGESTED ACTIVITIES
AND LEARNING OUTCOMES

card,and mechanical tab card'equipment-j

THE STUDENT SHOULD:

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 .- (Origination,

input, processing, output)
-electronic methods (origination, input,
processing, -output) -
Realize th=t the “human being was the first
daté procassosr, i

/

[

Understand the relationship between men-

- tal computation and evolution to high

speed ‘electronic computers.

Understand the use of machines and other

devices to facilitate Hata 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 bUSlneSS.

e Tl

‘THE STUDENT SHOULD: W TR e

Learn the development .of the tabulating

oy

‘Study a brief history of tabulatinggcards

and equipment.v

e

Learn the data proceesing cycle and ﬁedia.

-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=-=gystems and media (printouts,
punched cards, punchnd paper - tape, mag-
netic tape, dlsds, drum, microfilm)

¢
o amirye, .

-
bD;

110
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- : SUGGESTED ACTIVITIES
TME THE STUDENT LEARNS , AND LEARNING OUTCOMES

[
3

Learn the functions of data processing
-and tabulating card equipment.

Discuss:
-origination.of data
-processing of data oo
" =output of data 5

) . B .Understand the, tabulating card. They
. _ ‘ : . should know the basic types of tabulating
' ' - ' cards, card fields, and card designs,
(card types, edges and faces, columns and
-fields, Hollerith code) . : .

Have an understandlng of tabulating card
equipment, '

Be familiar with the-card punch and vex-
ifiex, 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 aware of iob opportunltles u51ng
tabulation card equipment,

Understand the functions and operations of .
an interpreter.

Become acqualnted with the worklngs of the -
sorter, Stress its functions, operating
procedures (numeric, alphabetic. sortln?,
and block sortlng).
. Become familiar with the functions and"

‘ operating prqpedures of the collator
(matching, merging, selecting, sequence
checking, collating). -

Understand the functlons and operatlng pro-
cedures of the accounting machinej w1th
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.

. 111
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| o 'SUGGESTED ACTIVITIES -
T™ME THE STUDENT LEARNS AND LEARNING OUTCOMES

Become &acquainted with the Accounting
Machine (printing,and listing, detaii and
group printing, accumulating totals, sum~
.mary punching, the control tape).
o . .

Become familiar with the Reproducer (gang

“r ":punchlng, summary: punchlng, mark-sense
- : - punching, reproductlon).

" 2 weeks, The use of electronic THE STUDENT SHOULD:
computers.,

Discuss career opportunltles u51ng
computers., e

'Understand types of computers (digitai,
' ' analog) and applications (simulation,
i} ‘, e ‘real-time, delayed time).'

Study' components ?f a computer system. '
=souxce documents
-input
) _ -manipulation (storage-retrieval ' arJLth-
_ - metlc/loglc, control unit)

Discuss the functions and speed of
worklng arithmetic prq?lems.

4 weeks Computer programming. THE STUDENT SHOULD2

“

Learn the definition of programming,

” ‘Discuss programming procedures,
' -analysis .of p}oblem and equipment
~flow charting (logic, document flow,
P . ... ——symbols, branching and lodping)
~binary code (number representation,
computations)
-coding (source programs,. compilgr pro~
grams, object programs, debugging)

Understand the computer operation. At
this point the instructor should choose a
type and model of a-computer and symbolic
language with which he is familiar to ex-
plain to the students.

" . ‘ Become acquainted with the input-outpﬁt
‘ phase of computerd, Discuss type, speed,
‘; , and capacity. ’

114 - . o
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" TIME

3 weeks - Systems analysis and
: design.
by
1 week The social aspects of
automatic and data
—_— processing., -

THE STUDENT LEARNS

i

SUGGESTED ACTIVITIES |

AND LEARNING OUTCOMES

Describe the types of information and

- representation, such as: binary, octal,

and, decimal,

-

Know the methods of'prOgramming;'wlth
emphasia on symbollc langUages and pro-

. cedures,

THE STUDENT SHOULD:

-
o .

N

. : ~
Understand.systems concepts. S .

Learn sthe lmportance of obtalning informa--

tlon .

Know how to 1mprove the results of the

e

system and ‘plan an ove1a11 infegration.

Realize the 1mportance of plannlng for

each appllcatlon.
-function charts
_=process charts
=controls

~block diagrams
-flow charts: -

K

-computer procedural wrltlng

Have a brief understandlng of the main-"

tenance 'of equipment.

. o~

Learn the procedures of training

operating personnel.

THE_STUDENT SHOULD:

Learn the importance of automatlon and
data processing and its impact on bus1ness,
sc1ence, mathematics, and education,

Debate the 1ssue of automation and data
processing causlng mass unemployment.

-

o

Explore job opportunities in data process-

ing.
education required.’

~key punch operators
-data typists

-media converter operators
-console operators
-tape . librarians

| =programmers

-systems analysts

Stress the jobs available and the

Discuss evasion of. privacy created by the

computers.
T 113 ¢
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R lates additional interest

TEACHING SUGGESTIONS

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 E.D.P.:

3. Use of films and filmStrips to illustrate uSage 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, the” reproducer may be used
.to“print out the coded information in a given order.

5.. Overhead projector transparenCies are he1pfu1'to locate the parts of the
" machines and t< aid in discuSSing the cperations and functions of such
machines. %

i

6. A research project relative to the different kinds of data processing equip—

ment and its many manufacturers teaches students how"to gather information
from outs1de sources. ' .

7. Guest speakers, including formex graduates, may be invited to enrichua<par—
ticular unit or to discuss data processing opportunities in general.

8. Demonstrations by ‘the manufacturers of the equipment in the classroom stimu-

9. Field trips to data processing installations are almost a necessity, as’ they '
provide students With the opportunity to see all types of equipment in-oper-

_.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 containing magazines and newspaper articles, -

cartoons, and samples of punched card materials, i.e., utility bills, stimu—
. lates an awareness of the impact of data process1ng.

11. Written, explicit,behavioral 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 serve 'as excellent devices
to help individualize instruction, particullarly so because of the heavy
emphasis on demonstration. :

12. A task sheet or time diary kept by data processing personnel on the job is an
gsexcellent source of firsthand information about specific jobs and way be ob-
tained with no more effort than & phone call.

POSSBLEBA&CTEXTBOOKS

Awad, Elias M., Business Data Processing, Prentice-Hall, Inc., 1968.

Robichaud, Beryl, Understanding Modern Business Data Processing, Gregg DiViSion/ !
McGraw-Hill Book Lompany, 1966.

. Wanous, S Jey Wanous, E. E.; Wagner, Gerald E., Fundamentals of Data Processing,

c

Q

ERIC

Aruitoxt provided by Eic:

SouthrWestern Publishing Company, 1971.

¥ ’ o ’ " . i 114
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ERIC

Aruitoxt provided by Eic:

o ) FILING AND RECORDS MANAGEMENT C )

- . —

Course Description, - - X
The principal objective of filing should be to equip the student with know-
ledges and.skills needed for fllxng, storing and retrieving of recorded informa-
tion. Emphasis should be placed on a°wide range of study and experiences such as
f111ng systems and their management, storage, and retrieval of business records,'
rules of indexing, evialuation of variocus methods of filing, uSes of filing equip-
ment-and supplies, automated filing procedures, the operation-of an efficient rec=-
ords. system; including forms design, and transfer and disposition of records.

* Course Obijectives

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.

A _ L
3. Choose an appropriate“filing system to use in any given situation.

4. To be able,to,set up Ehe‘most common systems of filing in’use today.

5. To learn some of the new concepts 'in records management such as mlcrofxlming
and 'soundex.

- X o

Cotrse Content T L .

~. o ' n
" :

Basic rules for indexing and filing; purpose of fxllng and records control;
alphabetxc‘correspondence filing; other fxlxng methods; ‘records mar.agement; data
processxng and. mxcrofxlming.

-



oY

Course Credit
One-half -

- Course Location .

S

11 =12 -

Course Length

-

One semestet of 18 weeks for 90 class periods‘of 55 minutes

‘North Dakota Secondary Course Code

Y ”

03080 . o - L.
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TIME-

1-3 weeks
. records control. .

. «© - .
.'=reasons -for storing

records
~need for retrieval
- and reference
-job opportunities

2 weeks
. indexing, coding and
' cross-referencing.

g

};3 weeks
. dence . filing.

. .=organization
’ ~procedures

“ . - =contrzdls

-
.

-types of alphabetic

- systems

THE STUDENT LEARNS

Purposes of filirng and

: Ystem-

Basic filing rules for

Alphabetic correspon- THE STUDENT SHOULD:

117

1i9

SUSGESTED ACTIVITIES
. AND LEARNING OUTCOMES
. . y '

r

THE STUDENT SHOULD:

Do outside readlng, and dlscuss in class
such topics ud\ cost, time, space and facil-
ities and analysis for appropriateness of

Be’ able to- llrustrate and discuss dlfter—

ent filing job opportunltles.

Visit large‘bffices and observe filing sys=-
© tems andlfiling‘routine.‘ ; )

"Explain and compare bas1C<systems of .iling

in use today.

Be able to name filing systems used by
flrms and government agencies. o

" Illustrate and compare different filrng

systems.

i

Llst advantages and disadvantages of each

- system,

=

Know the 1mportance of accurate handllng N
of records.

. THE STUDENT SHOULD:

Prepare 3 X 5 index cards as they would be

typed for flllng.
Arrange the cards in proper filing order.
Learn proper handling of file folders.

Prepare actual letters for filing.

-Prepare and work with cross referencing .

forms and devices. L
o

¢ .

Give repeated exercises in filing systems,

using cdtd-size individual packets.

Discussdarrangement and neatness in filing;

o

Work Wlth actua1 letter-size and legal-
size files. ' oo .

’
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" ' o SUBGESTED ACTIVITIES,
TIME . THE s-ruoem LEARNS | .~ AND LEARNING OUTCOMES

—//

Compléte a filing kit.

2-4 weeks Other flllng methods. ' THE STUDENT SHOULD: ’
. “~numeric o ; , v
malpha-numeric' ) Prepare a list of offices in the community"
-céographic.. . ‘that might use each of the dlfferent
-subject ' .. filing methods.

" —alpha-numeric .subject,

- , * + Know what kind of subJect files are kept in

different offlces in the communlty.

t

" " . Prepare a set of file folders fbr use in
. . » an office in the ‘school using one of these
. : ST *filing methods. e
3-5 weeks Records management. - THE STUDENT SHOULD: S ¢
-transfer and storage : ‘ ’
equipment, transfer Fnow the different types-‘of filing cabi-
methods, records re- nets and other -records equipment and dls-

tention pollcles, pro- cuss the use of each."
tection of records,

disposing of records Secure brochures from companies that illus- .

: -analysis techniques ~.trate the 1atest equlpment avallable,
for determining how . !
_ to establish a flllng Choose flflng equipment approprlate for a
\ system - - . given sltuatlon.

Visit several equipment suppliérs.'

. . Lay out an office with major emphasls on
) ' . N filing cabinets and equipment.
) , Present to the class a particular type v
I o of equipment.
) - . - ‘ D
. UV e T e - _m»-Conduct a. community survey on -types of

- equlpment as an independent study activity.

1 week Data processing and THE STUDENT SHOULD: o
- . micrcfilming. ) N , IR ‘
-punched-card systems Discuss previously learned data process-
-integrated data . ‘ ing. concepts as they apply to storage and

L . . précessing - . ~ retrieval -of records.
- ¢ ' emicrofilm retrieval. _ A , o
‘ . . ) Learn how data is processed electronically. -
. . , . Learn how material is microfilmed;'

Know the terms anOlVed in microfllmlng
and eleEtronlc data processing. . '

' 118
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<

THE STUDENT LEARNS

TIME:. . ...
1 week Commercial filing ¢
systems, ' >

~Variadex

-Triple~Check Automatlc
-Safeguard Index
-Soundex

/s

e

SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

v

THE STUDENT SHOULD:' T

Describe various commerc1al systems of
filing and state the advantages and dls-
advantages of each,

Prepare'a presentation for the class on -
some phase of commercial filing.

Arrange materlals for f111ng under each
system, - _

Take part in repeated exerc15es in arrang-
ing and filing varlous materials.

Code materials for Soundex systems.

121
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10.

TEACHING SUGBESTIONS
.

Prepare a bulletin borrd show1ng illustrations of fi{Lng equipment (a11
clearly labeled) and samples of filing supplies. \\\\\

Select one or two students to report on. their observations of school records_
and school filing equipment.

Have each student list~items filed in the home and the filing eqnipment used;-

_ Prepare a bulletin board display shOW1ng the right way to use filing
" materials.

.hor. shopping area. SN o

il:'

12.

. _.1'3’

Invite speakers to discusg the latest trends in filing ‘and £iling equipment.

Arrange a class trip ta the'filing department of & 1arge business office.

of personal names,

‘Prepare a bulletin board’ arrangement 111ustrat1ng proper indexing’an%vfifing

v

Use Ehe board to index the names of class members.

Select fourteen names- from the telephone directory, each name exemplifying

one of the filing rules.' Have students write them as they are- 1ndexed ‘in
the directory :

HdVL students index the names of sLores or offices in one b10ck of a neighbor--

o \’
§

Piscuss. the application of cross-referenc1ng as found in the students' own

experience ‘i.e., Readers Gu1de, telephone directory and 11brary dard cata-
logue.

"

‘ 2

e s B

Have the students list various types of bus1nesses which they feel would make

use of numerical filing. _ . : o oo

f o

Use a bu;letin board display to show one arrangement of matérial filed geo- TK
graphically and another by subject. :

Discuss the. adoptabllity cf geograph"cal and subject filing for various

types of bus1ness organiaatlons. . S o

i,

‘ °

POSSIBLE BASIC TEXTBOOKS

°

Bassett, Ernest D., Agnew, Peter L., Goodman, David G., Business Filing and Recozds

e

Control, Third Edition, South—Western Publishing Company, 1964, ... ¢

¥

Kahn, G*1bert Yerian, Theodore,‘Stewart Jeffrey R., Jr., Progressive Filing,

A

!

Eighth Edition, Gregg Division/McGraw-Hill Book Company, 1969o

K

i~
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- . GENERAL BUSINESS

’

o,

Course Description .

Subject 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 6f the business~economic system in meeting consumer needs and
wants; (2) an understanding of economic principles and desirable husiness prac- ,’
tices which should be followed by consumers in the wz!i handlxng of their busi-
ness affairs; and (3) an understanding and appreciati

5 which ‘are to be found in business. occupations.

°* tCourse Objectiﬁés

if 1.

To develop an understandlng and appreclatlon of the 1mportant_part that busi-

'« ness plays in our daily lives. : o o

2.

3.

4.

6.

7.

Q

ERIC -+ .-

Aruitoxt provided by Eic:

g
¢ . -

To develop ﬁie ability,to use business-services lntelligently;

To provide guidance for tﬁose students who are lntere'ted in entezxng bu91-

ness as .a career.

. To prOVLde a sound foundation fox those who plan to take SPGCLdllzed buslness

oourses.

To provide all. st\dents with the tools for better personal living 1n their

SOclal and economlo l1fe.
AN

e -
To provide” allxstudents w1th exploratory business experlences of vocational
:guldance value.. | .

3 %

nN\

'~

~F
Tb develop a working bu31ness vocabulary

/ -

121
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North Dakota’Secondary Course Code

_Course Iength

3

+B7T To develop economic literacy through an understanding of the democratic

relationships of the individual with a business, the individual with ¢overn-
mentc, and.bu81ness with' government
- - . n E .
é.‘ To give the trainlng 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 prov1de 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 1ncome, savings, and credit
i;3. To present facts concernlng opportunities 1n tho business world, emphasizing

that the better one's education, the greater are the opportuni-ies for em—*
ployment and advancement. ?

14. To help the studtnt understand and appre01ate our free enterorise system and’
R ‘echnomic way of life.

.. ?

Course Content

The purpose of General Businéss is tc enable the student to understand the
principles and procedures of business for everyone; whether or not the student
¢ontemplates 4 career in business.. The course should cover the fundamentals of
. bank -transactions, handling of money, keeping of records, buying, selling, borrow- .

- irg, and other business activ1ties performed by everyone. .'When the course is com-

pleted, the student should have a picture of business-in its economic settlng, as
.well as an understanding of thelrelationship of business sexvices ‘and functiohs

' 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 econcmic system: money
and ‘banking; personal financial problems (buddeting); consumer buying; ‘making
effective use of cons'mer credit; building financial security (savings and invest-

* . ments) ;. sharing economic risks (insurance); earning an income (career crientation);

the economicg of governmentf laboxr, and business, ~and, understanding ourJfree
enterprise system. _ . N

- Course Credit

v

One (One-half credit may be offered by requesting permission fzom the
Department of Public Instruction.)'

Course Location

9 -10 . B L

One ycar or 36 weeks for 180 class periods o L

/03010 . 124
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- ~ . SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

©

i-2 weeks What is business. THE STUDENT SHOULD:

G- ) . Understand the difference between wants
) and needs. -

. Understand the meaning of business.,

’ - . Understand the difference between goods
-, ' : i " and sexrvices,

Understand the concept of scarcity of.
economic resources,

e e Understand the economy ‘and the basic eco-
nomic system of Qur country.

s

1-2 weeks Business and our © THE STUDEWT SHOULD:- e '
: economic system, S

Understand our capitalistic systen,

\
~-Understand. the private enterprlse system

. including profits, profit motives; and S
» . competition.

Undexstand other econamic systems such
.as socialism and communism,

4-5 weeks _Mopey and ﬁank;ng. - THE STUDENT SHOULD:

Understand the personal, social, and bu51-
‘ness servicés that a bank renders as a
flnancinq_agencymin«the«community and
- . eeerin our economic system. i
. Have the ablllty to make lntelligent use
‘ ' of checklng account serv1ces. .

'Understand our Federal Reserve system,

Know how to use special checks, money«or-
ders, and all ways of rendering payment.

. ;~*{5 Kriow the types of'loans available.
- C : : - _ Understand the use of traveler s checks. .

- . ’ : ‘Understand the dlfference betWeen the
' : ' savings and the checking account. oy

————.




. TlME(
f4-5 weeks
-

\ .

\ - \

THE STUDENT LEARNS

. Personal financial
problems (budgeting).

Consumer buying:

<

12

w5

SUGGESTED ACTIVITIES °
AND LEARNING OUTCOMES

Understand money substitutes.

Know how to arrange canceled checks into
groups by endorsements.

THE STUDENT SHOULD: : -

-

-Understand the part that planning plays in

. gnod money _management.,

<

[ER

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 gocd money management,inf
volves earning a satisfactory income, wise.
buying, proper use of what is bought, as

well as sabing a part of the income earned. .

Understand the 1mportance of meeting finan~
cial obligations and establishing a good
credit rating.

Know the advantages of buying for cash, °
and buying on credit.

THE”STUDENT SHOULD:

——— - . B

:Understand how incomes are spent, how to -~
"buy wigely, the services provided to con-

sumers, and how distribution serves the
consumer,

e

Know that consumers spend:differently
dependiny 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.

. Un@erstand the role of marketing in a,
free-market econamy. -

Understand the legal'aspects of the buy-
ing-process. and the rights of both

: buyers and sellers,



| N . - 'SUGGESTED ACTIVITIES
TIME THE STUBENT LEARNS. AND LEARNING OUTCOMES

4-5 weeks Making effective use of THE STUDENT SHOULD:
consumer credit. ‘
Understand how credit may be used most
- advantageously in personal business
transactions.

Understand .the nature and the use of dlf-.
ferent kinds of business credit forms. ’

» : . Learn the ablllty to calculate simple
. ’ interest, .
! 4-5 weeks . Bulldlng financial THE STUDENT SHOULD:
: security (sav1ngs and
investments) ., . Understand the 1mportance of personal *

"n“ savings, N
Know Jhow to plan a savings program, handle

e sav1ngs accounts, and invest in bonds and

- o stocks

Understand why ‘a personal savings program
should be started earlyx;n llfe.

'Know possible methods for 1nvest1ng thelr
sav1ngs. : : ‘
Know investment features of stocks and
bonds. -

. ,‘ 4 Understand the problems involved when home

, e ' ownership is made a part of the investment
» ‘ .7 program, . .
Know the effect of changes in the price
level in different kinds of investments‘
I .
' Know how to establlsh an lnvestment port-

folio,

‘Know how to keep a personal income and
expense record.

2
Learn how to construct and lnterpret the,
famlly budget.

i Understand that the economic well-belng of\
: . the individual or family can be enhanced
by careful planning of expenditures.’

125
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TIME THE STUDENT LEARNS

a3

5-6 weeks Sharing. economic risks.
e (insurarnce)

7

2~-4 weeks The economics of gov-
ernment, labor, and
business.
~-taxes
~=labor
-management relations

o

SUBGESTED ACYIVITIES .

AND LEARNING OUTCOMES

Understand that a systematic method of rec-

crd 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.

S

THE STUDENT S$HOULD:

Know how to make decisions concerning:
~automobile insurance
" =property and liabidity insurance
-cost of life insuranoe
~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. )

-.
1 ko

Learn the types of:risks encountered bf
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: |

s 2
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.entezprises.

'Understand the role of the’ American workexr
in our economic society..

Learn the basic-reasons why people form
organizations and the advantages and dan-
~gers in such organizations- :

ke



'S

.

TIME ., THE STUDENT LEARNS

2-3 weeks Understanding our free

enterprise system,

ke

Lo

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 Americam labor force.
Learn why government regulates certain
business transactlons.

.Understand that government services, such

as national defense, highways, and educa=
tion are financed chiefly by taxes 1eVJ.ed
on individuals and businesses.,

THE STUDEN'I‘ SHOULD :

UndersLand economic’ growth as measured by
the gross national product. ' ) @

Learn the part economics will play in the
future and the important part each stu-.

dent .will have in formlng a just economlc o
system, -

Reallze that everyone, regardless of hlS

-occupatlon, engages in business transac-

tions and is continually using business
servicés and products. _ _ e

Understand the ‘nature of work that is done

by Businessmen and some of the .problems o
faced in the business world.

Learn how business organizations function
in the production and d1str1butlon of
goods and services, =

Know that many types of workers are needed
in American business.

See the need to give -serious thought to.
the se1ection of an occupation;'

Learn types of bUSlneSS ownershlp and the
lmportance of investment in a bus1ness to

help it succeed. " - !

Dlscover the functions Qf 10Ca1 business

establlshments.
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TEACHING SUGBESTIONS
The content and nature of Basic Business is such that the variety and ‘scope
of teaching methods is practically. unlimited. The textbook should probably be _
used as a. point of departure to help insute that no area is completely neglected.
- It should not be. followed religiously, nor is it necessary ‘to. complete all. tge -

units in sequence. Materials the students collect for such items as projects,
,reports and bulletin boards could be the backbone .of the course.

-8 [

P,
P

P

1. Conduct a preView of the unit or part of the unit to be studied (pre test)..

' This avoids spending too much time on material already familiar to the. class.

v o

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 ekaqples from the community
'as much as possible. ’ : o

4. Provide for a.directed study‘period Budget class periods for study, labo-
ratory work,. field trips and discussions. e . o @

5. Use the,community as a laboratory. Have carefully pianned~field trips-- ’
" either the entire class or small groups who report back. ’

6. Use.multi-sensoryjaids. Timely'films and filmstrips add student interest
to’ the units. : . : o -

7. Provide for various kinds of discussion periods. Classroom situations with
“the teacher directing the discussion is recommended . Committee or round—
table type of discussion with chairmen in charge is alsq suggested. A sum-
mary discussion period should be aimed at integrating and organizing the
separate knowledges, attitudes, skills, and appreciations gained.
8. Have the entire class become involved by preparing displays and exhibits, par-
' ticipating in discussions, and preparing and putting ‘on demonstrations. -

9 . S . oo

9. Follow court cases which involve personal business or consumer problems

'

'iQ.ﬁ'Compare store prices per unit:for various itams,

N
P

“““ ot . o
,,,,,

,,,,,
A"'

\
~ T .
POSS!BLE BASlC TEXTBOOKS : ! :

- DeSrum, S. Joseph, Hainel, Feter G., Malsbary Dean R., Cnbbe, Ernest Ho, ¥
General Business For Economic Understanding, Tenth Edition, South-ﬂestezn
Publishing Company, 1971.

f :W,$

Poliahook, william, Today s General Busiuess, Ginn and Company, 1969'*5

Price, Ray G., Musselman, Vernon A., Hall, J. Curtis, seneral Business For s . e
» Everyday Livi;gLAFourth Edition, Gregg Division/ McGraw—Bill Book cOmpany,__i“*
o . . o . _..1235u
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OFFICE MACHINES  * . o :

RS

Course. Description - : ' ' .

This course will give students a kno@lédge of end the ability to operate the
‘most commonly used types-of office machlnes that are available for processing .
business data. . ©

Course Objectives : - ‘ o N

An office machlnes course should be geared for a wide range of student 1nter—

.ests and abilities. Individual objectives should be selected for each student

]

according to his career yoal, The course should provide an opportunlty for the
students. : .

!.

1. To operate the ten-key addlngsmachlne wlth speed and accuracy using the touch
system. . _ S \\\

2. To complete simple to_complex-problems on electronic and mechanical calculators.

f »

3. 'To dictate effectively using dictation equipment.
4. To transcribe for final copy from transcription equipment,

5. 'Tolusedthe;full-key adding'machine.

" 6, To become acqualnted with accountzng machines.

Q

PAruntext provided oy enic [N

N

7. To pe£form various dup11cat1ng operatlons on the mlmeograph, fluid dupllcators
and. photo copiers,

8.u To operate efflclently speclal typewrlters (varlable type, rlght justlflcatlon,
long carriage, and proportional spaclng.typewrlters).

i
.

i 129 L :




9. To change ribbons and perform othér simple operating maintenance tasks.

Course 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: fﬁll-keyboard add-
‘ing-listing; 10-key adding-listing machines; 10-Key printing calculator; electronic
calculators, printing and non=-printing; key-driven calculator; rotary calcalator;
key punch machine; stencil duplicator; fluid duplicator; photo’ copy machines;
offset machine; and, transcribing or voice machines. ' ' :

Course Credit

2

One-half - R , o

Course Location . - B

11 - 12 o : - : o

Course Length L . - . :. : . \ "ij

~ One semester or 18 weeks for 90 class peflods of 55 minutes

North Dakota Secondary Course Code - ' : o f

03051 ‘ -



-~ a

T TIME

THE STUDENT LEARNS
U
2-4 weeks O—key addlng—llstlng
machines’.
! <
v
. 1/4 week Full-keyboard adding-

listing machines.

- P

) Varies with

Rotary calculators. *
locality ’

Varles w1th
locallty

J——

- 2-4 weeke Calculators—electronic
, + ~  and mechanical.

 SUGGESTED ACTIVITIES -
AND LEARNING OUTCOMES

. THE STUDENT SHOULD:

. Key—driven calculators, *

Be able to compute addition problems con-
taining five numbers of twe to four digits.
each by using the ten-key adding machine
at the rate of 100 digits:per minute, in

a five-minute period. '

THE .STUDENT SHOULD:

Be able to add, subtract, and mult1ply§
with some degree of sklll. -

THE STUDENT SHOULD:

s

Be able to perform these functlons.
~addition -
-subtraction '
‘~-multiplication -
~division .
~constant multiplication
~decimals - :

THE STUDENT SHOULD :

Be able to perform these functions~
~addition
~subtraction
-multiplication
-division 8

" THE STUDENT SHOULD:

Be able'to perform these functions:
~adding of whole numbers :
-multiplication of whole numbers
~subtraction of whole numbers
-division ¢f whole numbers
~addition and multiplication.of ‘decimals
~subtraction and division of decimals
 -percentage = - - C. :
-cash discount ' '
-trade dlscounts in series
-constants in addition and,sgbtraction
-constants in multiplication-double and

accumulative: ird multiplication ’
~constants in dlvxslon—use of reciprocals
~compared addltlon-uge of complements Lo

“-special. short—cut techniques’
~auditing invoices

-

*Include only if your locality demands this type of trainimg. o

!
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. S .~ SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS R -+ AND LEARNING OUTCOMES

©

~interest

- -credlt balance
-mark—ups
-fractions
~~proration

3

a . -

Be able to compute 20 multiplication and
division problems within 20 minutes with C
at least 90 per cent accuracy. '
. o -
Be able to compute the extens_ions, gross’’
amount, tax discount, and net amount for a
R . tventy-item invoice in 20 minutes with an
) o accuracy of 90 per cent by using an elec~"
tronic calculator and printing calculator.
1/2 week Posting and accounting THE STUDENT SHOULD:
"~ machines.,*" ' : > _ ,
. - . " Be able to pei¥form these functions:.
' . —accounts receivable accounts -
~ -general ledger accounts
.—=stock ledger cards
. wposting charges and credits s:unulta.—
: L neously : o
: o —error correction procedures . o

© .
< . .

1-3 we'eksv | Key punch_.*

THE- STUDENT SHOULD:

Undéxsi:and these features:
~card path~hopper, punchJ.ng and reading
stations, and stacker
—alpha=numeric s‘nift ut:.lizing alpha
: ‘ ' typewriter keyboard with additional
' operational keys| . . . ]
: . ' ~numeric punchlng}-dual keys § Ty
~manual skipping with or without key .
~control punch-skip key—dash skip key L
_ . o . °¢ =manual duplicating with duplicate key .
. - ‘ ' and use of column indicator-with pro- ' S
: o - gram control-without prograin control '
—~automatic’skipping and duplicating~-auto
dup and .skip . switch~program card and

. code .
. ’ ot w9 - =alpha punchlng-w thin\a progrdmmed alpha
S - .field-within a numeric field-within pro~

gram card and code _
~printing mechanism T .
" =error correction and error notat,lon el
~prepunched card o

~— .

--part:.ally punched card’

-

These machines may not be available in all nchoole, offering an office mach:.nes T el
cOurse. S o , , — : :

132‘ - . _M
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\ ) N : L.
T o | - SUGGE:TED ACTIVITIES
TIME . THE S8TUDENT LEARNS - AND LEARNING OUTCOMES ~

voT . N

/ -whole or verified card
~keyboard locking and unlocking
\ ’ ' Be able to record alpha-numeric informa- !
4 “tion from source documents by using a key
. . o punch machine at. the ‘rate of 150 strokes
’ per. minute for a five minute perlod . “f;

o v

1-3 weeks ~ The stencil duplicator. THE STUDENT SHOULD:
o \ . - ', ‘Be able to assemble a stencil.
. V . . './‘ B ] ) . . . . '

e L ‘ ' "Be able to type a usable stencil.

.

s

. :f' , . ' Know what the guide marks stand for. -
S ' ; " g v
Be able to ugg"writing plates, styli,
* ©  drawing boards,: shad:ng plates, design
w . plates, lettering gu:des, 1llustratlons,
) » and mimeoscope.
S : Describe the'purpéée of the.varioos-styli; ";
Y > v o - . o >
: \ ’ . List different paper welghts, coloz 3, and
R o ‘grains. . _ . A '

Y o 'Demonstrate'“fanning" and “Jogglng papqp.

2 : S ] B T

T [ Differentiate the "feel™ bfcfluld dupli-
- : ° ¢ator, mimeograph,; and Egnd paper.

& .

Feel the rough sidg ofgthe paper.
Cod
- Operate the mlmeograph and prooerly file
] stenc1ls‘ )
. o " 'Understand machine"bperatibn i.e., stencil.
' - -installation, paper installatlon, lnklng,
_ ) » adqustments, counter, flle folders, pro- R
a Co B tettive .govers, drylng and stralghtenlng
T W o 7 g coples.; o P . ..
P . Understand stencils: - number of copies, °
. I T , ' grddes, sizes, error correc*lon, and o
, : K 1 o T proofreading. - . . S
. " ' . . e - ) . E ~ S . C
. _ ‘Be’ a?le ‘teo use special mimeograph opera=.-
Sy . : ‘ ‘ " tions, i. €., “aTip sheeting, rerunfiing
E o ‘ , 1sed- stencils, colered ink, card feedlng, .

. S . ] - : o block—outs, and collating.
I . SR .

.:'. ' , X - i . 4 133 . LS ‘. el A . . .
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3 . e . SUGGESTED ACTIVITIES "
TIME' THE STUDENT LEARNS .+ AND LEARNING OUTCOMES -

2

Be «able to use the mimeoscope,-i e.,
_traCing, drawing, bondwriting, proof-
S - reading, and’ lettering. S N\
L. L0 T . ) re | \
. - ‘ , 2 Be ‘able to clean  the mimeograph, cabinet>\
~ . . ) and stencils. o : , : ,\

91 week . The fluid duplicator. THE STUDENT SHOULD: - . o . |

Prepare a- master,\i e., typing, drawing, o
writing, colored carbon, fiber or'plastic e
backing, long-run, and "coated" rbon.'*
‘ Be able to use various correction methods--
JUREE xnife, correction tape, fluid, white pen—
. p ' R cil, and scotch‘tape.
- Be able to select paper, i.e., various
s grades, grains, and weights. LT
. N ) ) o . ' ° v )
> - . M ) - .
' . .. , Qperate the dupl:cation machine: fluid
. ", -ws#  x . control, pressure, placement on cylinder,

’ ) ,@w%i‘ ‘. centering adjustments, counter, and ‘ I
oy straightening and stacking._- '
. ¢ .+ . Be able to Clean and care for the duplicat-- T

% ing machine. . R . ’

et B ‘ Know how to clean carbon off’ hands and - .
. N 4 . v clothes. . T 1 o0

' /1{2 week  The offset duplicatcr.* ¢ THE STUDENT SHOULD: ° -
’ ; ] — 33 Troa

. . ©
I3 : .

Understand preparing atmaster, i.e},ﬂlay- : .
_ _out, paper master, aluminim plate, axt .= =~ & .
s I work; selecting ink, and orinting'paper.

- Understand operating a machine, i. e., , S
. inking, solution, feed system, and colox R
.« - printing. ‘ : .
-. . ] . ’“ ) . . ] . u
1/2 week 7he photdcopy duplicator. THE STUDENT SHOULD : e “

. . Understand the different methods of

I e photocopy duplicating.-

Know the kinds o‘F originals required for,
3reproduction. o [ R o

B

-. R Know how to care for the rgpxoducing.;””j; .

S S - machine -nwﬂf¢~-'~i‘ff' : o %;;”,ﬁ._...

i i o 1309

.’ *May not be available in‘all schools. 13 3 SRR
T PO : . 3 -
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| - SUGGESTED ACTIVITIES
' THE STUDENT LEARNS

TIME AND LEARNING OUTCOMES
- - 1 .
2-4 weeks 'The transcribing machine. THE STUDENT SHOULD:
The. purpose of this unit Know how to assemble and operate the
“ is to develop ability to machlne—know proper handllng and storage.
L . - meet basiness stamdards of : . '
' quality and quantity of ~Become famlllar with various makes oi »
-production of transcrip- ' transcribing machines.
) . tion work on transcrib- ' v , - ,
ing machines. Time <Type letters and.envelopes as a review,
. “gpent on this uniteper- - ' . v
haps“should be longer . franscribe in mailable form letters of
. than some of the others, common businesssvocabulary from mdchine
; since transcribing is dictation at the rate of 30 words per
’ one of the major duties minute for 15 minutes.
in an office. Pocedure : '
should include a2 discus- . ' ‘ K * .
-sion and directed prac- . _ ' ' ' '
tice in the.use of the '
various reference books ’ : ’ ' : ‘
helpful with transcr1p~ -
tion work. _ B . ,
1-2 weeks Special ‘typewriters. THE STUDENT SHOULD: : -

"Be able to adjust and operate special
typewriters (automatics, variable type, .
right Justlfylng, long carriage): for
producing copy at.the rate .of 30 words
per minute far a 3 minute period.

Type business letters, manuscripts, and
tabulatei{ﬁzcuments on a proportional

spacing typewriter at the rate of 35'words_f-'
per minute and :at a quality considered’
mailable. : .
b /

J
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© TEACHING SUGGESTIONS

. . s
- © - . .
m—— el

e rn

1. Orientate the students to the classroom management, organization, equipment,
supplies,.business.machines, and in general, 'the routine tc be followed.

2. An office machines classroom should have ample. space for each student to
‘work and the equipment should be arranged in an office-like manner. The
teacher will need to visit c¢ffices, read advertising literature, talk to
salesmen, and see films to gu:n the knowledge necessary for discuSSing the

many machines used in businegs today. -

3
\

3. Office machines teachers need to be creative. It would be safe to say that
there would not be two office mac.:ines classrooms that would be equipped in*
exactly the same way. Therefore, each teacher must organfze the office ma-
chines program to best suit the needs of the local buSiness community, the
needs of the students, and the euuioment 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 poss1ble on the office machines will be of great value.

5. Have carefully selected eproblems for each new machine technique assignment.

6. Provide an opportunity for the student to test his knowledge and understand-
ing of each technique. R

/—‘«
7. Provide learning opportunit*es for the students to improve their skill through

a variety of problems involving the use of repetitive drills for mastery of
techniques. _ ‘ ‘

8. Prov1de opportunities for the student to apply the learned technique to Lyp—
ical business situations.

9. Provide for lnleldual differences by assignrng 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 cn a
machine project.

11. Place on the work station, a step-by-step procedure for operating the machiie.

PR

12. _Establish @ procedure for distributing and returning Bupplies to their storage
- places.

e POSSIBLE BASIC TEXTBOOKS

Corneliai Nioholas.J., Pasewark, William R., Agnew, Peter L., office Machines
" ' Course Adding and Calculating Machines, Fourth Edition, South-Western
, Publishing Company, 1971. B . . /

FasJachtz Harold D., Bauernfeind Parry B., Vigen, Donald W., Hlow To Use. Business
.Machines, Third Edition, Gregg Division/McGraw-Hill Book Company, 196S.

:V-Pasewark Willism R., Duplicating Machine Processes Stencil and Fluid,'South-
_' Nestern Publishing Company, 1971.

- Walker Arthur L., Roach, J. Kenneth, Hanna, J Marshall How To Use Adding and
calculating Machines, Third Edition, Gregg DiVision/McGraw-Hill_§66k~_~_\l_/., T—ia
Company, 1967. e ™

o




PERSONAL TYPEWRITING - o -

‘

Course Description . ‘-

~

In this one-semester course,. an opportunlty is pIOV1ded for the student to
develop enough skill to type his own term papers and personal correspondence. The

skill developed in Personal Typewrltlng, however, is not sufficient to prepare a
_student for office typing. .

.

Course ObJectlves
1. To use the touch eystem (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 wrifing tool. o \

s,

5., To proofread accurately and correct errors with skill.

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‘form;'

8. To.apply to problem typing the basic rules of English usage and typewritten
form (capitalization, oantuatlon, word division, correct spacing, correct
expression of numbers)

9. To comp?se at the typewriter.

10. To fill in simple printed forms using the typewfiter."

" / s v - , - ’ N /
. AR P - '-: S <

PArurext provided oo . . . . . } X R
s : . SR -



vll. 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

o

One-half

Course Location ' Lo

9 - 12

Course Length

One semester or 18 weeks fbr 90 class periods,

North Dakota Secondary Course Code

03040

R
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TIME THE STUDENT LEARNS -

Keyboard and finger
placement. .-
»=space bar
-carriage
-correct curve of
fingers
-home row
" —=correct position at
the machine

2 weeks

Use of machine parts.
-margin stops
-carriage return
-variable spacer -
-aligning scale
-shift lock:

-paper guide

1l week

8 weeks To develop adequate
speed.
-30-35 words per

minute

2 weeks Personal business
letters,
-margins
~paragraph spacing
-neatness -

Other personal letters.
-setting up the letter

\
\

1 week

- the machlne.

ot SUGBGBESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

S -
Watch a demonstration of correct home row

.placement and imitate home row placement.

\*\
demonetratlon of poor and good posxtxon at
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 varlous Reys

of the typewriter. . .

Realize the importance of concentration,
position, practice, and technique,

THE STUDENT SHOULD: v

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 suouw: '

‘Practice neatness and directness in

writing letters.

Type common business letters, such as
orders and request letters.

.
N

THE _STUDENT" si'!bULD :

Type personal letters such as thank you

hotes, invitations, and general personal

letters.

© 139 °
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Lo SUGWED ACTIVlTlES

TIME " THE STUDENT LEARNS o AND LEARNING OUTCOMES °
S - o L " Collect letters 4£ be.. typed and analyzed. -
- 1 week - Typlng envelopes. THE STUDENT'SHOULD:
’ ) -nunmber of lines _ . : :
-return address Practice addressing'envelopes. ' S
-address R v : ” ' .
-air mail "Collect envelopes for.discussion and
-zip code number "analyzation by the class.

“Study the new ZIP code proceaures and
the new'abbreviations for states,

1 week = Other personal THE STUDENT SHOULD:
typewriting needs. . a :
-recipes ’ Have an opportunity to type personal
-newspaper and . materials.” '

magazine articles :
' > Compare ways of typing personal needs

information to establish effectlve and .
"time saving forms.

2 weeks Typing simple THE STUDENT SHOULD:
manuscripts, :
-term papers © Learn the basic rules for the typlng
’ -research papers of manuscripts.

- - 142
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TEACHING SUGBGESTIONS

1. Students should understand that correct Xey stroke is tne basis of typewrit-
ing power and must be developed at the outset, before typewriting applica-~
tions are attem ted.

< el

2. The student should understand the mechanical'feature of his maohinc 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.
S. 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. ' v :

"7 _Create'an atmosphere enhancing the students“ability tobwork 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. - . o J {-'
' 10. Use of a bulletin board to show suitable i11ustrations_wi11'a1so 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

K

Cook, Fred S., Morrison, Phyllis C., Trytten, John M., Whale, Leslié J., Gregg
Junior High Typigg, Second Edition, Gregg: DiViSion/McGraw-Hill Book Co., 1965.

Wanous, S. J., Haggblade, Ber‘e, Persoral Typewricing for Junior High Schools,
Third Edition, Soutn—Western Publishing Company, 1971.

Lloyd, Alan C., Hosler, Russler J., Personal Typing, Third Edition, Gregg Divi=-
Sion/McGraw-Hill Book Compeany, 1969.

Wanous, S. J., Personal and Professional Typing: Third Edition, South-Westpzn
Publishing Company, 1967.

N\
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SECRETARIAL OFFICE PRACTICE

Course Description

»

Stenographic Office Practice is a course designed to integrate the knowledges
and skills students have acquired in business courses as ’well .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-

:graphic career objective, In addition to typewriting and shorthand gkills 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:

-

l. To devalop a wcrk-ng 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 copy, forms, reports,
documents, papers, stencils and masters. ,

144 s
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4. To devolop'skill in placing and receiving telephone calls.

5. To develop basic skiil in ‘the operation of fluid and stencil duplicators;

Ty
)

6. To develop skill and knowledge in filing.

7. To develop an awareness of the vocational possibilities in the field of -
business. } _ o

8. To develop an understanding of desirable office traits: punttuality, 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 deyelop an attitude of flexibility in office situations.

11. 'To conserve time, supplies, and effort'in performing.office tasks.
4y .
1l2. To acquire information essential to the performance of various routines and
procedures.

13. To develop the ability to listen to and carry out instructions.

14. To develop organizational ability. | L s S ©
- oL s e . -t !
15. . To work under pressure in timed“production work. M .

Course Content ' o i

Secretarial Office Practice contains units- on: 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, work 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); trans portation,
duplicating. eqUipment- data processing 1terminology, unit record quipment,
and computer uses}); and job success.

Course Credit

s

Ofle H o

‘Course Iocation

1 = 12

Course ‘Length’

.

One year or 36 weeks' for 180 class periods of 55 minutes

North Dakota Secondary Course Code’

03090 N 145‘_‘ -
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TIME

SUGGESTED ACTIVITIES

THE STUDENT SHOULD: S N
7 . \\\

Learn the dutles and respon51b111te ‘of
the secretary.
-producing mailable letters
-composing and editing letters
~-typing business papers
~using tfie telephone
~handling ‘the mail
-meeting callers
-filing and retrieving 1nformation
" =handling travel arrangements
-copying and duplicating
-processing data
'~keeping financial records
~planning the day's work
.=using‘office machines

'Realize -that specialized training is

necessary to succeed as a .secretary.

Inveetigate salary scales, working condi-
tions, and the opportunltles for employ-
ment of secretarles. e

Listen to one or more businessmen talk
about employment and what they expect of
their secretaries and other offlce '
employees. '

Realize the importance of being a good
secretarial image. :

-personzl appearance

=health : . .
-poise . 7 ’ -
-posture ‘
-voice

~ Realize the importance of having a good

relationship with others in the office.
-cooperativeness ' '
-tactfulness '

=courtesy and manners '

. =common sense

—trustworthiness andfloYalty v' o

Study how to become efflcient in one's
job.’

-initiative

~“punctuality

~organization

-depandability

144 -

THE STUDENT LEARNS
2 weeks The general respohsibil-
ities of a stenographer-
receptionist,
T 1 -
. L
L4 . - l..t)
S
kS
[ " /
‘ 2
L
o .
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TIME

4 weeksv

\ 4 weeks:

_'THE STUDENT LEARNS

About dictation and

transcription equipment, -

How to compose and -
write letters, .

o | SUGGESTED ACTIVITIES
A :  AND LEARNING OUTCOMES
=production ability

THE‘STUDENT SHOULD:

Revxew basic typlng SklllS.

Study varlous types of dlctation and
transcription equipment used ingthe
office.

~disc recorder

-magnetic belt recorder

'-magnetic tape recofder

Know . the secretary s responsiblllty for
mamta:.nlng dn.ctation equipment. =

Watch a demonstration of proper tran-

scription technique by a teacher or -
secretary

Understand what is an acceptable skill
level for u51ng the transcriber.

Transcribe from pre-recorded and teacher-'
made dlctation materlals.

THE STUDENT SHOULD: o .

"Review and practice all parts of the
business letter, .
-date line
—address
-attention line
=salutation
-subject line
~ =body of the letter: :
-second page - -

=complimentaxy close S
.=signature ' : S ’

-reference line .
-~encladlire notations
=mailing notations
~-carbon copy notations
~envelopes

,Revieﬁ_and practice diffe}ent le ter
styles.

Study about office statibnary.

=how it is selected by the offlve
~types of paper used

145
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R - - SUGGESTED ACTIVITES
TIME = THE STUDENT LEARNS : - ; . AND LEARNING OUTSOMES
| . = e ' .a E ', o
Realize the impression created by a let-

ter upon the receiver.

Practice making carbon copies .and typing-
> ' envelopes.

Practice composmg: . :
~letters of’ acknowledgmmt
-letters of appointment
-letters making reservations
v . =—letters regarding meetings .
2 : -letférs of transmittal
T -thank you letters -
-letters ordering goods cr services
~letters of inquiry '
° h E . =letters of remittance ~t
-acknowledging order letters-
: -letters of adjustment
, . . .' : -letters of credit . e
h : , . . -letters of collection S
-sales letters
-=form letteré
‘ . e

THE STUDENT SHOULD: -

'

/

2-3 weeks How to type

various tasks. g )
S e Know. the exis#ence of and how to type
B : v . financial statements.
. S ~balance sheet
S o . -=income statement

-statement of ‘retained eam:.ngs

'rypa 'from a variety of materia" 8¢ -
~business reports y
, i -manuscripts . L o
.o : . ~interoffice memorandums ‘
jb‘«bd - -finapcial reports
< : -1egal papers
-resolutions
~minutes of a meeting

IS

, . ' ) ‘
1 week About mail and 1HE STUDENT snoum:

telegrams, .
PR - Learn the proper . technique of opening the
- ‘ mail.

°

. ¢ . <
Practice dating, sorting, and distribut-
ing mail. ’ |
Learn about organizing correspondence,
» : \ - routing mail, and special memorandums.

146 °
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weeks

THE STUDENT LEARNS

Correct telephone usage.

Fd

SUBGESTED ACTIVITIES

~ ™
2 .“‘ :
é

anw what precautlons are necessary be-
fore. re1e5§1ng out901rg mail,

'Practlcu’fbldlng\and 1nSert1ng letters.

. LAl
Study ébout recanceled stamps and enve—
lopes{astamﬁed envelopes and_cards, and

'mail. B e s

T

f . AND LEARNING OUTCOMES
1 ) - . v I\_’/

Learn the various classes of domestic mails .-

v
-
.

KN ot ' ' R
Study special postal services: special

. handling, special delivery, registered

mail, insured mail, certified mail, COD
serviCe, tracihg mail, and priority mail.

, S*udy the uses and purposes of malllnq

-

1*tE)— . ; - . E :'". l

ILSts.f . PR L

o

h

, Learn the uses of te;egraph servxce in

tbday s ousxness offlce.
Learn about the division of dur country
into different time zones.

<
-« b &

THE - SEUDENT SHOULD

Develop a good teiephone personallty.
Learn how. to handle lneomlng calls.
—answering promptly ‘
-igint}fying,,

-screening calls ,
~=giving information - L .
—~getting information

~taking messages accurately
~transferring calls ,

Study various services offered by tele~-
phone companies, such as automatic answer-
ing sets and recording telephone conver-
sations.

Kpow how to use telephoné directories, in-
cluding the usé 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,

Sfudy‘about automatic,dialing telephones.

147
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U suesaqucnvmes

TIME THE STUDENT LEARN8  ° . . aND [LEARNING ourcomes
[ ." lg ’ ) < o 1_ . &n'
L S '_' : _ \ : Become acquainted ‘with long distance tele-
.. . T phone calls as tor their cost and time

’ factors.- : w

a.‘.

Learn about direct 1ong distance dialing.

‘ - . Practice making and accepting telephone
. [ - ¢ e . ! . Calls .

. . : . ©
N . . N ~

;-Look up a variety of telephone numbers
. ‘from a current directory for. practice
. . L using the Yellow Pages.

\ Bedome acquainted with the- types of "

s e 'swrtchboards and their functions. : S
! | Study about intercom systems. e
"\ 3-4 weeks  To become a K THE STUDENT SHOULD: - . .
T receptionist. . ﬁi . . - e
o Learn haw to receive: callers and make
: appointments.
Perform the duties of a receptionist in
class or a simulated office.

. Practice making appointments.

o

" Become aware of what is considered a
Xiﬁ [ desired personality for a receptionist.

o

. About business - THE STUDENT  SHOULD3
A -filing and records U T '

' : .ontrol. : ., Understand that records management is con-

. i . . cerned with devaloping and controlling
_ ) v - /// . ' effective’ information systems. T
} & . ’
- i ¢» . Realize the importance of maintaining
S - records. .

o o ' . ..  Leamn the’ major areas of records managej//

: ) © - ments

Lo ~records reténtion and disposition
(o . =files management

“ g -information.retrieval

. ! . =records protection, o .
) ] . -correspondence management
. ; ;o ' ' -forms and;:eport control

In;sstigate and describe the files used
‘ - by the secretary.

B} ‘ . . ' 148 R
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. SUGGESTED Ac'rwmes |

?‘ME THE'STUDENT LEARNS - AND LEARN'NG OUTCOMES
’ ) N \ "
\ Recome familiar withs: ’
‘ -.guides
-folders . _ b
~filing avcessories . I
~alphebetic ‘card files )

| Rasw all filing rules.

) ' , 4 ‘_ ‘\ Othin a good insight into and practice
' SR ' squect filing.

Have\a complete understandlnq of indexlngu
o 4 ' ~surnames R .
' -compound surnames : ,
=surnames containing preflxes ;
~given names \
-unusual names
"-1n1t1als and abbrev1ated flrst or
: o ) middle names
- \ - =titles '{
i =geniority titles in identical names
| -identical personal names '
° ] -names of married women
' =business or firm names.
=articles, prepositions, and conjunctlons
~abbreviations : -
_ —slngle letters
N ‘~hyphenated and compound names and words
' ~words considered as one
_ ~titles in business names /
- ~compound gecgravhic names
~foreign names
-nuibers
-possessives
~identical business names
- ~Pederal Government offices
\ s ’ : -other political subdivisions.

\ ’ ' : Study correct filing procedures:' inspect-
o v ' o ‘ ing, indexing, coding, sorting, storing,

Learn the importance of correctly arrang-
ing materials in folders and placing the
records in the f11e.

Do an exercise of typing and filing cards
t0 help students more fully understand the’
|, filing procedure ‘(use the chain feeding
; method when typing). :




TIME . THE STUDENT LEARNS

—

2-3 weeks . Copying and duglicating.

. 2=3 weeks

- Operafemthe~mimeo§raph, (includinglthe : ) f

Prepare a spirit maste

| qHE STUDENT SHOULD:

152

SUGGESTED ACTIVITIES
. AND LEARNING OUTCOMES:

o~

Become infoxmed- of new developments in

@

"filing systems. o B LT

Study about numeric filing.
—organization nf a numeric: file
~consecutive number filing o
~project and job filiug o
~legal files
-numeric ‘correspondence files
~terminal-digit filing
-middle~digit filing
—~alpha-numeric £ ling -

Became familiar with geographic filihg.

Learn the uses of:.
~card records - _
~vertical card files ' ' ;
~visible card files , S g
~wheel files R .o
~random filing :
~-elevator files

THE STUDENT SHOULD:

Study the advantages and disadvantages of

various types of copies., . )
j-Diazo ) ‘ ' ..
-Infrared . ’ )
-Diffusion-Transfer o ‘ i
~DyeeTransfer ' o

Use what copies are avallable in the
school. , - . /
\ i
Know how to type:a stencil efficientlj,
involving art work and lettering. o

'

use of several colors). .
}*Qséng different

oolored masters, S
N

Learn to operate the fluid dupiicator.

Study the operating of an offset machlne
and possible prepare an offsget master.

150 \ " -



, : : SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

!
- .'/"/

. . o b
o . A 2 Understand that their employer could '
= R S request that they make travel arrangements.
Study “the various, types of transportation
o available.
i . ~.,
po- : Study and discuss air travel.
- ’ ~-travel agencies
s -airline timetables and directories
' ~classes of service |,
~sources of information . -
-shuttle flights e e
~reservations
" =picking up ‘tickets
~surface transportation to and from the
airport
~helicopter service
—airline baggage
—airline insurance
=stopovers
.=reconfirmation of reservatlons
~—cancellation of reservations . :
—automobile rentals

L ' Study and discuss train travel.
' - ~coach accommodations
-sleepercoach accommodations
q : . =railroad timetables
: ' =baggage _
~validity of tickets
~redemption of tickets

L ' Discuss traveling by bus.

‘\\\ Practice preparing itineraries.

. . : . Study about how to select a hotel or -
L motel and how to make reservations.

ﬂearn various methods of carrying money
~on a\trlp. '

Learn Shd discuss and practice making an
. expense reRort.

) Learn and discuss recent developments in-
L S . -shipping. ’

AN
\\
Study methods and types\of transportation
) . services, ~. -
v . ‘ . . " o
L } R . . 150 . b ~
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; . SUBGGESTED ACT!V/ITIES
- TIME - THE STUDENT LEARNS ' AND LEARNING Oi,TCOMES

4-6 weeks 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 1t relates to

the secretary

—~terminology
~unit record equipment
~computer uses

3-4 weeks financial duties THE STUDENT SHOULD:
of a secretary.

Learn how to handle and see the need for
a petty cash fund.

Study chegking accounts.

; -opening an account : -
~deposit tickets
~writing checks
~completing check etubs
~reconciling a bank statement
~andorsing checks
~-stopping payment of a check
~overdrafts.

Learn and discuss the paying of menthly
. ‘ bills by voucher checks, certified checks,
- o : bank drafts, ““cashier's checks, and postal

\ or express money orders,
. , I
1-2'days To. improve personal THE STUDENT SHOULD ’
» handwriting. '
Realize the 1mportance of good handwrltlng.
Rate their handwriting as to unlformlty,
eadablllty, and spac1ng.
. - ~ Try to improve their handwriting using
S - ‘correct posture and hand position.
' 4-5 weeks To integrate skills THE STUDENT SHOULD: '
and knowledges by using , - o
a practice set. Complete a practice set or sets that will
: ‘ provide experiences in as many facets of- an
office as poss1ble.
2-3 weeks  About occupational THE STUDENT SHOULD3

informat;on.
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' . : . ‘ SUGBGESTED ACTIVITIES
TME 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- -
-classnf1ed\advert1sements 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 v
blanks, one of them handwritten.

3,
:Study tests used for employmenﬂ and, if
possible, take these tests. §

‘Prepare themsgelves chozoughly for an
intexrview,

Identify various tralts des1rab1e when
1nterv1ewing.
-appearance
-voice
-personality
~temperament o :
: : =knowledge® - S,
o - -mental attitude '
’ -self=-opinion
- =effectiveness with people
-job ability
~adaptability

Realize the 1mportance of a thank you

letter after an interview. \\\\\x;\: e

7\."
' Listen to other students tell about 7

their 1nterview1ng experiences. S
. e
. i s
K . ;  Understand that the first several’ days are
: > o . ' always somewhat uneasy, as a new job o
= \demands changes in life stylef

Know that they may undergo an. orlentatlon."
process.

Realize the 1mportance of the first inpres~
- sion created when the student becomes a
secretary

i

/
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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 provxde for realistic practice should be
made available in a correlated up~to—date workbook.

3. timulate ‘discussion on the necessity of us;ng machines in busxness to shorten
time spent and increase accuracy in computing processes.

»
>

4. Guest speakers should include prominent businessmen_from the community as -

3\

well as graduates from the stenographic program. !
5. 'The field trip snould be selected carefully, planned, and previewed with stu-~ '

dents, and then followed up.in order to make this method of learning mcst
‘effective. ALY

6. The discussion method should be used Wlth all other methods or as a single
class activity. .. <

7. The iaboratory-work method is an effective means of integrating secretarial
skills and knowledges.

8. The -demonstration method by a visitor, teachar, or student can be uvsed 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 students w1th written descriptions of spec1fied
) 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,. - . 4
" 11. The model office method (simulation) requires space and equipment -similar to
a "model office." Learning activities will revolwve around this office. .

12. The observation and survey methods can be used either in school offices or

© on field trips. Surveys 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-piaying method is espec1ally effective when used in situations'
involv1ng applications and office case problems.

S

POSSIBLE BASIC TEXTBOOKS

Meehan, Oliverio and Pasewark, Secretarial Ooffice- Practice, Eighth Edition,
. South-Western Publishing Company, 1972.

Fr\es, Rowe, and Travis, Applied Secretarial Practice, Sixth Edition, Gregg
Division/McGraw—Hill Book Company, 1968.
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. , ‘ o - SHORTHAND |

Course Description

v

The first year of shorthand is designed to help a student become competent in

skills, knowledge, and attitudes which enable him or her to enter initial steno-"
graphic positions ‘or to use these competencies as a basis for further shorthand
instructien. Obviously, shorthand is entirely vocational in.nature. Unless the -
student’hag 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 desired,

consideration should be given to employing a comblnatlon of a-variety of measures:
. a prognostlc test; academic achievement, academic ablllty, attendance record,

English skills, and typewrlting ability. A teacher or counseldr probably would

not use all of these factors in the selection process, but a combination of two

or three would provide a better measure <% abl‘lty in most cases than the use of

~one factor,’

o

Course Objectives

1
Competencles necessary for entry into an 1n1t1a1 stenographic position or to
serve .as a basis for additional shorthand instruction should be developed in an
atmosphere calling for desirable character traits and applicatiohs of businesslike
habrts and attitudes. The flrst-year shorthand ltudent should be .able:

"l. To read accurately and rapldly from plate material, from self-wrltten home-

work notes; and from elf-wrltten dictated notes. e ’

2. To use theory principles sufflclently well enough ‘to enable him to form'
correctly written, well-proportloned outlines when taking dictation.

3. To transcrlbe on the typewrlter rapidly and accurately his..own notes taken
from dictation.

i
- [

~
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' . ’ . : ‘\v\ - . ‘ ’ . . - -
4. To apply skilis in proofreading, error correbtfon, plaoement.and execution
-+ of letter styles, spelling, word division, and punctuation.
' - . . " \ - . . . -’ . _‘
- 5« To prdduce mailable letters at acceptable rates of production taken at rates
of dictation similar to' those.employers would iexpect of beginning stenographic
employees. . 4 -

- \
v . .

Y

6. To perform shorthand activitieJ 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 employeeB.~

i

Course }Eonten t

)
‘.

Development of theory; review and continuous- refinement of theory during the
‘remainder of the first semester and throughout the second semester; development of
: reuding skill, pramarily in the first six weeks of tne first semester; development
of dictation ability starting with the beginning of writing on the sixth or seventh
class, day and with continued emphasis thxoughout the two semesters: development of
typewritten transcription ability starting with the first semester and continuing
throughout ‘the second, culminating in application to mailable 1etter production
uring. the last six or seven weeks of the second semester; and reView and contin-
i.ed refinement of proofreadaing skills, spelling, word division, grammar, ‘and
punctuation.

\ T
i

_ Course Credit
One -

Course Locatior

10 - 11 - 12

Course Length o _ . . :

One year or 36 weeks for 180 class.beriods

North Dakota Secondary Course Code L e

03070 -1
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o

R . T SUGGESTED ACTIVITIES

Integrated To develop automatiza- = THE STUDENT SHOULD:
" tion of brief foxms, .
" brief form derivatives, Write brief forms, brief form derivatives
and common phrases. - . and/or common phrases fluently, correctly,.
: o - and ‘with good proportlon and w1th 100
per cent accuracy. :
Drypen and pronounce brlef forms raoldly
and correctly from-a brief fom chart
- T _ dictated at 15 words pex minute.

Integrated To develop ‘dictation THE STUTFNT SHOULD-

B writing ability. o : : .
Take dictation fluently ‘and- rapidiy f£rom
the day's homework lesson at 80-90 wordd

) : pexr minute, writing somethlng for every
— : ) : word.

Upon - completlon of theory, take dlctatlon
of new material at repetitive rates of 80-
90-100 words for a minute. of wrltlng some—
thing for every word. o

Pass with 95’per cent accuracy dictation

of unpreviewed new matter--dictation given -

. for three minutes at rates of 60 70, orx
80 words per minute. :

Integrated ~ To develop théory THE STUDENT SHOULD .
o _knowledge. ' e
' ‘ ' : Spell and pronounce rapidly, repetltlvely,
and accurately words placed on the board

‘from the current léssoh and new 1esson.,:
. R

erte fluently, correctly, and with good
proportion, outlines of selected theory

. o - S o , words pronounced at the.rates of 10 words’
- . N ~ per minute with a mlnimum of 75 per cent:
- - accuracy. -

Integrated To develop typewritten-  THE STUDENT SHOULD:
transcription ability.

Transcribe at the rate of 35 words per
" minute-using homework notes and repeti-
tive goal-setting drilis.

A

Produce in mailable form, three 100-125
words per minite letters dictated at a
rate of 60 words.per minute. - .

157 .
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TIME

Integrated

s

THE STUDENT LEARNS

To develop punctuation
spelling, grammar,

and other related
transcription skills,

14

 SUGGESTED ACTIVITIES
AND LEARNING OUTCOMES

THE STUDENT SHOULD:

" Using the homework notes’ for the day's

lesson, transcribe at the typewritexr 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.

A1



Developing Writing Skill

i~

TEACHING SUGGESTIONS

1.

3.’

4.

6.

7.

8.

-,

Automization wf the shorthand alphabet, brief foms, brief form derivatives,
‘and phrases can be achieved by drilis utlllZlng these teaching aids: chalk-

board, overhead projector, programmed instruction material flash cards, and
charts.

Throuqh repetitive spelling of words from the chalkboard or from the overhead
projector image, students will develop the correct: sounds associated Wlth sym- '
bols to further develop a quick reading and writing response. )

EmphaSis should be given to correct position of writing--both arms supported

on the-desk, body leaning forward at the gesk, non-writing arm holding down ”
the Book and turning ‘pages, and the writing elbow supported on the degk at

all times. .

[ed
A - . . L)
' ! -

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 words per
minute and reach 120-149 words per minute at times on short spurts In the
early stages, the block of time -devoted. to this repetitive- dictation is fifteen
minutes but would be extended to twenty minutes by the end of the fifth week,
As early as poss1b1e, the student should be weaned from- ‘the op.n book.

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 materialiy This technigue can be
used until theory has been completed. New material could be taken - from the
next homework lesson, the theory of which would hdve been previewed\éxten-

- sively prior to-a dictation segment and reViewed between eath dictation

segment,

: \

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 minutes = 180 words; 180 x 5% = 9 ‘error limit. S \
After the completion of theoiy, new material dictation would bBe used for \

class practice except- for a few brief. form and phrase letters. After theo

has. been presentbd, only new material would be used fo; dictation testing at\ -
a rate of not less than 60 words per minute.

_Throughout the first and second semesters, it is Trecommended that dictation
rates during dictation practice periods should exceaed the testing rates for-
the Week by approximately 20-40 words per minute. For example, if students are
attempti.g to pass 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
80-90-100 ‘words per minute. Speed Spurts should be followed immediately by
dropping back to a slower rate to regain controlledkwritingu

189
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9. After the fourth or fifth week, suggested repetltlve dictation practice pro-
- cedures are primarily the one-minute speed builder, one-minute speed forcing,
and the stair-step plans, with approximately.20 to 30 -‘minutc. per day for

three or four days per week spent on -dictation., Every class’ ‘period should in-
o clude some dictation at rates attainable by the slower student and some at
rates hlgh enough to challenge the faster student.
.. ! A
10. Homework practlce should be extensive, varled, and we11—def1ned to the stu-
'dent. Variations such as the whole sentence copy, timed copy method, sen-

tence repetitive method tracing method, scribble wrltlng, ‘and self-dicta-
tion are recommended. :

11, Student desks should be large e“ough to acccmmodate a typewriter and provide -
space for the student : to place both .arms on the desk durlng dlctatlon prac—,
tice, dictation estlng, and iwailable letter dlctatlon. L / '

.12, All desks should be so arranged that the student can face the. chalhboa~d and
assume correct writing pOsltlon.

13, . Dictation testlng shodld be admlnlstered when growth in wrlting has been ac-
complished. Testin may be performed once a week or once every two weeks.
14. During the second semester, spbject matter/of dictation practlce, dlctatlon
\ testing, and homework should be correlated. This procedure reinforces learn~
’ 1ng, makes progress easler, and s1mu1ates business, practice .

| -~ /l

Devgloping Readmg Skitis

l', .

S -Competency ln readlng from plate terial should be developed durlng the first

: < five or six weeks of the first semester, by unison prev1ewxng of part of the
plate of the’ new <lesson, one-minute timing of 1nd1v1dua1 readlng efforts for
‘six to elght minutes of a class period, spot checking of paragraphs studied
for the day, and drypennlng (lightly and quickly. writing over the,outlines in’
the plate), as plate reading is done in and out of class. RecOrds of 1nd1v1-
‘dual reading rates will: add to d111gent Qaily homework preparation.-

2, A timed typewrltten or longhand téanscrlpt1on effort can get response from' ///
_all students in class simultaneo ly and is considered a wiser use of time- -
than_the . indiwvizaal reading procéss. Because of the nultlpllclty of adctivi-

ties in beginning shorthand class, no.more than_six to eight minutes should be |

. devoted to the ind1v1dua1 reading activxty. : _ K
S . & .\ . :

3. It is not necessary to read back dictated notes very freqi ently.; If any read-
ing is.done, it is recommended that it be from controlled wrltlng at the end
of a repetltlve dlctatlon _Segment, '

4, Whenever a student reads from dictation or from homework plates)or notes, o
+" - required punctuatlon should be indlcated and reasons given for such ST
- insertions. S

-

,-"bovelgping Tran‘scrioilon Skills

"

The lmportance of teachlng the skill of typewrltten transcriptlon cannot be.
_overemphasized, Statistics. show that students 'do not enroll.in second-year
shorthand because they felt unsuccessful during the f1rst-year of instruction. A
student cannot use shorthand sk111 without knowing how to transcribe at the type-

| o
o . ’ . : ’ 8 . ooy - '\ [
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writer; therefore, typewrltten'franscrlptxon skill needs to be taught. durlng the
first year of shorthand., The follow1ng suggestlons ﬁre given- for developing
transcription skill:

e

1. Typewriting instruction could begin as early as'theftenth day of instruction
but no later than the sixth tOreighth week of school.

.2. Elemuiits of typewrltten transcrlptlon sk111 should proceed from the simple to,ﬂ
the complex,

3. From the beginning of typewritten transcriptién and throughout  all drill ,
_work, emphasis is placed on application of correct use of the typewrlter, cor-~ °
rect typewrltlng technlques, and- correct typewrltlng posture. ) )

e Typewritten transcription should be’ developed by flrst‘transcribing repeti-
tively individual sentences from. homework plates. Within a few periods, re~
petltlve one-minute tlmlngs and three~m1nute transcrlptlon ratns ‘on homework
“notes may be presented.z BPINE ] : o

@ - - K il
. a L
i

S. Repetlthe drills to- develop typewr_tlng speed and accuracy. can dlso be used
J. effectively to develop typewritten transcription skill. Such drills can be

accomplished. in 10~12 minutes-of class, time for each day approxlmately three
days a._ week:

- . :

o D

6, Students should be directed: g o A ) S co
. t v ) [ ) )
. X ! . - ;{ ) L .
Step 1--To use a five-inch line, double spacing, -and no paragraph indentiéns..

Step 2--To transcrlbe for three. mlnutes from a- sectlon of homework notes,
correotlng erroxs as they 0ccur.

v .
.-

Step 3--To spend the next minute proofreading:and correcting additrqnal errors,
Step 4--To score their.work as the teacher reads the material inciuding the

spelling of problem words, explalnlng punctuation, and other correc-
tion p01nters. S °

: . -
. v . -

Suggestions for Scorlng--Deduct "1" for transcrlptlon errors and "10" for-
' typewrlﬁing errors, Determine total words transcribed from the ‘stu-
dent's transcrlpt, deduct the penalty, and- d1v1de the remalnlng words-‘
by three minutes to obtaln the rate. . : :

-

v 7. Durlngmthe last 6-7 weeks of the firSt‘year,'mailabﬁe letter.production should

tos ) be introduced. A letter style and a letter placement scale are reviewed and
&] .. practiced. Many opportunities shpuld be given for productionr of three average
C:;_ '» length. letters in approximately 30-35 minutes. . Evaluation-is on mailability.

~ 'Correlate subject matter of the letters with the subject-matter of the home-
- v work a551gnment when possible, Dictation rate for mailable letters shduld be
E ten’'words helow the lowest digtation test rate’ of the .class, preferably no .
' lower than 60 words per mlnute° : . _ . . o - .
. . ’ : : ) l°4 . . A - .
- 8. During all]tr scrlptlon practlce, emphadis is given to drilling and having _
. knowledge Ef":Zanscrlptlon points of capitalizaticin, number expre5510ns hy-

‘. » ~phenated. words, possesslves, and punctuatlon ‘usace. )
45 - ot [ . f ' . /
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9. Freguent transcription from homework_notés without prior announdéement helps
to insure.diligent completion of the day's assignment. Completion of home~
. work :includes knowing -items 6f ‘spelling, punctuatlon, capltallzatlon, hyphena-
tion, and number expression which: appear in the student transcrlpt‘

10. &ll transcrlptlon up to the time of mallable letters can be done usxng a
. flVP-lnCh line, double spaclng and manuscript style.,* . . - . ]

ot

A POSSIBLE BASIC TEXTBOOKS

1st Semester : ' .

.2nd Sumester ST .

Greag, John Robert Leslle, LOUlS A,, Zoubek Charles E., Gregg Shorthand Diamond
: Jubilee Ser. 3, Second Edltlon Gregg D1v1510n/McGraw-H111 Book Company, 1971.
—_—

- St

.

Leslie, Louis A., ioubek, Charles E., Strony, Madeline S., Gregg Dictation 0
-Diamond Jubilee Serles, Second Edltlon, Gregg DlVlSlon/McGraw-Hlll Book
Company, 1971. . .

rid

PR
! LU

*Eages 159-162 ‘reprinted with permiss4on'from Business Education for the Seventies,.
Office of the Superintendent of Public Inotructlcn, Vocational and Technical. Educa-
tlon DlVlSlon, -prlngfield, Illinois,-1972. -
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SHORTHAND 1|

o

course Description

- The second year of shorthand study is designed to refine those skills, know- -
;ledge, and attitudes which were developed throughout the first year of shorthand

- instraction. A student should have reached at least an average achievement level

.in beginning shorthand to contlnue the study of second-year shorthand. Only in
unusual circumstances should a'student who has less than a C grade in beglnnlng
shorthand be permitted to study second-year shorthand.

Course Objectives

Skills, knowledge, and attitudes 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 while 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, shqpid be able: . f .

1. ‘To read fluently and accurately f}omvshorthand plates, from self-written

homewérk notes, and from self-wrltten dlctated notes written at rates appll-
cable to advanced shorthand.

2. To apply theory principles sufficiently well to be able to write accurately,
in correct proportion and without hesitation any"new,word as well as words
~- . '/ 'of average and above-average difficulty.

- o ‘ yz 4
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,
= o S 163 ‘ .
Q ‘ . . . :
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. : . ' .
and ‘envelopes. . : / \» !

4. To applﬁ skills in'proofreading, placement; spelling) word diOision, punce
: tuation, and use of reference manuals withefficiency and employable ac-
: a . , : I
curacy. | . ’ Ny _ o ‘.'_

5. To erdﬁce mailable letters at acceptable rates of productlon taken at rates
of d1ct tion similar to those employers would expect oﬁ stenographers.
i
6.. To solve problems of transcription, substitute meanlngful ords for-indis-

.tinct outllnes, make corrections in the dictaticn lf necessary, and apply
dec1s10n-mak1ng procedures to offlce tasks.

x ' -/
7. To use,'ln business dlctatlon and in oral communication,/the business term-
inology; applicable toian office situation and understand and practice the
desirable character traits requ1red of a successful stenographer.,

S

8. To take|dictation at varying %ates (with 1nterrupt1an, changes, and/or un-
“usual dlrectlons), for a- sustalned 1enqth of time ana maintain the .interest,
consciousness of good wr;tln; technique, -and alertness to be able to read

back to, the dictator at any moment and answer questlons about thn correspon-
- dence lf required.

'ﬁ-' /
9. To understand and apprec1ate the dutles performed and the responsibilities
" of the!stenographlc position and the relationship which exists between the

appllcatlon of stenographjﬁ skills and the fulfillment of the complete job

as stewcgrapher.

. 1
Course Credit . - [ o o

| | | . ]

L " - |-
i .

Course Location /

One

11 - 12 - ' / . v -

Course Length.

, 1 yeaA or 36 weeks for 180 class reriods /
North Dakota Secondary Course Code /
* - . /

b
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| | SUGGESTED ACTIVITIES
TIME = THE STUDENT LEARNS ‘ 'AND LEARNING OUTCOMES

Depends on' - To refine theory, brief  THE STUDENT SHOULD:

students’ forms, brief form deriv- - - po
, heeds and atives, and phrasing As the teacher pronounces brief forms,
- background abilities. ' sample theory words, and common phrases

_ at rates of 12-15 words a minute, the
i 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 wéikds
. related to dictation speed building ma-
T : , - terial that will be read and written
S : ' . repeatedly. '

Depends on  To perfect dictation . THE STUDENT SHOULD:
students'’ ..writing ability. -
needs and , ST e AS the teacher dictates at 20-40 words
background above the dictation speed being attempted
' for the week, write rapidly something for"
every word. ' ' ,
! o . Following speed drives used in a repeti-
-tive speed building plan, the student
will write well-proportloned, 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.

Depends on To improve typewritten THE . STUDENT SHOULD:
students' " transcription ability. , . _
needs and Using homework notes, the student will
background ‘ _ ‘ 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-.
- N ' » lopes, into mailable form as"many as
possible in 30-35 minutes.

. Be .able to transcribe accurately from
b . . offlce style dictation. :

Depends on To improve. and. perfect THE STUDENT SHOULD:
students' : '
. needs and ' : 165
Q background '




SUGGESTED ACTIVITIES.

TIME . THE STUDENT LEARNS ' AND LEARNING OUTCOMES
skill in proofreading, Using homework notes from the day's les-
spelling, punctuation, son, the student will.transcribe on the

' and other areas related typewriter, correcting errors, spelling
. .. ‘o transcription. 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
1'mai1ab1e form at a rate-equal to the cur-
.rent transcription rate required for the
grading period..- : -

Integrated  To develop an under- 'II‘HE STUDENT SHOULD: '
periodically standing of the steno- C L ‘
‘ grapher's day in a busi- From observation of a stenographer at
ness office. work, list and clock the tasks performed
' by her.

From observation, list the materidls and
equipment used by a stenographer.

¢ B 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,

persoénal characteristics, human relation--

ships, and decision-making aspects of
office employment. .
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' SUGGESTIONS FOR REFINING WR_IT!NG SKILLS"

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 vorac above the rates being attempted on dictation tests for
the week. Approx.uataly a 20 to 30 minute block of time should be devoted
~to dlCLdtlon deve lopment aoproximately 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. Gains at higher speeds are more difficult to achieve; therefore, dictation
testing may be done every two weeks rather than every week to give students'
an opporLunity 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 three-
minute dictation test for the fourth semester. -

5. The best use of multiple-channel equipment is described in Monograph w121 and
°"  the Business Education Association publication, Us1ng Multiple- Channel ,
Equipment to Develop Stenographic Competency.

. 6. Students should be taught how to dictate 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 for 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. T

3

SUGGESTIONS FOR REFINING TRANSCRIBING SKILL
1. Transcription skill is best developed through short, repetitive drills..
Sentences incgluding punctuation, hyphenated words, possessives, number ex- -

pressions, et celtera, can be duplicated for repetitive speed and controlled
transcription practice. :

2. Approxzmately 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
suvelop additional skill.

\

*?ages 167-169 reprinted with. permission from Business Education for .the Seventies,
Office of the Superintendent of Public Instruction, Vocational and Technical Educa—
tion DiVision, Sprin jfield, Illinois, 1972.
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Aruitoxt provided by Eic:

10.

2

"cessful achievement easier. -

. ,
Emphasis should be placed on correct pocitioniat the typewriter and correct

operational techniques. Ty ] ‘ . . . zo-

3
B

Difficulties that might be encountered in transcription should be preViewed

. in the beginning of the third semester. 2as the course progresses the stu-

dent should be held increaSingly responSible for anticipating such. diffi-
culties. . _ R

o

-Production of mailable letters should proceed from.the Simple to«the com-

plex, i.e., one carbon and an envelope; additienal carbons and envelopes,
shorter letters to longer 1etters, 1etters of mixed lengths, and’ letters

With special notations.' : . e/

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. :
Other teachers and area businessmen may be invited to assist in both dicta-
tion and job interviewing.

Dictation for maiiable transcription should not exceed the speed at which
everyone in the class‘is able to write good outlines.

Correlating mailable letter dictation with -homework subject matter from the
textbook reinforces learning and simulates a business Situation, making suc-

N © . a
B
a

Evaluation of mailable letters may be based on the pOint system as recom-
mended by Grubbsl or may be based on the number of mailable letters.

"

MISCELLANEOUS SUGGESTIONS

. . : o

Theory development is important in the third and fourth semester. Attention

‘should be given to theory by previewing the new lesson on the chalkboard,

reviewing previous lessons on the chai}bdgrd; and administering theory tests.

4

Transcription-drills and three-minute transcription timings on homework notes -

o
'3

help to enphasize writing notes correctly and with good proportion.

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 wuséd as a dictation source as well -as a source for
obtaining total words when performing three-minute transcription rates, .

Reading back from shorthand notes is rarely necessarY}_however; when such
reading is done required punctuation should be indicated, cextain words

- should be spelled, and hyphenations and possessives should be reviewed.

«

'As in first-year shorthand, USing homework in class -for threeFminute trans>

cription rates and drills will necessitate the student's haVing completed
his assignment. ) , . - -
Starting each day with a transcription'rate from homework notes should moti-
vate the student. to compete for higher rates and. use his homework in: a

7
0

s B
- L

tion World, October, 1959, through June, 1960.

{Grubbs, Robert L. "Rx for Effective Shorthand Teaching," E'isiness Educa~-
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_worthwhile manner.

7. Student desks should be 1arge enough to accommodate a typewriter and to pro-
ide space for the student to have both arms on the desk during dictation
practice, dictation testing, and mailable Ietter dictation. All desks ‘should
be so arranged that the student ‘can face the board and assume correct
" writing position.

‘8. Accurate proofreading is essential in the teaching of stenographic skill

Some suggestions are given which may be employed in the teaching of type—

writing and shorthand: .

a. The teacher reads material aloud, inserts punctuation and giyes reasons . °
for such insertions. spells problem words, and d1scusses hyphenated ‘ '
words, possessives, “and number expressions. o

b. Students watch for errors espec1a11y in beglnnlng and clos1ng lines,

‘ double letter words, aad simi.ar words.

c. Students proofread each other S. papers and are given cred1t for perfect
checklng..

9. Comments relative to 1nd1v1dua]121ng 1nstruc+10n in shorthand which appears

in the outline for the first year of shorthand are Just as app10priate for
the second year.

. ;~

10 The concept of "writing something for every wor is still important. This
will e11m1nate omissions’ 1n the notes and will he}p the student" achieve

higher rates. . g

o
-

' 11. Students should‘be taught how to dictate and be encouraged to use the stu-
dent transcript-as their source of .ive dictation to one another.

12. Other teachers and a’\r,nncxnessmpn may be. invited to assist in both dﬁcta-
' tion and job interv:cwming <

13, chtatlon for mail afvle tyurscription should not exceed the spedd at wllch
' everyone in the +.c¢zs L" rhle to write good outlines.

14. Emphaslze the importanos wF'correctly recording figures and unfamiliar and
technical temms. ’

POSSIBLE BASIC TEXTBOOKS |

I

3

Leslie, Louis A., Zoubek, Charles E., Gregjy %ranscription Diamond Jubilee Series,
Second Elition, Gregy Division/McGraw-iiil] Book Company, 1972.

'‘Gregg, John Robert, Lesli€, Louis A., Zouke%, Chaxlas E., #itchell, William,
Gregg Speed.Building, Diamond Jubilee Serlcs, Second Edition, Gregg D1v1—
s1on/Mc~raw-H111 Book Company, 1¢72.

. ; v
Bcwman, Wallace B., Oliverio, Mary Ellsn, Shorthand Dictation Studies, Third '
(Jubilee) Edition, South-Western Publishing Cbmpany, 1966.

Balsley, Irol Whitmore, Wanods,'s. J., shorthand Transcription Studiesg, Fourth
Edition, South-Western Publishing Company, 1968. -

~ - . 169
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bUPFNVISED COCFEFATIVE OCC UPATIONAL EXPERENCE

Course Descriptidn ' - -

Cooperative Vouaiiona. Education is an instructional plan which.combines
learning experiences z8in.l through regularly scheduled supervised employment in
the community and vocaticonally oriented in-school instructjon. The on;the—job
learning experierices musv e consistent with.the occupational objectives of stu- ;
dents. Students are normally paid a minimum wage by the employer in- oxder to re-
celve credit for this course.

OCCLPL T ONS FOR WHICH VOCATIONAL OFFICE EDUCATION .
" STUDENTS MAY BE TRAINED

(Established by United States Office of Education
" for classifying and reporting data)

U. S. Office  "D. O. T. . )
Classification 012 0000 Office Ochphtions Education (Vocational) K .
d . : - Pt
i4.01 0100 Accounting and Computing Occupations . f/i.-
igq. .00 o 0200 Business Data Processing Systems. Occupatlons ’
14.03 " 0300 Filing, Office Machines, and General .Office Clerical _
' -+ Occupations )
14.0« ' . 0400 Information Communlcatlon Occupati.ons
14.05. 0500 Materials Support Occupations :
14.06 . . 0600 . Personnel, Training, and Related’ Occupations
14.07¢ - . nh700 " Stenographlc, Secretarial and Related Occupations
14.08 0800 Supervxsory and Administrative Management Occupations
i4.09 . 0900  Typing and Related Occupations :
' 14.99 9900 Other Office Occupations Not Elsewhere Classified

o . -

*pictionary of Occupational Titles"

‘ . ¥

- o . 170
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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 gqpls of this
team teaching arrangement, the teacher-coordinator, employer, and training sponsor
have instructional responSibili+ies. 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 . -aaf‘

'pos~1bi- tdvancement in his chosen occupational field.

’

duuree Dbjectives .

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 various- conditions.
in the cooperative training station, he will acquire capabilities which will per- °

sist as he progresses in his career and takes’ pOSltlonS 'in other work enVironments.
The student should be able. , s Lo

1. To develop knowledge and skilrs/essentialbfor business employment
‘ment.

2. To interact with co-workers, supeIViSOIS, an:/i28}9¥ers;z‘." , | E
3. To stimulate critical analySis of current jo s and career pOSSibilities.
‘,/

. v —

—adyance-

4. 'To developudeSirable'work habits and attitudes.

o 4

5.”.To make rational economic decisions about employment spending and saving and o
" ' 'participate in a private enterprise economy.

-

Gv‘ To manage work and leisure time. ' - - -

7. To develop good habits of observation and good judeent skills.

- Course Content . ' C - SN

Course Location

-Course Length

Q

ERIC

PAruntext provided oy enic [

<

Actual work experience downtown at a training station coordinated with related

in-class ‘instruction. The student is noxmally paid a minimum wage while employed
in the work station. ) . - .

-

Course Credit

One-half or one

o

.11 - 12

Students work approiimately an average of 15 hours per week for 18 weeks.for
one-half credit or 36 weeks fdr one credit. 6

North Dakota Secondary Course.Code

03999 - -171. : ' g
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' ﬁ v i '. N v . ‘ " ) ) ] . R * - ’ ‘ . \
T s L ¢ e SUGGESTED ACTIVITIES -
TIME . - THE STUDENT LEARNS - AND-LEARNING OUTCOMES

-

. . . . : " . “ s . »,
N .

1~-2 weeks “Orientation and prepara- THE STUDENT SHOULD: _' , ' o s
tion for actual job | '

placement. ) Complete a self-appralsal unlt and be
‘ . d ~ able to understand:

~the training agreement

~-the training plan

-the ‘purpose of the related class '

..

~1-4 weeks  Skills. *  7HE STUDENT -SHOULD:

Briﬁiﬁoffrce skill back up to peak level.
e -“-'-$ o 5
‘"'Jvu,h;_;- . Prepare.- fot 1n1t1al 1nterv1ew1ng with -
~tra1n1ng SpOAsDr, ~

e S e

" Balance of -Actual on-the~-job THE STUDENT SHOULD: ‘ R

. . r . - ) .
Semester or traininge. ey L CT 7

-

Year. L : ' Hand in weekly reports of hours worked
. c B S and act1v1t1es performed. g
Discuss problems with the teacher-coordl-i
. : nator that arise during the week.

K -
R -_---—_ e ——— V'
A/ -«

. : C i Follow all -aspects of the tralnlng plan.

Seek remedial help from the teacher-
‘coordinator for any aspect of therjOb
in whlch help is needed.

¢



/o : L

TEACHING-SL - * ESTIONS" R —

. "1 ,Make use of your advisory committee. *.  at least twice a year with a
h planned agenda for each meeting.

L] o

2. Hold group meetings of the trained. sponsors to help them better understand
what andvhow to teach the trainee. “ = o t

- N

3. Use self-appraisal units to stimulate students’ awarenesslof themselves.,
R - . § . I ¢
i ) . . ' . . e

4, Use a traininbfagreement and a training plan.
" 5. Attempt to match student with the training station.

6. Use films to‘érebare students,for initial employment; "
. ‘

7. Have students &nterv1ew for positions available. Have them prepare an -
-x:applicatlon form, : '

) . . | { ’
SgilProperly-orientate students and parehts to the cooperative program,

S, JKeeo up-to-date‘records on ‘the trainee's program; R
:;;io. ‘Schedule conferences with eacn student to dlscuss weaknesses and strengths
as they relate to career selection. ) . -

11. Check periodically student progress witn e;ployers and with the students.‘
L 12, Providé opportunities»for students to learn from each other's experience;

13. Keep the school s guldance personnel informed of the cooperative offlce
occupation s objectives and standards of employment.

. 7 REFERENCES

Vocational Office Education for Tomorrow's World Coordinator's Manual, State:

Board for Vocational Education, Bismarck, North Dakota, Phase 1, June, 1971-
" Phase II, June, 1972, .
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TYPEWRITING |

N

] £~

' “Course DeScription ; .

Flrst-year typewriting is designed to develop typewrltlng skill for both.per-
sonal.and occupational applications. .. The ‘course should give the students a broad
coverage of types of materials’ typed and at the same time give’ sufflcient emphasis

. to speed development. For example, an "A" student should attain a’ speed of at
i least 45 to 50 words a minute for.three minutes with an error 1imit of -three. In
' addition "to this, the- students should be able to compose at the typnwrlter with .

facility and be able to type office style productlon problems W1thin a reasonable
, amount of time. -

§ & - -—‘ T : ‘ L

l Course Objectives v o

. . .
! s/
l - R -

\1. To master the key locations: and correct typewrlting techniques such as posture,,
key strokinq, and keeping tWe eye@s on the copy.

a .

. N g

.. 2. To demonstrate the ability to arrange bu51ness letters, tabulations, manuscrlpts,
outlines, and other forms or business papers Wlth vertical and horizontal cen-
tering. "

‘ P
= N |

3. To demonstrate mastery of Ehe techniques of prbofreadinq and correcfing errors.
\ .

4.  To demonstrate correct keylstroklng, operation of servi e keys, and other
typewriter machanisms. LT . S . :

5.1 To..completely automatize ﬁhe typewriter keyboard, including number and symbol

" keys. - : . ; S = :

. © 6.» To compose at the typewriter with facility.

7.. To‘develop‘habits of neatness, accuracy, and concentration. =~ /T °

t

b ' | . 174 . . ) - .
o - ¢‘. . - ’ . - . . . o | ‘

r ' ' - o . . . @
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.
7

8. To acquire the necessdry knowledge and .skill ‘to type correctly and arrange , /
attractively materials required to meet personal needs and general office ' (//‘
needs. >, : e . v : % e .

” . :
< ! .. s )

o, Y

9, ro apply general- knowledge and skill in using the typewriter as a writing -//

. instrument. ~ . / . . i N o
e Course Content and Suggested Sequence of Activ1t1es : ‘ -
: / _

Learning the letter keys, location,of keys, correct position at the machine~
learning to type figures and basic. symbols‘ typing -special symbols and stati stical
copy; centering; word division; proofreadingw announcements; ,personal hote pOSLdL
cards; erasing; spreading and, crowding letters; carkon' copids; persorfal aznd business )
letters; addressinq envelopes; simple, tabulated reports; outlines and manuscripts;
speed and accuracy emphasis; rough drafts; man_scripts and reports, businegs letters-
' backspace-from-center tabulation; ¢office typing probléms; business formzn produc-

_ tion of business letters and tabufation problems, typing on ruled papeﬁ and becom-

e

¢

ing awarﬂ of caﬁeers _ : o . .
Course Credit%i ’ '31 R -t o oo ‘
N S R . S \ g
One o o - ‘ . L
. . : . L ] . &
L " : - T : .
" Course Location ' . L : : . . e
’ ‘ . . . - . \ ..
9, 10, 11, 12 o, . . . o ) /
. , . . . ! .:_ . ‘ . . . . ._.‘ - A )
Course Length A : e ' ST :
_ s . . .

"one year or 36 weeks for 180 class periods. Fifty-five minute periods or
seven 40-minute periods weekly in lieu of five 55-minute periods required
Pl ‘ F] >

North Dakota Secondary Course Code ' » < ‘ f

03030-I ’ g S e K
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o o E . . ! .
Y A . : L ol l 2 .
- -
. . - . o . -
3 - | 4
\ » i
i . , o
- . W
\ . ; W ?
| ~ - -, . ; . e 3 . .
AT
\ . \/ -?
: "\\ v s <
"« ll . ,
~ ! f ! 4 -
‘] ’ -
\ e ‘ - 4
] - M g -
- > L 2
3 3N f v
N, - .
| N r "
- AR A
e . ‘. “t .
‘
’ ) Yoe .
'\ ® - * . ) b
- ~
- . -
g -
Rt ; p .
s
i . ~
§ e n c o

oo




P

TIME THE STUDENT LEARNS

Inteérated-
< writing teckhuigues,
. - =proper stroking-
' ' -good pasture
. -eyes on the copy
v _ -feet on the floor

' “
v pon) ; . .

/\' ’
Integrated

iness 1like.,
-chair in position
-area frezc from waste

paper and other litter

- -materials organized
. -turn off electric ‘ma-
" chines when leaving
work station .

To correct’'errors on
originals and carbons.

Integrated
after it
‘has been
introduced devices .

;ntegrated
’ nisms efficiently.

~

~
El

!

To correctly calculate

vertical and horizontal .

centering using -

. =full size paper

) ~hdlf sheets of paper,
: -odd sized paper

©

'1-1/2 wks

' ;
5-7 wks To typewrlte numbers. by
' touch.

/7 10-12 wks To type ietters, mem-
-orandums, tables, and

manuscripts..
o . |
ERIC -~

Aruitoxt provided by Eic:

"To develoé‘ceyxect type-

To keep work stations bus-

' THE STUbENT SHOULD:

<

-use various correct1ng

Practice using the eraser, correcting tapes

To use the service mecha-

SUGGESTED ACTIVITIES
'AND’ LEARNING OUTCOMES:

THE STUDENT SHOULD :

From a teacher demonstration of proper key
stroking techniques imitate;your example,

Type from dlctatlon to develop the ballas-
tic stroke.. S ,

THE STUDENT SHOULD:

G

Observe regulations on how they are to

leave the tygewriting stations-~-no paper
on the floor, carriages centéred, etc.

Take turns inspecting their row at the end
of each period.

Use correct erasing methods after seeing

‘a demonstratlon on era51ng.

-

Use duplicated work wnen -

igned to squeeze
a word or letter, . :

Practice spreading and squeezing a‘wgrd.‘

Practice removal of paper and relnsertrnc
it with proper allgnment. :

N
and fluld 4 . -

THE STUDENT SHOULD:T

Drill frequently on service mechanlsms
such as the carriage retumn, space bar,
tabulator.. paper insertion, etc.

THE STUDENT SHOULD:. " ' . .

- Set up and*iype tables and letters from

handwritten ~and unarranged rough draft copy.
Calculate 1margin eettlngs such as announce-
ments._

THE

STUDENT SHOULD: - e

Drill on typlng numbers with a goal or touch
typlnq of all numbers.

N K

THE - STUDEVT SHOULD.




. SUGGESTED ACTIVITIES .
TIME /" THE STUDENT LEARNS . . AND LEARNING OUTCOMES

Compose letters with detailed 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 copy.

" Integrated To proofread. THE STUDENT SHOULD:
- . . ) \ ‘ N '
Proofread materials typed by other students
as well as their own.

" Compose accep?.rle letters, messages, tables,
"and type in £fna’ i-rm w1th no’ errors.

Learn & shat 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 saving money for the employ-
. er on the job.:

Bring examples of letters, newspaper clip-
-pings, etc. where uncorrefted.errors‘caused
: content. or thought to be different than in-

tended.

[

".}f2 wks To type enveiopes; ' THE STUDENT SHOULD:

Cut paper to size for a large and small
envelope, if actual envelopes are not
available. . SR : °

i
Use chain feeding and back feeding methods.

Use, the method of addressing envelopes rec-
omended by the U. S Post OFfice.

Include envelopes when typing 1etters for
‘production counting the envelopes as part
of their production time. .

'4f6<wks To compose at the type-- THE STUDENT SHOULD-
1 - writer.

i El

Compoge acoeptable‘letters, messages, tables,
etc. and ‘type them in final form without
any errors. .

i

- Be introduced to composition by a one word

£
>
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TIME

Integrated

-y

THE STUDENT LEARNS

To type forms.

\

To become aware of
careers.

A

V. SUGBSSTED ACTIVITIES
a ‘ AND LLEARNING OUTCOMES

N

1re§ponse, followed by a sentence response,
a paragraph response and finally compos-
|1ng ? complete letter.

iAfter given detailed 1nstruct10ns as to
lette \style -punctuation, subject line,
}attent;on line, closing lines, and carbon

coples,\compose a 1f>tter following the
lnstructlons.

i
gTHE STUDENT SHOULD:

\

sFill in the necessary information on
printed fp*ms.

 -mailing labels

i -shipping orders

' =bills of lading

, -receipts
-promlssory\notes
‘=voucher checks

o -purchase orders

- -invoices \

-memor andums \

B v
Obtain varioustforms used in bu51ness.

Insert words or numbers properly on various
forms. K

i
THE STUDENT SHOULD:

Prepare bulletin' boards showing ‘different
pictures of a person typing.

-at the keypunch
-at.the computor
-as a secretary
-as a clérk

'\

~
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TEACHING SUGGESTIONS
1. Teach students to develop rapid stroking patterns from the first day of class.

2. Encourage 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-
nique.

4. Give students short timings on their practice efforts starting early in the
typewritlng 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 typowriter mechanisms without waste motion.

8. Do not 1ntroduce figqures and symbols unti1 the students have first mastered
the alphabetic reaches. Present only one or two numbers or symbols in any
one peribd _ ! . .

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.

» o

"11. pPresent correct typewrltlng techniques and procedures through short, frequent

- and carefully planned demonstrations. 2

12. Make sure the’ students understand the purpose of every drillmthey type.

Teach students the' difference between typewriting for speed and typewriting
for control and accuracy.-' Be sure they know when to type at each level.

L
-

13. Have the students preview much.of the 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.) ©

=3

14. Develop speed’ through short spurts, gradually 1engthening the spurts of
. effort" as the sgtudents develop typewriting skill,’

15. Force speed through repetltlon of easy practice material.

16. If the typewriting room is equipped with both manuals and electrics, renem—

ber that the stroking technique is the major dlfference between the operation

of these maahines. Do not rotate until they reach 35 words per minute 7Qr one
minute. . .

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.

179 -
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- 1,
18. Set up. standards for the typewriting of office production jobs as well as
o for typewriting straight copy.

19. Place less emphas1s in second semester typewriting on "words a minute“ and .
more on "production". .

20. Include art,typewriting. (Only use a break in the routine before a holiday~¥
or some special event.) ' .

b . 3

~—

©

'+ ." 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% Techniques - '10%
Basic Skill Competencies (straight ) " Basic Skill Competencies 30-40%
" copy, statistical copy, rough ~ Problem and: Production Work - 40-50%
draft copy, script copy, etc.) 40% Work Attitudes and Habits 10%
Problem and/or Production Work . 20% s
Work, Attitudes and Habits 108 . b ~

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 discuss10n of careers where typewriting is essential. Bulletin
boards would be an effective means of providing career information.

£

A

POSSIBLE BASIC TEXTBOOKS .
(=3
Lessenbprry,‘D D., Crawford T. James JErickson, Lawrence W., Beaumont, ‘Lee R.,
Robinson, Jerry W., Pentury 21 Typewritiggj South-Western Publishing Co., 19g2

Rowe, John L., Lloyd, Alan C., Winqer, Fred E., Tinng 300, Gregg DiVision/Mcqraw-»
Hill Book Company, 1972 .
5 :
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. TYPEWRITING Il

o -

2, Compose usable copy directly at the typewriter.

6.: Develop touch-control of all service mechanisms.

Course Description
The second vear of typeswriting is vocational in structure and purpose. It is

designed to prepare students for a business career by developing vocational com- °

petency at the typawriter. Much empha51s is given to production typewriting using

- office standards for quality and speed. The development of proficiency in “using

-

service mechanisms and top row keys is a very important part of the- course.

Course Objectives . . - .

Because the second-year 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.

3. 'Build responsibilitv in organizing and completing typewriting production prob-
. iems with a minimum of direction and superV1sion. . .

4. Develop top row proficiency.

5. Deveiop efficiency in using and handking office materials and supplies.

«

7. Change a"tYpewriter ribbon correctly and give proper care tc the typewriter.

8. Compiefe with at least 95% accuracy "information" tests which include typing
, 'information about “‘punctuation, capitalization, expressions of quantities and ¢

Lovaresa,y L
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9. Type masters, carbons, stenc1ls, and offset mats. - .

10. Exemplify desirable attitudes, personal resourcefulness, selffreliance,'re-
sponsibility and self-control 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. ‘

a

Course Content

Typing II contains drills to develop speed ané accuracy achieved'in Typing I,
letter productic: on uxecutive size, special size, and'regular size stationery,
business documents and forms, advanced tabulation problems; multiple carbon copies;
duplication equipment; and qeneral typing information, i.e., punctuatlon, capltal-
ization, expression of numbers . ] . a

. : . )
Course Credit . '

One-half 6r one

Course Lv,.nlon

10 - 1 "2

v

Course Lengtl:

For one credit--36 weeks os 18( cless perioéS'of 55 minutes @ach, or seven
40 minutn Piricds weekly in lieu of fiwve 55 minute pexiod_requirement.

kel

For onc-h 21€ credit--18 waekv with above requlrements

e -
. <

North Dakota Secondary Course Code

<
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SUGGESTED ACTIVITIES

TIME THE STUDENT LEARNS " "AND LEARNING OUTCOMES
. E4 .
Semester Year = THE STUDENT SHOULD:
2-3 wks 4-6 To review and refine ' 'Strive for mastery of basic typewriting-
wks basic typing -kill. techniques .in the development of voca-

" ' : _ S tional comﬁetency-at the typewriter.
_ Type business letters, business reports,
- tabulations reports and business 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 drill they .
: . type.
. 'Know when they are typlng for speed and
when they are t]ping for control,
Forces speed development through repetltion
} of easy practice materials. .
. Develop speed through short spurts, grad-
- ually lengthening the spurts as typing
skill is Gdeveloped.
Both inte-  To acquire a h:gh de- THE STUDENT SHOULD:.
grated grae of ‘skill.in sta- : :
daily tistical cyping., R 'Practice number drills daily. WAbandon home
T S . row for vocational'statistical typing.
, " Receive an extra penalty for errors not
. ‘located. : .
.~ Both inte- To proofre:zd. ’ ) THE STUDENT SHOULD:
‘ grated S - _ -
daily - ' . . Proofread their own papers &nd as a part
: of a prouofreading committee, be charged
. with the responsibility for rechecking
-other student's papers. ¢ o
Inte- Per- To compcSe at the type- THE STUDENT.,JOULD:
grated 1lodic writer. .
daily _ _ : Produce a mailable lettér given only verbal

d1rect10ns.

1 wk 2 wks Type for the dup?‘cation THE SEEQENT SHOULD ;
process. . ) :
o : ) Re able to type a usable spirit master, -
' & stenzil, and offset mat in a reasonable
~ amount of time.

185 -
183




S ' " © . SUGGESTED ACTIVITIES -
TIME THE STUDENT LEARNS : AND LEARNING OUTCOMES

Semester Year ' THE STUDENT SHOULD:
. p . ) . .
6~-8 wks 12-18 To type 1nteqrated pro- 1In a specified amount of time do a wide '

. wks Jects. ‘ - -variety of business typing. _
\ . " >
. ~administrative of- _ -interoffice memorandums.
fice typing o ~-mailing list index cards

-folder labeis
-postal cards
" - . ~office procedures manuals
-form letters
~circulars
-tables (boxed and unboxed)

~ -sales/purchase of- ~acknowledgment cards
fice typing . =-purchase orders -
’ ' -job descriptions
-invitatln*q to bid
-summary of blas

E _ ' -financial office -trade in schedules
SR typing - : ~tables of deliquent accounts )
’ ‘ -collection letters
-balance sheets
-income statements

—-executive office -agendas of meétlngs
typing ' -speeches
~jtineraries
-telegrams

: -minute: of a meeting

_-basic production = ‘~finamncial reports
skills : -letters on executive stationery
-leftbound business reports with‘tables
and footnotes .
-expenditure tables
=purchase orders '

L

-invoices
-professional office -leftbound‘hanuscrlpts with side headings

- typing o . ~last wills and testaments
, : . . -partnership agreements :
oo e o ’ - "w=legal letters '
' 8 -medical typirg . - .
' : " -patient 1dentification cards .
S -abstracts of & medical research report
‘ -reports of operation’ .
- . ) . =two page ‘medical letters.

" ~insurance office . -monthly reports -
typing S ~cards for a reference file

184




| = ‘ _ SUGGESTED ACTIVITIES
TIME THE STUDENT LEARNS AND LEARNING OUTCOMES

Semester Year ’ ” -letters with blind carbon copy notation
' -reports in manuscript style

-technical office ~computer programs

tvr ing - -two page technical letters
-message reply memos
-spec}fication sheets

»

~government.office -government repcrts
“typing ‘~government lotters
-disposition forms
\ 1-2 wks - .To become aware of the  THE STUDENT SHOULDS
N business world. ! '

Take a Civil Service and other employment
tests, followed with class disdussion.
Type letters of application, personal data
sheet, and application blanks. :

0.
SE




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 freguently using good form and techniques to set the- example for-
improved stroking, for refining’ manlpulatlve skills, for developing flow of
work patterns, and for refining productlon skills. ™ When demonstrating at the
typewrlter, place the stand diagonally at the sige of the room. .

3. Set short-range goals that can be achieved- increase goals frequently as a
means of motlvatlng students to achieve new goals.

@

o

4. Collect buslness forms from the communlty to use as sample lllustratlons and
practice forms :

5. Allow students to use their own initiative. Provide exercises where students
do not copy. from a book.

»
2

x 6. Accept only'that work which is satisfactory as 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 sudbess in business. ' )

. d 7. Utilize various businesS forms and methods ln 1ntegrated, s1mulated, and
model office situations throughout the year . : -

8. Provide students with 4 maximum of time for production work. Using 20-30
. minute periods, striye for production of 3 to 4 letters the first semester,
‘ .5, to 6 the second semster, of approximately 125 words with all errors cor- .
rected, 1nclud1ng the maklng of carbon coples and addressxng of envelopes. ‘
Some production tests include rough drafts, tabulated forms, and material
other than letters. Grades are determined by the quantlty of mallable ma-
terlal produced within the testlng perlod .

9. Baseé the grades for vocaﬁ&onal typewriting upon several factors, lncludlng
" speed and .accuracy on timed writings, work habits, attitudes, and perform-’
ance. _Rrogress reports to students are a loglcal part of the total program .

of pupll evaluation. -

o

'POSSIBLE BASIC TEXTBOOKS o . ,

Lessenberry, D. .D., Crawford, T. James, Erickson, Lawrence W., Beaumont, Lee R.,
Robinson, Jerry W., Century 21 Typewrltlng, Cycle IT South-Western Publlshlng
Co., 1972.. : , e

Rowe, John L., Lloyd, Alan C., Winger, Fred E., Typing 300, Book II, Gregg Dlvx—
slon/McGraw-Hlll Book Company, 1972.

4

- | 18.8\‘:
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. provide for the student both knowledge and abilities he can use to further bis

Philosophy .

INTRODUCTION TO DISTRIBUTIVE EDUCATION - -

e o ' B o - . . -.'\" .
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 is. definitely "relevant." The educational experiences

_that students obtain in “the classroom and at the occupational tra111ng station

prov1des them with usable knowledge and skills general enough to be valuable in
many occupations and spec¢ific enough for emplovability/ﬁ '
The relevancy and practicability of Distributive Education make it an increas- -
ingly popular offering at the high school ‘and pest-high school level.

’ In*roduction to Distributive £ducation is a total program of study preparing
students for entry pOSltlonS in the field.of 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 a plan in-

volving classroom work, on—the=job experience, and leadership ‘activities which will

chosen occupations.

_ The‘instruction°a student receives in the classroom from his teacher is re-
lated to the skills the student is acquiring at his ‘training tation. -Relating
the classroom work and the training station learning kecomes .the “dssential ele-

. ment which makes Distributive Education a total cooperative program of study,.

~

.,These guides are built-around' the Premise that teachers in our high schooIs
and employers in business and industry will participate in a continuous evalua~
tion and updating process so that obsolescence in Drstributive Education pnograms
can be minimized. . - - . T .

)

.=
4 . K

The theory that classroom instruction w1th related occupational training is
the best educational experience that can be offered has been born out in practice .

- through Distributive Education. By participating in thls 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 practical and - the classroom instruction is more meaningful
being directly related to the occupational training., The Distributive Education®

' -prcgram, therefore, plans- its curriculum, training plans, and related learnJ.ng

experiences so that the student receive‘ a completely ‘meaningful cooperative
training.

..,

v » e

. Objectives ) . - ) o ..Q%

1. Prov1de ‘classroom learning through a curriculum that complements the occupa-
T tional experiences.

2, Prepare training plans for students on the job’ that centain a variety of

skills and understandingS'that provide empl ability. T =

" 3o Prov1de broad background learning. ex;ar_enres so that. students understand

techniques ‘of distribu;ion and the fi:e enterprise system

3

.'”4;’ Develop leadership, social intelligence, vocational understanding, and c1V1c .

consciousness. - : . - _ ' .o



which will persist as he progresses in his career and takes pos1tions in other . -

SUPERVISED COOPERATIVE _OCCUPATIONAL,EXPER];E:NCEA' R

; ® .
| N \ ' ) B >
- Cooperative Vocational Education is an’ instructional plan which combines y .

learning experiences gained through regularly scheduled supervised employment
in the .community and vocationally oriented in-school instructlon. The on-the-

Course Descriptdon -

P

~ job learning experiencés must be consistent with the occupatlonal objectives -
* of students. Students are normally paid a minimum wage by . the employer in < 7

order to receive credit for-this course. o qw =
The ‘term Cooperative" describes the working relationship between school
and business in preparing students for:'the world of work. To achieve the goals
of this team -teaching ayrangement, the teacher coord1nator, emp loyer,* and [
training sponsor have instructional responsibflities. In school the-teacher- :
coordinator combines related instruction’ with the student employment experiences.
He also works closely with the training spormsor in planning stud&nt learning .
experiences which are consistent with both student and employer goals.’ The
training sponsor combines regularly. scheduled -part-time employment experiences
and instructlon 50 that ~the student will be able to develop and refine competen-
cies needed for entry -level jobs and possible advancement in his chosen/
occupational rield. ) - / . : e /-

e . . ’e

LY

-
.

Course ObJeP*ivPsJ . o8 - - } D I -

. . . S
. . - Ry /
pa

One of the expected outcomesxof cooperat1ve vocational educat on is the
student's ability to ‘adjust to woik environments T~ The fntent is that by-teach- SRR

* " ing him to irteract effectively with fellow workers and’ supervisors under

various conditions in the cooperat1ve training station, he will acquire capabllitles

-

work env1ronments, The student sh0uld be able:, ~- - -

"o )

1. To develop knowledge and skills essential for bus1ness employment and

advancement. o Cel } RN -

< ! , . < /3' : . .

2. To interact with co-workers; supervisors, and employersr .y M ¢
/" .- 4

3. To stimulate critical analysis of current jObS and career possib111t1es.Lf.
‘u " : e
4, To develop desirable work habits and attitudes. S o o s

N

(

5. To make rationai- economic - decis1ons aboﬁt employment spend1ng and saving
. and participate in a private enterprlsc economy - L . -

6.  To manage ork and leisure time.~ ' .;:Afh , o '_ o, *_g

3 o |
74 To develop good habits of observation and good Judgement skills.

°

North Dakota Secondary Course Code k ; T o -
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. L L “ " A
C0urse Content e LT T e -
et . - ° ¥ !:\ \ . . ' s

\ ' Actual worklexperience downtown ata training station coordinated ‘with
related in-class instruction. The ‘student is normally paid a,minimum wage

_ _while employed ih themwo*k>stqtion. - ,.n .
. --. ] ) v. ¢’ * . ~ ) ] .
Course Credit ,."j: . A ' _ . - '7!"' s S
. Ope~half or ‘one per year|. . P : - . .
) P . Y »' o : . “ o . , LY : . N ) -
;nCourse Location o T o . ~- SN <j; F. j
CoL 1 - 12 g ¢ - Lo é
b1 o - T . . . o L . '
) - . . L. w ot . :;; s . - 3 - \‘ - .
-Course Length ~ - ) .B < . T - . : L
-" ) o - . ot . . '_ . ,.
Students work approximately an average of 15 hoq;s per week for 18 weeks
for ona—half credit or 36 weoks for one, credit.\ -7 _\ ‘
9-TIME_ ' THE STUDENT LEARNS ) 3 B ‘.§pGGESIED.ACTIVITIES
o . L "’_: p" . 'v‘ _“}‘1 .
. 1-2°weeks °© Oriéntation ‘and preparation S THE STUDENT %HOULD' ' _
' for actbal job placement. Gomplete a self-appraisal S .
S } = v L upit and be able to under— ) /
* " 4 : ‘ - ; » ‘. - T Stané. ' . l /
¢ [ . L . ! ~the training agreement '
- Ty . o ] ﬁ_,s‘i__ . E_ _-the training plan ' °/
. B S . ' o . - -the purpose of.the ./
: , O S e AT o related ‘class /
‘.‘R\? . . \"' /’ . . ’ - ’ o : 1‘.3' . . = ' ,’/
o I-4 weeks e skills - S THE STUDENT SHOULD:'. -/
e SN Ne : o T et Pripare for initial inter-/'
= } N e o T viewing with training =~ /
~ i ) 0, . o . sponsor. » : ,
e . . : ; ;
‘Balance of ° | Actual on-the-job training “IHE STUDENT SHOULD: - | |
Semester pr - .. " . . o Hand in weekly reports of . L
Year - . .| v . . o L. hours worked’ and activities
. . T e R e i A nnrformed
T . b YT - / W Discuss pnoblems with the
- . . % .+ _..v" teacher-coordinator/that -__ :
_ R A i arise during the week '
.o B et T e ‘ / o .
P S A Follow all aspects of the '
UM _ e o ' training plan. / Be L7
- . .,‘.. v ‘ . k : -i, _ . 2 N .
; R . DI : 4 :J@Z Seek remedial elp from the oo
N - ' . ¢ dcher-coordimator for.any, - -
. ., SO ] ﬁ spect’ of the job in which -
. N T . help is need Vi
EEACHlNG SUéGESTIONS - See page 30 of Distributive Education ﬂandbogg, August 1972
- ‘-; ¢ ¥ o - ’ : / .
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- OCCUPATIONAL TITLES--J>B DESCRIPTION

.
N

04.02 Apparel and Accessories.~ ; 9. Explairs prcper ‘care of fnerchan-
T ’ B dise
Fashion.Coordfnator C -~ 10. Writes up sales slip °
'J}1. Receives cash payments
1. Assists in buying 12. Rings up sales
2.. Studies fashion trends. LA 13. '"Returns change and recelots
3. Coordinates promotional actlﬁltles 14. Handles returns and exchanges
4. Trains employees 15. Straightens stock.
5. . Hires employees 1l6. Cleans work area .
6. Sells on the sales floor. - 17. Mark or.¥emark prices
7. Goes to market ' 18. Prepares shoe displays
8. Puts on fashion shows _
9. Assists in developing merchandise . Jewelry and Optical
plans, budgeting, and guidelines ' -
) %%5' . 1. Greets customer
Salesmen - Men and Boys 7. ' 2. Determines customer needs
< . 3. Shows merchandise
. . 1. Greets customers. 4.  Answers questibns ‘and objections -
2. Develops interest in merchandise '5. 'Supplies prodﬁct information ’
3. Answers customers guestions 6. Estimates repairs
4. Determines customer needs 7. Sets up displays
5. Explains proper care of mnrchandlse_' 8. Keeps records of styles plcked
. 6. Shows a variety of goods ' by;:brides-to-be
7. Helps customer make a decision 4
8. Suggests related items after a pur- - Notions and Accessories
chase has been made _ '
9. Writes up a’'sales or charge slip ' 1. Greets customers . o
10. Receives cash payments 2. Sells notions o - . ,6'-
,. 1l. ‘Rirgs up-sale i ‘3. Duties s1mllar to that of a mens -
. 12.. Returns change and receipt . B wear or womens wear salesperson
13.* Handles retdrns and exchanges\ '
14.. -Straightens stock area B ‘ o . ' .
'15. Makes sure work area is neat and 04.03 Automotive and Petroleum
. clean . . ¢ ~ - o
l6. May aSSlSL in orderlng stock T Parts Counter Man
~17. May- stoc? shelves and racks ' : o
18 May mark or remark prlces o SR I Greets cugstomers - \
' 19._ May prepare d;splays oy : 2. Sells replacement parts and
_ .accassories
o Salesmen'- wOmen and Girls. , 3.. Determines customer needs
o ' 4. ‘Takes telephone orders '
B A Would have the same dutles as a . .- 5. -supplies necessary parts to’
salesmen for men and°boys wear mechanics *© -
' ) . 6. Locates parts ln stockroom
salesperson -'Shoes 7. Suggests. 1nterchangeable parts
- if original is not in stock
. 1. Greets customers : : 8. Places special orders for parts
T 2. Determines customer reeds . 9. Determlnes parts\prlces
“ 3. Answers customer questlons and 10. 'Receives ‘cash. paymants
. ',objectlons R v 11. ertes up sales orxcharge sllps
4. . Correctly fits;shoe size : 2. Keeps catalogs and orlce lists
5.-- Shows a variety of shoes . up to date SN
6. Locates correct .shoe in stock area 13.  Rings up sales . N\_W,
7. * Helps customer make a selection 14. Returns change and recelpts
'8, Suggests related products after 15. May oxdey ‘replacement stock.
» ‘purchase 19 made g - -+ . 1lé. May unpack incoming shipmentsjr
L e . o : . N ¥
R e 193¢




04.03 . Automotive and Petroleum, 8. Refills carawash s@lution ®
- {Continued) o \\ ' 5
- N ‘ A ., Parking Lot Attendent 7
17. May maintain sales records . T
18. Takes inventory ' 1. Greet customers. .. . .
: & ‘ -Y ° 2, Dispense tickets : .
Service Station Attendent < 3. 'Park cars '
: i - i 4. Locate cars for customers
- 1. Greets customers . 5. Receive payments
: 2. 'Determines customer needs 6. Ring up- sales- . .- el
3. Pumps gas o 7. Dispense charige and recelpts o
4. Checks proper tiuid leveals ’ .8. Clean parking lot area
5. May check tirs pressure - X o ‘
6. WasBes car windows ] S Service Department Manager
“7. May make small repairs ' ' .
8. Recelves cash payments 1. Greets customers L .
9. ertes up sales slip or charge sales ‘2. Determines customer ‘heeds . © -
10.° "Rings up sales 3. sWrites up work orders
11. Returns.change ‘and receipts 4. Arranges for a mechanlc to do
12. Cleans station gnd pump island area "'the work
13. Provides direcégan'and information '5. .May test drive autos
to customers ‘ -.6. _Records necessary lnformatlon 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
S : _ i 9. May compute cost of repairs
Salesperson - Automobile Department 10. Answers questions regarding ’
S : costs ﬁf work performed ..
1. Greets customer co .~ 11, Handles customer complaints
2. May sell new, used, or both types § T
of car Te - Bulk 0il Service
3. Determines customer needs . X v o _ S
4. Points out benefits that match cus- 1. Takes customers orders by tele-
tomer needs ' ) ~ phone and in-person .
{ 5. Quotes.tentative prlces and trade-in 2, Fllls customers. tanks .
_ allowances 3. Bills customer regularly - takes
6. May arrange financing and insur- care of accounts . ]
arice for cars they sell 4. May check customer tanks and .
Y. -Register cars and obtaln licence - _ fill periodically
~+ plates - : - 5. May check customer furnances, ,
8. Makes sure cars sold have been ser-. .. etc. and do minor repairs = A
' viced properly 6. Collect accopnts ° _ oot
9. Answers customers questions . 7. Service deliyery vehicle - : L

~10. Maintains contact with buyers by . .
sending out new car literature ' . - : " .
e o ‘ oL 04.05 Floristxry . ¢. . . -~
Car Wash Attendent ' : ' .

S : e Lo ' - Salesperson'- Flowers
1. Greets customer . e

"2, Takes cash or ticket from customer 1. Greets customers
3. Rings up sales_and-gives .change 2. Determines customer needs
. 4. Operates ‘car wash equipment «© -~ 3. *Selects. flowers from stock
. 5.. Assists in drying car ' . 4. wraps flowers if nécessary .
, 6. Cleans car wash area daily . . 5. Takes necessary lnformatlon for
7. Services car wash equipment oo ' dellvery orders: ) o
.: i . . . . : . I - ‘ ] ¢ ‘. ' E ‘:_‘_‘,
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6. 1.
" 7. May taKe telephone orders 5.
8. Rings up sales : 3.
9. Writes up cash cr charge slips ' 3.
10. Hakes change and.returns along with'
receipt .
~11. Keeps work area neat and clean | .
12. - May assist in arrang1ng flowers/ 1.
bouquets 2.
13. Clean and care for plants .
14. Builds displays . 3.
15. Advises customers on flower and 4.
plant care ‘ _ :
: E . e i 5.
°. Wholesaler - Florist Supplier 6.
1. calls on florist .shops
2. Determines shop needs
3. Suggests new products
4. Inventories supplies
_5. Shows product samples and products
© catalogue 1.
6. Takes customer orders 2.
7. _ertes purchase orders . 3.
8. Takes care of customer accounts
:.9. Bills customer at regular intervals 4.
Deliverx 5.
i : , R 6.
— Y. Picks up flowers and delivery slips
from the florist shop . " 7.
2. ¢ Delivers to the correct address 8.
'3, .Cleans delivery vehicle :
4. Has delivery vehicle serviced 9.
. 5. Takes cash payment from customer _
. . - - 10..
.. 04.06 Food Distribution 11
- .Cashier - Checker
" 1. ' Greet customer 1.
"%, 2. Divides items as to taxable and-
/-. non-taxable ; . 2.
. Rings up sales " T -
4. ‘Takes cash pavment/checks from 3.
T customer
i '§., Gives .customer correct change and’ ‘
. _receipt 5.
6. - Dispenses, stamps if glven at the
, store _ 6.
7. Redeems coupons . 7.
.- May assist in bagging items
-

Q

E

£t

(Continued)

04:.05 Floristry,
Pl - ) -

7

Takes FTD orders

RIC.-

PAruitext providea oy enic IS

Changes cash register, tapes .

< . 185

. May sign bill of lading
' Unloads shipment

“dor : v

. dise and stocking shelves. = =
‘Replaces shopplng carts in-

‘Washes wlndows and does general

R
.«

Wholesalesmen - Driver . . - S

Calls on stores: :
Inventories..and” rearranges stock
Restocks shelves . : '
Writes up the purchase order p

- . ‘

Cashier - Courtesy .

Cashes checks ,

May handle returns and adjust-
ments ‘

May take utilities payments .
May direct clstomers to merchan-

. dise areas -

May take phone calis. -
May be responsible for opehing
new charge accounts and taking
charge paymentsﬁ:\

Receiving, Marketing, and
Stocking

Checks merchandise for correct
quality, quantity, and damage
Marks retail price and correct

-code information on merchandise
‘Dispose of cartons and-crates

Keeps rece1v1ng and marking
areas clean ) . 4

. Routes shipments from vendors:

Keeps accurate records for eachi,
shipment . '
Moves stock to forward and
reserve stockrooms

May prepare - ‘claims agalnst ven-

<
Dusts and c1eans shelves o -

CarrY‘out - BaggerSr

(3

Bags ltems, maklng sure none

.~
are damaged - v
Carriers items to customrrs car,_ﬂ';“
and loads them '~ . -~
Thanks customer- . = S

Fills bag" sectlon in check out
counter ' - ‘ - .
May assist in marking merchan- ' R

Keeps area neat and clean

Q

desxgnated areas

.
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4.06 ' Food Listribution, (Continued)

9..

10.

1.

“12.

13.

.
~ Lod .

cleaning

Wholesale Representative

Calls on grocers
Inventories stock
Suggests quantity of stock _tor carry.

-.-Suggests-items to be added to stock

Sets up displays

Assists ln promotional . act1v1t1es
Keeps accurate accounts

Writes .purchase orders -

Rack Jobber

Checks over delivery vehicle
Organizes delivery schedule
Prepares customers racks - cleans,
inventories N '
Replenishes stock, removes slow
moving merchandise -

Prepares display

Prepares sales slip’

- Returns to warehouse and re-stocks

truck at end of of day

" 'Prepares tru truck for next days dellv-

‘eries

Parks truck =

Turns in cash and credlt slips
Prepares turnover figures for each
store ' ) Co
Arranges deliVéry schedule for next

n

‘eday - F
"Contacts prospective customers

»

‘ 04.07 Food Services

- T

7.
8.
9.

10.

11.

12.

Waiter - Waitress

Greet customers "o

Take order and sales check

Clean counter and carry out dlrty
dishes

' Set up counter

Fill napkin holders, salt and
_pepper containers

Prepare -soft- drinks, malts’,. etc. .. .
Clean under counter and: dlsplays
Suggest deserts

Ring up-sale and give correct change
Wash dishes and silverware

Order pasterys

Delegate duties to other employees‘

[3

. ‘ 196

'iZ(EO.

1.
2.
3.
4.

e
-

. 6.

7.

9.

~Trains neéw employees

Hostess

3

~

Food éhecker

3 J

'Set up menu-° - e .

Order food and supplies
Handles money and budgets
Sets up work schedule
Records dally sales transactlons
Supervises preparatlon of food
Bakes home baked pasterles\
Coordinates work load among
employees -

.
'

Greets customers .’ - .
Shows them to their table r

.Serves menu,

Supervises other waltresses -
Supervises bus boys
Sets up work,schedule'_ - .
Helps to clean tables

Rings up sale and makes change
Trains'new employees v

Food Vending Serv1ce & Coxn

Collectlon

Contact manager to place machines

in establishment B .
Install vending machlnes w1th

food and coins

-Repair machlnes_and clean

Order merchandise"from whole-
saler- _
Collect money, give % to bu%i- '
ness '
Set up budgets, determine whlch
machines are unprofltable '

Complete outs1de expense and

call sheets . ¢
Train new employees .

. Completes outside call and

wholesaler Supplier

Calls on retallers and sells -
merchanaise

Delivers merchandise to store
Sets up store displays

expense ‘reports - LT
Loads truck ' ' _
Takeg inventory and order mer-
chandise , '

Train new employees:

)
»'




o } .
AU X " . ) i
~—-04:08 -General Merchandise o Y= 8. Coordisates displays |activities
= A - 9. Goes to market to buy merchan- -
. . Store Manager y ' E dise : - o
' o _ 10. Handles .security regulatlons
d, ~H1re, fire. people o . - °.and controls : R
2. Trains emplayees and delegate duties 1l. Handles customers injuries f ﬁ
‘and responsibilities = S . o ' .
3. Coordlnates promotlonal act1V1t1es . Salesperson ) . .
4. Sets up budgets and analyzes ratios ! T LY
5. Coordinates internal and external 1. Sell merchandise. P W s '
~ displays ‘ : - "~ 2. Describes selling poihts about '
6. Enforces store policies'" : C , Werchandise . o
7.: Conducts sales meetings 3. Makes outside calls
8. Motivates. his personel - 4. Demonstrates Mmerchandise | ° _
9. Assists with buying © S. Prepares.salescheck and bidg = - -
10, Evaluates store performarce . "6. Explains credits terms < . » ’
11. Assist personel w1th problems 7. Counts basic stock list*and ~ i
12.  Negotiates with tnion officials. _ .. orders~merchandise
13. Active in community affairs . 8. Sets up window and interior ,
. . : , N . displays ' 7
Operating Manager - . Q. Tally daily expense accounts / -t
.. o ‘ ’ 10. Makes refunds and exchanges.
1. COmpletes’stbre budgets with assis~ 11. Keeps floor stock current, clean
'tants from manager and arranged o . .
D24 Hires new employees . ' 12. sells credit : o
3. " Supervises non-selling employees . ' o T
-4, Orders displays ahd equipment - Rece1v1nglinark1ng, Warehouse
" 5., Review outside call sheets and Manager .
axpenses . . "
6.. Completes Manager monthly internal 1. Unloads freight Trom carrier .
" ‘audit check - 2. ' Checks for damaged cartons
7. Conducts weekly meetlng with depart- 3. Counts number of p1eces of mer-
ment heads " chandise ’ R
- 8. Restricts the $ amount that can be 4. Signs Bill of Ladipy
'spent in the store v _ 5. Records information into
- 9. - Supervises delivery schedule f receiving record S
-10. Review service department perform- 6. Pulls invoice order and matches -
ance, auto .service performance- with receiving érder "
11., Handles security regulatlons and . 7. Counts merchandlse ana prices .
control . 8. Takes mexchandise to sales floor . -
12. Handles customers injuries " or warehouse -
. T . 9. Files claims and shortages :
Merchandise Manager v . 10. sShips returns and claims to . T
o : . - vendors .
1. Completé merchandise plan,' open to 1l. Kgeps warehouse clean L
buy and basic stock list Lo, 1la2. Set up deliverles and help to °
2. Buys merchandise for all promo=-- i load: : '
tional activities 13. Assists customers wlth -mexchan-.
3. Approves purchase orders for basic dise pickup from warehouse S
.18t items ms - 14. Supervises and trains new ware- o
40 ! Coo*dlnates pIOMtionatl aCtiVltiBS T ""h_ouse*—pmomel__,.____.‘_._'_*_*______ o —‘~-~°_._.__.~_
and lays out ads . _ "15. sets up: merchandise e
5. Plans all other medias _ _ _— R
6. Supervises and treins selling - _ Buyer T
‘employees _,k:at\\ : - , : L
7. Sells on the sales floor L 1. Sets up merchandise plan :

201 LR
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. 04.08 General Merchandise, (Continued) _~ Service Manager '
% : . . . -t T . e
* 2. calculates opén to’buy : ' 1. Repalrs merchandlsn . i
. *3.. Determines buying policies, and 2. Supervises other servige man T
‘ price lxnngng, PR - 3. Orders parts ard’ suppXies. - TN
.4. Coordinates buying activities w1th ™ 4. .Sets up work schecule and rouFe { .
) promotional ewvents 5. Analyses WOXE reocrts ) '
5. Oxders dxsplays to tie in w1th mer-- 6. Outside calls, ewpense reports N
" chandise dlsplays 7. Supervises handling of VCB, LBT,'
6. Sells on sales floor ‘_ R 8. Sells additional items tQ.cus* :
. ', 7. Goes ‘to /fmarket |, " ' tomers (saap, serv1ce_contracts)_%f
! 8. Delegates of dutles o personnel 9. .Sells credit and stores image _
j'. '+ under his superv1sxon e ~. 10, ‘Calculate repair estimates, ) ’ i
A 9: Holds meetlngs,clnforms“them about ¥l. Lomple.es monthly serv1ce _ .
~ . new products’ . N - ,grfozrvnpef . S
. 105} Sets markdowns. pOllCleS ' . - . e/
i N T T Igy01ce Records Clerk S
P -Cashier S L e e . ‘ S
~ - -~ ' T e 1., Retelves purchase orders, recordsr‘ ;”
I ‘Tabulates dally cash register rlngs . 'onopen to buy =~ LS .
' ,and ‘records on Sales & Cash repeprt, 2. . Pays 1nvo;ce R ’ . i .
.2. Completes cash flow reports (Income * 3. ‘' Follow ups on late orders, sepd
. -tax, Federal Wlthholdlng tax. ect.) . cancellations
.. 3. Makes bank deposxts B 4. Files frelght claims and short-
a! Calculate time'card hours. .- ¢°~$ . " ages - o
" 5. Makes out payroll . o - 5. .Completes monthly open to buy
6. Handles bad check reports - : i . report . .
7 7. Pays frelght bllls'and all other ’ 6.  Oxders Supplles and- equlpment ...
o bills. ' -, - .77 Matches. rece1v1ng order w1th - s
' ..4- 8_— SuperVLSe employees and traln's 1n ‘ .. anOlCe, files in closed orde:s . P
company pracedures _,' by departments R
T = - B " . 8. calculates monthly book inVen-
Credit Manager . - = ' o tory SRR
‘ e R ° . -~ 9. Ccompletes year ‘end reports and- -
1. ‘ApproVes credit sales based on store a reconclles 1nventory (Look - ’
_ limit by managexr o . Phy51cal) . .o .
2. ~Records credits and charges to each T o o N L
. account , ) & : - '
' 3. 'Completes general ledger ‘account to 04,09 Building Hardware Managér - -\;
balance books - . . : S W ' - )
4. Send out llnquent correspondence o .Salesman General Hardware -~
5. Calls on delinquent accounts : - B
¢ 6. Trains new employees - K Toq. Sell merchand1
7. ‘Establishes limits, analyses _ * 2. Demonstrates merchandlse; des- -
~accounts . + - - cribes selllng poxnts - T
8. Repossesses merchanqise S 3. Mixes paints - e
9. Records hn.story of each account and 4. Prepares salescheck’ and bldS '
gives credit ratiny ' 5. Explains credit terms. )
10.  Hires credit collectors - . 6. ,Counts basic stock’ llStS, orders . -
11. Records’ layaways and pills customers : merchandlse ~ .
L 12. Mails out premlun‘offers to preferred 7. Sets up 1nterlor~d13p.4ys o
e customers S .. 8. Makes refunds and exchanges
© 13. oOrders credit tools to promote ' * 9, "Keeps floor- sﬁock current, clean
’ credlt _ -~ and azranged
o ' '10. ' sells credit- = .
198\ N
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04.09 Bulldlng Hardware Manager,f

~

N e

A

- 3 )
I

floor and gives estimates

» - AContinued) ). . S o 6. Follows up on completed job -
o - . : < 7. Demonstrages cLe/nlng equipment
11. Rlngs up sales’} makes’ change, refunds 8. Makes adjustment and refunds
and adjustments - 9. Trains new employees .\
. - - 10. Goes-to market to buy merchan-
> Salésman Building Equipment ¢ dise ;_' . 4 ’ ; :
. L e 11.  Sets up %nterior displays e
1. sells merchandise , 12. Telephones prospects -*
* 2. . Cofipletes floor pldn layouts, oxe . )
' estimates jobs ~ Salesman Furniture
3. Demonstrates merchandise, deascribes X
- "y selling points ' L 1. -Sells merchandlse, descrlbes
4. Outside calls, check on jcins selllng pdints _ <
5. Coordlnates outsidé ‘wo:k grouyp,. 2. Sets up merchandise arid d1splays- '
' asgjgns work . - 3. Counts, basic 1ist and orders - -
6. "Explains credit terms . merchahdise - , . T
7. Tralns employees . . 4. Arragnes floor, qrouplngs by rooms N
8. Sets merchandise up for dellxery " 54 Makes outslde_callsp prepares L
9. Counts basic stock lists, orders expense reports .
merchandise -. W 6 Telephones prospects about saie .
lQ} Attends sales‘tralnlng.meetlng items o = -
11 Contracts'outSLde ‘Jobs Y A Completes daily prospect llst and :
12. Set up }nterlor displays ©  items sold fww o ﬁ-;-w
) - o . 8. Label’ mgrchandlse with sold tags IR .
. *Salesman Farm Eguipment for delivery’ . v s
o ’ B 9. Makes adjustments and refunds . e
1. Sells meréhandise T : ..10.. jCompletes minor repairs -to mer- R
.2+ Demonstrates merchandlse, descrlbes - chandise - . . A
‘* ", selling points 11. Explains credit ‘terms - T pp
3. Assembles merchandlse for display : e . o T o
@? .Counts basic stock list and orders. Salesman Appalahce PR Lo T
*° - * merchandise P . N ' .
- OutSLde calls, expense reports 1. Demppstrates merchandise,vdes-ii. c e
6. Trains other employees - ' "0 e cribes selling points R
7. Writes up sales checks, makes - 2.- Makes “outside calls, prepare_ - e
- ¢hange, adjustment - : expense report . 7 - '
-8. Explains credit ter'ms~ 3. Completes’ dazly-prospect llst and
9. °Atténds schooling bn new-products ) items sold - *
10. Sets merchandlse up'forvdellvery 4. Telephones prospects about unad- i
11. ‘Clean and repair used equipment . . vertised specials’ . . A
. - ' 5.. Counts basic 1list ‘and orders ’
A L ~ T merchandise . = - : i
04:10 Home Furnisliings e 6.  Label merchandlse W1th sold taq) ' A
’ ST ' » for delivery . N
. Salesman Floor Cover;;g 7. Prepare plck-up slip on trade in - -
LA , . ) merchandise, ’ - :
1. _Sells merchandlse, describes selllng '.8:. Follow~up on sale to see if cus- \ ’
' points- - R tomer is'satisfied - A .
L 2. Supervxses lnstaller, orrcontfacts 9. Unpack or uncrate- merchandlse for \ ST
. -"+ with outside-man ’ . . display. .. - - SR
-+ 3. Counts basic list and orders mer- -~ 10. Prlce merchandise wikh correct _ Ca
*  chandise .~ ER L R S 1nform§t1on o ot : =
4. - Prepares saleschecks, explalns B & Explalns credl“ tetmsq serV1ce o
¥ ‘credits terms _ . 4 . policies -
5. Home calls w1th samples, measures 12, Make adjustments and refunds :
S , - T —
199 i .
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04.10 - Home Furnishings,

Y

(Continued)

B

13.

5.
6.
w7
8.

Set 'up interior displays‘
Receiving, Marking, Delivery

/

Unload appliance, check for dam-
aged cartons -
Record recerv1ngL,record, match
order, write information on carton
Arrange merchanalse for deliveries

.and 'install . - - §

Assist customer with merchandise
pickup from:warehouse

Deliver .mexrchandise to sales .floo¥ -

" File claims ‘and shortages )
Ship returns and claims to vendors

Set up merchandise

0]

- 04.11 Hotel and Looging»

1.
2.

3

-Assigns rooms’

.. Acts as cashier

Bellmen \\ .
\

. Carry baggage oi‘incoming and out-

going guests L
Escort guests to thelr rooms

- Checks to see’ that rooms are, .in.

order

_Suggests use..of: hotel serv1ces

Handles room serv1ce !

) Performs errands for guests

Dellvers packages .

Front Offlce Clerks \'

Greets guésts~ - .
Rents .rooms :
Handles mail — ° ~
Issues keys ! - o :
JProvides information to guests
Dispenses registration forms
Takes care‘of. reservations

Travel Clerks

7.

2.
3.

5.

6.

8.
9.

10..
11.

12.

04.

tured Goods - ¢
Ca115‘§h businesses, retailers,
factories, railroads, banks,
wholesalers, schools, hospitals,
and other institutions
Provides product information
Adapts sales presentation to

° cugtomer needs '
May set up dlsplays and” have
potential customers observe

+May train customers employees
in operation of new equipment
Makes frequent returnsQgo cus-
tomérs to provide neces%ary
service

Writes sales reports

Makes appointments

Compiles prospectlve customer
llStS_

Makes.out expense accounts
Studies- product literature
_ponducts sales correspondence

13 Insurance . .

_Insurance Salesmen - Duties of:
various types of .salesmen very
similar

,Sells p011c1es or contracts’ to
rnd1v1duals and businesses
ASSlStS in p1ann1nq flnanclal
protectlon ¢
Provides advise as to best type
of policy to have accordlng to
customer need

' ‘Provides ,assistance in the

settlement of a clai
Plans 1nsuranc° program for :
;prospectlve customer -
Developes proSpectlve customer
" lists
Locates and talks to prospectlve

. .. customers

“ .

'Prov1des travel lnformatlon to gue°ts 04. 15 Personal Serv1ces

. Makes advance reservatlons .
e 3 /’Arranges for transportation tlckets

o

A

04.12 1Industrial Marketing.

ERIC ...

I ¢ .o

Salesmen of Industrial and - Manufac-

S B

.
[

I.

2.

3.
4.

200
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Manager - Barber or Beauty'sngp

#Orders suppliegs

Pays bills

Keeps' récords o
Hites and fires employees



)

04.15 Personaf Services, {(Continued)

5,
6.
7.
8.

9.

04.

A

z_Greets customers

Gives haircuts
Does hairstyling

" Does shampooing

Sets prlces
Cleans work area and equipment

: Laundry and Cleanlng - Counter

Clerk

Takes customers clothes
Records necessary laundry and
cleaning 1nformatlono

‘Gives custoter’ clothlng receipt

Takeés clothes to laundry and
cleaning work area

"Returns final product to the cus-

tomer

" Takes payment for cleaning

Rings\up sale and returns change
to customer ’

1.

~3.

4.

. 5.
. 6.

1.

2.
3.
4.

5.

6.

“

O

ERIC

Aruitoxt provided by Eic:

4

19 'Transportation

Y

Traffic Agent

Schedule shipments for routeing

Complete reports, set schedule for -

employees
File claims o .

[N

‘Assist customers

Supervise employees : °

- Identify rate schedules

1 4

Materials Handlern C

Load and unload merchandise, =
Use materials handling equipment
Store merchandise

Fill orders for shipment

.Take inventory of merchandise -

Assist customers in taking merchan-

dise p

Supervises other employees

Drive truck; sign freight bills
Pacdk and crate merchandise to be

- shipped out

201
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Course Descrlptlon ' ' ' SR RTINS

The marketlng segﬁEnt of our Amerlcan Free Enterprlse System ;s undergoding ..
changes that affect the educational quallflcatlons of young peOple pursuing occupa-v
3 tiona; careers in thls field. Because the purpose of vocatlonal education is to
prepare the student for ga1nfu1 employment, it is necessary to emphasize- the v
development“of instructional materials designed to meet’ this challenge. "Course
) of Study-for Marketlng I" is .an effort to thls end. : _ : -

Course Objectlves

1, Differentlate and maintain the att1tudes helpful in successful career plannlng
and development. - 3

D ‘ S T
- 2. Demonstrate the techniques in applying for employment. _ . o

’.

o -

3. Seldct careerlgoals that are realistic in temms of onefs.abilities and inter-

~

‘ests at. this'time and in the future. N S
L . - oS ) . G G e o
4. Develop in writing job analyses to evaluate one's own qualifications in re-
‘ 1atlon to. these analyses. . - : T

1

5. Identify all parts of a cash reglster and demonstrate and explain their
functlon. . : : . -

6." Identlfy DECA act1v1t1es and discuss how they contrlbute to the learning of
Distribution and Marketing. -

. '7 ‘Fdentlfy personality traits that are considered acceptable in social and e
- business relationships. o0 @ S T e
206" s ’
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" Course.Credit

North Dakota Secondary;Course Code

- 12. Identify,the stagés a éustomer”goesithrough in a buying process; ;\g

Course Location

.Course Length

o -
)

. . . . . ., K . .
2 . w7 : .

é."Demonstrate a knowledge of good human re1atlons by correct behavxor ‘in’

school and on the Job.

9.]'Ident1fy the prlnclples of effective oral and written communlcatmon.

-

10. Demonstrate the ablllty to communicate effectively on the job and in-
N personal life. o

11. Identlfy speclflc product. selling p01hts to an 1nd1v1dua1 customer s buying.

motlves.

-
n

s

N

One-half o . o

<

o

One semester or lé weeks for 90 class periods’

04010 -1 S . "
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JOB SEEKING

- BEHAVIORAL OBJECTIVES.
 TIME

‘THE STUDENT SHOULD BE ABLE TO:
lOZhours.~2 Demonstrate'the”téchniques in
applylng/for employment.w"
e . R //..

—~"" Conduct h1mself properly in an em-

/ Ployment lntervlew . o _ . A"

_Identlfy varlous_sources for find-
ing'employment opportunities.
o o Complete a pqrsonal data sheet."
= 7 F‘r‘ .

- —w~»-Complete a job appchatlon form.

LEARNING ACTIVITIES

' Practlg% _t'ak.'lng tests which ,,:'. Y

«

23
g

'-Assign readings on job seeking.”

’Have students fill out self-

lnventory, personal data’ sheet; )
and application blank. -

arc given-by. some employers.
Role playing on "Applying for . "

a Job", letting each student
apply for -a Job and v1deo

Demonstrate proper personal -
L grooming. '
Llst steps to follow after com-
pletlng a job interview.

PR " HUMAN RELATIONS
'8 hours " Défine in writing or orally what
0 g - human relations means.
Descrlbe the baslc needs that all
people have. ' ° ‘
e v : )

* Describe the characteristics of
effective human relations.

‘Identify the personality traits
that are considered acceptable in
social and business relationships.

208
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1 and employgrs

taplng.-

o

. .Check these flndlngs-“
"(a)- voice,

(b) appearance, dress, groomlng

..(c) interest

Invite a personnel director -
from a local store to come
to class and conduct,the
1nterv1ews.

R PN

Suggest'that students’ get infor-'

. mation about ‘a’ company from the-

community in which business is
located ‘or from’ the llbrary. e

o

ZPenmanshlp drllls. . ’

Discuss the idea that “Your
Letter is You"

_Ass1gn readlngs from Psychology

and Human Relations in Marketing.

List personallty tra1ts that

students like and dlslike.v”

List traits students like and
dislike. in fellow employeeS‘
Discuss.

D
' '

DlSCUSS human relations problems
that occux in family situations..

S



TME

List several human relation traits

&

o

.HUMAN RELATIONS (Continued)

' BEHAVIORAL OBJECTIVES o -
THE STUDENT SHOULD BE ABLE TO: . LEARNING ACTIVITIES -

Classify his personality traits - ‘Analyze case problems in
‘into, the categories of phys1cal, ' groups and indivjdually.
-, mental, ‘and emotlonal. L o
: . ' Class discussion ‘on behavior
’Llst the qualities they now possess management expects from em-
pr can develop that will aid in a ' ployees. - '
successful ‘marketing career. N B :
,Pexsonne%.manager from.a local"
Prepare a personallty 1mprovement businéss to discuss human
. plan. _ ‘ : relations with the class.

- Have -students—evaluate class

that are important to supervisors members on their human rela-
and employees. . L tions practices. ==
' Describe how human’ relations may Show selected films available *
- differ in a formal and informal ., - at the"StateIOffiee Building.
settlng. _ o . ~
- .- o v Show film on personnel manage-
List several human relations prob- ment available at .SBA office.
. lems a new employee”may encounter ! LT
and suggestlon5~for avoxdlng them. 'Have students prepare job -
B descrlptlons for careers deal-
List several methods used by em- . ing with human relatlpnsh
ployers to achieve participation ' . -
and cooperation from employees. ‘ Summarlze.maga21ne artlcles
: on human relations and have.
' Describe the effect of human re-— theni report to the class. .

latlons on an ind1v1dual s morale.

het)

Describe’ the importance and effect
that informal small groups have on a

buslness. .
Provide ‘workable sclutions to human
relations problems. o ¢

: 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. - S v

T

PERSONALWY

DQScribe the importance of psychol- Assign readings'on personality.
ogy. 1n business by:
(a) learning to understand one's self List of examp’es of ways to

(o) learning to understand others - achieve one's goal:.
\ .
ANE 209
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T,

8 hours'

-3

TIME | °

C e

. 'PERSONALITY (Continued) SR

K '

'BEHAVIORAL OBJECTIVES'

THE STUDENT SHOULD BE ABLE TO:

“-~"Recognize - those_elements of person—

ality necessary. for Success ful

wcareer development,and practice

those elements.5 /

Differentiate and'maintain the

" attitudes helpful in successful
career planning and development.

-

Identify and folloQ characteristics

‘of basic grooming and..minimum dress

requ1rements.

~(a) Why each method is un-

- you observed in‘school. where

LEARNING ACT|V|T|E‘S" '

acceptable.

~(b) wWhether these methods are

equally bad in one's jOb..
Describe a situation which

leaders got results by settlng%
an example that was -imitated.. o
Role.play personality traits

that ‘would be benéficial;

List characteristics of avgood

. 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 psychol-
ogy in personnel work. o

\ -

. .. BASICMATH

Perform fundamental arithmetic
computations of addition, subtrac-
tion, multiplication, division,
percentage, decimals, and fractions
with 100% accuracy. '

¢ . o

Complete mathematical problems

legibly, accurately and with speed..

210

B

2id

Complete persouality rating .
sheets -and personality 1nventory.‘

Have buzz discuss1ons and find
out what.makes a good person- -
ality.

-~ >

Discuss "Golden'Rule".f

L]

»,D’scuss ‘the fact that many
. ‘people "'measure, intelligpnco by

the way an 1nd1v1dual performs

. instead of by scientific_ test
.scores. o )

o

. Check with guidance counselor

and review test scores to. class
grades. ) .

Class‘dichSsion of job.analysis -
prepared by students.

‘Use pretests to deterxmine
~ individual needs in- this area.

Assign problems. and readings
from a business math book as

neaded.

Prepare handouts containing

each type of problem and have
the students complete.



A BASIC-MATH (Conuhued)

BEHAVIORAL OBUECTIV ES.

4

“TIME , THE STUDENT SHOLJ;.D BE ABLE TO: . LEARNING ACTIVITIES ‘
fCalculate customer costS'given o v_Use sales. sllps and hypothet-
"sales transactions involving weights ical purchases to provide
and measures... ... o practice for the .students,
¢ . . Calculate gross and net employees ~ Use sample payroll checks and T ’
: earnings given hourly rates, com- hhave.the students complete.’
missions, -and deductions. : N T :
v o . - . : Use materials from SBA on. the e
Calcvlate transactions on sales = | different types of computit ‘uny
" slips u51ng unit, prlces, quantity usea. 1n buSLness. o . °
prices, average pr}ces, and prices: : .
- for fractional quantities.
.Computefpuféha5§ cost for'merchan- . ' t i
dise given the purchase price, tyres . . -7 3
of discounts, and transportation . _ A -~
; charges.' . - o : AR S
" . . : . . --\
e » -Calculate open to buy glven the . . ; Co
necessary 1nformatlon. - . - Lo . , v
N_. : . D
"* Compute the amount and percent of N . .
markups and markdowns. ' : _ i
COMMUNICATION
'8 hours Identify the principles of effec- Assign readings on ccmmunication.

tive oral and written communication. ! ' - _
' : PR . ,Let a student'give a sales dem-

Identify the elements.involved in onstration or tell a short story
communications. T . ' Aand_try_tn_keeg_the audience in- .
' , ' ~ terested in spite of interrup-
. Demonstrate the ability to tions and unusual occurrences v .

. - communicate effectively on his which are planned by the teacher.

job and his personal life.

. Use role playing and have stu-
Evaluate a group of business commun- dents handle the following: °

. ications. Gather the -main points (a) Complaint from customer by . .
© and ideas. ‘ ' telephone. .
. ' : " : CT (b) Face-to-face sale of product ¢
T, Prepare a -plan of self evaluation . ~-to customer.

-, on his speech together with a. - (c) Extending credit to customer.
. plan to improve himself. . P
o o S . - Draw examples 6f mannerisms ’

. ' “from“group.
. ' - Show movie "vOice -with a Smlle"- )
. ' 215 from the Bell *Telephone Company.
. .




2 COMMUNICATION (Continued) ’ v -

.. ...+ BEHAVIORAL OBJECTNES - o R
TIME T " -THE STUDENT SHOULD BE ABLE TO:  LEARNING ACTIVITIES"

) ) . PN uUse thetralner and tape
. : ) recorder to ‘demonstrate .

more .effegtive telephone usage.

L ' . o . < 'Assignment: o
o _ . ' (a) outline a four minute
o v : . ) © talk.
: e L (b) Is the purpose clear?
P . . ' \ -(c) Is .outline- complete ‘and -
o " g i - : : -well proportloned?

Y

CASH REGISTER AND'CHANGE MAKING - R

Loe e - ¢

. 8 hours ‘ List. the functlons of a cash reg- A551gn'readings on casﬁrreg-
1ster., S ‘ ister operation and the -
- . ' ' _ handling of'moneY;
- Identify all parts of a cash reg-. . .,
o : ister and explain their function. - Survey class to determlne
o éxparience w1th cash reglsters.
Operate a cash reglster quCkly and o : T
accurately uszng the touch §ystems .Divide class into small groups

_ , and demonstrate the different
. Deflne what is. meant by cash over . functions of the machine.

: and under ‘and give possxble reasons - - - « .

N ' for both occurrences.l . " Have students practice ringing -
- ‘ : o up sales, changing tapés,
Describe the methods commonly used - totaling the machine, and

"to correct errors made while rlnglng countlng back change.
- up a sale.

-

. , - Have students with experience
. . Check out a cash register and prove work with others durlng free
' cash as would normally be done. ' time«

A ) R -
“

Prepare a proof of cash, slip.

. ] . <hange the customer receipt and de-
tail audit tapes, 'read the counters, ‘
and change the’ date on the cash . )

register. .
N *\_Reset the activity counters and the . T
- consecutive receipt number mechanism. ' ' '

2 - . Describe new features on today s
' cash registers. “

- List in order the steps that are to - : N
be taken when computing change manually. . |

~

212
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14 hours,

s

T

CASH REGISTER AND CHANGE MAKING (Continued) - 5 4

. o
P

] ) ) .
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 change checkers during the

change making process and describe
correct checker responses. _

DECA

Identify qualltles needed for true
leadershlp. :

-

Define and discuss the nature and
purposes af DECAI

Identify the organlzatlonal and
democratic prlnclples used 1n DECA.

Develop competenc1es needed for
leadership in social and civic .,
activities. '

Develop competencies essential for
poise and self-confidence in and

. before a group., °

’ Develop a grogram of act1v1t1es
-sultable for DECA.
Identify DECA activitjesVand
dlscus= how they~contr1bute
to the learning of Dlstrlbutlon :
and Marketlng . T

'.Deveiop an uriderstanding of DECA
_and hot DECA relates to the total
instructisnal program in dlstrl-

butlon.
Comprehend the - 1mportance of belng
an actlve member in DECA.,

213

" procedures.
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- ~

LEARNING ACTIVITIES, |

Assign.readings on DECA.
. oo ) . ’
Read and study'DECA handbooXk.

Have students part1c1pate 1n

meetings, social.activities,

fund raising, and comnntmtlve
activities.

Demonstration of parliamentary

' ? s
Appoint special committees
and set. chapter goals.

a

Show slides on NLC cqnvention. .

Demo of DECA competitive
events- usmg video tape, to
compate results. L , ’
Have students contact advisory
members, about research topics
which could be used for
activ1ty manuals.'

Panel of students discuss:
"DECA organization®and for
what purpose does DECA.exist."

Election of officers--see DECA
handbcok for requlrements of
candidates for office- agd what
offices to fill.

DECA contests and dwards program.



-

BEHAVIORAL OBJUECTIVES
THE STUDENT SHOULD BE ABLE TO:

4

© TTIME

. o

2 hours

™

plans that are being used to pay
* .employees and list the advantages
}and“disadvantagei\:f each.

L

bl

- .

“Compute earnings under_each of the

followlng plans‘ stralght salary,
. stralght commission, draw, on com-

m15510n, ard the, quota plan. '
List types of frlnge oeneflts thatt
are commonly given to employees_as
‘a part of thelr compensatlon.
Descrlbe other reasons for enterlng
the field of dlstrlbutlon other than
the monetary rewards and frmge
beneths.

. . N

L

~

4 hours JDescrlbe the deLelopment of%retall‘
v . 1ng from its'beginning to the pres-
. : ent and to Qostulateq?hture develop-
. ments. . LT
Identify different types‘of retail’
storés. and service businesses

, L e S

<

Llst advantages and disadvantages
for each type of. store operatlon.
'Define the meanlng of the term
"Economics"l.

. -
¢

v

. Descrlbe the various goals of ane
. *  ecohomic system.

'

Identlfy the worker's role as a
citizen in a free economy including
his pr1v11eges, restrictions, and
. responsibilities. )

e .
B B

Describe ,the roles of marketing and
distribution’ in the various ‘econbmic
systems. . i ) ’
| (- E
‘Describe the relationship of dis-
tribution to production and con-

R sumption, - .
. 214
Qo o
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EMPLOYEE COMPENSATION

Déscrlbe the. dxfferent compensatlon .

"“tYpe*and“amonntmof-comoen- e

/ ' ’ .
INTRO_DUCTlON TO RETAILING

©

: 'LEARNl_Nd ACTIVITIES -
Assign readings on employee
compensation.

Survey local -business firms
to determine methods o com-
pensation and discuss.
Work problems and compute
earnings under: the different

_ paymen %lans’@ o

Have studenﬁ? research jqbs .
of ‘interest to determine the .

-

" satrion commcn in that area.

-

. B

B

. ASSlgn readlngs on retallxng.
Show how customer ch01ce of
consumex items- determine what
products can’ be produced and :

.marketed. '

. 9.
_Have students discuss the.
advantages ‘and disadvantages:

- of competition: ’

Develop through class discussion

the importance ‘of distribution. .

View £ilm "Distribution Pilema". "

Invite a retail merchant who is

- active in tne Chamber of Commerce"
to-speak on services or retail-
ing. g

o
. P

-Ihdividuai 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

: ..
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INTRODUCTION TO RETAILING (Continued) Lo

-~

© -

-

« BEHAVIORAL» OBJ"CTIVES
THE STUDENT SHOULD BE ABLE TO
Define the various economic

" 1 aws l.l B
cf consumption. '

'‘PERSONAL GROOMING

B

'lest reasons why cleanliness and

appearance are especially jmportant
in retalllng. -

Describe correct dress for job

—_interviews.
=0

~e « .

@efine'good grooming.

hygiene, and physical fitness.

¢
1

- lecuss current styles and

b

LEARNING ACTIVITIES

~

Read current business magazines.

. E)

Assign readings on'skin care,
makeup,- decdorart, dental care,-
posture, and: appearance in gen-
eral,_.. 1 S

L : N _

-”Dlscuss lmportance of frrst

=lmpress:Lons.

‘ ; . Have students complete a self-
‘Demonstrate through their practices -
. personal cleanliness, good oral

‘1nventory form on groomlng.cg’ \

{jhave boys give llkes ‘and dis-

likes concernlng girls dress
. and appearance, then change
_roles. ety

3

) ashlons that are generally
_.acceptable. S
Select guest speakers from
beauty consultants, doctors,

';_dentlsts, angd: personnel

L

(.

'ﬁkmanagers.p.. N

. ‘,
Shcw:films.

CAREERS IN DISTRIBUTION

Identify and llst twenty jObS in
'dlstributlon.

Select carser goals that are real-
istic in terms of one's abllitles
and interests at. this time and ln
the future.- _ : _g? .
'Develop and.yise materials helpful
in reachlng his, goals._‘

!_ '_.-:

"

V

Asslgn readlnas on careels in
dlstrlbution.

Complete.occupatlonal 1nterest
«

test. _' - ‘_; K ..,i. N

N '/
Prepare a. plan “etting an imme-
-diate. jOb ‘objective. ' Indicate

‘_step,by step how you plan- to be-
- In-

" come proficlent in the job.
_clude plans for improvement in
: school_and on the Jjob.

c -

g



TIME

L

5 hours

CAREERS IN DISTRIBUTION, (Continued)

2 BEHAVIORAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:

Describe sources of educational
and vocational information in
choosing a career.

Develop in writing job analyses to
eva%uate one's own qualifications
zn‘reletlon to-these analyses.

- Discuss the significancé” of contin-

uing one's" education for dlstrlbu-
tion on the post high school level.

Develop in writing plans to achieve

career goals. . ’

[

_ LEARNING ACTIVITIES

Class discussion on job
opportunltles.

‘Buzz session: -

1. What makes people work?
2. Why do they do the jobs
they do?

«

Use out51de'speakers in whole=

.saling, selling or servi.ce to

show- how they have advanced
in their jobs. -

Visit state employment
bureaa.

2

 Review career pamphlets.

Interview. a successful person
in an occupatlon that 1s of
1nterest to you. ’

Prepare a personal resume and
participate in an actual em-
Floyment interview.

- Prepare a list of the types

of working conditions and the
types: of employment in the
order of their 1mportance

o you. '

PRODUCT KNOWLEDGE

e

' Define product knowledge.

List. several reasons why product
knowledge is essential to a
salesman. )

.

-List at least 5 potent1al 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.

1

o216 .

o220

.Agsigmreadings on prod \
knowledge2 o , ! EE

v
Have students summarize arti-
cles from Consumer Reports and
Consumer Bulletin magazines.

7
A

" Assign students. to gather
-product information from

advertisements.

.

_Have students prepare product

analysis.sheets.



TIME

5 hours

PRODUCT KNOWLEDGE (Continued)

BEHAVIORAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:

List .the types of information
about a product that a salesman
should possess.

. Transform proauct knowledge into -

customer benefits.

CONSUMER BUYING MOTIVES

Develop an awareness and under-
standing of the buying motives

. of people.

Given a list of buying motives,
classify them as:
(a) Emotional . ’

" (b) Rational .

(c) Product

‘ Identify specific product selling
pOints to an individual customer s

buying motives.

List the five basic buying motives.

v

Differentiate among. the several

basic Ways people maké decisions. .
-when ‘buying merchandise and services:

reasons, emotion, impulse. )
. 217

o

o

LEARNING ACTIVITIES

Show .several items of mer-
chandise and:have Sstudents
list the types of information
about each that would be of

importange to customers..

Bring labels to class and
discuss them as a knuwledge
source. '

Take a field trip to a manu-
facturing firm if possible.

Have -students shop'several A
stores for a particular item
and have them evaluate the
salespeople's proauct kncwiedge.

" Select a product that has

several strong competing prangs.
Divide the class into groups

and. have them debate the mezrits "/ °

of each brand. The group that
supplies the most information’
wins.

Have the students prepare a
merchandise manual.

Pl

i

Assign readings on. consumer
buying motives.

Have'a local demonstrator of:
some product demonstrate it to
the class.

-

Class project-~C1a§s members’

_survey customer's opinions of

some store serv1ces.~

(a) Where do you shop?

(b) What do you like- about

the store there?:

(c) What do you dislike about .
them?

Dramatize by.testiné'tnejpfoduct
before a group. Discuss its
selling points and buying

'motives.

221
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TAME - :

as:

(a) Convenience goods

(b) Shopping goods |

(c) Speciality gocds _
Identify the stages a customer

goes through in a buying process.

Develup the ability to be a good
listener in order to discover the
tustomer's.needs and buying
problem.

Develop’ the ability to ask approe
priate questions to better deter-

.mine the customer's wants and needs.

Discuss the importance of product’
information. Identify the differ-

o : . ent types of product information

needed for Buccessful selling.

.|\ 20 hours

Differentiate between a salesman,

salesperson, and a salesclerk.
\

Define salesmanship.
|

List the personal qualities a
salesman should paossess. |,
. Describe the importance of cour-

tesy, cheerfulness, sincerity, and
enthusiasm in_ sales work.

List the steps of a sale.

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO

Given a list of products, classify

PERSONAL SELLING

ASSlgn readings on personal
se111ng.

Discuss idea that nothing
happens until a sale is made.

CONSUMER BUYING MOTIVES (Continued)

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.

Let students~present sales
demonstrations.

-

Role play dzrferent types of
customers.

Simulated case problems.

Ask students what else you

should observe about the customer:
Such as: voice, clothing, gram-
mer. Develop with Student what
habits should be studied and be

careful not to become too rigid
in their Judgments.

. <
]

Discuss with students what

they like and dlSllke about
.. ..salespeople.

Role play'favorable and un-
. favorable personality traits

List the types of approaches{

Select the best type of approach 4
glven several selling situations.

Identlfy the qualltles of a good
| . approach.
) List several methods used to deter-
mine customer needs.
o I 218

222

and sales techniques.

Analyze newspaper and magazine

advertisements to: determlne what
buylng motives théy are appeal-
ing to. ~

o

. Have students role:play when

talking about the different
‘parts of a ‘sale.

b

e



TIME

S

3

——
s

BEHAVIORAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:

9

Identify and appeal to different

customer buying motives.

Differentiate between objections
and excuses. -
Given a variety of objections over-
come each with a correct response.

Give reasons for trading up and
list types .of suggestion selling
items. - . . "

u

Given a list of customer responses,

intluding comments,’ questions, and
actions, identify 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 of the sale:

(1) Attention

(2) Interest

(3) Desire -

(4) ConV1ction

(5) Action .
In the same dialogue the student
will be able to identify the ap-
proach, main body of the presenta—
tion, and .the close-

Al

Demonstrate the ability’ to perform
the " following personal sales func-
tions effective1y° approach cus-
tomers, ‘identify their wants and
_needs, present merchandise, substi~
tute merchandise, ‘trade up,.handle
objections and excuses, and use

_U_sgggestion selling in an actual *
. ssales demonstration.

QNBisplay an elementary knowledge of

the different sales. jobs available.

223
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PERSONAL SELLING (Contin ued)-

N

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 saleg
presentation and record or
video .tape for playback and
analysis.

. o —

Show slides on successful
selling ideas available at
the state office.

Show films. '.;

Have. students summarize magazine
articles. on selling. R

Invite a- successful salesman

Have the students apply their
knowledge by conducting a door-
to-door sale campaign.

°

i

I

to speak to the class on selling. .-
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a

‘and- basic concepts concerning-retailing.
‘activities in the areas of, recelvlng, marking merchandise, checklng, and basic

Special attention will be" given: to personal budgetlng, pr1c1ng for a pzoper
margln and markups and markdowns.

math,’

. Course Description

This unit is primarily directed toward the development of favorable attitudes
Emphasis is placed on skill building

Course Objectives

s

Aruitoxt provided by Eic:

1l..

3

7.

8.

.

Identlfy the modern developments in marketlng, including theﬂsupermarket the
discouht house, shopplng centex,‘and the new lnner-clty developments. '

Dlscuss the effect that all of the changes in our economy, our society, and
“our government have had on -our system of marketing. :

Identify different types of retail stores and their characteristics.

Identify ‘invoice terms correctly so.that invoices will be pald at the proper
time wlth the maximum allowable discount taken.

Calculate initial and maintained markup on retail price.
Calcnlate markdowns and identify their couses.

Comprehend the relationshlp of price to sales volume, stock turnover, margln

and profit.

DISTRiBUTIVE EDUCATION 1l

‘Identify and perform the receiving and marking ‘functions.




10.

11,

. 12.

" Read and analyze a Profit and Loss statement. o

T

9

Diégués.the affects price'structure.can have on thé business;
S . - At
Prepare a personal budget involving one’s-daily living expenses.

:Draw a sketch of main street in your community and elabdrate on. growth

pctentlal of the various bus;nesses.

"

Cnurse Credit

One~hal £

Course Location

11 - 12

‘Course Length

' One-éemester or 18 weeks for Y0 class periods

North Dakota Seconda:y'CourséICOde

04010 - II

221

225



RETAILING HISTORY AND DEVELOPMENT

: BEHAVIORAL OBJECTIVES | :
TIME THE STUDENT SHOULD BE ABLE TO: . LEARNING ACTIVITIES

10 hours D1scuss the hlstorlcal development . Assign readlngs Qp retaxllng '
of marketing in the Old WOrld : h1story and development.
Identify the development of mar- ~-.Student may be'Selected to

keting and distribution in America. . 'interview merchants to obtain
S , histories of their stores and
Identify the modern developments in the plans. for growth and make
. _ marketing including the supermarket, a brief report to the class. '
e : - the discount house, shopping center, .
and the new inner-city developments. Have student give oral -
_ : . ' . reports on government regula-
List five new innovations in. . - tions prior to World War II

retailing.. ‘ concerning fair trade laws.
Discuss and give reasons- for the | Havé_student go into a "buzz
changes that have occurred in - - - session" on the topic "Trends

retailing during the past:ten years. in Retailing".

3 3

T v+ Identify d1fferent types - of reta11" -Hgye students read current

storesoand their characterlstlcs. -article$ in "Stores", MJournal’
of Retarllng", or any other
, Identify five. types of retail'ser-._ references on the: dlscount
vices and describe how they serve movement . :
customers and community. . T .
L - - Discuss new product on the
Identify three ways the retailers market today -that.was not’

serve customers, the economy, and there 10 years ago.
the communlty.,; ‘*{' Lo . ' "W
. S Discuss effect of automation- :
Descrlbe how the retaller makes - on retailing.: '
shopplng easy for the customer. . T
:  Guest speakers, films.
v ——— Draw'a:sketch of main street-in, - . -
o their community and elaborate on
growth potential of the various
businesses. :

Le

Discuss the:effect that all of the

changes in our economy, our society, ‘
and our government have had on our -
system of marketing. ’ g

i

RECEIVING._JMARKING.-CHECKIN(-}\.ACTI‘VITIES-' Ty

10 tours Compare different types of trans- Use overhead projéctor'to show
: portation used in shipping merchan- typical bills of lading from
dise from vendor to business. = express, freight, or motor—

) . , ized lines. @
Compare varicus marking procedures. T
222 ..

LN



. TIME

¢

BEHAVIORAL OBJECTIVES

. THE STUDENT SHOULD BE ABLE TOx

-

AIdentify'invoite~terms correctly so

that invoices will be paid at the
proper time with °the maximum allow-
able discount. taken. e

Identify and perform the réceiving,

and marking functions. -
‘=receive goods delivered to store
. =check package for quality and |
quantity
. =route' shipment from vendor.
_—arrange returns to vendor, flle
claims
-mark merchandise with price and
stock control information
~keep accurxate records of each
~ shipment
-follow safety measures at all_
times to prevent. lnjuples
/
/
Ident1fy 1nfo*matlon placed on a
sales ticket. ’
Describe: three systems used in.
checklng goods.
Comprehend the. 1mportance of invoice
datlng and terms.

a V.

DISPLAY

~ " "

Deflne all display term:s.
List the purposes of displays.

C}aSSLEY dlsplays as promotional or

. institutional. . = -

" List’and describe the types of
: window diéplayﬂbackgrounds. '

"Correctly identlfy the followinq

. types of display: - -
built up, shadow box, and shelf.

open, closed,

:Pass an obJective test on' display

with 75% accuracy.

223

" used.
. Mr. Biggees

" . Discuss simulated cases.

etc. S

s«

N

~

. 5 . : -,

. ' N ) . \'\\ ’
RECEIVING, MARKING, CHECKING ACTNVITIES (Cq‘Qtlnued)_

N

:

LEARNING ACTIVITIES'

Draw examples fromnéroup.

'Poipt out need for business

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 tyges.

Explain how packing slips may

call for a different style,
nunbkez, color, matexial or
size, than that received. T

Explain how cost codes are
Cite .example: : )
12 345678 9 .7

Tour ‘a department store
rece1v1ng and marking room.

Invite‘receiving roomkor'
traffic manager to talk on-
new developments in:receiving,
checking and marking. - -

-Assign xeadings on display.

" Use handouts picturing and.

explaining.the elements of
design, proportlon, balance, -

. SRR

‘Work with color-wheels.and-

water coloxs to'acquaint'stu¥ .
dents with their use.. ) . e

Practxce.working w;th ‘manne- .
" quing, pinning,’ lightlng, and : 3
shou caxd letterlng. '
Evalﬁate local store windows.d

X : -




DISPLAY, (Continued)

- BEHAVIORAL OBJECTIVES

TIME THE S“TUDENT‘SH:OULD BE ABLE TO: LEARNING ACTIVITIES
List in writing the seven elements Take a field trip to the dis-.
~of a display. . " . play department of a local

: - : : store.
Identify the two ‘types of balances
and the five arrangements that are - Use guest speaker whose job
commonly used in merchandise dis- " is that of dressing windows.
play. - < : ’ S .
: Q- . Have students sketch sample

Select, prepare, .and arrange mer- - displays. ” ' .
chandise and props using correct : . . '
principles of design. ' " Haye' students construct dis-

‘ , E plays in the classroom.
Correctly apply knowledge of design, - S o
" composition, dominance, balance, and & Show films and slides. , . .
proportion. ' i A :

Correcfly differentiate‘ﬁétweeq
* colors and identify them as well as | AR

their psychological appeals. ' \ - .

Construct a color whegl. - t' _ ‘ .
o Complete a show card grasping the
o © - fundamentals of lettering, rela-
: tionship of spacing and .layout,
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 g
determined by a.qg@lified judge.

7 . Construét a window display that
would receiye a rating of 80’or
better using the DECA rating sheet.

~

\

. _ AN PERSONAL BUDGETING ~ ' .
N . . . h ) -
- ’ . \\\ . . e i ) )
.. _ 5 hours List_seve;él‘reasons for preparing Assign readings on bu@geting.
- a budget: « - :
_ o : _ ' Have students keep track of
List the major items that are o 2ll their expenditures for a
commonly budgeted for. . ‘'week. '
" N )
.- . N _ _ . ‘ . .
List resources, posseséions, ’ . Have students list their fixed
. " savings, dnd income. N\ - * " costs, living costs, and
i : S ) N explain why an emergency fund
’ . Define fixed expenses and list is a.good idea.”
— e . : LI ¢ . ’
b . 224 ' i -
s .. L : _ \\ . ' v
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PERSONAL BUDGETING, (Continued)

BEHAVIORAL OBJECTIVES
TNF . THE STUDENT SHOULD BE ABLE TO:

o those éhat apply to them.

Describe the value of a checking
account and a savings .account when
maintaining a budget.’

List short term and l)ng term
monetary goals.

for their.own use. - '

T . Prepare a,budéet that is suitable .

LEARN‘ING.ACTN!TIES o,

.!"

L S

Prepare indiVidual budgets

and compare.

Foas

‘ ~ BUYING FOR A"PROPER MARGIN . ”

-

5 hours Calculate initial and maintained

' markup on retail price.
Calculate margin requirements of a
business:

Calculate markdowne/aﬁélidentify
their causes. -

Determine price lines 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
~10ss leader pricing ¢ {ﬁ
e 47 Comprehend the relationship of
: - price to sales volume, -stock
- turnover, margin and profit.

s t

Es

Define breakévenjpcint;

Read and anaine a Profit and Loss
statement.
- Discuss the affects price struc-
. ture can have on the business.

225

a proper margin. :

- Debate uSing tow teams, .

. N .
SBA pwlications.  °

Assign readings on buying for

"
Bring ads: | o
Have students c1a551fy the
ads in terms of cne price,

no price. . e n

DiscuSS'pricing--stndents
bring items to school and ¢

‘place prices on each item.

. School store--analyzZe prize
and turnover.

Practice on blackbcard compu-
tation'of margins.f

Prepare a Profit and Loss
statement and analyZe ratiod.

1Y

YPrice’ Policies Followed by

'Discounters e

PO 3 s

Field trip .and compare sellinyg
prices on same items at dif- -

'derent stores. . o

Prepare caleschecks_and7
practice multiplication.

Guesi speaker from a local
bu51ness. .

Y
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Course Descrlptlon : . R "

. This unlt ds prlmarlly dlrected towards laying tne 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 lnventory control, salesmanshlp and dlsplay.

<
S

Course’ ObJectlves fo - . Lo . _~ ¢ .
——————%———Beser&be—severa1 methods_used_fnr_collectlng_marketlnq research data and
' '." list advantages,and dlsadvantage, for each method. . 5

-

. ~a . - - /
2.. Differentiate between the various types of both external and lnternal sales
-promotlona1 media.’ : . "
3 Construct a merchandlse plan, set up reallstlc sales goa1s and deta mine how .
.much merchandlse to order for a six month period. : ’ ) :

4. 1Identify the two types of stock cdntrol systems, and compare their advan—
’ tages andg’ dlsadvantages

5._;D1fferent1ate between the characterlstlcs of a physlcal 1nventory and those
of a perpetual. o
'I : ’ ® .
Identify the -texms "marketing", "distribution®, and the:"distribution
syStem“ , : ’ . Ty -
7. Identify factors lnfluenclng change in marketlng,practlces such as popula-
© tion growth, income, mob;llty, living hablts, etc.‘_ Lot

4 8. -Demonstrate the ab111ty to perform sales ftnctlons effectlgely.

) ’ .'. EEN N ST ’ ‘1- .
Q :,ﬂ - T e T . S : o T
ERICT - - o T231 S

Aruitoxt provided by Eic: 4 v . . YL e
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9. Identifj buylng motives and sales psychology ln human relatlons situatiops
and in self—understandlng.

v

“10. Demomnstrate a knowledge of good human relatlons by. hlS bebav1or in school .
! and on.the )ob.

1 X L3
4.

Course Credit - . A 3 ‘ x\\

One-half

"Course Location

11-12 S ) C R R

tCourse Length

One semester or 18 weeks for 90 class periods' - ) ’

o
- North Dakota Secondary Course Code ‘ : .
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., . CAREER SELECTION"

. i (=% L4
- ' ““1 - .o - ] . .
' BEHAVIORAL OBJECTNES ' ) .4
TIME THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES :
5 hours . .Define a career. . . ' Assign’ readlngs in career
' : I ' _selection.
. . List qareér'opportunities in dis- A A : e
' o tributiOn.' o »"_ ' ) . Discuss with students, what
o AT T . they wanted to be when they
: N Identlfy var16us routes .available were young--How many times
RS B for stu@ents who wish to seek . have they changed their mlnds?
R » addltlonal educatlon and training. -
IR A Have students do a self
- - :l Identlfy and acknowledge the reasons analysis of abilities and
) .ﬁxfor both additional training and interests as they relate to
_:.education in order for them to be their career objectives.
*fnsuccessfully employed in the field ’ . o
of .their career objectlve. . . Have students talk to their

e : : guidance counselor about
;:T”. ' ) After research and analy315 relate future plans. o
Lo ‘ their present quallflcatlons to the ' -
- requirements of- their chosen career Have- students do a jobﬂanaly—.
- - and to establish their route to sis.on different jobs in which’
) their goal based on self analysis, they are interested.
- job analysis, apd current situation ' , .
analysis. . v -~ Do some individual counseling.'
Ty .. Obtain a job which holds potentiai Have a personnel mgnager
o . for contributing to their long | explain the importance: of
range objectives. ' ‘ * school activities when.eval-
v - : g uating applicants. '
Accegt responSLblllty for mak;ﬂ , .
xoccupatlonal choices and moving Have students interview
towards goals. v . : people working in career -
v ) . , areas in whlch they -are inter-

L}
- /

/ . 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

- o ; ' planning. .

// - Arrange for-students o work
e on.the job of their choosing
. iy for a day. '

i . Have students examine and
) ) . become familjar with the
. ' : ' " following materialsz.Kuder




CAREER SELECTION, (Continued)

oo BEHAVIORAL OBJECTIVES " * ' :
'ﬂ‘ME THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES o
i Manual, Career Kit, Chronicle
Cw ' ' Career File, Science Asso-
’ ' ‘ciates Research File, Dic-
) tionary of Occupational
o . ’ Titles, Ogcupational . Outlook
= g& ) o . : - Handbook, and the magazine,
' o ) - Who's Hiring Who.

/ Have students prepare a
’ . personal resume,

MARKET ING AND DISTR IBUTION

5 hours ° Idéntify the terms "marketlng", 4 Assan readlngs oL marketlng
: "distrikution", and "the dlstrlbu- and d;strlbutlon.]-
tive system”. , ’ ,
P : ) © Give examples of the differ-
‘ Analysis'production planning and ence in markets patronized by
* the strategy involved in supplying ' the various kinds of merchants.

merchandise to the consumer. ' .

- " Zonduct consumer surveys on
Identlfy the role the consumer plays products that are produced in
in marketlng : your local community.
. Identify the basic approaches in °
the study of marketing.
4 v Trace products back through
Identify major sources of informa- | channels of dlstrlbutlon to
tion on data and factual figures on manufacturer.
any phase ‘of marketing.

Investigate teenage market.

- . Discuss how each function may
- - " Diagram the different channels of be a venture in free enter-
distribution. " . prisq.
K 4 -buying &
List the seven elements of marketing -selling - -
. : ~transportation
Give a definition of marketing.’ -storage
-standardization
Identlfy the industrial market ac- -market finance
.t1v1t1es that are used in providing ~-market risk
goods and .services for the consumer. - -market information

- i . o \ \

Given a product or service, identify Study sources of market infor-
the marketing function. mation which include reports
o of government agencxes*trade
Define any marketing terms that are . papers, commodity exchanges.
incidental to the instruction.

P

_ Construct bulletin board.
Discuss how marketing adds value to

229
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TIME

15 hours

™

- Identify factors influencing change
in marketing practices such as popu-

MARKETING AND DISTRIBUTION, (Continued)

BEHAVIORAL OBJECTIVES
E STUDENT SHOULD BE ABLE TO-

goods and services even theugh the
form of goods may not change.

Distinguish between industrial and
consumer goods.

LG

lation growth, income, mobility,
living habits, etc.

LEARNING ACTIVITIES
Rnalyze case problems.

SBA Publications, Films.

” : -

hﬂAJRKE11hK3I?ESEJH?CFi/

Give a wrltten definition of

- marketing researrh.

. Describe in writing:the 3 types of
“marketing research.

“List several uses’ for marketlng

research.

Describe, locate, and use both

~ primary and secondary sources. for

marketing research.

Describe several methods used for
collectlng marketlng 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 re-
search questlonnalre. To be use-
able the guestionnaire 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 én

- marketing research plan.

- Conduct a marketing research pro-

jzct and prepare .a written report
following DECA guidelines.

230

A551gn readings on mcrketlng
research.

Invite a speaker from a local
marketing business or a busi-
ness man who belongs to é o
local marketlng and sales

club. :

Have students ‘summarize mag-
azine articles on marketlng
research.

Have students_review re- '
sedrch projects done by -
previous students.

\ :
Brainstorm the class as to
possible DECA marketing re-
- search 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 the secondary sources

that are avallable for that .
topic. -

Have each student prepare
- dample questioris..



15. hours

. MARKETING RESEARCH, (Continued)

BEHAVlORAL OBJECTNES

THE.STUDENT SHOULD BE ABLE TO:

P

- ADVERTISING

Define advertising in writing.

List the gdals and purpose: of
advertising.

Describe the effects of adver-
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.

Outllne the hlstory of advertising
in wrltlng

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 dlsadvantages of
the.different medla.

Describe dutles,of the different
advartising specialists.

List the elements of a newspaper

J. 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 marketlng
project. _ .

-

Assign readings on advertis=— ,/’f///
ing and the individual medias.

Discuss advertising expendi-
tures and their effect on the
economy. .

.Have stﬁdents 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.

Nave studentsg 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



<o

ADVERTISING, {Continued)

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULD BE ABLE TO:

Prepare layouts suitable for news-

paper publication®using good head-

lines, subheads, copy, and correct
arrangement of the other elements.

Prepare advertisements that would
" be useable for all of the media.

1
v -

Explaih 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,
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. j

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 «f sales promo-
tion its act1v1t1es,.object1ves and
techniques.

Define the meaning of "sales promo-
tion pclicies" and name the types.

\ o
List the various sales promotion.
media and explain their character-
istics, advantages and disadvan-
tages.

select the media -

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.

Show films and slides.

.~

Assign readings on sales

" promotion.

Have students discuss the

.various definitions of sales B

promotion.

Bring samplés of each media
to class. Discuss merits of

each.
-

"Have each .student select an

item of merchandise and plan
the sales promotlon.

~
Secure a sample of a sales
promotional plan from a local
merchant.

Collect samples of publicity"
used as a public relations
tool.

a

ERIC o ? - eaT I

Aruitoxt provided by Eic:



TME

10 hours

SALES PROMOTION (Continued) _

BEHAVIORAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:

'Identlfy 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.

e .
List three local merchants and the
advertising media used by each.

‘SBA Publications,

/

LEARNING ACTIVITIES

Bring to -class samples of
publicity, news stories, and
corporate tools that build
good public relations.

Use simulated cases.

Films.

Plan a DECA fund raising
project.

CREATIVE SALESMANSHIP

leen a product of own choosing and
a spec1f1c marketing mix, select and
justify a channel of distribution.

Given a description of a selling

environment, 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 o\
salesman needed.

N i _
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 ‘
) T ‘ .23

i

e, -

Have students listj the 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 sales 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..

8



TIME

5 hours

5 hours

CREATIVE SALESMANSHP, (Continued)

. G“

BEHAVIORAL OBJECTIVES

. THE STUDENT SHOULD BE ABLE TO:

.Develop a meanlngful sales

performance analys1s.

Develop an equitable compensation

plan for a sales force.

LEARNING ACTIVITIES

FASHION MERCHANDISING

"

Define in wrltlng style, fashlon,-

and fad. -

List the major fashion centers and
their 1nd1v1dual contrlbutlons to
the fashion 1ndustry.

‘Describe the effects that_fashion

has on our American way of life.

- pescribe recent changes of attitude
-toward fashion hy both men and
* women. ..

Outllne the stages of the fashlon
cycle.

Describe the changes that have taken
place in the retailing of fashlon
apparel.

3

List several special buying con-

siderations a fashion buyer would
have that a buyer ‘of staple goods
would not..

STOCK CC)N11?()L'

Identify the fwo .types of stock con-
trol systems, distinguish between’
their advantages and disadvantages.

Differentiate between the charac-
teristicg of a physical inventory

and those of a perpetual.

Compare the purposes, character-

istics and importance of merchandlse'
.control recorxds.

234

239

Tn

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.

£

Show samples of unit control
records. Give illustrations

_of the type of businesses

‘which may use this method of
control.: I

Ekplain procedures for taking
physical inventery. List



TIME

5 hours

trol.

f

BEHAVIQRAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:

Demonstrate ﬁeehnlques commonly
used in Effectlve merchandlse con-

‘Define factors influencingbstock

turnover. . . .

, =~
Identify the information that can
be obtained from the stock control
recorxds.

Llst ways a reLaller can increase
stock turnover.

Calculate planned purchases using .
a dollar control systemi.

Identify procedures for taking
physical inventory.

 STOCK CONTROL, (Continued)

s
LEARNING ACTIV ITIES

precautlons to be taken to
prevent errors.

'peCEiep an inventory package
for students taking a physi- '

cal inventory, using forms,

" floor layouts, and recording

by age classification.

B
Explain énd 1llustrate how
1nventory time is determined

. by .the kind of business.

Em“haslze that store policy B

Joverns methods used on mer-

chandise control. Explain
how ticket. stubs are used by -
unit control clerk.

Explain how inventory short- .

ages and overages occur.:

"'Show place of inventory in

profit and loss statement.

Explain the kind’pf informa-
tion to record on want slips.
Provide sample want slip and
have students complete.

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
procegs.

. Identify procedures used in deter-

mining what Se. kuy, when to buy,:
and where to buy.

235

S 2490

Assign readings on buying and

pricing.

. Prepare a merchandise plan

for school store.

Buzz session:

Divide the class into preduct.

interest groups.
-determine price techniques
-turnover schedule
-packaging
-model stock -

-suggestive selling i;ems g

Use regource speaker, films.



TIME

3 hours

BUYING AND PRIZING, (Continued)

™~

BEHAVIORAL OBJECTNES

THE STUDENT SHOULD BE ABLE TO:

[

Construct a merchandise plan,.set

‘up realistic sales goals and

determine how much merchandise to
order for a six month period.

List  information that is commonly’
contained on a purchase order.

Identify merchandising techniques
for fashion lines.

. S TR
Given a new product and its charac-

teristics, indicate how’the buydr °
should determine its worth. ‘

Given a product or Service} iden-
tify the factors considered by the
buyer in determlnlng its reta11
prlce. -

Identify pricingﬁtechniques that
would result in the largest volume
of sales for ‘each article.

Compare the characteristics, advan-
tages and disadvantages of the
various buying methods including:

" =individual buying

. =group buying

-central buying

JORB DESCRIPTION

Define a job.
List the elements'of a job analysis.

Descrlbe uses and reasons for job
analysis.

Complete a thorough analySLS of
thelr present job. .

Can define, use, and describe the
information contained in the Dic-
tionary of Occupational Titles.

236

24l

LEARNING ACTIVITIES "

Analyze case problems.
Use simulated problems.
Obtain sample forms,; make -
transparencies, make calcu-

lations.

Use materials from SBA.

- Demonstrate data proceSSLng

stock control.

Assign'research project.
Determine which brands are

best sellers. l

0 ¢

Aséigﬁ readings on job anal-.'

s»¥sis and description.

Practice working with the -
Dictionary of Occupatlonal

"Tltles.

Have speaker from employment

-service explain the usage of

job description.

Have students write a jbb
description foxr the job they
hold.

tion for a.job they have at
home.

1 3

If they are not working
have -them complete a descrip- .



p R . DISTRIBUTIVE EDUCATION IV

Course Description Cc

This unit attempts to develop some of the fundamentals of opening a new busi-
ness. The retail worker needs to understand the ‘importance of pricing as it re-
lates to the';store image .and ultimately to the success or failure of the business.
Empahsis is ‘placed-on skill ‘building activities in theé areas of budgeting, ratios
and cﬁnmunications.

Course Objectives

1.

ERIC

Aruitoxt provided by Eic:

Identify the characteristics and purposes of the different credit and collec-
tion pOllCleS used by retailers.

List several reasons why it is important for an individual to maintain a
good credit rating.

. . Y WL
4 !

Prepare personal tax return Without error.’ ’

Comprehend and analyze an Income Statement, Balance- Sheet and Operating Ratios.

s

Identify baSic qualities of successful management.v

Discuss examples.of business risks and ways of reducing or eiiminating them.
Identify factorS'that.affect store 1ayout, 1ocation and image. ' C

Comprehand *“he reiaCionship between the maintenance and proper interpretation,
of business records and’ financial success. -

.

List characteristics c¢i different types of ownership.

242
SEC - . 237

¥



O

ERIC

Aruitoxt provided by Eic:

[
.

10. Discuss and liét basi.c retail'policies.

“hll.__Devélop in writing job énalyses;fo evaluate.one's own qualifications in

relation to these analyses.

Course Credit

One-half

Course Location : ’ ' .

11 - 12,

Course Length

One'semesfer or 18 weeks for 90 class periods

Nort\ Dakota Secondary Course, K Code

04010 = IV

[



TimME

10 hours

10 hours ..-

' BUDGETING AND RATIOS ¢

.
“

BEHAVIORAL OBJECTIVES
THE STUDENT SHOULﬁ'BE ABLE TO:
L .
Comprghend and analyze an Income
_Statement and. Balance Sheet, in-
clud;ng operatlng_ratlosf

o o ot

3 “y

>

i I {f~' Interpreting a Proflt and Loss

" Statement. o

leferentlate between worklng
capltal and 1n1t1al capltgi..
Discuss examples of business ri'ﬁs
and ways of reducing or’ eL;mlnatlng
‘them, 5 . .

Identlfy basxc qualltles of success-
ful managemen-. '
N 5

Calculate a break-even po:Lnt chart. '
Discuss advantages and limitations.

Compére the use of decimals, mixed

numbers and :atibs to distribution.

e .

L

LEARNING ACTIVITIES E

Assign readings on budgetlng
and ratios.
‘Assemble 3 or 4 annual finan-
cial reports of corporations
and analyze.

. Resource spraker: Local

- accountant to speak on rela-
‘tionship of accounting and

control to successful busi-’
'ness management.

P

SBA panphlets.
SBA films.

Drill problems in retail
record keeping.

" (a) Stock turnover
(b) Prand L statement
{c) Balance sheet -
(d) Stock controls
(e) Expense controls

CREDIT AND COLLECTIONS ' .

‘Define*credlt.

__Impact~and role that credlt has ln
our economy.

List several reasons for the in-

creased use of credit by consumers,
/

Llst the advantages and dlsadvan-

,tages of offering-credit to.

customers.

* Identify the correct credit plen
when given a set of characteristics.

- Describe the different methods used
by retailers to hand;e credit.
accounts and bill their customers.

2

“List the three main factors that are
considered when granting credit.

i

239 244

Assign réadinés on credit.

o o

’ﬁ Survey local stores to der .

texmine if they offer credit
and if so what plan.

Discuss what would' haﬁpen‘
if all credit. were abollshed
tomorrow.

Secure copies: of credit
application forms used- by
local sto¥es; discuss the
types of information they
aﬁe asking for.

Visit a-local credit bureau”
or the credit department of a
large store.

Discuss credit information the
credit bureau has compiled on .
the. ina,tructor . f

n



. o : cpeorr AN co nglONs,(Contunuea)-'»' s

R I e

BEHAVIORAL OBJECTIVES

-

- TWE THE STUDEN'IS,SHOULD BE ABLE T0: LEARNING ACTIVITIES . f
"Describe the methods used to Discuss the effects that credit
establish credit limits.. may have on a store's prices.
. . List several sources:of credit Have students summarize magazine .
s - information that can be used to articles on credit.
evaluate appllcants. ' ! N
. v - 3 : Show films and slides on credit:
Deflne the roles of a credit bureau '_ . :
and’ describe how it functlons. Have a credit ‘manager talk to-.
. ths zlass on teenage credit.
: ' : Identlfy the characterlstlcs and ' "
. : purposes of the different credit -
and collection policies used by ’ - )
retailers. ~ o0
List in order the series oOf steps N .
that are commonly taken to collect . ’
. overdu,ej acc'ounts. , . )
Llst several reasons why it is ' o
xmportant for an lndl\udual to
maintain a good credit rating. -
SETTING UP A BUSINESS
20 hours Evaluate a store location, includ-. Assign read:mgs on settmg up
' ing the ability to make a traffic a business. ;
o count. . . ) |
. . Project: Set uff your own
. : " Discuss the advantajes of the business. o
' "different sources of capital, "1.' Mame of store.
. savings, loans, credit, and profit. 2. Location. in communlty.
: " PR . 3.*? Layout and filoor Jplan.’
Comprehend the success and failure 4., Customer se;‘vices. .
' L factors for a small: business. ; 5. Store policies. '
kS : : - 6. Formal organization.
. f"omprehend the relatlonshlp between 7. -Identlflc'atlon of product.
the maintenance ‘and proper inter- . - a. Brand ~.
-~ pretation of business records and b. Price
financial success. . C. Variety
. . . o , 4 " d. Price lines
.o .. List advantages and. disadvantages:’. e. Model stock
s - 1. Buying a business. 8. . Submit budgets.
. .- . 2. starting’ yonr own busmess. " a. .Profit and Loss
o * " b. Sales -
‘ o " Comprehend the purpo‘se and value of c. Expenses’
. ; - financial records. ' *d.’ Falance sheet )
' > ' ' : 3 e, Advertising '
? , , ' 243 .f. c.gedft o T
fol _ ° : ' T _ S, 240 o - : /



TiME

o

‘10 hoﬁrs‘

A

- °

' SETTING UP A BUSINESS (Continued)

.
]

BEHAVIORAL OBJECTIVES

THE STUDENT SHOULD BE ABLE TO:
4 - )

;

-out error. - n ok

Discuss and list basic retail

pollcies. \

\
\ !

Determlne the‘affect of the dif-

- ferent types of store pollc1es on
the stqre image.

List factors to.consider when
choosing a location.

[3

List characteristics of different

types of ownershig, .

y

- !
INDIVIDUAL INCOME. TAX

= ’ !
Describe the steps necessary to ’

obtain a gocial security card and
list the reasons for having one.

Outline the history of individual
~income tax in the United States.

' pefine what is meant by a volﬁntaryf

compliarce-tax system,

-

List several areas on-which the
largest portlon of the tax dollar
"is spent.

Define the role of the Internal
Revenue Service.

Y - )
Corrpéctly determine who must
file a tax return.

Determine the correce amount of
tax that is to be pald u51ng
the tax tables. .

'Porrectly complete form 1040
given sample sxtuatlons.

Prepare their own tax return w1th-
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LEARNING ACTIVITIES

N - e

T 3 . °

ps

Job désctiptions.
Grand opening -ad.

9.
10.

SBA- £ilms and publications.
Guest speakers. ° ' ' e

i q Al

¢ Simulated case problems.

I3

e

- ) /’
Assign -selected readings.
Prepare a bulletin bofird “de-
picting the various taxes we
pay.

3

'Have students practice usimg °
"the tax tables. * "

Practice filling out foxm
1040. by doing problems that
are found in the teaching
taxes workbook.

“Use crossword puzzle on tax

texms.

Have students complete theix
own tax form.

Assign magazine articles on

»“taxes to be summarized and.

(S

reported on by students. y

Discuss careers in taxes. . -



« L - BUILDING, EGUIPMENT AND LAYOUT

. : ' \ ‘
. ; \ ' .

BrHAVIORAL OBUECTIVES' L !

TIME ' THE STUDENT SVOULD BE ABLE YO~ LEARNING ACTIVITIES
10 hours . List five characteristics that , Assign readings onvguilding
" axe important wﬁen selectlng & _equipment, and layout.
‘building. \ ”
: School store .layout: Assig
,Jentlfy. V 4. o student to redesign the lay
La) Factors than affect store . out in order to make better
layout . use of the area.
(b) Equipment: need.for ‘different '
- types of stores. : ‘ Have students prepare a ske

A\

(c) Ways buildings, equipment and of -a local department 'store
layout affect the image cf the store Discuss similarities and
. - ) ‘differences and draw out fr
Evaluate a store layout and make. class thé reasons for this.
recqmmendations if they are needed. '
' ' SBA pamphlets.
Draw a -floor plan of a store,~ -
"1abe1 each department by merchandlse Simulated case problems.
line. _ - o s : . 7
e co T Guest speakers, films.
Contrast the effect of different .
locations on a store's lmage. ' "_ View slides on display' frorn
(a) Highway . state office.
(b) Shopping center . ' -
(c) Downtown .
(d) secondary shopping district ' ¥
(e) Neighborhood . ’ ‘
(f) string street . /
(g) 100% location./” ' ' ’

e
- .
o ] . i
“

A




PUBLISHERS WHICH ARE BONDEC WITH THE STATE OF NORTH ™
CAKOTA AS REQUIRED BY THE NORTH DAKOTA TEXTBOOK LAW

.- : ‘ N
(N.D.C.C. Chap. 15-4s) e
Addlson-Wesley Publ*shlng, . Chilton Company
Company, Inc. : ' 525 Locust St.
3220 Porter Drive - . ' Philadelphia, Pa. 19106
" Palo Alto, Calif. 94304 . (Part of Co. now Center for

LY

' . ) 3 Curriculum Developme it Inc.)
Allyn and Bacon, ;Inc..

Rockleigh, New; Jersey 07647 . Clark Publishing Company
. P S Box 205 - . ’
American Book Company . . . Pocatell~; Idaho 83201
300 Pike Street ’ . '
C1nc1nnat1, Ohlo 45202 ‘ ' F. E. Compton & Company
‘ : . " Subsidiary of Encyclopedla
Amerlcan Gu1dapce Serv1ce, " * Brltannlca
Inc. . i/ ' . ' . :
Publishers' /Building =~ - : Conrad Publishing Company:
Circle Pinﬁé, Minn. 55014 Bismarék, North Dakota 58501 /
American Tecﬁnical Society - Doubleday & Company, Inc. -

848 E. 58th Street- . . : Garden City, New York
. Chicago, 111. 60637 - .

. The Eponomy Company
Beneflc Press - o Box' 25308 h

'f -1900 N. Narragansett - : Oklahoma Clty, Oklahoma 73125
..Chicago, Il1l. 60639 - : '

Encyclopaedia.Britannica

. Chas A. Bennett Co.;, Inc. T : Educational Corporation
809 W. Detweiller Dr. - 425 N. Michigan.Avenue .
Peoria, T1l. 61614 , .. Chicago, Ill. 60611
qubs—Merr111 Company Fideler Company .
4300 W. 62nd St. L 31 ottawa N. W. .
ndlanapolls, Ind. 46206 . T Grand Rapids, Mich. -45902
T : ! .
Bruce ﬁublishing Company ) " Field Educatlonal Publlcatlons,
400 N Broadway o - Inc.
TMi waukee Wis. - 53201 _ 609 .Mission Street :
. : ' San Francisco, Calif. 94105 |
" The Center for Curriculum {Formerly Harr Wagner Publishing) - - !
Development, Inc.. - o \\\r : : sl /
401 Walnut Street " ° Field Eate p~ises.Educational' i -
Phll?delphla, Pa. 19106 Corporation ‘\\ ‘ /
(Formerly Educ. Div.  of . 510 Merchandlse\Mart Plaza : ’ ’
Chil on/Books) . v - Chicago, I1l.. 606%4 » _/ |
- ' N . i
Chlldren/s Press, Inc. ST Follett~Pub1ishing'Cémﬁany . /‘ ’
1224'W. VanBuren Street 1010 W. Washington Blvd., |
Chicago, II1. 60607 : - Chicago, Ill. 60607 ™\

)
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W. H. Freeman & Company . . Barnell Loft Ltd. o

660 Market Street - 111 South Center Ave. -
- San Francisco,. Calif. 94104 : Rockville Center, N. Y.
Garra:d Publishing Company ) ‘ Lydns & Carnahan'
1607 N. Market Street ’ : v N 407 East 25th Street
Champaign, Ill. 61821 : ) Chicago, Ill. 60616 ¢
‘ L _ ST e _ o o 3
q_ " Geographical Publishing Company McCormick-Mathers Publishing -
-f* 20178 Parkside Drive : Company _ '
i Rocky River, Ohio 44116 . Wichita, Kansas 67201
Ginn & Company _ ' McGraw-Hill Book Company,
450 W. Algonquin Road . Inc. .
Arlington Heights, Ill. 60005 o . 330 W. 42nd Street

New York, N. Y. 10036.

Gregg Publishing Company N .
' Division of McGraw-Hill - Macmillan Company
Book Co. . . N 866 Third Avenue

_ New York, N. Y. 10022 .
Grolier Educazional- Corporation

575 Lexinqton Ave. ' Charles E. Merrill Publishing
New York, M. Y. 10022 ’ : ~ Company
- ' A ' 1300 Alum Creek Dr.
Harcourt Brace Jovanovich, Inc. Columbus, Ohio 43216
7555 Caldwell Ave. : : ' .
Chicago, Ill. 60448 oo ' Noble and Noble Publishers,
Lo Inc.
Harper & Row Publishers, Inc. . 750 Third Avenue ,
2500 Crawford Avenue . New York, N. Y. 10017

- . Evanston, Ill. '60201
ke . North Dakota Studies

v D. C. Heath & Company . ‘ School -Book Division
’ 2700 N. Richardt Ave. " . Box 228 ' .
Indianapolis, Ind. 46219 : . Bismarck, North Dakota 58501
Holt, . Rlnehart & Winston, Ing. Open Court Publishing
383-Madison Avenue v : Company
New York, N. Y. 10017 \\\ : Lasalle, Il1l. 61301

Houghton-Mifflin Company ' Prentice-Hall, Inc.® & 7
1900 s. Batavia Avenue \\\\ Englewood .Cliff, N. J. 07632
Geneva, T11. 60134 ' : '

Rand;  McNally & Company
P. O. Box 7600
Chicago, Ill. 60680

Laidlaw Brothers, Inc. .
Thatcher & Madison -
River Forest, Ill. 60305 B .

~.

. William H. Sadlier, Inc.
-Latin Amerlcan Instltute Press ' . . 15\park Place
Ingc. . ) New York, New York
200 Park Avenué South . ' i Q\\\\a
New York, N. Y. 10003 . . ‘ Science .Research Associates
. . ‘ o : o , 259 East Erie~Street
i . J. B. Lippincott Company ° P Chicago, Il1l. 60611

East Washington Square
Philadelphia, Pa. 19105
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Scott, Foresman & Company B ' 'Harr Wagner Publishing Company

.. 190C East Lake Ave.. : ' Now Field Educational
. +Glenview, I1l. 60025 . ' Publications :
Charles Scribner's Sons J. Weston Walch
597 Fifth Avenue ' ' . 1145 Congress Street
“New York, N. ¥. 10017 ' v Portland, Maine 04102 -
Silver Burdett Company ' Franklin Watts

‘460" South Northwest Highway _ Division of Grolier Society
Park-Ridgé, Ill. 60068 ' :
Webster Publishing

Randon House/anger School _ _°~ Division' of McGraw-Hill Book
. Division . : ' Company
201 East 50th Street . i ‘
New York, New York 10022 - John Wiley and Sons
) - 605 Third Avenue
South-Western Publishing Company _ ~ New York, New York -10016
5101 Madisor -Read _ T : . -
Cincinnati, Chio 45227 ' . Zanexr-Bloser Company

s T S - 612 N, Park Strest
. .Columbus, Chio 43215

"NORTH DAKOTA SCHOOL SERVICE ASSOCIATION

" Evan Salveson o ' Luther Kristensen ' . 4 Wwilliam J. Peterson
President-Elect Sec.-Treasurer : °  President :
914 21st Avenue South '

Fargo, North Dakota 58102 T,

BOOK PUBLISHING COMPANIES

» ,\‘

Addlson-Wesley Pub. .Co., Inc. - American Book Co.
106 West Staion St. : McCommick-Mathers, Inc. -
Barrington, I1l. 60010 ' a 300 Pike St. .-
Donald Holmbexg . Cincinnati, Ohio 45202
234 N.:Starr Ave.. ; , ) Ted Oberg . v
"New Richmond, Wis. !54017 1434 1lth Ave. S.
Tel. 715-246-4614 . R Fargo, N. D. 58102

Tel. 701-232-3405
'Allyn and Bacon, Inc. ' B

' Rockleigh, New Jersey 07647 , Associated Libraries, Inc.
Eugene. A. Lundberg Charles W.. Clark Co., Inc.
418 N. E. 9th St.. . : Elk Grove Press, Inc.
Madison, S. D.. 57042, c - Libra, - Inc.
Tel. 605-256-4204 o /. Stephen.S. Badget, Bookseller -
' . Route 1, Box 528 B
Americana Division o .Excelsior, Minn. 55331
'~ Grolier Educational Corp. Tel. 612-474-6418 '
‘845 Third Avenue . - ' )
" -New York, N. ¥. 10022 - : . Children's Press '~ i
‘Melville Skoog : : Chicago, Illinois 60607
' 1311 8th Ave. S. E. - S ' -
St. Cloud, Minn. 56301 - 250 )

Tel. 612-252-2444 e
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‘o

- E. M. Hale Company

Eau Claire, Wisc. 54701
Driggs. Samarza

2476 Dunwoody

Wayzata, Minn. 55391
TeI.'612-471—9795

Educator Progress Serv1ce, Inc. -
212-214 Center St.
Randolph, Wisc. 53956
Burnie C. Ness o
Strum, Wisconsin 54770
Tel. 695-3544 .

Educators Service Incorporated
Behavioral Research Laboratories
6887 Washington Ave. S.
Edina, Minn. 55435
J. P. Wagnex
825 Growve St. S. g
Hutchinson, Minn. 55350
Tel. 612-897*6443

_Encyclopaedla Britannica Ed. Corp.

~ Instructional Materials Division

Thomas L. Matteson, Dist. Manager

Route No. 3 - Box 8l
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. O. Box 166
Mora, Minn. 55051
Tel. 612-679-1620

' Frontier Book Dist. Co.

Bowmar Records & Publications
" Lowell E. Brown
Box 193 ' B
~ Balsam Lake, Wisc. 54810
Tel. 715-485-3445 _ '
Ginn and Company . \
450 West Algonquiia Road \
"Arlington Heights, Il1l. 6000
William J. Peterson ‘
1333 10th st. s.
Fargo, N. D. 58102 -
Tel. 701—235—1929
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Gregg Division -

McGraw-H111 Book Company

' Manchester Rd.
Manchester, Mo. 63011
Tel. 314-227-1600
James R. Spadaccini :
8010 Queen Ave. S. No. 207
Minneapolis, Minn. 55431
Tel. 612-881-1491

Grolier Educational Corporation
New Book of Knowledge &

- Encyclopedia Internationel
Division
845 Third Ave.
New York, N. Y. 10022
George Schlagenauf
4909 Arden Ave, | S
Minneapolis, Minn. 55424
Tel. 5123926—079F

Harcourt Brace Jovénovich, Inc.
7555 Caldwell Ave.
Chicago, Ill. 60648
Peter Geyerman .
P. 0.7Box 755
Huron, S. D. 57350

Harper and Row Publishers

2500 Crawford Ave-.

Evanston, Ill. 60201

‘Tel.: 1-312-475-8600Q

Bill Claypool

1610 Maple Knoll Dr.

St. Paul, Minn. 55113 Cowe
. Tel. 612-646—0349

D. C. Heath & Co.

- Noble & Noble Publishers, Inc.

Taylor Publishing Co.

Pawnee Publishing Co. ‘
William G. Elliott, £d. Rep.
Frederick, S. D. 57441
Tel. 605-329—5713 '

Holt, Rinehart & Wlnston, Inc.
- 645 N. Michigan Ave. '
Chicago, Ill. 60611
Robért S. Pedersen .

2006 4th . St. N
Bismarck,. N. D. 58501
‘Tel, 701-223-9676 Coe



Houghton-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.

Division of Doubleday & CO.
Thatcher & Madison
River Forest, Ill. - 60305
Dennis Schuschke
1145 10th St. N.

-, Fargo, N. D. 58102

J. B. Lippincdtt Co.

East Washington Square
Phlladclphla, Pa. 19105
Bob Sorenson

501 1lst 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 . o

The Macmlllan Co. ‘
539 Turtle Creek S. Dr.
Indlanapolls, Ind. 46227
Bill Hay -- L
4821 W. 96th St.° . '
-Shawnee Mission, Kan. 66207
Tel. 913-648-1817.

Charles E. Merrill Pub. Co.

1300 Alum Creek Dr.
Columbus, Ohio 43216
Don W. Johnson T
‘Box .399 . _ '
Red Lodge, Mont. 59068
Tel. 406-445-1284

&

" 0ddo Publishing Co.
Fayetteville, Ga.. . - v

Parents Magazine Press:
. New York, N. Y.

o
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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 \\ .
Hubbard-McNally & Company :

P. 0. Box 7600 \
Chicago, Il1l. 60680 '
Hubert Zervas . i
5401 Interlachen Blvd.
Edina, Minn. 55436
Tel. 612-925~1303 or

" 612-338-3341

Randon House/Singer Sthbl Division

2590 E. Devon, Suite 102
Des Plaines, Ill. 60018

Scholastic Magzzines &

Beok Services

252

902 Sylvan Ave. /

Englewood Cliffs, N. J. ‘07632
Charles L. Schmalbach

2018 N. Sherman Avenue’
Madison, Wiscons%h 53704

[

.Readers Digest b

Educational Services

M

Pleasantville, ﬁew York 10570 .

Ed Krisch
194 Wildwood Ave. _ :

, White Bear Lake, Minn.' 55110
Tel. 612-426-2069

Sclence Research Assoc., Inc.'
259 East Erie St. ‘
Chicago, Ill. ‘60611
James F. Mendenhall
East Shore Dr. .

Detroit Lakes, Minn. 56501

Scott Foresman Company)
"1900 E. 'Lake Avenue
.Glenvxew, Il1. 60025
Geoxge Lindberg '

.526 East Bancrof

- Fergus. Falls, Minn. .56537.

Tel. 218-739-9032 - '

FY
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Silver Burdett Company'

460 5. NW Hwy.

Park Ridge, I11. 60068
George W. Cooper -

712 E. 6th St.

Willmaxr, Minn. 56201

Tel. 612-235-5584

South-Western Publishing Cn.

5001 -W. Harrison St.
Chicago, Il1l. 60644
James Fagerstrom
726 6th Ave. N. E.
Valley City, N. D.
Tel. 701-845-3285

-58072

EDUCATIONAL SERVICES AND EQUIPMENT COMPANIES

American Linen Supply

Midland Laboratories

Sunray Products, Inc.
Cha*les I. Brammell

w

‘.

408 3vd St. N. W.
Mandan, N. D. 58554

~Tel. 701L-663-8048

Balfour Co.

Attleborc, Mass.

Western Balfour Co.

Taylor Publishing Co.

Webgter Division:
McGraw Hill Book Co.
Manchester Rd.
Manchester, Mo.

Tel. 314-227-1600

63011

Willaxrd "Sam" Biederstedt

. 595 North High
Aberdeen, S. D.
Tel. 605-229-1391

57401

World Book Encyclopedia

Childcraft, World, Book,

Dictionary & Atlas
1707 S. University Dr.
Fargo, N. D. 58102

Robert Peldo - Branch Manager

Tel. 701-232-1108

e 3

Bower and ﬁaack, Inc.
2386 Teérritorial .Rd.
St. Paul, Minn. 55114

n o

R. H. Andersen, Dist. Mgr.

P. O. Box 631
Bismarck, N. D. -58501
Colboxn School Supply

L. G. Ferguson

Box 971

Bismarck, N. D. . 58501
.Tel. 701-255-0194

DeMoulin Bros. Co.
* . Duane Brekke'

407 18th Ave. S. W.
Minot, N. D. 58701
. Tel. 701-838-4389
. Roger Peet, Jr.

Frank .C. Holbrook
1615 6th St. N. W.
Minot, N. D.- 5870}
Tel. 701-838-2459
Robert M. Hendry
1110 Reeves Dr.

309% E. Main Grand Forks, N. D. 58201
Bismarck, N. D. 58501. Tel. 701=775-6700 -
Jerry Peterson ‘ . . S
909 16th st. s. - L “ ‘Denoyer Geppeér &d -
Fargo, N. D. 58102 Popular Science. A-V

! Tel. 701-293-6020 Chicago, Illinois

' : Al Sater ' _

Binney & Smith, Inc. Route 4 L
380 Madison Ave. ’ Princeton, Minn. 55371

New York, N. Y.

. Richard B. Catton

. 6020:Chestnut Rd.

. Mound, Minn.- 55364
Tel. 612~472~3808

10017 ., -+ Tel. 612~389-3855 .
Dinger-Graf Photographers -
_ School Photography §pecia1ists

- Studios in Aberdeen, S. D., -
'Britton, S. D., Claxk, S« D.,
., and Ellendale, N..D.
. Roland V. Dinger

! 331rnart Ave. . ‘ . ‘
: - . Aberdeen, S. D. 57501 e
; S Tel. 605-225-3561 " . i
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Fargo Papar Co. 1 * Josten' s

C. C. "Chris" Welle ' L Owatonna, Minnesota..; o .
2018 Assumption. Dr. S Larxry Gregerson ‘

Bismarck, N. D. 58501 ‘ ~ Box 707 Do

Tel. 701-255-2740 : . - Fargo, N. D.". 58102 ;

) ) .\ Tel. 701- 237-4501
* Globe-Gazette Prxntlng Co. N P

518 Dakota Ave. . . .. - ' 'D. Joyce Photography*a. )
Wahpeton, N..D. 58075 = - "-.  School Photography :
Joe Blaeser =~ o - i Dennis E. Joyce .
110 E. Kavaney Dr. B " Box 1816 -
Bismarck, N. D. - 58501 T . 234 W. Broadway
Tel. 701-223-9545 T ' Bismarck, N. D. 58501
o : : : " Tel. 7014255-0175 !
Hxllyard 4 -
H. G. "Mike" Heller . . Longwxn International
517 s. University Dr. - "3 Symbol Communication Technique
Fargo, N. D. 58102 . = | self Scoxing IQ Tests
Tel. 701-235-8370 _ : " K. E. "Ken" Bachman, Rep.
} L C | 911 8th St. N.
" . Horace Mann' Educators : Fargo, N. D.. 58102
'Luthexr Kristensen: o : 4Tel. 701~237-6829
"914 21st Ave. S. , '
Fargo, N. D. 58102 ' . Lystad's Inc."
"Tel. 701-237-5698 o 901 University Ave.
~ James Kennedy : . - Grand Forks, N. D. 58201
1140-S. Highland Acres : Jim Powers: '
Bismarck, i.. D. 58501 : : * 534 Harvard .
Tel. 701~255-2628 ' Grand Forks, N. D. 58201
Robert L. Comeau ' « 7 . Tel. 701-775-6283
Box 474 ' , : o ‘
Minot, N. D. 58701 N ‘ Mon-Dak Chemical & Supply Co. -
Tel. 701-237-5€ : Minot, N. D. 58701 ~ '
Frank Burkholder - . Tel.. 701-838-8268
Box 1674 - R _ . ’ Ray: Meier
Grand Forks, N. D. 58201 , 501 9th Ave. S. E.
‘ ' Minot, N. D. 58701
#untington Lab., Inc. ~ © - el 3701-839-3372 4
B. J. "Sparky" Ccrle
503 s. 9th st. Ny . Natxonal School Studios, Inc.
Moorhead, Minn. 36560 ' 7800 Picture Dr.
Tel. 218 - CE 32-501° ' ' Bloomington, Minn. 55435
- , ; . . . Bob Shelver
' Josten's-American Yearbook Co. 207 Souris Dr.
Collegiate Cap & Gown Co. R Minot, N. D.” 58701 -

Arland "Mud" Waters
60 N. Woodcrest Dr.
‘Fargo, N. D. - 58102 A R o
Tel. 701-293-7966 S SRR - .

. Tel. 701-839-5849

Mark G. Line : ' . ' Lo S
1814 LaForest, Box 70% . . . : -
Bismarck, N. D. 58501 S \ 0
- Tel. 701-255-4129 . . ' -
i o ‘ : o
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-, Northern School Supply Co. o Perfect Subscription Co.

Tel. 701-232-4443 ' Perfect School Plan
otto Lande . Perfect Candy.Plan
1207 Ridgeview Lane ' o 841 Chestnut St.
Bismarck, N. D. K 58501 ) . Philadelphia, Pa.
Tel. 701-223-2270 o : Tom Crouse ' ‘ o
Evan Salveson B o 923 N. 9th’ X
402 31st Ave. N. e Bismarck, N. D. 58501
Fargo, N. D. 58102 : ‘. Tel. 701-255-4495 .
Tel. 701-235-4631 ' . i I
Ken Willey . o " sargent Welch Scientific Co.
222 Conklin : Skokie, Illinois 60076
~ Grand Forks, .N. D. . 58201 g Robert T. Lovell _
Tel. 701-775-6444 _ . 6540 E. River Rr., No. 242
Dale Sollin S ' - ~© Fridley, Minn. 55432
1015 18% Ave. S. W. ' _
Minot, N. D. 58701 . - ' School Form & Supply Co., Inc.
Tel. 701-838-4298 - , " 613 E. Jefferson St.
‘ ] * Arcadia, Wisc. 54612
Northwest LeaSLng Corp .. John J. Hilley
4025 W. Main, Box 771 , - 1325 Meredith Dr.
Fargo, N. D. 58102 ' . Bismarck, N. D. 58501
Fay Fisher . , ‘
4025 W, Main c Stein Chemical Co.
Fargo, N. D. ' 58102: ' P. O. ‘Box 248
: Moorhead, Minn. 56560 -
Northwest Sportlng Goods, Inc. . Tel. 218-233-2728 .
15 1ist st. S. W.~ - Prank Weirich
Minot, N. D. 58701 , , 63 6th Ave. N.
Tel. 701-838-1727 =~ Fargo, N. D. 58102
Art Lee ' ’ ' i . Tel 701-235-4309
409 24th St. N. W. _ : ~Oscar Rath '
Minto, N. D. 58701 ' '~ Bismarck, N. D. .58501
. Tel. 701-839-3892 _ o Tel. 701-223-0134
0. M. F., Inc. ’ ’ Taylor Audio-Visual, Inc. - ‘
" School Equipment & - ‘ Edward C. Taylor ' - :
. Materials Div. ' : - : 454 'Idaho S. E. N
§ < 223 Main Ave. ' _ Huron, S. D. .5735G A S
N Bismarck, N. D. 58501 Tel. 605-352-3205.
Tel. 701-223-6250 Phil Hunt - . -
Marvin Buck, Rep. ' ‘ Bismarxck, N..D. 58501
‘Box 1876 . ) , ’ _ Robert Shirley _
 Bismarck, N..D. 58501 . : ’ ' 2310°N. Elm St. e
' . ‘ Fargo, N. D. 58102 '
The Parawax Company . _  Tel. 701-232-7236
- 1200-18 3rd st. . ‘ ' R ‘ B
Council Bluffs, Iowa 51501 ' Wolter Eléctzonic‘Company
Tel. 712-328- 3028 ' : . Exrwin H. Wolter :
Orel Haug, Rep. N . , 716 1lst Ave. N.
814 10th Ave. S. S ' Box-2143 C
Moorhead, Minn. 56560° ® . _ .- Fargo, N. D. 58102
. 2995 ]
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