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‘Circle When

Cc-1 Become acquainted with your neighbor. Obtain the following‘f

facts in 5 minutes.
1) Neame, 2) - agency and "job,. and 3) one interesting fact
your aeighbor wants to share with us.

The instructor will ask you to introduce your neighbor to the class.'

C-2 Read pages 5 and 6 '
C-3 - Tell your'instructor‘when you are ready to do Exercise #1 on page
7 . _ , e u

c-4 ., Reflect upon Exercise #1. Study page 8. Objectively analyze ygur
ability to listen,

'C-5 - Do Exercise #2 on page 9. Keep this exercise until your instructor
' “asks. for it, . R :

'
Y

C-6 Read page 10.
Cc-7 Read pages 12 aﬁd 13,
C-8 Draft a letter to your office supervisor. See Exercise #4, pages

15 and 16 . Give draft to your ‘classroom instructor. When it is
returned to you, make necessary changes if any and give copy to
your classroom instructor. Give original with enclosed envelope
to your office supervisor. Bring reply from office - -supdrvisor
back. to your instructor.

Cc-9 Draft an invitation to your office supervisor. See Exercise #5 on

* page 17. Give draft -to your classroom instructor. When it is
returned to you, make hecessary changes if any and give copy to
your classroom instructor. Give original with enclosed envelope *
to’ your office supervisor. Bring reply from'office supervisor back
to your instructor. . . o o ‘ o ‘

C-10 Draft a4 thank-you letter to your office supervisor. See Exercise #6
' on page 18, Give draft to your instructor. ~When it is returned .vo
you, make necessary changes if any and give copy to your classroom
instructor. Mail or1gina1 to your officé supervisor.
, -

.

.
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'SPEAKING WELL AT WORK

‘Cohversations at Work

'ﬁdonVersation_at'work becomes a ;eég of skill which requires you to have an
alert mind, words that will help you éxpress your ideas, and the desire to . -
.. listen to the other person.

’ Promotions_usually come to the people who can represent their employers.
«/ - As an office assistant you should become very familiar with the prograims
and the mission of your office "and agency. ’

When you are doing the Speaking - o .

If you are speaking with someone yoy should be aware of the needs of your
listener and adjust the topic of conversation to the interest of the -
listener. You must remember that you need to share the conversation time
¢ h other people taking part im the conversation.’ Make sure that you do
<§:§ do all of the talking when you are having a conversation with someone.
X | ' o

3
Cérefully select the topic that you will talk about. . If. you are talking, '
about your work, you need to’ avoid gossip and things that are of a “
security nature. If 'you are just making conversation in general with your
co-workers-or visitors, you need to avoid sensitive subjects such as:
' race,, religion, politics, and sex« One tip is to pick subjgcts for -
discussion that would be of interest to the péoglg that you are épeaking
Cwith, I ) : ) - T .

_Break any habits that make people notice what you are doing réther than
what you are saying. ' Anndying habits: looking around the room rather than
looking at the person, playing with beads or a necklace, winding your

.wristwgtch, or moving paper's at your ‘desk.

. hen you are .the Listener- s
P : — s : :
o _’S.‘ .. » . ) \

Without a listener, there would be no conversation!. A good listener watches
the speaker, keeps his mind on what, is. betng said, and. adds his thoughts ' .
¢ ,to-the speaker's while he is listéning. : '

[
. v

As a“lréfener,yog should be careful not to be distracted. Outside noises
-somstimes cause you not to listen. Sometimes the speaker, does things
that niake you not want to listen. Be careful not to daydredw about
sobething that you-wish you were doing. Don't plan things like 'what you
are going to-do after work," or 'what you are going to cook tonight."
Also, don't Rentally.argué with the person that is doing the talking. T
Many times we plan our arguments when our supervisor is talking to us.

When we do this, we. fail t3 hear all of the najor ideas he is telling us’

.

v

YOU REALLY HA¥E TO WORK TO,LISTEN.




- LW . 4 talkin with you -

1. Say your words glearly
2. Speak loud enough to be heard.
3.. Make what you say seem interesting.
4. Smile as. you talk.
“ . 5.- Let the other. person talk too.
6. - Listen.with tnterest when someone else is talking. .
7. Don't get distracted by outside no;L'ses or other things
8 .

. ~Look ac the person who is{ talklng
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. COMMUNICATIONS: Exercise #1 ~ 1 é NS
I - . . N - SR
- PR S '
. 1§ . ) %J‘: . -
TR YO0U SATIDSL ...BUT, § SAID-. ..
' Directions: _ Lo - & ';‘_ :
1. Choose a partner, .. ‘ o o . ) '
2. Pick one of the conversat;onai subjects listed below. . _
3. Try to make your partner understand your point of. view . *

on the subjecr.

A. The- partner ‘on the. left starts first,
B. He or she is t& talk fo for about a m1nute and explain his-or
. her .feelings about the subject. .
C. After the first person has egplained his feelings, the partner
" on the right says what he thought you said. ‘The exact words
do nét have to be used but the exact ideas must be said. .This should
take about one minute. ° a
D.. The partner on the left who started the conversat1on then e1ther"-"
. (1) AGREES that wh%t the partner on the right just .

said is .eyactly what he was saying, or-
. {2)  TELLS AGAIN. wh%t he said because the partner .on the , /
. right ¢1dn t q ite understand /

E. The partner on the right! thef tries agaim to tell the partner
- on the, left what he’ tho&ght -he. said. . .
F. There is a five-minute time limit. SR . L

*G. Ten points are given .when your ‘partner understands what you / e
' were trying to explain dnd can tell it back to ‘you. '

H. THE PARTNER ON THE RIG T then takes his or her turn and follows

the same procedure. EXL
YOU MIGHT BE CALLED UPON TO LAIN-YOUR PARTNER'S' POINT Oﬁ.VIEWE‘f ' $

* CONVERSATIONAL ‘SUBJECTS: (These could be emotional topics. ) ; N

- LI

. There is too much V1qience on T.V. programs today( .
There should be more péople who believe in God. &
. Your pet peeve. . ,
. Life-in the C1ty 1ea&es a 14t to be ,desired compared to the life
‘. in the country. ;: . .
5. School teachers shouid go on strijke if 1nsuff1c1ent\money is
allocated to operate schools.

v

-
H L=
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1.

10.,
11.

12.

and ah's.

~» _recuhnize. That.is wrong

.
pe

.

.,

AR

- .

.  WHY PEOPLE DON'T LISTEN TO YOU_

Be onective. Are you guilty of -any of  these poor 11stening hab1ts°

You don't say your words clearly, 80, peOple don't understand what
you're saying: .

You talk too fast.

You don't spenk.loudly enbugh: o . » ' .

-

You add .too many unnecessary pauses such as: uh's, er's, well-uh's,,

You leave out some of the sounds in the words.

v

" he word'is‘recognize. If you leave out “the 'g" sound.yoﬁ say’

1N

" The word is government If you leave out the "n" sound the
WOrd sourrds like govermint. That is wrong. o .

You add souh%% to words.

. The word is athlete."If»you are not careful you say athuhlete.
. That is wrong. - o < .
The word is often. The Mt" is silent. If you are not careful
you add the '"t'" and say often. That 1s wrong.

You mispronounce words. . >
) L r . '
_ . .
You say "jist' .when you mean to say just. :
You say '"Necuz' when you mean to say because.

Your voice is ‘not pleasant to listen to. You should gheck to make
sure that you do not sound squeaky, hoarse, breathy, or too high pitched..

" You do annoying thingg while you are talking. Some of these could be:

covering your mouth with your hand or fingers, taking off your glasses
and putting.them back on, looking down at the floor while you -are
ta1k1ng, or scratchlng your arm. t i

You don't look .at people while you dre talking with them.

You use your hands too much when you -talk,

You look like ypu could "care less." Looking' uninterested really makes
your listener 'care less'" about you. ‘



COMMUNICATIONS: Exercise #2 = = ceo e
. R . :

- LISTENING 'FOR EFFECTIVE COMMUNICATION
. o . : 2 .
. ‘Directions: - . , e
In each of the following sentences, you did not hear a word br some words
that could change the entire meaning of what the person speaking wanted to
Fill in'dpe word or séVeral words that would make the sentence: make sense | '
to you. o : A .

DON'T. DISCUSS THIS EXERCISE WITH ANYQNE. - "

.

SENTENCES:

1. .Befofe‘you mail the letter, please add the

~

" 2. Please go to the xerox machine and make , ' .__ copies,
- 3. % Lunch begins at ‘ 5 - p.m.
— 7 ™
4. Dianne saw Barbara at ’ . . : : .

-

5. Tell Mr. Jones that I can see him first thing in the morning at
X X ' » 4 .

o'clock. .
, , R
6. Quick, run dbwnstairs and pick me up a
7. Carmen . . six letters. |,
8. Please ask theirepairman to fix the . . ' ;

it is driving me crazy. - -

9. Please tell Mr. McDonald that Mr. Jefferson
/’ attend the staff meeting tomorrow. :

o

LY

10. Please s - the report before you show
it to the'director.

y

" Keep this exercise until, your instructor asks for it.
-
4

DR 10



LI S S o -, . R R
AS A LILISTENER DO YOU?T=. -

. -

Be-objective; Do you practiqe’these good. listening habits? -
- i s B ) . .

.
T
s

Make it" a point not to 1nterrupt someone who is speaking before .
he finishes what-he is.gdoing to say? o 3 - :

(Y

. Avoid doing sonething elsé while someone is.talking to.ydu? y

(Such as: Prooking at papers,. looking at someone’ else, winding
your wristwatch, and, etc)’ :

-vLook/ab the-person who is speaking with you?

»

Th1nk about ‘what’ the person is saying? N
L.
- Try to/relate what-is . be1ng sa1d to’ th1ngs that- you understand'>

Use some -of the 1ﬂgormation that the person. speaking is giving you
to help you understand? . , , ' y

Avoid being preJudiced by, words used by other peopiq that are talking o
with you? - ; B

>
’
L

Concentrate on what is being said 1nstead of daydreaming or becoming
d1stract‘d by things such as the way they are dressed or-what your.
plans for  the even1ng are? '

Listen for 'ideas and fee11ngs as we11 as the words and facts that

are being said? ; . .

x

‘Ask the person that you are‘taiking with to repeat a major point if

you think that you missed it or if you are unclear about what was said?

- . N o .

’ . -
)

7

A GOOD LISTENER MAKES A GOOD FRIEND AND'CO-WORKER!

10



| WUIMMUNLUALLUNSS - BXeTclBe #J . : S

- e y St S .: .- - | - a o B
LAY .’- '.‘._-.)~',’ . N 3 ' .
£ - - HOW'ARE YQu AT FOLLOWING DIRECTIONS? | ' .
Directions., This. is’ an 1nd1vidua1 exercise You are to'do this on L
ol . ~your own.- Do’ ngt beg:ln until the instructor tells you.. .
'qr“i" s . MWhen the.lnstructqr has you, start, you will have ‘three v
I _ 'minutes to £finish th;s exerciSei, _ . .
. .,_.}t ki <N T ' Sl .
L. ‘Read ever'ything béfore doing anything. T
.2, -Put your namé in the upper r1ght hand corner of this paper, * 3, .
* . » . 2 . )
3, Circie the word "name” in. sentence two, » -
‘ ' 4. _Draw fzve small’squares,in the: upper r1ght hand corner of _this paper.
- y - . .
.5, -Put an 'x" in eec’square.. , H _
b Eut.a circle around eachfsquare. . - T \ " .
' 7.:"After:the title, write "yes, yes, yes." S :
S : l . '3 -
" '&. Sign your name a§ the bottom of the page..- B / - ,
. ‘ {-f R | 8 S , - . B N o . .
" 9. Put a ¢irclé, around each word in sehtence #8. .
s ot : . Co, -
10.. hPut~ah'"£V in the lower Ieft-hand corner of this.paper. .. .’
11 apn the back of this paper multlply Sbysa T w
12, Call out yOur flrét name when you read this sentence T
13. Qn the back of this paper add 8, 18; and BS; ~ . .
14." 1f you think you have foliowed all of the ﬂ1rect1ons up to th1s oo
' point, call. out. "I have." » - . CL e
15. Now'that ycu have f1n1shed readrng the d1rect1ons carefully, do
only sentences~#1 and #2 o : : . *
a : . -V .._- .- o " l ‘ . B - N o ' ‘ :
e ‘ ~ q‘
N : 4 ‘
¥ 'ﬁ; -~ q
e !
- : ) :1 8 R - -~
. = ’ N
5 \\;})‘ ) ' -
. f- ) - . 11
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L cgmUy;_CAnor{&- Exerci'se #3 S S P
P e s -
R ) ‘,L - : ® , s ' B
_ . . - .', . L4 . ) ' v
‘ . HOW'ARE You'AT FOLLOWING DIRECTIONS? ' ' y
Directions., This. is an 1nd1vidua1 exercise You are to'do this on LT
- . ' your own.- Do’ ngt beg:ln until the instructor tells you.. .
h . When the.instructcr has you, start, you will have ‘three v
: 'minutes to finish th;s exerciSe‘ _ . .
. .._' “ . -’- \ ) ' , b ¢ _J; . ) .
L ‘Read everything before doing anything. =T
3;~2. 'Put your namé in the upper rlght hand corner of this paper, * 3, .
Ce o
3. Circie the wotd "name” in. sentence two., » -
' 4. _Draw f1ve small’squares,1n the: upper r1ght hand corner of _this paper.
. y - . .
“ .5, 'Put an 'x" in eac’square.. _ H ,
.« e . ~ . St
b Eut.a circle dround each-square. . T , o
C. N ~ ’ . . f . ' ~ K : D ” ‘
' 7.:"After:the title, write "yes, yes, yes." Sl ‘
- ¥ Sign your name at the bottom of the page.- T < L
. ) R o ST L s S '
9. Put a circleraround each word in sentence #8. -
I . ° . -

r

10.fhPut~ah x? in the ‘lower left hand corner of th1s.paper. el

;kithe back of thls paper multlply 5 by 54. ) ." r{h_ "y L;

12, Call out your fxrét name when you read this sentence T
13. Qn the back of this paper add 8, 18; and BS; ~ . .
14, 1f you think you have foliowed all of the ﬂ1rectlons up to this =
’ point, ca11 out. "I have." » - . coL T
15. Now that ycu have f1n1shed readmng the d1rect1ons carefully, do
only sentences~#1 and #2 o . . ] *
. i ) VV 'L- .. . ) ,’ l . ) ) w s E . ‘ :,
e “ ~ q‘
N ’ .J ‘
A @ q‘
" : 137 '
* " ’
; a8 | . .

v



O

ERIC

Aruitoxt provided by Eic:

. K .

4 * " _TIPS FOR THE CLERICAL ASSISTANT ¢

' . T . . -

1

Keep péncil'and‘paper beside your telephone for taking messageé.

Try to f:lephone the first time it rings.

1f

your desk be sure that the: someone to answer ,
your : .

e you are out.
Identify your office and yourself (if permissible) when receiving or
plaving calls. -~ £

Have a pleasgnt voice and speak clearly apd distinctly into the mouthpiece.

Find out what..calls are to be put through to'the boss even though he is
in conference.

°

Get the correct name and npmber of callers and take accurate messages.

B

. — \
Avoid keeping callers waiting while you are checking information, ask if

you may call back.

Don't refer callers to another person unless you are sure they can
handle the matter‘he is calling about.

Find out if personal calls arc allowed in your office and it they are
kéep them to a minimum. '

Wait for the caller to hang up before you put the receiver down.
Be considerate and .courtceous with people and have a pleasing personality.
Learn to cooperate and get along with others.
Don't discuss your personal problems in the oftice.
Don't spread gossip.
. T
Dress appropriately for the office.
Wear makeup and hair styles that ave suitable for the oftice.

Always be neat.

Keep—thmets =g rrsorean:
Be tactiul when asking someone to do something for vou,

Be prompt in reporting for work.

- | 13 s

12
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Find out what time you.are to go to lunch and be prompt in returning
from lunch and breaks.

Let 'your boss know where you may be located when you are away from your
desk.

Ee dependable.

Find out your boss's like- vﬁdvdislikes.

Find out where supplies arc located and how they are obtained.
Know the procedﬁréb for handling mail.

Familiarize yourself with other depdrtments.

Take courses for seltl improvement.

Make a list of various forms used by the agency and ‘instructions on how

to prepare them.

Don't be afraid to ask questions,

Keep a list of materials in the tiles.
LY

Make a tist of shorthand torms that are used in vour particular ottice
so that further abbreviations may be added.

Keep a manual with instractions tor routing oflice procedures,

Find out it there is a better way tp do vour work.

[

13
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COMMUNICATIONS: Exercise ‘#4

C -
<

LETTER TO SUPERVISOR

Directions:  You are to type a letter to your supervisor to let him or
her know what types of assignments you have been doing.

The following letter is a sample letter for vou to follow, You mey an
to a re to the letter. Make this lettér tell your supervisor just Eow
tting along. ' | '

P N » .
ave received approval from your instructor, you should take the
Jour supervisor personally. :

You are to:

1. "Make two carbon copies, one white and one yellow copy. Place the
white copy in your tile and give the yellow copy to the instructor.

2. Proofread your letter very carctully,
3. Sign your letter.
4. Check your agttendance record.
5. Type two envelopes, one addressed to your supervisor, and ‘one
addressed to your instructor. T
6. Enclose the envelope addressed to voutr instructov,
AS
| Y
Q ’ SN '

ERIC

Aruitoxt provided by Eic:
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* COMMUNICATIONS: Exercise #4

~
'SAMPLE LETTER: o ‘ C /
? (Current ‘date céntered on letterhead)
, ;
/
“ ‘ . * ,{/
Mr. John Doe (use your eupervisor's. name) ‘

"1212 American Street (use your supervisor's office address) ‘
20415 (= » your superVisor's city, state, and ZIP)

> Washington, DC

Dear Mr. . :

This is a short letter to let you know some of the things 1 have been doing

in the Otfice Methods and Behavior course.

a

N

We have been studying (add what subjects and ideas we have been discussing

and working on).
own thoughts),

The ideas that have helped me the mgst are {(add your

On the bottom ot the lett. Lo ! OWL e e Y would
Fike me to work 1 so the . be t ¢ heip to v “he e,
Ple¢ase n oyoul ame; ples . I . n the enc ose re- 1o to the
- 1
and 1 I, retur - t. I
oG b to e ord my N Al Lo I ha ! (put
e ot have S tendes - ar v mi e " "c-vvl'\j‘xl_*\\"'
' v hee stle ANy Cnoove e
Sincevely. ' ,
Sign vour name -
Your name Ctyped?
-
\
Caclo
¥ N
.
NS . N & -
o 1.& . .
’ 16
. v '
4
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-:f‘-_ oL . . B , / .
- COMMUNICATIONS: Exercide #5 | SR
- V4 ' ) X ! .
(Current date ceMtered on 'letterhead) * _ .
) ) .
] ‘ . !
Your supervisor's name and address

Deaf

1 ani .xtending an invita %nn to you to be my guest at the Office Methods
and Behavior course, Tho F Circle Building South, 1121 Vermont Avenue, NW.,
Room 317, Washington, DC.-on (Date) from 3 p.m. to 4 p.m.

s7 >
The instructor and class members arc looking forward to showing you what
we have been doing and learning during the cour «

.

compl. ad cut off the lgwer portion o :nis letter. slace it in
te slosed ~ ‘ope and give it to.me, 1'll ‘urn it to my instrucior.
! vou. | ,ncdrélyv@opo you can attend. . '
| v L ' '
(-ly_ A ? s '
; N : s
our namc N ¢ .
L o o ,
Y 1Y
A e (1 ped

______________

: I be able to sttt ad

[ i not be ab it tend.,

T

COMMENT -

r
- - [P a— e
+
Supervioor 'y Sipnature
>
R S —
\ Stuadent 'L Game T
| o .
I r
)
o .

ERIC

Aruitoxt provided by Eic:



. "o, ! o P . . » . oo, s - 3
- COMMUNICATIONS: FExercise #6 oy g N R A ST
Pi . . - ™~ L4 . ) ;‘

v N
'

o

, (Current date centered. on letterhead) P " 4 . '
) ~ . \,A B ) .‘, ‘-o . . ‘ i ; l;
', ’ » ’ . , ) '/ ‘

Your Supervisor's Name - ’ ~-
« Sdpervisor's Address . T . ’ .

et

-

City, State .ZIP - IR

. r ‘ : . . -

L

N Dear’ : i S

, .
a4 . . : s . i
Thank you for giving me the opportunitv to attend the Officet Methods and
<« Behavior course. ’ .

s We have cove “ed a lot of material about Government and how to be better

office workers. 1 have learned about 7 -
< . / .
» /r . . .
With thi: iew knowledge, I think that T now can be a better assistan.
to you in w offige. , .
. - “ M N ’
Sincerely - ) (
Sign your name \
~Your name Ctvped) v ,
(Please I\']fv an oripinal and one vel ow o copy, Jhe vellow ¢ pyois to i
ptven to the instiructor Itovou vt U ike o0 crsonal copy s add one
extra white copyv to vour carbon pact )
¢
N
¢
> . ’ 18
O . '
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. e x
FILING . .
t 2 :
. . ' . ¢ ’ ® .
. L S ? . J N >

. F-1, Filmstrip:® Filing and Basic Of'icgJSy§tems" , : C

'F-2 Filing Team Game - o T S ; ﬂ
. e, S . /e oL . . : \ »
. ,F-3 Lesson 1 Introductiow and ﬁﬂpﬁibai i iiing .of Personal Names (Part 1)

P-4 Lesson 2 Alphabetic Filing of Personal Names (Part 2)

F-5 Leéson 2 Aiphabetic Filing.of Personal Names (Parg 3)

) A\
F-6 Lessor Alphabetic Filing- of Personal Names (fart 4) )
F-7 Alphabi;,; Filing Of'BusineSS.Néées;(Pa;t I{
F-8 "Alphabecic Filing of Busiress Name;(Part .2)'" : ;
. . : - : ~ )
F-9 _Alphab- . .¢c Filing of Bu\sineés N‘ames (Part 3)_' ‘
F-10 Alphaz=: - Filing of’Speciai Business Names
F-11 Organ-z1rz and Maintaining a Filing System
F-12 Review * -ject’ ‘ _ " 'v,?

F-13 Numegrc ° ling

FY
F-14 Geograph  Filing and Conclusion




—Materials should be ‘placed in :ne folder with the latest qatedbmate*ial

O

ERIC

Aruitoxt provided by Eic:

‘Every folder label should be readily visible.

"should crease the scoring at the bottom of <he front

*FILING

7

Too many peoRie let materials go unfiizc. oo long. ‘they let {lpers accu-
mulate on desks, on t@ps of tables‘or cab: »1~, in bomes or 1A drawers.
They finall; .ake s tien when 'he clutter grows unsightly. ‘

. ~ . : . : ,
Filing should be done at a regu:ar time. Dzily filing is better than
weekly or other periodic filing ~hiefly because ‘the papers most:freauently
asked for are *“0se most recen: received. .Seeking them in a large stack
of miscellaneou- ﬁggiled paper is slow and tedibus ‘work. o

Al1 paper ClipS?Aﬁ s, and rubi..rbands should be removed before papers are
filed. . Torn pagesfshbuld be r:=.aired by the use "of sgotch tape.

-

oA

on top and with the top of the sheet toward the left of the file dr:wer Sy
as the reader faces it, ‘'so tha: all filed documents can be read as ahPook.
, L

When papers rise in -he '
folder to obscure the folder label, the contents should be "tamped _.own" .

by .gentle” shaking. As folders become filed with paper: ., the assistant )//
.dere¢leaf to cause

the papers to rest squarely on the bottom o: the [ile irawer.

4

Leave working space in drawers.
needed in each file.drawe: .
4

,About 4 inches of work.ng space are

Clippings of less that - 1% inches should be mounted or Tegular bond
paper and filed in the .une ninner as other documents. Cl.»pings larger
than 8 x 10% inches s © be tiled locse in the folder and folded to fit
the folder neatly.

A

b
Staple material to be
Use the top drawers of iling cabinet for your current files or the files
most frequently ysed. se the bottom drawers tor the material that needs to
be filed but not called for “requently.

led, in the upper righthand corner

Usestolders with pocxets for bulky materials.,

Il'hese folders are the same
size as the other fiie tolders. '

New procedures of filing are being used v ma  overnmen: agencie: With

'so many records to he filed, th- doverine ot b now sto o put L tre
information on “i . nd thei  once the tr- pi.  re on the tilm.
A 2o o e e Lam 1 S IS B ot S o L S o M 21 B 15 E b ot 0200 K o L
Microfiche ¢ 4o oec hages an tiatu torm on to one 4 x°6 i.ach
card, ce the n -4 have - en recoro on 1rom, o can review t Mo
materic ! us aNicroticre reader o cch ic 5o c tne hat cnlarges

one miniat e L U oa time o that i Ul clean read it. >

>



sFEIC'E‘TiLES - - i

TELEPHONE NUMBERS \ I -

The numbgrs--including area codes, flags or.bdlor coding for -
frequently called numbers, and addresses or room numbers.

g .

1

-~

NAMES OF FRE?HENT‘VISITORS
: ~ -

v

-

A list of names of the people whc Usually visit your offiyé. _ .
The list should include a few words about' the visitor to help
you remember if the caller is very important and what he likes
to do. 1If you are .careful, you could put scme words on the card
that would help you to identify the visitor. :
FREQUENTLY USED MATERIALS R >
%chedules, ©0.ganization charts, directories, price lists, and
etc. can be kept handy in a drawer. file, or plastic binder.

" NOTES AND INSTRUCTIONS

Keep at your fingertips any essential notes or instructions.
. Directjons ‘are often forgotten. Write down what should be done
. 4. . and then follow those directions.

™

CORRESPONDENCE FILES -

* Many offices keep a ''chron" file for their correspondence. The
chronological, "chron," file contains an extra carbon copy of
every mcémo, ‘letter, report, or notes that have been prepared and
have left the office. At the end of each day, the extra carbon
copies are filed in a three-ring binder placing the most recent

" correspondence in front., ‘

~ TICKLER FILES

The tickler f +is to tickie memory or remind you to do
ettt g, fler L is. .iitv consistsof folders or file
g ds at cen ou ot itzz~ -hat must be completed today or
some futur- de -, The t - rers or cards are rotated each day
, s0 that the oies  or the curr: day are placed at the top or in
front. The tvick to this sys:icem is to anticipate what has to be
lone and 1ttt it or the date it.should be started. Also, many
people have a ti. .l¢r file anc lll('n forget to use it.

22



’

'——. . - SUPPLIES FOR FILES

" GUIDE CARDS ~ | : )
‘Guide“cards are signposgs to the person looking throﬁgh the files.
Guide cards have a metal tab with a "window'" which is higher than
the regular folder. The guide cards also add.support to the file
folder in each'drawer. . '
Standard guide.cards are available with the tabs either in three
different positions (third-cut guides), or in five different posi-:
tions (fifth-cut guides). The drawing below shows you the standard
third-cut guide tabs. ’ ’

-

L]

Third position

Second position

-

£l

=First position

LABELS

While guide éard labels are the principal file signposts, drawer I
“labels and folder labels also help to find or file faster in the

right in the right folders. Drawer labels narrow the search to one
drawer, guide labels to several folders, and folder ldbels to the
contents of one folder.

To make the organization of files visually clear, offices depend
upon accurate and complete label captions to identify the contents.

Labels should be in large Lype. Colored drawer labels will help

identify separate files, and different-colored standard folder Ifibels
also can identify separate files or different kinds of papers thin

a particular file.

\ 7
23 4
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WHERE IN THE ALPHABET?

Directions: When you file you must be quick to ‘recognize the order of

2

the letters in the alphabet. -
In the space following each pair of letters below, write

_which letter appears first in the alphabet.

DON'T START YET! The instructor will tell you when to begin. .

You are €ompeting with your team! The ohject is to be accurate

and fast. When you finish, raise your hand, the instructor
will give you the correct number of minutes and seconds, write
them down immediately.

[~ :

When all have finished the assignment, the person who finishes
first will read his answers. If one answer is incorrect, the
next person will read the answers,

The first person finished in ‘the least amount of time will bpe
declared the winner when his answers are declared correct by
his team members. : :

7

b-d ‘r-q b-c ' q-r
o-n n-m ' | o-p z-y

‘ v
y-w q-p y-z ' e-f
m-n z-x o m-1 | / c-b
k-j e-d : k-1 - v-u
d-e c-d ' d-c s-t
o-r vV-X o-n p-o
l1-n s-r 1-k i-h
f-e p-m f-g h-g
X-S i-e x—; .\j-1
w-u h- j X-w ' f-g
t-0 £ e ."1 . G
g-k £-h S a-f g-1

a 24
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SUBJECT EILING

¢ v ‘ Il

than by names of people, agencies, offocation. Subject files are usually

used for the main bulk:-of filed materials in Government agencies. Subject . .
files are often used for storing the records of specific bureaus of divisions

or individuals withinan agency. - '

Subject filing is arranging filamaterial by names of topicsn:"ather

RS

Subject filing becomes difficult sometimes because you actually file
by describing the contents of the item t6 be filed. Sometimes different : ’
people do not always describé‘;he°same:item in the same way. Theréfore, ‘ \\\\\
items to be filed could be filed in different folders even though all seem ’
to be related. For exampley  'radios'" could be filed--radios, or appli-
ances, or small household appliances. To avoid this problem, a major list
of folders in the files should be typed with a short note explaining what-
should go into each folder. ~ .

= . .

In subject filing; separate your categories in the major headings,

‘minor heading, and subheading.

' Major heading
(primary subject topics)
(1st position guide)

. Minor headings
\ ‘ (first breakdowns) - ~
(2nd position guides)
v ' .

-

Subheadings
(further breakdowns)

(3rd position guides)

20 :
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g L T4 . L
A " . .+ FILING-RULES

NAMESOFPEOBLE ., - . . .
” Sl . ' : ) .

Rule #1: 'PERSONAL NAMES

N .
~ Y ,

' Personal Nambs ‘are tran8posed for Tiling purposes: Last name (surname)
(M first name. (given name) or initial; mzddle ,ale or initial.

NAME - "7 FILED AS
-0 ’ ! ' . : R
Mattie Jane' Johnson . ‘ . . Johnson, Mattie, Jane

George Williams W1111ams, George * -

- ‘Rule #2: ALPHABETIE INDEXING UNTT o , ¢

»  An incexing unit is each word in a name. Alphabetically arrange the names.
in order by comparing similar units in each.name. When the first units.are
identical, look at the second units. Look at the third units only. when both

- the first and second units are the same. - A ‘ -

FILED AS R

‘ ‘NAME UNIT #1 .  UNIT #2 _ UNIT #3
‘Brent Clark - Clark Brent . . .
Carl Edward Jackson T ~ Jackson Carl . « . Edward
Charles Ray Jackson Jackson ; Charles Ray

Charles -~ . m Jackson : Jackson . Charles Tom

Rule #3. SINGLE LAST NAMES OR INTIALS -

A last name used alone comes before the same last name with a first name

or 1nitial. A last name with a [1ESt initral Only comes Derore a rasc rname
with a complete first name. This rule is usually simply stated, '"Nothing
comes before something." ’




-

g L T4 . S
A " . .+ FILING-RULES

NAMESOFPEOBLE ., - . . .
” Sl . ' : ) .

Rule #1: 'PERSONAL NAMES

N .
~ Y ,

' Personal Nambs ‘are tran8posed for Tiling purposes: Last name (surname)
(M first name. (given name) or initial; mzddle ,ale or initial.

NAME - "7 FILED AS
(T . . . . N
Mattie Jane' Johnson . ‘ . . Johnson, Mattie, Jane

George Williams W1111ams, George * -

- ‘Rule #2: ALPHABETIE INDEXING UNTT o , ¢

»  An incexing unit is each word in a name. Alphabetically arrange the names.
in order by comparing similar units in each.name. When the first units.are
identical, look at the second units. Look at the third units only. when both

- the first and second units are the same. - A ‘ -

FILED AS R

‘ ‘NAME UNIT #1 " UNIT #2 _ UNIT #3
‘Brent Clark - Clark Brent . . .
Carl Edward Jackson T ~ Jackson Carl . .+ . Edward
Charles Ray Jackson Jackson ; Charles Ray
Charles 7~ m Jackson - Jackson . Charles Tom
Rule #3. SINGLE LAST NAMES OR INTIALS - )

A last name used alone comes before the same last name with a first name

or 1nitial. A last name with a [1ESt initral Only comes Derore a rasc rname
with a complete first name. This rule is usually simply stated, '"Nothing
comes before something." ’




N A ] . .';, ; '
CUNIT#L FILED A
ark © C . Clark- .
. Brent.Clark - . .. Clark . S .
: 5 C. J‘ék3°n,'f’ Co Jackson . .
* : ~  Charles Jackson =~ Jackspn
g ] N : ' : ’. - f\‘ ’ ’

.‘lh - ) - ] ‘:.’

- ’ : T '

“.Rule #4: LAST NAME PREFIES "
" A last name prefix 1s not a separate indexing unit; It is considered as
part of the last name. Some of the prefixes are: D', Dag, de, Des, Di, La,
M'; Mac, Mc, 0', Van'der, and others. M', Mac, and Mc, are indexed and
. filed exactly as they are spelled. " :

-

- -

) , \ . FILED. AS .
o : NAME o ' UNIT #1 UNIT #2 ° UNIT #3
Phillip T,/Tnes . Jones Phillip - T, ,
Edward MacDonald :. MacDonald . Edward - R. T
Elaine Mack . . Mack Elgine S
Edward R. McDonald ', -~ McDonald . Edward R
‘ . . ‘ - R -
Al * . . ‘- - p
. T |

Rule #5: Possessives

The s is not considered in indéxing and filing when a word ends in aéostro-
plie s. However, when a word ends in s apostrophe, it is considered because
~ the s is part os the original word. This_rule is sometimes stated, '"Consider

everything up to the apostrophe. _ .
S }
/ o o FILED AS )
NAME . ' "UNIT #1 UNIT #2 - . UNIT #3 -
" Ruben's Raiders K Ruben's ' . Raiders
William L. Ruben . Ruben < William L.
Rubens': Electronic SPOp -t Rubens' Eléctronice Shpp“ <

Peter Rubenstein Rubenstein Peter .

27




FILING RULES | | " :
PAGE 3 - -

Rule #6: _ TITLES OR DEGREES .
. . s . [}
. Titles or degrees of individuals are not considered in indexing of filing
. whether they preceed of follow the name. Place the title or degree in B
parentheses after the ‘person’s first name or initial Terms such as Jr., '
Senior, 2nd, that designate seniority, are placed in parentheses and are
congidered for igdexing and filing only when' the names are identical. This .
is the major rule. There are a few. exceptions but they rarely occq? so they
will not be noted” here.

.

- | _ L FILED AS
Y NAME ¢ ‘ \+ ~ UNIT #1 UNIT #2 . : ”}
- Dr. GeorgeAGa;Land ’ ~ 'Garland B George (Dr.)
~John Garland,, Jr. . ‘ . Garland . John (Jr.) .
- John Garland, Sr. - .,  Garland John (Sr.) .
: - . . k
..o
Rule #7: MARRIED WOMEN
v . . - .
Use the legal name of a married woman for filing purposes. When a woman
marries, she legally only “takes her husband's last name. Therefore, her
legal name could be: (1) her own first and middle names together with her
‘husband's last name, or (2) her qwn first name and last name before she
was married added to her husband's last name. DPlace Mrs. in parentheses at
the end of her name.” Her husband's first and middle names are given below
her legal name and placed in parentheses. ’
: L]
: ' FILED AS '
NAME UNIT #1 UNIT #2 ¢ UNIT #3
Mrs. Richard C. Sutton Sutton ' Sylvia !' Leigh (Mrs.)
(Sylvia Leigh) o (Richard C.) :
Mrs. Allen T. Willis Willis Deanna Raé (Mrs.)
(Deanna Rae) (Allen T.) .
Mrs. Gayle Wilson Wilson ~ Gayle (Mrs. )
' N

I
- Rule #8: UNUSUAL NAMES ) o .

When it is difficult to decide which part of an individual's name is the last

\

28
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PAGE ¢, - co
N . .
14
name, -condider the: lagt part of "the name as writtdn to e the person's Lagt
name. Foreign names are sometimeg Puzzling, as American nahes Camsiging -
of -two names which are' often used ag first nameg.
s
" In Chinege names, the first word in the namé’qf written shall be trea"d a8

the Surname, except in:cages wherg Chinege names "include an Englisgh
which ig definitely known to be a given name. In such instances, the
given rame ghal} be treated as’ a given name ~ ) T

I S L, FILED as ,. |
NAME > UNIT #1 UNIT #2 - UNIT #:
'uﬁ%thn.Jhmps B S James .. John

Anthony Bryce ‘. oo -+ Bruce: "~ Anthony o
‘Man Ming Chang" - - "~ Man ' Ming = = Chang
D&vid“FQng ) - _ . Fong David . T -
Fong Lung Sing . ', Fong Lung Sing -

. . ., e . - S . . f 3 ) - )

g . ' - . I ‘ N

1. 'NAMES OF COMPANIES | ' R - "

[ : M
- . - ..

Rule #9: NAMES oF COMPANIES ,

Names of Companies, Organizations, ang institutions are indexed angd filed

‘éxactly as they are writteg. The only €xception to this ryle is when the,

orgahizationuincludes an individual's name. That ryle is discussed in the
next rule. ‘ - ' :

: ‘ ' *  FILED AS o
NAME UNIT #1 - "UNIT #2 - . UNIT #3
-Marshal} Electronics ' Marshaj] ' Electronics ‘
Marshalil Supply Store - Marshall Supply Store
Modern Secretarial‘School Modern Secretarial School
. ( .

When the company,_organization, Oor institution includes the complete name. -y

of an individual, the units are transposed for indexing just like the rule

for indexing the name of an individua].

. 29 -



~~ John Adams\

N
- NANRS -
\.
Morgan Data Camgmny-
Joe Momgms Reasmty Company -
Mark #soft Emmioyment Service
© Scott Remta abrvice

. Rule #11: aBBREVIATIONS

. 'FILED AS .

UNIE-#1  UNIT 42 UNIT #3

Woxgpen - Data SDompeny

e <R
Mark _  Muployssnt.

Scott Rental Servios

*

uNiT d’

.

Company
Service

S "

Consider tme abbreviations as t‘xgh the na.menwerg Itten im full. Single
letters otmer than abbreviations are considered as s&parate indexing units.

b . e A

- NAME
A
ABC Company ¢&*

ITT Corporatioﬁ
I. Albert King

“NTHE" .ARTICLE

.+ Rule #12:

AThe" is not an indexing unit and is disrégarded in filing. ‘Howaver, when

UNIT #1 UNIT #2 UNIT §:
A B c

Adams ~John

1 Voo T ]
King 1. ' Albert

]

L]

UNIT{#é'
Company

Corporation

7

the agticle Tle "the" occurs at the beginning of a name, it is placedgatthe end

in pa ntheses
. s
NAME
" The Frank Jones Company
The Jones Store

s .
-

UNIT #2

UNIT #1 -
Jénés Frank
Jones .,

Storg (The)

1 When the article '"the' comes 1n ‘the middle of a name, it »
is pla ed in parentheses but is not moved. ;~’P//>// EX

-

UNIT #3

- Company (The)~

.
t 2



: - : =X
E FIRH MQNGS, CON NS, AND PREPOSLTIONS X
& > pwoid Ons and conjanctibns, smsen as in, of, and, for, are net wmad in
L and"filing. They are wamtten, but only used in its origiiasl order.

. Fir.odngs, such as Inc., Co., Gorp., and others, are written as a unit
 [n ivkeming and filihg. They are qonsider;eﬁ as thoggh they were agelled

4@t % full, ‘such as Company and Gerporation. . .
- o ] ©  CILED As ,

NAME r» UNIT #1 UNIT #2 ,  UNIT =5
% wés md Lopez Co. Neives and -opez Comﬁin); '

+1.00¢f . Inc. Services apcorporated
< s
®.: +14: ONE OR TWO WORDS | L
. - _— L

"~ le¢ names that may be 'spelled either as one or two words as one word.

NAME . UNIT #1 UNIT #2 UNIT #3
Sc.thwesr High School Southwest " High | " Schoc
Socn West ‘Supply Store ' Solith West Supply Store -
” ~
Ii.. FILING WITH NUMBERS ) 3 o
. 7 . er.
Rule #15: NUMBERS : . C %
When ¢ -umber is part of a name, it is considered asf}hqégh it were written£}

1t w-n  and it is indexed and filed as one ‘unit. -7

! 4
,/,"y‘ 2
NAME UNIT #1 UNIT #: UNIT #3
7c.: ‘Avenue Store - .. Second Avenue Store (The)
4 Avenue Theater o Second Avenue Theater (The)
st Information Center Twenty-first Information Center (The)

31
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" PILMNG RULES . |
LEAGET - .

Rule #16: ADDRESSES

If the same name appears with & :-farent addresses, the names are indexed as
usual and arranged in alphabeticil order according to the city or town. Only
when there is a duplication of btk the individual or the company neme afd
the city name’'do you consider th# s&te. 1If there is the same name same
city, same state, but it is locstmmd s different addresses, then the names
are arranged in alphabetical order < étreet name. If the street namme are -

the same, then names are arrangal : wm the iower to the highef'street number.
. ‘ B FILED.AS :
NAME - . UNIT #1 MIT #2 UNIT #3 / UNIT #4  UNIT #5
" Defense Supplies, Defense aipplies Austin . Texas '

Austin, Texas -

Defense Supplies, Defense Supplies Dallas = West, 42 Street
42 Wept St., . . '
Dallas ‘ .

Defense Supplies, Defense- Supplies Dallas - West, 812 Street
812 West St.', ' .
" Dallas

1

. I
L4
IV. US GOVERNMENT ORGANIZATIONS v
Rule #17: US GOVERNMENT ORGANIZATIONS
.8 T : :
When you have names pertaining to the U “ederzl- Government, you index and
file them under United States Governmer t—er subdivide by~title. of the
department, bureau, division’commissir ywr “oarg.” S
When used in titles of Governmental t I «s, phrésés suwch as: ' Department of,
Bureau of, Division of, Commission-o: .tarz >f, .are placed in parentheses
after the word they modify; they ar: svezarded in indexing and filing
‘nongovernmental names. ’ :
Usually in the Government, we leave. - W ‘ilding unit of United States
Government and file starting with the 1dexing ‘uhit.
NAME © UNIT #1 > . UNIT #3 UNTT #4

US Dept. of Agricultute United , Government Agriculture
- (Dept. of)

b
BUT IN GOVERNMENT : .
US Dept.. of Agriculture - ,Agriculture
' - (Dept, of)

R 39 » 34



LT

'
Lo

© UNIT #1 T 42 UNIE 43 . WET #4

Us Dépt. of Wlminerce, Coﬁnner.ce ' Zamgus =
. Bureau ogf?-.sus o (Dept., of ) Bureau "ti:f_)

S
v
£
4
13
-
-~
S
»
»

’ .
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| VLENG: EXENCISE @ e
RULES #1 threwgh m #4

nmncnons. Mimee & 3-by Seinch card £8r the following names. 'I’ype the

. : an transpesed ordér and place the item number in b
S right hamd comer. .- ,

0

’

| " '
] 1§
Owens, Eddie ' o7
3
4
i . J
(1  Eddie =5 o ) ' )Y Michael R. Griffin
(2 _ouz ¢ .an L. Ric¢hard Ciiffin
(2v ou.: % Irnen ' (1-: R. Percy Ceiffin
(4 Rizne -1 Loher (15> Bill Green
5 Lar . At._asor .
Aft: - you have placed thase names
6 Atsirzon ’ ~on czxrds, file them alphabetically
' and :heck your answers. w:th the
(7 .a. ATKIT30n instructor.

+8j Char:ss .. r=-<inson
(9) ruce Mar-ti:
(10) Arthur 1  Gr=-n

(11) Rri. =ar. G iffin

37
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FILING: NERCESE 45
| RU,LESII*W RULE"ili

C]

8°
29)
(30)

(21)

A4 .

DIREC'D‘ u a 3 by S-ﬁlch card fer th following names. Type tl\e

ramm in transpsesd order and pla.ce the item number in the ’

m righc hamd corner.

x

[N

After you have pl.aced these hames on ‘cards, file them in
almbetical ‘order and check your answers with the instructor.’

Italian Embassy. =~ -
Iranzme Embass_y '
Iberis Airlines of Spain’

IBM Ccrporation

.IDS Lemsing Corporation

+

Gregorv IrvingA -

institu-e for Law Enforcemen
Tr-ing's Sport Shog

:elds’ Record Shog

‘genh Fie ds

“rank uavis. Jr.

Johr P De Marco

Mrs. Paul T. Baker (Virginia)
Howard Brown

Man Ming Chang ®
Yee ‘wan Char

Jack -utc &aor

JBB .:z-.:al Lapb.

e

Ng

Svstems

- 38



'“Q'kuﬁisgﬁi;ttsengh RULES #16

’ 'DIRECTIONS: Male a 3- -by 5-tmeh card for the. fnllowing names..- Type the
. meme in transpmwed order and’ phce the item. number in the
| e right ‘hest corner. :

- (35)
(36)
" (37)

(38)‘

+ 9
(39)

(40) -

(47)

(&)

(43
(44

(45

(46)
(47)
(48)
(49)
(50)
(51)

(52)

2 Concimemts Restaurant
Masi Ssempson
Paul Tucker

. Wilson Thompson

Trans Wworia Airlines, izc.

John B. Yav:s
211 ®Xnoee :lanc awv=

John B. Zsvis

Johr B. Dais
5822 M..riroe Staer

James 7 ETK
Clark Ec:_-ment Cc

D. B.,Cla: =

Kee Gane Tuang -

Mi;:as

Cal. ..-1. _ac.

Mre a:-rea 3ai =2y .2ne.

A. + >bpzilew

Mrg. hamonc Ai-en Mab -An)

AA Le=corators

LY

AB & W Transit Co.

Ed

S ter you have apismced these names on cards, file them in.
alphabet;ical ordmr and check _your answers .,with the instructor.

(53) Aiken Industries, Inc. '
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FILING: Exercise #9
“Government Agehcj“Filing,Exém -

~ DIRECTIONS:

to the instructor.

- .-’

AType eath of the fallowing Government agencies on a separate 3 x 5
card. Then, arrange the cards in alphabetical order and give them

1. General Services Administrétidn .
2. National Aereonattics & Space Administration
3. Veterans Administration

4, National Science Foundation

' 5. Commerce Department

: Emen | . .
6. Government Printing Office

. 7. Equal Employﬁent Opportunity Commission

8. Civil Service CoQtjssiOn

9. General Accounting\Office

" 10. Treasury‘Debartmeht

.

11. Department of Agriculture _ -
12. Department of State
13. Department of Defense - . ) -

14. Federal TEade Commission

15. Department of the Interior

16. Department’ of Justice
17. Department of Transportation
18. Executive Office of the President

19. Departmenﬁ of Labor o ' .

~ -

20. Deparfment of Health, Education, and Welfare

21. Federal Power Commission

.

22. Federal Bureau of Investigation

23, Office of Economic Opportunity

24. Internal Revenue Service

25. Post Office Department

37 | 40



FILING

Y ’ ) : N ' * L

o 4s ldentification symbol of
1 . ___project _ ' :

’.

- i
1. ~Surname of individuai

/

| A
3. location

c e

\j

CORRESPONDENCE. Users will request 3. Locations (geographic or poliv
memorandums, and telegrams by one or tical ‘divwisions) )
more of these six filing features: 4. Numbers (symbols) assigned to
_ ' transactions, commodities, lo-
1. Surnames (names or titles) of cations, prijects, individuals,
individual or organizations or orggizational units
2. Names (titles) of projects, 5. Dates prepared or used
products,- transactions, or 6. Subject topics describing the
things ‘ ) ‘ informational conternt

38 .
. 41_

“7.. - POSSIBLE FILING FEATURES OF CORKESPONDENCE . .~

»



.ok

v .
-

Assigned control number

’

—Sub ject -

‘Johf\.v Roe — — Surname of ‘author
. ! : * t

REPORTS. Figure 12 depicts some principal filing
- features of reports, namely:

l.. Title\ﬂLlﬁpdrt (presumably the main
: - subject) i o
2, Subjects in addition to the main-® SUbJeCt
3. Surname of author
‘4. Name of originating organization
' 5. 'Number of project-.or contract with which
g . _ identified .
- 6.  Number assigned for control e
7.~ Date of issuance

.t

Some file systems place recurring or sériodic
reports under a category "Reports," subarranged
. o by report title or by form title it the report .
: is a form .

a . '1.39,




'POSSIBLE FILING FEATURES OF FQRMS

- The most common filing features of a form are:. -
il.nfTitie of form (presumably the form
* subject)
Fi 2. Surnames (names or titles) of
"~ individuals or ‘organizations
3. Numbers (symbols) assigned for

-

. transaction control, or other
. ) identification .
4. Dates
' -

~ LI ) - . 1
_Since forms are used often in case files, they
will usually be filed name or number.

-

POSSIBLE FILING FEATURES OF DIRECTIVES

DIRECTIVES. D1rectives have a system of their
2 usually 1ndependent of the filing system
Awn'brule, they are filed in accordance with the
directives system, in loeseleaf binders, and put
in bookcases. When directives are to be placed

" in the files, they may be arranged according to
such. filing features as 1isted Eelow:

« Su:tject line of directive

- Number for directives system control
. Date of issuance

. Name of originating agency

MW N -

The fourth filing feature above would be mean1ngfq1
only to persons outside the or1g1nat1ng agency. '

3
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GETTING ALONG
(Hunian Relations)

Don't proceed with these activities on an individual basis. You will
be informed by your instructor about the exact time for each activity.

Circle When

- Completed
 GA-l Group Teamwork Activity ’
GA-2 World of Work Exerclse #2, "Getting Help and Information.'

Your supervisor will tell you which cthannel to listen to.
Record your answers in the appropriate columms on your World
of Work Answer Sheet! :

GA-3 Human Relationsi Short Problem Study #1, page 49 .
' GA-4 Human Relations: Short Problem Study #2, page SO .
GA-5 w6:1d of Work Exercise #3, "My Man, My Creep." Your super-

visor will tell you which,channel to listen to. Record your .
answers in the appropriate columns on your World of Work
Answer Sheet. \ '

GA-6 Human‘Relatiéﬁs: Short Problem Study #3, pégeSI .

. . y .
GA-7 ‘World of Work Exercise #4, "Too Much Talk." Your supervisor

will tell you which channel to listen to. Record your answers

in the appropriate columns on your World of Work Answer Sheet. .o

GA-8 Human Relations: Study #1, "Words Over Words Left Out," page 53.

GA-9 World of Work Exercise #5, "Don't_Bléw Your Cool." Your supérvisor
will tell you which channel to listen to. Record your answers .
in the appropriate columns on your World of Work Answer Sheet.

N N ,
. ! . N\

GA-10 Human Relations: Incident Study #2, "Everybody Has Priorities,"

page 33 . : ' .

GA-11  World of Work Exercise #6, "The Magic Words that Get' You Fired."
Your supervisor will tell you which channei to listen to. Record
your answers in the appropriate columns on your World of Work

Answer Sheet.
N ¢

-

GA-12 Human Relations: Incident Study#3, "What a Lonely Place to Work,!' .
- ,page 4.

GA-13  World ot Work Exercise #8, "Supervisors Are Human, Too." ' Your

) © supervisor will tell you which chanfel to listen to. Recgrd your
answers in the appropriate columns on. your quldtof Work Answer

. Sheet., - e \

42 ' ) \\ ”




- GETTING ALONG o , | ..

Page 2 ot . E . a S

GA-14 Human Relatioﬁs: Incident Study #4, "Bank on the Bank," page 55,

GA-15 World of Work Exercise #9, "Money, Money, Money." Your supervisor
will tell you which gpannel to listen to. Record your answers in
. the appropriate columng on your World of Work An5wer|Sheet.
GA-16 Humén Relations: Incident Study #4, “Breaking in a-New Boss,"
. page 56 , . : ' -

-

GA-17 Human Relations: Incident Study #6, "Getting Along With Different
Bosses," page 57. . “ ' -

' GA-18  Human Relations: Incident Study #1--VIR, "Y3u've Got to Be Kidding
page 58 . )
. GA-19 Human Relations: Incident Study #2--VIR, "Oh No, Not Again,"
page 59. o '

GA-20. Human Relations: Incident Study #3--VIR, "why Is the Project Alway
- 'Rush' When It Gets td Me?" page.60.. ‘ 3 : L

}

\

) | . 43"
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= - 'HUMAN RELATIONS: SHORT PROBLEM STUDY #1

v . : : S B i
SITUATION: N L .
"A clerical ‘asgistant with several yegrs of Government service, with
more formal ‘education than I have, with an 'I am wonderful' attitude,
hag untidy personal health habits. Her clothing and desk are always
a mess. She aglways has some sickness, and ﬁells‘everyone else how
to cure their sicknegs. She never cooperates with anyone and does ,
everything 'her own way.' She says that she doesn't like 'unpleasantness’
but is going to ¢purt to explain to a judge that an officer should
" . not have given her a ticket for making a left turn from a wrong lane.
She . claims that the offi¢er should have warned her by blowing his
horn." : . N ‘ . :

J ‘ o -

QUESTION:

.

What can a clerical assistant do when he or she has to work with ////
a colleague who is inflexible and hard to work with? * .

141
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HUMAN RELATIONS: SHORT STUDY PROBLEM. # 2

SITUATION:  °

"A secretary needs to feel a sense of accomplishment. What do

you do when you feel you're not given the chance to do your best,

or not being used to your most capacity? Some bosses or sdpervisors
generate less work and activity," : :

. ),g\;; /‘
QUESTIONY' ;

How do yéu live with this situation and what could you db about it?

;

N J

50
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HUMAN RELATIONS: SHORT PROBLEM STUDY #3

N X . »

SITUATION:

"Often in our Government offices the employees work together on their
. assigned duties. When a secretary finishes her or his own work, he or
she is expected to volunteer to help others who still have work to be
done, In this case, one of the girls was always too busy to help out

with xeroxing, filing, and collatipg, and always seemed to need assistance

with her work. Her excuses were very upsetting to the others who
thought she shoyld be willing to pinch-hit in an emergency for them.'.

“ e

v\

QUESTION:

What woulc you do to get more cooperation w 1311 - - group?

N

g1
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. - HUMAN- RELATIONS: INCIDENT STUDY #1. -
. 7 . - X

"WORDS OVER WORDS LEFT OUT"

SITUATION: g . ;s <,

About a half an hour ago you finished typing a letter for your
supervisor's signature. Your supervisor has just come up to your
desk. You want to get along with him so you pay very close attention
to what he is saying. ‘Your supervisor is very angrigaHe points out
that you have left a word out of the letter that y W8t typed. .
You remember seeing a word out in the eft margin but there were no
marks as to where it should be pliced n' the sentence. The sentences
by n- word seemed to make sense +o y¢ ‘decided tc .eave it out.

Yo -=alize thz: the error was nc mac- on purposc you really were
juz: :iven poo- :astructior .. \ ’
Y¢ now how important it i. to m.inta:in good huma relations with

yu supervisor;.therefore, -ou are tyyving to remecoer all of the

th ngs that you should do ai 1 say. However, to ma. .matters worse
your supervisor has just saii: '"Any stupid fool si._uld be able to

se. that this word goes int. that sentence,' -

What would you do now? What would you say now?

YOUR PROBLEM IS TO DO THE FOLLOWING:

1. * Discuss the problem with your group.

t

2. Chose someone to play the role of the supervisor
as he 1s in the above situation ‘

3. Chose someone to play the - th lerical . .sistant,
He or she is to try t¢ “wu. . e s .uwation correctly,

+« With Ythe help of the grou.
‘a. Develop a script tor ur wtor to follbw
-~ (this can be wr:itten just di . ussed)
b. Practic. the roie pla' ing as y arce going to do
it (those not role playing shouid make sure that the

- ) actors are playing the role the way that they think it

should be played)

5. Role play the completion of the situation explaining
"What you would do now,'" and "What you would say now."
(Make sure that-the clerical assistant appears to be
the one who solves the problem,)

S A .
: S 52
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HUMAN RELATIONS: INCIDENT STUDY #2

- “EVERYBODY HAS PRIORITIES"

o : i -~

SITQATION: ‘ , . ST ,

You just put a call through to your supervisor from his boss+ The «
conVersation between your supervisor and his boss sounds like a very
heated argument is occuring. The conversation 1ast§ for a little over
a half hour. You hear your name mentioned several times. You hear
ydur supervisor apblogizing a lot, The conversation ends with your

supervisor saying that he will take care of it right away .

Immediately “he supervisor storms into your offffé. He begins by
reading a 1::t of eight major items that must be completed hefore the
end of the (.y. There is a real firmness in his voice and you know
the items w 1 be done tdday. . ' )

You have previously made plans to run ot today during your ‘lunch hour

" and buy you:r four-year-old son -a birthdzy present. His birthday is

tomorrow. *u know exactly what you ar: going=%o buy and where you are

 going to pur-hase it. It really shouldr't take lpopg to buy the present.

You start to tell 'the supervisor that you have made plans for the 1lunch
hour but you will get right to the items he needs finished right after
lunch. The only words however that you get out are, "I've made plans
for my lunch hour .,+ ' ‘Your supervisor interrupts you and says, "If
you plan to work here very long you had better plan to get these things
done, and I mean NOW!"

YOUR PROBLEM IS TO DO THE‘F&LLOWING:

l.: Lis' three thiops you could: ¢ fighl wow to make the ituat.on
bt cory

2. Write dovn two or three sentenc -+ that you could say ‘o clear
ups the s:tuation and make thing; oet:er. .

3 i

3. ‘Ihink.about: Since yau can't change your supervisor, what can

you do to «hange the situation to make it a favorable one,
) N

4. Work on_the assignment individually for about five minutes,
. . -

AS A GROUP:
1. Arrive at a favnrablc‘solution.
2. Choose someone to role play the supervisor,
3% Choose someone to role play the élvrical assistant.
4. Practice thc.roke play.

5. Present your role play to the entire group.
' .

, 43 '
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 HUMAN RELATTENS: INCIDENT. STOBY #3 '
’ "WHAT A LGNELY PLACE TO WORK™

’ .
f ¢

: »

STTUATION: . : »

You work in a very large office. It is a mail distribution room. Your

supervisor does not allow-very much talking .in the office. Your work

is interesting--sometimes, and at least yb?,get paid regularly.

You have bnly/%orked here a month but coming to work each day has already

become a real drags You know very few people in the whole office, As you

look around,~you feel that other people would like to be friendly but just

don't dare hecause .of the supervisor who sits in the room. . :

7 Yeu refilize that you jusﬁ can't quit or ask for a transfer. You haVen't
been working in this job long enough. You have got to make the best of
ic. ' ' :

There are two people near your desk. They seem like nice, friendly
people just to look at them. You would like to get acquainted with

them but your supervisor is sitting rather close to you over by the coat
racke You remember that she doesn't approve of idle '"'chit-chat,."

YOUR PRORI.F* M THE COLLOWING:

I. List the steps that ydu would take ., get acquainted ‘
ﬁith_the people around you. ’

2, Write down a few things that you cou.d say tp your
supervisor to let her know how you feel. :

3. 'Be prepa}ed to discuss what you would do if you
were in this situation. Remember, you are going to

remain on the job,

THIS SITUATION WILL BE DISCUSSED IN A GENERAL CLASSROOM
DISCUSSION, , : , . 0

BE READY TO SAY HOW YOU FEEL AND WHAT YOU WOULD DO«

1Y
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HUMAN, REWTIONS: INCIDENT STWN # 4

"BANK ON THE BANK"

SERVICES THAT THE BANK OFFERS YOU:

It is important that you start to save soms of your money on a regular

'basis. Even though you might feel that v'u don't have any to spare, try
.to save o just a dollar or two. Learniwu o save just a little will

help you lot later,

Figure out a budget and then each pay day uasposit $1 $2; or $10
in a savings account,

You might even want to start a checking account, Some banks don't
charge you for writing out checks if you only write out a few each
week. It is very easy to pay your bills by ch + Also, if you use

a checking account you don't have to carry - ound a lot of money after .

pay day. You can save out : small sum vy and then deposit the rest.

Then, wher vy need mor. - ‘n oot k. .

14

. Wi o.ooe cutthoos€ travel.. s checks if -hu 1o a lot of traveling,
The traveier s checks can on:- be cashed b ou They can be cashed by
you almost arvwher= in the Un--ed States ar ir several countries outside

of the U. S. The good tzing ibout travel: -necks is that if you lose
them, you ca: nc-ify the vani 1ind they wil -zn¢ you your money or send
you some new the¢ s. You aav  to know whic ~hecks were lost and be able

to tell the t:nt. but it -ea. is a good w to take money along with *
you on a tri; :

What other good services can ih. il prov .. o you? -
YOUR PROBLEM 1S ™ DO THE FOLLQw TI

l. List all of the good § -vices thats: inks provide. There
are more than were lis:.:d above, .

2. Be prepared to discuss the problem in a general class
° discussion to be held shortly.

o

A

L)
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HUMAN RELATIONS: INCIDENT STUDY #5

v ' "BREAKING IN A NEW Boss"

—

SITUATIQN:
Just before lunch it was announced that. your top boss would be retiring
at’ the end of the month, The person replacing him is Mr. George Blackhawk.
He is from outside your agency. He has a fine reputation for being an
+ effiecient, hard-working person. ‘
] - . R
At lunch several supervisors, secretaries, and clerical assistants discuss
the many problems that will arise with a new boss coming in to take over,

Rather than be1ng one of the group who wants to d1scuss the’ negative

things such as, "what it will be like working for an Indian," you feel

that it would be helpful to get together with some of your friends in

the office and discuss some positive things. For example, you know

that Mr. Blackhawk will need to have a smooth running clerical staff.

And, while you are not in charge of the clerical staff you are a part @
of it and think that the staff members could come up with some things

to make the office run more smoothly while Mr. Blackhawk is learnif® his
new job.

You therefore telephone a few of your friends and invite them to have
coffee break at your desk.

At this meeting,- what would you discuss?

YOUR PROBLEM IS TO DO THE FOLLOWING :

l. Work a.I group on t_l‘iis problem. ’

2. List fi to 10 1tems that vou would discuss if you 4
were in this situation. R ,

3. Be ready to present your ideas to the group.

a. 'Assign a person to speak for your gwoup during

‘ the general discussion

b. Practice what is to be said by your leader to
make sure that your ideas are expressed.

- * -

L




HUMAN RELATIONS: INCIDENT STUDY #6

»  “GETTING ALONG WITH DIFFERENT BOSSES"

SITUATION: - .-

Every boss or 'supervisor that you work with will be different. They
will - react to problems in a different way. They all have different
" basic needs that need to be met. They all have different "temperaments'",
they like things done in a different waye -
- y : .

One thing that they all have.in common is that they WANT TO .SUCCEED!
This is where ‘you and your boss or supervisor have something in commoh.
You want to succeed too! : N

.
-

Let's review some bosses Or supervisors gnd then try to think of'some,
things we could do to work well with all of them.

First, some bosses travel a lot and therefore are not in the office
many times. Some bosses are very organized and efficient and they are
usually  working on very impdrtant reports. A few of our bosses and

» - supervisors are female. This is a new trend.in the Government--to promote -
women to executive positions. Some bosses work a great deal with the *
public. Others turn out mountains of work eack day. There are some. ~
bosses who 1ike to kid and joke a lot; others are very stern. Some like °
to work alone and on the other hand some 1ike and need you to help them
get organized. And then something very important to remember is that;
all of these bosses or supervisors report directly to sote ‘other boss
that they have to get along with. :

YOUR PROBLEM IS TO DO THE FOLLOWING:

l. Think about how you could get élong with all of these different
types of bosses er supervisors,

-
.

2. List all of your ideas. The good ones and the bad ones.
This is called brainstorming and every idea counts,

S 3. Come up with five ideas that you think are the best,

4. THEN BRAINSTORM WITH YOUR GROUP. (Do the rest as a group)

5. Be prepared to report your group's best ideas to the
total group in a class discussion.

6. Prepare a:.skit or role playing situation showing some ideas
your group came up with. Show the rest of the class 'how to
get along with different types of bosses or supervisors.'

"+ a. Choose & boss ‘
b. Choose a secretary

7. Make syre that you show how the clerical assistant works
to demonstrate good human relations.

v
+
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o o " HUMAN RELATIONS: INCIDEN‘I‘ STUDY #1 --VIR

"YOU'VE corr TO BE i‘mnmc"

~
L]

SITUATION: (Write down what happened.)

WHAT DO YOU DO: ' ' o ‘ 1 ' :

1. Briefly cribe what happened. : =

-

2, As a group, decide what you would have done in the same .situation

3. As . a groyp be prepared to demonstrate throught role playing, how
the ‘situation should have been handled.
‘a. Choose. actors
b. Choose someone to tell the group how the situation should
have been handled.
C. Chodse someone to answer the questions that other class
membérs might ask regarding how you handled the situation

4. Present your situation and defend your method of handling the
situation.

/
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HUMAN RELATIONS: INCIDENT STUDY 42 -- VIR
"OH NO, NOT AGAINI"

~ 1

SITUATION: ' (Write down what happened.)

« v
WHAT DO YOU DO: . -
1. Briefly describe what happened.

2, As a group, decide what you would have done in the same
situation.,

~ v

3. As a group, be prepared to demonstrate threugh role p1ay1ng
how the s1tuat1on should ‘have been handled,
a. Choose actors, ‘
b. Choose someone to tell the whole class how the
. Situation should have been handled. .

c. Chdose someone to answer the questions that other
class members might ask regarding how your group
handled -the situation.

* 4. Present your situation and defend your method of handling
the 51tuat1on. b

»

59



14
.

HUMAN RELATIONS' INCIDENT smmr #3 -~ VIR
"wmz 1s THE PROJECT ALWAYS 'RUSH' WHEN IT GETS TO ME?" :

. ) . N -0 ¥
e SITUATION: (Write down what happened.) )
- : _ v : . -
A . w
- L . ) )
) e '
L] . ’ ._ éeﬁ T
\ . o
‘ ot et e . - :
- \
[}
/ % EE e .
‘ -
WHAT DO YOU DO: : o o,
] ' 1. Briefly describe what happened.
[
- 2, As a group, decide what you would have done in the same
situation,. :

3. As a group, be prepared to demonstrate through role playing
A - how the situation should have been handled.
. a.. Choose actors. Sl ’
. < b. Thoose someone to tell the whole class how the .
- . situation should have been handled.
c. Choose someone to answer the questions that other
class members might ask regardlng how your group
R handled the situation. . X
U 4, Present your situatidn and defend your method of handling
the situation.

60

hN
(W}
ot




O

ERIC

Aruitoxt provided by Eic:

4

&R

) ‘
.
. - .
"

< | . \
‘- ) + .

. » 4

’ :
u B 1
'
;
.
.
.
.
, S o
1 v

PR -

. . . ?

?
S
- .
. . , E

OOMING

61



. * ' g».tf .,
el Read Rage 64 and do Exercise #1 3n that page. )
i ed Study page. 65. 66, 67, end'6s. o
| ) H G-3 - Do Exerc:lsa #2— on ‘page 69. L .‘ o .
' G-4 Study page 70 and do’ Exerc:!‘se #3 on that page. a

- G-5 . Read page 71. *

, G-6 - Do ExerciSe #4 on page 72
oo . i * '
. G-7 Stu!y Fabric Book, Obtain this book from the receptionist
! Do Exercise #S on page 73. , ,

‘ a
. G:8 " - ObjectiVely review the Grooming Checklist on page 74. It isn't’
. ‘necessary to write answers, “just remember t:o do all of the items

. mentioned for your sex. . » . _ g
G-9, ‘Read your Grooming Summary on page 75.
3 ., G-10 Bring current articles about grooming® to class._'
b‘
v
"y
¥
7 e
'\‘- T § . L
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© 7 THE W YOU--A BETTER .IMAGE

PN s a

.~-“. . , \ - -

HOW YOU LOOK IS IMPORTANT
. People coming into your office immedidtely.form an opinion of you

by the way that yoi are dressed. 1t is wrong for people to jump

to conclusions, but.many do it anyway. Sometimes the people who -

come intc your office are the people who decide whether or not you
will be promoted. N o

-The way you dress is important to you, your supe:visor, your office,
 your division, your bureau,. your agency, and your Government..

~ -

GROOMING'S TEN COMMANDMENTS - .. = = o

- ey L o . A,

1. Know your own good points. . .andgplay them up.
2. Know your awn bad points. .. .and play them down. .

Grooming Exercise i#l " N

Make a personal list of your assets and liabilities. Be objective.

The things people compliment you about are probably your assets.

These assets could be a smooth complexion, attractive hands and nails,

your eyes, etc.” Your liabilities are seldom mentioned to you. Chances
are, they are anything you haven't listed as an asset. You don't have

to, show this list to your classroom superv1sor "linstructor) unless you

want to. . i __a\\ .

Full View Mirror 1If you don t own a full view mirror, purchase one,

It's worth the investment. It's the best way to honestly recognize

your assets\end liabilities. Be objective and remember thgg‘beauty is - <
in the eye of the beholder. o '

3. Know type of clothes that do the most for you. -
4, Kno he colors that do the most for you.

Tips on Style and Color Dark colors make you look smallers L1ght colors ,
make you look larger. You can look slimmer by wearing clothing w1th a
single vertical or diagonal line. If you are overweight, avoid ‘
horizontal lines, 'large prints, heavy fabrics, and several colons at one
time. Find your most flattering colofs and try wearing them near your face,
Choose a' style that looks good on you. Choose colors that you think will
make ' you look your best, : o

T e next two pages have drees 'lines of various tybes. Study these lines
and decide which lines are most appropriate for you. Gentlemen should
study the lines and apply the same ideas.to their suits,

' - B3 ‘ . 64
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© How._to Idi Faghion fifilh“|No'éon§umef!caﬁ rémpmbef.thé'nqmeé‘éf'h11
. of the finishes on thé market today.. New ones appear almokt daily,and the
Memes, do not always tell what the f£inish will do. So, the first,step foi

_.@very consumer is to read the label. .As you rgad,.gsk'these questions:

s g "' 3 , ..ﬂ ) v\..“ *
1l. What is the finish? I - T,
2. What will it do? , .

,+'3+ Are the claims for the finish reasonable and believable?

‘" 4, 18 the finish appropriate for the use of the fabric or
5
6

garment? - EE . : -
. What ‘care will be required? S
' Are the directions and claims stated in clear and simple
". easy-to-understand lariguage? S - B

[}

o v ’

Read the label carefully--do ot expect greater pérformance than what
is stated on the label--and follow directions for the care of the fabric
01‘ finiSh . ' . N )

'Hiéi}ﬁi££;>£éfﬁinology used on the labels.

- 'Durable and Non-Durable Finishes Why does a fabric -lose its body? Why

does it feel l'igp? Why does it change its color? Any of these ‘may happen

because not alt-finisheg are durablé. Fabric finishes that -last are

durable, but not permanent. Finishes are classifjied as durableﬁggemi-

- d%;gple, or non-durable. o : IR VA
7/ ' : ‘

A
N
v

*Durable finishes will withstand a normal amount of wear and care without
being reapplied. M . : N

*Semi-durable.finishes will withstand several wearing§_and cleaning before
needing to be renewed. : o L

*Non-durable or renewable finishes are those which rib off easily or ‘are
removed by washing or drycleaning. The finish may’ be' reapplied or ‘renewed
as part of the cleaning process, but this is an added expense.’ , '
Permanent Press There are many instructions given for care of washing
permanent press, but the main' thing to remember is to .avaid putting wrinkles
into the fabric whenever possible. The best: results are obtained by using .
an automatic washer and dryer (not on the hot cycle) and hanging each article
on a hanger as soon as it is drys Hang pants by the cuffs.” Permanent Press .
can also be hand laundered and drip dried. ., .- T ' t

. \ ) .

1

Grease is hard to remove from permanent press fabrics. Pretreat grease spots *

with non-flammable dry cleahing solvent before-washing.-xUﬁe féifly hot water
and a good soap or detergent. 0il and water-repellent finiéhesaafégdften
added to permanent press for Protection’ against grease and oil" stains.

No ‘ironing will be;deééssary if the. permanent press finish meets the standards
'set up in companies holding the patents: Check on your laundering method if °
your bermanentfpressﬂclothing~ngeds ironing. You may bé at fault. Pethnenti
Press can also Be drycleaned without need of ironing. - c .

\ .
. ' ;0 i ) - . . L . [
D ' > . [
‘ o \6*1* : < . o
PR . . ) . . . . . i
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.



»WASHABLE. Wash any way; bleaching agents may be used. Dry as'desired,
'[May be dried in the sun, . o _

HAND WASHABLE. Wash separately,by hand. = Use lukewarm water and mild soap
or detergent, Don't use any bleaching agents. Dry away from heat or sun. °
Do not wring. - ]"3

. '._MACHINE WASHABLE. Wash under commercial or home laundering conditions (Do’

not boil ,or use bleaching agents). Dry away from direct sunlight. = Follow -
instructions issued by washing machine manufacturer if tumble dryer is used.

Spot and Staih Resistance ' Removal of stains from fabrics is a probrem in
the care and upkeep of textiles. Finishes are now applied to control’ and .
réducé the affinity of a fabric for spots and stains. The presence of the
finish prevents stains from genetrating into the fiber. ‘ : % ‘

L

a

.
A wd!&r resistant finish (Unisec, Sylmer) resists soiling from water- borne
stains, such as carbonated beverages, tea, and black coffee.

Oil-tesistant finisheS—(Zepel, Scotchguard) resist oil-borne stains from
such foods as-butter, fats, candy,,and’salad oil.

Spot and stain- resistant finishes develop- stubborn stains, especially if
they are not cleaned quickly or if they are pressed before cleaning.

To remove stubborn stains, pretreat by soaking in a small amount of 11qu1d
household cleaner before launder1ng. . L

Consumer Respoiisibility: Bé an informed consumer--accept your responsibility.

1. Understand what your fabric will and-will not do.

2. Read all labels. carefully. Look for care of fabric or garment
instructions.

3. Study facts about new types of fabrics.’ ' ; S

4. Keep all labels which list finishes used. and which givg" care
instructions. Write a brief description of the;garmenb on the
label. Make a file.

Lo
-

¥y
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Aruitoxt provided by Eic:

[t

STYLES THAT WOULD hOOK GOOD ON ME
(Review Dress Linesf

STYLES THAT I SHOULD AVOID: ~ -
- (Review Dress Lings) g '

~ COLORS THAT I SHOULD WEAR: ‘ _ ..
(Should my major color be dark or 1ight?)

S

MY KIND OF FABRICS ’ T

(Heavy or 11ght) (Dirable, | Sem1 -durable, o6r Non-durable finlsh)
(Permanént Press). (Washable, Hand Washable ‘or Machine Washable)
(Water- -resistant, 0il- res1stant, or - Spot and stain-resistant)

69




e, ' ’- . . \/ . ’
5. Know the kind of clothes _your Q;X of life and place in the
, . - community demand.
M . 6.' Léarn to wear clothes to make them belong to you. ' .
T 7. Learn to keep;your clothes well tended, always looking weld-groomed.
Look The Part of An,Office As81stant If you don't feel you've been Iook1ng
your best, start today to look the part of .an office assistant.’ Yesterday .
you might have been a student, a file clerk, or a messenger. Today you might
‘also have the role of a mother, or a father. You might also have to work two
jobs to. earn enough money. For these Joles ‘other than office assistant;. -you
have different types of clothing. 1In order for you to look the part of 'an
office assistant, you need to dress the part S “ , -

F]

- How Do You Look The Part? T . <~/

l. Wear clean, well-pressed clothing. ) -

. Wear clothes that look nice on ydu. Be carefu] of fads.

Not everyone looks well-groomed in the current fashion fads.
Smile and look pleasant. -

Stand tall and walk proudly. Be aware of your posture.

Sit with dignity. :

Wear clothing that appeals to the majority. Avoid extremes.
We recognize the fact that all people do not like all things.
NOTE: Pants for ladies are now acceptable in most Government .
otfices. The majority prefers pant suits and coord1nated
outfits which camouflage when necessary.. The extremes which '
are not preferred are hot pants, sizzlers, and. blue Jeans. '//

N

bW

Exercise & Diet If you are overweight or underweight, see your doctor about
.proper eating habits and exercise.

.

Desk Kit Build a desk kit for qu1ck office grooming emergencies. A box
of emergency items such as spot remover, kleenex; emery boards, lotion;
‘sewing kit, etc. These 1tems make nice g1fts for office c011eégues.

o o

Grooming Exercise #3

,g

List below the items you would like to have in your offlce desk kit.

-
.

ey
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a

ﬁ%%g Plan a wardrobe. . .don't ad 1ib it. Study what's in your - '/)E.
closet. . what to add. : : .

9. Know how much you can spend, and.budget fourself accordinglx
-10. Learh how accessories give clothes nina~lives. . ke or
" break a costume. : 2y E .
. | XJ L )

Bu11d a Professionéf Wardrobe

‘o

-

Look to see what you have that would look good in the off1ce.'.‘ *

Decide what you need to make or buy to build your off1dﬁ.wardrobe.
Remodel add accessories to older clothes that would be-appropriate
: for off1ce wear. ) ) - .

P Develop Your Own Fashion Personality

Select the right kind of wardrobe for yourself ‘ : -

Look through newspapers and" magazines and become aware of what
would look best for you. . .

=
]

Never repeat a br1ght color more than three timee preferably only
&> twice.

Never repeat;anline you do not wish to emphasize. '~ ‘

‘ 8

N Learn to camouflage 1mperfections by us1ng line and color to create :
the impression of a perfect figure or oval face.

' Buy Wisel : - o _ o -
EEE— - 7 - - ,
Buy the best clothes that you can afford Don't be afraid to
sacrifice variety for quality. y
P - N - T )
" Make sure that your clothes fit well, . . . -

E)

Look to make sure that the clothes have lines ‘that help you look your
best. . . . N .

Look for materials that hold a press well.

ca _ , \_{/

Buy clothes that are easy to keep up. ’ ‘ ' ‘_ : o
: { v
Buy only the clothes that you need. Your wants and your needs may
vary. ’ - '
Raglan sleeves tend to narrow shoulders.
" Knit fabrlcs emphas1ze any extra odnce of flesh. so should be worn
only by perfect or average f1gures. .

- 71
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| 'Gfooming Eiefbise 4 L e ) o * . .
N . ~ M . . .

v
-

Rearrangement And Inventory Of Your Clothes Rearrange your closets. This
" should be done twice a year, usually when we change from summer to winter
clothing or vice-versa. Place all of the same dtems, such as pants together.

‘ Place all print pants together. and all solid colored pants together, Do

. this with each type of item in your wardrobe. You will probably "have more
. . prints than sdlids or vice-versa, based on your individual taste. Your

purchases should balance your wardrobe. You should be able:to do more
mixing'and_mapchiqg.. -

Separate clothing that fits well, needs no repairs, and is ready to wear,
from other clothing. Your reathto-wéar clothing should be kept in a
separate c¢loset. When other clothing is repaired or altered, add it to the
ready-to-wear additions.: You should finish this job before you purchase
additional clothing. ‘ .. , - : . : - -
Shop for clothing needs just as you shop for food needs. You ‘buy to supplement
the items you have.

Grooming Exercise #4 Directions .
Write a list at hbme}of the‘clothiﬁg_you'have that would help you look the
part of an office assistant in the office. List the number of prints and
solids you have- in each category. Make your list similar to the sample
below. Add any items you prefer. : o

CLOTHING 1 HAVE NOW THAT IS READY TO WEAR:

R ~ Sweaters or Lk
« . (Ladies)  Dresses : Skirts Blouses Slacks " Shoes
(Gentlemen) Sutts. Slacks Sweaters - Ties - Shoes
- , - ‘ Shirts '
CLOTHING I NEED TO REPAIR: s v o
’ ' . .
R U
s

GLOTHING I NEED TO PURCHASE : - :

R

/

CLOTHING 1 WOULD LIKE TO BUY:

72
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jeGrooming Fabrics--Eeréiae #5

After looking over the fabric sample book, decide which fabric or

fdbrics you will how look for when you go to buy clothing or purchase material.

'nta!rtions.-

Also te11 what you. haveoleapned from studying the fabric sample books.

Put
this in the form of brief notes. that you' can keep for future reference.

FABRICS, - B

FABRICS TO LOOK FOR WHEN I GO SHOPPING:

FACTS ABOUT FABRICS: .

(Make some brief notes about the facts you have learned after studying the
fabric sample book.) _ ' C : :

2
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' "G6ROOMING ’C"'H."E GCKLIS T T,

a

~ [ . . o

N . = [N . " ',:.
1. Do you make a real effort to dress in the role of~an office assistant? s

2. Are~ your clothes cleqn, preagfd, and ftee from perspiration odor? . f

3.1 Are your shoes in good repair and polished? : “;'}‘ i<';;fﬂi'”
. 4.. Do you look in a’ full length mirror to check your appearance before KR
leaving yourahome or apartmenb° . - it §

oo e .__'-.’\'-f._‘,

15. Do you always wearvnyloﬁs.aad:ate”they free of runs? & N
3 6. ba.yo¢ take a'daiiy-bagh or ;hbwer? e . ta ‘:f'ﬂ v ;.;FT.‘ ;{
e 7. Do you remove underarm and leg,ha;? every wéek? - X ST {;T s
" 8. Do you.brush your teeth at_least twicé'a;day? E ..}. . 5>; »
N , .
) #9. Are( you caraful n(;t to ever have "bad, b'r'eath:",? . s A :
10:: Are your‘fiageraailé cleah andmﬁéli’gfb?médé~ v«'i?%“ a‘ff. i,A
‘11: Do you wasﬁ your hair every week or' ten days ' - . ;:'wﬂ
! ot 12. ,Is your hair well groémed" | ‘ .
13. Do. you put yout_'_ make__upp_ on cor;'_fec‘tt:l‘y? E
14. Do you stand attractivéi&?yﬁ ' - , > c
I T - T - Lo ‘ S
“‘% 15. . Do you sit.correctly? - - . L S ‘ ’ P
2 R g, s e S ‘ - .o
MEN: o S = S - .
1. Are your clothes well "pressed? - L N o T,
.2, Do'yqu make a taal effort ébldress in’the:ralevof an o}fice &ssistahtz i‘f
3.1 Do.you make sure that you do not hava,;bad breath"? f . L
4. Do you wash yourv hair once every week? S )
5. Dg y'éu‘ .tak_,e a daily bath or ‘shower? - S oo ) -
6. Are your.-teeth clean an'd healthy? o b o
7. Do youfchangé your aocys and‘uhdafaear éai{§%f ‘ 3 E
- t. . . y s : .
8. ,Are‘yogr clpthes free Qrom odorg? ’ ' o
9. Afe,your)clothea free from food stains?'\ - _ ;‘ T AT
- 10. Do. yQu‘keep&_yoqr shoes well polished? " ) h
Il}’._ Are’ your fia;erhails éiean and wel'i g;oofned? ' . . '» .
. . ) T 63 L - 74
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Aruitoxt provided by Eic:

5.

GROOMING SUMMARY

&
o~ .
TAKE A POSITIVE APPROACH! A positive attitude can reflect
a positive appearance.
.y .
WEAR WHAT 1S BEST FOR YOU.
WEAR WHAT IS BEST FOR THE OCCASION ;.
BE A "BEAUTIFUL" PERSON ’
-Be .
Enthusiastic, o
o O
ét;éntive,
Useful, )
i Thought £41, ‘ﬂ
l-ntereste,d, . ‘ ‘ -
Friendly,
'gnderstanding‘, and
Love your f%llow workers.
FOLLOW GROOMING'S TEN COMMANDMENTS .
Know your own good points. .. and play th:wn up. ‘ -
Know '\«'(‘L’H“ Uwﬁ bad p(\intg. . . and play them down.
Know the L.Vp(' of clothes that do the most for y(“u.
Know the colors that do the most for you. "
Know' the kind of (”'lnth('s‘ynur way of life and place in the
community demands
Learn to wear clu;hos >Lo ‘make Lh«-m—bvlong to s
Learn to keep yvour ‘(-i(\tl1('s;'2 well tended, alwavs lo‘nking
well-pgroomed. o
Plan a wardrobe. ~don't ad lib i, Studv what's in veur
closet . )
Know how much vou can spend, and hud;':’t'l‘ vourselt accordingly.
Leavn how qv(‘v.‘.‘sm"}g-s pive clothes r;im- Lives., o 0 can make ot

break a costume. | o

6) ' ‘ 75
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, : . MAILING

: - ]

Circle When

Completed '
» M- Film - "Prepare With Care" }i’”‘.;

y ;
‘M-2 Study book - '"Prepare With Care."
.0
M-3 You will $ee slides "Selecting the Right Envelope.'

Your instructor will tell you which channel to listen
to. Take notes about any infor ion that is not
covered in your book. Your not%will be placed in
your desk manual.

Z;)

T M4 You will see slides '"Preparing the Envelope Properlv."
Your instructor will tell you which channel to listen
N to. Take notes about any information that is not
cpvered in your book. Your notes will be placed in
- your desk manual. hd <

M-5 You are to handle the mail when your supervisor asks
you to handle it.

£
) 1. At 1:15, obtain work from supervisor to
-return to each student. Stamp date on

back of work before Teturning it.

2. Assemble completed work for each student
in daily work folder. Stamp date appro-
priately on front of work before turning
it over to your supervisor. Make your
office rounds between 4:00 and 4:15 p.n.

M-6 Do Mailing.Exercise on page gQ-




TRe ' MAILING EXERCISE

. N . )
T\\. 1. You should always use &xeavelope that is much T, F
Y larger that the material being-mailed so that )
’ the person.operting the envelope will not damage . '
the contents. - -

- 2. It is permissible to use a square envelope when the T F
. material being mailed.is a photograph or some . .
’a?‘ other item that should not be folded. v

- ' . e

3. Brown oF dark green envelopes may be used if : T F
' the address is typed on a label that is -
white] -light blue, or light green. _ Com

4. Any color ribbon or ink may be used in . T ,' ‘F
addressing mail.

5. Always us€ standard type styles. Avoid artistic. T F.
' type styles, such as script.

* 6. The address read zone is an area 2%x8 inches * T c - F
located 1 inch from the left edge and % ‘
inch from the botfom edge of the,knvelope.

7. A uniform left margin - "block style" T F
' should be followed when typing the
address.

8. 1f an apartment, room or suite, or other T I3
unit number is used, it should appear
on a line below the address. b

9. Hand-addressed mail should be used only : T N 3
when the use of typewriter is impracticable.

10. Government envelopes may be used fov private T ' I3
use without penalty. '

rogegy ot <Ml .
7‘ ¥4 C0] ALEUN A

< € - < < . ! )
SOSTUL 8 SONAL TL TONd) g DO tGtas Rty oM tg fospe t7 fosug oty
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ORGANIZING

- Circle When - - - \ K

Completed
0-1 Do Exercise #1 < page 84,
0-2 Read page 85. Do Exercise #2 - pages 86 and 87.
0-3 Organization Slides
' Take notes for your*desk manual.
0-4 Do Exercise #3 - page 88.
 0-5 Do Exercise . #4 - page 89. o
The current "NOW" and ""ABAP" lists should be in your daily work
folder or on your desk calendar.
0-6 Do Exercise #5 - pages 90 and 91. )
+0-~7 See instructor for- tape reqorder. B
‘Do Exercise #6 - page 92.
0-8 Do Exercise #7 - pages 93, 94, and 95. . .
‘Read exercise.
Small group activ1ty. Inform instructor.
0-9 Do Exercise #8 - pages 96, 97, 98, 99, 100, and 101.
0-10 Do Exercise #9 - page 102,
0-11 Do Latent Image, Exercise #10. See receptionist for exercise.
0-12 Do Exercise #11 - page 103. Show it td your instructor.
N
%
(! )
R
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| ORGANIZATION: . Exerbise #1 - Coe e

s YO sUPPLxés

R 1
Ve,

Because it is 1mportant that you are well organized, ‘you need to know where'
everything is at your desk. The following list shows items that are ‘either
at your desk now or. items that you should get 'from the supply, closet and

'-place in your .desk.. ‘Your job is to. wri;e in‘one or two words where*each

»
dtem is in or on your desk. i | . S

]

1. paper_cl‘ips' - ":‘g . S . " .
, A ) — — — : '
2. rubberbands = T X
.3. pencils - = .
4. pens. x& ' B - )
' RN
5. ruler.
6. sqotch ;ape' ik -
%.‘ Lettgrhégd papéf
8. plain bond péper ’
9. coloreq carbon pééks ‘
. 18f" envelopes )
11. telephone memo pads - A
12. 5" x 8" note pad : . . B
13; typewriter eraser
14, correction sheet
15. desk calendar
16. cleaning®cloth éor desk ' ‘.
. . .

- 17. typewriter cover

18. ﬁy'fter instructional booklet




. YOUR DESK TOFP N
N 1 : K = - > ’ > ) : .

PRIMARY WORKING AREA:  This is the area that you 4o most of your work.,’
. : - It should.be an area on your desk free from -
o . - any materials or equipment that would make it
: " difficult for you to work A better term for
this ‘area would be--'""The Clean Area."

E

SEbONDARY_WQ&KING This is whére you shquld place most of the

N _ Items that would be included in “this area’
would be: telephone, telephone pad, pencils,
5" x 8" notepad, letterhead, plain bond
carbon packs, envelopes and etc. -

': s Th\s secondary working area al%o includes your
top drawers. : ‘

Other parts of your desk should have materials and equipment that you
do not use very often, but they are necessary to the efficiency of your
desk. For example, your persomraledrawer might be the bottom drawer

on the left hand side because you would not use your personal items
frequently during the day. Also, your typewriter’ cover could be placed
under the typewriter in the émpty storage space during the day.

}

Place your materials and equipment so that you will have to use little
energy to get to your supplies. 'Therefore, most of your energy can ‘be
devoted to getting your work done and. getting ahead.

‘eq

8

terials and equipment that you most frequently

8

85
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OFFICE METH‘S lﬁ) BEHAVIOR

0-2 S N

- ORGANIZATION: Exercise #2 q C

'Page 86 - DESK ORGANIZATION o : .

-

OFFICE ASSISTANT-- - : : .

.
3

On the desk diagram opposite this page, please write wherealhe
following items are placed on top ‘of your desk:

inbasket . S |
.telephone ., g
telephone pad o * k-
5" x 8" notepad ‘ )

desk calendar
stapler

€

name plate '

daily working folder . o
pencils

pens ,

ocCwvoOo~NoOUVM~MLWN -

—

Also indicate anything else that you think should be placed on top ~o
of your desk.

" .

d6.
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0-4 ORGANIZATION: Exercise #3 v

’

Obtain a manila file folder from the receptionist's desk. You-
are to make a daily work folder. A' '

" The folder is to be used in filing all of your completed assignments.
WThe assignments will be filed in the folder in chronological order
with the most recently completed assignment(s) on top. '
Be as creative as you wish in your design of the folder. Your name
should be placed along the straight-cut tab section of the folder.
The words "Daily Work Folder'" should be clearly printed, with a
-~ majic marker, on the front of the folder. ‘

89 ' '
¢

88.




OFFICE METHODS AND BEHAVIOR
' ) N -

0-5 - - L o

ORCANIZATION: Exercise 4

8
~

. Page 89 - THINGS TO DO TODAY LIST
Thgse instructions will replace the ones given you in 0-5 in your
*s student manual. ' .

. Do not keep two<1ists. Put all the ”tﬁingS”.ybu have to do on

£ty

one.list--THINGS TO DO TODAY.
Cross out €ach item on your list as you éompieté it.

"Make a new THINGS:TO DO TODAY list at the beginning.own end of each
day. Include all items that were not completed, olus eﬁky new
itegms -which yoy have been assigned. DA

*Put your THINGS TO DO TODAY }ist‘on top of all materials in your
"in-basket when-'you leave for the day.

9

&
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: | OFFICE METHODS .AND BEHAVIGR'. ., " °

R

b.‘- 0.-6 . . | ! . ’: E / ." . . f . ’ .' ,"“ .“

CRGANIZATION: Exercise #5 ' o R S

Page 90 - TO BE DONE LIST ; | . A | ‘.” 7<‘J~ T
B ' ’ R ° ) , .. . . ¢
* . e .' » N

-

" DIRECTIONS: Instead of hstlng {tems under DO "NOW" 'and DO "ASAP" |

i list them ‘under the following headings: . _ - R
y : .  f / o : v
1st Priority 2nd Priority - 3rd Priority
N i B -‘Q
'? lst priority 1tems are those which must be done 1mmed1ately.‘m
dﬂb 2nd priority 1tems are those which should be done as soom as p0551b1ep

3rd priarity items are those which may be done when extra time 1s

available. » D
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s

TO BE DONE L1IST
e o . .
ory ! e
1. Call about having my typewriter repaired

2. Retype a letter to Mr. Gordon Johnson that should have gone
out today. & , ° _ B

. P

3. File yesterdaj‘s material.

Z";bet supplies from GSA Self- Service Store. oy

5. Xerox §5 cop1es .of the Bureau staff meetings for FY '71
Very 1mportant . ‘ e

o

B4

6. Put the 20 oage repofsgtogether Staple 50 cop1es in the’
left corner, file: the est in separate folders Need by

next week. - - s
7. Buy a b1rthday ‘card for Mary who sits two desks away. Her
birthday is 5 days away. :

e
.

8.‘ Type 50 ma111ng 1ab®1s. These are for the report that goes
~out next week. ‘ . ’

~

N o LT v
4 R .

9. Wipe off the desk.

10.” Work on my desk manual.

n
(DO AS SOON AS POSSIBLE)

e DO"NOW™® . - ' DO “AS AP"*

A » - \

e
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'ORGANIZATION: Exercise $ 6

Page 92 - IMPORTANT THINGS TO.REMEMBER ABOUT ORGANIZATHEN

. ' ° . \ ~
You will not use. a tape recorder for this exercise. As a group
you are to discu§s the importance of orgaﬁiiing. yourself, your
work area and your work. Discuss the major points and any other

ideas. that'you feel are important. P
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ORGANIZATION

w_l 1”.~

DIRECTIONS S

CExercise #7 - . ' | ,-

CASE STUDY 3
"HOW DO I GET AHEAD" ' . -

a

1n Read the Case g\udy--“ﬂow Do I Get Ahead " It is a
COnversation ‘between ‘two clerical assistants

A

questions:

a)

b)

. o .. c)
d)

e)

£)

-

2. "After reading the conversation, answer th@ following

What type of a pe%%on'do you think Dor'is is?

What do you think about Barbara?
How can be1ng organ1Zed help you move ahead9 .: .

kS

Discuss your ideas with your group.

Present yout 1deas.

oy '

/

Make notes of other people s ideas -

that you feel
,would help you move ahead. "

e

.

_J‘

8 r- A N ‘l ' )
9 - - .



3 » \ , A
e . ' .~ CASE STUDY #2
o T "hHow m@cm' AHEAD"
Doris: Thank goodness for the coffee break. ‘
Barbara: ~ You. said it. - : ‘
vDoriss - You know, Barbara, someday:\thé office is really a drag. You .

‘Barbara!, I sure have. Also in"my office. It's either a drag or else you're .
. ‘ running your head off trying to catch up.with whatever else they" RS

S i " didn't get done a wegk before. Segms like everything around here'
. . _ should have been done yesterday. 5 '&» .
Doris: . Yeah, my office tpo. Or else 1nstead of. yesterday, the, weék

before. Man, you know,'they seem to, always be talking. about the
importance of time ‘and getting things done byt,.I don't know. I
. - wonder who des about it?
Barbara: I don't know. All I know.is that I supposed "to spend 40 hours
' a week doing ‘whatever they say to dod nd that's what I'm doing.
Just what they tell me to do. .
Doris: . You know, that's just the trouble, Barbara. 1 rea11y don't want
to just do what they say to do for the 40 hours. a week. .You know,
if I'm gonna have to be out here working, I sort of want to see if
I can't get ahead. I wonder *what it is that helps make it so that
you don't have to stay 'doing these kind of jobs we're doing all
t t1me-ojgst filing, runn1ng for coffee, filing, and running for
coffee,” ‘doing qdd-ends. 1 waht to know what it is that makes you

»

\

. mpve dhead. »

Barbara: That's a good. quest1on, Doris. You and about 20 000 others would
probiably like to know the same answer.

Doris: Yeah, well, it seems like there's gotta be some égnd of guide or ne
sd&e kind of a solution.- Look, some people make 1t How do they

y make it?° ) >
Barhar&? 1 don't know. Maybe)they ve _got some pull. :
Doris: Yeah well I'm sure pul’y helps but, “there's gotta be someth1ng

“else. You know, Banbara,nﬁ-was so interested in th1s 1 asked Sally,
you know, the girl ubstalrS\who 8 working in the top office, 1 asked
her how she made it. She said she made good use 6f her time. Now
what do you think about that° A ;

Barbara: - Wéia, what I think about tﬁat;oDorls, is that's great but just
o what did she mean ang how”@? you do it? >
Doris: You know Barbara, that same ﬁé’ng crossed my mind.Z When Sally said
. that, I kind of asked her abolt th&t same kind of question and she
g " . kind of looked at me*and said you know, like gett1ng to work on
time, gettlng\ready for the office to open, be1ng there to answer*, ™.
the phone early in’'the morning or something like that and then she « -
went oh to say something abou; having your work so that you knew o
°  what you had to q%kthat day. "1 told her that 1 didn't’ really need ~#
' to organize my w » -they sort of told me what to do each day. And /
. she kind of put me stralght about the fact that there are things
¢« that 1 knew I had to do every day and-1 ought fo write myself a note
. - dnd fell myself what had to be done and not\hdave so many people tell
me what to do. Fact of the maLter,ls, Barbara, you know what she
+ said to me? She said that you get more money and you jpet more grade
> raises by being able to do what you should do without being tol

’ ‘ | | o - ' . . 86 ' ] . . ) .
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(con"t)_;'l ~ . ' «'

-

_ : ‘j' | .
_how to do it. -Nowq!how abbq; that? 'y '
Barbara: Hmmm, I don't know. Maybe: that makes sense. I know that some

of the people that .1 know who are up higher in grad® certainly:
do their things on their own, they don't have to be told what %o
R - do., Fact of the matter is that's the kind of job 17d 1like to
' have, one where gpeople aren't always telling me what to do. 1'd
-like to use the brains I think. I have. ‘You know, Doris, 1 think .
you and I couldicome up with some ideas that would help egeh other
’ to get aghe : .of the matter is, why don't wé have'jiﬁfée
' ; omorrow why don't we sit'down and why don't
: o bring some ideas gs to what we could do to. -
. really get our®Elves together. We éd‘ld sort.of give ourselves Ty
'somefguidelines.’ Let's see if we can't ‘think what we should put on
- our desks and how we “should organize things and what would help us
» : ‘get organized. You know; I think 1'd like to be better prepared
Lt/ 'to dp a bettefwﬁo§:59~that I could move up. Let's come tomorrow

i . """ with somg ideas of " just how we can get better organized so we can
‘ .. ... knowahat<to-do with our “time, then use -it more effectively.
Doris: ° -- Al ha, ‘Barbara, if-1 ¥idn't know you any better I'd think you're

,'gdiﬁg,tobbe.aJSChpoldgggchqrﬁ .
-Barbara: g@t“"sbundsﬂéor,t Qf durmb™but might as well do that a§ anything els_%
S oW I'm doing upstairs. Nothing else is happening right' now. g
"Doris:’ ~ 1 don't 'know, Barbara, maybe it won't work. Well, at least it's
' worth a €ry. Okay? Can we meet tomorrow? Coffee break? , About

. i ' the same time?_ l . , _ :
Barbara: Okay by .. Man, th next time you see me.}fllfpe SO_AEEEﬁJZGd
. ows, I might end up ;ﬁh@gbi’gf o v
ey X ‘ )

o that look out. Who. e o
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_ORGANLZATION: Exercise #8 -

N ' ' . . . . ) X n(,,‘ - ’
» . ‘” ' . ! ‘ * - . ‘- $ T
: PREPARING AHEAD FOR JOBS . B
\ ; 4 l
DI&EC_WNS: On the next four pages, listall of the iteds you . o
‘ . 'would need to have availablg when y,ou would be : .
working on the assigmnent. ) .
: a
R 0 Draw wha: tbems you would need and then say what it
is. Put the item in either ‘the primary or secondary
area of the chart. =~
° ’ * ra
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. ORGANIZATION: Exercise #9 =

The meeting jis about clerical assignments for the next six months.

{ "\ . - . . . .
' ) . B ¢

’

NOTE TO THE ASSISTANT SRR T

. & ) . . :

Your supervisor is going to have a staff meeting next Wednesday.
The meeting will be held in the supervisor's office, Room 75822,
ar 10:30 a.m. Youy supervisor has asked you to set up the 4
meeting; notify the people, and*set up the room. - aﬁ

o

People to aEt d the meeting:

rtha Simpson , o .
Carma Martin ' o, -
. Deanna Marshall . ST
. Wanda Jones _ _ ' '
Beverly Johnson . N
Mary Healy ) .
Donna Ragsdale : A

Y

Your job is to organize your thoughts, make a plan of action as to
what you would do, type up the plan, and give the plan t your
supervisor (Your Instructor).

BE AS CREATIVE AS YOU WOULD LIKE! Also, work as quickly as possible.
You may use any reference books you think would help you.

v

¢
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ORGANIZAT'ION:_‘ 'EXERCISE 11 | o

RN " BUILD.A DESK MANUAL

-

»D;rections.‘,Atayour office~mékgga'désk.ﬁanual. -A-well developed
desk manual should contain the £ollowing information, as well as

4

instructions'on any other areds that may apply specifically to your

office: - ! s
. 1. Assignments—}Jobs‘to be done

N o
.

2, Cdrfespdndgnce”Procédufes (include sampies of.each?

L a. letters - -
: > b. memos : :
i . » Ca  Treports ’ .
‘ -d. - telegrams * .
Ld « - .l : ¢ -
3. 'Correspondence Rules
Y . a.. grammar .
“ " b. punctuation
\ o el capitalization
& -*4: Filing Procedures
5. ‘forms Used (include samples of each’) K
6,1-Genéra1 Procedures _
7. HMail Procedures. . - AR
8., Office and Agency Abbreviations . o /‘u
9. Telephone Procedures , - L /

You will ‘'need a 3-ring binder, tabs and bond papgr'with 3 holes punched,

When\youf_desk manual is completed, you should be able to'use it to train

new employees in your qffice.

2 !

Bring your desk manual -to class during the third:week to show to ‘your
«<lassroom supervisor., . ' o e S s o
: _ © ’ ’ . .
1 . , . . M ] ‘ T . -
PN .- S . ‘ }
- ey o :
‘L ‘ j .
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TELEPHONING . - =

- COMPLETED
- T-1 _;' Read Phonetic Alphabet information, page 109.
ST-27 _ Do Phonetic Alphabet éxercise on pages 110 and. lll.} List

, . some familiar, short words foi your own phonetic alphabet. -
Don' t use the samé word twice.

t

T-3 ‘ ' Telephone Slides
‘ . Take notes for your desk manual . .
b ~ ¢ ’
T-4 C “Dbtain'"Taking'Telephone Messdges'" from the receptionist.
, 1f neqessary, see Ssupervisor for Latent Image 1nstruct1ons
- . ifgsu ’ 0b£a1n "Telephone In-Basket Exercise" from the receptionist.
S . . Ask superv1sor about putting tape on channel for you.
v,5 L L . ¢
a T~6' - Ask superv1sor about putting 'Telephone Message Tape"
oD T channeI for you. .’ See receptionist for answer key. Check
o et your answers and return ansyer key to receptionist.
o T-7 - ) ‘ 0bta1n ”Handling the Caller Correctly" from the receptionist.
R & Stgdy and practice pages 112, 113, 114_., 115, 116, fand 117,
“, T-9" ’.' "Db’“Are You, Phononen1c°” telephone exercise on pages 118,
C T e 119,120, ‘and’ 121.
2o oL Apply'key on :page 122(
© T-10 . = Do "Clear, D1st1nct Enunc1at1on“ exercise on page 123. .
X i See superV1sor : . w
T-11 - Telephone phrases and ‘sentence patterns on pages 124 and 125,
L . See instructor .for tape recorder. Instructor will put '
v ¥ ', « dppropriate tape on- Mblta channel system and inform‘you
T - of channel number. . X e
Lo, Y ' " ; R ) . . oL
,v . o 3 '] . ) r PN
; i .
o, T=12 . Wrgite what you would say to callers in each s1tuat1on ‘on
page 126. | . Lo ;
o T-13 L You -will recejve a telephone call You must"accurately take
) Ca . a message because yoyr instructor is out of the office.

. #+ ' Practice good tetephone manners. Transfer the call or
. B ' place “the mesgage on yeur supervisor's desk You'll receive
v © ‘exdct: instructions. ‘ . a '

- ’ N ’ . ¢

EY




e \ )
!‘8.'2. 14 * _
A . - v

. T-14 d You will. place a ca11 to a c1assﬁ§te from your office. o

E See supervisor for further 1nformation.

: IFIS ) . You wiil receive another telephone call during class from a

. .~ Mdifficult™ caller. Handle it Gourteously and efficiently.
./, OLMUST TAKE A MESSAGE; Don't tfansfer the call to the
. __’ supervisor. , ..
T-16" . * You will ‘be"the Alternate Receptionist.- This means you
. . will sit &% the receptionist's desE when the receptionist
o hag to leave the desk. You will answer all telephone calls,’
. f transfer them appropriately (note seating chart and buzzer

o numbers), and handle all office visitors while' you are at thé
‘ desk. See 'supervisor for practice exercise, "Speaking with

the Office Visitor .o _ ? .
. _ - s
T-17 You will be the Recegtionist.pn the day after you function
-, as alternate receptionist. .Your full-time duties will be
- o the .same as your alternate receptionist functions. You °

- _will also distribute work or do other extra assignments for
the supervisor.

T-18  Video-tape Telephone Tips - - = - _ o
‘ , Take notes for your ded¥ manual. - o
T-19 . ‘Filmclips~on telephoning = -
. T-20 . Study FTS Directory - , N -
. Do FTS Questionnaire. Exercise on pages 127 and 128.
».. j/ ‘ N . "w . c-
T-21 Long distance'call information from supervisor. (FTS
and Autovon) :
T-22 - . See your supervisor for a list of long distance calls.
T-23 Read page 129. , i
..
Sy -
. P ) .
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, : - PHONETIC ALPHABET ¢

»

- I
. ' [ ! N A .

The phonetic_alphabet is qged to clarify thé pronunciation
-of letters. " Mafy letters:sound alike, and few.of ys have .
perfect* diction. Use yout phonetic alphabet when taking ‘ '
. messages and verifying the correct spelling of a name.
. Always use familidr, short words.  There should be no
doubt in the listener's mind about the first letter of .
the word you use. For example, you could say, "B, as in
boy" or "C, as in cat." The word "knew' would .not be a ,
good word since it can also be spelled as- "new."

Here is a suggested phonpetic alphabet that. may be used in verifying
the spelling of difficult names: v

.7 . N Ci

y .

. Aes-in ALICE N as in NELLIE -
B'és{in-BéRTHA - Oas in OLIVER ‘s ;)
C as in CHARLES P as in PETER ,
P ‘ g . |
D ;s'iﬁ DAVID Q as"in'QUEEu

E as in EDVARD . . R as in ROBERT

F as in FRANK S as in SAMUEL
. G as in GEORGE - T as in THOMAS' ’
- H as in+HENRY _ - U as in UTAH ) :

»
Ias in IDA  , | .V as in VICTOR_

,
N ~

‘ T as in JAMES . W as in WILLIAM - o - *L ' 5
‘ K as in KENTﬁ . i X as in X-RAY . I
‘L'as in LOUIS. .Y as «in 'YOUNG
‘M as -in MARY [ Z as in ZEBRA
5 - ' ‘ e - '
. .
~

, | 104
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pnbrm‘ific ALénABET ,Exgnt:lsE | & P
- DIRECl‘IOﬁS: Writ‘e the following names using youl: own 'lvords for your .
o phonetic alphabet. . : , ,
B boy - C | .
R _ Rebert e |
.‘“ - - . ’ ! ) . . B
0 old ' - o _ : '_ .
| N | .Nellle 4 | |
i ”; . \ S = sal‘t ] ] ‘ , \
/‘.u | .0 Olriver -' SR S o
o . .
- N never » S
1) 'V'Ii‘l:‘;.owsk'i | 2‘” ' , 2) NYeves
:W N
v
1 . L,
T | E ’
K ’ .V
) 0 . E
X W s _
. ] ‘
K _* , | 3) Gardner
1 - ‘ 6
A
3) - Smith o o R
S - D
M v N
1 E
T ) R
B o 165 ' } 4,110




M

" PHONETIC ALPHABET EXERCISE

:55
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10)
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©BQSS IS IN: ' ., . Lo T T Ty

4 [ .
You: ,Good morning, Computer Analysis, Steps: . b
ot Miss Jones speaking. - 1. Identify office
: . - : R . Identify self - :
4 ' (Good ‘morning or good afternoon
SR . . : . - 1is optionals) o
Caller:  Good morning. 1'd.like to .. Steps:, -
) .. -speak with Mr, Hart please. l. . listen to the caller
o o : '~ 2. pick up pencil and find
T ' ) , T . Co E‘ “plain pad.. -
You: = Yes. May I tell him who is \ Steps:

1. sodnd‘friendly

- 2, .be cheerful

" (these two steps will make the
caller feel that you are trying
to help.him’ rather than giving -
him the "run around."

teps:’ b ’
1. listen for the information
2. immgfigké{y‘write_down his

name~and company or
Government office

- ¢alling? » .

Caller: . This is Bob Frazier from the’
- ’ Department of, Labor,.
4"‘ . ,' N

—
You: Thank you, Mr. Frazier. 1'1T Steps: ' .
connect you with Mr. Hart. ' 1. thank the caller for giving
' ' you the information. ' ‘
. 2, repeat his name. .
. ) | 3. "let the caller know that
’ T o ~ you are putting him right
through to the person he
: , : ; called.
You: - (Connect the call) . Steps: .
' : o ' 1. push the "hold" button .
‘N'f  T e 2, push the "intercom" button
. ' ' 3. buzz or dial Mr. Hart
You: . (When Mr. Hart answers) . Steps: . . IR -
Mr. Frazier from the Depart- - 1. say who is'Calling and who
) ment of Labor is calling you. ' - he” represents
He is ‘on Line #2. . o 2. identify which lape

S o : - 112




Identify officé
Identify yourself - -

4.

.
»

"Listen to the caller
Be - ready with pencil dnd
paper. . -

‘Establish that Mr.’Hart
is out (bef#iRyou ask .
for the calle™® name!l),

Pleasantly ask the caller
-to identify himself. .
Write ‘down the name. (if
".the name is a common name,
you should ask the caller
.to identify where he works,

”~
Listen for the information.

Immédiately write down his

name and where he works.. '

Thank the caller for giving

him his name.

-Repeat h1s name.

Tell h1m that you will give
the person he called a note
saying that he called.

Ask the caller if. he would
‘like to leave a message’
Listen carefully

Write down what he wants
you to do.

" Sound fr1endly, helpful
artd sincere.
Ask for the caller s

. telephone number 1f ‘he

" wants to be called back

’]‘ . b 3
o Ybu}'.. Good afternoon. COmputer o Stepsi‘
R Analysis, -Miss {ones speaking .
.« 7 (use your-own ngme Ll 2,
] Laller: Good afternoon. 'May 1 speak "oy, Steps. )
. with Mr. Hart? - _ 1.
! -’ o . ) : %‘ R ..'l y . . i E ' . 2.‘
. v . R . .. (. - . “’
" -You: »Mr. Hart is out’ of the office .. Steps:
v e at the moment. May 1 tell him 1.
e ¢ whd called? : - <7
. . - ) * * . ,'.‘ .o . v ‘
- . » : . - B C s N i ‘2.
L] . ) ' \ ‘ .'
o o~ ff\‘ l N
Yes, this is Mr.:Burke from the Steps:
State ﬁepartment. , \ 1.
N | e 2
., ‘ " ] N _'-' / Mg - .
- You: ;' Thank ypu, Mr. Burke., I'll * Steps:
. tell "Yr. Hart that you called. R
Would you like to leave a - i .
v message° e o ' 2,
. . . ’ . . 3.
Lo s \ ‘ ’ N : .- . ' . ’ 4.
- » ) ", ’ w ' . .
Caller: Yes;'would‘yon_ask him to call" Steps:
©  me when he comes in? ) 1.
@ ! ) 2.
You: - Certainly, MEL;Burke,-what is " Steps:
‘ your telephone number? , 1.
‘. ors . N .
. e L 2.
w )
.rfw ' »
: e 108 -
* . h .

«(Even if you think Mr. Hart’

mlght have .the telephone
number, it is always best
to get the number jhst in
case Mr. Hart doesn't have
4it. It is also faster for
M. Hart if he has the
number on the telephone
message to returh -the call.

-

-
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. ;3
Caller: 632-4506 . ° Step: .
< - 1. Write down the number
You: Burke. 1'l1 '~ Steps: .
‘he message and” 1. Thank caller.
‘ 1 you at 632-4506 2. U-- 4Yis name again.
S. ) : 3. L caller you will give
o . &» person he called the
: - ' message.

4, Repeat the message. .

* 5. Repeat the telephone number.
_ ” (THIS 1S A MUST)
Caller: Thank you. .
You: Goodbye, Mr. Burke. v Steps: (
. ' . , T 1. Say goodbye
g 2, Use the caller's name.
e ' 3. Sound cheerful

, ) 4, Hang up last.

5. Write down the mgssage
6. Place the message on
Mr. Hart's desk. -

'S A N . v he
BOSS 1S IN: . BUT IS TALKING ON ANOTHER -
TELEPHONE LINE
You: - Good morning. Computer . Steps:
’ Analysis, Miss Jones speaking + 1. 1dentify office
(use your own name) . 2. 1ldentify yourself
Caller: Good'morning. _May 1 speak with Steps:

1. Listen to the caller
2. Be ready with pencil and

Mr. Hart?

. paper.
(If you can see that Mr. Hart is talking
with someone on another line, you should
say ) -
You: Mr. Hart islﬁd]king with some- Steps:
one on another line. Would 1. 1f you know that  Mr. Hart
you like to wait a minute or ' ~ cannot answer the telephone
would you like me to ask call say so at the beginning.
Mr. Hart to call you back? 2. Ask if the caller would
like to wait or be called
. back. Give them the choice.
Caller: 1t you don't think he will be © Step:
long, 1 would like to wait. 1. Listen carvefully
You: ‘T don't think he will be long. Steps:
1'11 keep you informed it he 4. Let the caller know that
looks like he might be on the you will keep him intormed
line longer, May T tell hiw ' it Mr. Hart doesn't hang
» who is calling® ' Tup very soon.

109
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. 2.. Be sure to find out who
ig calling.
3. On your notepad, note the
line you are on the name
of the person waiting on

' that line.
Caller:" Yes, this is Mrs, Perry from Steps:
NIH. l. Write down the caller's
ES ’ name and where they are
» from. .
2, Write down which line they
: : ‘are on,
You: Thank you, Mrs. Perry, 1'll Steps: - ' ’
connect you with Mr. Hart as 1. Thank caller
soon as he is off the other 2, Use callers name
line., If it looks like he'll 3. Let caller know that you
be much longer, I'll ‘let you are putting her on hold
know. . but will check back if
\ necessary. ’
You: (While call is on hold) Steps:
o s 1. Push the hold button.
P . 2. Make sure you know which
: - line Mrs. Perry is on.
3. Check with Mr. Hart to see
. if he is still talking.
) NOTE: .If the call seems
urgent, write a note to
Mr. Hart .telling him
who is on the line, where
they are from, and which
line they are waiting on.
You: (When you see Mr. Hart is free) Steps:
Mr. Hart, Mrs, Perry from NIH 1. Push the intercom button
is waiting for you on line #3. 2. Dial or buzz Mr. Hart

BOSS. IS IN; BUT WANTS HIS CALLS SCREENED.

Your boss is trying to gét out a very important report and does not want

to be interrupted. However not wanting to be interrupted does not mean

that if his boss calls him, or someone else calls that has information for

the report he is doing that you should not put the call through. Screening r—~
for the boss means that some calls can be put through, but those calls are
limited to only the important calls regarding the project.

By thegay, SCYeenIng ror the BOSS 18 noU bolng dishoncel o To o boss

usually trying to show how important he is., Many supervisors and busses
are constantly interrupted and need Some peace and quict time to get out
projects that are labeled "rush." Youscan be a very important person to

110 ' ' | 115




that supervisor or boss if’you‘cgp answer -all of the calls, make
. everyone who calls feel that the boss is not giving them the run
around, and let only the calls your boss needs get through to him.

The first rule is to soupnd honest and sincere.

3
.

»

The following dialogue is just one example of how you can screen correctly.

Good afternoon. Computer
Analysis, Miss Jones speaking
use your own name) .

Good afternoon, Miss Jones.
May I speak with Mr. Hart.

T'm sorry, but Mr. Hart is out

You:
at the moment. May I -tell him
who called? '
Caller: Yes. This is Jim Roberts.
ROUTE: NO
(Mr. Roberts is not on the list
of people Mr. Hart needs to
. speak with)
You: Thank you, Mr. Roberts. Would
you like him to call you back?
Caller: Yes, if you would please.
You: Fine. Your Lvlcphnnv'numbur

please?

- Steps:

1.
2.
3.

Steps:

1.
2.
3.

SL(W)s:'

1.
2,
3.,

Steps:

.

Identify office
Identify yourself

Listen very carefully

Be prepared to say Mr. Hart
is out. But then have a
way in mind to say that he
just came in.

Sound sincere

Say boss is out

Find out who is calling.
This is extremely important
because this could be a
call Mr., Hart would like

to receive.

Listen carufuily

Write down the callzrs name.
Check it against the people
that your boss wants to
hear from,

Tt

_ e :
Thank the callc{r
Call him by name

Ask caller if he w ol
like to be calied

Indicate that you a::

i

listening by saying ! . ne”

or "all right" or something
similar . .
Ask for the callers tele-
phone number.  (Your boss
can't eall back it he doesn't
have the number.) 116"



‘Caller:

229-9328 )

You: 229-9328;, right? “Step: T
) , 1. Repeat the telephone number
Caller: That is right.
You: Thank you for calling Mr. Steps:
Roberts. 1I'll give Mr. Hart 1. Use the callers name.
the message that you called ; 2. Give him the message that
and would like him to return «you will give to your boss.
- ’ - your call. X ‘
' “ler: 0.K. Goodbye. v -
You: Goodby, Mr. Roberts., Steps:
: l. Say goodby : i
2. Use the callers hame
o 3. Hang up last
ROUTE: YES . '
Mr. Roberts is someone that
Mr. Hart needs to speak with
You: Oh, Mr. Roberts. I.% -« that Ceps
Mr. Hart ha< been w:. 2 ..or 1. USc the -.er's  ame,
you 'o call He ju -voed 2. SOUMD HO: -
oul 1 secon. ago; le set 3. Mak up Jovy » make
can catch him. ' T ou it ool ‘ot boss was
~¢ the line please out but me special
a eft rt ..ot mayhe.
you can B SR N
NOTE: . « ¢ the story
‘ teo det tong.
++«  Ask the ot alling 4if
' - they cas nl.. ~d on hold.
Jait for m ainswer
‘ - . etoere ut ti.em on hold,
Caller: Thank you, 1'11 wait. teps )
l. Pust th td vutton.
2. Wruite do shich line
\ Mr Robe is on. \
g 3. Pus. the tercom
4. Dia or auz the boss
You: caking to or. Har: Loeps ,
ry to.interrupt ye 1r. lo Brierly pologize tor
ety but Jiw Roberts i on interrupt oy, !
Liae #1e T told him vouo had 2, Tell boss vho is cal ling and
Just stepped out but maybe T what linge oy oa on,
coutd catreh you, Ve Te T The DTS5 whial you have
- Ltold the oo ter Ho tHat he
wvon't g he caller g
ditterent (Fony,
Mr. Hart: ()h,,tlmlnk.you. That is a eall , X .
have been wait'ing for. 1111t Bke ) . 117
it right now. '7 l | A
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.Circle the.number which best describes your telephone practices.

‘honest

ARE YOU PHONOGENIC?

‘TELEPHONE EXERCISE

Be

now--remember, this is to help you become more phonogenic.
\

WHEN YOU ANSWER THE PHONE, DO YOU....

v - . . . . o
l. Know exactly how to use your instrument=correctky?............{..
2. Let it ring until it is convenient to answer?...tceeececnevencnns

- o . "v
3. Answer before the sccond ring?...........;..........;....;....{.-
4.’ Lift the receiver to s11ence the ring, but finish what you are
. saying before speaking to the caller?.....ceeeeeeseeasonceiasones
5. Cut 4in on another's conversation by ot checkinyg which line is
ringing?....'.......3-...-.........-...~-.----.................--.
¢ N ,
6. Sou ~heerful and businesslike rathc han glum an disinterested?
oo . ,..-..-oo.-olloo--oo-.o.o-..-o..-oo' -0 800000000 - 008000 -v0c0se
7. r\:ﬂy 'Hellol"-........................ ceeso .. . cesecescooss e
8. announce your depar:.ent name and you: .ame?... coecsecsenas
9. AsK, "Who's cAlling Y teeveeeeososaceoe.neoncnnns. cesiess-snae
0. Pross “he button associated with t: e incoming c. fore liiting
the re ‘:iver?.....-..-...-..... vee.ew . 40 c0 e .0 -c000e00c0000ss
« Us Mizs or Mrs, with yvour name so th- caller k how to address
yo ©®0e 00 0Rs0LLc0ss 0. s000008008 - .oeseee e - s -c000 ces oo
2. Li en attentive. Aing an effort et the te¢ 4 name the
first time he say Feseeseneseneis. ceesenn .o cescscecne
13. Speak mcre loudly ~usual to bqﬁgn‘~ ne other per 1 hears and
understands you?. S
1
14, Ask questions tac:i. v, phrased as:veqg sts, not dem.nds”.deee..
5. End a call courteous -~ say "goodbye" and "thank yor UM ... ..
. t Q
6. . Spe. Hrectly 1nto | ¢ mMOULPICCe et voeeenseneneoeeoennnnsses
. .
l7.v,Pe¢r( the phone on one shoulder if it look- like . long conversation
- so tndat you can do something else t Uh you  Nands weeveoe . ,
Give vour caller undivided atténtion” e, e, ee.. teececicnnnee
oo Use e Mhold” button Properly? ..o qieeeeeceece  cetenenoneenonnen s

—
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O

ERIC

Aruitoxt provided by Eic:



\

PHONOGENIC EXERCISE . . - = T IR o
Pagﬁ 2 . ! - ‘ 4 * o | : -4

" 20, Continue sorting the mail or arranging the fiiing aé.you talk?
--.,60--'-..‘;.,-0.-0--.--u----ucou-uo_-uuoo--o“a.---u---v'-iuuuf---oo /
21, -Talk as fd{f as possible to get’finished quickly?................

1] l

’ 22, Leave the phone lying on the desk while you call someone else to
- L ‘the phone -.-----uc.-.-----o--u-u------..uu--.---.uu;uo--co-uou--

!‘ - - v
’ ..

- 23, Have a pencil and pad ready?.eeceeeeseseneocscoecenconeannnenssn.

- .

24, Let the caller hang up first?ie.uiiuseneereesetecqecerooocascenns

@

25. End yohf call by replacing the receiver gently s ereee vevens ...

. ~ B £ L
] : i 7
¢ WHEN PLACING A CALL, DO YOU -- "

B 26, %Fool p the number first and have it writ ten down in front of . wu
" as s dial? I T
27. Dia information for a numbpr raéher than look it ué in the :phon-:
bOOk '.IIII"I'I‘I_II’I.ll"ll'l'.lll’lllliII.'I.I..I..'II‘I'I._{I.".S&..

28. Apologize ifhyou get a wrong number?.,....iieeiitnnnenennnnas
: 29. Immediately state what the calL,&s about%............ ......:....
30, Wait for a didl tone before dialing?.eeecese eeevevecosnennenn.

’ | . i [N
) o H o . . . .
31. Plan what you are going to say »efore v u in order to .ave

time ---.o----..-...----------oc----.-- . c 00000000000 cnenn

: 32, Check what linés are in use anc depress’ -t button befort

. lifting the rocglver I T

"33, Allow time to answer (abgut L ¥ I
34, Immeaiately identify yourself and your otfice when the called

: PETSON ANSWET S ¢t aveseonnceoossooodosofssecnonsasessssesssosesnsss

F‘BS. Have dltflgulty terminating the call whon the business is com-

Pleted? . e eeinnnneennoenneenne —0us. Seeeecsesvaceseeaeaaan

§

N

. 4 B
ta.  Give clear and undenstandable inform (ion v.veeeeoeecoooneenn. . .
i

»

37. Request information in such « way 4 to get the cempleler story
wiloont havipg Lo make Sxtra callg' s i o ALAAMSS LS 8 080 s
38. Have o frequently-calted num vs 1o For quick reference oo

»

L. :

"_ ' ’ . * 1 I ()
O
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| . o .o /
PHONOGENIC EXERCISE. : ’ : 7
. Pase ", L. . . P
WHEN YOU LEAVE YOUR PHQNE UNATTENDED, -DO YOUQ-- : . .
§ * . . :
. 39, Let it ring unanswered?.......................;................n.

49. Ask someone to answer it, telling her how long you'll be gone and

Where'...........9...........................‘................-«-
. - P
v . . ’ ‘ &

WHEN THE PERSON CALLED IS NOT "PRESENT, Db Yin : ’

, 41. ,Say, "He S not’hé%é._and hang Up @ses0000ecss0ssss0s 000000000000

42, Offer to be of assistance or take a nessage-..............;...2(.
. Transfar the call to someone whc mzy ne of assistance?...eeececs.

4—. Fill out message form correctly.
.,.noting date and time Of'Cal :.....-q.-;...u-..-,o.---.-
. ..verifying spelling of caller’'s nName?.,.eeecscecescscsanesas

...repeating and verifying ph e numbers?.... ...f.ie00...0 0F

...repeating the messape OTal “P.eeveeesseccocecsaseossnce

..oriting down the message + it is received .eceeececes.. CAE
3 P
. b
4 Place me ssap where it will be su- to be seen?... ceecsnens ¢
v 4 §
4t Make every effort to be ge nelv  ~lptul and couri--ous, no mat. F
how dift-cult the caller m DETe  ceeesesssconcnanas s

47. Get comp.ete information b. ore 1. ving the line¥.....cevuee..
A ’
48, Tell the caller, "Wait a m. .ute ¢ ieave the ine without am
other eXplanation?.... ... .ev tiver teaennees socooscannnnn,

49, Let the er wait. nc metter how leapg it takes vouY.seseeses.
50. Report :i. .0 the waitii. caller every 60 seconds to make a
progres: ‘cport?..,..... tecieosrccssacesss s casssasnonsens

v

‘1. Tell him ¢ call you bac f it will take longe: than a couple of
minutes to ind the information he desires?........ccivnvnecsn.

52. Suggest th: you call him back if. it will take more than two minutes

TINd The 17 OTMATION - . e e eecorsoosvesosssssstsctste e T e toesssess

itio
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PHONOGENIC EXERCISE . ' - T SN

.?age 4 | ’ 4. ) ’ ’ . /\ ) “a
o - - ' : x

~ WHEN TRANSFERRING A.CALL, DO ¥OU - - ,
53,,.\ ‘Make sure that the gerson to yh_bm yo’urare trahsferring the cal’ #
can help the caller?q.;)....rﬂ.......; Ceveaeve. ‘ -

s e 80080

- 1] !", "’ '
. ' 54, Signal the operato: wlth.pqﬁid and continuous depressing of receiver

butl;on?..-.....-....--'..-...,....,..'.....‘..'....-..--.............--

N
w . . .
55. Explair the reason for transfer?.....iecvecesesesesenrenneionensss
56. Give "1e caller the name of the person who will tabk with him?... °
IF THE EZ! SON YOU ARE CALLING 1S NOT IN, DO YOU --
57. Quié.': ask o have him call yoﬁ back, give your.name and hang
’ Up?. ...........-o---g---,..:.-._....‘.oi-----.---:---‘-.--.-...,o~-
5%. Leav message which is clear, concise, and complete?...........
. g > s
59. Maks s_-e the person taking the message\records your name and
MUMBEY OFFECElY i ietineiioteenrnenrnosconenoosconocnneonnes,
. A '<" ;_)" | ?7 .
' b
N L=
s e - PR
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. . - . , ‘. B > , .
—_ - . B '
) _ ARE Y&t PHONOGENJR? 3
A "
.- N .
RIGHT ANSWERS . ' 3 )
S 1 3- 6 8 9 2 11 12 14 .. 13 16 - -'18 19 23
: L e . o - . - _
24 25 7?* 28 - 30. 31 32 33 34 -36 37 38
. . ‘f— . . - . " ) a4 , :
40 42 44 45 - 47 50 52 53w 55 56 58 59
j .. - N ‘ . ' ’
) . - ¢ Cae
32 - 40 right answers : You aré truly phonogenic! .
15 - 31 right‘answers “+ You are prétty good, but : - .
. you need a little sprucing i
< - . X Up. - .- B 3
. Below 15 You need a .ot of work.
Ao Work on changing your
telephone habits.
L - ~
START PRACTICING ALL OF THE RIGHT NUMBERS 1.ISTED ABOVE, THAT YOU DID, NOT
CIRCLE. o
. ‘ . .
»
L : K ' //
‘WRONG ANSWERS - . ‘
* A
2 4 5 7 317 2 21 22 2N 35 " 39 41 43

w48 49 51 54 57

"STOP PRACTICING ANY OF THESE PROCEDURES #AT YOU CIKCLED.

1
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CLEAR, DISTINCT,ENUNCIATIOI;J FOR THE TELEPHONE

e

_ _ . : . _
The follawing expressions are commonly run together into unintelligibility.
«" . (Try that word for an enunciation exercise.) How often do you hear --

‘and say -- wonchoo, har'ya, jeet jet, gimme, smornin', wanna? In a face-
to-face conversation, you might get by, but on the telephone, you need to
‘ be absolytely clear apd distinct about what you say. The sounds' usually
slurred have been undkrlined. ' Practice these phrases, being sure that
every consonapt and every syllable is heard. See your supervisor to obtain
a cassette recorder. . ' 3ﬂ

°

going to

| mus;: #ve

'gﬁg;gﬁen . did you eat yet?
an hoyr had o made éf‘ don'E_xou
as yet -have to putvghem need.gg ’
" at all hearu her ought to . want to
_ catch them idea of saw her was he N
v'couid hgve ~igsteadwgfw should have whag did he do?
for him kept it some more - wogld have
for them kept them ‘thég one got you
‘forget him éveaﬁ deal this one woh'E_Xou
got it . let ﬁe see this mornigg' what do you do?
n give him let him go to go how are you?
' ‘give me might have to hem can't you
) _
* 114
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. TELEPHONE PHRASES

-

Practice saying the' fellowing telephone phrases. As you practice,
remember that you are trying to sound pleasant, interesting helpful. *
. ,poised, and knowledgeable about your office. You will need to speak '~ .

N slowly, clearly, and vary the pitch of your voice.

Yout assignment is to: .
‘1, Using a cassette recorder & a blank tape and a pre-recorded tape
that the instructor will put on for you, record the telephone
phrases givenr on the next page. After you have recorded the
phrases, rewind the tape and listen to your recording. Practice
as many times as you want.
f -
2. Using the telephone at your desk, repeat the telephorie
phrases into the telephone. ' Ask one person in your group
to listen to you as you give your phrases and evaluate your
technique. ’ '

119
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L / , . TELEPHONE SENTENCE PATTERNS ~ - -

1. Office Skills Training :
: - .

2. Yes. May I tell him who s calling?’ ’ )
i’ . -

Center, (us€ your own name.) Y L
¥ .

3. Yes. May Ivtell her who is cgilihg?

4, Thénk you Mrs. Williams, I'11 céﬁnectfyou. ‘ e . ' ‘ g
5. Mr. Hart, Mré. Williams, is on Line #2.

6. Mr;fHaft, Mrs. Williams, in Budget:is on Line #2.
7. Office Skills Training Centér,’fhse your own name.)

<

8 No. I'm sorry but Mr. Hart is not at his desk at the present time.
[\ .

9. May I tell him who called?

10. Thank you Mr. Burton. Would you like to leave a message?
11. And, may I have your.telephone number Mr.. Burton?

12, Thank you-Mr. Burton. Goodby. .“~% ' ) A
13. Office Skills Training Center, (use your own name. )

14, He's on another line right now. Would you like éo ""hold?"

15. Thank you for waiting. May I tell him who is calling?

16.. He's on another line right now. May I tell him who is caIlingf And,
would you like to "hold?"

17. Thank you for waiting. 1'll connect you now.
18. She has someone in her office right now. Could she call you back?
. .

19. 1 expect her back very soon. Could I take a message?

20. Let me repeat that telephone number please. That's Code 101,
extension 48751, .

21. Thank you Mrs. Clayton. Goodby.-

120
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TELEPHONE SITUATIONS

- "WHAT WOULD YOU SAY TO THE CALLER"
SITUATION #1: ° 1, . ’ Lo

Boss is in but he is very busy. He will take very important calls.

SITUATION #2: o ’ :
Boss is out; he wjill be back after lunch. S v \\\\\i
* SITUATION #3: v ) - . , o :

The caller identifies himself. You know that the boss is.not yet

in a position to talk with this man. You must tell the caller
something withod¥ making him think that the boss doesn't want to talk
“with him or that he is not ready to talk with him.

SITUATION #4:

The boss is out of town on business and @ill not be back for another
week., * .o .

SITUATION #5:

.- You are in the process of placing a call for your boss and both
of the other lines start ringing. You have already reached the
office that you were calling. ~

SITUATION #6:

A man calls in a very angry tone of voice. He is very upset about
an office matter and wants to speak with your boss. Your boss has
stepped out of the office for the moment: but should be right back.

SITUATION #7: .o /
Your boss is on another line when another call comes in for him.
He has instructed.you that he urgently wants to speak to this

second party when he calls.

(Also how do you tell your boss that you have this important call
on the other line?)
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’ 'J . T S .
. . K \ o . : ,
FTS QUESTIONNAIRE: C ‘& PmTelgphone Co., Traffic Départment, Customer Service

0
- *

s ‘ ‘ . ‘
1. WHEN MAKING- AN FTS®GALL, DO YOU --

a. Check your FT$ USERS GUIDE for. jarea’code and number?. ' - .
¢t b.. Take a guess at the are code- gnd/or number? - ’
c. ‘Ask sdmeone in the office TOF the number?

d. - Refer to your 11st of frequently c%lled numbers?

S

'

5 .
IF YOU.DO NOT HAVE THE FTS NUMBER, DO YOU  -- ‘ “
a-. . Call the aSsistance operator 1n the distant city? ‘
, b. Call commercial ‘information? . e
: c. Dial'your 6perator and ask for the extension number? -

3. AN FTS NUMBER SHOULD ALWAYS CGNSIST OF --

a. 3 digits. . . : T~

b. -4.digits. » ‘ - . ;

c. More than 4 digits. - ’ ' .
d Anv number of digits.

4. I YOU ENCOUNTER-A BUSY SIGNALy DO YOU - -
Hang- up and tfy again 1mmealately

b. Hang up and follow your 1nstruct16ns for reachlng an
off-net (commercial) number? .

c¢. Hang up, check your number. and walt.a few minutes
before-dialing again? .

d. Dial 100 and ask for the nymber? f

e. Dial your agency operator and ask her to get the
‘number for you?

o

-5, ON AN INCOMING CALL THAT IS 70 BE TRANSFERRED 1O ANOIHLR FXI DO YOU --
: a. Te¢.l the caller you cannot transfer an FTS call?
b. Put :ne call on hold and dial your agency operator °
or arother 1ine to ask her to trdghsfer the call?

c. F..si your operator on the same line and ask her
t+ tvansfer the call after giving the caller the

nunb:r? , .

L]

6. WHEN ti1ACING A CONFERENCE CALL, DO YOU --

a. Call ~he commercial operator? . ‘ ' C
b.  Call the FTS assistance operator in one of the '
Jities to be called on your conference llst° ~
c. oial 1007
v d. Dial vour agency operator -0-? '
e. call the Conference Control Center?

7. ONCE YOU START DIALING A NUMBER ON THE FTS NETWORK, DO YOU --
a. Continue to dial until you reach the FTS number or
receive a report? -
b. Stop before yop‘flnish dialing to answer another call?

\
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FIS QUESTIONNAIRE
Page 2

8.

: “ - A . .

- TO .REACH AN OFF-NET (COMMERCIAL) NUMBER, DO YOU --

a.- Dial your access code + the area code and number?
b. _Dial the assistance operator in the distant city

-IF YOU DO NOT KNOW THE COMMERCIAL NUMBER IN THE DISTANT CITY, DO YOU -~

"' a. Dial the FIS assistance operatSr in that city?

~10. .

b. Hang up and dial your local FTS operator

ST o A0 oD

" b. Dial 100? ° .
- c. Dial 9 + area code + 555-1212?

WHEN TROUBLE 1s ENCOUNTERED DO YOU --'

a. Hang up and keep trying until you- get the call
« . through?

and report the trouble to her?
c.- Hold the line on which trouble was encountered;

- 'dial ' n another line and report the trouble, :
givi her’ both dxtension numbers--then wait until you
are called back before releasing the line on which . .

trouble was .encountered?
d. Dial "0" and’ ask the operator to geﬁ the number for
you- because you can't get through?
FTS'TROUBLE INCLUDES THE FOLLOWING cAhpigions --
No dial tone
Can't hear ~
Can't be heard
Continuous busy
.. Noisy circuit ~ : ' ) -
Nothing heard ‘after dialing ¢ '
Cut off .
Fast busy signal - -

. and give her the number? e

"c. Dial your access code + 0 + the area code and v

‘ number ? .

e. Dial your agency operator° T ,
f.  Dial 100? ) ' . .
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ELEVEN TIPS IN !
.. GOOD TELEPHONE MANNERS

-1, nﬂave a friendly,-helpful,Voice,oyer the telephone. Have an "I do care"
rather than "I coyld care less" attjtude toward EACH caller.

2, Lis&gq carefully to the caller. Be careful about names, messages, and
telephone numbers.* If you are not sure about a person's name, ask for
it to be spelled. ' -

,v3. Speéak clqar}y‘and digtinctly. Think of'instances when you have made calls
.and have not been‘able'to hear or undergtand the person and have had to
have the message repeated. : ’

~

4, Tdentify the office and yourself. It helps the caller to know your namé.

5. Keep a pencil and>telephoné'message form By your teiephoﬁe at all times.
’ ¢ ' . v
6. When you place a person on HOLD, don't forget about him. Return to the
Iine within 30 seconds and say you are sorry to have kept him waiting.

"7. 1If the caller is rude to you, don't be rude back.

’

8. Be careful About giving out information about the whereabouts of the
_people in the office., Protect them at all times. Such expressions as-

"T don't know where he is, or He is out to lunch, or He is busy now and ~
can't-be disturbed" should be avoided. The way in which you handle callers
can reflect a faverable or unfavorable impression about your agency,

your office, dnd you. - ° P ' .

9. Transfer calls correctly. If it is an outside call, you can page she
operator by depressing the button that holds the receiver. Depress’ the
button slowly. . ' : <

10. Always be courteous and try to help the caller. ,

11. Handle all callers in a businessiike way. Avoid using slang expressions
such as bye-bye., Make the telephone voice impression a LASTING ONE. °
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Ty-8'

Ty-9
Ty-10

Ty~-11
’ Ty712

Ty-13

Ty-14

S-minute test,"

Typing Teé't: - © gem smnt w earn a Certaficamn of Profiéiency .
smpersagor/instructor. A '
4fy you as a €lerk-Typist snder Civil

in ¢class, tell
. Certifiicate wi,
Se:viqa regula

Study pages 135%k

148,

K

_ B c . Typim i‘- . e A " :to

test. Your insw:

L 4

L

taliing yamw

will tell you the time Swr the
Exercise B.

A Wroficiency '

Y

~ * Envelope Chain Feeding and e lanétion,ofj leat sheet .and

Tactice by cl

fyping Exercise
. s Typing Exgrcise
///Typing Exercfsg

. Typing Exercise

»

Typing Exercise

Envelope Chain Féediﬁg

Take notes for your desk.manual.

page 152,

#3, page 153.

#4, pages 154 and 155.

,#5, page 156,

#6, pages 157 and 158.

#7, pages 159 and 160.

s

ide sheet - Supervisor demonstration.-

/

L

-

Erasing Techniques -"Observe tips on videotape.
for your desk manual. -

Typing Exercise #8, pages 161 and 162, * -

Become familiar

Manual.

LS

Take

- Observe demonstration on videotape.

\"

- . -
notes

with your US Government Cortespondence

~ Study the contents. .. .

+

Do Exercise #9, pages 163, 164 and 165.

v
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Government style practices in premarimg letters are basically the same
as regular business letters. You .will find same of these rules will
vary from agency to agency. The S Government Correspondence Manug.
is the referefice used by most Gouejemmmmt agencies. Some agencies hawe
designed their own correspondence memmss . Check with your supervisor
to see if there is a special corr:sy-nsence manual for your agency.
When in.doubt;, you should alwvays .se 'ie Correspondence Manual for
guidance. '

.

Guidelines of’thé various parts of : wovernment letter and examples
are included below: :

l. You will be instructed by —ze supervisor on the type of
communication--letter, memo, rough =reit, form, etc. For'correspondence
going outside your agency, you use vour agency's letterhead paper; AU
for internal correspondence, you use inter-otffice memoranda paper. 1f
you are typing a rough draft, plain bond paper is used.

2. Carbon copies. If you are not tolc the number of carbon copies
~to type you shoulq ask. You will use the ""copy sets'" for carbon copi
A copy get is a sheet of paper with a carbon attached to it The car-..a
is used only one¥ime. Usually you will use col-red copy szts for ey -n
carbons. You should find out what golof copy sezs.are used and for whac
“ purposes, S

3. . Date Line. The date is not typed in if it is going to another
office to t«~ signed. The office who sends out the letter will -fill ir
the date when it is signed to be sent out.. The date line, when typed
is two spaces below the last line of the letterhead. The placement ot the
date line depends upon the letter style used. Informal and Full Blcck Style
Places the date at the left margin. The Block and Semi-block, Style centers
the date line.

4. 1Inside Address. This includes - name and address of the person -
or agency to whom the letter is sent. 7. . is cyped six (6) lines below
the date .line and begins at the left-har 3 margin,

5. Attention Line., Most Governmer -2er-ies do not use an ATTENTION
line. You write to a specific person. ou do have an attention line,
it would be typed as follows:

X Y Z Corporation
ATTENTION: Mr. Bob Grant
123 Any Street '
Anytown, USA 00000

The same procedure would be used when = _ che envelope.
6. Salutation. When a letter is addressec: . an agency or to a

compény, the correct salutation is Centlemen.
| 123
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ect Limm. This is usually a short’ t telling what the

7. stiateme .
letter is ut. It #s typed even with the left margin amd the fimst letter
of tike ‘word is capitalized. If it takes moré than |ome line of typing,

second line as follows: V.

Sebjeet: Desigmmtion of Members
' of the Amalgamated
‘Welfare and Recreation

Board .

Some Government letﬁerhead statiomerv ams a printed|line in the upper
right-hand corner that says "Your reference.” This would be used for the
subject line if it is brief. Interoffire memos would indlude .a subject line,
but regular letters do not generally have ame.

8. Body of Letter. The message o the letter is the body. - Government:
letters are single spaced, but you always double space hetween paragraphs.
There is an exception to the rule. When vou have a ONE pdragraph letter that
is less than ten typewritten lines, you aoubie space the dy.

9, Succeeding Pages. Longer letters will require twp or more pagés.
When you type additional pages, you numper each page at the left margin ~
after coming down szeven lines from the zop of the page. Type the page number,
then triple space amd continue typing the letter.

10. Complimentary Close and Signature Lines. The compilimentary close--
Simeerely yours, Yours truly, etc., is typed a doub.- ~pace|below the last
line of the body o- the letter. The name 8f the persa. signing the letter
is -~yped on the fourth line below the complimentary crose u ing the same
ler margin as the complimentarv close. The title is voed on the next line
i _owing the name and even with the lef- margin. ~ The —our lines between -
= comp.imentary clos® and the name allows =nough space for ithe person to
=wn his name. The complimentary ciose and the signarture line is typed at the
-ef= margin when you are typing a l=tte- using the I——oprmal and Full Block
letter ¢ .=. If —ou are using the Blczk and Semi-t -ick letter style, the
closing « rvped szzrting at the c=te: 3% the paper :r at five spaces left
of the hc-izontal -=mter mark on ysur t-—-ewriter. ~ - -ollowing is a sample
of how tne closing _-neg should lc.- wh: 1er they ar :-ped at the left
margin, at center, -~ five spaces =ft centar.,

-

Siqﬁerely yours,

John Q. Public
Director -
Public Informa-ion Bureau

i 125 3
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- ‘11, Baclospres. If you are emclosing materials with the letter, ‘you
' type the word "gnclosure" two lines below the last line of the closing which

“could be the tiMfle of the writer, or the office where the writer works. When

several emclommgres are sent, you indicate this by making the word plural and
saying ‘the mmsfeer of emclosures. F&% example: .

-

"3 Emciugliices'" . ’

Enclosures s typed at the left-hand margin of the letter. If vou have not
mentioned smecifically the item enclosed in the body of the let:er, you.
should list -them under the wordfenclosures: .

3 Enclemures
U.S. Car—espondence Manual . .
Effective Revenue Writing ' Lo ,

Organizasional Chart .

"There wi.l be occasions when you will send materials "under separat=
cover." . Pype Separate Cover at the leftc margiﬁxih the same pos zion as wou
nave typed.enciosures and list what has been sent as illust:atec abcove.

12, Distribution of Copies. Letters including a notat:>n '=¢" means
carbor copies 1iave been sent to cther people. In Government this "ce!
notat:on is twped only on the carbon copies, NOT on the origina. letter.

The motation would be typed two spaces below the last line o:: the left margin.

1f there are 10 enclosures, it is typed after the signature lines. You

-

“=move the original letter by pulling the paper release toward vrou and pulling
=t the letzerhead paper. You then type the notation on the ca-:on cop: and

—le remairning carbon pack. The nbtation would look something _ike this:

Je & »nes, BRE
- File.-BT ' ' T
k-zzc.-x .le--TTC . ' \
- - ry * B '
ifice svmpo.s are used. :

AZts= mu nav:s taken the copies out of vour typewriter, plac: z . .:eck -iar
it the eIt = eacn line so that you wi. know which copy goes tu eac-
zersor - plats=, =

Emzmr 2: {_rst carbon copy)

U”,pzn Jon==, BRE “

Official T:le--BT
Reading = ie--TTC -

{second carbo: :zopy)
e ‘o -
Johr ones, BRE N o
Of* _al ‘<le--BT S - i
Reac -g ° _e--TTC : -390

-
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‘!h referemme lime includes the identif:l.mtion of
» the umiter's: naa, and the typisti's initials and the

' 'dhte ‘1‘.& ia fyped two. lines beloy z:he 1ut li,ne of the ,letter.

. i

The followimg % a sample' af a reference’ line.“
TIC: - SMSmith:abj. longr2.

REMENEER THAT ALL GOV!RNMENT mes SHOULD BE NEATLY TYPED. TI-IESE"
LETTERS REBMERSENT YOU, Yo=R SUPERV'.[SR YDUFR AGENCY, AND OUR GOVERNMENT

Y

s
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'DATE LINE: October 6, 197X

INSIDE

ADDRESS = Mrs. Rose Johmson -
Voo 1321 Rosedaie Street, NE. ! ;
v - Washington, D€ 20003 -

SALUTATION: Desr Mrs. Johesson:

~

BODY We need additieznal informatior *e.mrding your claim for social
OF security beme its, .
THE S

~ LETTER: Enclosec are “corm SSA-_: ‘'Apr ication for Special Age-72- Or-

‘v Momral~ “awmemts' amd Form SS-5 "Application for Social
Securcit~ Numsss.r.,” Afzer -—u 1ave completed the forms, please
relurn —mem Sromptily o “xi: afface.

- @ou are -maple -o zwrnzsr he information required or need »
‘ assistamce. .sase cail at sv - office or notify us by mail or

“clephc=e. - you call :r person, please bring this letter o,
- #zth ye:.
COMPLIMENTA CLOSE: :incerely vou =,
{
SIGNATURE LINE: * Thomas A. Jones
o irectoar
~ocia: Secur::+ Benefits Division

ENCLOSPRL:.  Enciosure: ' _
DISTRIETON 3 CCPIES ‘==t tc be :ype riginal letter, only on carbons)

2ct , k

Roberz Surzsn. EXD
Officzal 7__« 3P
Readzng Flie- S5AB

REFERENCT - (;ot zo =z ty~ . on orig: ia  =tter, only on carbons)
LINc: SSAB Tandone: mac 10/ —
vy T
172 ‘
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TYPING: Envelope Typing .

Certain guidelines are followed in typing Government envelopes. You:
must be sure that' envelopes are’ addressed correctly. Double check the
~spelling, the address, and the city, state, and ZIP. ALWAYS include a ZIP

Code. Follow the Post Office Department's suggestions on abbreviating the
names of the States. ‘ ST .

The following'are guidelines to help you prepare envelopes correctly.
Read and study them carefully. : ‘ . : '

- STANDARD SIZE ENVELOPES = L -
l. Set the paper, guide on your typewriter at the white dot.

2. " Set your margin or TAB stop at 70. ,

: 3. Roll the envelope around the cylinder. Roll it down 14 lines
‘after you can see it at the top of the alignment scale. 2 .

.. 4. Begin typing on line l4. Names and addresses are ALWAYS single
spaced. The TAB stop at 70 divides the envelope so it is well balanced. If
you are typing a line that is very long, it should be divided. The second

line of the continued line is then indented two spaces to the right of 70.:
“All other lines are even on the left side. -

\ S« -Special notations such :as REGISTERED, AIRMAIL, SPECIAL DELIVERY,

and CERTIPIED are typed under the postage and fees paid emblem and are typed’
~in all capitals as shown above. o ) .

6. Mailing lébels can be prepared and used when you send mail regularly
to certain pegple or divisions in other Government agencies. Labels can
be typed in agvance and ‘attached to the envelope quickly.

7. WARNING--DO NOT USE GOVERNMENT ENVELOPES FOR YOUR PERSONAL USE. You
could be fined $300 for using a franked envelope. A franked envelope is one
that has the "Postage and Fees Paid'. emblem in the upper right-hand ‘corner
of the envelope. ) . R o :

. WINDOW ENVELQFES ° | S . \

[

Many Government offices uSe window envelopes for sénding correspondence.
This is a time saver as you do not have to type the name and address twice.

-

When you use window. envelopes, you should CHECK: .

1. The placement of the address within the braekets on the stationery.
1f the stationery does not have these brackets, the inside address should be:
typed beginning.on Line 12. L Co :

2. The letter should be folded so the address will show through the
window of the envelope and can be easily read. Remember, you fold the bottom
third of the letter up and the top third back so the address shows through
the window envelope. ' )

\

4
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TYPING: Envelope Typing Cont. - o rfj‘

| OVERSIZED ENVELOPES (Usually & brown-yellow color) o T

Oversized envelopes are used when you are mailing bamphiets-or other
printed materials that will not fit into a regular size envelope. Do not -
use an envelope that is too big for the amount of materials you are mailing
as these envelopes would make the mailing expensive and could jam up the .
sorting machine. DO NOT put too much material in an envelope as it could
cause the envelope to tear open. ' '

Typed labels can be used opoversized envelopes., The larger envelopes are -
sometimes difficult to put inot the typewriter, When using-a label, make
sure that it is placed into the envelope straight : s

-
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_ FRONT FEED. METHOD L

<

CHAIN FEEDING ENVELOPES

/

'1. Place your envelopes beside your typewriter. Have ‘the face of"
the’envelope up. t o _ ) _ '
2. Clear all TABS off the typewriter and set a TAB at 70. -
. ~.3. Place the paper guide at ‘the white dot. ' o
4. Place an envelope against the paper guide. The flap of the

13

'envé10pe is toward you and.is the part rolled around the cylinder first,

3. Roll the envelope down about 14 lines after it becomes visible on

~the positioning scale. Observe the approximate position so‘xou do not hayve

to count the lines when you begin typing each envelope. v

6. Type the envelope but DO NOT remove it from the machine. o

7. WRoll the cylinder so the envelqpe is rolled back around the cylinder.
Leave about one-half inch of the envelope showing. The front of the second
envelope with the flap on top is placed in front of* the cylinder but in back
of the first envelope. . ' C

8. Roll the cylinder toward you until the gecond envelope is in the
position to type theé address. ey / ' L

9. The first"envelope’and all other completed envelopesg will STACK on
the paper table so you do not have to jhandle them until you have;accumulated
four or five -envelopes. ‘ S ’

10. Continue steps 7 and 8 until you have .completed typing all the )
envelopes.. : o

BACK FEED METHOD >
; 1. . Place as many envelopes as you need to at the right of your typewriter.
2. Place the envelopes so the flaps aré'up and placed toward you. This®
will be the correct’position for placing the envelopes in the typevriter. ¢
3. Place the first envelkp_against the paper guide and roll- the cylinder .
several times. Do not-roll it into typing position yet. 3 , )
4. Take a second envelope, place it against the paper guide.  Place the
envelope in front of the first envelope so it is resting on top of the first

‘envelope. » - !

5« Turn the cyiinder now a few times:
6. Place a third envelope against the paper guide and on top of the

second envelope.. . N

7. Turn the cylinder again. ’ : .

8. Type the first envelope after it has been rolled to the correct
position (down 14 lines). . LR :
. 9. Do not remove the first envelope until you have placed ,another
envelope into position. | /

10. Turn the cylindef knob until the second envelope is ready to be typed.
11. Follow these steps until all the envelopes have been typed.

L0185

~

1
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TYPER: l'up"ar:"lng: .Eﬁvelo_pes o - ) L

Preparing emwelopes is very important to your office and to the Post Office .

Repartment. Accuracy is a -MUST so that”th

ad efficiemtly. = >

v

 Thef Post Office Department has authorized the. followin

e mail can beprocessed quickly

. \

g'two-Letter'abbrev(ations

for the Umited States. These abbreviations are typed in capital letters. ”

Use zrese pbbnebiations‘when typing envelopes:

Alabama .. AL . Montana MT .
Alaska . e (AK” - Nebraska - NE ."«
Arizona AZ Nevada L N
Arkansas . 7 AR, New Hampshire ‘NH
California ca New Jersey NJ
* ~ Colorado - co New: Mexico NM
Connecticut CT New York NY .
Jelaware - . DE North Carolina NC:
District of Columbia DC - North Dakota ND -
“lozida FL Ohio OH
~eprgia GA Oklahoma OK
~,uam GU Oregon " OR.
Haweii HI Pennsylvania PA
iIdaho . i~ *Puerto Rico PR’
Iilinoill IL Rhode Island RI
Indiana o IN South Catolina Sc
Iowe : IA South Dakota SD
Kansas - . KS Tennessee TN
Kentucky S Ky - Texas e TX:
—ouisiana LA Utah uT
Maine _ " ME | " Vermont VT
Maryiand MD & . Virginia VA
Massachusetts MA - . *Virgin Islands VI
Mich:gan ’ MI Washington. WA
Minnesota MN West Virginia Ywv
Mississippi MS Wisconsin . Wi
Missouri : MO Wyoming ' 1704

- Jther territorial divisions
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TYPING: ' Preparing Envelopes--Exercise #1 , Ly [
. o . o e ; ) K } Y
PREPARE ENVELOPES WITH CARE \ ' C
Directions: Foilow the new directions for Preparing envelqgpes. if you

need to refer to the bookleéet "Prepare With Care," please do it: Follow
the new format listed in that booklet. R

-

, . . ‘ . “on ‘ } . ) ". .
.Address the following envelopes. Use the front feed or the back:feed method
- for typing envelopes.

v

Mr. Richard Berman Mrs. J. C.’Smith.
¢« 7438 Chilum Place, NE. - 5663 Grand Avenue
Washington, DC 20031 - Emporia, KS 66801
. -
Mrs. Ferhard Meiser Mrs. B. W. Eames
5813 Mt. Pleasant, NW. ; 543 Main Street
Washington, DC 20037 Deerfork, 1D 83702 -
Miss Joyce Robinson Miss Jackie Everett
8203 Ft. Davis, SE. : Delta, UT 84624
Washington, DC 20001 . o
) i ) } . i
Mr. Anthony DelRosso . B and B Supply Company
< 7382 Leesburg Pike 11 Lincoln Drive South’
s Falls Church, VA 22214 - Detroit, MI - 48230 °
’ Mrs. Margaret Baker ) , Mr. Charles Allen
9329 Custer Avenue i - 145 St. Mark Street
Bakersfield, CA 93304 Batton Rouge, LA 70806
Mrs. Betty Bennett Mr. John Sweetwater
121 East Main Street . Helena, MT 49601
Lexington, KY 40506 ‘ .
Mr. Sam Jones Mrs. Kevin Bruce -
, 3827 Avon Road ‘ Evanston, WY 82930
' Canby, MN 56220 o ‘
. . ]
* Mis’s Beverly Jackson Mr. James Black
220 Mar¥et Street 1141 Western Avenue
, ., Dover, DE 19901 Springfield, VA 01100
k4 A :
. .
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TYPING ’ Exereise #i. ' R - SR

~

I~

" Type the following letter]ih full Block style to:

' Miss Susan Evans o . .
Department ¥f Interior ,
Room 1742 > . ! )
1800 E Street, NW. . \ N

Washington, DC .20415

Dear Miss Evans:
- \ E !
Thank you for accepting the invitation to talk to the secretaries about
"The Image of the Government Secretary." You are to talk on June 5, 197X,
from 1-2 p.m. The room. number is 4213 of the U.S. Civil SerV1ce Commi ssion.

As we had discussed on the telephone, you might want to cover some of the :
fg&lowing areas:

Proper telephone techniques

Meeting and greeting office visitors
Office protocol!

Appearance and grooming

.» Attitude and getting along with others - :
I knOW'you will do a fine job and the secretaries will enjo§(neetin§<;:;.

Call me if I can help you.

W=

Sincerely, ’

(Mrs.) Beverly Johnson ’ ‘ ’
Associate Director _ . ’
Communications and Off1ce Sk1lls’ g

Training Center

.
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6:1,TYPiNG: Exercise #3 ' o °

L . ¢

- > Directions: Type the following letter making all ofthe necessary
corrections. Type three carbon copies, one white, ope pink, and one -
yellow. File the white copy in'your file, and turn in the pink and
yellow copy with the original. You also need to type an envelope for
the letter. . '

|
] -

/
!

. |
(leave room for date)

/

i

~Miss Margaret Jefferson
2748 Custer Avenue , : _ .
Bakersfield, CA 93304 ‘ S . ’ ¢ ’
. \ . .

Dear Miss Jefferson:

Thank you for your letter of May 22, 19XX with réferénce to your desire to

gain employment with our agency. ‘ . : .

Y B
.

As a first step, I would suggest that you cdmplgte a Form 171 immediately.

A Form 171 is an employment form that may be obtained at any U.S. Post

Office. After you fill out the form, please send it to mie"

| -V

You should arrange to take a Federal civil service eminai:io:! for
secretaries. They are given periodically in and_arglnd Bakersfield several

. times during the year. The examination is no difficult and you
will receive some sample quesQ}pns when you apply to take the exam.

These questions will help you prepare to take the exam. :
vhat govwant | what (d%
and %

1 am happy to hearq to work in Waéhington, D. C.
i i : your country in ope of our Embassies. To
Senr v? :

If T can-assist you further, pleasc feel free |to contact me at any time.

F

Sin erely yours,,
[

- ’ | ‘ I’

Phillip J. Moody
Diréctor

Mexican-American Education Study
. ) ‘

C g
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- mms _B:;thise #, - | ' Y o NS

" APPLY- WITH CARE o .
. o . N . > hd
Assume that you are about to complete this course and you are
ready to apply for a clerk-typist position. You will need to
have a SF 171 prepared. In addition to the SF 171, ybu may need
¢ to prepare a 'letter. This exercise requires that you compose a
letter applying for a job as a clerk-typist in my office.

. The ‘job Involves many of the activities you have bden doing and
practicing in Office Practice. Accuracy and good typing techniques
are essential, ST S

Your classmates are applying for the same inbh., Otherwise, you 4

‘are competing with them for this pc.:ti- You will need to

convince me that your bacisround, e«peri-ac: and qualifications

make you the person_to be nired. . . ’

. . Cot 5
' The letter should be addressed to M: *averly Johnson, Associate
. Dirgctor, Office Practice, Departmen omas Circle at l4th Street,
Washington, DC. - ’ ‘ :

a t4 ) ) . ' ‘ ’ N 15“
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3 .E,z_ “ "  STANDARD FORM i71- o ot s e
in rcise ; . . Aasgement an
Typing Exp PERSONAL QUALIFICATIONS STATEMENT Armere 301006 SAMELE
“| A Klod of position (jeb) you ure Glicg for (or titeof | B." Announcement No. DO NOT WRITE IN THIS BLOCK
I e o . .l _FOR USE OF EXAMINING OFFICE ONLY &
[ Options 1 which you wish  be considered (if lissod in anmouncoment) - T Material Entered Register: ' !
= o S o | 2 Appor. ] submicred | - ‘ )
D. Primary place(s) you wish t be employed i { ] Noasppor. [ reumed ' E
Washington, DC ] ' T Noaticas: g
2. Home phone (including Ares Cods) | 3. Office phone ( including Ares Code)
202-632-0110 202-632-6047 | [Fom Reviewez B
J e ; iddl iden, i ) i . | | Pomm : ' Z
o e e, smentts, e ) S Me ] i ] b ] | foam Approvs — .
Option Gesde Rating|. Preference Racing %

;1010 Perry Street, NE, : C - (I sy

......................................................... (Tent.)
Washington, DC 20017 . . =~
R EhCH PRt & e e ] onPoinu |
3. Legal or votingresidence ( State) "
Districet of Columbia ' o 1o Othet -
6. Hamgnt without shoes 17. Weight - 1k 10 Points 2
S Ree— - _Inches 120 bs. v - * |0 o g
— Disal. )
8. Birchplace . .5y and Siats, or foreign :sumer~ i . : = 5
Danvil_-. Virginia L y
81 i ’ ce 0 Being 4
9. Birth date - menss. day, yaar) 10. Social Security (iccount Numoer Investi- (]
6/2/4: 001 |.7¢ | .002 nitials and Date gated
11. If you have sver been empioyed by the Federal Goveminent s a civiliar., give you: V
last classincanon series, grade, and job title. THIS SPAC  FOR USE OF APPOINTING OFFICER ONLY
Preference h:  een’ verified through proof that the separation was
301-¢5-4, Clerk-Typist under honorab:- conditions. and other proof as required.
2 -
' - ] s-r 10-Pr. Comp. Dissb.  [] 10-Pe*Other
. Dates of service.in that ) -

grade
Ffrom1/6/73 O To Present Signature and Tidle N

12. If you are currently on a list of eligibles for appointment to-a Federal position, give

the name of the snnouncement, the name of the office maintaining the lise, the date Agency ’ Dace
on your notice of rating, and your rating.

D Refer for medical action

N/a v
13. Lowest pay or grade you will accepe 14. When will you be
PAY GRADE available? i
$7,976  pa year . |Or[&75 2 weeks notica___ —_—
13. Will you accepe temporary employment for: [YES|TNO | 160 Wher ... “epe bl YES[NO| 17. Will you accept less than full time work?
(Aceprance or rewra, of — month or less? | X —-Washington, D.C. X { Lass tham 40 hours per week ) E Yes D No
. m;r'y;;p’/am”:xﬁ. 1 to 4 months? X __ADy pia. - 1n the United Staces X | 18. Are you willing o cravel? { Chack one)
for other 'Afl"‘ ) — 4 to 12 monchs?, LX __Outsict-  the L ru:edfég&a? X |- @ SOME{ |OFTEN
~ ) —Only u specsfy; 7 X
19.. VETERAN " EFERENCE. Answer all parcs. If a part does not apply to vou. answer “No. "~ : ‘ : Yes [ No
A. Have you cver scrved on active duty (n the United States m;llury service? (én'ludt fours of acnive duty for traiming a1 3 rerervist or Guardmman ) X

B. Hav¥ you ever been discharged from the armed services under other than honorable conditions ? (You may omit any such discharge changed

to honorable by s Dischaige Review Board of sumilar authority.) . X
If"Yes,”" gove derssls in Liem 37 . )

C. Do you claum 3-point preference based on active duty in the armed forces) . . . . . . ] o X
If"Ye1." you will be required 10 firnith records to 1upport your claim at 1he iime you e sppomied.

D. Do you¢laim 10-goint preference?. . ’ L X

If "Yes." check rype of preference clamed and complete and atiach Standard Form 13~ Claim for [0-poins Vieteran Prefarence. sogesher wish 1he proof (alled for
1 that form ' TYPE; G Compensable disabiliy Disabiiey D Wife Widow é Muother

E. List Dates, Bnn‘uh, and Serual or Service Numbert of All Active Service ¢ Emter "N A 1f not .:/'plu.ab/:;A

From ) " To Branch ot Servu e Serial or Service Number

- N N/A

. » N 5
THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER, Standard Form' 17t E
i - ' September 1971.U8 (il Serv e Commussion

Page 1 - ) " 143 ‘ 171404 ' 155,
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L.

;TYPIM; Rough- Draft Lett:et; Exe cise #6 ‘

K : .
Pirections: Plensg type this memo w:lth 1 yellow "f' zreen, and 2 whites.
File one white chpy in your file and give your instructor the or igiml

) nnd carbpn copies A )

Mw

auﬂrwz\mwt uumw.wwzia@ "DC— :
mwmm%um &&MAULVLLU_,.
ka&(fjh‘*www Qnd. pomuL 8thun, aéuw.ommw

w—lwa.rma% eLeq
mm Couventad. t &M%QLIDSCA@
W weld b dlommda o .

Jo neacl anatisn ttineion numben whics
i nv "Dialing Pore A" diat ondythe fre-cugir -

-MWW (Juau breacn all

Qm.b@_émﬁ\ mﬂ-und,‘ﬁ-a,m

Ou)d.e,bbv oLtLa:tA.a.A €A,
Conmuww

mubammbw_
%:a.baﬂ Joun A, “wq%’u%mmm
mm&m ‘Qtlan

Mémﬂ"m snvea by othus
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TYPING: Rough Draft: Letter--Exefcise" #6 '(cnntinued‘)

'WW&M&) ﬂﬁwdomlum
'ﬂa.dw)ud.num.bw d.m.t.el.-.a.mopuaxp_,
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Typing: Exercise #7
e _ TABULATION

Some of your typing will require typing materials in columns. When you know that
. you have to type materials in table form or in columns, you should plan ahead.

You want to make sure that the material is balanced vertically and horizontally

on each page. ’

: . \ . g

Here is a step-by-step outline of how to figure the vertical placement of a
problem: o : s '
I. "Count the number of lines and the spaces between the lines.
o Between a major heading 'and the subheading, you
. should triple space. Between subheadings and’

the body of the information, you leave a double

space. The body of the information should be

single spaced if you have more than tern lines. .

It is better to double space if you have less

than ten lines. .

I}

' , 2. Subtract the total number of lines and the spaces between
the lines from 63. Divide this number by 2 and drop the :
fractions. This will tell you the number of lines you will . S
leave blank at the top of your paper. Be sure to start
Counting the lines after you can see the top edge of the
Paper as it rolls around. the platen.

Horizontal Centerirg

1. Clear all your tab &tops.

2. Count the number of strokes and spaces between words in the
longest line of eagh column.

3. Decide how many spaces .you want to leave between each column. Y

4. 'Add the total number of strokes in the longest line of each ' :
column and vthe spaces between the columns. ¥

-
v

5. Move your carriage to the center point on your typewriter.

6. Backspace one space for -every two strokes of this total in
-Dumber 4 or divide tHe total in number 4 by 2 and backspace
that number of times. .

~

7. Set the left margin at this point.
.

i
8. Space forward the number of spaces in the longest line of the
first column plus the number of spaces between this column.

9. Set a tab stop.
¥ :
10. Continuye with the same steps given in 8 and 9 until all the -
tab stops have been set. '
'
11. Return carriage. Use Tabulatof¥Control Key to check cach tab

stop. o 147
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TYPING: Exercise i#7 ‘ R _‘ -

DIRECTIONS: Type the following table.

. for less than 10 lines.

Leave 10 spaces between columns.
space between the main heading and the subheadings.
between the subheadings and the body of the table.

the body of the table if it has more than 10 lines.

Triple
Duuble spsce
Single space
Double space

Column 1

TABULATION EXERCISE

“

Column 2 Column 3 .
Agency Messenger Voucher
Government Cyefk Form
Office Typist Reouisition
Department Secretary Supplies
Bureau Stenographer Services E - ‘
’ Division Keypuncher Letters .c/
Federal Receptionist‘ Memor andums -
Branch Examiner / _ Examinations
' J
v
]
/
. g
: ' - 144
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"TYPING: Exercise #8 B o S e Ty
L ‘ : ‘ o ,
e 54 - . - . V'ARRANGE WIT3~CARE ,
2 . You are to type this table on a full sheet of paper. It should be arranged

vertically and horizontally. There are 63 vertical lines on a full sheet

of paper. Count the number of lines of typing with spaces between the lines
and subtract from 63. Divide this number by 2 and begin your heading on
this line. To arrange materials so they are spaced correctly across the -
page, you count the number of strokes for the longest line in each column.
Decide on the number of spaces you can leave between each column. Add all
of these numbers together and subtract from 95. Divide the answer by 2.

Set the left margin at this point. Add the longest line of the first column
plus‘the'number of spaces between each column. Set a tab at this point.
Take, the second column's longest* 14ne plus the spaces between the column

and set a tab at this point. Continue until you have set, your tabs for
all columns. : L

The heading is typed in all capitals and centered. .The heading is United '
States Civil Service Commission Regions. ’

’ . .

The subheadings are typed a triple space bépr the main heading. These
sub-headings are -typed in capital and lower case. There are five sub- -
headings. Column 1 is Region, Column .2 is Headquarters, Column 3 is '
Telephone Number, Column- 4 is Regional Hours--AM-PM, Column-5 is Washington
Time--AM-PM. é

< ‘ \ . :
This following information is not arranged horizontally or vertically. .
It is set up in the order in which the information is typed in the columns.
Do not copy it the way it.is typed on this page. ' '

AT Atlanta Merchandise Mart
240 Peachtree St., NW.

Atlanta, GA 30303 o 404-5264Ext.  8:00-4:30 8:00-4:30
BN Post Office and Courthouse _
Bldg.
Boston, MA 02109 617-223+Ext. 8:30-5:00 8:30-5:00
CH Main Post Office Bldg.
' 433 West Van Buren St.
Chicago, IL 60607 312-353+Ext.  8:15-5:00 9:15-6:00
DA 1114 Commerce Street ] "
Dallas, TX 75202 214-749+Ex¢t . 8:00-4: 40" 9:00-5740
) .
DE Bldg. 20, Denver Fed. Center
Denver, CO 80225 303-233+Ext. ;8:00-4:30 10:00-6:30
« NY .Federal Bldg. Fed. Plaza . J , . :
New York, NY 10007 212-264+Ext, 8:30-5:00 8:30-5:00

161




4 . :
A ’
P (b;lnmhbuae, Second & = 3 ‘ I v
', - Chestnut Sts. . . . B . L

Philadelphia, PA 19106 ~ _ 215-597+Ext.  8:15-4:45 © 8115-4345
_SE 3@04 Federal Office Bldg. ' o . .

Seattle, WA. 98104 . 206-583+Ext. ~  8:00-4:30 ¢ - '11:00-7:30
SF Federal ‘Bl'dg._, Box 36010 : H .

45C Golden Gate Ave. e S

Sar. Francisco, CA- 94102 415-556+Eyt. : 8:00-4:30 - N1:00-7:30
SL 1256 Federal Bldg. B | | |

1520 Market Street ’ o ‘ . :

'St. Louis, MO 63103 314-622+Ext. - . B8:00-4:304% 9:00-5:30

y)
a 3
‘. ’
. ' -
¢ * \ X
I L
f 4
’ ;
- ‘ §
, ) - )
.7 { | e . . . | " ' 162.
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’ TYPING

o 8

.

Exercise #9 =
e . US GOVERNMENT CORRESPONDENCE
. » MANUAL REVIEW

. £ .

For this exnrcise, please use your "US Government Correspondence Manual "
You are to find the answers and note where you found them.

we 7

Quzsrlons

ANSWEES

Part Page Para

R - h

What complimentary closifg shall I
use in a letter to the President of

_ the United States?

What words do 1 capitalize in.a

"Subject" line of a letter of memo? *

. n
Do I hyphenate such terms as "multiple |
purpose uses,' "law abiding citizen,! ;
and ''guided missile program"? -

10.

11.-

‘12,

. telegram?

1 divide it? .

When enclosures are not mentioned in
the ‘body of the letter, should they
be listed below the text of the letter?

What salueation do I use in a letter to"

the Chief Justice of the United States?

How would I ‘type December .3, 1972 in a

How do I punctuate this sentence? :

" '"Please send us pencils pens paper and

paperclips” \

AI am typing at my right margin and need

to divide the word "remitted." How do

How do I type the numbers in this
sentence? "You wild observe that the

.sword is 1 old fashioned, 2 still sharp,

and 3 unsually light for its size."

Shall I type today's date on this letter

‘whiclh must be signed in another office?

)
Do 1 hyphenate such terms as "7 hour day”

and ”24 1nch ruler"?

When would 1 type mailing- 1nstruct1ons
such as "Airmail," "Special Delivery,"

or "Registered' on the face of the

letter? -

151
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v

18. Qo

. letter to show the distri@fition of copies?,

19.

20.

21.

2.

. envelope?

'I find in the dictionary that the word

- .and "per cent." Which of these spellings
anm I to use in officiel Government letters?

'lbo 1 type "five recommendations“ or
‘"5 tecommendetions"’

'enve10pe?

2 ‘
* Should the word "states" be capitalized in

The "U.S Government Messenger Envelope'

~ Does "The Formal Letter" style have the

vdh-the 1eater~i£~eh. SRR
. IJUUlunot'mentionod in the lettér? EERE

“percent” is spelled two waye' “percent"  *

1

To be visible in a window envelope, no- _
line of the address should be longer than ,
inches?

Which is correct in Government correspon-
dence:  "U.S. Government" or United
States Government"? - . - STt

5 B

1 type Yce" on the or al page of a

How do I type the ZIP Code on the o

the following sentence? "He has done
considerable traveling throughout, the
North Atlantic states." R RS

.
The last typewriter line on each letter
should show the identification of office,’
writer and typist.
4. Does this line appear on the
- original copy of the letter?
‘be Do I use the writer's complete »
name?
c. Do I put my own initials if I'am Tﬁ
. the typgst? M N
d. Are my initials capitalized?
e. Do I type the date on this line?

is commonly réferred to as the "Holey
Enwvelope." When do you use this type of

date, inside address, salutation, ang -
complimentary close all starting on the
left- hnnd side of the page?
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) 1 upmm. the names of the
) nuoqs?

quotacion mqus? _

i
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- 2 Doeé the period 8o ins:lde or outside',’“\
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