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L ' ACCOUNTING
o v i Calculating Depreciation
Straight-Line Method

Ly

o Leérﬁing Activity Packagé < .
» ". By Martin B, Setter R . “

. o l"‘"‘._ S
CéldulatingﬂDeﬁrecfétidn-vStraight—Line Method .
,Course: - Accounting II - =~ % .

. Subject: Area: *Depiécigtion of Fixed Assets .’ . - -

Topic: 'Stra%ghr;Liné‘Deprecialion

" Grade:* i1a12. - . i - /-
g~ . - . 'ql' . o | S
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Behavioral Objectives' ﬁéL. L _ Lo :J\“__.'

q

.~f~.(;ﬁia'= .
I You, as a Bookkeeping 1L student, after completing this .

Learning Acthity Packet, when given cost, salvage value,

4 date of purchase, and the life of a particular fixed asset,

. .2. Also, you will be able to"- 1dent1fy -and calculate ‘the annual
* . 'rate of>depreciation and the asset's book: value with éomplete

»

© i e@accuracy.

Rationale for the Packet - B T o AT
-Q . . *
The lesson ma;erial covered 1n this packet is presented as a

"~ supplement to thgytextbook It is intended to assist~the student 4n

understanding straight-line depreciation which is the most common -

method used in\industry. . ‘ L - - .
' .'-‘A‘. . ’. N )
Learning Resburces _ - d . _% T ‘
. .. N Ly .‘. - «
1.--Perdcil, eraser, scrap paper, addlng machine (if available)
2. Textbook: -

. -Cengdry 21 Aecountlng Advanced Course, by Boynton,
»  Swanson, Carlson, andg?orkner, South-Western Publishing

Company, C1ncinnat1, 1974

\ . . . . . ;

Prerequis1te

Read Chapter 7 of the textbook for‘Accountlng II with special .
emphasis on Page 129 'straight-line method.' ,

v ‘ .

' Pretest . ' L < -

. -~

‘ Complete the questions on the followlng page to determine your.
' understanding of straight line deprecaation. :

rl .
.

So. Lo Will be able to calculate the annual depreciation using the_,_.
SR gtraight- -1ine method of depreciation, - o

;



. -wear and the passage of time is called depledion. -

kT '.; ) C ’ L)
R R

\

’ . .

. - “ T 4,

/ s . ’
n e 1 S [ . . ! N » . .
' l,i Késets that will be uséd for a umber of years.in
"+ | the operation of a busipess a gled f1xed assets.

v

,2.1 45@ decrédSe in the value of a fixed asset because of

3.+ Fixed a sets are sometimes called plant assets.

I v -

xed assets ‘increase ?n value as they become///q\
: 4

Depreciatipn. expense on land is. normally recorded
| at the end of each fiscal period S o t P

4 ]

ered when/determining depreciation expense.

R

6.. The esti;;ted life of a- fixed asset must be cons1d-

7. The origimal cost of ay fixed asset includes all oé-
the costs 1ncurfed in gett1ng the asset ready for .use.

‘“8. 'The estimated saﬂvage value of a fixed asset is also
known as its trade-in ‘value.

‘9." 'The amount to be charged to deprec1ationtexpense
durizg the useful ‘life of a fixed asseét is the dif- "
ference. between the cost of the asset and its .

estimated’ salvage value.

10, The King Kong Company purchased a gorilla cage for . _
can2$3,000. ¥It- had .an .estimated.1life:of .5 years .and.no.... .. .

e

Elvage value. The annual rate of depreciation,
ing the straight -line method would be $500 a | year

- for 5 years. T w //
Perfect:Score 10 o« . * "

" Deduct

Your Score : L , -

.AC 3

R

¢ ‘Aftér/'each statemeht below, place a check'mark in

ore.of the’ Answers columns to indicate your: answer. :
Upon completion of this part of‘your learning
.activity have ydur.{eacher check your answers.

e

False '

ELERRPVL SN

LT N

Wy

b T, ot rama
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If you d1d not achleve a perfect score- of 10 correct answers

upon completion of the prétast,.proceed with material in ‘this LAP.

Instruction (a) on page:144 of your textbook

If you achieved a ﬁerﬁect scbre, complete Pr@blem 7-1,

o

s \ ’

s ’ L . ~
, . . . -~ N . .» v ’
NS LAP 7-1: &_APREQIATrgiq—-STRAIGHT-‘LINE'.MET*HQP -
. 4 'Lw . l ) ’ s ‘ ! ‘ - . . ‘ e
‘\ R .'| . . , . 5 . r . N
To give you a, v1sual illustratlon of the stralght line de- /f
.~prec1at10n Jethed, read and arfaLyze the flow chart on. pagg7 of '
% this packet. é) L N
K Usé the chart on Pag 6 to a551st in your calculatlon of de—
; A prec1at10n ) - S, :
' p v ‘ . )'.0 Y t.
' ' 1 = : O, SRS
e .Pr,oblem. : . L ~‘ "a" A O Y L B

oL

of $4,500 includlng additional expense

On Jan. l 1975 a piece »f machine y was purchased at a cost @
{fto make it ready. for use.

The machinery has an estimated 'salvage alde of $500 and an es-
timated useful life of 4 years. You arey to determine the annual
deprec1at10n for each)ear and the book value at the end of. each year.

-

. o tep 1: Ident1f1cat10n of f1xed asset——u51ng’ﬁhe chart on Page 6 ,(Form 1)

a. Record mach1nery next’ ' to "Item". e
lb. ‘Record the date” Jan. 1, 1975, next to "Date ofLPurchase.
c. Record the cost. - of\&he asset, - $4,500, next to "Codg." r
d. Record the salvage value, $500, next to "Salvage Value.' . $>‘
e. Record the estimated life in years of the asset, (4 years) .
" next to ”Estlmated Life." o N
Step 2: - Determine- 11fe of the asset C ’ BEREEEE ' - r

2, 3, and & degendlng on the est1mated 11fe of the asset.

Ste

L4

Record the number ™1" in the <blumn headed "End of Year" on line ' =
1 for the first year's deprec1at10n Subsequent years q&ll be

3} Determ1ne the rate of depreciation :

The rate is found by dividing 1 year by the total estimated 11fe
of the asset. In.this case, the est1mated life is 4 years. The
rate for 4 years is 25% (124 = .25 '= 25/3 Using the straight- °
line.method, ah'asset which Kas a 4-year ‘life will depreciate

~ 25% in the .column headed "R e" on Line 1 for the first year.

You will also record 25% i ach of the following years. o« v

cost of the asset and d1v1d1ng<thls amount by the estlmated life
‘of the asset( .. N o o oW s ’

- . . L4
sy . . . A

i SteE 4: Computing depreciatlon

Depreciation is calculated by deduct1ng salvage value from the

'y

23



. \ ) ,

Use éhe'follow1ng formula:“

Cost ($4 500) ‘- Salvage Value (SSOO)

- Number of Years (?) , -

Depreciation Expeqse
* . ($1,000) \
«

~

Record $l 000 in the column headed "Annual Deprec1ation’. You
"will also record $1, 000 in each of the following years..
Note: If a fixed- asset is to be used until it is worn out and
e will have rp salvage value, the total cost ‘is d1v1ded by the ‘
‘ nymber of years. °
Step 5: Determlng book value" ' ’ .
- '  The originalecost of-a fixed asset minus the total amount of re®
‘corded deprec1at10n for that asset is called. the book value. To
/ " determine book value of the machinery, deduct the first yeards
éepreclation from,the cost of the asset (4,500 - 1,000 = 3, 500).
ecord the*bookw%%lue for thé first year $3,500, in the column
.. headed "Book Value" on line 1. )

v A

- rd

. S
- 4

Step 6: Completion of the problem .°
~Your"table is now completed for 1975. Repeat steps 2, 3 4, and,
* 5 to.-find the year, rate, deprec1at10n and book value for years
-+ .1976, 1977 and 1978." This will complete ydur table. The book -
" value at the end of 1978 is $500 If your answer is correct,
. _ proceed to' Page 8 of your LAP for the post test. R .
' - 1f your answer is.not correct, revieéw your work using ‘the text on
Page 129 as a guide. Also rev1e¢ the steps using the flow chart
- . on Page7 . If after this review your answer is still incorrect
) -- see the 1nstructor for further, explanation and assistance. .
Add1t1on§l”EXercise——thls problem’ is to be completed on Form 2.
On January 1,°1975 a typewriter was purchased at a cost of $400.
- It had a salvage value -of $50 and an expected life of 5 years.»
"You“are to determine the annual depreciation for each year and
T the book value at the end_ef each year ?

, .
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CHART FOR ’
STRAIGHT-LINE METHOD
o U ITEM ;
, . —
DATE OF PUR&{ASE ' COST ' - .
“ . .. SALVAGE VALUE ’ ESTIMATED LIFE
- ) END OF *» " RATE : ANNUAL BOOK
oo YEAR . (applied- to cost minus’ - DEPRECIATION VALUE
_ FORM 1 . __.salvage value) - . S
N
L ~ .
C T —
"/ - ) .
. c ,
' - , o .. p
I , - ’ 4,
ITEM ‘ I
>; . g I/ . ' L.
"~ DATE OF PURCHASE : ' COST
B L A T .
' o L - . - N\ N : ™ l
SALVAGE VALUE . . .../ ESTIMATED LIFE . %
. - 7 B ;' . \ i o
' . : P ,,/ i'd '. *
©  [END OF |- +=.7" " RATE ANNUAL BOOK
| YEAR |[. (applied to cost minus DEPRECIATION  |VALUE
-~ FORM 2 | - § s&lvage value) i ’
. W Lt
~+ — - - — f ‘:;.
] ' +—— S
2 ) ' P P B
1 SRS
‘ v / S .I - .
{ ] g ' -,
= \ 9 ) [~
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¢ FLOW CHART FOR STRAIGHT-IINE. METHOD OF 'DEPRECIATION '
-y N . . L .
- . / . ‘ - . Y
-— r < ?
Start : : P
. J
~ ..& / - N A Y
_ ' | Calculate ;
. Purchase e o o o -0 )
I R ' Depreciation -f Cost - Dc;preciation)
nvoice [ : +No. of years
. . (cost less depreciation) .
< R 4 N ) R
\«
Calculate - PR
- Rook. Value . (old book'value less dep.)
_ 3 i 1 . T T
.Y I -
X End N
~-0f Assets P
\Life? . :
‘ ‘ )
) o \ >
* R \ : . - 3
o TN -
* . [ \i /)
’ . ' .
[y . “ . . I
i A B ( _ ) :
' . . AC T : ’ -
. - .
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) N . . 8 “ S ) . 8
‘- \\ ] 2 .\ ) -.,/‘
: o . & O S Lo
:’: J—/ / . R ) ) f} i . D ,{.‘ o _ i
. .- *Post Test . . . — . " e Y s . T
RS "f)irect:ions: Fill in the blanks for each oﬁ“ t:he foflbwing c)uest.“ion»
T _The Rolling Stones\bdnd purcha\f‘.ed an ampli.f«;ler £or $5 000 yon
- Jan: 1, l975 It: hdad an esan}e/d life of 5 years and an expect:ed -
e salvage value of $l 000. Use the st:raight: line met:hod to determine
7 thé fol/fowing:' h : : '.' '
' . - ’, ' ' lj -
‘a. Rate. of depreciation - .
- - \
b 1st 'year's depreciation o ,. -
.- . ) . ) } - - ' .
c. Book value at:te?fd of 1st year : N (_ ‘ ~
. - ) ¢ y 0" - F e
d. - 2nd year's depreciation . - °>] S )
. _ : C N
e. Book value at end of 5 years ot '\\ @ o
— . a h“- Lo '_ R %
2. ’I'he amount: t:hat: t:he gwner of a fixed asset:test:1‘mat:e he will
. receive at the time of dispos1ng of | t:he asse-t: \i"s call,éd the.
R ¢ N s
3." Assets that w1ll be used for a number of years 1n t:he o\)erat:ion of_
/ . ST e e' ' \
a bus1ness are- called ) : . ‘,.,a \ 1 e, )
. ) ' T NS 1 ! i
4. The original cost: of a fixed asset minuelr t:he t:at*altgmo_pt of
\ ) 7 o . .
' recorded deprecia,t:ion of that: asset: 1s called t:he e @ \-'r. .
. . Ty 9‘ - ...‘r .
7*5. The decrease (in’ the value of a fixed asset: bec,ause o£ wear and\ t:he
. " ) . S “ .'
/ . - - _._n_ )
passage of time. J‘s called - ,' SNV B \
. T . E / y s
6. A met:hod of calculat:1ng depreciat:io?t by applying a st:ea‘tiily ¥ \ C
declinmg fract:ion to the cost-is called st:ralght: Iine depreciat:io\n
. » . - ! ' 4o t\
true ,or false. e -_;':, {:». RN S \
UPON COMPLETION OF POST TEST, SEE %UR TEACHER Fop; 'GR.ADING AND FURTHERV ‘
S - \ L .
e INSTRUCTIONS . S
. ‘» T . . ot P ‘.
' ‘ : - § . :‘ S
Sl o \ . . ) oo R IR
- - ' . ~ O :
’ L . : . 8
e - v 12 C e
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. . - 4 * . - BUSINESS ENGLISH
I o §\ ' Similar Woyd Drill .
Programmed Unit L < e - '
) - *By Mardia Druan . e
. _ : ~
. y | : . ' '_.:"" “
T \ ‘HMATRODUCTION
el Thig lesson "SIMILAR WORD DRILLS" is a basic review -intended

‘for use in a ‘Business English or Transcription class. The grade
level may range from ninth grade to. the college level, S

. Section 1 deals with the introduction of rules and examples
of each word. The information was taker ‘from Gregg Shorthand
Diamond Jubilee Series--Second Edition by Jghn Robert Gregg,

" Loula A, Leslie and Charles E. Zoubek. Section II is a programmed
review. - -

Instructiomnal Objective

\\\This lesson will give the student an opportunity to improve
-5F§38 skill 1in the use of similar words.

Behavioral Objective: 7 C

-

Given a list of twenty-five sentences, the student will choose
the correct similar word with® 95% accuracy within 20 minutes.

13

N




) B : . 10
‘ e N - |
7 SIMILAR WORDS -
_ Section I Example ‘o . T | o
ADDIfi?N,vEDiTIO§ ' .
'ADDiTiON: Anything added. 3 - Lo
. ' R She will be a fine addition to your .gtaff.
EDITION;. All the copies of a book. printed at one time.
— et ~4Tbe»seeond=edition«)fwthe—book +s— beautif(rl ly ——— -—~—.¥
. _ . illustrated _
& ———— - P S e ]
. ASSISTANCE, ASSISTANTS N " _ -
ASSTSTANCE: Help. . ' T
L You will find many suggestions that wiil be of ,
assistance to you. .
ASSIsiANTs;.‘HeIpérs. !
) . ", One of my assistants tells me‘you will feature
] . . our line 1in your store.
«  BROUGHT, BOUGHT
' BROUGHT: The past tense and past participie ot bring.
John brought the hook back after having read it.
BOUGHT: Purchased. . » o
? . " We bought some t;pewriters and eiettric calculators.

e e e e e e e e e e e e e e o o i e i e e e e o e e —— s e i 4 e P . e (s . e e i e

COUNTRY, COUNTY

COUNTRY: A nation.

He jolined the armed forces of our country.

[

. o COUNTY: A political division of a state.
C e Miami 1s In Dade County, Florida.
. , (

o ‘2?- - ' ‘.'., ].4‘ | | ‘ | e




IT's, ITS }
IT'S: The contraction of "it is." .
It's a fine day.
. ITS: Possessive form méaning belonging to.
e , ts operating efficiency has been proven.
PAST, PASSED ) s . -
I
PAST: A former‘ time. )
- [ ‘ , - .
~’ . . A Y ' > —
. C The program has been very, successful in the
past. (N) : . . o ¢
. ~ . ) v - . ", . . - .
. : L _PA.SSED: Went by; moved al_ong;,tr’;msfer‘réd. ) )
" I passed him on the streget. 4
. Before many days had passed, he took care of his
. account.,
: I passed the report on to him. ' ,
e B
- QUITE, QUIET ’ .
QUITE: " Completelyy entirely.” , -
. You will be quite pleasegd with our books.
QUIET: Freé of nojse; not exclted. ,
Notdice how quict” the room Is. '
Lok
. "He is oa quict person who seldom has anything, to say.
R T T T e e e e e e e
THETR, THERE, THEY!Rf
THEIR:  Belonging to them.
I eamnot approve the plans in their present form.
THERE:  In or to that place.
° . X . R
v went there at hiy request .
CTHEY'RE:  The contract fon of .”'_';'Y are.
- The workern sald thar they're willing to cooperate,
o ' . ‘ 15
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- TO, TOOK TWO

"TO=

In-the dinectiqn of.

&

I should like to talk to you about this matter.

4 ?

12

TOO: Also; more than enough )
, 'I, too, was in the Naﬁy{ ,' 8%
! ' o . g : o -
" ’She receives too many pefsonal calls in the office. .
) - — . . 4
R R A I
B One plus one.‘ . o l‘?_ <,
. N ’ - b ,
] . He §pent two years in Francg, R : v
.t —-—4-——s~vq*_ ------ A —_— ——————
S 0 s u <. v '
o WEATHERﬁ w}mTHER o T . ‘
- . o - .
,WE¢THER ‘State of the atomosphere with»reSpect to wetness
’ .or dryness, cold or\Jheat, climat'e. : R
‘ .\\ “0 :
S YOu can take -a good'%déture regarq*ess of 'the ‘
;ﬁ;;j ) weather. . .
,-Wﬁ" ' The game was cqﬂled &ff because of the weather..
1 "I ﬂ* —_— T
. . WHETHEB'“ Indicating a choice (oftqn folIowed by or). Also
! co used to iﬁtroduce arl indirect -question.
. # , ﬁ J
You can céke a good picture whether  the sun is
shining or it is raining.
‘ Le: me'know-dhether you will be free on‘Friday. .
- .
Y
o ’

A
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"Section TII Programmed'ﬁeview ,

Directions:, Place a sheet of paper over the column at the right.
o Read the sentence at:the left and choose the correct word by under-
A _scoring your choice. After each item, expose the correct sentence
" a¥ the right. GOOD LUCK' -

'

1. Mary and- John are going the : ' ,’ 1.  £9~ﬂ,
' fair.. ' T ’ U -
to, -too, two - _ oo
f"f_“fcj}? ------ B caum
.\ 2. Sbg has’ no fdea + " or fot she .2, whether,
R _ ey L e
\ '/— ————————————————— - —— o -\‘;r'—_“:—?é———---‘— ——————————
| g uv_,v ¥ T _ .
3. -still deciding if they hive : 3. They're
. enough money.ﬁf g80. . ) SR S
° . : y ) N Nad : -t
, tﬁeir, there, they're : .
"-7"-“--:idr<r;-“-"--- ------ ——mm-- s
t r{}' L5 ' £ . . N .
4. Patrigiﬁmﬁg§>« pleased with-her - 4. quite
son's report card. . .
- quite,”quiet 7 = . : };.ff' ‘
———— e e e e A e e l.'_..________—_——_;——;_——-—_'__'——-.f_'—-:’l—~'—.’1;_——
. L R
. ! . ' v,~@4.’*
5. Michelle the exam with a . 5.- passed
gcore of 95.° _ . . L
. /’ "“
- pasty, passed )
6. difficult to find good, C 6. It's
quality merchandise. ¢
it's, its v 1
i e
’ 7. We are’ thinking of building an ¢ 7. addition .
' __on to our house. f
1 . addition, edition ' R g p
_—_‘—L/— ————————————————————— ot e e e s . e e e o \,5‘_ ______ o et e e o o e e e e e
, : » , J/ po N
— : '-\‘ .
: 8. When we were in Dallas, we 8... bought e

bone china. . ‘ -

brought, bought




- ‘e 14
e - . T : » N '
LE T - 9. Ve hope ‘that we can be of . B .9, assistance
o to you: . R . R

~ assistance, assistants

R '10. Tom lives in tﬂe of .10, County .
- llétchfield C0nnecticut. - : .
. Country, County ‘
- l»----fr*---j----j ------ T T T T T T T T T T T T e e e e e e e
2R B Mr. Kock had a meeting with _ ) 11. assistants
. _ all of ‘his. _present. . : . o
L . . ‘7 . . -
assistance, assistants ot
. ____________'__..—__‘ e e e e e e e e ——_——— e - ————— o e e i e
A . . - ' - ) . .
12, I“usedtGregg's second of> ' v 12, edition
. their shorthand'book-series;h .
' addition, edition’ - e -
______________________ e_____________,___;:_;_;__________;_______7_____-
_' fe - ~ . R < N B [4 ks
. 13 Raymond had’ _ many things = 13. too e
against him to win the race. C o
: to, too, two . . ' L ) -ﬁk;;
14. He remarkestEat there ' . 14.  too
were others more qualified
to, too, two
15/ 1If the - ~1s good,  we are . o 15. weather
'going to Sandy Beach!, ‘ :
. ' 1 .
- weather, whether . . , ¢ -
____—__—_. _____ "1-"__“_ _______ L"_--__—_—_——__‘--_—_—_—_-_—-___.f'ﬁ ---------
6. Of the students did,thetr 16.. Two /
" projects on the same topic. . :'Mﬂ,, _g.
o p ' » t‘ it r '::
to, too, two /- .;“52‘ " ’ :
17. The Browns went ' on their 17. _there | y
honeymoon. o ' . o P |
their, there, they're’
L . 1;3
‘]

A



/:
L

20. He, is the leader of our _ - . " 120. country
couqtry, cduﬁty . ‘-}' A . ,
_———— - —— ‘-... L e e eome _‘_’_ . —_—
S - < 7 | ST o
21. You must be ‘.when‘yoo - 21, ggiég C
walk in the halls. b . :
‘quite, quiet
ﬂ. . . . | .
2. value is in its size.. - . @ . 22, its
6‘.:’.21: it's,‘its- . I . a .,‘ 4 . ;v‘,. )
————c - e e - -
23. Mrs. Jones has sfudgnt i ' p 23. assistants -
working in the typing lab. - ‘ ’ : '
‘assistance, assistants
24. Please put. your books over . 24, there
their,'%here,iif%y're
©25. You will’ be surprised with 25. Aguiteih
the beauty of that country. :
-
quite, quiet ’
o "

18. You should not dwell. on the f:« . ) 18. past .
but rather look to.the future. - o 3 an
) s s . ‘ i
past, passed i R
19. The Greens painted house . 19. their

the same. as thefr neighbors.. '+

their, there, they're =~ ' - R

19



: BUSINESS ENGLISH
- . . ' Punctuation
. Programmed Unit ,

. By Maria Druan , N

. INTRODUCTIdN - SR

_ The following lesson on "PUNCTUATION PRACTICE——Commas" is a
basic" rgview irtended for ° use in ‘a Business English or Transcription
class. The grade. level may range from ninth grade to the college
level. :

. The first section deals with the introduction of rules and
examples .of the use of the- comma--CONJUNCTION,: IF CLAUSE, AND OMITTED

. APPOSITION, AS CLAUSE, INTRODUCTORY, PARENTHETICAL, SERIES, WHEN

CLAUSE. The information wgs taken from Gregg Shorthand Diamond
Jubilee Series--Second Edition by John Robert Gregg, Louis. A Leslie
and Charles E. Zoubek o

.y
(e
- ¥

Section 2 is ap ogramned review.f The nine rules for using
commas- are-reviewed by means of a listing of sentences with “the ‘commas. -
omitted. In some ins anqes the sentences are correct without comma
. punctuation.. L

~ s : :

Section 3 involves a final test c0nsisting ‘of twénty five
sentences which need to be punctuated.

S;his lesson is intended to be used as a self-instruction unit.
The lesson' may be presented by the teacher also. The teacher may
choose to use this lesson as an individualized review of material,
Section 3 may be used as either a formal test or a homework assignmerit-
to be corrected in class as a group.

Instructional Objectite
. This lesson.will give the student ‘an opportunity to improve
‘his" punctuation skills in us1ng commas.

-Behavioral Objective : o i “
, Given a;list of twenty-five sentences, the student will insert
- the necessary comma punctuation with 95/ accuracy within 20 minutes.

L __ &

D

PR Y




'INSTRUCTIONS TO THE STUDENT
'Read and'study the material on pages l-4.

- M .

Take the prqéraﬁméd COMMA TEST.

When_you feel confident enough, take the FINAL TEST.

My . GOOD LUCK!
' 4
.
/s
"
," 3
. .
. e
Gy
.‘I
[
.
[ ?
' Ny
3
’
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The fifst independent'élause is: Your speech

'fthé’twqxindepéndent cl
~junction AND, “a ‘comma is used between themy;
: » ’ . e

" PUNCTUATION PRACTICE

COMMAS , ' _ .

-y

CONJUNCTION

»
v

A comma is used tdlseparate two~indepéndent clauses that are joined by
one of the following conjunctions: AND, BUT, OR,“FOR, NOR.
N \ . N .

'1An indepehdeht clause: (sometimes called.é main or a principﬁl.e ause)  °
is one that has a subject and a. predicate and that .could stand alone

as a complete sentence. . : 2
h . . . o \ .
Your,speéch was taped by one of ‘our people,

and I have had my secretary transcribe .it. v

was taped by one of our

eople. =~ - . . 5. .

peop . o, o . ro

The second irdependent clause is: I have had my secretary trans-
cribe -it. 4 ' o ! . T

-
. .

'Bbthlélauées.céuld'staﬁd,as'separéte-sen;encés; with ‘a period after
s each. Because ‘the thoughts of- the two clauses are closely related,

however, the-clauses-wegz joined,tp~fo;g oné/sentence. Because

auses are'éqgagétéﬂﬂ y the coordinating con-
 before the conjunction.
/. .

"IF" CLAUSE - . o o ot i
One of the mostJfréquent-errOrs made by thq{beginning transcriber
is the failure to make a complete sentence.” In most cases the in-

complete’ sentence is a dependent or subordinage clause introduced by

IF, AS, or WHEN. The dependent or subordinate clause deceives the

2P :
&

" transcriber because it is a complete sentence except that it is

introduced by ‘a word such as IF; therefore, it requires another
ctause to complete the thought. - ’

# . o
The dependent or subordinate clause'often-signals the coming of the °
main clad%e’by means of a subordinate conjunction. Theicommonest

subordinating'.conjunctions are IF, AS, and WHEN. Other 'subordinating

conjunctions are THOUGH, ALTHOUGH, WHETHER, UNLESS, BECAUSE, SINCE,

]

‘WHILE, WHERE, AFTER, WHENEVER, UNTIL, BEFORE, and NOW. We will consider

clauses introduced by IF.

If you can-do this for us, we will be exceedingly.
.grateful. o ‘ '

, . _ If T can help you obtain material for the bulletinu,

d? S please let me know. , : - .

——— —— . = o e — e e e s = e Bt e e . S e ———— e s e




¥
s ) {r ,
; PUNCTUATION PRACTICE~-~Commas P
. "AND" OMITTED .~ -
. > _ .
When two. or more adjectives modify the same noun, they are separated :
by commas.’ = i \\;'

He was a quietifefficient worker.

we -

However the comma is not used if the first adJective modifies “the
combined idea of the second hdjective plus the noun. -
5 it ¢

[ '~ She wore a beautiful'green dress.’ - S
N . N

Note: You can quickly determine whether to insert .a comma between
~.two consecutive adJecsives by mentally placing AND between them. " If,
- .the’ sentence makes good sense with AND inserted between the adjectives,
- then the comma is used. For example, the first illustration would
X}mgke good seBse if it read P CT
AR " He was‘a quiet and'efficient worker. .o

¢ : . 3 N . -
o ” _ S & v

~

APPOSITION‘ : ' L

-Sometimes a writer mentions a’ person or thing, and in order t¢ make

his meaning perfectly clear to the reader, he says the same thing in

different words.. -The clarifying word or. phrase or clause is known as
expression in apposition.”" Each expression in apposition should

be set off by comhas. When the expression occurs at the end of a

sentgnce), only one comma is necessary.;

LT S v

[ : . Our latest’booklet Gracious Living, is enclosed ,.

The meeting will- be held on Friday, June l6, at &
~ the Hotel Brown. ) .
. . )
I - fPlease have him get in touch with Mr. Roy, our
- personnel manager.

i

“He 1ives in Chicago, Illinois.

Note: When the clarifying term 1s very closely connected with the
principal noun so that the sense would not be complete without the -
added term, nolcommas are required v

lMy sister Jane will be home soon.

. 1"?Thevword embarrass is oftén misspelled.

PP 2




g BRI o _ L .

‘PUNCTUATION. PRACTICE--Commas’ | ” S
5. L ) ' o T ' . -
- MAS" CLAUSE o . |
-///' A subordinate clause introduced by AS and. followed by a main clause
' S £ separated from the main clause by a comma. : - T
: . y e L

’

As you ‘know, there is a substantial sum- due'
* ' on your account.
o o As you will see by the enclosed report, our
’ plans for the convention are almost complete.

.

L.

INTRODUCTORY ™ © - . | N .
'.~ A .

A''‘comma is used to separate the subordinate clause ‘from a following

main clzuse. You have already studied the application of this rule

to subordidate" clauses introduced.by IF, AS and WHEN.  Here are add-

itional examples. : ' - )

P

'0‘:

. While .I understand’the statement, I do not agree
with ft ' ’

-: .Although'it'was only 3 o;clock,'he closed the-office.

s ~ g Before you award your next advertibing contract,
: give us an opportunity to discuss it with you.

‘A comma is also used after introductory words er phrases such as
FURTHERMORE ON THE CONTRARY j9ad FOR INSTANCE ; -

Furthermore, you made a mistake in grammar.
~+ On the contrary, you are at fault.

For your convenience in sending me’ the information
I need, I am enclosing a stamped envelope. v
Note: If the subordinate clauge or other introductory expression
follows ‘the main clause, the comma is usually not necessary.

\ o I am enclosing a stamped envelope for your convenience
DU . in sending me the information I need.
4 ' 1 7
] . ‘
& ‘
v PP 3
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PUNCTUATION PRAGTICE--Commas = . R N
.. .. JN . _ T .. -

PARENTHETICAL N R .

A word or a phrase or a clause that is used. parent etically (that is, k L

) one. not necessary to the grammatical completeness of the sentence) S
;- ~ should be set off by commas . ' _ R o . |
. : : T .
g 1f the parenthet1cal exprEaguoﬂ‘occurs at the -end of the entence, o 'Z' '
only one comma is used ' %gn“ah L S -‘ Y;;\_,;a/~ - l' -
K .Af B 'There,iu, of course, no charge for this service.

"”MW’:*“”@ﬁ;““;‘f”””%”ff'Never hesitate‘to‘let ‘us know """ ‘Mr“TStrong, when ;7"

S 4 . .our organization can help ‘you.. v g
- : - - -
’:> ) : j-.We actually print your picture onvthe,card,:“
L ' . Mr. Short.\ C -
: . \ , ,
T e e e ———— e ---

then the last member of a series of thrée or more items is preceded by

T ANDh OR, .or NOR, place a comma before tﬁb conjunction as well as’ between
o mhe other items. o : ; ot

-~

HD S BT : o
- _Thg railroads are recognized to be a major ' ' o
problem confronting the cities,’ towns, and )

.‘villages throughout the country. : :

fThe meetings will be held on June s, July 8 - -
! and July 16, ‘ : ‘ .

o " Her duties consisted of receiving calls, answering
) ' the telephone, and opening the mail. e

.Note: Some authorities prefer to omit the comma,before the conjunction.
In this-‘'clas®, however, we will follow the general rule stated above.

-—»- ———————— o o o o e e e i e e e T e = e e e e e A S et B e g R . T e . e T . S e =
‘"WHEN" CLAUSE
A subordinate clause introduced by WHEN and followed by the main
. .clause is separated from the main clause by a comma, - '

~ ?

When I was in town last month 'T discussed with you . °'-

L : the possibility of holding our meetings in your hotel,
. ’ When you delay payiny; /nur bills, you- are endangering
‘ ‘your credit reputa: ion. . -
‘ ; b PP 4
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n | * . Wit :
o * 2 [ ’ ¢ *
[ ] . Ll e 4, -y R4

.- . »

Directions~ Place a sheet of - paper over;anumn 2 Com?‘,rj Column 1 .
by placing the necessary admma - punctuation._ ‘Be. careful*—some of the_{y_‘A .
} sentences are corréct as they are.  After you have completed each o f:
R TN sentence, correct Column 1 by exposing the answers in Colﬁﬁm’ ? ;'. A
Column 1 {*f'g s ,11 Columﬁ 2% S R
) .o ".. \[ ) "». > ' . .’.$“:,l. ’ ":
J1. 71 I ¢dn ever be of any assistance If I can eve; he of any.. *u~“'_, ™
o to you please let’ pe know U :',ﬁ assistance to you, pléhse let C
" . . - -, . i - ' ~., a‘» '.,‘.._:v. L b: me k‘now.‘q.‘ J"’ ’- . .. <‘_.. ) ‘ .
. ) - . > s '. e KX B 5 R4 S
EILE ,2.”'Your paper was typed by one.of*my 20 Yout§p@per was “typed by one ;o
. s secretaries‘and I have proofread ' “ofs iy " .secretaries, and I héve
X . R - for you. PR SR A proofrehd it for you..

. . ) . . v . ' . ° / -
3. ‘Your dress is-a simple green style. | 3. Your dress is a simple green
. N ¢ ' . . l o . .'. style. ) - .. 2 ’

<

“ 4, Qur latest ‘book_ Typing Letters was_' 4, Our latest book, Typing Letters,,

. published last year. , : . was published last year. J:
. , ‘a e LR Y A W
" - . N ( '..,'
*5.. The word recommend is often mis—' | §.. The word recommend is often ot
& spelled i L ’misspelled~
L J ) ’
_ 6. On the contrary she does a fine . . 6. Op'. the contrary, she Hoes a
" job. ‘ . L >3'fine job o . N
74 Although I only met her once I - g 97."Although I only met her: once,
' feel she is a good:candidate for - I feel she is a good candidate
the job. 7. : _ : _ . for the job. {_
"8, As you will see from my resume I '-8, ﬂAs you w1ll see fr0m my resume,
have held several jabs in business.. I have/held 'several jobs ip
‘ o o T i . business. - . Cl
\ C . . * . . : - ’
.9.. Furthermore I will not send yoy my 9. Furthermore, I will not sendxyou
check until. my merchandise is - | my check until my merchandise is-
delivered . . : SR __delivered T 5
10. . There is of, course no reason for [ 10. jThere is, of cdurée, To reason
T the delay, = e ~ for. tHe delay. - . Lt

+

,11. The meetings will be held on July ‘' |11, The mee i\gs will be held on . ¢

9 10 and 11. O 7 : oA July 9, , and 11+ N
12. When I was in .town, Satu: Iay I S 12. 'Wheh I was. in town gaturday, I
. ‘visited Mr. Stor's office, ' visited a;._Stor 8 office.

Syt

R PP S5 e L
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©15.

16.

17.

18.

24,

» 425,

- to- college.

g 1

As” you know 1 hane a degree
in business. ' -

Please feel free tb call me
Miss Jones when you arrive.

My brother Raymond is going

Nancy is a typist receptionist

and secretary for Kelly Services, .

Inc..

My Uncle George president of
that firm earns a salary of
$40,000.

When 1 f1nish school I will ,
be qualified to teach Business
Math ot .

i

. oL ’ 1" ‘ .
As you ‘know my sister wozkE for.
that company.

If you have any questions ‘about
the exam feel free to ask.

Mary went shopping on Monday apd
had- lunch with Sue. .

e -
Please come to see me Saturday
if you can.

N

LIE T can‘he1p you in,any way

contact me at my home.

oW T -
Please call Mary Green the
fourth grade teacher. -

/
As” you know -1 will be in Chicago .

on Tuesday.

A . PR6 .

3
23

13. As you know, I have a degree
- .~ 1n business. “
- 14. Please feel free to call me,
- Miss Jones, when you arrive.
15. My brother Raymond is going
to college.
N .
* 16. Nancy is a typist, receptionist,

- and secretary for Kelly Services,
~ Inc.. :

My Uncle George, nresident of

17.
- ‘that firm, earns a salary of
$40,000.
18. When I finish school, I will
“;,' be qualified to teach Business
Math
A49. As‘you know, my sister'works
for that company.
20, If you ha;e any questions about
the exam, feel free to ask.”
21. Mary went shopping on Monday and
- had lunch with Sue.
22. Please come to see me Saturday’
if you can.
23. If I can help you in any way,
contact.me at my home.
24.u Please call Mary Green, the

™ fourth grade teacher.

25.  As you know, I will be in
. Chicago on Tuesday.

i T Lo

%%,

o
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FINAL TEST

Directiopns: Inseét the necessary comma punctuation in the sentences
below. If the sentence is correct as it is, place a check in the left
margin. GOOD LUCK ! ' o '

1.

10.

11.

12,

.130

14,

15.

16,

17.

Good Students can recognize)define)and.use more words than their
weaker brothers. .

»

.To become a fast reade‘)therefore)you must become a master of the

o

words you read.
? o .
When you visit Connecticut again)please stop by to see me. L —

Besides being a generous person)Mary is a great friend - .

" If I can ever be of help to you)please call on me,

¢

As you may guess)I have: enjoyed this visit,

Please contact the department head)Miss Lyons)to receive the
information. . ks

I will go to Norwich)and I wi?ﬂ see Marge.;

Please make sure you pick up the letters)booilets,and memos at
the store.

Tom wore a neat grey suit.

Mrs. Jones was pleased with the report and also with the transcript.

.
°

Please visit us if you have a chance.
He lives in Washington)Connecticut.
He was a studious)learned student.,

My brother John 'will be home in July.
\ : ' » 7 .

As you know’my husband is a salesman for that company.,

1 R .
Whi's I am not sure of my formulas)I feel 1 could pass Geometry 1I. .

F-our convenience)I haye.enclosed a stamped envelope.

’

Please call ne when you axrive)Mr. Short)so that I can‘help you.

=

#

28



/FfNAL. TEST--Commas
21. If you can use this pen)‘y'eh may have it.

22, When you finish your -coﬁrse)’you will have 30 credits.
23. Susan is from Westport Cannecticut;

24. As you know)I have a sister .in Europe. -

25. ‘While I am not a friend of 'hers)I do know who she is.

AY
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S BUSINESS MATHEMATICS
o o ‘Commissions
Programned Unit. : :
- By Leonard Lopardo -

.

- FIGURING COMMISSION

OBJECTIVE ,' K e -

.This booklet is designed to- offer to the business mathematics o
student a method to reenforce a'one week introduction to commissions.
The basic objective of the programmed unit is to enable the student
to calcuihte commissions with 100% accuracy.

.Toﬂthe.stndent

i

This Bookletf
What 1t is:

This programmed unit you are about to study is a new kind of
instructional technique that has proved helpful in making learning
more efficient and permanent. Each numbered frame has in it some:
important instruction and also a question that requtres you to fill

:in a blank, compose a short answer, do a calculation, or select, an
“answer from a ‘multiple choice. Each frame provides additional in- .
formation. Each question is followed by the answer directly below
the double line that extends completely.across the page.

L]

% » ~
.h‘ . - :." Yk,

How to use 1it:’

" To get maximum benefit from thls new kind of technique, you .
should use a cardvor a folded sheet of paper to cover up everything
but the frame you are examining. You should start by placing the
card or folded sheet of paper at tHe top of the page you are working
on and ther move it down to the first complete line across the page.
You then study the -content of the frame very carefully and make a
decision on your answer. Write your answer on the answver sheet
provided. Then slide the card or folded sheet of paper doqn until

- 'you uncover the answer. You can then determine whether your answer

1s correct.

.“_ s
If you answer incorrectly:
v C g

v

Checking your answer immediately will act to reenforce the
correct answer efficiently When you are incorrect, you should
return to the frame to study:it and to discover whether you

4
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misread it or made ai efror. 'If you have difficulty‘ y0u may have
] to call on your teacher for a hint or two. . ' . ¢

You may find that you can move at quite a rapid pace with this
new technique because . the steps are so gradual and the knowledge
that you gain is built up so carefully. Be very careful, héwever,-
not to.go so rapidly that you misread any of. the frames and hence."
make an error.

EAPE
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~ .- FIGURING COMMISSION -, .
X C . o

r','

l. In %one businesses, a salesman is paid a commission instead of

‘a . ' ’ salary.
’ a ' . e
. . i A\
v A ‘
& SiWFixed
Ca

e o . . o MR

2. In some bu51nesses, a .salesman is paid a combination of,fixed

salary and oS s '
.<l1 ‘ B X . .
e i . ) ' : .
. ’ '.'1*4;\”' L . .
Commission . S - .
“ —_— . + .
. ) . R . N . e .
- . ‘ . _ . »
3. A commission may be a certain amount for each . sold,
-

or it may 'be a percent of the dollar value of sales.

0

Article . ‘&,,‘ . s
"4, Straight Commission basis is wnep-a -salesman is paid » :
- a commission.
é

Only - - -

.

5. When the rate of commission is an amount for each article sold
. the number‘of ‘articles is multiplied by -the rate to find
. M kthe . .

Commisgion
=nisslion

6. The formula to find commission when the rate of commission is
an amount for each sold, is: :

Rate of‘Conmission.X . = Commission

Quantity Sold

32 . .



10.,

11,

12.

c. 165 Birthday Card Packs @ 30¢ commiaaion/Pack—

a. $24.00 b. $200 c. $49.50 . 3

to the nearest

. ‘

. Find'the'amount of Commission in‘each of the following? - .

a;"300 magazines @ 8¢ comm1331on/megazine=
b. 400 books @ 50¢ .commission/book= .

29

(3N
. .
»

In some cases it will be necessary to ro%nd off the commission
. '

L

'eent ] " v . A

Round .these to the cent

a. $134.4795 = b. $168.07389

Ca. $134.48 b. . $168.07

Commissions: are rounded to the

nearest cent ' _ - : IR

dollar value .

A commission may be a certain amount for each article sold,
or it may be a _ . of the dollar value of sales.

Percent - : S Cos

i N\

When the rate of . commission is expressed as-a percent, it is

based on the . of sales.

33



-13.

14,

15.

16.

17,

Commission

:Rate of Commission (Percent) X 'i L= Commission

"~ a.. 6,000 §ales X SA Rate of Commission—'

s

&

_The rate of Commiss1on (percent) multiplied by the dollar«value
of the sales equals - L .

,The formula to find commission when the rate of gpmmission is -

a percent of the dollar value of, the sales is: 5

i

Sales _
-Find the amount. of commlssion in each of the following”
b. 14,000 Sales X 2% Rate of Commission=

c. 8,000 Sales X 10% Rate of Commission=
d. 8,750-Sales X 6% Rate of Commission=

—_—

a. $300.00 b. $280.00 c.: ssdo.oo_ d. $525.00

It is possible that a percent will not be a, - '.‘percent
when finding commission. Ce : '

.

Whole
A 1/2% is a fractional ‘part of 3 percent. ¢

One

To calculate commission with. a fraction of percent a simple
method is to find ' | percent of the-sales ~and multiple

-this product by the fraction. .

«

- N
[

One‘



L2

. 19. Find the amount, of Commission in each of the following to‘the
Y nearest cent.

N ' N , B
) Sales ST - Rate of Commission .

ac $45,000 xh 1y Ea
b $45,000 X | 1/10% = b
'iq; $21,000 © - :_k | . .il/j% = c

d. $28,900 . x CUTE =4

o

a. $225.00 ' b. -$68.00° c. $70.00° 4341.29

- 20. Find the amount of commission in each of the following to the

nearest cent. Commission . Rate of
'Quantity . . on Each Sales" Commission .
" a. 400 shrubs' - $1.50 d $9000 : 8%. .
,Y. b. 500 X-Mass Trees 90¢ . e 500 10 :1/2% -
""" ¢. 215 Books Q 40¢ - - f 750 1 10%

a. $600.00 b. $450.00 - c. $86.00 - d. .$720.00
e. .$52:50 £. $75.00°
so21. In many flnms a salesman receives a salary plus a percent of

his sales or a percent of his 'salées above a fixed amount
known as the salesman's :

S
%

’anta N T ‘n

4 : ."; ""'
A : . : ST N
22. The quota metNod,is used as a form of plan.
. : 5 . : »
Incentive . -
* 4
-23. Salary plus - equals total -earnings.
Commission . : B L S .
v . ,
s (‘o T
o S )
) '.g. T
el - B
35 R
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25..

“week?

24. Find thevaotal earningg of‘each salesman.’ -
: Weekiyl.' :Weekly ‘ .
Salesman - Salary Sa}es o Commissions -
"a. Tom Jones ~ None $855 ‘~ . N 52 '
“.b. -Marsh Mellow  $59.62 $790° ‘ 4%«
¢c. Tom Thrift '$82.90 . §525 N 3%
a.  $42.75 b.. $102.22°  c. $98.65 )
A salesgirl receives a weekly salary of $52 50, plﬁé 3/4%

‘commission on all sales. During the first week of December
. her sales were $880

32

- Total
- Earnings

What were: her total earnings for the :

©$59.10

Reaat-J

-
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R o . CAREER EDUCATION

_ o _ Resource Unit
Resource Unit o N ' ~+~ for use in
.By Sandra Reckert B . Advanced Typing
' : INTRODUCTION . o

This Career- Education Resource Unit was developed for use in a

__' second year typing course; however, it may be adapted for use in

several business courses, Parts may be added or deleted as the teacher

_\desirts. The - teacher should preview the unit by introducing the
Career Clusters developed by the United States Office- of Education.“
" Special-attention may be given to the Business and:Office Cluster,.’ .

Communications and Media CluSter, and the Consumer and Homemakingﬂ

Cluster.

Career education means exposing students from kindergarten
through high school .to as many career opportunities as possible and to
make educatiop a lifelong process. It's aims are to emphasize dignity
in work, stress a desire to Bucceed in life, provide better college »
preparation, create an understanding of alternatives to college,
develop salable, skill’ upon graduation from high school-—or sooner; if

students drop out--and permit students:unlimited re-entry into the

educational system to upgrade, .update or ‘change gkills. C.

Planning and preparation for the future should be directed

‘toward recognition that every person will be a contributing member

to a world of challenge and change. Developing a curriculum that
includes~career education is ‘important for the following reasons:

1. Exploring careers helps. students develop a personal sense R
- of present ‘and future worth. T : .

2. vExploring careers helps students to see how people achieve
the places theylhave. - : - oLy
ot : . o :
3.»'Exploring careers helps students to see value and signifi-
cance in all honest work. ' '
‘4., Exploring careers helps students to develop enthusiasm
about the whole prospect of, work as a way of life.

5. Exploring careers gives the‘student an opportunity over a

_ long period of time to develop a reservior of information,

attitudes, and experience which will serve as a base when
real decis1ons have to be made.

[
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CAREER ‘EDUCATION RESOURCE UNIT 5
‘Investigating A Career o
L. Objective S
When you complete this unit you will be ‘more 'aware of your interests
and- your potentials concerning your personality and abilities.h - -}-
;AII. Activities- . . S ,' L ' ' a r :
‘ Read all activities and instructions before beginning the exercises.'
Type yOur answers to the exercises on the attached- sheets.
A. .Self-Inventory ..ff} Co T :}. coe e .2
. o .* . ‘4 . . . . -. ) . '\,_:. .
Exercise 1: Preferemce List . . . . .. . .. ... .. 7% 2
°‘ ’ ) /’_"}:‘\‘i" " . ) ) -‘. . -.'- ‘ N
2t Interest ATeas. .« i v v . 44 4 4 4 4 e 4 i 4
e o ' Do L R i _yi - '
g 1,} 3:. Know Y0urself .
‘1 : ) R o ".-' ¢ ot
” ';'—‘ .u . y . ) ’ : '
— . . ' 4 Career Qualities. R I 6
LBy Skills. And Soclal NeedS « v v vt e e i
N 'Exercise”S:_’WH%t Do I Want Most.Fron_Myféareer?.J‘f‘; .. '8
" C. Choose And Investigate A'Career. e e e ; T
L L ﬁ‘Exereise 6: Gather Career Information from books and
,#{5’ . L T "materials available in the classroom and
e . N ‘talk to someone in the career you are.
R L e - considering. j. S ;
L S v, ¢ L ' X ] ‘ ‘
- : ‘ L "F111 out- the' Career Investigation ’ -\;/ ,
d o ' Questionnaire T T T A o}
- P ’“' - .
PR a0
S b'
. >
.; " . ’ Ll .
Y -
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x

Y o S
> . 2 .,sétp-INVENT%RY e T :
S - 4 g
1y o N ' -
A good knowledge of yourself is one of the many 1mportant ' ‘

things you will’learn 1n your lifetlme. This knowledge is the heart
of any ‘career search . Questions such as the following must’ be answered

What are your likes or dlslikes°
_ What kind of person are you? (R

,_‘_

What do y0u want from life’» - o e ol
Know Your Interests ;fﬂ \'=j__" ;l L v%-'.._' <
You probably have many interestg., Most.young people do.. Your;

you know your 1nterests and how carefully y0u use thls knowledge 1n\
: N .

R

selecting a career: ‘f LT

t

I ' . . »

Exercisé‘l Study ;he listi,elow. In- the spaces- provided, ;
: ‘ ‘ type the jtems. ‘in order; of your preference.?-,ﬂgﬁ.

; What . youqlake to do most w}ll be on top of the *

'; llStuvf y . .
T Do’you'préf, _Working-- . Lo
1. Outdoors.' A
. ., . "v B . ) . ‘r
2. With'numbers * 2, : .
3. With ideas ¥ 3.
~ o o . . !
4." With people 4, . o
’ L } 5."Withjtools R L
6. With music . 6,
7. With art .7, . '
- ‘b-. :: 8. .With-poetry.'_ﬂ'glg,w
< oo . ;;v‘.\ >, ;
' , CE'2 .
RIS ' .
\ o .
.39
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Interests are-gouped into(areas. A list of some. of them, with ]
. . - 2

B

brief definit%?ms is included in the fo}lowing table.: Study and

, ‘ ‘compare the table with your answers in_gxercise 1. - v' W,
.. . INTEREST AREA 'y WHAT 11 MEANS ~_ ‘SOME JOBS INVOLVED
’ } . : o8 - i
"Outdoor T "You pre er work that keeps. Forést or park ranger, 4 B
) . yoq outside most of the naturalist,. extension:  °°
oL - - atime jobs which deal with ,_,service worker, farmer, . -
- S R animals and growing things.-'. nugseryman, -lineman,
N e B , _ ' game warden, biologlst,
. ) ' - . T ' _forester. _
A " - "You like to work with : .Automobile repairman, ' .
: =" - machines and tools. ° . ‘ watchmakers, drill press -
. ,‘jﬂ e ' : , ' : __operator, engineer.
- - . _“ vl-‘ hn ”, . . . 3 . P S .‘_lu . .» -
Computatlonal - Yot like to work with S *Bookkeepen, accountant,
b A - Ceat _ numbers. . E A '/ bank teller, mathemati- ¢ -
C T I shor cian.;. . o <.
) . ; . e S ‘
Scientific "~ *You like :to discover .Doctor, chemist, nurse,
- ' new facts and solve .engineer, radio repair-
' R problems ' A N " man, aviator, dietition.
. Persuasive v You liké to meet and = y Actor, politician, radio
‘ . ’ " deal with people and . - announcer, minister,"
' LR o pfomote projects. - o salesman, stote clerkﬂ
. K ' . 8 .
Artistic . You like to do creative ., ~ Painter, sculptor,‘archi—
' work with your hand . . ' . tect, dress designer,
’ ) .~ 'The work usually ha Meye - ‘beautician, interior
, , o ‘appeal” -and involves o, decorator, barber.
< :'f~§ ‘ - " attractive de51gn, color : ’
: L o . and. materials. o .
Literary . You like to read and = .. Novelist, historian,’ v
: Vwrite stories, poems - . teacher, actor, news
o DR or articles.‘ N . reporter, editor, drima
. ; . - . 9 'critic, book reviewer.
Musical | .~ ~ You like going to concerts ¥ Music. teacher, organist, &
R . playing an instrument R .,51nger member of band .or”
‘. Ve or singing. ' ‘ o orrhestra,'choir ditector.3;
' ' L ey
TR .- Y
) \
. “" , ’ i
PR R " @ P
4 ‘ . \ 3 Ll L ¥
, CE 3 J "
. ‘ - : ’ ..,4() :
- . ’ v . ‘ C R
\) G- ' St . X

EMC . ‘ v C i ‘ - ._r :«‘

Aruitoxt provided by Eic:



INTEREST AREA WHAT IT MEANS

Social Service You enjoy helping
' people, especially
those who are sick
or needy or who have
special problems.

Clerical . You like.office work °

- that requires pre-
cision and accuracy.

N

37

SOME™JOBS INVOLVED

1 . . .
. Murse, extension worker,

scout- leader, vocational
counseler, teacher,
minister, personnel
worker, social worker.

Bookkeeper, accountant, 9
fileiclerk, sales clerk,
secretary, statistician,
traffic manager.

Exercise 2: -Comparé the interést areas with your answers in

-

- Exercise 1. -Select and list below three major’

interest areas. Type thém,in the space prowiqed:

1. - '
2.
3.

» ~

-. | N



é$ﬁ:  © - Know Yourself ' . ‘
St . , S ;
hany Exeréise 5: 'Study yourself by asking the following queptioqé:
' If your answer to the questipn is yes, plgce a
check mark (X) in the space provided in front of
the quest;on.‘ Try to be honest Yith yourself.
____!i, em I studious’Ly nature? .
2. Do I like detail work? | |
E ;____ 3. Do I enjoy routine work? ‘ )
___?_4. Do‘I obef orders? ,
—___5.:Do I like methodical repetition?;
. 6. Do I like mental activity? .
: o
— 7. . Do I 1ike physical activity? ’
s . 8. D61 exp;ess myself well in writing?

9. Do I express myself well in speech.

11. Am I at ease in conversation?:

12. Do I stick to a job?

g

13.- a good listener?

14, Am I a go-getter? “ e _ b
15. Am 1 caurpcoué'and chdiai? .

16. Am I”generqll§ healthy? . ot

17:« Do 1 enjoy leading and directing others?‘

18.. Do I have self-control? . ?

19. Do I cusiiylluarn new thihgs?

20. Do [+have.a good memory for facts and figures?

~

42

10. va I have a pieasing volce and clear enunciation? °

&
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Know Yoursélfﬁ

Exercise 4: Type your answers in the space provided List your
strong qualities-those you have checked in
Exercise 3.

List five Eareers that would’ require vhese qualities.

Refer to the Interest Area Table on; page 3 and 4 for

suggestions.

.y 5;.:‘,:
. . P .
, f - . L e

: L}at all the qualiteis that you have not checked 1in
L Exerciee 3 :

~

43 . L
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‘coordination of movements that make the excellence of- his performancegf

L . SR R

SKILLS AND SOCIAL NEEDS g

[N

Skills . | ' ~ | E

Skills you can 1earn and perfect’are acquired skills. You must

4 {
know your 1imitauﬁq; learning and new skills. For example,. natural
r ’ ..:"~ '2”,“
skills cdh be observed»in a. good athlete. His success is partially

5 - : o
based ugpn naturaldékill Probably a greater part of his success is

y!

founded uponﬂhburs of practice. During practige, he acquires the

rL . DRI

Many times people waste natural skill and ability through failure. 'ﬁflf

to work at it and develop 1t. . You have seen this in your classrooms.

. S . ,
Your greatest gifts are your natural abilities. Failure to make use

of them will only lead to unhappiness. One way to determine your

ability to acquire skills 18 to compare something you do now with the ““'Jﬁér
first time you did {it. . s ) '

I

Your Social Needs )
There are other .things, to consider in a career besides the enjoyment
and benefita of the career itself. Think carefully about the 1life

Ety]e ydu dealre and the needs,ypu wi]] fulfill outside your career,
‘ ...~,.‘ - - .
thre will you want to livotin_LhL Lommunity? What community activites

ll

L e

Cwill you want to be 1involved in? You may want recognition of your

accomplishments by your friends and fellow workers. Your considerution‘

of your‘sociul needs 18 a very important part of career cﬁpiorution. Lo

2

‘ \CE7“‘ . : . \:‘?’ .. | ‘
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' . ¥
‘What Do I Want Most From My Career?

'Exercise 5: Study the list below. .In the spaces provided type .

: ~ the items in order of their importance to you. The
most important item will be at the top and the least
important at the bottom. Add any other career
requirements you think are important,

'S

P}gasure and i@terest 1.
3§ervice to otheré -2,
, Standing in your community 3. .
Leisure=time 1 K 4.
\i Geographical loéation T s, -
' Chancé for adVancemént - 6.
Money income - o 7. '
- Artisg;c exgression ' 8. f'
N & AR
Others ' 9. R
10.

»
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RESOURCES AVAILABLE IN THE CLASSROOM

The following books and materials will help you: complete your
Career Investigatidn Questionnaire.h

e Careers In Business/70's Career Game -

Careers Ford Educational Affairs Department

Chrysler Corporation Encyclopedia of.. Careers, Volume II
Dictionary of Occupational Titles« a

1970 Directory——Educational and Training

Encyclopedia of Careers

Guide To College MaJors . . . , . T
Ty Uk 0 : : srn,
‘Lovejoyms Career And Vocational School Guide

fOccupationaL Outlook Handbook

!.'-;' : R

PcpgtamapFof Connecticut Health Occupations : B

- Vocational Education And Occupations

(Brochures in the Occupational File) S .

"CE 9
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F - CAREER INVESTIGATION QUESTIONNAIRE - : ’
S ’ . ,
- “ﬁ%. Exercise‘6=,'Type your answers to the following questions. Gather

information from books and materials available in the
classroom, and try to talk to someone in the career
you are investigating. -

1. The career I am investigating is

‘2. Duties expected of me in this career are:
1)
2)
3)
4)

e R .
3. Necessary Akills and equipment for the-career are: . ﬂ . ' ’
2) . )
3) . -
o : 4)

4. What specialNaptitudes are required?
) -

2) _ . '

3) i : 2

5. Do employees.have to:
1) Have a special license? v
2) Belong to a union? _ ’

6. What p!?gonality traits are most helpful for this job?

1) g
2) -
3) i gk
7. What tr ning or education is required for this occupation? .
1) Hig chool , 4) College graduation Vo
2) . Apprqpticeship 5) Graduate School W -
NE) Vocat pnal School T e
1 “‘ . , . .,.‘: .j
: ﬁ? 1. get the necessary education? .
"yt‘.a‘/l . - . *
R : L o j
9. that wbll be the cost of the necessary training? i o
Co . SRR TS
.10+ The location\of places I could find -employment? TR
'l) "v";‘, Lo 3):, . Lo '
DI Y
L ; "~ T -
", ,,/4‘fczﬂfl‘.-‘ ' . CE 10 | ~




- S T f ‘ 44} :
e . W .
v 'z“ﬁ. o
11. What is ‘the demandafor Ressons in: tbis career7 , : Co
l) . 5 Q i - - ‘ oo . ‘

2)

~12. What will be the need fcrmpeople in this career in 25 years?

13. Chances for advancement are:
) 1) In this position
2) By changing to another position T

¢ L L
- ey FEE1S R
14. The incope expected is , RN i _
1) Starting salary ﬁer week - | ' - ' -
. 2) Expected earnings after 2 years: N 3 N
3) Expected earnings after 10 years_ : C : k
. 15. Retirement benefits in this career are:; ! T 5
' 1) - Covered by'Social Security o ' '
2) Covered by private retirement ‘plan
N 3)  Retirement age in"-this career ;
' . |
16. What are the vacation benefits? f.
1) ,
2)
17. What are the. general workingmconditipn?? :
1) | st . e
B o —
3) . N , . ‘ ca
- - 18, ‘Health and other ‘hazards found in this career are:
1) . ' .
2) . : .
19. Five aspects: of this career that appeal to me are:
1) ' , .
2) F S
3) _ ' |
4) - '
5) : ‘ ) o
. : N . . . A ]
B 4*20¢wTwo advantages I see in this career are: 3 {? ) . _— . *-

21 Two dieadvantages I see in this career are: .
. 1y o
D) — —

: cE 11 . | f - 4
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. ‘Resource Unit. . . S, N
. By Arlan D. Spivak - o ‘ = '
A ' o / RN
. ) Do . o o » T e V.o
I.  IDENTIFICATION DATA ‘AND OVERVIEW =~ - L SR
A. Unit Title: Consumer Frauds. ‘ ' : e
: B. Subject: Consumer Education: . . ‘ : -
! + C. Grade Level: Grades 10, 1}, and 12. '
' D. Time Allotment. - o
E.’ Overview Statement:
- , : . > Ao
. “The increased need for students to:be aware of consumer
rfrauds has been emphasized by recent cases such:as the Holiday
Magic fraudrand he Home-Stake Production Company gwindle.. In , ’
the Holiday Magic fraud, people were being encouraged to in- ' P
crease their income by a ''flagrantly misleading .chain-sale RIS
) scheme."l 1In the!|Home-Stake Production Compady swindle,
' people (including some well-known personahlties such as
Senatov Javitts, neral Electric's Borch, and’ singer Lisa
. Minne li) invested money that was supposedly used for the .
. ‘ déve'opment of oil fields which also provided them with a .
; '-ﬁ helter and a chance for huge profits. ) s
o ,
T These types of consumer frauds and others’ will be'
discussed in this unit sq that the student wil}" avoid becoming
the victim of anmy deceptive selling. or other type of "consumer
. fraud. In this unit the'student will dlso Iearn what his rights
_ Qk._ ate as a consumer who has been the victim of a’ consumer fraud -
. and how to handle himself in such a case. - 4 ..
11, OBJECTIVES OR LEARNING GOALS (STUDENT%OBJECTIVBS) . _ . |
A. To develop an understanding of consumer frauds. ’ L
B. To develop the ability to recognize a cgpsumer fraud o RS
C. To develop the ability to ‘apalyze a co Jimer fraud and ,l- ‘
proceed with an appropriatg;eorrective ‘.
v III., CONTENT OUTLINE : . L
\'-{“-;’ A Introduction.”: N , AR
;;2- : T‘B.v Types oﬁ'thsumer ‘Frauds. o
e i _ o -
R J 1. Advertising. _ !
' ' 'a. Correspondence schools. .
b. Chati letters. = . A gy
c. Dance studios, T T e (S /54"
‘ , ™ o d. Medical fraudL ' {_.iff?~3;, T

e. - Charity rackets. ' QQ}-;azhnﬂf':

SRR A
piger Fradd, B0,

lPaul Friggins, ”Pyramid
Reader's Digest, 104:76- 8
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2. Selling ' < !
"~ a.’  Pyramid selling (chain—referral selling)
~ (1) Cosmetics (Holiday Magic . ' :
(2) Appliances. o - e . .
b. Door-to-door selling. SR v I

. SR . (1) Books. . .

- ' N v (2).Magazines. . . df : _ . '

o Ao Ny .(3) Appliances. o f : . ‘ ,
‘¢. Unordered merchandi%e. o .o
,(1) Books. - e Lo

(2) Cards, gy : R
" (3*‘Key chains ¥
C."Cousumer ﬂzotection Agencies and Their Services to the Consumer. )
z ' iy .

1. Local.-' 2 e b o _1{?5
"a. Private. o7 - T IRETE
*b. - Government. )

2. Federal., -

V L : L . .
"% IV, ACTIVITIES - - L B
: : A.qIIntroductory. _ s ] M
ST . . ‘¢5'l. Using a recent case of ¢onsumer fraud from a newspaper st
;o “clipping, magazine article, or consumer,agency press [
. S ‘- release. : : :
- S - a. Explain the situabion.

(1) Read the sourge. .

‘(2) Summarize the situation.
; Follow with a discussion. : e
R © A1) What are the rights of each party? , SRR
PR '(2) What action should be, taken? .

c. Have the. students summariZe :by writing the class s

AT e -coiclusion. v .- ‘
R 2. Ustng hé, record "Stretching A Buck,” available from the
] ' Cooperative Extension Service, University of Connecticut.
. " S a. Play: the section entitled "Door to Door: Salesman."

. 1) Have the students jot down any notes for use in
- discussion which will. follow.
. L - : (2) Stress that one should- listen carefully as
-7‘? Loy ' important points follow one another.

b, Follow with a.discussion. T
. (1) By calling on students at random, have them explain
“ ‘. some of the points which they Jjotted down. -

» {2) If there are any points which the students missed
{
Cy either mention these points or play the record
- - again.. ' vt , : Cwas
. . ) . ) : "_',‘ ,. . . ) \. ":‘:_)_'.‘a“ .
. .+ B ‘Developmental. o

' "l.x Student Activities (outside of class).
Readings. ;

L



e, .5_'1 :cutl)”Thé Consumer in the‘Marketplace, pages 434-8.
o " (2) The Right to Be Informed,, Unit 1, pages 16-7.
' (3) The daily newspaper.

- s . T 'f (4) Other assignments as assigned This might include
- ' recent articles on consumer frau¢. .
. b. Projects.. o B e,

(1) Write, a ‘skit illustrating one or. more types of
qonsumer fraud.  The following are examples of
what the skit might entail?
(a) John is interested in a summer job. He reads
_an ad in the classified section of the news-
+ paper. 'Students--a chance to earn summer
- cash." John calls the number for more in- "~ .
. * formation about the jop. ‘The next day he goes
for an interwiew after school (PYr?mid selling) Ve

X -

- (b) Mary is getting married after she fiq;shes high N B

- - schooli “Her engagement bicture ‘was recently
> 1in the local newspaper. She receives a phone . -
_' call from a salesman who 1is interested in
o selLing her and her fiance a beautiful set of
S o - name brand kitchenware. When the salesman
- , comes to ‘the house, she learns that this is
’ o . *not merchandise that you wpuld find 1n -any

0l . S local store. Therefore,»the price can be .- e
S N - , much lower than that of any local department '
RV e - store. (door-to-door salesman) |

Y N 0 (2) Construct ‘a game in-which different examples of
e, Doooe T consuimer fraud are illustrated. The following are ‘
I possible games that might be developed:,

(a) A pointer type\spinning device with the
categories advertising, selling, and frauds.,
If the. poihter,lands on fraud when spun, the ',
player misses a turn. If the pointer lands on
: . : R advertising (selling), he takes an advertising
o : o "} -+ (selling) card. The card will give an example
' S of an adVertisement (sale). The player will
oo . read the card and have to decide if there .
, P S ., was an.act of conBiumer fraud. If.the player
PR - is correct, He will move.a certain number of , .
et gpaces on the board. If he is wrong, he’will' '
: . ° move back a certain number of spaces. The
' ' person who. reaches’ the, center of the board
. first wins. ‘ o :
_ » : (b) Set up two groups with an even number of K
. ' _ people. If there 1is an odd number of people, e
‘ ' ) the odd person will be the caller. The caller .
can also be any member of the opposite group '
answering the question. ‘The caller reads a :
_ situation of fraudulent advertising or .selling.
N . The group will have to tell which consumer '
P : protection law would apply. Certain number of - -
. points would be given for correct answers, 7The
v ' C group with the most number of points would win.

- 8




S - " (3) Construct a bullet1n board 4
o ' - (a) Illustrations of different types of consumer
' Y .~ frauds.
. o (b) Certain "red flag" expres51ons to look for.
d Y - o (¢) The approaches one ‘goes through in buying a
- " | . . product so they avqﬁd becom1ng the victim, e,
, S ' of a honsumer frau kS
BT o L) Prepare an_ informative com1c stxip. e }
Y " (a) Make up ;characters ot use well—known ones'“»”'
e 1like Snoopy or Napcy. .
* (b) Have & consumer . lesson as the SUbJeCt. L,
- (5). Design’ a set of poste¥s that Aa consumer protection
* agency ‘would use,

. ‘ a L S (a) Pitch the-subject for the community or a
S L - . B b particular group,
oo (b) Briefly state a consumer warning such as
SR ~ ' .- "Read Contracts Before Signing." ~ : -
E e .”(6) Set up. a*Poqk panel from a comsumer protection
. ' o agency.

(a) Have students ask panel questions about poss1b1e
. . , , , -consumer frauds.
e o * (b) One‘or mome members of the panel would reply.
“ s : 2. Student- Teacher Activities (in class). *
N a; View. PrOJect Filmstrip 2, frames l3—22 from Smart
L Spendigg (kit). BES - -ju[' o ,;
nbe (l) Before. & - - T '
- (a) Distribute Mpney Matters,%paft of kit)

e -f‘_, h (b)- Look at’ "Check 1ist of advertising and selling
. .. t appeals' on page 10, together._,
. . ' - (2) During. ' .
_ C e -(a) Teacher askg students questions.
e g _ " (b) Students respond,when called upon.
3
, * : : (3) After.

_f(a) Divide the class into groups of four..
. €b) Students discyss and prepare a list of TV
) . . : newspaper advepfiseménts which are similar to
: . . the ones in the filmstrip.

\

b. Uno‘rdéred Merchandise. 4
. (13 Teacher brings in sample of unordered merchandise.
K (2) Mmss discussion. '

. . “ﬁa) Should it ‘bé paid for. . ' ’ S
A . - (b). Should it be sent back.
: : ~ ' (¢) Other alternatives. .
(3) Read pages 14~5 in The Right to Chbose, Unit 3, °*
c. Récord: "So You Want Something for Nothing." ‘
(1) Play each, section.
(2) Follow each with .a discussion.'
(a)mIdentify the' customer's mistake(s)
(b) Explain the gyp.
.. . (c) Identify the warnings".
TR , . (d) Give some buying tips. .
e d. Look through the latest issues of~Consumer ReportS”and_
other publications. : ’ .
" o (1) Select articles related to consumer frauds..
o (2) Write a brief summary of these articles.
. . \

~
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: Discuss articles summarized in d.
> Guest speaker from the Connecticut Consumer Protection
'Council o . " -

c. Culminating. : ' L v
: 1. Speaker : oo
' - a. Lawyer who has represented many., people in cases of
. . .. consumer fraud. . ’
ne ‘b.z Person from the Connecticut  Consumer Protection Agency.
' "c.: Person from the ‘Better Business Bureau.-
d : Person from thé' Connecticut Citizens Action Group.
o2, Projects.
a., Indlvidual student visit a; cOnsGmer prdtection agency
5;7,. R (l) Develop plan with teacher. " PR _
' - (a) Identify purpose of.visit. ' = ;=
co . (b)i.Discuss what the student should do.
‘- (2) Write a summary of visit.
S " .-b. Two or more students conduct a survey.
" R (1) Develop plan and purpose of survey and consult
' . with teacher periodically.
o (2) Summarize findings ih writing (consult with teacher
e T as to format). .
’ 3. Tedcher administered game (possibly similar to (2)(b) on,
',previous pdge).. .
d. Review of consumer frauds.
b. ‘Bonus points might- be given - te winning group or person
_ . .on next exam, . . -
4. Class field trip. . : - . -
' © .a.  Small claims court. L o : ’
, . b. Better Business Bureaw, .
o c. Connecticut Citizens Action Group. :
d. Connecticut Consumer-Protection Agency. L .

V. RESOURCES
A. For Teacher, &
1. Bibliography of Consumer Education Materials. _ _
' Commonwealth, of Pennsylvania, Department of Education,
", Bureau of General and Academic Education, Divisfon of
’ - Social Studiés, Box 9ll Harrisburg, PA l7126 '
’ . October, 1973, .

2. Center of Consumer Education Services, State Department of
Education, New. Jersey Residential Manpower Center,f
Building 871, Plainview- Avenue, Edison, NJ Q8817.

3. Changing Times Teacher's Journal: Changing Times.’
: Education Service, 1729 H Street, NW, Washington, '
DC 200065 Distributed with classroom subscriptions_
‘to Changing Times. . . :
4. Consumer # Home Economics Education In Connecticut
(bibliography). - Connecticut State Department Of- ,
.. Education, Division of Vocational Education, State

' ) Officc Building, 165 Capi}ol Avenue, Hartford CT

ot © ., 06115, 1971-1972. .
: : : v

, .
1 PR ) ' et
o . L - . . N O~

~,
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e ?

11,

12.

13,

"o

14.

vConsumer Education Bibliographyv(pamphlet) ! Pﬁblished by

”quidelines Consumer. and Home, Ecénomics -Education » %

-

0 the Federal Office ‘of Cohsumer Affairs. Availablgv//’
through the Super dent“of Documents, ‘U.S. -7
Government .Ptintin fice Washington, DC 20402
September, 1971 s -

Consumer Education Curriculum Guide for Ohio. rnstructional

~ Materials Laboratory, Trade ‘and Industrial Education, “vﬂ

The Ohio State. University, 1885.Neil Avenue, Columbus,
o8 43210, s A

A: Consuner News (monthly newsletter) Publlshed by the ;"d

Federal Office. of Consu Affairs.* Available through -
.tHe Superintendent. of Documents, .U+S. Govérnment

Printing Office, Washington, ‘DC '204@2 , N\ {;?

. (pamphlet). .Connecticut State’ ‘Dep; w of Education,
‘Division ¢f Vocational Eduedbion,-Sta Officé "

Bu;ldiﬁg, 165 Capitol Avenue -Hartford,K(HL_iMﬂ45w—-——1§
1970-1971.

BGuidelines for Consumer Education (pamphle:) The Office

-of the Supgrintendent of Public. Pnstruction,‘ PREEEETE af

. Springfield, IL 62706." July, 1973, . , :
NEWSLETTER. American Council on Consumer Interest. - The -

Uhiversity’ of- Missouri, 238 ‘Stanley Hall, Columbia, o

‘MO 63201 Also publlshes Consumer Education Foruf c

s and Journal of Consumier Affairs.- .

Preparinggthe Consumer Educator._ Consumer Union - of U. S.y .,

-Inc., 256 Washington Street, 4Mount Vernon,,NY 10550

1973,

Secondary Level ConSumer Education. Consumer Union of

‘ U.S.; Inc. E 256 Washington Street, Mount' Vernon, ~qu
NY 10550 1973, YV '

Suggested Guidelines for Consﬂmer Education, Gradef K- 12
(pamphlet). -Superintendept of sDocuments, U.S. .
' Government Printing Office, Washington, DC 20402,
NOVember, 1970.

Teaching a Course in Personal Economlcs (pamphlet)
Joinf Council on Economic Edication, 1212 Avenue of
the Amerlcas, New York, NY 10036. ' :

_ Teaching Personal Econgmics. in the Businegs /Education

- Curriculum. Joint Council on Economi¢ Education,

" 1212 Avenue. of the Americas, Nel - York,.NY 10036.

1971. (Also~ones for Social Studies Currlculum

and Home Economics Curriculum) o
Teaching Tools for Consumer Educdtion. Consumer Union of

U.S. Inc., 256 Wadhington’Street Mount Vernon, . NY
10550 ‘Distributed as .a monthly service %ith
Education Order Plan. .

1

The Consumer Educator (monthly newsletter, September— ) "%

June)., National Associatdon of Secondary School
Principals, Dulles’ Phternatiohal Airport P.0. Box ¢
17430, Washington ‘DC 20041.°
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e

"B, For Instruction and Student Use. ' S N

Better Business Bureau of Greater Hartford, inc.,
© 250 Constitutiop- Plaza, Hartford,'CT 06103. - .
Publications su§h as Don't Fall for These Gimmicksg.
Changing Times (magazine).. Changing Times Education
Service, '1729 H Street4< NW, .Washington, DC" 20006.
Articles such as:
"Gyps Aimed at Older People.," 27: 40" . .
: September, 1973. ¥ R .
"Watch Out for These Travel Gyps," -’ -
27:51-4, February, 1973.

Consumer Affairs Foundatien, Inc., 150 Tremont Street, *

Boston, MA 02111. Provides some publicaﬁions ‘pre- .
pared in cooperation with the Better Buwsiness Bureau
< such as the leaflets: I Want My Money Back! and
. Read Before You .Sign. ..
Consumer ‘Be Warned: Frauds- & Deceptlons Casse®tes Un-
4 limited, Inc., Ronoake, VA 76262. -
Consumer Reports (magazine). Consumer Union of U. $.,
Inc., 256 Washington Street, Mount Vernon, ,NY 10550
‘Articles such as ''Door- to-Door Sales" and "Harrassing
The Debtor" which appeared in February,-1973 issupe.
Connecticut Department of Consumer Protection, State
Office Bulldlng--Room 105, 165 Capitol Avenue,
Hart ford, CT 06115. The follow1ng is some of the
information. avallable .
Bovklet: $ Help May 1, 1974
" Latest publications of consumer protection laws.
News releases such as:
May 22, 1974--Case 1nvolv1ng Bull Investment .
Group, Inc. of New Hampshire, Golden -Book

April 16, 1974--Column #57 Unordered Mer-
.chandise. i
v Aprll 2, 1973--Holiday Maglc Inc. (example®’
- of pyramid selling). : .
Cooperatlve Extension Service, University of Connecticut,
Storrs, CT 06268, Provides resources for consumer
educatlon such as: :
- Flip Chart: Bait and Switch o
."Leaflets: Deceptive Pricing, Itinerant Photo-
' graphers, The Door to Door Selling Law, _
Unordered %erchandlse, Win Big Money "for
Solv1ng Puzzles.
. Record: "Stretching A Buck"
Don't Get Ripped Off (leaflet). Francis B. Burch, "The
" Attqrney General» One' South CalveEt Street, Baltfmore,
MD 21202. ‘ '
‘ Federal Trade Commission, Regional Officé, Boston, MA.

E3

of Values, Inc. of New Jersey, and nine .m,‘
other, defendents (example of pyramid selllng):

5

Publishes Guide Against Bait Advertlszng as .one of their -

' many publlcatlons Lo

. 2

“Any of

.
these materials are also applicable for teacher use.

. . 4 . R . L.
o - . ] \
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/J o " 10. General-Business Skité (Monograph 124). «.Herman Mintz.
g : South-Western Publishing Co., 5101 Madison Road
Cincinnati OH 45227.
4 _ 11. How to be a Loser (records or cassettes). Doubleday '
o ' Multimedia, Box 11607, 1371 Reynolds Avenue, Santa
: Ana, CA 92705. '
‘" 12. Marketplace, The (Consumer Education Resource Kit).
- Changing ' Times -Educatioen Service, 1729 H Street, NW,
. " Washington, DC 20006. Includes Teaching Guide,
. transparency masters, activities booklets, case studies,-:

’ . ‘ a simulation game, record, charts, and reading and
e resource 1ists Note sections: "Avoiding Gyps and
. ) Frauds" and "Safeguards for Shoppers."

C + 13, ModerM\Consumer Education (Consumer Education Resource
O Kit)s Grolier Education Corporation; 845 Third  «
¢ Avenue, New York, NY . 10022. ‘Includes Instructor's
e S Manual, booklets, tapes, filmstrips; and wall charts.
e o Note: Tapes T and G. . :
"2.35& v114.. :Money Management ‘(Consumer Educ.atWesource Kit). .

e Changing Times Education Se#?v 1729 H Street, NW,

" B ' Washington, DC 200064 Includes Teaching Guide,

: ’ forms, charts, 51muda ons, transparenc1es, and

;eading "and resou¥ sts.
15. Newspapers——New York id@s, Wall Street Journal, local. .
- 16. . Newsweek (magazine). Nigsweek Inc., The Newsweek
: ,Building,. Livingsto®; NJ 07039. The fol¥Swing are some
articles which appeared’ recently:’ . -
‘A Star-Spangled Swindle," 84:56-7, July 8, 1974. \\
"Have Agency, Will Travel,". 83:66- 8, June 3, 1974.
"Skin Game? Potential Scientific Scandal at
* - Sloan--Kettering," 83:57-8, April 19, 1974.
""Scotch Hangowver: Scotch Stock Fraud," 81:82,
_ May 21, 1973. . o
17. Programmed Instyuction ‘in Consumer Education. Home
Economics Instructional Materials, Texas Tech.,
Lubbock, "TX 79409.  Note: Unit #2 Advertising-- ’
' Fraud or Foe. - :
18. "Pyramid Selling--No. 1 Consumer Fraud." Paul Frigg1n§

' Reader's Digest, 104:79-83, March, 1974.

" 19. Smart Spending (Consumer Education Resource Kit). Olcott
,ﬁﬁf.f Forward, Educational Audio Visual, Inc., Pleasantville,
e ~ NY 10570. Published with the ‘cooperation of the

Better Business Bureau of Metropalitan New York.
-gm- Includes Teaching Fu1de, documents, readlngs, recordings,
_ dramatizations, and filmstrip. Vote "Advertising and
+ ’ '~ © Selling Practices. ' ' '
' 20. The ConSumer -in the Marketpllace. Leon Levy, Robert Feldman,
" ¥Simpson Sasserath. Pitman Publishing Corporation,
. 6 East 43rd Street, New York, NY 10017, 1970.
Pages 434-8.
21. The Right to Be. Informed (booklet from CEES Consumer Law
Kit). Changing Times Education Service, 1729 H Street,
NW, Washington, DC 20006. Unit 1, pages 4-7, 16?2;

26 | o g'




. VI,

A. Participation in class discussionsi

53

~

22/ The Right to Choose (booklet from CTES Consumér Law  «
Kit). Changing Times Education Service, 1729 H
' Street, NW, Washington, DC 20006. Unit 3, pages l4- 5.
23. '"This is Fraud"' (8% minute filmstrip). Fflm Fair
' +  Commundications, 10900 Ventura Boulevard, Studio
City, CA 91604,
¢ ’ .
EVALUATION (MEASUREMENT OF STUDENT GROWTH)

-,

B. Projects worked on. ’ ‘.

C. ‘Test in’'which student has to anaﬁyze cases involving

consumer frauds.

\
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DATA PROCESSING
What is a Digital\ Computer?
Learning Activity Package - I
By Elaine Vaillant . S _. }

In 1950, thete were only about IO’dr 15 digital computers in
the entire United States. Today there are more than 70,000 and
their numbers are doubling every 5 years.

What do you think a digital computer actually is? Are you one
who believes that electronic‘computers can solve any imaginable
problem, no matter how difficult or obscure? Are you convinced ‘that

_any result generated by a computer is invariably true and correct?’

. If you are at all curious, turn the page and begih your
journey through the w0r1d of digltal computers.

Note The page numbers used throughout this LAP refer to

e the numbers at the ‘bottom of the page. v

%\'



i)

BBﬂQviORAL OBJECTIVES :

3

At the conclusion of this Learning Activities Package (LAP),

you will be able to do the following:

1. biven 9'proqﬁssing devices, you will label at least 7 of the
deviceg correctly as either analog or digital apd explain?why.

’ L]

II. You will draw a diagram of the flow of information in an.
electronic digital computer system and explain the functions,
performed by the different components.

e

(Performance Exam)/

Go on to the next page

DC 2
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. g . : : T B
4 . .

. . . 3 ‘
'Now that you have read the objectives.
select one (1) of the gollpwing pat. B . -

’ . v

F oI, "Groovy% I already kmow why digltal
computers are gettlng to be so :
popular. T think I'11 go to page 9 ) _
-and take the self-test and see how I R -
do. I'may not have to look over this
material," : “

K}
a~

‘II. "I haven't thé slightest idea what

_ a digital computer 1is really about.
p . 7 So, the best thing I can do is

' carefully, look qver this material
beginning on the next page. It will
only take a few short m1nutes "

-

DC 3




Do the following assignments:

P \

T Read the infOrmanion contained in this package starting on page 5
R and work thrdugh page 7.¢-

t
= ..(
BTN .

- ) r" .- .-" :

Readwover the pages indicated in ONE (l) of the following booklets

whié¢h may be found in our library. v _
.\} ’

) f Compurers—Theory and Uses: Vincent-S.

- . .ff . _Darnowski, National Science Teachers

) 1'_;;Qn ASSOciation, pp ©1-26, 73-91, 101-106.

S Computers‘: William Corliss, United States
-X-f*f -Atomic. Energy Commission, pp. 1-13,
e S
: . TberQuiet Revolution: The American Feder-
o ‘ , -atdion of IhformationtProcessing Societies,
S ' “ppr.l—l3.

e More Aboub Computers.- IBM Corporation,
T A O L | '
s ._'_.-x oy . .--.:: * N . e
sl You and th@ Computer. Stugdent Guide, Geneqaig
f~g§“,i ,Electric Company, PP- 2‘\1 21.

g . o ." ' What is a Computer’” National Cash Register
e Company. pp. I- 23’ ‘
.

Journalists, cartoonists, and programmers often attribute human
characteristics to data processing’ hardware’ (machines)” despite'-
" the fact that computers are mechanica devices 1ncapable of
emotional reactions. Why do you this zcomputers a¥e SO often':
ipersonified7 ‘Can jyou think of other 1nanimate mechanisms which.
‘we tend to endow with ‘human character1st1cs7 Write' your answer -
}on a Separate p1ece Qf paper, and hand it in to yout teacher. LN

Ty
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'WHAT 1S A DIGITAL COMPUTER?
1.. L 20

There are two basic types of coﬁputers:‘,di@ital'and analog.
A digital computer works with numbers or letters of the aLphabegz

-9

" and special symbols that .can be coded numerically. "It solves o

proble?s electronically by 00udting, adding), subtracting, multi4l
plying, dividing, and comparing. An addimg machine is.a digital .
device. S0 is. a cash register. Numeric data.can be stored in digital .
computers until a total or'result is desired. The answer represents
unics'of,soﬁething that can be counted. Digital computers, are

widely used. in proéessing'business data and many kinds of engineéring
data. ' ' t B

"~ An analog.computer is a type of calculating:machine that uses

- physical quantities to represent numbers that can be measured (such
. as voltages, resistances, or rotations). Therefore the analog

computer is actually a measuring device. By means of gauges, meters,
and wheels, the angldg computer’' can measure .and process physical
variables such as amounts of electric current, speed of sound, temp-
erature; .pressure, and velocity. The speedometer, by means of a

- rotating wire, measures the speed _at which a car isg moving. _The-

.pointers on a meter can measure the amount .of gas 6: electriéity'_
-used in your home. The ‘analog computer accepts these meadures and

processes them as directed. It is used mainly in scientific research.
\ l._. . . , . ’
Simple analog coﬁbuters are ‘used in. everyday life, For example,
when you step on a scale, it measures your-weight. The weight of your
body will gause the pointer on the scale to move to a certain number

on a dial. THis number represents your weight. L
. - - Y : K ! -

Another simple analog computer, the thermometer, is often made
with a glass bulb on the end of a fine tube of glass that has a
numbered scale. The tube contains a liquid, such as mercury or colored
alcohol, which will expand and pqﬁtract with changes in temperature.
An‘increase in heat causes the liquid to rise in the tube to a certain
number or temperature reading. When the liquid cools, it "falls" in
the tube and prodgces a lower Eémperatgre reading. : '

The following comparisonJmay be helpful in,distinguishing-beCWeén -
the two types of computers. A digital computer can count the number
of light fixtures in a building. An -gnalog computer, on the other _
hand, can measure ¢he amount of light given off by each fixture. B0M1f
computers.provide the answer in numeric form. Both process the datd3° .
received, asvdirected by a program or formula. . ' B

Because analog: computers can accept data directly from gauges,".

 ‘meters, and other measuring devices, the data do6 not have to be conveéPted

to punched cards or other input media and entered into"she computer.’ .

- . .pCcs
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. The flow of informatio; ¥ c_computeg.system is -
illustrated, belows ' iy «

) (;. . . K r. w: O, . ,..>...>,. N ‘
| ' MANIPULATION| - -
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STORAGE

.
a. . - . ,

It makes decisions of logic. It

' Processing unit&mhkeajtheég functions work ig{harmony with one an- + -
" other. I i o . S L o

.components. ‘ R . o R

’ . : . .
R s

All digiqél computers ; régﬁrdléss of 'size %r make, have a

.central processing unit (CPU). " In addition all computer systems ]
-are equipped with one or more input and output (I/0) units. .

. : r

The CPU performs a-variety of functions. Storage memory re-: . ¥ ’
ceives and stores ifiétructions as well as the data to be prqcessed. .
It translates input data to the iaﬁgudgg_system of the éomputer. It
transfers and edits stored datai% It makes arithmetic computations..

?ﬁfreétsfthe action of the input and
output units.. Moreover, a control device located in the central '

o

The CPU is, thus, the, heart of, the electronic computer system.
It consists of.internal storage, arithmetic-logic, and control Lol e
5, OTags ! : Coy

¥ s

. B - Z . . : . . v

In all computers, - the digitg, 1etters of the alphabet, and symbols 3
entering the CPU must be translated: to-'the. language system of the o
computer, 'Language transtation i§;handied automatieally by the CPU. - =« _.
For exampl®, data pufiched iato.cards in Hollerith c6de”are converted °

to electronic impulses that make. up the language syéﬁg@lof the L

computer, . S . TR ; IR

o e . ) o T
. S o

The internalg§£prage compohenfGthphe CPU is its memory. It can

. accept, hold, and release data as well as'the instructions fqp{pro—
cessing these data. Data and -instructions. for processing the data

A/'
. : DC 6 . T LTy o s
. ' A . e
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~.' o '-'.\ B .. ._ . . . .- . 60
are stored as electronic impulses in‘speéified locations in the memory"
unit. - N B - .

v

All -digital éohputers“ﬁre équj@ﬁéd_with an'arithmefic—lﬁgig _
cpmpdnent, which adds, subtracts, divides, and‘mulqiplés-numegic data.

‘as directed by the program. This unit also enables the. CPU tof make g
" certain.logical decisions in regard to the data it is processing., .

. ] : , . . . N N ,
So far you have examined most of the vital organs of the central

[} .
* processing ‘umlt-of 'a computer. . One organ translates the.data ftom
the ianghggédeE&he.@nput medium to the lankuage of the computer.

' -.s" Qther rgﬁngﬁﬁyﬁﬁé?@hta in memory, make galculations, and arrive at
S déciiégnsﬁon?thé&bdsis of name or numbefcomparisons.” What gives . .
. life o these organs and' makeg them woxk in harmony with one another2 °
o -The control component contains- the mﬁqtér clock that provides this °

life~1like element. - .

. °
. [
‘. 2

Thé’cbntrol‘component regulates the varioﬁs'funcaiOns of the °*

* ‘éomputerlv It is here that the intricate timing system of the computer °
. 1s.located. - It is here, too, that the instructions making up the '

'programkare interpreted. o o i

: All digital computers are equipped with one or more input and _
output units. These units, which are not considered part of the CBRU, °

bring raw data to the -computer and. take protessed information from it,
The .input unit consists of % ore devices capableof re-
ceiving information and instricy®ons needed to solve a problem. After
receiving the data, the input Amiit communicates the ‘data to the CPU.

After the proBlem has jfeen solved and- the processed.data have
been stored, _the'compute ‘must reverse ‘its opening procedure. Pﬁ
must now send the answep/in the form of electronic impulses . to the
output unit. The outpAt unit records or displays the processed in- C
formation on output pdia. . S E
- I : g ‘ g
_Exte;nalqco rol of operations by an operator is also possible. -
An opérator can/control operatidns through the .use of 3 console or

console inquiry station with which computers are equipped.

.

The console’is used to provide informatjon to the operator about
the performance pf the system, to enter information into the system
manually, to alter the data in storage when necessary, and to start

and stop the computer.

The console inguiry station usually contains a_built-in or %h
auxiliary electric typewriter. With it the operator can enter new
data or instructions into the computer. -The reply will be typed out

o on the inquiry station. - ’ ‘

1

-,._ G - | 6,1 .‘". :":
'DC 7 S :
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oo o o~ D S .
Tracking for -~ . D o : i o <
. Self-Test v A S
J ._ , o v . ‘: A . .o - - ) . . .
Select one (1) of the following pafhs: - .
. o N LI ’1 LI
. 4
t . C T
B U "Boy, I sure know this mateﬁ% s -7
"- " now! -I'll go and take the self—' R
. . o . _-test on page 9. This will show me S . °
—_ o ' : - how well I learned ny- maberial and , ‘ .
et . - . met the objectives-on page 2. PR T R
: - S I'11 check my answers and gi"ade !‘% s
<, I © - myself. " : _ . o ‘
' : . o ' ¢ ) . * . : ) .
u . ot '3";
. Q - . 1
. N ,
" “‘ ’ B .
"Heck! I'm_still confused about _ D .
what a digital computer is all . , SR o
- about. I better go to page 5 - = .- . : e .
and .seek additional information. : ‘
‘This will help to clear thlngs o
up.” _ .
: ) “
13 L ]
‘ \‘,‘\%” & ‘ 9.
. N s '\\' .
’ - ‘h_-(,' ’ )
' . . N - f .J,
ks .

o - N S

e - T R e

Aruitoxt provided by Eic:
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N SelfQTest T
Directions. DO NOT. MAKE ANY MARK(ON THIS SHEET. Without any notes
~ or help from your friEnds, ,answer the following on avseparate sheet
-4 of paper.’ ; ST ‘ ) _
Which of the. folIowing are analog devices’ Which are digital? L. ‘
. Place an A or D #ext to- the number of - the item to represent your
.answer. Next to the letter, give -a word or ﬁwo of explanation as té&.
b why y0u chose analog or digital S : »
- ’ . sof: Lo, . . * L N
lf- N . ’ ‘,' R \ : ;l."."-‘ ’ ;...,-. : )-“= ’ R B N A
o 1. Tape'measnre"u R - “ 1 @ L. m
" e 2, Bathroom scale | ' oo -
g -3+ Auto speedometer = ¢ - ’ e
© 4. Auto fuel ‘gauge )
5. Counting turnstyle . o
6. Photggrapher"s light meter o . .
- . 7. Thermometer - ) L : -
* ' 8. Adding machine e e )
9. Cash register” .
. . y - . ’
Lo \b. 4 ' N
3 . ¥
: » 4,::\" » (I g;"
» Check .ybur answers on t‘F next page L
,- - \
}V q: 4 .
* o \J,\ G‘Vw (.’
. ’ s
’ -3
. é}) ° o N . )
66, v ' . -
> . D9 o



L3 + ’;
a"--, < . :
colo AT \Q!eaSures 1nches and feet ’ » L ‘ .
‘ 2. A -MeaSures_weiﬁht- B L ’ W e
a s R - ”
: . X G . : .
3. .A Measures miles per hour ‘f“ .

Measures

quantity of fuel in, tank P . 3

\‘ .c ) ..,\. - ;‘ ] . ;. ) . ,’..“' .}.

'S.. D= Counts < S e . G
. . : . . . ' . y \
6. A Meagu;es amoupt of light St - . .
N .'\‘ e " . " . ’ ’ '
Ce e T MeaSures gemPEratUre -8 o ” :
[ BES . o . ) R S, ) )
e EAN x R - ' -
Pla® 8. D C0unts numbers - .;‘ ' , \
s . a,. A . .
2 N SR o : L ) B - p .
9. . D Counts numbers . PR . .
LY . ) - . R . ‘f .
. - . . ot ) . - . - » .‘. pek )
* . _An analog device measures, while a digftal device -counts” LS
. - . REN - Lo . I L. . s ~
. . o '( - . . -
e ~ e — : —
3 < . '
. . .
. - v 2 ) 2
. - . ' S . % ) o P
; . O Vo
. .
. L . .o -
R LS
S > '&’:ﬁ 14 ¢
\ ,‘ ., 9’ .
; ’ |
. N ! e B “
- £
RS )
.
v .
’ . T
A -
: . .
s .
; .
.« " ,
'y ’
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=é¢hlﬁatioh of the Sélf-Test I_ Lo o “.l' ; ~: k
', gSelect the path below which’tells * * . L&

° " "how you did on the self-test: ' R o
: - ° . SR . ) o) _ ' ’ KO 3 w0

- o o, E Cr L S :
I. -"Yippie! 1 got 7 or.more of the 9, - . . N .
‘quéstions.on the. self-test correct. . S . ' S,

N I gan_niow go.on to the Performaftce x R I *
Exam at the bottom of this page..! '~ . v
v . - oo a . . B
v T : : em T SR Yoot .
o . g o AT g, :
e-‘, . * . . . o - 5 . . . L ) N ) .' R ) '-. - ] o 3 . (\_'
S : T @ I1I. "Heck, something'. ig wrong!" I'm 7 - -

b ... . Just not 'myself .today. I didn't .-
Sy - . " .master the self-test according to

: o . ‘the objectives. I had better.go
SR T T ¥ back to page 4 and'select another -
! ' : ’ : N path to-reach:%hese.objecﬁives.

Sra

T _ The= 1'll review the information | . e
] - ..+ =+ at the beginning of this LAP." U
t rs ’ . . N St . . - v X : . N . ' | .
o \’ R - L ' . B . o N ®
o ) ’ W o ,. .-a.. ¢ ‘
- 4 . Y . B
s -~ PERFORMANCE EXAM . - B \ . .

o - B . .o t
. : v .
B

. :Hand~tbi§ Learning»AcEivities Package (LAP):back to your teaﬁher'
T and ask. him"to give you the Performance Exam which will-explain what:
+ you are to. do. After-you complete this exam satisfactorily, follow -

* , the directions below.. _ - ‘ ' R

-’ -
. ) ; :
AN ° .
13 /' -
. ‘e - N 4
‘V. B Y . . -
-2 w» )} . 3 . B
’ ; qa \ 4o
& . N . -
| Ly S S
13 T : /;Qj ¢
. . )
: ~:> " \ -
. - \ ) .
- : . 1 ) - - . & .
R : i
, . : You made it! . ..
oo ; , - Go have a sodal’ . . Ny
. S S -1
o - ’ o v :
. “DC 41
s - : )
f,. s . ’- ’ .
o A b
\)‘ .-,:.,.. ° : . I_ .. . ) " .. . . . . _‘-A ) e . - .‘. -“F < .._:...,:
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LAP PERFORMANCE EXAM . WHAT 1S A DIGITAL COMPUTER?
. ’ k. ° o - ' ’ L ' v <
" By yourself and without any help’f}om your, notes or friends, draw’
B ’ . . o . ' s
a diagram of the flow of information in an elef:tronicdigital @
compuﬁer system and explain the functions performed by the different - .
componenfs. A ruler is prov_ided for-use in drawing' the diagraf.
’ ’ : ﬁ:«'r; ;"‘
l‘ ‘-‘
* b | "
- v % ¢
o
@
’x » .
” -
4_' .
4 —_..
L . ’
[
" : (4
[V " ! 6.() !
L &

S “fn



v
" DIAGRAM
- ' ' - { - - :

R T * © |MANIPULATION .

J'. C ‘;& | Ny ¢ q- ) ".
AL ~ INPUT Y CONTROL ° _OUTPUT |

< . . . . . “ . ) " ) - 4 f ' “.:.

B - | — L]

‘ ) . . .
» > STORAGE ’
> \‘W' i
CPU :

COMPONENTS S,

1. Language translation——translates digits, letters of the alphabet, '
' and symbols entering the CPU into the language system
of- the computer. : .

L/

2. Internal storage component——memory unit within the CprU.

3. Arithmetic logic component——adds, subtracts, divides, and

e multiplies Tumeric data as directed by program,
’ It also enables the CPU to make certain logical

decisions. : . .

4. Control component——regulates the various functions of the
' computer, .

. . . . . ¢
-~ "
-

- 5. Input un1t--dons1sts of one or more devices capable of
receiving. information amd instruCtions needed , to
o solve-a problem. oo

14

6. Output unit——records or displays the processed information

. ‘ oo " on output media. - o
q s *
. - - , Yy - !

. 8
rY
DC 13 > ¢
: o )
t ” :
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uLearniﬂg'Activity Package

o . . . ;,\:"‘ ‘ ‘ ’ ,
L L oL - |
, S

[

DATA PROCESSING
Flowcharting

"By Elaine Vaillant:

INTRODUCTION TO DOCUMENTATION
#- Flowcharting : e

’ ‘When you want to communicate something to someone or understand '
it better yourself, you usually write it down. - Those things which
we seée on paper are clearer than simple verbal explanations,
Putting something down in document form such as'the,learhing
package you are réading, through now. has many advantages. In the area

‘of Data Processing, it enables one to‘processvdafa with little or no

I

Supervision; enables one operator to'assume the duties of anothef

in case of;ﬁllness or vacation; provides means for making changes in
an ord€rly way and assures adequate controls’ :

” . .
Do you want to know what is involved in documentation for
data processing? . ) o o

BEHAVIORAL.OBJECTI%ES: -
’ "vuw X? LT ° ' .
At the cdd@}usion of this Learning Activites Package (LAP),
you will -be able to do the following: o . : .

I.. Given different flow chart symbols, you wg}i'be able to name\tﬁe
' function represented by the symbol. "‘ Re :

v
oo

a

I. Given * problem, you will prepare a flow. chart which provides
for all possible situations in connectioh with this problem.
< . . ..

‘

(Performance Exam) o '33 -

Go on to the next page
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14 q

Now that you havé read the objectives,
select one (1) of the following paths:

I. "Gosh, Gee, I think I can meet these objectives.: I already

~

7" 7 know quite a lot abbut_flowvcharts. I guesg I'1l go to page 12
and take the self-test and see how I do. I probably won't have
to read all of this material." ' '

o

. . o
.

.

# o IT. "Man, I just don't DIG this. I never

' ' ' knew that there were flow charts. I
don't know too much about documentation.
I had better go to page 3 and do the
assignments to Jearn more about this,"

i

DP 2., .. L

o
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Do the fbllbwing assignments:

Read the information contaimed in this package starting on page 4

and work through page 10. . et

°

See if you can explain flowcharting as a form of documentation to

a’ friend in class. Plan your presentation by writing notes on

3x5 cards.of those points you wish to bring out in your explanation.
Have you explained it in such a manner that he can understand it well?

El

%
-

If you want additional information, read the followihg refergnéés
. found in our library: ' ‘ S

Logsdon, Tom and Fae,"Thethmputers In Our Sociéty, Anahdim -
Publishing Co., Fullerton, California, 1974, p. 199.

Wanoﬁs, Wanous, Wagner, Iﬁtrodhctory Data Proceséing, South;Western )
Publishing Co., Pelham Manor, New York, 1973,}rp. 25-27.

DP 3 . .
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B 3
Flowcharting - -

,:’j_

N
Q‘ :

L

One of the techn1ques of scientific management which is widely
used in data processing is flowéharting. Any human activity can be

reduced to a series of séparate steps. These steps can be represented

by a series of symbols on paper to show how an operation is carried

1
"

out. Analys1s of this paper or flow chart can often show 1ncon—

3
» ) J

s1stencies or ineffic1enc1es in the, operation.?’The w1de apread

adoption of digital computers depends to a great exﬂent on\the ability

’b’ﬂ

£

\' . &
of management experts, called Systems.analystsq to prépare flow charts
! BEEE . ‘ ‘A o .
af compjex data proceSsLng activities, Thejcomputer is often affec&;-v‘
ionately called "the idiot;' by people who work' vflth it. ~Its great L3

v ap v

computational Speed.. is only useful when it is: glven complete and de—

ta11ed instructions. The computer w1ll do exactly and only what you

tell it to do. The sllghtest omlss10n can, cause gred& errors. To
<& » .

place his sweater os jacket on the tabl 'ruct yourrfriend B J
one step-at’ a t1me, to ppt on the Jacket nd will dO"éxacqég _
\ :‘ * < !
and "’ 1itera11y‘what he 15 instructcd to’do . For examp,_ﬁ"
e { SR 3 "
if you say only,' Pick up the Jnckct o pick,it up by thcﬂﬁp“_'c
i Y S RE Ry
by the 21pper or by one S1ceve,%%m§ Keep a fecord of how manyﬁggqc{ u}ﬂ
Lo f‘w o "l%l ‘)’ -(_h'?"' \.. x_‘—‘l‘
Gtructions ¥“g usL.J Notice that thc ¥nly’ way to achievc results ig o S
“-/. ) . f' N S }' o ’ ‘
;to glvc vqry exact and staich sttructlons. _Imngine wha ”""stﬁ
@ 3 . o
“"\‘i}?’ .
happen if you had o writﬁ such a program«bf indtructions for’ yqur S
u ‘, 4 : £ - 1 A ' .
classm 'to canry%out nll his actlvities from gctting out of”’ gcd in . -"
,,,w;,4 ok el ' .
Y . ' ‘.'1
. . <
;L 74 I
. hi




. . e e S T e e v :
: ‘ Ry i 7
. v
the morning until he arriveSggt échool. Thij%xould be a long ‘program,
; 2 ,

: indeed but no more lengthy or complex thanv ég pmogram required to

N _ r%qgﬁ s
v . ot
: e 1nstruct computers to‘complete data procegﬁi?ﬂﬁroutines in many
B Coe ' SR 4%\5 -
& 'businesses.' The Job of writing such a psygram of 1nstructions must
‘ . - '} ,," ‘ e :
be divided up among a number of indiv d
" - as a guide to these programmers.
. ‘ x :&1% S . ¥ .
There are a number of different s¢®s of symbols tha# can be
used for flowcharting. ' The set thatyygly.will use is.illustrated
below.
“‘ . \
<
. Lk
§ o
o ) , Aux iary Deeisidn
R ) 'wOpeﬂ'tion -
B A e K . e
ded Ty .
. A, DU it
£ . i PR
A S ;_.)";l . ..
',r - 3, , P ‘
,::g ' - . ‘ - !
C - :

- ' Clerical e . -‘Procg551ng o
- +OperationL' ; °Opeﬁ?dib - L . Document

a Y i .
Lot N

o .
Ky Tt
P AN G
Y /f; l’ k
o ek
. @A
{ .
3 6! 9
‘ PR} ,
R - \ .
. K p
By
br?’
or stop) ' ‘ "~ Conmnector
¥ s /
roay ] | v}")‘ ‘ s .
o]
. v 1. DP 5 ,
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- How are these symbols used? To illustrate, let up prepare a
flow chart for a simple activity,

The first symbol on every flow chart - P :
is ther start Symbol\ This shows us O
where the procesg begins. The . v : ;

TERMINAL SYMBOL s “%ﬁgﬁﬁ

Séndra‘Snooty, a student at Central
High School, is asked for a 'date

by Ernest Eager, also a student

at Central. This request is
represented by the INPUT SYMBOL.

The two symbols are connected by -
an arrow showing the direction

of the operation. -

Requeét
for -
date

’

L o . BN

Sandra is a very popular girl.

She has so many: activities that

she’ keeps an appointment book to °

list them. She asks Ernest to »
wait while she checks.with her

parents concerning their plans

for Friday "Actually, she runs

to get her appointment book.

Request
for
date

; DP b o —

76 -




When she gets the book, she -
looks up Friday to see if she
already has a.dute. This is
also, represented by PROCESSING
OPERATIONS'SYMBOL.

- LY
T‘.-
Sy
) R RN
t . ?
.‘ \ A
P ~
P Q. e
e
« ‘o

&

At this point, Sandra must make

a .

logical decision. There are two

possible courses of action, de-
pending upon whether Friday is

open or not. This is represented

by the LOGICAL DECISION SYMBOL.

Two arrows lead from this symbol,

“

: one showing the path,to be followed
. by Sandra if she has a date Friday,
f ‘and the other, the path if she has

. no date.

w

‘Request
" for
date

Start

Request
for
da;e.

“Look up -
Friday

73



If the answer is 'yes," Sandra is
faced with another decisi'on’® Should’
she break her date or not? If the
answer i§ "yes," she still has -an-
other decision to make--should she
date Ernest or not? This part of

the flow chart looks like  this:

. | I‘Date
¢ Notice that if her decision to break Ernest?
the date is positive and if her -

fdecision to date Ernest is ‘positive,

the next. action will be to tell

Ernest she accepts.

' ' a ' - I . TN
. o : L Mg,

Actually both of the NO answers will

also lead to 'the same result Sandra

will make h‘r excuse. "It would: be - o 5&
possible to draw this resuk%xas follows: ' . :
. - "'-v::gi N4 .
’ /
" Reguest : °
B . : for
i . } L . . ‘ : . date
w 0 A . : : . '
s °. ,
. i ' . ;
28 ) vt ‘/ - Book
. . Yes Has
A _ ‘J she a dat
*
Break e l’ﬂ"
Date7 . ,
\\ ; L ¢ O
t o Accept .’
] ~J/ ’ Date
) * « 4 ‘LMt’lke ! o ) ' Y . L J/ ‘ .
[ Excuse Al S N e
. ) . A B S Enter in_ T
R C e - " |
. , ) T Date
. ' ) ‘ : ' Book —
RS ) T T e - z e e e v . :
b . -4 N — Sg—

. o , : pP 8. - ( ‘Stop . )
o - - ' : . | g

ERIC-: « -+ .. 78 . o
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N o T | Ernest . ,
. - L¥ Finds Out ‘
’ ! _Book /- ton ' o
. .. /// I ’ -

~ 3 _"l o
Since Sandra is a typical teenager"there I1s at least oneé addltlonal
poss1b111ty that mast be condlcred”' After she makes her excuse
and hangs up, she may change her mind?! Then she can always arrangu
in that uniique teenage way for Ernést to find out. . Since we don't

—cknow how this happens, we w1ll put L ? in the PROCESSING OPERATION9

"SYMBOL. representlng this step.. Ernest may, of course, ask again.,
This Qiii inifiate what data processors call a.LOOP. The same”
series of steps will be repeated until Sandra makes a different
logical -decision, The. complete flow chart for th1s actlvity is

given below., * -,

Request¥
: - for
Date

o

o

Sy . . ) P R o . ]
o *S\g\ . o R ,
Co : ‘ Has Ty e ’

N

\she a d.‘lt} , o K :~“;.,.‘ /.

T

o

Date

\\\E::%st?

3




.

Notice that .we now have a flow chart of Sandra s actlvxties that
~applies not: only to her call from Ernest, but to any request. It
still is not really complete. After she has accepted the date,

she may also change her mind, or after she says .she must baby51t_

she may meet Ernest at ,the dance while she {is dating the quarter-
back from the rival fnotball team. " What other possibilities can

vou think of? Cross out the two stop symbols on the flow chart_

and add these p0551b111t1es LA flowchartlng template is included

’

An this learning activities package (LAP) for use in draw1ng symbols

Do not write in this booklet -Use a’blank sheet of pape; for
- your work.-

-

N . . hd

Go baék to the section on-as¢1gnm(nts ‘and complete them.

et ,,‘
- .
. i o
‘ b . i ' K
D- “' -
e 2
i ; . i A1
' ) . .,
¢ , G .
= ] 4 o
. - - Py v 4 ' !
N . : DRI
- - .
. . iy [ m
. - 8{)- , L Lt
s
Iy ¢ Uy
a
' 1 DP 10 . 1
' 4 f>ﬂ
\'\C‘ l - - H Lo
ER Lo
oo : o . .

f}
¥, . . a ! . . . . 3 l\
~ S X - , \ . . . .
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Self-Test ° .

Trackihg for ¢ . DI

- v

Select one (l) of the. floo%ipg paths: * B o
- [ o ’
. Lt X 4 T ‘ .
b 1 ) . Y . ;;': . ] i
. ST
"Boy, I-sure kiow this materlal now! 1I'l1
. go-and take the self-test on’ page 12. .This
. will help me to see how well I learned-my

» _ R materlal aod met the object1Ves on page_.l.

*

' check my -answers and grade ‘myself. "

'
. - B
3 .
& ‘ = s
e T X '
;
. te
Al
- v c.
v A
?
« - LIRS
' o 4
'\:‘: " '.'-, ) » ) '
. )
™ -

”Heck ‘I'm still confused about flowchartlng as a form of
documentatlon. I better go back to page 4 and read: the,

‘4 s *
t ' . 4
" .ﬂ- 1y -
. .
"y [ )
.
‘ ~-mater1al once again.
,
. u ~I'
o
. ‘ ‘
.®
L y
’ '
S
.
. ' !
.u‘ "
’, ' -
. o
, LA
« - '
‘,'. B
;
-
.
Ny ’ .
- s -
5 » 'ﬁi.
. . e W
R . - .
: ' , . o -k, '
¢, ,"
- b f €
[ 4 L4 ¢
" )
8 .
. " .
a
L
. a
~a,
»
B LI
REESE o
I3 LN N
« b
v A

Thls should help to clear things up.""
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Self-Test " - . . o A

L X

Dlrections DO NOT MAKE ANY MARK -ON THIS SHE/EST Label the .

gollow;ng flow" chart symbols as to. the function being,represented T F.
- y eac - » iy . o L3

s

.
.
Q
-
N s
1
4 -
.
. E
-’ .
-
) 4
.7 ‘
B ’ , ga . M
5 . R
a ?’. LY
' / o o v - -
‘ -
e M . * ° /
] S RO ; IS . e ' s
. g - /
el e ¢ LN
N . & , .
- A -
N & v s
A N -
P W -~ B »
- [ N
. .
< ¢ ’
. . ”
, : Vo ‘
N & A s ' :
- 1
. ’ '- - 4.
3 ¢ 4 . ]
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- ¢ . B . .
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» T . . -
s 0 '
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EVALUAT ION onélus SELF—TEST

aty '~',-
i W',. :

Selectﬂthd 3e¢h below wh1ch tellb how yo“ de on the

self tesgr e

Y

"Yipp1e' H labeled all of the flow chart symbols correctly. ' 2
- I can now go on to the Performance Exam on page 14." ’

b
v K
Y
:
&
, v
’
q .
II.
, Tt
‘!‘ B
B
3 .
Ay
»
v
»
) ’
LY
N . nl'
] L
?
“ .

L
V

.. -
. R : . 3

=

. . . ) i*

g
4

"Heck, SOmethlng is wrong' I'm just
not myself today. I didn'tsmaster the
self-test according to the objectives.

I 'had better go back.to page 3 and

select another path to reach these

objectives. Then I'll review the: *
‘information beginning on page 4."

. [ . .
ré . ) M2 i (53
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i PERFORMANCE EXAM 5 -,
. T '
‘Hand this Learning hctivitieé Packagé (LAP) back to your
, . o .

teacher and ask him to give you the Performance Exam which will

explain what”YOu arefto do. After you complete this exam . -

7

satisfactorily, follow the directions below. B
- 2
-
A . {'
\ . £
w
»” \. d
LA
¥ _ e
% A
Il
A'. Q ’/
“". ) VJ-A‘ ¢ . s ’ . ’ . ' ‘ Y]
CAEF Ty, made it!
» b '_ ] N
Go have a soda!
1y ' ’
s « - .
’ -
. .
.
N DP 14 . .
[ .
. v
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LAP PERFORMANCE EXAM - INTRODUCTION TO DOCUMENTATION--Flowcharting
By yourself and without.any help from your notes -or friends, - N
. N B . . ) d .
< - & o » .
y prepare a flow chart for the following situation: o - o
L . )
’ Imagine that you have just moved into a house in a strange
. ™ o.. .
't(_)wn.:,, Your telepﬁbne has just been connected. You fi:nd' your
te{éyision set will not*work. Imagine the procedure tﬁét’you'WOU}d
__.gé{ﬁhrough to call a repairman. Perhaps you will call a wrong
..,;?i';‘,".(":-.?r, » N N . ' ‘ - L . »
_}wﬁéq@mbes, perhaps the first man you reach will not be able to make . .
TR - S Ty ‘
a« a’'service call for three days. How many other possjbilities can
A s - . , ,
i§YOu think of? Your flow chart will be graded”on'how cdhpletely.you
s . ) . " A . o a
have provided for all possible sjtuations.
| '_\ . - -
. ‘ ‘#' ‘. *___:*‘ ,:',‘C S
\ - 1
%
» “
, 85 Cog .
. .
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- ' _Turn to ‘ - : o
. R h\ o TV Repair _ .
SRS , . ' ‘ Give Your
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By Patricia Marek

~ company, and. .wo¥ks indirectly*wit:h all dthet office
~company.. -Ann’ “is' Hopular wit;h all the e
, she has been instrumental in eli’!, ;

'”éious gossgip, and/workin~g out dilXj

B in ,the’ organization, the other emp &%
v t:heir liaison w1t:h the t:op managemex%ﬁ“’

,office. RTE
-POSQIBLE STUDENT QUESTIoNs»¢ .h

1.

6. What wlll happen if the*&mployer is not: 1%f‘brmed; o.fﬁ\uhe si,t:u'

. OFFICE PROCEDURES
o : . . . Case Studies
Integrated Exercise. S - R L e

CASE SIFUATION: B , p\‘ ’ GrapéyineyGossip

. . r
Ann Taylor is an* Execut:ive Secret ‘who"
Company for six years. She has always’ een a vei:,y c_acient:ious andr .
hard-workirg employee, she wag promoted to the to {ce positian in

the . compaﬁhy. Q She works directly for Mr. Burke, thi

are fourteen o:,her office" workers, incluaing four secyey "
‘onees, and on

withOUt :a.comment’ to Mr. Burke. &

Ohe girl,. said that she had be

that she,”gas to be promoted t& g
other gi%s replied that she felt the"
son withithe most seniority (presuma}g'l-l
Ann knefe ;\hat:— this -type of goss i uk

-.% S ' T
%rapevine is"a usgsful t:oo.l of admi S

~ tration to g vey info:mat:lon unofficially in org r to obtain

employee reactlon to pollc,y" Canuféu thiﬁ.lé of & example

e v—\ﬂ : *

in this case? A <

bon © ., i
_xv ' .. % l.|h

7. Should the vice—presiden‘t’ have ment:ioned the new 'po%ition to: vone '\‘,_‘;;'_
of the girls before it was officially announca:&d t:. *all personnel" @

« E .
¢ B : ° "wt -

R , 5 I

8. Desaribe t:he characteristlcs or traits t:hat: an %éxecut;j&e seck'et:aty _

should ‘possess, _ S _ : e . % T ‘;
P o L _ : RN

o ‘ . . _ s ‘—-t . ,"}"?‘.: B .?,.:ﬂ-; iu&(
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& . + ;Qg.,
ﬁﬂ jﬁ;ag} £ ' " T !
\ Do’ yop agree with the :Ldea that gossiping is a maturdy ';.eaction
Do aa\nd‘ should be accepted as such ‘ard ignored by manage,,. -2
A ) i I . L . }.’.»';7 .

II..

-,9.' Should the indident have been reported to(ﬁ:]ane s! employer"

- 5. How can patience and self—control %e used in similar incid?ts"

e« U A . .
CASE SITUATION' e I A The Receptionist
. » ﬂ$f e \ N .
Jane Black has been a. SeCretary Recept nist‘ in the Research- o
Department of the Rheem Paper Company for. @ghteen months. . Prior’
to this time, she-had been employed by 'a large insurance company
as a typist, working in an’ ffice with' twenty other: girls. Her
current duties included greet.’éng callers, operating the - switchboard
for the department, and typipf fox several members o'f the department

This momi Jane rece,ived few oﬁtside calls and no visitors, _
_she has been b y typing a stat:Lstical report that the department
. héad needs for an afternoon meeting. While she was. engrossed in her .
typing, a visitor came into" the reception room without her seeing him. \.
After waiting for approximatel}“ ten,mjnutes 4s Jane typed,\he - finally

\became offended and noisily begyn to 1eave the room , k
s 5 t,! R . " . © .
~ BT TR fo
POSSIBLE STUDENT QUESTIONS‘ M ‘_ RN SR . C R . o

Nk "‘_‘ vt T . ) ‘ Ll ~"’

1. How cQuld this - undesirable incident: dhave been avoided" , !

.1 o :a‘
2, What personal quaIlfications yill Imake a secretary §"txccessful
o m greeting callers" Wh,at“cautioﬂ shqulé{’she observe" o S

\

' R P s
to3. Is there any indication that ’ﬂ@g lq!gpd the qdalities necessary
’ 1n performing the duties of eeq&tary—re&ptimﬂst" R T
: R : S

4. Should all callers.be treated with &e Sajp degree, of é’ourtesy"
" Is. appearance a good basis forj}p%ngw l&gr a caller i;s;

welcome7

.

ok

“

- EA . ‘é e
* .
6. "If Jane had rggognized the v1sitora‘as h%as J,,eaving, wha{ buld )

she have dome follow: #p ‘the incides t" § S, T A

G

2
7. In what way is'a secretary a public relhtions; r,epresentative ét AT
her employen" ) , o P

8. Could certain off1ce mod1fications hel%q,s
: in the’ future? T

1

. . R b LY - -
. ) ~ R : . .g ) . . : 1
10. Should the blame ever'be put on the yitghbr?‘_r - L @
' oy »
v ’ o ﬁ B
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R o -7 OFFICE PROCEDURES
S : . Lo -Clerk/typist
< .4 . Integrated Exercise v DOT Code No. 209.388-022

SN By Janyce Wininger o S USOE Code No. 14.0901

IS 'Instrudfional Objectives o . . A

A "\.}C Lo .o : :

P
g ThlS e isk w1ll g1ve the Student an opportunhity to’ perform - .
ﬁg'_ the duales of a clerk/typ1st in'a very small sompany in which he or *

Lo she is the only off1ce1employee other than the QWner for whom ghe’
v Works. » . RN . .
"¢ Behavioral Objectives B
' Y v ‘ o )
- ' Given 1nstruct10ns with pertinent data apd the standard supplies
. . listed, the.student w1ll-“w1th neatness and 100% accuracy——ger?orm

' the following tasks within.approximately> 90 minutes: . -

2. Compute extensions, sales. tax, and totals-.
3. Type from unarranged, handwrltten copy on company letterhead
a purchase order, an inv bce, and a quotation, each requiring
, : _multiple copies. ., . ’ . .

Student Competenc1es

The student should have a knowledge of ,
‘. S . . L

Typ1ng skllls Y

ﬁ The’ arrangement of, and. 1nformat10n conta1ned on, varlous
" ‘types of business forms

-‘Obtaining a zip code from the local telephone d1rectory
;. Obtainlng a company 's address from the local telephone

y ° . quectofy . , -

T - .5. Operating a calculator .

' 6. Proofreading

7.' Correctlng érrors on or1ginal and multiple COpleS

v s Tlme Involved - ’ o ' ' ' .

R : Approx1mately 90 minutes

Materlals) Equ1pment, and Supplles Needed

o - b
5 L 1, Typewrlter : s o o
. © 2« Typing €Taser or correction tape or corregtlon fluid
' 3. Czlculator. ; ' o . . .
« Letterhead : e s S .
5\ Carbon paper ' o ‘ ‘
6. Onion skin "
] ' 7. Telephone, directory -
- T 89
) ’ Qn- - ' ’ ' -}

1. . Look-up’ addresses and zip codes in logal telephone d1rectory
. & q .

o
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&
‘ “Suggestions to Teacher : . W 0
L7 This exercise sfiould he given to.the student upon completion of

a unit on'business'forms.' 1t requires thqf%b%lity to follow direcﬁipns
‘and think independently. : &# 0y - :

. : : "
,' Suggestions lfor Evaluation and-Crading_!a . P g
| Pufcha°é¢ Order ‘ a. ﬁ'eagﬁg ‘
- N . “L b. °A;Eurate \'; i
Invoicé - c}‘ Complete -~ | .> ‘ Co s
4 [ N / . ) . B .

d{"Required‘numbér of carbon copies

°

Quotation ' e. Acceptable arrapgement

< r

~ The Job Story . ) -

 You are the clerk/typist at Stafford Printers, Inc., which -
manufactures fabric for sale to the garment industry. You work
directly for the company owner, Mr. James Doyle. Because your company
is so small and cost conscious, only one type of printed stationery
is available, the company 1ettefhead. Whenever it is necessary to
. . issue a business form from your. company, you will have to adapt the.
\ company letterhead to that particular requirement. o "
_ . _ » X ' A
" When you arrived at work- today, you found on your desk -the
attached handwritten sheets which give you the necessary information
required to type a purchase order, an invoice,. and a.quotation. When
typing these business forms, arrange matﬁrial’soifhat it will*be -
attractive and easily understood. o . p
v ' N s ¥

5 . ' o ’ - . ) .
i .- ‘'The purchase order requires two carbon copies.  Plimpton's:

address may be obtained from the local telephone directory's yellow, -
pages. Compute extensions and tpt;;ﬁ?‘ _ Lo ‘

The invoice, No. 5119, for Stadford gﬁgﬁ'SchOOl;igequifes three
carbon copiés. You will.need coagompute Qﬁk saieib;é% based on the;
current rate.gefdre totalling. " L et ’

‘ ‘The quotation, No. 802,\resu%rés tWo ?;fﬁonféoﬁies, and Busy
. Needles' zip codegican be obtained from the ¥bcal telephone directory.

v

: Co . . o .
. When you have finished,‘paperuclip eagﬁ;original.to its copies
and submit in a manila folder to Mr. Doyle for his approval before .
mailing. L ' : : :

B ;- S
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OFFICE PROCEDURES =~ . -
' S ‘Filing : .

‘Learning Act1v1ty Package 1 . : Last Names With Preflxes o
By Joyce Brennan N _ : ‘ _ a o

) Objective \-*g‘ ' ;,’ ,.“- ' ' .- . T

e When vou complete LAP 1 you will be able to- index and alphabetize-

properly. 1ast names with prefixes - oo

* :Actlvitlesu~~ ~3§ ” ’

Read eachusectlon carefully ‘and then do the pract1ce exercises .
that fol!ow *ﬂomplete the integrated practice at the end of the: LAP
y,“\ _ 2 ' _ . - .
Checking o e, . :
. B EAPEE. C . .
Wﬁ When you- have completed the LAP,. “.check your answers witL the
‘answer key which you may obtain from your teacher.

TeStlhgv_ ' J..l,. ) ‘ . : . e vq‘
* When . you have completed checking your LAP see your teacher for' _—

a test on the material covered

w
.

., -7 LAST NAMES WITH PREFIXES
. .. : R Y
oo - R . ‘ S .
-Explanation 1~ : - v ' o h -
Look at the name-belov:‘ . I '~\
- DeBreu - g oo ’ l

Th1s is a last name, but it seems to have two parts because there s
are. two capital letters, the "D'" and the "B." .. To make it easier for '

‘us, we make ¥t a rule to ¢hink of such a name'"as one word- ) ' o -

) ° - .

In tbe name 'DeBreu, the f1rst’part of the name, the "De," is
'called a'prefix "People with names that beg1n with.a prefix generally
are .from families that came from Europe or Latin America. Most of '
thte prefixes found in such.names meant "of" to. show where a family
came from. .The prefixes have nf meaning or ‘importance today, but

©

they are still part of the person § name. . o ,,‘;w
. " Here ‘aré some &ther examples og prefixes to names: o R
= ' Da, De}, Des , D1, Fitz, Lay he M', Mat, Mc, 0', Van'and'Von; S
&? :‘ 2 ‘f ' . ’ - ) '.1-
a Remember{that if a'name. has. 4 prefix, you will think of the pre—"b v .
.‘fix and thé rest of the name as .one name._ Notice that some o AT Ty

“.these pTEEixeg,MSuch as 0, have Jusﬁ one letter and then an apos-'_

trophe (). e AR e e
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You. think of the O as part of the last name when you index the name
and put it in dlphabetical order. ' e T
“YO0'Brién = 1 ‘undice :

S P

You may find ghg;;tﬁeféyiéfa quce.affér.tﬁé pfefix,'suéh~as Ain-

the name "De Burnsg" #iWe still-th%ﬁk of this as one name.

De B'urns ‘;;‘ "1 undit

You'will now learn to index names with prefixes and. to put them
in. alphabetical order. Notice in ‘the example below how the unarranged”
names were placed infindexing order. They were theanut.inﬁalph—

betical order.. You will. see that the last, names with prefixes are-
thought\of as ‘one unit. : :

N

o T  Indéxing Order . ' Alphabetical Order .
. Unarrarged Names~ "  .Unit 1. = Unit 3 ° Unit 1.  Unit 2 .
. oo -Rit 2 S L —oit o Znit ¢
' } S o |
~Carol Du.Gata e ‘WDu Gata. «Carol DeBraunSf_ ‘Paul -
.+ Thomas O'Brien- : O0'Brien * - Thomas Du Gata Carol
Paul DeBrauns - DeBrauns - ' Paul ' +~ McPherson John >
John McPherson McPherson ' John .  0'Brien Thomas
-Practice 1 N .
: - You are to“index'the‘uﬁafiéﬁgéd names bélow and put them in -
) alphabetical order by writing the ‘names in the blanks ‘provided. - .
. . . . . . BT ; ) R .

) _ : * . 'Indexing Order Lo .‘AlphabeciéaI,Orderi_ .
Unarranged Names ~, Unit 1 © Unit 2 * Unit 1 _ Unit .2
Marie DellaCorri R T

: "John McAndrew. v .. - . i : e . ;
. PR o . ] ) :v L o - - >
i . Jean,LéBoUton : - ’" f _ P . g
: R - e . y . . ) : _ I
. . ‘Helene LaGrande . ' §{~ ' C T o L
P ThgodOfe‘O'BaniQﬁﬁgg : o L 5 o
S T T , )// T
.~ Explanation 2° ., - CON '; ‘ -ifd/ v
' ) . roL CorEe " LI . e - ’
. . = S e Lo Lo ’ . . v
. . . ¢ You are now ready to work .on Problems which have middle names and-
<" prefixed last names.. Noticelin the example given on the next page .

R how:thp?ﬂdaffanged:na%és“have been indexed. Then they have:been put
P . g o

“alphabétigal: order. - % : - : . . ‘

. : ¥
,(‘ . . ) ~i o

: .. .. * . ; 2 _"

. « ., ' LU ¢ ,-» L. N ; - - .

e " ’ u ) . | N “,: .

o :,‘. ’ ’ ’ M ... i ‘ 2

” “ .. & ! 4 .

£l Al . 3

: K ' ~ N '. .:' :" ’ ‘4 ’ N

Aruitoxt provided by Eic:
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o - G T o . " Indexing.Order, _ . .
’ Unarranged Names ~° Unit 1 - - Unit 27 Unit 3 R ‘

. Anton Paul D'Andrea  D"Andrea’ - Anton  Paul ST
Vincent Sal D'Amico D'Amico - ‘Vincenti Sal = T
Anthony Joe DeAlfieri ~ DeAlfieri - Anthony Joe .
PHilip Sadul DeBrunner DeBrunner =~ -Philip Saul S
Jefomg‘Ripk LeRoy : LeRoy Jerome  Rick = P
S .. ... _Alphabetical Order . - : o
-7 Unit 1 . Unit 2 Unit 3 . - -~ ..

13

. .~ D'Amice ., Vincent  Sal . .

L . . D'Andrea . . Anton Paul " '
L S -7, DeAlfieri An'thony Joe -5 )
' ' : : DeBrunner ~  Philip  Saul oo o
. - LeRoy ., +  Jerome Rick '
< ) . . ‘» . o . . N i‘ ...
Practice 2= g . . R e
. - , - . . . g - . . . ) ‘:‘_ . . a.~ \ v .
. . Ce .o A LR Lo . .
*You are to index the unarranged names below. Then put them in -
" alphabetical order. . - . -« ¢ ) . , o oL SRS
- N . . i 4 : ’ : : ?
A . - ) . . ) ,_..'v_ﬁ : ' . o . - "-. . . )
- T : " Indexing Order ey "\Z
. . . - h L e . N e -
Unarranged Names Unit"1l - Unit 2 Unit 3 -
S . . ‘ . . . . :&' . » . . . "
John Peter LaVine
. o T e T ' A St
"~ Joitn. Edward LaTessa -... . - s : : T '
. o ) - . S ] ; T - . B -
) " Lillian Jean LaSala -. - L o - LT e
R N . 7 ] R E * ot R ) . J :
« 4 ) R . . . - L . '
 Victo¥ James LaRocca. )
o L R S SR
Bar ron LeLon S . e B o T .
igrod LeLong : — — —
- R _ - e .
7 N -Alphabetical “Order. * - : .
" S - = / . Unit 2 . Y ' Unit 3 - - S
o o R T ' _ e
: 3 . ”? i L3 S . ] . . . .
y ) R N S T S, .
\ ~ ° : s Y
Pl il N g - .
C K 5 \ B (‘]
‘ N s
. —
\ . .
\ . . . :
; \v\-_ . - v“‘ n.
i v - S
. . . T Tl
) . T ' X N
. . ' o ; v
1 . N ' - . R
v . \» . -‘, w-r , >
. . » . J 1 ~
. o5 e * ° L : 4 . N . Ty 3 _ !
; AU o \\. ‘
) } " . 2 \' .
- e, . =4 . 9 5 i

\)‘ . N o ' \ ) ’ ’ ..";Qa.' .. - - a : . ~ T .. L rf .

EMC ‘_- ‘ \\.\_ \ . »’ .:?'L - ‘.n'.’"' . K T B . L
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R S = / T
A < , * - N
! w C . . : a . . " —
- Explanation- 3 R ‘ T 'p oy
b o : S © .
L, L. @ . ) ] : ’ e . .. v R
“g v . If there.is“only a middle initial with'a prefixed last name, you
. follow the rules vou have already learned. WNotice in the example be-
low how ‘the”'unarranged names with initials for middle names have been
. " P * . . s - . e v Y o4, . .
"7, %indeked.. Then they havé been-placed "in alphdbetiZal ©rdor.
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by . . e 77 “» 7+ Indexing' Ordér . . g
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-/ put them in alphabetical order. . . . :- t N g S
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Explanation 4 ’ E ».'L’ S { S
. . L 4 »

Gome of the unarranged names in the example below have been in-
dexed incorrectly. The incorréctly indexed names[have been’ crossed
~out -and then wrltten in correct indexing order at' the right.

N Indexing Order - Corrected Indexiﬁg Qrder
Unarranged Names Upitc 1 - Unit 2 Unit 1 Unit\2

- - N R | s
=~  Anton DeMarco DeMarco Anton & b f :
SR \

N

Maria Di Tempo. - Di Tempo Maria

Hector DiMaria DiMaria Hector

Delbert Le May = ~Beibert j Le-May 4’.@_7_@7_ lzduw_t:_
_Phillips Le Roy Phillips - Le -Roy. - Nu LAM#.

- L g ~

Practice 4

Some of the unarranged names below have been indexed 1ncorrectlz
- You are 'to cross out tho»e names ‘and write them in ‘correct indexing
order at the right. B

‘ " . <. . . Indexing Order - Corrected Index1ng Ordeg
Unarrange_d#;ies "Unit.l-~ Unit 2 -'Unit 1 ., . - Unit 2 -
: o ' - S
» Mario Lo Bianco Lo Bianco Mario :
. Co A N ¢ ' . : .
- Krause VanLieder Krause VanLieder

Frank DellaVolto Dell Volto Frank

Helene 5 !

D T

Helene L'Arbise

D'Aléydé

Victor D'Alayne

e . %

»
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" Anna Della DeLaTourvi

i

Ruth'Jane'McMann-fr

James John 0'Shed

Practice 5

Some of the unarranged names - below have been 1ndexed
You are to cross out-thos? ﬂames
correct 1ndex1ng order 1

'y

'-Unarrahged Names

Vlck Lars Van Dam

Maria Ann D Aleppo

;Vlctor Sal D1Borg1a
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“Xdu are'ndw.ready to .index nlLes with' preflxes and fq}l middle
Some of the unarranged names in the example below

ave been
Notxce how these names have beeﬂ cros ed out
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der below.
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,Explanati - " .
' Natice in“the‘example>€elbw that: the unarranged name has been
. indexed ‘and then placed in alphabetical order in the list of names s
at"thexright. - Vs ; - L
N T Indexing.Order - ° . Alphabetical Order .
- . - Unarranged Name Unit 1 Unit 2 - Uit 1 " Unit 2 .
N - X A . .g . ~ _—
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Pféctice 6 : o b 4. ' A
You are to index the unarranged names on the following page and o
put them in alphabetical order in the list of -names- at the right, . X B
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Alpbabetical Order

. O 3

You -are -to®index' the follow1ng unarranged names and then llSt

, them in alphapetlcal order.
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T - ) OFFICE PROCEDURES . -
o ) o ‘ & T . " o Lo Receptionist .
S Dramatlzatlon ' . ‘ N R L
ot b 4By thrley G Smith . o : o '
e ST L  DRAMATIZATION ~ G v L
’ 1 s ‘}" . .. ' ' . o ) . B ' v . . ' N '. [ . K

.vYou‘are a~secretary'feceptionist in the offiCe of Mr. James’
’ P A I .
N -~
, . Briggs. The followidg s1tuations arise and you haVe to handle them
v ! ’ E (y‘d *
o Each s1tuat10n can be dramat1zed by two students ‘one taking the part

\

of the reCept1on1st and the other tak1ng the part ‘of the other persqn <§§

«

B 00' .
’descrlbed 1n the problem . The'teacher should be prepared to discuss

each dramatlzatlon and to give - obnstfuct1ve cr1t1c1sm if necessary
: > . h— : . 3
» 1. A salesman of office equ1p%ent keeps bothering. you . v
- and" 1ntertugt1ng your work while he is waiting for
oo _ ‘Mr. Briggs. You have a rush job .and tannot. take t1me
to be ‘interrupted. e e .
Your boss has told you that he didn't want to see a Mr.
Jones. Mr. Jones said, "I will wait until Mr. Briggs.
' . , - s .

is free."

»
B A%

J
You have a long dlstance call from a close ﬁrlend of, Mr
" Briggs and you were told that Mr. ‘Briggs did- not want
- any calls’. The friend keeps telling you that Mr. Brlggs
-has been wa1t1ng<to hear from him about a fishlng trip
they are goang on that weekend.

L OS]

.h *
P .

_ 4. . You have a telephone call and the caller refuses to '
s ' glve his’ name or state h1s bus1ness with Mr. Br1ggs

o .5, A prospect1ve purchaser and a good customer wants to. _
' .see Mr. Briggs immediately.  Mr. Briggs is in conference ,

and does not want to be d1sturbed
L] N

~

6. Mr. Br1ggs wife called and she is upset because she.
has had a slight accident with the car. He does not
usually take'personal calls until _he is free. He\ls

still in conference and.she is upset.
. ~
L . Y

7. Miss Jones'wants,an interview with Mr. Briggs for an
" . opening in the personnel department Mr. Briggs is very
’ ’ anx1ous to fill this position and can t .seem~-to find :




'_27. ) ‘ .. (l : . . ) .- ' . , ':/.'J ) ’ T ! t v h s A'A-
~ the rightlpersOn éhe tell§ you she had an offer from,
. another company - -and must make ‘her. decision today. Mr. .
Briggs. did mot want 'to be disturbed but he is not in - °
| conterence ‘\ AF_ 4..A, o :

: ! . 8"‘ Mr. Briggs has made.a lutheon ‘date for 12 and at 11: 30’ ‘ T
e L. . . his’ employer wants him to ‘attend a meeting for two hours. '
- - . You cannot get ‘in touch with the person he had adate
’ ) w1th and he shows up’ at %he office at 12 r'gj"~ coL

y o
1Y

w o te .

Mr Brlggs 1s out of conference, but he is. Stlll busy
A Mr. James comes in-and says he has an app01ntment with
Mr. Brlggs You have to record of an apnointment : . "63

P - v 10. Mr ‘Hull is very angry w1th you because you wlll notA
B ,“" let him talk to Mr. Briggs. Mr Briggs has left in- ~
) "structions that when Mr. Hull calls, to saysthat he
is in conference. Mr. Hull is belng very abusive.

11. - Mr: Briggs has asked you to call the reservat10ns~
o depattment of the company ‘and make arrangements for
. . a flight to California. They tell you that-there’ are
; o first class seats on any flights. WMr. Briggs does
,/j,:ot want to fly tourist class. .

12. A delivery man arrives with three very large boxes ©
. ,cthat are simply-left in front of your desk. You look
. at ‘the, namé and realize it is for anothler department-.
The de11very man does not want to move them because
he was told to put thent in your office and that is

where they are g01ng to stay .
[
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