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VOCATIONAL EDUCATION RESOURCE MATERIAL COLLECIION 

VOCATIONAL EDUCATORS, STUDENTS AND OTHERS throughout Wisconsin are eligible 
'ta.borrow materials listed in this bibliography: There are no fees charged 
for using materials from the Resource Materials Collection. 

Managed and staffed by përsonñel of the Wisconsin Vocational Stddies Center 
and the. Educational Instructional Materials Center; University of Wisconsin-
Madison', the collection is supported by funds from the Bureau of Career and 
Mappbwer Development,.Department of Public Instruction, and thé Wisconsin 
Bóard of Vocational, Technical and Adult Education. 

HERE 'S WHAT YOU DO:

1~. choose materials you would like 
to borrow. 

2. Write the 'item order numbers on 
the borrower's card printed on, 
the back cover of this biblio-
graphy. 

3 . Please print or type. 

4 If you want materials nqt listed 
in thè bibliography, please tell 
us the'title, originator, and/or 
the specific subject. We'll try  
to,get it for you. 

Mail all requests and inquiries to, 

Wisconsin Vocational Studies Center 
Box 49, 321 Education Building 
University of Wisconsin 
Madison, Wisconsin 53706 

-.HERE'S WHAT WE DO: 

1. We'll send the materials you 
request (if not already on 
loan.) 

~2. We'11 send materials in an 
envelope'or package you can 
use'.to return the materials 

3. Along with the materials, 
you'll receive: 

a return mailing label 
a new order`, card 

  a list of simple instruc- 
tfons. 

4 We'll enclose a notice of the.
date by which the materials 
must be mailed back .to'us. 
Please be sure your dame is  
with your returned materials.

5. Materials will be mailed from 
and 'MUST BE RETURNED TO: • 

The address which is printed
on the Return Mailing Label 
enclosed with the Materials. 

SAMPLE REQUEST CARD' • 

NOTE:. 

MATERIALS !LISTED 

IN BIBLIOGRAPHIES 

ARE FOR LOAN ONLY.."
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EPLANAtION OF BIBL€IOGRAPHiES AND FREE LOAN SYSTEM

WIS9NSIÁ VOCATIOWAI STUDIES CENTER 

UNIVERSITY OF WISCONSIN-MADISON 

PURPOSE  = The Vocational Eddcation Resource Materials 
system bas, been designed to: 

1. Encourage and support'currlculum development and' in-
structional activities in vocational education and 
career development throughout the state through 
collection and dissemination of appropriate materials 
on a free loan basis; 

2. supplement and complement efforts of State Educa-
tional Agency staff and School District personnel 
by identifying needed resources for use in instruc-
tional workshops and with other developmental 
activities; and 

3. encourage use of resource materials and services in 
all appropriate programs of teacher education and 
staff development (pre-service as well as in-
service), and in classroom implementation. 

AREAS - Bibliographies exist for each of the following 
vocational education areas: 1) riculture, 2)Business  
Education, 3)Career Education, s r utive Education, 
3)Handicappped and Special Edppcation, 6)Health Occupa-
tions 7)Hame Economics, 8)Tndustrial Education,  and 
Illisearch and Development. 

USES - Potential uses for the Bibliographies and the 
iirials borrowed through the system include work-
shops, student and teacher references, identification 
of curriculum aids, undergraduate and graduate 
student references, administrative planning, identi-
fication of materials for purchase, and other class-
room or instructional uses. 

LOAN PROCEDURES  - Order forms are enclosed at the end 
of each bibliography and may be reproduced locally. 
Anyone wishing to borrow materials can do so by simply 
stating the item order numbers of the materials desired. 
Requests will be filled by mail on a first-come, first-
served basis. In addition to mail requests, materials 
are available for examination and loan at the School 
of Education INC, located in the Teacher Education 
Building, 225 N. Mills Street, Madison, WI 53706. 

SOURCES OF MATERIALS AND FUNDS  - The development of 
the Bibliographies and free loan system has been made 
possible through a grant from the Bureau of Career and 
Manpower Development, Wisconsin Department of Public 
Instruction, and the cooperation of the lisconsin 
Board of Vocational, Technical and Adult Education. 

CONTRIBUTION OF MATERIALS  - Materials have been iden-
tified from throughout the United' States. Materials 
collected as part of the on-going operation of the 
Wisconsin Vocational Studies Center have been ingluded, 
as have many items contributed by various departments 
on the Madison campus and teachers. throughout the 
state. You may wish to contribute items which you  
have developed in your school.  If so, send -them or' 
the title and publisher to the Wisconsin Vocational 
Studies Center. Your suggestions 'are welcome too. 

MATERIALS NOT IpCLUDED  - the bibllography•does not 
attempt to include materials listed in readily avail 
able catalogues produced by commercial sources, govern • - 
ment agencies or other agencies which normally supply , 
their lists to teachers. However, some duplications. 
may exist,"but attempts have been made to avoid Bu= 
plicating the ERiC, AIM; ARM, CIJE and other, material 
lists, 

DISTRIBUTION 0 BiBLIOGRAPH S'-  Biblio4raphies are 
distributed free  to vocational and other selected 
educators in Wisconsin. Persons out of stateor others 
may purchase the bibliography. Only the bibliography 

 appropriate to the field inwhich the person works is 
supplied to an individual. Complete sets of all 9,areas 
are available through LVEC'; at the secondary level 
and through the Learning Resoprce Centers and Division 
Chairmen at the post-secondary level. 

PURCHASE PROCEDURE  - Items may be purchased, when 
available, from the, supplier or publisher listed in 
each bibliographic entry. No purchases may be made  
through the Center. 

CODING SYSTEM  - A coding system has been designed to 
facilitate cataloging of materials. The system in-
corporates Office of Education program code numbers 
and ERIC identification group numbers and terms. This 
system allows for a categorical breakdown within each 

 program area. 

UPDATES - Periodic dpdate of bibliographies will be 
mace as materials are'added to the collection. Updates 
will be by program area addenda until such Ume as 
printing of an entirely new bibliography is warranted. 

COMPUTERIZED INFORMATION RETRIEVAL SYSTEM  - A compu-
terized information retrieval system which accesses 
ERIC, AIM, ARM, and CIJE is in operation through the 
Wisconsin Department of Public Instruction (WIRE) and 
through local ME Districts. The computerized system 
will identify materials and print out titles as well 
as abstracts:, For more information, contact the above 
agencies Or the Wisconsin Vocational Studies Center, 
University of Wisconsin-Madison. The Computerized in- 
formation Retrieval System supplements the bibliography 
presented here. 

REGIONAL CURRICULUM LABORATORY ASSOCIATION  - The Center 
maintains contact with the Regional Curriculum Labora-
tory for Vocational Education located at Springfield, 
Illinois, through the Department of Public Instruction
and the Wisconsin Board of Vocational, Technical and
Adult Education. The Regional Lab provides a backup 
source of Materials.as well as a contact for information 
about new materials being developed throughout the 
nation. For searches for materials, contact the Wis-
consin Vocational Studies Center, University of Wis-
consin-Madison or Mr. Cliff Zenor at the Wisconsin 
Board of Vocational, Technical and Adult Education or 
Mr. Donald, Zahn at the Wisconsin Department of Public 
Instruction. 

SPECIAL SUBJECT AREA LISTINGS  - Certain subject areas 
represented in the bibliographies cut across several 
program areas; thus it is advisable to look at bib-

,lipgraphies for other program areas as well as your 
oar_ In some cases this cross referencing has been 
One by the Center staff for someone  else. if you 
have a particular need for information which cuts• 
across,service areas, such as cooperative education, 
metric education, work experience, evaluation, etc., 
you can check with the project staff to see if it has 
already been completed. A copy will be mailed to you if 
it is already available: if dot, and staff time per-

mits, we will search the collection and compile the
list for you. 

https://Materials.as


14,00,00 I 	 QIS, BUSINESS FIICATICIV ' 

B-1 ADMINISTRATIVE HANDBOOK.FOR BUSINESS AM) OF - 
FICE EDUCATION. The University of. the State of New 
York, The State Education Dept.,, Bureau of Business
Education, Albany, NY 12224; '1971. 34 p. 

B-2 THE WORK OF THE BUSINESS AND DISTRIBUTIVE 
EDUCATION DEPARTMENT CHAIRMAN. The Univet'sity of the 
State of Nev York, The State Education Dept., Bureau 
of Secondary' Curriculum Development, Albany, NY 
12224; n.d. 23 p. 

B-182 HANDBOOK FOR VOCATIONAL TEACHER-COORDINATORS 
OF BUSINESS AND OFFICE EDUCATION. Research and Curri-
culum Unit, Mississippi State University, P.O. Drawer 
DX, Mississippi State, MS 39762; 1972. 133 p. 
$2.50. 

B3 A LEADER'S GUIDE FOR SUPERVISORY TRAINING. 
By Donald Kohns and Donald Bluhm. Minnesota Dept. of 
Education, Vocational-Technical Div., St. Paul, MN 
55105; 1974. 1 v. (unpaged). 

14.00,00 OFFICE OCCUPATIONS<BUSIIESB Fi1IfATICW 

B-30 SELF-DEVELOPMENT UNIT. Curriculum Develop-
sent Center, Rs 151, Taylor Education Bldg., University 
of Kentucky, Lexington, KY 40506; 1973. 36 p. 
$2.00. 

Bue' YOUR ATTITUDE IS SHOWING: A PRIMER ON HUMAN 
RELATIONS. 2nd ed. By Elwood N. Chapman. Science 
Research Associates, Inc., College Div., 1540 Page 
Mill Rd., Palo Alto, CA 94304; 1972. 215 p. $3.6Q 
(paper). 

14.39.00 EttlfiffM1140NREIKIE 

B-3 AUDIOVISUAL MATERIALS FOR TEACHING ECONOMICS. 
Joint Council on Economic Education, 1212 Avgve'of 
the Americas, New York, NY 10036; 1972. 55 p. 
$1.75. 

B-4 MARKETPLACE GAME? AN ECONOMICS EDUCATIONAL 
GAME. Joint Council on Economic Education, 1212 Avenue 
of the Americas, New York, NY 10036; n.d. $75.00. 
Game. 

3-5 CAREERS IN OFFICE OCCUPATIONS. Vocational 
Education Media Center, Clemson University, Clemson, 
SC 29631, in cooperation with the Office of Vocational 
Education, State Dept. of Education, Columbia, SC 
29201; n.d Set of 11 transparencies and guide. 

B-l48 INDIVIDUALIZING INSTRUCTION WITH AN AUDIO-
VISUAL TUTORIAL LABORATORY. Business, Marketing and 
Management Occupations, Occupational Consultant Unit, 
Div. of Vocational and Technical Education, 1035 Outer 
Park Dr., Springfield, Il,. 62706; n.d. 16 p. 

B-299 OFFICE EDUCATION II. International Film 
Bureau Inc., 332 S. Michigan Ave., Chicago, IL ,60604; 
n.d. 4 film strips, 2 cassette tapes and script. 
CONTENTS: Job application sources.-Preparing for the 
interview.   -Job application, letter and resume.-Do's 
and Don'ts during the interview. 

B-300 OFFICE EDUCATION I. International Film 
Bureau, Inc., 332 S. Michigan Ave., Chicago, IL 60604; 
n.d. 5 film strips, 4 cassette tapes, script. CON-
TENTS; The secretary as a career.-Vocational objec-
tives.-The clerical worker.-So yod want to be a secre-
tary.-The administrative assistant.

8-376 COOPERATIVE OFFICE EDUCATION: A COURSE OF 
STUDY. By Victdr Van Nook. Curriculum and Instruc-
tional Materials Center, Div. of Business and Office 
Education, Oklahoma State Board of Vocational and Tech-
nical Education, Stillwater, CC .14074; 1972. 807 p. 
$15.00. 

B-378* BUSINESS ORGANIZATION. n.p.; n.d. Video-
cassette. 

B-379a BUSINESS ORGANIZATION. n.p.; n.d. Cas-
sette. 

B-106 BULLETIN BOARD IDEAS .FOR OFFICE OC"UPATIONS. 
By Ann Jolly, et. al. Vocational Education-Media 
Center, Clemson Unitersity, Clemson, SC 29631; 1974. 
37 p. $3.50.  

B-474 THE UNITED STATES ECONOMY IN ACTION: CAPITAL 
INVESTMENT. Teaching Resource, Films, Joint Council 
on Economic Education, 1212 Avenue of the Americas, 
New York, NY 10036; 1975. 2 35mm col, filmstrips, 
2 cassette tapes, teacher's guide. $34.00. CONTENTS: 
The role of capital investment.-The problem of capital 
accumulation. 

B"475 ' ALMOST THREE DOZEN BULLETIN BOARD IDEAS FOR 
BUSINESS EDUCATION. Bennie N. Evans, comp. Mississip-
pi State University, Research and Curriculum Unit, P.O. 
Drawer DX, Mississippi State, MS 39762; 1971. 35 p. 
$1.75. 

, 
14,00,00 W11 I I TIO"JS, 1iU51tESS QIJCATIOW 

B-6 ARKANSAS GUIDELINES FOR EXPLORATORY BUSINESS: 
SPARKLING OPPORTUNITIES IN BUSINESS. EDUCATION. Busi-
ness and Office Education Service, Div. of Vocational, 
Technical and Adult Education, Dept. of Education, 
State of Arkansas, Little Rock, AK 72201; 1973. 
64 p. 

B-7 HANDBOOK FOR BUSINESS AND OFFICE EDUCATION. 
Delaware Dept. of Public Instruction, Business and 
Office Education, John G. Townsend Bldg., Dover, DE 
19901; 1973.- 49 p, 

B-8 BUSINESS AND OFFICE EDUCATION, QUARTER SYS-
TEM CURRICULUM GUIDE. Geor1ia Dept. of Education, 
Office of Adult end Vocational Education, State Office 
Bldg., Atlanta, GA 30334; 1973. 41 p. 

3-9 SEQUENTIAL PROGRAMS IN SECONDARY EDUCATION 
FOR BUSINESS, MARKETING AND MANAGENT OCCUPATIONS. 
State of Illinois, Board of Vocational Education and 
Rehabilitation, Div. of Vocational and Technical Edu-
cation, 1035 Outer Park Dr., Springfield, IL 62706; 
n.d. 19 p. 

B-10 ECONOMICS IN THE CURRICULUM, DEVELOPMENTAL 
ECONOMIC EDUCATION PROGRAM. The Joint Council on 
Economic Education, Robert E. Krieger Publishing Co., 
Huntington, NY 11743; 1973, 141 p. $2.00. 

B-11 HANDBOOK F CURRICUUM j:RANGE/APPENDICES 
(DEEP - -DEVELOPMENTAL C EDUCATION PROGRAM). 
The Joi4st Council on Economic Education, 1212 Avenue 
of the ricas, New York, NY 10036; n.d. $15.00. 

B-12 WORKING DRAFT CURRICULUM GUIDES FOR BUSINESS 
AND OFFICE EDIJCATIOI. Louisiana State Dept. of Educa- 
tion, Business and Office Education, P.O. Box 44064, 
Baton Rouge, LA 70804; 1973. 4115 p. 

B-14 GENERAL CURRICULUM GUIDE FOR BUSINESS AIItf 
OFFICE OCCUPATIONS. Massachusetts Dept'. of Education, 
Div. of Occupational Education, 178 Tremont St., 
Boston, MA 02111; 1971; 194 p. $1.80. 

B-16 . BUSINESS EDUCATION CURRICULUM GUIDELINES
Dept. of Public Instruction, State Capitol, Selena, 
MT 59601; 1971. 223 p. 

B-17 %BUSINESS EDUCATION CURRICULUM GUIDES FOR 
THE 70'S. New Jersey Business Education Assn. Nev 
Jersey Dept. of Education, Div. of Vocational Educa-
tion, North Hunterdon Regional Nigh School District, 
State Dept. of Education, Trenton, NJ 08625; n.d. 
84 p. 

https://14.39.00


B-19 BUSINESS, OFFICE. AND DISTRIBUTIVE EDUCATION 
FOR NORTH DAKOTA SECONDARY SCHOOLS. State Dept. of 
Public Instruction, Capitol Bldg., Bismarck, ND, and 
State Board (nr Vocational Education, 900 East Blvd., 
Bismarck, ND 58501; n.d. 251 p. 

THE BUSINESS EDUCATION CURRICULUM. By Wil- 

1974B-20 11am H. Selden, Jr. Bureau of Vocational 
Education, Pennsylvania Dept. of Education, Box 911, 
Harrisburg, PA 17126; 1974. 32 p. 

B-21 CURRICULUM GUIDE FOR OFFICE OCCUPATIONS. 
State Dept. of Education, Office of Vocational Educa-
tion, Office Occupations Section, Coldubia, SC 29201, in

cooperation with Vocational Education Media Center, 
Clemson University, Clemson, SC 29631; 1973. 84 p. 

B-22 OCCUPATIONAL CUERICULUN PLANNING GUIDE FOR 
OFFICE AND DISTRIBUTIVE OCCUPATIONS. South -Western
P blishing Co., 355 Conde St., W. Chicago, IL 60185; 
1974. 35 p. 

B-24 STENOGRAPHIC, SECRETARIAL, AND RELATED OC-
CUPATIONS, SUGGESTED CURRICULA GUIDE US Dept. of 
Health, Education, and Welfare. Northern Illinois 
University, Dekalb, IL 60115; 1967. 228 p. $1.50.

B-25 BUSINESS AND OFFICE OCCUPATIONS CURRICULUM 
GUIDE. Utah State Board of Education, 1400 University 
Club Bldg., Salt Lake City. UT 84121; 1973. 43 p. 

OCR, SUGGESTED CURRICULUM    PATTERNSFOR OFFICE
OCCUPATIONS EDUCATION. Virginia State Dept. of EDuca- 
tion, Div. of Vocational Education, Business Education 
Service, Richmond, VA 23216; 1973, 204 p. 

B-27 CLERICAL AND RELATED OCCUPATIONS CURRICULUM
GUIDE. West Virginia State Board of Education, Bureau 
of Vocational, Technical and Adult Education, Capitol 
Bldg., No. 6, Charleston, WV 25305; 1972. 30 p. 

B-137... BUSINESS AND PUBLIC POLICY, INSTRUCTOR'S 
GUIDE FOR AN ADULT COURSE: The University of the State 
of New York, The State Education Dept., Bureau Of Con-
tinuing Education Curriculum Development, Albany, 
NY 12224; 1973. 38 p. 

B-157 GENERAL BUSINESS SYLLABUS. The University 
of the State of New York, The State Education Dept., 
Bureaù of Secondary Curriculum Development, Albany, 
NY 12224; 1970. 94 p. 

B-158 CURRICULUM CUIDE, GENERAL BUSINESS. State 
Dept. of Education, Businiss Education Service, Dio. 

of Vocational Education, Richmond, VA 23216; 1973. 
67 p. 

8-159 QUALITIES OF AN EFFECTIVE GENERAL BUSINESS 
TEACHER. By Betty Jean Brow, Center for Business and 
Economic Researc h, College of Business Administration, 
The University of Tennessee, Knoxville, TN 37901;, 
n.d. 168 p. 53.50., 

Bß19 CALIFORNIA BUSINESS EDUCATION PROGRAMS 
GUIDE FOR OFFICE AND DISTRIBUTIVE OCCUPATIONS. Bureau 
of Business Education, California State Dept. of Educa-
tion, Sacramento, CA; 1913. 354 p. 

B-223 THE DOWNTOWN TEACHER: A HANDBOOK FOR TRAIN 
.TUG SPONSORS. State Dept. of Education, Office of 
Vocational Education, Distributive Education Section, 
Columbia, SC, in cooperation with Vocational Education 
Media Center, Clemson. University, Clemson, SC 29631; 
Rev., 1970. 12 p. 

B-225 GENERAL CURRICULUM GUIDE FOR BUSINESS EDU-
CATION IN UTAH. Rev. Utah State Board of Education, 
1400 University Club Bldg., 136 E. South Temple, Salt 
Lake City, UT 84111; 1974. *42 p. 51.25. 

B-226 A GUIDE FOR BUSINESS AND/OR OFFICE EDUCATION. 
John D. Leer ed. Div. of Vocational Education, Office 
of State Supt. of Public Instruction, State House, 
reproduced by Vocational Resource Center, Dept. of 
Vocational-Technical Education, Indiana State Univer-
sity, Terre Haute, IN 47809; n.d. 335 p. 

B-227 GUIDELINES FOR BUSINESS TEACHER EDUCATION: 
COMPREHENSIVE FORK. Committee on Guidelines for the 
'preparation Of Teachers of Business Education, National 
Business Education Assn., Dulles Intet'national Airport, 
P.O. Box 17402, Washington, DC 20041; 1973. 50 p. 

B-228 NATIONAL SYMPOSIUM FOR BUSINESS AND OFFICE 
EDUCATION CURRICULUM GUIDELINES. By Carmela C. Kings-
ton and Ellis R. Thomas. Project funded by US Office 
of Education, Grant F0EG-0-83-1182, through the Div. 
of Business, Trenton State College, Trenton, NJ 
08625; n.d. 134 p. 

B-229 RELEVANCE IN THE EDUCATION OF TODAY'S BUSI-
NESS STUDENT. By Gerald W. Maxwell and William L. 
Winnett. National Business Education Assn., Dulles 
International Airport, P.O. Box 17402, Washington, DC 
20041; 1973. 292 p. $7.50. 

B-230 WORKING TO SERVE THE NEEDS OF KANSAS. 
Kansas State Dept. of Education, Kansas State Educa-
tional Bldg., 120 E. 10th St., Topeka, KS 66612; 
n.d. 267 p. 

8-276 READING INSTRUCTIONS: UNIT IN BUSINESS 
EDUCATION. By Donald Krueger. Waupun High School, 
Waupun, WI '53963; n.d. 20 p. Mimeographed course 
outline. 

B-286 COOPERATIVE OFFICE EDUCATION. By Paul G. 
Burgharde and Chrystine R. Shack.' Vocational-Techni-
cal Curriculum Laboratory, Rutgers-The State Univer-
sity, Uf Seminary Place, New Brunswick, NJ; 1969. 
117 p. 

B-'289 AGENCIAS Y LEGISLACION RELACIONADAS CON EL 
MUNDO DEL TRABAJO: Centro Vocacional de Recursos 
Pedagogicos, Programa de Instruction Vocacional y 
Tecnfca, Region Educativa de San Juan, Departamento 
de Instruction Vublica, Programa e Instruction Voca-
cional y Tecnida, Unidad de Inver !Ration, Divulgacioc 
y.Desarrollo Curritular; 1972. 3 p. 

B-291 UNIDAD RimsO PARA LA ENSENANZA DEL CURSILLO 
SORRE PLANIFICACION Y USO EPPECTIVO DEL TID(PO Y to 
ENERGIA FISICA. Estado Libre Aaociade de Puerto Rico, 
Dpto. de Instruction Publica, Oficina Regional de San 
Juan, Hato Ray, Puerto Rico, ProgEaaas Vocacionales 
P.apeciales, Oamiendss Ley Vocational 1968, Proyecto 
Ejemplar Hostos; 1971. 13 p.

B-306e 'BUSINESS EDUCATION EOR THE D(ERcDEr OFFICE. 
By Harry Huffman and Dale D. Gust. The Center for 
Vocational and Technical Education, The Ohio State 
University, 1900 Kenny Rd., Columbus, OH 43210; 
1970. 180 p. 

B-312 A CURRICULUM FOR PURCHASING. By Richard L. 
Pinke rton. The University of Wisconsin, Bureau of 
Business Research and Service, Wisconsin Project Re-
ports, Sponsored by National Assn. of Purchasing Man-
agement and NAPA Purchasing Education Foundation, Inc., 
11 Park Place, New York, NY 10007; n.d. 207 p. 

8=389 PERFORMANCE OBJECTIVES DtVELOPMENT PROJECT:, 
OFFICE. By Dan Brown and Philip Bailey. Michigan 
Dept. of Education, Vocational-Technical Education 
Service, P.O. Box 928, Lansing, MI 48904; 1974. 
63 p, Microfiche only. 

B-LJ0' BUSINESS AND OFFICE CAREER EDUCATION CURRI-
CULUM, BUSINESS AND OFFICE CAREERS COURSE CUIDE, 
JUNIOR HIGH AND MIDDLE SCHOOL. (BO -C4). By Harry 
Huffman. Dept. of Vocational Education, Colorado 
State University, Port Collies, CO 80523; 197-. 
345 p. 



B-412 OFFICE EDUCATION: A CURRICULUM MANUAL. By 
Elmerine Everett. Vocational-Technical Div., New 
Mexico State Dept. of Education, Santa Fe, NM 87501; 
1973. 2 v (various pagings). $16.50. CONTENTS: 
V. 1. Teacher's manual.*V. 2. Student's manual. 

B:413 OFFICE EDUCATION II: A CURRICULUM. MANUAL. 
By Elmerine Everett. Vocational-Technical Div., New 
Mexico State Dept. of Education, Santa Fe, NM 87501; 
1974. 2 v. (various pagings). $16.50. CONTENTS: 
V. 1. Teacher's manual.-V. 2. Student's manual. 

B-LQ1N TRAINING PLANS FOR COOPERATIVE OFFICE EDUCA-
TION: A GUIDE. By Frank M. Peale and Donald L. Camp-
bell. Business Education Service, Div. of Vocational 
Education, State Dept. of Education, Richmond, VA; 
1974. 190 p. 

B-435 CONTINUOUS PUPIL PROGRESS. Dept. of Busi-
ness Education, Havre High School, Havre, MT 59501; 
1973, 48 p. 

, B-468 A TEACHING-LEARNING SYSTEM FOR BUSINESS 
EDUCATION. By Estelle Popham, Adele F. Schrag, and 
Wanda Blockhua. Gregg Div., McGraw-Hill Book Co., 
Manchester Rd., Manchester, MO 63011; 1975. 486 p. 
$12.95. 

B-470 EDUCATION FOR OFFICE CAREERS: AN ARTICULATED 
CURRICULUM GUIDE FOR JUNIOR HIGH SCHOOLS', SECONDARY 
SCHOOLS, AREA VOCATIONAL-TECHNICAL SCHOOLS, COMMUNITY 
COLLEGES. Tennessee Dept. of Education, Div. of Vo-
cational-Technical Education, Nashville, TN 37219; 
1972. 1 v. (various pagings). $6.25. 

B-481 CURRICULUM GUIDE FOR VOCATIONAL TEACHER-
COORDINATORS OF INTENSIVE BUSINESS TRAINING. Research 
and Curriculum Unit, Mississippi State University, P.O. 
Drawer DX, Mississippi State, MS 39762; 1977. 
155 p. $2.25. 

B-484* COMPETENCY-BASED OFFICE EDUCATION MODULES. 
Gary N. McLean, ed. Iowa State Dept. of Public TT-
struct ion, Grimes State Office Bldg., Des Moines, IA 
50319; 1975. 97 p. 
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B-31 IDAHO GUIDELINES FOR OFFICE OCCUPATIONS. 
Idaho State Board for Vocational Education, 506 N. 
5th St., Boise, ID 83720; 1971. 31 p. 

B-32 BUSINESS EDUCATION FOR THE SEVENTIES. Office 
of the Supt. of .Public Instruction,, Vocational and 
Technical Education Div., 1035 Outer Park Dr., Spring-
field, IL 62706; 1972. 301 p. 

B-33 IOWA BUSINESS EDUCATION HANDBOOK. Iowa Busi-
ness Education Assn, and the State Dept. of Public 
Instruction, Des Moines, IA 50318; 1972. 227 p. 
$4.00. 

B-34 GUIDELINES FOR BUSINESS AND OFFICE EDUCA-
TION. Massachusetts Dept. of Education, Div. of Oc-
cupational Education, 178 Tremont St., Boston, MA 
02111; n.d. 24 p. 

B-35 BUSINESS AND OFFICE EDUCATION IN MISSOURI, 
AN INTRODUCTION. State Dept. of Education, Vocational 
Div., Business and Office Education Section, Jefferson 
City, MO 65101; n.d. 37 p. 

B-36 ECONOMICS IN TIlE BUSINESS CURRICULUM. Joint 
Council on Economic Education, 1212 Avenue of the 
Americas, New York, NY 10036; 1972., 96 p. $2.50. 

B-38 ORGANIZATION AND ADMINISTRATION OP ADULT 
VOCATIONAL BUSINESS EDUCATION PROGRAMS. Pennsylvania 
Dept. of Education, Bureau of Vocational, Technical 
and Continuing Education, Box 911, Harrisburg, PA 

'17126; 1971. 18 p. 

B-39 VOCATIONAL OFFICE. EDUCATION PROGRAM STAND-
ARDS. Texas Education Agency, Austin, TX 78711; 
1971. 16 p. 

B-317' EXPLORING CAREERS IN BUSINESS AND OFFICE: 
A GUIDE. FOR TEACHERS. By Martha Keeton. Curriculum 
Development Center, Vocational Education, University 
of KeptucRJ,, Lexington, KY 40506; 1974. 255 p. 

B-404 JOBS IN BUSINESS AND OFFICE. By James 
Haskins. Lothrop, LeA and Shepard Co., 105 Madison 
Ave., New York, NY; 1974. 96 p. $5.50. 

8-440 COOPERATIVE OFFICE EDUCATION, "PROGRAMMED 
FOR SUCCESS." Coordinator's manual. Minnesota Dept. 
of Education, Vocational and Technical Div., Capitol 
Square Bldg., St. Paul, MN 55101; 1972. 1 v. (vari-
ous pagings). 

B-469 OPPORTUNITIES IN OFFICE OCCUPATIONS. Rev. 
By Estelle L. Popham and Blanche Ettinger. Vocational 
Guidance Manuals, Universal Publishing and Distributing 
Corp., 235 E. 45th St., New York, NY 10017; 1972. 
128 p. $4.50. 

B•471 EXPLORING BUSINESS AND OFFICE OCCUPATIONS. 
Careers in focus series. By Marla P. Peterson. Gregg 
Div., McGraw-Hill Book Co., Manchester Rd., Manchester, 
MO 63011; 1976. 3 v. $7.25. CONTENTS: Student 
manual.-Worksheet booklet.- Teacher's manual and key. 

B-472-1 A CAREER IN THE MODERN OFFICE, 1: OPPORTU- 
NITIES IN TODAY'S OFFICE: By Phyllis Morrison. Gregg 
Div., McGraw-Hill Book Co., Manchester Rd., Manchester, 
MO 63011; 1969. 140 p. $2.96. 

B-472-2 A CAREER IN THE MODERN OFFICE, 2: MAKING 
THE MOST OF YOURSELF. By Phyllis Morrison. Gregg 
Div., McGraw-Hill Book Co., Manchester Rd., Manchester, 
MO 63011; 1969. 140 p. $2.96. 

B-472-3 A CAREER IN THE MODERN OFFICE, 3: MAKING 
THE MOST OF YOUR SKILLS. Gregg Div., McGraw-Hill Book 
Co., Manchester Rd., Manchester, MO 63011; 1969. 
140 p. $2.96. 

B-472-4 A CAREER IN THE MODERN OFFICE, 4: GETTING 
THE RIGHT JOB. By Phyllis Morrison. Gregg Div., 
McGraw-Hill Book Co., Manchester Rd., Manchester, MO 
63011; 1970. 140 p. $1.96. 

B-472-5 A CAREER IN THE MODERN OFFICE: TEACHER'S 
MANUAL AND KEY. By Phyllis Morrison. Gregg Div., 
McGraw-Hill Book Co., Manchester Rd., Manchester, MO 
63011; 1969. 108 P. $4.00. 
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B-40 EMPLOYMENT OPPORTUNITIES IN BUSINESS, MAR-
KETING, AND MANAGEMENT OCCUPATIONS. State of Illinois, 
Board of Vocational Education and Rehabilitation, Div. 
of Vocational and Technical Education, 1035 Outer Park 
Dr., Springfield, IL 62706; n.d. 
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B-325a MINIMUM-MAXIMUM EQUIPMENT LIST OF PROGRAMS 
14.0100 - 14.9900. n.p.; n.d. 4 1. 
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B-í12 OFFICE EDUCATION , NORTH DAKOTA VOCATIONAL 
EDUCATION ASSESSMENT SYSTEM . North Dakota State Board 
for Vocational Education, 900 East Blvd., Bismarck, 
ND 58501; n.d. 
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B-43 • A SELL-EVALUATION INSTRUMENT FOR THE BUSINESS 
AND OFFICE EDUCATION PROGRAMS (INTENSIVE AND CON.). 
Ohio State Dept. of Education, Div. of Vocational Edu- . 
cation, Business and Office Education Service, in co-
operation with the University of Toledo, 65 S. Front 
St., Columbus, OH 432151 1967. 49 p. $1.00. 

B-44 CRITERIA FOR THE USE OF A SCHOOL DISTRICT IN 
EVALUATINGITS BUSINESS EDUCATION PROGRAM. Pennsyl- 

vanta Dept. of Public Instruction, Business Education 
34114 Div., Box 911, Harrisburg, PA 17126; 1968. 16 p.

13-45 DIAGNOSTIC TESTS, INVENTORY CHARTS, PROGRESS 
SMARTS FOR VOCATIONAL OFFICE EDUCATION. Tennessee 
State Dept. of Education, Div. of Vocational-Technical 
Education, 205 Cordell Hull Bldg., Nashville, TN 37219; 
n.d. BO p: $2.50. 

B-4401e BUSINESS AND OFFICE CAREER EDUCATION CURRI-
CULUM PROJECT (BO-CEC): THE SECONDARY/POST-SECONDARY 

'COMPONENT.. By Harry Huffman. Dept. of Vocational , 
Education, Colorado State University, Fort Collins, 
CO 80523; 197-. 53 p. 
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A PICTORIAL GUIDE TO AID IN PLANNING BUSINESS 

AND DISTRIBUTIVE EDUCATION CLASSROOMS AND FACILITIES. • 
The University of the State of 8w York, The State 
Education Dept., Bureau of Business and Distributive 
Educatipn, Albany, NY 12224; 1965. (45 p. 

B-47 ORGANIZATION OF AN OPEN SPACE BUSINESS EDUCA-
TION PROGRAM. Pennsylvania Dept. of Education, Bureau 
of Vocational Education, Box 911, Harrisburg, PA 17126; 
1973. 8 p. 
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B-49 CASE .PROBLEMS FOR ENRICHING CLASS DISCUSSIONS. 
Curriculum Development Center, Rm 151, Taylor Education 
Bldg., University of Kentucky, Lexington, KY 40506; 
1970. 23 p. $2.00. 

B-51 GENERAL OFFICE TRAINING, A GUIDE FOR TEACHERS 
TO HANDLE SPECIAL PROBLEMS IN BUSINESS EDUCATION. Mis-
souri Dept. of Education, Vocational Div., Business 
and Office Eduéation Section. Jefferson Bld4. , effer-
son City, MO 65101; 1969. 232 p. 

B-2 B.O.E., UNITS OF INSTRUCTION. North Carolina 
Dept. of Education, Education Bldg., Raleigh, NC 
27602; 1968. 141 p. • 

B-155 GENERAL BUSINESS COURSE GUIDE. Texas Educa-
tion Agency, Austin, TX 78711; 196T. 45 p. 

B-231 BEHAVIORAL OBJECTIVES AND EVALUATION: BUSI-
NESS EDUCATION COURSES. By Janice E. Hasiuk and Roger 
E. Nathan. Div. of Vocational Education, Dept. of 
Education, State of New Jersey, Vocal al-Technical 
Curriculum Laboratory, Rutgers-The State University, 
Bldg. 4103-Kilmer Campus, New Brunswick, NJ; n.d. 
46 p. 

B-232 GUIDELINES FOR USING TRANSPARENCIES IN BUSI-
NESS EDUCATION: BUSINESS SKILL AREAS. Div. of Voca-
tional Education, Dept. of Educatio9 State of New 
Jersey, Vocational-Technical Curriculum Laboratory, 
Rutgers-The State University, Bldg. 4103-Kilmer Campus, 
New Brunswick, NJ; 1970. 1,64 p. 

B-33 GUIDELINES FOR USING TRANSPARENCIES IN BUSI-
NESS EDUCATION: GENERAL BUSINESS AREAS. Div. of Voca-
tional Education (Business Education Unit), Dept. of 
Education, State of New Jersey, Vocational and Techni-
cal Curriculum Laboratory, Rutgers-The State University, 
Bldg. 4103-Kilmer Campus, New Brunswick, NJ; 1971. 
130 p. 

B-234 HOW TO TEACH BUSINESS SUBJECTS: ESPECIALLY 
It7GINED FOR STUDENT TEACHERS. Harry Huffman, ed. 
National Business Education Asan., 1201 16th St., NW, 
Washington, DC 20036; 1959. 175 p. $3.50. 

B-235 A TEACHER'S GUIDE TO ECONOMICS IN THE BÚSI-
NESS EDUCATION CURRICULUM. By Hilton C. Olson, Ray 
G. Price, Eugene L. Swearingen, et al. Joint Council 
on Economic Education,21 W. 46th St., NewYork, NY, 
and National Business Education Asen., 1906 Associa-
tion Dr., Reston, VA 22091; n.d. 104 p. 

B-30r. BEHAVIORAL OBJECTIVES FOR SELECTED UNITS IN 
BUSINESS EDUCATION: VOCATIONAL EDUCATION EVALUATION 
PROJECT. By Richard K. Hill and June B. Schmidt. 

Div. of. Vocational Technical Education, College of 
Education, Virginia Polytechnic Institute and State 
University, Blacksburg, VA 24061, and Div. of Voca-
tional Education and Div. of Educational Research and 
Statistics, State Dept. of Education, Richmond, VA 
23216; n.d. 135 p. 

B~433 BUSINESS`OWNERSHIP: OPTIONAL ACTIVITY 
TEACHING UNIT. By Joe Rockers and Keith E. Wilkening. 
Mankato State University, Mankato, MN 56001; 1973. 
95 1. 

B/136 INTRÓDUCTION TO BUSINESS: A PROGRAMED 
APPROACH. By Belford E. Carver and Charles D. Cloud. 
Kendall/Hunt Publishing Co., Dubuque, IA; 1975. 
236 p. 

B-441 (BUSINESS EDUCATION UNIPACS). By Donald 
Krueger. Waupun School District No. 1, 950 Wilcox 
St., Waupun, WI 53963; n.d. 1 v. (various pagings). 
CONTENTS: Performance objectives: handwriting, numbers 
and symbols, printing.-Calculating machine aptitude 
test. -Spelling. -The medical typist. -Tables with main, 
secondary, and short columnar headings.-Tables with 
long and mixed columnar headings. Tables with ruled and 
boxed headings. 

B-473 GENERAL BUSINESS FOR ECONOMIC UNDERSTANDING. 
10th ed. By S. Joseph DeBrum, et Al. South-Western 
Pub lishing Co., 355 Conde St., W. Chicago, IL 60185; 
1971. 678p. $5.50. 

B-476 BUSINESS PRINCIPLES AND MANAGEMENT. 6th ed. 
By Bernard A. Shill, Kenneth E. Evererd and John M. 

Johns. South-Western Publishing CO.. 355 Cottle St., 
W. Chicago, IL 60185; 1973. 664 p. $5.00. 

B-477 THE PROCESS OF MANAGEMENT: CONCEPTS, B821AV- 
ION, AND PRACTICE. 3rd ed. By William H. Newman, 
Charles E. Summer and E. Kirby-Warren. Prentice-Hall,' 
Inc., Englewood Cliffs, NJ; 1972. 748 p. $13.95. 

B-418 ORGANIZATION FOR MARKETING. By Vivian King 
Ely. Gregg Div., McGraw-Hi 1 Book Co., Manchester Rd., 
Manchester, MO 63011; 1971. 124 p. $2.00. 

B-479 SPECIALIZED SMALL BUSINESS MANAGEMENT FOR 
TRADE, INDUSTRIAL AND TECHNICAL AREAS. VOLUMES 1-4. 
'By WilliamW. Dors and Wayne Olson. Minnesota Instruc- 
tional Materiels Center, 3300 Century Ave., N., White 
Bear Lake, MN 55110; n.d 4 v. in 1. 

8.480 PLANNING AND CONTROL FOR PROFIT. Rev. By' 
Ralph F. Lewis. Harper and Row, 49 E. 33rd St., New 
York, NY 10016; 1970. 230 p. $7.95. 

B-487 CALIFORNIA BUSINESS EDUCATION PROGRAM GUIDE 
FOR OFF4CE AND DISTRIBUTIVE OCCUPATIONS: INSTRUCTIONAL 
MATERIALS. R. Conway Spitler and Lynda Veatch, comps. 
'Burnet of Business Education, California State Dept. 
of Education, 721 Capitol Mall, Sacramento, CA 95814; 
1975. 69 p. 

8-488 METRICATION AND SOME IMPLICATIONS FOR BUSINESS 
EDUCATION. By William !Widen. Pennsylvania Dept. of 
Education, llox 911, Harrisburg, PA 17126; 1974. 11 p. 



B-489 CORPORATE ENTITY GUIDES: *BUSINESS AND DIS-
TRIBUTIVE EDUCATION PROJECT, UNITS I-V (TENTATIVE). 
Utah State Board of Education, 250 E. 5th St., S., 
*alt Lake City, UT 84111; n.d. .06)1. $1.00. 
CONTENTS: Business organizational procedures.-Fiscal 
policies and company operation.-Purchasing and product 
selection.-Production and production control. -Sales, 
and promotion. 
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B BO-CEC (BUSINESS AND OFFICE CAREER EDUCATION 
CURRICULUM) ELEMENTARY RESOIRCE GUIDE. By Harry Huff-
man. Dept. of Vocational Education, Colorado State 
University, Fort Collins, CO 80523; 1974. 215 p. 
Elementary level. 
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8459' BO-CEC (BUSINESS AND OFFICE CAREER EDUCATION 
CURRICULUM) ENGLISH RESOURCE GUIDE, GRADES 7-9. By 
Harry Huffman. Dept. of Vocational Education, Colorado 
State University, Fort Collins, CO 80523; 19747 
343 p. 
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3-360' STATE INSTRUCTIONAL MATERIALS FOR OFFICE 
OCCUPATIONS VOCATIONAL EDUCATION. Supt. of Documents, 
/890, US Govt. Print. Off., Washington, DC 20402; 
1974. 38 p. 

B-3701' VOCATIONAL EDUCATION STATE INSTRUCTION MATE-
RIALS FOR . . . OFFICE OCCUPATIONS. US Gilbt. Print. 
Off., Washington, DC 20402; n.d. 25 p. 

B-485 (COMPETENCY/PERFORMANCE BASED CURRICULUM FOR 
ALL LEVELS OF BUSINESS EDUCATION: BIBLIOGRAPHY). 
Preliminary version. Waukesha County Technical Insti-
tute, 800 Main St., Pewaukee, WI 53072; 1975. 3 1. 
Free. 
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3 BO-CEC (BUSINESS AND OFFICE CAREER EDUCATION - 
CURRICULUM) HAIR RESOURCE GUIDE, GRADES 7-9. By Harry 
Huffman, et. al., Dept. of Vocational Education, 
Colorado State University, Fort Collins, CO 80523; 
19747 320 p. 
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B-57 AN OVERVIEW OF PROFESSIONAL RESPONSIBILITIES 
FOR PENNSYLVANIA BUSINESS EDUCATORS. By William Sel -
dam Bureau of Vocational Education, Box 911, Harris-
burg, PA 17126; 1972, repr. 1975. 9 p. 

Ba134 BUSINESS AND OFFICE EDUCATION HANDBOOK. Of-
fice of the Supt. of Public Instruction, Helena, MT 
59601; 1975. 16 1. 

14,00,00 ~ aT~ONSI , HUSIIUF.SS EIXIUITIOA/. 
RIinl'' 

CAREERS IN BUSINESS. National Busing* 3-54 
Education Assn., 1201 16th St., NW, Washington, DC 
20036; n.d. 31 p. 

B-55 EXPLORING CAREERS. Curriculum Development 
Center, Rm 151, Taylor Education Bldg., University of 
Kentucky, Lexington, KY 40506; 1973. $5.00. 

B-55 EKPLORING CAREERS IN BUSINESS AND OFFICE, A 
GUIDE POR TEACHERS. Curriculum Deoelopment Center, 
Rm 151, Taylor Education Bldg., University of Kentucky, 
Lexington, KY 40506; 1973. 118 p. $5.00.  

B-466.1 INTRODUCTION TO VOCATIONS: BUSINESS AND OF-
FICE OCCUPATIONS CLUSTER. By Edward Brower, et'al. 
Vocational-Technical Curriculum Laboratory, Rutgers - 
The State University, Bldg. 4103-Kilmer Campus, New 
Brunswick, NJ 08903; 1975. 153 p. $3.50. 
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B-486 COOPERATIVE OFFICE OCCUPATIONS PROGRAM, 
MANUAL I: PROCEDURES FOR IMPLEMENTATION. James E. 
LaBarre, project director. Bureau of Career and Man-
power Development, Wisconsin Dept. of Public Instruc-
tion, 126 Langdon St., Madison, WI 53702; 1975. 
176 p. 

14.00.00 pAI ATIUS, H1SCfSS EDUCATION/ 

B-58 SELECTED RESEARCH-STUDIES IN BUSINESS EDUCA-
TION, 1969-1972. State of Indiana, Business and Of-
fice Education, State Office Bldg., Rm 1012, Indiana-
polis, IN '46204; n.d. 

8404 IDENTIFICATION OF TASKS IN OFFICE OCCUPA-
TIONS. By Jack C. Reed. Final report, June, 1973 
workshop. Dept. of Public Instruction, Career Educe• 
tioo Div., Grime s State Office Bldg., Des !bines, IA 
50319; 1973.126 p. 

B 407 DEVELOPMENT OF TASK PERFORMANCE STATEMENTS 
POR A NEW OFFICE AND BUSINESS EDUCATION LEARNING 
SYSTEM (NOBELS). FINAL RETORT. Center related caries 
no. 16. By Prank W. Lanham, et. al. Canter for Voca-
tional and Technical Education., Ohio State University, 
1960 Kenny Rd., Columbus, ON 43210; 1972. 361 p. 
$18.75. 

B0 A RESEARCH MODEL FOR IDENTIFICATION OF TASK 
AND KNOWLEDGE CLUSTERS ASSOCIATED WITH PERFORMANCE OF 
MAJOR TYPES OF OFFICE EMPLOYEES' WORK. FERAL REPORT, 
NO. 5. By Edward A: Perkins and R. Rosa Byrd. Wash'. 
ington State University, Pullman, WA, reproduced by 
US Office of Education, Washington, DC; 1966. 64 1. 
$3.65. 
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B-59 ' RESOURCE MATERIALS FOR BUSINESS EDOCATION. 
By Doreen Dixon and Geraldinq Farmer. CABET Project 
of the Alberta Business Education Council. The Alberta 
Teachers' Assn., 11010 142nd St., Edmonton, Alberta, 
Canada; 1973. 38 p. 

B-60 LISTING OF PUBLICATIONS, BUSINESS, IÍARKETING 
AND MANAGEMENT OCCUPATIONS. .$tate Of Illinois, Board 
of Vocational Education and Rehabilitation, Div. of 
Vocational and Technical Education, 1035 Outer Park 
Dr., Springfield, IL 62706; n.d. 23 p. 

B-61 NORTHERN ILLINOIS UNIVERSITY BUSINESS EDUCA-
TION RESOURCE CENTER: .LISTINGS OF AVAILABLE MATERIAL. 
Business Education Dept., Voca-ional Office and Distri-
butive Educational Materials    Center, Northern Illinois 
University DeKalb, IL 60115n.d. Folder. 

B-62 LIST OF TEACHING AND LEARNING AIDS FOR OFFICE 
EDUCATION. State of Indiana, Business and Office Edu-
cation, State Office Bldg., Ra 1012, Indianapólis, IN 
46204; n.d. 9 p. 

B-63 STUDY MATERIALS FOR ECONOMIC EDUCATION IN
SCHOOLS. Joint Council on Economic Education, 1212, 
Avenue of the Americas, New YArk, NY 10636; 1969. 
70 p. $1.50. 

B-66 VOCATIONAL INSTRUCTIONAL MATERIALS POR OFFICE 
OCCUPATIONS AVAILABLE FROM FEDERAL AGENCIES. Northwest 
Regional Educational Laboratory, 500 Lindsay Bldg., 
710 S.W. 2nd Ave., Portland, OR 97204; 1971. 75 p. 
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3x491 • ENCYCLOPEDIA OF BUSINESS INFORMATION SOURCES.
A DETAILED LISTING '0F PRIMARY SUBJECTS OF INTEREST TO 
PIANAGERIAL,RERSONNEL,WITH.A RECORD OF SOURCEBOOKS, 
PERIODICALS,ORGANIZATIONS, DIRECTORIES, HANDBOOKS, 
BIBCIOGRAPHIES, AND OTHER SOURCES OF INFORMATION ON . 
EACH TOPIC. By Paul Waeserman,.lt al. Gale Research
Co., Book Tower, Détroit, MP 48226; 1970. 2 v. 
$47.50. CONTENTS: :V. I. General subjects.-V. 2. Geo- 
graphic sources. 

14,00.00 uorc~ p0i C~pP 7'T1 6~ BUSINESS EDUCATION/
4801 IAL..,SC1k 

B-458* BO-CEC (BUSINESS'ANp OFFICE CAREF,ß EDUCATION 
CURRICULUM) SOCIAL STUDIES RESOURCE GUIDE, GRADES 7-9. 
By Harry Huffman. Dept. of Vocational Education, 
Colorado State University, Fort Collins, CO '80523; • 
1974? 318 p. 

14.00.00 OFFICE OCCUPATIONS, BUSINESS EDUCATION/

B7353.. PRE-TESTS AND POST-TESTS FOR OFFICE OCCUPA-
TIONS MODULAR CURRICULUM. By Jolene J. Worimán,Sandra 
S. Bungart, Beverly Blankenship, et al.. Curriculum 
Diffusion Seminar of the Coordinating Council for Oc-
cupations Education, Carbondale,.IL; 1974. 390 p. 

8-438 TESTING INSTRUMENTS FOR USE IN BUSINESS EDU- 
CATION. Pennsylvania Dept. of Education, Box 911, 
Harrisburg, PA 17'126; 1975. 5 1. Mimeograph.' 

14.Cä n¡Ij~V~IID t'~,~ ~ ~ 
4' 11'Mingt6s 

B-67 ACCOUNTING TRANSPARENCIES. Vocational Edu-
cation Media Center, Clemson Univerèity, Clemson, SC 
29631; n.d. Transparencieé. . 

14.01I e 7 SCaPUfl;IG OCCLPAT1011S/ 

B 73 COMPUTING AND ACCOUNTING OFFICE OCCUPATIONS,' 
SUGGESTED CURRICULA GUIbE. US Dept. of Health, Educa-
tion and Welfare. Northern Illinois University, De-' 

,Kalb, IL 60115; 1967. 168 p. $1.00. ' 

B-68 BOOKKEEPING AND ACCOUNTING I AND II, SYLLA- 
BUS. The University of the State of New York, The 
State Education Deft., Bureau of Secondary Curt'iculum 
Development, Albany, NY 12224; 1970. 65 p. 

B-69 RECORDKEEPINC SYLLABUS. The University of 
the 6tate of New York,.The State Education Dept., Bu-
reau of Secondary Curriculum Development, Albany, NY 
12224; 1969. 51 p. 

B-70 SECRETARIAL ACCOUNTING, ADULT COURSE' OUTLINE. 
The University of the State of Nev York, The State 
Education Dept., Bureau of Business and Distributive 
Education, Albany, NY 12224; 1963. ' 24 p. 

B-318* INCOME STATEMENT ANALYSIS: PREREQUISITE/ 
GENERAL OBJECTIVES. n.p.; n.d. 10 p. 

B-319* INCOME TAX (#101-123). Lakeshore Technical 
Institute, 843 Jefferson Ave., Sheboygan, WI 53801; 
n.d. ,75 p. 

INCOME TAX COURSE. Lakeshore Technical In-B-320* 
stitute, 843 Jefferson Ave., Sheboygan, WI 53801; . 
1973. k0 p• 

B-252 UNIDAD RECURSO PARA LA ENSENANZA DEL CURSILLO' 
RELACIONADO CON LOS SERVICIOS BANCARIOS. Estado Libre 
Asociado de Puerto Rico,•Departamento de Instruccion 
Publica, Region Educativa de San Juan, Centro Voca-
clonal de Recurana Pedagogicos, Programa de Education 
Comerc1al; 1972. 166 p. 

B-342* MODULE 35: RECORDKEEPING. By Sandra Sep- 
pamaki Bungart. Curriculum Diffusion Seminar of the 
Cdordinating Council for Occupational Education, Car-
bondale, IL; 1974, 27 p 

'I1-343' MODULE 40: PAYROLL PROCEDURES. By Julia 
Looney. Cu riculum Diffusion Seminar of the Coordi-
nating Council for Occupational Education, Carbondale, 
IL; 1974. '14 p. 

B-462*' ACCOÚNTING IKSTRUCTION'SHEETS. Waukesha 
County Technical Institute, 800 Main Sr., Pewaukee, 

'WI 53072; h.d. 50, 1. 

B- 05 * BASIC ACCOUNTING: TIME FREE MODULAR COMPE- 
BNCY BASED'CURRICULUM. Link Educational Laboratories, 

. Montgomery, AL 36111; '1974. k v. 

14.01 W JT19G OGdPATIONS/ •` 
ISTfäJCf 1 

8.1193 GENERA/. RECORDKEEPING: 7th ed. Ay Barry 
Huffman and Jeffrey R. Stewart. Gregg Div., McGraw-
Hill Book Co., Manchester Rd., Manchister, Mb 63011; 
1976.. 4 v. $35:00.. CONTENTS': 1. Text.-2. Activity 
guide and working papers, book 1 and 2.-3. Personal 
recordkeeping practice set.-4. Business recordkeeping 
practice set and (:ey. 

04,01 :,.~1 ~ I, ,1 ;;i1~11~jf I1t OCCIJPATIa1S/ 

B-242 HISTORY OF ACCOUNTING. The Nationdl Cash 
Register Co., Dayton, OH; 1964. 20 p. 

14:01.01 ACCOUNTANTS/110 CURRICULUM

B-71 ACCOUNTING OCCUPATIONS RLUSTER CUIDE. Ore-
gon Board of Education, 942 Lancaster Dr., NE, Salem, 
OR 97310; 1973. 250 p. $2:50. 

B-72 THE ACCOUNTING CLUSTER PROGRAM - THE LEBA-
NON-OREGON WAY. Oregon State Board of Edutation, Div. 
of. Community Colleges and Career Education, 942 Lan-
caster Dr., NE, Salem, OR 97310' 1972.  

B-294 PRINCIPIOS DE CONTABILIDAD (ACCOUNTING). 
Centro Vocacional de Recursos Pedagogicos,•Programa 
de Instruction Vocacional y Tecnica, Region Educativa 
de San Juan, Dpto. de Instruccion Publica, Programa 
de Instruction Vocacional y Tecnica, Unidad de Investi-
gacion, Divulgacion y Desarrollo Curricular; 1972. 
155 p. 

8 43 ECONOMIC AND BASIC BUSINESS UNITS FOR USE 
IN HIGH SCHOOL BOOKKEEPING-ACCOUNTING COURSES. By 
Gayle A. Stelter. Mankato State College, Mankato, 
MN 56001; 1970. 51 1. 

14.01.01 ACC(WTAIÍTS/ 270INSTAIJCTION 

B-73 ACCOUNTING: A PROGRAMMED TEXT. by F.E.
Hartzler. Kansas State Teachers'. College, Emporia,
KS 66801; d.d. 70 p. 

B45 PROGRAMMED INSTRUCTION 'IN DABITS AND CREDITS. 
Tennessee State Dept. of Education, Div. of Vocational-
Technical Education, 205 Cordell Hull. Bldg., Nashville, 
TN 37219; `n.d. 24 p. $1.00. 

14.01.01 'ACCCUf1A'IfS/ 3991 OCOPATIONS 

B-76 WHAT'S IT LIKE TO BE AN ACCOUNTANT? American 
Institute of Certified Public Accountants, 666 5th ' 
Ave., Nev York, NY 10019; 1970. 

B-383 ,• PUBLIC ACCOUNTING AS A CARIER FOR YOU. 
National Society of Public Accountants, 1717 Pennsyl. 
venia Avenue, NW, Washington, DC 20006; '1973. 6,p. ,, 

https://14.01.01
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14,01,01• ACCOl1TTA'fTS/ 520 TESTS 
B-377' ACCOUNTING I. Milwaukee Area Techn,cal Col- 
Lege, Business Div., 1015 N. 6th St., Milwaukee, WI 
53203; n.d. 4 p. 

14.01.(2 ~1.1• t~~T , ' 050 AUDIO-VISUAL MATERIALS MD 
11. 

8-451 BOOKKEEPING TRANSPARENCIES. By Peggy C. 
McElveen. Media Center, Clmkon University, Clemson, 
SC 29631; . 1972. 123 transparencies. $16.00. CON-
TENTS: ,Introduction.-Geneial journal.-Cash receipts 
Journal. -Cash payments journal.-Recording goods sold 
on account--sales journal.-Recording goods bought on 
account. 

14.01,02 BO iS/ 110 OURRICULDI . ' 
B-77 BOOKKEEPING, A GUIDE FOR TEACHERS. Missouri 
Dept. of Education, Vocational Div., Business and Of-
fice Education Section, Jkffereon Bldg'., Jefferson 
City, MO 65101; 1969. 148 p, 

B-78 SMALL BUSINESS BOOKKEEPING, A SUGGESTED 
ADULT BUSINESS EDUCATION COURSED PART I. The Univer-
sity of the State of New York, The State Education 
Dept., Bureau of Continuing Education Curriculum De-
velopment, Albany, NY 12224; 1973. 100 p. 

B-243 A PROGRAMMED TEXT ON RECORD KEEPING. By 
T.E. 'Hartzler. Kansas State Teachers College, Emporia,KS,

with Kansas State Dept. of Education, Vocational-
Technical Div., 120 E. 10th St., Topeka, KS 66612; 

'-1972. 157 p. •.. 

'.14.01.02 B CEKEPERS/ 270 INSTRUCTION 

, B-4 2' BANK RECONCILIATION PROJECTS: -By, Robert. J. 
-McCullough and Eenneth Everard. Pitman'Publlshing 
Corp., 6 E.'43rd St., New York, NY 10017;-, 1959.. 

'43 p. $1100.

B-74 : R6COIIDKEEPINGi 'A PROGRAMMED THEY, 'Kansas . 
State Teachers College, Emporia, KS 66801; 

14.01.02 BOOKKEEPERS/350 OCCUPATIONS

B-390! AN ANALYSIS OF THE BOOKKEEPING OCCUPATION. 
By Ronald Harnish,PamelaS. Lyons and Jerry Russelo. 

Instructional Materials Laboratory, Trade and Industri- 
al Educe ion, Ohio Stat e University, Columbus_, OR 
43210; 1974.. 75 p. 

B-122' „, BOOKKEEPER. California occupational guide 
no, 26. California State Employment Development Dept:, 
200 Capitol Nall, Sacramento, CA 95814; 1974. 2 p. 
Free.. 

.14.01. . ç g~~ app¡ 
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8.44 THE ELECTIIONIC CALCULATOR. By Hoyland 
Fisher. Voc tional Education Media Clhter, Clemson 
University, Clemson, SC 29631; 1974. 3 v. $5.00. 
CONTENTS: Teacher's manual.-Transparencies.-Student's 
manual. 

B-453 THE ROTARY CALCULATOR. By Hoyland Fisher. 
Vocational Education Media Center, Clemson University, 
Clemson, SC 29631; 1973-74. 3 v. $3.75. CONTENTS: 
Teacher's manual.-Transparenciss.,Studant's manual. 

THE KEY-DRIVEN CALCULATOR. By Hoyland 
'Fier. Vocational Education Media Center, Clemson 
University, Clemson, SC 29631; 1973-74. 3 v. $3.25. 
CONTENTS; Teacher's manual.-Transparencies.-Student's 
manual. 

B-455 • THE PRINTING CALCULATOR. By Peggy Meilveen 
and Hoyland Fisher. Vocational Education Media Center,. 
Clemson University, Clemson, SC 29611; 1973-74. 
3 v. $4.75. CONTENTS; Teacher's manual. -Tranepar-
encies.-Student's manual. 

14.01.04 OPERATORS: BILLING, BOOKKEEPING,
AND COMPUTING/ 350 OCCUPATIONS

B-397e ANANALYSI3 OF THE  BILLING AND BOOKKEEPING , 
MACHINE OPERATING OCCUPATION. By Joseph E. Six, Jr.. 
Instructional Materials Laborat ory, Trade and Industri- 
al Educdtion,'Ohio State University,    Columbus, OR 
43210; .1974. 104 p.. 

BOOKKEEPING')ÍA IN6 OPERATOR. California 
occupational guide no. 33.Rev. California State 
Employment Development Dept., 806 Capitol Mall, Sacra". 
mento, CA 95814; 1966. 3 p. Free.' 

14.01.05 TELLERS/ 350 OOQPATICtS 
B-3f AN ANALYSIS OF THE BANK TELLER OCCUPATION. 
By William C. Fraser, et al. Instructional Materials 

' Laboratory, Trade and Industrial Education, Ohio State 
University, Columbus, ON 43210; 1974. 77 p. 

14.01.99 ' II I OTffR/ 
l'I ' d IMAM I ~,i;

B-1a54 BAKING SERVICES. Vocational Education 
Media Center, Clemson University, Clemson, SC 29631; 
n.d. 31 transparencies and guide. 

14,01.99 il1 ,I 1 ; I C0°PUTIIIG OCCUPATIONS, Oi1ER/ 
'1 1 I 

B-491 ACCOUNTING CLERK SUPPLEMENT FOR OFFICE AND • 
DISTRIBUTIVE OCCUPATIONS. By Bryce Yourd, et al. 

. Bureau of Business Education, California State Dept: of. 
Education, 721 Capitol Mall, Sacramento, CA 95814; 
1975. 227 p. 

14.01.99 ;u ACfl'PUTIIIG oCCIPATIatS, 011ER/ 
"I IÍII

B-395' AN ANALYSIS OF THE, PAYROLL CLERKING OCCUPA-
TION. By Sharyn Peal and Virginia Rose. Instructional 
Materials Laboratory, Trade and Industrial Education, 
Ohio State University, Columbus, OH 43210; 1974. 
127 p. 

'B-Q4 ACCOUNTING CLERK. California occupational 
.guide no. 82. California State Employment Development 
Dept:, 800 Capitol Mall, Sacramento, CA 95814; 1974. 
2 p.. Free. 

B-442 A CAREER FOR WOMEN--BANKING. National Assn. 
of Bank-Women, Inc.. 111 E. Wacker Dr., Chicago, IL 
60601; n.d. 8 p. 

14.01.99 W';OnfrfD OPIIfING OCQPATIOrS, O1}ER/ 

B-492 ACCOUNTING--OFFICE CLERICAL OBSERVATION DAY. 
Business Education Dept., Lincoln High School, 311 
Lincoln St.,.Wisconsin Rapids, WI 54494; 1976. 
15 1. 

14,02 NI ~ I~I o-~~~Ial~tl~~! TAONS/ 

B-81 AUTOMATION AND DATA PROCESSING TRANSPARENCY 
MASTERS. Curriculum Development Center, Ra 151, Taylor 
Education Bldg., University of Kentucky, Lexington, 
KY. 40506; 1969. Booklet of transparency masters. 
$2.00. 
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14.02 BUSINESS DATAPROCESSING SYSTEMS OCCUPATIONS/
110 CURRICULUM

¡-á? DATAPRUCESSENG 102 (CURRICULUM GUIDE). Mink 
ister of Education,Province of Manitoba, Dept. of Edu- 
\.tion, Canada; •1973. 7 p. 

3-3 INTRODUCTION TO AUTOMATIC DATA PROCESSING: 
A SUGGESTED ADULT BUSINESS EDUCATION COURSE 001115E. 
The University óf the State of New York, The State 
EducdtIon Dept., Bureau of Continuing Education 
Curriculum, Development, Albany, NY 12224; 1968. 
71 p. ' 

B-85 AUTOMATIC BUSINESS DATA PROCESSING I AND 
II: SYLLABUS. The U:iiversIty of the State of New 
York, The State Education Dbpt.,, Bureau oÉ Secondary 

'Curriculum Development, Albany, NY. 12224;. 1972. 
130 p.• 

O-85 COMPUTERS AND CAREERS, A SUGGESTED CURRICULUM 
FOR GRADES 9-12. Conttal Texas College, Killeen, TX 
76541; 1973. 59 

B-281 IBM EDUCATION: A COURSE OF ACTION, SELF-
STUDY COURSES AND STUDENT.MATERIALS. IBM, Armonk, NY 
10804; n.d. 8.7p. 

B-3015° BASIC.DATA PROCESSING EDUCATION GUIDE - A 
CUIDE FOR: KEYPUNCH, SORTER, REPRODUCER, COLLATOR, 
ACCOUNTING MOCHINES. By James A. Hallam and Nick G. 
Orlandlni. Illinois State University in cooperation 
with State d'Illinois, Div. of Vocational and Techni; 
cal Education, Springfield, IL; n.d. 80 p. 

B-335e BUSINESS DATA PROCESSING OCCUPATIONAL PER-
FORMANCE SURVEY:. RESEARCH AND DEVELOPMENT SERIES NO. 
88. By Sidney D. Porcher and John W: Joyner. The 
Center for Vocational and Technical Education, The' 
Ohio State University, 1960 Kenny Rd., Columbus, OH 
43210; 1973. 84 p. 

B-397a BUSINESS ORGANIZATION: BUSINESS SYSTEMS AND 
,PROCEDURES, LEARNER TEXT, n,p.; n.d. 125 p. 

308° BUSINESS ORGANIZATION: BUSINESS SYSTEMS AND 
PROCEDURES, TUTOR GUIDE. n.p.; n.d. 15 p. 

A-313.4 DATA PROOESSING TECHNOLOGY:. A SUGGESTED 
2-YEAR POST HIGH SCHOOL CURRICULUM. US Govt. Print. ._ 
Off., Washington, DC 20402; 1973.. 99 p. 

B'315a . 'EDUCATION GUIDE FOR COMPUTER CONCEPTS AND 
PROGRAMMING. By,Jemes A. Hallam and Nick G. Orlandini. 
State of Illinois, Div. of Vocational and Technical 
Education,.Springfield, IL; n.d. 218 p. 

B-344'. NODULE 44: -DATA PROCESSING FUNDAMENTALS DPF, 
Sy Jolene J. Workman. Curriculum Diffusion Seminar.of 
the Coordinating Council for Occupational Education, 
Carbondale, IL; 1974. 9 p. 

8-346* MODULE 48: ELECTRONIC DATA PROCESSING. By 
.Kay Whipple. Curriculum Diffusion Seminar of the 
'Coordinating Council for Occupational Education, 
Carbondale,' IL; 1974, 20 p. 

B-392. BUSINESS DATA PROCESSING: Á, ÈACIIER'S 
GUIDE, Business Education Service, Div.'of Vocational 
Education, State Dept. of..Education, Wichjoond, VA 
23216; 1974. 19Q p. 

B-467* DAME MU(.TLr•((EDIA DATA ,PROCESSING COURSE 
Deltnk, Inc.; O'Hare Aerospace Center, Suite 

50, 995(1 W. 'Laurence Ave., Schiller Park,, iL 60176; 
1974, 245 p. 

14,02 MI S NI PPOCFSSI'!r SYSTEIS OCCJPATIQIS/ 

B-375e OCCUPATIONAL ANALYSIS FOR DATA PROCESSING 
TECHNOLOGY, 2ND ED. By Gilbert E. Zuerlein and Carey 
Zane. State of Washington, Coordinating Council for 
Occupational Education, Trade, Industrial, and Techni-
cal Education Section, 216 Old Capitol Bldg., Olympia, 
WA 98504; 1973. 62 p. $1.50. 

8-493 OPPORTUNITIES IN ELECTRONIC DATA PROCESSING. 
By Martin Nussbaum. Vocational Guidance Manuals, Uni-
versal Publijhing and Distributing Corp., 235 E. 45th 
St., New York, NY 10017; 1972. 160 p. $4.85. 

14,E pm: [ 13G SYSTEM OCCUPATIONS/' 
7u I Iä1 Cr

B-87 AUTOMATIC DATA PROCESSING SUPPLEMENT TO ' 
BOOKKEEPING AND ACCOUNTING I AND II SYLLABUS. The ' 
University of the State of New York, The State Educa-
tion Dept., Bureau of Secondary Curriculum Development, 
Albany, NY 12224; 1971. 42 p. 

B-494 CAREERS IN COMPUTERS (SOCIAL STUDIES). Rev. 
By Emma Brown and Sharon Dudley. Orange County C 
Development Program, 410 Woods Ave., Orlando, FL 
32805; 197-. 13, 16 p. $1.00. "Recommended for 
use in grades 7-12." 

13-495 CAREERS IN COMPUTERS'(SCIENCE). Rev. By 
Mary Young end Glenn Huovinen. Orange County Career 
Development Program, 410 Woods Ave.,, Orlando, FL 
32805; 197-. 13, 12 p. $1.00. "Recommended for use 
in grades 7-12." 

B-496 CAREERS IN COMPUTERS (LANGUAGE ARTS). Rev. 
By Lynn Melton, et el. Orange County Career Develop-
ment Program, 410 Woods Ave., Orlando, FL 32805; 
197-. 13,'98 p. $1.00. "'Recommended for use in 
grades. 7-12." 

B-497 CAREERS IN THE COMPUTER INDUSTRY (HATHEMA-
,TICS). Rev. By Sherrie Branyon and. Eric Smith. 
Orange County Career Development Program, 410 Woods 
Ave., Orlando, FL 32805; 197-. 13, 84 p. $1.00. • 
"Recommendedd for use grades 7-12." 

14,Œ- B ~ru p~Tinn g e IG SySITS OCCUPATIŒS/ 
350 OCpPAT[( 15 

B-3914, AN ANALYSIS DF THE DATA PROPOSING OCCUPATION. 
By Eyrie AryaMt, et al. Inséructional Materials Lab.-
oratory, Trade and Industrial Education, Ohio State 
Unfversity, Columbus, OH 43210; 1974. 93 p. 

111.92.01 NO CHOU OPERATORS/ 350 UM- • 

 COMf'11TER OPERATOR. California opeupetions 
guide no. 299: California State Employment Development

Dept., 800 Capitol Mall, Sacramento, CA 95814;t 
1974:  3, p. Free. 

140Q.02,O1 
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i1 ) Carl EEIIIPE'IT ORATORS/ • 

'13-33' KEYPUNCH OPERATION, A SUGGESTED ADULD BUSI- 
NESS EDUCATION COURSE OUTLINE. Thé University of the 
State of New'York i The Staté'Education Dept., Bureau 
of Continuing Education Curriculum Development, Albany; , 
NY 12224; 1968. 21 p. 

https://111,.92.01
https://Seminar.of


8-39 UNIT-RECORD MACHINE OPERATION: A SUGGESTED 
ADULT' BUSINESS' EDUCATION COURSE OUTLINE. The Univer-
sity of the State of New York, The State Education 
Dept., Bureau of Continuing Education Curriculum De- 
velopment, Albany, NY- 12224; 1970. 69 p. 

B-345* MODULE 45: CARD-PUNCH MACHINE OPERATION. 
By Kay Whipple. Curriculum`Qiffusion Seminar of the 
Coordinating Council for Occupational Education, Car-
bondale, IL; 1974. 11 p. 

14,02,02.01- AP4ID00DIIIG EOUIP►f3Tf (} PATORS/ 

B-425 KEY-PUNCH OPERATOR. California occupational 
guide no. 16: Rev. California State Dept. of Human 
Resources Development, 800 Capitol pall, Sacramento_ 
CA 95814; 1970. 2 p. Free.

14,02,03 PROGWN1[RS/ 110 CURRI01W1 

B-365 UNIT OUTLINE MINOR TOTAL LOGIC: COMPUTER 
PROGRAMMING I. Waukesha County Technical Institute, 
Pevaukee, WI; 1972. 9 p. 

B-366 UNIT OUTLINE SEQUENTIAL FILE MAINTENANCE 
COMPUTER PROGRAM'II. Waukesha County Technical Insti-
tute, Pewaukee, WI; 1973. 7 p. 

14,02.03 PROGRPITERS/ 180 EVALUATION 

B-390a SUMMARY OF RESPONSES TO THE TASK INVENTORY 
QUESTIONNAIRES FOR BUSINESS DATA PROGRAMMERS. Compiled 
by Methods for Curriculum Content Derivation Staff. 
Center for Vocational Education, Ohio State University, 
1960 Kenny Rd., Columbus, OH 43210; 1975. 95 p. 

14.02.03 PROGW IERS/ 350 OCCUPATIONS 

B-374a LIST OF ACTIVITIES OF BUSINESS DATA PROGRAM-
MERS. Center for Vocational and Technical Education, 

' The Ohio State University, Columbus, OH 43210; n.d. 
24 p. 

B-417 , PROGRAMER. California occupational guide 
no. 81. ' Rev. California State Employment Development 
Dept., 800 Capitol Mall, Sacramento, CA 95814; 1973. 
4 p. Free. 

14,02,99 pO 350T ~ , ,~ ~ IG SYSTEM OCf1PATIOIS. 
I 1~' I 

B-418 COMPUTER SYSTEMS SERVICE TECHNICIAN (CUSTOMER 
ENGINEER, FIELD ENGINEER). California occupational 
guide no. 152. Rev. California State Employment 
Development Dept., 800 Capitol Hall, Sacramento, CA 
95814; 1973. 3 p. Free. 

B-420 ELECTRONIC DATA PROCESSING MANAGER: BUSINESS 
DATA PROCESSING. California occupational guide no. 
348.  Rev. California State Dept. of Human Resources 
Development, 800 Capitol Mall, Sacramento, CA 95814; 
1966. 6 p. Free. 

14.03 F1LII;G.OFF~~ 

B-g2 •TRANSCRIBING TRAINING TECHNIQUES. Vocation/ ,h 
Education Media-Center, Clemson University, Clemson, 
SC 29631; n.d. 6 transparencies. 

14,03 
Rig& IVESJOIDW

Bc95 A TEACHER-STUDENT HANDBOOK FOR MORE INDIVID-
UALIZED TRAINING IN BUSINESS AND OFFICE EDUCATION. 
State of Arkansas, Dept. of Education, Div.'of Voca-
tional,Education, Arch Ford Education Bldg., Little 
Rock, AR 72201; 1973. 100 p. 

B-Y! CALIFORNIA BUSINESS EDUCATION PROGRAM GUIDE 
FOR OFFICE AND DISTRIBUTIVE. OCCUPATIONS, PART I. 
Bureau of Business Education, California State Dept. 
of Education, 721 Capitol Mall, Sacramento, CA 95814; 
1973. 518 p. 

B-95 CALIFORNIA BUSINESS EDUCATION PROGRAM GUIDE 
FOR OFFICE. AND DISTRIBUTIVE OCCUPATIONS, PART II. 
Bureau of Business Education, California State Dept. 
of Education, 721 Capitol Mall, Sacramento, CA 95814; 
1973. 354 p. 

B-9G FILING. Curriculum Development Center, Rm 
151, Taylor Education Bldg., University of Kentucky, 
Lexington, KY 40506; 1973. 46 p. $2.00.

B-97 HANDLING FINANCIAL AFFAIRS. Curriculum De-
velopment Center, Rm 151, Taylor Education Bldg., Uni-
versity of Kentucky, Lexington, KY 40506; 1973. 
106 p. $3.50. 

B-99 JOB APPLICATION AND THE INTERVIEW. Curricu-
lum Development Center, Rm 151, Taylor Education Bldg., 
University of Kentucky, Lexington, KY 40506; 1972. 
64 p. $2.50. 

B-100 JOB TECHNIQUES. Curriculum Development Cen-
ter, Rm 151, Taylor Education Bldg., University of 
Kentucky, Lexington, KY 4(1506; 1973. $3.50. 

8-102 PREPARING FOR A FEDERAL OR STATE GOVERNMENT 
POSITION. Curriculum Development Center, Rm 151, 
Taylor Education Bldg., University of Kentucky, Lexing-
ton, KY 40506; 1973. 120 p. $3.00. 

B-103 TRAVEL. Curriculum Development Center, Rm 
151, Taylor Education Bldg., University of Kentucky, 
Lexington, KY 40506; 1972. 88 p. $3.00. 

13-104 BUSINESS AND OFFICE EDUCATION CURRICULUM 
GUIDELINES. Louisiana State Dept. of Education, Voca-
tional Education Div., Business and Office Education 
Section, P.O. Box 44064, Baton Rouge, LA 70804; 1972. 
380 p. 

0 
1105 CLERICAL/SECRETARIAL OFFICE TRAINING: A 
GUIDE FOR TEACHERS. Missouri Dept. of Education, Voca-
tional Div., Business and Office Education Section, 
Jefferson Building, Jefferson City, MO 65101; 1969. 
125 p. 

1106 OFFICE MACHINES: A GUIDE FOR TEACHERS. , 
State Dept. of Education, Vocational Div.; Business 
and Office Education Section, Jefferson Bldg., Jeffer-
son City, MO 65101; 1969. 126 p. 

B-109 IMPROVING CLERICAL OFFICE SKILLS: A SUG-
GESTED ADULT BUSINESS EDUCATION COURSE. The University 
of the State of New York, The State Education Dept., 
Bureau of Continuing Education Curriculum Developaent, ' 
Albany, NY 12224; 1971. 66 p. 

B-110 OFFICE PRACTICE I AND II SYLLABUS. The . 
University of the State of New York, The State Educa-
tion Dept., Bureau of Secondary Curriculum Development, 
Albany, NY 12224; 1972. 

B-111 BUSINESS AND OFFICE EDUCATION: UNITS OF 
INSTRUCTION. Div. of Occupational Education, State 
Dept. of Public Instruction, Raleigh, NC 27602; 1971-
1972. 1 v. (various paginge). 

1112 A PROGRAM FOR GENERAL CLERICAL' OCCUPATIONS, 
11T11 AND 12TH GRADES. Ohio Dept. of Education, Div. 
of Vocational Education, Business and Office Education , 
Service, Columbus, 011 43215; 1971. $3.75. 

B-114 , CLERICAL OCCUPATIONS CLUSTER GUIDE. Oregon 
Board of Education, 942 Lancaster Dr., NE, Salem, OR 
97310; 1971. 150 p. $2.50. 

https://14.02.03
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8-113 OFFICE OCCUPATIONS, TEACHER's GUIDE: A UNIT 
IN PREVOCATIQNAI. EDUCATION. State Dépt. of Education, 
Office of Vocational Education, Columbia, SC 29201; 
1971. 47 p. 

B-116 MODEL VOCATIONAL OFFICE, A SIMULATED TRAIN-
ING PROGRAM. Virginia State Dept. of Education, Div. 
of Vocational Education, Business Education Div., 
Richmond, VA 23216; 1970-71. 71 p. 

B-118 THE SECRETARIAL CLUSTER PROGRAM - THE LEBA-
NON-OREGON WAY. State Board of Education, Div. of Com-
munity Colleges and Career Education, 942 Lancaster Dr., 
NE, Salem, OR 97310; 1972. 

B-246  OFFICE MACHINES. By Marcella P. Hill Div. 
of Vocational Education, Dept. of Education, State of 
New Jersey, Vocational-Technical Curriculum Laboratory, 
Rutgers-The State University, Bldg. 4103-Kilmer 
Campus, New Brunswick, NJ; 244 P. 

B1247 _ OFFICE PRACTICES: DESIGNED FOR STUDENTS EN-
ROLLED IN BUSINESS AND OFFICE VOCATIONAL EDUCATION. 
By Amon Herd. Instructional Materials Laboratory, 
Dept. of Practical Arts and Vocational-Technical Edu-
cation, University of Missouri, Coldmbia, MO, in co-
operation with Vocational Education Div., State Dept. 
of Education, Jefferson City, MO 64101; 1974. 117 p. 

B-248 OFFICE PRACTICES: DESIGNED FOR. STUDENTS EN-
ROLLED IN BUSINESS AND OFFICE VOCATIONAL EDUCATION 
(ANSWER SHEETS). By Virgil Todd and Kim Baugrud. 
Instructional Materials Laboratory; Dept. of Practical 
Arts and Vocational-Technical Education, University 
of Missouri, Columbia, MO, in cooperation with Career 
and Adult Education, State Dept. of Education, Jeffer-
son City, MO 65101; 1971. 26 p. 

B-285 CLERICAL RECORD KEEPING PRACTICE SET - TELE- 
RAD REPAIR COMPANY. 'By Harry W. Baggett ,,,Jr. South- 
Western Publishing Co., Cincinnati, OH; n.d. Complete 
instruction kit; various packets and booklets. 

B-322e AN INTRODUCTION TO THE HP-35. By A.A. 
Christenson. Madison Area Technical College, Madison, 
WI; 1974. 10 p. 

B-331e MODULE 13: ALPHABETIC AND SUBJECT PILING 
ASF. By Jolene J. Workman. Curriculum Diffusion 
Seminar of the Coordinating Council for Occupations 
Education, Carbondale, IL; 1974. 9 p. 

B-3311' MODULE 14: INDEXING, FILING AND RECORDS 
MANAGEMENT. By Jolene J. Workman. Curriculum Diffu-
sion Seminar of the Coordinating Council for Occupa-
tions Education, Carbondale, IL; 1974. 11 p. 

B-340' MODULE 28: BASIC CLERICAL TRAINING. By 
Sandra Seppamaki Bungart. Curriculum Diffusion Semi-
nar of the Coordinating Council for Occupational Educa-
tion, Carbondale, IL; 1974. 4 p. 

B-341e MODULE 29: GENERAL OFFICE PROCEDURES. By 
Jolene J. Workman. Curriculum Diffusion Seminar of 
the Coordinating Council for Occupational Education, 
Carbondale,.I1.;. 1974. 16 p. 

B-355e RECORDS MANAGEMENT BUSINESS FILING AND' RECORDS 
CONTROL, UNIT 6 AND 9. By Suzanne Welch. Fox Valley 
Technical Institute, Appleton, WI; 1972. 15 p. 

14.03 F~kt I ICE 
Inl ATIQS/ it' IgitITI 

B-125 SUGGESTIONS FOR A PLAN OF ROTATION FOR OFFICE 
PRACTICE: TEACHER'S MANUAL. State Dept. of Education,
Office of Vocational Education, Office Occupations 
Section. Columbia, SC 29201; 1970. 41 p. , 

B-448 TEACHING OFFICE MACHINES WITHOUT A ROTATION 
SCHEDULE. By Jeffrey R. Stewart, Jr. Virginia Poly- 
technic Institute and State University, Blacksburg, VA 
24060; 1915? 5 1. 

14,a3 cFLikoragifes AND GENERAL OFFICE CLERICAL OCCUPATIONS/ 450 RESEARCH

B-130 OFFICE MACHINES RESOURCE MATERIALS, FOR 
ADULT PROGRAMS IN BUSINESS EDUCATION. The University 
of the State of New York, The State Education Dept., 
Bureau of Continuing Education Curriculum         Development, , 
Albany, NY' 12224; 1971. 46 p. 

14,03 FILING OFFICEMACHINESAND GENERAL OFFICE CLERICAL OCCUPATIONS/ 520 TESTS

B-119 SECRETARIAL PRACTICE SOURCEBOOK OF TEST 
ITEMS. The University of the State of New York, The 
State Education Dept., Bureau of Business and Distribu- 
tive Education, Albany, NY 12224; 1970. 46 p. 

14,03,01 BLICATIP)G MAC I E OPERATORS/ 110 CURRICII- 

B-339'* MODULE 26: DUPLICATING MACHINES. By Jolene 
J. Workman. Curriculum Diffusion Seminar of the Coordi- 
mating Council for Occupational Education, Carbondale, 
IL; 1974. 16 p. 

B-503 SUGGESTED TEACHING GUIDE FOR COORDINATED 
VOCATIONAL-ACADEMIC EDUCATION: OFFICE DUPLICATION
PRACTICES. Occupational Curriculum Laboratory, Center
for Vocational Education, E. Texas State University ,
Commerce, TX 75428; 1975. 1 v. (various paging ). 

14.03,01 IffohICATI43 114CHINE OPERATORS/ 170 INSTRUCTION

B-123 DUPLICATING EQUIPMENT. State Dept. of Edu-
cation, Office of Vocational Education, Office Occupa-
tions Section, Columbia, SC 29201; 1972. 14 p. 
Two separate manuals: teacher's and student's. 

B-499 DUPLICATING PROCESSES. Paye Bryan, et al.,
comps. R h and Curriculum Unit, Mississippi State
University, P.O. Drawer DX, Mississippi State, MS 
39762; 1975. 75 p. 83.00. 

14.03.02 FILE ŒEtäó/ 39J IMPATIORS 

8-430 FILE CLERK. California occupational guide 
no. 261. California State Dept. of Human Resource 
Development, 800 Capitol Mall, Sacramento, CA 95814, 
1970. 2 p. Free. 

14,03,03 GEIfPAL OFFICE 011 / 110 CURRICULUM

B-249 COOPERATIVE OFFICE EDUCATION: RELATED   CLASS 
MANUAL. Bufeau of Vocational-Technical Program Services,
Div. of Vocational Education, Dept. of Education, State
of New Jersey, Curriculum laboratory, Rutgers-The Steate" 
University, Bldg. 4103-Kilmer Campus, New Brunswick, 
NJ; n.d. 95 p. 

8-501 GENERAL OFFICE CLERK. By Joyce  , Carol 
Howard end John Abee1. Orange County Career Development 
Program, 410 Woods Ave., Orlando, PL 32805; 1973? 
1 v. (various paginga). $2.15. "Grades 7-12." 

14,03,03 GUN_ OFFICE CLERKS/ 270 INSTRUCTION

8-40 CLERICAL OFFICE PRACTICE SET. 2nd ed. By 
Esther Sandry. Pitman Publishing Corp. 6 E. 63rd St., 
New York, NY 10017; 1973. 2 v. $4.50. Text and work- 
sheets. 

14,0.03 GENERAL OFFICE CLERKS/ 350 OCCUPATIONS 

8-431 CLERK, GENERAL OFFICE. California occupation- 
al guide no. 295.p California State Employment Develop- 
ment Dept., 800 Capitol Mall, Sacramento, CA 95816; 
11976. 2 p. Free. 

https://14.03.02
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14.93,99 F~~,IIG, CfF(CE 
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B-124 THE FULL-KEYBOARD ADDING MACHINE. State 
Dept. of Education, Office of Vocational Education, 
Office Occupations Section, Columbia, SC 29201; 1973. 
4 d. Two' manuals: teacher's and student's. 

B-126 THE TEN-KEY ADDING MACHINE. State Dept. of 
Education, Office of Vocational Eduhtlon,'Office Oc-
cupations Section, Columbia, SC 29201; 1973. 28 p.: 
.Student's manual: 12 p.: Teacher's manual, 

14.04. f{)~¡~zijl 7UiCATIOUS OCQJPATIQIS/ 
110 CURRICULUM

B-277 TELE-TECHNIQUES. By Donald  Krueger. Waupun 
High School, Waupun, WI; n.d. 7 p. Course outline. 

8-278 BUSINESS TIMED WRITING. Rev. By Louis C. 
Nanassy and Albert C. Fries.. Glencoe Press, a div. of 
Benziger-Bruce and Glencoe, Inc., 8701 Wilshire Blvd., 
Beverly Hills, CA 90211; 1974. 33 p. Shorthand 
notebook with base for standing. 

14,04.03 iYITERÎtts ' 1.1 
,r1 050 AUDIO-VISUAL 

1 hE1II1D6 
B-90 HANDLING THE MAIL (INCOMING). Vocational 
Education Media Center, Clemson University, Clemson, 
SC 29631; 1973. 8 transparencies and guide. 

B-91 HANDLING THE MAIL (OUTGOING). Vocational 
Education Media Center, Clemson University, Clemson, 
SC 29631; 1973. 24 transparencies and guide. 

14,04.03 MAIL NI) POSTAL CLERKS/ 110 CURRICULU1 

B-96 HANDLING THE MAIL. Curriculum Development 
Center, Rm 151, Taylor Education Bldg., University 
of Kentucky, Lexington, KY 40506; 1173. 75 p. 
$2.00.• 

B-274 INCOMING AND OUTGOING MAIL PROCEDURES: A 
UNIT IN BUSINESS EDUCATION. By Donald Krueger. Waupun 
High School, Waupun, WI; n.d. 25 p., Course outline. 

14.04.C6 17' I Hip INF()Pl1ATIaI CLEWS/ 
1 I I' 

B-1I03a AN ANALYSIS OF THE INFORMATION RECEPTIONIST 
OCCUPATION. By Helen C. Sams and Lois Snyder. Instruc-
tional Materials laboratory, Trade and Industrial Edu-
cation, Ohio State University, Columbus, OH 43210; 
1974. 44 p.- 

B-427 :RECEPTIONIST. California occupational guide 
no. 21. Rev. California State Employment Dept., 800 
Capitol Mall, Sacramento, CA 95814; 1968. 2 p. 
Fran. 

14.04.99 Oi1fR/ Ilia IaS a~nIaS. ' 
110 lk~ 

B-386 EDUCATIÓN FOR TECHNICAL WRITERS - TECHNICAL 
WRITING CAREER INFORMATION PACKET. By Jbhn A. Walter. 
Society for Technical Communication, 1010 Vermont Ave., 
NW, Washington, DC 20005; 1974. Free. 3 pamphlets. 

B-113.) WORD PROCESSING GUIDELINES. Dept. of Educa-
tion, Business and Office Education, Capitol Square, 
SSO Cedar St., St. Paul, MN 55101; 1974. 1 v. 
(various paging.). 

14 93 MT 14 NaS OaIEATIQIS, 
111 

B-I° AN ANALYSIS OF THE WORD PROCESSING OCCUPA-
TION. By Lucille M. Knupke, et el. Instructional 
MsÇariala Laboratory, Trade and Industrial Education, 

.Ohio State University, Columbus, OR 43210; 1974. 
115 p. 

14.06 P S(JI~ }~~ I?IIIG AND RELATED OCCUPATI(1fIS/ 

B-135 HUMAN RELATIONS FOR SECRETARIES, ADULT 
COURSE OUTLINE. The University of the State of New 
York, The State Education Dept., Bureau of Business' 
and Distributive Education, Albany, NY 12224;1' 1963. 
25 p. 

B-250 CASES, PROBLEMS AND ISSUES: A REVIEW GUIDE 
TO STRAUSS AND SAYLES' PERSONNEL, 3RD EDITION. By 
Robert E. Wegner. Prentice-Hall, Inc., Englewood 
Cliffs, NJ; 1972. 291 p. 

B-251 CUSTOMER SERVICE: THE ROAD TO GREATER PROF-
ITS. By Lloyd W. Moseley. Chair Store Age Books, 
an affiliate of Lebhar-Friedman, Inc., 2 Park Ave., 
Ne* York, NY 10016; 1972. 304 p. 

B-252 PERSONNEL: THE HUMAN PROBLEMS OF MANAGEMENT, 
.3RD ED. By George Strauss and Leonard R. Sayles. 
Prentice-Hall, Inc., Englewood Cliffs, NJ; 1972. 
684 p. 

B-310 COMMUNICATION SKILLS I. By Charles' Aueavich 
and James Quicker. ,Instructional Services,.Lakeshore 
Technical Institute, 843 Jefferson Ave., Sheboygan, WI 
53801; 1973. 200 p. 

B-34. PROGRAM FOR BUILDING SOUND-SYMBOL RELATION-
SHIPS. n.p.; n.d. 10'half pages each. CONTENTS: 
Introductory Unit-Phonemes, Graphemes, and Key Symbols:-
Unit 1, II, III, IV, V, VI, VII, VIII, IX, X, XI, XII, 
XIII - each titled "consonants."-Onit XIV-Syllabica-
Clop and Accent.-Unit XV-Syllabication and Accent. 

14.06 '•`I. l,a INING AND 1f1.1WED OCCJIPATIQNS/ 
Î:1 IIl 

B-253 PERSONNEL POLICIES GUIDEBOOK. By Edith M. 
Lynch. National Retail Merchants Assn.-, Personnel Div. 
100 W. 31st St., New York, NY 10001; 1992. 166 p. 

14,06 ;IVl ATIgAiMINS AND RELATED OCCUPATIONS/ 
' 1 1 II' 

8-255 PERSONNEL: A BEHAVIORAL APPROACH TO ADMINI-
STRATION. Rev. By Leon C. Megginson. Richard D. Ir-
win, Inc., Homewood, IL 70430; n.d. 768 p. 

B-394a AN ANALYSIS OF, THE PERSONAL MANAGING OCCUPA-
TION. By Ronald Wahonick, Kama Jean Trotter and John 
I. Orr. Instructional Materials Laboratory, Trade and 
Industrial Education, Ohio State University, Columbus, 
OH 43210; 1974. 143 p. 

B-414 PERSONNEL MANAGER. California occupational 
guide no. 135. Rev. California State Dept.'of Human 
Resources Development, 800 Capitol Mall, Sacramento, 
CA 95814; 1967.7. 4 p. Free. 

14.06.03 PERSONNEL ASSISTANTS/ 270 INSTRUCTION
B-5j1READINGS IN PERSONNEL MANAGEMENT 4th ed. 
By Herbert J. Chruden and Arthur W. Sherman, Jr. 
South-Western Publishing Co., 355 Conde St., W. Chica-
go, IL 60185; 1976. 519 p. 85.60 (paper). 

14.06,99 %~ f€lAT® OCQJPATIaS. 
1 i' ~ 

B-512 GRIEVANCE HANDLING: 101 GUIDES FOR SUPERVI-
SORS. By Walter E. Baer.' American Management Assn., 
135 W. 50th St., Nev Yorkÿ NY 10020; 1970. 289 p. 
$12.50.  

14.06.99 à7. ' ..I MIM IUfiIED OCCI PATIOIIS, 

B-416 JOB ANALYST. Cal}fornia occupational guide no. 
238. California. State Dept. of Numen Resources Develop-
ment, 800 Capitol Mall, Sacramento, CA 95814; 1911. 
2 p. Fret. 

https://14.04.99
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14.W Mr r 'xi) RELATED OCOI- 
illó CU NAI1H 

B-108 BUSINESS ADMINISTRATION FOR SECRETARIES, -
ADULT COURSE' OUTLINE. The University of thé State of 
New York, The State Education Dept., Bureau of Rusi-
neae and Distributive Education, Albany, NY 12224 ; 
1963. 34 p. 

B-136 ENVIRONMENTAL BUSINESS RELATIONSHIPS IN BUSI-
NESS. INSTRUCTOR'S GUIDE FOR AN ADULT COURSE. The Uni-
versity of the State of New York. The Stase Education 
Dept., Burned of Continuing Education Curriculum Devel- • 
opeent, Albany, NY 12224; 1972. 26 p. 

B-138 COMMUNICATIONS AND DECISION MAKING, INSTRUC 
TOR'S CUIDE FOR AN ADULT COURSE. The University of,t,he 
State of New York, The State Education Dept., Bureau of 
Continuing Education Curriculum Development, Albany, 
NY 12224; 1972. 42 p. 

8-139 OFFICE PROCEDURES, INSTRUCTOR'S CUIDE FOR AN 
ADULT COURSE. Thy University of the State of New York, 
The State Education Dept., Bureau of Continuing Educe-
tion Curriculum Development, Albany, NY 12224; 1973. 
30 p. 

B-141 STENO-SECRETARIAL OCCUPATIONAL CLUSTER GUIDE. 
Oregon Board of Education, 942 Lancaster Dr., NE, 
Salam, OR. 9410i j1970. 100 p. $2.50. 

Bat WHAT IT UOSTS TO COMMUNICATE. By Bill 
Mitchell. Dept. of; Office Administration and Business 
Education, University of Wisconsin-Eau Claire, Eau 
Claire, WI 547011 f.d.. 30;pá 

WEB* RESTORIVIVAL SHORTHAND: INDIVIDUALIZED IN-
STRUCTION PACKAGE: TEACHER ANDSTUDENT INFOgMATION 
ORIENTATION PACKET. n.p.; n.d. 30 p. 

~/- RESTORVIVAL SHORTHAND STUDY GUIDE 1, 6, 10, 
17 By Susanne Welch. Pox Valley Technical Institute, 
Appleton, WI; 1972. 40 O. 

B-359' SECRETARIAL SCIENCE OCCUPATIONAL PERFORMANCE 
SURVEY: RESEARCH AND DEVELOPMENT SERIES NO. 87. By-
Sidney D. Borcher and John W.Joyner. The Center for 
Vocational and Technical Education. The Ohio State 
University, 1960 Kenny Rd., Columbus, OH 43210; 1973. 
91 p. 

8-464' SECRETARIAL SKILLS: TINE FREE MODULAR COMPE-
TENCY BASED CURRICULUM. Link Education Laboratories, 
Montgomery, AL 36111; 1974. 7 v. 

14:07 ÉDCIRRR1AL AND RELATED OCOPA- 
illit/ 140C 

B-298 SECRETARIAL SCIENCE OCCUPATIONAL PERFORMANCE 
SURVEY: INTERIM REPORT. By Sidney D. Botcher and 
John W. Joyner. The Center for VQcatienal and Techni-
cal Education, The Ohio State Dniiersity, 1940 Kenny 
Id., Columbus, OR 43210; 1973. 91 p. • 

14.07 5TE1 Ci AL AIL RATED  OCOPA- 

B-128 ROW TO PREPARE STENCILS. Tennessee State 
Dept. of Education, Div. of Vocftional-Technical Edu-
cation, 205 Cordell Hull Bldg., Nashville, TN 37219; 
n.d. 38 p. $1.00. 

B-129 INSTRUCTIONAL UNITS IN SECRETARIAL ORIENTA-
TION AND JOB PLACEMENT. West Virginia State Board of 
Education, Bureau of Vocational, Technical, and Adult 
Education, Capitol Bldg. No. 6, Charleston, WV 25305; 
1971. 133 p. 

14.07,02 SECRETARIES/ 140'E]11CATION 
B-384 SECRETARIAL CARE= KIT. The National Secret-, 
taries Asan. International, 2440,Pershing Rd.,,G-10, 
Kansan City, MO 64108;" 1972. Folder with 12 brochures. 

B-147 CPS, CERTIFIED PROFESSIONAL SECRETARY, IN-
FORMATION. The National. Secretaries Asen.. 2440 Persh- 
ing Rd., Suite D-10. Crown Center, Kansas City, MO 
64108; n.d. Folder of various materials. 

14.07,02 SECRETARIES/ 150 DRIA"EIT 

B-463* SECRETARIAL ATTRIBUTES. By Ruth Gordon. 
Nicolet Instrument Corp., 5225 Verona Rd., Madison, 
WI 53711; 1974. 50 p. 

14.07.02 SECRETARIES/ 350 OCCUPATIONS
B-324e ,LIST OF ACTIVITIES OF GENERAL SECRETARIES. 
The Center for Vocational and Technical Education. 
The Ohio State Un! ity, Columbus, 08 43210; o.d. 
23 p. 

Br429 SECRETARY (CLERICAL). California State Em-
ployment Development Dept., 800 Capitol Ma11,.Sacra-
mimeo; .CA 9ß8l4;- 1971. 4 p. Free. 

14,07.02 SECRETARIES/ IWSEAR01 
B-5 3 OCCUPATIONAL SURVEY REPORT ON GENERAL SECRE-
TARIES: TASK DATA FROM WORKERS AND SUPERVISORS INDI-
CATING JOE RELEVANCE AND TRAINING CRITICALNESS. Re-
search and'developmedt series no. 109. By Harry L. 
Ammerman, Frank C. Prataner end A. Lad Burgin. Canter 
for Vocational Education, Ohio State I iverpity, 1960 
Kenny Rd., Columbus, OR 43210; 1975. 227'p., 

14,07.03 STE RARfRS 110 O1RR10UM 

8-140 .. SYLLABUS AND TEACHING HANDBOOK FOR COURSES 
IN . SHORTHAND I, SHORTHAND II, TRANSCRIPTION, 
PERSONAL-USE SHORThAND. The University of the State 
of New York, The State Education Dept., Bureau of 
Secondary Curriculum Development, Albany, NT 12224; 
1947. 129 p. 

B-347. MODULE 49: S-1 SHORTHAND 1 - SHORTHAND 
PRINCIPLES. 'By Julia Looney. Curriculum Diffusion 
Seminar of the Coordinating Council for Occupational 
Education, Carbondale, IL; 1974. 6 p. 

3-31r MODULE 50: S-2 SHORTHAND 2'- BEGINNING DIC-
TATION. By Julia Looney. Curriculum Diffusion Seminar 
of the Coordinating Council for Occupational Education,
Carbondale. IL; 1974. 18 p. 

B-3496 MODULE 51; S-3 SHORTHAND 3 - INTRODUCTION 
TO TRANSCRIPTION, By Julia Looney. Curriculum Dif-
fusion Seminar of the Coordinating Coùncil for Oclupa-
tional Education, Carbondale; IL; 1974. 18 p. 

14.07.03 STETOWNIEFS/ 270 INSTRUCTION

8-120 SACRUM TRANSCRIPTION SYLLABUS. The Univer-
sity of the State of New York, The State Education 
Dept., Bureau of Secondary Curriculum Development, 
Albany, NY 12224; 1970. 41 p. 

B-121 _ A U UNIFORM EDUCATIONALPROGRAM FOR NAMES 
TRANSCRIPTION. The University of the State of New 
York, the State Education Dept., Bureau of Secondary 
Curriculum Development, Albany, NY 12224; 1965. 
220 p.

B-127 TIANSCRIRING TRAINING TECHNIQUES. State Dept. 
of Education, Office of Vocational Education, Office 
Occupations Section, Columbia, SC 29201; 1972. 

15 p. 2 manuals: tenant's pad student's. 

https://14.07.03
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B-11ß, :'SHORTHAND POR BUSINESS'EDDCATIOt1 DEPARTMENTS
IN PENNSYLVANIA'S'PUBLIC SCHOOLS. -Commonwealth of 
Pennsylvania, Sept. of Publie Instruction. Harrisburg, 
PA • 17126; 1968. •100 p: 

+ B-194 SRORTHAIR7 t - COURSE GUIDE. Texas Education
Agency, Abstdn, TI, 78711;• 1964; .2S p. 

B-145 DICTATION TESTS, 50-60+70-80-90. National 
Collegiate Association for Secretaries, Texas Tech. 

~Chapter,'College of' Education,' Taxa. Tech University, 
Lubbock. TX 79409; 1973. 43 p. $3.00.' 

8-146 "Acoou:ttability in teadhfng shorthand." By 
William Mitchell. n.p.; n.d. (23)' 1. Paper presented 
at the Wisconsin Business Educators Assn. convention, 

 . Madison. WI. April 6. 1974. 

14.07.03 S ENOGRAPIf.RS 350 OCCUPAT1QJS 

B 428 STENOGRAPHER. California occupational guide 
no. 25. Rev. California State Employment Development 
Dept., 800 Capitol Mall, Sacramento, CA 95814; 1970. 
3 'p. Free. 

14.07.99 IATED OCQI- 
fW llO% lik 

8-113 A PROGRAM POR STENOGRAPHIC AND RELATED OC-
CUPATIONS, 11Th AND 12TH GRADE. Ohio Dept. oftEduca-
tio)., Div. of Vocational Education, Business and Office 
Education Service; Columbus, OH 43215; 1973. $3.10. 

14.07.99 , Urge ~;•q 
OCCIPATIO~ 00- 

B 415 SRORTHAND REPORTER. California occupational 
guide no. 162. California State Employment Develop-
ment Dept., 800 Capitol Mall, Sacramento, CA 95814; 
1974. 4 p. Free. 

B-1444 SHORTHAND REPORTING AS A CAREER National 
Shorthand Reporters' Assn., Suite 608, 2361 S. Jeffer-
son Davis Hwy., Arlington, VA 22202; 1973. 19 p. 
Includes ltat of NSA approved schools, Jan. 1975. 

14,07.99 jß1(IGÁAPIjj,CdC&ïAR„i,AiL,,As0 IELATFI) OCCU- 

B 445 NATIONAL SHORTHAND REPORTERS ASSOCIATION 
LIST OF APPROVED SCHOOLS (As of April, 1975). Board 
on Approved Reporter Training, National Shorthand Re-
porters' Assn., 2361 S. Jefferson Davis Hwy., Arling-
ton, VA 22202; 1975. 2 1. 

1~,ae , } N ;h aIANTIAVE WYYIGEff1Ir 
~h~;l ~ i . 

8-256 ADMINISTRATION AND SUPERVISION IN BUSINESS 
EDUCATION. Kenneth J. Hansen and Parker Liles, eds. 
National Business Education Assn., 1201 16th St., 
Washington, DC; 1965. 357 p. 

03-301 ,ACTION GUIDE: TEE MANAGER AS A GENERALIST. 
Bureau of Business Practice, Waterford, CT 06385; 
n.d. 48 p. 

B'302 THAT BUGABOO OF MANAGERS - THE WRITTEN WORD. 
CHANGE: FROM INDIVIDUAS ANALYSIS TO INTELLIGENT AC-
TION. RIGHT OR WRONG -IT'S ILLEGAL. Bureau ot Busi-
ness Practice, Waterford, CT 06385; 1974. 48 p. 

8-352' OFFICE OCCUPATIONS PROGRAM. n.p.; n.d. 
6 p. 

B-358* SAMPLE MEAS4RABLE•OBJECTIVES - ROSINESS, MAR-
KETING AND MANAGES NT OCCUPATIONS. n.p.; n.d. 2 p. 

080 INVITATION TO ACHI:EY@®ff - YOUR CAREER IN 
MANAGEMENT. By Elisabeth Martins. AMAC($, A Div. of 
Americas Management Assn., New York, NY 10020; 1972. 
32 p. 

few

B-447 A GLOSSARY OF TERMS- (FOR) ROSINESS MANAGEMENT
. By Gus Evans, et el. Delaware State College,' 
DoverDe 19901; .1974. 28 1. Mimeograph. 

14.08 m"NGeEff 
,TIQIS/ `'33i ~ . M 

B-258 SMALL BUSINESS MANAGEMENT. 3rd ed. By H.N. 
Broom and Justin G. Longenecker. Southwestern Publish- 
1Ag'Cp.. Cincinnati; Li; 1971. 734 p. 

B-259 SARTINC AND MANAGING A SMALL . . RESTAD-
RANT. By Paul'.Pairbrook. Small Swigass Administra-
tion,•Office;p! Public Inforbation, U$ Govt. Print. 
Off., Washington; DC 20402; n.d. 116 p. $1.20. 

8-260 SUPERVISION: CONCEPTS AND PRACTICES OF 
MANAGEMENT. By Theo Haimann   and Raymond L. Hilgert. 
Southwestern Publishing Co Cincinnati, OH; 1972. 
429 p. 

14.98.01 ADMINISTRATIVE ASSISTAiIfS/ 350 OCQIPATIŒIS 

8-399' AN ANALYSIS OF THE ADMINISTRATIVE ASSISTING 
OCCUPATION. By Karen Hoakinson, Dorris R. Thompson 
and Irene.L. Godfrey. Instructional Materials Labora-
tory, Trade and Industrial Education, Ohio State Uni-
versity, Columbus, OH 43210; 1974. 55 p. 

14.08.99 .w~) IlANIaGfafxT 
~ 

8-446 CAREERS IN CORPORATE MANAGEMENT. Rev. 
BBCS pamphlh pno. 1029. By Sanford Reiner. B'nai 
B'rith C  and Counseling Services, 1640 Rhode 
Island Ave., NW, Washington, DC 20036; 1975. 21 p. 
$1.50. 

14.09 Tla 1 1 jj 6/ 050 AUDIO- 

B-456 VOCATIONAL TYPEWRITING TRANSPARENCIES. Vo-
cational Education Media Canter, Clemson University, 
Clemson, SC 29631; 1972. 119 transparencies. $19.25. 

14.09 3IN6 ND RELATED OCCUPATIONS/ 110 CURRICU- 

B-111 OFFICE PRACTICE UNIT: DESIGNING AND TYPING 
BUSINESS FORMS. Curriculum Development Center, Rm 
151, Taylor Education Bldg., University of Kentucky, 
Lexington,'KY 40506; 1970. 31 p. $2.00. 

B-262 ABOUT TYPEWRITING. By Raymond F. Pieslak. 
Div.Div of Vocational Education, Dept. of Education, 
State of New Jersey, Vocational-Technical Curriculum 
Laboratory, Rutgers-The State University, Bldg. 4103-
Ulmer Campus. New Brunswick, NJ; 1973. 170 p. 
$2.00. 

B-264  ADVANCED TYPING, AN IIIDIVIDUALIZED COURSE: 
IN-BASKET MATERIALS. By Jane M. Banks. Westinghouse. 
Learning Press, Div. of Westinghouse Learning Corp., 
Palo Alto, CA 94304; 1973. 95 1. 

B-265 IMPLICATIONS OF RESEARCH FOR TEACHING TYPE-
WRITING. By Leonard J. West. Delta Pi Epsilon. Ellis 
J. Jonas, Gustavus Adolphus College. St. Peter, MN 
56082. 33 p. 

B-266 INTIDOODDIATE TYPING: AN INDIVIDUALIZED 
COURSE - TASK MATERIALS. By Jane M. Banks. Westing-
house Learning Press, Div. of Westinghowa Learning 
Corp., Palo Alto, CA 943044 1973. 40 1. $16.00 
for set of 7 books. 

B-267 SECRETARIAL SCIENCE: TYPING - AN'IINDIVIDU-
ALIZED COURSE, ADVANCED,. TYPING. Dy Jane M. Sankt. 
Westinghouse Learning Pros, Div. of Westinghouse 
Learning Corp., Palo Alto, CA 94394. 1973. 32 p. ' 

,$19.00 for est of 7. boob.
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B-2CA3 SECRETARIAL SCIENCE: TYPING - AN INDIVIDU-
ALIZED COURSE, BEGINNING TYPING. By Jane M.  Banks. 
Westinghouse'j.earning Press, Div. of Westinghouse 
Learning Corp., Palo Alto, CA 94304; n.d. 54 p. 
$16.00 for set of 7 books. 

B-269 SECRETARIAL     SCIENCE: TYPING - AN INDIVIDU= 
ALIZED COURSE, INTERMEDIATE         TYPING. By Jane M. Banks. 
Westinghouse Learning  Corp., Palo Alto, CA 94304; 
1973. 44 p. 516.00 for set of 7 books. 

8-270 SECRETARIAL SCIENCE: TYPING . AN INDIIIDUAL 
IZED COURSE, INSTRUCTOR'S GUIDE. By Jane M. Banks. 
Westinghouse Learning Press, Div. of Westinghouse 
Learning Corp., Palo Alto, CA 94304; 1973. 32 p. 
$16.00 for set of 7 books. 

8-271 SECRETARIAL SCIENCE: TYPING- AN INDIVIDU- 
ALIZED COURSE, STUDENT GUIDE. By Jane M. Banka. 
Westinghouse Learning Press, Div. of Westinghouse 
Learning Corp., Palo Alto, CA 94304; n.d. 20 p. 
$16.00 for set of 7 books. 

8-273 THE IBM EXECUTIVE TYPEWRITER. By Donald 
Krueger. Waupun High School, Waupun, WI; n.d. 17 p. 
Course outline. 

8-279 TYPING SKILL DRILLS: A DIAGNOSTIC DRILL BOOR 
STRESSING SPEED, RHYTHM, FLUENCY, ACCURACY. By E.C. 
Jack Archer and LeRoy A. Pemberton. National Book Co., . 
A Div. of Educational Research Associates, 1019 SW 
10th Ave., Portland, OR 97205; n.d. 26 p. 

B-280 TIMINGS FOR TYPING. National Book Co., A 
Div. of Educational Research Associates, 1019 SW 10th 
Ave., Portland, OR 97205; n.d. 64 p. 

B-283 CLERICAL OFFICE TYPING: LEARNING ACTIVITY 
PACKAGE 1 - CENTERING AND TABLES. By Lloyd W. Bartho-
lome•end Marion B. Warner. South-Western Publishing 
Co., Cincinnati, OH; n.d. Package includes 70 page 
booklet, ruler, test answer sheet, and 95 page answer 
pad. 

B-284 CLERICAL OFFICE TYPING: BASIC SKILLS. By 
D.D. Lessenberry, James T. Crawford and Lawrence W. 
Erickson. South-Western Publishing Co., Cincinnati, 
OH; 1972. 44 p. 

B-311' PROFESSIONAL TYPING--EXECUTIVE: COURSE OUT-
LINE. Waukesha County Technical Institute, 800 Main' 
St.. Pevaukee, WI 53072; n.d. 15 p. 

B-321° INDIVIDUALIZED TYPEWRITING CONCEPT PROCEDURES
TOR INSTRUCTORS. Gateway Technical Institute, Kenosha,
WI 53140; n.d. 30 p. 

8-333° MODULE 15: TYPING I. BEGINNING. By Sandra 
Seppamaki Bungart. Curriculti Diffusion Seminar of 
the Coordinating Council for Occupations Education, 
Carbondale, IL; 1974. 13 p. 

B-534° MODULE 16: TYPING 2, ADVANCED. By Bev 
Blankenship. Curriculum Diffusion Seminar of the Co-
ordinating Council for Occupations Education, Carbon-
dale, IL; 1974. 23 p. 

3-335° MODULE 17: TYPING 3, rXPERT. By Sandra 
Seppamaki Bungart. Curriculum Diffusion Seminar of 
the Coordinating Council for Occupations Education, 
Carbondale, IL; 1974. 18 p. 

8-336° MODULE 18: TYPING 4,.EMPLIYMENT TESL'. By 
Sandra Seppamaki Bungart. Curriculum Diffusion Seminar 
of the Coordinating Council for Occupations.Education
Carbondale, IL; 1974. 7 p.. 

B-337' MODULE 20: TYPING 4 - LEGAL. By Sandra 
Seppamaki Sungari. Curriculum Diffusion Seminar of 
the Contdinating Council for Occupations Education, 
Carbondale, IL; 1974. 13 p. 

9-333• MODULE 23: EXECUTIVE'TYPING. By Sandra 
Seppamaki Bungart: Curriculum Diffusion Seminar of 
the Coorditnating Council for Occupations Education, 
Carbondale, IL; 1974. 19 p. 

MODULE 63: MAG. CARD EXECUTIVE TYPEWRITER. 
By Bev Blankenship. Curriculum Diffusion Seminar of 
the Coordinating Council for Occupations Education, 
Carbondale, IL; .1974. 20 p. 

B-351° MODULE. 64: EXECUTIVE TYPEWRITER. By Bev 
Blankenship. Curriculum Diffusion Seminar of the 
Coordinating', Council for Occupations'Education, Car-
bondale, IL;' 1974: 7 p. 

B-361' SYLLABUS AND CURRICULUM DEVELOPMENT FOR MEDI-
CAL TYPEWRITING, UTLIZING AN INDIVIDUALIZED INSTRUC-
TIONAL APPROACH. By Betty Dickerson and Russell Paul-
sen. North Central Technical Inatitate, Wausau, WI; 
1973. 150 p.

B-3(0 SYLLABUS AND CURRICULUM DEVELOPMENT FOR 
MEDICAL TYPEWRITING, UTILIZING AN INDIVIDUALIZED IN. 
STRUCTIONAL APPROACH. FINAL REPORT PROJECT NO. 15.055. 
151.223(d). By Betty Dickerson and Russell Paulsen. 
North Central Technical Institute, 1000 Schofield Ave., 
Wausau, WI 54401; 1973. 200 p. 

B-363° SYLLABUS AND CURRICULUM DEVELOPMENT FOR 
TYPING III, UTILIZING AN INDIVIDUALIZED INSTRUCTIONAL 
APPROACH By Betty Dickerson and Russell Paulsen. 
North Central Technical Institute, Wausau, WI 54401; 
1973. 200 p 

8-364' SYLLABUS AND CURRICULUM DEVELOPMENT FOR 
TYPING III, UTILIZING AN INDIVIDUALIZED INSTRUCTIONAL 
APPROACH, FINAL REPORT PROJECT NO. 15.055.151.223(d). 
By Betty Dickerson and Russell Paulsen. North Central 
Technical Institute, 1000 Schofield Ave., Wausau, WI 
54401; n.d. 300 p.

TYPEWRITING II /106-133 AND TYPEWRITING III 
0106-335. By Curt Sharp. Instructional Services., 
Lakeshore Technical Institute, 843 Jefferson Ave., 
Sheboygan, WI 53801; 1972. 50 p. 

8-4149 THE CURRICULUM GUIDELINES FOR ADVANCED TYPE-
WRITING IN OFFICE OCCUPATIONS. Idaho Vo-Ed no. 156. 
By Robert M. Kessel, Elmer Bittleston, and Daniel 
Peterson. Idaho State Board for Vocational Education, 
Boise, ID; 1975. 245 p. 

14hœ }'j PIO RELATED DOCUMENTS/ 270 INSTRUC-

B- 18. TEACHING TYPEWRITING TODAY, By Julius Nel-
son. Business Teaching Aids, 3200 Southgreen Rd., 
Salta:ore, MD 21207;. 1973. 68 p. $3.67. 

8-1119 TYPEWRITER MYSTERY GANES. By Julius Nelson. 
Business Teaching Aida, 3200 Southgreen Rd., Baltimore, 
MD 21207; 1973. 7 booklets. $8.00. 

3-191 SYLLABUS AND TEACHING SUGGESTIONS FOR COURSES 
IN . INTRODUCTORY TYPEWRITING, TYPEWRITING I, PER-
SONAL TYPEWRITING. The University of the State of
New York, The State Education Dept., Bureau of Secondary 
Curriculum Development; Albany, NY 12224; 1967. 92 p. 

B-151 ENGLISH GRAMMAR UNIT: PROGRAMMED FOR THE 
TYPEWRITER. Tennessee  State Dept. of Education, Div. 
of Vocational-Technical Education, 205 Cordell Hull 
Bldg., Nashville, TN 37219; i.d. 37 p. $1.00. 

B-1.2 - TYPEWRITING 8, TYPEWRITING I, TYPEWRITING 
II,_COURSE GUIDES. Tsttaa Education Agency, Austin, 
TX 78711; 1964. 32 p. 

-439' DISTINCTIVE MATERIALS. Individual learning 
pak. Suburban Hennepin County Area Vocational Techni-
tal Centers, District 287, 1820 N. Xenium Lame, Min- • 
neapolis, MN 55441; 1973. (11) 1. 



B-502 NUMBER KEY PRACTICE. FOR USE ON TYPEWRITER, 
TEN-KEY AND KEYPUNCH KEYBOARDS. By John Bloomwist, 
George P. Grill, and John L. Rove. Gregg Divi-
sion, McGraw-Hill, Manchester Rd., Manchester, MO 
63011; 1975. 90 p. $3.60. 

14.09.01 CLERK-TYPISTS/ 350 OCCUPATICJS 

B-Q6 CLERK-TYPIST. California occupational guide 
no. 20. Rev. California State Dept. of Human Resources • 
Developmeht, 800 Capitol Mall, Sacramento, CA 95814; 
1970. 3 p. Free. 

14.09,02 kTra 050 AUDIO-VISUAL 11;TERIALS AND 

8-503 TYPIST. Project LOOM,.BU2. By Susan J. 
Horvath. Florida Dept. of Education, Div. of Vocation-
al, Technical and Adult Education, Ta}lahassee, FL 
32304; 1973. 14 1. 35mm filmstrip, script. Middle 
,school level. 

14.99 OFFICE OCCUPATIONS,ODER/ 270 II TRllCTIQI 

B-523 USING A CITY DIRECTORY: A PROGRAMMED TEXT. 
By Linda Curtin, et al. Kansas State Teachers College, 
1200 Commercial St., Emporia, KS 66801; 1971. 25 1. 

14.99. (FFIŒ OC(1PATICh6, Oi1ER/ 393 OC(1PATI(15 

B-402 AN ANALYSIS OF THE SECONDARY SCHOOL CLERICAL 
AIDE OCCUPATION. By Judy R. Murphy, et al. Instruc-
tional Materials Laboratory, Trade and Industrial 
Education, Ohio State University, Columbus, OH 43210; 
1974. 89 p. 

B-303° AN ANALYSIS OF THE SMALL BUSINESS MANAGING 
OCCUPATION. By Pat E. DiPlacido, Jeffrey R. Snyder 
and James Annarino. Instructional Materials Labora-
tory, Trade and Industrial Education, Ohio State Uni- 
varsity, Columbus, OH 43210; 1974. 121 p. 

it 14.99.01 nINE FSS/ 050 AUDIO-VISUAL MATERIALS 
ma/ 

8455 NEGOTIABLE INSTRUMENTS. Vocational Educa-
tion Media Center, Clemson University, Clemson, SC 
29631; n.d. Transparencies. 

14.99,01 BASIC BUSITESS/ OB0 GII1IIICATIIII 

11-9g YOU SAID IT. By Margaret E. Andrews. Gregg 
Div., McGraw-Hill Book Co., Manchester Rd., Manchester,
MO 63011; 1969. 154 p. $1.96. 

14.99.01 BASIC BUSINESS/ 140 EDUCATION 

B-505 ABOUT HIM. By Margaret E. Andrews. Gregg 
Div., McGraw-Hill Book Co., Manchester Rd., Manchester, 
MD 63011; 1968. 154 p. $1.96. 

B-506 ABOUT HER. By Margaret E. Anthems. Gregg 
Div., McGraw-Hill Book Coy, Manchester Rd., Manchester, 
MO 63011; 1968. 138p. $1.96. 

14.99.01 BASIC BUSINESS/ 150 ME RU 

B-504 THE JOB YOU WANT. By Margaret E. Andrews. 
Gregg Div., McGraw-Hill Book Co., Manchester Rd., 
Manchester, MO 6)011; 1968. 154 p. $1.96.  

14.99.01 BASIC BUSINESS/ 420 PSYQŒ1J Y 

8-509 IT'S UP TO YOU. By Margaret E. Andrews. 
Gregg Div., McGraw-Hill Book Co., Manchester Rd., 
Mancbeeter, MO 63011; 1970. 154 p. $1.96. 

8-510 ESSENTIALS OF JOB SUCCESS (PARTS 1-20). By 
John F. Perry. Business and office publication 2002. 
Research and Curriculum Unit. Mississippi State Uni-
versity, P.O. Drawer DZ, Mississippi State, MS 39762; 
1973. 20 pamphlets. $2.50. 

14,99,72 VISTEPE9LOICS/~ 057 AUDIO-VISUAL MATERI-
/LS A' 

B-1EI) MONEY MANAGEMENT: A RESOURCE KIT FOR TEACH-
ING CONSUMER EDUCATION. Changing Times Education Ser-
vice, 1729 H Street, NW, Washington, DC; 1970. Kit 
of resources includes transparencies, posters, reading 
.and resource lists, student activity? suggestion book-
lets, small games, etc. $59.50. CONTENTS: Teaching 

.guide.-Earning.-Spending.-Borrowing.-Saving.-Budget-
ing. 

14,99,02 MOYER ECCIDMICS/ 110 CURRICULUM 

B-161 WISE USE OF CONSUMER CREDIT. Curriculum 
Development Center, Rm 151, Taylor Education Bldg., 
University of Kentucky, Lexington, KY 40506; 1974. 
80 p. $3.00. 

B-163 TEACHING PERSONAL ECONOMICS IN THE BUSINESS 
EDUCATION CURRICULUM. Joint Council on Economic Edu-
cation, 1212 Avenue of the Americas, New York, NY 
10036; 1971. 92 p. 

B-1EI EVERYMAN'S ESTATE PLANNING: SUGGESTED ADULT 
COURSE. The University of the State of New York, The 
State Education Dept., Bureau of Continuing Education 
Curriculum Development, Albany, NY 12224; 1971. 
50 p. 

B-165 LIFE INSURANCE: A SUGGESTED ADULT BUSINESS 
EDUCATION COURSE. The University of the State of New 
York, The State Education Dept., Bureau of Continuing
Education Curriculum Development, A1bany, NY 12224; 
1971. 32 p. 

B-166 PERSONAL FINANCE EDUCATION CUIDE. Oregon 
State Dept. of Education, 942 Lancaster Dr., NE
Sales, OR 97310; 1972. 80 p. 

B-167 CONSUMER EDUCATION: A CONCEPTUAL STRUCTURE
AND PLANNING GUIDE FOR SENIOR HIGH SCHOOLS IN WISCON-
SIN. Wisconsin Dept. of Public Instruction, 126 
Langdon St., Madison, WI 53702; 1973. 85 p.

14.99.02 0/BIPER ECQIUIICS/ 229 FINANCE 

B-506 YOU PAT FOR IT. By Margaret E. Andrews, 
Gregg Div., McGraw-Hill Book Co., Manchester Rd.,
Manchester, MO 63011; 1970. 170 p. $1.96. 

14.99.02 CONSUMER t ECIIIMI(S/ 270 INSTFUCTi(Yi 

B-169 INSURANCE INFORMATION. Insurance Informa- - 
tion Institute, 110 William St., New York, NY 10038; 
n.d. Folder of various materials, including posters,
programmed instruction booklet, and informative book- 
lets. 

B-170 TEACHING A COURSE IN PERSONAL ECONOMICS.
Joint Council on Economic Education, 1212 Avenue of 
the Americas, New York, NY 10036; 1971. 70 p.
$2.50. 

B-514 GENERAL BUSINESS POE EVERYDAY LIVING. 4th 
ed. By Ray C. Price, Vernon A. Mussels= ana J. Cur-
tis Nall. Gregg Div., McGraw-Hill Book Co., Manchester 
Rd., Manchester, MO 63011; 1972. 662 p. $8.48. 

14,99.(2 COINER EOUö'11OS/ 460 RFSŒJŒS 

8-173 nu AND INEIOENSIV! MATERIALS Poli TEACHING 
INSURANCE IN BUSINESS, DISTRIBUTIVE AND CONSUMER EDU-
CATION. n.p.; 1971. 24 p. 

B-174 MARI-BIBLIOGRAPRY or SELECTED CONSUMER EDU-
CATION )MATERIALS. Prepared by the Communier Product 
Information Center, General Services Administration, 
for the Association for Supervision and Curriculum 
Development, 1201 16th St., NW, Washington, DC 20036; 
n.d. 14 p. 
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.-175 CONSUMER EDUCATION RRSOURCE MATERIALS KIT.
By Stewkrt M. Lee. Geneva College, Beaver Falls, PA 
15010; 1974. •90 p. 

111. .93 E1SI ESS :IATUC'tITICSA 110 CLRRICüW1 

B-176 BUSINESS MAOIEMATICS SYLLABUS. The Univers 
arty of the Stase of New York, The State Education 
Dept., Bureau of SecondaryCurriculum Development, 
Albany, NY 12224; 1973. 174 p. 

B-178 BUSINESS MATHEMATICS FOR BUSINESS EDUCATION 
DEPARTMENTS IN PENNSYLVANIA'S PUBLIC SCHOOLS. Pennsyl-
vania Dept. of Education, Bureau of Vocational Educa-
tion, Box 911, Harrisburg, PA 17126; 1973. 92' p. 

14,99,03 BUSINESS MATHEMATICS/ 340 MATHEMATICS

B-239 COLLEGE BUSINESS MATHEMATICS. 5th ed. By R. 
Robert Rosenberg and Roy W. Poe. Gregg Div., McGraw-

. Hill Book Co., New York,-NY; 1973. 365 p. $7.50. 

B-515 APPLIED BUSINESS MATHEMATICS FOR CONSUMER AND 
:.BUSINESS USE. 9th ed. By Edwin B. Piper, Roswell E. 

- Fairbank, and Joseph Gruber. South-Western Publishing 
Co., 355 Conde St., W. Chicago, IL 60185; 1970. 
582 p. $5.00. 

8-516 BUSINESS MATHEMATICS. 6th ed. By Robert 
Rosenberg and Harry Lewis. Gregg Div., McGiav-Hill 
Book Co., Manchester Rd., Manchester, 
562 

MO 63011; 1963 
17. $7.00. 

B-517 BUSINESS MATHEMATICS POR COLLEGES. 6th ed. 
By Louis A..Rice, P. Blair Mayne and James E. Deitt. 
South-Western Publishing Co., 355 Conde St., W. Chica-
go, IL 60185; 1973. 236 p. $4.00. 

14,99.03 BUSINESS VA1} UTATICS/ S20 ItSI

8-177 A GUIDE FOR CONSTRUCTING CLASSROOM TESTS IN 
BUSINESS ARITHMETIC. The University of the State of 
New York, The State Education Dept., Bureau of Business 
and Distributive Education, Albany, NY 12224; 1963. 
23 p. 

14,99,04 Take/ J~,Yi/ 050 AUDIO-VISUAL MATERIALS 
A NE u 

8-180 BUSSINESS LAAW. Vocational Education Media Cen- 
ter, Clemson University, Clemson, SC 29631; n.d. 34 
transparencies and guide. 

B-179 BUSINESS LAW, TRANSPARENCY MASTERS. Curricu- 
lum Development Center, Rm 151, Taylor Education Bldg., 
University of Kentucky, Lexington, KY 40506; 1969. 
Booklet of transparency masters. $2.50. 

14.99.04 BLE! ESS LAN/ 110 CURRI01LLI1 

8-181 BUSINESS LAW UNIT: THE COURTS AND DUE PRO- 
CESS. Curriculum Development Center, Ran 151, Taylor 
Education Bldg., University of Kentucky, Lexington, 
KY 40506; 1969. 50 p. $2.00. 

B-182 BUSINESS LAW SYLLABUS. The University of the 
State of New York, The State Education Dept., Bureau 
of Secondary Curriculum Development, Albany, NY 12224; 
1969. 78 p. 

B-2e UNIDAD RECURSO PARA LA ENSENANZA DEL CURSO DE 
DERECHO MERCANTIL. Estado Libre Asociado de Puerto 
Rico, Dpto. de Instruction Publica, Ofician Regional 
de San Juan, Centro de Curriculo Vocacional, Programs 
de Education Cosercial; 1971. 192 p. 

B-326' MODULE 5: BUSINESS LAW. By Julia Loma. 
Curricului Diffusion Seminar of the Coordinating 
Council for Occupations Education, Carbondale, IL; 
1974. 9 p. 

14,99.05 BUSINESS ENGLISH/ 780 COMMUNICATION

B-518 BUSINESS ENGLISH AND COMMUNICATION. 4th ed. 
By Marie M. Steuart, et al. Gregg Div., McGraw-Hill 
Book Co., Manchester Rd., Manchester, MO 63011; 1972. 
542 p. $7.65. 

B-519 REPORT WRITING FOR BUSINESS. 4th ed. By 
Raymond V. Lesikar. ‚Richard D. Irwin, 1818 Ridge Rd., 
Homewood, IL 60430; 1973. 387 p. $10.95. 

8-524 HOW TO WRITE SUCCESSFUL BUSINESS LETTERS. 
2nd ed. By John P. Riebel. Arco Publishing Co., 219 
Park Ave., S., Ney York, NY 10003; 1974. 276 p. 
$6.95. 

14.99,75 IIISCESS E'GLISW 110 CURRICULUM 

B-131 BUSINESS COMMUNICATIONS. Curriculum Develop-
ment Center, Rm 151, Taylor Education Bldg., Univer-
sity of Kentucky, Lexington, KY 40506; 1972. 105 p. 
$3.50. 

B-132 IMPROVING YOUR BUSINESS WRITING: ADULT 
COURSE OUTLINE. The University of the State of New 
York, The State Edhcation Dept., Bureau of Business 
and Distributive Education, Albany, NY 12224; 1964. 
40 p: 

8-275 BUSINESS LETTER WRITING. By Donald Krueger. 
Waupun High School, Waupun, WI; n.d. 30 p. Mimeo-
graphed course outline. 

B-316' ENGLISH ESSENTIALS: A REFRESHER COURSE.
By Jewel Yarnedo. Stack-Vaughn Co., Austin, TX; 1964,
96 p. Includes test. 

8-327' 'MODULE 8: BUSINESS ENGLISH. By Kay Whipple. 
Curriculum Diffusion Seminar of the Coordinating Council 
for Occupations Education, Carbondale, IL; 1974. 10 p. 

EŸ32 MODULE 9: BUSINESS CORRESPONDENCE AND RE-
PORTS. By Jolene J. Workman. Curricullm Diffusion 
Seminar of the Coordinating Council for Occupational 
Education, Carbondale, TL; 1974. 11 p. 

B-329' E MODULE 10: BUSINESS ENGLISH AND CORRESPON-
DENCE. By Jolene J. Workman. Curriculum Diffusion 
Seminar of the Coordinating Council for Occupations 
Education, Carbondale, IL; 1974. 16 p. 

Br310s MODULE 11: SPELLING AND VOCABULARY. By 
Sandra Seppamaki lungart. Curriculum Diffusion Semi-
nar of the Coordinating Council for Occupations Educa-
tion, Carbondale, IL; 1974. 12 p. 

14.99,05 BISIIESS CELISW 270 PETRUCTIGI 

B-53 PROGRAMED GRAMMAR REVIEW FOR VOCATIONAL WI-
'ICE EDUCATION STUDENTS. Tennessee State Dept. of 
Education, Div, of Vocational-Technical Education, 
205 Cordell Hull Bldg., Nashville, TN 37219; n.d. 
30 p. $1.25. 

B-133 BASIC BUSINESS COMMUNICATIONS& West Virginia 
State Board of Education, Bureau of Vocational, Techni-
cal and Adult Education, Capitol Bldg., No. 6, Charles-
ton, WV 25305; n.d. 90 p. 

B-134 COMPOSING BUSINESS LETTERS. Tennessee State 
Dept. of Education, Div. of Vocational-Technical Educa-
tion, 205 Cordell Bull Bldg., Nashville, TN 37219; 
n.d. 18 p. $.75. 

PLAIN LETTERS. Records management handbook. 
Rev. By National Archives and Records Service, Office 
of Records Management. Par sale by US Govt. Print. Off.. 
Washington, DC 20402; 1973. 51 p. $1.10. 
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14.99.9E) VOCATIONAL OFFICE TRAINING/ 139 –VELfPU1f 

8-184 GUIDELINES FOR COOPERATIVE. VOCATIONAL EDUCA- 
TION FOR SCHOOL ADMINISTRATORS AHD TEACHER-COORDINATORS. 
Alaska Dept. of Education, Div. of Vocational and 
Adult Education, Alaska Office Bldg., Juneau, AK 
99801; 1974. 180 p. 

B-185 000PERATIVE OFFICE EDUCATION HANDBOOK. Busi-
ness and Office Education Service, Vocational Div., 
State Dept. of Education, Little Rock, AR 72201; 1973. 
93 p. 

B-186 PROGRAM MANUAL FOR VOCATIONAL OFFICE TRAIN-
ING. Business and Office Education, Div. of Secondary 
School Programa, Office of Adult and Vocational Edu-
cation, Georgia Dept. of Education, Atlanta, GA 
30334;, 1973. 194 p. 

8-187 A RESOURCE POR NEW JERSEY COOPERATIVE OFFICE 
EDUCATION COORDINATORS. By Rosemary Fruehling, Joan 
McCoola and John Brasca. State Dept. of Education, 
Div. of Vocational Education, Trenton, NJ 08925; 
1973. 758 p. 

-B-183 COOPEFATIVE WORK EXPERIENCE MANUAL FOR BUSI-
NESS AND DISTRIBUTIVE EDUCATION. The University of 
the State of Nev York, The State Education Department, 
Bureau öf Secondary Cuiticulum Development, Albany, 
NY 12224; 1967. 83 p. 

B-189 WORK EXPERIENCE MANUAL POR BUSINESS AND OFFICE 
EDUCATION. North Carolina Dept. of Public Education, 
State Dept. of Public Instruction, Div. of Occupational 
Education, Raleigh, NC 27611; 1973. 

8-191 GUIDELINES FOR ORGANIZING AND ADMINISTERING 
A COOPERATIVE BUSINESS EDUCATION PROGRAM. Pennsyl-
vania Dept. of Public Instruction, Business Education 
Div., Box 911, Harrisburg, PA 17126; 1968. 8 p. 

14,S9,C6 VOCATIONAL (PF10E TRAI1I G/ 180 EVALUATION 

B-192 COE TRAINING PLAN. State of Ohio, Dept. of 
Education, Div. of Vocational Education, Columbus, 
OH 43215; 1970. $1.00. 

B-42 EFFECTIVENESS OF MODEL OFFICE, COOPERATIVE 
OFFICE EDUCATION, AND OFFICE PROCEDURES COURSES BASED . 
ON EMPLOYEE SATISFACTION+ AND SATISFACTORINESS EIGHTEEN 
MONTHS AFTER GRADUATION. By Gary N. McLean. Div. of 
Business Education, 270 Peik Hall, University of Min-
nesota, Minneapolis, MN 55455; 1975. 81 p. 

14.99,06 VOCATIO1AL CFFIO TRAPIRG/ 270 11STAJC1IO1 

B-193 TEACHING CUIDE FOR COOPERATIVE OFFICE EDUCA-
TION. Virginia State Dept. of Education, Div. of Vo-
cational Education, Business Education Service, Rich-
mond, VA 23216; 1970. 205 p. 

Ki2 PROGRAMMED TEXT ON ORIENTATION TO AN OFFICE 
EDUCATION PROGRAM. By Dorothy L. Atherton, Avis L. 
Murphy, Russell L. Reeves and Lana F. Six. Kansas 
State Teachers College, Emporia, KS; n.d. 58 p. 

14.99,7 ErrzniESS 'BEERS IT MtRlCA/ 370 

8-194 F.B.L.A., FUTURE BUSINESS LEADERS OF AMERICA. 
Future Business Leaders of America, Wisconsin Chapter, 
126 Langdon St., Madison, WI 53702; n.d. Folder of 
materials and publications. 

B-1s PENNSYLVANIA F.B.L.A. HANDBOOK. Pennsylvania 
Dept. of Public Instruction, Box 911, Harrisburg, PA 
17126; 1973. 42 p. 

14.9193 CfFICE S1iJLA.TICf! PROJECTS/ 119 OJRRICUI.111 

B-220 CURRICULUM FOR OFFICE OCCUPATIONS: RIGHT 
AND READY BUSINESS SERVICE - AN OFFICE SIMULATION. - 
By Elizabeth A. Cooke and Imogene B. Tarver. North-
glenn, CO; 1971. 155 p. 

B-222 SIMULATED OFFICE EDUCATION COURSE OF STUDY. 
By H. Robert Stocker, et al. Utah State Board of 
Vocational Education, Salt Lake City, UT 84111; n.d. 
2 v.. CONTENTS: v..1. Teacher manual.-v. 2. Student 
manual 

B-295 OFICINA SIMULADA, ADALUMIS Y COMPANIA: 
MANUAL DE RUTINAS Y PROCEDIMIENTOS. Centro de Recursos 
Pedagogicos del Programa de Instruction Vocational y 
Tecnica, Region Educative de San Juan, Dpto. de In-
etruccion Publics, Programa de Instruction Vocational 
y Tecaica, Unidad de Investigation, Divulgation y 
Desarrollo Curricular; 1972. 95 p. 

B-381 THE PATRIOT CC/APART: A SIMULATED OFFICE. 
By Phyllis W. Smith. Parkviev High School, Little 
Rock, AR; 1974. 139 p. 

B-40 OFFICE SIMULATION--INTEGRATED PROJECTS FOR 
CLERICAL OFFICE PRACTICE. Research and Curriculum 
Unit, Mississippi State University, P.O. Drawer DX, 
Mississippi State, MS 39762; 1972. 8 v. $8.00. 
CONTENTS: v. 1. Teacher's manual.-2. Handbook for 
savings teller.-3. Handbook for office manager. - 
4. Handbook for discount clerk.-5. Handbook for pay-
roll clerk.-6. Handbook for clerk typist.-7. Handbook 
for loan teller.-R. Pori masters. 
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B-93 CAMES AND SIMULATIONS FOR TEACHING ECONOMICS. 
By Darrell R. Levis and Wentworth. Joint Council on 
Economic Education, 1212 Avenue of the Americas, Nev 
York, NY 10036; 1971. 66 p. $1.75. 

8-196 OFFICE SIMULATION, INTEGRATED PROJECTS FOR 
BLOCK TEACHING. Business and Office Education Ser-
vice, Vocational Div., State Dept. of Education, 
Little Rock, AR 72201; 1968. 107 p, 

8-192 TOSCO: SIMULATED OFFICE EDUCATION PROJECT. 
Maryland State Dept. of Education, P.O. Box 8717, 
Friendship International Airport, Baltimore, MD 21240; 
1971. 107 p. 

B-193 U-SAVE OIL COMPANY. By Marjorie A. Higgins. 
Maryland State Vocational Office Education Workshop, 
Harwood, MD 20776; 1973. 

B-199 POST SECONDARY MODEL OFFICE SIMULATION. 
Minnesota Dept. of Education, Capitol Square Bldg., 
550 Cedar St., St. Paul, MN 55101; n.d. 

8-200 SIMULATED AUTOMOBILE INSURANCE PROJECT. 
Washington Insurance Council, 1218 3rd Ave., Seattle, 
WA 98104; 1970. 3 separate booklets. 

B-201 TL1E SIMULATED OPPIC! PROGRAM. Business Mar-
keting and Management Occupations, Occupations Consul-
tant Unit, Div. of Vocational and Technical Education, 
1035 Outer Park Dr., Springfield, IL 62706; n.d. 
33 p. 

8-202 PRACTICIM NUR SIMULATRb METHODS IN OFFICE 
OCCUPATIONS IAUCATION. By Garth A. Manson. Utah 
State University, Logan, UT 84321; 1969. 95 p. 

B-2(B mot, INC.: OFFICE SD ULAT ON PROJECT, Utah I 
State Board foi Vocational Education, 1400 University 
Club Bldg., Salt Lake City, UT 84111; 1969. 117 p. 
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B-2(11 INTEGRATED CLERICAL PROJECT: THE AMERICAN 
WHOLESALE GROCERY AND THE TENNESSEE SUPERMARKET. Ten- 
nessee State dept. of Education, Div. of Vocational- 

Technical Education, 205 Cordell Hull Bldg., Nashville,, 
TN )7219; n .d. 7) p. $2.00. 

B-205 SIMULATION OF OFFICE PROCEDURES PROJECTS FOR 
VOCATIONAL OFFICE EDUCATION. Tennessee State Dept. of 
Education, Div. of Vocational-Technical Education, 
205 Cordell Hull Bldg., Nashville, TN 37219; n.d. 
53.00. 

B-387 MOE SIMULATION: BUSINESS AND OFFICE OCCUPA- 
TIONS - TEACHER  MANUAL. Utah State Board of Education, 
1400 University Club Bldg., Salt Lake City, UT; 1972, 
156 p. 

11- 4x 110E SIMULATIONS: BUSINESS AND OFFICE OCCU- 
PATION§ - STUDENT MANUAL. Utah State Board of Educa- 
tion, 1400 University Club Bldg., Salt Lake City, UT 
84111; 1972. 155 p.  

B-437 PREPARING FOR 'BUSINESS AND OFFICE OCCBPATIONS 
IN MINNESOTA: GUIDELINES FOR IMPLEMENTING MODEL OP- 
FICE PROGRAMS. Business and Office Education Unit, 
Vocational-Technical Div., State Dept. of Education, 
Capitol Square Bldg., 5t. Pauli MN 551b1; 1972. 
1 v. (unpaged). 

8-521 BLOCK-TIME SIMULATION PROGRA$,(OFFICE EDUCA- 
TION). 2nd ed. Michigan State University, Dept. of • 
Secondary Education and Curriculum, E. Lansing, MI; 
1975. 6 v. CONTENTS: 1. Guide to organising and 
operating the blóck-time simulation program.-2. Teacher's 
manual and curriculup guide.-). Integrated exercises 
for individuallved office instructional systems--block- 
time simulation.-4. Block-time simulation: individu- 
alized office instructional systems.-5. Individualised 
office instructivtal systems: input papers.-6. Indi- 
vidualized office instructional systems: key. 
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DISADVANTAGED RELATED MATERIALS INDEX 

The Index to Disadvantaged Materials represents an attempt to bring together all the materials found in the Resource 
Materials Center's free loan collection which are related to educating disadvantaged persons. The definition of 
"Disadvantaged" used to identify materials in this list is necessarily a broad one. The term includes persons and 
groups who cannot compete or perform at levels normally required by educational agencies, employers, and society in 
general for 'a wide variety of reasons, social.. cultural, economic, linguistic, and emotional. The term is not meant 
to include those with.mental or physical handicaps. 

Materials included in the listing cover broad range of types--research   studies, curriculum guides, games and a16-
ulationa, basic education, low reading level, directories, resource and bilingual materials. 

The materials are grouped under the heading of the subject area which they fall. The numbers on the left-hand side 
of the paired columns are the call numbers of individual items; the right-hand number refers to the page number of 
the bibliography on which the item is listed. For example, item D-416 appears on page 5 of the Distributive Edu- ' 
catión Bibliography. On referring to the Distributive Education bibliography, the user will find D-476 SUGGESTIONS 
FOR DISTRIBUTIVE EDUÇATION PERSONNEL TO ASSIST BUSINESS IN DISADVANTAGED AREAS. Vocational-Technical Curriculum 
Laboratory, Rutgers--the State University, New Brunswick, NJ 08903; 1971. 28 1. 

For effective use of this listing, it will be necessary for the user to have access to the complete set.of biblio-
graphies for 1976-"A"-Agriculture, "B"-Business, "C" C  - , "D" Distributive, '71"-Rome Economies, "M"-8ealth, and 
"I"-Trade and Industrial; and to the 1975 Edition of the "S"-Special Education Bibliography and the 1976 Supplement 
to the 1975 Special Education Bibliography. Complete sets of the bibliographies will be distributed to Wisconsin 
high scheols and VTAE campuses. It will not be possible to use the Disadvantaged Related Materials Index with pre-
vious editions of the Resource Materials Center's bibliographies. The page numbers are keyed to the 1976 edition 
only. The exception is the 1975 edition of the Spécial Education Bibliography. 

"A" NO. PAGE "C" NO. PAGE "C" NO. PAGE "D" NO. PAGE "8" NO. PAGE "I" N0. PACE 
A-452* 29 C-996 36 C-1179 8   D-476 5 11-663 12 1-383 7 
A-666* 4 C-997 36 C-1206 32 D-477 5 8-714 4 1-384 7 
A-827 23 C-998 

C-999 
36 
37 

C-1207 
C-1208 

35 
28 

D-478 
D-479 

5 
5 

8-715 
8-716 

19 
16 

I-385 
I-386 

7 
7 

"B" NO. PACEC-1000 36 C-1209 1 8-717 11 I-167 7 
B-30 
B-37 

1 
3 

C-1001 
C-1002 

36 
36 

C-1226 
C-1227 

36 
15 

"B" NO. 
8-44 

PAGE 
5 

8_718 
8-735ea 

11 
2 

1-388 
1-389 

10 
10 

B-48 I C-1003 15 8-56 5 8-744 1 1-390 10 
B-50 17 C-1009 12 '13" NO. PACE 8-131 11 8-762 3 I-391 10 
B-54 - 5 C-1010 12 D-22 5 8-134 9 8-763 26 1-392 9 
B-223 2 C-1011 28 D-26 5 8-141 13 8-765 24 1-393 9 
8-289 2 C-1012 30 D-249 7 8-143 13 8-767 25 I-395 9 
11-291 2 C-1013 28 D-267 7 11-149 8 8-768 25 1-396 12 
B-292 6 C-1032 1 D-272 7 8-162 11 11-769 28 I-397 12 
8-293 6 C-1035 3 D-276 7 8-165 12 8-770 28 1-398 12 
8-294 6 C-1036 21 D-277 8 H-166 11 8-772 28 1-399 20 
8-295 17 C-1039 22 D-287 11 8-166 12 8-776 21 I-400 20 
11-494 
8-495 

8 
8 

C-1052 
C-1085 

21 
3 

D-309 
D-364 

7 
S 

8-170 
8-171 

8 
8 

8-763 
8-791 

28 
17 

1-401 
I-402 

20 
20 

8-496 8 C-1086 19 D-385 5 8-177 6 11-795 16 I-403 20 
8-497 8 C-1096 3 D-387 2 8-227 14 8-605 22 I-404 20 
8-501 10 C-1097 3 D-389 4 8-226 7 8-606 22 I-405 24 
8-503 15 C-1104 14 D-402 2 8-278 3 11-807 22 I-406 24 

C-1105 16 0-403 2 8-306 20 8-808 22 I-407 24 
"C" $0. PAGE C-1109 4 D-604 3 8-309 20 8-809 23 I-408 24 
C-5 '6 C-1118 7 D-405 5 8-311 20 8-810 23 I-409 24 
C-12 6 C-1133 26 D-406 5 8-312 20 8-615 4 I-410 24 
C-55 36 C-1134 25 D-410 3 8-313 20 11-620 S I-411 24 
C-61 4 C-1135 5 D-413 6 H-371 9' 8-864 26 I-412 9 
C-62 9 C-1137 35 0-414 6 N-793 14 II-665 2 1-413 9 
C-107 3 C-1139 22 D-415 6 8-484 4 8-902 ' 11 1-414 
C-110 4 C-1140 35 D-416 6 8-513 14 I-911' 12 I-413 9 
C-133 36 C-1141 6 D-427 6 8-534 15 6-920 12 I-416 24 
C-199 
C-260 

33 
7 

C-1154 
C-1155 

10 
10 

D-429 
D-430 

6 
6 

8-343 
H-585

14 
-10 

8-924 
8-925 

11 
1 

1-417 
I-418 

26 
24 

C-375 24 C-1156 10 D-432 9 8-566 10 1-419 24 
C-470 33 C-1157 10 D-433 9 8-567 13 "1" 110. PACE 1-420 24 
C-545 33 C-1158 10 D-434 9 11-588 10 1-5 2 I-421 24 
C-396 24 C-1159 10 D-435 9 8-519 21 1-6  4 1-422 24 
C-625 27 C-1160 10 D-445 10 11-390 10 1-8 3 I-423 24 
C-657 31 C-1163 10 D-446 10 8-593 10 1-117 3 2-424 12 
C-658 31 C-11 4 10 D-447 10 8-594 10 I-134 1 1-425 12 
C-739 30 C-1165 10 D-448 10 8-595 26 I-140 ' 2 1-426 12 
C-749 30 C-1166 10 D-449 11 N-396 26 1-1307 1-427• 30 
C-759 30 C-1170 12 D-450 11 8-597 S 1-151 7 I-4211 30 
C-603 21 C-1171 10 D-451 11 N-606 19 1-193 9 1-429 30 
C-606 26 C-1172 10 D-452 11 H-6I0 3 I'220 19 I-470 30 
C-627 27 C-1173 10 D-453 11 H-613 19 1-221 19 I-456 3 
C-909* 15 C-1174 10 D-454 11 8-614 19 1-222 19 1-465 14 
C-914e 27 C-1175 10 D-455 11 8-616 19 1-304 2 I-466 14 
C-958 34 C-1176 10 D-472 10 8-617 19 1-345 32 I-491 34 
C-977 6 C-1177 10 D-473 10 8-618 19 1-361 26 1-524 14 
C-995 36 C-1176 10 ' D•474 10 N-639 19 I-382 7 1-543 S 



"I" NO. PACE '11" NO. PAGE "S" NO. PAG E "S" NO. PAGE 
1-693 19 M-100 2 S-663 68 S-1334 8 
1-701 14 M-130 56 68 S-1337 67 
1-702 14 M-141 7 5-665 68 S-1347 8 
I-703 14 M-241 10 S-666 68 5-1348 8 
1-704 15 M-248 10 S-676       7   S-1360 20 
I-705 15 M-256 10 S-679       8 S-1366 10 
I-706 15 M-264 3 5-680       8 S-1408 2 
I-707 M-175 1. S-681       8 S-1430 7 
1-'14 17 M-280 2 S-682       8  S-1436 9 
1-716 18 M-287 11 S-683       9 S-1442 15 
I-718 18 M-289 11 S-686 10 S-1446 6 
I-728 26 M-290 11 S-687 10 S-1447 6 
I-734 13 M-291 11 S-702       5 S-1448 6 
1-735 13 M-292 11 S-703       5 S-1449 6 
I-736 13 M-299 11 S-706       7 S-1456 12 
1-737 13 M-300  11 5-708       8 S71466 68' 
I-743 
1-749 

13 M-3694 
16 M-388 

6 
4 

S-7Ó9       8 
5-711       8 

5-1473     9 
S-1474 9 

I-750. 16M-394 4 S-712       8 S-1477 9 
1-751 15 M-404 3 S-716       9 S-1478 6 
I-758 30 M-405 3 S-717       9 S-1479 8 
I-759 29 M-406 3 S-726 12 S-1480 9 
I-760 29 M-407 3 S-736 15 S-1481 9 
1-764' ' 15 M-41610 S-740 15 S-1482 9 
I-766 33 M-424 8 S-742 15 S-1483 6 

767~ 33 M-430 5 S-749 19 S-1495 67 
-775 8 M-431 5 S-750 19 S-1502 68 
I-776 8 M-435 . 12 S-752 20 S-1503 6 
I-778 22 M-436 12 S-773 21 S-1527 99 
I-779 22 M-437 12 S-784 25 S-1557 99 
I-780 22 M-438 12 S-789 26 S-1643 98 
I-781 22 S-831       5 S-1645 98 
I-782 22 "S" NO. PACE S-832       5 S-1711 98 
1-788 
I-797 

21 
25 

S-28 
S-29 

4 S-833       5 
4"S-834   5 

S-1764 
S-1767 

99 
99 

I-798 25 S-30 4 S-835       5 S-1771 99 
I-799 25 S-31 4 S-836       5 S-1772 99 
I-800 25 S-32 4 S-837       5 S-1774 89 
I-804 11 S-33 4 S-838       5 S-1786 98 
I-805 12 S-34 4 S-839       5 S-1787 99 
I-808 11 S-35 4 S-840       5 S-1788 99 
1-817 11 S-36 4 S-841       6 S-1789 99 
I-818 12 9-37 4 S-843       6 S-1820 83 
I-819 12 S-38 4 S-845       8 5-1857 83 
I-886 7 S-39 4 S-846       8 S-1895 99 
I-910 9 S-40 4 S-847       8 S-1896 100 
I-911 28 S-41 4 S-848       9 S-1897 99 
I-920 34 S-42 4 S-849       9 S-1898 99 
I-922 32 S-43 4 5-850       9 S-1900 99 
I-923 33 S-57 7 S-879 59 8-1901 99 
I-924 33 5-60 7 S-880 59 8-1906 99 
I-925 33 S-61 7 S-977       2 5-1916 99 
I-926 32. S-62 7 S-985       8 S-1917 99 
I-927 32 S-63 7 9-986       8 5-1918 100 
I-928 32 S-64 7 5-987       8 S-1919 100 
I-929 32 S-65 8 5-988       8 8-1920 99 
I-930 32 S-66 8 S-989       8 S-1921 99 
I-931 32 S-67 8 S-1081 64 8-1922 99 
I-932 32 5-71 9 S-1123 17 S-1963 100 
I-933 32 S-81 10 S-1126 23 8-2061 98 
I-934 23 S-95 12 8-1127 24 3-2067 99 
I-935 23 S-96 12 8-1140 67 S-2086 '99 
I-936 23 S-97 12 8-1141 67 S-2094 99 
I-937 43 S-103 13 S-1142 68 8-2095 84 
I-938 33 S-104 .13 S-1143 67 S-2116 9b 
I-947 35 S-113 13 8-1144 68 S-2118 98 
I-948 35 S-131 16 S-1145 68 8-j119 98 
I-949 35 8-139 16 3-1146 68 8-2120' 98 
1-950 35 S-140 16 S-1141 68 S-2121 98 
I-951 35 S-141 16 8-1159 48
I-952 35  S-161 18, S-1244 68

S-164 18 8-1249 20
"M N0. PAGE S-176 20 S-1251 20
M-9 4 S-213 25  S-1253 14
M-11 4 S-229 28 S-1259 68
M-12 4 S-449 49 8-1275 67
8-23 5 S-634 64 $-1276 68
M-34 5 S-660 67 S-1309 68
81-45 3 S-661 67 8-1317 11
M-91 1 S-662 67 8-1326      8 



UNIVERSITY OF WISCONSIN-MADISON 
SCHOOL OF EDUCATION 

.WISCONSIN VOCATIONAL STUDIES CENTER 
Box 49, 321 Education Building 
'University of Wisconsin 
Madison, Wisconsin •,53706 

'TIPS FROM THE VOCATIONAL EDUCATION 
RESOURCE MATERIALS COLLECTION: 

1. If you do notget materials you want,
fiir. a,i,n: J6 you get tined o6 tityixg; 
ease eLL ud óe6one you give up. 

You do not have to ura.i.t ¡on a new o&den  
caxd. U4e a p.Ca.ín posteahd on matt you& 

. , neque4t in an enveLópe. . Mau .include
aLL nece44any il6ohmaxí.on, ud.íng the 
4ampee.neque4t cand 44 a guide. 

3. 'You mitt pay too muck poetage• i4 you dá 
' not ube oun netunn Wet on mank you& 

package: "LIBRARY RATE". 
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WISCONSIN VOCATIONAL STUDIES CENTER 

The Wisconsin Vbcational Studies Center at the 
University of Wisconsin-Madison was reorganized 
with the support of the Wisconsin Board of Vocational, 
Technical and Adult Education within the School St 
Education In 1971. The function of the Center is to 
serve the State of Wisconsin in ,a unique way by 
bringing the respurces of the University to bear on 
identified problems in the delivery of vocational and 
manpower programs—vocational education, technical 
education, adult education, career education, man-
power'tr$lning—to citizens of all ages in all commu-
nities of the State. The Center focuses upon the 
delivery of services including analyses of need, 
target groups served, institutional organization, 
instructional and curriculum methodology and content, 
labor market needs, manpower policy, and other 
appropriate factors. To the extent that these goals 
are enhancedand the foci of problems widened toen-
compass regional and national concerns, the Center 
engages in studies beyond the boundaries of the State. 

Merle Strong, Director 
Roger Lambert, Associate Director 

For further information on this or
oxhelf. • C¢rrteltac,ti v i.t.i ea, ' eowtac,t: 

,W.iaeon6in Voca;ti,oria.f: Studied .Cen,ten. 
' 321 Education Bf,udding 

Un~.ven.d.i.ty ab Siaeona.in-Madieón ' ' 
Madiaon. Wi.6con6.i i .53906 

608-263-3696 
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