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, Stenography Ref?esher Course, Part I, described in thls book, is
intended as a review course. For those who know stenography and have been
caway from it, this®course should help prepare them for stenographic -~ ~ "7 '~
employment. Part II is now be1ng planned and is. expected to cover the
app1y1ng of the skills learned in Part I . Lo

The scope and. content of Part I Were determined by an advisory .
committee consisting of the follow1ng Eileen M. Burns, business teacner,
Henninger High School, Syracuse; Phyllis Colpitts, assistant professor, .
School of Education, State University of New. York at Albany, Hobart H.. ‘
Conover, chief, Bureau of Business Educat1on, Robert Fleig, associate,

"Bureau of Business Education; E. Nozh Gould, assogiate, Bureau of Continuing
Curriculum;.Ernest Kastelic, teacher, Cornwall Central High School, Cornwall;
‘and Ethel Keegan, supervisof..of bu51ness education, ‘Nassau County VdEatlonal
Education and.Extension Boarg Hempstead T. Gould served as chairman of .
-the committee. g S ‘ - -

N L

i
!

A The coursé was written by Miss Colpitits. .Mr. Gould gu1ded the S '
" development and writing of the course, edited the manuscrlpt and. prepar=-
~.it for publication.- We acknowledge with hanks the help of all those

named -above,

‘.

. H‘RBERT BOTHAMLEY Lhief
Bqﬁvau of aynttnutnchducatzon
Currzﬂulum Dévelopmeqt

GORDON E. VAN HOOFT, pirector | :
Dmymszon of Currzculum Development

A




Lﬂ/lessqge to the Jnsttqcto*z | y

s

This 1nstructor s gu1de is intended as an-aid 1n the presentatlon of
a well organized course.. Those entering the. course are expected-to-know
either Pitman, or Gregg, or machine shorthand, or some other shorthand
system. Upon completion of this course the student is ‘expected to- have
improved her skillsjand knowledge in:stenography, as well as in transcription,’
" - English, letter styles, office. behav1dr, and special typing problems like
tabulation and the. typ1ng of numbers. 'Depending upon her past experience,
this 1mprovement in skmdls should quallfy her fbr at least an entryalevel
.job as a Stenographer. ;o ‘ ‘ L "
! -~

'The content ‘of this booklet is 'suitable for .use in the adult education -
programs of school districts and of :Boards of Cooperative Educational
Services (BOCES), and possibly in the community colleges of New York State. -
This course can generally be covered in 10 sessions of 3 ‘hours each, but
that pattern is by no means universal, nor.is 1t£mandatory in- any sense.

® 3

The titles of the lessons 1nd1cate in a general way‘the content of
each lesson. Hawever, every lesson includes a period of skill- bu11d1ng in
stenography,'and some Engllsh or word study, whether ment1oned 1n the t1t1e ’
or not. . :

The instructor should be a person with good training and experience
in one system of stenography "and knowledge of office procedures. Teaching
experience is quite desirable but is, perhaps, not absolutely essential. ‘
In fact, the - 'content of this book 1s a1med more at the ney 1nstructor than
the experiénced one. . , R o . S .

An instructor or administrator who needs help in planning or conduc;rng
.o ar course u51ng‘th15 publication may contact the Bureau of Bus1ness Educat1on.

, . < T . . HOBART H. CONOVER Chief
- ' L Bureau of Buszness Educatzon

> -
4 - e

ROBERT H. BIELEFELD, Director” 7 o \._ T o -
Division of‘OccupattonaZ Educatzon Instructzpn o~ B ; .
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- OBJECTIVES ' o ~ ' T
1. To establish.a. good.work1ng atmosphere ) ) .
2. To explaln the course content and the supplies and mater1a1§ needed

3. To give practice in dictation and transcr1pt10n '

4

-

To administer an xnventory pretest : . ' ¢
CONTENT OUTLINE .- S CONTENT DETAILS' AND TEACHING TIPS
T n > i \ .
. I.  Starting the Class s : ’\, ) , ‘
A, Introduct 1q95 of 1nstructg¥\ Spend the first part.bf tie class =
"~ and students period for you and the students to get
o : -8 . o to know each other. ~Start with intro-
o gee s oo .. ... _ducing yourself.. . Suggest-some Teasops
e . why the students may have joined the™

class and see how many have Jjoined for
those reasons. Ask for other reasons.
, . : This acts as a mixer. Have the students
s S : ~ introduce)themselves and tell what °-
S o they are %resently do1ng or what they -
- hope to do. :
o , . o . ‘ , , S
B. Shorthand ‘systems . _Explain that there are many shprthand |
N — systems, both manual and machine, but
St e i “the basics of secretarial skills are
J the same for all students. regardless
-+« of the system learned. Mention that
« x you,are there to help each of them
- o " achieve the goals related to the sys-
o "+ tem learned. :
!
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- CONTENT .QUTLINE. . . ... -. ... . . . CONTENT DETAILS AND TEACHING TIPS

“ C. Your record of student Distribute index cards and ask the
backgrounds . . students to’write the following in- !
A\ : " : ‘ formation on them: ..name, address, |
. B YIRS _telephone number; where they work;
- . “what shorthand system they stud1ed \\*
o . and when. '

¢ o , Exp1a1n that the syst%ms have changbd—
: , over the years and you need these =~
P : details to help plan for 1nd1v1dua1- L
: . 1zed instruction. , .

II. Purposes of: the Course The goals of the course are to help
- N students increase shorthand profi-
S ‘ ' " ciency so they can either obtain a’ .
' - new position or advance in the present*

;) one. . . .
A. Skills - ‘Point ‘out that a combination of SklllS g
. : is necessary to be a successful sec-
’ - retary Therefore .the course will
S review ndt only shorthand and typing,
: but’ also supportlng off1ce skills. -/

. 1.- Dictation practice - ) Regular d1ctat1on pract1ce is neces- l
- . ) sary, starting with a review of the
T ‘ ' basic. principles and Building .into -

-~ e ©y 1ncreased and sustained speed:

: Pe A
2. Transcription - Transcr1pt1on of the shorthand notes..

produces the finished typed product.
‘ o - Practice should bring increased speed
o ) : and accuracy in typing, as well as-in -
IO e .+ translatiofi of the shorthand characters.:-
Ca . . S . P . ,
©L3. Communication skills | - A secretary must have. ability in both
’ : A ‘'written and oral communication. This
) ‘ . "y . includes coyrect usage of grammar,
: . ) ~ punctuation, and spelling.
: : A . , -
a. Proofreading = Since written communications are the
e ' life lines of the business world, all’
' . materials sent out should be care-
fully scrutinized for errors. Thus,
the ability to proofread quickly and
° accurately is an important secretarial
1 - sk111 O
4, Office procedures. . Each offlce has its own system for the
' " routing and.proce551ng of work. Some-




s . .
L v .
T . . : t e

- ' { . , . ‘
CONTENT QUTLINE -~ ', .» CONTENT DETAILS AND TEACHING‘TIPS ’

?

o ' v v t1mes systems are'written up in an!
, L , - offite manual. Thls course will re-.
o , S - view generdl office*prdcedures in-
' S ; , ~ cluding ‘telephone, techniques, -letter :
. ' styles, business manh1nes, and refer-
’ , ' ' ‘ence books. . . A
| 5. Correct work habits . ' Correct work habits include orgénlz1ng
. . PR ) -~ J . .
Y LT of work and ways of -doing a better ;pb".‘
. - @E' E faster.” Methods leading to greater
‘ - S . + productivity will be stressed. Decision-:
1/ , : ' ' making techniques” will be discussed. '
6. Human relations ; ' More people ILse jobs because-of in- -
¢ ability to get-along with oghers than _
- through lack of job skills.’ This = . ¢
. T course will c¢over how to work as a
’ _ team in a close office sitpation, and
: ‘other aspects of hdman relations.
: . : - ¥ R .
7. Job hunting technique(' Since the students are_gpeparmg for - _
: : . o the working world they should know ' -\
‘how to: 1locate job opgnings, apply ’
for a job, dress. for an 1nterV1ew,
.and behave in an'}nterv1ew. - .

a

8. Civil service examina- State and Federal governments are
tions v . large employers of secretaries. Civil

' i service exam1nat1ons are’ given-at

\ ’ ﬁntervals in many locatioms. .

A
¥

-t

- A. Supplies needed eed to bring to class a short-
' ' o tebgok of. shorthand machine,’ e
. o ' . ' ﬁyb pens, ? red pen or pencil, typing
’ e paper, and'carbdn. A teoseleaf note- ~—
e B - book will be.needed as a secretary's
- \ . manual, which each student will write
) during the dourse. " '

B. Books to be used - - ' “Also ,they ihou have a small diction™
- T ary, a shortharld dictionary, and their .
beginning shorthand- textbook. - Emphasize.
that this textbook is to be the baszc
text not advanged.. -

II1. Materials and Supplies ’ AnnouE:e to the, students that they

>

Don't ask them to buy a beginning short-
, , han , but try: %o get one through
SR ° your school's business department.
Lt S ' . If all in the tlass ust only ‘one_ system
: of shorthand, and they have not studied
. .




CONTENT OUTLINE S e CONTENT DETAILS AND TEACHING TIPS -

) : ~ it for_some time, you should recommend
y " _that they buy a shorthand kit. -

. Suggested References:*
Leslie, Gregg 3horthan3‘ II. (Text- klt)
Leslie, Individual progress method.
' (Text-kit) - . . 9 -
’ e Skimin. -« oo a0 e T
Also locate shorthand dictionaries for-
all the systems being studied and makg”
) them available to the studenté
' - 3 .
.- IV." Inventory Test . . Before adminlstering the test explain
- . A. Purpose : that its purpose is to lpcate their
. o - weaknesses and help to correct them.
Point out-that the test i5 a learning’
device and not for marks. -
. . » ' . L
T B. Dictation practice Hind out shorthand paper to the class. :
: Since -your voice is new.to them dictate
Caa ‘ i : some sentences at 40 or 50 words per
: - ‘ minute. Stop after each sentence and
j) ' . have them read back. Try to relax
{" ' . : them. Dictate a few more sentences
o ‘ : and ask them to transcribe on ‘the
' ' typewriter. This gives them an
opportunity to become familiar.with
_ the typewriter before you give the
. _ typlng part of the test.

¢

.

C. Typing (Part I) < Distribute typihg paper and a copy of
4 . - . a- 3-minute writing. - You will need a
VA _ - stop watch for both the shorthand ‘and.
c . v - the typing practice. 'Allow ‘the
- — N "students two tries on timed writing..
d ' - ., Have them check their errors and hand
’ -in the better copy of the two.

J o I lzéguted Teacher Reﬁuencu /
N - K . Gregg ests and awgrds book.
L S Hodel.
" . - . Palmer, / ﬁ%
% ' . T Rowe; Iypl
: : ..and ac

w. N
ﬁﬁ“”ar1113 for speed

D. Shorthand (Part'II) 4 Dictate a‘LQtter of about 100 words
7 o ) at the speed you used previously in
- - L . dictating the sentences. Don't worry
.about its being slow. You are testing
: # ) .

-reference citations are given in the bibliograebf}

R A s . .
e - . -
S - .
e 4t
. A . BB




CONTBNT ourLINE —~— - " "CONTENT DETAILS AND TEACHING TIPS

L ' for other things besides shorthand
oo . : '~ -speed at ‘this point, .Ask ghem to
; \ ' . transcribe the létter using whatever
' ‘ letter style they wish., | . .

oo ' ' Suggu,ted Teache/L Redeﬂencu :
- S Gregg tests and awards book.
R ‘ ' " Russon, Methods of teaching shorthand
. " Russon, Shorthand dictation ABC's.

E. English mechanics (PartrIII) Hand out a copy of a test cover1ng
- - grammar,, punctuation, and spelling, -
It should contain about 25 sentences
R SR E .-and a list of words from wh1ch they
e o . can choose those mlsspelled ; '

-® o ’ .Suggezsted Teacher Reée}whcu' s
s R g - Fisher, p. 209. =« L
;| " ’ . Henderson, pp. 194-211.
! " Krulik, p.361.

?

F. Oonreiting'the'test « ' After the test is finished tell the
- : group you will go over it.with them
in detail at the next meeting. Pl
’ G. Analyzing test results ' From the results of these tests you
' ' ‘ v ‘ will know the skills thdt need to be
l oo A improved and the{yeakest'pOints in
) I their backgrounds. This will enable -
- . ; you to plan the best use of class time.
1-_ ’ -*  Plan the course at the level of-the
, .. , S students' skills, not where you wish
' ' L .they were. They must feel that they
: S i -~ are succeeding or they will soon drop
- 3 the class. Nothing succeeds like
- : ~ © - success! '

Ask the students’ to look over the
material in the.first three chapters
of their shorthand manuals :

e

V. Assignment

. Be sure to have them leave with.a good.
Yo : ) : feeling. Tell them you are glad.to

‘ ' . v  be working with them and that after

: ‘ " a few sessions they will be pleased

~ . at thelr\progress .

4




f \‘ - » " ' %‘ W
‘ ’ N ’ 4
,.\
) s . \
“ 9 \,f,
. o g | E ‘
P o ]
£ . . . l i .:._ a 0, _-: . )
esson 2 .. S

L SKilk .@mumg.and Lettes

. . . g,
v 1 . : . *

OBJE'CHVE’S ¢ . e e LT
' } 1. To build sk111 in shorthand S .
~ " %.. To review the inventory prgtest ‘
3. To reacqua1nt the class with the parts of a 1etter and letter -

tyles - IR TR N A

CONTENT.OUlLINE——~*“‘*"’—’—~—~’ . CONTENT DETAILSaANb TEACHING TIPS
I' SkiIl Bu11d1ng Shorthand . . The,instruétoi‘shghld staftfeaeh claes
. o T promptly. Administrative details such

as taking attendance can be.done whe

the attention of the students by mov-
ing 1nto _the work qu1ck1y

- - . .n
' - a . students are wotking by themselves.
) v :
Set the tone! % A skills instructor needs to be en- .
i "thusiastic and ready to go. The first
T _ few minutes in each sessibn sets the .
g D . tone for the entire session. Capture

I Select a group,of words ‘from the, fir¥t

chapter andpdictate it .to the students.

Ask someone to read back the group. .
2+ 7. Are there any questions? If there is
a question, write the outline on the
"board or.give the students an opportu-
nity to 1ook up the word in their
d1ct1onar1es :

.. Using this" method rev1e\/a1ﬁ pr1ngi-
. ples in the chapters assigned for -
homework. Encourage students to- ask.
, - ‘questions. - . e
) .' 1..2 .
| 6
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CONTENT- OUTLINE - oA L coumu'r DETAILS AND TEACHING TIPS .

- .
»C. chtatlon K-ﬁf’ . SeIect<a short letter of around 100
..., 1, Piesent a preview. e words. Preview the ‘material to be-

‘, AN R covebed .in the first minute's dicta-

“F‘“‘ . Sl © tio ..,chtate the f1rst mlnnte at a ¢

: . S " lowwate,: again at a coptnbl rate,’ a:

oew TR h © © . thifd time ata higher raté, and- then .

O DAL R drop back: to the, control rate: Ask’ ,

ee 0 L0« ¢ T . 7. how many. werelable to get the ent1re .

IO D . - minute the last time. If a majority.
’ - ~ hayé€ it proceed to the next minute; -
I s if not try the first minute. agaln.- -

. . ~ . . N .
. . fe-. 4 ..

ﬁfﬁx 2,4§&art slowly. . . Alqays,preV1ew each mlnutq of new -
. (T A _ ., Ppractice material before you dictate .
L R ) - o 1t. You \nay find the rate is as low .
" e 4 . as 40 words per'minute the fir§t time: .
N ) ‘Y ‘you dictate. But remember you must e

2

.- . start where they are'now. It is where"
‘< 2 - e *  they are 4dt the end of the course that
: -« counts. . o ‘
. ’ ’After d1ctat1ng each mlnute separately,
o ' J ’ dictate the entire letter at the
‘- ~ .. -~ different rates. After each die¥ation- -
) " allow the students time to .ask questions
ir dictionaries. .

them to try forp

*». 3, Encourage, . 'Keep encouragi _
- : raise them for the -

. 4, Individualize. - Don't forget the few students who can
' - take a much higher raze of dictation
{ ' ;o than the majority. Use the same copy
€?7§<;< d urge eve;z;;2;$6 try, as you. 7
. A 4 d¥ctate to t people ‘at a Wigher .
’ = ' rate. N

+
PR

‘5. Use learnlng aids. Slnce you will be g1V1ng speed-
) building in each session, you will . T
' ' find records, tapes, and cassettes
) invaluable. You can divide the time
v = into sections and work with one part
v ) . of the class personally, while the
rest are on tapes or records. ¥Then
you should switch to another group
and let the first group go to the lab .
51tszt10n. ‘Nothing takes; the place - e

¥

of the _instructor's personal help and .
enc Sragement in 1ncrea§1ng shorthand
speed. 2

< o138 — U

-, | ..
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CONTENT OUTLINE . © =o# .- ' CONTENT DETAILS AND TEACHING TIR§ -
T - - - - .

v/

2 . P . Keep things -moving bu in a rel :
o e _dtmosphere: Remember éhey are tiddd -

B P 4 ‘yhen they come after working all day..

' A <\ Make it enJoyﬁble for- fhem. e

: ) ’ . . o ' _

ot T Suggested: Teac_hm Regueytnu.~ C

o T I . Bowman, ‘-

s '//r’ T e L9511e, chtatmon fbr mazZabZe tran- ..

[ e seripts.” ¢ ‘&

P Lot K - Y : -

X : 1-‘.‘-. o . ?" b . .'\ L \ - )
II. Rev1ew of Inventory Pretest of * Return -the corfected tests to the - = *
*Lesson 1. ’ . ..Students with.a copy’ of the tesk. .

A. Shorthahd .. "Mllow them enough %ime 't look oVexr’ '
* . v " the .letter and look up. / words ‘they
- - ' mlssed o

. - . ' g They may fee }Kxfry d1scouf"ged at this
, L point after Seeing their letters, so

-

s . . ghcourage them and repeat that this
- 2 . is just a starting point. From now
: _*, on all W111 be up!, > : :
<.
: After the nervous pressure is’ off,
' dictaté the let¥er from the Pretest
‘ at the same speed. After they have
transcribed it, point out the improve-

; t. ,

| . men B N |

B. English.mechanics @~ °  Prepare and distribuge copies of the
1. Referghce‘manual "correct sentences and spelling words

of ‘the Pretest. The more material
you prepare for them as reference .
- . . sources the better the course will be.. °
- - All this mater1a1 will go into their
~ secretary's’ manual which they will
T _ - keep in a looseleaf notebook.

T~ If you use a transparency as you-go L
. /// . over each sentence, it will help the
. ) . students understand the rules involved.

' 2. Correct usage ) You should also hﬁ‘h‘an additional list

. ) _ sentences to illustrate correct
alish usage for ‘the sentences that

. were missed by the majority. This

) v makes the student with an error feel

o o that she was not the only-one in the -

class who had difficul

“,”
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CONTENT OUTLINE . A' ' CONTENT DETAILS AND TEACHING TIPS
- c. {

G. Typewriting ? . “in loqklng over the t ing part of the
Y. Kinds of, errors Pgetﬁst ask them to- nxge whether they
. o o are hiving repeat prrors.  Also: Are
N : - ‘the errors Mith r1gh§?hand‘or left-
~ A4 < hand reaches? :
2. Remedial work - . A551gq,nemed1a1 maferlal to7he1p W1th5
) i . ) . . their ‘probl k themr to pract1ce
© N N : ”/ egxher this 1a1 or the timed _ L
o ’ _ copy of the P, est )

A

N

»
- -

Whlle theﬂ are typ1ng walk around and
© ) N - check -on ir positions .and hel
g ' .~ them individually. .They.are gdults
K : = " _so.suggebt changes; do not order! them
el - " to -make dhanges. Give. them reasons
. n ~ .for the uggébt1ons -
N . - Administer again the typing part of
the Pretest. Point out any improvement.
¢ , Pgalse them for it. N

III. Organization of Letters’ ﬂhe pa ts generally 1nc1qded in a’
o T C _/business letter are described below.
T RN 'f Incidentally, most bu51n:;z letters

W 7/~ are single-spaced. < In disCussing the’
: - #  parts:of a letter, use tyansparencies
... ‘ S of. the sample letters on pages 14 and
S . TS i
. D T s
~ A. Letterhead 5 . A 1etterhead is pr1nted at the top of
] the page. It can vary in size and”

| . T ‘\\\\\ "spacing.

'B. Date line _ The placement of a floating date line
- \1. Floating . varies, depending on the lgpgth of
o B ~ the letter. However, it usually .falls
o o 4 , ~——~ 12-15 lines below the top of the paﬁs
o . The horizontal placement is eitlier
. just to the right of the center, ar
alined even with the right-hand margin. _

.. 2. Fixed ; f%xed date line is used by some
< . companies. It places the date two
11nes below the 1etterhead -
C. Inside address . The ‘inside address is place& at the
‘ X .-left-margin- ‘three-to-five- }ines ‘below™
the date line. The number of lines
left blank depends on the length of
., the letter. The longer the letter the
;::> . less the space allowed,
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CONTENT OUTLINE = - : " CONTENT. DETAILS AND_TEACHING TIt’S

R . .
e~ D._Attentidn notice . . Thls is used only when?a letter is

. - .~ -addressed-to a firm and the sender *
< ’ . : “wants a’ partlcular\persQn to_agswer it.

) B I B v - . .
- - € e Thd .atténtion notice is placed two-
, o lines below . the inside address and
. rT ., _looks  1ike ‘this:
f?wﬁ' oy Atténtion: _.Mr. George Smith -

f n L R TIt is usually placed at the left margin
y .~ ! but may be centéred on the line. ‘.
E. Saau;ation < i Thls part usually apﬂ‘ars two dines - ¥
AT {’”\\ elow either “the inside address or the
) - ” > eptipn potice if theredis one. -
- ) | SR -, ¥ -;* ;s %ypyd.at.the left margin.
-~ The Salutatlon is the greet}ng and
* , ’sets the tone of the letter.

N, The: o”efgenerally used for a firm is
. - ’ G@ntlemen. If the firm is. composed
- ’ ¢ - ' of women only, Ladies'is generally used .

. - s When sending a letter to a.partlculaz

. person in the company, a less formal
salutation is , For example: ,

, Dear 'Mr, Lake. ewhat more-formal

T @ ‘ sa*lutatl "is My Mr. Lake. -

¥ .

F. Subject line . -If a subJect line is used it is placed

o on the second line below the salutation,

either starting at the margin, or.

indented, or centered. - \

Its purpose is to point up the reason

. , for the correspondence.  The word

> ' ject is followed by a colon, as

' ollows: oy .
Subject: Textbooks

G. Body | ' ' The body of the letter conveys the
r .. - . message. It should contain at least
_ two paragraphs.

-, A double space is 1&ft betwqen paragraphs.
H. Complimentary close Thls is placed on the second line below
the body of the letter and to the rlght
~ . - of center. The words used in the

< ' closing depend on which salutation is
' used.

10
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CONTENT OUTLINE . - .CONTENT DETAILS AND TEACHING TIPS,
-0 . . (\ "
R - Yqurs very truZy, or Very truly yours
‘ " aré coffmonly used. To create aymore . ,
R S - gersona’l tone--use Sincerely yours or .
o Yours smcerely. &
e

>

- fe : - The copphmentary clo*smg is th
L : . gdodbye b 4 the letter. .

L. Firm name - . -° ) If a firm name is. used in' the closi;'ig,

' ~ > . _it.¥s typed in solid capitals  on the
fsecond line below the compllmentary
closmg Many executives do not use

it if it is ayready on the 1etterhead

v b

J. Sl,gnaturew

'~ Jdhe typed sigrhature is placed four
1. Typed :

_; ljnes below the compllmentary c105e, _
'« or four lines below. the firm name,! if ', .
., one is typed. This contalns the name
< . of the person writing'or dictating. ‘the
AT 1etter and his off1c1a1 posiglon g
2, Written . L In® the space above the‘typed signature
' : o the name is written in ink. -If the
) , . ' "letter has been composed by the |, _
oo . . secretary she writes her name followed
= . ' . o o by her off1c1a1 c&paclty

N 2

~ -
- K. Identification .. The reference initials of the d'y\%'ator
: - - and typist or the typist's initials
L . alone are typed ‘at the left margin.
Ve They ‘should Be either even #ith ghe last
-line- of the signature two lines below.

L. Enclosure = . e - If another piece of printed material
: . is to_accompany the letter in the
o _ X o eﬁvelope, an enclosuregynotite is placed
I . i : < below the reference 1:\‘3&15 and at
) T the left margin. Sometimes it is
placed on the second:line below 1nstead
of on the npext line. '
If there is more than one .enclosure,
2 either the plural is used or a number.
'~ - Example: for three enclosures use
Enclosures 3 or Ene. 3. )

M. Carbon copies . . If carbon ies. other than the file ———
& ; oEe copy are to be sent; refer to-these- \
T L on the second line below the enclosure

v - reference or 1n1t1als ~,

17
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' CONTENT OUTLINE

N Postscrlpt

.%‘

. .. .
~.IV, Letter Styles (;*.v

A. Modified block .

‘ \
B. Full block
,_,J‘fi," R Y "
.“. R - k.
4 [

R

D,*Indented

"%\h\

~ . N} . . »

f‘\/qormsm DETAILS AND TEACHING TIPS

L 4

”*
List the names for carbon copies in -
decreasing order of importance. If

_they all-have the Same rank$llsx them

a1phabet1ca11y Examﬁie J

eof

cc:

Mrs Rose
Miss-Sara Jones

Mr Ralph West

- 1

ct: Mr. Ralph West B
. o or N n
CC:" Mrs. Rose Brown/: : "~ ,
_X- Miss Sara Jones " é/?"
"#'3 .

A postscrlpn is used either for\
. emp aslzlng_a oint mentioned 1h the -
#letter or, to afdd something.

Place it..

‘“;at least two ines below the enclosure.

. osbr carbon cop not1ce
_~' brle.fly i '. A

:f frequently than any other.

State. 1t very

Iy sz v ' k:
‘Mbdtfied block style is used more * : '
. In this” ’

v'style generally all lipes except the
. date, the: compllmentary close, and .
~the signature lines begin at the left

h pargin.

below to. ease f111ng

“The least used style is ‘the dndented.

18
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. This stylé may also include
dented paragraphs. A sample letter
appears on’ page 13. - i
: A A
FulZ bZock sometimes referred to as
extreme bZoek although .faster to‘type
s Dot a popular style,” In this style -
ery line exeept the letterhead begms
the left margin. .

a,é |
. [ 4
led sByle is sponsored .

: ative Management.Society.
Th15-1s the’same™as the full block )
stxle except that the salutation and.
complimentary close are omitted. Also,

- the subject line is typed with more .

than- the usual blank\space above and

The date is placed on the right side.
All lines of the inside address are |,

-#ndented in- steps—of-five-spaces-each

The first line of the typed signature
is 1ndented f1ve spaces from the

-

L PN
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. Subject:

.

v . v . * u\
.« " COUNCIL OF FURNITURE MANUFACTURERS .

: 3138 Holly Lane o
¢ Lat 1@&1 York 1?,),18 T L
. ANV ‘ Co o )
. ' . . April 30, 1975, .
.

.

Thueman Manufacturing Company’
Vernon Valley Lake
Southwood New Je1‘sey 1732&)1_

Mr. Elliott Ell1as

L 4

Attention:

Gentlemen:

Albany Furniture Fair ~

I answer to your letter asking for details concerning the
Albany Fum1ture¢a1r 1 am happitm? send you fhd enclosed
brochure which gives a descript of the fair and a floor -
" plan of ‘the display area. This, the eighth fair, will be
held on November 1, 2,and 3. Lasgt year over 8;000 pe le
viewed the displays. SR A - ,

- Our. representatwp in Westchester County, Gerald Bames,
Mill be\contactmg you soon.. He has“had ove¥ 25 years of

T i’ ‘oxpenence insetting up d-1sp1ays‘ at- furniture fairs and.

will be able to“discuss with youithe best poss1b1e arrange-
ment for your furniture. .- .. . »

Only qugh.ty manufacturers are asked tosjoin us in th1s '¢* 4

fair.. We would be very happy to add your name to our 11st
qf exh:.b:.tox’ _ ) 2 o
\\’ ' . B Sihce:ely yours, i oo
. i 4 ' . . '

- S N N - ¢ * i .0; .
ecj v S Ruth Light,Ma.naéer-' . :
Enclosure ' _ R i
cc: Mr. Gerald Barnes = J s
P.S. .Applications must be‘ I’eceived by us by July 15.

N
. MODIFIED BLOCK STYLE OF BUSINESS LETTER
A Letterhead "~ W Complimentary close .
B Date ’ . K Signature
C, Inside address. L Identification of dictator
D Attention notice* ' or typist’or both
- E Salutation . M. Enclosure
F Subject line* ' ». -~ N Carbon copies*
G Body P Post;&ript* .

i~

O

ERIC

Aruitoxt provided by Eic:

rbr*These 1tems are often left out

19 ¢ .,
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o . RS .o 'kcompli-mentaw close. '* Additional lines
IS . L of the signaturé are indented- furthes.
YA o ' The first line «of.each Jparag _
1 . , . ( - the' letter is also 1ndented A sgmple

’ of an 1nden'ted letter appea S o

PR .H . , ) ‘. .
\J | -ﬁ . . - ‘page i5. “

Use either a wa11 cj:;reyor transparencles

« .- of letter styles to ntaout the {
@ e ces. Also‘ d1tto copies of N\A/

V. ’Assignment\; f “ % Remia d the students to review the next
: - o ! . three chapters in the shorthand theory -
\ : _~ manual for the. next class meetmg !
Sugguzed neﬂuencu. - N
IR

- {Gvin, pp.  196-216. °
¢ " House pp. 25- 36




ERIC

Aruitoxt provided by Eic:

-~ ments for your furniture. =

. - . J_ \ . .
) -~ o .

COUNCIL OF FURNITURE WUFAcrURéRs' . AN
\ : - 3138, Holly Lane S
. — Latham, Yorkdgflls ) - el
B - " | ' ' April 30&'&973 i 4
c( Truemkn Manufacturing Company : . i -
( Vernon Valley Lake ; . : \ -~
( Southwood, New Jersey 17328 ‘ - o
D Attention: Mf. Elliott Ellias . S
" 5 L - - ) - N
. E Gentlemen: = > 7 . :
3 \ —'/ L : /
F Subject: \ Albany Furm.tur‘ Fair = = o/ ( ,
G In answer to Yyour letter askmg fof deta1ls concefing - - S
the Albany Furniture Fair I am happy to send you ‘the enclos¥d . :\
brochure which gives a description of the fair and-a flgor T
planiof the display area. This, thefl.ghth fair, will be U -
held on November 1, 2,and 3. Last yéar over 8,000 peopl ' : :
viewed the disp"lays. : AL
s ; ' ! . . Y A -
LI Our representatiye i estchester County, Mr». Gerald ,
Barnes, will be contacting you soon. He has had ov ars- .- -
of experience in setting up displays at furniture fajrs and - -
will ‘be able to discuss with you the best possi I"range— N .

. &
\ . Only quahty manufacturers are asked to_join in thi’}b .
fair. We would be very happy to add your name’ to ouf list , ’ <

of exhibitors. : q w

“H : Sipcerely yours, : g
. " v‘ ‘
J ‘ : » :
. w . - COUNCIL OF FUFN’IWNUEAmmm
" R X
— N
'L ecj, 'J} ' Ruth Light, Manager - . _ ot

M E -
W/}gﬂ’esure ' | A ' .‘ ;‘JN _ »

N cc: Mr. Gerald Bar?nes

.

P P.§. Applications must be received by us by July 15. _

«INDENTED STYLE OF BUSINESS LETTER

A Vetterhead ¢ H Comp‘hmentary close
B Date . -« 4 Firm name* . v
C Inside address K Signature
D Attention notice* L Identification of dictator
E Salutation . or typist or both .
FSubject-1ine* e oM CEnclosure o T e
G Body L N Carbon copies*- °
o P Postscript* '

*These 1tems are often 1eft ‘out. . N

| <ot | .

.15



d

- T .‘ a . .CessonZ | ’ . ﬁ,\,
. Shonogaphy SKil-Bilding, Word Skilly~ -
_\ B '“and Wa’zk ﬂabl‘ts S

oo e v ﬁﬁaf”’ IL
OBJECTIlﬁ et R
1. .To meview shorthand theory and increase transcrlptlon and typlng
" 'speeds o = L. .
2. To 1m§ ove spe111ng and. vocabulary < T e o
.'3. To digfuss letter placements . ' -
4." To dlscuss punctuallty .. i
CONTENT é&?LINE . &;~§f 'CONTENT DETARLS‘ AND,TEACHING TIPS
I, Shorthand Theory eview . The instructor should allow the
- ) ' students a few minutes to look over ~_
"»F,_ P o N o material assigned for homework rev1e;j)
¢ . . in the mapual. '
“A. lpdividualized learning For students who do not need this
¢ . - reviey, the instructor should dictate
-~ . letters to build speed. If tapes .are
- o avajlable at different speeds,use 7/
- _ bl them. If not, the students can use
' " - extra time to transcribe the letters
: : you dictated. % : :
@ 2 )
S : : Try to make every m1nute coun{ for
AN . each student.
B, Push for speed o In d1ctat1ng theory word, d1ctate
. ' ' loudly and clearly. er d1ctat1ng
ot T o ’ the word slowly the first time, .
e e e = oo osincrease~the: 'speed “and ca 1’out the =i
o . same word several more tfmes.. They ..

should write the word as’many times
as you call it. This requires them to




- ’ ) .
. .. - ~ \

~ CONTENT OUTLINE\;' . - - -CONTENT DETRILgiAND/TEACHING TIPS

Ao - push for spaed. It will keep them’
T - X ' . . from "drawing" the forms and will
C ' force.them to write faster.
. 2
. After worklng with a gfoup of 8 10
words in this manner, dictate the
- /} -entire group once more. Ask sOmeone’
~ //: AT e " to read them‘back. This gives the"
XN Ftudents a chance to rest and ask .-
_ . s questions about words they have
o EE T skipped- or grltten incorrectly,. Be
,// ‘ -y sure to use each word in a sentence_
SR T ; ' . so they can fully understand its
e ‘ meaning. . ~ 3

: Breaklnk theory drills ap into
A : . " dictafijon, eadlngwback time. to look
. _ . - \%  up wor s;»ér ime to ask questlons

9 Co , .\\_ makes it much mdxg interestipg for
’ : : fb your students, ndydess tiring for
: o all. . ' SR

. : Remember that these people -have worked
. £ . ch : : , all day and their span'of attention

N 4 is shorter than under normal office
s : ' conditions. Being considerate to the
s : students pays off. Once they are'.

A o - motivated they will push themselves

\

ivifi ‘A 'secretary must have 'a thorough
knowledge of words and sk111 in

spe111ng
~A. Vocabulary list Preparesa list of words used in .
‘ busineSs correspondence and distribute
. L ) _cop1es Using a transparency discuss
.- - the words with them, and ask them to °

write in the definitions as you go
- ‘ along. Also discuss how the words
o ' would be written in shorthand.

B. Preflxes, suff{xes, and " _T0'he1p with their vocabulary study

WOrd roots , C also give them a list of the common
T e prefixes, roots, and suffixes and
their ‘meanings. Explain that to
" increase their vocabulary- they should
.follow these steps:

n | /
17
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CONEENT -OUTLINE L '~ CONTENT DETATLS'AND TEACHING TIPS
T ]y earn a’ deflhltlon of eacE word.

N ' . Note how it is used in th
- RN . ' sentence¥in which it appears apd-
. N . ' determine the meaning. /ZSE )
, L . - -3.  Know. the meaning ¢f the common
- o P . . prefixes, roots, and! sufflxes as:
R _ parts of 1

' o ' y . " Ask the students fo tik% doWn in
e T "Shorthand the sentencesdthat,you have
Y : i prepared, using words from thg _
DU DR i ocabulary drill list.  Then have them
B o ' (jiranscrlbe the sentences on the
, typewriter. T . J
v N * - v ‘ - - .
S ‘Give out copies of a- wo;}>llst. The .
T",\G‘ *'1ist should contain the most frequenfﬁy
© \ . misspelled words in business
correspondence

&

\ <
o .<‘ ’ E Y B Explaln that they will bé respon51b1e S
e . - '\ for a certain number of words at each
session. A551gn words 1-20 for the *Q
o ) : R next meetlng '

od v o — » ‘Discuss one or two spelling rules at
' -1 .each session. More than two yould'
" confuse students who are weak in-
" spelling. Also spehd some time on
synonyms, antonyms, and homonyms .

Suggested Teacher Reﬂe}cencu. .
. . s+ AMS SpeZZzng List,
Crank. Lamb.
. Kahn.,
-~ *  Silverthorn.
Stewart, pp. 519-522.

" III. Letter Placement [ Review the differences between pica
A. Pica and elite type = '~  and elite type. Point out that there __
' - : * are 10 pica letters to an inch but Yd’F
) ' ' 12 with elite type.

B. Margins , vMarginsoare determined by the number
‘ ' ' of words in a letter. The general
rule is that a letter containing:
. _under 100 words, uses a 4-inch line,
S T R 0022000 wordS uses a 5-inch 11ne,‘"“
' ' over 200 ‘words uses a 6-inch line. '

s
24
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CONT,ENT ou*ri;ms | , CONTENT DETAILS AND TEACHING TIPS

o

. C. Marglns and shorthandgnotes Determining the’ lehgth of a letter
, : : ‘from shorthand notes depends on. the,.
4‘; . . 2 - size of the: shorthand wr1t1ng - ,
o Previéw an easy lettér of 120 words.
. S, - Give the students practice on each
o, S minute separately at.a comfortable
- e ' speed Then didtate the, entt\e letter.
;o . '
"D. Setting margins Afieruthey have taken the letter in
S e T shorthangd, ask them to count the
L = number o es, they used on their
‘pads. fre1 them thay the'letter®
| contained 120 words. ﬁhen ask tfem
s to determine how many words are.in a
“line of their own shorthand. .Suggest
~ that they can use this number in the
- future to estimate the’ length of
- letters for setting marglns

: . N ,
IV. Transcriptidn - U51ng the same letter d1ctated above,
' s . o ask the class to set jt up and type
1 it as many times .as they can in 15
. ) ] " minutes. They are to correct their
j‘\\\. ‘ ' S errors as they type along. They may ’
' o . ‘use any letter style they choose.
. R . Suggest:that they refer to their
. ' A manuals for a letter style.

« . 5
~A. Production count = - . .’ As soon as ‘the 15 mifutes, is up go
~ / e ® . over the letter with them either ,
f T ' orally, with a transparency, or with
a duplicated copy of the letter. Be
. Sure the production count is shown on
. ' the letter. Give them time to check
~ * for errors they did not correct

prev1{u¢fy.,

=" Have them make a production count on’

. ‘the letters.they typed and divide by
15. This.gives the number of words
per minute :

 B. Time stealers o They will be surprlsed that it is so
: . low. Discuss the. various reasons for
this. 1Is it because the shorthand

proportion?” Did it take them too
J?long td correct an error? , Are their
supp11es organ1zed SO they can reach
4
| 25
‘ - TN

t...’......forms are ngt clear? -Are:they out of =
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CONTENT OUTLINE . . .~ ' CONTENT DETAILS AND TEACHIN"‘G TIPS

7y o E - ‘ , for an extra,sheet of paper - with 1o
Y AT time lost? Are their correction
et T - . devices in working order? Are thes
t dev1ces placed convenlently for them?
. ‘. .
Tell theﬂ you want to try an experl-
ment When you say "Begln,"athey are.
, . Y'to take a sheet of paper from the
) : W * .desk, finsert-it in their machine and
A T R .. type a sentence yqu will put on the
o A : . ‘board. s The sentence will contain an
4 o : -+ . error and they are to type it with -
T " ' the error 4n it. - As each one finishes
she is to raide her hand and you will .
‘write the number of SECODdS 1t took :
her on ;he board. . e o
.t : > K el T
N - 1 LR Thls will ‘hélp prove to them how
L T . - slowly some of them work. Next, they' ¥
a .- o e " are to move the. carr1age over to.where
. N E " == -the error was made. “Then, time .them "
- o : »While they correct the error and Lo
‘record the time on the board as beforer-
S . - CoL o S, : e :
V. .Typewriti%g»;f-_- N S . N S

C. Cutting time

A. Speed buiiding <rf\ Give the students some mater"l for o
R : ' -y, . timed.writing. Allow time for' ’
’ . ‘ -7 g% practicing while you-walk around and
e T - .- check on their techhlques
. L R ) R
0 ‘ ) ' T Don't try to correct»anythlng they do

- ‘ # unless it is something that-is really
e : L - golng to make a difference in’ their
' ’ o typing ability. Most of their basic ’
. . habits are formed and'cr1t1c1sm,w111
"~ ‘only make.them self-conscious.’ "Try -
to speak to every student about ‘her

. , work _ B _ o
o » Give two timed: writings of 3 -
el , ' minutes éach. Have them check the1r »
o ' better copy and record the1r speed ke
S '
1. Typing score chart Pass out a chart for a record of their

- : , " - speed-and error scores in the weekly
I VR tests.” Suggest that they keep it in
their secretary S manual.

¢ g ¢ o
. ¥ /




corf’ TENT. OU'rL'rN‘B S C CONTENT DETAILS. AND .TEACHING TIPS

VI, Use of Carbon Paper~"-*-"'-" = -Carbon -paper should-be~stored im a~ ==
A, Storage o , o cool, dark place. Exposed to the heat
_ o i © . .ToF 1light it will deteriorate; although

W T : the appe§rance will remain the same.

b - R .

B. Handling7’}6' . Explain that aarbon paper should be
S B handled as little as p0551b1e It is-

7 E easy to smudge typed copies, when you
. have carbon on your flngers Carbon

-paper creases easily. . As: soon as it

’ ' is separated from the.copies, it
' should be returned to a folder if it
is to be used again. .

C. Weight _ - Point out that when ordering carbon”
R ‘paper the weight-should be ordered

that does the best work for the job

- to be undertaken. ,If only one copy

'is to be made of most letters a more '

durable weight should be ordered than

for many copies.

Mention that if the carbon paper does
not have clipped corners, the typist
: .. . should clip them. It makes for -
easier separation from the typed
copies. Usually two diagonal corners
are clipped: the upper left and the
lower Tight. .. RN

“

- .. The carbon paper should be changed
often. A good dark distinct copy is
requlred .

58S

D. Making multicopies . . .. ..In_arrangihgwmulticopies-the shiny - -
) U .side of the carbon should be placed

+ against the paper on which the copy

e is to be made. The pack should then

A ' . be -topped off with the letterhead

44 paper.

Y

R : . Tell’ﬂ: students .tHat in using carbon
' _ paper with cllpped corners one clipped
-corner goes, in the upper left hand

corner of the pack. ‘L

1. Insertion in typewriter  Then give them the rest of the procedure
<« . . as follows:: "Pick up the pack and tap -
7 : . the left and top edges until all sheets

are even., Hold the paper in the left

°
|l
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' CONTENT GUTLINE | -

1ip procedure

1. Removing cards

i

1

2. Separating pack
\ -

»

’

CONTENT DETAILS AﬁD TEACHING’TIPS

-~ hand-and“insert’ “the_garbon pack in the L

machine holding the‘ﬁzck with the
shiny side of the carbon toward you;
At the same timé use the right hand
to pull the rachet releaser

C e

Continue the explanation: If the
carbon pack is too thick and the paper
tends to slip, place the top of the.
pack in the flap of a large envelope
and roll the whole thing into the
machine far enough to permit removing
the envelope. All sheets should be
even. Check to be sure that th@lpack
 is in the machine with the letterhead

. and the dull side of the carbon Ppaper
toward you. .
Some companies use carbon packs that
‘are already made up.in sets. ‘Some
also use several colors of bnion skin
to show where each copy should be sent.

Present correction procedure as follows:
To correct typing.errors whem using a
carbon pack start with the last copy.
Use a soft eraser and a typing shield
that allows you to take out only the:
letter to be erased. Handle as little
as possible to avoid smudging and
-téaring of the onion skin. After .
erasing, place an-index card between
the last carbon @nd the next carbon
copy and erase it. Continue with all
carbon copies.. QOn the. orlgmnal copy .
use either a typing eraser and shield,
or correction tape, or liquid. If d-"
you use an eraser -take 11ght strokes

so you don't make a hole in ‘the paper.

%, Continue: Remove all index cards from

;. 'the pack. In retyping, blend in the

‘'corrections so they will not be darker
‘than the letters on either side. The
lower sheets‘ of paper absorb the ink
more quickly.

Mentlon that-in separatlng the carbon
paper from the copies, you.should take
hold of the upper 1€ft corner and’ shake.
‘The! carbons will fall out.

22 | ﬁ NI
28 . ¢

.t



CONTENT -QUTLINE ‘ . CONTENT DETAILS AND TEACHING TIPS

3. Making out-of-machine’ In case an error is discovered after w
corrections ~~ - . - the-letter ‘is removed from the machine, - -
: Y s it is corrected by hand11ng each page
"4 ~ separately. T ;:f
g ’ : <«
o You should supply -the: students with
~ index cards’ and carbon paper. You
can give the speed test copy or étyle
letters in the manual as. exercises to
pract1ce the mater1a1 just covqreg

: - Suggested Teacher Reﬂvw.ncu-
- . . . Agnew, pp. 43-48, -85, . . ‘
" _ / . Gmegg, Applzeé'secretarzal practzce,
‘ . pp. 131-132,.256.

t;}& ‘ , Hanna, pp. 86-92. Meehan, pp 65-94.,
Copying Machines l ‘Photoc0py1ng mach1nes are used in many K
R Lo ' . .~ offices for making up to 15 copies of .
T - . an original, They will reproduce
) handwritten, typewritten, printed, and-
_ " .drawn materials.” Some require the use
D ' . "of special paper and direct contact
. ' with the original copy or a negative. .
: \ ) , . Widely used dry. -copying machines include
7 : . ‘.7 " the Xerox, the Thermofax, and iachines
' : made by Addressograph-Multigraph, Bell
< . e and Howell, the A.B. Dick Company, *
. . ' and IBM. In addition to ordinary
' copies, transparencies can be made on
a Thermofax machine and,with special
adapters, on the machines of some of
the other companies.

i

VIII. Punctuality"’:"' Discuss with the class the importance
- : ' of punctuality-in their business lives.

A. Team basis - P . Explain that no firm would stay in

- . business long if tHings were not rum
on schedule. Everyone working in"the «
business is part of the team, and it is
their duty to keep to the schedule to
. avoid holding others up in their work.
B. Cost item . Impress on them that time is important.
‘ o - Also, that time is very valuable. The
"o : { . difference between a telégram being
' sent at 10:30 or 2:30 can mean thousands
S , of dollars lost. When a company loses
- T money, so do the employees. :

] 2 ‘
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“CONTENT OUTLINE . CONTENT DETAILS AND TEACHING%TIPS

1. Importance of promptness Develop the idea that ‘orle who is gt

“o e ~ - "his-desk a“few minutes ‘éarly in tE
morning will get further ahéad than
one who arrives as the clock strikes ,
the opening hour. The starting time
.in the morning is the time you are to-
be at your desk and working, not
coming through the door;_or going to
the powder room, or v1S1t1ng with
_other employees.

24 "
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OBJEGTIVES- ' ' tT

¢ ¢ ' ' ’ ?}'.Cesson 4 : : ‘
g’mmma’z, cY/Vo’ul S }Jy, ga[mlattons, T
oY ana’ Coope’zatto)i ;n the %ce _— .

N
b e A

N

~

1. To review subJect and verb agreement and spe111ng and vocabulary

words

2. To review shorthand theory and build transcrlptlon skills
‘3. To explore ways of settlng up tabulations
4. To discuss 3poperat10n in the office

-

—~—

CONTENT OUTLINE

I. Agreement of Subject and Verb

. A}

" A. General rule

B. Compound subject

- coN‘éNT DETAILS AND TEACHING TIPS

Determine from the results of the
third part o the _pretest how much
time to spend on this unit.

Tell the students that a basic rule
is that a verb must agree with its
subject in number and person. An

" ‘exception~is that a plural verb is-

always required after you even when
it is singular; that 1s,ref¢rs to one
person.

The subject- is usually a noun or a
ronQun. It can be, singular or plural
in nimber, and simplescompound, or .
collectlve in form.

 u_Exp1a1n that a compouq//subjecg//

25 .

generally takes a plural verb. Sub-
jects that are plural in form but
singular in meaning take a singular
verb, while those that are plural '

in form and plural in meaning take
" plural verbs.

Y
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_CONTENT OUTLINE . . CONTENT DETAILS AND TEACHING TIPS

"~ C. Other rules | " “There are other rules in‘this- group
‘ o oo ew o e e o ywhich should be ctovered,including oo
. exceptions to the general,rules.
. S Preparation of a list of sentefices by
I E , coL ’ the instructor illustratin, these
. ' ‘ . .' > rules would be a great a - to \the
# ,/’f) students. - This would also g1ve them

."? e ;hiywmaterlal for later reference. 1n the1r R
' - manuals. ' N o '
e T e Suggebttd Teachen Reﬁenenceb" \
L e -~ Gavin, pp. 138- 146 ' o
SRR . ' House, pp. 47-49. e "*z\
II.  Word Study - . "* Give the usual short typed review,
) A.'Spelling quiz: " quiz on the spelling and vocabulary

: , : 3551gned at the prev&ous se551on. n
! /‘ ‘a .. ‘ . \‘ .
«  When they.have finlshed typlng the ; ’
answers, allow. them time to. ake v
. corrections: Then hav&’th i exchange«
." papers and- correct the dog 'W1th the.

“

o '_' o help of their study re(;ew shbets.{

..

PR

. L R - After. the papers are checked allow SR

' , ' ~. ../ 'them time to practice typing the right

‘ . S ~~ words or definitions that they made
: S errors on, .. _

e

v . . ST .

1. New rules . = . _Discuss the new Spelling rules selected
: . for this session, and assign words. to

be looked over before next meeting.

. A - . .

2. Examples’ '~ "7 70" 'Have duplicated copies of examples
oo prepared for the students to add to
their manuals. -

B. Vocabulary review _ Discuss any problems they had on the
: . ) - vocabulary part of the typed review.
. , Select the new vocabulary words and
= - go over the meanings with the students.
' . ' Have them take down the definitions in
. their notebooks. '
. IIT, Shorthand Theory Review - The remaining theory review would -
“ " hopefully be covered in this lesson.
If you cannot do this, take time out .
of the shorthand dictation secgion for
the theory in future lessons.

32
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' CONTENT OUTLINE = * . CONTENT DETAILS AND 'FEACJING TIPS

Since these later chapters are more -

_difficult, all students can benefit _\
from this review, regar 1ess of their

~ shorthand speed. '

o Give the entire class a few, minutds’
N . . . - to review the homework‘a551gnment
. . : b
A. Review brief forms. Start, again by Spendlng a few minutes
b . reviewing brief forms, with the aid of
' ' a brief form wall chart or transparencies.
s . . - ’ .
1. Drill on’brief formF. Using one of these aids expose one.
- o ’ group of brief forms at a time. Have
' : " the entire class read them back several
times. Then ask for volunteers. Tell
- them you are going to run a little
competition. The person who can read
the group back the fasStest will be ..
~ the winner. Time several people on Vi
T ‘ the1r reading.

o s . Th;s is fun for everyone and breaks

' up the formal class session. If some-
‘one starts'and has difficulty on a

. . word bail her out immediately so she
o * "will not be embarrassed."

@ _ Seyeral groups of brief forms can be

-reviewed quickly in this manner. This

can be a good change of pace for the

A d1ctat1on sectlon also.

B. Review- assigned chapters. . ‘In reviewing one of the chapters
1. Avoid .pressure. - . °  assigned, discuss the principle involved
S S : and. dictate some applicable words.
' If a number of students have difficulty

with a group of words, go bac¢k and .
work with them to overcome it. Don't
vmake them feel under any pressure

2. Encourage questions. _ Encoumage students to ask you about
' - words they are having trouble with.
- . ‘There may be some people who feel
o ' conspicuous in asking, so allow plenty
v of time for them to use their '
%' L : dictionaries. If you have more than
: ) L one shorthand system in your class you
@ . . may have to slow down the pace.

27 o




CONTENT OUTLINE : o CONTENT DETAfE AND TEACHING TIPS

. . ’ ™ B
T Igrputg;ngrwords on the chalkboard
- L . sometimes a change in: the ‘color of
o U .. . . ...... the chalk w111,perk up-a drlll

»

¢

- .
C. Review-a word list. If the,rev1ew of these. chapters moves
' ' along quickly give them a duplicated
list of review words covering' all the
v -\principles in the manual, Usjing a“
) - transparency with some of the words .
on it, have them tell you what to
write on it in shorthand, or have
them come to -the overhead projector
. and fill in the words themselves. .

.- ‘ - This g1ves them a chance to move
L around and avoids the feeling of too
much drilling in one .lesson.
- . ’
1. Or assign for homework. . If time does not allow'coverlng the
< I \. words in class, have them take home
the Jist . as a review. Iell them they
are going to have a written review
next week, not_for marks but as a
general evaluation of the work done in
- the manual. (Word lists for marks
L , ' arb ‘outmoded.) .

IV. Tabulation o Explain to the class that the main .
A. Purpose * purpose of using a tabulated -arrange-
-ment is to state material in a conclse
and easily readable form. . on

B. General rules for tables The first consideration in planning

' a table is whether it is to be onthe ,
same page with material in words or R AR
on a page by 1tse1ﬁ&

1. When table is on same - If the table-is on the same page as
| - page as word copy <« word copy, then the side margins of
S , ‘the table must fit in Wlth the margins
N ' . - of the word copy .

2 When table is on a page If the table is on a page by 1tse1f,
by 1tse1f then the whole width of the page is -~
‘\used in determining the margins of theu-=
le and the spaclng of colums in
the\ table. On an 85 x 11 page the
S : : of the page is 85 spaces for
> : o . pica type and 102 forgellte type.
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wMMTmhnm:f o " CONTENT DETAILS .AND TEACHING TIPS
3,!$evera1 methods used : Point out that there are several
o ~methods of setting up-a tabulation.
d j@s - - - If the student already knows a4 good.

method suggest that she use that one}
The steps for two methods are glven'f
below. .
. -
. ° : The backspgce method, the most popular
S e - today, will now be described. ‘In = -

. teaching this method, either use a
: . - ‘transparency of the Martin's Furmiture
g : ) ‘ table or distribute copies to the

- : “students. Have.them type the table
on their.own machines; step-by-step,

o - - S as you explain,it. .
C. Backspace method for '~ Assume that this table will be on a
setting up table (when page by itself as it appears on page
- table is.on a page-by -—30. Assume’ further that it will be
1tse1f) _ . ‘typed on an 85 X 11 page using elite

-type, which, of course,‘has 12 letters |
per inch. The steps in this- method-

are as follows e
1. Clear ta%s; set margins 1. Clear out all the tabs on the
- ‘tentatively. typewriter. Set the left margin at
' 0 and the right margin at 102.
2, Set line._ _spacer for 12 Set 11ne spacert\ smgle
C}s1ng1e spac1ng.- spacing.
. 3. Count 11nes in table. . 3. Count the number of lines in
3 _ - . " the table to be typed, including
. TR blank lines. Plan fbr leawing one
4.7 . line blank after the main heading,

two after the subheading,and one
after the columnar head1ngs Also
provide for double spacing of the
content of the columns.* The count is
16 lines in the table. ‘

B

4. Determine blank space 4. Subtract this total (16) from
above table. . . 66 (the number of lines on the whole
e . page), and divide by 2. This gives

‘ you the number’of lines (25) to leave
. o blank at the top of the sheet.

5. Locate and type table 5. Space down to the 26th’
heading. line from the top of the page. Find
. ' “the center of the paper horizontally
and mark it lightly in-pencil.




e : ‘ T . ]
‘ ’.'_ : '"'-.,. . . . S
. ‘]/ - -
lw ‘ -
. . .':':2 v 3 .
MARTIN'S FURNITURE -~ = .o
Spring Sale T //\
Piece Regular Price ~ sale Price -
Recliner * $2§/ . - $198
Wing Chair « 1 - 163
h o Sofa ' - 629 . 525
Corner Table 139 T
S5 Buffet China 438 - - Nng
e
EXAMPLE OF -
L TABLE ON PAGE BY ITSELF
% 1

- 436
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CONTENT OUTLINE . ' : CONTENT DETAILS AND TEACHING TIPS,

: BaékspaCe one f6r each two strokes v - o+
e L ‘ in the main heading. Type the heading - -
' ’ : . in solid capitals as_in the example. . .

57’“Locate and type table . 6. Leave one line blank then type

subheadlng. : .~ ~the subheading on the following line,
: . centering it as in step 5.
a 7. Set carriagé.at center 7. Leave two.lines blank after the
of-page horizontally. ' subheadlng, and place the carriage

o : at the center horlzontally, as marked

. in step 5. ¢
8. Locaté and set left 8. Now determine the left margin“

margin. . setting as follows: -Backspace. from

1 _ . the center of the page once for each

. two'strokes in the longest line of"

o, the first column (whether it is the
S - ‘heading or. an emtry in the ‘¢column). .
. , - Now backspace six spaces for the 4
\ h . -space between -columns plus one for - '

, . »  each two strokes in the longest line
- ﬂ e , in the second column. Continue by

o backspacing six plus one for each two

) o . strokes in the longest line in the
' R third-columh. At this point set the

left margin. ' ' :

N

9. Set tabs féj‘columns.” 9. Space forward from the margin
: . . one ‘space for each letter and space
. - ‘ in the longest line in the first
- ' L column, plus six for the space .

- : . between columns. Set a tab at that.
g point for columm 2. Space forward
: from this tab in the same way, for
o LT e T the T Iongest 1ine in ‘the second column,
< plus six, and set a tab.for column 3.

10. Verify tab settings. 10. Return the carriage to the left
) margin (on the same line) and check .
to see that the tabs are set correc&#y

"11. Locate and type colum Startlng at the left margin, .
headings. space forward once for each two strokes
’ in the longest line of the first
- ‘colum. This gives you the center-
.point_of the first colum. Hit the
backspacer once for each two strokes
in the column headlng - Starting at
this point, type in the.column heading.

31 . oy
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'CONTENT OUTLINE @ - CONTENT DETAIL AND TEACHING' TIPS

i

- - - —8ince—the—column- headmgs*for—colmnns
2 and 3 are the longest lines in the -

...columns, the tab_settings locate .the..
.beginnings .of these headings. Type -
them in. Then return the carriage on
the same line and un'derscore the :

column headings.
-~ .

i e e S e

12. Set tabs for. column ' 12, To ,find the start:.ng point for
- entries. ! the entries in colum 2, tab to that
T - column and hit the space bar once for .
*  each o strokes in the heading. This _
. Will_give the center point for.that =
columm. ™ Then hit ‘the backspacer once’
v for each two strokes in the longest -
© . entry in the colum. At this po;nt )
i set another tab for the column. (A
: dollar sign is wused only on'the f TSt
line of a <plum; you may wish to
» ignore the signiin setting the tah,
- - -and backspace when typing it.). -In the
same way set another tab for column'S.f- "4

13. Type column entries. 13. Using the left margm for the
. ©, first columm and the tabs for- Columns ,
v o . - * 2 and 3, type the entrleSA :@;:he
% three coluxms. ‘
D. Backspaczng method for . When a table is :)?N:he same page as .
, settmg up a table (when - word copy, the steps in settlng it .
it is on the same page as up are the same as when the table is
word copy) . ' ‘ on a page by itself. However, the -
. beginning margins would. be set
d1fferent1y. .

R R 7 -2 2t assume "as befor that ‘elite
' type is used on an 8- %“page. o
. "Assume further’ that the table is to
appear gn a page with word copy that
uses l-inch margins on both sides.
In this case the beginning margins
would be sét at 12 and 90, rather
: than at 0 and 102, the settlngs used
A . with a table on a page by 1tse1f '

Inc1denta11y, if a tab'ulatlon goes
. " over to a second page, the hepd!ngs ’
- , must be typed again. ' This is true, -
: ' of course, regardless- of thé method
used in setting up ‘the table, ‘and -
regardless ¢f whether the tahle
apagebylsefo not, -° .’ -
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CONTENT OQUTLINE = CONTENT DETAIL AND TEACHING TIPS
-E. Mathematical method for - ~Im the mathematiciI methedvthe left'“”'L“]‘
setting up a table ‘margin, the tab settings, ‘and the
‘ Y points at ghich to begin typing -

headings, etc. are determined by
. coumt1ng and computing.

termine ‘horizontal 1, Determlne the ' total number of

> - 1.
S N aces available for horizontal spaces avallable for
typing. . . typing. (Assuming an 8- x 11 page
- - and elite type, this is 102 for a
table on a page by'itself.
- 2.-Decide on number of ., . 2. Decide. upon the number of
. columns. , . columis needed. '
’ . | _g .

3. Determine. longest lines. ’] 3. Ascertain the number of spaces
' " - needed to type the longest line in
: each column. P Add these numbers for.
W _ A all columns

. S#btract step 3 from . 4, Subtract the total number of .
step 1. spaces  needed éo type the longest «
’ ‘ items in all the coltmns (step 3)
' : from the total number of spaces avail-
. . ‘able for typing ‘(step 1). '

L X

. Determine J}eft margin 5. Divide the result obtained in
and column spacing. step 4 by the number of columns needad
. (step 2) plus one, This figure give
you the position of the left-hand
margin: stop and also the number of
spaces to be left between‘columnq

w

6. Set tab for second . &. From the left-hand marg1n,
column. - _space foryard once for every letter -
oo o " Min the IEXg§§t item of the fiyst

column plus*the number ofggfizes to
be left between, columns., Set a tab-
stop here for the second cgfumn..

7. Set rest of tabs. L 7. Repeat step 6 until tab STops
! , 7 have been set for a11 columns,
8. Type the table. o " 8. Start at le ft-hand marg1n and
ot : ‘type the tabulation hor1zonta11y line

. L ) _ by line.

J , : - NOTE: If the table is to be on a

. ' ' : * . page with word copy, the figure for.
' " step -1 would be. the. number of spaces
in the width of the word copy.
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CONTENT QUTLINE S L CONTENT DETAIL ANﬁ'TEACH)NG TIPS

E. Other details of tables "~  In setting up ruled tables use the
1. Ruled tables . underliner to form the horizontal lines,
S C. - ‘Make the. ru11ngs as the _typing Pproceeds
down the page. .

. Boxed tables . Yn a tabulation that is to be d1v1ded
' by both horizontal and vertical lines,
-~ . you can type the horizontal lines as
o you type the work or you can rule them
' later with pencil or pen. You can
N o . make the vertical lines by placing-a -
* : ' pen or penC11 in’'the notth of the
i - , cardholder, releasing the variable
e : o . S -+ line spacer, and turn1ng the platen .
RS v , by hand. :

N

3

3. Leaders ‘ Leaders in the form- of periods are
T "\ . used to make the reading of tables
easier when the  lines are long. For *
o T such a leader type a period after the
/ _ . * " 'last chayacter on the first line of
' " the colﬁ%h NkAfter the period alternate
spaces and pepiods across the line,
and stop one space to the left of the .
next column. The next line in the '~
| . colum alin&fits per1ods with those
v ” : of the leader above as followst\g
Bla1ne.JO§1yn e e e e e e 17
Kenneth Nickersons. . . . . . . .19

~:4. Use of transparencies, As mentioned before, transparencles
etc, in teaching _are very helpful in teaching this.
: s unit. - Duplicated copies should be

L A ot made -for -the student manuals. If an™

¢ Y . \ . . overhead projector is not available,

a movable bulletin board and strips .of .

colored paper denoting the lines can
be turned into an.effective teaching
.aid. Also, use of yarious ‘types of.

visual alds besides| the chalkboard

and colored chalk helps_li !
class.

el

L Suggested Refenrences:
, . Gavin, pp. 241-247. , !
' Hanna, pp. 479-481.. C
House, pp. 43-46,

_7 . Lessenberry, pp. 96-98, 140.
Rowe, 191 series, Book I pp. 87, 234-
240, -

40
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CONTENT OUTLINE

F. Assignment v

V. Skill Bu11d1ng
A. Typing
1. Warmup drill

2. Timed writing

.+ CONTENT DETA}LS AND TEACHING TIPS

»

: 2
\ After going through the

"\ tabulation distribute copies of a
¢ able-on a page by itse

a page with word cop

lesson on

°

1f, and-anothgr
y. Ask the

students to retype them: Move around

- the\ class and assist th
: d1f iculty.

Hand out a sheet of sen
pé@ing drill. Give the
few ‘minutes to practice.
count shouId be on the
the Qottom o{ the sente

The goy 1 of‘the student
is to f:uush typing a s
the inssructor calls. th
with 15 s\econds for the
-then call\thruw Have .

same sentepce in only 1
Check to sqe how many a
- If the majority are fin

ose hav1ng

tences for a
students a
The product1on
side ,and along
nces., *

in this drill
enfence before
row. Start

first sentence,
them retype’ the
2 seconds, Y

re finishing.
ishing shorten

up the time QIIOWed Give them three
tries at the same speed and then a i
break. This drill is good for a warmup
and promotes cbmpet1t1on

_Remind the students to\
of the sentences: &n thei
later se551ons v

\

place the. copy. .. _ ...

1r minuals for

* Have the students vse the typing

copy from the prev1i
timed writing. -~

\ .
You should have a fejNQXtra copies on

hand in case someone fo
been absent. Allow the
to practice the copy.

3-minute timed writings.

lesson for the

-~

rgets or ‘has
students time
Administer two- gy
Have _the

students check, recordp and hand in

the better coﬂ}
Go ‘over these copies.
reading is not good han

the students with the e
‘a different color

41
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bom‘mr OUTLINE

B.

‘.

e§horthand

1. Dictating

2. Transcribing

' ¢
a. Special directions

‘

.

b. Extra diectation

CONTENT DETAILS AND TEACHANG TIPS

Select a letter of about 120 words.
Preview each minute, sthen dictate it .
to the students at different speeds.
Allow enough time between takes for
the ‘students to check on outlines
which cause them to hesitate.
Occasionally ask them to read back

the previous minute's dictation.

‘After practicing each minute:separately
dictate the entire’ letter at dlfférent L
‘Speeds.

In ﬂsing a practice letter, dictate

it at a speed slow enough for almost
all the students to get it the first e
time through. Then dictate it at-a ="

~ moderate speed, and again at-a faster

speed. This will challenge all speed

‘levels of the class to meet their

goals. Now dictate the letter at a
medium rate..

In a review class the dictation rate
might be as low as 50, 60, or 70.
The more dictation the faster they
will move up, It is not where they

‘start but where they end ‘that is

1mportant '

 Select a letter for transcr1pt1on but

do not preview it, Dictate it at the
middle speed. '

‘Give a special instructjon for this

letter, such as having It sent by ~
air mail, , Tell the 'students that

. they should make a notation of any

such special directions, using-a red S
pen or pencil, This helps call it to

~ their memory when, they are finished

taking dictation.

If anyone did-<not get the dictation,
dictate another letter at a slower
rate of speed. All students should
have the opportunity of pract1c1ng ’
transcription,

Ask the students to refer to the
modified block style in their manuals
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CONTENT OUTLINE'. R ICONTENT DETAII;S' AND TEACHING TIPS

'\. ":“ g &
g ‘ ,/’3, and to follow that style for thlS“
- - - letter. ‘

* -~ When they f1n1sh transcribing the
o »letter, go over it with them. This
gives the students a .chance to ask
questions while any d1ff1cu1t1es are
w fresh in their memories. '
VI. Human Relations: Cooperation C00perat10n means the willingness to
' ' a . pull together with othefs-to achieve
a common goal.-.. Discuss the. various
. ways that good c00peration can further
. . -a secretary's career. You should
. cover the following points: .

Ve

A. Points to remember 1. As a secretary you need the
1. Take orders cheerfully. ability to take orders cheerfully
) : whether you like them or not. .
2. Cooperate with fellow 2. There are times when your fellow
workers. . workers rub you the wrong way, but
. - you must be cooperative and not let
personal feeling interfere. If you
are going to advance you must learn
to get along with people.

3. Do more than your share. -, 3. Dof't worry about doing more"
: than your share. There may be times
when a helping hand to you will make

N ;“l;} . - . " life more enjoyable. Coa
4, Accept difficult ‘ ~ 4, A willingness to tackle a
'.\cwsign@ents, difficult »ssignment or to do an
5 I " ' assignment over cheerfully will mark
= o R T you as a valuable secretary.

Visitors to an office can .tell: whether

e : - it is run harmoniously. This is the

RS -~ kind of atmosphere employers want and

' X they are looking for responsible people
who can: set a good example.

. . Suggested References:

T . To the prospective employee.
i Agnew, pp. 141-150,
: R Woodward, pp. 1-8.

I~
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" .Eesson 5 S L
8nglulz gﬂ’leclcamcs, g’roaf’zeaa’mg, |
gnvelopes, and groommg '

4

OBJECE‘IVES : N oy : :
‘ 1. To review shorthand theory, spelllng, and some Engllsh mechanics -
X 2. To increase typewriting, dictation, and transcnptlon skills’
i - 3. To introduce proofreading techniques :

4. To cover addressing o; envelopes )

5. To discuss good groommg . ¥

CONTENT OUTLINE . CONTENT DETAILS AND TEACHING TIPS .
I. Shorthand Review

A, Written review Give the students a’ copy of a review
B : list covering the material studied in
‘the manual. Have them write the
correct shorthand forms. Any they
have difficulty with they are to look
’ : up in their dictionaries. -Explain to -
‘ them that this is not a test.

1. Circle hard words. - Ask them to circle words they had '
‘ difficulty in writing. This will help
you in planning remedial work.

2..Go over test.  After all have finished go over the
: o review list with them. A transparency of
: the words and shorthand forms would

quicken the checking of the papers.
Have them leave the papers with you
as a basis for future work.

- h At the next meeting you can return
v ‘these papers. to them.
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. CONTENT OUTLINE . . CON'I‘ENT' DETAILS AND TEACHING TIPS

B. Extra dicta<ion , S If you have some students who have
a high dictation rate glﬁﬁ them extra
dictation during thi £ at a rate

' ;%: - - ; 'approprlate for th .
II. Typewriting g . ) 'fU51ng the copy froi th ‘ ; ﬁritings”'“
' of the previous lesson ister ‘two.
3-minute tests, after bW1ng time
. for practice. v »

A. Copy to be checked T Ask the st ents to check thelr c0p1es,.j

- : . to record their scores, and: hand in

'/, - the better copy., Proofread these
g © copies and_ return \ them at’ the next

se5510n. Proofreadlng is- 1mportant

t . ' Sghce the copy you g1Ve them is
. duplicated, they can practlce at
' ‘home. The more practicé on the same -
’ - o material the faster the .speed will
build up. Ask them to bring the copy
next time.so it ‘can be used then.

I1I. Spelling Test _ chtate the assigned list of spelling
. words to the students while they are :
at the typewriter. Remind.them to -
bring the list each week as they wiTl
rnuuneed~1t“fbr-check1n31*~¥ou -should-have-~ 4
. a few extras as everyone forgets once
”% in a while.

¢

A. Correction After they.have'checked their spelling
list give them time to practlce the
words they have difficulty in spelling
correctly. People who did not have =
errors can spend the time pract1c1ng

) the 3-minute timed copy.

B. Spelling rules = Go over another couple of spelling
rules with the class. Assign the
next group of words fdér homework.

v

IV. Proofreading

A. Importance . Explain that to proofread her own
copy is one of the hardest tasks a
secretary has. It is also one of the
most important. A great deal of
re5pon51b111ty rests on her when she
is doing this work. :
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JCONTENT OUTLINE

-

hY

B. Checking

A Y

1. Proofread in typewriter.

-

2. Read line by line.

3. Read pyecisely.
4, Dodblecheck figures..

'S, Read'fdr overall-
‘meaning.

W

3. s
T

R
G
ape

P

6. Watch spelling of
homonyms . |

'C. Correcting:
1. Make errors invisible.

o ¢

2. Experiment with
correction devices,

" sentence has been left out,
. does not_make sense. to_you, certainly . __

, .f -
| - | .
' CONTENT DETAILS AND TEACHING TIPS

A letter that goes out w1th an etrrof
is a reflection on the~bn51ness for -

which she works. The ohly tact -
many customers have with ablis¥ness

is by letter, - .

Empha51ze to the students the
'1mpor$ance of the following steps

1. Proofread an entire page before
removing it from the typewrlter
-2, Proofread line by line. Use the
. paper bail to mark your place on the
typed copy and use a ruler on the
shorthand notes.

3. Be accurate; ﬁon't skim
4. Check all figures tw1ce

5.. When you finish check1ng line
by line, read the typed material. again
for overall clarity. If 'something
does not make sense, check your short-

hand notes to se§eif part of the
Copy that

will not make sense to theé recipient.

6. Watch for words that sound alike,
for example hear and here. ”,

Instruct the studentﬁfthst\!hig they
find an error they should coryect it
very carefully. The fact that there
had been an ‘error should not show on
the original .copy. If it does show

the page should be retyped.
Lo 2

The students should know what grade
paper they are using, and should
experiment to find out which correction
device works the best on it. Also

they should take into consideration
whether the typed material is to be
duplicated, and whether a correct1on
will show on the copies.

Before preparing a piece of work to
send out, they should make a correction
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'CONTENT OUTLINE = A CONTENT DETAILS AND TEACHING TIPS

. . . .
‘: . ’ na o, '} on a 'trial copy and test it on the1r B
a. Avdid‘bmudgingff : diplicating equipment. Warn them '
- Lo o thagcwﬂen correcting ‘they should not
' remdve more than the character or
characters that are wrong, and should
o ' not smudge others on each side. In '
8 T S retyp1ng they should blend the retyping
4 o . in carefully. Also suggest that if
' ’ RS . an erasure is made they should move
_ . . the carriage to one side amd use an
. ' . erasing shield.

, In inserting an extra letter or
! - ' removing a letter the half spacer .
L ‘should be used

3. Reinsert éopy'earefﬁlly.'_ Copy that has been removed from the "
e - -, machine before an error was discovered
" .. © _ must be put back and ‘alined with an
' " 4 or 7 or period. Check the paper
. horizontally. Put the ribbon key on
; stencil and tap.1t lightly to be sure -
. ‘ e : the alinement is correct. Then return
B /- .~ the ribbon key to black and make the .
! o e correction, . N0
a. Give practice. o D1ctate a- group of sentences and have e
. P the ‘students type-them at the machine
T T 'asmthey~are dictated.---Ask-them-to--—-——-—-
T - : o remove the paper and then reinsert it
2 . and correct errors they made.
oLt \
. coo L Suggqétzd Refenences:
e © e s Agnew,)pp} 45-46 .

y -

Gregg,/ Applied secretarial practice,
pp. 78-80.
V. Dictation Practice . Select a brief form letter or a letter
A. An easy letter ‘ with easy phrases. Give the students
o - : ‘ ‘a copy of the letter and let them
- L preview it. -
1. Dictation fof:;peed ' ‘Dictate the letter in 1-minute

spurts, pushing for higher speeds than
.+ ordinary. Since it is an easier

letter, students should be able to

] . write faster.\ Drop down occasionally

< ., to control speed, to give them a rest.

. Have the students read back every 2

T or 3 minutes.. Check to be sure
\\ ' G . } that they are phrasing, and not writing
C : each word separately.
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CONTENT OUTLINE . -

VI.

_B.

A Y

2. Testing legibility |

t

;! Y

B

Transcyiption assignment '~

Addressing Envelopes

A.

B.

Follow postal regulations
on placement,

}. New state abbreviations

2. Special notations °

3. Attention notice

4. Return address

. Explain envelope sizes.

1. Business. size

R ‘ . .
52:’::‘\ .
SR
» >

Place other parts properly.

CONTENT DETAIL AND TEACHING TIPS

Have them exchange noteboo%i/aﬁd try
Teading each other's notes.” This

. stresses how important clear writing

"is to others. This also givés their
hands .a rest and allows you to know .
whetBfer they are getting it or not.
The time break also ‘gives them a
chance to ask questions~on words.

Dictate another letter and ask <them
to transcribe it for homewotk. This
will give them practice in'transcribing
cold notes, ’ S :

Th

According to the rnew postal regulations
all envelopes must be typed single-
spaced and in block form. " The Postal
Service is using optical character
readers that are programmed to scan

a specific area on all envelopes.i_ -
The address must fit into this area.

In typing the address use the new

state abbreviations. If an apartment

or room number is part of the address
place it after the street address, on =
the same line. Between the state

' and zip code we generally leave One .

or two spaces. :

For notations like AZrmail and Special
Delivery type three lines above the « .
address on the right side in solid
capitals. ' o y
Type the attention notice immediately -
below the company name in the envelope . . .
address, of two lines below the address:

Return éddreSSQ§ are printed on most
business envelopes. If it is to be
typed, start it three lines down from

the top of the envelope .and three spaces,

\

. in from the left. ‘It is to be block

style, single-spaced.

These envelopes are called No. 63.
The main address is placed 2 irnches
from the top and 2} inches from the

‘left margin.
g
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'CONTENT OUTLINE | CONTENT DETAILS AND TEACHING TIPS
2. Legal size o o This envelope is- iarger and‘is,

/  referred to as No. 10. - Begin the

/ main address 2} inches down from the

[ top and 4 1nches from the left margln. ’

¢

‘3. Materials for pradpice You should pr0v1de the students with -
o a list of the new state abbreviatioms
! # ' d for their manuals. Also give them a

L sheet of addresses (some with special '
/~omwe.nOtations) -and paper cut. the sizes )
‘ of envelopes so they can practlce the

/’ .
& : ; . rules just covered . e
r— ¥ . -

- 4. Materlalsafor teachlng : Use-transparenc1es ‘or a wall chart

; showing the different sizes of.
- , envelopes and correct placement of - '
Lol addresses. Check to be sure that they

; é [ follow the new regulations. Dupllcated
? ? o copies of the material on -the’ t;ans-
v BT ' parencies-would also be valuable .
- B TS ‘additions, to their manuals. »

e o ! . ' Sugguted Reﬁmncu:
T : Gavin, pp. 218-220.
N . House, pp. 131-132.

VII. English Mechanicse o 5Conduct a review session on the
- ' .+ punctuation marks at the ends of
sentences. ' :

The period s used at the end of a
complete sentence that makes a
_ statement, issues a command, or makes
.-—w - a request. Leave two spaces after
~ the period at the end of a sentence.
For an abbreviation leave only one
space after .the per1od

A. Period

P

e 2 TR e s

pots

PR e

B. Question!mark Use a question mark at the end of a
‘ direct questlon

C. Exclamation ?oint ' Use an exclamatlon point after a word
T : phrase, or sentence expressing
surprise, emotion, or command.

\/ Suggested References:
Agnew, pp. 577-578.
: Cleary, p. 9.
Henderson, pp. 51-52.

- Hutchinson, pp. 244-248.
House, pp. 70-71, 73. L.
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CONTENT OUTLINE SR CONTENT DETAILS AND TEACHING TIPS
L | Gav1n, pp 1 3,5. - ‘
B | / Stewart, pp. 213-224 . u v

VIII. Good Grooming B ,~Conduct a discussion on geod. grooming -
' and what it means to the student.

AV . B .
A. Cleanliness ’ In the discussion cover the fact that
' good grooming starts with cleanliness. -
A clean body is necessary beéfdke
attractive clothes. People with- .. -
offensive body orders will be avoided.
No one will tell you, so you must
i : guard against body odor yourself.

B. Hands : _ Hands are 1mportant They .show very -
o 3 - much ‘in stenographlc work. Hands
: ‘ ‘ ~ should be wgll cared for and have a
’ , I ©"  moderate shade® of nail polish. No
w - S ' ‘dragon'claws.' in an officel’ ~ ~ . ..
’ C. Hair B : Hair style should be oh the conservatlve '
S : . " side. There is a difference between
L _ - "a hair style for an office and an-
’ L after § hair style. :
D. Dress-. . = o Dress for the modern office, .although -
still on the tailored side, leans
more toward bright, but not flashy
colors. Clothes must be in good taste..
and of fabrics that do not muss durlng
_the day. One should look as neat at
. “5%o'clock as at U~

E. Continued care Take time on coffee breaks to powder ¥y -
your nose, apply 11pst1ck and comb '
_ your hair. -

Visitors to an office judge the . .
business by, the appearance of the
employees. An employer wants to feel
proud when he speaks of his secretary.




’// .

J

.fesson 6 o B
~v€"91¢31t gzemew, Qupltcatmg Wamus, o
; and Ofﬁce é’tlucs L

_ OBJE'CTIVES BEe
: 1. 'To build speed" and».:accur
To review use’of ‘commas,’.

" CONTENT OUTLINE

~

I.\\\Esglish Mechanics: The Comma

P VAT N

T 3 !
-.‘A. General rules

1. Series
2. Compound 'sentence

3.. Introductory word, etc.

B. Practice material.
' i

£

v

y".m typing and shorthand

2 pelhng, ‘and vocal Kd R
3., To explain how'to prepare a master for fluid up11cat1ng
4. To discuss ofﬁce eth'cs. goss1p

CONTENT DETAILS AND 'REACHING TIPS .
v -

Explam that the purpose of a c’omma _
ing. .'me.-stylesofm ——
a writer affect e number of commas ’
There are many exceptions to the _
general rules for use of commas.

The basic rules are: C -

- Three or more words,. phrases, or =

" . tlauses in a series are set off with

commas. . !

A comma.is used between clauses in
a compound sentence joined by and, but,
or, nor, or for

A comma is used after an introductory
-word, phrase, or clause.

DistTibute a sheet of sentences requiring
- use of commas, along with a sheet of
rules. Have the students fill in the
commas individually. When they are’
finis_hfed,..:fch,eck them either orally or
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_CONTENT OUTLINE - . . . comzm' DE'I'AILS AND mmxme TIES
) w1th a transparency. This wiIL give\'fji
. ‘Hh opportunity. for other uses of . .
) } -commas to be d1scussed T

qooeb.a-

Sugge&tzd aeﬂea
GaV1n, pp. 6-10

p. 504. v 5 RO
House, pp.- 61—67 e
Hutchlnson, Pp. 217-226
Stewart, pp.;" ) o

The typ1ng of'nnmbers correctly is a' . -

~ very inportant partwof_transcrrptlon._"”:

‘Numbers: in shorthand notes- are: written
in flgures, but ‘the: d1ff1cu1ty comes .
- - _ . in- the typing of the umbems.. If an

- AT co '~ ‘occasional number 'is’to be ty SR

o L - keeping' the han; over ‘the home.. row A

SRR .. of keys is the most accurate method. -

0 1. Pipe organ method . Ifa series of numbers is to be typed,

- S S o  or a statistical table is to be set .
o .. up, the quicker method is to take both

R . , ‘ . hands to the top row andqnot return -

sew ' S : - them to the home row amtil all numbers

o _ . o are typed. This pibe . ‘organ: method

| '’ will, after a little practice, increase

w~~-“~~~-~-~‘—~*~°~----w-""‘th’e"‘st’crd’eﬁt'“‘“:s"peea greatly.
Y : '

- o S Prov1de the students with. copy céntain-
' . ing several .groups of sumbers in _ :

v _ . tabulated form, three lines to,a group.

: _ Have' the production count at the end

’ - ~of the lines. ' .

2. Choice of sethod - Imnstruct them to set tabs and’ pract1ce
. .. typing the numbers in the first group. -

- They are to keep their hands over the

F . number row. At first this may s
ROV ’ awkward to them, but after a fe tries
TF they will find it easier. If it makes
S . #ﬁ?' v : a student nervous, don't-insist on

Sa s this method as the errors. that occur

’ will offset any gains made in saV1ng
time, .
After a practice period give severidl
l-minute timings o e first group‘
Have them record th§1r bgst score on

the numbers. Tell them this will
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.. CONTENT OUTLINE ’ o coN'rENT DETAILS AND TEACHING-T'IPS -
o . 1 .

o c ' become a regular part of the1r speed
A 2 . work. They are to keep the number .
. “~ ¢ pract1ce sheet in the1r manuals. -

~ o ' ‘ Sugguted ne&uencu-. o .'_' ; |
' - Lessenberry, pp. 72- 75. Lo '
Rowe, 191 series. Book II, Vbcatt Z

T offwe tymng, p. 78.

- 3. Proofreading - / " Hand back the speed tests eollected atb;plw
S the last session and.make any. suggestlons :
necessary  about proofreading. Be - ..

f x ' ... ' .sure to tell them how much:they have =~
T - _improved in finding errors. But also

: +caution.them about the needgo be very

careful in checklng copy. A

-

. . "‘". . . 4 -

"4, Speed test E Dlstr1bute a new copy of a. t1med
! writing to the students. Give them
an opportum1ty to practlce 1t.

Run two 3—m1nute tests. Test scores
may be lower than in the previous -
se551qp because it is new copy. This
is no angé’in copy is good
: b : - because the copy tzey use on employment ,
~ A , tests-will be new alsq. . This gives -
R : T them a fairer evaluation of what they
e e e would-do~ m‘an*‘e'ﬂfp‘rdfmé'nt-test
' > ) situation. ' e

.

‘Students are to record scores and add.
the copy to the manual.

5. Letter with tabulated .Explain to the group that in typing
materiil - - tabulated material in the body of a
: s . " letter the -tabulation should use the
margins of the letter. eref’ore{t

deciding on the margins of the letter,

- take the tabulation intdconsideration.
. You might want to use a longer line
) "o - ~ than. ordinarily. 7 .
. i , : “ . '
a. Indented on both sides In a letter, a tabulation is tndented
+ ' from both margins. In figuring the\///~
N o , starting point of a column or a _ | -
' ' column heading, don't forget these -
indentations. oo
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coﬁmm OUTLINE

] 6.

e
e
L&

. T
Letter for pract1ce

T
s 2 )

e
R

4

B,.Shortband bractice

1. Finding place in notebook A secretary should be able to f11p

4

a. Dates needed

‘)‘h
v

N

i

-b. Importance of clear

outlines

- ’ *
c. Diagonal line .after
transcribing . A

Speed level groupings

Use -of tapes and jecords

//,{v

' page in case the: employer wants. tg

CONTENT DETAILS AND TEACHING TIPS a“Jv

lee the class a hetter containing

’ tabulated material and ask them to -

copy it.  As they do, walk -around and
help those that need help.. These .
copies can also be put in the1r manuals
for - future use. .. gt
Sugguted aeﬂmeneu.. L
Lessenberry, p. 214, . A

‘e

" Rowe, 191 series;’ Book’ II, Voaatwnaz

of?%ce typtng; P- 144.; o

Ask the students to: turn thelr note-__.f:'
books to ti§ let'ter which was dictated

for homework in- the*pgevious sess10n.~

L In ‘case -any. were absent ask them t0.. ‘
“"take the dictation as the: other students
read bacgk the 1etter.'i~ T

" open her notebook quickly.f A rubber -
band around the pages up to- the last '
‘notes will help her db this.  There
should be 3 date on,the bottom of : each

check on-a letter dictated previously.
The ‘cover of the shorthand pad should .
carry the date of the first’ t'lzlcta'tlon,A

* and when the pad is filled, the ddte .
of the last dictation. In many of
the larger firms these notebooks are

.

' fl;pd when full,

When the class reads back these notes
it will help them realize that clear,
distinct outlines are necessary for

. the rapid reading of cold notes. °

6

The diagonal .line drawn across notes
that have been transcribed should not
Ainterfere with reading them back 1n
the future.

By this ‘time the class has :;ry-likely'
divided itself into two .or iree
speed levels. The instructor should:

~ provide dictation time for all levels, 'fgéﬁ

i o
h : i . e

The yse ‘of ‘tapes, records, and a short-
hand 'lab would makel#@fficient use of
the practice time.®~ " . 3

B . . »



CCONTENT'OUTLINE =~~~ = CONTENT DETATLS AND TEACHING TIPS~~~ =~

_?4. Instructor's timé divided You should spend equal parts of the .
b . . -dictation period with each level,

- - .- giving personal help. While you are
: helping one group, the other levels
{’l : » should take dictation from tapes or’
i " - records.
5. Tape cassettes : 'The instructor, if no tapes are

avallable, should make some, preferably
, : on tape cassettes. An inexpensive
) . A ' " recorder will work fine.
L_;;/fl 6. Listening rooms - " Arrange for one group to listen to
' ' . the tapes and have another room for a
group taking from records.

a. Written preview needed Be sure that you prov1de a preview
v ’ sheet for both,groups. Just dictating
T - - the preview on the tape is not: sufficient.
s : They need wrltten outlines to refer N
to also, T
-This extra preparation by you will be
- q@preciated by the students.

When you finish working with one group
. .they should exchange places with people
' B on records or tapes. This gives
- ) : . individualized attention to all in the
i*F_ class.  Fifteen minutes is.a long _

° _ ' . enough time on tapes or records. Since
: o the students are working people they .
- . . are 4lready tired when they come to
' class and their attention span is not
long.

Suggested neferences: ,
DoC speed development recards and tapes.

¢ DDC timing. record.
SV ‘ Gregg shorthand tapes.
'C. Transcription practice . " .“Select a letter that contains a few

lines of tabulated-material. Dictate *
it at a speed a little slower than
normal. Have the students type this

‘ " letter with one carbon~c0py.

_ Collect the papers and go over them
¢ before the next session. .




CONTENT -OUTLINE -~ - . - -~ -  CONTENT DETAILS AND TEACHING TIPS -

‘IIT1. Office Ethics: Gossip Discuss with the group the problem of .
: ' being ethical and not indulging in
gossip, but still remaining on a
friendly basis with fellow employees.

A. What is gossip? Where does the line come between being
- . . interested in your fellow employees
‘ and gossiping?

v . G0551p only leads to %;ouble Things
' are never told twice the same way by
two different people. Time spent in

" gossiping at the water fountain is
never regained.

B. Keep your lips sealed. {Any material dictated to you may be
: ‘ very interesting, but you as a secretary
should not talk about it. Your position
_ . carries with it & responsibility. If
i _ . - others question you, turn ¥ff their
‘ questions by asking something like:
"Why don't you ask Mr. Smith?"-

C. Office business should Business discussion should never leave

remain in the office. the office. It is so easy to say to
a luncheon companion, "I typed a letter
to XYZ Company, one of our largest.

\\ . customers.' But you should never give
in to a temptatlon to- talk.about °

. ) office business outside thgvofflce

' ' ' : ~ When you cross thé”office, doorsill

leave your office hat in the office.

IV. Word Study , chtate the list of assigned spe111ng
A. Spellingy/ . words. Have the students check the
: ‘test paper agalnst the duplicated .
/ . . list. Give themyan opportunity to
- write those they had difficulty in
spelling. .

. Go over the next group iof’ spe111ng
rules and give examples of each.
Assign the words to be looked over for

next;Week

i
‘M}‘

B. Vocabulary '. : - Covet: the vocabulary words and terms -
assigned for homework. Instead of -
having them type them this time, have
them recite orally. Many times a class

: : . will enjoy an old-fashioned definition

- ' - bee. A little competition’ never hurts.
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CONTENT OQUTLINE . . _ . .. . ..

V. Fluid Duplicating

A. Inexpensive method

B. Master set _
¢ 2 -’ .

-

1. In 'color, too -

C. For drawings

.

A

1

CONTENT DETAILS AND —TEACH»ING- TIRg —

Tell them which terms are to be stud1ed
for the next session.

. Before coverlng this unit you should
‘have all necessary tools and equipment
. ready to demonstrate as you explain

how to prepare tHhe machine and how to
cut the ditto master.

- Distribute a master set to each person.

&
First explain that a fluid duplicator

. is an inexpensive means of duplicating

materials. Usuajﬂy,materlal duplicated
by this method is-used within the firm
only. However, lists like price changes

- for customers and salesmen are often
. prepareéd thlS way. 3.

A fluid maSter, like carbon paper,
must be stored in a cool, dark place.:

;. Otherwise it will be ru1ned even

though 1ts appearance remalns the same.

-

' Most fluid duplicators (often called

dittos), today are purchased in the

- form of a master set, composed of a
. carbon sheet, a. 511p sheet, and a white

master. sheet. They can also be pur-

chased in color. This permits easy.
productlon of work in several colors.
The colors help draw attention to a
point you are.trying to stress. The
basic color of most d1tto sets is

purple.

Ditto masters lend themselves easily
to the drawing of diagrams and graphs..
The only instrument one needs is a
ball point pen or a pencil.

The slip sheet is used to keep the
master sheet clean and to prevent the

' rubblng of f of the carbon before typing.

To cut a good master the typewriter
must be cleaned with a good” type-
cleaning fluid or typing putty.

Remove the slip sheet and put it-aside.
Put the master set in the typewriter

r
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CONTENT OUTLINE .. CONTENT DETAILS AND TEACHING TIPS

PRI

. ' - i
' =t . closed end first, with the white side
toward the typist. Be sure the set
is even. If not, release the rachet
- and straighten it,

1. Touch - In using a manual machine, type the
’ * master with a firm, even touch. Hit
-“capital letters extra hard but guard
against skipping. ' )
2. Corrections’ Take~another piece of carbom from a
ditto set, cut it in small pieces, and
put them in an envelope. These are
- correction patches. When you make an
error correct the master on the back,
not the front. - -
. -~ . Z
a. Scraped , To correct, take a nail file, letter
~opener, paper clip, or razor blade
and carefully scrape the carbon off
the letter in error. After removing
most of it, finish taking the error
off by using a soft eraser.. )

[

b. Typed ' "Place correction patch between ‘the
master and the carbon sheet, with the:
carbon 'side of the patch-on the master.

. Type the correction and then remove '
"~ the correction patch.

If the error is on the 'lower fourth
of the page, roll the top of the master
down. Then scrape and erase’the
error ‘with the master in that position.
Next insert the corfection patch and

. roll the master to position it for

% +  typing the correction. This procedure
‘ prevents slippage.

3. Blank at top and bottom Be sure to leave at least % inch blank
at the bottom or top of the master so
it can be inserted in the machine.

Proofread the typed master carefully
before removing it from the machine.

v 4. No handling of carbon Handle the master as little as possible
\ because the carbon adheres very ’
qgsily to skin and keys. If you can
type with plastic gloves on, they will
protect you from carbon smudges.

Cey
("
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——- CONTENT. . OUTLINE-

E. Cleaning cream available

F. Ditto f&letterhead

[4

N4

“CONTENT ‘DETAILS AND TEACHING TIPS

A speC1al cleanlng cream is 4vallab1e
to aid 'in taking carbon off as you
wash your hands. - , s

Ask that each student think of the
name of an imaginary company where
she would like to work. Their assign-
ment now is to dreate a letterhead
that would pe appropriate for the
company and type it on a ditto master..
These dittos will be run off and the
resulting .letterhead will be used for
the rest of the course.

- Suggested references:
Agnew, pp. 386-392.
Gregg, Applied 3ecretarzal practzce,
pp. 348-352.
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* CONTENT OUTLINE
II. kules for Typing:ﬁumbers

, A. Use list of sentences.

\ L

B. Present the basic rules.

». b

1, Qne-to ten in words
ot

2. Dates .

3. Two numbers together

<

C. Use up-to-date reference
manual.

+CONTENT DETAILS AND TEACHING TIPS

Tell the students that generally in
business correspondence; numbers from
.one through ten are typed as words.
Numbers gver ten are generally in

figures.

&+

To ilIustrate the basic rules for
numbers writteh in words, use a -

duplicated list of sendgpices .

This list should have space between
the sentences so the students can
write in the rules as the lesson. -
progresses. This kind of guide sheet
. Will keep the attention of the class. -
focused on”the\rules.

o

Some of fhe general‘rules you should

discuss are given below. References
‘are given for the exceptions.

. : /. i
1. Numbers from one through ten
-are written in words.

2.Ina aﬁte,when the day precedes

‘the month it is expressed as an.ordinal

\

number. For example, third of June,
or 3rd of June. When the day comes
after the month it is a cardinal
number; fdr example, June 3.

3. When two numbers are used together
spell out the shorter one and write
the longer in figures.

Instruct the students that if they are
in doubt on how to write a number,

‘they should consult a good up-to-date
secretary's manual. Rules change from .
time-to time and it is important to
use the latest rule.. o

Suggested nefenences:

Agnew, pp. 595<596. - -
Gavin, pp. 73-87. ' -
Hanna, p. 707.

House, pp. 117-122,
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'CONTENT OUTLINE ' . CONTENT DETAILS AND ) TEACHING TIPS

III. Skill Building

A. Typing . :
L. Numbers : y A551gn the next‘group of numbers for
’ the student to practice. Then give
~ 3 one-minute tests on the numbers,
Encourage them to use the pipe organ
method
) 2. Straight copy: Te11 the class they can use either

: copy of the typing speéd tests in
-their manuals. Usually most of the
. class will change to a new copy. .After
h) the practice period administer two
3-minuté tests. Have them check and
record the1r scores.

B. Shorthand
1. Review - Start the class with a little compet1t1ve

review on br1ef forms.~

" 2. Push for speed_ Next, preview a letter that will be |

' used for speed -building. Remind them
that they are pushing for-speed in

-these l-minute spurts. Use the same
method as previously in pushlng them,
starting where they are, going up to
levels, and dropping back for control.
, .~ It is your job to encourage them on

< : each gain. Occasionally ask them to

read back their notes or to exchange

notes and se@ if they can read their

o : : neighbor's. .

3. English review ‘ "Ask them in reading back to spell any
' ' : words that are difficult and to tell
where the pumctuatlon marks should be
placed. Constant reviewing of - - -
punctuation the context of the.
dictated material is more meaningful
than isolated sentence review.

LR

Hand back the letters that were tran-

scribed the previous session and .

discuss‘with them any points they
S missed. . "

C.. Transcription : ) , ‘
o 1. Special instructions Include special directions about the
- ' C : - handling of this letter. Stress the
. fact that these notations should be

.
- 2 x
L=
6 [




f . Py - }J » ) ‘ \‘. - .
_CONTENT OUTLINE ' CONTENT DETAILS AND TEACHING ‘TIPS

: © written inred in the shorthand notes .
Y to alert the secretary when the 1etter
. - is transcrlbed :
2. Additioﬁal carbons Have the student make three carbons of
' iy - ~ this letter. ,Remind them that erasures. .
’ i " - on carbons to be mailed must be done

o : : W1th care. .

Do not time this transcription as it
, is the first they are doing with three .
= : " carbons. Always allow students to do .
o s A - . an exercise with new instructions
- N < - once-before subJectlng them to t1med
conditions. , o
: , Collect their carbon coples only and
' ' proofread them.

)

IV. Language Usage: Adjectives Remlnd the .class that an adJectlve is
' a word ‘that modifies a noun or pronoun.
There are two general types of
adjectives: = - '

A. Descriptive, Descriptive adjective, names a quality
: : or condition of the thing it modifies.
Examples: gray, Wlld cheerful

-~

B. Limiting ' L@mztzng adgectzve, tells ‘how many or
which. Examples: this, that, ,other, -

former. e

: . Where adJectlves are concerned .
. . . difficulties often arise in transcribing
a letter because the right degree of
- the adjective is not used.
1. Degrees of comparison There are three degrees of comparison
- for adjectives: positive, comparative,. °

) and superlative deFrQEE;;_

o ~ To make this unit easier for the
students you should prepare a list of
, .~ ~adjectives and ask them to write the
— ' ‘ three'degrees for each. As soon as.
' ' ‘they are finished, go over the degrees .
and use this as a basis for discussion
of the correct usage of the adjectives,

2. TeSt  aww. «-- ﬁrovide,the class'with a list of ‘
. T - . sentences offering a choic%m the

r @ f: ‘5?‘_ o




"CONTENT OUTLINE

V.

g
2

1

/

Telephone Techniques

CONTENT DETAILS AND TEACHING TIPS

degree of an adjectlve to be used in-
each sentence. . As soon as they are
through making their selection, check
and determine whether more work needs
to be provided in this umit.

“Suggq,bte,d )}.eﬁmencuz

Gavin, pp. 163-165.
House, pp. 51, 62.
Stewart, pp. 129-135.

A golden voice on the phone is worth
a million written words. As a
“secretary you g1ve an impression of
what your company stands for to the
general public. To many of your

" customers or clients the only contact

A. The basic rules’

1. Think before speaking.
2. Use a cheerful, warm
tone. )

; B. Incoming calls

1. Answer promptly.
2. Keep pad and pen ngfdy,ﬁ

2alt

o

3. Identgfy yourself when
answering.

x

S w64

©7_ message.
-~ .of the caller's name correctly, and
", the correct phone number, if a call-

they may have with the company is
through the telephone.

Perhaps the most important ﬁuleé.are:

Think before you speak. Onde you say
something you can not erase. it.
Your voice should sound like a cheerful
smile. It must radiate warmth. You
must sound as though you are glad the
person has_called, regardless of how
busy you may be. Sound as though you
are happy to be of service and inter-
ested in their problem.

Discuss the following rules on incoming
calls with the class: '

Be sure to answer the phone promptly;
no one likes to be™kgpt waiting.:

Keep a pad and pen ready to take a ,
Be sure to get the spelling

.-, back is to be made.

Identify yourself immediately as, for
example, Miss Jones, secretary to Mr.
Jackson. This saves time, especially
if a wrong number has been called.

58
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CONTENT OQUTLINE CONTENT DETAILS ANDK;;;SELNG TIPS

o 4. Speak clearly. - Speak clearly and distinctly. The 'y
transmitter should be about an inch
from ypur lips. ' ‘

5. Be tactful. - - Try to learn the purpose of the call

without being blunt. Ask, '"May I tell:
Mr. Jackson who is ca111ng’" not just
"Who is calling?"’’
6. Don't give personal Do not give out information indiscri-
" information. *‘ minately. If your employer is busy. . -
or out of town just say he's not
_available and ask if he can call back.
. Give no particulars. Some people use
i ) the phone to get competitive information.

(4R

7. Keep your phone covered. If you leave your desk, arrange to have
, 'someone cover your phone. Lost calls
] . can mean lost business. If you are
covering someone else's phone be
sure to state your name and the name
of the person for whom you are covering
- when you answer.

-

8. If you leave the phone * If while speak1ng on the phone you
tell the caller. °’ have to leave to look up information,
tell the caller. If it ‘will take
several minutes, ask 'if you can call
back. When you return to the phone _
N ' be sure to thank the person for waiting.

C. Qutgoing calls Point out that a list of frequently
' " called numbers and their area codes
v should ‘be ﬁept, in alphabet1ca1 order,
o - by the pho . ,

Some rules for outgoing calls are:

1.>Verify number called. If there is doubt about a number be
: sure to look;it up.

2. Handle the -phone propegly. Dial céﬁqully; Hang up the phonev
, ' ' gently. Slamming'a réceiver down is
like 'slamming a door after a visitor.
3. Don't forget about time In making calls to other time zones
' zones. _ remember that the other office very
‘ likely has hours different from yours.

4. Be economical. . ., Make a call the most economical way.
If a call can be pusﬁ?hrough stat1on-

c 65 )
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CONTENT OUTLINE ' * CONTENT DETAILS AND TEACHING TIPS

.
o , to-§tdtion the rate is less than a call
: < 4 to a particular person. If the person
' " you're calling is in and out of his

off1ce, a person- to-pers%n call may
be cheaper. For any call, dialing is

\ cheaper than having an operator
connect-you. ‘
D. Other types of calls ‘Some” of the other types of. calls they

may have to make include: collect
calls, conference calls, and -

-

. s ' picturephone calls. All Qf. these Wlll
T . ,requ1re assistance by the perator. o
Etfﬁractice precedure *. - " An excéllent’ way of pract1c1ng the
. N handling of telephone calls is by use of
B : : a set of phones and the aecompanying

SC;;B},Wthh can be obtained-from the
phone company. This allows three
_ , : students 'to practice calls at one ’
! time, two om the phones and one as the

’ : ‘ SW1tchboard operator.
. o ;Regardless of the age of ‘the students,;
- o ’ - all seem to'enjoy .this method of

covering telephone techniques.

™ F. Booklets available ©+  There are several booklets’
_ a can obtain from ‘the telephoriggiipany
~~_ - .. that can be passed out to thedfass.''
. Using these booklets as guides one

g' ‘ B ) . . can enrich the teach1ng of this un1t

Sugguted !Lenejcencez;
Agnew, pp. 211-232, :
. Gregg, Applied’ secretarzal practzce,

. pP. 2232;39 o

. , Free booklets: =~ '+ - .
: . -/ ‘ How to succeed in business by. telephone.
. ’ | ) v Your telephone personalzty - :
VI. Increasing Efficiency ’ DlSCUSS W1th the class.how they can

increase their efficiency’ and make
their workloads easier by app1y1ng
the fOllOWlng rules: e

A. Do one task at a time. | Keep ‘the’ top of the desk clear of ali
papers except those needed for the ,

-




CONTENT OUTLINE

L

‘w

C. Organize your desk top.

'

. _'D. Organize the drawers.

E. Cover work when leaving.

F. Keep a good stock of
stationery )

T

B. Piék'ﬁh 3§ter each. task. .

\

CONTENT DETAILS AND _TEACHING TIPS

i eaiate task at hand A-cluttered

‘desk makes for a cluttered mlnd

- When you finish one task take the.time -
to ‘put things away before starting
another. Thi¥ way papers will not be

. misplaced: e will not be lost

,locating them later. It-does not take
"nearly the time to pick up after one
job as'to sort materials and pick up
after several jobs. .

kY

Have only thelnecessary reference

"books on the top of the desk, -along

4

with a calendar and telephone message
pad. Arrange these items so you have .
as much working space as possible.

Arrange desk drawers so materials and
supp11es can be found qulckly

The middle drawer is a good place to
keep supplies like pens, pencils, paper °

.clips, rubber bands, ruler, scissors,
~and a’ letter opener. Also you can

61

6

use' this drawer for folders marked
Work in Progregs and Work to be Done.

Do not 1&ve work uncovered o top of
the desk when leaving the room, whether
it is to take dictation in an inner .
office, or to go elsewhere

Keep a good stock of statlonery Do
not wait until the supply is exhausted
- before ordering. Take an inventory

of supplies once a week. Time can be
lost and important work held up because
of inefficiency in ordering.

The third drawer is a good one for the
secretary's personal belongings, such
as gloves, purse, tissues, etc.

Suggested references:

Agnew, pp. 41-43. - ~

Gregg, 4/plzed 3ecretar¢al practice, .
PP. 119 123.
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o .Eesson 8

Englzsh «.moc/zamcs, gﬂpp[ymg fa’z a g‘)osztcon,
. and go’zm .Cette’zs '

OBJECTIVES: ° - ' S
1. To'review English nechanlcs and build stenography skllls '

-2, To-discuss applying for a position
3. To continue review of words -
g © - 4. To.cover ‘form letters ' v
5. To review mimeograph stenc1ls and other duplicating processes
6.  To discuss use of tact - T : -
o Ut . e
3 - _ | § S
CONTENT QUTLINE B CONTENT DETAILS AND TEACHING TIPS -
I. English Mechanics - In reviewing with the class’ cover the
A. The colon ‘ : . main rules on use of colon.
1. Rules L. Use a cqlon? — o >
' between clauses in some cases,
before lists and enumerations,
-~ in expressions. of”time and
. . " proportion, and .
. o S after a salutation™in a letter
g mixed punctuation
2..I1lustrations Use* theiéhalkboarQ and distribugte
. ) sheets of }llustrations of.these ~ .
rules : ' . R
. Stress the fact that the colon and
" the semicolon, like other puncutation =
marks, are used to-make the meaning
- of a Sententerclearer ) ¢ '
vy “ B, The semicolon . Cover the rules that govern ,the

semicolon. o ° -

/o - - ~ '68”
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CONTENT OUTLINE ; . ‘ CONTENT DETAILS AND TEACHING TIPS

.
1. Uses of semicoloﬁ’ﬂ#“’ A semicolon is used:
- v . To separate a series of equal
CA elements containing
, - commas , -and
o ‘ o ' To separate -two main® clauses not
o Lo s joined by one of the coordinating
’ ) conjunctions (and ‘but, or, nor,_'
- ) for) .
» ‘
‘2. Examples for practice ~  After discussing the colon and semi-
o : . colon separately, prqvide.sentences
} v . ' ) requiring the insert§§n of these
8 " punctuation marks? Ask the€ students
L . to type the sentences. As soon ‘as
, ’ . ~they are finished check the work C
with them. :
L o— " Suggesded Re ferences:
/ ' Balsley, pp. 33, 46, €8.
; Stewart, pp. 172- 173 182, -
II. Sk111 Building .~ Have the students practice the next
. A TyP1ng numbe rs ’ group of numbers, u51ng the pipe
o - ' organ method. -
1.-1-minute tests After_a practice period give them

3 one-minute tests. They are not to
have more than one error per minute.
Have them record their best score.
“Inquire as to theé progress they have
_ : made. Hoy many are now typing the
= , numbers at one-half or three-fourths
. . - the speed of the straight copy score?
v . *  Be sure to give them praise-for any
’ improvement. .
B. Sherthand , Hand -back the’carbons collected in.
. 1. Discuss prev1ous . the previous session. Discuss any
51gnment ‘ uncorrected errors. Did they ggllowﬂ
<. the special "instryctions in-handling
s : the letters? How neat were. the
” ‘ - ' “corrections-on thé carbons?

" Stress the fact that it costs $3.82
: : to send a letter and that corrections -
, . must be made neatly to avoid the
: additional ense of typing a letter
over a gair%?p ' ‘
‘ ‘ . If possible, divide the class into
A R sections to use the different d1ctat1ng

a1ds avmlab{e

‘ "J\\*kéﬁgr ' . 63 a _‘/. : | 'm.
) ‘ - - - v N N 4 / . o+ . t 4.‘
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CONTENT OUTLINE " CONTENT DETAIL AND TEACHING TIPS

2. Give ‘new dictation. - Preview the material to be dictated
and push for higher speeds. Give

N ' them an occasional rest by having them
tell the correct punctuation for a
tricky sentence, or the spelling of a
' ‘ _ + difficult word.
a. Reading back of a Before dictating the letter ask them
cold letter to turn to a date several weeks before,

. in their shorthand pads, and to read

aloud a letter dictated on that date.
‘ , This will reinforce the necessity for
g : : writing distinct characters of correct
C proportions.

- C. Transcription ' - Select for transcription a letter
et - that can be transcribed using the AMS
NN , Simplified letter form. Ask the
students to refer to their sebretar1al

manuals for this model.

1. Timed production Tell the students that they are going
: : to be timed and that they should raise
their hands when they finish typing
the letter. Then they are to practicé
typing either numbers or straight -y
copy until all students are finishe

On your class list write the number
of minutes it takes each student to P
transcr1be the letter.

2. Production rates After all students have finished, ask
' them to determine their production
rates and compare them to their
straight copy rates. They -should

try for a time of 50 percent of the
straight copy rate. Some will go
faster than this, but most will equal
the 50 percent mark or will take more
time than that. B

Timing will force the students t&
realize how much time is wasted in_
- erasing, in looking for materials,'.. .
: . and becausevof poorly written out11nes.
" . .~ The production rate including all
. these delays is the rate of speed ,
¢ they would be -working at in an office .
' situation.

; 7Y | | S
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"~ CONTENT OUTLINE L CONTENT DETAILS AND TEACHING TIPS

If time allows check over the
transcripts in class.

"III. Applying for a.Position . Start by discussing the queftlon,

A. Types of opportunities "What type of position do“you want?"
Also: "Where are you going to be
: . happy?" -
. 1. Starting positions The. studnts should realize that

most secretaries in their first

positions may take jobs different

N from secretarial work. These could

2 . include jobs such as clerk—typlst
typist, transcription operator, or
junior secretary. As they gain
experience and show their ability
they will usually be advanced.

2. Advancement Most secretaries have 5 to 7
P : - years of experience when they.become
K . full-fledged secretaries. In small
' ~*  offices the opportunity to step into
' a secretdrial position qu1ck1y occurs
more often. ) —

B. Type of firm . Other pertinent questions include:
' What are the students' interests?
Are they interested in banking,
; retailing, magufacturlng, law,
medicine, or some other specialized

f1e1d7
C. Size of office Do they prefer a small office or a
1. Small : large one? In a small cffice the
. secretary has a greater variety of -

tasks to perform. A secretary may
be the whole office force ,in a small
office. Those secretaries who like
- the freedom of working alone and .
~doing a variety of tasks would be
. happy in a small office.

2. Large . ‘ A large office can give one a feeling
of importance and a title on the
desk. A person who likes working
with othersssiould probably like a
large office.

D. Location of office The location of an office job also
. ’ play$ a part in the selection. Do
you have to stay in one location?
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CONTENT DETAILS AND TEACHING TIPS i %

E. Other aspects ¥f employment .-

e

F. Job leads
1. Friends

2. Newspapers

3. Employmeﬁi'agencies

4
4, Civil service

G. Personal data sheets

Do you have a car? If you have t
rely on public transportation theﬂ
your job ch01ce is very much narroWed

Large city f1rms ‘usually requ1re more
formal dress in their offices than
their suburban counterparts.. And,

the more formal the dress, the more
costly. Parking in the city can also

_eat up the{pay check.

66
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On the oth¢r hand, driving to.work .
into the sgburbs is an expense.
However, this expense is sometimes’
repaid by extra fringe benefits.
Whenever two opportunities occur at
the same time you must balance the
net adv tages of one against the .
other.

One of the best sources of JOb open1ngs.
is through friends .and relatives.

They may work in an office which has
an-opening or know of another office
which has one. Many very good jobs

are not advertised.

Newspapers are common sources of job
leads. Don't overlook the school
plaeement service. Personnel offices
of large firms are good places to
apply for‘a b051t1on

Private employment agencies charge a
fee, usually one week's pay. But in
some instances the firm that has the
opening will pay the cost. The New
York State Employment Service helps
find jobs in private and public
employment, without a fee.

Federal, State, and local civil
service offices offer more sources
of free contact with job openings.

The students should prepare personal
data sheets for themselves. - They

will need these whether they are
applylng for a job through a newspaper
or in person. ~Prepare a guide sheet
to show the arrangement of a data



CONTENT OUTLINE

1. -Content of data sheet

2. Assigned sample

H. Application letter
b

1. Content T

2. Length

IV. . Word Study
A. Spelling

CONTENT DETAILS AND .TEACHING TIPS

sheet and distribute copies.

. 4
Discuss the following parts of the
data sheet with the class:

Name ' © Work experience

Address: Work references

Telephone number Height

Age : Weight &

Education Marital status

Extracurricular Physical condition
activities )

You should suggest that the students
type a copy of a personal data -sheet
and submit it at the next session.
You can then make suggestions on it:

- (Return it to them individually as
it is confidential. ) .

Besides the data sheet a JOb app11cant

should include a letter, if the v
‘application is to be made by mail.

This letter should contain the
. following points:
* The source of the lead to the
opening
®* Why you are 1nterested in
working for, the firm
® Your qualifications
®* The date when you can begin
. Your name, address, and
telephone number

Do not use "a long letter. The
details needed are on the data sheet.

Suggested References:

Agnew, pp. 531-533, ¢

Gregg, Applied eecretarzal practice,
pp. 474-476.

Dictate the next spelling list to the
students at their typewriters. Check
the papers and discuss reasons for
errors. Give the students an
opportunity to practice those words
they had difficulty in spelling.

Assign the next group of spe111ng
words to be stud1ed

67
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'1 cate vocabul ry _' N
¢ homeggrk and A o
students Ao write quefrﬁi 'on/*' .
Ii'\le%dh 6f - -
3 swers,.by. calllng
-? &tu’read thelr definitiong.
- fﬁqﬁne ‘t'oﬁ‘Voc qlary wards W1th

{ B Vocabul

V. gForm'lettéféfj.j o SR ’Introduce the fq;ma§ tter and streSS
E ', _'%  .its usefulntess ‘if an.office that
o R ‘v, -Teceives many _equésts fbr the same
‘ R Lot ‘f;'1nformat1on __aln1how it saves
T L time. T T ’

A. How used . ‘ In using a form letter the secretary
¥ ‘types only- the current date’ and the
inside address and salutation® The
rest of the message 15\1nc1uded in
the duplicated form letter. The
secretary uses the same typewriter -
that cut the stencil so the letter
Wlll look like the original typlng

C e )
B. Sample for fanuals You may wish to give the students a
. copy of ‘a form-letter for. their

manuals.
’ Suggested References: k
' ' Agnew, pp. 115-116,
Gregg, Applied secretarial practnqi,
pp. 108-109.

VI. Preparing Mimeograph Stencils = The easiest way to teach this unit is,
to:distribute a stencil to each
: L student. Explain that when
' mimeograph is used, several hundred
copies should be run or the process
may be .meconomical.

A. The stencil The stencil consists of two parts,
the stencil sheet and the backing
sheet. A cushion sheet is placed
between the two to ease the reading

e of the stencil after it is cut. The
« S cushion sheets are usually in a
separate folder in the 'stencil tox.
x?_ Some manufacturers place protective
- ‘sheets between stencils so they will
( ‘not stiek together.

» ¢ €
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CONTENT OUTLINE .. . o CON'I‘ENT-DETAILS AND 'TEACHING TIPS
R _— \ . ‘
1. Film sheet Stencils with f11m sheets are slightly

A - more expensive. A film sheet can be
L ] placed over the stencil when typing T

' it, to avoid holes which might be -
made by ofs and periods . and other
.- characters. -These holes are ~
. more. 11ke1y with a manual machlne
4  In doing a rush. job, you
cleaning the type.by using a. f1 T
sheet over the stencil. It is not
: . the best practlce but it can be- done-'
¢ . ”O
" 2. Clean keys needed - In order to get good stenc11 copy,
' the keys should bg cleaned with &
plast::>l r liquid cleaner.- Using a

brush ajlone just transfers the dlrt‘kf‘
, from one key to another o

3. Typing the stencil . To type a*stencil put the ribbon key
: on gtencil. Put.a sheet of paper in
the machine and hit. enough keys to be
sure that all dirt has been removed.
Check the capital letters especially,
‘ y as dirt sticks hardest to them.
4. Cleaning demonstration  Demonstrate the cleaning of the
S "machine and then have the students -
clean their machines. ~ :
B. Planning copy ’ “Next, draw the attention of the
- students to the lines on the stencil.
. All typing must be done within' the
* : A broken lines. Explain to them that
the copy -should be typed .in rough
form on a-sheet: of paper before
typlng the stencil. Use the same
margins thpt w111,be used on the
stencil. . , s

Th’ls planning I makes for-better
flnzshed~dopy One broken vertical
line on the stencil is the centering

) . line. Plan to arrange equal amounts
of material on each side of this lipe.

C. Typing copy A ‘ If the copy is to be run off on

’ 87 x 11 paper, the typing must stop

before line 60 on the stencil. If

. A legal size paper is to be used, the
. ' typing may extend down further.

/75 A
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CONTENT OUTLINE T - CONTENT DETAILS AND TEACHING TIPS

1. Avoiding holes _ When typing on a manual machine, yse
o v a lighter touch on o, e, ¢, period,

- S : and other characters that might cut.
holes. Cap1tals usually have to be
hit harder. - Check to see that.the
carriage does not move an extra
space forward when hitting the capitals
harder.

After cutt1ng the stencil, proofread

it line-by-line. Then proofread the
entire page for overall content before .
removing it from the machine. |

ff'w ® Roll the stencil upward in the

S typewriter If a film sheet
T is used bring it forward over -

2. Correcting errors - In case of an error:

. Vi the hood. ' .
“ .+ =% * Burnish the error by rubbing
' SEIEIE R gently with a paper clip or

the smooth end of a pen.
® Hold a finger between the
stencil and the backing, and
apply a drop of correction
fluid-on the error. “Apply
* only a small drop and use a
vertical stroke.. Let it dry
a minute. o
' * Replace the film sheet. Position
~the carriage and retype the
error ‘using a light stroke.

3. Major error = In case a major error has been made
or a change in copy is needed and
there 'is no time to retype the whole
Stencil, cut out the paragraph
containing the error. Then retype
the paragraph on a.new stencil.

Now cut out this paragraph, fit it
into the hole in the original
stencil,"and use m1meograph cement to
affix it in place. This must dry for
a while, but the secretary can be
doing other tasks wh11e it is drying.

N v

D. Drawings and writing: : Using a stylus\one may draw or
- o~ ' write on a stenc11 Various kinds
N A ' ' and sizes of styli” are available for

o art work. In having the employer sign .-

R 70
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1. Mimeoscope

E. Storing stencils

1. Stencil-for practice

" . -
VII. Other Duplicating Processes

A. Special uses

. B. Quantity produced

&) et

- ‘master or stencil from typewritten

w

CONTENT DETAILS AND TEACHING TIPS

a letter on the stencil use either a
stylus or a dry ballpoint pen.

An illuminated drawing board (called
mimeogcope or light box) is used in
doing art work or dlagrams on a
stenc1r

A stencxl may be dried on a mimeograph-

folder or on newspapers. It can then
be placed in the files and reused at
any time. ,

Ha§e the students type abform.ietter
on mimeo stencils. As soon as they

. finish; run them off so they can see

the entire mimeographing process. .

Suggested References: e

Agnew, pp. 366-377. :

Balsley, pp. 333-335.

Gregg, Avplied secretarial practzce,
pp. 352-356.

Techniqueg of mimeographing.

o

"In an office of any size you usually

have a photocopler This device
ranges in price fromw$25 to thousands
of dollars. Some have ‘special u;es
bes1des ordinary copylng

-Some are suitable only for making bne.

or ‘a few copies of a letter to be

" sent out, or a business paper received.

Another type will produce a ditto

Some models require the

use of specia ight paper.

In preparing a letter-for duplication,
be sure that the typewriter is clean
and the ribbon dark. For corrections
use a liquid made especially for

this process. Corrections made
correctly will not show on the
duplicated copies.

(i
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-

¢

VIIIL Personality Deve10pment Use
’ of tact

A. Under pressure

B. Criticizing

)

"

te

c. Suggestingl

D. Demonstration helpful .

° ‘Up her work schedule.

72"
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If there is an electrostatic or

-~

infrared copier in the school, arrange
for use of the room for demonstration.

Free teaching aids can be secured
from the Multigraphics Division of

Addressqgraph-Multlgraph Corporation,

. the Xerox Corporation, and other
- manufacturers: of dup11cat10n

equipment.

It is necessary for an executive

.- secretary to have a great deal of

tact. All day long she deals with

people-ﬁcgzgrkers, customers}&and
her empl oye X

She is under much pressure in keeping

Nevertheless

she must take time to speak to others
as she would wish to be spoken to in

their place. o

A salesman must be - made to feel

welcome even though he comes unexpect-

He must -leave with a feeling that

. edly and the employer cannot see him.,

the secretary was sorry she could not

work in an appo1ntment

. A secretary occasionally has . the

unpleasant task of criticizing
someone else's Ywork..
this in such a way that thé péﬁson
realizes the seriousness of th

mistake, but does not resent be1ng \

called to task for it. Q:*w

3 A

An executive secretary may be:iq;a
position to make suggestions to her

She, must handle

4

employer that differ from his (or her)

opinion. ' She fiust make such

suggestions very tactfully, not as

criticism, but as suggestigpns.

A tactful person is- appreciated.

Coworkers will work harder to please

someone who is considerate of them.

L |
o

\

e
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CWO’!J Stacly, gzepo’zt ‘Wm;ng, - .
~and Work Stanclauls - .

OBJECTIVES
1. To cover a unit on word study ‘
2. To continue d1scuss1ng interviewing and employment
3. To administer an emmployment, test or cover skill building
4. To review report writing \
5. To teach how.to do fill-ins on a formiletter
6. To discuss work standards \

\ “\\ .
CONTENT OUTLINE : CONTENT DETAILS AND TEACHING TIPS
. I. Word Study A ) Test the sthdents on the words assignedf

A. Spelling for homework. Check the answers q\e

discuss the difficulties. Explain
~that this is the last group of words

they will have to study@din this course.
At the next session thé rules that
///// they have studied will be reviewed.
"B. Vocabulary Dictate a definition and ask the class ~

to write the term that it describes.
Check the answers with the students.
Praise them for the work they have
»done ,

II. The Job Interview Stress the.importance of an applicant
thinking through what she is going to
© say in a job interview. Suggest that
they plan a campaign to secure the
position they are applying for.

79
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CONTENT OUTLINE

- A. Prompt arrival

1. Supplies

-k

’

B. First impressions

» * -I"
‘ e T
1. Care in appéarance

2. ﬂéir

[4

3. Handbag'and gloves

b

CONTENT DETAILS AND TEACHING TIPS
Caution them to,arrive ahead of the
time set for .the interview. If the -
appointment is. for ? 30 and it normally
takes 30 minutes to reach the firm,

the applicant-should plan on 45-50.
Unexpected events have a way of
happening dt the most cr1t1ca1 ‘time.
Arriving a few minutes early tells the
prosPectlve employer that the interview
is important to the applicant. )

Sincé the prospective employer may, .
give a shorthand test, it is best that
the applicant take along a shorthand
‘pad,; pen, and eraser. These can be
carried in the applicant's handbag.

It is also desirable that a copy of
‘the data sheet be brought.

First impressions are lasting. One
should .be poised, confident, and well
groomed dur1ng ah 1nterv1ew

Appllcants should Iook as though they
had just stepped out of a bandbox,
‘'with well-pressed clothes, and a Clean
- look, especially nails and hajir. Dress
should be basic and in good taste.

The hair should be attractively
arranged but:not in-a way which would
interfere thh working efficiency.

An employer likes to see two eyes of
. his employee, and the secretary needs

" both hands to do her work, not hold

the hair back.

Tﬁe'handbag should be of modest size
and well organized. Don't put the
handbag on the employer's desk. *

Gloves aré optional depending on how
forma) the office might be. @If in
doubt, carry themy»

, ‘Makeup should be kept to-a minimum;

the employer is not hirifig an actress.
Heavy makeup is not appropriate, any
wmore than is gaudy nail polish.

74
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¢

5. Clear voice - When asked questions give a clear
distinct answer. No one wants a-
secretary who is going to have to be
asked everythlng twice. Time is
expensive. . ™

‘6. Questions , ' If the applicant has questions ‘she .
- . ~should be sure to ask them. But she
should avoid a‘ What can I get attitude.
An applicant wishing to work for a
company because it has good’ fringe
¢ ' - benefits is not all the employer wants
to hear about. What about . fact
_ -that the company has a good ™putation
' ’ : : . in the business world? Or that the
55 : ] firm is proud 6f itsgemployees'and
' - their progress, and is a firm where a
- ~ secretary can build a good future.

v

1}

. 3 . N 4 ] [ . . . .
C. Concluding interview At the conclusion of the interview the
e -, applicant should thank the interviewer

' - ‘and express the hope that the f1rm

~

‘ will ‘contact her.
- D& Presentation in class A very good way .to present this,unit
1. Guest speaker .. in class is to have a, personnel director
e o ' as a guest speaker. This gives the
’ students an opportunity to receive
P - .. . information.direct from a person in
the field. Also there may be questlbns
they would like to ask.

.

. 2. Role playing s "Another good: method of presentation -
' after the subject: content has been
covered is role p1ay1ng Have one
student take the part of the inter-
viewer and one the part: of the Job

/! - - S applicant, . .
* - The rest of the class w111 ‘take notes
— ' .+ as the interview progresses. A

« . *discussion will result and rthen another
- pair of students become the actors.’
Afteér several perform, the ipstructor
should become :the. appllcant and do
‘most everything from a negative stand- -
point while the students find the

" . . errors. g A

3. Free references . -~ There are several free materials you
“ ' can obtain for the students on gnoomlng
and Job 1nterv1ews.

y ’ .

.

75 . | | \

) . o ' v N . -. - “ ’ M . K
e . . oo -~ f,8:l . _ o .




R .
”
- - .
‘%3
: .

CONTENT OUTLINE. - s - . CONTENT DETAILS AND TEACHING TIPS

S T : .- Suggested heferences: P

' -Agnew, pp. 533-546. ' ' _

‘Gregg, Applz secretarial practtce, . 3
pp. 463-47 )

Mukzng the
(Free) —_—

To the progpective empZoyee. (Free)

Vlsaggl. .

at of'your_job interview.

III. Employment. Test .~ . . At ¥NIs point'in the lesson.you have
‘ o Lo -the choice of gdmln tering an employ-

T S . o “ment test (typing,-Shorthand, 'English
" - grammar,qpunctuatlon,vand spe111ng) or

proceed1ng with skill building.
A. Mark the papers and return': If you g1ve the test, mark the papers
* them. . and return them at the next session so
' ' the students can learn from the

’ - experiencgy..’ ~

S - Suggested neferences:
- ) Fisher, p. 209.
' " Henderson, p. 186.
Krulik, p. 349. -~ e
Mulkerne, p. 151. '

-

P

¥

IV. Skill Building . Ask the students to use the pacing
+ - A.. Typewriting . . _ sentences in their manuals for practice,ﬁﬁ
1. Pacing sentences . or give them-a typewriting rhythm -~ '
' record for limbering up. Either one ',
‘ Y will force them to type at a higher -
' speed. If you use the recQrd stop it
after a minute and let them rest until
they get used te typing to music.

-If a typing record or tape 1& not
. available, use a regular march record.
- Ix starts the class off on a peppy note.
2. l-minute tests ‘ After the pract1ce per10d give the
J . 3 ' usual l-minute tests on figlires. Check
- t ~ and record scores. Note the 1mprovement
- % . ) " and g1ve pralse accordingly.

3. 3-minute tests Now_tell the situdents that they may

h choose to take one of the 3-minute
tests.. You may wish to give the
students a new copy so they will have .
a larger choice.

- ‘ " " : "' | :EBEZ' E -
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e
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R ’ ‘
B Shorthand
J. Br1ef-férm Teview
. .“' 'j ,&‘.'3
2. Letter practice”

g Transcr1pt10n

.+ 17 Letter with spec1a1

vf

v

>

instructions .
1 5 .
2. Production rate
- ‘-”v'bjl- . ‘Q
\

\ -

S 4
Report Writing ™

{

S oA Length and form_

o

i"1yptn9 rhythm records o o

. acceptable for 51gn1ng,.vhr. Ty

N CONTENT DETAILS AND TEACHING TIPS

’r’
Allow them time to pra¢tice the copy. -
and then administer the 3-minute -
tésts. Have the students score,
record and hand. in the best coRy ot
Sugge:\ted neémencu-f B
DDC timing réeord.

-

. Tempos to type to. (Records or

* cassettes) s o };

~'Start the 'class with a hrlef—form #

review.. Follow that by using a phrase
letter to push for hlgheraspeeds. }ﬁ

Next prev1ew a 1etter about 3

lomlnutes long. ‘Practice thé lettex

giving the students time to read back
5occa51ona11y . S -
Select a letter for d1ctat10n w1th N
special instructions, 1nc1ud1ng three”
carbon copies, addresses for the
carbons, and envelopes. Give them
pieces of paper of envélope size to -
’51mu1ate the envelopes. . SR
Tell the class to indlcate when they
have‘finished typing the letter and
envelopes. Record the time and figure
‘the productlon.rate ‘for each student.
Warn them that any errors not corrected -

T owill be deducted from their product1on

rate. Only a corrected letter: is . N

1 ; ‘ L.
fhﬁ-ffv
Have them turn in the letters to you,
This um1t can-best ‘be covered if you
give'the students a l-page typed o
.report. ' With one style of report as
a model, they can make notations in
‘théir manuals about variationms. from

"‘”'~this mddel - >,

-

" Inform them that bu51ness Teports

' range from a l-page qpteroff1¢e memo
to.a report of 40 pages or-more. "The
form-of a report depends upon its
- purpose. ‘Regardless of. length or
purpose, 2 report must be attfh°t1VEL_~

- -

- i . ot T P
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C. Proofreader's marks -

v > ’
» . ?

v .o 1. Discussion of marks

2;>Typiﬁg from rough draft
% .

£

(0

]CONTQQL DETAILS
“If an eﬁblbyet
" employer will go

SO it can be typed

'In preparxing the roug

‘or 6- inches long .

' them with the class. - A -transparency
‘would help #in the exe#gnatlons.

Next ask the students to type a rough
‘draft and a final copy of a l-page feport

. l . : . .78 . . - ) . . ’
) - B2 Lo y 3 - oo R 4
S B 4 g F 0 e

- - %
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AND ACHING TIPS

a report he w111
probably do it ﬁLOnghand The .
secretary will then type a rough draft,
using double or tr1p1e spacing.. The

fve’r it an%e
changes and the s g Wi etype
it. The employer | W edit’ it |

the
secretary may x-out errors gdﬁ,not.
spend time making neat coirections;

_{ In.thé final report however, correctlons >
.ymust be very neat.

‘It should be - . -
ed on good quality bondipaper, '
d 1e e_spaced, W1th a typ1ng 11ne 6

If it is to be boumd at the 51de,
ifich margln is used on the bound
If it is to be bound at the

-y

-

if bound at the top,
An 1nch margin. is used at

th_'bottom in.anyucase.'

e

Carbons pf the rough drafts are not
usually’needed. For the final typing

.a good grade of carbon paper should

‘be used.  Change the carbon freguently
to avoid treezng .

Erasures should be made oarefullﬁhaud
so well that they cannot be detected.
.‘. ] . ‘
A secretary shopld know the proofreader's.
marks that are used by many executives. -

- to indicate changes in 9op{

Sen

G1ve the students a dup‘ll:cated copy o& i
the proofreader's marks. Go over

Give them ohe rough draft in longhgnd, -

with some proofread1ng marks in if. =
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-
; Suggested lr.e.ﬂe/zencu ,
' " Agnew, pp.
# ' Balsley, p
* ’ Gavin, p.
‘ Gregg, Applied secpre practice,
pp. 171-18}.. ]
House, pp. .1
Lessenberry, n
Rowe, Gregg ‘,pzny, 191 sertes, Book
,  I1, pp 219 256.
VI. Filling in the F%rm Letter Prepare and dlsmrlbute a 115t of :
L ' addresses Have the students use them
;iij_ L to fill- 1n1the form letters that were
L, TEes W _' run off a}: the’ prev1ous session.

A. Same typewriter to _be used Be sure: thit each- stuﬂent uses the
‘ o : same typewriter she cut tl‘nstencﬂ

. _ L on. Also that the darkness ‘of the .

o o . " ribbon is.close to the shade of the

X mimeograph ink. . The keys must alsor,

N be clean. ,; e
B. Accurate alinement needed F0110w1ng are the 1nstruct10ns for
o - o c h filling the blanks: Insért a.form .
Ll N e . ~ letter in, the machine and- line it up.. .
e R Y .. Place the rjbbon key on stencil and ‘
- S S 4 o tap lightly over a period, or a I to
b o o ' see if it is alined.

C. Typing done in reverse ordeg Rof? the f%tter to the’figgt'line in
S ' f . the body. Working backwards fill in

- the salutations ‘then the last line of '

SR N the inside address, etc.
' : , T "Have the students hand in the completed
A ' - - exercise for you to examine.

[

. ® N [ 52 . .
VII. Work ‘Standards. ' ‘Who sets the standards ‘for the quantity -
: . . ' . ' " and quality of w@?k a secretary should
A~ Tt o 7 . do? Of tourse, the minimum quant1ty '
R ﬂ;' : is set by the offfe manager. ;W
N "A. Goal for a secretary 1 Should dbing the minimem satisfy a
T T - secretary? No, not if she aspires to
- A o ) .. _become a private secretary.
” 1. More and’ better works / Unless a ggzretary can do more work .
needed S of better q‘P11fy than othegys, her
- S U chances 'are slim of being ¢hosen for
i ~ - a p081t10n she is app ying for.r
R - v :
. . 79 ‘
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2. Private ’secretax#/ . A secretary"who has the highest paid
N

CONTENT DETAILS AND TEACHING TIPS

leader job as a goal must prove that she
3 deserves it. She is expected to set
an example for others, not to follow -
others. ’ :

Pe : , . #
_ , & Her work should be the best, no matter
. o ' ,hg;%" small or unimportant the task. g
y 7- B L2
3. High standard a . Setting a high work standard is a
responsibility ' responsibility of a private secretary.
re
Ny S
- " ]
’ /
¢ \ »“'
-
> _
2 - o
\ ) |
N " v.-
2 e < : ,
¢ 59 ¢ : g o
n. . \‘
- ”'!:; ‘ ~ .

’ - /ri J
< @ .86 |
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; ‘ ' .fesson 10 o
S L thswn of CWo’st, Qefeaence .@ooks, .
_./ . aclune Ezzzansc’uptwn, and 'O&gamzmg OﬁCWo’zk "
: : {?_ /' _ . , 1 | B s.’

OBJEL‘{PI TESJ' : e ' 2 S
,-' 1> To review Enghsh mechan1cs, spelling,; and d1v151on of words
N 2 ‘To increase skill in shorthand

3. To, acquaint the class with pertinent reference books

i 4, To demonstrate machine transcripfion

*. _-5. To discuss ‘the orggnizing of a secretary's work

\si,,f %Zn ’ - il N

‘ EETI o ' o ) L
f N'I‘E‘NT OUTLINE . - , CONTENmETAILs AND TEACHING TrPs
“n__I ReV1ew Emplpyment Test or .ASpend theqsflrst part of the ses B i

Transcnpﬁon Papers ‘on either a review of the emplogy
C test-or of the transcription pape
tumed in the previous se551on..

Discuss with the class the uses ‘of
the apostrophe. Use a transparency
containing rules and examples. and
. give the class dup11cated cophs.

To show theupossessrh case’: -

® Add [s to smg}llar néuns and .
plural noams: not ndmg in s.
Ex§m'1p1e5~ boy's )

" ehildren's meals. '

* I(dd an apostrophe without arr;_,s
tmplural nouns ending ¥n .
" -Examples:- boys' hiats, gzrls
dresses. -

~ S




~ & v . ) K
. $kill Building
A. Typewriting

o

. “Shorthand

1. Office style :

f2. %h_enges often”made

'} ‘I

.

"

- ' . . 2 =
. o 1Y
. ¢ )
3, Imsertion proced\(n{ }
P

~omission of numbérs or 1etter§

‘The apos;rophe is? u$ed ® fo:‘rﬁ;”l. |

contractions and.to indicate thé

In typing an apostrophe, no space is
left between it and the adJacent

characte TS .

Su‘ggeazad Reévieucea:
Balsley, p. 82.
Hanna, pp. 711-713.

-House, pp. 53-57.

For this finalfessmn select the
t

type of warmup®
mos
or I

Labs (EDL) -reader.

number" dril;ls and speed tests,

Comment on_ the1r increased speed and ..

he students enjoy
either musical® or oral pacing, .
of the Educational Develo
Follow this v

. ‘tﬂ

ment
*h

’

a'.lracy as compared with the beglnnlﬁg

If there is enough time, run the
first copy of the speed test over
again and point out how easy it is. -
for the students now—9 weeks

later

.Start the pfectl ce perlo'd

f-with a

-

brief-form drill followed qby a phrase

letter.

L4

14

Change the pace by offering office-
style d1cta¢1’bn to the entire group.’

This may be amnoying to some but tell

them they must control the1r facial

expr‘éssmns. : ‘,;‘;

Expl‘!un 8tha{: an employer"‘h 98

t'o change or omit parts of a
43 'I'here wil? be many

& t1mes “when they have to sit and wait

r1g
tte

- for him to form his 1deas They

. Su: .

g . tto

82

88 .

""d, should ‘spend this’ time' gomg over

their outlines so they ‘will have no

ble when tra,ns &ribin g.

*

When an employer does‘!inake a—c}la.nge
the secretary should label it

"A "

- for example, and make a notation in -
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4. For many changes:
l-column.notes -

»

A} '(.

R

CONTENT DETAILS AND TEACHING TIPS

red about where the addition or change’
_is to be put.

. that becomes very confusmg when. she
transcrlbes. : o

If the dictator is on i who constantly
~ goes back ingthe letté% and makes

" changes, the secretary would'be wise
to use-only one column in her short--
hapd pad. Thi:\provides room for
special notations without crowding.
Nobody will object to ghe number of
pages used as long as ®he finished
transcript is -correct. '

- Dictate several letters using ;his
type of dictation. If yoll can invite

somealje else in to give dictation
oCCé onally,lt will be a welcome:
chan or the students. Thi¥is ,
éspe' ally true if you: invite a-man.

is will break the monotony of all-
female voices.

3

o D1ctatevsevera1 shorg Totters in -

office style. Inc}udohspec1a1
‘directions oﬁjbne of them. Time
their. transcrlpt1on of these- letters.
As soon as they. are finished: .check
~ them orally or with the help ofa’’
- transparency..:.Discuss any roblems
that may arisewith thls type of .
d1ctat1cm, rﬁ . S .m@a-

Explain to, the claSS ;hat a word

j"5§<:zamnot always be ‘divided by syllabl¥s

ad’ shown in the dictionary. There
are limitations on the use of the

hyphen. »

Provide the class with a 1list of the "
rules about typing and dividing of. °
words: Go over the list and put
examples:on the chalkboard or.

She should not try to -
squeeze angaddition in between lines—

4

’. e ftransparency. o v “_'
o \ - o ggebted *Reﬁe)umcu- B
O S * eyspp._212-213. ..
e . " Gavin, pp. 901-906, v ﬁ . »
. . g SR House, pp. 113-116. ‘ ¢
¥ : _ Si lvegtl%rn, pp‘ V11-V111 F ~
O € % . 83 ’ [y



" CONTENT OUTLINE =~ | T CONTENT DE’TAI‘LS‘“AN’[‘L TEACH"I’NET‘Iﬁé‘ .

V.. Word Study ‘ : Prepafe” a transparency céntaining all

A. Review ' . 0 the spelling rules studied. Leave

. ' " enough space between gles to write

in an example of each. Give duplicated
copies to th? students. Ask for a
: co . volunteer to'write correct examples
fiy . ' T on -the transparency, as other members
‘ ' \)/51 ' of the class notice and comment.,

yo If an overhead pro;ector is not ,
R *o avail#ble use the chalkboard. Using
: ) ‘ colored .chalk will provide~ a change
v ' e and some ‘emphasis. _

VI. -Reference Books = . 4 Tell the s’tudent: ,that a secretary's
- - "~ ’best friends arg her reference books..
. - -4 " Urge them to byf their own if the ‘
2 ?‘ e ' off‘ ce they work in.dges not have the -
‘ 4' - s” they need.

A. Office library . + Most.offices W111 "B\aue ‘the, followmg

. dictionary

#- telephone. d1reg%ory o A
ity direcgory:.* " . .- T
-~ Post Office zip code manual *
5 -company. 'off1ce manual

»

= . “ ) —i

t.

" B. Pe;;_‘_sfon“al"c_o ies d 'Phe secretary should have ersonal wwr
L e P % p .

4" copies of the fol,low:mg “in- any Tase:
oL b ", Shorthand dictio
~: T } secretar1af]1an ok

: - .Y "thesaurus. - : o »
e .7 word: dius:.on manual. e
e spelling book,  « ..w‘ e P

I

2 - ov..
P A

PR A v o s QJ
8 Sourge gbooks: qutsi/de U A secretary should.,e e. aware qf&the
' T % following source books®" .
- R ‘ Cangreeeidal Directory -
- S Who's Who in_ América ;
; g Bartlett's Famliar Quotafions
World Almatae.and Book:of Facts
Information Please Alminde '
"Govemmenﬁpmnung Offwe




CONTENT OUTLINE . " . CONTENT DETAILS AND TEACHING TIPS
D.:Nearest library Explain thi’at it is the secretary's
- : duty, to know wheye the nearest public
: s ?:b‘rary is located. She should be
TS : amiliar with Reader's Guide to
. ) _ - Periodical Literature gnd other:
” ~ _ - reference sources, and know how to
' . : use them.. She should also get-to
o know the librarian, who can save the
' ' secretary a great deal’ of time and .
effort. - pay

- If this class is held in a high school,
the best way to present this unit is
- —to take the class into the library
and explore the ‘'sources mentioned.
If this is not® pos‘&ble, the next,
. best method is to bring the books into
- the classroom

RN

To appreclate What the- books contaln,
the students should have an opportunity
. .- to examine them by themselves. After

~ you have presented the volumes and . \
explained the use of .each, %ive the @
students time to look them over. :
Exp1a1n1ng ds not enough.

. Suggested Referenegs: - *
[ ' . Agnew, pp. 603-60 ' : -
o o Gregg, Applied 3eeretamalf”p!factwe, .
g pp CMS, 158* » e
-VII. Machine Transcription '« Machine transcnptlon iS the typmg

of matg¢fial previously d1ctated on -
tape or'some other medium.’
* ' _ . - The best ‘way to pr sent this' matenal
: ' ST . *", is by demonstratio 1f you“#re -not -
' ©  familiar with the equlpment. you can
get an instruction book. for it from °
the place where it was bought

+ .. A, Types of equipment: Explain’ to the group "that .mést mﬁkes
o SR of d1ctat1ng -transcribing equipment
" S come im- two types: equipment with

o . separate dictating ‘end transeribing
o - ' o . units, and a combination d1ctat1ng
R and- transcnblng mit.

e NF Most offlces use the. separate unl@
" This allows the employer to dictate at
2 — ) the same, time a secretary.is transcnb—‘-
[ // ing prevmus d1€tat10n. '

s
{

.
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CONTENT OUTLINE CONTENT DETAILS AND TEAGHING TIPS -,

.- 1. eecording medium On this equlpment either a- plast1c‘

o ) : belt, or a plastic disc (like a

. , phonograph record), or plastic tape’

B ' »  is used for recording the dictation.,
-Tape is generally contained in a N

. ' ocassette,
'B. How to operate the - Demonstrate how the secretary operates
transcriber . _ the equipment by placing the cassette

or disc or belt on the machine. Remove
1t -and have a student put it 1n.

N - L
1. Start, slisten, stop. ° Show the students how to start thé f .
) : _ . transcriber, listen to a line, and \
ot e, stop it. dave studeiits try start1ng,

e ' 'llstenlng, and\ptopp1ng They sthld
be aware that you can replay a part

] ' ' if yo~wd1d not understand what was
' sa1.-
.2, F1rst listen to whole Explaln that before a secretary §g§?rg; ,4
letter. . .. to transcribe a letter she should

: _ listen to the whole.thing. Some
R - _employers are very careful to mark Ve
' on the indication slip where corrections
are to be made. 'In @ny case. the ¥
s . .. ' secretary shbuld lisfen to the letter,
v ~ noting any words or spesralﬁggnctuat1dl
that she will ‘need to look up before '
she starg§ typlng.

3
Y
v

3. Look at dictation slip. The d1ctat1on slip. tells the secretary

" - " how long the letter is and may also
‘ -show corrections.’ \From this 'slip she
o " can decide on the proper margins. -
3 S . o= ¢ "
4, Deve10p ability to . Point out that a secretary has to
remember. " devellop the ability to carry lgn LR
’ phrases in mind so she can'bulgd up’ ax“"
transcription speed. She must 1earn

: . B to keep the typewriter moving . bugag

: ‘i«~ turn ‘of f" the dictating machlne wheti.
g Lo - necessary. :

, 5. Know correct word * A'secretarxnmdst know correct division >
b division. o # of words, especially for machine '
: Y " transcription.. When she is intent.on
T - ' 11sten1ng to the words she sometimes
e . —sit qdord Techanics.,
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~CONTENT OUTLINE: - “ CONTENT DETAILS AND TEACHING TIPS

C. Dictating machine If there is a dictating machine -~
1. Have stude?ts learn available it is good practice to
to dictate’,

~have the students learn the correct
way to dictate. :
2, Follow these suggestions. 'Suggestlons for d1ctat1ng
. . 1. Don't be nervous—relax,
2. Don't get the microphone any -
. . nearer to the mouth than 3-4
el ' inches.
' 3. Don't clip off the end of a word-
with the correction or stop button.
. 4. Do speak in a normal tone. :
5. If you make an!error press the )
correct1on button. :

Sugguted References:
.~ Agnew, pp. 51-57. . 2
.~ Gregg, Applied secretarial practice,
pp. 65-67.
Visaggi.

VIII. Planning Efficiently . Instruct the students that as - '
' - secretaries they are to be secretar1a1
eff1c1ency expexts

-

A. Plan ahead. K e A secretary must p?%n her work far
v, : ﬁ;_,'i;"{‘-;'. . enough in advance so sh} anticipates
B ’ . - peak loads. Much of thé& background
- work for these loads .can be prepared.
in adVance. This would relieve the
pressure that might caude delays and
_ : errors at the time the work was belng
- T ... _ done. . & - M
. 1. Make a work schedule. ° Theﬂeff1cient secretary keeps a work o
I : : scheaule covering work planned" for o
~ - ; several .days shead. Keeping this :
@ : . . schedule fromryear to year will alert
' ' her as to when’ the peak loads occur, .

- Thi, dehel

4: o L ;j‘-"wﬂhei‘%s ecreth

~

% would form a part of
ry's_ manuarhwmugrww S

2 Make your plan at thg .  The secretary sbould finish planning
Start of the day. " the day as soon as she arr1ves at R
_ K ... the.office. ‘Shé should aiways arrive
N - r ° . a few minutes early., She should plan .
T " o N the important tasks first, and;fit ® e

,o o _",_. {* ' th?aéess1npnxtan1_ones_aroundethemv——

. 93 -

ceT Ly .. - A
87 @ ) . . .




CONTENT OQUTLINE - - e ~ -~ CONTENT-DETAILS - AND TEACHING TIPS

. Small tasks should be taken care of
" each day before the employer arrives.
': This includes. straightening the = —
employer's desk -dusting, changing
the cale}tdar, sharpenmg penc115, ‘etc,
3. Have,_‘,,_niatqria,ls. Teady. . A secreu'hry S dlg;athw supphes A
e I ould je - arranged so they can be :
,{ﬁ_e, m ;{;umhk’l 't "She should have
£ mo > than one’ pen ready, including
Tra red pen or pencil for: 5pec1a1
directions. .

&

R o She should qncovfr her typihnter
R u .. - when she ?es if. If no typing 1s
- R ' required at the time, she can at
.’ " yleast place a sheet of paper in the
t)cpewriter'- so it will look efficient.

B. Appointment calendar The seéretary should look over the

' employer's. appomtment calendar and
remind him upon "arrival of what,
when, and whe?re for the day.

. o SN : .
C. Incoming mail . Remind “the students that anothér . ;
C T .y . o important morning duty is the opening .

- 6f the mail. The personal letters
e _ should be pulled out and placed aside.
o _ N Then the rest of the mail should be
- ' ; opened. Letters that need 1mmed1ate
attention should be put on top.

o 1. Reference material The secreta“ry‘ should then take wt
v o C : the folders and other materials that
75N . will be needed to answér these ”

' X ‘ letters. The cor’respcmdence folder

: for each firm gives the background
. _ material. ' The secretary should take
L ¥ . . ¢ - . the folders with her when she goes " -
Ca S T in. for dictation.. It saves her time
. ' 4nd the time of the dictator. - E

5 . o o CoBon gt @ Ty e “
D. Routine tasks - ' At any given tquere are many tasks -
A _ . _ that need to be done." This includes ¢
: X . §checking on the typewriter ,ribbon, '
o i ‘ cleaning the machine, @kmg inventory
o oL . - of office supplies, and unfinished
R . work from thes previous d::);.‘/

~ LS NN e N S —
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- J' . )

The secretary should av01d gett,;mg
- involved in a big Jbut. unimport job
. : e ', when there is more important worK to
< ' " be done.: ‘Such a job, like culling and
' cleaning out f11e§, should wait’ for
K “a slack penod such as when the-
' employer is away- from the office.

-

'

E. Be cheerful o v'I‘he“ secretary should greet her employer

o . v '~ with a cheerful go? morning. - If he
: e .+ ™0 is one who Iikes coffee" 1mmed1ate1y
we . B e shguld see that he hgs it. It is - ~
o ' - Ce };& 1%tle thoughtful things that

e ‘ make her a good secretary. And a

S . ~good secretary will always have a

* -well-paid position. She must learn

o : - .. _to start the day off with efficiency 9

e, *and cheerhlness and #gPwill run -

"Suggu.te.d Reﬂe)r.encu"-' N
Lo Agnew, pp. 26, 41.
” ‘Gregg, Zzed secretanal p etice,
R '.-' p_p 2A£p52 55. lpa

4» "~,.
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A’gnew P. L.- § others. Secz'etamal offzce practwee, 7th. ed. Cincinngti,

Ohio. South-Western Publlshmg Cd 1966. S

7

Altholz, Gertrude. Modexrn typew:ntmg practwee, 3d ed New York, N.Y.
Pitman Publlshmg Corp 1962 : _ ‘

:"Vi}e('.i;féecie‘t&ﬁai 8ty \‘Lee, Jub'LZee
wblishing Co. 196, “s‘-

&

‘Balsley, I. W. § Robinsom, 1. W, Inte
ed. Cincinnati, 0]’110 ’ South W

“ Lt

Bowman W. B. &Ollverlo, M E

3 ‘bhand;‘dwt'atzan etudzee, fubzlee edr
3d ed. C1nc1nnat1,. 0h1o :

Publlshmg Co:. 1966

’

Brendel, L. A. § Near, DOI‘lS._““ ‘drills and“‘_exemeee. New York, N.Y.'’

_Gregg D1v 5 McGraw~H111
i
Crank, Dlttl § others, comp: qw,. speZng, Qronuncza'bwn,
defzmtwn, and applications’s d. :New York, N.Y. Gregg Div., McGraw-
Hill Book Co. °1962. : - : .

Fisher, Robert. ‘.Z'ntensive'ﬂ. feal and eivil service trazmnga‘f 4th ced.. .
Cincinnati, Ohio. South; ‘tern Publishing Co. 1968. . .. f",h

Gavin, R. E. § Sabm, W. A. Reference manuaZ for atenographers and typzste,
4th ed. New York N.Y. Gregg Dlv s McGraw—H111 Book Co 1970

Gregg, J. R. & oth Applzed eecretamal pract:bce, 6th- ed . New Yo}k,
N.Y. Gregg Div., McGraw -Hill Book Co. 1968. '

. hd . [ X . L
Gregg tests and awards book. New York, N Y. Gregg Di?:,‘ JVIcGraw-'Hil.l‘1 ‘Book -
~Co. Issped annually. Paper . "? ‘ T

Hanna, J. Mi:” § others. Secretamal p’.ﬁoceduves and adrmmetmtwn, 6th ed.
o Cincinnati, Ohio. South-Western Pub k:;shmgf Co L973 St q .
Henderson, G.- L. & V011es, P. R. 'Business E'nglwh eeeentzals ﬁjd “
New York, 'N.Y. Gregg Div.,, McGraw-Hllerook Co, 1970
. \ ‘-‘_‘ ‘.—‘,"'
Hodel, ‘Wilverda ?Phe}an,\ Grace ' H‘Lgh speed 5th ed. *Baltimore, Md.’
H M. Rowe Co. Undated S ) ) . _ p . .

¢

House, C. R. § Koebele, A. M. Reference manuaZ for, affzce persormel Stﬁ
ed. C1nc1rmat1, Ohio. South Weste‘k'n Publishing C6% . 1970. , -

. Hutchinson, L. 1. Standdrd hanclbook for secretaries; l8th ed. New'York, -
-N.Y. Gregg DlV 5 McGraw-Hill Book Co. 1969.. LT .
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- Krulik, Stéphén § others. Civil service ezammamon hancﬂaook New York,
.N.Y. New Amemca.n L1brary 1970, -

Lamb, M. M. Word studws, 6th ed. Cincinnati, Ohio. South<Western =~ . . .
‘ Publlshlng Co. 1971, ‘ ‘ \
! ® ' ’

Leslie, L. A. & Zoubek, C. E. Dietation for ma'LZaEZe transcmpﬂs  New York;
N.Y. McGraw-Hill Book Co. 1950 : , 1
'Lessenb_erry, D. D. § others. 21l1st centuz'y typewriting; 9th ed.. -Cincinnati';
Ohivo. South-Western Publlshlng Co,. 1972, . I I oL
I . ’ ®. )
Liguori, F. {E Intermediate p'Lng C1nc1nnat1 0h1o .South-Western oo
Publishing Co. . 1965. Adult)and continuing education Series. ,. -

Meehan, James R. § others. Sebretarial office procedures, 8th ed. /
Cinginnati, Ohio. Sogth-Western Publishing Co. "1972. :
. Pd ¢ :
Mulkerne, D. J. U. & Andrews, M. E. _Civil service tests for typists.
. New York N Y. McGraw-HJ.ll Book' Co. 1968. ~

. . -
< Palmer, H. 0. § Agnew, A‘M Triple~-controlled timed wmi?xﬁgs . ncmnat1,
,Ola-o—-\South -Western Pub11sh1ng Co .1870. ) L

‘Rowe, -J. L. & Et1er, Faborn, - ’.Iypewmtzng dmZZs for speed-aid accuracy, '
3d ed. New York, N.Y. McGraw-H;ll Book Co. 1966 4 )
- : « . :
- § others. Gregg typing, 191 semea,, 2d ed. Book Ty General typtng
Boak II, Vacatwnal office typing. New-York, N Y. McGraw-Hill Book Co.

- 1967. . _ - .= T
& & others. Typing 300, vols. T and 11. New York, N.Y. McGraw-Hill
Book ‘Co.. 1972. : ‘e 7 . . '

e .. {

Russon, -A. R. Shorthand dzctatwn ABC's. Salt Lake City; Utah. Uriiversity'
.Book Store. 1969 : S . .

-~

_Schachtér, Noman. Bgsic Epglish review. Cincinnati, Ohio. South-Westem“
Publishing Cp 1969. Adult and c0nt1nu1ng educat1on senes‘! ‘

’ E’nglrwh the.easy way; 3d ed C1n¢1nnat1, 0h10. Sguth-Westém-
Publlshlng Co. 1969. - | - ‘ -

«

Shaw, Harry. Spell it rzght! %d ed . Everyday Handbook 279 New-York, .
~ N.Y. Harper & Row. 1965 Paper. » - ) \

S11verthorn, J.E. § Perry, D. J. Word divieion manual:" the 15,000 most-
used worde in business cormzun'bcat'bon,__Zd. €d. C:mcmnat1, Ohio. <
South-Western Publishing Co. 1970. ' : .

4 <k1m1n, Eleanor § McMurtrie,.Patsy. Gregg shorthand, stz;uctw'ed learning
ethod. .New York}éN McGraw-H111 Book Co 1971.4' '

or . L
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‘Stewart M. M. & others Business English and coﬁmunications;'4thtef(
New York, N. Y. McGraw-Hill ‘Book Co. 1972. . A

Turner, D.'R,e/PracticaZ preparation stenographer-typist, New York, N.Y.
Arco Publishing Co. 1968. Arco civil service test tutoré series.
ks WOodward Theodore &, others  Secretarial office procedures for oZZeges, a
' © 6th ed VC1nc1nnat1 Ohio. South-Western Publlshrng Co - 1972,
: . . . oY

/
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CTBXT-KITS ..

. *Cleary; J. B. Englzsh stylé’skf’i—buzlders, a selflzmprovement kit for-
' transeribers and typists. New York, N.Y. McGraw-Hill Book Co. 1967.
¥ $4.68. (Comsists of 6 booklets, 6 leaflets describing the booklets, ard
-achievement(tests covering typing style, word division, “dictation and
nscriptiefi procedures, punctuatﬂPn, cap1tallzat10n, bers, abbrevia- |
“tions, spe111ng, and proofreading.)® : ym

Leslle, L A. § others. Gregg shorthan s individual progress method
- ¢ New York,; N.Y. McGraw-Hill Book Co 1972. $12.00 (Diamongd jubi
- - series. Consists:of 2 textbooks agé.a workbook. - This kit is dest ned to ¥
be used with a set of tapes wh1ch ear the same title. The‘ifice for the '

tapes is $325. 00 )

‘ ew York, 'N.Y. MeGraw-Hill Book Co.
1966. $7.25. (A Gregg text-kiy”in continuing education. Consists of a

textbook, records, self testsq“and a workbook.) : ..

& ‘ Gregg shorthand II.

- - R .
: ¢ . ¢

: REC'ORDS}\ND[I‘APES. I e .
. ‘ w" :. ' .
DD¢ speed development records and tapes. New York, N. Y.  Dictation Disc
» €o. Undated. Teacher's net price $125. {Con51sts of 24 sets, 96
tecords, 192 51des, 715 letters, ‘book -of keys, methods: bdok and storage

.case.) o _ ' 4

Db . timing record for shorthand and typzng by Ae E. K1e1#<:‘;%h York, N.Y.
. Dictdtion Disc Co. T80D. Undated. (For typihg homework. Contains five
l-minute timings, 14 pages of timed wr1t1ngs, -and instructions-for devel-
opment of typing speed ) . P . .
‘ v . B ' 5
Gregg short and tapes. “New York, N.YX. McGraw-Hill Book Co. Undated. -~
Spell correc Zy by L. A. Leslie. Newi’York N. Y cht/at],pn Lisc¢ Co. Set
% 500. Und4ted.” (Records meant, for homework practice in spelllng, shért- )
hand an typing. Set of two records, 500 words. ) .t?i .
Y ' ‘:h' - ' 0

L4

Tempos £ type to. New York, N.Y. McGraw-Hill Bodk Co.’ '1973. (Set,ok&
six records’ conta1n1ng college songs and marches.. Each song\:f;:arch~1s

- dictated at one speed, thien again at a slightly hlgher spee e first
one is at 15 words per minute (wﬁm), then at 17. Speeds are inc eased B

. ( L .
1 . . + .
o R . . - . . . ~ i L e A

e . = f A ' -i S)Es / o Y .o~




.
w1th each. succeedlng song up to a maximum of 45 wpm. Same Mate: 1a1 is - -
also available on a set of three tape cassettes. $32 50 f%r elgher‘the
records or the cassettes. ) : ) .

Zypzng rhythm records. New York, N.Y. McGraw-Hill Book Co. 1966. (Two
sets of six records each containing college songs.and marches. In Set 1~
the songs and marches are dictated at speeds ,inereasing from 16 words;per -
minute (wpm) to 44. In Set 2, the speeds: are from 38 to 60 wpm. $28 for
each set; bogh sets together $51 ). )

I
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FREE MATERIAL - ) . - .
N - - ':.‘ . (

AMS speliling list. Willow Grove, Pa.. Adm1n1strat1ve Management Society. .
Undated. (Con51sts of two sheets only, including a list of words and a
test. ) :

s ' .

Gettzng the right job, Cleveland, Ohio. Glidden-Durkee Division of SCM
Corp. 1973. Up to 100 copies available free from the. company at 900
cv~Un1on Commerce Bldg , Cleveland, 0h1o 44113.. .
{

Gladwin ,~Ellis. Speak when you write. Hartford, Conn. Connecticut Mutual
Life' Insurance Co. 1961. Free in class quantities. '

How to succeed in business by telephone. | New York, N.Y. American TelephoneJ
and Telegraph Co. 1971. Available from local telephone company in class

quantities.

Making the most of your job interview. Neéw York, N.Y. New York Life
. Insurance Co. 1970. Free in_class_quantities. L

B w

Russond A. R. Methods of teaching shorthand. Cincinhati, Oﬁio% South-
Wegtern Publishing Co-. 1%§8 GingJApecﬁf free 59 teacher.
) .
Schuman ‘Sy1v1e \Zypewrzter etzquette R apmerv111e N.J. Olympia USA. ;,
& s ,
¥ Techniques of mimeographing. Chlcago, I11. A.B. D;ck Co. 1968. -
> L4 P '_. , Y ‘ ' .
"To the prospective employee. W1110w Grove, Pa. "Administrative Management '
SOC1ety Undated. Pamphlet. . . ; :

a -
Visaggi, John. Your future in shorthard——How to develop shorthanﬂ speed

New York, N.Y. D1ctat10n Disc Cow. S1n e copy free.

-,

Your feiephone-persondgﬁty. New Yon » N.Y." American Telephone and
Telegraph Co.. 1972. Available from local telephone company in class ;

" quantities: ,
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