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FOREWORD - ' o !

-

Business in our economic free enterprise system plays a vital role
in the 1ives of all citizens.. To a large segment ‘of our population, it -
represents employment, income, and“f1nanc1a1 security: To an even greater
segment, it represents goods and Services used in da11y 1iving. Business
and Office Education, therefore, should occupy a s1gn1f1cant place in our
secondary schoo] curr1cu1um : : .
~ The purpose of this publication is to prov1de guidelines for adminis-

~trators, counse]ors, ‘and business teachers which will- help them in developing
flexible, relevant business, programs for North Caro‘1na youth. These guide-
lines have been developed §;4ass1st administrators, counselors, and business
teachers in becoming famil with career patterns; f§o promote better arti-
culation between levels of instruction; and to estab“tsh an understanding
between levels of instruction; and to establish an un8erstanding of Business
and 0ffice/£ducat1on throughout the total schoo] program.

Gratéful appreciation is expressed to Miss D. Macil Via, Chief
Consultanit, Business and Office Education, for her recognition of the
importance of developing this publication and for her 1eadersh1p in
initiating and gu1d1ng its preparat1on

A. Craig Phillj
State Superintg

September, 1976 ‘ >

s



S * " PREFACE
i \ . ) :_’g, '
. This pub11cat1on is a revision of Education for Bus1ness (No. 368),

~ﬂublished in 1963. It reflects societal and techno]og1ca1 changes
* occurring in the business/yér]d

~dL; ' Bus1ness and Office Education has two major obJect1ves

To provide for. the deve]opment of occupat1ona1 ‘skills necessary
. . for initial emp]oyment and advancement in business career.

To prov1de for the deve]ﬂpment of economic understand1ng needed

for 1nte111gent part1c1pat1on 1n our economic system of free

enterprise. .

Since each objective is complementary to the'other, students pursuing
careers in business should attain competency in both. Therefore, it is
imperative that business educators plan balanced business programs in the
secondary schools of North Carolina.

The latest concepts in the devg]opment of a Business and Office
Education curriculum contained in this pu611cat1on are presented as sug-
"~ gestions for adm1n1strators and teachers in develop#g balanced business.
programs.

Grateful apprec1at1on 1s expressed to ali those who have part1c1pated
in the preparation of this publication. Such cooperative efforts will
enable us to extend better educational opportunities to the youth of
North Carolina.

CZ%4u4c¢y) c7<i2 (524

Charles J.ctaw, Jr.
Director
Division of Occupational Edueat1on
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. - INTRQDUCTION

A

Business Education is a vital,.interrelated part of the tdtal
educational process encompassing a two-fold purpose - .

In

to provide contributions for the éconbﬂ?c ]iterg;y of all
students, and o - ) AR |

to provide occupatianal instruction f6r studenﬁgxdesiring"
care%rs in business. :

achieving the goal of economic literacy, learning experiences

are provided which enable the individual to:

¢ . i . o
understand the structure and function of the American free
enterprise system ' v . -
participate inte]]igent]§ in political, social, and business
community life - local, state, national, and international

become a wise buyer, user, 'and producer of business goods )
and services .- : .

utilize guidance and employmefit services

comprehend the need for business to realize a fair return-on
the training time, equipment, and salary invested in a be-
ginning employee . )

evaluate employment opportunities in l1ine with one’s intere.t,

aptitudes, abilities, and career objective
aﬁépt to thé changing requirements ‘of business employment

mahage personal business affairs as an intelligent tizen
through the effective use of communication and computational
skills ' -

. 4

-

manage finances wisely for personal §nd family security 4 \

appreciate ‘the dignity of work

L

exercise honesty, dependability, and good work habits Q(

SN *

In achieving the goal of vocational competence, learning experiences
extend beyond those included for economic literacy, a™ will enable the
individual to: ' J

‘ ] . - - ¥ &/7
exhibit competency~in specific job tasks



O T < . \
.» understand and practice §30&Vhdﬁah rélatioﬁs . -

understand work flow'and.fﬁe interrelatioﬁships of various -
business functions and:procedures . - ‘

The twb'goalg of Business and Office Education,aresf%teidépendent'ih’
programs designed to develop vocational competency. The goal of economic

.Jiteracy is important for all students, college-bound and noncol lege-bound.

Therefore, in order to accomplish the goals of Business and Office Educatio

| n,
business subjects must be available to all students. :

. v, '
S
Yot

|
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PHILOSOPHY OF BUSINESS AND'OFFICE:EDUCATION

- . Y ST -
f

. " The most viable,philosophy for Business and Office.Edugatién is
' “ given in""A Statemen% by the Policiés Commissitn for BusineSs and

~ 1Economjc Educatjdn" which is quoted in full1* below:. -

i ' 'THIS*NE BELIEVE ‘ABOUT BUSINESS EDUCATION IN THE' SECONDARY SCHOQL:

c ( . . ' . . - . .
P Major statements of the purposes of education'?a America

. have identified a need for bysiness education., Bustness -
v /education achieves its goals through - | - y
r ‘ . Speciali}ed fnstru&tidn;}o prepare students for careers \‘
.Y, - ™8 in busineds. . ;- s : :

Fqndamentéi<instructidn.to help Students é'game~their
, . ™\ economic roles as consumers, workers, and ¥itizens.
N Background instructjon to assist students in preparing
' ~ ~for professional careers requiringjadvanced study. -
. ‘ In an ‘effortsto satisfy the needs of all students, secon-
L dary scgools should provide’ sound: progfams of sbusiness
education that provide jinstructiof for, qu abqut business.
. . - : ‘ _ . -

. ' N ] ~
' We Believe That . Y R L
. L R .&;" . AU o

N . . ..Business education is an effective program of : :
» occupational instruction for‘seqpndahy‘§tuq§nt§ desiring

careers in,business. N

5 . . . Business edugation.has an important contribution to "
» ' ” - make to.the economic.literacy of all secondary school students.

. . - - Business edutatioﬁ # desirable for itudents'Who plan/
< ’ ' o Programs reqyiring postsecondary and hidhef -education in
. v : - e \ N
... the field of bUsiness.- " ° , & ., _
. v . . ‘j , .
- ; / . , ) A Sy
e o | . ( , » TR s
1The Policiés €ommission }br Business and EcoHomic Education,
spongored. jointTy by the National Business Educatioq Association and
Delfa Pi EpsiloY, was orgaqéjed in 1959 to bring about+a better uanr-
standing of what' constitute business and economic education and to
render assistance.td those:who are concerned with the total education

‘/j * of young people. -~ v
‘ e | . . .

ERICA o I ‘
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. occupational competency upon

- are likely to be_employed.

students to develop an understanding of how our‘buSi%eSs
-system operates. :

) . . . - . . \W"'
a‘ : \ ,‘ c \ ‘ do - : ’ .
. 3 . g v AP - S
” ; ., . . o L
. - /o "
ol Program Development, . o
- - T v < S
. k » ’ - . , B ru'. . _\"g
L j> _ Caneens xn Busincss . . o ,.it:
The eccupat ional prograﬁ‘shou1d~be're]qpéd to the needs of L
business. Therefork, -the business curriculum Qust-be flexible - }
. and sensitive to ch nges in busine§s. . : R ot
" \ - ‘ . 2o P ) '_ . . _. o) ~
We Befieve That: ,. .. R B N

L R [

. 7 . . . ' .
. Every secondary school shoyld proViqe opportunjpties ; .
for students to preépare for gpnéers in*busines§. T

2 '

. . . The time devoted to preparatibﬁﬁforvbus{neSSfoccu-/
pations should depend upon the student's_abflities, . .
interésts, and personal qualities. o % v

v ve

- . _.-The sequence of 1eafning.e periences should be = -
ptanned 3o that the student'w}lﬂrachieye-hisihighest B S -
omp]etion.of{?is pragran. )

: N S e S - S

- . . Instructtonal-equipment and facilities should be ). ©

comparable to those found in the busingsses kyheref students R
/ ST D SRR

»_-~ 'In-schoal laboratories that sﬁmu]ate‘Eu iness con- - - . |

ditions cgn be an effeégive means of providing business ' AR

education. /- : Lt B " -
. \Z o ‘ t ) . ) R ‘ .o

... ~On-the-job eéxperience through co%pef' ive-edication . e

can be-an addi%ional effective means of p oviding business S '
‘education. - - “ O SR L

- C . . o o . { ! . B .-
. . . An-advisory committee should be invblved in planning RN

programs’?eading to empleyment .in business. - . T -
. e DN

. Certificates -of occupational proficiency should be

_award®d to students who debelop emptoyable: competencies. ' - - L g

Proficiency certificates should be recognized as evidence .. ;
of competency by, employers, or employment agengies. . o~

- Everlse ondary school shole have a youth‘o?ganizaf . C,
tiquéor businass students., S - S

s ., P A , . '. . ) . _ e - .l

¢¥ Rotessas Conmsumens, Wonkens, and Citizens oo
' g e \ \ , . ;
v * ! \\ . o .
The~consumers, workers, and citizens should know how to

*interpret economic issues which affect them and how to manage . -

their economic affairs efficiént]y.; ) .\ AN

/

We Believe That = . - - - -

-

- Opportunities must be provided forusetoéééry school - N

. . 7t
- . rr,

3 L3

1»")' r
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We Believe That =

. . . Programs that develop ééoﬂﬁhic unde?stéﬁding should be
planned cooperatively with other departments of the school -

- ~

that are concerned with economic education.

. . Any réquiremenfs relating.te the development of'ﬁér-
sonal - and -social economic competencies should be reciprocally

- recognized by the respéctiye departments of the school.

4

v Guidance SN S

< ,The_diverhity and comprehensiveness of the.business program
reqﬂires;tha; guidance services be avaitable to all students.

-
v

\

. *. Occupational information and assistance.in interpreting _

that information should be available to all students.

Q'EVery student should be-assisted in‘estab]ishiﬁg~én v

cawareness of his own interests and capabilities so that he

may plan his career. -
§

. The secondary schoo¥s have a direct responsibility to
provide occupational counseling, placement, and follow-up of

-students enrolled in the busines¢ program.

v \%7 . . . \

~4
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HISTORY OF BUSINESS EDUCATION .IN NORTH CAROLINAQ;(,/[~ /g -

Business Education has had an interesting, progressive'hfstorical develvopment
in the North Carolina public schools. - o '

3

. Bysiness Education, originally called Commeré?a] Educatfbn, was a part of
' public education in North Carolina from its inception in 1907, when commercial
. “ geography.was offered by two high schools. . :

- —

* By 1925, 53 of the 697 high schgg]s offered business subjécts in spite of
the fact that no state course of study was available for guidance in program
planning. T A . ' L : .

e

i , From 1926, the history oﬁ Business Education. in North Carolina parallels
R ' the development of state curriculum guides. The first guide was published in :
1926 subsequent guides were published in 1935, 1948, and 1963.. This curricu-
" Tum guide is the fifth to be pub]ingd; and its date of publication, 1976,
marks the 50th anniversary of the first state curriculum guide for Business
Education in North Carolina. ﬁ I

The 1926 Curriculum Guide. Ten business teachers were appointed as a
- Committee for Commercial Education by the Superintendent of Publdic Instruction,
prepared a "Course of Study in Commercial Egucation." This was published in
1926 as pagés 183-185 of the Department of Public Instruction's Coeurses of
Study for the High Schools of North Carolina. L ,
>

' / . : . _
The generalobjectives of high school ommercial “ducation were set forth
by the mittee as those that "must train for citizenship, provide means of
earnipg a living, and train for personal happiness and enjoyment." Two pro-
~-graps-were recommended for high schools - secretarial and "accountancy."
Ach; program included eight business subjects, with the following five subjects
N included in each: commercial geography, geography and industrial history,
A junior business training, commercial mathgmatics, and Typewriting 1.

2y
éf In 1927, 56 of the 856 public high schools offered business subjects.

The 1935 Curricylum Guide. In this-éD\Qg, “Commercial Education" was
renamed "Business Education™. As in the case of the previous guide, this
one was prepared by a committee -of high schogl business teachers appointed '
by the Superintendent of Public Instruction= - .

: i

~ - The 1935 guide broadened the recommended general objectives of Business
Education for the public high schools over those of the 1926 guide. The new
objectives included personal-consumer as well ds vocational objectives. Con-.
cerning these, the Committee stated: " . . . in addition to the courses of

~ a-distinctly vocational nature for those who warit to prevare for business
employment, a business curriculum should include courses that will meet the

P?ra?na] business needs of all students as consumers and Qitizens."
<. : . i e )

7 - >
“ !
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The following three curricula were outlined in the 1935 guide: Bookkeeping,
Stenographic, and General Business. Each proposgd curriculum re uired a minimum
of five subjects, with general business and business law included in each.

Y 1

- In 1936-37, 297 of the 946 publié high schools offered business subjects.

. The 1948.Curriculum'Gujde.“The basic draft of the third guide was written
by business teachers in a curriculum workshop at Woman's College of the
Unﬁversﬂty of North Carolina, Greensboro.

‘:i : < , .' . . . " & . c.
n Ih'th€;~guide, the general objectives of high -school husiness education were
described as "(1) vocational - those that provide preparation for vocational
competency and occupational. intelligence; and (2) nonvocational - those that
provide education for consumer -and social-economic efficiency." . 9 )

Four curricula were included in the 1948 guide: Stenographic, Bookkeeping,
Business. Foundations,~and.Clerical. Each proposed curriculum required six
business subjects - three vocational and three nonvecational. General business
and LypéWritjngyl were rgguf}éd-subje;ts in-each program. : 8 ‘

In 1948-49, 617 of the 958 public high schools, offered business subjects.

The 1963 Curriculum Guide. The fourth curgiculum quidé for business educa-
tion was prepared by members of the North Carolina Business Education Council
during the term of the first North Carolina State Supervisor for Business
Education, Ms. Joyce Bateman. S

The general objectives of*business education were summayized in this guide
as "(1) basic business-economic education for all students and (2) specialized
business education for noncollege-bound students . . . and for college-bound
~ students who want to supplement academic education with practical education."

R 1?Hfﬁ§ guide presented a proposed two-way program with concentrations in
Shorthand and. Business Foundations for one-teacher business departments. The
following four programs were outlined for larger business-departments: Business
Foundations, Stenographic, Manager-Owner, and General Office. The number of
business subjects required in each of the proposed cancentrations ranged from
five to seven, with the following subjects ingluded in each: basic business,

Typewriting. 1, Bookkeeping 1, and advanced basic business-economic information.

. ‘

In 1974-75, there were more than 608 junior and senior high schools in
North Carolina. Of these, 516 offered ohe or more business subjects. From
the beginning of public high school education in North Caralina to the present,
the proportion of \the public high schools with business subjects-increased
from 1.4 percent ip 1907 to approximately 84 percent in 1974-75. . Doubtless,
 the interest and efforts of business educators and the guidance offered by
business .education \curriculum guides for a fifty-year period have contributed
significantly to the growth of business education in North Carolina. '

@
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Section IV

OCCUPATIONAL AWARENESS,
EXPLORATION, AND PREPARATION
MEETING THE CHALLENGE
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,//f - ~ OCCUPATIONAL AWARENESS, EXPLORATION, AND v
&y ! . \

PREPARATION - MEETING THE CHALLENGE

Schools throughout the pation must help millions of youth to find
their place in & changing world. Constructive planning and implementation
of the planning are -imperative. Appropriate guidance, learning experiences,
'E\\,and qua]ity\instructjon:mUSt be given because the demands of the times;are
- -great and the number of‘indiVidugls engaging-daily in business activities
as purchasers, consumers, and producers -of goods and services is large.

Many opportunities will.be available for jod seekers 4in the future.‘
The ability of young people to embrace these’oppdrtunities, howaver, will
depend to an important extent upon their ed'cationa1'background.,fThe .,
job-world of the& future obviously calls for dividuals who have market-
able skills, skills built upon ‘a balanced educatjonal background. .

‘

Will our youth be prepared to meet changing job opportunities and de<

S mands? How can the challenge be met? ,
- . «In an attempt to meet this challenge, educatton for cadeers is' organized
o around a conceptual - framework encompassing occupational- awareness, explora-

, .\ion, and preparation. Through this approach, knowledge uniqdb to business
, -~ and.office occupations is related to. understanding the work .environment.
: Students at-different educational levels observe, discuss, and practice
. ;he;use of knowledges and skills in ,actual or simulated work situations.

- s 9 v
y v,

- <, _Occupational Awarehess (K-6) L . .
3 : . B . T -,

oo _ ‘Although occupational awareness introduces- elementary students to a

g

- wide range of careers, images and attitudes of particular busihess careers.

_are being formed in their minds. Discussion topics, on where parents work ,

~J,-what they do, and whether *hey enjoy their ~center many times around.,

", % business and office occupations. Ideas aho rk roles, job titles, and®
- work settings are expanded as students tak® field trips to business and '

o - dndustry.  In a <imlated work situation in a "play" community, students -

i role-play jobs; and the transactions that take place help them realize

ithat jobs grow out of the need for goods and services. Content for deve-
ﬂpbinggredding skills reflects work-attipudes>and other occupational

tnformation:

¥ .

Occupational Exploration (7-8) s

4

P ‘ .~ Exploration of business'énd office gcchpations is part of the bccupa?
‘ tigna] expioration program for the state. This program is "designed to

9‘8

bow




provide youngsters with group guidance activities coupled with "hands-

on" laboratory activities in which they explore a wide range of careers.
The exploration of business and office occupations is integrated in the
business laboratory with the marketing, distribution, and communication

- media occupations. ) ' .

»

As business ‘and office occupations are explored, students are assisted
in focusing on three aspects of career development: {1) What is importans.
for me? (2) What is possible for me? -and (3) What‘is probable for me?-
Decision-making skillsd>are utilized as Priority career chices anl appro-
priate educational plans are formulated. ‘ T

ﬁpr information pertaining to the total program of Occupational Ex- .
ploration, refer to A Guide for-Implementing a Middle Grades Occupational
Exploration Program, available from the Occupational Exploration program
area of the Division of Gccupational Education, State Department of Public
Instruction, Raleigh, North Carolina 27611. :

1

Occupational Preparation (9-12)
. . . R . . . . . (&=
+ The high school Business and Office Education: program is af}anged in °
career patterps that are directly related to student goals and job oppor-
tunities. Caneér patterns such as Accounting, Stenographic, Clerical,

‘Data. Processing, and Business Management may be included. Other career

patterns may be designed.

Business and Office Education has much to gain and much to-contri-
bute-tq career development. The business and office preparation program
incliuded -career development when the following elements are prevalent:
\ 1. Patterns which argjjob-related and sequentiaﬂ in natugs

2. Patterns that are deSignéd to offer flexibility, through options
within courses and patterns, as student goals become more
clearly defined -

»

3. Integrated learning units within each course and -+

4. Knowledges and skills nccessary foi_job entrance, . tation,
and advancement an .

5.7 Student-centgred instruction

6. .Simulated and actual work activities which emphasize human
interaction, cooperation, communication, responsibility, and
work flow :

. 7. Articulation with the program at the junior high and post-f
secondary Tevels . :

8. Opportunities for decision making, problem solving, and values
clarification

9. Job-related performance goals in 1ine with student career
objective :

L
o - 1

k i A S



Summary. o - ' ’ : »
o -, i~ .

Business and Office ‘Educdtion is an integral part of career develop-
ment occurring at all educational elvels. Articulation of business and
office Career experiences is critical for an effegptive sequential program.
Coordination is essential, commencing at the elementary level and continuipg
through the secondary and post-secondary levels. One segment of the progrgm_
: . { -serves as a springboard for the next segment. As educators better coordinate

their efforts, students will become better prepared to cope with.;he com-
plexjties of career decisions in a changing society. : : '
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Te—
K GUIDELINES FOR ADMINISTRATORS
) . ) N
- , Part 1. Planning the Business Prognram

. Every program planner must work within definite limitations;
otherwise, each would tend to favor personal specialty and sacrifice
balance. Balance is essentjal for'a well-rounded and complete educs
ational program. . ' '

In planning business 'programs consideration must.be given to the
following:. x : ’

B " ' - . . . - \_‘, ’
=™ . The philosophy and dbjectives of the 1test education‘agengy

- The philosophy of Business and Office Education within e totgl
# educational environment , ‘

»DefensibTe and attainéb]e Business and Office Education objectives
against which all educational activitie can be eva]uatqg o

The scope of a siness Education program must be designed fo meet
student and community needs. Programs should be planned with balance
even though course offerings will vary with.school size. ~

An ideal business program will provide for individual differences and
include maximum learning experiences for each student. Program,objectives
_can be achieved only through adequate planning, cooperation, and guidance
og.the part of administrators, business teachers, and the entire school
- staff. Coordinated efforts are needed to'see that each student pursues a
program of studies which will permit the attainment of a meaningful goal.

To assist administrators and teachers in planning and implementing
effective business programs, suggested career patterns are outlined in
this section. Addition#1 patterns may be designed as the need arises.
It should be noted that each pattern begins with the same introductory
courses: Introduction to Business and Typewriting 1 and 2.

Suggestions are also included for adapting these career patterns to
accommodate the small, medium, and large high school.

_ Each school system shQulJ;plén the type of balanced business program
most feasible for the present and projected nature of its school population,
iommunity, staff, and facilities. -

Chart I on the following page depicts the relationship of the total
business program to business careers. Patterns for various careers ijn-
volve the deve]opmenggof competencies common to all careers as well as
specialized competencies. ' . ’

t2
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. Chart T .
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R o Suggesked-Patterns,forRBusiness Careers* .
® - a ’
s : < — - M;/ ‘ ¥
. Competencies Common ™ P S
. 0o~ .. _ o
Businesg Careers P ) :
: R
4
N ’ J’.,
- ‘. c o 8.
7 N
‘ ) )
T, ‘ ‘ Specialized Competencies L
_ g for ‘e y
e Business Careers ’ .
. B |
. i, Integrated Skills H
| . A 1 9
1
____________ fmm e mmmm——— e
A | T
1"""",‘_"- ______ 2 [ b ] """""" hj
i« Compgtation i ' ommunication ;
\ Skills : | Skills | s :
e el d
A‘ y 1_’
1ta Processing, |. Clerical Stenographic Business‘ / ¢vAccountinQ
Pattern Pattern Pattern Management © Pattern
: ' \ Pattern / . .
_ “ & rfS

*Individual business subjects and FBLA are avaifab]e io students not voCatioﬁa1ly oriented to
e LR ' . . A

business careers.

| | >
. . AN , Dy
° : o Mt




. . {4 ‘ » . i T ¢ “
\ R : _JJ - ‘.-. IR r ]81
Y . .. . ". e § . .- o .
- o Vq* FBLA i% an_integral part, of the tqta? business curriculum
-3 v . 7 Jshould be emphavized in each busindss course.’ ;T A . R
(I : “ . Nt ¢ R ) * I - . A L '
N ¢ . For easé of ﬁefer%ﬁce,\coufses;gpe Tisted a]énghetical y below. -
oo -~} This curricutum reflects changes needed for planni g 'updated- pro- L
‘ " -~ \grams. Tonrewipe,$1pxibiij:vjn;pla ning student-centered programs, , )
. ~gessome courses traditionally. stfuctured'as year gourses afe recommended ,
‘f* / . .- Aas:two:One=semester courses. - Furthermove, since typewriting is de- )
R ; ¥ signed as_four semédter’ courses¥:personal typewrdting isino lenger
T . needed jas a separate coursd”. The bagis for this change is that the
5 . fundamentals :of typewriting are the same regardless of ultimate usage. e
A]soimthis-provides more options for students and promotes better ° Y2
articulation betweeh “the junior high. and the senior high»bgsinqss » -
. Pprogram.. T . . o ) . s . . s “;y
- © ' ., :State Course . N \ A
; “*" .. Code Number Course Title
K v ?— N / Ty . ‘ . 'i/-*
' I 6332 ! Accounting I B
TR 6333 * AcColmiting. I1. V.
6412 Business Communicatjons, =
: . "6532 *Business Dynamics +\ ‘)
c 6522 - *Business Economics_ .
- , 16512 ) *Buginess Law" ‘ Q#"-
- ' . 6533- Business Management
© 6311 Business Mathemdtics = ,
' 6712 -. *Data Entry v~ : -
TR o Data Processq;g I
‘ ’ 6723 ... **Data Processing II-
. 2 6010. Introduction to Business g
1 . <\ ~ 6710 *Introduction to Data Processing
;/ Y 6612 “ Office Occupations I . ) : i
v - 6613 **0ffice Occupations II - Cooperative
2 P . 6623° - **0ffice Occupations II - Directed -
6321 Recordkeeping . y *
. ~ & 6212 shorthand [
v 6213 + Shorthand TII e .
. . 6633 N s Symulated Office Traiming
) S 6111 ‘ ewriting I . “
+ © 6112 " Typewriting I1 . ° )
-, 6422

Word Processing

* One-semester courses

** Two-hour-block courses gﬂ
$
. ¢ !
: ‘ ) C
‘ < ' - o
B - L » .
Y N .
. { \ . ~. ':
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"; one or two teachers. The busaness

1

oy [ | i 3 ,
mw,a( ﬁth 2 ©_ Simulated Office Training ' x] X
YA : |

. , ’ \ :
- . “ . »
. ‘ . .0 ) 14

N | . The Small H1gh Schodbl

v ”In the small high schoo] theLbus1ness depankmentgumld consist of -
prpgram shoulfj be dQS1gned

. . . to provide a core of 1earn1ng exper1ences in basic ‘economic
;) ; qucatibn necessary for 1nte11ﬁgent part1c1pat1on in our free -
f ) pr1se system ) .

-
- db prov1de the ‘widest poss1b1e se]ect1on of spec1a11zed learning
‘ . exper1ences to prepare students for job entry, . .

A]though the scope and sequence of course offer1ngs and related ° '
o’ experiences;An the smallvhigh school must necessarily”be fewer than
" larger schad}s, the basic{ecqmomic and specialized bus1n7§s t urse

fe balanced and fulfill as neatly as possiblle; commun

and fhe needs' of students who . , ) ! ‘ T

{' ’ \ »
have post h1gh schoo] asparatwns in the area of‘ busmess
P 'upon graduat1on are seek1ng employment in bus1ness and off1ce '
occupations, or are preparing for the ownership of’ operation
sof an individually owned bu51ness X

- @

Suggested Programs for the Small H1gh School s i &

Two career pattesz may be de51gned for the.,small high school.
Upon completion of either.qf the two patterns shown below, a student
should p%ssess minipum ﬁ{Of]C]EnCY for job entry & .
N 7 ,

\j A S . }
' ‘ AR
Q
&

~

Grade Levels Course Titles i\

9, 10 ° - Introduction ta Business

9, 10 » ’Typewriting : ‘ /,? x| x

T

10, - TypewritingtII or Cffige Occupations I] x | x
- 7

10, 11 Shorthand I . C M‘x

’ -

1,12 © % Shofthand II X “( -

“
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/} Alterations in-program désigﬂ may ,be necessary based on the educational
. néeds of a particular school. For example, rdther than offering the ‘patterns

shown on the previous page, a small high school may choose ‘to offer a

modified bysiness program such as the.following: ‘ . .
Grédpﬁhevéls
7t e

[

,; Caurse Titles -

,ﬁ;roduétioﬁ to Business

~9,.10 L] Typewriting?l e }
+9, N : -'\E.T pewriting.II or Office Oeccupations i
10,-11, 12, lternaté Tghoﬁtﬁand I . o )
- - years (Accounting I~ -t
5 - - 12 0 {' s , " Simulated Office Training
3 / v !

-An additional op%lpn in ‘the modi'fidd program, is to offer one semester
each of Introduction %o Business and Business Math rather thap‘d‘full_year .y
"of Introduction to Business. ey B . L
s s Y . . ) . .,._‘ ,' ‘:.\ - .

This modified‘program:foﬁ the small high scheol may not necessarily
enable a stydent to develop job-entry skills but showld serve¥as . a ~
foundation for further. study. " : ' "

»/ . ‘ L
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" of three to f1Ve teachers The bus1ness program should be de51gned

| ‘. \
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The Medium-Size H1gh Schoel - v
Jl

In ‘the med1um*51ze h1gh school the bus1ness department would consﬁst

.. to prov1de a.core of 1earn1ng experwences in bas1c economtc
educat1on{necessary for 1nte111gént part1c1pat1on in our

LN

A

_free enterprise system A . . ; .

~

. to prgy1de the W1dest poss1b1e selectTﬁn of spec1a11zed - )
. -1earn1ﬂg exper1en6es toyprepare students for Jjob entry

i

. to prov1de axqgrk exper1ence pjogfﬁm (cooperat1ve or - “?]1,”:
4 d1rected) ; SR v
N \. or- ! g - -
Suggested Pr;grams for the ‘Medi um- Size High Sthbdl . ‘,n. ,
_/ .-

Frqm the fo]]ow1ng list of courses, three careér patterns may beo

‘designed for the medium-size high school .* Upon*completﬂon ‘of any one of '
the three patterns Shown, a student shou1d possess ggn1mum prbf1c1enE/

for job emtry. ’ ‘ L -

Lok

¢

Grade Lereis Course Tities .
9, 10, . | Introduct1on to Business - X_|X X,
| 9,.T0 - Typewriting I . . X x| x
10 Business Math o L
10, 11\ Shorthand 1 - X

10, 1 @counting I k B © X

-

11 kD‘ﬁfice Occupat}qu I- X | X

11, 12 ' Business Law 4 | lx
1, 12 Shorthand 11 - X :
: ' : ,
12 Accountingffi - X
12 Office Occupa\ions I . SR B S B
R ;
*Account1nb\LI, second semester,\hs ude internship in lieu oﬁ work
experience 1ncluded in Office Occ pat1ons IT. , ;
» / 0
. X { f, v(‘l ?
= TR )

%
. .
' ——/::\ '



'~/ 'business:communicptions, BUsiness €conomics, business dynamics, and
A mtmduction ata processing. For developing maximum- prof’lciency.
o courses #sud in the, cqner pattems -shown in this section.

S _ The student WhG: does not desire Office Occupations 11 (two-hour
blnck with work e

rience) at grade 12 would enroll 4n Office -
_Ocmntions I at grade 11 and in Simuluted Office Training at grade

I
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In the Targe high school, the business department would consist of
-six Or more teachers. Because ‘of-the variety-ofwcourse'of#erings‘andv
‘related learning experiences fgasible in.a large high school, and because
of the greater specialization of job opportunities available where these
schodls are located, more specialized business programs can-be planned tp -

meet School. educational objectives and student and community needs. -
. _ hiah ‘ ,

%uggested Programs for the Large High S hpol'

The school ‘should offer those career patterns which are most applicable
to school population, community characteristics, and changing demands of the
bus tness world. - : ‘ . o .

Suggested career patterns for the 1arge'high sch001“are ; :

Accountfhg
Business Management -
Clerical ’

~ Data Processing”

- Stenographic

Se]ectidné'may be maqe'from_these, and atherS'may pe'deyelopéé, as
Student interests and community needs dictate. ) .

Career Patterns for Business and Office Occupations

‘ Prepérétion of qualified'workers for business and office occupations
demands a p]a@ned pattern of education as depicted in Chart IT shown ‘on
the following page. o . b

The alphabetical lisfing of course titles shown previously comprises
the total course offerings for Business and Office Education in
North-Carolina. Guidelines for each of these courses-are included in
Section X of this .publication. T . '

priate career patterns. Five suggested career patterns are'shown %,

' From this bank of courses, selections may be‘made,to develop +
Pp
/{£:E2e following pages.
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t} . sUsINESs AND OFFICE OCCUPATIONS PROGRAMS -

* provide .
“Education’ for the World of Nork
not C .
"How to Run a Machine"
. W ” Business\ and ” ] Entry-Level
Career Ob:]ectiv Office - Occupatwns Programs Employment
| .)) \\ » 4J ,
. /\\ ‘ Y\ " / . [\ ‘e bt Wiy, ORI e
_ ~ s e iaks i 2
3 o ' .
TOGETHER = A Planned Pattern of Education o~ ’ ‘

SEPARATELY - A Fragmented Effort

RORWEF R T &




‘l'-
. .

ALLUUNI 1 Na. VAKEEK PAT JEKN

. Introduction.' The Accounting Careér Pattern is designed to
provide .students with knowledge and skills necessary for employment
-in accounting and related occupations.

q_.,,“
4

L

Suggested Courses and Sequence

N A : ' ‘ 4 Preferred

FR

;; N ’%“v—f’Gradé Level . - Course . Sequencé
. ' 9, 10 -_ Introdugtio;hto Buéingqs | S * .
o . -9, 10? ' | Typewriting I '~,\' _ *
S 0 | Business Math = o | *
| 10, N Accounting {ﬁ\\" ~ o ﬁ‘~.\ *
10, 1 Introﬂuctionvto Data Processing Vi .TFx; *k
n, 12 Business Dynamics .. * ‘\:**‘\;\
1{ ’ S 'Businessyﬁénagement'(first semester) ** \i?
e S n, 12 ) Business Law ‘ s . | o -
| "" | 11, 12 ' >&4Bustpess Economics R ' S
- 12 - . Accounting II\ ‘ t —*
12 Office Occupations II - Cooperative . *k
|
-~
. f
. :
e e s a8
;/.' e Must be comp]eted.fbr mfnimﬁm p}oficiénéy
~** - Should be taken for maximum proficiency in addition to
' those required foryminimum proficiency '
*** _ Suggested as enricA@ent opportunities 2

-




Foe o | - B R
Eo s BUSINESS MANAGEMENT CAREER PATTERN * '~

W - R o R . .

o S Introduction. The Bysiness Management Career Pattern is designed .
WL - for students whose career objectives are directed toward- the possibility

of: s : i
. . Ouning JE directing a small business.

- . Taking a place in.a small-Business :already established. .

. MWorking in a large business in a nonAteqhnical or pre-managerial

o capacity. . . ‘ i
} . ”Suégeiste'd' Courses and Seguence , R
: < ‘ o . Preferred .
Grade Level Course - Sequence
9,10 .  Introduction to Business - S
‘9,.10 . Typewriting I . . R
10 - Businf§S'Mathematics I . : *x
1n, 12 Business Law - o *
N .. ) » ) . ' N
1,12 " Business Dynamics , *k
e e M 02 Business Economics | o
bed o pans S iy "‘v, iy . : 2 i ;]* . ' ( ,
1,12 “Introduction t@’Datq Processing - . vk
’ 1rg12 . - | Business Communicaffdns - T *k
(] . . . Or . ‘ :
Word Processing
-4 . s
1, 12 Accounting I ‘ N *
’ 11,12 . Accounting II - . - Y er
o o 12 Business Managemg;t : . v Yok
' 12 ‘Office Occupations II - Cooperative’ o *x
. N a -
” \ - ¢
) w )
* « Must be completed for minimum proficiency . :
o ** - Should be taken for maximum proficiency in addition to those
: required for minimum proficiency o
*** _- Suggested as enrichment opportunities.
Q ] ’ R N f? 1 -
o . U‘~~




.\“ . 4 . -.A‘ . .' | '-. . \ . ‘ . 27“
s . CLERICAL-'CAREER PATTERN . | |
- o Intrg%%h%igg. ‘The Clerical Career Pattern is designed for students

. desiring’ Ce Jobs' that do not require shorthand ski11s. The increasing

. demand for .qualified clerical office employees provides ‘extensive oppor-

SR . tunities for high.school graduates.. . T
e Offfce poSitiﬁns‘of a clerical nature may 1nc1g9é: tjpikt, clerk-typis:
R .receptionist, file clerk, general office cterk, mail clérk, and others.
.  Suggested Courses and Sequence
: R . - _ .. Preferred .
Grade Level " Course | ~ Sequence
_ 9, 10 ~ - -~ Introduction to'Businessﬁ.'. ' o o :
é*‘- 9,10 ,  ' -;"Typewriting 1/ ) .
~ lb Business Mathematicsy' e - *k
R i E
: 10 Introduction 'to Data Processing * %
10, N Recordkeeping ° ' vk
or _ . )
10, 11 Accounting I é | S A
‘ 1 - Typewriting IT ) : , -k
/ . "ﬂ . . . .
. N ) Office Occupations I ' *
' 1,12 . Business Communications. o, **
A . or .
-« Word Processing A ,
' 1, 12 ~ Business Law ' o | wk
11,'12 ) 'Business‘Dyﬁémics ' ' Lo kK
1,12 - Business Economics : R
e , ‘ i @
12 Office Occupations pI - Cooperative ' .k '
e yfr: Directed : _
A S
yl L
~ “ . )
. : ~
N . . | " \

» ¥ - Must be completed for minimum proficiency, .. .
** '~ Should be taken for maximum proficiency in addition to those--
_ reqiired for minimum proficiency. - ‘
*** - Suggested as enrichment opportunities ,
. L}

fl).’*’
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’ DATA PROCESSING CAREER PATTERN R
- . : Introduction. The Data Processing Caréer»Pattern provides'alﬂ' : 1;5,'
v - framework of suggested studies designed to prepare students for entry- - '
X level positions in automated data processing and related occupations R
« - -as described’ in the Third Edition of the Dictionary of Occupational T{tles.
-, Suggested Courses.and Sequence o A
- Grade Level : Course Sequence’ . -
9, 10 Introdtttion to Bustiness ,' S ) *
1 ‘ ‘ ' o N
9, 10 - Typewriting.] o o ¥
9,10 ~ . Business Math . "
/} 11 4 Accounting T (first sem;sterf | T * \
e 6 o ‘:, : Data Processih I . .k
R é"' Foo »_ffg S '3
‘ 11, 12 ~ Business Law . L *hk
;> '; 11, 12 Business Ec6nomics ‘ “ 1.'***' BT
11, . ] hi ion . ¥ TR A
. 1, 12 Bu§1ness Commug:cat10n§ . ’/J(l
[} - . . ) ,
Word Processing o ‘ : ' *
o 12 *  Data Processing I1 -2 hour Slo k *\ o
AN : : CK i,
- (for those students interested in & SRS
capable of programming) - - .
‘ : or
Office Occupations II - Cooperative or *
Directed (for those students deSiring to
be. equipment operators) :
«
. ?.-
/‘ ' \
Y . N #
© * - Must be complpted for m;gimum p}oficienc} S ;
** - Should be takdn for maxihum proficiency in addition to
) those required. for minimum proficiency I
fakalo S Suggested as eny;ehment opportunities o
Q ' ' v ) ' N
. |




STBQGRAPHIC GAREER PATTERN

’
- . .
.

- "Introduction. The Stenographic Career Pattern is dgsigngd for -
students with a career objective in the area of stenograph C, secretarial,
-and. related occupations.- The suggested pattern is sufficiently flexible
ST .. .to permit adaptation, of the program at local levels according to
. t.. _  community needs and student interests.. . BR A

1

L . , Suggested Courses- and Sequence . "
- T e I R . Preferred
e Grade el . Course S .. - Sequence
™ ] ‘ . " F) ','. —— ; ) ‘.:v
U A9,.10 Introduction to Business : S *
/o . 9, 10~ Typewriting I. . E Lo
- 10 ‘ Busﬁneés'Mathgmaticg\(first semester) . o ¥ ’
10 _ Introduction td Data -Processing- My
~? : 10, 11 " Typewriting II T ** _
. 10, 11 . Shorthand I # a . SRR .
. . : N . ‘ » Y, /' »
T 10, 11 Recordkeeping ' ’ , R
. or : . .
10, 11 Accounting I - . *k
— R o . ."‘ . ‘
n . Office Occupations 1. : . *
» . . . . ) .
11, 12 Business Communications S ek
, ’ ] . or - - .
- Word Processing fQ\\
| 1, 12 ~ Shorthand II : N LY
“ 11, 12 ' Busihess(Law , : , ok
B 11, 12 BusineSS-Dynamicsv ' o ok
* oy . M;12 - Business Economics : |k
o 12 Office Occupations II - Cooperative or ok
. . Directed - : *
S LR
v/ ”' ¢ ¢
) * .
\ i - :
, - * - Must be completed for minimum proficiency
o8 : ** - Should be taken for maximum proficiency in addition to .,
those required for minimum proficiency )
Q : *** - Suggested as enrichment opportunities o / ;
EMC . ) 34 ;lv » ’
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Part 2. The Rofe oﬁ the Adm4ntat1aran Ln Gu4dance

~ n ' ¢
?&z. ;n?. Ty The fo]low1ng suggestiess are made for db1n1strators regarding
f'-‘ _ the re]at1onsh1pv0f gu1dan serv1ces to the us1ness program )

_« Administrators shou]d work with bus1ness_teachers 1n plann1ng

;7') SRRy B the b051ness schedule
P o . A subJects shou]d be taught by teachers competent 1 the area
L . of 1nstruct1on - , _
k ,'Q W ntroduct1on to b&s1ness and beg1nn1ng typewritfng shou]d be open
L ~ to al 1nterested students. . .

. Hhen enro]11ng~students in shorthand, adm1n1strators should

N vocabu]ary is re

o

: i - keep in mind thaaﬁa good background in English, spelling,. and S\J

Tred for stenographic occupat1ons \

Students enrolling in shorthand shou]ﬂ have successfulTy com-
pleted beginning typewr1t1ng ) \ ‘ Ji

]

v cr1pt1on purposes
. A ) S Adm1n1straéors, gu1danc? counse] S, bus1ness teachers, and
A students shou]d\cghfer egard1ng nro]]ment of ‘students Jn
. : advanced bus1ness courses.

Dup11cat1ng, recordkeeping, and typewr1t1ng ass1gnments, in

_ LIRS A connection with the operation of the-school should be scheduted:
M as learning activities for students, * Such work should. not be o

A requ1red as a -school serv1ce beyond the 1earn1ng stage.

..’.

-'/

Shorthand students should have access to typeWr1ters for trans-

-

. . Administrators, gu1danﬁe couﬂselor , business teachers, students,

parents, and prospective employers should confer regard1ng job -

placement and fo low-up of graduates 4 ‘
‘ _ Alternatives and options should’ be available in the bus1ness
«* . . program in lipe with student and community needs

' P ~Additional suggestions regarding gu1dance serv1ces are included in

Séction VI of this guide.

s )
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B Part 3. The Business Teacher o e
e e : I .. B « L
R (PSR "2 The professional busines§ teacher should: . . . T
/4% ' Create and maihfain_aﬁgood teaching/learning environment - -
e Establish rappoft'hith'co-workers,Astﬁdents, and community " '

e . v T

N ’Eulfill'expectations of, self, local éuperVisors, and.Stafg
staff. ~ . S T C, s

. Continué educatfonal growth througl formal graduate programs; »
self-evaluation and improvement methods; professional.readingif
and internship opportunities which may provide real work: , B

y - experience :
. ’ L i - ’ ' ‘ ° ) '.0‘ /
5 : . Become actively involved in professional on&ahizations;_. L
' . ‘ ' . 'Be informed about the policies and activities of the local
Q7 o government ) , ‘)
- . . . . . e . t- . . y-
~ Local education agency (LEA) administrators can promote professional-
~alism among business teachers by: =~ o . RN
! J N . . - J N ~ ’
Crgting a climate for innovat ‘nsb7 )
. ) » C - : . _ - .
Promoting open channels of communication ; , ~;;_
. . oot . RN
" . Providing opportunities for-%eacher input in planning programs
.- and facilities and in purchasing equipment and instructional
materials . . ) :

Al]ogéting.hn adequate depdrtmehta] buaget‘ .
o .

Encouraging teachers to grow professionally amd personally by
providling relevant staff development activities

_‘- ) | . _Providing incentive, through the logal salary scale, for teachers
A : . to pursue additional formal education fof'advanced ratings and/or
"~ degrees . : ' v o S

Providing each teacher with at least one p]énhihg period‘a da}

. ‘?roviding release time for teachers to atiend professional meet-
,,/Z v 1ngs : . R .

. . . Providing release time.for"teachers to attend district, state,
" and regional youth organization activities '

Additional suggestions regarding the busfness'teaaﬁﬁr are ingcHded
. in Section VII of this guide. ¢ '
. :
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, .¢// < Part'4. vVoutﬁ Onganiza14t  - FBLA : 2
o o AR busihessps;udenﬂg should ‘be encouragea‘tq;ggggff_active member
3 of a yquth organization related to their career choi T ‘ \J/f
. - . » T i ; . . s f : .

‘Future Business Leaders of America (FBLA), a national organizationy. J

e is recognized by the North Cafolina Board of Education as-the official
I - youth arganization for business students. The Board emphas§zes that FBLA .
N -+ activities should be an integral part of. the total business] program. The
‘ State Department of Public Instruction encourages local adifinistrators to
allot time duringéthe school day for youth organization ac -

fivities.

.+, Membership-in FBLA reinforces_classroom activities;,
interesgs, and-Broadens career goals. Participation in ¢
enab}es, members to develop poise, decision-making powers,

udes, ability tq speak before groups, and other qualjties.of leader-
‘Participation in social activiities at local, state, and national

‘provides opportunities for student members to experience social”

~ growth.” Details concerning North Carolina FBLA may -be found in Section IX

, .+ .of this,guide. - - . o >

. ‘ _t.'Pja'rt’ 5. 'Famu, Equ,épéh,t, and Matenials

(- ‘The entire education program should be considered in {bcatingbthe
o ~ busifiess department within the school plant. Rooms for business instruc-
~. tion sﬁouﬁd’be located near each other. Since equipment such as typewriters
and other business machines will produce noi%e, an effort must be made to -
TR avoig;étohstical pcoblems;which may conflict with other activitides.

fepens career
apter activities -
responsible

=0 ;The number &f classrooms needed will depend on school enrollment, the
variety of career patterns in the business program, and business student

en’;iﬂrnent.. _ _ : . Y t

-

- . The insteuctional program in Business and Ofgice Education.requires a
v+~ wide variety of office equipment, including electric typewriters, electronic
calculators, reprographic equipment, data processing equipment, and auto~
matic (power) typewriters. Labor market trends and research studies indicate
that competencies required in business and office careers demand proficieneyi

2 .on such equipment.
L ‘ . . Sinke the typewritdr is the basic tool of the office wor er, it is
. unrealistic for schools to 1imif typewriting instruction o the manual .
o " machine, ,Jn‘sygggnt"of this premise, Erickson says,. =~ - .
| " ) Beéau§g‘of'the high\ frequency of use* of electric typewriters
\ in the business office, all typewriting studentsimust.have
T opportunities. to Tearn to use the electric_typewrfiter,
T N C . : o 4 )

4

‘ . >
. Dr. Lawrence W. Erickson, Basic Components of Office Work--An
Analysis-of 300 Office Jobs, Soyth-Western Monograph No. 123, 1971, p.23

£
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~ providing realistic learning -experiences.

~ in theé business environmernt

' ' : { f o £ ’ "‘ - e e
. pV, . )
R : i o . /. _ : ‘
.~ While modérn office equipment is costly, if business educatioph =~ -
is to meet its. objeetiv@s, schools must accept‘responsibi]ity for .

The\instructional program in business should be individualized . . g

-for each Student, thereby requiring a wide variety of instructional-

materials and consumable supplies., Therefore, an adequate sum-of - -

money should bé allotted tq the business department annua\ly to meet -
these costs.- Students enrolled in business courses should _ e

required to pay fees for the purchase of instructional materials N
and supplies. -~ . . . S oA

For detailed information Fegarding facilifﬁés; equipment, and

- materials, please kefer to Section VIII of this guide,Jwhich lists

recommendations by the State Departmént of Public- Instruction. SN\

- ~

T

Part 6.. Inétnuciional&fppndachea and chhniqugs
p TR

The scope of instruetion in business .education is expanding- té e& -
meet new challenges and toj&gep,pace with the radical and swift. changes:
> Greater. emphasis is being placed on :

teaching conceptual skills as well as manipulative skills. Such’ skills_ -

~ include fact gathering, interpretation, problem solving, and decision

making. Greater emphasis must also be placed 60 management ability if-

students are tg meet requirénents for job advancement. N

talents and gkills must be planned. They should include a search for

The,teacging'approéches to help students devélbp their maximum ;,/
instructional alternat es as ‘a'way to improve the instrubtiona];process.

o

-

. T .. . L. .
, ~ There are several major teaching strategiés used ip the 1ear§%§9 v
process of Business Education. 'These strategies may-b@kdevedope
through a variety of instructional approaches and teaeﬁ#ng‘iitivities.
. . / ¢

. i Individdé1 Instruction Approachﬁ ’ bR
Each studept is. tréated a% an individual as ¢ his/her “interests,
skills, and abilitjes. .With the teacher's guidande, studgpts select -
projects and’activitigs in whi¢h they have an interest and the'ir skills .,
are developed to meel ‘the objectives of the selected -project or activity.
éégpetitive,Practice Technique--Drills or exercises are cdhpleted
untiT the skill or unit is learned. :

S

Job fﬂstruhtion Sheet Technique--Detai]ed dteps and instr‘ tions
are mapped out for the student to follow in completing a unit of work.

Individually Prescribed Instruction (IPI) Téphnique-- Students are ~
permitted:to progress at a rate commensurate with their abiljties and
ambitions, learning by various processes which suit their needs and
preferences. ' ‘

-~

| .. Learning Activity Package (LAP) Technique--Ifistructiens, steps, .and
- pictyres are presented in systematic order to explain in detail a concept

or §ki][ to be learned without the teacher*s direct assi<¢tance.

a

g Jo '_ N
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'-,~_‘ Homework Techni ue-fﬁxﬁ}a‘ﬂork, drills;'bﬁwexércjsgs are to be
- done coutsiae,of class to reinforce a learning activity. - S

~

b

- >4 Programmed Insfruttion Technigque7-A concept is presented to the
Fol ) student; he/she attempts to ctfoose’a] correct answer to a'question con-
cerning that concept,; the student thén-gets immediate reward for a
correct answer or explanation for 3?~incorrect answer.
R L SR LT _

L ' Discovery Approach N - (-..

\ <
~

Edch student §e1eﬁ§{{his/her dwn problem or topic for researching , -
and reporting. “The problem or fopic might involve the effect of labor -
‘relations on~the job Qy(reCQntLgovernﬂpnt regulatory actions; the . .+~

possible éffect of a current judicial d cision on the légal right in-
volving lzgdlond[tenant relations; a jop study analyzing the tasks of

a legal secretary; t:ondgcti-ng or partif pating in 'surveys;vdeyting

an ecological issue; et “ L : S T

-

» : Lo T ' " . o : /
1 Research Technigue--Each’ studfent sefécts his/heh own_problem gbout
T whigp to gather infﬁnq;%ioh'andfreport. ~ CE

. - Joh Studies‘Techni ué--Studying and“ana}yzing'a given job and
‘anrjving at a conclusion, : S .

. » “\ X * S
. Surveys Technique--Conducting and compiling facts or figures to
arrive at 3p answer or conclusion. . 2{ ' ‘}
x

<.

[N

~./
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_"7i_f/*~ B TP o Group Approach kg
T ] : L 'i";_! . .‘. i . . ~ . - .
ﬂ oy -Aahumber of students. select @ group. project in which ealh member. of
"¢ the group will organize; plan, and prdduce ideas and work in the compfe-
S fioﬁ.qt one major study or project. , T
;;2;_ - | L Largée or Small- Group Technfqgef-66ﬁtr011in§ ﬁﬁe'sizeébf~thé'
e »  group to one which will be more ficiq&i\in comq]eting a task. -~
.p' ‘ ) , , K \ . 3 ) ) :.\_‘ . . - .
— % . Committee Participation Techiiique--Forming committees*which.'i -

deal witH%;:cific problems or areas.
v /)7 o Baitéry Technique--Presenting %deés to the ¢la as a whole
A ‘. ‘and then allowing students to work individdally on

: SRR s o~ the concepts presented. o

-

B

Role-Playjhig Technique--Hypothetical but‘rebkesgntative circum-

stances involving interpgrsonal relationships are established,

R : and participants ‘take’roles in which they act and react spon-
. .. .@ - taneously. It is-a method ‘of human interaction that involves:
C ~ realistic behavior in an imaginary situation. T '
. . Discuﬁsion/Techniguea-Ihe teacher and student ‘present concept .
# " and discuss the pros and cons of a particular tqﬂﬁcf?JIris ch-.

nique may be used in all ifstryctional areas.. - S

o ~ , ORI

N

-

o
-

.ug' . - o 'Q Unit Approaﬁh

“Classes involved in a unit approach seek answers to-data concerning ® .
.one particular area of thought apd work and thery relate this. information
to broader topics in the/cod?se. : .. h oy oA
. o : . > : R
¢ . ///. Module Technique--A specialjzed unit of instruction based on') .
S time constraints, i.e., minute(s), hour(s), day(s). .

3
.

, e ‘Case_Studies Teshnique--Théfsthdent researches, Orgahifés, inter-
0 . . . . . - P 13
! - prets, and becomes skillful-in decision 'making. The use of .
. various games and exercises provides the potential secretary with
experjences that are related to the actual work.in the business
field.. GL L ' o

L 29

: - . . X ’ -

— . Rotatibn Plan Technique--Students rotdte from one project to
another. For instance,,whep a limited number of adding machines
are available, some stdﬁents may be doing typing assigrmients

. as the others use the' machines. -When the work at the adding .
‘ macggnes is gpmpletéd,\both groups-will exchange p]aceﬂ;E-

"
KN :
S DY

r

24 _ -, Systems Approach . , . -

-~
v 1

Classes usding.a §ystems approach yge a g;oup of devices in whicH one _
specific field of work is traced thrbugh each facet of its relation to the
whole picture.” - ‘ ‘ ‘ .

Project or Practice Set Techniques--One phase of ‘work in

Q ' ' toe /




".Bookkeeping, Record*Kéeping, or other business subjects_is
o studied and completed from its origin to the termination of

" o " the transaction or activity. For example, a written check

. would be studied .and traced from its cpéation .to its return

by the bank. ' o o

) fieid Trip Technique--A wéy of learning in which sifidents

- ., 9o to the actual place where they see the reality of the
e - concepts they have been studying. L ‘

¢ .

I Mul timedia Approach /

A system in which a number of devices are utilized for instruction
- <3such as films, tapes, pacing devices, visuals, programmed instruction,

- records, etc.

The techniques used in this approach encompass as many methods and
devices as are available and appropriate in achieving desired learning
or changes in behavior or attitude. The following .are among the tech-

‘ niques available: )

. T

” Demonstration .

Multi-Channel Laboratory Playback Equipment
Films and Filmstrips

Overhead Projection- Transparencies
Videotape Presentations

Audio-Tutorial Slide-Tape Presentations
-Dictation-Transcription Equipment
Record-Players o 7

Skill-Builder ControFled Reader ,
Tape Recorders »
-Chalkboard

STides ¢

Lectures

Field Trips
L Exhibits
%

gpéurricular_Approach/FuturgﬁBusinesé Leaders of America

.
4

A student organization made up of students taking business subjects
and interpsted in business as a career. It endeavors to develop leader-
ship abiljity in the students, student confidence, and an awareness in
community service, and helps them become better citizens.

Techniques the youth organization employs to teach and facilitate
learning ‘are: . '
~ Leadership Training
Commi ttee Activities
Community/School Relations
Competitive Events
~ (See Section IX of this quide and the FBLA State Handbook. )

L

A 4% : Co-
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- | Laboratbry Approach

w
'

| An intense environment that duplicates an hctué] busihe§§ establishment.
. It is an application of previously learned knowledges and skills to an actual-
office environment rather than initial development for the first time.
L \ . . . - - ¥ , . .

. Training Station, On-the-Job Trajning, or Cooperative Office - .
. Occupations {C00) Technique--Teaching correlated with instruction. -
- on the job. A training station, often defined as a downtown lab,
’ provides an opportunity for the student to .practice on the job
what he/she has learned at school.. « . S '

Simulation Technique--Inyolvement §n the .ongoing, daily operation
of a fictionalized company. The fatilities are like those seen
in a real office. Simulation emph@§sizes group learning in which
the primary relationships are between the several people in the - ~
group and wherein they learn to work together. A model office

in Office Occupations II offer an ideal way of utilizing

simulation. ' o o .

s
R

Project or Practice Set Technique--Integrated tésks'in which the
entire working of a company is put together through representa}jve

. ‘ jobs from each depaftment of the company.

Problem-Solving Technique--A deductive method of reasoning.to arrive
at a solution to a given problem...A particular s&t of happenings

in an office is presented to students. They analyze each phase of
the situation and come to a conclusidn as to the best solution to
the situation. i s ‘
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vPart.7£ Lvatuation

‘ . - .
.An."@ssential compenent of any business program is a built-in
evaluation system. Planned evaluation and re-evaluation must occur
~ in order to update-and improve instruction. The evaluation should
be well_ptanned and administered cooperatively by business teachers,
- .guidance counselors, §tq£ents,-business.fepresgntatives, and -
*administrators. . : L, : -
~ S0 As a-basisefor.evalugtion, all. business teachérs in a local.
- . ‘education agency should prepare and follow course syllabi 'applicable -

. t& their respective- schools. In gneparing local syllabi, téachers] N
o should refer to the State business education curriculum guidelines'.
"o w7 —which include suggestions to assist local education agencies in
‘ / . Planning business ‘programs to meet local needs:
- N . . N " . Q‘-«' ' A ) .
It is sugggsted that program e¥aluation determine to what extent
. thp business de artment . R o S
[ 34 ) N ° ’ N ; * . i q,
'\l. o . has a philosophy and a set of objectives in line with the -
" e s school's overall philosophy and objectives and the local )
plan for occupational éducation ﬂPﬁ. ‘
o !

. develops- vocational competency and ecpnomict1iteracy
meets. the heéds‘of college and non coTlegé-bOund students

. has quélifie& personne]ﬁaccountap]e fd} their knowledge: of .

. . subject matter, instructional approaches., and edugational

S psychology ' R : .

has staff members who aresconcerned with helping students
.overcomé learning difficulties . ) _ -

?

’ . .selects and uses effective instfuctional materials and vari S
instructional approaches . - L :

-

NA . L e ; S ‘ o
creates opportunities to work cTosely with administrators,
guidance counselors, and. business représentatives in planning,

: implementing, and evaluating instruction in line with student
. needs and labor market demands. . o ;
; - utilizes available community resources to enrich instruction
o~ . s ¢ » ! * o
oo e * |
. ) ) ) ~. i i
& d . * :
' . ) ]References include Education for Business, Revised, State Coursé of
. . Study K-T2, and Occupational Education®rogram of Studies.
. s




shares responsibility of guidinb students through cooperation
with school guidance services BRI ‘

promotes good public relations

.- .. organizes and promotes youth organization activities (FBLA)
as an integral part of ¢nstruction in each business course
acquires and uses up-to-da

\ k |
surves results '

te equipment, as justified by‘busineés

o -

}‘ . maintains an organized file of student information to more éffecii:
, ively diagnose needs, evaluate progress, and use follow-up infor- '
mation ' .
') o . maintains a definite policy and plan for purchases replacement, .
S and Wpkeep of equipment 4 . / - y ,
( -discﬁ(?ine'planningVand,ihstfuqﬁion /P“AT’

. . 1S - : .
." participate inprofessional organizations oo ‘ A
For r¢fimbursed Business and Office’5q§cation prqgrgms, reference is”
made to specific responsibilities for proyram evalyatien by a tocal edu-
‘cation a egcy as outlined in the North Carolina State Plan_for Occupational
Education: ¥ : L4 :

. e ) . a o ) ’ \.
Each local education aggncy providing occupational education s
programs, services, or’activities shall annually review each
objective set forth in the approved local plan. :

}

Kl ' '
The evaluations will be conducted to determine progress tqdard
the achievement of/long-range goals as a basis for making

; degisions for.subsequent annual plans.

3 -

Evaluat}bn~methods which May-be used at the local level include:

-
.

self-study of statq& and achievément of objectives in local plan;
foflow-up studies, of graduates;

advisory commitfee reviews;

employer iﬁterviéws and reactionéito prog;ams; ‘{
admfnistration of performance tests to exifing stu&ents;

o B w N

evaluations by accrediting agencies;

.7. submission of evaluation findings to the State Board staff.
Ny .

oy
Ve

, }State Board of Eduéatioﬁ} North Carolina State Plan for Qcgupational.
Education, FY 1976, State Department of Education, Raleigh, p. 33. -
Q : 1 . :
A A
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' = \. Part 8. Voéat&onael Reimbwi\ed Prg g .

-

. Since. the passage of the>Vocational Educ¥tion Act of 1963 an .
- subsequent amendments (19683 1972), Business and Office Education has
: . become an integral part of the "vocational®™ family. It is now pofssi= \\\_
> . ble for secondary schools to obtain vocational fﬁzding for initiadting .
’ .- and improving. the vocational aspect of their Business Education pro- -~
L. e grams. As with any vocgtional (federally reimbursed) program, LEAs ’
Jf*\?; must meet certain requitements and’ adhere tp policies established by:
- ... - 4" the-Division of Occupational Education”of the North Carolina State
« . %. - Depakrtment of Public Instruction. These .requirements and policies
T afe outlined in detail in the Occupational Education Program.of -
' - Studies and-the Eiscg]jStatisticaliﬁuide. '

This section| on reimbursed programs ih Business Educatign is
designed to answer the most often asked questions concerning planning, .
implementing, and funding the vocational aspect of a business program.' 3

"Program" as used in this section does not refer to the entire Business >
&Aucation program or curriculum, but rather to the vocationally reim-
ursed business program(s). ’ :
Anv of the:fdﬁ]owing courses in ‘the business curriculum qualifies
for vocational reimbursement. . ', )
. 6333 Accounting IT - ) 6712 Data Entry
‘ 6333 DBusiness Management ‘ 6213 Shorthand I1I
) 6722 Data Processing I - 6633 Simulated Office
//i 6723 Dpata Processing II : Training
6612 Office Occupations I .
- 6613 Office Occupations Il - Cooperative - °
Lt 6623 Office Occupations II - Directed { “
Any ‘vocationally certified instructor teaching one of the above
courses for no less .than one period a day will be eljgib]e'for voca-
tional reimbursement. In addi. .n for reimbursement purposes, all
other courses taught by that ins:-u-tor must be one of those found .
on the Business and OfficesEducation Scope and Sequence Chart. 6633 or' A
6613/6623 must be offered in order for 6612 to be etigible for voca- .
: . tional reimbursement; 6723 must be offered in order for 6722 to be
reimbursed. . g
i ’ The following steps should be followed in initiating such
+ programs : ' .

1. LEA administrators (superintendents, principals, local
directors/planners, supervisors) ‘should work with the
total business teaching staff and the guidance staff in
developing a positive working philosophy in their
respective schools. /

N . 1 . . N
‘ . The LEA should appoin' a committe;\kcmposed of interested

r employers, parents, and educators- to perform the following
activities: ,

nNy

’

conduct surveys of student and parent interests
' - - conduct community and job opportunity surveys
identify a permanent advisory commi ttee
o | : | A




S \ : 41
s . ) !
3. The LEA must include prejected reimbursed business programs (as
a component of the to{:ﬁjbusiness program) in the local occupational
education plan, which ¥S. submitted to the State agency for approval &

] Divisibg, State Pepartment of Public Instruction, concernipg
, o teacher qualifications and certification requirements, recommen
. . ‘curricula, equipment lists, and other requirements for reimbursed
: '~ programs. ) ' :

4. The LEA should obtain information from the Occupatignal EduéatijS
d

Ed )

* 5. _Bﬁsiness teacher coordinators should select suitable work stations «
. for students in work experience programs, using advice and assis-
tance -of their advisory committees. : o

~. Business teachers and‘guidénce personnel should publﬁci}e fhe pro-
A grams to potential student enrollees and to the local community.

7. Business téaghers and guidance ‘counselors should select students -
- for work expérience programs through individual interviews with
students and parents, - C : - '

er -

-« A

ron
..
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Part 9. Ad\)(mm:/ Comm{ Ne(’

The Bus1ness and Office Educat1on Advisory Comm1ttee should serve \\

as-an integral part of the total business departrient. TAn advisory

.committee represents the business community. It provides up-to-date
“information about business_practices for work experience- programs and

gives suggestions for upgrading and 1mprov1ng the total bu§1ness

' curr1cu1um

Suggeshgd functions of an advisory committee are to assist with
the followiflg ' . o {

Community surveys -
. Research étqdies

Genemal training policies

ourse outlines based on busiﬁess needs

zhﬁlifications of teachers

Placement of students ¥

Evaluation of programs
' TN

Development ¢f a good public relations program ' Y
Legislation
Facilities and équipment
. Financial. support
. Cooperative training ptans
Wage scales for various ocecupations
. Youth ofganization aétiv{ties
Local 'administrators should appoint persons to serve on advisory
committees. This committee may have from five to eight members, repre-
senting the school, parents, and business. At least two business teachers,
one of them a re1mbursed teacher and the other a non-reimbursed teacher,
should 83;} with the adv1sory committee chairman in planning worthwh11e

meetings and projects. It is important that the committee chairfan be a
dynamic person who can promote an active committee.

g
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GUIDANCE IN THE ,SECONDARY SCH
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e . " GUIDANCE IN THE SECONDARY SCHOOLS e

. : Fhe function of guidance in all secondary school programs of studies
is to assist students to understand themselves better and to use this
-understanding in the choices and adjustments they must make nowsand in °
the future. To fulfill this. function, the secondary school or§§§jzes its
guidance program around a series of services. - These services are:

- ~

Student Appraisaly There should be a continuous recording of data
on each student in the school. Techriques of obtaining data’might “include
+ the use of anecdotal reports, rating scales, self-appraisal instruments;
autobiographies, socio-metric devices, and standardized tests. Most .
schools have found that organizing these data in the form of the cumulative
record is helpful. : P :

Counseling. €ounseling should be the major means through which guidance ‘
israccomplished. It is a personal relationship developed through inter-. .
views by which students are enabled to see themselves as individuals with

-special abilities and limitations and to relate this knowledge to the
changing world in which they live.ax\ _ N i
! 4 * PR

quﬁ?ment. Jhis service includes helping students determine subse-
quent steps in thdir careers and is based on a program of student appraisal
and counseling. It involves placement within the high school curriculum,
for advanced study, and job placement. -

Information Service. This service should make available to students
up-to-date informatfion concerning job opportunities and opportunities for
further study through books, files, pamphlets, directories, aWd related
materials. : ‘

Follow-up. A follow-up study should include graduates and dropouts.
The information gained should reveal the adequacy of the school program
in meeting the educational needs of students. - B j

Contributions of Business Teachers

An effective guidance service should be organized and directed by an
individual with special guidance knowledggs, understandings, and skills;
and by one who.enlists the cooperation of'*all staff-yembers. Guidance is
not the sole responsibility of any single staff member. . ’

Business teachers, by nature of their professional background and
experience, have a unique contribution to make to an effective guidance
program. They should take the initiative to hold several meetings with
the guidajﬁg personnel each year, at which time all husiness teachers

oD




~ Some specific ways in which they can contribute are to:

5

v

should be present to discuss cooperative efforts between the guidance
service and the business department. Following are specific ways in which
the business teacher may contribute to the guidance 'program: ' .

Student App%aisal.' The ¥loseness of business teachers to students
provides, a unique opportunity for teachers to assist in studeqt appraisal.

L

Make the counselor dwafe,of the knowledges, skills and abilities _
needed by students to perform satisfactorily in business occupa- -
tions : ‘

Dis;oVer strengths and weaknesses of students enrolled in business
courses and make such “information available through guidance -
services ! / : ’

Contribute to an accurate and comp1ete file of student pecsanal ™
qualifications, skill competencies, grades, and other anecdotal

informa}ion as would enhance the guidance service '
Prepare a report of student work experience for cumulati;ﬂ records

. Encourage/hdministering of appropriate tests a$™a basis for counseling
students more effectively v ’ ’

Provide a record of proficiency certificates earned by each student

Counseling. Since counseling is a major component of the ¢ iance, “

" service, the business teacher has responsibilities for contributing to ‘

this function. Some af these responsibilities are to:

Provide individual caunseling to the extent pos-ibi.

.\make o0
referrals when necessary )

Assist students in selecting specific courses in line
interests, aptitudes, and needs in order to obtain opti
benefits

Help students relate specific skills to various jjob requirements
o ) . (.

Assist students in the development of desirgb]g/ﬁéfsonal traits and

habits : ) 4

4

, . | .
Help students understand the changes ip the business environment

Help students realize that earring a living is a challenge and that
adjustments are a tife-long. process : :

Help each student develop sélf—confidence and self-esteem

——

Placement. " Business teachers can contribute to student placement (in
courses or on jobs in or out of school) in the following ways: i\

As§ist students in course selection in line with interests, e

. aptitudes, and needs . '
| | 50 }
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Lo ~may continue their education

. Lo . Assist students in 'developing competency in appiying;ﬁgba'job and
‘ acquaint. them with personal characteristics and adjustments #lecessary

‘ J;p, o for jobsretention and advancement \
T, . Estabfish and/or work with a school placement bureau
o R . | _ . |
Cooperate with local employment aggncies y _ ) ‘-

» N AU
- Use results of community surveys to determiine job opportunities
for student placement '

' 2 - Work with guidance counselors and prospective employers in placing
- . ,%tudents in cooperative work programs and in summer positions
Information Service. Specific ways in which business teaghers can,

~.assist: in providinf/;?b entry and advanced study informatioq/ 0 students

‘ oy

‘. ~are to:

.

<L . Establish an information file in the business departmént ' - t .

Make use of community reSOches'through field trips, speakers, and
meic ials

£ ’ . Inform studer’ tak! 01arships and student aid programs‘

L ,erate with weuia and guidance pers°§hel in the selection and use
of resource materials ‘ -

<

g

Assist in organizing and conducting community surveys SN
Interpret and promote .the business program to the total school and
’ community ’

¢ ‘Serve as resource persons to provide counselors, teachers, and students -

with information about the scope and sequence o busines§ program
/ . ] .
) Follow-up. Business téaéhers, guidance counselors, Tocal director/planners,
- and advﬁsory committee members should work together in making follow-up
studies of business students to determine $tudent adjustment and progress in

chosen pursuits and to determine appropriateness of choites! The information
gained from such a study should be useful in evaluating the adequacy of
- the business program. Business teachers can contribute to follow-up studies
~Tn the following ways: ' :

Assist in compiling, tabulating, editing, and duplicating results
of follow-up studies of business graduates and dropouts

Maintain a file of follow-up study results )

Use follow-up survey data as basis for instructional planning to

stress the importance of acquiring skill competencies and knowledge
, and developing desirable personal traits

. Upon ' request, assist former students in securing jobs or in planning
, ' for further education :
P .

o A
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. 'Coopsrate with post- secondary 1nst1tut1ons in providing vocat1onaﬁ
. and technical programs for adults in an effort to imprqve the
educational devel,of community %) .

Suggestions for Counselors

s - \

With the assistance of business teachers, couns\ﬂons should become
familiar with the objectives of the“Business program, the various coursés
offered, and the abilities and skills required in each course. The fol-
Towing ;suggestions relate to certaim areas of study within the business -

program: - . ? :
Introduction to bus1ness prov1des’1nforma€1on on consumer education
and the free enterprise system needed by StUdéZ
r » N
a Beginning‘typewriting should be avai1ab1e to all students
Notetaking, a onef semester course, should be taken for the purpose
of learnimg to take notes, not for deve]op1ng skill Qn the tak1ng
- of verbatjm dictation
Business math shdu]d be a prerequ1s1te for account1ng an r%cord-
keep1§g
Students interested 1Kaoccupat1ons in the accounting cluster should

o be assisted in their sdlection of either recordkeepJng or accounting
‘” - based on their mathematical ability

Because of the comp]ex1ty of transcription sk111s, students interested
in. occupations in the stenographic cluster should be screened carefully
AN

Student enro]]ment in advanced courses should be based’on student ﬁd;“
interest, career objective, and past performance. Information gaine
from courses such as business dynamics, business law, business eco- -
nomics, business management, business communications, and 1ntroduct1on
to data processing may be beneficial to all students

‘«

Suggestions foriAdministrators

, ki
The following suggestions are made for administrators regarding the
relationship of guidance services to the business program: >/

Administrators should work with business teachers in p]ann1ng the
business schedule

A1l subjects should be taught by teachers competent in the area of
instruttion . \

;-

y
.. Introduction to business and beg/pnfng typewriting should be open to
all #nterested students

Whien enro]l/ng stud@nts in shorthand, administrators should keep in
mipd that a good background in English, spelling, and vocabulary
is\required for stenographic occupations

En
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Students énrolling in~sh!¥thanq shou]dkhaveruccessfully completed

beginning typewriting ' .¢ ;
’ L4 : N -~ y
. . - Administraters, guidance counselors, business teachers, and students
’ - should confer regarding enrollment of students in advanced business
- .courses © R s
{ i g ! ‘
-+ Duplicating, recordkeebing, and typew;}ting assignments, fn’connect!én
. " With the operation of the School should be scheduled as learning - -
‘actMfities for students. Such work should not be required as a school
service beyond_the learning stage ' -
o .‘HAdministratOrs, guidance counselors, business teéché;%, students, E
gér%pts, and prospective emplgyers should confer regarding job ‘place-
' nt and f lloQLup of graduates : on _ .
\ Altermitive and'options should be available in the businessﬁprogram »
»in line wi student and ‘community needs ' ‘ T ’
‘ \) - [N . .
A .
,(‘ ’ Fy r e
k]
. "
£ N
e D!
‘,’ 7/
/ ’
¥
D N ,
N\ -
- —
L
3 t
N / N
- 4
/ ¢ 4
3 ~
Ly 7
~ ‘JJ:% b3




d

17

Participation in Professional Qrghnizationg
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WSIBILITIES OF BUSINESS TEACHERS

. , . ~ .
- The effectiveness of business teachers in the classrogm is par- -
tially dependent upon their. professional attitudes and.interests. Cre-

ative teaching is a mark of a professional business teache;- It begins -

with carefully pglanned objectives that define student growth and achieve-
ment in kogwledges, skills, attitudes,s,and understandings from -each ’
assignmenty or unit of study. Although-opportunities for, innovative

. teaching vary somewhat.in different communities, with different groups

recognizes and fulfills professional igdtions and responsibilities
is-more likely to also be creative '

of students, and with different indiziﬁﬁals,fa business teacher who.
ip

.an inative. © ' . s

" Upon completion of requiremenfg for a baccalaureateé degree;robtaining
a valid teaching‘certi@icate, and the development of the personal and pro-
fessional attributes necessary for teaching, an individual {s, ready to
enter the profession: To be distinguished as a professional, a business .
teacher should (1) have high ethical standards; (2) establish and main-
tain goad teaching-learning environments; (3) establish rapport with co--
workers; (4) fulfill expectations of supervisors; (5) cultivate and” °
promote geod relations' with the community; (6) continue educatipnal
growth through formal graduate programs, sel§-evaluation and improve=
ment methods, reading professional books and periodicals, and actual
work-related activities; and (7) participate and become involved in- pro- .
fessional organizations, business and-ci¥ic, in order to be aware of

innovations, laws, and standards.
s { V)

High Standards of Ethical Behavior

The professional business teacher maintains high standards of

“ethical behavior which include the following:

Recognition of and réspect for each student ‘as an individual
Respect for the confidences of students |
Respect for the integrity of co-workers

Recognition of the difference in roles of teécher and jstudent
Recognition of the importance of maintaining the best/possible
learning environment ] ‘L s - o .

s

Respect for, and adherence to, school regulations

1Y

N The professional business eductator will become an active member
of 1oca1,‘state, and national professional organizationsY Such member-
ship will’ provide many publications that enable the teacher to keep

&

) R NS - &
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R abreast of current research, industrial-and occupational job competencies,
e *+ and new methodology and teaching procedures. Since business ‘education -
o - teachers should take an active part in the development of new programs,
RO ¥ professjonal information ‘about new developments in business education B
o - is of 'increasing importance to them. Specialized information provided

by professional. organizations can provide the assistance needed to

bring about needéd curriculum changes. The value received -from pro-
fessional magazines and researc coupled with in-service workshops,
-seminars, and conferences, adds _Measure of professionalism Obta*QSi~v, .

v y -

in no other way.

The professional business education organizations of particular
interest to business teachers and-prospective business teachers in
&b Carolina include the following: . o T
National Business Equcation Association., .This is the only-national
. .Qrganization with totd"‘éoncern.for, and interest in, business education
and business teachers. NBEA conducts an annual national convention,
publishes the Business Education Forum and. the National Business Education
Yearbook, and provides othgy services and materials for business teachers.
e four divisions of NBEA are (1) International, (2) Research, (3) Teacher
Education (NAVTE),.and (4) Teaching, Supervision, and Administration. -

P

Southern Business Education Association. This is one of the five
regional associations of the National Business Education-Association.
North Carolina business educators who belong to NBEA also are members
of SBEA, which holds an annual convention and publishes newsletters
and service bulletins: ‘ o . -

R North Carolina Business Edutation Associatidn. The state business
. o education association has mémbership- gpen. to all; business educators and -
. college students enrolled.in business ‘teacher education programs. NCBEA
holds an anrual meeting and publishes a news bulletin. I

K R, e ®

. American Vocational Association.’ This is ‘the national ogganization
for all vocational teachers and administrators. The-Business Bnd 0ffice °
Education Division has a representative on the AVA Executive Board. AVA -
holds an.annual convention and publishes the. @merican Vocational Journal
monthly. ‘ ' A

. L 2IN
North Carolina Vocational Association. .The membership of this:
. " ‘'state vocational association is comprised of teachers, teacher educators,
. and administrators associated with vocational education programs. . The ‘
: . Business and Office Education Division-has a representative on the NCVA
» - Executive Board. /

Membership in honorary.societies is-available by invitation‘to
undergraduate and graduatg}business educationﬁstudents.

_ Pi Omega  Pi. This is an honor society in'businé§§ieducation which
- ) promotes scholarship and a professional spirit at the undergraduate level,’
- Membership is open by jnvitation to business education students in v

universities and colleges where active chapters are located. 1
. ) I's

[l
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E "Delta Pi E silon. Tﬁ%s‘honorary:graduété'buﬁfﬁess education fra-
tegnity, with 1%5 igvitationa] membership, promotes research in business
education and publishes the Delta Pi Epsjlon Journal as well as other
occasional promouncements. . L

Keepiﬁ‘-u to Date ﬁbrdu h Professional Literature.:
= g _up ,AJL47~

1

.. Professional lfferatufe should beceme a parf'Of'every pfofessiohai

 busjness teachers' regular reading. In addition to the journals and = .
- .- yearbooks  published professional organizations presented earlier in this

section, some well-known professional, jdurnals for business educators
are: . o ] o )

Balance Sheet South-Western Publﬁshing Compdny';: _Free
' 5101 Madis%EfRoad , e
. “Cincinnati, OH' 45227 ‘
"+ Business Education Gregg Division, McGrEngill Book Co){_FEeé
Nos]d - 1221 Averiue of the Americas L :
. New York, NY 10020 . '
¢ Journal of Business Robert D. Tretha ' S '.$5f50 per y
Education 15 South Franklin™Street : .
. - Wilkes-Barre, PA 18701 . ; oD

Journal of Economic ~ Joint Council on Economic Education -:$3 fper year
Education - 1212 Avenue of the Ameriecas ) - e
» © New York, NY 10020 - - .

‘The professional business teacher should al§ojbe’ﬂﬁare ofdthe many ;
free and nominal cost materials that can be obtained frof businéss and

. industrial firms. Such professional associations a% the Insurance Infor-. -
- " mation Institute, American Bankers Assocjation, and Credit Union National

Association supply materials.

L3 LI

Obtaining-In-Service Education ¢ . . : ‘e

In-service education is essential for teachers to keep yp to date
with materials, equipment, and concepts ﬂ?%’rapid]y changing business
world. In-service education should include practical work experience
as well:as various types of programs designed’to upgrade teaching
competencies. Meaningful programs can be-“conducted in each school or a
in each area, either before the school year begins or during the school
year. Local adminigtrative agencies in the same.district can cooperate
resource persons to present new equipment, materials,
and concepts. T ow professionally, teachers must be willing to.devote
time to in-service) education. '

Working with Prospective Teachers.

An important responsibility of.the pr fessional business teacher
is to serve as a model.for the prospective “business teacher. The guidance
and leadership abilities shared may-have a lasting effect on the student
teacher's success as a classroom teacher. o

~
-
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';IhefbusihéSs'teécher'muséfdtilize'ai1 facilities availébTé for cre-ﬁ"

- ating a clbse working relationship between the busines$ classroom and’
. the:local business community. ‘The use of news media, billetin board:

.committees will improve pu r _ ) Al
- organizations is also beneficial in promoting good pubiic relations. -
- By actively_ participating insofar aspossible in the business and -~ - .
. professi nal organizations and. activittes of the community, the business

displays,* open house, and‘gehsgnal conferenceSawjfﬁ‘citizéﬂ*ddvispry
1ic relations. Membership:in local ¢ivic

" . teacher can keep: the public informed about the work of the department,

- Advisory Committee

-the types of preparation being offered, and the manner in which the

business department serves the community. Suitable publicity showld, be

" given the work -of the business department, as well as the ac javemen
. of its bus*"éssfSt“deﬂtS and graduates. . - L _

[
Py

Youth_Oréahization Adviser ~ - . . - ,_f_ .

/

AIthoU@E‘Bné business teacher should be designated as FBLA-adviser, i‘ '

each teacher in’the business department should -share the responsibility

. for making membership in an active FBLA chapter available to all bysi-

ness students. Areas of individual responsibility may be détermined
by mutual agreement, but the ultimate success of chapter activities

~will :depend on the profei;ional attitude and cooperation of all bqsineés
~ teachers. T e - ' :

/

J

’

L 'Pﬁdfesgibha]~busiheSs.teachErs will assume their share of the «

- responsibility, for organizing a business advisory committee and coord-

inating jts activities. Such a committee can provfde valuable input
in ‘the areas of progrdm.planning and evaluation as well as by working
directly with student groups as resource persons. I

L)
‘ .
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e T FACILITIES AND EQUIPMENT

- Fl

. Introduct¥on. The purpose of this material is to provide basic

i 4. ' information which may serve a% starting points for modernizinhg existing
o facilities or for planning new facilitjeSuE?’aCCOmmoddte‘the Business

. . ‘and Office Ed‘;@ti’on program. .o ‘ :

.

’

Since the primary objective of the Business and Office Educat"“ a
, ~program is to provide ‘opportunities fer students to develop occupational | .
o competencies, it is important that business teaghers have space, equip~-

: ‘ ment, supplies, and teaching materials to implement these programs, -
Since their responsibility includes assisting students in acquiring °
5 _ ‘essential knowledge, developing nece$sary skill§, and building proper
- attitudes: toward work, they will need adequate physical’ facilities in
P which to teach. - ‘ ' .

The need for adequate and well-planned facilities becomes even? P
more .important for those utilizing the simulated plah of instruction as
. . :well as the cooperative and regular program plans. The simulated plan
s "requires more $pace and specialized equipment for students to carry out
project-type assignments. ‘ . S S "

It is régognized that Business and ‘Office Pdutatic needs are not

same in all. comunities and that physical faciliti cannot be the' -
if they are to meet these differing needs. . After BuSiness educators

- have studied this section carefully, they will be able to.'better convey
tqgjf respective program.needs in terms of space and equipment to school
beards; school administrators, architects, and other congsrned persons .

c The Business Education teacher should utilize a‘vaﬁietyVLf teaching/
learning activities. To assist in this process, it i§'desirablejto have,
‘both_the ‘aboratory-classroom and the equipment specifically designed to .
meet these needs. While full realization of these ‘needs may not be possi-
ble in all schools, it is_the inteption of this material to offer.sugges-
tions rather than specific_examples. - ‘

* Sources of Information. Even though beréonnel.wit in a school
system wil]l provide helpful assistance with the ptannipd precess, external

L, ‘ ~ sources of information should be sought. A qualified architect can jpro-
* - Vvide he]pfu]lsuggestions relative to acoustics, light control, special
e]ectric?l re u&remehts, heating, and ventilation.

';ﬁrofessiéﬁal journals arefén excellent source of {nformation :
concerning facilities and equip At. Also, school systems knaown to have
good facilities may provide assistance. In additio s good use should be

made of the planning resources of colleges and univérsities. -

£ \J'
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s . .. ' Before any of the suggestions given in this section are workefl into’
' preliminary plans, the Division of School Planning, Dg¢partment.of Public
Instruction, Raleigh, should be consulted. This Division, as well as
State staff for Business and Office Education, will supply additional
information and assistance with the planning process. L
While the eénrollment of a school is a _controlling: factor in the -
.development of an effective business program, -other factors must ‘be con-
sidered. To-a large exé&nt, the kind of community determines the size _
. and type of a business eMucation program. Some communities will require -
- much greater provisjon for Bisiness and Office Education departments
than others due to a-number of reasons - rapid growth, location near a
“targe industrialized area, demand for highly specialized office personnel,
L - outstanding school placement service, economic status, and location near
et a metropolitan area. It is important, therefore, that #ese and other
o . “factors be carefully.reviewed in determining.the type and scope of a -
school's business program, facilities,-4 uipment. Because of community
- variations, it is difficult to set gfact stanjlards for space, facilities,
i : and equipment. Information given ih this sedtion is suggested rather than
, - prescribed. Each school system.should design facilities tbased primarily
‘ on community and student needs. :

Lo

General and Specific Requirements. .Certain general ‘and specialized
' requirements are important aspects of plagning a business department and
-+ should be considered before final decisions are made.  These intlude use,
" .. change, flexibility, and arrangement. : :
; < :

. ‘Plann‘l‘ng should be based on soundly detér"ned used, of each le_,s'fhéss o
}?~.'“ Education classroom and Taboratory, acceptéd principles/of good teaching/

learning, and program objectives.

@ 3

" ~.  The use of each business education classroom and 1éboratery'3hou1d'
contribute to general and specific objectives thag are accepted and .-
clearly understged by the school board, administrators, and busingss

e

teachers. . - . / ,
[ P]anning,for faci]if?es and gguipment should provide. for change. “The
‘ rate of technological progress ha?\%urned yesterday's imagination. into

abreast of such progress. Atten®ion s d.-be given to fundamental revi-
‘ * sion of traditional methods of instruction--revision.which will certajnly
J. ¢ . affect classroom design. - ‘ / : '

reality for the modern business off Ceﬁﬁig16$$”°°m‘faCi]itieS%gUSt'keep =
he®!

~

— ' Provision for flexibility in expansion and ease of alteration should
: be considered in all phases of program-planning. "The amount of flgor
space necessary to provide adequate work-stations in rooms, used for various .
specialized busimess.courses should be determined by future enrollment,
size of desks or tables to be used, room arrangement, and aisle space.
- . N .

It is recommended that classrooms making up the Business Education
. suite or department be Tocated in the same general area leadjoin.

General and Spetia]*Récommquations. .General and spécia] recommenda-
tions that shoulgjbe considered in the planning protess are:

o - , ES:; 7 . a\>
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a a - -Location , \
. L _— - o .
. First floor is recbmmended for these reasons: _
R 1. 'EaSe of equ nt movemeht for 1nstéllat1on, replacement, and
. _ . i repair “W R , )
3573,7_'fgf'hfpd N 2. Vibration-from typewr1ters and.other business ' equipment ‘
o PR 3. Near adm1n1strat1ve offices.
N o - Y »
4, .Access1b111ty for evening and summer classes. )
_ Rooms for all business classes should be-in the same area,
h functionally located and conven1ent1y arranged. .
Heating and Vent11at1on )
)
Well heated and ventilated.
Air conditioned.
Acoustics o
Acoustical treatment of ce111ng, wa]]s, and floor.
) L1ght1ng . k\_ _ By R
o L Well- d1ffused 11ght with minimum g]are
Prov1s1on for control of artificial and natural 11ght1ng through ,,f
* the use of shades, drapes, or a reostat. .
. » . . . (/ . 4
Room\Arrangement and Decor = . e e
* v . Attractive through the usé of co]or, furniture, and materials. ¢
1’mﬁ* . '
R A g, Atmosphere approx1mat1ng actual .business~office cond1t1ons v‘A\ |
RS I A et i Tav g o TIPS o
T !Tectr1ca1 w:r n ’ / ' : b :
W% - \ oo
7 ) . Adequate outlets to accommodate electric equ1pment p]us proper
voltage.
. a q; _Floor conduits should be installed for future expanodon. .
: ° D .. : n
Eguipmentqu )
./' ‘ . Selection of equip ent"brand(s) should be determinedvbyg o,

1. Avai]abi]ity of adequate service:
-~ 2. Manufacturer's instructional matertfls.
Life span relative to cost.

| | _ _ / . : . N Cv) ]
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"4. Relevance to bu51ness commun1ty

Because of the h1gh frequency of use of electric typewriters.in
~ the business office, all typewriting students should have oppor-.
tunities to learn to use the electrlc typewriter ) -

. 0nce the scope and sequence of theé Business Education program have
. A" " ~been determ12ed the room Tayout should be considered. It should be em-
- phasized -that grouping rooms to make up the Business Education suite is
necessary for communication and proper -utilization of space and equipment..
~» For additional information on room layouts and equipment, -designated
persons should contact companies,special121ng in office furniture for.
d1agrams and sugqested layouts . .
j ‘ E E
. The following detailed information should be rev1ewe1;before planning
-‘Business Education .facilitfes:

: General Classroom (for courses not requ1r1ng busi%ess machlnes for '
. student use) . . o :
-

.‘.Siz D - 900 - 1 000 square feet als;es, 2 -3 feet
Furniture;  J _ ' |
C .Tabje.-styi-é desks o \
\ . Adjustable’posture chairs ' S ,;
o Teacher's'ﬁesk and ehéjr R | S o

File cabinets (two 4-drawer)

' é‘ . » Work tab]e(s) i N ;. ‘
) -%ﬁ? - - , . Lectern ;u' ’ r'A : : : ;_, L : :f“ &
R . BbdﬁSheleE‘;?tn magazine réek o - o i ot
' .~ Study. carre}s © o ‘33" ‘, R H‘t
’ ‘ ' ':v: Coatrack wﬁth‘shelf for student use D

A ‘;,
.

Equipment:
; .~. Overhead projector and screen
L . Waste baskets
L0,

Desk trays (for teacher'sﬂdesk)

} | ‘ .. Penc11 sharpener

0ther\5qu1pment nee§Ed for.ﬂkr1ous teaching téEnn1ques’ he
Spec13ﬂ Recommendatuons * ¥ . |
\
> . Chalkboard (24.fee})

A f ) «"




‘Bullet1ﬁ'boards (2)

r ."Bu11t in" Counter with storage space and adjustab]e shelves’
L . Electric outlets - P
Provision for darkening room v

Acoust1ca1 treatment ‘for ceiling, walls, and f]oor :

Typewriting Laborator1es (Beg1nn1ng and Advanced)

S1ze._ 900 - 1'400 s’quare feet; a1s]es, 2 - 3 feet

Furniture: ‘_' oo N r ..

Student desks (L-shaped tables with electric leg recommended )

» ——

Adjustable posture-chairs with casters

- Aeacher's desk and chair (high st091 recommended 1f staff
off1ces are prbv1ded)

A
v “' . Bookshe]ves with magaz1ne rack A
| 4 Coat rack with §ﬁe{f for student use
. : 4' , Equ%pment°l ? ' o e -
* Manual typewr1ters (may be used for beg1nn1ng typewr1t1ng)
E]ectr1c typewr1ters (espec1a11y for advanced typewr1t1ng)

t

'{. Demonstration- stand with typewr1ter

. - S Proport{onalfspaZing typewritér

Longﬁcarriage typewriter .f .

Copyholders -
File caninets (two 4-drawer) .
Staplers - regular and heavy~duty

.. Desk trays for teacher's desk

.  Paper Cutter —-

-, . Stop watch and timer - : _
\\\\ L - Large waste baskets t. e ‘ /ffgi\wf

. Overhead projector and screen : '/:,
B \\. Pencil sharpener . N

O ‘ . ; . - . [l\ “ . \‘\‘J




- L : . . - g
. * . Special Recomiendations: U | - ‘—’// f
’ I | lf' ﬁastervswitch ?
T | . Chalkboard (15 feet)
Bulietin boards .(2) e L ,
.' Counter w1th storage below and adjustable shelves
S

3 " . Electrical outlLts adequate in number to penmit various ‘room vi
. arrdngements

Sink with soap tray and towel dispenser : _' ) :

Y . Acoustical treatment of walls, ceiling, and floor
= NOTE: When the typewr1t1ng laboratory is used for shprthand wireless

e multlp]e ~listening equipment should be 1nc1uded with other

‘ PO A) ' reconmended equlpment .

S Shortﬁgngkglassroom/Laboratory '

‘'Size: 900 - 1 »000 square feet, aisles, 2 - 3 feet
_Furniture: .
. L-shaped:desks with electric leg
o B ,; . _Adjustable posture chairs with casters ¢
o Teacher{s desk and chair ' 1
Combination lectenn.and overhead nrojector stand
. . File cabinets'(two 4-drawer) = \\\>
.Coat rack with shelf for student use
S . Equipment:
Electric typewriters
Overhead projector and screen

Tape recorder(s)

Record player -
) PR 4
e ,\ﬁ> ~g »Electron1c d1ctat1ng/llsten1ng equipment with headphones ,
| Interv Ftimer and $top watch
]
4 : tapler .
' ‘ aate baskets

ERIC - - ~ ) (-
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Pencil ;harpenef ) o . ‘éqp ;
Special Recommendations: €
Tdte cart '
) . Built-in storage (for tapes, records, and books)
Chalkboard (15 feet) ' |
. Bulletin geards (2)
~ . ﬁaster switéh'aﬁd sufficient electric outlets
~ Accounting. Clessroom[Laboratory |
. ) . Size: 900 - 1,200 square feet; a1s]es, 2 - 3 feet
' Furniture: i -
. ‘ ’o
Student tables (24" x 36") & S
‘ z' . Adjustable posture chairs with casters
o . Mork table < ) .
. fLacher's desk and chairﬂ
B - . ' . tectern (adjustable) '
| Bookshelves hith magazine rack -
Coat reck~with.shefﬁ%fe} student use ’l
) ’ e ‘Equipment:. T o L y
v . T .jpTen key add1ng and e]ectron1c'ca1cu1at1ng machines (one for
} , ’fﬁ\;f?;éac fvve students) _

)

. “F11e cab1nets (tWo 4-drawer - one with lock)

Pencil sharpener }T

Y Large waste baskets' - '.; L
. (}\, . . X ap]ers e . ’ 'J 7
> :

Desk trays for teacher's desk.

Overhead projector egg/ggreen
\,

. pecial Recommendations: N - { :
. . Acoustical treatment of wa;?éi\cg%ijpgf/and floor

Master switch ‘ | *

. ; . ‘
] : ) < o
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. ‘Adequate electric outlets to accommodate adding and electronic
,calculatang machines and to permit various room arrangements. .

Chalkboard, (2é~$eet .one section ruled with permanent forms)
Qﬂhletin boards (2)

A

e .f;Provfsion for wall charts
.’ Bu11t -in counter-top storage for equ1pment and teaching materials

Office 0ccqpat1ons Laboratory

- Size: 1,000 - 1,400 square feet or approximately 40 square feet
for each work station -~ ° : :

. Furnitdre-
L- shaped desks (right- and left hand w1th electric Ieg)
Adjustable posture cha1rs with casters

Recept1on1st s desk and posture cha1r 4 v | =3

3.
& ‘ - . File cab1nets (two 2 drawer and two 4- drawer) '
Stentil file cab1net . |
/ Work table, 30" x 60" et L
Combination demonstrat1on staﬁd‘ﬁhd lectern (adJustabIe) |
{Coat rack and shelf for student use ‘
:Teacher s desk and chair (may(be housed in model off1ce as .
office manager's desk) /
Equapment. R
Electric typewriters h N o
Proportional-spacing typewriter a cef?*~:
* Long-carriage typewriter |
) Ten-key adding machines ‘ hs»ﬁcﬁé;?
Electronic calculators (printing and disptay) .
- Reprographic equipment (photo, fluid, stencilf
// Mimeoscope with styl1li, lettering gu1des, and screena$
Collator oy,
Folding machine - S %‘
o . ) ¢ R ) ,




s G L

R
5 Copy§olders | .
Paper cutter - )
. ;Naste baskets ‘(1arge and smal1) - |
Staplers (regular and heavy duty) ~ - .

Scissors
Overhead projector and screen

Special Recommen&étions

. Chalkboard (15 feet)

. ‘Bulletln boards (2)
Acoustical treatment of wal]s ceiling. and floor
Lavatory faci]ities (sink, soap tray, and Towel dispenser)
Full-length mirror ~ . '

Master sw1tch

Sufficient electrical out]ets to permit various room
‘ arrangements

Resgurce Center

(s'ize: 10' x 15* .

2 ‘\ ‘ i ’
Furniture: . «(S
Table - conference-type to seat 6 or 8 -
Chairs - Lo~ | . 4 |
.\xStde carrels’ | co ~ )
>0 . R . b -;A
. "Bookshelves

Wall maga21ne rack - ,
F11e cablnets (two 4-drawer) - ’j/
smd11 bulletin board |

;-,quipmen;: ~ . .

.. Tape recorders (minimum of 2)
Film projectors -
¢, Fi[m loop pnpjects;)/

[
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_ : s Strip film projectors .

N . * )
R ; Waste baskets :
- . « Pencil sﬁarpener v :' .

S B Special Recommendations | ' L
L . [:jjgf .. Acoustical treat&ent of walls, ce#\ing, and floor D '

" ' Built-in storage for tapes ‘and other materials ' | |

\ o . Small bulletin board ,' o L e S

,' Placed in center of suite or connected to Business Education
7 classrooms , v

- Staff Office

. Size : wus"k oy L
- - & : :

Furniture: Z

+ . Typing table -
Posture chair with casters
. ‘ . Teachers' desks and chairs

File cabinets (4-Qrawer, Tock-type)

Equipmgng;
E]eﬁpric typewriﬁer o | s ‘
waste‘béskets Jv |
) 7 Lad : .
. Tote ¢art (for mov1ng equ1pme¢t) ) e
- . ;Y Pencil sharpeﬁ%r . ’ ’ (. o
| Telephone A
Data Pr6€EZ§ing Laboratorie's y :
Size: Classroom, 30' x-36' ' : 5 ¢

¥ ' Laboratory, 30' x 15' - -

NOTE: The size and number of rooms determined&py the
. ‘ scope of the dita processing program

~.

~

Furfifture: ‘
. . A
. - Student tables (3' x 6')
A Adjustable posture chairs
AN N




_ . . . . . N ‘.
: ~ ) . ~

Teacher's debk and chair? . o
. A A

. -Machiné tables (2' x 3') .
. .. Card files (2' x 2 1/2")
. Demonstration-table

[ ‘ 3 P . T ' . ' S,
Storage cabinets (2' x 4')., _ = o .

. File cabinets (1egal size 4-drawer)
U Equipment: (May be rented or purchased)

’

Overhead proaector and screen

4 Fllmstrlp projector

Data entry machines U '\§~////#’
' - T . : o
Simulation typewriters ‘&: o ,

Tape recorde? or cassette
._'Computer termigj]
Chalkboard and bp?letfn board
Special Recommendations:
‘ﬂn‘Adequate voltage = 4 o v
t‘z Climate control ﬁrov%sjon . . B
~ : >

Storage area for materials

Mode] 0ffice (May be a section of tﬂe O0ffice 0ccupat19ns Lab)

'4-' : .}. Size: 900 - 1400 square fg::‘ﬁﬁ ‘ : 2 1 ‘
Furn1ture 3 o -
o . L ‘
Receptionist”s desk and adjustabTe:postd¥e.cha§r
. . - -
. . Ffle cabinet (2-drawer for receptidhist) -
e /// ’ . Mail clerk's desk and adjustabﬂe postupe‘chaii
‘ . - File cabinet for mail clerk (4-drawer)
Manager's desk .and chair
: L ‘ -
“ . Small’conference table and 6 - 8 ghairs . PR
. Typist/secretiiiil/ggsk§'with posture chairs
- . ' - ' .
, I ARSN
o Yoo )
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Equipment: »

Electric ;ypéwriters. 4
Adding mach%ﬁés (10—key.%:eferred)
Electronic calculators fdisp1ay and printing)
Copyholders S
Intero??ice communicatiens system4(for tréé%ing pufposes)
Wastebaskets
D1ctat1ng/transcr1pl_% equmpment '
Reprogréphlcs equ1pmeﬁt“ photo fluid, stencil, offset)

/
Special ‘Recommendations: -

Built-in cabinets for storage

gl

Room dividers (portabie) |

Sufficient electrical outlets to perm1t various room s

arranqements

66

Carpet : ’ -

- <

Telephone jacks

Other furniture and eguipment, depending on size of office
and size of simulated company operaigons

¥
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'YOUTH ORGANIZATIONS - . - L .

’ 'FugyrgsBusinegﬁngaders of America

N B

Making the business and officd curriculum come alive & the dream of

every dedicated business teacher. .Getting involved in a y;ﬁbq,organization

for business students can make this happen through the excitement of prac- - /

tical experience, friendly competition, and active participation in projects °

and activities which contribute to individual student growth and irstill a °

sense of civic responsibility. |/ : \

. Future Business Leaders of América (FBLA) 1is the national organizaf{;n

' for all high school students participating in business End office education

~ programs. Designed”te function as an integral part of the instructional
program, FBLA provides additional.opportunities for secchdary students
{grades 9-12) in businegg and dffice education programs to dedelop vocatjional
.and career supportive competencies and promotes civic and personal i

Eifég:(Q?;;T}_ﬁp§¢i€§ﬁ%qggjm8eta Lambda (PBL) is the post-segon?fry.division of FBLA-PB . };.

The FBLA program of activities can complement, supplement, enrich, and
strengthen the instrictional program of Business and Office Education. It
provides a method for the enrichment of the business and office instructional

“~_—program through competitive events and activities planned by students under
* the guidamce and direction of the adviser: v

A
~

FBLA members learn how to,lead and participate in group discussions,

! preside at meetings, work effectively within committees, and, engage in
practical problem-solving and decision-making. They 1earn.the value of
¢ompetition on local, district, regional, and national levels by experiencing
the responsibility of success as wé1q.as the challenge of defeat. Through
contact with teachers, advisers, employers, and inferested busirfess persons,
FBLA members develop confidence im their own abilities and learn that to
develop them to their fullest is & personal responsibility as well as an
organizational goal.. T . ‘

: Participatiop #n civic Dpfojects, sales projects, socia]-awarenqss prat_}

. jects, and career development projects, as well as personal experiences .
related to.business and the profession, can stimulate-interest and the
self-motivation needed for students to succeed ih school and'beyond.‘ Many
FBLA activities provide learning situations which can improve knowledge,
increase skills, and shape attitudes that will advance the students'
business career. - < '

FBLA provides a natural avenue for a teacher to recognize individual
and/qr group achievement. An active chapter, properly utilized, can bring
commupfty, state, and hational recognition to members, their adviser, and
their' school. In addition to a sense of accomplishment, the business/office

. teacher will find’that&the teaching load becomes lighter, because the student-
members are the "doers\ with the teacher serving as the "adviser" in a '

L counseling and guidance role. . o y

- u . - NS
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The success of.aAhF LA chapter hinges on many factors, but the most
important one is the c agter adviser. No organizatign can move forward
withpdt the proper guidance of\ a dynamic and dediﬁﬁigh ‘Yeader. Thus, an

ser should be a good p]an:¥<'and organizef and a capable leader. Tipk. .
aqviser must display integrity, ‘persevecance, and initiative in professional
daily activities. ,Bﬂ\\\ i . . .

. “; N * v‘ . ) . ‘
Beinig a chapter adviser is not a responsibility to be taken lightly3-, '
on the other hand, it is not to be feared @akd dreaded. It is to be'under-
stood, worked at, and enjoyed. Qualities such as stamina, vitality,

-enthusiasm, insight, initiative; patience, a superb sense of humewx pro-
genuf

fessionalism, adaptability, confidence very thick skin, and a uzhe
1iking of young people and respect for‘ir ideas are wrktial if ah .
adviser is to be successful. ‘ ' ,

Réaiizing the importance of the téach s rolé, FBLA provides ‘the .
opportunity to do the complete teaching. ne way to best implement FBLA
is,tobring it into the classroom, with some meetings and projects planned

and organized as part of the instructional program. ; )
\ . .
The Goals of FBLA ‘ — 7,//”// 4
The(goa]s of FBLA are to Ci

Develop competent, aggressive busipess leadership i
Strengthen the confidence of students in themselves and their work
Create more interest in and understanding of American/business
enterprise B
Encourage members in the development of individual projects which
contribute to the improvement of home, business, -and community
Develop character, prepare for useful citizenship, andﬁjoSter
patriotism® SN ) 7
Encourage and practice efficient money management :
.Encoun&@g scho]arshiqund“pro ote school loyalty .
Assist students in the eStablvshment of occupational ggals:
Facilitate the transition from.school to.work - '

/\ ! s

Structure and Organization ' k;

;

,\

student vocat™nal education organization composed of two divisions -*FBLA

at the high school level d Phi Beta Lambda at the, postsecondary and college
level. Most local chapters are under the supervision of a state chapter,

and all work within the framework of the national organization. Members of
the business faculty serve as advisers to local chapters and are assisted: *
by advisory committees composed of school officials, business persons, and
other reqpeséntatives from the ‘community.

'Future‘Buiiness Leadg:s of America-Phi Beta Lambda, Inc., is a nonprofit

Local.and state chapters of FBLA and PBL operate under charters granted
by FBLA-PBL, Inc. Each chapter, with its own constitution, adopts projects
and programs within the framework &f the national organization. v

The FBLA-PBL b]an of organization includes local ch pte>sQLstate chapters,

and the FBLA-PBL nationa],organigftion. ‘

Local chapters.consist of students enrolled ‘in business programs,
organized and officially chartered in accordance with the guiding principles
of FBLA-PBL, Inc. e ,

. .
- 3

»
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: / State chapters are composed of local chapters withih the Stéte‘and
J”V operate undef charters granted by FBLA-PBL, Inc. The North Carolina .

Charter was fissued on April 15, 1954, Delegates representing local

chapters me¢t at Teast once a year to i‘gn state chapter activities,

transact the busjness of the state chager, and review the program of
~.Work carried on by the organization. ' - _ : -

Th 'national'organiqatioh is composed of alh local and's¢ate chapters
and eacl FBLA and. PBL member.; Officers of the national organiz%tion are %
. Co elected each year at the annudt National Leadershiq;Conferenc A national - .

”

Executive Council for both FBLA and PBL is composel of eleéte (mational’
officers, their state advisers, and the ex officio. onvoting bers of
‘ FBLA-PBL, Inc. ' _ .

Financial Struc@ufe

- FBLA-PBL is financed primarily through individual memberships in
Tocal chapters. Membership dues are paid through the local chapter. - Spme
chaptegs, acting as a unit for the members, pay the ndtional and/or stéie
member3hip dues from funds derived from income-producing. chapter projects. -
FBLA national dues are $1.50 per member; FBLA state dues in North Carolina ‘
are also $1.50 per member. Income from national and state dues is used
exclusively for services to local and state chapters. Memberships on the
19éa1, state, and national levels are unified and are not available separately.

FBLA-PBL, Inc., is on the approved°1ist of the National Asg%ciation of

X Secondary School Principals.
How to Organize a Chapter « ) 3

A chapter of FBLA should be the result of a cooperative effort on the
= part of the business students and the business faculty. There is no sub-
stitute for real enthusiasm on the part of all conceined. A sincere desire
to be of service to one's co-workers, classmates, school, and community
and to prepare for the acceptance of great responsibility and challenge
form a background for organizifhg and operating a chapter of FBLA.
, . »
: ; )

An informatiof packet has beef prepared to assist business teachers
in organizing a local chapter and applying for a charter. This packet
contains facts about the organization .egecruitgent of members, promotion
ideas, a sample constitution, and an application«for a charter. No local
chapter can use the name or emblem of FBLA without securing a charter from
the nationaljoffiCe. - ’

After a chapk&g has received a charter, official/handbooks will be
mailed from both the National and State chapters, These handbooks give
many helpful suggestions on chapter operation and a ivities, as well as
guidelines for competitive events.

North Carolina FBLA issues a special invitation to North Carolina
business teachers to become involved, aldng with their students, in this

- student organization éesigned especially to provide leadership development
for all business students. To obtain the information packet, please
write to the following address: P

FBLA-PBL State Chairman

Business and Office Education

State Department of Public Instruction
Qo Raleigh, NC 27611 E
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Responsibilities of the Chapter Adviser n
‘Primary rQsponsibi]ities of ‘the chapter adviéer are to: . &
/J » R A >
Initiate the organization of the FBLA chapter. oy

" _4.. . Become thoroughly versed in the history, principles, consitutitnal
\mH%ijroViSiOnS, cergmonies, typical activities, parliamentary procedures,
‘ aﬂd“cthersesseqéfa1s of the organization. . s .

. - Assist in-the plaps for insuring an efficient group of officers by -

( setting up criteria and letting candidates know the gresponsibilities
of each office. T ‘ -
Instruct newly elected of icers .conéerning their duties and provide
all members with opportunfities for Teadership development. .
Assist members in planniny a calendar of events. Set dates of
events early in the,school year amd place them oh the school calendar
early. . I
Plan programs that are adequately financed and insure that funds -
are properly protected. Help set up organization.records and accounts.

. Hold chapter meetings regularly and have them conducted in a business-

v like manner. _
Help new members become involved in FBLA activities and promote actiye
participation of all members. -
Encburage the procurement of necessary chapter equipment and office
supplies. .
Inform the national and state offices of chapter activities.
Assist officers when necessary with chapter business.
Counsel individual members and committees on problem and activities.
. Encourage participation in dist;jct, state, regional, and nationay
< conferences. ' '
Help students prepare for leadership activities and participation
‘at all levels of competition. ‘ A
Have all ceremonies, public performances, and displays carefully
planned and implemented
Inform school administrators, faculty, and the public of chapter
activities and deveTopments. . .
Encourage and help provide avenues for parental and advisory committee
involvement. ¢ _
Keep members abreast of new developments in FBLA.
Promote FBLA as an active co-curricular student organization.

E

Policy Statement - 0. S. 0ffice of Education

.In September, 1974, an important policy statement on vocational student
organizations was issued by the U. S. Office of Educatio This statement
lists FBLA-PBL as one of the six vocational education yduth organizations
~which are recognized as "an integral part of our vocational education system
of training." After recognizing that the past performance and demonstrated
potential of these six organizations are compatible with the overall pur-
poses and objectives of educ@iion today, the U. S. Office of Education
further endorsé&d their objectives and asked for their involvement in the
development of ‘future policies and plans.

fﬁis exciting policy statement enhances the possibility for accelerated
growth and support for all six organizations. One of the four segments of
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the s-atemen&\reads as followsg- . ‘f\\\

The Unigzs States Office of'Education;kill provide tethnical

Yy

and supportife,services tp assist vocation student OrgihizﬁtiOns
and state-ageWcies in their efforts to improve. the quality and '
relevance instruction, develop student leadership, enhance -
_ ;//( ' citizens::E£FEnggsibilities, and provide whdlesome experiences

¢ - * far youth. . : "

o : Policy St’atément - National. Advisory Council on Vocational Educatio ‘

| According to the National Advisory Council on Vocational Education,]
‘our vocaggonal student arganizations are quietly doing more to close the
relevance* gap between what business and industry need and what education
, is producing than any other movement on the educational scene. These
organizations accomplish this through direct, daily involvement of busi-
ness and Endustry in the educational process.

‘F NACVE, in its 7th Report, recommended that the President of the
United States, Congress, and the USOE give to these organizations visi- ™
bility, recognition, and support, and further challenged the student

~ organizations themselves to "... launch a massive campaign with financial
and-firofessional assistance fr®m the U..S. Office of Education, to take
their story to every local district, every state board, every teacher
group,’égery state legislature, the U. S. Congress, and to the general
public." ’

The Zghﬁgggort further states: | , .

Thework of these organizations is integral to career oy
education. They are by no means a frivolous and optional extra-
curricular- activity. Students are deeply involved at every stage.

The organizations provide indispensable emphasis.on career and
civic awareness, social competence and leadership ability. Few
who have witnessed the work of these organizations at first hand
question their value as essential instruments in career education.
Their.activities are characterized by a contagious kigd of zest
and enthusiasm all too rare in educational endeavors.

Poliey Statement - North Carolina Board of Education

In February, 1972, just prior to the publication of the NACVE 7th Report,
the North Carolina Board of Education made public its philosophy with respect
, / to youth organizations for students enrolled in occupational education pro-
/-‘/;) grams by adopting the following statement of policy: i
4 :

. Youth organizations shall be organized as integral part of

\\\' occupational education instructional programs in public schools to
complement and enrich instruction. Local plans for occupational
education shall contain adequate provision for the support of each
youth organization affiliated with the occupational education pro-
grams offered in each school. '

17{ﬁ Report,i"Vocational Student Organizations," National Advisory
/ _ CounciT on Vocational Education, November 15, 1972
4 2Ibid., pp. 5-6
o 3Ibid., pp. 3
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: r this policy, all occupat}$;a1 education teachers are encouraged
' to assume some responsibility for pTanning and implementing youth organiza-
tion activities./ Also, local education agencies are expected to provide
» appropriate preservice and inservice education programs to assist teachers
g - in the effective performance of their duties and responsibilities in youth
organizatigns. In addition, the continuous, systematic evaluation of -
youth organizations is expected to be ‘a part of program evaluation.
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SOPI NO.: 6332, COURSE TITLE: Accounting I - 0. E. CODE: 14.0100

COURSE DESCRIPTION (Semester 1):  This course provides an understamding
of the basié,princip]es of the accounting cycle from the analysis and
recording of business transactions to the prepargtion and interpretation,
of financial statements and supperting data. Adding and/or calculating

machines should be availabTe for student-use. _—
LEVEL: Grades 10, 11,012 CREDIT: 1 Unit ° LENGTH: 2 Semepters |
PREREQUISITES: Business Math or pretest equivalency T i
OBJECTIVES: At the end of study in ‘Accounting I, semester 1, the student
will: , s v , : . 4
™ o - '
1. Explain' the weed for accounting in business, industry, and é
N government N oo

2. Identify and explain accounting terms

3. State and explain the fundamental accounting equation

4. Explain the "why" as well as the "how" of accounting procedures

5. Analyze and interpret various business transactions using >

“accounting terminology ‘ K

[e)]

Operate by the touch system an adding machine and/or a,galcu]atﬁ?
in solving accounting problems ‘

7. Describ® each phase of the accounting cycle and its re}étignship
to the total process . " .

8. Apply and complete the procedures in the accounting cycye

9. Interpret and analyze simple financial statéments

10. Interpret and analyze business papers and records used’in the

4 %pca] business community ’

11. dentify source documents and record these documents in a -
double-entry set of books . ’ ,

12. Prepare business forms, including §hecks, deposits, and bank :
reconciliation statements L 5

13. Demonstrate desirable personal trants neEessﬁry in the accounting

. area . v

CONTENT OUTLINE AND SAMPLE TEAQ;ING/LEARNING ACTIVITIES:

Qutline - )\ J Activities‘
1. Introduction _ had . Discuss'why a business needs. to keep 1'
a. PBurpose .and value of . accurate accounting records. :
accounting records ‘ . : . ’ /
b. Starting an accounting - . Discuss how keeping accurate account-
system ing records helps maintain ownership.
c. Types of business } ,
ownership . Study examples o¥,singh@ proprietor-
d. Career opportunities ship, partnership, and corporation
< in accounting, in local community
e. Terminology and . J
practices : . +Use resource speaker on career oppor-
tunities.
o // i / )
¥, e ,
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) © 7 Qutline S Activities
- f. Accounting equation . Using logal newspaper(s), review
9. Balance sheet job opportunities in the accounting
. . profess1on i
\. 2. Simple Accounting Cycle ' - ' » .
. a. Journalizing - . Define and learn the ‘use of common _
(1) Opening entry accounting terms. Tae '
(2)- Transactions in- ° *\\\‘““\*~_~_h<—/////
volving. changes . g items owned and owed and rélate
. in assets, : to the accoynt1ng equat1on
. liabilities, and '
\)y& ‘ capital . Use visual aids in present1ng bus1hess
7 (3) Transactions ip- forms. .
' - vov11ng changes in
income and expenses . Discuss and practice the step-by-
b. Posting step process of" prepar1ngai balance
(1) Ledger (account ' sheet.
- balances)
- (2) Correcting entries . practice the application of machine
c. Trial balance skill in performing the gomputations .
d. Work sheet . necessary 1n.comp1et1n 1e account-
e. Financial statements ing cycle and ‘preparin e ’
(1) Income statememy ,/ financial statements. «
(2) Balance sheet [ ‘ e
f. Closing the ledger . Use visual aids in presenting
., g. Post-closing trial ~ accounting procedures.
A | balance
) . Using the T-account, analyze ard
‘ j. Accounting Cycle with record transactions involving. the )
\\LS Combination Journal and ~ basic principles of the accounting
Subsidiary Ledgers cycle,
a. Journalizing
(1) Purchases of mer- . Solve sample problems, involving
chandise and cash working papers, related to the steps

in the simp]e accounting cycle.

paynfents on-atcount
(2) Ssales and c§§ﬁ
¥ receipts
‘ ~ (3)- Other transactions:
b. Totaling and proving

combination journal

ThrBugh the use of teacher- prepared"
\ problems containing errors, practice )
rror- detection and correctiom

c. Ledgers , . Digtuss thevkind of pr oﬁgﬁhat is
(1) Subsidiary . pri%1ded by a tr1a1 ba?ﬁnce 7
(2) - General 8o
d. Schedules of accounts . Comblete a prOJectl 'such as a prac-
receivable and payable tice set, involving the complete
e. Checking account * simple accounting cycle. ) "'_Aﬁ
. (1) Opening account : R .
(2) Writing Cheiés . Use visual aids in presenting -
(3) Recongiling.Bank business forms angd acceunt1ﬁ?¢pro-;
- statement . cedures related to’the xombihation
(4) Related journal journal and subsidiary ledgers. -
entries ) \ - ‘
- " ’I-
N 1 T,\J) ! K
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« : Qutiine - Activities
/ . = \» ] j ~ v
N f.- Work sheet with. .. Thrqugh a simulated exercise, prac-
. adjmstments: tice the handling of a checking
Financial statemenﬂs account, from opening the account
(1) Ipcome statement to reconciling the bank statement.
(2) Capital statement
3) Balance sheet Solve sample problems, involving
. Income tax reports workgng papers, related. to the :
i. Adjusting and closing, - steps in the accounting cycle with
"entries combination journal and subsidiary- 4
J. “Closing-and balancing - ledgers. ' Ly
~  the general ledger . -
k. Post-closing trial ) .- Using information from the annua]
balance income statement, prepare Schedules
L C and C-1, IRS Foim 1040,
‘ | . Complete a project, such as a busi- L
} ness’ simulation or practice set,
1nvolv1ng the accounting cyig'g
) using combination journal a sub-
J ' : sidiary ledgers. N
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_ 1 . Accounting I . oy _
: ’ - Semester 2 '
[ \?'“ ., -
COURSE DESCRIPTION: This course is a-continuation of the study of the
. basic principtes of, the account1ng cycle, includijng an 1ntroduct1on to
NPT -+ flow charts and 5¥5t9m§»\ Instruction emphasizes _the y as well as &
‘ , the "how." Attentien 1§V given to payroll, taxes, data ocess1ng, i
special business’ tre?l\s_actionsmand the basm types of business ownershlp.

Adding and/or cajculating macMines should be available for student . use
P(REREQUISITE M ounting I, Semester 1

OBJECTIVES: At fhe end of study in Accounting I, semester 2, the -
student will: : : o :

o1, Jﬁrepare payroll records, 1ncIud1ng time cards, payroII
4 regfsters, and employees' earnings records
‘ ‘ Prepare a payroII«and record the entr1es)%n a ournaI
Prepare simple income tax reports ////// ’
/ﬁev1ew governmental regulations affect1 financial reports
Describe the functions of data proges ing’ eGuipment as applied
to accounting A
Compare the three data pragéssing pro edures sed to process
account1ﬁg data
Correlate the uﬁk of specia JournaIs and idengify the k1nds
of transactions related to each journal
. Apply the procedures used in special accounting transactions..
~ 9. Explain the basic differences in accounting for a single pro-
P , prietorship, a partnership, and a cofrporation
S < 10. Specify the accounting applications’peculiar to the‘%hree basic

2
3.
4.
5.

»
. -
. .
) ~
~ (=)

_ types of business ownership. . - [ 'f
11. Demonstrate desirable persopal traits necessary in the_accout- - ...

ing area. N . e
\ “ ,\ .

qﬁ\ %&wTENT OUTL INE/ AND SAMPLE TEACHING/LE%RNING ACTIVITIES -
,/ ‘ Activities
N o ;" 183 stems and Peﬂson&? Secure Soc1§] Secur1ty pamphleﬁs
e ; N from the loéal Social Security
TN . \gff1ce ‘or from the U. S. Department
ﬂ‘records ' f.labor to study- Social Security
. f§;1 ayroII taxes® bengfits and current ‘laws.
. : ring a 'payfoll
- g -a payroll ©.* Apply for a Social Security number.
‘/ - b. PayroII accounts, taxes, .
: . and reports - - . Fill in W-4 and W-4E forms
" 4J) Recording the - ) \v‘\k
/ %N\ payroll : ) Compute hours, rate, and earnirgs
\\ilxxfl Recording employer's on time cards. -
. - f N yroll taxes
- AéL‘ r,(;' (3)-"Paying withholding . Use Soc1aI Secufity Emponee Tax
‘ - = - taxes and payroll Table and Withholding Tax Jable
: : *- taxes in computing deduct1ons for e
Coe B employee.

/

iy B ' ’\ - /

Q . . ., U

4
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P




1 . ,
Qutline 7 Activities
~
. c. -Understanding taxes Prepare a payroll register, using ¢ ~
4 -V (%) Purpose of taxes adding and/or calculating machine
(2) Eorm ‘1040 _ a% in performing computatﬂons ' ",
2. introduct1on to Data Pre- | Prepare an emp]oyee s earnings.
‘ cessing ’ record ¥ L
: a. Manual and mechanlgal - -
4 systems Prepare chécks for the comp]eted )
f.- 4 b Unit record system payroll register. .
. L c. Elec 1c qomputer .
: ﬁkcord the payroll in the tomblt ) ‘l‘
o 3. ~The Acco, ntin Cycle Using ‘ natlon journal. C e y
e Special Journa]s . ’ : ‘ - K
Sy a. Purghases . . Record the employer's pd&ro]] A
A b. Cash\payments - . taxes in theé combinatiop journal.
L ®» ., Sales A T \ -
d.] Cash receipts : N - - Pay the, wéthho]d1ng takgs and the ‘ oo
e/ Multi-column ge ra] & payro]] taxes R ; .

) Journal
f.? Special probl s retated
to sales and purchases

Transactions
a. Cash register systqn L
b. Petty ¢ash.

cM» Sales tax and other
sales and purchases
systems

Bad deébts and valuation
of accounts receivab

Fixed assets and

depreciation ro
. Disposing of fixed
¥ -ass
g. Not@Pand 1nterest

Accrued income and
. accruei expenses

Accounting for Different’
Types of Ownership

a. Partnerships
b. [Corporations -
e
. o (f
( K ' ﬁ: v . : i
' ‘ BNV
‘ /

ecial Accodﬂ;;if\\—«/”‘\\\\\ u51ngo.:

Prepare payro!] tax reports.

. VY 4
J k‘

D1scuss the~

- hysiness f1| s that .use y
- Bssing - accéﬁnt- .0;

Give o a] and/or wgl ten reports
on th¢ various systef

.

7
b-ent1fy and Jgf1ne aqcounting
terms. “ -

Calcu]at:\ﬁet amoi

nt based on t\rms
of sale.” .

C— R S

n%T lyze the record1ng of trans-
ac 1ons‘nffect1ng\purchases and
cash Ppayments. .

Journalize and post trans ct1qns
affecting purchases andic sho |

payments < —
Analyze the recording of

\ trgysactions afﬁecting;sa]es

v and’cash receipts. ~
‘;;'/_



- . . P ] ’ g . a4 B
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. . ~ . et
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. .

¢ P e e 3
. ¥ ACthltl&S 3
A 1 S ! i b.‘ >
. , C L Analyze the record1ng of trans— .
® - ( , actions in special journals.  «
]
- ' . o Journal1ze and’ post transactjons R

affecting sales q\g cashdpeceipts.hm -

- Record correct1ng
: error 1n four-célumn general journal

. Make adJust g and c.s g entries’ '.
" including ¢ h ddsco\pt and re7urns\\

-, énd allowapces
e-i"°{ Complete a proji%% that involves . \
: the accounting cycle u51ng-$pEC1al L
Journals R 't
Do Establ1sh ‘prove, and, replen1sh N
N S ‘ : .. a petty,,,cash fund fpr a merchand{i’é‘mg N
s ’ - bus1ness.

Record transact1ons in a cash reg1ster"- .

. e o o . . .. JSystem. . - . @
Anclyze and’ record sales tax on charge
. 1 . " Sales*and on cash sales.

. } . - 4 -
¥ N e, ;1/ T * % .. Record a rece1pt of cash for a charge )
i o - A e sale including salez tax. — :>

v I Lo Lo " 9
3 c o\ Analyze and ‘record ‘the payment‘of'

‘ - _ 7 l. - sales tex collected -
AR S vt A /- - 4 :
e s ' ‘ . . Record sale§ tax ‘on sales rétufns
) T \ ‘ , - . and allowances B ) “
. ' . | . o ) G, ‘. .
. AN = Record a correchng entry 1nvolv1ng
A . ' . sales tax.,
e —— ‘ N /é, «

. L v ; *. "Using sales invoices ds @ sales.
y . . ‘ -« Journal ‘and as an accounts recéivable.
r. o C e - o ) ledger record- entry in a generaié;\
‘ ~  Jjourhal=and prepare a schedule of
- . : . - . . acc ts receivable;

4

ntry for a.postIng <

transactions 1n the co

nar-journal.

) \:L/’
&mpute bad. debts expenig\end record
1

N

v

Write off and @st an uncollect1b‘e

/4;;”gccoaht.

Py

-




Q‘ \\\_ _ Activities

- . . S ' ’ . Make adJustments o work sheet for®

AR . ) work at end of fn 1 pe or .

AR : bad depts-and valua jon gt;@unts -
y - ' rece1vab1e i

L3

Record the purchase of, fiXed assets. {\ »

_ Determ1ne the amount of deprec1at1on
. : . : , expense. S \
! & . ] 4 ’ ’ ’ «
Analyze and record adJustments on
the work sheet for estimated de-

N preciation. -~ . ‘
o o . Report fixed assets and depreciation .
: . Qn financial statements
: e ';' 2 i Calculate ga1n or loss on disposal
£ S S _of f1xed assets.
) ° _ “~c\;$. Record. transact1ons 1nvolv1ng buy1ng _
. R : ,and d1spos1ngoof f1xed assets.
o L . ’v e . Comp]ete work\:t end of f1sca1 e
%, . R « _period involvl g f1xed assets.
N R ) ) 8 ‘
i ' N o L - Compute~matur1ty dates and interest-
T .+ _ 0n notes receivable. _
Compute bank distounts and proceeds
on notes payable. >
’ ) o . Record notes, 1nterest, and bank
S B - discounts.
” , :
e , Record adjusting, closing,. and re-
) : .. .versing entries for accrued 1ncome!
e e 7 and accrued expenses.
) Prepare 1ncqme statement,~capital -
3 statement, a balance sheet . ‘
o 1 - | o Coqpute d1s§%1bu§§on of riet 1ncome
%, o - .or net loss to partners. )
- K - .h Record 0p§n1ng entries for cash v
; investments and otheyr assets in.a
. partnersh1p
i . T | uRrepareud1stribotjon of net inceme "¢ .. -
.t . _ . ' statement, capital statement. and
- sbalance sheet. 4
- - N b
~ S e " - .
3 ".(1 4 a n




T ../)

. Activities

'F1gure ;ota] amount each partner

receives from the business for ‘
, , : ' . the fiscal year, including salary

- T : ' E and share of net income. .

s - - . Record opening entries to incor- -
' ‘ _ porate an existing business.

Declare and pay a dividend

) . 'Prepare end- of—year work for a -
S o corporatidn from sélected accaunt
PR s " balances in the general ledger,
‘ : including work sheet, income
_ - S statement, balance sheet, and
’/TJ _ : ‘ C | adJust1ng, c]oSqng, &nd. reversing
; _ _ entries. . . oot
: . EVALUATION: Var1ous procedures should be developed by the 1nstructor
T . to obtain pertinent informétien concerning the achievement and progress -
e of students. The number and' ar1gty of methods used fill depend upon
: the initiative and resourcefulnESs of the instructor/: A few of these
methods” include the following: ' ’

T. Pr‘ted tests correlated with the textbook
2. Standardized tests with no reference to a particular text
.3. Teacher-made short-answer, essay, and prdblem so]v1ng
L tests
4. Problems, completed in class and out of class
5. Evalyation of, c]assrdom participation, homework, and

, attitudes A
_ o 6. Evaluation of promptness, neatness, accuracy, and 1eg1b111ty
- V@ , of. assigned work ¢ ,

- %, Bust AeS S simulations and projects
oo 48, int pretat1on of data contavned in financial reports

INQ?hUCTIONAL MEDIA: The media may include curremt account: ing text-
" 'buoks , - supplementary accounting books, pamphlets, working papers,
traggparencies, films, filmstrips, cassettes, accounting charts and
\\\‘~h poster§, accounﬂgnq d1ct1onar1es, and bu]let1n boards
- INSTRUCTTONAL APrROACHES Jnstruct1ona1 approaches should include a
. ~ combinatd4on of individuali ,and group, activities using a variety of
. techniques. These’ techn1ques may Pnclude guest speaKers, practice -
. sets, field trips, busindss 'simulations., self-paced Jnstruction,
buddy system, 1earn3ng activity packages, and teacher and ‘student
demonstrat1on See also paqes 33- 34 of th1s gu1de .

’

¥ fACIiITIif EQUTPMENT AND SUPPLIES See Sect10n VIIP pf this gu1de

K
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SOPI NO..: 6333 - COPRSE TITLE: Acdounting 1 o0. . ‘CODE: 14, 0100

COURSE DESCRIP?ION (Semester 1): Th1s course further acqua1nts the
student with the use of business- ‘papers, forms,.and reports involved
-~ im keeping financial records. It also develops.skills in analyzding
and interpreting information concerning business problems commory. to
partnerships, preparing formal statements and supporting schedules,
_ using voucher systems and coding, and using inventory control and -
- budgetary control systems. Adding and/or- ca]cu]at1ng machines should
e dvailable for student use. .

LEVEL: Grade$ 11 and 12 CREDIT: -1 Unit  LENGTH: 2 Semestersy
p PREREQUISITE: Accounting I

. 4 -
OBJECTIVES: At the end of study in Accounting II, semester 1,- the:
Student will: - w L
1. Analyze and 1nterpret the basic accounting procedures, in-.

- cluding the recording, summarizing, and reporting phases.

~ 2. Demonstrate the use. of departmental records and the pre- -
.. paration of departmental reports.
. dpdate accounts by adjustments. .
“Demonstrate the use of partnership accounting ap§§fhe

W

preparation of ghe end- -of-fiscal-period work forla par ersh1p
5. Apply the procedures of_ accounting control systemd-usin
the voucher, inventory control, and budgetary control systems.
6. Initiate and keep a double- entry set of books on an entry-. .
level job within the performance requ1rements of the bus1~¢
. “ness firm. : i
& Demonstrate desirable business att1tudes and work habits :
"~ needed in business. .

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES:

0ut13ne < Act1v1t1es
1. 'ReV1ew of Basic Account1ng . Comp]ete a review prOJect that in-
Fundamentals i _ va]ves processing and report1ng
" a. Recording . - bus1ness data o i
b. . Summarizing and . ,
, ‘Reporting T . Discuss the effect eaéa d@ﬁartment
s ' -+ _  has on the profit or loss of the
s 2. Departmental ang Payro]] " . business.
o Accountiing 3 ‘
a< Departmental purchases ' . Practice ver1£x1ng all computat1ons
, " and cash payments on purchase orders.
P b. Departmental sales and S
TS . cash receipts a . Journahze and post purﬁses on L
c . c. Payr011 accounting ., account -and purchases retlirfs and - &
’ ' allowances for a departmenta] S
business.’ -
. ¥ . frf ‘Record the cash’ payments of a de-

partmental business..
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Qutline” " Activiies
vuriine o Aactivitaes
3. ‘Adjustments - . . Practice verifying all cofputations _
. a. Bad debts - - . on sales invoices.' ‘
* - b. Depreciation and deple- . ; :
L | tion of fixed dssets .. Journa11ze and post sales of a
' €. 'Prepaid and accrued - ~, departmental business.
: ‘ Q o expenses A . '
. S d. Income received jin ad-- .’ Prepare departmental statements
vance and accrued . . of gross profit
. income T . a
. ' ) : N Compute and prepare a payroll
! 4. Partnership Account1ng . register using tinfe cards and re-
a. Forming a partpership - cord the payroll entnies.
b. D1v1d1ng partnership
earnings . Post data from payro]] register
c. End-of-fiscal-period . to employee's earnings record
“work . and write’ payro]l checks (111u>-
‘ : ' tnajwng the "write- ;t once"
B Cont(ol Account1ng : : principle).
s _ , Voucher system A . A .
'“Xé b \qnventory control " . Complete a project related to
’ system > departmental and/or payroll
c. Budgetary contr/Y' accounting.
' system v . , )
: g Record and post bad debts trans-

actions using the allowance and .
direct write-off methods to show
the difference between the two
methods., :

Estimate bad debts expense by
aging accounts recenvdb]e

, . Calculate deprec1at10n expense ‘o

> . by the straight-line, declining- />

balance, and sum-of- the—year— .

d1g1ts methods w; '

: . Record deprec1at1on 1n a f1xed

N ' : . . - assets register, cash payments
Journal, and general jourﬁa]~

¢

Record entries for d1sp051ng of r
fixed a<<pf< Y

: - ' C _ . Record adJust1ng, cIysing, and
. » _ ] a _reversting. éntries fol repaid -
i . ’ [ )é -
, Cnl - “and accrued e penses &hd for 5
‘ ® B ‘ T accrued 1ndbme ( . S
‘ - ' . ~ o i L BN
N “ . F i ' . . B - s - > _'ﬁ ‘-
’ ) , CL . ’ N v
Y .
' », [ I .
; i ~ *b vt ~ ( ) .
. ' 9
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¢
Outline | | ~ Activities

S . . Record adjusting and closing
: ' entries .-for income received in
advance and recorded as liabilities. .

<k

: a . . Record adjusting and closing
v, _ o entries for income received in
o ' advance and recorded as income,

o _ .- Complete a project or business
e L ‘simulation ihvolving updating
: : ) accounts by adjustments.

. _ , .+ . Study and discuss the legal aspects
) - ‘ S i , v'ff of.,a partnership and the advantages,‘

' O . and d1sadvantages . N '{ S
Use a resource speaker from a local
usiness firm operated as a part-
ersh1p A

’ A . . R Record opening ent‘}es for'a part- . -
o o nership when assets and liabilities
N , are invested by one partner and
’ - . : . . cashvby the other partner.-

P = """, Record entry for admission of a
& o - S : partner with no increase in
REETY-C IR ) capital. :
L . i v L
“ow 7 . .. Record opening entries for-in-
o . k%{ vestments of three,partners :
. ' .

. . : ﬂJ;ecord and report the d1v1s1on of -
- ) J net income or loss by:

’ . e ' 1. interest on capital investments .
.. . : 2. ratio of capital investments

) . . 3. ;salary allowance

'z - _ . Prepare ah. income statement for /// R
T ' L - a partnersh1p s 0 a

1mmmef“ t pent . | B R

¥ . Co?@lete a bus1ness s1mula%1on in-
v : 3 . v:ngvpartnersh1p and departmental
- ‘ accounting. e L .
» E . . K‘ " N
o ) , . Record‘%#ansact1ons in“a voucher A\\
i , ’ S . ,'system and a chECK reg1ster

S o Complete a project that.involves
IR B L o a vduther system for cdntrol
' Lot ’ o . YL zlaccoUnt1ng R

“ v o o
. - . " .° N . - U

. * - b AN j R v .

' ’ ) A . P ¢ N . A Y -, L.

- . 2 . s AN ) e . L
s « L . . : WY, ke [ .
. - . T , '
Vo . . . ‘ -
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' Qutline , o - Activities"
, .« . . Price an inventory on the basis
. : of cost or market price, which- *
' .ever is lower,
‘ . . . Price an inventory using .the 1ifo
A ‘ o - . and fifo methods. .
> - o - * - ¢
Estimate the amount of inventor
» { ’ using the retail method. ’
- - . [ . N N ‘“
: _ . Estimate the value of merchandise
N . o ‘ - destroyed by fire.
. e 2 . .t Prepare a sales budget and a pur-
: g . chases budget. .
o .¢“s{r S . Prepare an income and expense
. . T o . budget.
[y . . - . - 5 ..7». . . % . . . X R . 3 . . .
. o A . Prepare a summary cash budget.
. S ST L . .
S e - . Complete a project that invplves
: . ceos sl L sisyentory control systems’and{pr
o - b AR S y S
S A A bu getary ﬁontro[ systems.” g
L A L. " .7 "“Explore through quest learfing the
: N accounting applications and pro- .
: - _— ’ cedures used in the local business,
& | . __; ' | X _tommunt1y.gl ) o 4%E§§f;
: " £ ~ (- . Parg§icipate in settind'Up a set of °
s e o - " books for FBLA, the school 'store, i
y . ) " the school newspapé®; the school
LT T L S , annual, or other school organiza-
' e ' ‘ tion. ‘ ..
. e - Gain work experience in a business
. CRERE o ' office or in the school bank. '
N LA e PR *
s \ oy (f iy T ﬁ SN
36 e & ‘t, g L.‘J PR . . x'o 5 / ]
; . ogFert , ) ¥ N
- . -~ o b . * A . ‘_‘1/ ¢
b . St .
q/)* : c LA . 3
o < 4 .
N ' -
\ "‘*. ) s i s
~ ’/( .' ) N
i ' ‘
v o LT e
. p L ’ 1) -" . ?e . ;.
1 . o ge- . \’ .
oo .‘.' h T o s
] I "I 3
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. Accounting'I1 v C.
) B .. .- Semester 2 ‘

-

P

COURSE DESCRIPTION (Semester 2): This course provides the student with
an opportunity to-develop in-depth knowledge of accounting p(dcedgres .
and techniques utilized in solving business problems.and making financial
decisions. It also provijdes the student an opportunity to analyze

- managerial problems using accounting information as a tool. Greater

- emphasis is given to anmalysis, interpretatiog, and_synthesis. , Adding
and/or salculating machines should be available for” student use g
: v

[y

PREREQUISITE: Accounting II, semester 1 - -

OBJECTIVES: At the end of‘study in Accountiﬁg IT, the student will:
2. o e -

N Apply accounting psgcgdures'to taxes, notes; and -drafts.
2. Describe the major advantages and-disadwantages of a corp-
. oration. o . - _
3 3. Analyze and interpret corporate financ#al reports.
- . 4. Apply data processing principles to accounting procedures.
5. Discuss the significance of data processing to the field
of accounting. ' -
’ 6. Explain and demonstrate a cost accountingMystem. ‘ "
. 7. Compare daily decisions and infrequent decisions that
. affect income. .
8. Use decision-making skills to solve management problems.
9. Demonstrate desirable personal traits, work habits, and
& business attitudes necessary for entry-level employment
* : in the accounting field. ‘ ;
Y, = CONTENT OUTLINE AND SAMP}E TEACHING/LEARNING ACTIVITIES:
R £, Outlipe oo Activities
1. Actouﬁtiﬂ?ﬁgor Taxes, © . Record sales tax transactions in
Notes, and™®rafts a sales journal and in a sales
. a. Taxes pn sales, prop- returns and allowances 'journal.
erty; and business ) W/
incomg .. @ .. Record transactions in a columnar
b. Notes*r&deivable - cash receipts journal. ‘
c. Notesgi@gkble, drafts, > -
- and Og@N acceptances . Record property tax.
- "2. Cérporation Accounting . Compute and record saﬂes'tax‘
Lo &. . Formation of a corpo- and tash discount. R
ration /o . : 2 . ! -
b. Transactions fo: - . Record transactions with notes
. corporate stocks,and’. ¥ receivable, T
bonds. ‘ o )

“¢. . Corporate financial | - " gCompute maturity Jhtes,'q32count, ’
reports » T« 0 %“and cgsh réteived from roRes ¥
. s | 9ce1';.va'b}g e




N Outline

Automated Accounting
Systems

“General ledger- -
b. Subsystems

‘Cost chounting *
-a. Cost accounting for

service departments

b. Cost accounting for

manufacturing

c. End-of-fiscal-period
work for a manufac-
tur1ng bu§1ness

Spec1a1 Problems in

Sales Accounting .

a. Installment Sales
and credit card
sales “

&: COD sales
Consignmen} sales—

Management Use of

Account1ng Data

a.  Analyzing financial :
statements

b. Statement of _changes
in financial position

c. Management decision

making .

Internship

'Y For those students who
can benefit from it, in-.
ternship provides oppor-1
tunity for observation of
accounting functions in

a business establishment.
Site, .Tength, .and activi-

. ties will be determined
Jjointly by teacher, prin-
- cipal, student, and
" business person based on
" student needs, schedule,

and career objective,

N

Activities

Record notes payable, drafts,
and trade acceptances.

Discuss the legai'aspetts, ad-
vantages, and disadvantages of
a corporation

Use a resource speaker from a
‘local corporatnonqg

Rev1ew annual reports from
severggl corporations._

Study stock market- 1istings in
local newspaper and follow for
several days te identify trends. by
Discuss effects of these trends

on national and international
economy. : L g

Ca]quatE-the dividends of a
'eorporation. (j—\“) T,

Compute the divis dﬂﬁt

- income or net los$“of &

corporq&;on for a sevenryear
period. .

Record .entry nl!essary for .
"dividends payable : »
Record transact1ons For sale

and tyansfer of capital stock.

Keeﬁ(itock transfer. books. e
Record in correct journals
transactions for corporate bonds
payable.

Reco transact1qps¥%or sale of
commo and proferred stocks &
Prepare a onkshset for a corpo- . :
ration and coffpare it with-that .. i
of a partnershlg' c

. . g o
Prepare an ificome statement and : :
a @apital stateméht for a corpo—\ .
ra ong -

. V“ ? .
a’é; _“ ' " B %
N o |
L ~ " / - ) ;* -
ut/ ?‘ Y ) .‘ lw N
& N -t ¥;
° hd & .



Outline

s

Lp

. *

form.

.'). _ B Bé

J * . Activities .
_ AL VILES

Record the addustiné_and closing '

- .entries for a corporation.

Complete a-Business simulation
invo]ving corporation étcounting.
Compare and‘c:)ntra st thea manual
and the-automated accountlng

. cycles. C g

.

Design a coding system for an auto-
‘mated general ledger accountlng
system.

Prepare a transact1on transmittal

F

Prepare an acCounts rece1vab1e
contro] sheet ' .
V<.
Prepare~a~sys$ems flow chart for
the processing of daily accounts
payable transaction reglster for

a wholesa]e bus1ness R
Prepare jpb order sheets, for a -
service business. . Y
Prepare a schedule of gross - : .
profit by débaﬂtments fora * ;
service business. C o
o

Record auto sales and»serv1¢e
transact1ons y
Prepaﬁe a cost sheet for a manu-
facturing business, comput1ng* .
factory overhead at a given rate

of direct labor cost.

Record in a voucher system selected
transactions for a mapufacturing
bus1hess, foot, prove, total, and
‘rule the voucher reg1s;§r '

JounpaT1ze the ed%r1es that
summarize the cost‘records at ‘the
end of the.month

Prepare a statement of cost of goods
manufactured I N ,

. B
A P

: _ p o
e e _cm
"-,%*, PR '
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- o :,- Qutline~ ) . B o Act1v1t1es ' '3

N

S o N L. Complete a buginess s1mu1at1on of
a manufaCturing business thaf -
uses a job-order cost systeh '

. 4 “f . ;o . . .~ Recerd setected transact1ons w1th

stallment Sales in the proper

%é; '»‘ ,; : 4 jour ls.;F

Post ty the installment accounts
and the-general ledger accounts

. - from the above journal entries.
>' . Ve . .+ Record trdnsactions for. bank credit
. ; ) ~card sales in a cash rece1pts
> .~ Jjournal.

Record transact1ons 1nvolv1ngﬁ%90
sales by indicating thé accou

to be debited and credited and _
the amounts for each transaction o
in general Journal form. :

,ﬂ; S ‘ - Record -entry to charge customer s
: account for transportation charges
on returned COD shipment.

: Record selegted consignment trans;
N actions completed during one
month of a fiscal “year, using a
cohsignment record for each
consignment.

+
-

L% 4

. Prepare a comparative balance S
- - sheet and income statement for .
- , two given years. s

Analyze a comparative balance sheet
and compute for each year the follow-
ing’ ratios: current, acid-test,
- équity, and ratio of current assets
to fixed assets. - ° R <
) . . Analyze a comparative income state-
. . ¢ ; ment and compute for each year the
: " pefcentage of net sales in: cost
. #0f merchandise sold, gross profit *
. on sales, total operat1ng expenses, - -
P and net ihcome after federal income
o, . ’ \7 tax, 1nd1catJng if there appears -
' to be a favorable or unfavorable °
_ : - change between the two years and
" . , 1SCUSS reason for change




Activities

.Analyze the data on a‘com frative _
ST - ) ~ ~ balance sheet and income state-
Y S g : : * ment and compyte the rate of .” -~ °
AN . A _ L returnfon_tgﬁiowner‘ Capital _ -
S IR : T . ., - for \I_ch ye . Baﬁ:}l}:n cCom=l " .
L e e AT »:;_a T - & putations made, indicate if : NS
N S . .. % [ .g trepgd from one year to. the neXg™.
X, -~ P S t-[\f'for the rate of return on owner's.
) T 1 ‘<; . capital appears to be favorable
or unfavorable. Justify.

{554%_ ) ) ’ ~ -. .Prepare a statement of changes in
N - financial position based on work- -
- + ing capital. -
. . o *3’;4¢;£“3g$ y}~~Prephre a .statement of changes in .,

. LA : R ,  financidl position Based on cash.

= e P i . Compute the marginal income ratio
‘ . Lo and the breakeven point 1n both
K . sales dollars and in units based
' on given sates, variable costs,
and fixed assets.

Compute,y’nit sellipgs price, unit
. . varigple Costsy afi total -fixed ¢
/- ' . : - assels independently in given.
' changes and when all given
changes occur. P

Prepare a~projected comparative
income statement.

>

. L3

-EVALUTATION: Various procedures should be developed by the instructor
to obtain pertinent information concerning the achievement and progress
of students. The number and variety of mgethods used will depend upon

- the initiative and resourcefulness of thgsinstructor.' Some of these
evaluation metheds include the following:

1. Standardized and teacher-madé tests o

N 2. Business simulations and projects
3. Decisioh-making and problem-solving “tests R
4. Evaluation of independent study, research, or quest.projects.
5. Oral ang
6.

written report of internship experiénces.
Evaluatson of work habits; prodgtness, neatness, legibility,
accuracy, ability to accept'responsibility; and confidentiality.

® . . Y
.. 'INSTRUCTIONAL MEDIA:. The media may include current textbooks, supple-
N - mentary reference books, professional trade magazines, newspapers, -
s pamphlets, working papers, simulated projects, transparencies, films,
N filmstrips, casset%e53 5ccounting dictionaries, accounting dhar;s and
‘ posters, and bulletin boards. L . ot T

‘_‘vj‘ ., ’, . ) . . . '
B o “ . . €0y -
. z." N - s ~_J ,
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INSTRUCTIONAL “APPROACHES:  Instructional approaches should include a
combination of individual and group activities using a variety of °
techniques. Some 'suggested techniques are field trips, guest speak- .

ers, practice sets, busjness simylations,-self-paced- instruction,
puddy system, Ieammg 'act1v1ty

atkets, quest projects, and 1ntern§ .
s"ipi A v ) i ' : - .-
: FACILITIES —EQ@IPMENT 3‘80 SUPPLIIZS: See Sect_ior'l VIII of this guide.
. / = N |
o »
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«  SDPI NO.: 6412 COURSE TITLE: Bhsin}ess Comrnunications 0.EY" CODE: . -14 0480
f. N
QOGRSE DESCRIPTION: This course s designed to enable prospect1(e bus1ness
.» ' and.offige employees to develop oral and:written commun1cat1on skilTs, -
attitudes, and béhavior habits needed for successful employment. Areas

-

of gtudy ude revie of: N2§1c language skills and types of bral and
n ess commuffl catidns. Act1v1t1es involve the use -of practical '
app1 t1ons of communications used .in bUS1ness _Typewriters -Should be
avai]able for stpdent use. ) L - “
‘LEVEL: . Grades. 11, 12. CREDIT R t}lm't' . LENGTH: 2 Semesters
- , 'P'REREQUISITE: Typnwr1t1ngl e , o @‘ ) ,
OBJECTIVES: At the end of study~1n Bus1nes Conmuﬁicatjons, Semester 1, -
~ the stydent will: > .

s . : .
-6

1. . Demonstrate an understanding of the 1mportance of aeffective
‘oral -and wr1tten cbmmun1cat1ons in Hus1pess and social life.

¥

2.°- Possess an effect1ve and extens1ve read1ng and"&1t1ng

. vocabu]ary k\,

3. Cons1stent1y.demonstrate a "you' attitude~in all ‘communications.
. : .@;" . o
4. Exhibit se1f—confiﬁence in speaking. o
5. Demonstrate an-understanding of the i orfance of. good groom1ng,
’ vo1ce and behavior in effect1ve oral mmun1catﬂon ,
6. Use correct grammar,, sentendg structure, and word cho1ce in
oral commun1cat1on e

-
. a

7. ‘Demonstrate~anaunderstandinq of correct telephoge technigues.“
8. Use correct grammar, punctuation, senten%e/stru ture, and
spelling t6 produce various types of wrifter bus1ness commuat -
cations in ma11ab1e prewr1tten form. -

?P“Lﬁompose and type mailable bu=1ness qprreSpondence (requests,
granting and réfusing requests, acknowledgments, trans- :
mittals of materials, and orders’.for:géods).in accordance
w1th current letter wr1t1ng pract1ce kN

CONTENT 0UTLINE AND SUGGESTED TEACHINF/LEARNING ACTIVITIES

-

Qutline . i,>'7. S Act1v1t1Es
1. Foundations of Effective . Use group discusgien to introduce *
*Communication ' , and explore conc Ipts of "yeu" )
a. Preparing to build skill.. =~ 'att1tqde effective tommunication,
§ (1)« The power of speak1ng- ~ and improvement of commun1cat1on
- -7 and writing . sk171s ‘
' (2) \gg; art of 11sten1nq e oo
, ' d reading . *. _Have students 1jsten to- taped or,
) b.. Lani'age -, parts of speech © Tive d1scuss1on§ ‘that, exemp11fy
o ' v ' o S . ’good and baf affective behavior;

léfil(;( - Coe - e . A




fD .

s ~(2) Leader X - L,
Note: May includafundt ’

h.b. Simpler types = ' -
“7 (1) "Requests. . T e

'outl‘iné o

and syhonyms

- ‘ -y . i .
¢. Vocabu]’l‘kngd ward choice

% Homdn
53 Col qu1a11sms'and

~slang : .
(4) Spelling and ward -
. .division™ - -
(5) Reference mater1als
d. Ideas
- (1) “Phrases:
$2§ Clauses . :
3) Sentences ) ~
 (4) " Paragraphs - 3~
‘Contro]11ng deas "~ ’«
punctuation o
f. Cap1ta11zpt1on abbre-

viatigns, and numbers

Oral -Communication

a. Preparat1on . ) R
(1) Physical appeargpce-; )

(2) Voice and speec
talk .
c. Meeting the: publ
- (1). Person-to- grs/h
(2) Tetephone tech

b. .Planning and g1vt:g/

niques .
d. Conferences and meetypgs
- (1) Member

on Parliamentary Rro-
cedure here. (see
Section 2 of second
semester)
e. Interviews - °
(1) For a job
(2% For a regoft .

A 'D1ctat1ng

.. Wr1tten Commun1cat1on

Preparing to write
business letters _
(1) Parts >
(2) Styles - °,
(3) Qualities =~ "'«

gil Granting. requests ,
3)" Reéfusing requests:
(4).- Ackrowledgments. «
{5; Transmittals '
(6)¢ Orders

;
-”»

RS 1dentrfy and d1scuss def1-, f'

Activities - - |

cu1t1es s ‘ _\,.3-
Pretest For stqunt déf1c1enc es
in Ehg]1sh meqhanfcs use sma*1>
group instruction,’mini-paeGs,:,
transparenc1es, workbooks, DL
mater1a}s, and/or programmed
materiats ‘as needed to correct

. ‘def1c1enc1es.k T TR
Lk o : T

USe.appropriate f‘Tated 1earnlngs T

fromlthe typewr1t1ng textbook

2

Use prooﬁtead1ng exerc1ses “to .

- deve10p ability to detect,. errors

; in typewriting, punctuation,

and word usage * ;
._thoughout the course, have pa1rs
-of students exchange typewr1tten

~* assignments for. proofreading and

, mark1ng of errors (using proof-
reader's marks) and'returnythem

- to, the author for. correction -
before subm1tt1ng to 1nstructor

W Thrdﬁﬂhout the codrse, evaluite

student work with two grades:

~
Pl

.. one for content: and)oﬁe for. R
' agror in - "’1

. mechanics; fo¥ “each
mechanics, indigate'a remed1aL
Dassa%hment ha

~

Bse‘pract1ce exerc1ses 1n reWr1t1ng;

senténces .containing stereotyped
phrases, in changing negative -
) statements tolpos1f1ve ones.,. and’
3 wilding good will. (Rememher,
stu ents need to be able to g
recognize good writing before

pers ?esubm1tted.

they begin to compose letters ‘and \;

" other types. oﬁ'bu§1nes§ commun1-
cat10ns )

’Record each stgdent 3 v;"ice,. o
t

hen‘hav?,each student L) 2 self-=""

*

analysijs/and be’ analyzedvhy SRR

- another Student’ for- needed 1m¢"%u’
, prayément _ . S . .
R h;“. gy
- ‘ . !»

. ¢ T
_ A

()‘l"b < .
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‘ L L Vutline B PR "/ - Act1v1t1es -
R i _ ' g Have students use-a fu11~length a
W T . < e L mirror”in analyzing physical
‘ ' Ty T appearance,‘ﬂestUres and facial .
- L ) .. expression-while speaking; then '
\ S -+ have eath do self-analysis and” ~ -
oL T R -~ be ahalyzed by at least one other”:
Co7 o N RS L student for needed improvement

- -

. v o . - A “As preparat1on for mak1ng a ta]k N
R R . . - . o pre11m1nary attempts can be tape ., - .
o S _ o " .+ ' recorded 4nd. critiqued by the -
- o . ) L speaker’ and at lTeast ‘g other _
' ' \ : N student. May need to do this .,
. . , e séveral time for.some: stqdents.
- §~ SR ' ©* ¢ . Role-play giving oral 1nstruct1ons
- < for performing" an unfamidiar office
T . task, Do this face to face so
' ) P that ‘gestures may. supplement
- “instructions; a1so do this - -using
‘ . . - the telephone 'so that gestures .
. : . ‘cannot be relied on to, supp]ement
: or” c]arTfy instructions. A

,FJ) ’ -7 .7 Role p]ay us1ng “the telephone
-~ o - (teletrainer) and, greeting office
- ' , .. callers and have students evaluate’
, ‘ oy using checklists developed by
o | © - the class
, : , .o, ) L
' . _ " . Invite a representative from the
_*\\\ . o telephone company to discuss tele-
5 _ ' phone techniques, company. services,
’ . o . aequ1pment, and employment oppor-
. ‘ ‘ ST tunities in the tﬁlephone company.

»

A . : ) - ' . Following c]ass d1scuss1on of the

ﬂrf' o B v topic, ‘practice conducting short

N - ' meetings with each student acting
: as pres1d1ng offlcer

‘Discuss the art q{ interviewing; °
, . K . then role ‘play interviewing for
— : e : a report and for a job.

N ' ' . Pract1ce d1qtat1ng with tape re-
T o ' . corder - f1rst with written or

e . : ’ .typed copy, then.with notes, an
. ‘ ‘ ‘ finally without notes. a‘\\\‘“
i

\ ) -

s
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Vi Activities

Use projects and exercises from
Vo o g the typewriting textbook to re-
- view letter parts and styles, to
L . P Co .~ review concept of maitability,
. ' '\\ - L .and to upgrade skill in type-
. T e ] writing Tetters that meet busi- -
' ; : ) ness standards. ' .

» .. For each af the types of letters
PR Do - _to be written in this course,

o T . have students critique many,
s v f . many models under the guidance”™ -
A e . of the instryctor to help them,

: oo : o 'develop the abjlity to distin-:
" B : . Quish between good and bad corre-
. . S §pondence.‘ '

\ ) - o .+ In assigning letters to be written,
. - ‘ . v discuss the problem each fs to
\ o S \ -:. Solve or the puypose each is to
o . g - » IR \\¥ - serve so that students identify -
- L, with the situation. AQuestions
.- i . “ ' . Such as these may-‘be ‘used to set
o ‘ . ; . the stage: What ig the first
‘thing the reader wants to know
. e - . when reading your letter? What
Lo ' .are ‘the eSSentia1~e1emeﬂ%Qﬁ§o‘be
v - .~ included? If you say no, Bow can
. ‘ . - you soften the blow? How can. you
o - : ot . .build good will in the .Jetter?
' < o, o What action do you want to in-
L. e . L . fluence the reader to :take? How
T “-can you close the letter to secure
- desired action? ° :
. ' . ) . “Have students write some letters
’ : - - + alone. i In some situations it
: ‘ ) - . B might be advantageous for two
N "~ students to work together. Some
I times letters should be written
, ’ in class; at other times, as
. , K _ homework, < .

Discuss sample first attempts

either in small groups or with
the éntire class, projecting the
*letter on the overhead ‘projector
screen. .Evaluate and permit .
students to retype before grading. .

/




R

-
-
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. techniques. These techniques may “inctude lect
field trips, guest speakers, self-paced instruct
. instruction, role p]ayrng, quest perects g oup a t1v1t1es and |

 Qutline S Activities
| . Have studeqts exchange lgtters
: -with proofreading partners for
; . - location of_errors .then retype. .

. Some students mdy ask_to read
‘ 5 . ~their efforts alotd so that'they
tLoe / may benefit “From criticism..

EIRLUATION: Variogus procedures should be developed by the 1nstructor :
to obtain pertinent information concerning the achievement and progress

- of students. The number and variety of methods used will depend upon

the initiative and resourcefulness of the instructor. The following

methods of .eyaluation are suggested : -0 '

Printed Jests correlated with the textbook and other 1nstruc-

" tional materials. . . .
Standardized tests with-ho reference to “a part1cu1ar text,
Teacher-made shortqz:;:er essay, and problem-solving tests.

Observation of cla d group part1c1pat1on and attitudes
Evaluation of promptress, neatness, accuracy, and usability

of assigned work

.- Evaluation of proofreading exercises to detect errors 1n,
typewriting, punctuation, spelling, and word .usage.

Observation of the use of the "yod" attitude and other -
appropriate behaviors in oral communlication consistent]y: SN
Evaluation of ability to give oral d;rect1ons by successful -
completion of the task by the stude:t receiving the directions’

(Ve) (-] ~ [=,] [$, 00 - WY\

Evaluation by student reactions to communications which involve -
persuading another party to take ion or establishing or -

_ maintaining good will ' A
10. .Checklists for: eva]uat1on of affect1ve peuqy“brs by fe]]ow

' students and by teather- '

’INSTRUC&IONAL MEDIA The media may include current business commun1cat1ons

and typewriting textbooks, reference materials, workbooks, programmed
materials, EDL materials, individualized 1earn1ng packets, magazZines, -
business reports and correspondence, transparencies, films, filmstrips,
cassettes, charts, posters, d1ct1onar1es, newspapers, and bu]]et1n

~ board displays fi s

INSTRUCTIONAL APPROACHES Instruct1ona1 -approaches should 1nc1ude a
combination of individual and group activitieg using a variety of

, class discussion,
, individualized

simulations.. - ‘ -.

: FACILITIES, EQUIPMENT, AND‘SUPPLIES:“See Segtion VIII of this guide.

rd

K

;\.\

%
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Yoo .  Business Communications
’ Semester 2

o .o : P A
£0URS&.DESCRIPTION}- This course is designed to provide additional

- in-depth review of basic language skills and advanced Practic? applica-
tions of concepts and. skills included in Business Communicat10ns,
Semester 1. Additional areas of study include more difficult types -

‘of business letters, job application, reports, minutes s sumpaTies,
parliamentary procedure, and intréﬂuttion to word processing Concepts. -
- Typewriters should be available for student use.

%PREREQﬁIS]TE: Businéss'Communications, Semester 1

| OBJECTIVES: At the end of Study in Business Communications;,

Semester 2, the student will:

1. Show improvemgnt in vocabulary, and word;choice, bath in
speaking and in writing.- i 4 o
] i :‘ ‘ . - “' s
2. Demonstrate correct and forceful oral communitation Skills
in personal and business situdtions.

3. Composé and type mailable business correspondence (pBr-
> " suading someone to act and applying for a position) Tn
accordance with curient letterwriting practice.

5 4. From unorganized notes, compose a one-page typewritte€n
report of progress, needs, results; or recommendations, .
~with material organized and main points presented. °

5. "Follow-oral or taped directions'for performing an
unfamiliar office task. i o

6. - Analyze a oné-page article from a Bhsinesszmagﬁzine for

important points.and prepare a typewritten symmary 0

no more, than 75 words. :

7. Analyze the contents of a taped 15-minute speech in 2
‘ typewritpen summary.of no more than two pages.

8. Prepare a typewritten report on the importance of
.communication skills in the office, using library :
sources and interviews with office employees. - /
9. Demonstrate an understanding of correct parljamentayy
/7 procedure for a meetiny, both as a presiding offiCer
aﬂd,as-a member. ' . L

.10, Take minutes of a, meeting. and prebare in corteCt typa~
‘ written form. \

11. Deémonstrate an understanding of dutomated word ProcesSipng -
its definition, basic concepts, advantages, and caree’
opportunities. "




| CONTENT dUTLINE AND SUGGESTED TEACHING/LEARNING AGTIVITIFS:

T Qutline ' - - ‘Activities
1. Written Communications - See suggested act1v1t1e§ 1nv01v1ng
(continued from Business . letterwriting in Business
Communicat1ons Semester 1) **  Communications, Semester 1.
a. Business’ letters -
(1) Claims and adjestments .. Review 1nteroff1ce'memos using
(2) Credit and collections exercises from the typewr1t1ng
(3) Sales letters textbook: Have students. compes
(4) App11cat1on for : and type interoffice memos to
employment . ' each other,g1V1ng procedures
b. Memos and informal . to be followed in performing
. reports , - atask. (Also may be from
c. Formal reports teacher to student, student
d. Telegrams . . _ to‘teacher,'sﬁperintendeht to
e. Minutes . ’ principal, principal to
f. Summaries . superﬁntendent etc.). o
g. News releases - )
: R Role play g1v1ng oral instructions
B . 2. Parliamentary Procedure for performing an unfamiliar
(May be included in unit on ) office task. Do this face to
.Oral Communication's in - face so that gestures may supple-
Business Commun1cat1ons, ment instructions; also do this
Semester 1) : ~using the telephone so that
. a. Rules of-asder : " .gestures canngt be relied on
(1) Introduction to . to supplement or clarify instruc-
business . : . tions. :
(2) Types of mot1ons ‘
}(3) Motions and order . Discuss the kinds of informal ‘
of precedence - reports (progress, needs, results,
- (4) Committees and , and recommendations) and the pur- ’
" informal action ’ poses they serve. Have students
(5) Debate and decorum - bring to”elass models of informal
(6) Vote o reports they think effective and
4 (7) Officers and minutes defend. their ¢hoices. Then have
N (8) Other rules of order them develop ,guidelines for the
b.] Organization and conduct =~ = preparation of informal reports.
of business ’ B . N
(1) Organization and . Provide students with samples/of
— meetings unorganized notes upon which
{2) Officers and . informal reports are to be based.
committees Have ‘the class or a small group
(3) Introduction of analyze a set of nates and p]an
bus iness the report with teacher assis-
(4) Motions o tance. Have each student prepare
(5) Debates and questions a format to be approved before
c. Other procadures the report is typed. Hold an
(1) Rights evaluation session before another
(2; Trials report is attempted. Instructor
(3) Call of the house should provide individual-and/or

group assistance as needed. To

individualize instruction’provide

more competent students with more

comp11cated notes for reports re-
1__r’ "~ quiring a higher level of decision
) 'making.

—
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\ ' Outline ’ 5 Activities
"///_ 3. Introduction to Word . . Use articles from business .

Processin v - magazines and collect materials

-a. Definition . from busimess such as directions

b. Basic concepts . ‘ to employeées or reports of com-
‘ c. Advantagés ‘- - mittee meetings for students to .
= d. Career opportunities - _ summarize. Use same strategies

. - o as those used for the informal

. » _ reports above
: .

Divide class into several groups,

have them listen to a report,

- ) and have each group prepare a-
R summary. Project one summary on.

the overhead projector screen

_ ‘ for comparison with summaries
- . - of other groups. Use progressive

‘ ‘ o longer and more difficult tapes. li

' . . - © . Assign summaries of speeches

- . ‘ . . ‘ be1ng,made in school assembly,
' in FBLA meetings, or on tele-

vision.

. Discuss the formal report or - .
research paper, research tech-
niques and procedures, and the
importance of an’ outline. Invite

» Tibrarian to discuss library
facilities and their use. Pro-
vide Tibrary privileges and
assistance as needed.. ’

‘Review interview techniques dis-
v , . cussed in Business Cpmmunications,
g \L Semester 1 for securding informa-
A tion from_ individuals for a
’ report. ‘ _ v
Take minutes of an .FBLA or,gther
‘meeting and prepare in correct’
: o typewritten form. Prepare neys
. - ¥ , . rel,ease of same 3
Prepare in correct typewr1tten
. form a repert and/or news re-
! . lease from notes taken during
o : a guest speaker visit or a field ;
\ : - trip. . 4
a ™ , y
L1sten to a recorded meeting or
onforence tab- o and pre-
are m' 45 report. .nd/or
N ' . ' L ews . .ease in correct_ type-
. 1 1) ritten form
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Qutline . Activities -

After discussion of the topic,
conduct real or mock FBLA -
meeting to practice using
correct parliamentary procedures.
- Critique and discuss needed
improvements.
Following class discussion of
the topic, visit a word pro-
cessing center and/or invite
_ , —— a guest speaker to discuss
- o the topic and/or show a film
- on the topic. Precede and- follow
. / ' with discussion of equipment
’ . . and procedures used, advantages,
' ‘and .working environment. ,

\ . In class discussion, contrast
the traditional office structure
and the modern wdrk processing
system. AW

Have students bring to class
< : advertisements of employment oppor-
| *  _tunities in the field of word
processing and discuss require-
~ ments. v |
EVALUATION: Various procedures should be developed by the instructor to
obtain pertinent information cencerning the achievement and progress of
students. The number and var1ety of methods used will depend upon the
initiative and resourcefulness/of the instructor. The following methods,
of evaluation are suggested:
1. Pr1nted tests correlated with the textbook and other - T
instructional materials.
Standardized tests with no reference to a part1cu1ar .text.
Teacher-made short-answer, essay, and problem-solving tests.
Observation of cTa%s and-group participation and attitude.
Evaluation of promptness, neatness, accuracy, and usability
of work.
Evaluation of proofreading exercises to detect errors in
typewriting, punctuation, spelling, and word usage.
Observation of the use of the "you" attitude-and other
appropriate behaviors in oral communication ‘consistently.
8. Evaluation of ability to give written directions by success- \
‘ ful completion of the task by the student receiving the
directions.
9. Evaluation by student react1ons to cOmmun1cat1ons which in-
volve persuading another party to take action or estab11sh1ng
or maintaining good will.
10. Checklists for evaluation of affective behavxors by fellow
, -~ students and by teacher.

W,
OB wn

~N O

o
INSTRUCTIONAL MEDIA: The media may include current business‘communica—i

tions and typewriting textbooks, programmed materials, EDL materials,
indiuidge]ized learning materials, reference materials, workbooks,

‘ 1~ )
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magazines, newspapers, bdsiness'reports-énd corrésponqpnge, trané-
parencies, films, filmstrips, cassettes, charts, posters, . -
dictionaries, and bulletin board qisplays.- ,

INSTRUCTIONAL APPROACHES: Instructional aﬁ%roaches should include
a combination of individual and group activities using a variety °
of techniques. These techniques may include Tecture/ class dis-
cussion, field trips, guest %Efakers, self-paced instruction,
individualized instruction;- e playing, quest projects, group
projects, and simulations.. v .

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide.-

’
- \g ) . . , N
o B
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SDPI NO: 6532 : COURSE TITLE...Bus;neSs Dynam1cs 0. E. ‘COBE: 14 9900 :
:COURSE DESCR}PTION This study ef persona11ty adJustment and human
relations is designed to help each 1nd1v1dua1 understand-the actions
of himself and of others -and.achieve more ‘satisfyidg results in:
carrying out duties and- respons1b111t1es in any act1v1gy that involves
‘people interaction. : Topics’ include personal ;analysts persona] develop- R
ment, working with others, superv1slon of -other employees, and 1eadersh1p i -
development S .
LEVEL: Grades 1],;12_\ .. CREDIT: % Unit v dLENGTH: 1,Semester
,PREREQUISITE:; Nane. | o L o
[ - - ) ' . !
_ OBJECTIVES AY the end of. s;udy in Business Dynamics, the -student will:
1. Deﬁonstrate a know]edge of the persona] qua11t1es needed 1n
“relat1on9h1ps with others. e
L 2. Explain the importance of deve]op1ng, an& demonstrate Gheluse
of, the "you”\att1tude 1n 1nterpersona1 relations. _
3:, RecOgn1ze and improve areas of weakness 1n persona] qua11t1es B
* and human relations. ) . ‘ | “/,-
&; Demonstrate 1ndustry,‘punctua11ty, and se]f reliance in '_’; g
_completing aSS1gnments y . A
NN , APEER
5. PrOJect att1tudes necessary for Jjob success.
"”(Of’ PrOJect a good perSOna] image in the tone of voice used on
- the telephone and in rece1v1hg callers. :
: 7. Accept constructTVe cr1t1C1sm. - L. . /
8. Pract1ce ethical’ bu51 sS behav1or %Reéogni}e ethicalAbdsiness
behav1or in case studik ) “_ ' : ',
»f9} Dembnstrate an understand1ng of the ﬁv Tities and competenC1es
needed taw yrect and superv1se the ac '1tfes of ofhers
COURSE OUTLTNE AND. SUGGESTED TEACHINﬁ;LEA‘&\NG CTIVITIES g v
N , )
Out11ne - : g . Act1v1t1es -
—_ p \ - - .. f-
1.. Persenal Ana]ysis and ' . Have each ‘student complete *
\ Developmént < _ ) "~ personality rating sheets and
_a. Physical appearance * personality inventory at the
b. Character traits ) beginning and end of course ®
. :Attitude » . and compare the two. (Confi- - °°
, S .- - dential for each student) - ™
. ’ 5 "o v
2. ’Interp rsonal Re]at1on£n1ps e Digcuss and demonstrate through >
a. MWdrking together , .~ .practice pergonal" c]ean11ness, .
‘b.; Supervising = - ' + good.hygiene, and phys1ca1 S .
. . - S, j.llﬁ“' : fit ess. “

& 5 l‘ . ."', . ,—.v
[ ) » “ . . ’ B ' ’
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e : of assigned work. - B -

Qutline* . L " ﬁAci1v1t1es

\2. Leadership Development ) . Have'sfhdents lead class -8
T S T - discussions, on readings %
P ' " n» 7 concernh skin care, make- uﬁ,~t
) v iy . posture, and ,appearance. ¥

Have lqcal resource persons
S _ digcus$ current fashions, .
¢ 'groomThg aids, and health care.

, - . Role play tha use of proper
© et1quette and good manners

. . Record studegts' vaqices; ana-

: . Ty o lyze strengths and weaknesses.

o CEREE S B ‘Repeat_later.in the course and
: SN o evaluate 1f€rovement; -

. . D1§cuss effective humah.rela«
) : ) tions and its effect on JOb
.o asat1sfact1on _

Analyze human relations case

' - employer(s) bn the importance
/// of human relations and report
‘to class for-ﬂqscu5510n and
reaction.

-

- L

soe ‘ _ S . Role play anJ discuss’ situations
- ) involvipg teamwork in an off1ce

- . AnalyZe,and discuss ethical
- <o business bQQav1or'as present:%

Lo A [ cage stuffes )

. . .. Practice giving and ﬁo]lswnng
instructions through role play1n9

oo . * . _Discuss the charactbr1st1cs of
o . . a good leader
C e .

EVALUATION: Var1OUSfproceduresbshould be develo d by the instructor to
obtain pertinent ‘information concerngpg the achievément- and progress of’
students.  Thé pumber and varietv of methods used will depend upon the -
initiative and resourcefulness of the instrictor. Suggested methods of .
evaluation 1nklude the' follow1nq t ~e

/.
1. Pub11sher tests corre]ated with the textbook .
2., Standardized tests-with no reference to a oart1cu1a text
3. Teacher-made short-answer, essay, and problem-sofv ng tests
4.--0Observation of class participation and attitudes’

'
. 1 ",)/,.) ‘ M Vo -'. r
~

stUdieS in groups and individually.

¢ FARE Have student(s) interview | ‘flj'

5. Evaluation of promptness, -neatness, accuracy, qu legibility ¢ ',

N
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7 * -

6. . Eva]hation-of.per§onp1 Aappearance by teacher observation.
75 Teacher observation and evaluation of gcharacter traits:and” -
S peagonal qudlities necessary for gdod-human“rg1ations and

A jot success. . v R . ' ' '

. 'N:.‘_./ ' o TR 4
INSTRUCTIONAL .MEDIA: The media may include current textbooks,

reference books, pamphlets and'brochgres, case studies, films, =~ . . y
- filmstrips, -transparencies, cassettes; charts, posters,lperiogicals, o

R _and bulletin board displays. . o N ’

INSTRUCTIONAL APPROACHES - Instructional approaches shouid ingfudewa- ~° '~

* combination of individual and group activities-using a variéty of )

~ * techniques. The techniques may include leetutre, class discussion,., , "

teacher demonstration, student demonstration, guest speakers, learping,
activity packets, and role playing. S N

'EACILITTES, EQUIPMENT, AND SUPPLIES: See Section, VIITGf this guide.
| A P AN
Cr . . S . )y -

Q J




T . | -, - N : | ; o . , ‘ - .06 . 7
L o ‘p’fnﬁ? - " *\N\ ' D .- . o

‘. ' ey _ T

" SDPI NO.: 6522 " COURSE TITLE Bus iness’ qunomcs 0.E.CODE: .14.9900 .-

COURSE BESCRIPTION: * This course is esighed to provide studénts with - .
.an understaﬂd;pg of advanced economic concepts that will enable them ﬂﬁlﬁ-g?
. to participaté in a free e terpr1se system as wage. earners,. business « ’-itZ*jz
owners, producers, and investors.* Topics 1ﬂc1ude advanced economic - ,
. concepts .the free enterpfise system Leconomic secur1ty, comparison
- - - of economic systems," and urrent economic issues; . L. : )

» . L N : . ) >

LEVEL: Grades 1, 120 CREBIT: Un1t-_ +* . LENGTH: p} -Seméfé? . o
I . . . R . . ) — i N .

PR@EQUISITES None : By

* - 14 . L :
€ . , Niagl L /_)a L. o

OBJECTIVES.: At the end of. study’ if Business ‘Economits, the student

will: .
. , . - ‘ — _
. » ~1.> Analyze wants" and needs and establish prioritiéﬁ for dchieving'.
: . ~them. - . ' |
'f??**‘Taent1fy basic economic concepts ' ' ' '  a
, 3. Defing the characteristics of,a free enterpr1se system and. -
. . explain how it affects the”Consumer. iu . '
°, . "+ . 4. Apply economic concepttho consumer buy#ag -and 1nvest1nq S
R 5. .Demonstrates an understanding of currept’, locql, state, ) :
. et " national, and international econom1 iss ) oL @ '
. 6. "'Compare the free enternrise system w1th otadr econom1c T
_ -systems of thg wor]d‘ ‘ A ' '
.. ’,. , ,
oo CONTENT OUTLINE AND SAMPLE T ACHING/LEARNING ACTIVY?IES . SRR v'
[ b L BN L
v o utﬁ1ﬁg( 2 -t K 1% Activities S
, A& N . - . - 4\.-
1. A Surveyqof Ecomemics ,, - —— T 3 ' T Lo
* '« - a. Definition- ~ . Comp11e list of econom1c terms o
:,jé " b. Desirable econom1C\goals - and def1n1t1ons , -
. . . c. Terminology . C. K ~ 7
‘ -,Sv . ™ ? . .~ ., ., . Have each student 1dent1fy i .
oY 2. Bas1c Economic Concepts . persona] economic+goals.
' . 4. Scarcity : o ‘ LT
b. Pri&ing ] @tﬁ;" .~'Ideot1fy,and 'djscuss the valuest Sy
.+ C. Profit . g . that nnfernce economic. dec151ons ’
¥ d. Decision- mak1nq o
oL " “e. Individual’ rights ‘ ) D1scuss and analyze bhe compleX1- :
<o ' - f. Supply’an? demand - " " .ties of dec1s1oﬁ making. . ,
. \ . g. Gross national product <
< . et . 'Help students d lop a check11st
3. Free'Enterpr%sé'Sy tem - on how to sHop r a used car
. . ~\  a. Bus¥ness organizations T 3
: . b. -Production and distribution . ' Have students dd a study of the
’ . c\ .quernment)regulations " - " costs of running a car.
o " 4. Egonomic Security . *Have‘buzz sessions on. civil .
a. Banking ‘ a Lliberties and po]itical freedom;\
b. Credit ' o " Coe .
c. Insurance ' , . iHave each gtudent elect an
d. Savings and investments - imaginary salary, deduct taxes,
F L . . - and plan a budget. based on -

- priority list of—meeds qu<wgnts
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i . . ’ ~

' i -~ Qutline 4 T - Activities
) ‘ ——= . ; . ) T
R 5., The Consumer in the .Economy . Determine through survey(s) the
' . ;& Income detern1nates buying practices of .families of
" b. Buyers : ,various sizes.and with various
S o®  re. Investors - incomes and relate-these practices '
- -~ - . d. Government protection - to the change in their habits to '
R . L , " . cope with increases 1n cost of-
e 6. Economic Systems - Tiwing. -
- "ra.i-Capitalism C e -
R b, - Socialism. © ¢ . ldentify and discuss the charac-
. . c. Communism ~ teristics of the free enterpr1se
- ( (- B o S system. , L
N 7. Critical Issues . ' o ‘
,o /a“ Environnent . . Interview business persons
. o Labor-management relations involved in.various types of
E" Agricul ture . business organizations to
o d. Monopolies ' T - determine’ their concepts of a
- “ - Gdvernment 1nterference ’ free enterprise system and make
SR N Econom1c -stability ~ ‘oral and/or written report.-
CoE - (1) Inflation = : . R
(2) Recession | . Survey local busiresses to
'g. .Monetary and fiscal . ~determine types of organization.
-policies : s '
& "~ h. Stat€ Vversus national ." Interview business persons to
R : controls ‘ “find out how prices or rates °*
" i. Conglomerates are determined and ‘who . deter-
Jj. International.affairs . mines them.
k. ‘Future,of the American .- _ _ N
, ecoqept‘ ' . Research current government
.-, . o regilations on business and
. \ S make oral and/or wr1tten
[ ‘ ' ; R report(s)
‘ ; . Use a questionnaire or pretes;
. \ to determine the students' basic
. understand1nq of the.free enter-
, N ' pr1se system

Summar1ze,1n an oral or_written
.. - report information on banking
Q¥ presented by a guest speaker.
f

» . . Present panel discussion(s) pn
.advantages and d1sadvantages of
credit.

Discuss with an insurance agent
various insurance policies and
investment olans and nresent ora]
and/or wr1tten reoort.

Debate the advantaqes and disad-
vantages of investing in the
1l stock market.

4
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Qutline, . ; | . ~ Acttvities

.. Explain’ the -values (monetary and
. other) to be derived. from work. .

3 ' ‘ | . . Ident1fy and explain the- govern-
% ment agencies that help p‘gtect

the consumer,

Have students.report on various
* items from the Consumers' Guide

. - . Dep1ct by graohs the sourges of
government income (local, state,
“and federal). , _
. Prepare a chart, poster, or
, ~ bulletin board display depicting
, .~ aids and services,that the
| aovernment nrovides consumers,

. ) ;o . Plan, orgdnize, and cgonduct an
f o e . ; . \ individual interest study on a
: , . ohase of economy for the consumer.

, . . Form an investment club within
\ the class.

. C . Identify and discuss similarities,
J and differences in caonitalism,
{ ' ' : ' socialism, and communism.

Research soecific areas of con-
cern in each system and present
"oral and/or written report(s).

Using current publications,
research current economic
issue(s) "and interpret in oral
and/or written renort(s)

~ . Interview business persons on
current economic issuefs) dis-
cussed in radio or television
program.

Participate in nanel discussion(s)
and/or debate(s) on current
economic issue(s).

Negotiaté<a contract between ,
teacher and students as. part of .
study of labor/management rela-
tions and }abor unions.

Present oral and/or written report
on current economi¢ issue(s) dis-
cussed on radio or television.

Q ‘ 1.&\}

P
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R EVALUATION: Various procedures should be developed by the instructor to
.o - optain pertinent information concerning the achievement and progress of
.- .~ Students.’ The number and variety of methods used will depend upon the
~initiative and resourcefulness of the instructor. Some of these methods
o ~ include the following: ‘ ~ L -
1. Commercially prepared objective tests and casé problems.
2. Teacher-prepared objective tests and case problems.
3. <Evaluation of oral and written reports and research papers.,
4. MWritten student self-analysis of wants and needs and their

¢ ‘ applicability to basic economic concepts.
~ % 5. Progress of student in his role as a consumer as evidenced
by his buying habits. .

6. Observation of class participation, ability to work with
. ’ : small groups and committees, attitudes, following instructions,
. ' © - and work habits. o .

7. Evaluation of promptness and accuracy in completing assign-

sments. T S T ‘

INSTRUCTIONAL MEDIA: The media may. include current textbooks, pamphlets,
transparencies, films, -filmstrips, cassettes, charts, posters, consumer
guidas, magazines, and newspapers. '

INSTRUCTIONAL APPROACHES: Instructional .approaches should include a
combination of individual and group activities using a variety of tech-
niques. These techniques may include field trips, guest speakers,
‘learninmg packets, research,”surveys, interviews, games, role playing,
case studies, and large and small group discussions. :

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this gquide.

- ~
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SOPI NO.: 6512 COURSE TITLE: Busipess Law 0 E. CODE: 14.0800

: COURSE DESCRIPTION This*course: is designed to acquaint ‘students with

. the ba51c legal principles cammon to business activities, including
the origin and development of law, contracts, business relationships,
law of preperty, business or8anization, and the law of negotiable

“, ©  instruments. It is not a prelaw course.
| ' o | -
LEy%L:. rades 11, 12 . CREDIT: %'Unit: LENGTH: 1 Semester ~

PREREQUISITES: None

L &

A : '
OBJECTIVES At the end of study in Business Law the student will:
B

1. Interpret and appIy legal pr1nc1p1es as they relate to bus1ness )
and personal situations.

2. Demonstrate an understanding of common legal terms. -

3. List the elements of a contract and identify and epraln the

’ various types. N

4. Demonstrate an understanding of our judicial system of courts

. 5. Demonstrate an understand1ng of legal forms _used in business
transactions. '

6. Recogn1ze an individual's legal rights and respons1b111t1es
in a democratic society.

7. Demonstrate an understanding of the legislative process and
exhibit an awareness of legislation affecting business
situations.

8. Demonstrate desirable work habits and att1tudes

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: : '
Qutline . Activities
1. Introduction . ' . Compile a list of legal terms
a. Origin, development, “with definitions. -
and meaning of-law .
b. Nature and kinds of . . Invite an attorney or judge
1aws _ to discuss the court system.
c. System of courts -
d. Crimes and torts : . Visit and observe a trial in
TS court and/or a session of the
2. Contracts General Assembly.
~ . a. Making a contract , )
b. ~Types of contracts . Have students role'play a trial
(1) Expressed and implied invalving a crime and one
(2) Formal and simple involving a tort,
(3) Executed and executory .
~ ¢. Elements of a contract . Discuss case studies involving
. ) (1) Agreement oral and written contracts.
. (2) .Proper form ‘ — « .o «
(3) Consideration . Discuss cases that involve agree-
(4) Competent parties " ments enforceable by law.

d. Termination of contracts ‘ g o
e. Remedies for breach , Research newspapers for cases
P involving breach of contract and

I_E-W_ report to.class.

4 L4 . . -




~Qutline

3. Law of Sales
"~ "a. Nature of sales contracts
b. Ownership and r1sk of -
loss
c. Form of sales contract
" d. Warranties and product
liability
e. Consumer protection

4. Property and Property Rights

+a. Personal property _
(1) Transfer of title
(2) Mortgages
(3) Warranties

b. Real property

(1) Ownership
(2) Transfer
(3)  Landlord and tenant
(4) Wills and intestacy

5. Insurance
a. Nature and theory of
insurance
b. Typbes of insurance
(1) Property and casua]ty
(2) -Automobile

. {3) 'Life
* (4) Other
c. Rights and Responsibilities
. (1) Insured - -8
A (2) -Insurer :

(3) Beneficiary )

6. Employer and Employee
- Employment contracts
b. Employee protection
c. Fringe benefits .
d. Government regulations

d1scussed

%4

e : AN

Activities

Cohp]ete'sa]es‘agreementsband‘ S
display copies on bulletin
board.

Use teacher-prepared or text-
book court cases for written
or oral discussion.

Invite resource persons dig- *
cuss warranties and produc

- Tiability. g o

Use resource materials from
consumer agencies to discuss ,
consurmer protection. .

Prepare bulletin board d1so]ay
of legal forms related to tQp1cs

!

Present skit dep1ct1ng the buy1ng
of praperty

Invite sgeaker to discuss 1eases

and transfer of real property.

.Observe the trial of a .court

case involving legal or1nc1p1es
discussed. , 8

Invite resource person to discuss

_automobile insurance and policies.

." Use commercially or teacher-
. prepared transparenc1es on x
“insurance.

Present a review of how insurance
can affect teenagers, in oral and/
or written  form.

Do research in workmen's compensa-

tion, child labor laws, social

" security, retirement, equal employ- °

ment oppdrtunity, and unemployment
compensation and prepdre oral and/
or written report(s).

EVALUATION Various procedures shou]d be Beve]oped by the instructor to

obtain pertinent information concern1nq the achievement and progress of ~

student$ The fumber, and variety of methads used will depend upoh the
ve

initiat
include the fo110w1ng

and res0urcefu1ness of the 1hstruct0r A few of these methods

~

1, Commercially prepared objective tests and case prob]ems

: .
A



) , + g . ::;:,’,
E ) 2. Teacher- and/or nt-prepared ob]ect1ve tests and ¢dse =
' .. preblems. = - ! R
' . 3. Student-centered *wments and related prOJectS

4. Observation of work—ndb1tS, class participation, follawlnq
+ instructions, and atti.tudes.

INSTRUCTIONAL MEDIA: . The media may include current, textbQokS PimphLets,
‘trade: literature, workbooks, films, filmstrips, charts, tapes Qwspapers, \
-and printed forms (1egal, insurance).
INSTRUCTIONAL APPROACHES: Instruct1ona] approaches should 1nc1“de a com-
_ bination of individual and group activities using a varijety of techniques.
These techniques” may, include field trips, guest speakers, gaMes> mock
trials, role playing, self-placed 1nstruct1on, ¢ase stud1es, aﬂ class
" discussion. : v

FACILITIES, EQUIPMENT, AND SUPPLIES: See,Section VIII of _trn“s; g'uideﬁ

7
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ent.

f management, 1abor management re]at1ons, and women in management.
LEVEL: Grade 12 CREDIT: 1 Unit ' . LENGTH:
PREREQUISITE: Introduction to Businegs \

. "OBJECTJVES:

. o the student will:

D

1

17.

12.

y ,§‘-

2.

SO0 o

s 1) o | NO : 6533 COURSE:I}I{{: Business Management O.E. CODE: 14.0800

CDURSE DESCRIPTIOV
concepts of manal

This course is designed to introduce the basic
Topics include a general overview of American
‘Business, forms of business ownership, management functions, personnel

2 Semesters

At the end of study in Business Manacement, Semester 1,

Describe the fundamental role-of American business in the

economy.

<ontrol over business.
Denonstrate an understanding of the Amer1can econom1c
system~as a modified free enterprise system.

" Indicate an awareness of the type and degree of government

Classify the types of business ownership ava11ab1e to tﬁg
American businessman and demonstrate an understanding of

the advantages and disadvantages of each type.
Formulate a basic concept of internal organization and

.the functions of management.

Describe the role of personnel manaqement in selecting,
training, and promoting employees.

Construct a plan for company compensation and benefits.
Formulate a basic concept of human relations.

Describe the importance of' labor-management relations.
Demonstrate desirable personal traitsLnecessary for
success 1in a management position.

Identify career opportunities in management and the com-

petencieSYnecessary for various positions.
Demonstrate an understanding of econgmic terminoloqy

. related to business ownership and management. .

-~

" CONTENT OUTLINE AND SUGGESTED 1

Qutline

. .

Ca 1 ature of American Business _

. » . Characteristics of business
, b. i i

Current trends in business
- c. Career oppartunities in
management positions
_ d. . Government control - degree
. and importance

Environment of American Business
a. Economic environment
(1) Basic economic concepts
(2) Economic systems’
(3) Free enterprise -
b. Social environment
(1)
(2)

B 2¥_

Effects on. business

Social problems " -~

117

HING/LEARNING ACTIVITIES

~ R

Agtivit1\

Throughout the course, include
student experierices in class
discussions of various topics.

In class discussions of assigre
readings throughout the courses,
emphasize new terminology. (May
use crossword puzzles.)

Create a bulletin board on the

. evolution of business,® the

steps in solving,a busin€ss . * °°
managewent problem, careers in
business, and/or other topicss
throughout the course.



Qutline L A

v, EEE N
£

3. Business Ownership "’
Sole proprietorship
Partnership
Corporation
Cooperative

Mutual companies
Franchises N .

\J -
. .
-~ oo oo

Management FUnct1ogs
a. Planning i
b. Organizing

C Leading

d. Contrelling

5. Personnel Management

a. Selecting.new employees
b. Training few employees
c. Promotions, transfers,
< and discharges
' . d. Personnel orgariizations ~__

. ] e. ‘Employer-employee
< ‘ re]ationships

6. Compensation and Benefits , ,
a.. Financial incentives //
b. Fringe benefits .
c. Benef1ts provided by Taw
5 »
7. Labor Relations and Leg1sTat1on
9. 2 Industrial relations
4 " b. . Labor unions
c. Union-management
relationships
d. . Labor legislation

8. Women-in Management
_a. Recent trends

b. Utilization of female

market

c. Availability of
ment resources
Legislation
€. Competition in the mana
ment market
Career opportunities
g. Prominent females in
e * " management

anage-

P ozer

-\

Y

business leaders. : .

Junior Achievement, Inc.

‘ /1

Activities
Have students pgesent oral and/or
written reports on famous early

At the beginning of the course, \

d1scuss the five steps in the

procedure for solving business _ .

management case problems: =+ . .- -

(1) Problem - identification of
the prablem

(2) Supportive evidence - evidence
supporting 1dent1f1cat1on of
the problem |

(3) Alternative solutions - all
possible solutions

"'(4) Analysis - analyze each possi-

ble so1ut1on for good and

points and workability
(5) Solution’ - choose best

so]ut1on(s) w

. 0rgan1ze a’weekly review of bus ness

in the news.

. Survey student attitudes toward

bus1nessQDs1ng a list of 20-25.

" - statements in which studénts can

indicate whether.they agree, e
disagree, or have no opinion.

ongs is survey at the be-

§ ® e course and’again

““the _nd,and determine the_ .
change in gttitude This attitude
survey type* of activity may -also

ed with controversial topics
pollution. See April 1973.
1ne§s Education Forum,

jssue of

p. 45 . v

Introdu&e Junior AchiéVement early

in the course. Contact a local
office of Junior Achievement or .
write to the national headquarters: -
, 909

Third Avenue, New York, NY 10022.

Have students work in groups or
individually on a strip story.
Various topics should be used
throughout the cour¥e, such as

the evolution of American bus1ness,
careers in management, types of
business ownership, functions of

A

)
{
]



Odtline

L

1

- Activities
. 2
management, and women in
management. A strip story is a
group of pictures with gaptions™
illustrating and explaining a
basic concept. .

v

\ < , : ‘
Debate the pros and cons of :

various controversial topics
throughout the course, such as
strong government regulation
of business, pollution, and
the merits of selected labor
legislation. Survey student .
attjtude before and after -
debates to determine change.

\

Present illustrations of-various
econonfic concepts from current
newspapers, news mag zZines, and
business magazines.

Have students analyze the state
of the economy in North Carolina.

Have 5. .Jent(s) present oral
and/or written report(s) on
dﬂchss1on(s) with.business
owner(s) concerning problems
encountered in competing with
other businesses.

Obtain.old and current. catalogs
and compare prices; present a
skit to dramatize the difference;
prepare a price 1ndex .
Research the cost of 11v1ng,
covering the f0110w1ng areas:
- comparative ccsts of specific
pro?ycts over a given time
perfod
- effect of spiraling costs on
real wages and living standards
- role of government in controlling
spiyaling living costs
- basis for figuring cost-of- 11v1ng
indices -
Prepare a chart poster, or
bulletin board d1snlay depicting
the social problems that affect
business and/or those that are
caused by business. :
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. served, and fact

- classmates and write articles

Agtivities

Prepare a report on how individuals
can help in pollution cOntrol._ |

Contact a large business or indﬁs-‘
try in the local area and find ;6ut
how %t is combatting the pollution*
problem. . e
T / F-' Lo

Develop a 1ist of local businesses. .
Determ?ng the form of business
organization of each, the form

that-i (mqét common, and. the form

.that is‘largest in terms of

dollars and sales. C ‘
R A LA

Study a Tlocal business to deter~ , = -

mine year of organiza*ion, who - ¢

organized it, relatiofiship of . -

preserit ‘'managenent, growth trend .
in term of doT¥gr sales, units )
sold, expansion,\customers ’ ‘
s, contributing- -
to Tong life and duccess. ‘

L3 )
Form a corporation with five
of incorporation. Ll
Investigate- the requirements in
North®Carolina for organizing a «
corporation, obtaining~a charter,’
selling and issuing stock, and
Qiking reports to proper state
alithority. Present orat and/or
written-yreport of the finding.
Obtain and discuss copies of
franchise agreements, pa&ftner-
ship agreements, and articles
of incorporation.

Research the change from a
‘closed to an-open”cogpbration
(example: Ford Motoy Cempany).

Form a cooperative,/éeScnibing
type, advantages, djisadvantages, .
membership, and’ a§ément.
(WY .

Develop a 1ist of mwtual companies
in the local business community N
-and describe advantages of these
companies in relation to the
community (oral and/or written
‘report).
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'\, f: T e n'.'.e' (. )f o ( 1nfof'mat1on a,s to/the 1ega]
T P S &+ . redujrepents for forming =
‘ ~ & L s e e T e \ - different types of business ~
oL DR - ca ' organizations; or invite a  ° .
4 SRR .. lawger to speak to the class =~ .-~
e o ' : et T on thg subject. "
SR R 9{/ ) - -
DA o woo . . i . Inv1te a speaker or a pane] of s
’ ) { T o d * $héakers to discuss the small
. L e \ /busmess Your loc (pusiness
‘ ' _—_— : advisory committee and the Small, °
-~ ~ Business .Adhinistration's Ségvice

L i I C v. . Corps of Ret’ired Executwes L
- - (SCORE} are excellent resources
“for such speakers?y,

s AT .« % =; Haye each studeént.select a small ©

‘ business which he or she would ~
bt : o " oo Tike to own ar lanage and make
- T v an oral presen¥ation Jus‘hfymg
K : . . ' the choice.- % R

a,. ,Deve1c'>'” A set of long- and °
- ’ o "shor?g:m goals for a small
\ S busiféss. They should be pre-

. AT cise, coordinated, and c]ear]y
5 1 . . . . stated ' C

/ i o -~ R ‘ . - tham organizational chart( )
, . : . from Tocal busines$(es) and -
L , B . , , .discuss.in class. .

- U ) . (. Discuss the“FBLA organization
: o " chart. -- . .

! v ko Construct an 'organizgtioné]
L : ‘ - chart for»'your FBLA chapter, ~*
_ . v _ , an athletic team, or your school
' . ‘ ' - administratioq. ,

& o , . Develop a list of questions for
\ AU -0 a morale survey.

Present an oral and/or wriﬁen

, , report on the subject "Facgers

v v T in Job Happiness that May Be

, . : More Important-than Wages." v
. . () a

P ) ‘ o -~ «. . Interview a manager”on the
, . ' e various management functions

: . ) «and present findings in an

A \a\.\ oral and/or written report.

¥

~



T -)/Ou.tm_ev e «;\ < Activities .

. " L e - . oot o '
"o ‘ P \w .- . Play the\game Executive Decision =~ *
: - ) ' AN | , by 3M Company I'Vh11ab1e t some v

S I L departmé%t Jtorks). Se€ pages
SR ¢ , . > . . following this course, ‘
‘:) ) S . .  guide for adaptation to entire "~
| [ ) NG e class and rules. . .
i _ : . Biscuss the importance’ of ‘good * -
‘ \ R . . ' * human' retations, high morals,
e - | S s : : and effect]vé communication in
B : g ) L business management This to
or . . © may also be, combined with ot
N B ¢ : topic(s) diScussed by quest
] : speaker( ). N
a . » : ' . ' » 5/ ’ . N
- o o - ) e . 0bta1n an app11cat10n form from)

T : . B <. a local busipess, discuss-the
/k . v o, information YeQuested, and dom-

' o - plete the form ‘ N

-

-

PRl
-~
;

A

Interview a gu1dance counselor
for information on businesses
-, that employ the school's-.
. graduates. Obtain information
that will be helpful to class
-members when.. applying for a job.
o Develop, brief job descriptions
including primary and secondary
\ ; e duties, ;ypervi%dry organization, °
’ requirements for thé job sa]ary, '
and promotion, 72c)hannels ' ‘
_ = b - . Havé students present a debate
. . . . -on the topic: "OnZthe-Job
B 3 . - . . Training ks Super1or to Yest1—~
bule Training.'

. , . 2 ;

' . ¢ . Inviteistudent( Y from the

. . school's cooperative office
' " occupat1ons class (if the§
\ : * ., is oné) to discuss the advan-
" tages and djisadvantages of the
\ I 7 cooperat]ve work experience

: i O - program. : <

- & . Invite a personnel manager to.
. ' discuss the functions of per-
) 5 sopnet management. =

co o . Acquaint students with the

, ' ’ . Dictionary of -Occupational

/ ‘ . ‘ ~ Titles and’ digguss its use- ‘
- /- - . , fulness in pessonneﬁ selection.n,

o , I b ]
. ("/._"\- . . ‘l.‘g . | }‘;/ ( " -

\)“ [N . . ~ . . ~
. . .
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uh . Outline o " Activities. T

. : . . Visit the personnel department
o - , + ' of one or more Tocal businesses
’ " L ‘. o o . and determine fringe benefits _
. L. .. . received by employees. Compare
- S . the importance of- these benefits
P ' . . to the total compensation. re-
. ’ C Co ceived zy the employees.” If
N Co T possible, secure bpoklets gr
' ‘N , oL . other printed information-jgiven- :

s S : . to-employees.

o, N ’ ‘ ’ ‘ \l o , R . Surveyfloc§1 bus1nesses and
7\~LQ : . . - S reportion pension plans-and
’ . N i - healthtprograms.

%3
.
~
*
*,
x
~

S S Interv%ew an emp]oyeﬁ.and an
' / O - employée and report on their
' T responsibilities undér the
. ~ N v - gccupaﬁvonal Safety~and HeaTth”
T - L ct. |

. , 1 . Have student reports on the
A Social| Security Act - its
. L - benefits, ineq*ities, and loop-
C N .. ~ holes.. T

. ; ... Survey local businéssé%-and
- ) : Y report on union activity.

s - D . Prepare a labor contract wh1ch
. ) . Y

. g ‘ you believe is fair to you and
/) L o . ‘ to the emp]oyees,of your company.

v R T .+ . Discuss and/or have students
' ' report bn North Carolina 1abor
Taws.

: - . Play a labor-management simula- :
3 r ’ / : tion game. Suggestion: Labor. . -
Loy . o : . Versus Management, Social
| \ j . Education, pp. 421-422. should
b ‘ / be available at 10c3ﬁ ﬁ1brar1es
. . A
> . Research anq/}eoort on trends
. affect1ng management s policies
' , “ ' . éhp10y1ng women in management
, ) TR AN . positions, as rd¥ated in current
B - ' \x\\ E " “periodicals or in interviews of"
¢ ‘ R j - personnel managers in local
; . R : ot ‘busines3es.

S - Yoo o - Present a report on federal and
: » 1 oy - " North Car011ga 1e91s1at10n on
i1 v equal 0pp0rtun1ty emp]oyment
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1 \ ( ' ‘.,_' i ‘J .
o - Activities = .
LJ \ ! ’ S . . =Research- and r@port on one or‘u !
T : ‘ ' more of the most prominent

N . ‘ « ; businéss women in the United .

' - ' . oo . , - States including name-of cpmpany' M

. s . . . _or organization; job title, . oL

. e . o . Ssalary, education, and how each

o | " : . “became successfu] p
PG S .”.InVTte a woman in managément o
‘ O 7 v %o d]scuss with the class .

N S T - .. _various aspects. <£ this tbp1c,‘4’
' ) : ”'X&\ - ~/».7Thow'she attained<her pos¥tion,’
ﬂ"_ / . N \.,, . N Y

L , _ ..~ 7 and, How femalé: students may !
e ’ e L | begin.early’to"plan and prepare
s J Y ' ‘,' ' P e T fOf a—bos1t1oh 1n management oy,
X - _ EVALUATION Various -procedures should. be- deve]ooed by‘the 1nstructor

to obtain pert1ﬁent information concern1ng thg “achievement .and- prqgress
of each student.' The number and variety-of methods used w111 depéend
.upon. the initiative and resourcefulness pf the 1nstructor Suggestpdu

1 methods of evaluation: 1nc1ude the f0110w1wg . Y . N
. 1. Printed tests correlated w1th the textbook T o
2. Standardized tests with no reference to a part1cu1ar text.
3. Teacher-made short- answer, essay, and problem-solving tests.
4. Observation of class part1c1pat1on and attitudes.
5. -Evaluation. of promptness, néatness, “accuracy’, and Yeg1b111ty .

of assigned work. - AN
Evaluation of ‘use of bus1ness term1no1ogy 1n oral and
written assignments and tests,
7. Evaluation of quality and quantity of participation in
’ small-group projects.
8. Initiative and resourcefulness in completing research
projects using reference materials and resource persons.
9. Evaluation of analysis of case problems based on appropr1ate--
ness and reasons for decisions.

[e)]

INSTRUCTIONAL MEDIA: The medif} may include current textbooks, referenceo

books, pamphlets and brochures \ business forms, Jtransparencies, films,

'f11mstr1ps, cassettes, charts, n .}ers, games , case studies, dictionaries,

periodicals, and bu]]et1n board displays. ., -
INSTRUCTIONAL APPROACHES: Instructional approaches shou]d include a e
combination of individual and group activities using a variety of -
techniques. These techniqu include lecture, class disc _' ; R

. field trips, guest speakers,\self-paced instruction, learning ,”tﬁWﬂty
packets, role playing, business.games, simulations, and 1nd1v1dua1
prOJects , .

FACILITHES, EQUIPMENT, AND SupP

‘e \

I(I\S\_:_J/Sge Section VIII of this guide.

-

]:’\f\l Y
v i .

(A
—
—_—
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j",‘; ‘ )// S ' - . usiness Manaqpment e
b V. /- o o Semester 2. S

i % = COURSE DESCRIPTION: This ceurse is designed to continue and expand the

9“ o . . study of those-®oncepts predented in Business Management, Semester 1.
S - Topi¢s include the mafor aspects of business operation; trends in

‘policies, procedures; and philosophies of business management; the role

- of management in the ‘growth of American business; adapting to change;
decisionmaking, public relations; : :and -fiuman relations. Through observa-
ST _.tion, 'simulation,'and/or internship activities practical app]ications
g v are integrated into_the course content.

oS . ]
PREREQUISITE Bu 1ness Management Semester ] e -
iJ" - OBJE;TIVES A the end of study 1n &*siness Management Semester 2,
B v the student “witl .
VR Demonstrate qualities of Ieadersﬁ‘p necessary for gu1d1ng and
: . sy directing the activities gf others.

- 2. Analyze and compare the 1mporkance of marketing, purchasing,
R ' banking, credit, and 1nsurance as. rela;ed to- successful.
N . * - business operation. '

e - Out]1ne£fh:—6r1nc1ples of f1nanc ng a bus1ness and keep1ng
SN - businesd_records. . - v
: 4. Describe the limitations wh1ch vernment has pIaced on
/ . . - businesw
T 5, Identify and descr1be the taxes wh1ch are important to a__
.~ businessman. wﬁ’ﬂ'k'
* 6. ‘Demonstrate an understanding hf the methods of des1gn1ng an
*%  information system and the thls used- in° information processing.
L 7. Analyze and compare -the specific services performed in an
! ~office and the essential probTems of organ121no and operat1ng
* . an office.
8. Apply the procedures of research for p]ann1ng and decision-
P making.
9. Demonstrate des1rab]e personal traits: necessary for success
~ in a management pos1t1on .
10. -Demonstrate an understand1ng of the factors the businessman
-must consider in determ1n1ng what when, Where, and how much
) ©  to purchase. Ct y
! FE 11. Indicate..an awareness of the variety of sources from wh1ch a
) businessman g¢an obtain financing. . S e .
. 12. Explain why a business may use an 1nformat1on process1ng
‘ -system and how the fea51b111ty of using such a system is
determined.
13. Demonstrate an understanding of economic terminology reIated
. to business ownersh1p and management.- ’
N CONTENT 0UTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES
Qut] b 1 ne ’_‘S‘FJ_VJ}.L%S,
1. Leadership . . -Disguss qualities persons should
a. Parliamentary procedure possess to become president of
) b. Leadership development an organization.

120




. o o nformation
e 3. Market1ng
a. Marketing concept
b. ~Marketing functions
c. Marketing plans
. d. Product planning and
N . pricing -
, " e. Advertising and promotion
. _ ©activitves
o ) f. Location and layout
) ’ g. Careers in marketing
i 4. Purchasing and Production
~a. Purchasing problems
b." Purchasing guidelines
¢. . Purchasing procedures N
d. Stock control
... Manufacturing problems
f. Shipping and transportat1on
operations '
g. Loss prevention
- - 5. Financial Management
. e, a. Fimancial requ1rements of
. . a business
: b. Financing a business
ey - c. ’Banking and credit
‘ : d. Financial records
' e. Business insurance.
8 - 6. Government and Business
J a. Regulations to ma1nta1n
‘ competition
b. Regulations affecting
property rights
. C. Regulations protectjng.
-~ general welfare ‘
d. Regulations protect1&g
§ . ’ consumers
AR e. Taxation of business
7. Managing Information °
a. Information systems -
b. Financial records
c. Office services
d. Research for planning
- and decision-making O
. A ;v 1 ()u.'
o | v

Sutline

2. Communicationd
" a. . Telephone.
b.

C.

Business letters

_Report writing o 1

ing reference materials .

e. ériginating/recordmg

129

When guests visit or speak to .
the class, have students 1ntro-=
duce them.

, N _
Nom1nate and elect off1cers in

~ the class™ ant conduct meetings
-applying rules of par11amentary
pracedure.

Relate-the Leadership unit to

. FBLA by encouraging students

to enter the- Par11amentary
Procedure competitive event

and by. he1p1ng them prepare fdr
it.

Pgesent oral and/or written re-
_ports on 1eadersh1p, including
character1st1cs need for-,
steps. to, and va]ues of having:
leadership ability.

4
-
Py

Participate in role p]ay1ng using
telephone. Use evaluation check-
1ist. .

Locate and 11st correct numbers
and/or informatign for selected.
items from local teTephone '
directory. " - g

Compose letter requesting adJust-
ment on shipment of “items- for .
resale that were damaged in
trans1t ! o “

Wr1te sales letter to be sent to

~_al] charge customers promot1ng

- a new product.

Compose and’ type transm1tta1
tetter sending rem1t¢ance for
‘a sh1pment of goods -;¢ :

__,axe_g;udent(s) survey-an area .

of 25 homes in their neighborhood
to determine, for exampie,. the
kinds of- cereal uSed tabulate
the results of their survey , and
prepare a written report of the
results. The ‘repert- shouldide-
scribe the proceds, show in chart
or-graph form the relative popu-
larity of the various kinds, and
summarize conclusions. Each
student should select a d1fferent
product.
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Act1v1t1es
R

Compile 11st of sources for-

_ selected 1tems of information.'

. 'Discuss sources of information

a businessman may use for
various purposes. . .

Practice fusing dictating equip-
ment wit typed or Randwritten
copy.

Compose and record simu]taneous]y‘
Evaluaté lape for enunciation,
word usagg, and thought patterns.

Discuss channels of distribution
from raw material to final form.
Prepare diftribution plan(s)

“for specifc product(s) and de-
pict in graphic form.

Organize m rket1ngyp1an for -
product in¢luding préduct plan,

- brand name|,- packaging -and 1abe]1n
and pricing. P
Co]]ect ads from newspapers and
magazines;| discuss appeal used
by advertiser, probable audience
reached, ajffectiveness of ads,
and use of| brand names and
slogans. ' (v

ré] and‘state regu-
lations for pac ag1ng and

labeling.

Use actuaﬂ p ebg Lg,g1scu551ng
product Tife cycle and other‘v,;

~ product concepts. o !

Prepare a bulletin board display
of various forms used in.connecti¢
with sale$; i.e., ‘invoices,
credit memoranda, price tags,
sales slips and tickets, charge.
slips, etc. 3

Invite a guest speaker to discuss
with the class one or more of

the various aspects of the
market1ng unit.



~ Qutline - - . : ' : Activities

pan Bglng_lnr§§15£al“samples of
different types of products

and elicit from. students the
. ‘ : : . possible buying motives for .
K e : : each. ., - ' . -

o ‘ . . Give students case problems
LS ' o v C - - describing the physical
o s : , distribution of products and
' have them identify the trade
channels used.
. Discuss career opportun1t1es
. in marketing including job- _
- o ] "~ titles and descriptions and
: : advancement channels.

Discuss the personal qualities
, and job competencies needed
IR by a good salesperson.

. : . Similate sales techniques
o -, through role p]aying
o§

. Have. student(s) report
- . .North Carolina sales tax laws
[ ] | and follow with discussion on.
' : g - taxes added to the purchase
price and the seller' s legal
_obligatiom,

. Give students probtems involving
, simple price computations to -
_emphasize the concept rather
than the mathematical calcula-
tions.

_ o i
Have students collect samples of
sales promotion devices such as
a product sample, a factory pack
premium, or a price-oriented
promotion and discuss with class.

Make a complete advertising and
promotion plan for a selected

' business, indicating the types
of advertising, frequency, sche-
dule, and cpst .

, , . Conduct study of possible locations
) for a selected dusiness; choose
best location, draw map of loca-
tion 1nc1ud1ng nearby businesses,
and give specific reasons for
:l{: h selecting location.
/’
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Outline

.
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'_hAcfivities -
Prepare a detailed 1ist of
equipment needed in a- Selected
business and prepare layout

'Prepare a bulletin board d1sp1ay

of the forms.used in connection
with purchasing. Arrange in the
form of a chart tracing the
purcha51ng procedure

0bta1n sample 1nvo1ces ahd'.‘
discuss various sections.

Have 'students fill in pUrchase
orders, 1nvo1ces, requisitions,
etc., based on given informa-
tion. Use typewriters and ’.,
adding machines or calculators:
Bring to class three or four
examples .of the same ‘type of

- product. Have students rank

. first, second, third,.etc.,

choice and . tabulate ~This
would then be the basis for
class discussion on why. people
buy as.they do and how their
habits affect the purchasing
decisions of the store buyer.

Compute discounts and net
amounts for‘tase%broblems,
using adding machines or
ca]cu]ators

" Establish purchase plan for a
-selected item.

For a selected business, establis
plaps_for determining goods
neggﬁf, and for purchasing,
receiving, and*handling stock.

‘Have students relate experiences

in rece1v1ng and unpacking ship-
ments and in stock control
from part-time JObS

D1sp}ay°forms used for stock ‘
control.

Secure inventory forms from
Tocal businesses and discuss.

(
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Outiine

items and«d1sc ss the
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v v . -
,fft Activities

‘Analyze, cmnpare and dlSCUSS
differences in 1nv01ces ‘and
purchase orders X L
Bring to c]ass a variety of
urchasing

.prob]ems re]ated to each

Inv1te.a,buyer,from‘a local

" store to speak on purchasing _

problems, or have a student
interview a buyer and report
to class ' - - .
Select specific product to be
shipped various distances and

. determine rates and charges'

by all-available carriers.
Dec1de best carrier. for each

'product

" Invite thé head of a 1oca]\ménu-

class how his p]ant operation
organized to control labor, .
materials,. layout, and equipment
for efficjent product1bn control.

:ﬁéturmg firm to d1scuss with

Invite representative from .

local business to discuss ;

strategies for loss prevent1on
£

. Prepare estlmate of cap1tal
‘needs for a selected business. .

Have group of students prepare

* bar graph showing relatfonship

of expenses to gross receipts *
for different types ‘of businesses.

Discuss possible .reasons for

fferences.

Survey local businesses to
determine types of cash control
used and report to class.

Prepare financial plan for
selécted business showing
avdilable capital and plans for
financing balance needed. -



;’lv -t ;’ PR H . ~ ) - ..H:"'-" ’ o 7 . ]27 .
- ‘ Qutline _ . * A Activities
e | i f . Invite a local small buSiness

. owner to explain how he/she
. A . determined capital requirements
: - ' g and obtained needed capital ‘o
‘ ) \for his/her business.

s

' v ' A L v.-,nge student«s) interview )
: - : lokal banker(s) to determine
v : o the loans available, to. the
. . R . . ’ ~ small business owner and the
C ' ' types of security. réquired,
: R : , . or ‘have a banker discuss this
Yoo - - with-the class. ' Include in
" ‘ i oo discussion, comparison of
o -various - types of lending #n-
L S s Stitutions. .

»

- S - .~ Ha}e ‘students prepare simple
P r balance sheets and income state-
L : : c ments. Stres$ thegimportance
s o ,] . 5 of these documents and what = °
. - : > . o they show. : Do not require tfe
;> . ’ S i same attention to detail as
EEEENE A . ‘ T requirqd in an accounting class,
¢ L but rat er 'stress the concepts?

KN . co . Have students talk to lecalzfi
/k business owners about the kinds
. of records kept.and the informa-
tion processing techniqyes used,
~ and report ‘to class. Ofﬁuse a
/& : guest speaker_or plan a‘field
trip, if possible.

. Arrange a field trip to your
. ' school data processing center, g
. if you have one, for an explana-
tion of how: schoo] records are
’kept <

: . : . . Participate in Mr. Banker games.
Simulate a co]lection service.

. Analyze financ1a1 statemegts of \
, _ L “two companies and mqée recom-
' o 4 ' mendations for offering or
' refusing credip

. . . . . Obtain credit application forms
¥ from two stores, comphete forms,
199 and discuss types of information
. requested. T




| -Outline

Have student(s) visit local foOd:

, for which a selec

" 28
Activities
Contact Togal busfnesses to

determine how uncollectible
accounts are handled.
\

3

D1scuss case problems on state
of limitatigns and bankruptcy,
and/or invite lawyer to discuss
with the class N '

Compose and type cred{t ahdrf
collection letters for various

typés of overdué accounts.‘

'
Invite local bus1ness representa-

““tive and/or insurance agent-to
~discuss various types of bus1ness

i nsurance.

e

store and examine and evaluate
labels on various food, produ
Present oral and/or written
repbrt on label 1qformat1on
pertaining to_contents, standards
grades, and inspection. A

Research and report on federal,
state, and loral regulations,

including licenges, that apply
to selected businesses; deter=

.mine ‘zoning regulations involved,

and indicate whether business
can operate 1n<se1ected Tocation(

Conduct a’ Study ofﬂtypes of taxes
business
will be liable and.edtimate cost

for a year.

s
2

.. Solve case problems concernlng

1.7

the ‘analyzing and 1nteroret1ng
of financial records

Develop accounting system for
selected business and identify,

’accountlng practlces

R}

Solve case problems on cash-céﬁtr

. 'P?epare detailed budget fOr opera

tion of a se]ected bus1ness for .
one year.



»

EVALUATION:
. obtain pertinent information
‘“eqch student.
" the-initiative and

_per1od1cals, and bu letin board displays.

~field trips, guest speakers,.self-paced }nstruct1on, learning activity

‘ Activities'ﬂ

Outline .
, ) AJ - »‘ . ) . ) ¢ . . -L_ . ) Y
EE ' ‘ - ﬂ-, v~ Comgute financial ratios and use
: e A v those ratios in ana]yzing a

Company

, - ‘Plan a departmental offlce manual
o for a stenographic artment. -

. . Prepare list’ of eq:?ipment_ needed
’ in small office, indicate esti-
- mated cost of‘each item, and

determine total est1ma§£d cost. |
Secure prlces from Tocal dealery.

Discuss trends and changes iny
. . _ . business conditions that may :
) N ) affect any business. N

s o . ComplTe list of sources in tocal
. iR community from which businessmen
wu ;? can obtain information on.busi-
o “.ness cOnd1t1ons and trends
- Vandous procedu Zs should be’ developed by the 1natructor to
oncerning the achievement and prggress of
.The number and variety of methods used-will-depend upon
resourcefulness of the instructor. Suggested methods
of eva]uation includé the follow1ng ) - )
| Pr1nted tests correlated with the_iextbook f
. Standard1zed tests with no reference to a partlcu]ar text.
. - Teachér- madeashortqanswer essay, and problem-solving tests.
- Observation of clasgs participatifon and attitudes.
Evaluation of promptpess, neatness, accuracy, and legibility
of assigned ¥brk ’ néd »
'Evaluat on of use of business terminology in oral and written
., assignments and tests. :
7. - Evaluation of quality and quant1ty of part1c1pat1on 1n
small-group projects.
‘Initiative and resourcefulness in complet1ng research prOJects -

N N DBWN —

J ., using reference materials and resource persons.

9. Evaluation of analysis of case problems based on appropriate-
" pess and reasons for decisions. '

INSTéuCTIONAL MEDIA The media may include cuvrent textbooks, reference
books, pamphlets and brochures, business forms," transparencies, fi
filmstrips, cassettgs, charts, posters, games, case studies, d1ct1onar1es,

\\.\

INSTRUCTIONAL APPROACHES Instruct1ona1 approaches should include a -
combination of individual and group activities using a variety of
techniques. These techniques may include lecture, ®lass discussion,

packets, role playing, business games, 51mu1at1ons, and individual
‘projects. <aer

FACILITIES, EQUIPMENT, AND SUPPLIES: §ee Sect1on VIII of this gu1de

L 5 4 1.-3 -



mance of office tasks.

«A:Eueiness forms are used ip each unit.
should be avaiﬂable for student_r§e

- cash records and bank1ng, buying and selling, a

; - 130 o
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SOPI NO. 631[ _ COURSE TITLE Business Mathemdtiés 0.E. -CODE- 14, 0100

COURSE’DESCRI TION: Th1s course is designed to enable the student to -

| “improve computational skills and-to apply these skills in the perfor-
Areas of -study include basic- sk1lls review,

e

and credit. Appropriate
Adding machines and/or.calculators

LENGTH:- 2 Semesters

’

- _LEVED” Grades 10, 11, 12 CREDIT 1 Unit
\_' Y . ' ) P
> PR_EREQUISITE- Node — * e
_ " OBJECTIVES: At the end of study in. Bus1ness Mathemat1cs, Semester 1,

the student w111

1. Perform computat1ons and pre

(

pare forms for hAndl1ng a .

}

checking account, including recont1l1ng the bank state-
~ment, using adding machine or calculator and following
verbal and written 1hstruct1ons, and aud’ until alt-
work is correct. ‘ _ .ot

Prepare and compute sales t1ckets and invoices with.

extensions, totals, and sale

ax, Msing adding maching ;
or lculator and following 32k£a1 d written 1nstruct1ons -
audit unt1l all work is orrect. v . .
<
Compute trade and cash d1scounts, f1nance charges, 1nterest$ﬁ
and discounts on notes; from"source documents with, add1ng "
. machine or calculator,: following verbal and written in-
struct1ons, and audit until all work is correct. P

Compqte metric and English measurements accurately.

.~ Audit given data and compute correctibns.
[

.~ Explain verbally to another student an answer and its .

meaning so that 1t is understood \ : ),

Tolerate routine work w1thout exh1b1t1ng signs of frustrat1on
or anger. ,

8

Work well with others involved in same tasks w1thout reveal-
‘ing resentment or irritation. i’

’Z ONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES

w4

0ut11ne

Act1v1t1es
Pretest student kanledge andxsk111
in fundamental processes, decimals,
fractions, and ‘percentages; ass1gn
1nd1v1dua11zed instructional p ckets
and' prov1de individual ‘assista ‘
as needed. .

1.
r..{

Basic Skills Review .
a. Fundamental processes .
.b. Aliquot parts and
fractions

c. Decimals and percentages

R

l)q
>y

1




- 'J/G$”w, 0ut1ine |
B -d. Commnu we1ghts amd‘
measures ~

; : 'L (1) Engltsh (u. S ) system ;

(2) Metrié system

. ‘.
2. Cash Records and Bank1ng

, K ~a. Personal
SR ‘b. - Business

,r——"’é 3. Buying and Sefﬁlng :
CL - a; Sales taxes :
S % b, Sales tickets
A : . Ce~Invoices -
‘Discounts,

1 Pr 1ng

. g Pr

4;* Cred1t :
a. "Charge accounts

b. .Installment buying
\/P\\ c. Prom1ssory notes

2",,1 v

~ «
y .
o
.f'l s | o'
5\
. )
] r
(n ‘ .
. R <}
- ) e .g.
, < ’; A
;
) | 3
\
-4
44
Yo

-~

’3' If addlng machlnes and/or calculators

—~

‘s
-

4‘ k ‘ Activities - ) >

D1scuss 1mportance of accurate
mathematical computations and F;//
records in the business office;

= include consumer-related problems U
. when approprlate e

Demonstrate use of ddding machine -
and/or calculator using touch control
if machines are available

are available ‘for student use, use .
‘self-instructional packets for
students to learn correct machine,”
operation. using touch control and
proper techniques.’ If each student
does not have a machine, this may

be done on rotatfon. dur1ng review of,£Z
fundamental Qrocesses J

Use student‘demonstratlon.or.expla-
nation when appropriate. -

. Use the textbook(s) as source and
: develos instructional packets for

varioug units phroughout the course:
A packet mighyf intlude instruction
sheet(s), testbook(s), self-évalu-

< ation(s), and answers to self-eyalu-

ation(s). This permits selectipn of
material geared to ability le
student. It'may be appropridte for
~students to work individually on
some units and in small groups on
“other undits.

t

e

Prepare, bulletln board d1sp1ay show1ng
etr1c myasurements

So1ve problems 1nvolv1ng metr1c measure
ments.. N

Obtgin and d1sp1ay samples of business

forms used .in banking, buy1ng, se111ng,
and cred1t Qv

Complete a simulated project involving

® the use of a chécking account with tran

1

actions covering one month, including t
reconciliation of the bank statement.

')r’ KA b
)L) 3 .
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Qutline - -~ - .7 Activities‘ ' .o
a . Have students check computation§ 2
v > on business forms to-determiné )
o " accuracy. Use forms such as' invoices. -
o T ,and. sales tickets, some of which have
N__ - S errors in computat1ons. S AN,

S o HaVE students compute. extensions and? '
- -~ ', totals on invoices. o

‘Complete a simulated prOJect invglving +

the payment.of invoices within the =~ .

d¥scount perod, includingdeciding 7.

. when to pay3 yerifying computations

\ . on each invoice, co?put1ng drscounts, S
‘ and writing checks N -

! \g‘ Compute and’ discuss add1t1opa1'cost
7

of goods represented in finance charges L
and jinterest costs. .

o = N Discuss reasons ‘business somet1mes l
o U .+ finds it feasible and practical to
| V ‘ borrow money and.solve problems . .
§ - . ‘ involving decision-making as. related N~

- : S : to this pr1HC1p1e ' .

. R e . .
., . . . ’ v

*
#
i
}
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u- ‘ " Business Mathemat1cs L R ,\
I , S - Semester 2 “{; R ' .
T " COURSE . DESCRIPTTON: "This course is designed to permit contThued qmprove- %
: v - ment in computational skills.and continued application of #hese sk111$ A
. the performance of office tasks. -Areas of study inTude payroll, . intome ‘
tax investments and capital;, business graphs, aﬁd computer mathematics. ,
« Appropr1ate business forms -are used in each unit. “Adding, machlnes and/or w7
S calqu]ators should beqqya11abje for student use. - L
OBJECTIVES. At the+end’ of study in Buslness Mathematlcs, Semester 2,
the student will: SN .. k
. 1 . Compute entire payro]] from' source documents w1th add1ng l?-
’ ’ machine or calctlator,. fo]]ow1ng erbal and\wr1tten 1nstruqtions,
. ) Yand audit until all. work is correct. | .
! N 1 ' * ' \\ ( )
2. " Complete forms and perfoym computét1ons for filing an 1nd1v1dua1 ¥
S federal and state,income-tax r;eturn ‘fol Towing written instruc- N '
i S tions, and audit tntil all workw s corvect. ' I
- ) >
3. Compute éarnings - from 1nvestmengr with addigg ‘machine or’ ) S
calculator;. foll wing verbal and. written 1nstruct1ons, jﬂd
- aud1t unt11 all worg is correct. — : --) e {
1 4, Convert numbers accurate]y dec1ma1 tq\plnary, b1nary to e ~

Ty dec1ma1, and aud1t unt11 ;correct,

X3

~ 7S, Interpret extract, and report correct]y data on 11ne, ‘bar,

. { and circle ‘graphs. .
P ' - o S .
\j) 6. Use data in reports to construct bar, line, and circle graphs

‘to répresent relationships. A Jy )
’ o 7: Audit giuen data’ and compute correctioﬁ 4 . ;
S ~ f 8. /Explain verba]]y to another student an answer and its mean%ng
([ . . SO that it is understood.- U
ol 9. To]erate rout1ﬁ§“ ork without exh1b1t1ng signs of frustrat1onxr :
v o or anger. , - _ .
<+ 10. HWork well with others 1nvo]ved Jh same tasks vjthout revea11ng
‘resentment or irritation. = A
. 1 CONTENT 0UTLINE AND SAMPLE TEACHING/LEAQNING ACTIVITIES: ,'4-
<?$”' ;‘ Outline . . ‘ — s' Act1v1t1es‘ - _—
1. Payroll ~. Prepare bulletin board d1sp1ay of :7ﬂ‘
a.. Gross earnings N forms used <in preparing payroll.
b. " "Deductions '
: * ¢. The payroll reg1ster < Complete simulated payro]] prbjectt

dl Income tax returns

Yy g

s

frd.
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R

{

b:' inary syspym-

) K o 2T # . Prepare line graph of sales:records to
: - ' - . show monthly and seasgnal 1ncreases and ,r '
. T~ < decreases. _ -
- , ‘ .
.o . . . Prepare bar graph to compare sa]es for
Lo /” N var1ous members of sa]és staff. . N
B ‘ M : ..r.

» ,
.o - Prepare circle graph to shgw sgurces -+
v o - of income for a- business o
) N : .
Use resource speaESrs for dppropriate
topics.. ; . :

. " . Discuss the binary system and its
PRRENY relation tolthe computer ahd have
{ : studerts- complete problems convert1ng
_ " decimals to binary and b1nary tQ
“ decimals. : }

EVALUATION Var1ous techn1qyes shoéqd be emp]oyed by the 1nstructor to - 7
obtain pertinent information concern1ng the achievement and progress of =~ '
students: The' number and variety of methods used will depend upon the
initiative. and resourcefulness of the instructor. Some of these methods
1nc1ude- ' . : '

-

1. Pr1ntéd tests correlated with the textbook =

2. Standardized tests with no reference to a particu]ar textbbog .

3. Teacher-made’ problem tefts * :

4. Commercially preparedsand/or teacher- prepared simulated prOJects

5. Observation of promptness, neatness, accuracy, and legibility in
assigned worke / . :

6. Observation of machine techn1que : : L

7. Observation of ability to give verbal exp]anat1on of prob]gm s

8. Observation of attitude and ab111ty to work with ‘others and to T

toTerate rout1ne detailed work with.computations

. . 1 . L.
o L !
3 R |
i ) : - R ‘ =
. .

. .

e

¢ ‘. - i *
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Qutline . T T Activities - —5
o _,"—-fﬁ%stments and cap1ta1 3y Co Splete IRS income tax merect and o <
a.” Savings accounts - ¥ate .income tax proaect ~ v
b . Stocks Lo ; o ~
. - C. \Bonds , B . ‘Compute earnlngs from var?ous types .o
' d. Partnership .~ «0f investments and ‘compare yields as - g
‘3 basis for. dec1d1ng type of. invest- N
Busfpess Graphs\- Preparat1on V/enfsto chppse in ccrtaTn situ tion§ ce
Intq%pretat1on, and Use o L
argsgraphs : .. Have groups_of students form mag1nary
b. Line graphs: g : : pgrtnersh1ps and/decide investment
c. Circle graph ' of each partner . N
L. 4 - . : . R . »
A. Computer Mathematics N . Have each student. analyze the cost .
“qDecimal system E . of an item which he finds interesting. - .-

!
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- INSTRUCTIONAL MEDIA: Theg*edla used may include current text mater1als,
drill materials, workbookd, transparencies, films, filmstrips, cassettes,
charts and posters, bulletin board displays, and 1nd1v1dua11zed 1earn1ng

,packets. _

. ' - %
INSTRUCTIONAL APPROACHES: Instructional approaches should include a
combination of individual and group activities using a variety tech-
niques. These techniques may include drills, job instruction .sheets,
.individually prescribed instruction, programmed 1nstruct1on, learning
activitiy packets, and teacher and sxudent demonstration. See also
~ pages 33 - 34 of th]s quide. . :

- FACILLTIES, EQUIPMENT, AND SUPPLIES: Refer to Section VIII of thfs guide. .



T . o . ) i - , 136 )
CSDPI NO.: 6712 COURSE TITLE: Data Entry 0. E. CODE: 14.0200
- COURSE. DESCRIPTION: This course is designed to develop a salable skill
in the operation of data entry equipment. A study of" the -role data v
entry operations play in a business env1ronment and- the types of data
- entry equipment are also 1nc1uded : , B »
- I S
" LEVEL: 10, 11, 12 B CREDIT L, Unit LENGTH& 1. Semester
' t - . . ’ / . . - .
_PREREQUISITE: Typewriting I _ ) o
‘OBJECTIVES At-the-end of study in'Data Entry the student'WiTT'
1. List the major deve]opments in the h1story of data process1ng
2. Define basic data processing term1§%1ogy 1

3. Explain the data processing cyc]e

4. Exp1a1n the differences in manual., mechan1ca1, un1t record,
and e]ectron1c data processing.

5. Explain how the computer'affects busjnesses and individuats.

6. Identify various app11cat1ons appropr1ate for data entry
equ1pment based upon observations in industry. . -

- ' 7. Identify var@ous\ﬁnput/output dev1ces and media assoc1ated
w1th data process1ng systems

8. ;Operate data entry machines so that the data is usab]e for

the next step of the system, is free from errors, and is a0
. prepared with an acceptable degree of speed necessary for -
employment. > :
9. Maintain a correct loq of daily jobs. // : .

10. Handle materials and equipment in a responsibie manner.

11. Follow oral or written instructions for performfng jbb tasks.

12. 7 List and explain the educational ba kground, persona]
qualities, and work experience needed for var1ous careers,
assoc1ated with computer .input devices. '

13. Funct10n cooperatively with fellow workers and supervisdés

14. Demonstrate atceptable interviewing skills to be cons1dered“
for a job as a data éntry operator. .

CONTENT OUTLINF AND SUGGESTED TEACHING/LEARNING ACTIVITIES:
Y

Outline - : o Activities
1. Brief History and lLevels of . ‘Prepare a repJ;& about’ the con-
Data Processing - tributions to'data processing
- a. Early records < made Wy Herman Hollerith.
Q | L . 1_2;}1 . /




Outline =~ - . : Activities
b. Manual data’processing’ . Arrange siall group visits to
¢.. Mechanical data processing (1) .a unit record equipment -
d. “Unit record data proces ing . installation and (2) electronic
e. Electroni¢ data process ng . data processing 1nsta11at1on
‘ S . Compare the findings.
" 2. Data Processing Cyc%e ) o, Prepare a-report exp]alnﬁng
3 a. 0riginat10n : ‘ the significance of the 1890
- R b.” Input S ' " U.S. census to data processing.
v _ ., t. Processing : o . ) BN
) " .d.. Output ) 4 . Compare manual process and .
v . e. Use'of data. . ( automated process of -com-
IR ot - o ~pleting.a payroll..
. / _ . .
. ' ) . . Prepare*a bulletin board de-
_ -~ ' N ‘p1ct1ng the data process1ng ' .
L WL - ~ . cycle.
‘\; . 3.7 Use of Computers in Business * . Have a‘gﬁest speaker from
.+ % 7 and Industry . ) the medical professionto- " |
RS a. Medical profess10n . , discuss the impact of computers
b. Airline industry ~ on the practice of medicine.
c. *Retail stores L
d. Governmental agencies v ‘ . T
R 4. Use of Data Entry Equipment . Survey local businésses to ‘
T in Business and Industry . determine which types of data
. ' . eptry equipment are being !
T S . : . uséd in the area. ', '
- i L4
. T 5. Input and Output Methods PR Prepare bulletin board/about
' and Media . . "4 input and output media. -
.. @. 'Punched card - ]
,°b. Paper tape - ' "~ -+ . Prepare a report a out the
C. ’Magnet1c ink character o effects -of point of sale a
. . Qreceqnltlon . "~ s ‘mation on .the grocery indu try
¥ d. "Optical-character e L .
v recognition .° - ‘. 'Obtain-literature about input
" e. Point of sale L - and output devices from periodi- .
© automation ' . cals, manufacturers, and advertise-
’ f. Printers . “ - ments. . o ; 7t
g. Card punch - ' ’ '
. h.. Digital d1sp1ay termjnal . Visit a local bank to.determine
)‘5 - i. Graphic display termjnal .~ the uses of CRT terminals.
) © 3. -Computer output iicrofilm . ,
' - and niicrofiche -~ . Compare and contrast punched
- ‘ o " cards and flexible disks citing

3

vy

. the advantage and disadvantages
’;e1at1ve to each. Coo 1

[nvite speakers to discuss the
. , e _ P uses of output data and its
S il oL “importance to the effective
\ ' . _ 7 o . . - .
operation of a business.
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Outline ' : Activities
{ .

6. Data Entry Machine Operation ., . Display examples of source -

a. Source documents , documents.

b. Card formats and organiza- ’ )

- tion ' . Discuss the advantages and dis- .

c. Program card codes o advantages of using punched

d.- Operating features of - cards as input media.

. data entry equipment

e. Keystroke development " . Explain the format of input

f. Preparation of ‘input data data cards. _ C

- ' : . Exp1a1n and demonstrate the
: .purpose of program cards T

_ . . Prepare program cards: for
} . : , : batch processing jobs.

: ‘ ‘ - Y i
\\\\ . Practice keystro&ing exercises.

Use cofmercially or teacher-

. ] ‘\ oy .
s\ v . .
// ”(\\ T preparéd task simulations in-

volving batch processing of -
_ ‘ payroll, 1nyentory, customer
. PO N sales, accounts'®payable, and

' : : - accounts receivable.-

PR } \‘\ 2
7. Employment, Opportunities . Prepare a list of computer- ‘\\\
in Data Processing related jobs listed .in’'the )
a. Types of jobs e ~ "want ads" of a newspaper:. *
e (1) Data entry operators : ) o
(2) Data processing clerks . Invite guest speakers to discuss
(3) Terminal cpmputer employment and advancement
operatorA/P opportunities in data pfocessing.
. (4) \Pnogrammers ‘
(5) Systems analysts
8. 'Securini,a Job as a Data 8 - . "Have a local personnel manager
Entry OMerator discuss the importance of-an
a. Application { interview.
b. Interview ‘ ‘
c, Follow- up letter. - . Conduct samp]e interviews.

EVALUATION: Standards will vary according to the type of data entry

equipment used in this class; however, minimum standards shquld corre-

Tate with those of industry. It is the teacher's respons1b11nty to

determine the skill requirements needed for student employability. A/
\\number of evaluation methods include:

Observadrpn

Application and theory tests °
Assigned S1mu1atedi£§p3ects
t

oW —

N Ability to follow ten and oral directions

. 1 ~
INSTRUCTIONAL MEDIA: The media may include current data entrv text <
materials, pamphlets, transparencies, films, filmstrips, cassattes, -
bulletin boards, and simulatéd prOJects -

O ' ‘ . . 11J
. T Ad . i
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INSTRUCT IONAL APPROACHES: Instruct1ona1 ap rogch may 1ncIude a _@;’ -

uggested- apnroaches

combination of individual and group act1v1t1
tmulations (teacher

include field trips, guest spgakers, business

-and commercially prepared), integrateéd projects, and self-paced

1nstruct1on , 5} 3

FACILITIES EQUIPMENT AN? SUPPLIES . See Sect1on VIII of th1s qui

..
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SDPI NO.: 6722 COURSE TITLE Data Processing I 0.E. CODE: 14.0200

COURSE DESCRIPTION- This course is designed to equip*the student with
a background .of{data processing concepts, fundamentals of input/output
media, impact Q%‘Somputers on businesses and individuals, employment
opportunities in~data processing, flowcharting and a basic under-

~standing of current computer programming languages. A computer or

computer terminal is used for hands-on operational experlences A

studegt who has suCCessfu11yvcomp1eted Introduction to Data Proce551ng-

shoul enroll in the second semestér of Data Processing I. *

[

LEVEL: Grades 11, 12 CREDIT: 1 dnit LENGTH: 1 Year

PREREQUISITE: None S o

OBJECTIVES At the end of study in Data Processing I, the student
will: : -~

L

1. List the major developments in the history of data processing.

- " -
2. Explain the differences in manual, mechanical, -unit record
and electronic dapa processing.

I’

.3. Define bdsic data processing terfiinology and the data
processing cycle.

Y

4. Discuss positions taken about current issues involving
computers v,

-

5. Ident1fy applications appropr1ate for a c0mputer system 1n
business and industry. *

Mentify capabilities and,]imitations'of a computer system.

8. Identify various input/output devices and media assoc1ated
with data processing systems. - ¥

9. Identify the hardware and software used in selected c0mputer
systems

10. Explain the impact of mini computers on business organiza-
tions and individuals.

1. Expiain the purpose of system and program flowcharting.
12. Differientiate between online and offline data processing.

/

3. Explain the 'dvantages, disddvantages and applications of
various types of computer programming*1anguages”

14;— Develop program logic charts.

15., Write and éxecute programs in at least two computer 1angua§es.

o - \i\ |
o 142 :

6. Fxplain the effects of computers on activities of individua]s.

P
a
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16.
17.

18
19.
20.
21.
22.

23.

g

141

’

Use data entry equipment to* prepare computer pnograms.

Use the complter’as a decision- mak1nq too] in seek1ng a .
solution to specified prob]ems

Fo]]ow oral and written directions.-

&
Summar1ze computer output and convert into usable reports

De nstrate acceptable work'attitud and behavigr.
P 95

{

Maintain work area in an acceptable manner.

_Handle materials, tools, and equipment in a responsible

manner.

=

List and explain the educational background, personal
qualities, and work experience needed for various caree%s

n data processing.
CONTENT 0J>R

INE AND SUGGESTED TEACHING/LEARNING ACTIVITIES:

Outline

" 1. Brief History and Levels

of Data Processing,

S a. -
b.
C.
d

e.

Early records °®

Manual data proc#ssing
Mechanidéal data proces
Unit record data -

.processing

Electronic data proces

[

2. Data Processing Cycle .

Q0T

Origination
Input

.» Processing

Output |, .
Use of data

3. Use 0f~6gmputers in

Business and Industry

a.
b.

C.
d.

Accounts payable syste
Accounts receivable
systems

Payroll systems

Inventory systems

v

sing

sing

ms

123

3

Activities

Prepare a report about the

~contributions to datd processing

made by Herman Hollerith, Charles
Babbage, Howard Aiken, John
Mauchly, and J. Presper Eckert.

llustrate decrease in size
f data processing equipment

. by displaying vacuum tube,

. circuit.

transistor, and integrated

L

~ Arrange small-group visits to

(1) a unit record equipment
installation and (2) electronic
data processing installation.
Compare the findings.

.Prepare a booklet of data

processing terms.

Compare manual process and
automated process of "billing"
customers . for goods or services.

Construct flowcharts of a
Tocal businehs's‘system‘fpr
hand1ling inventory and payroll.

4
Survey local busSinesses to
determine types of input used.

\
EY

K
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y » Qutline

3
-

. Impact of Computers

Medical profession
& Airline industry
-Retail stores ;
Governmental. agencies
Individual activities

Capabilities and Limitations
of ‘Computers

Input and Output Methods
and Media
a. Punched card

b. Paper tape

c. Magnetic ink character
recognition

4

142
Activities -

Prepare a bulletin board about
the various ways people- ¢tome
~in contact w1th computers >

. Conduct debates about funda—
‘mental’ issues such as "compu-.
ter theft,” "cashiess society,"

"invasion of privacy by the .
users of computers,? and "data-
banks." - . o ¥

Prepare a report about how point
of sale autemation affects ‘the
grocery 1ndustry 'tf'

Compare manua] and computerized
methods of .processing airline
reservatfons '

Discuss the 1moact of computers
on the hcme, gas station,
schools, and hobbyists.

Design flowcharts to show the
flow of tasks in making a
telephone ca]]

Have guest speakers to d1scuss
growth, speed, and cost of °
'computers usfd in businesses.

D1scuss popular myths about
computers.

. ' Prepare a'report about the’

" number of manufacturers of

computer systems

Discuss 1984 and Brave New

World as *'

current d 1imita-
tions of puters

- ™ Discuss ways computer ass1sted

instruction can be used-iq_

'~ Business Mathematics.

\

N
Prepare bulletin board about
input and output media.

Display examples of microfilm
and microfiche.

A ‘E

i -

K

-
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Outline

Optical character

- .recognition
Point of sale automat1on
Prinlers
Card punch , .
Digital display terminal
Graphic display terminal
Computer output microfilm
and microfiche

a

G T@ —H®

Minicomputers

a. Applications

b. Advantages and Timitations
c. -Impact for thej future

Online and Offline Data

a. Online and offline data
“input devices

b- Realtime systems

Applications

o)

Survey of Computer Languages
a. Types ’ -
(1) FORTRAN
(2) COBOL
(3) BASIC
(4) Other current convuter
languages ‘
bt Advantages and disad-
vantages of each

Computer Languages - FORTRAN
a. Nature of FORTRAN

b. Hierarchy of operations
C.

Structure

(1) C€haracter set -
(2) Constants

(3) Vvariables

(4) Statements

Computer Languages - COBOL -
a. Nature of COBOL

143

Activities

Compare and contrast punched

cards and flexible disks citing
the advantages and disadvan-
tages relative to each !

UYL
Invite speakers to discuss the
uses of output data and its
importance to the effective
operation of ‘a business.

Discuss possible uses o?a%bm-
puters at a high school.

Prepare a summary of the most
recent manufacturers' advertise-
ments for minicomputers. :

Visit a local bank to determine
the uses of CRT terminals.

Discuss the advantage of real-
time methods as opposed ‘to
batch processing methods to
handle hotel reservations,.
bank accounts, and '*'pat1ent
monitoring. N
Interview a local reserva-
tionist's clerk about the use -
of online equipment.

Contact business firms to "
determine why they are us1ng
a particular language® ' - R

“"‘K .
o el
Devise abbreviations to use in
writing a source program in
FORTRAN for these phrases,
11p1ted to five words
-(1) gross pay
(2) hours worked
(3) sales tax
percentage

Construct flowcharts.

. List éteps involved in transiating
(1) Description of f11es, source program into machine

' records, and fields language program.
\‘1 ‘ ' . " y-
. & 1)

b. Data organization
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OQutline : . ' Activities

. . {2) Types of data . Myintain a notebook of common

c. Divisions . COBOL words or names.
(1) Basic structure , ' S
- . {(2)- Coding requirements . Obtain a copy of a COBQL and

(3) Environment division.i.  FORTRAN program from a/cemputer _
(4) Data division : center. Analyze what 4he pro-
(5) Procedure division /// gram i designed to do.

. Explain how/a COBOL program can

0 be modifieg to be used

different fmake of comp

. v .
Prepare a/bulletin board-iisting
and summarizing types of informa-
. tion contained in each program -
3 division~ .

4 : D1scuss the process1ng of:;gdat1ng
_ * ' a file. , :

U . Construct pro‘ ms from tested
flowcharts and test run until
gorrect.

Assign teams to develop a-program

for a problem solving « r1ty
Ch:ose the most approprn
solution.
-
, . Congtruct a progru. ‘producing,
- a sales - port. ‘
h,o .
. Discuss differences in
‘and COBOL. )
12. Employment Opportunities . Prepare a list of computer-
in Data Processing re]ated jobs listed in the
a. Types of jobs "want lads" of a newspaper.
(1? Data entry operators S~ -
L (2) Data processing . Invite guesgﬁjﬁeakers to discuss
clerks 7 employment ahd advancement
(3) Terminal computer opportunities in data processing.
. operators
JA (4) Programmers . Interview someone employed in
(5) Systems Analysts, data processing to determine
. b. Educational background educational and training back-
and training needed for ground needed for that career.

data processing careers
c. Employment demand

o ' 1720 ~N x>

w—
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). .+ EVALUATION: Variols procedures should be developed by the instructor
to obtain pertinent information concerning the achievement a Ed progress

of students. The number. and variety of methods used will. depggnd upon
the initiatiye and resourcefulness of the instructor. A f f these
. methods. include: . )
& :
o~ 1. P 1a%ed tests correlated with the textbeGﬁ N
. . Standardized tests with no reference to a particular text
: 3. Teacher-made &hort-answer, essay, and problem-solving tests.
‘- 4. Probiems prepared in class and out of tlass.
- r. 5. Evaluation of oral participation, d1scuss1on, homeyork
- independent study, and attitudes. .
6. £va1uat1on of promptness, neatness, accuracy, and 1eg1b111ty
‘ in assigned work.
2 7. Business simulations and prOJects A '
. Sy INSTRdETIONAL MEDIA: The media may include curremt data pracessing

\\. © textbooks, - supplementary data progessing textbooks, pamphlets,

workbooks, transparencies, films, filmstrips, cassettes, % ata
processing . d1cf}?aar1es, and bullet1n boards. .

. . INSTRUCTIONAL APPROACHES: Instructional approaches may 1nc1ude a
combination of individual and group act1v1t1es -Suggested
approaches are field trips, guest speakers, practice sets, projects,
self-po od instruction, and 1earn1ng activity packages (commer-
cially and teacher. prnnwrnd) ’

FACi EQUI: Ul _ See SeQEjan VIII of this guide..
Ko
b} > AN
- . :
* “ \ ) ~ &
" .
.
™~
y
{
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SDPT NO. : §6723 (JOURSL TITLE: Data Processing 11 0..E. CODL: l—4.0200{
. ,COURSE DESCRIPTION: This course is designed teach e]ectrgixc'data

processing systems and procedures. Students/will write programs in

‘ . several programming languages and will Operate the computer system.
. . Each program prepared should be increasingly difficult and should re-

: late to the business world and to the stydent's desired field of
A ~ employment. Concentrated 1ndepenﬁent study concep s and simulations
~ are utilized. , .

¢ LEVEL: Grade 12 CREDIT! 1 Unit LENGTH:'II year‘(z hours)" -
"~ PREREQUISITES: Data Processing I y . !
OBJECTIVES: At the end of \study in Data ProcessIng/ZI, the student
~w111 S o e '
/;;4;;) : . 1. List at least_five manufacturers of computer systems.
;_ L,k 2. Demoniﬁraté proficiency in equipment manipu]ation‘ )
3. Execute programs correctly in ¢ east three programm]n%
languages and make mod1f1cat1ons which allow program
ryn faster.

problems .

4.~>Ana1yze problems aQ§ use the’ Computer as a tool in soIv1ng
- o Lo

> 5. Define a business system and explain the operatiom‘of
commonly found business systems sych as: accounts .
_payable, personnel accounting, payroll accounts rece1vab1e
2 and 1nventory
. . Y Iy
6. Explain the importance of c0mmun1cat10n between programmers
and managers of departments for which computer systems
Serve.
4 7. Demonstrate desirable. personal traits necessary in a.
e data processing env1ronment
W
8. Demonstrate acceptable 1nterVIeW1ng skills to be cons1dered,~
— for a job in a data processing. 1nsta11at1on

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES

‘ Outline | - Activities

1. Review of Computer Languages - Write programs and analyze output.

g' EgggEAN - , - Use case studies as project
o N . assignments to show typical jobs
2. Advanced Programming in : that are commonly done with
' FORTRAN and COBOL N computers.

' 7 ’ - Complete a term project based on
’ ' realistic work situations.

3. Computer Programming--RPG . Visit computer installation

a. Flowcharting review - using FORTRAN or COBOL.

E[ﬁl(;: ’ - 14>




: + c: Introduction - List steps invofVed‘in.frans-
A : d. Specifications -~ s+ lating source program into
" (1) Input« machine l@nguage'program L
' . 2) calculatioh A
(3) Output . . Mrite programs in ﬂﬁgvhnd - ,/
(4) Control and file _° anaB}ze output. ° ,
\fz escription ¢
. — Extension and. 1ine . Discuss differences in programm1ng
counter - 1anguages \
?" Supplementary 1nformat1on -
ot Programming . Debug ptograhms wr1tten by othqr
. ' J/ J ( students. .
(The computer 1a uaggs taught may ,/ - . )
] ' vary from region t . Prepare and- design projects .
region depeing upon equipment beneficia] to the schoo]. -
available anf lanfuage ,used by : C
local busin sseiJ) . . Prepare ‘community surveys and
poﬂ]s : . ) , b
4. Business Pystems tudy school's system of doing
a. Accounts payable " © attendance reports.
b. Personnel accoupgting
c. Payroll . Prepare a report "on a 1oca1
d. Accounts ‘receivable . company's' system of handiing
"\w e. Iﬁventony payro]]
5. Dbjectives of a System . Discuss &8st Just1f1cat1on\of
Study AT a systems, study. .
' ¢ - Ihterviéf’q systems analyst
4 about o Ject1ves of a Systems
- study . s
.~ 6.. Independent Study . ‘ T Prepare 11brary read1ng 11sts
’ a.. Research ) :
“ (1) Library . ", Determine the number d? men ahd
(2) Community women in data processing job.
(3) School - -
b. Report : . Erite a\Brogram that handles”
c. Program ol ome aspect of playing cards.
d. Implications
7. Securing a Job in Data. - . Fill out applicationg for
‘ Processing ‘ businesses advertising a
. pplication vacancy in data processing.
- Interview . '
c. Follow-up - Have a local data processing
department manager “discuss the
qualities' needed by a data v
processing worker. N

.o~ o , | 147

’

: b. Language advantages and\ . Constryct ﬁ]owcharfs.

disadvantages '

Discuss personal traits needed
. » f’f a JOb in data prabess1ng ¢
: ~ 117 %
} ) <7

C?nduct sample 1nterv1ews.
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~ parencies, films, and bu]let1n boa’ds

~include field trips, guest speakers, case studies, busines
"self-paced instruction, learning activity packages (commer

‘ | N T 148

Enaluation of promptness, neatness, accuracy, and 1eg1b111ty
n assigned work. .

usiness s1mu1at1ons and projects. _ ‘

e :
INSTRUCTIONAL MEDIA: 'The media mag—i e data process1ng textbaoks ,
supplementary data processing books anhlets workbooks, trans-

.

-

( _

: ) . ) ~
EVALUTION: Various procedures should be devejgled by the instructor to
obtain pertinent information concerning the acpi nt and progress of .
students. - The number and variety of methods ufed iﬁl depend upon' the
initiative and resourcefulness of the 1nstruc r. A few of these methods

include: ' ,'

N P Pr1nted tests correlated with. the textbook ‘

2. Standardized tests with no reference o a part1cu1ar text.
3. Teacher- made short-answer, essay, and problem- solving tests
4. Problems prepared in ctass and out of class.
5. Evpluation of oral participation, d1scuss1on, homework

indeperdent study, and attitudes.

6. .F

N . , r
INSTRUCTIONAL APPROACHES : Instruct1ona1 approaches .may" include a com- °

$1mu1at1ons,

bination of individual.and group activities. Suggested apgrOacheé
ially and

teacher prepared), library research., and independent stud{j
e

FACILITIES, EQUIPMENT, -AND SUPPLIES: See Sectioh VIII of this gu1de

K {

b Y

1'r:\| 1%
w .

yl'
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AP SpP1 NO. : 6010 COURSE TITLE: ~Introduction to 0. E. CODE: 14.9900
o , Business -
o ~ COURSE DESCRIPTION (Semester 1): This course is a study of the role of
business in our free enterprise system'with major emphasis on the ®
individual as a consumer, a worker, a producer, and well-informed
_ citizen. Areas of study include the free enterprise system; business
$ and the consumer; insurance; banking, credit; investments: personal
money management; business termino109y, the- re]ationships of govern-
ment, business, and labor and career, opoortunities in business B
PREQUISITE None
LEVEL: Grades 9,10 CREDIT 1 Unit LENGTH 2 Semesters
OBJECTIVES: At the end of study in Introduction to Business Semester 1,
the student will: . -
Y X : R
1.  Demonstrate know]edges, abilities, attitudes, appreciation,
' and understanding of the free enterprise system.
2. Demonstrate fundamental understand1ngs for becoming 1ntelligent-
. buyers, users, and producers of business goods and services.
- 3.7 Demonstrate an understand1ng of basic economic risks and the ‘
: ro]e of insurance as protection against these risks
51
- ﬁ/// 4. Demonstrate an understand1ng of the role of banking institu-
NI tions in the "‘American economy and the application of banking
T ‘ services for the 1nd1v1dua1 e .
5. .Demonstrate an ndérstandqng, f.the conpept of credit as a
‘ * major purchasing.medium for ‘the 1nd1§dua1 and for business
= s ’ . ' - .
¢ LAy 6. Demonstrate an understanding of and dboreciatidn for estab11sh1nq
) “- a sound savings  and 1nvestment program. ‘? .
o ‘ T, Demonstrate an understanding of and anorec1at1on for persona]
: ' money management. s .
N ]-;‘ o ) ] . : ' o [
' 8. Demonstrate an undérstanding of the relationshins of govarnment,:
" .business, and labor as they funct1on and interact in our
economic world. -
3 9. Demonstrate the ability to use business term1no1ogy corHEctTy.

as it app11es to business activities.

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES

nutl1ne . T LActivities
, . T .
1. Free Enternrise System . Discuss the characteristigs of -
a. Profit motive, .o .the American free enterprise A
. b. Business organization system. .
e (1) Classification of , 4
businesses

"(2) Structure and ovnership
: . = -

'_J‘ e




d.

Outline )
»

Bus1ness cyc]es'
(1) Economic trends

(2) Business’ reaction to

trends s

Economic systems
(1) Planned ecoromy

(2) Mixed economy

‘2. Business .and the Consumer

b.

.

C.

"

\\ ’ C;"

Buymanship
(1) - Compar1son shopping

I.(Z) Advertising analysis

Consumer protection

: 2 Government agencies-
2

Pr1vate agencies

Souries of consumer information

3.. Econom1c Risks 'and Insurance
a.
b.

Purpose

Kinds of insurance

(1) Life .

(2) - Health and acc1dent
23) Property

4) Automobile

+ (5) Income

Insurance planning

i \\ 4. Banks and Banking Services *

a. Functions of banks
\ . b. Services provided by banks
\ (1) Checking
\ {2) .Savings
\ {3) Trusts.
v\ ¢. Consumer loans
\ d. Function of -the Federal
! Reserve System
5. Cred1t
- a. Consumer credit
- (1) Installment
{2) Non-in§tatiment o
b. Advantages ghd. ‘
" disadvantdges
c. Basis for granting cred1t°
d. Interest rates
e. Governmerit regulations

6. Savings and Investments

./ . | a.

Savings

(1) Purposes

(2) Methods

Investmen ts.

(1) Reasons for imvestin
(2) Types of investments

.t consumer nrotection

. Explain the concept of sharing

150

tivities

» . ——

. 'Idbntify and/or compare the L
‘proprietorship, partneiship,
'-corporation, and cooperatives.

Describe the - conditions that .
exist in periods of prosperlty,
recess1on, and deoression

."Compare our economic system to

those of other countrles

Identlfy factors that 1nf1uence
gconsumer chbices. h

D1scuss emotional and rat1ona1
buying. .

Obtain and analyze various adver-'
tise ts geared to ‘the teenage
cons _

D1scuss the relationship of - ~
quality and pr1ce ahd compar' on
shopp1ng s ,: 1

Describe the government's rol

.
, s

Research the- laws de51gned to
protect the consumer and present *
™ group act1v1t1es

.. Discuss the racent emergence of

consumer awareness groups.
X ‘ N .

. Di%wiss the reasons individuals,

families, and businesses need = *
insurance.

-

econom1c r1sks

. "JdentTfy the various types of

1ife insurance and the purposes*
of each. ,

Obtain and discuss a 11fe 1nsurance
aool1cat1on

Describe 1ife insurance as-a means
of saving. ‘

Determine and explain the various
types of health and acc1dent

1nq{a/nce

y
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| ;g.(Continued)

(3 Investment risks
(4) Sources of investment
. information

L)

;Money Management and Budgeting

b.

C.

Governmept , Business, and Labor .
a.
¥

c.
d.

Needs 'vs wants

Factors influencing consumer.
choice

Money management program

(1) Budget oreparation '
(2) Budget execution

Levels of, government
Interaction of government,

sbusiness, and consumers

Taxes

"The labor movement

(1) Labor unions"é
nt

'x(z)% Labor-manage

“u¥

relation

T ‘_’ .
LS

" e

17

- s
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) Activities'
Identify the reasons for
purcha51ng property insurance.

}dentifv ‘and describe 1iability,
,comorehensive and collision ’
1nsurance '

Describe the sociél security
program ‘and its role in retire- -

_.ment s . L

Djsolay and discuss various
insurance policies. ‘

Identify precautions ‘to help avoid.

occurrence of economic loss.

Research and discuss the necessary
steps for adequate fdmily
insurance planning.

-Explain and discuss the function -
of banking in an ecohomic soc1ety

Study government regu]ation of -
-banks.™

~Identify n#ional and state banks.

Display and d1SCUSS various bank1n<
forms. - 7

Explain the purpose of trust depari

" . ment$ in’banks.

Compare‘bank']oans with those of
other lending institutions.

2 BN . 5 .
giscuss the purpose of “the Federal
eserve §ystem :

Identifv the Federa] Reserve
districts on a display map.

i , N .
Depict the flow of money between .
‘banks through charts orposters.

. .Simulate a loan department in a
_bank through role playing.

"Discuss the differences in a long-
and short-term credit.



Bee B .‘b .. . L . . - . N \ . 1 ‘ %
CeU o Outline Y .. 7 Activities
L L . 1‘ _ S | . D1sp1ay various &ypes of credlt
R c : v ‘ ”app11cat1ons
IR A \ i * . Identify and compare the
ST S b s ot advantages and d sadvantages
ol C S of buying on credit. o
- fﬁ: v o , _vo .. ldentify and: dlSCUSS the three
S B ! . ¢ s':f credit.
- 1 ) . L I : © . Research and d1scuss the role pf
' _ : . the .credit bureau. *
- o . o - oot ."Present problems to illustrite

the computation of the dollar
. cost of credit and the percentage .
+ cost of credlt

et o B .. Discuss the process.Of shopping °
Co . for credit as. for any other
_ : . X ’ consumer item.- )

Co , ‘ . Research the Truth.in Lendihg
> . ' . - Law and demonstrate its 1mportance
. : : to the consumer.

R .
K ‘ . . . . ’

- ¥ ) ' L " .. Discuss the;reasons for developing
' W a savings program. '

A I A
e - - . Identify . and evaduate various
Vol CoL B savings plans.
. . . |Determ1ne the curngnt 1nterest
¢ _ R o, o ” rates on. sav1ngsxaccounts

. Contrast a sav1ngs account with .
\\f other methods ‘of savinas such as -
, . -"1ife insurance, stocks, and :
\ g “ o annujties.

Detenmlne the difference in a
savings program and an invest-
. ment program. N
’ ) : '
‘ ot : . Dlstlngu1sh between safe-dollar
! A - inv 1ng and speculative investing

' : ' \\\ . Discuss the difference between -
¢ stocks, and bonds with respect to
investment risks.

Identify the advantagés and dis-
advantages of home ownership.

S
: |
b




Outline S . Activities
| ‘_ . ~ Display issues of current
o “C. o -~ periodicals emphasizing o
y . . . -investment information. .

T o , . Obtain and analyze a. newspaper ‘
?;;.1: T R oo o stock. market report :

. -«' . 6escr1be the di rence between
needs and wants. : (

o E B . | h . Display d1fferent advert1sements
e ' . S to demonstrate tnskr impact on
o . Co . B consumer choice.

. . - S . Explain and discuss ‘the concept
e _ - , . pf conspicuous conSumpt1on

‘ . Display and d1scu s good and
. ) _poor merchandise 1ape]s. <

3 : ]’ o . Identify and describe major
. : - chhracteristics of a money
e management prbqram

A

oF
;;ﬁ

e . o e . . Prepare an 1nd1v1dua1 and a
S (/ Lo ' “Famidy budget - 4 ‘

» v ) . Discuss the 1mpontance,of
- . L fo]lpwing the planned budget.
M . ' s . . ' . B & ‘
t : , _ i | : . . Demonstrate ‘how good budget
- LA ) planning cap increase income.

SR L . S .. . . Iqentify and d1scués the re]at1on-
o . T . ship between local, state, and
" " , - . ;-..ﬁederaP government '

) . ‘ Lot .' Resedrch governmenta] regu]at1on
v : C . of business. ‘ .

Discuss government protecfﬁon of
. small business and' contro] of
" - . large business. .

) bl

Prepare simple jncone tax, foems.

. : o S . Discuss the various typeé¢ and
‘ : _ + uses of taxes such as property,
J ‘ income, and sales.,

= . Explain and_discuss government
sponsored_job programs..
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oo i . i . X . s

| L . . ldentify and describe govern-
e O ‘ ) ~ ment protection of the environ-
oL R o ment - logal and federa] .

X 'D1scuss the difference in open,
union’, ‘antl closed shop

o , R : L Sheu‘through role playing,gaod’
- Y f' - and »noor 1abor~management
relations. . -
s
. . Explatn the orlg1n of the 1abor
‘ -movement .

e S . Discuss the emergence of labor ‘
o ' ; unions as a powerful forcd in
; today_s business activity. -

o . .
. Identify ‘and display the
sources of consumer information.

- f




Introduction to Bus\ness
’ Semester 2 :

COURSE DESCRIPTION ThlS course is des1gned to use the projeat approach
in reinforcing the concepts presented in Introduction' ta Business, -
Semester 1, #rerequisite: Introduct1oh to Bu51ness Semester 1

QBJECTIVES: Same as Introduction to Business, Semester 1.

T CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITTES-‘ I
-+ Outline o o Act1v1t1es
(Same as Introductlon to Bus1ness, . - Make- a survey of the bus1 esses &
,Semesten 1) . . e ' that exist in your commurfity.
S e Ctassify the businesses as sole
'-NOTE::,Approximately 2% to 3 propr1etorsh1§s “partnerships,’
, . weeks on each of the 8 corporations; codperatives, and
- top1cs - -~ L . non-profit corporations. Identify
S the characteristlcs of each type
. Also, ;students may make . of buf1ness organ1zat1on
up their own act3v1t1es .
) ‘ . .Read one day's edition of, your ,
. - - local newspaper. Clip all arti-
. o ‘ -, clgs related to business activity.
N ) L ‘ - Determine how each of these
’ ' -, . affect your cbmmunity ~ :

Rev1ew several bu51ness magaz1nes‘i
o for. the current week:. ‘Make a
‘ ;o ' ., list.of the economic problems
T . » : * discussed and provide a brief
. . - . s, 7 summary of each article. <

’{“‘~.  : e L. Determ1ne the trends in dUr Gross

ce e - . " -+ = National Product for the past.
"“\—a\\\f . ten years. Prepare a graphi¢

: s presentatmon ‘to d1sp1ay in the

i; o ~classroom. - , i

/ ‘ : ! L Make a compartsom of capitalism,

\ - ' o, socialism, communism, and fascism

‘ ; . . from viewpoint of competition, ‘

’ business ownership, and production."

: ;From the 11térature determine the -
various sources of cap1ta1 for
American business.

' ) ) . Each' year thousands of businesses.

. : : fail in this country. Prepare an

, &\ (out11ne listing gome of the reasons

- ‘ A for such fa11ure§\ - o
15> . Interview someone it the-local
- Chamber of Commerce any deter-

. '/J/' N -, mine_what plan the Chamber has
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‘Activities

for attracting new industries
-to your community and if they
want- new, industries to locate
- there.. - e o B

From the literature, determine ).'
why we both import and export -
some of the same products, such

as textiles, car§, etc. ’
Determine the steps to be taken
when a consumer believes that '
he has been treated unfa1r1y‘

by a bus1ness firm.

Select ten grocery store items.
Prepare a description of each.
including the item name, size,. °
price, etc. Visit five grocery .
stores and compare the prices =
of each of_ihe ten items’. -Deter-
mine the reasons for the
d1fferences 1n pr1ces

- Select ten 1tems at a drug st§ re

~in yoar commun1ty ~For the'n

month record the’ pr1tes of these
ken types of merchandise ona
weekly basis. - Discuss the

increase or decrease in pr1ce,
Review the current bus1ness 11tera-
ture on inflatjgn. Prepare a-
report on how inflation affects
)you as a consumer
Collect pdvert1sementslfrom maga-
zines and newspapers and put in
booklet form. Analyze the ads
for fairness to the consumer.

From the business literature,
determine how government controls
advertising in an attegpt to
protect the consumer. ‘

Select one “old time" store aﬁd\
-one recently remodeled or con

. Structed store in your commun ty

such as self-sefgice, packaging,
display, use of credit cards,
parking facilities, etc.

Sy
\

J-_.\ ’
\

Determine the sons for . )
differences 4<:2§nes of services
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. , Activities

Select several items.of interest
to you. Prepare an advertise-
ment that you think would appeal
to the consumer.

Develop a report on new oroposa]s
and legislation concerning con-
sumer protection which have been
passed in North-Carolina in the -

\past five years. This may include

food safety and labeling, auto-
mobile safety, antitrust actions,
etc.  Consumer Reports and'ConSumer

" Bulletin will be heipful. Pay

particular attention to the N. C.

- Legislature. . L~

<

Do-research on impulse buying. -
Investigate several retail stores
to find out what kinds of item
they put where customers will

buy them on 1mpulse

Ubserve shoppers in at least two
stores to detect good and poor
buying practices. Prepare a ‘
report on Yyour findings.

4
Visit a local insurance’company
and determine the types of life

~ insurance available. | Compare

the features of the various types
such as whole life, strajght 1ife,
term, and endowment p]an%%\\

o - Pl )

. Visit a local insurance agency
- and determine the cost for

*obtaining 1ife insurance at ages
16, 25, 30, apd 50.  Make a
comparison and determine the
reasons for the differences.

Visit the, local Social Security
office and determine the steps
to be Ttaken in obtaining a
social -security card.

Invesfigate' the concept of R
“no-fault" insurance.for

"North Carqglina. Obtain informa-
tion from states which have
already initiated no-fault plans.
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¥ oot
S . ® Visit a local insurance firm -
' - and determine ‘the types of ‘
! insurance a 21-year-old,
married man with one ch11d
shou]d have.

Visit the local Secial -Security
office and investigate the _
Medicare program. To whom does
: SN it aprly and how does it

\' . K ) operate

. [ - . Investigate- the fire insurance
’ : . ) N : rates on houses in various
b : sections of your community.
. - . . “From the literature, determine’
. o - the reasons for the dijfferences
- . < .in rates, such as condition of

Ql\home etg. V-

{ R ' . .. Read the newspaper ava11ab1e
' CL : . in the classroom or library for .
, a y ~a one-month period and select
U i ’ ,*  any articles that describe

) . actual cases in which persons
have suffered economic 1osse§'- '
such as floods, hurricanes,
tornadoes, etc
Inspect your own home and/or
. v ; garage for hazards that might
T . A cause a fire. Prepare a list
. o . of -these and propose*what
e e e ' - should be done to reduce r1s‘ér

} SO e - . Visit the Jocal fire station
: B LRI . or headquarters of the city
R / ' fire department and find out
: N the number of fires that
/r A ) occurred Huring the past.month,
: . ) ., . the pr1nc19a1 causes, the number
N : . L of people injured, and other
@ e | - significant information. Pre-.
> " pare a written report.

x,'InterJiew the principal or the
“assistant principal and ask
, / what insurance policies are
. ( , ~/ ™ carried to protect the school

h against Josses resulting from
fixre, theft, or other causes.

“ Afso him to explain to what
-extent the school district is
protected against personal

' : £ Tiability claims from students,

ERIC . L ‘ o
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T outlife .. " Activities

» and others who may be
injurfed while on the schoo]

of preventing them. Invite
S person to ta]k to c1ass

e]ect three. banks in your

ommunity and determine the

rocedure in each for opening

a checking account: Determine

"the various costs that are

involved at each bank such- as

checks, service charges, etc.

Decide which bank would be: the

most beneficial to you.

. Betermine the names of: the

X o ' : various banks in your community

& ' . : and determine what kinds of

‘ banks they represent:(commercial,
" industrial, etc.).

s
<

R g PN .
. '

Se1ect one bank in- your commun1ty

S : " ,and determine the various
o . '\'*§QIV1CGS that it offers you as
S . » a cgnsumer .

Visit the various banks in your {
l community and determine whether
] they are state banks, -nationad
; . / - banks,.gr Federal Reserve banks.
F v ! ‘ Compare the differences and
' similiarities of gach s

Through library research deter-
mine the strucﬁﬂre and funct1ons

. . . of the Federal Reserve System
o ‘ , and prepare adpdggrt
J Make a col]ectlon of. yarious

banking forms which’ you, as a
//A - consumer, can use . >

Prepare a map showing the 12
districts of- the Federa] Reserve
N , ystem | -
S " &w,gﬁ;v s
From the 11terature wr1te a
history of banking in"the
. 1.n s United States. = # §

Q v '] .
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Outline | C\ Activities

o v ] : - A1l o¥f1c1als who carry m Jor :
R T — . resgonsibilities in a ban
o - 3 are bonded. From the litera- (/
PR S : © ture4 determine what S neans
\ o ‘ and why it is important to the
: , | :? - bank and to customers of the -
: _bank. ’

/- . Look ghrough your local .news- -
' paper “for the past week. Clip.
¢ all articles dealing with credit
and”’Summarize each article.
" Visit the credit bureau in your
community and investigate the
typés of informgt1on collected
‘ on consumers eport the
- S i results.V\\

e . Assume that you would like to ~
_ a borrow $1,000. Make a compapi-

. - : son of interest rate$ which

would be charged on the loan

if the money were borrowed

[} .?*~S _from a bank, a credit union,

or a consumer finance company.:

. Determine the cost of different
s ' methods of financing an auto-
: * mobile - through a credit union,
finance cbmqéby, bank, etc.

_ . . A family witl relatively low

’ J income and 1ittle property %
- might have a“very good credit. .

rating and one with a large
. income ,and considerable property
o might have a poor credit rating. -
3 - : A , ' From the literature, explain

what this means and why -

. In many c1typs there are

© businesses known as pawnshOps

) Invg;;Zgate the local area and
N ‘ . determine if there are pawn-

shops and determine how pawn-
shops operate as lepding agencies,

, ‘ .. Collect hewspaper advertisements
\> C , o ' ~of firms which Tend money. Mark
‘ : : ’ any information which you consider
to be useful to the pubtic and
4/ g any whi¢h you consider to be
\f)l\wga misleading. Present orally.

£y

ERIC. S T
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Lo Outline | C I

~ ' . "t . Obtain from 1oca1 (o nsumer
- - s finance companies an
L . <. . —~ schedules of the interest (
L 1 ST o v . ~ rates which they charge on
' P i - woans. Mak compar1son

L - {:/P— - B \“ . . dnd determine which is better 7
o e , _ .

for the consumer

v : . . .Pay particular gttention to .
N : . ' ' - , .current news items relating _\(/,/
\ : . <, ' .. - to interest rates and deter-
- L . . -mine what effect this will .
~ S have on various markets, such v
as hous1ng, etc. :

- . . . Invest1gate the laks in North- . _
. : _ Caro}ina relating to the

4 garnishment of‘Wages First
4 determine what' this means NS
. ‘ é from your textbook and/or
) 4 oo : " other reference mater1als
= ‘Make a 112t of the various ‘types -
. r , of savings institutions in your
Y H community. :

.- Collect items pertainjng to
. _ savings and investments from
N . your local newspaper. Summarize
: ) : "~ each article. \
o e . Se]ecé}ten stocks from the local
o : newspaper and keep daily records
_ o L, / s ofssthe fluctuations in price
. . - [ for a one-mopth period. Prepare
, , : . . graphic “presentations and explain
» h the events that you think caused -
‘ : : the fluctuat1ons

.J' ' s\ p . Assume that-you have $1,000 which
g , A * you would like to put into savings.
Investigate the advantages of
placing the money in a sdvings_,"’
account in a bank, in a savings
and loan compdny(/and in insurance.

. Visit the local stock exchange
- * and observe the activities of
' ‘ the various - stocks. Prepare
a reaction of your experience.
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Outline _ PN ' ‘ Activities -
) » : 7 - . From the literature, make.a
St e o B - comparison of municipal.bonds.
R N ~ and corparate bonds and sum- -,

~

L . ;_marize youﬁ-findings

‘Make a survey to determ1ne 1f
"there are any 1nvestment clubs,
, _ . available in your community.
L ' S You might consult the" phone
ST ‘ . o directory and stock brokers in’
o . determ1n1ng this.

. Cooperatives and condominiums
v : _ are becoming more and more
- popular as a means of home
_deershlp Through researcy
in the 1tbrary, fjnd out what
these are and make a report
_on the advantages and disad-
y . vantages of owning them. ‘Also,
' check your local area to see ,
Jif”they are available. ’

~
.
.
a. o
’

The most important investment
, : a young person can make is in
- : R . i - himself. Think about this
o ; " . . statement. Prepare a complete
TR report explaining what this
1 K c means. toyou.

- . o S IF yoz?had lived in the 1870's,
’ . . -. what Kind of industries would
‘ ' ' *  you have invested in and why?
o . ' _ = What kind of industries would
- 4 T © < you invest in %today and why?
‘ / v ' : Prepare -a report.

‘ . Review-the advertisements in
S o your YE%a] newspaper for one
S Y. week.# Determine the “buy of
. the week,B aﬂg Just1fy your
i o : ' selection.

s : -~ goods and prepare a Buyer's *
Guide including cost, contents,
etc. . '

' '/// ' . .. Select several commonly used -

. ' . Select several advertisements
. .and determine the appeal that
:1 U is being mad® to the consumer

' I - in each. -
y - o ¢ ___J///"//d >; Prepare a budget for.yourself

based on your weekly income

e = ".J v ._ c o . i r - -
IERJf: . -_ . . ‘ _ . ‘ and expend1§ures. :
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Activitids

Survey several families in your.
community and determine how many

prepare budget% and p]an their-

spending. -~

“Select several products which

your family might purehase.. .
DetermiMe the ratings for these
products in Consumer Reports

or Consumer Research Bulletin.
Include how- the testing was
done and the ratings g1ven to
various brands.

From newspaper and other sources, .

“try to find out how much money —

was budgeted for the following

items by your town, county, or

district: #chool needs, streets

or highways, potice department,

fire department, public we]fare,
mayor's office, public 11braYy, o
and narks. Check the fiqures =" g -
for the past year. - '

Interview several retired persons
to-.identify in what ways the
standard of ‘living of each has
been affected by inflation.

Deterzkne the types of state
and local ‘taxes that citizens
of your community must pay.

Investigate the departments of

the local government in your
community and determine the
purposes of each, where the
money to operate each is ob-
tained, etc._ Prepare a report
of your f1nd(ngs

Collect agticles from your Tocal
newspaggr on government requla-
tion of business.

Assume that you ede 51,000 a
year from a part-time Job.
Prepare your own federal and
State income tarx forme {for the
yodr
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~_a report.

T N v d

N
Determinex@he social responsi-
bility of business in relation )
to ecology, consumer protectlon, .
etc '

From the literature, determine
the responsibility of the .
federdl government in fighting

~inflation.

From the'literatJFEQ/gxpléin
the difference between depression
and recession. Describe the N
characteristics of each. °
Interview a worker in your X
community who belongs to a //,
Tabor union. ) Find out the
advantages of such a membership.
If possible, interview a worker
in the same field who is not a
member of a labor uUnion apd wduld
not want to become a member;
find oyt his reasons. Prepare “"7 //i
: A

/

Group Report - 4 people.

Dramatize a meeting between repre-
sentatives of a labor union and
representatives of managemént

to discuss terms of a néw con-
tract. Present tq class.

From the literature determine
which natural resources other

than energy might be din jeopardy -
in the Bnited States unless

steps are taken to preserve

them. Present in written form,
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'.r EVALUATION: Various proéedure should be developeg-by the instructor to
ob&in pertinent information c§§cerning the aghievement and progress, of |
sfudents. The number and variety of methods used will depend upon the .
i jative and resourcefulness of the~Mstructor. The following methods
of \evaluation are suggested: . ' ‘ °

Printed tests correlated with the textbook. - :
Standardized tests with no referefiCe to a particular text.’
." Teacher-made short-answer, essay, and problem-solving tests.
Observation of class participation -and attitudes.

Evaluation of promptness, neaﬁ, accuracy, and 1eg1'bih'ty/

GHwhh—

< of assigned work.

i
6. ﬁva]uation'ofuuse of business ermind]oqy in oral ahd written
" assignments and tests. ‘ . -
~  INSTRUCTIONAL MEDIA: The media may include Current textbooks, reference

bodks’, pamphlets, business forms, transparencies, films, filmstrips,
cassettes, charts, pesters, dictionaries, periodica]s,,and bulletin
board disvlays. : . ‘//)

4 .
- - I

: 1’NSTRU6TIONAL APPROACHES: Instructional approaches should imglude a-

* combination of individual and group activities using a variet of
techniques. These techniques may include Tectures, class disgussions,
field trips, guest speakers, self-paced instruction, learning activity

Qi;:’ : packets, rolegplaying, quest projects, and business games.
2 _FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this quide.
‘ ' - A N
N .- ) ) |
. \\\‘: / .
L] /\\ ’
k4 \ i 4
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SDPI NO.: @710 COURSE TITLE: Introduction to O E. CODE: 14.0200
: ¥ " Data Processing — .

COURSE DESCRIPTLON: Th1s course is d*gned to acquaint students with
. the basic concepts of data processing. Major emphasis is placed on
understanding the fundamental pripciples applicable to the processing:
of information. Major topical areas also includd introductiqn to and

the history of the computingeindustry, impact of computers o bq;inesses-
e

,and individuals, input/output media, survey of computer langu - and
.equipment, and data processing c?reers This couwge does not frequire ™~
equipment. ‘

LEVEL: Grades 10, 11, 12 CREDIT: 1/2 Unit ‘J LENGTH: 1 Semestgr

PREREQUISITE: None

OBJECTIVES At the end of study in Introduction to Data Processmg:‘he

studeq& w111 . R < | (

/

1. List the major developments in the history of daté processing.

. 2. Explain the differences in manuel, mechanical, unit record
// ~and electronic data processing. ‘
3. Define basic data processing f%rmino]ogy and the data{)
processing cycle.

4. Discuss positions taken a®out current 1ssues 1nvo]v1ng
computers. . : )

N i
5. Identify applications appropriate for a computer system in

business and industry.

6. Explain the effects of computers on activities of

individuals. \ ;
+ > . 2

2
/. ldentify capabilities and limitations of a computer system.
8. Identify various 1nput/outp%dev1ce§and media associated
with data processing systems

9. Identify the hardware and software used in selected
cqpputer systems.

10. Explain the advantages, d1sadvantages and a pl1cat1ons*of
various types of computer programming langdages.

1. Explain the impact of minicomputers on busisess organiza-
.tions and individuals.

12. Explain the purpose of system and program.f1owchart1ngﬁ

13. Differientiate between online and off1ine data processing.

14, List and explain the educational background, personal
dqualities, and work experience needed for various careers

in data processing. -

15. Follow oral and written inStH“'%iObnS correctly. "
. ) B

-

- -

T



CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES:

=

OJt11ne

Jﬁt Brief H1story and Levels
of-Data Processing
Ear]y records

e.

a.
2.‘ Manpal data” prqcess1ng
d

Mechanical data

processing L e
Unit record data '
processing*

Electroni¢ data

processing

2. Data Processing Cycle

o aon ow

Origination

.t Input

Processing
Qutput
Usepof data

: ’

3. Use of Computers in
Business and Industry

a.

b.
C.
d.

T Q0O oo

Accounts payable systems
Accounts receivable systems
Payroll systems

Inventory systems

4. Impact of Computers

‘Medical profession
Airline industry
Retail stores ‘
Governmental agencies
Individual activjties’

5. Capabilities and Limitations
of Computers

6. Input and Output Methods & Media

a.
-b.
c.

O

ST Te e

Punched card

Paper tape

Magnetic ink character
recognition

Optical character
recognition

Key disk and tape
Flexible disk (floppy disk)
Point-of-sale automation
Printers

Card punch

Digital display terminal
Graphic display terminal
Computer output microfilm
and microfiche

14\,
o

7 /7
/ 16°

{
*

s\ Activities

Pr;ﬁare a report about thg\m; h

contributions to data pro-
cessing made Ly Herman-.

-‘Hollerith, CharTes Babbage,

Howard Aiken, John Mauchly,
and J. Presper Eckert.

. ITMustrate decrease in size

of data processing equipment
by displaying vacuum tube,
transistor, and integrated.
circuit.

Arrange small-group visits

to (1) a unit record equip-
ment installation and (2)
electronic data processing
installation. Compare the
findings.

Prepare a bulletin board

about the various ways’people
come in contact with computers.

Compare manual process and

automated process of "billing"

™

customers for goods or services.

Design flowcharts to show
the flow of tasks in making
a telephone call.

Prepare bulletin board about
input and output media.

Pr;gare a booklet of data -
pré#essing terms.

Have guest speaker to discuss
growth, speed, and cost of
computers used in{businesses.

Construct flowcharts of a
local business's system for

handling inventory and payroll.

Discuss popular myths about
computers. ,

>
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7.

kD

8.

i

,f. 9.

. .o
\‘ Outl?ae _

Minicomputers ¥
a. Applications . '
b. Advantages and limitations
c.- Impact for the future

{

Online and Offline Data

a.

b.

C

Online and Qffline’ data
input devi
Realtime s ems

»

. Applications -
Survey of COmpu't;ZLanguages '

a.

Types
(1,) FORTRA
(2) CoBOL
* (3) BASIC )
(4). Other current computer
languages

Advantages and d1sadvantages
of each

k‘ e

Activities -
——————«d‘

/

COmpa;L manual and computer1zed
methods of processing a1r]1ne
reservations.

Prepare a report about the |
the number of manufacturers‘
of computer systems. o

’
4.

Discuss poss1b]etses of
computers at a high school.

Conduct debates about funda-
mental issues such as '"computer
thefty" "cashless society,"
"invasion of privacy by the
users of computers,” and "data-

banks." ;}/

Discuss the books 1984 and
Brave New World as they relate
to current capabilities anhd
limitations of computers.

Display examples of input and

output media.. .

Survey local businesses to

determine types of input used.
: !

Prepare a.report about point
of sale automation and how it
affects the grocery industry-.

D1sp]ay examples of: m1crof1]m
and microfiche.

Obtain literature about input
and output devices from periodi-
cals, manufacturers, and ad-
vertisements.

Compare and contrast puhched
cards flexible disks citing
the advantages and disadvan-
tages relative to each.

. "isit a local bank to deter-

mine the uses of CRT terminals.

Invite speakers to discuss the
uses of output data and its
importance to the effective
operation of a business.
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Qutlime Activities
'S : . Prepare a, summary of the most
g o . recent /manufacturers’' adver-

tisements for minicomputers. .

Discuss the impact of computers
on the home, gas station,
schools, agd hobbyists.

. K . Discuss the advantages of
e S, . 4 realtime methods as opposed
. ' : : to batch processing methods’
to handle hotel reservations,
bank accounts, patient moni-
- Yoring.

]
’ ‘Q .t . Discuss ways computer assissed
Y A : i\\ instruction can be used im
L : R ‘ Business Mathematicsa..,
. Interview.a local reserva-
v ionist's glerk about the
p J use of online equipment.
/s 10. Employmeggé;;portunities' * . Contact business firms to
in Data Processing . determine why theyare using
a. Types of jobs a particular language.
(V) Data entry operators :
g) Data processing clerks .. Preparea ljst™of computer-
N A3) Terminal computer related jobs listed in the
operators ( "want ads" of a newspaper.
(4) Programmers'- ‘ : '
£5) Systems analysts . Invite guest speakers to
b. “Educational background and discuss gemploymént and
training needed for data ) advance@gnt opportunities )
processing careers in data processing.
5 c. Employment demand

. Interyiew someone employed in

a pha'se of data processing

to determine educational ang
2 training “background.
EVALUATION: Various procedures should be deve]opedJBy“the instructor
to obtain pertinent information concerning the achievement and progress
of students. The number and variety of methods used wi]l depend upon
the initiative and resaurcefulness of the instructor. A.few of these
methods include: ' . N

1. Printed tests correlated with the textbook. .
2. Standardized tests with no reference to a particular text.
3. Teacher-made short-answer, essay, and problem-solving
tests. - S Y

1 ~y o
Y
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4. Problems prepared in class ‘an
5. §Evaluation of oral participat
attitudes.
6.
in assigned work,
7. Assigned projects.

INSTRUCTIONAL MEDIA: T ia may in
textbooks, supplementary data:yroce551
workbooks ; transparencies, fidms, film
processlng dlctlonarles, and bulletin

combination of individual and group ac
are field¢trips, guest speakers, oract
instruction, and learning act1v1ty pac
prepavred).

; //:;:} INSTRUCT IONAL APPROACHES: Instruction

RACILITIES, EQUIPMENT " AND SUPPLIES:
gu1de \\\

“
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f . -
d out of class.
1on, d1scuss1on, homewbrk ,

Evaluation of. promptness, neatness, accuracy, anq 1eg1b11"\S

clude current data processing
ng textbooks, pamphlets,
strips, cassettes, data.

boards. .

al approaches may include a
tivities. Suggested approaches
fce sets, projects, self-paced
;Eges (commercially and teacher

Refer to Section VIII of this
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' SDPI NO.: 6612 tCOURSE TITLE: . Office Occupations I O0.E. CODE: 14.9900
COURSE DESCRIPTION: This course is designed to provide the student“Wwith ,
a background- for further study and job prepatration in Office Occupations Q
FI or Simulated Office Training. Areas of instruction include the 9rgani-
i zation and func¢tions .of offjcesj\employment opportunities in business;-
= behavior and grooming, information procéssing concepts, handling the mailts~
business machines, oral communication skills, reprographics, cash control
systems, inventory systems, receptionist duties, reference mat®rials, .
filing, employment procedures, and job simulations. Review of language-
art, computation, and typewriting skills is integrated with other . !
instructional units. \ : '
LEVEL: Grades 11, 12 CREDIT: 1 untt LENGTH: 1 ;ear.
PREREQUISITE: Typewriting I ) ‘
OBJECTIVES: At the end of study in Office Occupations I, the student will:
1. Identify the types and functions of offices as they relate to_
.. the total operation of businesses. . >
2. ldentify at geast ten classifications of office-workers and 3
‘ \ Tist the duties, knowledges, skills, and personal traits
needed : for each. - JAN T
3. Demonstrate acceptable office and social behavior and.kttitudes.
4. Demonstrate basic 1qnguage skills through oral and written
N “business communications. - -
; > ! . . ] . . ’
5. Operate ten-key, full-keyboard, printing, electronic, and
reprograhics machines with proficfiency and proper utilization y“
to solve businegs related problem§ correctly. ‘ iy
6.ﬁ Identify, store, andrretrfeve information cbrrect]y using’
< < . alphabetic, subject, numeric, and geographic filing systems.
\ . R - -
N 7‘// 7. Type letters, bwsiness forms, tables, duplicating master, and
reports in mailable form using an eléctric typewritgr.
N . r ] . . l;. ',‘ - - ’ .
oo\ ) 8. Spell and define selected business terminology f[Eﬁ a~wide
. . " variety of bus.iness fields. S Z ‘
' 9. Demonstrate proficiency in processing interof%ice, incomiﬁg,
and outgoing mail. '
' 10. Select appropriate mail service so that co%munica%ions can be
e sent by the appropriate method in terms of importance, time
factor, and cost.
11. Demonstrate ability to lochte business information u ing
reference materials and other sources. f/
o 7 :
. "~ ,12. Process data correctly and identify terms used in ca h control / '
L ystems, inventory and stock coptrol systems, and shipping s
ystems. s ‘
Q , ¥

C‘ [ . 1~ ,
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13. Perform the duties of a receptionist.
/ . "

14. Select appropriate telephone/telegraphic services:

15. Identify multiple -applications appropriate for a computer ‘i

system based upon observation at 1%ca1 busYnesses.

16. Identify the §teps in the data process1ng cycle.

The Business World ‘Survey the community to
a. Classification of industries determine the classifications
b. Organizational structure of businesses such as finan-
of businesses cial, professional, an
c. Functions of the office governmental institutions.
Determine the types of busi-
ness related jobs ava11ab1e

at each.

Write a report about the
organizational structure oﬁ\

. ‘at least three different

) types of businesses’in the
area. . ' \

. .ax !
. Prepare a bulletin board //
- ¥4 .showing the orgg ional

o , ** - Compare cent}a11zedﬁnff1ce

charts of two local businesses.

17. Follow oral and written instructions correctly. y
_':]8.' Handle materia]s‘an equipmént in a‘respongib1e ménnerﬂ . '

19.- Complete at least two job simulations successfu]]y.

20. Demonstrate the ability to apply for a Job during an
interview situation. 4 . !I

21, Prepare‘% letter of application data sheet; ana apbiica-
tion blank, in acceptable form.

'CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNINGACTIVITIEG

Outline A | ActiQi ies —

’ plan to a decen£¥a11zed off1ce'

plan. ' -

1

" o .. Interview several office .-
P e ‘ managers o deﬁerm1§§gthe
) : functions and pdrposd of
x oo those office Compare -
fihdings.", §\ -
! -

¥

. ‘. . ) ' . "
Y ' .o
hY Z - 1,4.7 i N
.. " . i
" N . > L .

i

-



.y L ’ . Invite buyer
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v . K .
Outline 5 Activities

Employment Opportun1t1es in \ . Prepare bulletin board about
Business 3 , area employment opportunities
Types of positions .,in local businesses.
avaitrable o

Duties ‘ ~ .. Conduct small group sessions
c. Skills .and knowledges to give students opportuni--

- needed ~ ties to discuss- their occupa-
d. Personal traits s - tiona®choices; solicit peer-
(1) Grooming evaluation of the suitability
(2) Office behavior for these choices.

: ... Use the Dictionary. of .’
} Occupational Titles to demon-
_ strate the broad ra f .

office jobs available.

' Have st@idents write the
Employment Security Com-4

mission to obtain data“about
. o the‘prOJected 1ab
; - _ _ . demands for offj

-market
workers.’

"local « ,
.y P C clgting store to demonstrare
// . T ways to mix and match clothifg
Z ’ - to be worn socially and in
Foo o0 * -/ . the office. .

»  to ask selected gTfige

f/ e ‘ . Construct a Tist oquuestion§f
&h | the dut1es they

, Invite personnel manager to,
. speak aboyt reasons peop]e
e, ' los€ their jobs.

“speakers to talk
ifferent Jaspects

Prepare d booklet showing

. \ S -~ appropriate dress for_the
/ LA . office.

- R . )
2 Compléte personality ‘rating

IS | - ‘ sheet.. v ‘ 7

lﬁ—f ) : ’
il ¢

. ;j\’

) ) : Have a panel of office workers
S , discuss skilldwand knowledges
’ k . needed to perform their jobsa -
N
L

AN

~
Yy
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L ' :
) Q( ‘ . . . v :
Outline . Activities ’ .
o N T , -
-~ : T /. . Discuss the policies mantml - -
. % of a local company to deter- i
L _ . C mine acceptab]e of fice . (
o o 14 A ' behaviog and standards” for /{ o
SR ' that comp ‘ - S
\3\\Sk1ﬂs L}\a%ztory R@wew’ . o . Administer .pretest to deter- . Q‘
: a. Lang arts mine students' weaknesses .in.
0 ' (. b. Mathem$t1cs ' language art sk11]s math and’
" ¢. Typewriting typewr1t1ng
" (1) Letters and memos - .
~ {2) Reports’ \ . Prescr1be individualized units 1
. (3) Business forms S - of instruction based upon the
S : . resu]ts of pr est. | a
, v N . ;glizfséﬁples of busingss . ~
y - ( ’ etters, reports, and .
' _ , - : o al papers. ~§?'
E ' 4. Communicatign Skills ‘ '\«_ .. Discuss 1mbress1ons of e )
I g - a. Listenin iﬁ . . -verbal 1nf1uences on K '
b. 0Oral and writt&n : ; commun1qat ons. : .
communications , "}\f\\y‘
(1) Public relations . . Record students dur1ng a con-
) letters versation. Eva]uate vo1ce ’
P , 2) Interoffice memos , rqualities. pooe
N : (3) Inquiry letters o r : ) -
~ o _ (4) Telephone .. Discuss reasons why pe%Ple
‘ communications - . fail to 'listen. . :
c. Communication services N o -_j\\\f<;§
(1) Receiving and ;. Invite a speech‘fZacher to »
s f;ﬂ ) placing calls 4 Jascuss ways to 1mprove the Ak
- (2) | Telephone equipment vo1ce
(3)/ Special communigh- .
. tion services v+, Recgird student telephone con-’
{4 ‘&Telegraph servmces T , ve:iations and theh~e<pluate§s
d-. YHulman relations ‘
€y %' c iyjhg 9a11ers . . Compose and type letters to
2 ( }m Courtesy ' - : - locat telephone company in-
(2% Appointments 5 quiring about types of tele- .
. w yo ‘ phone equipment. ‘

Compbse and type interoffice
memé to school bookstore ',

* \ requesting supplies.
’ \_ . )
= e .© Invite lecal telephone re-
N, \)j; » presentative to spe&k\abouﬁ
, B 5 B . good te]eph§\F techniques.’ :
- P : . . - .
o oo . TNlustrate profic'egé}ég.i' . '
N Y telephone usage-Ahrefigh .

,i . s 4 a” p ' g s1mu1atéd‘te@ on?\ifllﬁj

Qo E ’(;T: . 5 ﬂ 1_”"
. . LN - S
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Outline ' q
.?,‘ '
1 ' o
ooy \ ;
I. - ?.—:- N \»
5/4//”/ -

a’/—UEEE’BﬁQE§§§1Qg~ﬂ3IJ£L\\
b. Methods ef proce551ng o
data.
(M Mechan1ca1 ‘F
\ (2) Umit record .
‘ (3) Electronic
c. - Uzes of data processinig/#

u1pment
(1) Adding/calculating
machines
(2) Word processing:
equipment :

(3) Computers .

y .— § E ¢ / fﬁﬁ(

Information P 0cess1ng -

175~

Actijvities
__——\Q‘————

Display types of telephone ‘
equ1oment

- D1sp1ay examp]es of te]egram

and majlgrams.

. 2 L .
R Eggonstrate courtesy and . <~ -

t in handling callers
in a'simulated office
situation. - @
Observe a receptionist at ) /-
work. Report f19d1ngs torw /'
class. . . ,

: Ve
. .xse role playing situations, °

0 illustrate ways of handling

.callers' requests and -pro;
blems.: k) )
.- Use diagram to illustrate , "}~

a processing cycle -~ .. =, .
g a\ business _paper.

s
‘7

xplain’ hw automat10n has

changed t roﬂe of fhe ,}

office émpYoyee. -

Visit and observe a data ]
processingsapd word processm% ‘
cenger. o .

< ’ \h;

D1scu§s the 1eﬁé:; of data G”r>"/ﬂ‘
_ processing-an¥ word. processi :

| cefmters. - o~ S

4
-

;nterv1ew an off1ce emp]oyee

to determine how the use of ,
cemputers has changed h1s/her -
JOb tasks. ) .

Prepare\g bulletin board . .
showing the types of data:
electronic proces}1ng equ1p—

ment, word prgcessi -

~ ment, and add1ﬂg/ﬁa1c —

- machines. o ‘
Develop: pr0f1p1ency in the . T\

operation of business macthes
using a rotation schedule and

programmed materials.



' 6. Reprograp
<\ . ~a. Method of dup]1cat1onh¢
b, Cost and timé features,
T of duplicatipg and
-~ . ) 7 copying .procgsses '

-

7. Storay®\and Retrieval ——

. N Systems =
, a. FEiling procedunes
. : b. Alphabetic, numeric,

: : subject, chrono]og1ca1’
) *z' and geggraphital filing,

" "k‘ ) ‘v \?\
o N
NS L A ;oL
. 8. Hanqﬁngszmm o
a. Intomi correspondence -
_ b ~ Outgoing correspondence
— c’ Interoffice correspahdence
Fa '
,,ﬁ’ ~
N --9

176

_Activities . }

. » | .' - t o
Visit offices containing .
equipment that is different °
from that in the-classroom.

- I Y S

. Compose and dup]igéle a e,
- report about. the aflvantages %
- and disadvaritages of ‘at . v
" least tﬁ?ee dup11cat1ng ‘ .
'metho ORI

. 4Design and dup11cate the T ,‘\ :

o

. ‘Compose and type a 1ette2 SRR |

sting -,
‘informat. about the fe turbs

of the1r copiers. .y

to a coptgg company requ

- .t -
A

Duplicate %he agendﬁ of an ,7i
FBLA meetinhg.

program for an,fBLA act1v1tyr

Visit ghd observe centralized. * .. -
- fiting area of a 1oca1 busi- T

. ness . S e

”

“f

/

o

\

17y

»

Discuss_the importanée of - .
correctly preparing materials °,
to be filed.

Show examp]e; of m1crof1lm ' j>;
and m1crof1che. )

CompLete a sﬁmu1atsd f1}1ng
progect

Visit anqédﬁserve the hahdl)ng
of mail.at a local Rosta] T
fac111t oL C e

A%
-i

Type mailing 11stkon cards
and file using two types of . -
f111n9 systems.” . }§;\7~

P

Inv1te,1oca.mposta1gempﬂoyeé “
to discuss postal regUlazidnsﬁ

and- types ‘of ma\l serv1ces Ton
7 1
Process #a11 throu h s1mu1ated e

proaeneé ) ' I
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o ofine S~ Activities
_ .7y, 9. Typés of Mailing and * _ . Prepare’ postal and sh1bp1ng
oo . Shipping Services . services dis@ay. ‘
‘ ~a. Domestic mail service - , , )
. ~ b. Internatiohal mail .. Determine the number and \
: c. . Special postal services types of shipping compan1es
d. Preparation af goods * in’ the local area.
for shipment :
T : - e. Methods of sh1pment . ,Compére shipping costs using
- Shipping papers . The United’ States. Postal "« '
g. YUse of shipper's ' Service Manual, Express and
. reference books ’ Parcel Post Comparative Rate
. S S Guide., and Leohard’s Guide.
. 10. :.Use of Reference Materials . Make a 1ist of reference
s = ' . - -, materials used.-in banking,’
. « o . .- #  credit and $1nance, account1ng
9> s - ? ~and travel. .
F ' : e '
' . o N¥1te apd type a report rex
. , - quiring the use of reference /j
= C " 'mater1als i‘ .
| N : L Compose and type a report
4 o S T o ' about the proper way to
. ' ' - .type mgnutes of*a meeting ‘
o - ST x - and a business report. -
Visit local offices to find
- out kinds-‘of referénce
materials being used by -,
g .. various clerical workers.
- 11, Casﬁ@COntrol Systems ' .+ . Prepare a budget for an FBLA
« a. Budgets \ ' act1v1ty
* b. Handling incoming and ) , ,
. outgoing funds . . . Compute the differences in
e c. ' Banking services the actual expenditures and!
s . d. Bank statement ) the projected expenditures
Co ‘ reconciiiations - of a 9Q1ected budget . :
e. Handlirig petty cash : ‘ -
f. Cash-controi job . . 'Dlscuéﬁhﬂknk1ng services with,
. 5 . gimulation o, oA baqﬁ 0fi§c1a1
. X . Complete a checking account
; X T ' .51mu1at1on '
R Prepare a buTletir board
‘display of forms of payment
' ? ‘ " such as voucher check, mpney : .
<0 _ ' . o 'orders,,and certified checks.
e .- . ngai . Ma1nta1n records for a simu- .
e T e lp% 5 ’ 1ated petty cash fund. . Y
SR S R ISR ' ?




A

2

: S
Outline» © Attivities
iy 2. Inventory and Stock . ‘Survgy at lTeast three local
Contrdl Systems : ( bus1nesses to determine how
" a. Functions and types inventory is maintained.
~ - of inventory systems
< b. Maintenance of inventory . Discuss Ways automation is _
' records and reports ’ -affecting inventory contro] S
- c. Inventory system job and records. . '

simuTation
' Compute cost value and

, ) quant1ty on hand us1ng an

< : ’ v inventdry tally sheet of
P N g a local busineSSu

w

Complete a simulated 1nventory

O . s1mu1at1on ‘ b
13. Job Simulations-’ I . Comp]ete gob simulations apnd .
. a. Clerk typist , integrated projects ta meet
¢ b. File ¢clerk ﬁ’ ' career objectives of 1nd1v1dua}s
d c. Accounts payable dler n
d. Accounts receivable cTefk.\
e. CTerk-steno _ *”‘
f.. 'Receptionist . :
g.  Duplgkating equipment operator
h. \Other
. ) ; 4 B o .
14. Emp]oym?nt Procedures . Discuss sources of employment.
a. Applicatiqn papers and _ '
Tetters ‘ .  Research employment testing
b. . Interviews ¢ procedures of Tocal companies.
i c. Promotional opportunities » '
\Q h v ° PS . Compose and type an applica-
, e 'u;g , . tion letter, a resume, folldw-
v gt o« TRt up and thank you letters.
‘ 4‘ Video tqpe mock interviews and
’ o . S ‘evaluate each student; ask
Mr ' T students to evaluate the
\\\\\ - v ey . interviews of others and
‘ . ] e . R themselves. '
4 : , - ... Discuss advancement oppor-
, - L - tunit§es for clerical ‘workers
. _ . Y oo ' and keeping’a job.
v : .

" EVALUATION: Var1ous procedures should be developed by the 1nstructor ‘
to*obtain pert1nent information*concerning the achievement and progress.
of swudents. Thé number and var1ety of metheds,usad wi11 depend upon °
the initiagive and resourceféiness of the instructor. - Some of these

-.methods i lude » , . T; _ ‘
. ¥\ Prinsﬁa testg correLated w1th the textbook( ). o
- 14 . '
,_' z . J, .» < ]



. ' - o ‘ 179

12% Standardlzéd tests w1th no reference to a particular

T text. Lo

3. Teacher-made short answer essay, and problem -solving
tests. ‘

4. Evaluation of oral part101pat1on, d1scu551on, homework
and attitudes.

5. ‘Evaluaqjon of promptness, neatness, accuracy, and
legibility of assigned work.

< 86, Business simulations and projects.

INSTRUCTIONAL MEDIA: The media may 1nc1ude current textbooks, job
simulations, 1ntegrated prOJects, supplementary books, pamphlets,
workbooks, transparencies, films, filmstrips, cassettes, charts
‘and posters, d1ct1onar1es‘ reference books, and bullet1n boards

INSTRUCTIONAL APPROACHES: Instruct1on3? approaches may ]nclude a

combination of individual and group activities. Suggdested approaches

are field trips, guest speakers, practice sets, business simulations

(in-basket, unipack, task, model office), integrated projects, self-

' paced instruction, 1earn1ng activity packages (commercially and
teacher- prepared) quest proJects and rotations.

1\ ' | |
FACILITIES, EQUIPMENT, ﬁED SUPPLIES Refer to Section'Vgijjof this
guide. 4

.-
2

~)

il
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SDPI NO.: s6613 -COURSE TITLE: -Office Occupations I1 0.E. CODE: 14.9900

. Cooperative.

¢ COURSE DESCRIPTION Th1s two-hour block course combines classroom
, instruction with work experience\in a business office. Instruction
in a-simulated office setting includes the areas of office efficiency,
!!i\meet1ng office’ product1on standards, records management, inter-
personal relat1onsh1ps, word . processing skills and concepts, personal

v taxes, handling meetings and conferences, travel and accommodation
services, payroll, purchases and accounts payabke systems, sales and
( accounts receivable systems, and written™ commun1cat1ons Review and
/ refinement of communication, computation, and typewriting skills are
integrated with the 1nstruct1ona1 units through the use of office
simulations. In addition, students receive practical work experience
in business offices with job-related classroom instruction designed
in the form of 1nd1v1dua11zed remedial and enr1chment learo)ﬁg activi-
ties.
, J’ . \
LEVEL: Grade 12 CREDIT: 3 units LENGTH: 1 year
PREREQU%SITES Office 0ccupat10ns I or Data Proce551ng I or
Account1ng I or Shorthand I, depending on student career objective
) OBJECTIVES: | At thelen //; study in 0ff1ce 0ccupat1ons II Cooperative,
~ the Student will:
1. Employ correct spelling, grammar,. and punctuat1on in composing
. and typing business correspondence, reports, bus1ness forms
Tegal papers, and minutes. . , .
LY " - - ," ‘ L g
2. Express writtenideas in letters, memos, and reports so ‘that
. they meet office standards of usability through the use of
N transcribers, typewriters, and other media. ‘
K 3. Demonstrate the ability to meet office production standards ‘/y _
. in typing letters, reports and business.forms while working
' under pressure of time, 1nterrupt1ons, noise, and chang1ng
pr1or1t1es . . N -
.- 4. Place and answer;te1ephone calls that give and receive bu§3l
ness information that is comp]ete and in acceptable bus1ness
** form. , R
- ’ , " .
5. Process data and identify terms used in payroll, purchases,
N accounts payable, sa]es, and accounts rece1vab1e systems
; 6. Demo trate the ability to follow ora]”or wr1tf 1nstruct1ons
e cor ﬁ ‘ |
d . T . * ‘r / ' -] ?‘0
. 7. Decide the appropriate prgcess of reproduct1on in terms of
- product, cost and use oF’cop1es BRI F‘
) " ¥,
[ “’ N
T 8. Demonstrate the ability to store and retritve 1nformat1on
- using at 1east four f111nq systems
BT Y 97 Decide upon appropr1ate systems f record management and
a v oo , ‘make recommendations for-change when g1ven prob]em s1tu§t1ons
@ .. T - ’ -, . - .o 1"q W

1 - M B ..)lJ

,
[

\
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¥ : ¢ -
; . 10. Use travel and accommodation services and available travel
o . funds in planning and expediting business trips._
" ‘11.f Complete income tax returns porrect]&. ‘ v
- n * .
12.,. Exhibit interpersonal skills and etiquette that are
" acceptable in business.
]3:“'Ana1yze the interrelationships of office jobs and recognize .
. the dependency of various funct1ons on soph1st1catea equip-
& ment. .
14. Correctiy comp1ete at least five job sihu]ations -
15. ,Demanstrate the reftrement of office skil1s, knowledges,
Lo and personal qua11t1es through the use of a- mode] off1ce
) ' simulation. . . a
{ 16. Spe]] and-define seleeted bu 1ness termlnology ‘from a w1de
. ’ var1ety of business fi .
. > - 17. Identify work pr‘10r‘1t1es in order‘ to .plan and annue
: : work accordingly. :
N\
‘18. Deve]op job skills and. know]edges necessary to secure a job
S ~ in a business- re]ated f1e1d ’ .
< ' 5 )
e L, 19. Communicate ideas effect1ve1y to individuals and/or groups.
- 20. ‘Demonstrete§§EEeptab1e work attitudes and behavigr.
~ Y 5' b N -
S 21 Handle mater1a]s and equlp?ént in a responsible manner.
.o ~ ~ o
22. Maintain appropr1ate person hygiene and appearance
. acceptable for the business officg.
" CONTENT OUTLINf]ﬁND SUGGESTED TEACHING/LEARNING“ACTIVITIES:
N Qutline - Act1v1t1es d//
3 . === o e .
. 1. Review of Empidyment‘ k Diagnose weaknesses of students
! - Procedurés ¥ sduying a mock interideR. Make
. ' apbropr1ate squest1ons for
‘ I v 4qpno tement. :
2. Office Efficiency v nﬂ; D1scuss how human relations
a. Human relations oot ??.'iaffect JOb performance and
- ' b. Personality mora]e
S c. Teanwork . SR )
. , "Discuss case studies 1nvo]v1ﬁQ\
a . human re]atlons '
' t\ g o _VDevelop d1sp1ay posters de- + ey
’ \ - g ‘ ¥ v p1ctqnq off1ce e£f1C1ency
..: . ? . ; ' - »
) g s _1'% ) Deve]op sk1ts illgstrating K
, e ' * R S poor- and. product{\g dfffce
Q : o , effiéiﬁncy. B "




. .
Qutline
a *S - .
4\- -'
L - ) -
. : 2 )
) v ,‘[r
. . o .
. ~, g ‘ 3 :vo;g" oo } ) o
N ST
. i y . ¢
' ©+ 3. Records Management, Control .
. ‘a.  Review' gf filing | AF
- L proceddres - N
. , .- b. "Management of. records ‘QNL Dt
o {‘_ - system”. .
e ' c. Micrographics |
d. Electromic data g;o~
& cessirg storage dnd
= - retrieval SXft - ‘
e . 7 v ’ v‘ A
2w . S 3T : .
.. . . 5 ] . ‘ .< ‘\‘:’s\v:) . «
- v f\. ‘ |
. R B t
g ' ”
\ a- "'\ ““““
) »4“ wOnda‘P‘mces’sing Skﬂ]i
x o Dev pqgﬁt : LE
_. C chine transcr1pt1on_ e N
* e b “giving and” tak1ng , -
v L k~;p_s dictation . ” .
€/ %" ¢, Work scheduling
<, 'd. Rough draft revisions
MRS and formatting

. _e.- Letter composition, R

g. 1Appropr1ate process of

_h: ‘Word process1ng Jobr

- ogtlines and reports . w .
. Office statipnery’ 2. .

-

opying and dup11cat1ﬂg "4

§1mu1at19n |

. Develop a filing system for

‘-D1scuss the
‘usjing m1crof

scr1pt1on weaknesses

: havvng
r and one without . a Center .

RV

182

Activities

"Type summaries and d1scuss.

magazine articles dealing
with team effort and human
relations. .

Invite an office manager
to discuss the importance
of teamwork. '

Observe team effort in t#z
school office. Report
findings to class.

Discuss reasons people are
promoted othef than educa-
tional background.

Outtine. and type des1rab1e
persona11ty tra1ts

Visit a local bus1ness to
determine the number of

- f111ng methods used. 4ﬂk{

Show examp]es of spec1a1

f11es uséd by local bus1nessesa
1»&‘
N .

- >
; CAN
.

dvantages of
ming and

a restaurant

microfiche.

N .

-Inv1te speaker: to explain

héw electronic data processing
equipment affects the storage

~andvretrieval of information.

Develop transcription pro-
ficiency through rgtdtion on
transcribing machfnes..

Design individualized remedial =

~and enrichment drills de-

pending upon. stadent tran-"

[

Compare the method of hand11ng
corresponderiée in a company
a_word processing center

»‘b-
5eve1op 0ut11nes ﬁor the pre-"
paration of 6?ctat1ng corre- "'
s@mﬁﬂe s A

" D A S
4t ’ .



Outline -~

FE -
{ ' %
-
tag f
Purchase gl Accounts ™~
Payablg ScREsmS
a. Functifp of purchases
b.” Budgeting
.Requisitioning
Order1ng
Receiving
"Handling accounts payabl‘y
~Remittance, clatms'and

=_.

. adjustment letters | :»1§

Purchases/accounts payab1t
job simulatiog

e

5 :
. /gézpesg\zgd type letters _
] imz th adgystment and -

183
Actititiés

Have students dictate letters
to each other for transcribing:

Type correspondence from rough

. ~draft copy.

Ma%aiMai]y job logs of work

rmed by student.§
.Observe an office worker and
then develop a work schedule
for that worker.

Preggre & bulletin board

e illustyrating types of word

ﬁrocess1ng equ1pment

Secure price lists of office
stat1gpery, supplies, and
equipment, and duplicating

equipmgiet .

Read magazine articles and
advertisements about types
of copying and duplicating
equipment on the market.

Decide appropriate duplica-.
tion method for assigned
projects and matertals.
Compose and type a report
about available dictating
equipment.

U/ Complete word processing job

simu]gtion.

Discuss types of purchasing
budgets and the dependency
of purchases oq saTes;

“Prepare a budget for a retail
store selling records.

Type requ1s1t1ons and purchase

orders for purchasing records
. » "

Compare purchase

6§deqs w1th
rege1v1ng reports.

c]a

or
-" -~ .
bty »e

r
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B F » : R : e
R T . Qutline ' ' . 4 Activities
U L : . D1scuss the re]at1onsh1p
¢ * TN . purchases to accounts pay- //r\;
‘ ab]e 0t
\ o ° .
4 ' .. Record pertinent data in N
: —aceounts payable 1edgers.
. . . . .
-QELV“-"\ L . Complete purchases/accounts
T | payable job#imulation.
6. Sales and Accounts Role play situations involving
Rece1vab1e Systems - Hﬁustomer contack.
ol a. ‘Customer comtact . -
(1) Sales letters . Compose and type sales pro-
(2) - Telephone communica- motion letters.
tions . .
* b. Processing orders . Discuss methods of checking
c. Billing ~ . a custbmpr's ifedit. .
d. Customer complaints e
e.\ Recording sales . Invite speaker from credit.
i fy Preparing statements, . "bureau to discuss the impor-.
acknowledgments, credit, tance of a good cred1t rat1ng
' and collection letters vy “.,
. .~Sales and accounts , . Prepare 1nvgﬁces f a group
: receivabte simulation of purchase orde
. % . -
:% ) . Record pert1nent'1nformat1on

) ' . T in accognts receivab]e Tedger.

TN
’ Complete sa]es/accounts
] rece1vab1e job.simulation.
B Py . ’ ' : N
7. Payroll Systems : . .) Discuss the effects of govern-
a. Methods of payment 3 ment regulations upon payro]]
. b. Payroll data - procedures._,
' c. »Preparing the payroil
' d. Payroll job simgptation . Examine tables of deductions
. ;ffi> . and do practise exercises.
. L _ S Comp]ete afs1mu3atgd payro]]
%/”‘\\\ Cd . S proaect 55
8. Personal Taxes : . trate® Ways to ma1nta1n
a ¢ a. Income tax recordkeeping *  income xﬁ&‘?ecords
- . b. Income tax returns ",
» o : ’ : - . Obtain forms and bookl '
.“ - . from .government revenUe ‘
' ‘agencies.
. N e B §> g 3 b . . e
' o ~ .. goniplete income ‘tax forms.
( s R 9 : » ;
Ry hd -« o~ ;
. la‘ o §~ & ’ R W oylig’ & *
3 % ' « ‘. ~ . « o 4
LI ’ ' ' \ B &
o ‘ ° M ‘Ql_ . N -‘::'. ! » ,
SRR oL
r‘ °




~&§‘s’h£ .
B

4 9
»
" - [¢ JFI
10.
o,
. k, i 7\ - 5
: 12.
\ @
L
°
« T
é"‘ ™
i S

) . } - ! }

Out]ihe_'”

P]ann1ng Business Travel —.

a.
-b.

b.
c.

Job Simulations

D OO0 T

Office Cimu]ation

Travel services

Domestic and 1nternat1onal—-—
travel

"Hotel/motel arrangememts -
Travel funds

Itineraries and expense
reports

. Letters making reservat1ons

Y

Pl nning and arranging
Letters_and followaup
Minutes of*meetingg\

Legal typist
Corresponding secretary
Administrative ass1stant
Medical typist

. . Real estate clerk ' S
Insurance clerk : g. Others’ - .

"'\Y&( e T
d" ] 1.-"._’ :
M ... ﬁ’ -t L
' * ». ’ -N }
& v * I xp*‘ ;, e 4

Attivities )
- o -
Compose and type a réport '
about a country-each student
wotld 1ike to visit.

Invite a local travel agent
to discuss servaces a travel
agency offers.

- e
. ;I]]ustrate securing reserva:\\\<\
tions for hotel and travel _

through s1mu1ated s1tuat1ons
Plan airline schedu]e for a
trip to Chicago using airline
flight schedu]es. :

Compose and type ]etters of

- reservat1on -.

L < .
.- -Dlscuss types of travel funds ,
avatlable and the advantages
and d1sadvantages of each.

s
Preoare an itinerary and’

.expense report. . /(/

Discuss and plan‘a d1strftt
FBLA meeting. . :

FY S v a “5
Compose and type an agenda, .
for FBLA meeting.

Coﬁgbse d type ]etters for
handling all “arrangements.

Complefe job simu]atioQE\to
f

L

meet career objectiVes
students.

| 3
#
- -

) 5 N L ,‘i'

. Use-model* ofMce simulation &

to reflect realistic office

-+ organizatiofi,“work flow, 'oral

© "and written communications,
interpersonal relations,

.. priorities, and office standards

of. ysability. .. n

' ) . S .
il ey é‘ ) P
,.ni?gamst ' :‘;-i:~' v
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e . _\-Out]ihe | .. -_25:7 .y Acti
‘s, éooperative Work Experjgnce- -~ , - Rélat! classroom 1nstruct1on )

to on_the JOb work _experience.

EVALUATION 'Various profedures should be demeloped by the instructor

to obtain pertinent infoFmation. concerning the" ;achievement  afd -progress
- of students. The number and variety of methon qsed will depend upon
the initiative and resourcefulness of the 1nstructor A number of these

methods dinclude: (E% . ~

N - % " . .

' 1. Printed tests correlated with te thok(s). o

' 2. General standardized tests. - :
3. Teacher-made short-answer, essay, and problem-solving tests.
4. Egpluat1on of oral-participation, discussion, setting work

priorities, attitudes, handling of materxa]s and equipment,
and ability to meet office standards. xS
5. Checklist of promptness, neé%ness, and accuracy in all
ass1gned work. o o
6. Business simulations and prOJects _— Cf)
7. Employer evaluations.
‘ INSTRUCTIONAL MEDIA: The media may include textbqoks, supplementary N
‘;Eb books, pamphlets, workbooks, transparemcies, films, filmstrips, cassettes,
reference manuals, dictionaries, and bulletin boards. » . '

_INSTRUCTIONAL APPROACHES: Instructional approaches may include field

trips, guest speakers, practice sets, business simulations (in-basket,

unipack, task, model office, teacher prepared), 1ntegrated progects,

carger- related projects, self-paced instruction, work experience,

learning activity packages (comhercially and teacher prepared), quest
. ’projects, rotations, and model off1ce simulations.

,
2
o,
o

FACILITIES, EQUIPMENT, AND SUPPLIES Refer toﬂxfction VIIT of this .
guide. ’ ‘ cty
’\(\ < ' “'
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 SDPI NO.: 6673 COURSE TITLE: Office Occupations II - 0.E. CODE: 14.9900
- : Directed A o .& g -

(

-;COURSE DESCRIPTION -This two-hour-block course comb1nes c]assroom s
instruct¥n with mean1ngfu1 *n- school nffice wOr xper$§;ce. Iﬂstruc- )

© .+, s tion in‘a simulated office setting includes the abeas gf\office &
'p T effic1ency, meeting off1ce prodUctJon sta dards, recor anage
;)J/4é§7; 1nterpérsdha1 relationshgps, word" proces?ﬂng sk111§ and concept
N~ personj% thes, ha2§11ng meetingsfand. copferences,”travel and ac -
S

' : . dation.services, pdyroll purchases and accounts. payable systems, sales
\l UV O arid accounts receivable systems, and written communications. Review
A E and refinement of communication, computation, and typewriting skills

>ié - ~are integrated with the instructional units through the use of fo1ce _

Cee simulations. In addition, students receive practical “work “experience .
" in school offices and- through usipg an_office simulation. Individualized
: -remed1a1 and other enrrﬁhment 1earn1nd‘act1v1t1es are also used. .

Y

. LEVEL: Geade 12 S . *‘*CRED“IT ‘2 units . LENGTH: 1 year
. . . »-~,w= ‘ ' . S :
~ " ¥:. ° . PREREQUISITES: Office Ocenpations I
N " ;‘ . . .a N 4; .
" OBJECTIVES: At the end of study in Office 0ccupat1ons II Directed,”.
L. 7 the student will: ) n};);fyg”. -
. ) 1. Employ correct Spe111ng grammar, amd punctuation i omposing ’
: ' and typing business correspondegce, reports Qﬁﬁs1ness foq@i
- ' e legal papers, and minutes. AN
- 2. Express written ideas in letters,.memos, and reports so that

they meet office standards of usability through the use of
transcribers, typewriters, and other.media.

T 3. Demonstrate the abillity, to meet affice production standards

v in typing letters, reports and business forms while wor?1ng
i nder pressure of time,- 1nterrupt1ons, no1se, and changing
S priorities.

N N . % .
4/ Place and ansWer)te1ephone caﬁ?g thaty, give and receive busi-
ness information that is complete and™in acceptable business

form. ' ‘ ; ‘“““‘”\\\ )

b . 5. Proc ss data and identify terms used in payroll, purchases,
accounts payable, sales, and accounts receivab]e systems' '

" 6. Demonktrate the ability to f T1ow oral or wr1tten instructions
correctly. TN '
- 7. bec1de the approByﬁate process of re uction in terms of
A . product, cost and use of copies.
N . 8. Demonstrite the a§111ty to store»énd refrieve information
o ©using at least four -filing. systems. . Lo

. o 9. Decide upon appropPiate systems- of record management and
s R A “z - make.recommendations for change when givensproblem situations.

r

. - . 1.7 7 . |
* . : . .
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r/(- ~10. Use travel and accommodat1on services and ava11ab1e tr?vel
' funds 1n~p1ann1ng and exped1t1pg business trips. '

”
-

Complete incone tax/redarns correct]y : - o

e

ibit 1nterﬁersona1 skills. and. et1quette that are .. - T,
ac entable in business.
l\na]yze‘the 1nterre1at1onsh1ps of ofﬁce jobs and recognize
the dependency of various fuhctions on sophis®icated equip-
ment. - . -

14.1'Correct1y compl éte atf1east‘five jobtsimulations. -

» °_ 15. Demonstrate thé refinement of office skills, knowledges,
' o e - dand peprsonal qualities through the use of a mode] off1ce
o . ‘ simulation.

-
16. Spell and def1ne selected bus1ness term1no1ogy flom a wide .
variety of business fields. _
, 17. Identify work priorities in order to plan and organize R
n . ‘ v work according]y .
i L . » -
, . 18. Deve]op JOb skills and knowledges necessary to, secure a Job,
N ‘ in a bus1ness re1ated field. '
AEE Lo~ : ﬂ‘
,2\ - 9. ‘Commun1cate ideas effect1ve1y to indivddu 'and/or groups.
| 20. Demonstrate acceptab1e work attitudes and behav1or
21. _Handle materials and equ1pment in a respons1b1e manner
22. Maintain appropriate persona] hygiene and appearance
acceptab]eﬁr the bus1ne§s ofﬁce
CONTENT OUTLINE -ANG GLGESTED TEACHING/LEARNING ACTIVITIES: ——
- -Oii%ine , ‘ " Activities .
RENE 1. Review of Employment ' . Diagnose weaknesses of students
Procedures X during a mock interview. Make
: ’ appropriate suggestions for
x Q\ improvement.
2. \IOff1ce Efficiency A . {?D1scuss how human_relations
. . a. Human relations j * affect job performance and -
- . Personality 5 L moré]e
c. Teemwork . . .
° ..D1scuss case studies. involving
" human relations. ‘
) . Develop display posters de-
., . ‘ - picting office efficiency.
) - i B L ’ .
‘ ' .- L 1—U~) . Develop skits illustrating ,
, L : g LI poor and productive ofﬁ1ce

: : efficiency. o
- k . -~ ) 1&35 _ g
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! Records Management Control

a. Review of filing

procedures
b. Management of records
"% system
C.eoMi graphics”
d. Electronic data kro-

cessing storage and-
retrieval systems.-
. 7

Ao

Word Process1ng/Sk1T1s
Development

a. Machine transcription |

b. Giving and taking
dictation SN

c. Work scheduling

d. Rough draft revisions °
and -formatting -

e. Letter composition,
outtines and reports
pffice stationery . =
Appropr1ate process 0f~

_ ng and dup11cat1hq
.-‘Word process1ng job

vmu]at;jon

{

-

. magazine artfAclés. dEa11ng N

- relatidns.

‘'with team fort_and human

Inv1te an office manager

. _to discuss the 1mportance

of teamwork

team. effort in the

Obse
schoO¥®ffice. - Raport .
findings to c1=ss

Discdss .reasons people are -
promoted other than educa- ’

-, tional background. . ‘;
. 7 ' : ' '

* Outline’ angy, type desirable
.personalit Ftraits. ’

. “Inv1te ‘speaker . to exp+&+n

-4 and ietnieva],of information.

.Vﬁsit a local business to

determine the.number of
fi]ing methods used.

Show examp]es of spec1a1 N
fykgs used by 1oca1 bu51nesses

Deve]op a filing system for.
a restaurant.

2. Discuss the advantages of W
“using m1c<$;11m1ng and | ;&5

m1cr0f1ch

how electronic data processind’
equipment ,affects the storage

. <
Develop transcription pro-

~f1cmency through rotation on

transcr1b1ng mach1nes

Des1gn 1nd1v1dua11zed remedial
and enrichment drills de-
.pending upon student tran-
scr1ﬂt1m1‘paknesses

. Compare the method of hand]?ng"

correspondence.in a company
having a word proces$ing center
and one w1¥h0ut¥a center.

Devel p qut11nes for the pfé- :
paration‘of dictating. corre-
spondence Lop
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“Qutline &~ - . . -« 7 Activities P
. e - - IR oo e LA
RS _ ‘-? e .. . Have students dné%ate 1etter;
R . . ;-w to each other for tranﬁsr1b1ng
- - . AR ) . Type corraspondence fro rqughu.
. - - T - . dra?t copy . 1. ) ln&\}.
e _ S N o RO - f,. Ma1nta1n da1]y Job-1ogs of . work
‘ - Y , performed by student. . )
o L ' ) o 'f PN ~T - Observe‘an off1ce wowker and -
I o T . themdevelop a’ wOrk schedu]é ‘
b A f’ ' o el o R ‘\\w,for that worker o F“_‘ h
— T { . ._ .- »'(_‘z';._. o : - ’ i,
, T \ / _ o7 . Pge are a bu1lgt1n board- -,
A R E -, Allustrating-types of word :
- ST - f ) e . process1ng equipment. -
D B " Secure price Tisss of off1cq
. i e . . - L .;stat1onery, supplies, and
T S L ' - . - ® -equipment, and dup]fcat1ng
3 ///(/ . ' e Aequ1pment ) .
. . o . > ot e
» :ﬁ d I N T Réad magaz1ne art1c1es and
_ ' 7 » . ‘advertisements about : tynes
A o o, L . -, of copying and duplicating
’ : . e L ~ equipment on the market.
a . , 5%%c1de apprepr1ate dup]?ta-'
o T e - .;' tion method for gss1gned B
- Ty projéctiiand mgterials. - -
> = ‘ B o ',N % . Compose agd type a report "
- S . = B Sabout avamdble dictating, . -
// ‘ o c e . o equ1pmeht . RO " o
. ' . ] . ’Comp]ete wotrd . process1ng JOb
' \ s1mu1atlon .
5. Purchases and. Accounts . .\;D1scuss types of purchas1ng
Payable Systems .~ ‘ .7 budgets and the deQendency
a.. Function of purchases . of purchases on sa]es h .
'b. Budgeting - T : . , T
c. Regquisitioning s i Prepate a buagctﬁfﬁr.a retail
. - d. Ordering N 'store selling recdkd% ;
e. Receiving 7 g v 5
f.. Handling accodpts payab]e ’F . Type req s1t‘ions an-d purshase
ot g. - Remittance, claims %nd s " orde ?& punchas1ng ﬁecords
. adjustment 1@tters Y T /F AR DR RN Y
- h. Purchases/accounts oayaﬁ]e NS . Comparg purchase ordgrs W1th
. g &, ob $1mu1at1on , ) B frece1v1nq reports T R
Lo . g ¥ }:}“ A K
! -~ i s ) s .A i 5
R S R o Cdmpose«and type 1etters : dls
o B S ' e dea11ng wwth adJustmgnt and
L N ) - claims. SR
. ' ’ ‘ . - o g n 1 ) : P - i o
\) =" . o '- . . . . 3 o s bl . . - . i v:. Do ., ‘ ,
‘ . l . F) . Z ﬁ . . A ‘." /! . . O’ . , . J_;:»i' . - _:;aa.. **;n;, " l’.. :,’i. :l




, Qutline I ;)j% T f S Act1v1t1es ,X- 3
. \ . N
o . . P D1SCuss the relationsh1p of
o P . e ; - purchases™to actounts pay-
R LT e T T dblens :
,.t~ . ] ’ n o0 ) - ’
. .o S T Record pert1nent data in
- > e T ) accounts payab]e ledgers:
. . . ,,"“_‘#.' >, - ~y
, N, T o N omp1eté purchasesyaccounts
v LT LTS payable job. s1mu1at1on
) s . R . >’ b . Y
6. Sales é/d Accounts - % | \,s.éhdre play »situations qnvo]v1ng
. > 7 Recefvdble Systems ~ ; o) gcustomer contact. ’
- " a.. Customer”contagf - A ‘1
« © (1) SaTes<lettars . -, L Compose and type sales pro-
= e (2) 4Te1ephone tommunﬁc5:“ u,;”t‘~'m0t10n letters
, -tions - 7 N
b. Processing orders oL »{.-Dlscuss methods of check1ng
c. Billing to - SRV Y- ¥ Customer S credrt
d. Customer- complalnts L A, -
. e. Recordifg sales- T Fhvite speaker from credit -
f. Preparing statements, * bureau, to discuss_the impor-
. acknowledgments, credit, . - . tance of ‘a good cred1t rat1ng
and cpllection letters . .o
g. Sales) and accounts - . NS Prepare 1nvo1ces for a ‘group
receivable simulation | ~ B of - pgrchgse orders
' e 'l‘; . Record;pert1nent 1nformation'
el . ‘" -lin accounts receivable ledger.
v ﬂt" .:' "‘A . e -
‘ ’ = ™ ;.. Complete sales/accounts
. receivab]h'job simu]ation.
7. Payroll Systems™ . T D1scuss the. effects of govern-
\;///’f\\ ' a. Methods. of payment ‘ 8\ ment regu1at1ons upOn payroll
Payroll data . ; procedures S .

b.

c. Preparing the payroll v . ..
d. Payroll job simulation ; Examine tables of deductions
and do bractice exercisest

Complete a s1mu1ated payroll

project. .
8. Personal Taxes . . " Illustrate ways to maintain
. a. Income tax recordkeeping i jincome tax records.

b. Income tax returns -
’ Obtain forms, and book1ets
from government revenue
agencwes 9
Ty Comp]ete income tax forms.

' .-

sen
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R 0ut11ne - A -, ) Act1v1t1es
<o . ' " ' s ¢
Cos 9, Plann1ng Bus1ness Trqxe] o . Com ose and typera report
Yo a. Travel services. v) ' . “about a ceuntry each student
' . b." Domestjc and international .. ".. -would Tike to,vigity te t -
oo travel ' * . - >
R R c.. Hotel/motel arnangEments e Inv1te a local trave] agent
: d. Trayvel funds: | to discuss services a travel
_e.  Itinergries and expense agency.offers ",
.o reports . ° o ) g R (
f. Lettﬁrs making resérvaxions . Illustrate §ecuping‘reservq-
L T ' X tions for hotel and travef’
: ‘ through simulated situations.
- > T ' - . _Plan.airtine.sChedule for a
o : - C ) " trip to Chigcago using airline
' ° 3 S o f]1ght schedu]es '
; ) i Compose and . type 1etters of .
) L. S oo reservat1on h
A ~

, S " - R D1scuss types of travel funds
(. ‘ - I available and the advantages
. : : ' .-and disadvantages of each.

- vPrepare.an itinetrary and
" expense report.

10. Meetings. and Conferences' D1scuss and plan a d1str1ct

a. Planning and arranging i ﬂ.wl -FBLA ‘meeting.
. b. Letters and follow-up , . :
c. Minutes of meetings o . Compose and type an .agenda -

for FBLA meet1ng

Composefand type letters  for
handling all arrangements.

11. ~Job Simulations . , . Compléete job simulations to
a. Legal typist meet career abjectives to
b. Corresponding secretary students.
c¢. Administrative assistant o .

vd. Medical typist :
e. Real estate.clerk . (/
. f. yInsurance clerk g. Others
12. 0Office Simulation - . Use model office.simulation__

- - to reflect realistic office
' organization, work flow, oral
and written communications,
interpersonal relations,
priorities, and office standards
of usability.

‘ ’ : ~
Yt
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13. Directed Work Expenience L B Relate.classroom instruction

b o . o N/ ' ~ with work experiencé.

. EVALUATION: Various procedures shou]d be developed by the 1nstructor to
“y ~obtain pertinent information concerning the .achievement:and progress of
. T of students. The number and variety of methods used w111 depend upon

the 1n1tiat1ve and resourcefulness of the instructor. " A nhumber of these
_methods include: ,

1. Printed tests correlated with textbook( ).
2. Teneral standardized tests. ’

3. Teacher-made short-answer, essay, and prob]em solv1ng tests.
4. Evaluatior of oral participation, discussion, setting work
priorities, attitudes, handling materials and equ1pment

" and ability to meet office standards.
' 5. Checklist of promptness, neatness, and accuracy 1n all
assigned work. .

6. Business simulations and projects.

‘\\

INSTRUCTIONAL MEDIA: The media may include textbooks, supplementary
* books, pamphlets, workbooks, transparencies, films, filmstrips,
cassettes, reference manuals, dictionaries, and bulletin boards.

L2

trips, guest speakers, practice sets, business simulations (in-basket,
unipack, task, model office, teacher prepared), integrated projects,
,career- related projects, se]f paced instruction, work experience, |
“learning act1v1ty packages (commercially and teacher prepared), quest
projects, rotat1ons, and model office simulations.

INSTRUCTIONAL APPROACHES: Instructional approaches may inclide %iEld

. FACILITIES, EQUIPMENT, AND: SUPPLIES %efer ‘to Section v)m of th1s '
gu1de . -
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SOPI NO.: -6321 © COURSE TITLE: Recordkeepihg T0.E CODE: 14.0100}

COURSE DESCRIPTION (Semester 1) ‘This course is designed to: prepare
students. for occupations requiring a variety of clerical -accounting
skills. The student gains an elementary insight into the organization,
operation, and control of business through the use of a series of ‘
fundamental recording -activities. Learning a3t1v1t1es .that provide O
for review and reinforcement 0f computational /§kills, are interwoven ‘
into the course content. Areas of study include persona] recordkeeping

and income taxes, cashier records, petty cash, banking, sales, and '
purchases. ~Adding machines and/or ta]cu]ators should be available
for student use. . .
LEVEL: . Grades 10, 11 .CREDIT: 1T Unit LENGTH: 2 Semesters

LY

PREREQUISTTE: Business Math or pretest equivalency

"OBJECTIVES: At the end of study in Recordkeeping; Semester 1, the
student will: o . : '

1. Demonstrate proper work habits and attitudes. «
2. Demonstrate skill and accuracy in computat1ons (manUal‘and/or
machine). -

3. Demonstrate the ab111ty to maintain personal bUS1ness records
and prepare persona] income tax returns.
4. Demonstrate’an understanding of e]ementary bus1ness concepts

and procedures.
5. Demonstrate an understand1ng of the duties of a cashier.
6. Demonstrate the abjlity to maintain a petty cash fund and-
. petty cash records.
< 7. Demonstrate the ability to open a checking account -endorse
- checks, write checks, and reconcile a bank: statement. .
8. Demonstrate an understanding of the various services of
banks.
9. Demonstrate the.ability to record cash and charge sales on
, sales forms. of various -styles and compute the sales tax..
10. Demonstirate an understanding of sales returns and allowances.
11. Demonstrate the ab111ty to open, -post to, and balance a
customer's account in a ledger and prepare the customer's
. statement of account. ¢
12. Demonstrate the ability to keep stock record cards and pre- .
pare purchase requisitions, pr1ce QJotat1on cards, and '
purchase orders. \
. 13. Demonstrate an understanding of the concept of stock and
inventory control through the use of roper recordkeep1ng
. and purchasing procedures. r
14. Demonstrate an understanding of accounts payab]e procedures.

r

r .
~, ¢ H b

'.l ;‘;; ;-
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" CONTENT OUTLINE AND SUGGLSTED TEACHING/LEAR&\*G ACITIVITES ot

0ut11ne -

Introduction

a. Purpose of records

b. Accuracy * «

c. Legibility

d Computationahémanua]
and/or machin%)

Personal Recordkeep1ng

a. Planning personal
finances

b. Records of income and
expenses’

c. Summarizing income and

expenses
d. Personal taxes
(1) Property taxes
(2) Social Security
- tax ,
" (3) “Income tax

Cashier Records -

a: Recording receipts
b. Cash registers

c. Proof of cash

d. Daily report

~

Petty Cash Records -

. a. Petty cash vouchers -

b.. Classifying business
- .expenses
' Petty cash book

c. .
d. Replenishing the. petty

cash fund . \

s

o d

2

Banking Records
a. Opening a checking

account
b. Making'deposits
c. Endorsements
d. Writing checks and

check stubs .

e. Reconciling the ba@k
statement

f. Other bank services

" Use EDL Sﬁn]]bu11der 5 m1nutes\per

==

i

W Lo
I I o

{ { . A
I Act1v1t1es- ‘ 4

I
Pretest aﬁL analyze students math
skills and‘weaknesses, review
math prindiples and make. individual
ass1gnment$ as needed .

I

3

day to bum]d speed and - atcuracy :

©in menta]‘¢pmputat1onSu

1

ped materials for re-
11thmet1c skills if
di

W
Use add1ng tnd/or ca]culat1ng
machines fo computations in pyo-
blems and &idu]ated projects. = -

Use progra
building a
necessary

D1scuss rec rds kept -in home
and school nq purposes; then

.re1ate to bd51ness : ’

Relate teacher\
experiences o]v1ng errors
and/or 111 g1b1]1ty in records
and the consequences\

jor student

Have students, compare l1ists of

‘names and multi-digit numbers

for likes and un11kes

Throughout - thé course, use trans-

‘parencies and/pr bulletin boards
“to present, e p1a1n, and/or re-

view forms uSE d
i

Use textbook quest1ons and prob]ems'

* . for discussien | and practice, -

Use transparenc1es ‘of various forms
projected on the chalkboard to
demonstrate how to fill them in,

“and have students practice ‘com- e
_ pleting them. :

Have students prepare persona]
and/or family budget
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c) * Qutline - . . '(|°- | ‘Activities

. . . . . 6.. Sales Records * "~ . . Use simulated project involving
. : a. Sales tickets " family income and expense cover1ng
e : b. Sales tax = ' a month. ‘
c._ Charge accounts, - ' ‘ _ .
SR . d. "Sales returns, " . Discuss records'needed for .income
T - e, Statements of.-account - * tax purposes. . .
‘ f. Accounts receivable , .
Co ) . Discuss income tax materials from ™
) 7. Purchasés Records - : IRS and complete problems.. :
a. ~Stock record cards . S . .
. b. Purchase. requisitions. . Use simulated .project involving
c¢. Price quotation cards . writing receipts, proving cash,
. d. . Orderipg and rece1v1ng and preparing daily report..
~ * merchandise . g ' ,
¢« . . e. Processing invoices - . Relate the cashier unit to an FBLA
. o f. * Accounts payable pro- fund-raising prOJect
' - cedyres _
. T . g. ' Inventory'control - . Invite ama nager and a cash1er .
* ’ L . i ~ from a 13&6] supermarket to dis-'
\ : > cuss qualifications and duties.
SR N S ijof a cashier and opportunities
- _ . . for advancement. : .
'( 3 - : . Comp]ete 51mu1ated project in-
_ - , C volving the petty cash fund.
( . ., . Secure a speaker'from a local bank
. /ﬁ R s to discuss banking records and .
servicds and/or arrange a tour
- - . of .a banking firm » ,
. ' E;- \\‘ . / . ' ‘% °Assign committees to visit varjt

arjous
A banks to obtain information gﬁz
~ procedures fpr .opening and main-
taining accounts and give oral
repori§ to class showing forms
- used. . ‘

- - Secure and use materials and film(s)
2 _ - available from Am®rican Bankers
: ' ) Association. . '
N T (‘ : . ) '
_ ) ¢. 7 " . Complete simulated project covering
> : . / activities from opening a checking
ff\ , ¢ ~ account through reconciling the
, bank statement at the end of the
first month.

»
\

. ) { . Complete sales tickets for purchases
) :) from information prc ‘ided hv
teacher und/ovr  fyd
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LT . . .
. . . Outline . . : ‘ Activities

Have students relate bxﬁﬁ;ienceg
as sales clerks in part-time jobs. -

. )

¥\\ . Complgte a simulated project in-

' volving charge sales, payments,
and returns for a customer for one
month, posting to customer's
account, and preparing end-of-the
month statement. '

.. Complete simulated.project ,in-
AN cluding activities from time
) . Mmaterial is requisitioned until
. ‘ it is received, shipment checked,
and payment ordered. . . .

. . Emphasize impogﬁance of sales and
purchases records and stock con-
.. : trol records to management. In-
' : \ o "vite local business ra@presentative
- SR . to discuss this with class.

, A . Several of the 0JT projects (Gregg)
, ¥ would be appropriate during this »
. , , first semester of Recordkeeping
: (Office Cashier, Accounts Receiv-
able Clerk, Accounts Payable Clerk,.
Stock Control Clerk, for example).

r
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‘Recordkeep1)g f
‘ ’ _ Semester 2 X
. e ‘ v
‘ COURSE DESCRIPTION:® This course expands the study of recordkeep1ng
into the areas of payroll, filing, automation, and introduction to
the theory of accounting. It is designed to enable.the ‘student to
develop job-entry skill in single- entry recordkeeping and also may - '
provide foundation for further study in double- -entry accou9k1ng ' a
- ‘Adding mach1nes and/or ca]cu]ators shoulo be ava11ab1e fBr student use

PREREQUISITE Recordkeep1ng, Semester 1 ' .
OBJECTIVES: At the end of study in Recordkeep1ng, Semester 2, the

\ _ Student will: , ) AT
. .1.. Demonstrate proper work habits and-attitudes, ..
2. Demonstrate skill and accuracy in computat1on (manual . »
1 and/or machine). i ’ ‘\\
. . 3. Demonstrate the ability to compute tOtaﬂ hours worked gross s
. . earnings, deductions, and net earnings.

“

from earnings.
5. Demonstrate the ability to apply the basic a]phabet1c rules
for filing personal and business mames.
6. Demonstrate an awareness of the methods of -filing other than
alphabetic.
7. Demonstrate an understand1ng of the purposes 6f various
financia} statements, the information each contains, and the
. use of dach by management. Q;
¥ 8. Demonstrate an understanding of the role of automa¢1on in
maintaining financial" records and preparing financial reports.

4. Demonstrate an understanding of th& var1ous deduct1oﬂs made g\ ..

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES:

! ' Outline o Activities
- T \ T
1. Payroll Records ' . Use adding and/or ca]cu]éting
~ : a. .Time cards machines for computations in
b. Computation &t gross probléms and simulated projects.
earnings . 3
c. Deductions and net .- Throughout the course, use trans-
earnings ‘ »parencies and/or bulletin boards
d.  Payroll . "to present, explain. and/ review
e. Currency memo s : forms,used. .
f. Employees' earnings ‘ - ) L
records ' Use textbook 2§estions and problems - -
/] - © . g. Payroll tax reports for discussion and practice. '
2. Filing . Use transparenc1es or various forms
a. Alphabetic f111ng _projected on chalkboard to demgn-.
‘. b. Subject and numeric strate and have students practice
filing . filling in the forms.
c. Other filing methods ’ w v
d. Records management . Have students relate. experiences
from part- -time jobs when.applicable

to a ‘unit.

o \

\‘l . / ; \“d v/.“.} ” { '
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L Lo * Qutline = I > S Activities T/ o ,
o C3) Automation (may be intes - . . Sectke from local businés§e§
-grated with other units . formq used-in comp]et]ng the
where applicable) - payr

11

. S a. Manual and mechanjcal ' ' ‘ -

. {35\\\;? - data processing \. . - Complete payroll oy%ct1ce set or
N - . " .b. Punched card Y ~ simulated prOJect n o

: c.¥ Elettronic:  *- - 7. v " -
I ' o, T L Use letters and cards from type- |,
% ) .~ 4. Introduction to Account1ng. writing and tfanscription classes
e : a. Accounting equatidn ~»  for filing pract1ce—§f11e alpha- .
» . . bs" Debits:and cred1ts - ’bet1ca11y, then convert to- -
{ B Journals,and Journa1- ‘ numeric. . * (¢ ‘ .
) . . . ]Z]nq, . . ) e . N '
R ~, + d. ‘Ledger accounts ‘and '.v'V1s1t a local business and observe )
' S posting -« + - * the filing metﬁods and equipment
) e, Purchases Journal used . S e R
. f. Cashzpayments journal- ' : ’ '
1 ' g. Salesy journal . . V1s1t an office SUpply store to
h. Cash ‘receipts journal see most up-to-date filing ‘equip- .
i. End-of-period. reports ent if not- seen in visit]to p
b S (1) Trial balance local business. " , -
0 L (2) " Income statement p . T
. S " (3 Balance sheet . Time students on finding list{6$
(U - . J. Accounts receivable and names and organ1zat1ons in telephone - .
. . .- > . accounts payable - directory. - _ e
) s ) . .. .Use EDL Sk111bu1lder for. filing
- R . , . s . review. v :
C Yo ' v . Complete-a filing practice set. f</
r . " . . . . . . B ‘
o N . 7. Mave working studentt/oescribe
" R T o . fﬁﬂ1ng systems*%nd procedures. in
' ' ' f : o - %§f1ces where they work. - ’
\ o " .+ % Discuss—the use &f automated and k
. v L, . electronit- equipMgnt “in storage Z
o , R , - - and rétrieval of {{nformation. ’ '
. /// .. Complete a relor keeping practice .
y R, L (?&L\) set or simufated project cover1ng :
« . the operatdon’of a small- retai}
« T bfsiness for a month and inctuding -
o all aspects of financig]‘records '~ .

-

overed Recordkeep1ng -
... Ekmphasize how extensively automated
.- . and elgctronic equ1pment are used .
o in the‘maintenance of financial
: .. rectords and the preparation of
s ' - - financial reports and statements.
: ' show filmsor visit local business
: _ vgosupp]ement texgbook and re-
i ; VAR 3 ~4\§ ferenpe-materia1s. '

o | - g . . | l‘ '_ 2‘. / | ‘ / t
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Qutline . - Coe S f oy .Agtivities.

Secure puﬁched cards and ekp]ainl
the concept. Use chalkboard

diagram. and/on transparenc1esj :\\

L 4
Visit schpo} data process1ng
ceter if there is ope.

List items owned and gwed and
: ) relate them to the account1ng,
2 ._equat1on , .

: N .. Using the T-account, analyze and
o - record transactions involving the
S basic principles of the account1ng

_ cycle. )
- A \ N
. - - . Discuss the kind of proof that is
AN n ~ provided by a trial balance. °

. . Solve sample preb]ems, involvirg
; ' - ‘working papers, retated to the step
: f1n the simple account1ng cycle.:

S

Several of . Dhe OJT“prOJects (Gregg)

bo- ' - second semester of Recordkeeping
(PayrolT Clerk, File Clerk, for"
example).

< would beéifprbpriate during this

-~ .

EVALUATION: Various procetures should .be developed by the-instructor
to obtain pertinent information concerning the achievement aed progress
of students. The number and variety of-methods used will dbpend upon -
the initiative and resourgefulness of the 1Qstructor The following
methods of evaluation argisuggested. L ‘g;

s wr =

7

. f 3 -, , .. _
Printed tests,cqrrelatéﬁ with the tbxtbook
Standardized tests'with wo reference to a particular text
Teacher-made short-answer, essay, and problem-solving tests

Observation of class participation and attitude ~ .

Evaluation of use of bus1nesszterm1nology in oral and written
assignments and tests : R

Evaluation for neatness and accuracy\e{_sgmglgted business
forms, records, and transactions J

Perjodic evaluation for ‘accutacy and neatness throughout each

. practice set and/or s1mu1ataon
,_/

_INSTRUCTIONAL MEDIA- The media ‘may include current ,recordkeeping
textbooks, career pamphlets, business forms, transparencies, films,
filmstrips, simulated progzcts@ practice setls, programmed materials;

7 ¥ o 7 L :

and bullet1n board display

K »
; ~ .- T »
. . .

&
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’ " INSTROCTIONAL APPROACHES: Instructional approaches should include a
combination of individual and group agtivities using a variety of
+ téchniques. These techniques may include lecture, ctlass d1scuss1on,~ ' .
« individwal and/or tommittee reports, guest speakers, self-paced - t
instruction, programmed 1nstruct10n learning activity packets, and
/ s1mu1atlon ; , .

{ . -
. R ] « — i . ) b -, e
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FACIgITIES, EQUIPMENT, AND SUPPLIES: Sée SettioanIII:of this guide.-

R
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* SDPI NO.: 6212 4C0URSE:IJTLE: Shorthand I 0.e. CODE: 14.0700
) - . A T ot m . .v‘ . -
/ T LEVEL'7 Grades 10 . 12 . \‘\CQEDIT° 1 pnit LENGTH: = 2 semesters
oL
. y PREREQUISITES Typewr1t1ng I and a work1ng know]edge of Eng}1sh grammar «
. and meehan1cs as measure{_py pretest , S
o - F1rst Semester' A
.+ 7. COURSE DESCRIPTION: This coukg,e covers. the . fundamentals. of -shorthind.
: It is designed -to develop fluencysin readiny shovthand -plate material and .
notes rapidly and accurately and the ability to wgite practiced 'and pre-
viewed dictation and te transcr1be meaningful typewritten copy. Primary °
emphasis is on the presentation and practice of the principles and theory:
) as a foundation for advanced dictatior and transcrjption, in latef semesters.
(i . Typewr1ters should be availaple -for student use o [
< OBJEETIVES° At the end df study in Shorthand L, the student w111‘,
t . . ~
N ‘ 1. Recogpﬁze sounds, record in shorthand the sounds heard, and read -
ot g shorthand notes and plates rapidly and accurately '
2. Integrate shorthand skill with .the development of correct gram-
matical usage,\punctuat1on, sentence structure, spe111ng, cap1- 2
o \ talization, and typewriting
. : ‘ 3. Take previéwed rew-matt d1ctat1on at a-m1n1mum of 60 words per )\
minute for three minutes and transcribe 1n typewr1tten form w1th
. at least 95% accuracy
, 4. Demonstrate des1rab1e personal tra{ts nécessary for off1ce employ-
‘ T ment , , AY .
{ AVEONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES:
: . o - e
/ " Outline L o - Activjties | ke ,
. .
1. Introduction to Shorthaqh- . Pretest for basic Eng]1sh sk111s and
b - Listening, Reading, and typewriting sk111 . .
Writing Skills
b. Pretranscription Sk1lls : Have students use two notebooks, one
‘ c.. Developing Good Work .~ for homeworK practice and one(?or‘
_ o Habits : class dictation. .Check homework note-
o -d. Career Opportunities - . book per10d1ta11y and ‘have students
. oy read and then give them practice.
. ) 2. Theory - dictation "from homework of two or -
; y ’ a. Strokes and Words = . three days earlier.
b. Joining Principles . '
. c. Brief Forms ‘ . Study\advert1sements requiring short-
d. -Phrases A *'hand,sleW _
) e. Ward Beginnings™and. T \ .
>, Endings v . D1st1ngu1sh between a secretarial -
. f. Omission of sounds and position and other" off1ce pos1t1ons
. - letters : ; \
¥ - -, . Evaluate the 1mportance of shorthand

‘1 : as a salable skill.

. " Determine TOcal salaries for secretaries

;3 3
~ .
X /s -




Read1ng and wr1t1ng

a. Rev1ew of ‘basic ele-
“rments of shorthand

b. Deve]opment of speed
and accuracy

c. Extension -of’ shorthand
theory

-

D1ctat1on £

a, " Familiar material

b. .Previewed unfamiliar
material ~~

[

-Transcription

’ Oral .

Typewritten
Praefreading
Correcting ervrors
Reference materials

D QN oD

Mailable Letters

a. Definition ¢
b Elements

c. Letter styles

-

203
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?
Pract1ce desirable work habit's such
as ability to organ1ze to follow
instructions, and to complete tasks
thorough]y, eff1c1ent]y, and eorrect]y

*

.- Analyze the nged‘for.COnt1nu1ng improve-

. ment in .spelling, punctuation, sen-

Ef.

tence structure, and ]etter format.

Read. and pract1ce fram cha]kboard and/’

or overhead presentation.of outlines.

Introduce theory throﬁgh chalkboard
and/or overhead presentation empha-
sizing phdnet1c a550c1at1on

Distinguish between the use of brief
form der1vat1ves and regular outline
forms.

. Read, ang write shortffand in game
activitrtes—such ay crossword puzzles,
bingo, and flash cards.

-

Read -and write from tapes, transpar-
encies, and the controlled reader.

lash cards, transparencies, and/or
chalkboard. "

'

'bifferentiate/o%tween "writing" out-

lines and "drawing" outlines.

Demonstraté proper organization of
materials, posture, handwriting posi-
tions, position of notebook, and mark-
iqq of notebook.

/ B
\ ‘Read for short periods from textbook

plates, controlled reader, homework
notes, and class dictation.

Complete reading and writing practices
on theory principles.

Take dictation from Practiced and
previewed material and transcribe
orally. :

Take dictatiog for short periods of
t e of previewed new material and
transcribe in typewritten form.

|
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. ] . Use multi-channel lab for dicgation
' speed-building to fit 1nd1v1dua1 stu-
dent needs.

. . . .. Review and refine proofreading énd
v ) ) 4 S correcting skills developed in type-
. S ' : "~ writing classes.

. Use reference materials for word divi- -
. sion and other transcription problems.

-. Review letter styles, placement, and .
parts.

. Differentiate between mailable and
unmailable letters.

Second Semester

COURSE DESCRIPTION: This course is designed to review and to build on

the fundamentals of -shorthand and to develop fluency in writing shorthand
notes rap1d1y and accurately from previewed new-matter dictation. Emphasis
is placed on the development of corréct machine transcription techniques
and the production of typewritten mailable copy. Typewriters should be
ava11ab1e for student use.

© OBJECTIVES: At the end of study in Shorthand [T, the student will:

1. Demonstrate mastery of shorthand theory

2. Expand shorthand vocabulary.

3. Take previewed new-matter dictation at a minimum of 80 words per
minute for three minutes and transcribe mailable typewritten

copy

Demonstrate acceptable transcription techniques s

Use appropriate reference materials efficiently when transcribing
Demonstrate the ability to follow instructions

Demonstrate desirable ‘attitudes and traits acceptable in the
seCretarial professioen

~N OO s

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES:

Outline : Aetivities
1. Theory Review . Review theory sytematically through
a. Word beginnings and chalkboard and/or overhead presenta-
endings - ‘ tion of outlines.
b. Principles of Joining ‘
¢. Omission of sounds and /. Continue use of two notebodks as in
letters Shorthand I - one for homework prac-
d. Phrasing tice and one for classwork dictation.
e. Brief forms and brief ’
form dervivatives . Reinforce skills through reading and
f. Most-used words writing shorthand outlines.




Read1nq

a. Reading for content

b. Reinforcement of
shorthand outlines
and principles’

c. Increasing rate of

reading from shorthand
notes

Speed and Accuracy in

Dictation
~a. Familiar material
b. Unfamiliar material with
previews
€. Shortcuts in tak1ng
dictation
d. Extension of shorthand

theory

Speed and Accuracy in
Transcription

a.

a0

g.
h.

Refinement of spelling,
punctuation, and English
usage -

Proofreading

Correcting errors
Judgment placement of
typewritten copy

Carbon copies

Review of secretarial
reference materials
Special transcription
problems

Letter styles

Att{tudes and Work Habits

a.
b.

C.

Personal pride in quality
work

Desire to produce mailable

copy
Following instructions

205

o~

. Compare reading rate from shorthand

copy with that from longhand copy
and set increasingly higher percentage
goals.

. Interpret transcribed notes as to

conterit and meaning.

. U§e.mu]tj-¢ﬁanne1<1abpratory for

dictation practice to,fit ~individual
student needs. '

''. Take dictation at increasingly higher

speeds for longer periods of time on -
familiar and previewed unfamiliar
material.

. Proofriead and correct errors in

spelling, punctuation, grammar and
typewriting using a variety of
references.

. Practice error correction using a

variety of correction materials.

. Discuss the characteristics of mail-

able copy, using actual Jetters as
examples.

Improve shorthand techniques through
individualized instruction using
tapes and/or other types of media.

. Give students timed practice on

letter parts to decrease waste of
time in transcription.

. Use judgment placement in transcrib-

ing shorthand notes into mailable
copy.

. Practice intensively on dictation

material containing the 1500 most
frequently occurring words 1n busi-
ness correspondecne

. Discuss the importance of producing

work of mailable quality.

. Discuss effect of mailable copy on

reader As compared with that of
unmailfable copy.

. Use role playing to practice follow-

ing instructions.
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EV&&UATION Various procedures should be developed by. the instructor to
obtain pert1nent information concerning the achievement and progress of '
students. The number and variety of methon used will depend upon the
initiative and resourcefulness of the 1nstructor A few of these methods
inglude the following: TN

1. Written recognition of students' shorthand’out1{nes written from
dictation o

2. Typewritten ‘transcripts eva1uated on ma11ab111ty
“ 3. Oral reading teésts
4. Timed transcription tests evaluated on speed and percent of error
5. Reading and transcribing on the typewriter from selected homework
assignments '
6. Evaluation of promptness, neatness, accuracy,-and leégibility in

assigned work
7. Observation of work hab1ts and attitudes

INSTRUCTIONAL MEDIA: The med1a used may include current shorthand text-
books, supplementary shorthand dictation books, workbooks, transparencies,
films, filmstrips, cassettes, tapes, records, shorthand charts and posters,
“dictionaries, stenographic reference books, bullgtin boards, games,
individualized learning packets (Commercially and/or teacher prepared),

and the multi=channel laboratory.

- INSTRUCTIONAL APPROACHES: Instructional approaches may include a combina-
tion of individual ‘and group activities using a variety of techniques.

. These techniques may include resource persons, individually prescribed
instruction, repetitive practice, programmed materials, learning activity
packages, teacher and student demonstrations, and role playing.

FACILITIES, EQUIPMENT, QND SUPPLIES: Refer to Section VIII, Facilities,
* " Equipment, and Supplies.

S
N &
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SDPI NO.: 6213 '//E;;;;E TIILE: Shorthand II 0.E. CODE: 14.0700 .
7 LEVEL: Grades 11 and .. 'CREDIf: 1 unit LENGTH: 2 semesters |
" PREREQUISITES: Typewriting I, Shorthand i | o
. RS , | First Semester * B ’ !
' COURSE DESCRIPTION " This course is des1gned to further refine sk111s'1n;
shorthand, typewriting, and language arts, and to apply these skills 1n‘ U

the production of mailable typewritten transcripts. Emphas1s is placed
on developing the ab111ty to take dictation of previewed new‘material at
increasingly higher speeds for Tonger periods of time and to transcribe:
mailable copy at acceptable job-entry rates. Typewriters must -be avail-
abte for student use. _ ) R
OBJECTIVES: At the end Lf gtidy in Shorthand II, first semester, the )
student w111 .
1. Take prev1ewed new-matter dictation at a minimum of 90 words per
Mminute for three minutes and transcribe ma11ab1e typewritten copy :
“at a minimum of 10 words per minute

2. Take office-style dictation and make indic ted corrections .
3. Intedrate shorthand skills with acceptab+€ secretar1a1 procedures
4. Use judgment in copy placement
5. Use. the d1ct1onary and other reference mater1a1 with increased”’
’ proficiency “
6. Follow 1nstruct1ons explicitly, expressed and implied
7. Demonstrate personal traits and attitudes acceptable in the

secretarial profession C

S . '
CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: o
. » . . .
Qutline o ) Activities \ -
P ) .1 . ' 'N?i @
1. Refinement of Dictation * . Use overhead prOJectoﬁ for theory
. a. Familiar material review a few minutes each day
b. UnfafiTiar material ﬁ .
c. Phrasing : . Take dictation at 1ncreas1ng]y h1gher -
d. Special abbreviations speeds for longer per1ods of time on v
e. Shortcuts previewed unfamiliar material for a .
. f. Extending scope of major protion of each class period
vocabulary and transcribe orally.
2. " Office-Style Dictation . Use multi-channel laboratory for
. .a. Problems dictation practice to suit individual
= b. Solutions student " needs.
3. Refjnement of Transcription . Refine phrasing, specia] abbrevia--
a. Mailable copy tions, and shortcuts through inten-
b. Multiple carbons sive practice.
¢. Duplicating processes -
d. Figures, addresses, and . Discuss office-style dictation pro-
dates cedures.

e. Mailing lists

L; N 2 S
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& .
? Ref]nement of . Wark Hauﬁ . Take office-style dictation from
© a. Working without sp tapes and from business persons. ‘-
directions and sup: . T , ’ N .
sion ' . .Practice taking dictation with
» & b. Neatness and 0rder11ness interruptionsrand changes.
" ¢. Flow'of work , '
d. Using dictionaries and . Transcribe mean1ngfu1 typewr]tten '
h other reference mate- =  .copy from\office- sfy]e d1ctat10n ’
rials . ' notes.
e. Proofread1hg and correc- . R
_ . tions . Have students take dictation from -
M : ~various sources such ‘as other stu-
T ‘ . ' _— dents, resource persons, tapes, and
- : - records. .
Ll ’ , -, .. Vary.terminology in dictated material,
- \ . : P .. i.e. legal, medical, 1nsuraqfe, real
. ,estate, and statistical.u
. . . Give students timed practlce on letter
N o * parts to increase transcr1pt1on rates.
! E " . Transcribe the day after d1ctat1on
is given. N oo
' . v . ) .
Y ' . ' . Have students proofread each other' s
’ i s transcr1pts and eva]ﬂate for mail- -
ability. T ’
. R . ~ "‘d : \
» o , S . Practice transcribing with multiple
. o v carbons ,using-carbon’ copy notat10ns

_ . . Transcribe for letter from short-

R » L hand notes; type on master and :
' duplicate; fill in date, inside
address, and satutation from a mail-
ing list,” and prepare for mailing.

o\ /. Use s1mu1ated progects with-Tess
specific d1rect1ons

. Use role playing to demonstrate the
advantages of good work habits.

B

. Practice work habits, attitudes, and

N qy{gﬁ' ‘ ' traits necessary in the business
ST N . N
S : office. * .
‘ . Have current]y.employed students
‘ share job experiences.
[ ' R <

2.)
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* Shorthand 1T
Semester 2 : )

COURSE DESCRIPTION:. This course prov1des ref1nement of shorthand. sk1115 ,
and their integration with other types ‘of -secretarial procedures.
Emphasis is on the further development of dictation and transcription

] _ .skillg and of desirahle work habits, attitudes, and character traits

o + necessary for employment in a business off1ce Typewriters must be
available for student use. : _ v .

OBJECTIVES: Atwthe end of study in Shorthand II, second semester, the
student will: ' . : T . . ;

: : 1. Take previewed new-matter d1ctat1on at a minimum of 100 words
o per minute for three minutes and transcribe mailable typewr1ttén
letters—at a minimum of 15 words per minute with carbon copies .
and envelopes
2. Assembleroriginalk, cqrbon sheets., second sheets, and enve]opes
correctly and eff1c1ent1y .
- . 3. Use judgment in copy placement
¢ 4. Take office- sty]e dictation and tran%cr1be mdilable typewr1tten
* letters at a minimum of 10 words per minute with carbon copies
and envelopes ’
5. Take dictation of business reports and mtnutes -and transcr1be
' usable copy .
Integrate shorthand skills with acceptab]e secretarial procedures
Demonstrate desirable attitudes, ideals, and tra1ts representa—
tive of the secretarial employee

~N O

-

CONTENT‘OUTLJNE AND SAMPLE TEACHING/LEARNING ACTIVITIES:

- ;

Qutline : . Actiyities ¢
Outlie letjities © .

1. Skill Development . . Take dictation on progressively diffi-
a. Theory Review cult material at increasingly higher
, b. Increased length and - spedds for longer periods ~” *time on
o difficulty of dictation previewed new material.
c. Vocabulary extension
d. Dictation from various =~ iive students timed .pract
sources Ietteﬁmbarts to 1ncrease T cription
e. Perfection of transcrip- “rates.
tion skill ] -
f.  Office-style dictation . Transcribe—the day after the d - tation
g. Correction techniques is given } .
, : Bode
2y, Skill Integration : . Have students take djctation from
a. Fusion of shorthand, various sources such as,other students,
typing, and 1anguage arts resource persons, tapes, and records.
skills T v ‘
b. Techniques, work hab1ts, “ . Complete 1ntegrated p(gjects.
and attitudes -
c. Simplé and complex tasks 4 Solve error- corre;t1on drob]ems using
N ) d. Decisian making a variety of methods and devices.
e. Minutes of business l . ; o
e meetings )
o 2L v
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i , .

f. Business reports . . Practice taking minutes and taking

g. Deadlines ) _ .- dictation of business reports and ~

h. Priorities g e producing usable transcripts.
3. Spec1a11zed D1ctat10n/ -t . Use simu]atediprOJects to dractice

Transcription . |, decision making and determining '

a. Medical g -« priorities. .

b. Legal ’ - . \\ : . .

c. Executive . Complete dictation/transcription’

d. Technica]' . Pprojects using spec1a11zed vocabu-

. lary. : b

‘4. Preparation for Employment

a. State and Federal civil . Have medical and/or 1ega1 secretary

~ service examination ' speak to class. v

b. Local buSiness employment

c. Local job-entry requ1re— . Study tlocal emp]oyment tests and Jjob-

; ments : - entry requ1rements through inber-
S - . views conducted in the bus1ness .
- community. ‘ ool

A
>

Review sample civil service exams
and determine levels of tompetencies

- a ~ .required for government empryment.
> ‘ .
P - Take Civil Service Examinations Nl
(State -and Federal) . C

EVALUATION: Various procedures shou]d be developed by the instructor to
obtain pertinent information concerning the achievement “and progress of
,Students. The number and variety of méthods used will depend upon the
’1n1t1at1ve'and tesourdgefulness of the ¥n-+- : A few Hf these methods
include the foylowing

1. Timed transcript o from tim .tation evaluated on bagis of
speed A E ’
2. Typewritten tran&cr1pts evalu d on. basis of mailability
3. Integratéd projects ¢ g
4. Simulated projects . ’ -
5. Employmeqt tests - Civil Sewice amd business
6. Observatidbn of regular, rapid, and accurate use*!f reference

mater1a1s N
7. Evaluation of promptness, neatness, accuracy, and 1eg1b111ty
in assigned work
8& Observation of techniques, work hab1ts, and attitudes
“INSTRUCTIONAL MEDIA: The medta may include shorthand textbooks, supple-
mentary dictation materials, multi-channel laboratory, transparencies,
films, .filmstrips, cassettes, tapes, records, shorthand”“tharts and posters,
dictionaries, secretarial reference books, bulletin boards, games, and -
individualized learning patkets (commercially and/or teacher prepared)- ‘
INSTRUCLJONAL APPROAGHES Instructional approaches may includé a combina-
tion of individual and group activities using a var1ety of techn1ques

2.0 ~ X
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These techniques may include repetitive practice, dictation by resource
persons, office style dictation, office simulations, integrated projects, \Eb
. ‘programmed instruction, individual progress method, learning activity
N _ , " packages for English skills, teacher and student demonstrat1ons, role,
. playing, and on the Job work experience.
¥

/ ~+ FACILITIES, EQUIPMENT -AND SUPPLIES Referi;o Sect1on VIII, Facilities,
' Equipment, and Supp11es <« »-

» ' '
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SDPI NO.: 6633 COURSE TITLE Simu]a@@d Office | "E. CODE:- 14.9900 . L
- . . Training \\' : i —

COURSE DESCRIPTION: This course is designed. for those. schop)s, unable
© to. support a two-hour block course. It epables the student to develop .
and 1mproveloff1ce technical sk111s, wor. hab}ts, human* re]at1ons, and
'_persona] qualities necessary for employment in' a business office. Areas
’of instruction inclade the functions of the off1cqﬂ 1nteroerspna1 rela-

" tigps, payroll systems, Sales and accqunts recejvable systems, purchases/
¢ and. accounts payable systems, word process1ng skillszand concepts, ° ¢
. written commun1catv6ns 7and, Job's1mulat1ons Review and refinement™
, of communication, computational, and typewr1t1ng ski'lls are 1nte§rated

w1th‘other 1nstruct1ona] uhits through the use o§\31mulated”pr032cts

LEVEL:‘ 12 ' .. CREDIT: un1t " ‘__eLENGTH. 1 year

PREREQUISITES Oﬂffce Occuoat1ons I L ‘s\ LT

0BJE IVE t the pjd oF»studv in Simulated 0ff1ce Training . the .
student w111 : o
. &.
L Emp]oy correcht spe]]1nq,eqrammar, and punctuat1on in
composing and typing business correspondencé{vgaﬁorts,
and bus1ness forms .
2. fxpress written ideas in’ letters, memos, and reports SO
' that they meet office standards of usability through the
use of transcribers, typewr1ters and other media. '

3. Demonstrate the, abilitygto meet office production Standards

2 inktyping letters, repofts and business forms while working
» : _under dyressure of ‘time, interruptions, noise, and chang1ng
, e;pr1or1t1es ) ) . 3

4. Place and answer te]ephone galls that gqve and receive bus1-
ness information that 1s complete and in acceotab]e business-
form , . . . o

*5. Process data and /dent1fy terms used in payroll, purchases, -
accounts payable, sales, and accounts receivable systems.
A

6. Demonstrate the ability to follow oral eg wr1tten instructians
\_/ correctly. ' S
-~ l! N -
e Dec1de theappropriate process of reproduct1on in terms of
. product, cost and use of cop1es <

L@
8. Demonstrate the.ability to store and retrieve information
using at least four filing systems. - . o #
9. Decide upon appropriate gystems of record management and/ﬁ\\‘~“4
make recommendations for Ychange when given problem
Y situations — 7y

10. Fxh1b1t.1nterpersona1 sL1]]s and et1quette that are .
? 3 acceptable in business. _ \)

- 4
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11. Cor\ettIy comp!ete at Ieast two job S1mu1§thons
}
S Ident1fy work pr1or1t1es in order to pIan and organ1ze : S
X = - work _accordingly. . . 4
12 - v ’ * 4
13. Deve]op,Job sk1IIs and anwI dges necessary to secure a job
. in a bus1ness related. fj& ) :
: b AR \
' ';sj4., Commu 1cate Tdeas e .ct1ve]ygto 1ndﬂv\dua]1 and/or groups -
a . - -
1" 2 e
15?£ Dem@hstrate aeceptabIe worKiattitudes and behav1or ‘
~16. HandIe\mater1aTs and equipment 1n 2 responsible manner.
17. Ma1nta1n appropr1ate personal hyg1ene and}appearance
' P acceptable for tRe business off1de SN
® g .
CONTENT OUTLINE AND SU%GESTED TEACHING/LgARNING ACTIVITIES .
U 4 . N S >
- OutI1g§? . K ' “f\"':3u» ) Act1v1ties
1. Review of EmpToyment —. . ‘Diagnose weaknesses of students
Procedures ] : during a mock interview. Make
o o appropriate suggestions for
- L : " improvement.

~.0ffice Efficiency - Discuss how human relations
a. Human relations affect job perform e and
b. Personality ‘ . ' moraIe
c. Teamwork : ‘ :
o . ) .. Discuss case studfes involving
¥ . humaff relations.
8 . " ‘\ .
. Develop display posters de-
N picting office efficiency.

& Develop skiﬁs iIIustreting
poor and productive office
efficiency.

Type summaries and discuss
magazine articles dealing -
. with team effort and human
. " relations.

Invite an office mamager
to discus3) the 1mportqpce
of teamwork.

Observe team effort®&n the
school office. Beport
e - findings to class}
- .- . Discuss reasons peopIe are
! promoted other than educa-
tional background.

N
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Outline . s . Activities
oo T e s o Activities
K . - -+ . Outline and type-desiraple ’
. j' I * personality traits..
. ) * : . x R
q- -A - 3. Records Manage\\? n922;r01 5 . Visit a local business to
q 4 a. Review of f - , determine the number of - =T
g - " procedure * f111ng methods used.
y ” ~J 'b. Management ‘of records y
- system . ', ’ &. Show examplés of'spec1a1
o N c. Micrographics, .1 . . TYiles used-by local busi- "
: . d. Electronic data pro- O nesses. ‘
: ’ ' cessing storage and . '
Vo . retr1eva1 systems . Deévelop a filing system for
. ' ) — _ a restaurant. | .
~ oo ' 7 > Disguss the dvantages oﬁ
= ) using m1crofqlm1ng and ~ e
o m1crof1che ’ )
/ L
e _ . Inv1te speaker to*g;p1a1n
. ‘ ”how electronic . data processing
' equipment affects. the storage
, and retrieval of>1nformat1on
. 7
4. Word Processing Skills . Develop transcription ro-
. Development R f1c1ency through rota on
a. Maching transcription . transcribing machines.
. b. Giving and taking _ '
' d1ctat1on : - . Design individualized remedd al
¢. Work scheduling ' « - and enrichment drills de-
d Rough draft revisions © pending fupon student ‘tran-
¢ formatting > scription weaknesses.
g Let\“?’compos1t1on, "
outlines and reports . Compare the method of hand11ng
f. Office stationery " corregpondence in a company
g. Appropriate process of having\a word processing center
“  copying and duplicating . and one without a center.
h. Word processing job P
sipulation ' . Develop. outlines for the ‘pre-
. ‘ ' paration of dictating corre-
Y spondence.
. Hawe students dictate Tetters
° A . ~ . to each-other for transcribing.
- P
] ' . Type' correspgndence from rough
C}~ ‘ draft copy. |

. Maintain daify\job Togs of work
. ’ performed by stu?entj

. Observe an Offiég worker and
VR ; , . "Ev develop a work schedule
- ‘ , that worker.

“ . . ! . : 2 4 Ny
. ,""\)
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. Qutline J Activities
an . ' - /s ~ -
' . : " .. Prepare a bulletin board’
. . Co, 0 i "illustrating types of word
S ™ \ e processing fquipment.
. ot . S ' . s
e A o - . Secure price lists of office
- . " o : oo stat4ionery, supplies, and
. . ; - <~ . equipment, and dup11cat1ng - -
. ) ‘ ) equipment:

_ .. advertisements about types- =, -
A | c of . copying and duplicating
-t\ P : . *_ equipment on the ‘market.

S, . . DegMde appropriate duplica-:
; o | - tigﬁ\gethod for assigned ‘
. AN . i ' projects and matertals. __ =% -

s . L
/ -\ ' . " . Read magazine articles and ',

,
v

sy
-

i ' ' ‘ . - ). Compose and type a report,
‘ ' about available dfctatjng'/ <o
‘equipment.
( _ .. Comp]ete word process1ng JOb )
) simulation.

r 5. -Purchases and Accounts ( . Discuss tyQES of purchasing

Lo " Payable Systiems budgets and thg’ﬁépendency ‘ AN
Functiqﬁ of purchases ; of purchases on sa]es

Budgeting Y. " ' -
Requisitioning T . Preparéxa budget for a retail ,
Orderihg o= store se111ng records. . Y

" Receiving Z ¥ = ‘4)4?
Hand1ling .accounts payable . Type requisitions and purchase

¢ , ‘Remittance, claims and , = orders for purchasing records. "7f
, adJustment letters ‘ o s

t} “h. ‘Purchases/accoiWts payable. . Compare purchase orders with

7 ) job simulation _ receiving %eports.

“ . : L N

= Qa +Hodaono oo

* Compose gnd tyne 1etters-
dealing with adjmstment and
claimg. o

Discuss the relationship of .
‘ purchases tb accounts. pay-
N : SN : ‘able.

\ : . Record pertinent data in
B . R - accounts payableledgers.
\/w?‘ ' : - b ‘
¥ ’ ‘ . Complete purchases/accounts
' payable job simulation.
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Outline . - % 4 : . Activities
—_— , . —-‘—‘-& v

6. Sales and Accounts
Receivabte Systems
g L\q. ‘Customer contact

(2) Telephone commun1ca-

- < .~ tions o
. .Y b. Processing orders , Uﬁscyss:methods af .checking
g c.. Billing, - - a customer's credit. =~ ~
’ d. Customer complaints SRR o R
~ e. Recording sales \\\ Invite speaker frem'credit ’
) : f. Preparing statements ~ bureay to discuss the impor- '
acknowledgments, cred1t:f’ tance of a good: cred1t rat1ngﬁ
and cqllection létters ,
"g. Sales and accounts Prepare 1nvo1ces for a group
r o receivable simulation °~ of purchase onders .
U o / ';;i'f‘ 3 ! - Record pert1nent 1nformat1on
PRI e - - in aceounts receivable Yedger.
ER . -
G S . /Complete sa]es/accounts )‘2
S . R rece1vab]e JOb simulation. . -

".(15 « v 7. Payroll Systems
L a. Methods'of payment

-t
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,

P

(1) Sales letter’* v COmpOSe and type sales pro-
motion letters. .

R
[

r

I
- Tt

.y
v,

Role p]ay situations Tnvolwgng
customer contact./ .

- ;, Discuss the é¢?ects of govern-
ment regulations upon payroll.

b.. Payroll data procedures.
¢, Preparing the payroll : - .
d. Payroll job simtilation Examine tables of deductions
- . and do practice exercises.
) . Complete a simulated payro]]
project.
8. Job Simulations Complete job simulations to
lLegal typist . meet career obJect1ves of
Corresponding secretary . stuQents ’

Administrativk assistant
Medical typist
Real estate clerk

. Ansurance clerk g. Others

- oo ow

EVALUATION: Various procedures should be developed by'the‘ﬁnstructor

to obtain pertinent information concerning the ach1evement and progress
of students. The number and variety of methods used 'will depend upon
-A number of these

the initiative and resourcefulness of the 1nstrUctor
“methods include: :

Printqd tests correlated with the textbook(s).

homework ,

and

1.
2. General standardized tests.
_ 3. " Teacher-made short-answer, essay, and problem-solving tests.
4, ‘Evaluation of oral part1c1pat1on discussion,
attitudes
, 5. Checklist of promptness, neatness, and accuracy in all
N assigned work. :
6. Business simulations and prOJects

s

e v

O ' / ) R .
ERIC | : <l

pooo

o
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E INSTBUCTIONAL MEDIA: -The media may 4nc1pde textbooks, supplementary
, books, pamphlets, workbooks, transparencigs, films, filmstrips,

/ cassettes, reference manuals, dict10n§r1es, bulletin boards, integrated
projects; and job §1mu1ations

. o ,
oL ( p [N
S INS?RUCTIONAL APPROACHES' Instruct1ona1 approaches may 1nclude field
. tiips, guest speakersy practice sets, business simulations (in-basket,
~unipack, task,.model office, teacher prepared), integrated projects, ’
career-related projects, self-paced instruction, work experience,

learning activity packages (commerd1a11y and teacher prepared), quest
projects and rotations

N B FACILITIES EQUIPMENIQ/AND SUPPLIES Refer to Section vx\ivof this
o guide .
, 4
. .
:"‘ vy
i 3
; ) = y:
- ¢
¢ P '
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SDPI NO.: 6111 COURSE TITLE: 14.0900

Typewriting. I 0.E. CODE:
LEVEL: Grades 9, 10, 11, 12 . CREDIT: 1 unit  LENGTH: 2 semesters
PREREQUISITES: None L. . ‘
» - ’ | ﬁjrst-Semester_ |
/ - COURSE! DESCRIPTION: This course is designed to develop the abilityato

operate the typewritér correctly and efficiently using the touch method.
The fundamentals of typewriting are the same regardless of ultimate usage.
. In this first semester of typewriting, students learn to arrange in type-
written form problem copy such as tabulations, business. and personal,
s ~ letters, reports, manuscripts, and outlines. Typewriting is a highly
~ desirable tool for rapid and efficient written communication; therefore,
special-emphasis is given to word d1v1s1on, spe]ling, punctuation, capital-
.1zation, numbers, and- symbols. .
OBJECTIVES
student will:

At the end of study in Typewr1t1ng I, first semester, the

‘Correctly use the operative parts of the typeerter
Demonstrate correct body position and proper typewr1t1ng techniques
‘Master the entire keyboard by the touch method -
: Demonstrate mastery of the Lechniques for proofread1ng and correct-
. ‘ ing errors
o Demonstrate the ab111ty to arrange simple problem copy (bus1ness
i} v and personal letters, tabulations, manuscripts, outlines, and
r . rough drafts) in correct typewr1tten form using vertical and
’ horizontal -centering

£Hwr—

[$4]

, - 6. Demonstrate.desirable personal tra1ts of an. office: employee
%. . Analyze errors and select appropriate remedial drills -
8. Keep work area neat-and clean and materials and supplies in .order
: : , 9., Given multiple opportun1t1es, type from straight copy three 3-
N S minute timings at a minimum gross rate.of 20 words per m1nute .

with no more than s1x errors
CONTENT OUTLINE AND SAMPLE - TEACHING/LEARNING ACTIJ&%IES
OQutline Activities | L

1. Fundamentals . Review operative parts. of the type-

a. Equipment i writér through 111ustrated charts
b.- Furniture " and through teacher and student
.c. Techniques 'demonstrat1ons »

2. Skill Development

.ng

C.

:d.

Touch method

Keyboard mastery
Manipulation of machine
parts

Speed, accuracy, and
error correction

. Demonstrate proper care of the type~

writer and organ1zat1on of work area
by setting up a model desk. ji .

) Demonstratéithe usefand/1ocat10n of

teacher-prepared file folders Jn
which students are expected to‘;tore
their @upplies.

50y '
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Performance X
Quality
, b. Quantity
Introduction to Typewr1t1ngu
. Applications
a. Centering’ )
Tabulation ..
Letters and Enve]opes
Reports :
Manuscripts
Composition at the
. Typéwriter
( 0
\

. Outline procedure for reporting

219

ki

t

needed repairs

. Give objective pretest on fundamenta]s

of typewriting:

. Emphasize cprrect typeWriting tech-

" d. technique check]ist for students

niques through use of
a. films "
b. teacher demonstrations
c. student demonstrations (video-
taped)

s

. Tprough speed and - accuracy drills,

‘check student techniques for-remedial

action.

. Emphasize the importance of error

d}agnosis by
a. acquafnting students with dif-
" ferent types of errors

b. having students check and analyze
errors on typewrijtten drills and

" timed writings

c. providing supplementary drill .
exercises for remediation of
commonly. made errors

. Obtain and anakyze d1fférent examples

of typewritten copy.

. Type-drills frpm teachep dictation

and from teacher-made .or commercially
prepared tapes.

. Pract1ce hor1zonta1‘apd vertical cen-

tering in.the production of typewritten
problems

. Compose and edit short paragraphs and

Tetters at the typewriter.

. Use supplementary,drills and exercises
in practicing p ofreading techniques.

.. Through the use of charts, textbook

illustrations, and transparencies,
familiarize students with letter
styles, enve]opes, reports, and manu-
scripts. *

TN

)
. Prepare mater1a1 in ‘proper typewr1tten &

form from rough draft copy.
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COURSE DESCRIPTION: ThIs course 1is designed to continue the development
of basic typewriting skills with concentrated application of these skills
to the production of business correspondence, forms, and reports.

L | - Typewriting -
g, . ) . Second Semester

H

OBJECTIVES: At the end of study in Typewriting I, second sehester, the
student will: . , h

Demonstrate ability»in manipulating all machine parts

Type numbers and symbols by touch

Demonstrate correct form and placement of business letters and
enve]opes

Assemble and type carbon - copies correctly and neatly

Arrange and type letters in a variety of acceptable sty]es -
“Identify and use proofreaders symbols

Proofread and make neat corrections ‘
Identify and apply basic punctuation, numeric, and grammar rules
Demonstrate ability to' compose at the typewriter

Organize work station for perform1ng tasks effic1ent1y
. Arrange-and type manuscripts in acceptable form
Type from rough draft, statistical, handwritten, and unarranged
copy .

13. Solve problem situations and make W1se deC151ons in producing
" mailable copy

14. Reproduce copies using stencil and fluid.processes

15. Demonstrate ability to type -job app]ications

16. Demonstrate desirable work habits

17. Given multiple opportunities, type from straight copy three 5- -

.~ minute timings at a minimum gross rate of 30 words per. minute '

with no more than five errors- »
18. Type letters in mailable form with enve]opes at a minimum rate
of 10 words per minute. .

ad anad ed :
N—-—OQO WO~ EL W N —

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES

Qutline , Activities
1. Improving Basic Typing . Administer a typewriting skilT test
Skills to analyze techniques and determine
a. Speed and Accuracy rates.
b. Techniques ' «
€. Statistical Typir - . Videotape students' typewriting per-

formance and analyze techniques.
2. Letter Mechanics :

a. Business Letters "' . Through the yse of teacher dictation
(1) Styles and tapes, type numbers by touch
(2) Punctuation method.
(3) Parts : -
(4) Mailability . Comp]ete a technique checklist for

student self-evaluation.

. Diagnose causes of errors and pract1ce
appropriate remedial exercises.



-

o " b. Envelopes :
- é] Return address

2) Addressing small;,

large, and wjndow

\ envelopes , .
"~ (3) Two-letter state -
. abbreviations and. -

zip codes:

(4) Special mailing nota-

‘tions

(5) Folding and 1nsert1ng

letters

3. Stationery and Supplies
% a. Size .
b. Quality
c. Ordering supp11es
d. Carbon paper

4. Miscellaneous Correspondence

3 ( a. Form letters
‘ b. Two-page letters
; c. Interoffice memoranda -

d. Tables in letters

5. Business Forms
- Intra-Company .
v . Purchase Requisition

a.
b

c. Purchase Order
d. Invoice

e. Bill of Lading
f. Others’ ‘

6. Composing at the Typewriter

a. Short answers
, .- b. Paragraphs.
N c. Short Essays
d( Letters

<. 7. Manuscript Typewriting
a. Reports

b. Manuscripts with refer-’

ences

82 Tables

-a. Vertical and horizontal

‘ placement
b. Open and ruled

9. Language Arts Skills
Grammar

. Punctuation

. Capitalization

. Word Division

. Spelling

('DQ.GU'QJ
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. Use controlled reader to build speed |

*and accuracy based on 1nd1v1dua1 stu-

dent needs o

. U51ng visual aids, review letter "

styles, tabulation, out]ines, manu-
scripts, typewriting from rough drafﬂg
and script, and busines$ forms.

. Assign students to prepare bulletin.

board displays illustrating maidable
and unma11ab1${bus1ness letters and
enve]opes ’

. Complete 1etter and envelope simula- ;

. tion proJect

. Collect samp]e business forms fyom

business firms.

vaggpose paggbraphs, short essays, and
1

ters at’the typewriter. Have stu-
dents proofread individually and as
a team.

o, .

~T§;e from dictation demonstra;1ng
language arts skills. Utilize refer-
ence materials in editing typewritten
copy L v

. Type manuscr1pts and simple reports

from text prpb]em§

. Discuss and gemonstrate procedures -

_for preparing master units and stencils
and operating duplicating equipment.

. Discuss cost,’ quant1ty, and qua11ty

-of reproducing copies.

ave students type and duplicate forms

Lded in school, school announcements,
and/or a booklet containing student
work with illustrations.

. Have students answer questions on job

oppontunities selected from reference
sourcegavailable.

. Compose and type letters of applica-

tior and personal data sheets.

. Complete simulated applications forms

and employment tests.
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w10, . Proofreading.and Typewriting . ;;);, TR >
oo : from Rough Drafts- S .

, ~+ a. Typewritten DT ‘ . ‘
o« - b. 'Handwritten ; CL, L ﬁr . o r

o fﬁj. DupTicating ' d o L
o . v &, Typing on Fluid Masters | A - . .
o b. Typing on Stencils - . . 4. o : " B
' S 4 - c. Others, _{// : o : '

- 12. Correction Techniques
- a. Eraser )
* b. Correction Tape’ _ .
. ¢. Correction Fluid IR ‘ \ '
N Otheys , - : o -

P . +13. Job Application ' // ;
- ‘ a. Letter of AppTication .
b. Personal Data Sheet . S s .

c. Application Forms ‘
d. Employment Tests

i

‘." .

&
&

\ EVALUATION \Var10us techniques should be employed by the-1nstructor to
obtain pertinent information concerning the achievement and progress of
students.. The number and variety of methods used will depend upon the
initiative and resourcefu]ness of the 1nstructor . Some of these methods
include:. .

Printed tests correlated with the textbook

- Standardized tests with_no reference to a particular textbook
... Teacher-made short-answer™and performance tests

Typewritten problems preparéd in class

Observation of promptness, n arness, accuracy, and Ieg1b111ty in
.assigned work

Accuracy and speed in stra1g t-copy typewriting

Evaluation of typewr1tten prpoblems on the basis of mailability

~NOY BN~

INSTRUCTIONAL MEDIA: The media used may 1nc1ude current text materials,
dril] books, workbooks, transparencies, films,-fH#Imstrips, cassettes,
charts and posters, dictionaries, bulletin board ‘displays, reference
mater1a15, and 1nd1v1dualizeh 1earn1ng packets Ctommerc1a11y and/or teacher-
prepared) )

INSTRUCTIONAL APPROACHES Instructional approaches should include a-
combination of jndividual and group activities using a variety of tech-
niques. These techniques fnay include rgpetitive practive, job instruction
, sheets, individually presckibed instruction, 1earn1ng activity packages.,
rogrammed instruction, and teacher and student demonstrat1on See also:
Jgages 33-34 of this guide. . -

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide.

’
s
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. SOPI NO.z 6112 GOURSE TITLE: Typewri%ing i1~ 0.E. CODE:™ 14.0900
LEVEL: Grades.10, 11, 12 CREDIT: 1 unit  LENGTH: 2 semesters
S b !
PREREQUISITES: Typewriting' 1 o
; | - First Semester S - ‘
- o COUﬁSE DE§CRIPTIbN. This course provides additional practical problem- i'

-solving experiences in the preﬁaration of advanced reports, correspondence,
. tables, andf;orms Contentration on the solution of typewriting problems
is stressed to improve production rate in daily work situations.” Units
of instruction are designed to_meet individual levels of competgncy.

. ‘OBJECTIVES: At the end of,study in Ty/pevgriting I1, Erst semester, the
- student will: LT - S,
P _ oot
1. Demonstrate speed "and accuracy in produc1ng typewritten copy
necessary for on-the-job performance .
Demonstrate Sustained prodyction skill in the typewriting of
business materials . - +
Compose usable copy at the typewriter '
Organize and type repOrts*and manuscripts with’and without i%nﬂ;
notes
5. Demonstrate skill in duplicating, using various processes such .
as spirit, stencil, offset, and .photocopy
. . 5. ‘Proofread materials accurately and make neat corrections to pno;‘”
. - duce mailable copy . {- ~
: 7.. Demonstrate ability to cope with pressure, to complete multlple
~ tasks, and to work with interruptions

W N

8. Follow directions, both oral and written .
9. Transfer information from source documents to business forms
correctly

10. Demonstrate desirable personal qualities and attitudes necessary
, for office employees
1]. Given multiple opportunities, type from straight'copy three 5-
minute timings at a minimum rate of 35 words per minute with no
- more than four\errors | y
12. Type letters wi}h special lines "in mailabie form w1th carbon copy
- and envelopes at a minimum pate of 12 words per minute

I)

CONTENT, QUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES:

€

_Outline ! _Activities
. . ) A - %
1. Typewriting Production . Give a typewriting skill tgéj_to\
: Skill ~« Analyze techniques and to détermine
a. Organization.of Work student typewriting rates.
. Area : .
b.. Proofreading and . Demonstrate tive use and location of
Correcting Errors ™ - . teacher-prepared file folders in
| c. Mailable: Copy C which students are to store their
d. Review of Basic : - supplies.

Techniques a
PR ,14 : Df"
ves ) 2
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L 2. - Business Letters with. . Explain the use and location of R
Multiple Cppies - supplies and materials available for
» a. Business letters review tudents. . '
' b. - Punctuation review - :
c.. Special letter styles . Have students use a "sign-out sheet"
d. Special-size stationery . for all supplies used in order to
. e. Production- stress office economy - |
L 3. Business Forms Review . . Stress 1mportance of returning. sup-
a. Types : : p]ies to their propér. 1ocation
b. Timed Production , ) K2 ’
- . Stress & good attitude for cooperation'
4. Tabulation ] ) in’ maintaining an efficient classroom
- a. Types and Placement )
- . b. Open, Ruled, and Boxed - 0ut1ine pFocedure for reporting needed
: ' - €. Fin ciai Reports repairs ; ,
. -~ d. Time¥§ Production
- /o, Review proofreader&s marks and/demon-
5. Manuscripts and Rough Drafts “sstrate methods of making acceptable
a. Manuscripts with and o corrections . o
without Footnotes . - ' *
b. Roughdrafts - type- - . Practice applications of proofreading,
- ‘ written and handwritten proofreader's marks squeezing and
-, A ¥ c. ‘Timed Production . spreading 1etters, and word division.
6. Reprographics . Prepare transpareneies of actual busq-
a. Fluid Duplicator ‘ ness letters to illustrate tetter
b. Stencil mimeograph styles, parts, principles of Tetter-
c. Offset ) writing, and mai]ability\
i . d. Photocopier .
i\ e. Others ' . Obtain apd discuss various types and
‘ ' //g - wsizes of business 1etter stationery.
RN , S . Follow a-production skillbuilding
‘ B L cycle: 1learning/untimed; skill- /
building/timed; measurement/timed.
;- ‘ ' . Have students compile in&ividual
office manuals to include examples
v ' " of various business 1etters, reports,
. : - . and forms. .
=~ . ’ ! . Assign studenfs to prepare- a bulletin
board display of various business .
letters, reports, and forms.
»
. Apply the rules of vertical and hori-
. . zontal centering to advanced tabula- .
. _ tion probiems 8
' .. Using advanced composition skills,
- : arrange and type manuscripts with
IS L= footnotes, title page, and bibiiog-
raphy. .. 3
}u‘.

<




. Havé'studénts'compoiﬁ nd—type a one;
!
. Apply techniques of tabu]at1on to the

‘sheet.

. Have a company représenfg;ive demon-+ -

page manuscript on’

e_free enter-
prisg system. R

typewriting of financial reports such
as_the’ reconc1€lat1qp of bank state-
ment, income s atement, and balance

strate duplication processes. :

. Demonstratesdifferent. tyges of dupli-

" _riaTs used with-each type. Wiscuss

. Use a duplication project such as a

ﬁEVé\studeﬂ§§\§ggage in in-basket
activities to elop decision-makin

cating equipment and relate the mate-|

cost quantity, and qua11ty of cop1es.

* form lettersto be sent to a mailing
list.

’
)»

skills and to develop coping sk1lls
in work1ng undér pressure ‘ (/

F_\\
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. Typewriting II
q . Semester 2,

COURSE DESCRIPTRON: This course is designed to refine typewriting and
.. language art skills through application in realistic projects,in a variety
' f' ~ of task and Jg&_simu]ations Emphasis is given to the development of

de?ision-maki skills PREREQU SITE: Typewriting IT, Semestér 1 “
, ‘L . OBJEQIIVES At the end of study in Typewriting II, second semester, the
o ’ student w111 u/ _ , ]
S 1, List and discuss the quaiifications necessary for office personne]
SR 2. Use reference manuals an% resource maferials efficiently
‘ "~ 3.7 Apply language arts skiTls in problem so]v1ng ) i
o 4. Adapi transcription skills to word processing environments
. *5. Type ‘correspondence and reports in mailable form - —
, Y 6. Spell and define vocabu]ary words ind1cat1ve of a particuiar
‘ v occupationa] area )
. ) 7. Follow oral”and written 1nstructions
hal 8. Make priority work decisions : '
9. Demonstrate skills in 1anguage arts, proofreading, edixing, and
effective management of time.
JO Produce mailabie typewritten copy - from rough draft and handwritten ,
A . materal. @ I

—_— .
a—ad
a—ad
.

Compose and prepare in mailable typewritten form responses ito
business correspondence given geheral-instructions as to content
of reply v
Given mu]tiple opportunities, type from straight .copy three Q-
mintite timings at a minimum rate of 40 words per minute with no.
more than three errors

e SH
%
and
N

-
1

13. Typé letters &ith specia] lines in mailable form with carbon COpy
and envelopes at a minimum rate of 15 words per minute "

" CONTENT OUTLINE AND SAMPI-.E TEACHING/LEA.RNING ACTIVITIES: _ ’ \ ‘
N o .o Qutline ' . ' Activities
=1 ZCLIvVITIes
1. Typewriting Applications 7 . Give typewriting skill tests to determine

student typewriting rates.
2. Production Typewriting

. Set up a model desk with materials

' . . 3. Integrating Language Arts and supplies arranged in efficient .
: Skills manner.. R , N ;
"4 Word,Processing , v .- Have students use a "51gn -out sheet"
) _ . for all supplies used in order to
5. Completing Office Forms stress office economy.
6. Simudated Office Jobs _ - Pretest using rough draft correspondence
‘a. Clerk-Typist _ which needs punctuation, capitaliza- i
- b. Receptionist ' tion, speliing corrections, and correct .
"c. General Office C]err word usage.
d. Legal Typist ¢
l' 7 e. Statistical Typist - Demggstrate equipment in the c]assroom,
using transparerscies if available.
' ~N




PO , jj’ - . Have currentl emp]dyed students talk
s L : to class about qualificaAtions neces-
‘ - _ sary for office emplpyment.

. i B ‘. . «
: // s S e -« Through the use of job 1nstpd’t10n
: : - . sheets and programmed instructional
. material, Have students complete
;o ‘ h 7 ~ assigned tasks related to- equipment
o s . - available if-the laboratory.

. Have students verify'(using add1ng -
, -machines and/o:\galculators) and pro- -
— : , duce maiTable typewritten copy from
rough drgft financial dtatements . @nd
. ~ statisti al.reports. . .

‘ _ . Discuss the’ word ‘processing cycle and

, . : R Y systems based -on assigned readings. -~

. ' - f-

. Take a f1e1d ‘trip to a word process-
ing center. :

. , ' ' . Have students compose responses. ta ‘
J R - ‘ letters previously recorded on the _
. ‘ . transcription machine whereby 1angu;§//
R ) skills’ can be weasured.

‘ . Set up~a\reference and resource mate-
Lo _ ¢ . rials centeF‘in th§ laboratpry for -
. ‘f_ o  student use

. Hav students complete in-basket pro-
jects and practice sets. as related

. to various office jobs. Include ~ ¥

” . several tasks requ1r1ng students to

- organize work in priority order.

‘ . Through the use of teacher- prepared
{' S . . * contracts and simulation projects?

) : .t . rotate students through various office.
%’ - : . . Jobs.- Include several tasks requiring
& ’ students to -organize work flow.

. o . Emphasis should be given to deve]dp

) ‘ ment of production typewriting skills
, - n rather than $traight-copy speed

L ’ development.

®
»

S - Ry -
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' EVALUAT!DN Various techniques shouId be -employed by thB instructor to
-obtain pertinent information concerning thﬁgach1evement aind - ‘progress of

students. The number and variety of methods used will depend upon the
initiative and resduq;giplpess of the instr ictor e of these methods
include: -

Ty EV )
Printed yESts conreIated with- the textbook —
Standa®dized tests with no reference to a particular textbook
Teacher-prepared short-answer *and performance tests '
.Typewritten ‘problems prepared in class evaluated on ma11ab1I1ty
Observation of promptness, cooperation, ‘and work habits - N
Production of-in-basket and simulated exercises b
v Completion of  typewriting prOJects brought in from. other teachers,
1&; - the prindipasetc.

‘8. Accutacy and’ speed in stra1ght copy typewr1t1ng /

INSTRUCTIONAL MEDIA -‘The.media uséd may 1nc1ude current text materials,»
drill] ‘books, workbooks, transparencies, films, filmstrips, cassettes,
charts/and posters, dictionarjes, . bulletin board displays, reference

atef 1s, resource speakers, and individualized learning packets (com-
mercially and/or teacher- prepared)

»

NN W —

'INSTRUCTIONAL APPROACHES: Instructional approaches should include a com-

bination of ipdividual and group activities using a var1ety of techniques.
These techniques may include repetitive practice, job instruction sheets,
1nd1v1dua11y prescribed instruction, learning act1v1ty packages, programmed -
instruction, and®teacher and student demonstration.” ‘See also pages 33-34

3

FACILITIES EQUIPMENT AND SUPPLIES: Refer to Section VLII, Faci]ities,‘<

- Equipment, and Supplies..

-

\ : £

I
Ly
i
-

[y

.
-
o

-



- 4 * ‘ . 22'9 Y
bt ! . ‘ ': . ’ 0/ -

T N ,) . o ) . : ‘ : i'.’“ IV‘
"" SDP} NO.: _64?2_ COURSE TITLE: Nord ProcesS1ng 0 E. “CODE , 14.0400
COURSE Dé§§RJPTION " This course - prov1des a thorough. baeckground of
word processing’concepts, commun1cat1on skills, mechanical ski]]s,

"~ and career opportunities. [Integrated and simuldated.projects cover

- language arts, decision making, problem.solving,.dictation,” machine
/) “transcription, and, the pri ort1oda1 spac1ng typewrlter » '
/ N . ,
, LEVEL: Grades 11,12 CREDIT 1 Un1t LENGTH' .2 Semesters
.. ’ i L » e~
p PREhEQUISITE: Typewriting I ) I {\:} N
OBJECTIVES: )At the end pof sfﬂdy in Word Processind, Semester -1, the
- » student wille .. ) ) e S
. 1. Demonstrate @n understanqu -of word fprocessing concepts f‘“
= and applications in business, industry, and government. BN
2. Demonstrate an understanding of word pnocessing terminoiogy.
3. Use correct procedures to d’ctate business letters onto :
tape from pr1nted or -handwritten copy.
. i ) .
¥ : - 4. Use correct procedures to compose and dictate acceptable
K( business 1etters-onto!tape without orior written forw. : .
5. Transcribe business correspondegpe and reports. from “ -‘jgnE.
prerecorded media -in'mailable form at a rate acceptab]e
for job entry.
- " 6. Set priorities’ for derforming tasks.
7. -Demonstrate decisian- making and prob]em-so1v1nq ab111 ies.
” .8.. Demonstrate des1rab1e personal tra1ts necessary for émploy- e
o ment in:the commuqfcat1ons area. ,
- ¥
CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES } .
Outllne , ‘ /\‘ Act1v1t1es
1. Introduction . Discuss evolution’ of word processing;
a. Evolution and definition . as re1ated to a technical society.
o b, Concepts, goals, and v
.t v - advantages . Compose and discuss several in-
4 c. Tradition vs modersm formal definitions of word .
-d. Apnlications , processing.
e. Terminology . -
. f: Career opportun1t1es . In-class discussion contrast the
T . traditional office structure and
2 Language Arts Skills the modern word processing system.
; a. English usage * - - .
b. Punctuation . Have students visit offices in
c. Composition : the area to observe whether,
d. Vocabulary ] < modern or traditional and report
e.. Word division - D9 _ to class. Discuss from aspect
f. Soelling J

of cost and effjiciency.
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&Dutline _ ("‘T\“j‘ _ T Activities
3. Recordinq and 0r1g1nat1ngp, . Invite a local bu§Thess repre-
_+ i Skills seritative to discuss the concepts:,
. a. Input equipment ~ ! goals, and advantages of word
., b. Verbal input techn1ques ' processing in his business . .
‘c. Evaluation of dictated* operat1on & o
5 material . ; e
:4. Transcribing Skills - . Practice the use of franscribing
' a. Equipment , . equipment using commercial or
b. Techniques g ‘ teacher prerecorded material.
(1) Letters and memos _ . ' y .
) Proofreading and . Have each student practice the
. .. editing ‘ IO use of transcribing equipment
(3)' Form letf¥ps . using material he or she has .
(4) Reports i« * prerecorded and material, di¢-
. ‘ B tated by another student. '
) . o A
. Use flash cards to driil on ' g
. “proofreader's marks. -
. : - " “proof and edit transcribed
~ : mat¢r1a1,,u51ng proofreadep S .
: ' mark .

Emphasﬁze the necessityAﬁo¥ */ "
~ mailability in final copy. -

¢ .
. Have each student proof and
//‘“ ? edit copy transcribed by"
* another student and return to
original transcriber for final

" typing.

Have each student practice typing
‘ . final copy from copy proofread
N ‘ ol - and gQizsd by another student.

+

~ , L . . Discuss the use of form letters,
: ‘ ‘ MR yor epetitive correspondence.
\ , ~ . Have“students bring to cTass
- . advertisements of employment -
. - opportunities in the field of
) : © - word ‘Processing and discuss res, /
_quirements. )

’

Pretest $tudents to determine
level of: competence in each area
_ ’ of lanquage arts. Use individually
< prescribed progrggmed material

" ’ as needed to bring language arts
skills*to-acceptable level of )
competence.

Y SR
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R _ng%iﬁgw . ' Activities

: . Follow a plan to construct
o Lo - "~ sentences and paragraphs, such
- . . T as: PLAN, PRODUCE, PRUNE
. ‘ ’ POLISH

; s < N . Compose business letters for
. . ; given situations; critique
. ‘ and revise.

- N : : v
oL P ]» . Practice the use of dictation
: : - ‘ equipment. using letters composed
in the 1anguége»arts unit.

; : ’ . Discuss the essential parts of
a message and of a report and
. - prepare an oytline_to fo]low
' when composing.

Discuss importarnice of having a]ﬁ
materials necessary for dictating -
letter to be answered, names,

and addresses, necessary files.

.

. . Practice dictating onto tape
4 - from printed and handwritten
. : . 4 copy.

Practicg using dictation equip-

: ment, composing and dictating

o ‘ - ' without prior written form.

i Begin with short, simple messages
and gradually increase the

length and complexity.

- 5% ‘ . Use check list to evaluate *
b : voice pattern for pace, arti-
culation, volume, and quality.

. Use check list to evaluate
o language pattern for verb usage,
: ‘ ) . topic sentences, conciseness,
3 ‘ and clarity.

. . Use check list to evaluate
thought pattern. for sequenre of
thought.

Have each student evaluate his
or her own dictation and that
of another student.

2 . Discuss the operating features’
< ) of transcribing equipment.
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EVALUATION: Various procedures should be deveibbed by'the'ﬁnstructbr toi

‘obtain pert1nent information concerning the achievement and progress of

students. - The number and variety of methods used will depend upon the .
initiative and resourcefulness of the 1nstructor “The following methods
of evaluatton are suggested: : . o . /-; '

R -Comﬁkr1c1a11y prepared tests supp11ed with. 1nd1v1dua1lzgd
' instructional materials and programmed materials. "
Busingess entry-level tests obtained from 1oca1“agenc1es
Teacher-made short-answer, essay, and problem- solving tests
Product1on tests evaluated on basis of mailability.
Evaluation of oral participation, discussion, homework ,
and attitude. - ~
‘Student-teacher conferences.
Evaluation of promptness,:neatness, £§curacy, and legibility ,
in assigned work. '
Bus1ness ‘'simulations and projects. .
- Observation of skills in making decisions and setting LS

priorities. . G
10. Evaluation of lanquage arts and communication skills

exh1b1ted in oral andswritten reports.

N w

~NTY

O

INSTRUCTIONAL MEDIA: The media may include current textbooks, proqrammed
materials, pamphlets, style quides, workbooks, business letterheads,
transparencies, films, filmstrips, cassettes, ‘charts, posters, dic-
tionaries, stenographer's reference manuals, bulletin board d1sp1ays,
magaz1nes, and~manufacturers equipment- quides. :

INSTRUCTIONAL APPROACHES “-Instructional approaches should 1nc1uﬁe a
combination of individual and group activities using a variety of

. techniques. Thesé techniques may ‘include lecture, c]ass discussion,

guest speakers, self-paced instruction, :programned instruction,
Tearning activity packets, simulations, 1ntegrated projects, quest
projects, and rotat1ons

\’FACILITIE53,EOUIPMENT, AND SUPPLIES: See Section VIII of this gquide.

2.
. -



- PREREQUISITE:

&Y

-and responsibilities of a

- OBJECTIVES:

.

Word Processing ' -
Semester ?

COURSE DESERIPTION: This course expands the concepts and varied .
compontents of word processing to gjve .the student a broad overview
of the ,communications area and an lntrodUCt1on to the qualifications
supervisor, an administrative assistant),

a correspondence secretary, and an administrative secretary.
Electronic and maqnet1c control word process1nq equipment is ut111zed
1n th1s course. .

Word Processing; Semester | )
At the end of »fudy in Word Processing, Semester 2,
the studgnt will: + -
" 1. Operate a proportional s%acinq typewriter to ‘produce
~mailable copy from recorded media. -
Perform supervisoyy duties. - ' '
Operate magnetic fzontrol word process1nq equ ment.
Format. documents. - “ R C
Create automatic (0(umenf% 2,
Log magnetic media ~and’ prepare for storage. .
Demonstrate desirable personal traits necessary for
employment ip the (ommunl(atlons area. LN

NOY O AW N

CONTENT OUTLINE AND %UGGESTED TEACHING/LEARNING ACTIVI%&ES:

Qutline

Proportional

Soacing lTypewriter
a. Operation '

b, Applications: L »

Supervisory Dufies

a. Dorlslon MdP}ﬂﬂ

b.  Problem solving

o, Originating documents

d.  btvaluating employee
product ton’

Llectronic and Magnetic Control
Word Processing Equlpment

a. . Operation

b. “Applications

“c. Simulatiop

fhe Word Processing Center

" a. Organization
~b. Applications - actual

and simulated

Activities

£y
4

Identify and djiscuss the unique
features of the proportional

L spacing typewriter.s ‘

£

Use teacher and/or student
denionstrations of equipment
operation.

Using a rotation plan. have each
student complete a self-
1n3£ructlonal unit on the opera-
tion of the proport1ondl spacing
typewrlter

’Apply language arts skills in

proportional spacing typing
applications.

Proofread, edit, and prepare
" mailable copy.

Discuss ‘traits. and- attitudes
needed by “supérvisors. Have

, eakh student €omplete a self-

analysis using.list prepared
from class "discussions.

A

ﬁ.."
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* Outline Activities
Invite word processing center
supervisor from local business

. to discuss responsibilities
o of the position and qualif¥=

A ., ., cations for employment.. (Or

T : have student{s) interview
supervisor(s) and report to
class.) ' '

«

Discuss factors to be.considered
in settinq priarities.

Practice making dec1s1ons and
setting pribrities with s1tuat1ons
from everyday life. =~ #

Practice making decisions and
setting priorities through the
use of in-basket projefts.

. f( Use role-playing to demonstrate
, ' R personal qualities and attjtudes
‘ needed by a supervisor in
carrying out responsibilities.-

Have éﬁch student supervise a
laboratory activity involwving
B _ a small group, such as a simu-
.o . lation. - -

. Use teacher aud/or studént
> demonstrations of equipment.

‘Practice recording onto magnetic
tape or card while typing.

Practice playback of brere-
‘corded tape or card.

Practice .error correction and
search operations.

underiine, and tabulate auto-
matically.

-Practice adjustin
copy.

prerecorded

. Insist on use of dictionary or
1 2 e other appropriat(_e reference_to
R ensure accuracy in hyphenations.
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. o Qutline ) a . Activities
i ' . Discuss and demonstrate the
(f ' . ' difference betweep '‘paper
: revisions and permanent media
! revisions.,
A? v . Practice pérfdrmjﬁg paper re-

visions without change in
basic prerecorded magnetic,
tape or card. :

. : P . Practice permanently modifying,
: R revising, and editing pre-
recorded materials.

Practice sk%p and delete T

’ : operations.’
. ' . Use a commercidlly or teacher-

prepared task simulation in-
volving the preparation of a

1 properly coded document and
. R a set of variables to be merged.
. < *Use a commercially or teacher-
prepared tagk simulation in-
volving thef preparation of a
properly i

— tion tape or card with a number

ded basic,%:forma-‘/
of variables to be inserted.

’

Practice logging magnefic media
--fortm paragraphs, form letters,
docu?ents-—for_future'retrieva].

Practice preparing magnetic
o media for storage.

Complete simulated project using
word processing applications and
equipment. -

Apply language arts skills in
activities and projects using .
. word processing equipment.

. " Transcribe from a transcribing
machine onto ‘a magnetic tape or
card; playback transcribed copy,

' ‘ - edit, and paper revise final
copy. :

N

2 3y
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. N N >
9g§]1ne ) . . Activities {’
' [
Arrange a tour of a local word

- process1nq center.

Y " . Set up a word processing center )
e <in the laboratory.

(EVALUATION: Various procedurgs’ should be developed by the instructor

to obtain pertinent_infotmation concerning the achievement and progress: .
of students. The number and.variety of methods wsed will depend upon

the initiative and resourcefulness of the instructor. The following
methods of evaluation-are duggested. -

1. Publishers' and manufacturers' tests supplied with instructional
- mdterials. ° t

2. Teacher- made short-answer, essay, and problem- so]v1ng tests.

3. ’Rroduction tests evaluated on basis of ma1lab111ty

4

. EvaTuation of oral part1c1pat1on, d1scu55ﬂon, homework , d
attitude. , '
5. Student-teacher confefrences.
6. Eva]uat1on of promptness, neatness, accuracy, and 1eg1b111ty
-in assigned work. .
7. Business simulations and projects.
8. Observation of skill in cafrying out supervisory dut1es ahd
' responsibilities.
9. Evaluation of language arts and communication. sk11]s exhibited

; in oral and wrxtten neQPrts e

INSTRUCTIONAL MEDIA The media may include current textbooks, programmed
materials, style quides, workbooKS, business letterheads, transparencies,
films, f11msters, cassettes, charts, posters, d1ct1onar1e§, stenographer's -
reference manul]s, bulletin board displays, magazines, and manufacturers"
equ¥pment ‘d:ides. - . ' ¢
INST™ .%QNAl APPAOACHES: “ [nstructional apbrbaches should include a v
‘comt #ation of individual and group activities ucing a variety of

ternniques.. These techniques may include lecture, class discuss®on,
teacher/student demonstrations, gquest speakers, self-paced instruction,
programmed instruction, learning activity packets, field trips, sitmu- o
lations, integrated projects, quest projects, and rotations.

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide.
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