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"ABSTRACT
This articéﬁation instructional objective guida for
executive secretary/business educatidn cantains suiamary information
on sixteen blocks (courses) of instruction.' They are the following:
introduction to business, business mathematics, personal development,
~ typing--beginning, records management, business lachine-‘balculatinq,
business machines-ereproduction, typing--advanced, shorthand,
~ accounting--basic, office procedures, data processing--concepts and !
control, machine transcription, word processing, office management,
and business lav 1. Information for the instructional blocks include
these elements: list of job tasks, course description, instruct;onal
hours, inq;ructional objectives, skills and related technical
information to be taught, performance standards, standardized
performance test items, and equipment requirements. Also included are
recommended .academic subjects for community college/technical -
. institute secreﬁary programs and high school business education
programs, and -task listing for executive secretary. Also : &
available are the Project Report (CE 019 107), Policy and'Procedures
"Guide (CE 019 108), and Instructional Objective Guides (CE 019 110> .
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YOREWORD .

This articulated instructional objectives guide is deaigned for uur) a

_yeference in the articulation of occupational progrims and to foster competency

'based instruction and evaluation. It is intended primarily for wse by instruc-

; torp at the post-secondary level and teachers at the secondary level conducting
"~ 1ike courses in the same occupational program. The guide considers commonsli-

- _ttes in like occupational courses between high school and OC/TI (Cosmunity . :

. . Colleges/Technical Institutes) programs in the same occupation and implements
three basic concepts.’ , ’ R

'The commonality exists by virtugq of the roqﬁiuunt by lew that North Carolins -
commmity colleges and technical institutes conduct "Opea Door" 1mtructioni«i'n )
occupational prqgrams. Obviously, such instruction must start from the .in; - -
ning of ths total occupational program, often resulting in duplication ot

_ inbtruction conducted in high school.. This fact created the requirement for

- ' .articulation vhich,.if properly conducted, removes the ‘nasd for the post-secondarv

' student to repeat occupational instruction successfully completed at the secoundsry .°
level. Such students usually require only the more advanced occupational tn«-{.‘\‘"-' t‘
struction not received in their high school. c . . ;R

The three busic concepts involved in occupational program articulaion between

secondary and post-secondary levels of education are: - . -

1. To ensure that occupational instruction conducted at the high .
A school level is transferable for cradit to thé CC/TI in the :
< ) same occupational program, it is eseential thaty the occupational
instruction components (courses) content be l%ardiud o ag
' to be identifiable with one or more like cqmponents at the — '

CC/TL level. . -

. 2. To ensure that the student has acquired sufficient skill in
_ job task performance to be given post-secondary credit for high
- . school work, the teachers and instructors must both use the, |

. same "task perforimance standards. _ - * 1 " :

_ ) brtt student occupational ’hua}ifi;ca_tion recognized
for employmditt or course credit is both valid'and reliabls, it
is necessary to standardize test ‘items and procedures in the

a 4

. evaluation of student job. task performance. ' X

Instructional content stghdirdization is based upon job tasks considered
nacessary for jobmqualif-cation by the employers. The performance gtandards . .
'standardization is based upon the performance standards required by the in-
dustry, business or profession for initial job entry qualification. The ability
3  to-'perform job tasks and meet initial job entry task performance standards .
recognized and accepfed by ‘employers must take precédance over personal epinions
‘regarding standards or articula%iop cannot be readily accomplished. Test items-
 and evaluation procedures for the same job task should be developed jointly by

the instructors and teachers comcerned. P
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co ARTJCULATION RESEARCH PROJECT
SIGNATORIES TO LOCAL AREA OCCUPATIONAL EDUCATION CURRICULUM
ARTICULATION AGREEMENTS .

0

' Cmbex"land Area:

The following,liltpd local area public schqol system and community college/

technical ingtitute administrators have*agreed to articulate their Secretarial

. Science ~ Business Education Program'of instructioa.
the employment of this document as an instructional objectives guide.
school- students, wvho succesafully .complete recognized articulated portions of

th;t“progran~1nd~arc~evalnatadwaamjob"quaiifiedwinmwork“eompleead—willmbe_given——'
' appropriate credit for such.work by the local.area community college/technical

institute.’ .

\

Hovard E. houdréau

Such agreements involve

High

.
A J

Fayetteville Technical Institute

President
~ S ‘ _ Fayetteville, North Carolin
C. Wayne Collier Superintendent . Cumbegland County Public SCEoola
T - X . Fayetteville, North Carolina
. » R. Max Abbot *Superintendent Fayetteville City Schools

Duplin Area::

Carl D. Price

]

President ™

Fayetteville, North Carolina

<

James Sprunt Institute
Kenansville, North Carolina

_Charies'ﬂ. felverQOn Superintendent Duplin County Publ14 Schools .
! e g : Kenansville, North Carolina
) "‘ ) / . . » TN
Mart{n Area: & .. r g S !
Isaac B. Southerland President Martin Community College
R Williamston, North Carolina
R. Eugene Rogers Superintendent Martin County Public Schools *
., ‘ - Williamston, North Carolina
‘ ‘ ’ . N X | {
;e Mayland Atea: ~ j\Y - '
0. M, Blake; Jr. President géfiﬁpd féchniqp; Ingtitute
’ . , ,Spruce Pine, North Carolina
- {Phil Geouge Superintendent -Mitchell.County Public Schools
) ¥ Bakersville, North Carglina .
Harry McGee . Superintendent A County Public Schools L
‘ - : Neyland, North Carolina . '
Edgar F. Hunter Supertntendent Yancey County Public Schools
i ' ' 'Burnsville, North Carolina

4




’ Pot-og. Area: i
' ‘Edvard W. Cox -

Walter S. Rogers

Wiyne Area:

Clyde A. Erwin, Jr.
Jolin K. Wooten, Jr.

William R. Johnson

3l

Presi ﬁt

President

Superintendent

-

Superintendent

Superintendent

Piedmont Teéchnical Ihliituto

* Roxboro, North Carolina

Person County Public Schools
Roxboro, North Carolina

Wayne Community College .
Goldsboro, North Carolina
Wayne County Public Schools
Goldsboro, North Carolina
Goldsboro City Schools
Goldsboro, North Carolina

[



THE ARTICULATION RESEARCH PROJECT

\

Background: The Articulation Research Project was initiated on 1 September
1974 as a State Bosgrd of Education approved joint effort by the President of
James Sprunt Institute and the Superintendent of the Duplin County Public
8chools. It was dnd is supported by the North Carolina Occupational Research

Qtltc Departments of Public Instruction and Qommunity Colleges.
The occupational program instructors*of James Sprunt Institute and the teachers
from the Duplin County High Schools, assisted by appropriate occupational ad-
visors, acting as a joint area committee were responsible for the development

of the instructional material content of the initial srticulated instructional
objectives guide for this program. That guide was in turn updated, revised, and
refined by a state level committee to provide a pilot model for a state articu-
lated instructional objectives guide for this program. This guide will be used
by all secondary and post-secondary institutions and teachers who have entered
into local area articulation agreements for this program. <i

’,
N

The state level committee that developed the revisions and refinements to the
Duplin Area ‘Committee produced guide consisted of vepresentatives from each local
area joint advisory and program committee for the occupation concerned that is
operational in the areas of the state that have entered into local area articu~
lation agreements. Each local area sent both secondary and post-secondary occu-
pational teachers/instructors as representatives for each articulated program,

Plus at least one advisor for each program, to participate as the state advisory

and program gommittee. Where possible, a state occupational education staff 7
member from both the Department of Public Instruction and the Department of Com— -~
munity Colleges participated in the role of acting executive gsecretary for each”
joint state advisory and program committee. This committee acting as a

performed the actions cited above. The joint state advisory and program com-
mitte!\ugmbers participating from the local areas and state staff personnel are
listed b‘é1ow A\

@
v

v NORTH CAROLINA.JOINT BUSINESS EDUCATION ADVISORY AND PROGRAM COMMITTEE
‘Pr. R. Jeéan Overton -Acting,Executive Secretary Ass't. Dir..Busiﬁess‘
: ‘ il Programs, Department
of Community Colleges

Katherine Meadows . Ass't. Exécutive Seécretary . ' Consultant, Bpéiness
: . ) and Office Education, .
’- ‘ oo ' Dept. of Publ#c Instr.

Annetge S. Talton ) - Advisor, Wayne Ared ' I.C.I. United States, Inc.

' . ' - Pikeville, N.C.
Arlene G. Talton /(I -Adﬁisor, Wayne Area ' Town of Mt. Olive

* - _ : _ . Mt. Olive, N.C.
Shelton Norris . . Advisor, Cumberland Area . Southern Nat'l. Bank
‘ M N _ Fayetteyille, N.C._

.
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- jl -
Judlﬂwo.thorlby , Advisor, Wayne Area ~ Wayne Community Gollogo
: e ) 7 Goldlboro, N. C. |
, . 4
Herman Kight Instructor, Duplin Ares James Sprunt Inat.
’ h K‘n.nw‘.ll.. “oCo
(] -
Anne M. Waters \S\ Instructor, Wayne Area Wayne Community College
. ' N N ) Gold.boro. N.C.
— 777 "Kenneth H. Neal UTT Instructor, Wayne Afea 77 7 Wayne Community College—
L , ’ ' . Goldsboro, N.C.
) W ) .
Judy O'Daniel Teacher, Wayne Area Wayne County Schools
- ‘ : Wayne County, N.C.
Jean A. Hollowell Teacher, Wayne Area " Wayne Coﬁnty Schools
' Wayne County, N.C.
Q
Patricia L. Wells Teacher, Wayne Area Wayne County Schools
: « Wayne County, N.C.
Richard C. Jarvies Instructor, Cumberland Area Fayetteville Tech. Inst.
Fayetteville, N.C.
,Janice Gaskin . .Teacher, Cumberland Area 4 Cumberland County Schools
( ' - Cumberland County, N.C.
Barbara S. Mitchell - Teacher, Cumberland Area ' .Cumberland County Schoold
: oo . Cumberland County, N.C.
‘ . N » J .
Marilyn M. Fowler Teache;, Cumberland Area Fayetteviiie City Schools
\\ ; ' ' - Fayettevblde, N.C.
‘ . | , .
' Elizabeth B. Price Instructor, Martin Area Martin Community College
S - ; Williamston, N.C.
, Beaylah C. Peppérs = =~ Teacher, Martin Area ' Martin County Schools
X : . » Martin County, N.C.
Cherie J. Taylor ' Teacher, Martin Area Martin County Schools
. . C Martin County, N. C..
Joyce M. Hardison . Teacher, Martin Area : Martin Cbunt&'Sgh' 1s
. ; ~ , ‘\ Martin County, N.C.
Patti Garland ‘ Teacher, Mayland Area - A Mitchell County Schools
: : Mitchell County, N.C.
Wilhelmina Hensley Teacher, Mayland Area Yancey County‘bchools .
. . Yancey County, N.C.
. A 4 N - . .
Dr. Carlyle P. Woelfer Project Director/Editor James Spﬂu&t Institute
Instructional Objectives Kenansville, N.C.
' - Guides -
a .
: g . .
[:R\ﬂ: ‘Carla Gaiser Typist =~ 8§ - , . ,

wll Toxt Provided by ERIC [
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ARTICULATION RESEARCH PROJECT k
: Purposs of Instructional Objectives Guides
Articulated jnstructional objectives guides are expectad to serve the folNowing ’
purposaes! . _
- 1. Serve as the priinry vehicle for tha articulation of subject matter in -

. -~ 1ike occupational prqiﬂiﬁi“ﬁitﬁiﬁﬁ“ﬁhﬁ“ﬁigh'iéhaéti“iﬁd“tht“tichntct}
institutes/community colleges, through use by instructors at both levels.

9. Provide o listing of the minimum tgsks that & worker is expecthd to per-

X - form in th conduct/ of a apccif%é—ievel job in thQ\Ossgggg, concern.
3. Idcniify the detailed instructional obje ives Which. _based
upon the task i1isting. \The tasks are listed the sequence of complex- 4

ity, with the least. complex tasks being ligted first, except vhere a’

task must be performed ay a prerequisite té performance of another. The
sequence of task listing/is expected to influence -the sequence of instruc-
tion. Task listings are/ internally grouped as dutigs or blocks of instruc-

4. Identify the dkills (Protess Objectives) and related technical information
which/’must be taught and\learned to accomplish the instructional objective.
These represent the minimum™akills and related information required for ade-
quate occupational proficiency formance. .

r ° .

5. Designate the instructional contact hours considered necessary to conduct
the required instruction. This is an estimate by the ina;Suctofa of the -
area program and advisory committee as to the time required to teach ch‘,
average learder to perform the task and, in most cases, to provide. the
: opportunity t& the learner to perform more than one practical work exercise
‘ tgigiin occ ional proficiency. This time estimate is based upon the
umption ;R:t the instructor will -have available the essential equipment,
" facilities, and instructiorial aids required to conduct the instruction, with

i

p class sizgy};mitéd'to the number 6f students shown on the equipment list.

6. Ideuntify the performance standards to be met for occupational proficiency in
the task. Performance standards used are those considered to be minimum ’
business or industry standardd such as are $qund in the .professional standards
guides issued by occupational associationg of the business or industry. The
standards are those which the learner must be capable of meeting upon comple-~
- - " tion of his program or course of instruction, if he is to be considered as s
qualified to perform at a specific job level or a specific job, in the occupa-
tion of the ptogram., The ability Qo meet the 1isted standards of performance
will also be considered as ‘qualifidation for advanced instruction in that oc-

/ _ cvpational program. )

7. Provide a guide in the conduct of sequential occupational competency‘instruc—
tion by duties-or blocks, resulting'in qualification by the learner to perform
limited skill specialist jobs of progressively higher skills 'until the program
objective is reacheq, je: file clerk to executive secretary; brake technician
to automotive mechanic, etc ess it is essential that a learner be given

. .9 _ .,.(’ff“f\ o

\ . M .
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instruction in § specific block or duty as a prerequisite for imstruction in

y | subsequent block, the complexity sequencs established should be followed.

As the learner becomss proficient in the performance of tasks in successive

more complex dlocks, he gains more marketdble oo-puqt “that ace indenti-
- fisble as the lower level iob qualifications of s specilallst, while working

towards higher skills. This provides an opportunity for even the slow stu-
dent to eventually gain sufficient skills to perform adequately as a special-.
ist at sows leamal in the occupation, despite the fact he may lack the abilicy
to complete the program. The same holds true for the learner vho has pro-

»

— -satisfactorily through "several” initial blocks of occupationel in- . . .

sty n (depending upon the program) and then for some valid reason is unadble
te coffléte the program or must leave stchool. Such flexibility in a program
of instruction permits the maximum number of students to bunefit from the in-
struction. Standardized sequences of instructional-block presentation also
ensure tha teral articulation can be practiced between the high schools of
a local area ahd simplifies vertical articulation of subject matter with the
local post-secondary institution. . ' R

A Y ’ * -
8. Provides a listing of equipment required to conducfvthc program of instruction.

Equipment listed is that considered to be the type and .quantity essential for

the conduct of instruction leading to job qualification the occupation, with -
the clase limited to the size stated. If class size exceeds the number for which
the equipment is provided, instruction will normally be degraded or take lotiger.
In some casgs, expensive items of equipment, that have limited use, can be )
shared betyeen schools, if adequate transportation and scheduling support is pro

vided by county school office. In some instances it may be possible to delay
teachi several tasks involving special equipment and then arrange to take
the class “‘to the location of such equipment for imstruction. S

9. Provide a list of standardized performance test items tp-be used in the deter-
minatjon of occupational proficiency. The test items attached to each block
of instruction are for the most part "outline type” test items, showing the
test objective, since they lack the specific detailed information which must
be provided for use as a performance evaluatibn vehicle. This would be pro- .-
vided at the time of use. These test items are designed. to be valid and re-
lisble means of evaluation of proficiency in the performance of a specific task.
‘Performance standards are provided with each test item. The test items listed
cannot be easily compromised, as long as tqd specifics are not provided, and
could be used as study guides. 3

(10. It is recognized that there may be unlisted tasks that some amployers may re-
quire the worker to do in tlre occupation, when in their employment. The tasks
isted are the minimum requirements for qualification for the job, under average
rcumstances on a regional basis. The tasks are not limited to a specific
..aXea employment situation or employer. ‘Instructors may teach more skills and
related technical information than is shown in the guides. 'Such informati l. ,
should be limited to the students who have completed the requirements for
7 tasks concerned in the instructional objectives guilde. ﬂb ly the addition
of. tasks to those in the guide should be based upon local ttee agreed
area requirements and be taught by all schools teaching the block of imnstruction.
: " A . .

11. Up-dating lﬂd'correction of items in the instructional objéctives guides:
Teachers/instructors are encouraged to. view the instructional objectives guides
critically,in an effort to ensure that.the contents are valid and current wi

.. . M «‘
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business and industry requirements. ICCOIlcﬂdltionl for change or correctiocn
v + should be submitted to the executive secretary of the committee, wvho should
\- . then assemble and present them to the sdvisory and program committds as
w whole, f6r rsview and possible adoption, _ /A‘

12. Instructional Blockas (Duties): Under normal circumstances the inatructor/

teacher should not plan to .conduct -instruction 4n & given articulated Jheck
~ of instruction unless the capabflity exists to conduct sll of the instruction
to meet the instructional objectives, with the—rgsult that the successfe)
learner ts occupationslly qualified to perform t .:aaat identified with the
. ' block. This of course means that in several cases the high schools will lsck
the capsbility to conduct s Sull program of instruction oving to lack of re-
sources or inatructor time. /‘In such situations, the successaful loarnor, on
leaving high achool, 1s cerfified as qualified as s,Qimited ekill specialist
or lower level job in the occupation can seek employment at that level or he
. Caf go on to the local post-seceary institution and complete the program.
The front cover sheet for each #¥ck of instruction shows the tqtal instruc-
tionsl contact time.allocated for high school instruction and for the post-~-
" secondary institution. In most csses, the high gchools are -Z}oc-tod more
time for the sdine instructional hlock owing to thy usuglly lstge Clssses,
limited physical resources, often less learner maturity} at times less lsb-

. oratory time, and more administrative interruptions. However, there may be
instances where the high schools are allogated less time in s given instruc-
tionsl block. This is caused by the fact that the post-secondary institution

" covers the block (Automotive Electricsl Systems) in itie entirety, for occups-
tional qualification, whereas the high schools will be expected to cover only °
- ' that part related as a prerequisite or parsllel té amother block. In this
) case, conduct of a portion of the block instructional bigctives is appropriate.
The overall philosophy to be applied'in occupational pg":::; is that 1t is
>  better to ensure that the learner is fully qualified to perform al* of the
tasks in a limited group of blocks or modules in an occupation and qualify as
a specialist, than to be only familisréwith a large nusber of tasks and occups-

tionally qualified to perform none of them. »

13. Most occupational programs will contain certain basic blocks af'inatruction
without which a student would not be considered occupationally qualified at
any level. Such blocks are pormally identified as blocks 0.0 to 1.0 and on

~occasions blocks 2.0 and 2.5. Such blocks usually hre base blocks and shquld
|

, be taught early or first in the program sequence.

. . .
P .
- |
-
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Prepayed and Published by: Occupaéional Education Research P 6ject. Articulation
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PROGRAM:

_ CoURsEs:

" INSTRUCTLONAL OBJECTIVES GUIDK

~

halt

sbhtruv

Executive Sncrniury (heC T-00%)

Stenographor/Bustnens Education (High Schoolam)

lat roduct ton to Buslnens (lllmk 0. ‘l) 7
Bus Lilons Mathematlcn (Block 0.2)
Parnonal Development
Typing (Beginning) (Rlock 2.0)
(Block 2.%)

Recordu Managcement

Offtee Machinen (Calculat tng)

"(Klock l.U)

(Block 3.0)

Offfce Machines (Rvpruduttld&) (Block 4.0)
Typiny (Advun(ui) (hlu¢k 5%.0)

Shorthand (BMlouek 6.

0)

Accounting (Banwle) (Block 7.0)
(Klock 8.0)
Data Procesasing (Conceptu & Control) (Block 9.0)

Office Procedures

Word Processing (B
Of fice Management

Tranmcription Machines (Block 40.0)
ck 11.0) -
(Block 14.0 - Business Administration)

Business Law (Block 16.0°- Businuas Adminiltrltion)

S~

Note: Initfal Blocks - 0.1, 0.2, 1.0, 2.0, 2.5,
apply to Business Adminlﬂtrntlon'and Accounting Programs at the post-

gecgndary level.

COURSE IDENTIFICATIONS:

[

Department of Publ

tc

Personal Development* - No course”number

Ingtruction !

Typing (Beginning) (I) Nu 6111
Records Managcment®

Office Machines (Calculating)*

>

-

Office Machines (Reproduction)¥

Shortha (I & I1)

Typipg éadvanced) (I1) No. 6112

Accountlng (Bookkeeping) (I) No.

No.

6212 and 6213

6332

Data Processing - Concepts and Control

Offfce Procedures (Office Practlice) No.

Introduction to, Buginess No. 6010a -
Businéss Mathematics No. 6910

Word Processing No. ' )
*Note: Usually taupht as part of 6410 or 6431 in high schools

Department of -Community Colleges

6422

Personal Development - HYG 101
Typing (Beginning) (I & II) BUS 102 & 103
Recoris Management BUS 112
Office Machines (Calculating) (I) BUS 211

Office Machines- (Reproduction) (II) BUS 212
Typing (Advanced) (III, IV) BUS. 104,205

Shorchang_(l. 1T

» III,

Iv) BUS 106,

12

107,

R
6410 er 6431

(T-03d)

108

%

3.

. Auguat 1977.

\Y

\

Y. 4.0, 7.0 and 9.0 also
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- Advanced: Shorthand (1 & II) BUS 206, 207 p 206 T e
Accoqnting 1) BUS :120 Cae _ _'- . e
: ,'_l‘ranscription Machines BUS 210 = - '1,Q_ P o 1 '(:_ ST
. - Y. " Word Processing BUS 27V3 ... . ST N T
... "~ = Data Processing/ (Concepts & Control)- EﬁP 104 : o . e
o L Offﬂ.ce Ptocedures -BUS 215 } RN, e N CT
o ot o _.‘:I'Iptroduction to Businéss BUS Ql ) _&' _ " P o ' R
T s . . Busfhess.Mdth MAT 110 = -7 oser T L
R . Office Management BUS 271 ~ -, S AR S IR N
‘::'.'..' "‘-_: ary e ‘Busi.\}ees'l.aw ]; BUS 115 = RN ‘..-_7 ‘-" -c, ' \._" o o
o mcmfm (CC/TI) }mn smocmntc (HIGH SCHOOL) BUSINESS REA’(ED INSTRUCTIONAL
", . . GONTACT. HOURS : RS S A -
. - . C-om.mmit”d Colleges./iechnij:al Inst:i.t:dt:ea' - 120%1’ 1283 e -..",x’,‘?,',- ' > '
PR " High Sciiools . Total | 1280 or 160 . o
s N ’»." ! ,‘, N -a e (3R - M .
SN L P ) : L Vi R ot o :
3 L -INSTRUCTIONAL OB.fECTIVE,.S (Secre.tarial/Stenographic Cou;cses) SRS P A
‘ ‘;‘,‘;:. . . ..o, w . ‘. ‘.- : . [EV) - ) ‘ ‘ l‘q ,--’T ”-,,‘" . ‘-,." . . .%,. }".
- LT tructidnal Hours P v (\'__ AT R S L
' \. C TI/HS -..~_- } ,_.. . . ‘,.. . - . \ . x_ N R ~\- i3 " *
A . s o . o - . . ' - i - .. [
" Block 0. I\ - JIntroduct:lon to Businessw 'l‘o provide the l\éamer with a -, . J
v . -(83.brs/18 h‘f_s_) « survey of the business world with pant,icular dgttention. + ¢ -
RIS AR e paid ‘to information- regdrding the structure of w. ipus -
T . -types of business organizations, methods of finmaghp\’ _ .
R T internal organizafions and management. ‘ . S
3 - ,‘. - “ o - L : - . . ' . —~— * - . . -;’.
. . -Block 1.0 ., .= *= Eersonal Development ' To provide the learner-with ‘the -
© 7 (30 hrs/30.hrs) .. ability and knowledge to be better qualified to succeed’
- I » C in busines® occupations’ by deve10ping socially desirable’
Lo o N o practices/habits in personal body:care, ‘grooming - .and dress;
_— R . ethics, interpersonal relationships, amd attigudes towards
RS o : - “work, reliability, and honesty. - - .
) Block 2.0 - TypingJBasic) 'l‘o develop touch typewriting competency, .
. {165 hrs/180 hrs) y speed and accuracy, and typing techniques at the lowest
R : 7 job level and job qualification speed as applied to tabu- |
-lat:ion manuscript:s\ correspondence, business forms,
st:encil/s, and duplica or mast:ers. ‘
‘_ ‘Block 2. 5 Record§ Manageme’lt' Provide ‘the learner with broad -
o (35 hrs/35 hrs) ¢background training ih basic. records management principles ,
; oy *and t:echniques"’ to file -accurately, quickLy, and sgstema-
. ' ‘ I,‘l. < “ - tl.cally-- L } ’ . “_-',' / «i’._ ) | q.. \ s ‘ - o -
v Block 3.0 ' . . Business Mz@ﬂes (Calculating):- To provide the learner
.. = €30 hrs/30 hfs), - with the techniques, processes, operation and applicat:ioq, LT
* o T ) *in the use of adding and calculating machines/ with eurphasis
. . : upon learning the t:ouch System for ten-key aelding machines. _
[ - o ...,.- \ . . i . '._ .
=~ - 9 . @9 ;
y - i} . .




1' ‘ ’ E - L : i LA v . . K ‘ ’
N . ; . .'-\ ’ - " . I . .‘

I . . . - A . .
~ Block™ 4.0 ' ¢ Business Machines (Reproduction) To introduce the learmer -rﬁh}
. + (33 hrs/33 hrs) . to a variety of reproduction equipment to be found in the ]
R "~ - ' modern office, and to develop proficiency in using' commgn -
w oy :'f oo« 7.+ types of such machines, with emphusis upon the prepara ‘ ;
. o - and use of spirit master stencils and offset masters.. Where" -
.™. . ..~ .° possible, students should also be introduced to c n image
Rt aqis S projection equipment with emphasds on slides and tr. parencies.
L. " e . v LR -
g "~ . -Blotk 5.0 V » Typing (Advanced) To: emp asize production typing problems -~ 3 et

~y = (165 hrs/180 hrs) the”learner ‘and speed buil ing.to achieve’qualification\for

A ' o . initial entry at stenographic® éhd secretarial job levels. To
P . B .. ~develop techniques neede§ Wy the learner ih planning and in
' typing projects tbat closely appreximate the work appro riate "

N = to.the field of 'stidy. These projects giclude review o letter s
O SN L forms -methads of duplicationm,- statistical tabulation' and | the
R \\>-r N -\?1 typing of reports, manuscripts, and legal documents. \ A'u-' \\g
. . Blo&k 6.0 ", . Shorthand To develop job qualification skil¥s in_ the learner ‘
= (330 hrs/360 hrs) " in shorthand,, plus providing ‘typewriting, gramhax usage, and A
. ' SR v 1 theigr application in the production of mailable, typewritmen '
. transcripts. . _ . ' ;
: . . . !

‘Block' 770~ "7 Accounting (Basic) To providé the learner with the principles, -
-(55-88 hrs/180 hrs) ‘techniques, and tools of "acéounting to enable the. learnex, to~
“apply the mechani¢s of accouhting. %, To develop in the learner A

e - .. -the ability to collect,’ summarize and report informatiqn about
e service and mercantile enterprises. - _‘ .
“ Block 8.0 ' .2 . Office Procedures. High Schools - To provide the opportunity
(143 hrs/360 or . to qualify the learner to perform basic records management . .
‘ . * 180 hrs) tasks (Block 2.5), to operate common business machines (Calcu-
o ) ~ lating-Block 3.0) and (Reproduction—Block 4. 0) plus personal _
; : development (Block 1.0). - ‘ ) : o

CC/TI and ngh Schools - To provide the opportunity for the T
; ‘ practigal application of office related skills and knowledge
o ‘ ' - previously acquired in the program of instruction in an actual

~‘! : . - or simulated office environment. To provide instruction‘and
' <« training on secretarial (CC/TI)" and stenographic (high school) .
~duties. .
_ Block 950h S Data Proce351ng¥(Concepts & Control) To'provide the. learner
(33 hrs/none) ~ : with a working knowledge of the basic theory of data processing

how to twwork with computer concepts, how to perform data batch
control, -and how to perform prqtessed data control.

< ' Block 10.0 e Machine'lranscription To- qualify the student in the operation
(33-55 hrs/famil- and use of the. transcrlption machine and to further develop pro- .-
' iarization) fess1onal ability in the application of correct grammar, word

/ ) ‘isage, punctuation, and accuracy while producing mailable copy
' from ine transcgibed dictatien for all types of communication - -
 forms. ) o o _ .

- . . .J.- ' ) : ’ v »




Block-11.0 .
(33-55 hrs/90-i807

e

P ’ .
"Bleck 14.0 ‘
(55 hrs) . -

82 \fsi
T / -
' Bldck 16.0 ~

4 33 hrs)
. Block 0.2

(55 hrs/180 hrs)

sy " . : : ) . ] K
g - ix - : : \;Z '} t

.‘. . ¢ - . N ) . v ¥ e

. ,’ . .
- Word Processing, a) To develop necessary skills and to

i%;ovide practical experience in the planninzp adminiscration,
: PP

d operations of a word procesging center licable to -

~.larger offices, (b) To further develop skills in high speed’
manipulative techniqués 6n a- power. key board, provfreading and

document revision, usg of machine transcyiption, production
of mailable gopy from magnetic media and rough drafts, file
log, and m&intain maghetic media, originate correct formats
and apply the approprléte code for the. format #hd determine

work priorities.

Sffice Management To provide the learner yith the fundapental

‘principles of office managem!nt with emp _sis on the ‘functions -

of the office manager and how they are p pformed, office auto=-
mation, planning processes,, controllingj organizing, and actua-

ting office problems . S ‘*la "'i'

B
.

e

Business Law I: To infoérm the learner regarding certaﬁn\funda-

mentals and principl&s of- business law, including contra?ts,

'negotiaﬁie,instrumehts, and agencies.' . * 5

~ n

5. N

. _ L S : A 4 - .
~ . . N ‘ . A L]
. . . 4

- Business Mathenaclcs (Notltaught as Business Course CC/’ ) .
" To develop skills in the application of mathematics to bu?iness

proPlems such as payrollsy pricing, interest,\taxes, etc.

. , . . N RN o
: . . ) " /«} ‘ . é\‘a:,
) 3
W -
a
b




leulum - at CC/TI level

- .

A S " INSTRUCTIONAL CONTACT HOURS = ' .
. ¥ . . " . . . - - . ] : - .
t Business Mathematics (MAT 110) or (BUS 109) 55 "
e ) .. » s d s ' - ) . . .
. - % College-Orientation (GUI 101) . .1
' - ~English Grammar (ENG 111) ’ 55 X _
.~ English Composition (ENG 112) Y 55 . SR
. . v . N , . L / hd
_ Oral Communications (ENG 204) a f 33 . S !\" R -
Applied Psychology (PSY 206)° - » .33 N '
. PR . ’ . . \ r hd A .
2 - Business Correspondence (ENG 206) ’ \(33, e "
. .State and Local Government (POL-103) 33 o
. . . s »* ] .
’ 'Non.-Business Courses '_I;o_'t:al; 308 | :
‘ Articulated Busines’s_ Education Course Total 1283 or 12_0‘6;' / =
N ' Grand Total CC/TI Secretati‘éi Program ' 1591 or 1514
. 4 : . . . ‘
—“/‘
- |
. 3 ' B
3 - . L
/ \
Y L7 -) 0}
| . . - ‘
. _ . v
i (
N B - . '
. ‘Fl" g - - ’ -
f. .- % k 16 \ ; °
.4‘ ] . . N f'}\
7 ' N - —



‘ . _ \)_'-x-_xi_

N . n

\

.

" 'Nog-Busqpe$§7§éucation Courses Suggesced;forfStenogr ic Program Curigguluﬁ

~/

Al | | . High Schogls
w . - /
( - . -
English' I, II, III Y,
Enélish (Business Communlcatio?)_ é (

; . .+ General Math or Algebra : ) )

r \ -

Busin'e's ‘Math - (If not ta{xght as part of .
4

Lo s 1\ Business Progf?m) o
Physical® Saience
. Biol?éy‘ -

Us Studies

0
L4

Health and ‘Phrs ical Liucation

) -
Electives =
] . Acagdlemic Total
‘Busines$ Edﬂed%
Curricylum- Total
. .
&
# M ‘ ﬁ . '
4 -




i ARTICULATION RESEARCH %Rogscﬁ/

4occumxom s

{

. ~ Frequency that average

't
. . . R .
. -
L . B q
. ' ' '
' i ' 4

TASK:

— —
= [=

—
<<
s

—
L4
=~

|

< -

1,

1,052

—

L6

51

201

" Level of difficulty: .NormélI? ~

nusm;ss ADHTNISTRATION - SECRETARIw(hNCE worker will be required  perforned by skill bevelor "\ ¢
| ACCOUNTI‘JG , ‘to perforn the task: * - levels ch'ecked.l '
" BLOCK OR DRVISION: erdonal Development 1.0 T Y
(In Order of Complexity) ' SELDQM | WEEKLY | DAILY | LOWEST ' |INTERMEDIATE | HIGHEST '
‘ [ . ' 1
. . N , LI .‘ , L '
Use proper techniques for good body care, A ¥ X Cax 1 x )
Q‘. \ e E R , L- . | Ty . . . !
Dress appropriately-and maintain neat, , 4 X 7y x [
vell-groomed appearance, ' ,
\"‘ )_ . bk .
Display prdper art“_titude tovard work, X X X X .
. ‘ ‘ ) 4 . . :‘
Pra‘ctiée good business ethics. K X X' X X '
Practicq tejephone courtesy. N X X, / S "1
‘ A ' B : . "
Ms\plaYlphysicaI poise. o X X . X 'y
| - ¢ | ' N
Meet-public tactfully, . X X (|" X X "
. \ ' . y ‘l : I
. Practicd appropriate etiquette in public. by X S T
. , o , & ! [ ¥ .
BLOCK OR DIVISIQN: “Typewriting (Basic) 2.0 | k K
Operate typewriter (nanval and electric). T ' X X X
. Prepare!,file labelé': o i X X X X
'Prep'aré postal cards. ‘x' X, . X xt
‘Pfépare copy from simple rough drafts X x & X X
x{rh proof reader's marks SRR a |
) : ! R . ."'I
Prepare\envelopes and labels for mailing, X & | R ¢
‘,, \ | g \‘ ! {
Prepare mailable menio;andum. rr . X X B X
. \\\ o ‘ ) L . /'\\ i



" ARCICULATION RESEARCH PROJECT -

OCCUPATIONAL TASKS

i

A

I

L6, of dfticulty: Normally

S F exency that average ¥
BUSINES{ADMINISTRATION ~» SECRETARIAL SQTENCE workgr will be required . - performed by skill level or ¢
| ACCOWTING to perforn the task, levels checked. S
‘ ro 9 K ' t J !
BLOCK 0@5 DIVISION: IypewritinL(Basic) 2.0 - S A
K o (continued) : - h S I B
O S0 Y|SELDOM | WEEKLY | DAILY iov_:g,sri' INTERMEDIATE | HIGHEST " |
. RPN ~ N . ‘ oy
2__0_7__ Pmpare Tetters (business and personal). ' X x |V x ‘ "X u’
208 'Compose sinple oopy at ~typewriteu. (\i‘ X X X // x -
2.0 .Hlakeocarbon.copies.‘ . x‘ X, x Y ox
' R ! . l ‘ . | ' \“5 N "
2_10__ " Petforn gimple tabulation. .o X j X . X
& Prepare outlines, -~ ‘ L X X X X -
5_1_2_ Prenare\anuscripts. S , X ,. b > S N
| _2__13_ Prepare fill-in forms ’ . X \x X x" 'T '
. . l ' ' ’
g._l_g_ v Prepare charts tables and othes\tabulated R X . ' X oM. X CX
L ' Teports. . o ‘ b ' ' e
‘ | v ' ‘ ‘. . .o
0 .Prepare simple agenda. o x ! < } X "
.46 Prepare sitple stencils ‘and duplicator 7 e X X x .| X :
.. masters, g N oo Do
R § d { . ‘ i ’
BLOCK OR DIVISION Jecords Management c 2,3 .' S ” \-Q-—- |
251 ¢ Prepa : folders and other filing material x|lx L x X )
© T for Use. j , SR | i ‘
g__5_2_' ‘Sort and cl’assify naterial., 5 X X :;” X "x
1 4l . ‘. !
m l{se filing equipment. | X X X , X s
o 7 CoA \
2.3 Requisition file naterial. by X X X 21
| ey )



)
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L
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" ARTICULATION RESEARCH PROJECT
OCCUPATIONAL TASKS ‘
. . . T 4
BUSINESS ADMINISTRATION - SECRETARIAL SCIENCE
ACCOLNTING
§
BLOCK OR DIVISION: Records Management 2.5
N (continued) -
TASK: \

f SO

2.56  Trans fi?mdive records, ) fn

|

$L0cK 08 DIVISEQH: Business Machines £ 3.0
alculating
»

Use printmﬁ‘hnd or non-printing adding
machifies and calculators to complete
the llowir@g business forns.

e
[ ]
—
»

Rae N

L3011 Orders

" 3.012° Invoices \
13 Inventory '
0 Sales !

_3015 Bills

3,016 MiScellaneous Accounts

Lo
=

l.

*BLocx OR DIVISIpN: 'Business Machines . 4.0
-(Reproduction and Projection)

01

T~

|

'Opeiaﬁe collator,

£~
[
»ro

O&rate folding machine.

-
[=4
>

Operate -automatic binder.

=
[ o
=

Operate -postage sealer and met‘er.

" Operate coplers (Thernal & Photographic).

=~
<
wn

*Note: Instructional emphasis shoqld be based uppn

, EKC)usiness offices.

99

y

Frequéncy that av

o

vorker will be required
to perforn the task,

© Level of dimculty Nomlly
. perforned by skill level or

ev\els checked

{ -
i N , ' .l\\ i / ‘ \l'.
ELDOM [ WEEKLY | DAILY |i*LOWEST msmr}ms- HIGHEST
‘] . / - "}h 0
J X x| x X
X X % X ' x
7 by ' ' ,’ \‘. ’
) ‘ 1 )
i . (\ K |
t X X x x
. \
] ;
U
X X b ' \x?%
x “x X X
. R P
X X X X
’
X X X X
X X X X
local arep survey ta;detérmin most commpn equipment ip use by

— 0" —.



' occummm TASKS

nusmess ﬂmrsmrmu srl:rumm SCIENCE

ACCOUNTING

, ntocr_on DIVISION: nmrnesmchrneg * 4,0

| JMSK{

4,00 06
4, 407
ﬁ 408
A
4.10
_ﬂ

)

Operate spirit duplicator.

\

» (Reproduction and’ Projecti;m) |

Operate overhead transpa(:;:;\projéctor.
Operate 35£m slide projectdr , L

Operate motion picture projecto;

\
\

Opel'(a'!e mimeogra \

o
Operate offset press. . \

Ic

wne
b~
[ % 3

- I

wn
=]
L
—

[k

wn
1
r=-

wn
[ o=
wn

56
501

508

BLOCK OR DIVISION' ‘ypewritiué Advanced 5.0

Operate typewriter.

Prepare file labels, | -

/
Prepare postal cards.

Prepare envelopes.aud labels: for mailidg.

Prepare memorandum,

Prepare letters (business and persanal).
Nake carbon copies.

Prepare outlines. v
Prepare press releases |

4
[:f{téilee note at bottom of previous page. -

!

.

|

Frequency that average
worker will be required

“to perforn-the -task, -

LN

\

Levél of difficulty: Normplly
lperformed by skill level or
lavels checked.

i

] [}

‘e“ :

L4

'?
[ "’ * '
|euoon | weeut | hrry | Lovest | ieRebiats | wiotgst

X ' "X Cox X

X X g\\ X

X ' X
X X X X

Ji
| X X X X
x| x X 2
y
X X X X '1

: X x X X
X X X X
X X ‘//m X
X X o X
X X X X
\ X X X X
-“l X X

X’ \‘ X

- 0“9 .



. occumrom TASKS

BUSINESS ADMINISTRATION SECRETARIAL SCIENCE

( @mrruc 5

BLOCK or DIVISION: Typewrdting' (Advanced)

)

5.0

Frequency thet(ererege

o worker will be ¥euired:

(ﬁentinued

. ]

‘»vresx- -‘
__5“9?1 Prepare medical history
‘_‘5.092 Prepare Hll-in forss.
510 10 Prepare agends end ninutes.

: SII Prepare manuscripte " |

,75 12 Prppare copy fton rough araft naterial with

proofreader 8 marks,’

f

A

to perform the tesk

Leve

of dif!ieulty: Norrelly

v

el

- perforned by skill level o

levels checked

v '
Kl Y

343 Prepare stencils end duplicator masters.

14 Drepare technical and frnanctet’reports.

L]

s

Prepare buq&pess forms,

4

| §.16 Prepare. charts tables. and other tabulated

g - coreporty L. : 3

!ile_ Preparerlegel:papers.

p6.18‘7 pperate“autometic,typewriter (optional)., - ‘\;f‘

L

'-EKC p

Aruitoxt provided by Eic:

o

oI

[SELDOM | WEEKLY | DAILY || LOVEST |INTERMEDIATE | HIcHEST
. Bl : ' ' ) I ! ;
. N |
i X Ly i
. ,. [ ‘\N
. | Xy X
Y . ‘ oo
| PO S T "X X
\ ' o
X 'y
- / .‘ “‘
X X X
X W x X
X | o % X
1 x . K, ‘lr
X " X X
."‘ N N
X
o
o |
o o 131
i E

— 0" ¢ -—



BUSINESS ADMINISTRATION - SECRETARIAL SCIENCE
ACCOUNTING

,. ummﬂﬂm Shorthand
SUB-BLOCK' 3 10, 6,20, 6.3, 6. 40

l.

g+

o

”Ec

ARTICULATION RESEARCH PROJECT

OCCUPATIONAL TASKS

6.0

" Read Shprthand.
~Bead Shorthand.

’ Read-Shgrthgnd.

Read Shorthand.

W;ité Shorthand.
| Write'Shorthand.‘
Hrite Shorthand.

ﬂ Write Shorthand.
Take Dictatibd:u“"
Také Dictation,
Take Dictation.

-

“"TakeQDictation.

!

Transcribe Shorthand Notes Accura{ely

,Tréﬂscribe ShofthadeNotes Accurately.
" Transcribe Shorthand Notes Accurately.

Transcribe Shorthénd Notes Accurately,

- Frequency that avpfage

worker will be r
to perform the task.

[

{red"

Level of difficulty: Normally |
perforned by skill level or =

levels checked,

/

J
SELDOM | WEEKLY | DAILY LOWEST IN'SERMEDIIATE HICHES’S -
' " ‘ X X .
; l o ' !
: | | X X
L \k X X X
| b
‘ ./ ' X X 5 .'\ ,' 1
' ., " ' e
o X :\ | 'o
. "I|‘
X X o
X : x X A
L. x“l . x . ! N
; K | au,/.‘
| X X : ;? "
, x|l x |
Tox X
i X X ;
}
X X |
N | 4
©N| X X
TR x|
< " ‘ l ‘
. x o



(

L]

ARTICULATION RESEARCH PROJECT

OCCUPAIIONAL TASKS

wmmmmmmm manmms

. nmxmowmmn Mmmﬂm

ACCOUNTING

v

7'0 '

T

A

. L ﬁT”journalize dlily transactions. .

Post transactions.

Close a pet 0f books. /

Keep accounts receivable and payable records.

'Prepsre 8 trial balance,

Maintain chscking‘sccountsf‘

. 4
Reconcile a bank statement,
Prepare a worksheet,

Prepare financial statements.

!

‘Journalize\adjusting and closing entries.

Close the leﬂher

‘Prepare payroll records. e

Special journals, .

“Special jouxnals:

Maintain petty ‘cash account.
Matntain' cash rcgister‘systen_records.

Maintain sales tax :ecofd.

Frequency that average
worker will be required
to perform the task.

. Lavel of. difticulty: Normylly

perfornsd by ekill level on\ .
levels checked,

-9
SELDON | WEEKLY | DAILY' || LOVEST |INYERMEDIATE | Mgkt
. \ ) . SR VRN | M) SR USRS SHUTIPUIN IO SNSRI S
' The performance frsquency X | x
of the tasks in this block
vill be deternined by the|| x X X
size and complexity of the
business organization and|| «x X X
the office activity {n- || !
wmnnmmmmsx X X
y. perforn the tasks
 daily vhereas small organyl X X
* {zations and offices may
perforn them weekly or x?! X
less often,
' S X
o X X
S
X X ‘
\ x x|
X X
x X
X X
| \
O /x ;,l x S L “v"“ .
, x | x o

- 0L —



T .
ARTTCULATION RESEARCH PROJECT

occ‘urmom TASKS

nusm}ss ABTATSTRATION - SECRETARIAL SCIRIE
T COMTING

. mcx OR DIVISION: Accounting 1.0
‘ . (qontinued)

TASK:

2,18 Conpute-and. record bad debts.

L

Ll Deternine depreciation and disposal of

plant asgets,
120 Hindle notes and ‘in’tarest.
Uge the accr;xal actounting system,
1.2 Use aut'omated data processing.

" BLOCK OR DIVISION; Office Procedures - 6.0
o (Secretary/Stenographer Duties)

. 801 Perforn limited housekéeping related
to office equipment, supplies and office
decor, , -

L

.02 Process mail. .

on

+ B.03L Yake appointments,
Re

[}

‘ I

- 8.0

La>

2 Relay information as directed,

;

04 Requisftion suppl‘ies and nf'uipment
05 Maintain inventory of equlpment and
consumables in offlce,

Im

-0

8,061 Maintain petty cash account for office,

8,062 Perforn personal, duties for employer when
32 part of job, description and ethical,

: EC

’ ‘ l ‘
. . I'J. ‘
oo
Fraquency that average Level ‘of difficulty: Normally
vorker will be required performed by skill level or
to perform the tagk, ~ levels chacked, \
i
SELDON | WEEKLY' | DAILY || LOWEST INTERMEDIATE | HIGHEST
- ‘ ‘/ | ‘
X ix '
| X X
| X X
\ X X X |
@
o
t |
‘ r
x|l ox X X .
’ s
X X X X
,..- X X X X
X X X X
. X X X X
X X X,
v | X X
, o | X A 'x ‘.

il
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ARTICULATION RESEARCH PROJECT

OCCUPATIONAL TASKS

BUSINESS ADMINISTRATION - sacmmr, CIENCE

ACCOUNTING

\s

Frequency that avelage
worker will be required
to perform the fask,

3
Letal of difficulty: Normally
perforned by skill level or,
leyels checked, =

v

BLOCK OR DIVISION: Office Procedures 8.0 Ry ‘ o~
(cont {nued) . E ' R RN | E
‘ : , J P, ' DAILY || LOWEST | INTERMEDIATE | HICHEST
TASK: / ‘. ' ‘, “‘.; " , ) ) T
~ 807 Maintain record of events and chppngesg o ke o x oy Y M R
\ policies and procedures. . ol | . ¢
‘ . ST P , .
8,08 Perforn teceptionist dutles. U S X X X
o \ ! S AN Y
8,09 Supervise other employees when required. /')J 3 X X
— | . ‘ % . /‘ ..' i ‘
410 Handle 'business social activities./ x| X
. \/ \ ’ »
100K OR DIVISION: Data Processing 9.0 . !
| “(Conchpts and Control) 2
o
.01 Know, computer concépts. " X X X X !
| /-_9__(_1_2_ Perforn data batch control. ' ‘:‘io'“‘ X X a;_i}
9,03 Perforn processed data control, l X X X
'BLOCK OR DIVISION: - Machine Transcription 10,0
1001 Operate transcription machine, K X X x X
10.02 Perform crperator care of transcription X Yy X X
- - machine and machine transcriptions ;
[
10,03 Produce draft docunents of all types X ‘ x( ' ‘X ¥
~ rapily and accurately from machine K ' v
transcriptions, ' 8 "
10,04 'Prepare nailable copy in proper format X ) | X X :
=2 | )
' from machine transcriptlons ‘ .
B o p i . » I,
34 e . 35 [



ARTICULATION RESEARCH PROJECT

OCCUPATIONAL TASKS

DUSINESS ADNTNISTRATION - SECRETARIAL SCIENCE

ACCQUNTING

y lLOCk OR DIVISION: Machine Transcription 10.0

TASK:

008

(cont{nued)

Dictate material for machlne transcription
accurately and In proper format,

¢

BLOCK OR DIVISION: Word Processing 110

101

qm—u—
"

11,02

1
11,04

11,05

. 11,06

Origlnate docusent fornats and";se

Know word processing terminology,

~ definitions and usage.

Know how word proceséing'cqﬂtepts are
employed in modern of f1ces.

Communicate orally.
Transcribe fron transcription machine;
Proofread and revise documents,

‘Operate power keyboard (automgtic type-

~ writer),

File, log, and maintain magnetic media,

: Producé docunents fro magnetic média;

¢

applicable coding. Qﬁ

Dictate documents onto magnetic media from
printed or handwritten copy.

Fraquancy' that average
worker will be required
to perform the task,

Leval of difficulty: Normally

~perfdrned by skill level or
levels checked,

.‘ ' ! '
hﬁELDUN WEEKLY " | DAILY [OWEST | INTERMEDIATE | HIGHEST
X ' X X / X
| v
X X X X
X X X X
X X X X
X X X X
| X X X’ X
: X X X X
X X X X
X X X X
X X X X
X X X X

- 001 -



'ICULATION RESEARCH PROJECT

* OCCUPATIONAL TASKS

\DHINISTRATION - SECRETARIAL SCIENCE
" ACCOUNT ING,

11.0

DIVISION: Word Procensing
. (continued)

)

L

1 reprographic equip*unt.
lv‘anﬂ maintain records,

[ginate and dictate simul taneousfy
m. an qutline documents that contain all
sent fal information,

T dcciqiéns.and,aolve problems.

age own time and tasks and determine
igned task priorities.

lement procgdurea and {nterpret flow
work within designated controls,

arvise word procesaing center to {nclude
porting personnel.

. ' . '
- -
. '/ B
. v N
s .

Frequency that aversge
worker will be réquired

to perform the task,

£

Level of difficultyt Normally
performed by skill level or

"levels checked.

%
X
SELDOM WEERLY DAILY LOWEST [ INTERMEDIATE | RIGHEST
X X X X
X X X X
X X b X
" X X X X
i
X x X X
.
X a., x
K v oA
X ' X
hl
»
\

39
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.mmmm HSACH PRSECT :

} !’
: occunmonm hSKs AT B
e ‘ ‘Frequency that'average Level of difficulty: Normally
: SINESS ADMINISTRATION SECRETARIAL SCIENCE worker’ will be required | performed by skill level or
SN _' " ACCOUNTING | to perform the task - ,levels checked -
.BLOGK on urvrsrom- 0ffice Management o [ | r
. " |sEoon | wemcy | DATLY || LOVEST |IVIEREDLAE | mpest | . .
Plan provide for and maintain first aid | - x X x " i
capabilities. “ P . 3 . S |
—%%ﬂlm—anu aupci se-safet: y TU lca am‘} . .Il‘;‘m " : A ‘ . : , vy *‘ :\ ‘ P
EARAPY compliance. ' S : . . DY
8 14 ﬁg Plan and supervise mtor. vehicle parking X \ “ X X,
aress and grownds, © S B Al . o
].f“-f,‘_.‘llt: 04‘ Supervise visitor reception and- fnforna-". % e .‘l :
Tt ' .
105 'Supervise mail'room and message center, X « - i X I
" 16,06 Supervise cafeteria amd/or rest X x| \x ‘
0 factlities, ' ' ) | R
1‘4.07f Supervise. internal ‘transportation services, X LK / x|
‘.i',"14.08 Plan/supervise custodial facilities X x| xo /
R utilities requirements/activlties ' |
16,09 Ensure maintenance of. office équipment.’ X X 1ox
‘ ' ] ' ot -
160 Perform office equipnent rental require- gr o e . ¢
© o ments, ‘ - E
. ‘U' .o . . ‘-“
“ 14;711 Supervise office supply activities. X . X
14 n Supervise applicatrom employee conduct X p j‘x[. b
" and standards. o : ‘ , LT { ! '
‘ LN i Bt Pt { ¢ [Y O
. o ' L { : ¥
s t . . - :’I
= o e 1 A




. l' *

uiricmunt Lnéssancn n-RoJ'nc'r, .

occummnni nsns |

nusnnss mmnrsrmmn sncm-:mm ‘SCIENCE
S ACCOUNTING

gt

. Trequency that average o
. vorker will be required
to perform the'task. :

parformed by skill level or

) levels checked

 Lewal of #ffiéuit}.’ Nomd}ly,.‘ . L

14,0

v .
.t

.BLOCK on DIVISION 0ffice Ma\agement :
" (contin,ued) '

1]
h

SELDON *

VEEKLY |

\
. %
R

PR

DAILY

¢

o

T

'. TASK: ' . \ | : ' [ Y
14 13 Plan for i‘ernal counnunications services
14 14 Plan and make work flow sheets {
¢ s o ’

(3

mfoffice layouc

14 16 Make work schedules

14 17 Plan office organization and staffing '

BLOCK OR DIVISION. BusineSs Law 120 (Accounting -

Business Law 16.0 (Bust Admb

’

Know basic principles of law and its
‘ enforcement -
"‘Know,basic legal considerations of

': contracts ' : ,

‘ ‘_Know the legal considerations regarding
. sales, ‘*, o .
Know legal considerations of
bailments e
'Know legal considerations regardmg
: commercial papegs. e
'an legnl considerations of agency‘ and
.s~employment relationships '

' Know the, legal considerations of ’

You

s

e S

B partnerships 5

LOVEST

| INTERMEDIATE

HIGHEST

A B
r

el €"fp‘-_




o

B;‘CK 0R DIVISION ‘Busine

- ORCIRATION TS

ACCOUNTING

STOTATION RESECE PhJRET -

Coe

~corporations

'Know the 1ega1 cons deraoions regarding 4

' risk-bearing device

. Know the 1egal consiflerations re!&rding
!

o

droperty.

BUSINESS ADMINISTRATION SECRETARIAL SUTENCE -

e

hs Law 12,0 (Accounting
o Busineis Law 16 0 (Bus Admin

Know the 1ega1 considerations regardrng |

Frequendy that average
“worker will be- required
to perforn the task.

-~ Level of difficulty. Normally
performed by skill level or

1evels checked ‘

WEEKLY

" DAILY

'

\ .

LOWEST - -

INTERMEDIATE

HIGHEST -

A Y

B AN

’ \-‘n .4,




- PROGRAM:

B

Yiif‘.' COURSE:

s o, - 'fv, : ) . -
INSTRUCTIONAL HOURS: High Schools: 180 hours . S L
. : Communi ty Colleges/Technical Institutes: 33-55/pngas\ -
INSTRUCTIONAL OBJECTIVES: - o - _ o "/'»
'_1.33To provxde 1nformation to the learner regarding the bus;ness world W1th

“-management. - , . '
. : o . T : .
2. ‘To_prov1de 1nformation to the learner reqarding the basic economic'érob-
. - lems .and. the knowledges essential for the individual to be an intelligent
.buyer, usery “and producer of business goods and services, in a ba#ically .
free enterprise svstem. v . C
S ’ < : /
. g /
R 3. To prov1de information to .the learner on- topics related to ‘the bu51ness
.,Hihy Yworld at will se;ze as a hacquound and foundation upon which the
IR business-related cobirses and programs are built, ie: the econdmic world
T . ‘american business and the _consumer, banking, credit, savings and invest-
ments, money management, 1nsurance, communication, travel, taxation, v
K transportation, career opportunities, and’ job application._ T §
" ‘e . / '
. o ) . ) . | ' B //
. . JOB QUALIFICATION° : ' o B . “‘_, o

PRE#%&UISITES: ngh Schools- None.-~‘ ‘ - o o

/ . . o
3 . . . )
. /
" .
S There are no perfﬁrmance requirements for this particul r. block" of 1nstruction
' _or course. An appropriate number of standardized test/items requiring written
response should be prepared. > . v / ‘
k] ' . ' / : L -
o . . .
‘ 'EQUIPMENT: . /
' ) \ T % / ‘
. . 1 . / »
‘None !

PERFORMANCE EVALUATION : R : . C

- -l ' | \//

" * ARTICULATION RESEARCH PROJECT

' | | L o
Accounting (DCC T-016, Business Administration (DCC T-018),
Executive Gecretary (ncc T-O30), _Stehographer (DPI)

Introduction to,Business (Block 0 1)

.

' o Instructional Objectives Guide ' August 1977 °

Department of Public Instruction No. 6010

particular attention devoted to the structure of tie various types of
business organizations, methods of financ1nq, internal organization, ‘and

. . . ' P )

| L
.{. This is an_introductory and bhackground type of course, Serv1ng onlykto provide
related general information to :the learner, and does not result in any'type of
' occupational qualification. . : :

s L +
!

( - Community Colleges/Technical. Institutes Nonev’

!

. . o ; .

]

T

1
3
f., .

LS



o, P ;' ﬁ1|- - 0.20 - - h‘. N . uﬁ‘ “ S ;
ARTICULATION ‘RESEARCH PROJECT
g ’_~ﬂ,' f Instructional Objectives Guide o L ‘Adgust1977

PROGRAM: -. counting (DCC T-016), Bu51ness Adminisbration (DCC T-018),
ecutive Secretary (DCC T-030), Stenographer (DPI) '

' COURSE: Business Mathematlcs (Block 0.2 )

‘COURSE DESCRIPTION:_ Department of Community Colleges No. BUS 109

1Bepartment"§£“PﬁBIi6jInstruetion N6. 6910~

INSTRUCTIONAL HOURS: High Schools: 180 hours | | o
: Community Colleges/Technical Instit:utesr 55 hours- . L

. 3 : . /—‘\ " - . '
INSTRUCTIONAL'OBJECTIVES: . o : : : . '
1. To review for or develop in the learner the skills required te perform "‘_‘_,--ﬁ~7
the basic mathematical processes applicable to computational situations : é& 7

'encountered daily by consumers and business workers.

2, To prov1de_spat1f1c occupationallv directed mathematical skills to the -
"~ -learner needed ip dealing with topics such as how to calculate ox com-~ ,
" pute interest, discounts, investments, payrolls, 1nsurance, ‘taxes, ' .

‘ percentages,:c.i 1s91ons, ‘cash transactions, and credit.. ' .

JOB QUALIFICATION: , - - PR . , ,

This is a foundatlon type course of 1nstruction which serves to provide a
‘necessary basic aeapability to help the learner to function adequately in a R
business environment, but does not provide a specific’ Job qualification. ' ' SR

' PREREQUISITES: . . S o
REQUISITE: | | « |
High Schools:, None. ' o S
' Community Colleges/Technical Institutes._ None. : :
. % ,
PERFORMANCE‘EVALUATION: ‘ "

+ The course evaluatlon of learner performance w111 be performed bv the 1nd1- -
- vidual teacher.  The ability of the learner to apply the skills acquired -

.will be {ntcgrated igto the evaluation of primary businesscourse ubjects .
‘requiriannathematical computational skills. o _ o : o

EQUIPMENT- S S

AR N S . | |
No spec1a1 equipment reauirements other than normally. available in the average - '
classroom. S L I i : . . -

BUERY

el e
N




INSTRUCTIONAL GUIDE

W
v

PROGRAM(S) : szcazmm SCIENCE (EXECUTLVE szcmmy-ncc 'r-oso) Accouu'rmc S
- (DCC -T-016) AND BUSINESS ADMINISTRATION (DCC ’1‘-018) _ . .

1.0)]

' COURSE:. | pxxsomf DEVELOPMENT (BLOC

COURSE DESCRIPTION: There is no existing course in this subject area established

. . . by the Department of Public Instruction, but is taught as.a
NS S ' unit in office ogcupations. Occupational advisors recommend -
. ~ strongly that the instructional objectives be covered. Selected
instructional objectives should be covered during initial class
Aactivity with others by integration, at recurrent. intervals,
} ‘ with other. insfruction on a. contfnuing basia._' o
*;.. . INSTRUCTIONAL HOURS: " 20-40 (Sugg sted instructional time “for each instructional
R ~ objective ,is/ an estimate of contact hours required to provide -
Job. qualifi ation task performance for the aversge student.-
It is a plaZning figure only. Block instructiogal houra in~-
clude evaluation ‘time.) . '
msmucnmAL OBJECTIVES: = | s

1. To,practice good body gare. . :
2. To maintain a neat, well-groomed appearance.
3. To dress appropriately.
* 4. 'To display proper attitude towards wotk. . Lo o
" 5. To practice good business ethics. ' - A, . o .
' 6. To practice telephone couttesy: : ‘ I ' i
7. To display physicgl poise..
8. To meet public tactfully.
. 9. To practice appr riate etiquette. -
-10. To: develop proper?attitude towards honesty and reliability.

© JOB QUALIFICATION: None. ' o - o
. ' . ‘.‘ . N :

pnsm@msm . None. .
’ J - X
PERIORMANCE EY?LUATION' By performance testing, e test items attached

~EQUIPMENT: See equipment list attached

P




.- 1.01 -

ARIICULAIION RESEARCH PROJECT
OCCUPAIIONAL TASKS AND INSTRUCTIONAL REQUIREMENTS

L]- T Accounting - Business Administration - Secretarial Science

llocx OR DIVISION NUMBER. 1;0 TITLE" Personal Developmenc

IISK NUMBER'-;_l;Ql;_JTITLE' Use Proper Technigyes for Good Body Care.--'

- - ~

IISTRUCTIONAL OBJECTIVE - 1.01: How to Perform GOOd Body Care. -

.

How To: “t" o S
St L011 L Keep physically clean 3
FRRER 1012 - Care for nails. -~
"1.013 - Care for hair.

1:014 ~ Select a proper diet.. ,
1 015 - Maintain good physical fitness. LS o .

" RELATED TECHNICAL»INFORMATION“ T |

- Know health and sanitation rules. '
- Know steps for administering a manicure or pedicure.
‘Know steps- ﬁpr proper hair care.

- Basic elements of a proper diet.

- Basic exercise.

v:(tlv' Suggested Instructional Time: 1.01, 1-5  hours. h ' B s
. v v ‘ N | \ , ——— - }- e T . B “ R

Required Performance Standards: c“i - o - S T
' The learner must show evidence of being well-groomed in relationship tgq physical
cleanliness, properly kept nails, well-kept hair. The student will show "knowledge
. of good eating habits -and requirements for good physical fitness. (Instructor s .
evaluation ) _ , . .




e

 -.1.02 -

e
9,

. 'BLOCK OR DIVISION NUMBER: 1.0 _TITLE: __ Personal Development

IASK NUMBER' 1. 02 TITLE Dress approp;aately and maintain neat, well-groomed
: appearance./ s .o L

INSTRUCTIONAL"OBJECTIVE - 1.02 How to dress appropriately and maintairr neat, well- ST
o o groomed appearance. . , \

SKILLS: (Process Objectives) ‘ o P '

How To:...

1. 021——Have clean clothing.

1. 022—-Se1ect appropriate clothing
1.023--Care for clothing. '
1.024~-Use appropriate accessories.

RELATED TECHNICAL INFORMATION: o N _ | \‘. -
- Know standards for acceptable -dress. IR .
Suggested Instructional Time: 1.02, 1-4 hours. | , '
~ Required Performance Starxdardsg | - T BN
. 'The leamcr hust demoostrate the ability' to maintain a neat, well-groome(appearanci/

" by having clean, appropriate, and well—kept clothing and accessories. (Inftructor’
evaluation.) -

——




.

A I : ' ’
~ BLOCK OR DIVISION NUHBER: 1.0 TITLE' Personal Development (Continued)

“Iﬁ&ﬁl (Process Objectives)

ek
L

-

TASK mnmzn 1.03 TITLE:_ Display Proper Attitude Toward Work. 7
- INSTRICTIONAL omcnvr. - 1.03:__How to DTsplay Proper Attitude Toward w,ork .

ﬁow To:

- 1.031 - Be conscientious.

1.032 - Be pleasant. - - . T
~1.033 - Be tactful.-,

1.034 -~ Be- cdoperatiye.

" 1,035 - Accept constructive criticism.
.036 - Fulfill job performance requirements. . :
1.037 - Accept responsibility. S
| RELATED TECHNICAL INFORMATION o T e
“ ‘v . - .- .
None ‘ ~

wmczsmn INSTRUCTIONAL TIME' 1.03, _1-3 howrs. -+ o

. The.ledrner must display a proper ‘att ude toward work. Learner m t demonstrate the

I

B.EQUIRED PERFORMANCE STANDARDS :

ability to be conscientious, pleasant, tactful and cooperative. . The ability to
accept construcdtive criticism. gracefully, .fulfill job performance reguirements be
reliable, and accept responsibility are akso essential.

»
- '



- - - 1.04 -

SR BLOCK OR PIVISION NUMBER: 1.0 TITLE: Personal Development - (Continued)

TASK NUHBER 1. 04 TITLE: Practice Good Business Ethics

INSTRDCTIONAL OBJECTIVE - 1.04: How to Practice Good Business znhicq.'
:i.t” . SKILLS' (Pstcess Objectives)
How To: =

*jW“W*““ “T.041 - Contribute to the practice of gopd business ethics. =
x 1.042 - - Maintain confidentiality

. RELATED TECHNICAL INFORMATION'
Definition of business ethics. e
- Value and need for honesty, and loyalty in, business.

. = Need to observe legal limitations on-business practices.
"~ Value of practice of good business ethics by employees. ’
. Hoporing purchase and sales commitments. |

7 - = Fundamentals of warrantees, guarantees, copy rights and patent rights.

- Importance of contracts, personal and otherwise.

fi< i i

>

SUGGESTED INSTRUCTIONAL TH: 1.04, _1-3 howrs. . .

T REQUIRED PERFORMANCE STANDARDS:

‘The learner can define good business ethics and loyaltyfrﬁfemployer and state how
- they are applied by the employee. . _ ; S :

: / f\i _—" | : | ‘ . | . ' - . \; '.

02




BLOCK OR DIVISION NUMBER: 1.0  TITLE:_. Personal Development (Continued)

TASK NUMBER: J;OSi TITLE: #;actice Telephone Courtesy.

INSTRUCTIONAL OBJECTIVE - 1.051:_ How to practice telephone courtesy. Lo
SKILLS:. (Prodess_Objectiveq)b' | : ! ‘ -
How To: | - : | ‘ R ‘ .
i.OSll'- Use proper tone of voice. : >
~1.0512 - Handle callers of all kinds.
1.0513 ~ Be tactful.
1.0514 - Handle incoming calls. i . . ,
1.0515 - Record messages appropriately. - - _ o
_ C o ) ,
. . ' _ X
RELATED TECHNICAL -INFORMATION: _ : . ' )
-’ Rules of étiquetté. | . ‘

‘- Steps gJaw handling incoming calls.

" SUGGESTED INSTRUCTIONAL TIME: 1.051, 3-5 hours. = -
REQUIRED PERFORMANCE STANDARDS S f/i o - ‘ Z~"
The learner must demonstrate his ability to ptactice telephone courtesy to .-
instructor satisfaction. A s
L | _ . : ) :
R A : L . D .

sl
=2
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RN L s a1.082 - | e

" BLOCK ot DIVISION NURBER: 1.0 _TITLE:® Personal Development (Continued) -

L max mmznw 052 TITLE:_Display Physical Poise.
INSTRUCTIDNAL OBJECTIVE ~ 1.052¢ How to Display Phyn:l,qal Poiaa. :
SKILLS: (Process Objectives) -
., . ’
N How To: .
1.0521 - Have proper posture. .I7 ‘
. 1.0522 « Walk. - B
o l 05-23 - 51t.
" 1.0524 - Enter. or leave a room. .
: a 1.0525 = Enter ‘or leave a car.
t: ."J ’ . ': ¥ “
~ RELATED TECHNICAL ZNFORMATION'
s
- Rules for entering and leaving a car. :
; - Rules for entering and’ leaving a room.
vya - Basic stance positions. -
- " SUGGESTED INSTRUCTIONAL TIME: '1.052 1-2 hours.
 REQUIRED PERFORMANCE STANDARDS: m
/ - _—
~The learner must display .physical poise to instruc_:tor satis_facti‘.
¢ / . ' P N ‘ R
-\
&
o 3 : v
' \ ey
, , s
. . . SR ‘ . S
. . ' . o i
o S ! B N ‘e '."‘_ . . . .
: ‘ o ' - NI Q" ./',,!‘ B _)
NRETUR SN T S 3}




e - - 1.053 - ‘

ﬁocx OR DIVISION NUMBER 1.0 ’m.r.:

e -
- “TASK mm: 1053 TITLE: Meet Public Tactfully. . TP
g INSTRUCTIONAL OBJECTIVE - 1.053:__How to Meet Public Tactfully. __ L
_ — X — —=
- SKILLB: (Process Objectives)
How To: ‘ o | - | -
‘1 0531 - Make 1ntroductions and to greet people. )
. 1.0532 - Make intelligent conversation. .
\' 1. 0533 - Be a go Tigtener., . T e e
<\ 1.0534 - Handle ard situations. : S

\\ 1.0535 - Act as host or hostess for employer.

"1, 05;6 - Be a "peace maker". : . ) |
i 0537 - Get along with others. ‘ \/ >

\\1- .'f . . . . . -
~§ R | * 4
RELATED TECHNICAL INFORMATION: _— i L - -
P - Steps ‘to making an introduction. ' | |

) g
©/  SUGGESTED INSTRUCTlONAL TIME: 1.053, 456 hours.

REQUIRED KE%FORMANCE S']:ANDARDS :

The learner mus tf demons:rate hig ability to meet thé public tactfully, be . coopenative, -
and get along with others during classroom situations. L v - v

.

r',._.- [ . )
. t, ) o

"‘
1

. [ i

.

." .

., / Y

y“ ""‘ | .

= : * “ Fe

' o . '- . [ . ) . " ’ 'J" ‘
" T . ) ) ) . - . E \ B

e v .
N % . ,-.:'_/ .
N - - L M. ) &
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- 'L.1,06 - h .
( v - | o

'BLQCK OR DIVISION NUMBEk: 1.0 TITLE: ' 7Personal Development (Continued)

%)

_'TABK'NUMBER"I 06 TITLE: Practice Appropriate Etiquette In Public.

,INSTRUCTIONAL OBJECTIVE - 1.06:_How To Practice Appropriate Etiqgatte in Pghlic.

Al B

SKILLS: (Proceas Objectives) o . -
How To.

1,061 - Use Good Table Manners. .
1.062 - Practice Good Etiquette. : ' ' -

m1,063 - Determine accepted social behavior in buainesapoffices- P
RELATED TECHNICAL INFORMATION'
- Need for etiquette and acceptable social behavior in business office aituations.

- .= Know etiquette rules.
- Accepted Soclal behavior in usiness offices.

Kl

.0 ' ' Y v -

SUGGESTED INSTRUCTIONAL TIME: 1.06,

REQUIRED PERFORMANCE'STAnDARDs:.




- 1.07 - :

. BLOCK OR DIVISION NUMBER: 1.0 'rI'rLE: Personal Develgpment L (eont'd )

e Al i Lt M
-

i\,  TASBK NUMBER: __1.07 TITLE: _ Demonstrate a Positive Attitude JToward Honelt .

‘Lv-‘ . . )

Lo JINBTRDCTIONAL oaamcrrvz - 1.07: _To Develop a Positive Attitude Tovard Honesty.

| » ) -
i*‘ ' SKILLS: (Process Objectivee)

i .

NoneD * Al . ) . . »

- RELATED TECHNICAL INFORMATION:

- Velue of employee honesty to the individual and the employer.
-'Responsibilities f employee to protect employer's property. -

- = Impact .of employee dishonesty upon business and industry and the cost of

consumer products and services. X

B - Current detection proc; dures and devices used to protect funds, property,
Do goods and to ensure employee production.,. » ‘
‘'= Penalties accruing to employee from apprehension for dishonest practices.,
- Golden Rule.

SUGGESTED.INSTRUCTIONAL TIME: - 1.07, _1-3 hours. ‘

~;~__
.REQUIRED P.ERFORMANCE STANDARDS'

The learner demonstrates famlllarity with honesty considerations and practlcea
. honeatx‘pnd respect §er private and public propertv in the classroom. .

a
[




: Accounting - Businesas Administration L\chretarial Science

TEST ITEMS

lLOCK OR DIVISION NUMBER: 1.0 TITLE: Personal Developmerit

'fThe student wills . " -« ' ' ' ) e

1 01
a). ‘'Plan a proper day's menu for three meale includinq the . four basic food *
groups. 90% accuracy. C
b) Identify at ldast 10 standardp that determine acceptable body cleanlinelt _
and physical fitness. 90% accuracy.
oo l.021 ~ The etudent qill drees appropriately for a day in the office according to
acceptable standards. :
g ‘ N N
5" 1,03 Th b i -
2V @ student will ‘list 5 proper attitudes toward work.
Co - Standards: 5 correct attitudes as commonly accepted. .
- 1.051 Given a telephone and a message to cancel someone's, important appointment, the
CEER student will place the call and tactfully relate the message. N
Standards: Acceptable to 1nstructor - consider how worddd, courtesy tact, .
- accuracy. , L o
P
.‘ 1.052 a)"Given a chair, the student-will demonstrate the’ prqper Way to sit and rise
3 from the chair in front of an audience. : .
& Standard: acceptable. ’ . " ' AN
C b) ‘Given .a simulated car, the student will demdnstrate the proper way to. enter
_ and depart from the vehicle.
Standard: acceptable. Lt _
. . ) —_— co
1.053 a) The student will demonstrate how to introduce a teenage'pto an elderly person,
o and a man t8 a woman, \ -
Standakd. ‘Acceptable~ accord1ng to custom, with approprlate(courtesy. / e
L b) The student will list 3 aspects of how to be a good hostess or host. o
o ' Standard: 100% accuracy L e I
. c) The student’ is workmg atr a complalnt desk - Given*uation in which a’
R dissatisfied customer burst dinto your office and st¥®fts raking you over the
N “"‘ coals as if everything were your'fault, what would your re:gggse be as an
oo acceptable "peace maker," relative to tact, poise, underst ng,* firmness,
v and ability to correct the problem. , 4 ) T
. Standard 85% accuracy. 3’ { - .
1.06 a) The student will identify ten of the most, common rules of modern ethuette
v that should be p¥acticed in an office. .o
' Standard: 80% accuracy. : . . W : -
~“_t b) The studert will demonstra¥e five items of good table manners, glven a chair,
. table, place setting, nabkins, and serving dishes out of reach. (Use of
. silverware, napkin, elbows, asking for serv1ng dishes, taklng,food from . e
serving dish, etc.) & o '
v “ ., - Standard 100% accuracy based upon modern table ethuette f
1.07 - _Learner will 11st five reasons for employee honeety. C ‘

Standard: ' 100% validity .for reasons stated

{5The learner will define business ethies. N
Standard. Approximates: dlctlonary definition accurately.

R

f ..,\'\ (‘ ) ' ) . st L ‘ o. J- .
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' EQUIPME u'r

- BLOCK OR DIVISION NUMBER; TITLE: , Personal Development -

" 2, . Tape facorder (1).

3. %Av phone teaching unit (oneé £6r each student),
4. Ppilm projector f1). '

5. ovorhead projector (1),

6. [ Film ltrip projector (1). y

7. uipment storage cabinet (1‘.

. Mlnnoqu ns with clothing that is appropriate and clothing that is not'appropriato.-"

R 1

-
.
C‘
. -
.
«
€




Gl 4‘:[' t . ’v, * -; . K} ' , . ) 7 o . ¢ . ‘ o
A . . . ) ’ ot , R . .
. . . H ' ‘ . - 2._ —/ L , - » . .".

'ARTICULATION RESEARCH PROJECT .
- .‘Inérnucriound7ou1ns

! \

Ll L

‘ i ‘ L / . . N
. *. PROGRSM(8)' SECRETARIAL SCIENCE (EXECUTIVE SECRETARY - DCC.T-030), ‘Accom‘{mo
AR (Dcc T-016), AND BUSINESS ADMINISTMTIO‘N (DCC 'r-om) o

5 ;.-‘fcouun: TYPING (BASIC) (2.0)

COURSE DEBCRIPTION: Dcpartmant of Public Inastruction: No. 6110 Typewxiting 1
Department of Community Colleges: Buu 102 and Bus 103,
Typewriting I and ¥

i  INSTRUCTIONAL HOURS: 180 Hours-High School; 110-165 Hours-CC/TI .

~ INSTRUCTIONAL OBJECTIVES:

1., To operate t riter correctly. )
2, To develop touch typewriting competency. o G‘ ¥
3. To develop proper typing techniques ‘applied in tabulation uscripts,

correspondence, business forms, stencils, and duplicator masters. =
4, To develop typewriting speed and accuracy sufficient to meet minimum Civil
Sexrvice standards for lowest level office clerical job‘raquirements.
- Minimum acceptable - 40 wpm, 5 minutes, 5.errors |
JOB QUALIFICATIONS: '

'~ Those s tEcelents who have successfully completed th:la 'courae can perform basie .
. typing adequate for lowest level clerical dutied.' It is a foundation coirse. a

PREREQUISITES :
'None.' . - : A LY
PERFORHANCE ﬁVALQAI S: By performance testiﬁg, based dpon occupatioﬁal'standards{ i
et ' (Typographical errors when circled by learmer count as

ti:,_ - t corrected. Accuracy requirements are: based upon job per-
' formance standards. 100 z ﬂerformance) (See test items. )

»t

EQUIPuEh@: ‘See equipnenﬁ list.’ -

y W
.

f- T IR | B

f’- «*Note.' Some 1nst1tutions do not require a typfng speed of 40 wpm until completion of
’ *BUS 104 in Basic Typewriting Block with 165 total instructional hours.. .

60
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P | M- 2,01 -
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‘ '

&if : o ARTICULATION RESEARCH PROJECT
L . o OCCUPATIONAL TASKS. AND INSTRUCTIONAL REQUIREMENTS

Accounting - Secretar{al Science - Business Administration

L}

. BLOCKOR DIVISION NUMBER: _ 2.0 TITLE: Typewriting (Basic)

" " TASK NUMBER; 2.01 _ TITLE: Opedite Typewriter DR B

INSTRUCTIONAL OBJECTIVE - 2.01:__ How to operste typewriter.
- SKILLB: (Process Objectives)

How. To g.

.7 ' 2,011 ~ Use typewriters safely. o -

- 2.012 - Have good typing posture. - ‘ S

) : .2.013 - Identify operative parts of machine. . o . ‘
2.014 - Type .letter keys and set margins. - ' : S .
2,015 - Type figures and symbol keys. R ’ :
2.016 - Have good typing techniques.

2.017 ~ Care for and clean typewriter.
2 018 - Correct errors using various methods. v
RELATED 'TECHNICAL INFORMATION: | e ) |

,~- Safety rules for typewriters . ‘ .

- Typewriter parts identification, see manufacturer 8 instructions manual
~ Rules for good typing posture. . . w ! :
- Operator care of typewriter R A Lo o

sucdsrzn"xusrnucrlouu TIME: = 2401, 55-60 hours.

PRI

S o : : . L
REQUIRED- PERFORMANCE STANDARDS& . ’I - S L ‘
2,011 —_Instructor 8 observation based upon manufacturer ] instructions manual.
.. 2,012 - same as 2.011. : :
., .2.013 - Test - 90% accuracy
. 2.014*- Keyboard outline test, - 952 accuracy.
2.015 - Same as 2.014. : .
. 2,016 -.Instructor's 'observations based upon manufaéturer g instructions manual
$ 2,017 - Same as 2.016. . . : g _ o




RN SR - 2,02 -

 BLOCK OR DIVISION NUMBER:__ 2.0 TITLE: Typewriting (Basic) _ (Continued)

' TAﬂﬁ,§UHBER: 2.02 TITLE: Prepare file labels. ' . r

IQ?TRUCTIONAL OBJECTIVE - 2.02: How to type file labels.

SKILLS: (Process Objectives) »
- How To; ‘
2.021 - Type various styles of labels. ‘ k R C

2.022 - Insert into machine the most efficient wdy.
2,023 - Choose vertical_placemeﬂt of label information.

f;;_w____w-2.0ZA;:_Choosethrizontal placement.o;,informatiohhon.label.m"4_;mlhuﬂ..;b‘

RELATED TECHNICAL INFORMATION:

- Styles of 1a$els.
SUGGESTED INSTRUCTIONAL TIME: 2;02, . 1-2 ‘houfs.. (Introductory dhly.)
REQUIRED PERFORMANCE STANDARDS: N N

»*

;f' - Instructor observation. and 100% performance on ﬁroblems.

R ¢

62



¢ ' ‘ - 2.03 -

_ BLOCK OR DIVISION NUMBER: 2.0 TITLB: _ Typewriting (Basic) ¥ (Continued)

IABI NUM);R: 2.03 TITLE: Prepare Postal Cards. .

INSTRUCTIONAL OBJECTIVE - 2.03: How to type postal cards. ) .

SKILLS: (Process ijectiQel)

2.031 ~ Determine size of card.
2.032 -~ Count number of vertical lines on card.
2.033 - Count number of horizontal spaces on card.

s s 0036 = Decide center of card: : e e
S & 035 ~ Adjust, machine for message aide of card. o

2.036 - Determine address placement and return addres- on card.

2,037 - Use zip code directory.

» -

" RELATED TECHNICAL INFORMATION}[

- Description of forms.
‘= 'Steps for setting margtns.

SUGGESTED INSTRUCTIONAL TIME: 2.03, [ 1-2  _hours. (Introductory, only.)

. .
‘

\)EQUIRED PERFORMAMCE STAAQ;;;S' ; ' S

k\;; L 1002 performance on problems o ;

W o . . . o

63
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BLOCK OR DIVISION NUKBER
. TASK NUMBER: 2.04

INSTRUCTIONAL OBJECTIVE - 2

wsngLs:

2,043

¥

How To:

- 2.04 <

2,0 TITLE:
TITLE'

'

Typewriting (Bngic)

p

(Continunﬂ}:

Prcgare Cog¥ From Simple Roan;nrutt Hntorinl W1th
cofreader's Marks,

,(Prociln Objeccivou)

2.041 - Improve Techniques.
2.042 - Type from a rough draft copy

RELATED TECHNICAL INFORMATION:

SUGGESTED INSTRUCTIONAL TIME: 2.04,
on . ]

v

¢

. = Proofreader's marks.
- Letter placement.

- Word-division rules.

- Grammar guides.'.

'~ Letter format.

v

g

REQUIRED PERFORMANCE STANDARDS:

10

tHow t6 Prepare Co
Material With Proo

hours.

Produces mailable copy in acceptable time.

64

, Improve grammar and punctuation skilla. 7
- 2.044 - Interpret - proofraadat 8 marka. T

; From Bim 1. Ro h Draft
'r..§.§!- H.rE;



}0“- o .I J" o o o - 2.08 -
‘ . M ‘ #

. ‘g7, BLOCK OR DIVISION NUMBER:_ 2.0 TITLE:_ Typewritin _(Contin
IA&K IUHIIR: 2.03  TITLE: Prepare Envolo o8 and Label ¥

; BKILLS: (Prcco.o Objcctivcl)
To:

2.051 - Determing envelope size - bo:h la:;c and small.

- 2,052 - Determine numbef of horitontal spaces on envelope.
oY % 2.053 - Determine pumb 'of vertiéal lines on envelope.

. .2.054 - Determine.correqt placement foriaddrollol (return And onvnlqpo)
- 2,055 - Use proper spacing 'in address. : _
2.056 - Place special nqtations- (apécial dolivnry. Airmail. ctQ ).
2.057 - Align type on labels. . )
' "2.058 - Use chain feeding labels. - S
AL

RELATED TECHNICAL INFORMATION:

- Use of zip code directory. .
< Description of forms. ‘ ' o
- Steps for setting margins. L
~ Types and ‘purpose of standard envelopes. ’
SUGGESTED{INSTRUCTIONAL TIME: 2,04, 10-15 hours.
." REQUIRED PERFORMANCE STANDARDS: °

1002 performance on problems.




¥

\ © - 2.06 - A

BLOCK OR DIVISION NUMBER: 2.0  TITLE) Typevriting (Basic)  ° (Congjnyed)

S TAB! NUH!!R: 2,06 TITLE: P;oglro Memorandum.

. . INSTRUCTIONAL OBYECTIVE < mas: _How to Prepare Memorandum,
. BB
SKILLS: .
How To:

~l 061 - Set up memo on plain paper using correct margine and placement.
2.062 - Adjust machine %o nat up und type message on office nnxrn qn{ng

T printad forms.
< 2,063~ Align type with printod hondingo on !ornn
: —

’

RELATED TECHNICAL INFORMATION:

-' Memorandum formats."
= Typewriter parts identification. .
' .

.- SUGGESTED INSTRUCTIONAL TIME: 2.06, 15-20 hours.

<

REQUIRED PERFORMANCE STANDARDS: -

Produces mailable copy in acceptable time.

]

o
e




' | . - 2,07 - - v

1 \ .
. JLOCK OR DIVISION NUMBER: 2.0 TITLE! Txpevritin. glelicz ‘Contlnggd) :

TASK NUMBER: 2.07.“NIITCE: Propare Lettors (Businesps and Perqugl)
INSTRUCTIONAL OBJECTIVE - 2.07:  How to Prepere Letters (B uelnel! end Pereongl).

- SKILLS: (Process Objectives)

How To: _ C ‘ ) .,

o 2.071 - Determine the difference batween business and personal llt:etl.
! 2.072 - Name the parts of a lettor.
. 2,073 - Judge the length of the letter.
2.074 - Set correct marginal adjustments for long and short le:tetc.
2,075 - Type different letter sthles.
R 2Y076 - Use different forms of punctustion. . A e
2.077 - Use correct spacing between different lottcr plrtl.
2.078 - Fold and i{nsert letter for small, large, and window envelopes.
- 2.079 - Place speclal notations.,
2.0710 - Set up letter on reguf/,/aize paper, off-size paper, plein pepet and °
letterhead paper.
2.0711 - Prepare a multi-pnge letter with enumerated iteme tebuleced repgﬂte. stc.

»

o« o . N ]

RELATED ‘TECHNICAL INFORMATION: T T
1r Busineps letter formatd. . w,, e , - ot
'~ 'Pargonal letter formats. . R < '
- Punctuation and’ grammar rulea. S o ] C
-~ Standard abbreviations. : * ' : '

.- Types and purpose of mere common typing paper varieties, (typewriter bond
2nd sheets, executive bond, etc.).
- Typewriter parts identification.
SUGGESTED INSTRUCTIONAL TIME: 2.07, 33  hours.
REQUIRED PERFORMANGE STANDARDS: | o ///’

Produces mailable copy. in acceptable time.

‘e,




,BLOCK OR DIVISION NUMBER
mask NUMBER. 208 ‘TI LE:
*Insi§55T10NAL OBJECTIVE - 2 08

t SKILLS‘J (Pfocess 5bjéctives)

2 0 TITLE'

‘jContinued)

Typewritingﬁ(Basic)

Composingkat Typewriter \\'

How to Compose Sigp;e Copy at TYpewritera'.ﬁ?"”"'";"J{

How To..f

2 081 - App&y 1anguage arts skills.

o
RELATED TECHNICKL INFORMATION'

—

toe

SUGGESTED INSTRUCTIONAL TIME 2 08

REQUIRED PERFORMANCE STANDARDS

2.082 - Express organized thoughtstand ideas.

Capitalization guides
= Punctuation guides.
- Grammar Guides.,-‘
Word-division "rules.
Letter placement.’
Lé%ter»formats.

‘5:10 hoﬁrs;

Produces a mailable copy in acceptable time.-




mcx ox mwsmu NU}IBER

Wm

» "wSxIth}

IONAL OBJECTIVE - 2 09.. .. .‘How touMake Earbon Copies.

How'Toz

27091 -
2.092 -

‘2,093 =

2,094
2, 095 -

' RELAEED TECHNICAL INFQRMATION

2,0 TITLE-4 ,mypewriting (Basicz-

iy LCon,H-.nﬁe@

12, 09 TITLE. Make Carbon Copies.'

'(Process’ Objectj.vee)

Determine type of paper for carbbn copies.
Place carbon between sheets of paper. -
Ingert into machine.

Correct errors. h

Remo)ve carbon ‘from between copies.

- Carbon paper types and characteristics. |
- Mult:iple copy paper types and characteristics.
b

: ’SUGGESTED INS'DRUCTIONAL TIME‘

: REQUIRED PERFORMANCE STANDARDS :

Prodoceg a mailab-le. “copy in 'ﬁccept.ab'le time.

N

o e
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BLOGK OR DIVISION NUMBER' 2‘0 TITLE:, TypeWrit;gg'(Bésic); : (Continued) SRR e

Izsx NUMBER- 210 TITLE: Perform Simple Tabulation. ‘.cﬁ;: e

v INSIRUCTIONAL OB{§CTIVZ ‘;ZMIQ; : How to Periorm Simple Tabulation.:.l‘: A' ,’}: ;e

§KILL$ (Process Objectives) 3 '(.- I o '-fi; L o R

Hﬂow To _‘ o '; ' f o g o BT LTy
- :20101 = How to operate tab keys. - - - ,'I4 -Ili-.A"°~:; "Qe:f'

) - 2,102 -"How to plan hdrizontal. placement. S e
'.z; 103.-'How to plan_ve:ty;aI‘placement_.'

e e L .
'”Eb"TEckNICAL INPORMATION: T A
’ - Purpose of Tahulation. _ S e T
Se - Tabulation Formats. . - 3 I R
A“.Al. . v: X V l - | + . . » T # . .A.
© * SUGGESTED INSTRUCTIQNAL TIME: -2.10,20-25 _ hours. L
REQUIRED PERFORMANCE STANDARDS :

o

Ptoduces mailable ggpy based upon instructor eye judgment.f'v7,.'7":" "txu ”,{f?f-lF
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Lar . -2.11‘-'

. . i X L . N
.. . . . -P 3 . "
- -

-

NUEEER- 2. 0 - TITLE" : Typewriggﬁg (Basic) . . (Continued)

\% OR DIVI.SI

Tﬁi TASK,HUMBER 2 11 TITLE. ;:Epare ‘Outlines. o ___,‘ _  a

InétnncrxonAL OBJECTIVE - 2. 13 o Peepare Outlines.; - '~ -

~
-

453 siILLS (Process Objectives) '_:fi _ R - f" . f:
" 'How To. | | - A ‘

_>;Hp~:’;5'1_2 111 - Position on' aper (vértically). Lo T BT
Toue 772,112 - Determine margins and.tabulatiomd. - - .. T oo IR
-+ - - 2.113 - Determine spacing between items. o . o - S
LT 2 114 - A?/gn numbers, T I LT e BRI

o

R RELATED TECHNICAL INFORMATION

- Outli rmats. : .. S P L B T
C - Typewri T ‘parts identification. ' -

N ;sggqnerD ENsTRUCIIQNAﬁ TIME:;‘?.lls ;2-3c hour§;f'E_ S ‘ -

REQUIRED PERFORMANCE STANDARDS.v | ',?A;” . f.;-,f';g‘ -

e L

. r‘_‘. PR AT L -
A R R .

3 ‘

’ _—
[ ’ 'Produces mailable copy based _upon 1nstructor ezs judgment in acceptable time.ﬂ'

- . - -
N - .- L v MY o

FVar E L T - Lo : - . . EE
v ) . .- . . . - Py

ST * i L
R v i . Yo . L . \ X » o .
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' “nLocx ox»nrvxsxon NUMBER' 2.0 TITLE: Typewricing,(nasic) (Continued)

(

2. 12 TITLE Rxepare Manusc#ipts. “ f .

4

AT TASK NUMBER.

- INSTRUCTIONAL OBJEQ’EVE -2 13 uyHow to Prepare Manuscripts. L

§. -—
SKILLS: . (Procéss-Objectives) ... . - . . ~ .-~ "o~
“ « \f L. . . . - o .

o S -‘2.121 §et up margins. o "‘ R S

e g 20022 Plan and type fpotnotes S T

L Y. 2,123 - Type s-ide"?\eadings L ' ‘ '
2,124 - Plan and type ‘cover- page. o
_2;‘125.‘ Plan and. t‘ype bibl.iogra’phy N

“-nELATED TECHNICAL INFORMATION _77 ‘ -'> :

m’;.fl,‘--— Standard manuscript formats _;A

" _sUCéEsTED iNSTRUCTIONAL-TIME:‘. 2.12;. 15  hours.
LT -.REQUIRED PERFORMANCE STANDARDS:

th" L Produces mw!lable copy 1n acceptable time

S s
v
¢
-
. . .o
=

L—n -
v - s
e



m.ocxox DIVISION NUMBER.n 2.0 TITLE.: Typewriting (Basic) _ (Continued)

e TASK mmm 2.13_mime: Prepare Fill-In Forms. - - . RTINS

e "msmucnom omzcnvz - 2.13: How to Prepare Fill-In Forms.

! S ‘ ‘o Co T Ty

3 ‘SKII.LS (Process Objectives) . o
‘How To?. . .' ‘ ."fﬂ L o . ‘.
IO ' o ) P
©2.131 - Type on lined forms T ' oo
: 2.132 - Position machine to type on lined forms T
- 2 133 - Use variable line spacer and paper release lever. L SRR

Y e s . . . T e . PRI

 RELATED ,rEcimICALj.[IN?qRyAT’.IQN .

A . B e, [ B B - . A R X . s N
. L . o e - P . - . . : . . b
. P .- . . . .l B N L . . - . . v

-."."' o . o E o

o
.

L'sucézsrzn--ms‘rnt}cnomxﬁ TIME: 2,13, z_; hm!nrs. g

.« - . - L o ER Y

*REQUIRED PERFORMANCE STANDARDS

Produce§ a mailabl’e ‘copy :-_based ‘up(m f:\i.nsﬁru%:tor _.'ey'e Judgment in 'aéc:ep.tablp time

;
. S, . . S . . - . i




I ST

' BLOCK OR DIVISION NUMBER:_ 2.0 TITLE:. Typevriting (Basic) (Continued)

'*mummZMTmMPmm%mhMMmMMHMMd$m§

.
E

: : "msmUC'rIONAL OBJECTIVE - 2,14 How to Prepare Charts, Tables and Other 'rabulated
Reports. o ‘

o t‘

_SK,II,LS,: . ()tocess Objectives):

P

, Howmor . w
IR G B . A .
2,141 - Plan colums and set up tab stops. el -
, 2_. 1424 - Determine attractive placement, = . "~ ‘ B S T
: L v Ly ) o . ‘on . ) - . . . ~ S

-RELATED frncmucu INFOR’MATION

' 'f-- Comon typee of graphs
N\

succns*rzn INSTRUCTIONAL mm 2.14, . 5" houts. © .

o REQUIRED PERFORMANCE STANDARDS :

g
o
:
>
!
i
Q,
:
l
]
[ X

I Ptoduces a mailable copy based) upon instru 4tor eye judgment in acc table t:lme




e

13 t -
. REQUIRED PERFORMANCE STANDARDS: o / ) R

(. e

BLOCK OR DIVISION NUMBER:_ 2.0 TITLE:. . (Continued)

mmgm 2 15
mxom omcuvz- --2.15¢

Typewriting

(Basiq),

'rm,z: Prepare smm Agenda. oL

How to Prepare Simple genda.: S e

"K;TLS*ILLQ".(Prqcess-Objectives)- ‘ ‘;ﬂ.' gf oo s V\;~-_

_ How To:_l ; f";’; oL t.vnh;.:';' o N g
! \ ) » f\ Hﬂ./ ) . . (
.2, 151 - Set margins and tab stops. T e S
‘ 2 152 - Center headings.s L S '”Jf'ﬁ:‘ SRR ~-}¥;;5tfu;"};#¢

' RBI-ATED TECENICAL ;INFORMATION :
) - ~; ’ . . R ' ‘. | : ; -i 3 . .
\ . » . o | | - | g .

SUGGESTED “INSTRUCTIONAL TIME: 2.15, 73 -¢* -

e

-hours.’

. Produces a mailable copy based upon instructor. eye judgment.in'écceptablé'timea_AP:T

=

N

~7

<
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—.-nLoqx oR DIVISION NOMBER: 2 "o' TI’I‘LE Typewriting ‘(nasic)- (Continued)

- _TASK NUHBER' 2 16 TITLEH_ Ptepare Stencils and Duplicator Maate;a. o .

':msmcnonu. omzc‘rxvt - 2.163 How to Prepare Stencils and Duglicator Masters. -
- SKILLS: (Process_Objectives) o
G _Raw'l‘o...'--—_..4 o S ‘
21610 ser the sbbon. . 0 L
- : "2.162-~ Prepare-stencil or master. o o
L2, 163 '~ Clean keys. .. .
72,164 -fMake corrections_. o

b mAm TECHNICAL INFORHATION. SR T
R I e L ' - / A - )

= TYpes and characteristics of duplicator daaters and stencils.; .‘g: R
ané/:eper.

A ;- Handling cautions. °

t'"b‘;'-f" - 8torage requirdﬁeﬁts and shelf life of various reproduction masters
SRR succzsrzn INSTRUCTIONAL TIME: 2.16, 5  hours. (This is mtendeqf{; the .

4 basic or. introductory phase only for this task )

‘{. ‘ - . o /

quurm PERFORMANCE STANDARDS. o e e o

Written [ t - 951 accuracy.- R 7': '$,\\\ - o e ‘."
'100% petforgance on simple problems. ) _ - (

. .-
e , < *
SR - R
) = . b e . T - ¢ St . Co
v e T Lo
o P : . . ..
: R - 4 » ..
' s . N < <
| » g ks .
: L v B 7 ~
'~ : 6
! ) I i




2,05

.2.06

2.07

2.09

2.10 .

‘ o U/‘P- . . ‘;12.12'-f ‘,”" . o . | “
"" BLOCK OR. DIVISION NDMI_&;;R?: 2.0 TITLE: ﬁmgwﬂa '-,(Basic) »' ey ‘

“Given a typewriter, paper, and lﬂa-word paragraph couposed ot 1ette’"
- figures, and symbols, type one readable copy using good typing poat e

" prepare labels for the ten \pames. _ e

M typewriter?’ and necessary material, prepare a final draft

2,08

'Prnpare a 1etter with a- carbon copy give ’the t§§pewriter,,‘l'etter,‘,carbori'.:"r
"paper, onionskin paper, copy paper, lette:
Standard 100% accuracy and 907 neatness

faﬂproperly p031tioned copy of an outline . _
/'Standard 100% accuracy and mallable copy in 30 minute . L L

and techniques. :
Standard: One «copy with no more than 5~errors.,w' T .

-

Given a roll of gummed labels, typewriter, eraser .and. 1i8t of ten names, '

Standatd -100%: accuracy..

.Prepare a postal card, given-a typeWriter a, postal card an erasér the

ddresses (both return and, receiver address) and the message to be. typed
ith. correct placement.. " . _ L o :
Standard: Mailable copy. ~ ., 4. ‘._,»\ e N ‘,gﬁbhﬂ
Given a sigple 200 word rough araft page of copy with proofreader s marks

-

Standard. Mailable copy Jn 25 minutes. ey ,,a,‘.";r "

..,'

Studeqt will demopstra hiSyability to correctly address 10 envelopes and'
10 labels, given" the/tgsewriter4'eraser, envelopes, an ummed labels and

addresses of sender and receiver. , : -
Standards 95% , neatness and 100% accuracy in 20 winutes. o o

Given a 200—word printed memo form, typewriter, erasen} and message - name
and department of sender and receiver, prepare ap interoffice memo..

Standard' Prepared in 15 minutes- n‘QQZ\\neatness ‘produces mailable copy. :

>

Set up ‘and type in an. accéptable letter style, a properly positioned 200
‘word business letter, given a typewriter an eraser, 1etterhead paper, and

information for an acknowledgement letter (receipt of otder) ..

Stapdard. .95% neatness- in- 20 minutes; produces mailable Cbpy.

Given basic information for a 31mple business letter and necessary equipment
compose an appropriate letter of approximately 150 words. Cen
Standard. Mailable copy in 30 mlnutn : SR

N

ead, eraser, and erasing shield..
n 40‘minutes, mailable copy.
Given a typewriter, paper, erasgr, and a page of tabulated information, pre-
“pare a copy of the - information fn tabulated form. r ;

Giv “a typewriger required m‘1a1 a page of roug drafta manuscript with
" ‘proofreader's marks, prepare in fimal form : Ve
Standard: Mailable cOpy in 40 mlnutes "y

>
- by ~. '
(4




‘,3'T‘

‘2e14 '

2,15

L .2.16

. e A e ‘“

-2;13.—-,‘ .

’ . B .. T i ST

Given a typewriter,\eraser, -a printed supply requisition form, and infor—
mation on supplies dbsired, prepare.an acceptable supply requisition..'
Standard. 1002 accutacy and 901 neatnesg in 30 minutea. :

\ ‘
Given a typewriter, paper, eraser, information for technical report in-

Standard 90% accuracy and neatness'in one hour. . K

Given a list of agenda\items, typewriter, master unit, correction bladea,
.prepare an acceptable" copy of an agenda.. -
Standard" 1002 accuracy, master unit’ prints clear, readable copy.

Given a rough copy ‘of an- itinerary, stencil burniaher ;correction f1
typewriter, the student will prepare one "acceptable 'stencil. . - ° .
Standard 1002 accuracy in one hour stencilvprints clear, readable |
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' -cluding tabulated report, prepare an acceptable copy of tabulated table, :
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-\ EQurpMENT LIST . - .

- . .. '
o ' . L : ) ! ) i ) Y
. BLOCK OR DIVISION: . 2.0 " TITLE: Typlng (Beginning)
R X T ) . o ..
‘ __.5.0"  TITLE: Typlng,(hdvanced) Cc R

'f\ . . L . ( ) -. ; . . ) . l. . . ' p ' v

N ' . » ._ ' - *

f e . - o ) L , , . _
“ - '+ 1., Typewriters (one per student)',(75t,manual-& 25% electric) ~
. 2. Overhead pro:ector (1) S 7fgf, A BN

:; 3.,;Record player (1). S o ij‘—'- :.'. B b
‘%iQW: ..u,Af' " .';4.;_Demonstratlon stand (1) _ o

.f‘;‘ » :., - . . ' e V ¢ . ' ’ )
e ) .. 5. Aqtomat;c typewrlter (l)»[Advanced Only] , t A S

. C 6. Interval timer and stopwatch (1) . - .
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":i"»; PROGRAM(S) : SECR.ETARIAL SCIENCE. (EXECUTIVE SECRETARY - DCC 'r-oao), Accon‘u'rmc

' IQOURSE: Records Management (Block 2. 5) fc; .»l' d .

" 2.50 -

J 'mncumrton RESEARCH PROJECT / |
‘INSTRUCTIONAL GUIDE ~ ~ &

(bcc T-016), AND BUSINESS ADMINISTRATION (DCC T-018)

-'GOURSE DESCRIPTION' Department of Publig//nstruction. Included in 6410 end 6431

V- gy b P
Department of Gommunity College Bus 112 Recordg Mhnagement

v L

INSTRUCTIONAL HOURS: High~Schools - 35 to 45 Hours, CC/TI - 33 Houre
INSTRUCTIONALOBJECTIVES- S o

9”[. . . . . CT -
Ve . ‘. B . 1’
# 1 “To provide ledrner' with ‘broad background training ‘p.baeic filing principlee
: and records managément systems. _ .

2 To file accurately, quickly, and systematically. S .: ,

fros qu.u.mmﬁons R h S ' / , R S P
T ' o ' - . - - . '
Thosd’ students who have- successfully completed this course and are.certified as -
occupation&lly ‘qualified, can perform basic records management tasks as a file clerk.
Job qua}ificat!bn to be determined by performance testing at end of course

) or program o '
PREREQUISITES ' Basic Typing (Block. 2 o) TP
E@hFORMANCE EVALUATION y performance testing (see attached test items) Learner 'l'tj. ”
is expected to meet initial entry Ievel occupational per- B
* formance standards. 2 o *r‘j-,.,-.
- . BRI A R ST
. HEQUIPMENT See Eguipment List;'“ o SRR _‘viig‘ '*-'{*-.:g{; i
¥ Ngte. Current Civil Service and D 0. T job desc;ip;ions for business office clerical "
T stenographic and secretarial jobs establish 8 requirément for recoyde management
(filing) job gkill qualification 4 ] s
) ‘- Sl
P 4. ’ | B g N e .
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Lo V L ARTICULATION RESEARCH PROJECT.

B - OCCUPATIONAL TASKS AND INSTRUCTIONAL. nsgumsmm:s L
e ' Accounting - Business Administﬁtion r Secretarial Science
‘x OR oxv:s:on NUMBER: 2.5 TITLE: = ’Reéo'rds Management - . "

N

TASK NUHBBR: 2. Si TITLE Prepare Folders and‘Other F111ng Material for Use.

: INSTRUCTIONBL OBJECTIVE -2, 51 QHow to Prepere Folders and Other Fllznq Haterxal for Use._

>

wu”"___SKILLS (Process Obgectlves) - L. ' ' - 355 ) _ ,
l o s e . o~ . ‘
o T 2. 510 - ' How .to type labels. C d e . -
= 2.512 - How to use different types of folders. ‘ e :
'2.513 -~ How to prepare tabs. . -
i 2.514 f‘Bow to prepare’ captions. Lo
Vi i " -. ] . »» l ' . : . . - . * ~ . . . Q
' L ﬂ‘ . -"'.,"' N o ’ . 3
RELATED 'rzcmucm. INFORMATION. o - .
» A - . | e |
- f\' . Types of folders.. C oy I LT o HE
Lo ..-Typesof Labelsa ; R _ s S
. .'J_, - . r / ‘ N . -, . )
7}, REQUIRED _;INSTR[,JCTIONAL ATIMEX 2.51, __ 1 ‘hours.”
o - /-:'f, ": ' AN . - . . L o ) .l.- ‘ v . A »
i:'f".' *.g .‘- [N .’ “ » o ’ ". ; .

= m’lfzb Gpm:m \INFORMATION- :
- é' o As' the result of a nation wide studv, it was determlned that the ‘average secretary o
‘spends more’of the worPxng day typlng, communlcatlnq & filing than any other tasks.’

v vpcxf‘rwu GUIDANCE: y :
"™, * The individual who has occupatlonal competency in records management and can also
: T4 perform basic typing tasks, is job qualified as a file clerk. e o
‘.. REQUIRED PERFORMANCE STANDARD®: ~ . : C S
v e :x..‘ —~Demonstrates abilitv to 1dent1fy and use ‘different types of file folders, labels,,‘ —
T , ana’tabs correctly and to prepare captions with 100% accuracy. '
. “,' ,!‘ . R ’),;:{ : ,. i
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. ’ * ' ' ) \ ‘JI ..i. ‘- ’ \” 4 . . ‘ . I ‘ . . u ? ' | ‘ lvv
. BLOCK DR DIVISION.NUMBER: _ 2.5  TITLE: Records Manage% e
o R R S lw& b "o . . . . © ""‘? B "
L TASK NgMBER: ,f2,52 TITLE‘ Sort and Classify Material. f T
ol :Ns'rnuc'rmxm. oaasc'rrvz - 2. 52: . How to Sort and Classify Mateiial. .~ - ' ‘G
' S ; ) g . L TOURE N
. Il,., . . “ 3 - ) : S , ' b . i - 4 .
8 mm.Ls: ’rocess Objectives) I . - -

. 2 521 - How to classify records managemeni_topics of material . ?ii} T

. ‘ 2 522' - How to .sort material ;nto’alphabetic groups. , . i

"7 . -2.533 -"How to handle ‘classified or sensitive material, to include LI
‘“,-P”'«'J’ ueyf'f destruction of such material when required. A o

E RELATED TECHNICAL INFORMNJ.‘ION~ L S . “ ’-

~ Know records management rules. ; o P -,

_ ‘=, Definition ot classified or sensitive. material. - -
A 4"?,f- Rules and laws pertaining to right of privacy - ‘and the release or handlinq of

class fied, sens;txve,"or personal 1nformatLon."

sucﬂsm%::n\mnucnon&&m . 2.;_,52,,'- 20—30'--hours.',a' S P
y . REQUIRED PERFORMANC? STANDARDS R 2 C

“_ev’, ‘_"DemOnstrates worklng knowledqe of flllng rules and'the abllltv'to apply same ln .
ﬁf R classxfqug and sorting items to be’ fiYed, to include handllng of classified _
ooy materlal,ﬂaccording to elthér flllng rule, with 90% accuracy. B
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_ u.ocx OR DIVISION NUMBER: 2.5 E,’TITLEE: Recorde Management T
'rAsx ansgn: 2:33  TITLE: _Use RecQLda Manggenent Equipment.- B )
: .,_|~ ‘ INSTRUCTIONAL OBJECTIVE - 2 531 How to Usa Recorda Mana:eue t B ‘
‘ SKIM.S: ?(Pmcess Ol;jectj,agqs) .- S Lo . \
2.5@} - How to use different types‘ of records management equipmenta i ; ‘
2.532 - ‘How "to identify advantages and dlsadvantages of each'type of records
g -, - management equipment. e B e R
o Y ?‘533 - How 0 éhoode types_ for dlfferent purpéses. o I
TR , | o . | ’ - R ’l . ' . B
ST | , N e, . S YO N
‘ R -‘ | . ) . o . | .‘ . i ' . . = L Lo : o " ‘ .v\:”_' L3 L
' RELATED TECHNICAL INFORMATION: y ‘. " : e
e - o v ’ ‘ R U
' . ) [ N ol ” \ »
. - an¥ the’ different types of equipment. T
. . v '
. . _’. . . . K . .. i . N ,. . .' R 4 i . . hAUI
oy . © . * e ’ i ¢ - -

succzsmn INSTRUCTIONAL TIME: 2.53, 2 hours.= - RPN
. (/. oo E . . » '_“_u ] " Lo o ‘,' o ' L . . . ‘ .. .
REQUIRED PERFORMANCE STANDARDS- T YT o S T

- nemonstrates a}nllty to ldentlfy and properly use dlfferent types of f.lling
equlpment . : . , : S
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, BI.QCK OR DIVISION NUMBER: § TITLE: __ Records Management @ont:l.nued) e S S
" _‘ nsx mmann. . '.'5"‘"' ITLE negu;ution 0ffice Sugglies. B

-V.‘-,;cgs‘xn.x.ss (Broccas Objectivea)o - _ﬁ S # 3 -'  Sy

T2, 541 - How to set. up re,quisition methods. R ‘ e . e
2,542 --H?w to follow requisition methods. o ' e S

— e = e e - +

NCE) ; : K
- : - - @, . . . . . N . . .
‘ . . . . i . . . 1l . .

" . . . . e . B . . w‘ﬁf‘. PR . It

. RELATED TECHNICAL INFORMATION: . . ~ = . o .
e - Know requlsition. methods. | . Co N S B
S succzsm"ms'muc'nouAL TIME: =~ 2.54, __2° hours.

L

REQUIRED PERFORMANCE STANDARDS: . . Lo

- Demonstrates ahlllt*y to 1dent1fy\gu1red records management subplies and- to uae
"+ supply.catalogs tp, £111. out supply requisitions, with 100X accuracy.

o "

- . = Demonstrates ility to use standard office supply requ: '1tion forms to requlsltion v
fﬂing supplies, with 100% acc17cy. ee .
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N :mn'rwcuoun oaazcrxvm - 2 s.s: *How 'to - Charge om: Files.

-7lRILLSx- (Procesl Objectives) o . o 3 Ly

N : . . LY v : o ! o f " . N v
» a4 Vi o ao . . Ct E . . ,
p LT : N , o e
L : . . . 2 55 I . e . -
LI o Cars . - X i . N . P
. P [ ) .\l A " . . . v - N X ) o ) . ‘I : R . . . My .
- A N ¢ . ' N . . . . N . A . : ’

. lmcx OR o:vxsxon NUMBER: 2.5 " Txm: " Rgcg;ds m gggmgng (Cont.inued)

,ﬂ E-3 .

“}@!IBK NUMBER4 2.5¢ TITLE: ’.gp ggg_put Files. '_‘A“'.‘

’ o - . G . . »

'
-

e R DTS SN PPRTS S i =

- - Chatgerout systems. . -

;_21551 -wa—to~set up'chapga~“t“sy5tems; R A
2,552 « How to use charge-out systems., - T B R R

g ,3 553 - . How- to keep current-records of charge—outs.. T-n's", L . f.f[’-“hnﬂ.;
2 554) How to follow VP’ charge-éuts. = T S

azm'mo TECHNICAL INFORMATION- e S , o o
| A = ‘ ] R v
‘= Follow=-up systems. - - : . S

[ C1a891fied and. sen51t1ve items qharge-out,systems,’ ‘ -

 SUGGESTED INSTRUCTIONAL TIME: '2:55, _223_houzs. ., o T

N nnguxmo PERF'ORMANCE smnmmns R S ;’ -

- Demonntrates ability to setup and applv'records management charge—out systems, f“ -
‘maintain records, of charge-outs, to include classified material or. sensitive items,
and to follow-up charge-out files with 100% accuracy T :
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" BLOCK DR DZYISION NUMBER: _ 2.5 TITLE; m_n_amn_g (cont;g__L
] ) . . [Y . .k.._"lv “-‘,,.
rAsx nuunxa: 2.56 TITLE: _ Transfer Inactivg Records. ,3',5 R VIR

INSTRUCTIONAL OBJECTIVE -2 56: How to Transfer Inag‘ive Reco Eds. fit_‘ﬂ’J:__r .

SRILLS: (Process Ob%?ctiVes)

»

. . : L B
- FE s PEEVANIN
4

i RELATED'TECHNIC§L«INFORMATION:“'

2:561*?—How to'set up’ tranefer &ﬁﬁ‘féteﬁtiﬁﬁ‘pﬁliCiGS\”W"““;_”W“fff”;f N -
£ 2.562 - How ﬁo transfer inactive materials. - : L :
"'2.563 - How. to.store.inactive'materials. ' '

~ Know transfer and retention policies.

3.564 - How to . identify vital records.
2.565 - How to ssore vital records.
2.566 - How to identify materiala to be discarded instead of transferred to
) “inkctive files., : _ o

t

- Know legal requirements for retention. o SR . .
. o o

i

succzsmn INSTRUCTIONAL® TIME/ 2.56, _2-5 hours. g - -

T

REQUIRED PERFORMANCE STANDARDS:: : : . Cos .
- Demonstrates abllity to apply a file transfer and retention policy T ' _ -
~ Demonstrates ability to'stare 1n-act1ve and vital records based uPon established
policies and procedures. .
- Demonstrates knowledge of standard procedures for 1dentif1cation of filed material
~ to bé retained or didcarded; with 90% accuracy.

Demonstrates knowledge of special handling requirements for the destruction of

classifieinatenal. g\ o . R S ’

% _‘\ . -
4 4 ) . o ' \ ' ! . .- '
l . \ " 1 ‘ ]
: o . . 4 ]
R4 w» - . . B .
9 . ®» . | e
-~ ' s - ] ) N ’ L
. »
LY 4 A o
- . PR B
= e v M ! 49 .
- . ' .o I )
. ‘ -, e
.



e et Al LT - IR I * Iy
. ; : : :

i [N P, ‘
AN Pae el : ¥ R ot

Lt [ ) . . v T \ .
. ! . . M

P Lo .
. ‘

‘ a 0‘} » .
‘ ,' ‘ .‘ . . ‘ . ) . 43 N
" - . . 2 L SRR ' v

i . “q’rfﬁ\ 4»2;5{ - " ' .
v ‘ , PO '\'q * A & PR

' Accounting, Business Adminiatration, Secratarial acionce
. TESTING AND QTANDARDS ' o
3 ! I ‘ . . } h . .‘"
i ' BLOCK OR D;VISION N_L_JMBER: 2,5 'rI'rLEx . Rocordsjianagcmenc . . , f’t
Py ) . e e caly j;)
L7 2481 Domonstrate how ‘to prepare 5 file folders, given the captionl tD be usod, tho o4
. oo file folders, labels and a typewriter. L R T
e apquiremont: 10@\ accuracy . g N ;rﬂg;; . L e
e e ‘ i N S ' o S S ‘

2.53
. 2,54
.ﬂ, 2-55 .
2.56"
.
&
E

'vf'"'..';-‘a.sé ’

Classifv and alphabeticallv sort items accot‘.ng{tc one set (Set One’ or Set Two)

i

of maceptable rules of records’ management.

RaQuirement: 95% accuracy

' Given 15 varied items to be filed, tell what type 3!‘ £11ing equigment would b(e

'most suitable for each item and why.

Raquirement. 85% accuracv

Given a hox of previouslv flled matengl and a charge-out and foilow-up she,
_request any three items, chard§ them out, have two’items returned( and reque
. follow-up of item three., }‘

Requirement? 100% accuracy : ‘

Given 10 papers prpdated and prefiled decide what papers should be. trdgcferred :
te inactive'files or disposed of now. Assume that this fimm keeps all filed o

material actiVe for two years and all vital records actiVe indefinitely.

Requirement: 90% accuracy A : . L o
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ﬁ BN U ARTICULATION REBE'H PROJ \(QC\\\ Co *
CMEALN R “ CON\ I
| LR e m ms'mue’uomx. ps"-' -, .-
PROQRM(S)u SECRETARTAL SCIENCE ~(EXECUTIVE SEGRETARY - DCC T-030) JACCOUNTING iy
g (pcc T-016), AND BUSINESS ADMINISTRATION (DOG T-018) . SN
" ’*munsm msmzss MACHINES, (CALCULA'I‘ING) (Blook 3.0) P |
COURBE DEBCRIPTION: Depagzgiyt of Public Ins uction: ‘No 6&20 (Inbluded in 6410 e P
and JU b o PN T
: (3L P PP
5 S Department of Community Colleges BUS 211 Oftice MAchin oL o

. -INSTRUCTIONAL HOURS: ligh Sehoole - 30 tofds Hours; ccm 30 - 55 hours. L

.

RIS

'-msmucriONAL OI!JECTIVES-

To train in techniques, processes, operation and application of adding and

.~ caloulating machines, with emphasis upon 1earning the touch system for ten-

key machines . o

' ‘ P
- JOB QUALIFICATIONS o -t

Those Btuden who have successfully completsd this. course and certifiedi§
occupationally qualified, can psrform basic machine tasks on businsss mac inss
. oﬂ this type. L ;
S ‘PRmEQUISITES-'~ Nme. ‘- 7 ' |
‘ PE&I’RHANCE‘EVALUATION;M By performance testing (ses attachsd test, items), bassd o
L : ' upon occupational standards. _ i ¥

"EQUIPMENT{I See equipment list attac_ d. .
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Lo Amxcmmon RESEARCH. PROJECT . - .+
OCCUPATIONAL TASKS AND' ms'rnuc'rzomu. wgv:nsmms o B v

“ Lo ”"‘ . } | 2P
B Acmmt‘ngi;'anlinclg' Aqmm;,-tga%i"oh ."\?S‘acrotaﬂ‘al cience

s,

- '
e . E [ ‘.

v L
‘amcx on m;vxsxou NUMBER: 3.0 'rrrm:x Busid’eu Machgxes

-rﬁx nunnsa: ﬁx 01 -rm.z-‘ Use Printing and/or Non-princip Addi Machines’ and
- Calculators to Perform Mathematica, erautona

.. : : . . ; v ' . . . r
. . o : L e ~In to
QT'L'V‘J'..' 5”."A g ' ..,. / . . \/ . B \ o)
‘.v . . ' A ’.. | i ‘ ‘ . . oo . . . rod . "

. » : : ) -~ ) o . .
+ INSTRUCTIONAL OBJECTIVE - 3.0l: _How to Use. Printing md/o; Non—PrintingAddinJ Mach

o R e and Calculators. - o .
SKILLS( (Process ObjectiYes) ‘ S S N

ces

Ca e

3.011 - How to identify machine basic parts. o R
'3.012 - How to use touch system. ' ‘ v o
) :3.013 - How to perform basic mathématical fqnctions on machine.

- y . e - .
. Kl . . . ' . . N
. . 4 . . . - . . . . - .
-0 . .o« . . ) . . . e

‘ Lo .o
. . . ) B .
. L 1 . . . .
. N ’

'Rsm'mb TECHNICAL INFORMATION:

- Know types of buSineSs forms L ‘ o P -." . “}“‘4:]
= Know machine parts. . . ‘ ‘ T L T R

.. °‘.,_-' = .. ‘tf . N .' o Do *. . . g . o _.,.'. ‘...
"Required Instructional Time: 3r01,” .30 " hours. . . _( :

. T . !

ance Standardsz ; "." Ly

_ ,';_..~ Can identif primarv nachine components qu state the purpose-of eaeh w1th e
N o 100% accuracy. .. ~re J;'~""}'fs
Ee R TR can 1list the calculating capabilities of the machine(s) and perform an" opera-’ 5 -

SRR tion accuratelv using. each. : » . <. e :
Lo = Uses correct fingers for: touch svstem in Operating machine. hfm’ : o .
o . Employs proper techniques in machine use. Lo

++~ = Completes$ assigned calculating ‘tasks*using the machine in reasonable time: limit

R _Checks work at completion of am operation . e : o
4. . -~ = Achieves. 100i calculating accuracY by end of course A Ty

. . - . 3
a, . . . EEE o
P . E] .

. . N -
90 o
. N = - .

‘,_.__,.,'_-'
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P ’.‘-W,jﬂlémv}ﬂx u“ﬂugtqanwv 3.0 .. TYTLE: _“Business Machines

.
.

NRRNEE ':"ms'r ITEMS

ool

. s S , . o . '. . 2
L Do ' , :

el '  |3.{01‘ Givon one or more calcul‘ating type
. ' ’ limpla problems common. to business of

S }f, .
1.8 mchinol ‘ard - u-dqricJ o! 20
5 whic! requita’ th.\tdllowiné
cal. _actionax_-qdditidn _subtraction,.. tiplication,-divisioh, -

b

‘ ract::lom. decimals, pércentages; the student will dcmon-trato his. ability
.. ..., * "*to perform the necessary functions accurataly. .
Pl o . Standard: 90% qccuracv. ' o | , .

r ) ¢ o
: -
. «* ot
i | » | .
. e A s
e ] ‘. f ’
. £ v - )
M . .
‘ : : . N
Y . . |
e -
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w gf\nfyxsmn Nummm “3.0 S
s : e ’ : ‘&
e '--Addinq machi s and Lalculators (tan-hev) ['Ono to c&ch two -tudontl]
CN Thou maohinqc -hould be bobh printi,nq tnd non-printing. .
‘ R S .' i NUCEUIORN Jo : - ' c_
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M ou Drvxstow Nmnn- 4.0

"mmm

mm-xm oa.mcmvm - 4.071

4 07 'um:‘ *‘bauu 3ISmm sng gmjogtbr.

TJ;,’I'LEl‘

v

Hcm to _Ogorato 35m slidc Projoctor.

;' SKILLS: (Proocu Objectives) _ ‘ . .
S “How To: S ) ' A
N © 4,071 - Ingert -iido in llide carri.or. R N 2 2
SR — “4“—9"’5-‘ = eintir una_focus Trame. " T T -, ‘\'“* ‘ AR
'S . 6 073 -~ Op‘f.t. . . _! ) . . .. :‘. . . | ‘_
e 6,07k - Chanqa prajectiqn bulb. _ " * L
R ¥ 075 - Prepare mchine for storage. Ce e L\ :
C\N-,'."‘ ..,“ ) \‘ . /*v} . L o " .- .‘
ELATED 'mcmm'm?bmnbm X | ’.
T . Primry parts of machine. _ o
~-Steps for operation.’ , : . e B .
) . = Materials needed. o b,
S Opgx;ator care and maintenance requirements. " 7 !

. o\ “ '
P . oo. : oo .
- '‘SUGGESTED INSTRUCTIONAL TIME; 1l hpurs.
™ ' " ) ‘

0 S, ’ \:
. / '
, X R «
™~ 1]
a . \ - ! ) ' S
L3 ] ‘ ‘/,
3 ;7 ’
nqumn PERFORMANCE STANDARDS: : .
. - Demonstrates abili‘tv to prepare projector for opeﬁtion accordiﬁq to manufacturer'
S specificat/tons. . , 4 %
o= Can ivmert stidey correctly in slide carrier or loading tray and ‘Operate machine ;o
_j obta"n a sharp, clear image on projection surt‘hce. ' - - , , . U
- an chanmjector bulb, - T e ﬂ
- nstrates correct operator maintenance ptoceduresg to include preparation for oy
rage. . PR : ,. . RN @
. ‘#’: -2 ‘ ..- .'. : - ‘ . . Lt
. . ‘ "" P ‘a oo ‘,3,'(,.‘ '." T . . ’ o ._"". - .,\_\,/ :
e 83 e e



I ‘and to prepare machine for _storage accord:.ng to -
manufacturer s instructlons. -

94

.

'y / . “‘_:". \
v ' : l
7 R ’ N
ﬁ ; ¢ - 4.08 - \ -
3 k ﬁi\ . ¢ . ; '..
. !WCR OR DIVIéIQN. NUMEER: 4.0'T1Tﬂljix Business Machines [Reproduction and Projection] .
) Lt C L. w , (cont'd.) **
' . \‘- . ’.‘ . v
'I‘ASK ‘NUMBER: » g Q8  TITLE: __ Operate Motion Picture Projector,
INS‘PM)CTIONAL OBJEC'I‘IVE - 4.08: _How to Operate Motion Picture Projector. )
- A s v j ’]
f_olKILLSx (Process Objoctivaq) 3
RS How 'I‘o. -
I- 4.081 - Put reel ot' film on .machine.
: . 4.082 - Thread:projector. . . . ... ... .. e g EE—
- i .~ 4,083 - Operate projector. . )
o .- 4,084 - Focus projector.
= 4.085 - Change light bulb,
, 4,086 ~ Rewind film. :
. © 4987 - Repair broken film. '
4.088 ->Store projector. \ \ .
.:._ . . .E
.4- o . . , , ; v o 4
 RELATED TECHNICAL mro)ﬁmxou: .
) - - Parts of machine. ' . :
- Steps for operation. - | 3 . .
, - Materials needed. g -
. - Q:erator care and maintenance requiremen(;s. .
S8UGGESTED INSTRUCTIONAL TIME: - 4.08 I houre. (Introductbry Only) »
‘ | / L o -
! . . - g .
' . ! ’ [
ks \d 6
REQUIRED PERFORMANCE STANDARDS - - Demonstrates ability to prepare pro-iector sfor ‘
* . ' oReration to include placinq reel properly in
. . o machine. o ' '
» - 'y - Demonstrates ability to operate machine and &
- . B _ -~ obtain a’clear, sharp iiage with minimum delay. -
. e o ! q-perﬂonstrates*qb!llity to repair broken fllm
- ' B & < o~ Ty " correctly, with no lost motion. ., - L
- - ’ ‘ - Demonst,rates abild.ty to rewind projected film - . -
e . S . . for subgi pnt use. - - .
(. . . ~ Demonstratés abil to perform operator \
’ . \ . ’ -, mainten-ance to include changing projection bulb
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' BLOCK OR DIVISION NUMBER: _ 4.0 TITLE: _Business Machines [Reproduc d Projecti i
. . ‘-I——-A-—f ] . - ' ’
- ! . . . (cont .’
TASK NUMEER: _ 4,09  TITLE: _ Operate Spirit Duplicator. e
' m\nmxom OBJECTIVE - 4.0% _How to Operate Spirit Duplicator. \ I
. ’ . & R [ '
SKILLS: (Process Objectivo-) N ) N
Lo How To: .
* 4,091 - Turn on ink Pressure and + muon rollor.
- 45092 = Tury fluid tank, - S S
4.093 - Load copy ppper. \
. 4.094 ~ Attach master to cvlinder. ' _ '
v \( 4.095 - Raise or lower master. < N
4.096 - Sat counter. : . _
‘ 4.097 - Operate machine to 1nc1ude reducing a f’f(- choke. : B .
: 4.098 + Run test copies. . ' o
. .1 4,099 - Prapare mackine for i¥le period. o ;!
e e . L. ' : ) N Yy
" * . LN .
'RELATED TECHNICKL INFORMATION: '
' ~,Parts ef machine. ' ' ‘ ’ K
- Steps for operation. o . ‘ .
- Materfals needad. L _ : / R N
v = Operator care and maintenance -‘requirg nts. - ' . '
SUGGESTED INSTRUCTIONAL TIME: . 4.09 3 -hours. - . SO
) )A oo = e N ] : : " 4 " \( o <”.--J“", l.
. .ﬁ - , . ;\ \ .
E . . * . . . .
- ' Lt / Lo .
B \ . S _ - ' - o ' ‘ " ' .
' REQUIRRD PERFORMANCE STANDARDS: - - - Prepares machine 1)1- operation to include adding AN
, . ' ' duplicator fluid-&nd loading copy. paper according
R 7 .o S "~ . to manufacturer's instructione. _ - -
S : __ Ly oy, B taches\mastey to cylihder and adjusts to obtain 2
et e N 7T cérrect margins with minimum trial runs, theri. T
- L4 r’
. L& . . ... sets co orrectly, o
I T L S ot_ezat lﬁachi e according to manufacturer s v
B 2 N ..« - ihstructYohs and- denon‘ttrateé o.bilitv to reduce
S L U feed chokes. .
. . : - - . : - Produces clear, ;legible, neat’ copy,’with desired
o o oo T T * margins.’ N ™ : B
‘. ST, o . = Demonstrates ability to/epare .machine' for idle .
' BET ‘ ‘ period.’ . - _ ‘ o
‘ D¢ o . - obsetves required safety precautiéns. W o
. - Y , Co q . o w N .
Lt by . * . : . e . T
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BLOCK OR DIVISION NUMBER: 4.0 TIILE %usiness M;obines j;gproduction & Projection)

o Y |
o

TAS%VNUMBER:- 4.10 TITLE: ORer e Mimeograph -~ .
© INSTRUCTIONAL OBJECTIVE - 4.10: How to Operate Mimeograph. ' ’ (\

SKILLS: (Process Objectives) i
How To:
4.101 - Release brake. ™ N
4.102 - Check ink supply. : ' )
4.103 - Replenislyink supply.
4.104 - Replace ink pad. ‘ , .
4.105 - Set counter. . ‘ ‘ .
4.106 - Attach stencil. '
. 4.107 - Load paper.
*4.108 - Run test copy. :
4,109 - Attach protective cover and prepare machine for idle period
4.110 - Store used stencil. .
4,111 - Raise or lower copy.

RELATED TECHNICAL INFORMATION:

Names of primary parts. »

Type of paper used. . : ' . ‘
Magerials required. ' . Iy
Types of ink. ' : :
Operator care and maintenance' requirements.

Electric stencil maker.

SUGGESTED INSTRU&TIONAL TIME: 4.10, 6 hours..

Sy
' REQUIRED PERFORMANCE STANDARDS:

. - Demonstrates ability to prepare machine for operation, to include loading

T paper and replenishing ink supply, according to manufacturer's instructions.

-~ - Demonstrates ability to perform necessary opeyator maintenance according to

’ to manufacturer's instructions.

- Deémonstrates ability to set desired margins, w test copy with minimum wastey
and set counter. : : . ;

- Produces neat, clear, evenly printed copy, with proper posit}on on paper.

- Obsérves required safety precautions. .

- Demonstrates ability to reduce feed chokes correctly, with minimum lost motion.

- Prepares machine for idle period and stencils ‘for storage according to 5
manufacturer ] instructions : ‘.

‘v N * . ’ .
Coe ¢ N .
_ . . , % .
. ’ R N
R » - , . . R i
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BLOCK OR DIVISION NUMBER: 4.0 TITLE: Bu51ness Machines [Reproduction ‘and Proiection]

(cons_d )
- . d ’ . ) . .
TASK NUMBER: 4.11 TITLE: Operate Nffset Press..
_ INSTRUCTIONAL OBJECTIVE - 4.1l: _How to Opefate Offset Press. ' . SRR N
SKILLS: * (Process Objectives) | )
How To:' g
. * 4,111 - Mount master on, cylinder. (. ) ‘
4.112 - Prepare master ” o AP
.4.113 - Prepare machine for copyinq, to include . . o TN
4,114 - Place copy paper in machine. o : - T
4.115 - Make contact. . . _ : i; o .
4.116 ~ Make test copy. . ' -t '
. 4.117 - Clean machine. ' i .
® 4.118 - Prepare machine for idle perlod.‘ ' |
Y 4.119 -~ Make offset plates. . ) /
, . RELATED TECHNICAL INFORMATION: | L -
. ' : ®
- Parts of machine. ) .
- Steps for operation. - o
' - Materials needed. Vo . ‘ -
- Operator care and malntenance requiremerits. . ff ' C e .
- Safety mules. 4 oA ‘ oL
SUGGESTED INSTRUCTIONAL TIME: 4.11, 1-10 hours.(Introductory Only for Secret:arial ‘
N ' : ‘ : Students.) . . ,
9 ' ' o - . 3
B} o ' LI
4 'y '
— AN
. Required Performance Standards: .
. X . ) T ,
(For Job Qualiflcetion.) - Demonstrates ability to prepare machine for soperation,
) to include adding ink, loading paper, mounting master on
S\ . cylinder and to prepare master for cppylnq, accordlng to
' ’ ‘ manufacturer's instructions.

- Demonstrates -ability to adjust machine for proper marg;n=
: . . make contact and run test copies with least waste copies
v T and set counter. .
’ 4 - Demonstrates ability.to produce’ clear, evenly 1nked,
neat, properlvr9051t10ned copies.
" = Demonstrates ability to perform required operator mainte-
: nance and,to reduce chokes accordlng to manufacturer's
. : . instfuctions. '
- Observes required safety precautlons.
-Demonstrates ability tosprepare machine for 1d1e perlod
according to manufacturer's 1ns}ructions. . .

s

¢ s
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o C TEST ITEMS

BLOCK OR DIVISION NUMBER: 4.0+ ° TITLE: Business Machines. (Reproduction ‘& Projection).

"4.01

-

4.03

4206.

-~

\

4.05 |

-
. %

4,06

"4.07

/

/iibz

4,09'

; ,: - - | \\\fi19?3 S ¥ 1 : (” -

\ 4

tew

AY
Given material for a S-page booklet and a collator (10 booklets), the student
will use the collator to dssemble the pages.
Standard' Success in assembling the pages in proper sequence - 1002
Given unfolded pamphlets and a folding machine, the student will set éhg
so that the pamphlets will have three folds and complete- folding process. »
Standard: Success in folding pamphlets as directed - 100%</}

‘Given a packet of paper and a binding machine, the student will bind paper into

a finished booklet by using the automatic binder.

Standard: Success in binding all pages into finished booklet, neatly, with »",'
- edges properly aligned. - _ :

\ \ .

Given an addressed package and letter, postage mMgter and scales, and posts. rate .

catalog, the student will determine correct,postage for letter and package Put

correct postage on letter ahd package. : '

~Standard: ' Success in putting correct postage on letterqand package - 100%.

Given ‘copier, master unit,- transparency sheet , piece of material to be copled
and copy paper,. the student will produce a transparency. . w» ,
Standard: Success in producing a master properly exposed anq[centered ‘”

-Given a tqésbhgrency, projector,.and dcreen,«the.student will focus and center |
transpareh 'inage on the screen. -
Standard: Cess in centering a tlear and sharp transparency image on screen.
Given a slide proj tor and 5 loose slides, the. student will insert focus, and
“project image onagg:jection surfact. ‘Prepare machine for storage.
Standard: Success in aséignment (image properly eentered, focused, right side

" up, and-not reversed). (Machine cool and all items. correctly placed

in carry ng case.) . : '

Given a reel of film, prqjector with no projection light, screen,nand.good bulb,
. the student will show the film. 'Rewind and prepare for storage..
Standard: Success in agsignment (sets up equipment each step correctly, threads’
: film properly, diagnobes problem and takes proper. corrective action;
focuses clear -picture, adjusts sound volume cprrectly;.reqinds film
properly and secures end, places in can.’ Places all items correctly
',‘ in carrying case “prepares projector for t aveﬂ‘ing )
Given a prepared master, duplicator, duplicator fluid, hS sheets of cgpy paper,
and empty fluid tank, the student will run ten clear cozies properlyhpositioned

on paper.
- Standard: Success w% asgignment (ten ®lear copies propsrly positioned)

A

. : . . -
- .
. . , . L
- . * ’ . s
. . . -
. .



4.10

- 4.11

Given ﬁ}epared stencil, mimeograph machine, ink, and 10 sheets of copy paper,

the student will run five elear copies properly positioned on paper.

Standard: Success with assignment (five clear topiqe properly positioned on
paper).

Given prepared master, offset press, 15/she ts of copy paper, the student will

producé ten good copies correctly positioned on.the paper.. Demonstrate steps

in cleaning machine. A

Standard: Success with assignments (ten good copidh evenly imprinted, correctly
positioned on the paper).
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"BLOCK OR DIVISION NUMBER: 4.0 TITLE: _, Business Machines [Reproduction and Projection]

1.
2.
kN
4.
5.
6.
7.
8.

-9,

10.
11,
12.
13.
14.
15,

Offset press_ (1)

’ \

Telophono teaching unit (one for each two students) , o :
Collator (1) . . ' . o !
Folding machine (1) ' : ‘ ‘ ,
Binding machine (1) , o . o L
Postage meter and scales (I) y T . ~ o
Overhead projector (1)

Transcription machine (one to each three students) ‘ o »
Copier (1) ' : : S o : .
Slide projector (1) - R g

Movie projector (1) '@ e S .

Spirit Auplicator (1) o : ; .
Mimeograph (1) ' ' ) o 2 i : ‘
Automatic -typewriter (1) .

Storage Cabinets/}Z)“

-~

-t :
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“  ARTLCULATION RESEARCH PROJECT

C e L~ '\ INSTRUCTIONAL GUIDE

’ T
v '

1 PROGRAM: Secretariui Science (Executive Secretary, DDD T—030)/Stenographer

* COURSE: Typewriting (Advancod) " (Block 5.0)

COURSE DESCRIPTION: Department of Public Instructlon., Typewriting I11-6112,
- - DCC,BUS ' 104*, Typewriting III; BUS 205, .Advanced Type-
wtiting IV; and BUS 258, Advancad Typewriting V..

INSTRUCTIONAL HOURS: 180_Houra,,High'Schoola; 165 HourQ_CQ/TI.

N

INSTRUCTIONAL OBJECTIVES:

“1l. To emphasize production typing problems and speed building. 'CC/TI'objective
+ to reach a minimum of 60 wpm for 5 minutes with a maximum of 5 errors, high
school to reach a minimum of 50 wpm for 5 minutes with a maximum of 5 errors.**

2. To dgielop techniques needed in planning, composing and typing projecta that

) closely approximate the work appropriate to the field of study. These projects
projects include yeview of letter forms, methods of duplication, statisticgl
tabulation, and the typing of reports, manuscripts and legal documents.

2

r

JOB QUALIFICATION

The learner whe successfully\completes-this instruction Blus Personal 'Development,-
Records Manag;gdnt, and Business Machines-Reproduction (Blocks 1. 0 2,5, and 4.0).

is qualified a clerk-typist. 2
PREREQUISITES: Basic Typewriting -

PERFORMANCE EVALUATION: By performance testing, (see test items) based upon
' occupational standards. :

EQUIPMENT: See equipment 1tst attached. "
4 ? .

' Note: Where BUS B‘W‘i%}taught as basic typewriting, 40 wpm.

3

~

** Note: Acceptablé‘typewriting speeds DCC
. *BUS 104 (Intermediate) k 50~wpm - 5. minutes - 5 errors.
» '“ "BUS 205 (Advanced) - 55 \?m - 5 tinutes - 5 errors. '
'BUS 258 (Production & Speed -Building) 60 wpp - 5 minutes - 5 errors.

)
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ARTICULATJON RESEARCH PROJECT
' INSTRUCTIONAL GUIDE

4

BLOCK OR DIVISION NUMBER: . 5.0 TITLE: _ Typewriting (Advanced)

Note:

-

.
>

(R R RVU RV RV RV R RV R RV NV}

Instructional objectives for the following tasks were covered as
indicated in Block 2.0 Typewriting (Basic).

4

All .
All

All

Al] .

15520 hours of 25-32 hours

= 33 hours of 77 to 90 hours

All

- All

= None

- None

- 3 hours (agenda only) of 6-8 hours '
. 15 hours of 35 to 40 hours g .
5.12 10 hours of 20 to 30 houra

5.13 -5 of 15 hours

N
[ |

—~—oOb0O000000O
O O 00~ LN D W W N
v '

P
P

5.14 - 5 hours of 20 hours
5.15 - 4-6 of 14-21 hours
5.16 - 5 of 20-30 hours
5.17 - None
'5.18 - None_
Total: 165 to 180 hours '
» ' ' .
%
= ~
. ' 102 r -
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. BLOCK OR DIVISION NUMBER: 5.0 TITLE:' ' Typing (Advanced) (cont'd.)
‘\ 2’ . . .
TASK NUMBER: 5.04 TITLE: Prepare Memorandum.

. -

INSTRUCTIONAL omzcr}vs - 5.04: How to Praepare Memorandum.

: SKILLS: (Process Objectives)
»

- 5.041 9‘How to set up mémo on plain paper using correct margins and placement.
5.042 - How to adjust machine to set up and type message on office memos using
printed forms.
. 5.043 - How to align type with printed headings on forms.
5.044 - How to compose at the typewriter.
5.045 - How to type from personal dictation.

. RELATED TECHNICAL INFORMATION:

r

- Memorandum formats.

- Typewriter parts identification. . P . .

- All typing guides. N

- All language Arts guides. ' - ~f
SUGGESTED INSTRUCTIONAL TIME: ~5.04, 10-12 hours. , '

.- - - . f \/ L
! ‘ ) ’ - -
uqun}gp PERFORMANCE ‘S'I‘ANDARDS : - : | .
- Mailable coby in accepted time limit;.
) A 4 v -
\ p Ay
¥ 4
“~ ‘
f !
. ' L4 b4
« . - \) )
4
” - -
A"
\ ’ - -
- : 3
) .
) _l():}, N
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BLOCK OR DIVISION NOMBER: 5.0 TITLE: . Typewriting (Advanced)

‘ | . - 5.02 -

TASK NUMBER:. 5.05 TITLE: Prepare Letters (Business and P)}-onnl).

)INSTRUCTIONAL OBJECTIVE - 5.05: How to Prepare Let:prs"(huajhiga and Personal.
. ! . LT~ L 7

SKILLS: (Pfocess Objectives) ) ,‘// T '

e
/

How To:. ,

5.051 - Determige the difference between business and personal letters.
5.052 ~ Name th¢ parts of“a letter.’ ”
5.053¢- Judge the length of the letter. L
5.054 - Set cornect marginal adjustments for long and short letters.
5.055\ - Type different letter styles. ' -
5.056 - Use differept forms of punctuation. .
. $5.057 - Use corrgct g%ggtggfgﬁen different letter parts. .
: 5.058 - Fold and insert T Ior small, large, or window envelopes.
5.059 - Place special notations.
5.0510 - set up lgtter-on'regular'ﬁize paper, off-géze paper, ple}n paper gnd
letterhead paper, _ -
5.0511, - Prepare a multi-page letter with enumerated items, tabulated reports.
5.051% - Prepare application letters, resumes, application forms. :
5.0513\- Apply language arts and skills. ) .
S.Oi}ﬁ "Express organized thoughts and ideas. \

Ny

LATED TECHNICAL INFORMATION:
(5 N
- Business letter formats.
‘= Personal letter formats.
° - Punctuation and grammgqr rules. .
. Stdndard abbreviations. .
TN - Type# and purpose of more ommo{’typing paper varieties (typewriter bond,
2nd sheets, executive boﬁaf etc.) * ) N

< Typewriter parts identification: .

SUGGESTED INSTRUCTIGNAL TIME: 5.0&, 44-57 hours.

v
’

REQUIRED PERFORMANCE STANDARDS: -

Mailable copy in accepted time limits.

v
Lol
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/ .
BLOCK OR DIVISION NUMBER: - 5.0 TITLE: Typing (Advanced) (cont'd.)

~

L

- T
TASK NUMBER? 2.08 ° TITLE: Prepare Press Releases. ' ]

INSTRUCTIONAL OBJECTIVE - 5,08: How to Prepare Press Relganel.

SKILLS: (Procéss Objectives) . . 1

5.081 - How to determine top margin,.” -
v 5.082 - How to set up press release.
5.08¥ - How to determing side margins ‘and spacing.
5.0 ~ How to complete first page.
5 ~ How to begin Fecona page.

RELATED TECHNICAL INFORMATION: -
| - '
- Press release format.
A . ~N M -~ \
SUGGESTED INSTRUCTIONAL TIME:' - 5,08, 2 hours. )
REQUIRED PERFORMANCE STANDARDS: 3 )
7

"Mailable copy. ‘




~ o

* ' ‘ - 5,04 ~
- \ ".._n : -
BLOCK OR DIVISION NUMBER: 5.9 ° TITLE: _ Typing (Advanced)
N i
TASK NUMBER:  %.09 TITLE: __ Prepare Medical History. '

INSTRUCTIONAL OBJECTIVE - S.0§> t How to Prepare A Medical History.

SKILLS: (Process Objoctivo&)/ ve

3:091 - How to complete mediu#? form.
5.092 - low to type on 1{negyifform.

5.093 - How to use variable line spacer and paper release lebor.
t -l 8 :
RELATED TECHNICAL INFORMATION: % s

= Medical history format. '
= Medical forms.

106

{cont'd.)

SUGGESTED INSTRUCTIONAL TIME: 5.09 3-5 hours. (In:rodugtbry only)
\ ' \//’\\~ v
-, REQUIRED PERFORMANCE STANDARDS: : - TN
Mailable copy. ; g : ‘
* s
A » B )
ry
- ! ' \' t
® ' s .
) [}
» / N ,
L ] ’ N
) g;./) /
( ,
-
R ,,(_\
- : ‘ .-\ - )
] v
" F /
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- 5.05 -
..’ N -
BLOCK OR DIVISION NUMBER: 5.0 TITLE: Typing (Advanced)
TASK NUMBER: 5.10 TITLE: Prepare Agenda and Minutes.
,. L . ‘ ¢

INSTRUCTIONAL ORIECTIVE =~ 5.10, How tosPrepare Agenda and Minutes.

SKILLS: (Process Objectives) ' S "¢

5.102 -~ How to center adings.

5,101 -~ How to met ma:g;?s.
7 5,103 - How to type side  headings.

RELATED TECHNICAL INFORMATION: : -
- Agenda formats.
- Meeting minutes formats. ;

. / ‘ !
SUGGESTED INSTRUCTIONAL TIME: 5.10,' 35 hours.

- ‘
REQUIRED PERFORMANCE STANDARDS : .

Mailable copy. v \

-

~7/
~»
,
<!

. — o7 o

(cont'd.)

\.\
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‘.‘ M .“~Q~ R A 'f'." - s ” ° v . .1 - T /i \. ' ., _?,,-." K : o .
¥ N r{B e, e BTN -
h ot - R i N R oy
& ..BLOCK OR DIVISION NUMBER: JueS 0. .TITLE‘ ' ‘~T§§LQ\ (advanced) . . A (eqnt'd.)
Y ‘. ‘-v‘ A Bt » 4 . ¢ ’, o < 3 N
. .;TASK NUMBER: .- 5 l&’“ . TITLE.. , ;._F K Prepaxe glaﬁus’crl N I -
_ '-. * . K . T oo ‘ . oLt o ‘ . . ‘
N INSTRUCTIDNAL OBJECTIVE - 5 11 5 . How to Prepare Ma‘i’xuscﬁept.s'. Lo . e
M L™ . . ‘v [N b4 a .- ’ . B LA
SKI’LLS,_ '(Process ngect;ves) T ")“, A e PR )
N 15 :111 - How to-.set up margins. - . : ER TN L. eoaL e
' 5.112°< How to-plan and type footnotes ' . \\ »

K .113\ How to type.- s:Lde\headJ,ngs. - c& . )
5.114 -)How to6'plan and type cover page. o st T : ' R
PR 5% llS - How tfb. plan and type the' blbllography. L R -‘,j \ ot

- RELA';'ED ;‘*r:_cuﬁxc.f\ri -INFORMATION: - . o — .

- Standard manuscfipt formats. - . . L '

. - oA . -,. o ‘ "* : ' o o e v '_. P
. SUGGESTED INSTRUCTIONAL TIME:  5.11, 20-25 hours. ¢  ‘“u .
“REQUIRED PERFORMANCE STANDARDS: o L
N I“iailable copy in accepted time limits. K
. N ¥ 1 L .
, : /’A N R L3 3
. ) ’ 4 .




. o . t~
e . T . . . . .
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,

_ ~5}07 - . . .
» - .\ ' ) B \
N BLOCK OR DIVISION\NUMBER 5.0 TITLE ‘ Typewritigi (Advanced) (Continued)
e ';w e, ! \‘

TASK NUMBER 5 2 TITLE: Prepaﬁe copy‘Yrom Rough Draiﬁ Material with Proofreader~s

Marks. - ~- . Y .

\\\f;NSTRUCTIBNAL OBJECTIVE ~.5.12:How to Prepare Copy from Rough Draft Material ﬁifh .

. . s _ Proofreader’s Marks., 3 )
§ SKILLS' (Process Objectives) . 'v . _'. B - - o
| How To o ) _ _ . - T ' T . I

- 5. 121'- Improve technique o R ) ,
- 5.122 - Type from rpugh dvéft copy. ' ’ . T S ’
5123 - Improve grammar and punctuation sk1119 ) _
N T 5 124-— Interpret proofreader 8 marks ' . : . '

RELATED TECHNICAL INFORMAIION' o T -
hd Q
- Proofreader s marks. L, S y . o
- Letter placenient. L ) 13
.~ Word division-rules. ' : o
- Grammar/punctuation guides.
Letter format.

SUGGESTED INSTRUCTIONAL TIME:  5.12, 10-20 hours.

REQUIRED PERFORﬁANCE STANDARDS : o ) : s

‘Mailable cooy in acceptged time limits. -

W/




R . . £

| - e * - 5-08 hd ) .

i I . ¥4 . . . , . \b >
. , .5 . ‘/

‘ BLOCK OR DIVISION NUMBER 5.0 TITLE Tyderiting,(Advaﬂbed) (Continued)

fINSTRUCTIONAL OBJECTIVE = 5.13: How to Prepare Sﬁbncils and\Duplicatof‘ﬁasters.v

r Co- C . *
y SKILLS: " (Process Objectives) . - ’
y L . R S N\ -

How To:

5,131 - Justify margins. = . | S
5.132 - Use insets. . : a N, .
5.133 - Use. illustrations. R - '

5.134 - Use coldrs.
5.135 - Apply different textures to create designs or spéhial effects

Note: The above includes advanced skills not normally taught 16 basic typewriting

| R )
.'RELATI‘SD TECHNICAL INFORMATION: ‘W - B

- Types and characteristics of duplicator masters and stencils.
- Handling cautions. '

- Storage requirements shelf life of various reproduction masters and paper

5 | - | |
SUGGESTED INSTRUCTIONAL TDME: 5.13, 10 howrs. = {{ AV
. ’ . ) »
REQUIRED PERFORMANCE STANDARDS: |
Mailable Copy.  /°
_ /
//',
_/// > ‘\ .
] /o W,
. . / %5 u‘f
/ , 3
, / : R
\/ V ]" : 1
- ‘“// ’
~-
) .
Q : " | ‘ .
LERIC | - Lo

¥



- / ( - - 5.09 -

N | .
. BLOCK, OR DIVISION NUMBER: 5.0 TITLE: .Typewriting (Adwnaced) (Continued)

TASK NUMBER 5.14 TITLE: Prepare Technical and Financial Reports.
o o . - [ ) » &;p
INSTRUCTIONAL OBJECTIVE - 5.14: How to Prepare Technic§1 and Finwncial Reibrés.

o

L YPEY

N SKILLS: (Process Objectives) .o . o
P How tO: . ' . N . s - .-\ ‘ - | ~' .
5.141 - Set ‘tab stops. L . -

©*" 5,142 -4Plan columns. . . | .
" 5.143 - Determine attractive placement. : } o

Y

RELATED TECHNICAL INFORMATION: = o

- L -'Sémpleé of common types of technical and financial repérts.
- | R

( .
SUGGESTED INSTRUCTIONAL TIME: 5.14, 10 hours.

REQUIRED PERFORMANCE STANDARDS:

S~

Mailable copy. . .5

<,

=

I~
Jins,
~

-7

L



= \ :,);-_5.101-. ( ,_\ N |

ancx OR DIVISTON NUMBER 5.0 ‘TITLE'AIypgwriting_(Advanced) (Cont inued)
" TASK NbMBER: ;}gs TITLE: Prepare BJZiness Forms. | L -

INSTRUCTIONAE OBJECTIVE - 5.15: How to Prepare Buainess Forms.
Y i - - - ‘
: ’
SKILLS: _(Process Objectiv??) :

.
- N

, L}
- . 4
v

5. 151 - Prepare business forms (purchase orders, invoices bills of lading, etc. .
5. 152 - Set tab stops.' : }.

.: l /
RELATED TECHNIQAL INFORMATIQN: Q_Jgé/(.

b &
- Samples of-“common business forms. : . . ~

SUGGESTED INSTRUCTIONAL TIME: 5.15, 10-15 hour7. . o,
< . L v e A

,REQUIRED PERFORMANCE STANDARDS: \ 3 - ..

¢ Mailable cdpy in accepted time limits. '




" RELATED TECHNICAL INFORMATION: ., S o

'SUGGESTED INSTRUCTIONAL‘TIME:N 5.16,_20-30 hours. }

-5.11 - . . o

) . .
. . - . ) .
- , - -

BLOCK OR ﬁIVISION NUM:BER 5 0 TITLE: Tygewriti@g (Advanced) (Cong.nﬁed) :

'_ _TASK NUMBER é 16 PITLE: P\r%re Ch:art:sJ Tables and Other Tabulated Reports.

INSTRUCTIONAL OBJECTIVE - 5.16: How to Prepare Charts Yy Tablea and Other Tabulated

s

~ ‘5,161 - Plan columns and set tab stiops. N o A
5.162 - Determine attractive placement. 7 '

- Common types of »graphs and chart:s.

i

'REQUIRED PERFORMANCE STANDARDS: o : . £

Mailable copy “in accepted time liuiit:s.: , , o - p

\ . A

/

Reports :
.SKILLJrocess Objectives) , . P . - / 4o

- How to: o h : ' .



o, L esate .

A !

A

BLOCK OR DIVISION NUMBER: 5.0 TITLE: " Typing (Advanced)

~—

. / - - . .
TASK NUMBER: 5.17 -7 TITLE: Prepare Legal Papers.

I§thUCTIONAL OBJECTIVEK;’5.17 ¢ "How to Prepare Legal Papers.
l‘/' X [N - -

SKILLS: (Prodess ;ljectives) x\s_/z :

5,171 - How to set up legal f;}msi- r
5.172 - How to set up margins. =~ g

5.173 - How to prepare a legal-back and endorsement.

S, : . L "' fb .
RELATED TECHNICAy INFORMATION: :
- .Legal fdrmats.

- Common legal teyms and definitions. . . . }

' 3 3 :
p.17,. 10 hours.

SUGGESTED INSTRUCTIONAL TIME:

S
| _ ‘
REQUIRED.PERFORHANCEE%%%?DARDS: AR
" 100% Accuracy. \ |
r - - . . 3 ()
’ N v S
- 4

€
y—4
o~
»

L&
© e

N S

i ]
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\.'0 : ) '
. < -5.13 -
. : ] »
b . g } ) ‘
~ . ' ’
. BLOCthR DIVISION NUMBER: 5.0 . TITLE: 'Typewritiqg (Advanced) (Continued)
—_ _ — _ - -

o, £ - -
- TASK NUMBER: 5.18 TITLE: Operate «Automatic Typewriter. (Optional) ‘

| J
INSIRUCTIONAL OBJECTIVE - 5.18: How to Operate Automatic Typewriter.(Optional)

SRILLS: (Process Objectives)

" How to: N | _ : :\\i. o
, 5.181 -Operate and Cacg for machine. . S\ '

5.182 -Feed machine.

" 5,183 -Record on_ input media. PR , L W
5.184 ~Correct. errors. ‘ C X .
5.\?5 ~Play back input media. . ' '
o - ' ’ n ' T
¢ RELATED TECHNICAL INFORMATION: s { -
, . ' . T

Know manufacturer 8 operatiqg and care instructions. . ’
Identification of major parts of machine. N \
Safety requirements. - ‘

4

. \ -«
‘SUGGESTED INSTRUCTIONAL TIME:? 5. 18 2~4 hours. (Introductory Only) ,
: ‘ , (Recommend field trip to local: CC/TI, office, or.
~ j’ word processing center, or dealer demonstration

REQUIRED PERFORMANCE STANDARDS: o _ R

Introductory only, Student will not receive practical experience.

’

SARE \\\q& L
\ ‘ ¢ .

Storage reqnirements for cards, tapes, etc. : o © .

)

!

e
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Q\u | . o -5.14'-'?: .

BLOCK OR DIVISION NUMBER: 5.0 _TITLE:) Typewriting (Advanced) =

5.04

€

5 5?65‘

5.08

i Standaraiw 35% accuracy and 90%Z neatness in 30 minutes. &

et .. \‘ .
'Given "a single page of rough draft of a manuscript with. proofreader's
marks, necessary material and typewriter, prepare a mailable copy of

2

I TEST ITEMS" - ~ L

-

Given a printed memo form, typewriter, eraser, and message, name and
department of sender and.receiver, pregare an interoffice memo,
Standard: 100Z in° 15 minutes - 95% neatness, produces wailable copy.

Set up and tjpe in an acceptable letter style é properly positioned
business letter, given a typewriter, eraser, letterhead paper, and :

*

.information for an acknowledgment letter (receipt of order). - .

Standard: 95};neatness and 1002 accuracy in 15 minutes, produces
mailable copy.” - . - . , ' L

Id
.

A ' ’ : *s
Give!f a typewriter, ‘eraser, plain paper, new}\grticle}wprepare for

X publication a _news release using acceptable pos¥tioning. "’

Standard: 100% accuracy and 90% neatness in 20 mind

oy,
Given a typéwfiter, eraser, printed medical form, and in tion on a . >/
particular patiegg, prepare an acceptable patienmt histo .
Standard: 100% accuracy and 90% neatness in 30 minutes.
Given a typewriter, eraser,ﬂpaper, rough draft of minutes, prepare for
signature an acceptable copy of minutes.
Standard: 100% accuracy and 952 neatness in 30 minutes.
Given a typewriter, eraser, paper, rough draft of“manuscript‘wit footnotes,
prepare an acceptable copy of a left-boynd manuscript. ce :

4

the draft contents. , , ) ,
Standard: Mailable copy prepared in acceptable time limits; all r
adhered to in preparation of copy. ' ' 'i}

Given a duplicator master and a draft copy of material to be reproduced,
prepare the master for duplication. - ‘ . .
Standard: Material properly positioned on master, all corrections, letters

and lines are clear and will print with 100% accuracy.
< o

‘ - - L
Given a mimeograph stencil and a copy of mayeria},to be copied, prepaéz\;hfl
stencil for reproduction. Make a border on'stencil with the typewriter.
Standard:  Material properly positioned, 100% accurate, sufficiently cut .
to print clearly and torrections properly made. Border,neat,'ptoperky/—' v
proportioned and aligned. . . " : -

Given a typewriter, paper, eraser, information for technical report including
tabulated ‘report., prepare, an acceptable report which inclides tabulated
table. *. . .~ ' ( o .
Stand?rd: -90% accuracy and neatness in one houf. . ‘

’
.

», ) . 116




A

Q\_‘ - -5.15 ¢ -

— £ . |
w Vv - ® ' ~ . " \

4

Given a. standard \multi-copy busfhess form blank, the information to be -n

typed and\a typewriter, fild—in the ‘form as required.
~ Standard: Info¥mation placed in proper spaces, accurately aligned and
neat, with legible carBon copies. ‘ \

Given a typewriter, eraser, 1egéi paper, ‘rough copy of power of attorney,,
. prepare an acceptable power of attorney.
Standhrd logfﬁaccuracy and neatness in 30 minutes.

No test item - oral. testing on machine characteristics during introductQOn
is recommended , : :

N\

7
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: 0 . EQUIPMENT LIST -
. ] ) ‘L
in . : .
%L.OCK OR. DIVISION: 2.0 TITLE: Typing (Beginning)
: .7 5.0 TITLE: . Typing (Advanced) .

~N .

B . .
- v
-~ ]
5

- 1. Tyéewriters (one per student) -(75% manual &(;S\ electric)

2. byerhead'p:ojector (1)

-

+

3. Record player (1)

4. Demonstration stand (1)-
: s

5. Automatic typewriter (1) [dvanced Only] - (Op#ional)



. . . . \ L\’ , v 1_. : T E
. . “ - ’r A\p/ ' . ’ ‘ ' ) .
) " - e -

R fy\ - 6.00 - T ' -

. \ ! ) \. '
. e G { \\\‘ " X - .'b ' . . o
IR " ARTICULATION RESEARCH PROJECT oo

. - .. | , INSTRUCTIONAL GUIDE. * -

\
\

. , \ . . ’ ’
PROGRAM: Secretarial Sciené\e/Stenogh_bgr : J
COURSE:  Shorthand (Block 6.0)' -~ . -

COURSE DESCRIPTION: /Department of Public Instruction: No. 6212-Shorthand I and
' 6213 -\ Shorthand II.
part-ent\pf Community Colleges:. BUS 106 - Shorthend I, :
BUS 107 .- Shorthand II, BUS 108 - Shorthand III, BUS 206 ~
- Dictation and cription 1, BUS 207 - M.ctltion and o
-Transcription II, and BUS 208 - Dictation and Transcriptiom III.

/.

[ 4
us'rnncnqm HOURS: High Schools - 360 hours. -
. cC/TI - 220-330 hours. . k/
msnnc'nmz. omq"\nvns ' | o /

su:-plock 6.10: Title - Read and Write Shorthand, Take Elementary Dictaticn
and Trangcribe.

Departnent of Public Instruction: Shorthand I - 6212

Department of Comunity Collegea Shorthand I-BUS 106 and Shorthsnd II-BUS 107.

(u

Module 6r10A: Includes BUS 106 and First Semester.- 6212. -

Reco-ended Instructional Time: <110 - 180 hours.

Ingtructional Objectives: ‘ (
. To learn shorthand theory.
2. To read shorthand, plate -ater:lal at 160 wpm.
3. To write brief forms and phrases accurately without hu:ltation
4. To write shorthand at rate of 40 to SO wpm and tramscribe at ‘rate of ’
10 wpm with 957, accuracy. . .

Module 6.10B: Includes BUS 107 and Second Semester - 6212. R o !

Instructional Objectiwves:

1. To improve shorthand vocabulary. )

2. To develop ability to recognize and use word sounds to comstruct new
shorthand outlines under stress of dictation.

3. To take three "speed takes" at 60 wpm and transcribe at typein:iter o
with 95X accuracy.

4. To take five sets (4 letters per set) at 50 to 60 wpm and transcribe
as mailable letters.

-

Note: Continue personal development as initiated \;Ln Block 1.0 to achieve personal
habits, attributes and attitudes appropriaté\ for success as secretary/
stedographer in all sub-blocks. : 1 1 ._)\



w
> < ‘

\ ‘
‘ < BT
- - 6.01 -
INSTRUCTIONAL OBJECTIVES: (gontinued) . C \
Sub-nlock 6.20: Title - Dictation and Transcription. , " N
partment of Public Instruction: Shorthand II. ‘B
partment of Community Colleges: Shorthand III-BUS 108 and Dictatifn and .

- Note: Personal Development concurrent with instruction.

3 Transcription-BUS 206.

\ - . .

Recommended Instructional Time: 110 - 180 haurs.

f

Ly

Module 6.20A: Instruétional'bbjectives. o

1. To improve shorﬂhaﬁd vocabulary and the ability to construct new -
outlines under stress of dictation.

2. To develop the ability to take dictation at the rate of 80‘wpm
with 952 accuracy for 3 three-minute letters of new, previewed
‘material to be transcribed at'the typewriter with 95% accuracy
in 25 minutes.

3. To produce mailable copy.

(BUSs 408 -gSS hours) -
Modyfe 6220B: Instructional Objectivgg. - (//

1. ' To review the principles of Gregg Shorthand.
2. To continue improvement of ability to construct outlines for
“unfamiliar words during stress of dictation.

3. To develop the ability to take dictation at the rate of 90 wpm
with 95Z accuracy for 3 three-minute letters of new material with
95% transcription accuracy at the typewriter in 25 minutes.

4. Produce mailable copy.

N

(BUS 206 - 55 hours) - | .

v

the: Minimum entry skill level for shorthand required for job qualification by
U. S. Civil Service and N. C, Merit-Testing is to take dictation at the

rate of 80 wpm or better as in Module A above. = . ) t

1

-Sub-Block 6.30: Title - Take Advanced Dictation and Transcription.

' Department of Public Instruction: none.
Department of Community, Colleges: Dictation and Transcription-BUS 207

\\N/ 4 _ (55 hours)’

Instructional Objectives: ‘ .
1., To continue review of the principles of Gregg Shorthand. )
2. To continue to develop ability to construct outlines for new words.
3. To take dictation at the rate of 100 wpm for five minutes for three .
new material lgtters, transcribe at the typewriter with 95X accuracy.
4. Produce a mailable copy. :
(BUS 207 - 55 hours) - /



® - 6.02 -

. e | ’ o
INSTRUOFTONAL. ORUECTIVES:  (Corit inued) ),i . .

‘Sub-Block 6.30 (continudd)
! . N ‘m)\-.‘“r#.’ ]

Note: This block-is optional in areas not requirigg this skill levgl for job

qualification, however, the ability to take higher speed dictation is

desirable to maintain the 80«wpm dictation level.

<

* Note: Personal devélopment ¢oncurrent wiqh-inagruction.

( - ) )
Sub-Block 6.40: Title —;Take High Speed Dictation and Tramscribe Accurately.

Department of Public Instruction: Not taught.
Department Jof Community Colleges: BUS 208 (55 hours). . '

nal Objectives: ' )

Instruct
[. q continwe review of principles of Gregg: Shorthand. -
2. ’To continue to develop ability to construct outlines for unfamiliar

wotds during the stress of dictation.
3. To Yake dictation at the rate of 110.wpm for five minutes for three

Note: This sub-block Y¢ optional if skills not required by local area needs.

\ . .
Note: Personal development concurrent with instruction. \ »

. . . . .

JOB QUALIFICATION: Successful completion of at least the first three objectives
of this block of instruction provides the necessary minimum
qualifications in shorthand that are required for ¢lassifica-
tion as a stenographer. Qualification should be verified by
performance testing. Advanced shorthand completion appro-

"priate for secretarial classifications. 0

PREREQUISITES: Typewriting.I (Basic) ﬁay be concurrent with Module A, Sub-ﬁlock

v 6.10.

& ) ' '
PERFORMANCE EVALUATION: By performance and other means of competency based
' evaluation, employing appropriate standardized test
items.

»
- N '

EQUIPMENT: See equipment list attached.
- 14 ,‘
,

NOTE: DCC Coursé Numbers may vary between different institutions for the same
course. Course title is more accurate. :

. g



- .=6,03 - - 2
.. . , o ) : ~
BLOCK OR DIVIg;ON'NUMBER: 6.0 TITLE: Shorthand |

sy ”SUB-BLOCK,NUMBER: 6.10 ITLE Read and Write Snorthand -¢Take Elementary
Dictation and Do Transcription. _
ead and Write Sﬂbrthand -

+

HODULE NUMBER: 6 IOA TITL

IASK NUMBER. 6.101 TITLE Read-Shorthand. : -

INSTRUCTIONAL OBJECTIVE - 6.101A:_How to Read Shorthand.

SKILLS: (Process Objeettvesi”ﬁ

-

How to: s .
L 6.10141-Read standard shorthand symbols. o . ' L
AR 6+101A2-Break down words by shorthand’ sounds. v
6.1 3—Recognize various shorthand blends by sounds of words and identify
) *\ with shorthand symbols. : ,
- 6. 101A4-Recognize shorthand symbols for. punctuation. )

(RELATED TECHNICAL INFORMATION:
. - Shorthand theory. ) . . :
- Standard shorthand symbols ‘ —
Word families, brief forms and phrases.
S - Commoply used words°and phrases.
"~ - Phonefpics and grammar rules .
. = Punctuation rules. ST . :
* .- Personal development requirements. - .. . . mgRa

! !
Eals

SUGGESTED INSTRUCTIOﬂhL TIME' 6.101A, 20- 25 hours.

REQUIRED PERFORMANCE STANDARDS.

= Student recognizes 85% of shorthand symbols required to r//gaif reading and

writing aré taught concurrently.
~ If reading only is taught initially, student recognizesJ/SZ of symbols at
- the'.rate of 150 wpm of shorthand plate material.




N

L}

" MODULE NUMBER:: 6. 10 TITLE: _Read and Write Shorthand

SKILLS: (?roceas Objectives) - -

L
|

- 6.04 -

BLOCK OR_DIVI$ION NUMBER:_ 6.0 TITLE: Shorthand (continued)

SUB-ﬁLOCK NUMBER: 6.10 TITLE: Read and Write Shorthand - Take Elementary
Dictation and do Transcription.

TASK NUMBER: _6.102 TITLE: Write Shorth!nd. y

INSTRUCTIONAL OBJECTIVE - 6.102A: How to Write Shorthand,

S

o

'“'How to:

6. 102A1-Uae shorthand notebook. , .
6. 102A2-Hold and use pen in taking shorthand. :
6.102A3-Write standard shorthand symbols to include correct symbol proportions.

o

N ; . : :

- RELATED TECHNICAL INFORMATION: — - : o,

Shorthand theory

Standard shorthand symbols.

' - Correct tools and material for taking shorthand .

. = .Grammar punctuation rules. ~ , o
Word f ies and brief forms. - Ceoer \\,..
Personal development_reqqirements.. ~ K .

-~

SUGGESTED-INSTRUC&IONAL TIME: 6.1024,_25-35 hours.

- . - -

PERFORMANCE STANDARDS'

12

C - Initially 80% accuracy in symbol construction with 95% accuracy expected
-,at termination of this phase of instruction.

Kl



“FASK NUMBER: 6.103 nmz Take Dictation. |

.RELAIED_TECHNICAL INFORMATION:

- 6.05 -

BLOCK OR DIVISION NUMBER: 6.0 TITLE: ‘- Shorthand x\(Continued).

| SUB-BLOCK NUMBER:_ 6.10 TITLE: Read and Write Shorthand - Take Elementary

Dictation and do Transctiption.
HDDULE NUMBER:  6.10B TITLE: Take Elementary Pictation and Transcribe.

4INSTRUCTIONAL OBJECTIVE - 6. 103B' Haw to Take Dictation.

‘SﬂlLLS' (Process Objectives)_ ; L <_\\\ \/>//f7x .

[

' HW to: - g ) . ‘ . ¢

6.103Bl-Write shorthand outlines of familiar words.
6.103B2-Automatically recall frequently used.words phrases and brief forms
' w9:103B3-Use brief forms and phrases. . .
6.103B4-Coordinate listening and shorthand writing abilities.
6. 103BS-Recognize and use sounds to write shorthand outlines of new words
v under stress of dictation without loss of speed.
6.103B6-Develop ability to. mentally retain two or more sentences during '
. dictation progress. .
6 103B7-Make changes or corrections required by the dictator during dictation.
6.103B8-Arrange shorthand rotebook for writing ineertione\\corrections and

additions._ o : ]

. . = Shorthand theory. .

- Shorthand symbols.

- Correct shorthand notebook techniques.

- Business vocabulary builder.

- Phonetics, spelling, sentence structure.

- Grammar and punctuation tules.
Dictionary and reference manuals. : .
Personal development requirements. = .- . ; \

X .

SUGGESTED INSTRUCTIONAL TIME: 6.103B, 3-5 _ hours. (Introduction only, activity

“ is cdﬂ‘inuous throughout sequence of shorthand
. ) 2 - . . .
gznronuAch STANDARDS: L - Q N C
- 95% qf dictated material is taken and writen correctly. : -
- Upon completion of sub-block 6.10 the student can take dictation at the
Ite of 60 wpm for three "speed takes" and transcribe at the typewriter
with 95 accuracy. B j o
Lo . ’ . N , ; . . < , . “'

‘- : ) P Y



, BLOCK OR DIVISION NUMBER: 6,0 TITLE: _ Shorthand - (continued) R

MODULE NUMBER’ 6. 10B'TITLE‘ Take Elementary Dictation and TranscribgL

ot 4 6.06 = L L

N . v .
- L]

SUB-BLOCK-NUMBER: 6.10 - TITLE: Read and Write Shorthand - Take Elementary
_—r .
v~ &  Dictation and do Transcription. //'

-

TASK NUMBER 6. 104 TITLE: Transcnibe Shorthand Notes Accurately. \

INSTRUCTIONAL OBJECTIVE - 6.404B: How to Tramscribe Shorthand Notes Accurately.

’

SKILLS: .(Procéss Objecﬁives)
R . s ) ' ' . ‘ N

" How to: L ’ ; , . - L .
A o | .t

< 6.104Bl-=Set up tipewfi;ex»for transcription. , .
6.104B2-Read own shorthand notes. )
6.104B3~Proofread typewritten material. :

RELATED TECHNICAL INFORMATION:

- Shorthand theory. ' . .;:?////
~ Shorthand symbols. - . N : '
- Dictionaries-and referente materials. »: o

- dlord families, brief forms and phrases. . = '

- Spelling, punctuation and grammar rules. ' .

- Otheér transcription ‘rules. ) J _.°

- Personal devélopment requirements. S L

: yooe o ) ) . ' N , -
SUGGESTED INSTRUCTIONAL TIME: 6.104B, 2-4 hours. . (Introduction only, activity
' " - ~ continuous throughout sequence of shorthand cqurses.)

PERFORMANCE STANDARDS’

“‘- Upon completion of course, transcribed material is mailable copy.

(’P
»
-



BLOCK OR DIVISION NUMBER: 6.0 TITLE:__ Shorthand ' (continued)
' SUB-BLOCK NUMBER: 6.20 TITLE: ﬁictation and-TranScertxod. "
. R __‘ . - T e
 Module A: U8 108 o, &)
msmUc:rIom OBJECTIVES: .
" 6.201A - How to'read shorthand. .. . .
' - 6.202A - How to write shorthand. ' : '] -
6.203A - How to take dictation.

. 6. 204Ai: How to tramscribe shorthand notes accurately.

v,

'SKILLS.I (Process Objectives) i }f‘,

lSkill requirements for the tasks and instructional objectives listed abave
are the same but of a higher level as those shown for like instg otral

objectives for Sub-Block 6.10, Modules @ and B, This is a contifuation of
preceding instruction but with more - demgnding performance standarda. '

: RBLAIED TECHNICAL INFORMAIION.
. ) s ) . Ny .
, - Related technical information required for the instructional objectives
v ' - 1isted above are the same as those listed for like instructional objec-
tives for Sub-Block 6.10, Modules A and B. _ .

. SUGGESTED INST&TIONAL ITHE: 6.204 - - High Schools_ :90-180 © ' hours! | Coe
CC/TI ' 55 ‘hours. A ¢

»e

REQUIRED PERFORMANCE’STANDARDS.

t

" - Take dictation at the rate of 80 Wwpm with 95% accuracy for 3
three-minute letters of new. previewed material to be transcribed
“at the typewriter with 95% accuracy in 25 minutes, producing a
o mailable copy. All other performance standards as statéd in 6 10A
" and 6.10B. .




W

- 6.08 -
.‘ }

 BLOCK OR DIVISION NUMBER: _ 6.0 TITLE: Shorthsnd (continued)
| | 6.0 ,

SUB~-BLOCK NUMBER:_6.20 TITLE:_ _ Dictatign and Transcription.

%

~ S .
Module B: BUS 206 ~ -

5 .
INSTRUCTIONAL OBJECTIVES:

N S,
:7 6.201B - How to read shorthand. - S : '
6.202B - How to write shorthand. : ‘
6.203B - How to take dictation. '
6.204B - How to tranmscribe shorthand notes accurately .

SKILLS: . (Process Oﬁjéctives)

’
o

Skill requirements for the taaks and instructional objectives listed !
above are the same but of a higher level as those shown for like in-
structional objectives for Sub-Block 6.10, Modules A and B.

RELATED TECHNICAL INFORMAIION. ’

.

A8 required for appropriate like instructional objectives in Sub-Block : .
6.10, Modules A and B. _ ‘ » .

- L
o W . R Lo . 2y . . .
B (. e o ot e e e ‘ .

. N . < . .
SUGGESTED INSTRUCTIONAL TIME:  6.20B - High Schools .90 ° hours. (If taught)
- " ' ‘ N CC/TI 55 hours.

. . : : -

N oot B . ‘q ———————— .
~ ) . . . . ) »

— .- . v
- -« 4 ~ . ' ) -
R - . . A . N 1 . - - -
< : . . .
. . . v
. >
¢

REQﬂIR;D'PERFonnAnbE STANDARDS ; re-

~ Take dictation at the rate of 90 wpm with 95% accuracy for 3 three~mé&
letters of new material with transcription accuracy at the typewriter of
95%. Produces a mailable copy. All other performance standards are as
stated in 6.10 A and B. : : o

N ’ .. . .

f . . o

EL3




- 6.09 = - ~

BLOCK OR DIVISION NUMBER: 6.0 TITLE: _Shorthand - ' (continued)

. 'SUB-BLOCK NUMBER: 6.30 TITLE: Advahced‘Dictation and Tfinscr;ption.

'INSTRUCTIONAL OBJECTIVES:

How to read shorthand.

6.301 -

6.302 - How to write shorthand.

'6.303 - How to take dictation. -

6 304 -~ How to transcribe shorthand notes accurately.

- )
SKILLS': (Proces-'Objectives)

Skill requirementa £or the taaks and instrictional objectivas listed
above are the same but of a higher level as Ehose shown for like
instructional objectives for Sub-Block 6.10, Modules A and B.

RELATED TECHNICAL -JNFORMATION:

-

- Same as’ that required for appropriate like instructional objectives'
stated in 6. 10 A and B. - g ~

SUGGESTED INSTRUCTIONAL TIME: 6.30,_ 55 _hours. = (Not taught in High School)

REQUIRED PERFORMANCE STANDARDS: o
. ; .

- Take dictation at the rate of 100 wpm for five minutes for three new
material letters with 95X accuracy.’ Transcribe at the typewriter with.
952 accuracy producing a mailable copy.




. sy

BLOCK OR DIVISION NUMBER:_6.0 TITLE: Shorthand (continued)

SUB-BLOCK NUMBER: _6.40 TITLE: Take High Speed Dictation and Transcribe.
. Accurately. - ‘

INSTRUCTIONAL OBJECTIVES: :
\

6.401 - How to read shorthand.

6.402 -~ How to write shorthand.

6.403 - How to take dictation.

6.404 - How to transcribe shorthand notes accurately. :
6.405 - How to acquire and demonstrate personal attitudes, habits and
" attributes apprOprQ:te for a successful stenographer/secretary.

’
-

SKILLS: (Process Objectives) -

Skill requirements for the tasks and instructional objectives listed
-above are the same but of a higher level as those shown for like in--
structional objectives in Sub-Block 6.10, Hodules A and B.

RELATED TECHNIGAL INFORMATION: - - B 1’

- Same as that required for like instructional objectivee lieted in
6, 10 Modules A and B. ‘ : . :

SUGGESTED INSTRUCTIONAL TIME: 6.40,_ 55 hours. (Mot taught in High School)’

v

REQUIRED PERFORMANCE STANDARDS' AT -~

- Take dictatidn at the rate of 110 wpm for five minutes for three new.
material letters with 95% accuracy and transcribe at the typewriter'
with: 951 accuracy producing a mailable copy. ) .

N
(A




e o e

L] ‘ *

.  Sub~Block 6.10A (nus 106) .

>

COUTIASK . Yy

6.10JA a. Given shorthand platc material’ che atudcnq vill read thc material.
’ Standard: Read at a minimum rate of 150 wpm.

. 6.102a b. Théastudent vill be required to write a leries-of chortblnd theory
outlines and transoribe these outlines in longhand.

e . Standard. Write transcrfption at 10 wpm with §5% acdhrccy.

6.101A «c. Ihe student will take dictation from shorthand plato mntericl or
& graded speed takes.

6.102a Standard: Take dictation at 40 to 50 wpm for ‘at ‘least two minutes

and trangcribe notes verbatim in longhand at the rate of 10 wpm
with 95X accuracy. ‘ .

I
3

Sub-Block 6. _xon (BUS 107)

K J . i “ . ; ' | . T . ' , “l : . ./
. LR . Fo ) Vi . K ) ’ '
_ns—!. t ,.' . ! ) . - K - ) o , 4‘
6.103B  The student will tdke dictation from previewed material for 5 sets(cf
<o ., & letters each. . ] .
Standard. Take dictaxion at the rate of 50 to 60 wpm. ‘5

‘

6.104B Given a ;ypewriter ‘and the dictation notes taken in 6. 103B (above) the '
. .student w:l.ll transcribe the notes accurately with a typewriter.
Standard' Produces a mailable copy. oy . o o

.

Sub-Block "6..20 - nque A - (BUS 108) ’(Shorthand 11)
'r)xsx - o

6. 201A The student will take 3 five-minute takes of new material dictation and

6 .202A transcribe at the typewriter.
6.203A/ Standard: Take .dictation at 80 wpm, transcribe at the typewriter with

6.204A 95% accuracy and produce a mailable copy.
‘Sub-Block 6.20 - Module B - (BUS 206)

TASK et
6.201B Given 3 five-minute speed takes of new material dictation, dictated at
6.202B  the rate of 90 ypm, and a typewriter.the student will take dictation and
6.2038B  transcribe at. the typewriter. : .

6.204B Standard: Take dictidtion at.the rate of 90 wpm and transcribe at the
' typewriter with 952 accuracy producing a mailable copy.

v 4 ('S

. 130': _; ' '.A. > J .
,4,..1’5-[-.., . ' S B



-~
3 N ol
’ \\ . o X + ‘ . : - "‘L h N ‘ R
h | . TEST ITEMS TR
ACon't.) i | ; (
Sub-Block 6.30 (BUS 207) ° g )
IASK : ‘ ) ' | . N

T 6.301 Given 3 five-minute takes of néw'mataridl dictation delivered at 100 wpm
6.302 and a typewriter, with necessary material, the’ student will take dictation x

3 - at 100 wpm and transcribe at the typewriter.
304 Standard: Take dictation at the rate of 100 wpm with 95X ‘accuracy. ’

Produce ‘a mailable copy. . _ . .
Sub-Block 6.40 (hus 208)
TASK

. 6.401 . Given 3 five-minute takes of new material to be delivered at the rate
"'6.402  of 110 wpm and a typewriter with necessary material, the student will
- 6,403 take dictation and transcribe at the typewriter.
6 .404¢ Standard: Take dictation at 110 wpm and transcribe at the typewriter
. with 952 accuracy producing a mailable copy. .
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. BLOCK OKR DIVISION NUMBER: 6.0

| | : EQUIPMENT

e _
TITLE: Shorthand

l. Record player (1l).
2. Dictation records (full range of aFeodl)f :
3. Tape.players (cassetts) - (ona for\each four students).

< .
.
’
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A
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A : - 7.00 -

1

ARTICULATION RESEARCH PROJECT .
INSTRUCTIONAL GUIDE _—V '

PROGRAM: Exscutive Secretary/Stenographer/Business Education

\ .
COURSE: Accounting I - Block 7.0

'COURSE DESCREPTION:

Department of Public Instruction -' 6332- Accounting I.
Department of Community Colleges - BUS 120 - At:counting I,
' .

" INSTRUCTIONAL HOURS: - ’

] Schools: 180 hours. .
] CC/T1: 88 Hours.
INSTRUCTIONAL OBJEGTIVES: .

To provide the learner with the necessary procedural techniques and related

technical information to apply the basic principles of the accounting cycle .

from the analysis and recording of business transactions to the preparation \

and interpretation of financial statements and‘supporting data, including an

introduction to flow charts and systems. Instruction includes the why as

well as the how, and atteption is given to payroll.and related taxes.
PR -

JOB QUALIFICATIONS:

The lumor is qualified to perform basic bookkeeping functiona following
sucgess ful letion of\bhil block of instruction. Job qualification

chould be determined by appliad performnce testing.
PREREQUISITES: | |
Business Math recommended. '
PERFORMANCE EVALUATION: - {
See test items attached. |
ummeyT:
See Equipment Liu(. atta.che,d:

133



BLOCK OR DIVISIOM NUMBER: _ 7.0 TITLE:_ Accounting I
- —_—

- 7o°l -

TASK WNOER: 7.01 TITLE: Jou 1uD. ctions. *

xu‘mncnoux. OIJICIIVI = 7.01:_How to Journalisze Dail.! Trangactions.

SKILLS: (Procul (bjocttm) €

 Bow tot
| 7.011 = Classify accounts. Ly
7.012 = Determins debit and credit parts.
7.013 -~ Racord debit and credit parts. ] ,
RELATED TRCHNICAL INFPORMATION:
- The basic accounting equatiom.

- The sffects of debits and credits on accounts. -
- The different kinds of journals. ' h

SUGGE'STBD INSTHUCTIOMAL TIME: 7.01, _ 20. hours.

REQUIRED PERFORMANCE STANDARDS:

Neatriess and legibility with accuracy in ulculltionc and rcquiud steps taken
~ and applied corroctly. , .

i . [



- 7002 -

BLOCK OR DIVISION NUMBER: 7.0 TITLE: _ Accounting I (Continued) .

TASK NUMBER: _ 7.02 TITLE: __ Posting Transactions.

INSTRUCTIONAL OBJECTIVE - 7.02: How to Pgst Transactions.
SKILLS: (Process OBfectives) , 1 |
‘ Bow to! : '
7.021 - Make chart of accounts.

7.022 - Open a ledger.
7. 023 -~ Transfer information from journal into lcdgcr (ctcpl of posting)

RELATED TECHNICAL INFORMATION: /

- Xlassification of accounts.
- Steps in posting. '

SUCGESTED msrhucﬁdéﬁ TIME: 7.02, 5 _ hours.

REQUIRED PERFORMANCE STANDARDS:

Neatness and lcgibility required with accuracy in calculations, and all required ‘
'steps taken and applied corrcctly. . ,

-~ : , ' ' -
. ’ . | - _
~ :?{ )
»
-
]
\‘,\‘- . .
\’.

>



BLOCK B DIVISION NuuBER 7.0 TITLE:_ 'Ac'édmcing I e

o TASK NUMBER: 7 03 TITLE. Closing a Set of Books.

INSTRUCTIONAL OBJECTIVE - 7 03 Haw ‘to Close a Set'of Books.

SKILLS'4g§Process Objectives)

RWTOO RN

7.031 - Prepare a. trial balance. .
-7.032 - Complete a gix~column work sheet. ‘, .
7.033 - Prepare financial statements. _ ' .
7.034 - Journalize closing entries. _ : ) :
.7.035 - Post closing entries. -

4 7.03%6 - Balance and rule ledger. :

. '7.037 - Prepare a post-closing trial balance.

P ' -7 (. '
RELATED TECHNICAL mrommnon. | L

- Classification -of accounts.
- Steps for balancing accounts.
Format for work sheet. v
Format for financial statements.
Source of information -for closing entries.
- =«Proper procedure for ruling accounts.
- Format for post-closing trial balance.
' = Projects I and II.

sudczsmn INSTRUCTIONAL TIME . 7.03,__20 _hours.

&

REQUIRED PERFORMANCE STANDARDS

Neatness and legibility tequired with accuracy iy all calculations' all
: required steps taken and applied correctly for t sk.
. ?

W



N

S~ 7.04 -

m.ocx on DIVISION NUMBER- 7.0 'rnLE- Accounting T (Continued) -

. TASK NUMBER' 7, 04 TITLE Maintain Accounts Receivable and Payable Records.

' INSTRUCTIONAL OBJECTIVE ~ 7.04:__How to Maintain Accounts Recei.vable and Payable
: Records.
SKILLS: <(Process ijectives) L

" How to:
t
7.041 - Check sales invoices and purchase invoice for accuracy.
7.042 ~ Journalize accounts recejyable and accounts payable transactions
7.043 - Post to individual accountd. : :
7.044 - Post to control account. , o
7.045 - Compile schedule of accounts receivable and accounts payable.

: RBLAT 'TECBNICAL’ INFORMATION:

- Basic accounting equation. T ... &
.= Journalizing. o -
= Posting procedures. - . o ' T
- Combination journal.: : ' S '

SUGGESTED. INSTRUCTIONAL TIME: - 7.04, 10 hours. . -

REQUIRED PERFORMANCE SEANDARDS.

Neatness and legibility required with accuracy in posting and calculations, b
- f ‘applies required. skills and related information correctly. --.J . } '

"




) ¢~ - ) ’
- ’-qi--" N . e - 7.05 - ‘
SRR S L ¢ R .
. : : ' : .
~MBLOCK»ORADIVISIONFNUMBER:uf 7 0 TITLE: Accounting'I (Contiqﬁbd)
TASK'NUMBER' 7.05 TITRR: Ptepare a Trial Balance. - -

]

INSTRUCTIONAL OBJECTIVE -.7. 05 How to Prqpare a Trial Balance N

. ~SKILLS: Q(PIP¢9§3 Objectives)- *
How to. |
7.051 - Find account balance. = R o
- 7.052 - Record on form. = '
- ..7.053 - Check equality of debit and credit.
-+ s 7,054, ~ Use steps to locate errois. v ) ‘o h
B B 055 - Correct errors.. - . . L S r
RELATED TE&HNICAL“INFognAIION: L o R .
. - Format for trial balance. ‘ . T R .
: ~='Steps for locating and correctingferrors. ' o ' O
¢ .=~ Buginess, Simulation - Part IL. Y S
SUGGESTED INSTRUCTIONAL TIME:~ 7.05, 20 - hdurs. R
y fREQUIRED PERFORMANCE STANDARDS: |
f:j,. ' ‘~Neatness and legibility required with accuracy in calculations, applies skills L
T . -and related technicﬁl information correctly D SR
t | r R .. . ‘ - } .
[ * o
\! e "_‘% -
_ - N
. . e v
/ ¥




. . _ [ ) N o ' \‘\
BLOCK OR DIVISION NUMBER' 7.0 TITLE' Accountinﬂ I (Continued) o \

'TASK NIJMBER 1. 06 TITLE: Ma:l.ntain Checkichcounts b

' ” : : - . N
: ‘ " INSTRUCTIONAL OBJECTIVE .- 7.06:_ How to Mafntain Checking Accounts. o

\ vSKII"LS:”v (Process 0b‘jectiires_)~ | e «

HOVTO."‘ . ﬁ’_‘" : \ ' '
7.061 - Handle deposits. S S .
77,062 = Write checks. =\ : )
7 063 - Complete check scubs, \o»

s -

» ‘I"’” Bank uhecking account: policies and p\rtocedures oy o SRR o /P r
S S T N SR SRR,
A .SUGG TED,;»INS GI.IONAL .'ITIHE_: 7.06, 2 . hours. - - - R '

: . - ! Nedtness and leg} iliCy required with accuragy in calculatl’ons
¢« abi'lity 'to apply skilis correctly. - .

REQ fRED. PERFORMANCE STANDARDS :

b,




2

. BLOCK OR DIVISIO 'mmnmA | '7140.  TTTLE:

.Accountigg I (Continued)

4 "msxnmmzn 707 TITLE: _Reconcile a Bank Statement. o - /

INSTRUCI‘IONAL OBJECTIVE 7 07 Hgifto Reconcile a Bank Statement.

- -

SKILLS: (Process Objectives)

How to: ~ -~ -~ .. ). ,
f071'- Conpare cancelled checks’ with check stubs. . - .
.7.072 - Check for outstanding bang deposits. : _
77.073 - Coppare adjusted bank baldnce with adjusted check stub. balance.

"RELATED mcmu‘ i ﬁromn

| - S_teps_ used in reconci(:‘l.iyng‘a' b k'fstat:eﬁent. ) L )“} ‘_ R -
. ‘\.'",‘ \»l'A_‘-"'- ‘L : ) . . ! ] ' vAf':.'.‘l‘:. - . o
SR ;‘succzsm}nsmgr_mmn“rm: - 7.07,_-3 . _hours.- =~ . e

ki

REQUIRED PERFORMANCE STANDARDS:
Accuracy in calculations, using proper s'f:ep"s in correct s.eq‘uen‘ce.: |

0 ' L
< - : . '
L )
AN PR . e N N
AR . .

3 L

co Ty 0
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' \ = - T N v .. ¢ . N . . .
BLOCK OR nrvxsmu NUMBER: 7.0 TITLE:_ Accomnting T (Continued) . r
. R <

- 7.08 ="

, TASK NUMBER: 7.08 :rm.z Prepare a Work: Shéet. °

_‘;INSTRDCTIONAL 0§JECTIVE - 7._08. How t:o Prepare a Work Sheet.

% . . . . . -

SKILLS. (Process Objectives) e )
oL '. How to: | : | o _ f

7. 081 - Recoxrd trial balance on work sheet. S R ,
7.082 - Make asget and expense adjustments. -
7. 083 - " Extend balance sheet items and mcome statement amounts.

* " 7.084 - Find net :I.ncome or loss.- _ _ e v

;:Rzmzn TECHNICAL, INFORMATION : : | |
- Fommat for aworksheer. . s

R

" SUGGESTED mémucuomnrnm:_-"7._08,,_-'5 howrs. - . . ¥

Y . .o : : o ' d

)

| .'nzqumm PERFORMANCE s*rmm&

y 1n calculations applying proper procedures in appropriate sequence. _
8

. N N . . ~ 4
. o - . N

Acc'

«¥




' nLocx OR DIVISION Nmmna- 7.0 TITLE: AccoimtinLi (Continued)

| 'msx NUMBER: 7. 09 TITLE: Prepare Financisl'Statements.
. msmcnorm. OBJECTIVE - 7.09:_How_to Prepare" Financial Stafemeive.
SKILLS: (Process Objectives) ) o o ;o f ,
*How to: ' N o ' o '
 7.091 - Prepare income statement. . ' . o /
7.092 - Prepare capital statement. o B o/ S e
7.093 - Prepare balance sheet. t
; ) N . . -/
- s . . ) \ /
N - !
7 RELATED TECHNICAL INFORMATION: = o SR
‘—-,rmat for eagl of t:he ‘above ‘financial stat;ements. '
A succnsmn ms'mucnorm. 'mm 7.09," 5  hours, “ SO o
.""-v..— .n - . . o J :.— . h v' C - |'._ " .‘(’I . / a . . «
. REQ[{IRED PERFORMANCE STANDARDS' e | R
" ‘Neatness and accuracy required with accuracy in calculatio&q;; using proper
| \ "format for each action and applying required skills apd related information
L ' correctly. , _ . / )
1\3 . o : 7 L ' \ )
° ( . i. | v ! ;
! / '_ ”"/ ’
~ /, | »
// N :
/
//
- y 2 % /’




REQUIRED PERFORMANCE STANDARDS:

BLOCK OR DIVISION NUMBER: 7.0  TITLE; _ Accounting I #& (Continued)

TASK NUMBER: 7.10 TITLE: {7g£gplize Adjustiqg_gnd Closiggjgntries.-

°INSTRDCTIONAL OBJECTIVE - 7. 10 How to JOurnalize-Adjusting and Closiug Entries

LI

SKILLS. (Process Objectives) -

. How to:

-

7.101 - Record the adjusting entries in the joﬁrnal.' oo
7.102 - Record the closing entries in the-journal. - "
7.103 - Post :adjusting and closing entries.

RELATED TECHNICAL INFORMATION:
~ Source of}information for adjusting entries. - ' o N
- Source of information for closing entries. - =~ - B o
SUGGESTED INSTRUCTIONAL TIME: 7.10,_ 5  hours.
-

Neatness and. legibility requir :d with accuracy in calculations, utilizing proper
information sources and applying required skills and information correctly.

‘r - . . . » '_"I..; . . .. Q,
N - ' ’




co= 7411 -
" .

. BLOCK OR DIVISION NUMBER:

TITLE:__ Accounting I _ . (Continued)

't TASK NUMBER: 7.11° _TITLE;

INSTRUCTIONAL OBJECIIVE - 7,11:___How to Close 'the Ledger..

SKILLS: .(Proces§:0bjecti es) .'a ,;"_ o AT "ia_‘

How to: o°
7.111 — Baldénce and rule bdlance sheet accounts: - :

. 7.112 - Close and rule income, cost, and expense accounts. A

7. 113 - Prepare poeﬁ-closing trial’ balance. '

~

o

'RELATED TECHNICAL INFORMATION: -

~ Steps for balancing accounts.
- Proper procedute for ruling accounts. .
- Business Simnlation = Part Ir. . -
. . ‘.“ . . / 0 S ' Lo : | R L. Id.
T\“- SUGGESTED Iusrnucx&ouAL,Txmm: "~ 7.1i, 15 hours. ‘
'REQUIRED PERFORMANCE STANDARDS : - .
’ "\ ; . Neatness ' and legibility required with accuracy in calculations, using properW
‘ g steps and procedures for actions dhd\epplying skills correctly.
i . !
L ) ot B :
- .'/
- . / _
L
ya ,
o _ ‘ ¥ it




- 7.12 -~
'BLOCK QR DIVISION NUMBER: 7.0 TITLE: _Accounting I (Comtinued)

TASK NUMBER: 7.12 iITLE: Prepare‘ng}oli,Recorﬁs.,_

- - INSTRUCTIONAL ECTIVE - 7.12:  How to Prepare Payroll/Records.

-”/ " .SKILLS: (Process Objéhtives)*

Bwe: - S

'7.121 - Anal&ze timé cards. , ,
.7.122 - Prepare the payroll register. - : . v I
7.123 - Keep employees' records. SRR : :

>

7.124 - Pay. the payroll. . - - .
7.125 - Journalize the payroll and the employer's payroll taxes.
7.126 - Pay taxes to state and federal goyernments.
7.127 - Prepare payroll tax reports. : IR
T -/
RELATED TECHNICAL INFORMATION: |
- Iék iﬁfotmation  d regulations for payroll sys ems. .
‘f'Employees"withhggalng exehption’informatifﬁ:JLJL‘\'
SUGGESTED INSTRUCTIONAL TIME:  7.12, 10 . hours. .
' REQUIRED PERrogyANCE‘sTANDARDs: \ ”. . S SR a g S

Neatness and legibility required with accuracy in calculationms, demdnsttating'
ability to apply required skills and related information correctly. '

S
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+ BLOCK OR n1v1$1_on NUMBER: 7.0 TITLE:. Acc.ounting I (Continued)

nsx uuunxn. 7,13 rim- Speciel Journals.

msmcnom on.mcr:vzs - 7. 13 How to Use Purchssesl Cash Psyments, and o
. Four~Column General Journal

SKILLS: (Procees Objectives) : L .

How to: = | R o

7.131 - Record purchaseg on account. : o : e
7.132 - Post the purchase journal. . : : .
7.133 - Compute purchases discounts.
"7.134 = Record cash payments. , .
7.135 - Post cash payments journal. | I Ty - )
. 7.136 - Record purchases returns and allowances. o 1 ‘
7.137 - Record .other miscellaneous transactions. - K v . -
7.138 - Post four-column general journel . ' -

mmcmxmmmmumu- R .

L e Classification of transactions. - 5, '
* . . = Format of journals. - o e

- =, Use of subsidiary ledgers.

" SUGGESTED INSTRUCTIONAL TIME: 7.13, . 5 hours.
e . : . N ) . . - N
" REQUIRED' PERFORMANCE smumns .
Nestness and legibility required with accuracy in calculations, and the abilitv
. to ‘apply required skills and infOrmation correctly. . , - '
H ’ s .
‘ i W/ ) / .
n . 7




4

2

BLOCK OR DIVISION NUMBER: 7.0  TITLE: Accé"uncigg ) SN

(Continued)

- TASK NUMBER:_ 7.14 TITLE: Special Journals

Bow to.

7. 141 - Record sales on account. . .

- L 142 - Post the sales journal.

7.143 - Compute sales discouits. S
7.144 ‘Record cash receipts. ? ' Y L
-7.145 - Post cash receipts journgl. S
- 1,146 ~ Record’ sales returns and allowances.

" 7.147 - Record other miscellaneois transactions.
 7.148 - Post the ‘fouwr-column general journal.
- 7.149 « Complete accounting cycle.

RELATED TECHNICAL mmmmmuz - /

A

Classification of transactions._
Format of jourmals. - oL
Use of subsidiary ledgers._‘-
Fornat of work sheet. b
'Format of financial statements.
Project 11I. : '

~ .

succzsm,msmucnonm TIME: 7.14,__10 _hours.

REQUIRED PERFORMANCE STANDARDS.

4

' msrwcnom omcnvz - 7.14: How to Use Sales, Cash Receipts, and Four-
- " Column General Journal. _
SXILLSf »(Process Objectives) , '

Neatness and legibility with accuracy in calculations and the ability to apply

required skills and information.

VoL,
.

A.



,  BLOCK OR DIVISION NUMBER: 7.0  TITLE:. Accounting I (Continued)
. TASK mnmn- .15 TITLE:  Maintain Petty Cash-Account N\
A ms'muc'nom. OBJECTIVE - 7.15: - Bow to Maintain Petty Cash Account.
sx':_u.s,: (Proceas Objectivea-) : o | |
How to: -
’ . i
Cu 7.:151 - Establish ‘a petty cash account:. o . y
7.152 - Replenish a petty cash account. ' - /
| m.a:r&) TECHNICAL mromnou: S T : - B |
'~ Use of vouchers and receipts.
'SUGGESTED INSTRUCTIONAL TIME: - 7.15, 3  hours. o
i B o | * S RV ~ o o

/ f\’ nnqumm pmomncn smmms.

'-Accnracy in calculations applying,proper techniquoa’ correctly and accounting '

for all expenditures/receipts in petty cash fund.( . = . ,
[ 2 4
{




\

BLOCI OR DIVISION NUHBER' 1.0

TITLE:

- 7.16 -

, Accohncing 1 (Goﬁtinued)

(6310) .

TASK NUMBER: 7;16 _TITLE: Maintain Cash Register System Records
" INSTRUCTIONAL OBJECTIVE < 7.16 :_ How to Recordv Cash Register Tramsactions. .
.- ' . ' | . . . L ) | ) .
SKILLS; (Process Objectives) —_— )
' f! . ) . N
How To: . R . -_\ ; . .
7 161 - Record transactions in a eash register sylstem. '
7.162 - Prove cash uging this system :
RELATED IECHNICAL'INFORMATION¢  S <(/ ' )) S
.-Q-Cast_rproof and balance slip. * - <«
I 2 S ;
'SUGGESTED INSTRUCTIONAL TIME: 7.16,_ 2  hours, ‘
* REQUIRED PERFORMANCE STANDARDS : ;
Neatness and legibility required with accura if calclrlations} and applying e
the proper procedures correct.jl.y‘ - ‘ ‘ AN S '
o
Y 'r ] . )
» . 4 .
""" Y
L
(
{ : .- -
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,\

BLOCK OR DIVISION NUMBER:_ 7.0 TITLE:__Accounting I

, . N :
TASK NUM:BER*" 7.17 TI'I.'LE' Maintain S_al‘ea‘.Tax Records.

INSTRUCTIONAL—OBJECTIVE - -7.17: -  How teo Maintain Sales Tax Records.

SKILLS; {Process Objectives) s

How to:
"~ 7.171 - Compute sales tax and read sales tax tables.
. 1.172 - Journalize charge and cash sales with sales tax.
7.173 - Pay sales taxes to the government.
4 5

: . v .. ‘
RELATED TECHNICAL INFORMATION: ™
- Salés tax tables. .

: . -~
| v A | |
SUGGESTED INSTRUCTIONAL TIME: 7.17, 5 hours.

\
’ REQUIRED PERFORMANCE STANDARDS :

. . )
* &

L ]
'

~» Neatness. and legibilit:y required with accuracy in calculations atid the

L

ability to apply required skills correctly.»

\’1‘ ‘ %' - i ' } (
- . . % ’
LR .
< - 4 v ) e e
' i
v 1:
. o , .
150
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- 7,184 .
~ . ey
'BLOGK OR DIVISION NUMBER:_ 7.0 TITLE:__ Accounting I (Co¥ inued) )

) 'I‘ASK NUMBER. 7 18 'I‘ITLE. Compute and Record Bad Debts.

INSTRUCTIONAL O'CTIVE ~ 7.18: How to Compute and Record Bad Debts.
SKILLS: (Process Objectivee) ' . ’ \\/ > o o

How to: v : e _/

7.181 - Estimate bad debts. ‘ o

7.182 - Journalize transactinns for bad debts.

7.183 - Determine and write off bad debts.
RELATED TECHNICAL INFORMATION: - |

~\ - S L o '

- Het:h‘oils for estimating bad debts. : /

| | | 5 | g

SUGGESTED INSTRUCTIONAL TIME: ' 7.18,__ 5 _ hours. | ' '

. . ! | ',. '}“ - .

W REQUIRED PERFORMANCE STANDARDS: | - ; L. e
'Neatness and legibility of records with accuracy in- calculations and the | o
abillity to apply required skills and :I.nfor.mation correctly. 3 _ @’/\

C ' . . ) ' " . \~
. ' H
Y w0 .
Iv; B - ~ . ", v. . I "- /" \.-“;_ I ‘.. ) ) ’ ' v N [
‘o " ’ ) L . . . o \
— ? ’-A-,_(.'.-.
. sy,

'
-4 A
. ' - .
. . . )’
\ .
B » M Z -
N - M # ¢ -~ y " Ly .
] = -~ 3 T -
: o )
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BLOCK OR DIVISION NUMBER: 7.0 ' TITLE: Accounting I (Continued)

IASK NUMBER : 7.19 TITLE"Determine quteciation and Disposal of Plaﬁt Assets.

. h_.INSTRUCTIONAL OBJECTIVE -.7. 19:: How to Determine Depreciation and Disposal of
Plant Asseta.

SKILLS: (Process Objectives) -

‘How to: ;
7.191 -~ Determine and record the amouﬂE of depreciation expense.

74192 - Compute book value of a plant asset.

7.193 - Record the scrapping oy/sale of plant assets. : L
7.194 - Record the trading of /plant assets. . -

&

SUGGESTED INSTRUCTIONAL TIME R .
}/ £, J '

nzqumﬂn PﬁRFORMANCE‘ 5T

r

‘Neatness and legibility of work required with accuracy in qalculationénand |
~ the ability to apply skills and information correctly. B o

K .
. ) .
- <
. ' ' ’ .

g

’ s R . ..
A I L. "
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~ BLOCK OR DIVISION NUMBER: 7.0  TITLE: _ Accounting I ___ (Continued)

TASK NUMBER:__ °7.20 TITLE: Handle Notes and Interest.

VINSTRUCTIONALMQBJEGTIVE -;7;20%-~ch»to~Handla~Notes“and»Interesta
. \ll te . | I
SKILLS: (Procegs Oﬁjectivea)“‘

How : ' I
to o

7.201 - Figure the due date. .
7.202 ~ Compute interest with and without interest tables.
7.203 - Record all entries pertaining to notes. ,

' RELATED TECHNICAL INFORMATION:

- = Use of calendar in computing due date.
‘~ Definition of terms.

u—-;,_, . , ,‘W" . . X ‘ ' : .
SUGGESTED INSTRUCTIONAL TIME: 7.20, 7  hours.

REQUIRED PERFORMANGE STANDARDS: | o S
. - . . \‘, ‘ . .o . )
Neatness and legibilit& of work required with agkuracy in calculations and
\\gtility.to apply skills and related information correctly.
) »I_ . . W
~ -y ' '




e

BLOCK OR DIVISION NUMBER: 7.0 TITLE: _ Accounting I (Continued)
' » : ' : )
TASK NUMBER: 7.21 TITLE: Use the Accrual Accounting System.

B INSTRUCTIONAL}OBJECTIVEf=_7;21E'HaW“t0'Compﬁté Accrued Income and Expenscs.

SKILLS: ' (Process Objectives)
S ‘ | ' \
How to:
[
7.211 - Gompute and record accrued income and expenses. :
7.212 - Record reversing entries for acéruals. . g\
7.213 - Post above entries. : ™

'RELATED TECHNICAL INFORMATION: L
- Amount of interest accrued needed for adjusting and‘ﬁeveraingféﬁtries.
R N '

~ SUGGESTED INSTRUCTIONAL TIME: 7.21, 5 hours.

REQUIRED PERFORMANCE STANDARDS : _ I|

) +, L

_ Neatness and legibility of work required with accuracy inll culations and the
ability to apply skills and related technical information correctly.

| 3
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- B ) ~
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ILOCK OR DIVISION NUMBER' 7.0 TITLE: Accounting;I _(Continued) -

TASK NUMBER:_ 7. 22 T'fLE. Use Automated Data Processing and-(;onc;ts (6310)

_INSTRUCTIONAL o’n;mcnvz - 7.22: How to Use Automated Da:a“ii&&éﬁing and Concepjs .
_ in Record Keeping_
SKILL'S:. (Process Objectives) |
- How to: ‘ ,
7 7.221 - Describe the {concepts of ADP. )
7.222 - Prepare a chart of accounts for ADP.
7.223 - Prepare necessary forms for ADP.
7.224 - Analyze:punch cards. :
RELATED TECHNICAL INFORMATION: . S Y
= Manual system accounting cycle. , i ’ l
- Definition of ADP terms. : ) '
- Flow chart symbols. :
SUGGESTED INSTRUCTIONAL TIME: 7.22, 8  hours.  (Introductory only)
ot j ' N v, . : )
' REWIR.ED PER.FORHANCE STANDARDS: ~ _ ’
. | Neatneas and legibility required with accuracy and use of fornga recording
/Q B infomation, .applies skills and related technical information correctly
; e

X
-
°
’
RN
J.
-
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TEST ITEMS

" "BLOCK OR DIVISION NUMBER: ~ 7.0 ’t'TITBBi"'“_KCCGunting’“I' T

TASKS: _7.01 ‘through 7.22

a

Given questions and problems covering the basic operations included in each task,
the students will satisfactorily answer questions and complete operational func-
tions. 80X accuracy is considered as minimum acceptable score for job qualifica-
tion or advanced credit. '

!’ R

>
b
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A N .. ' BQUIPMENT LIST

. BLOCK OR DIVISION: 7.0 'TITLE; _ Accounting I _ _

- TASKS: 7.0l through 7.22

One adding machine for every three students.
Overhead projector.

. L <
’ B .‘,“
Lo ‘ :
! .
v ’T ‘
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'ﬂi1

ARTICULATION RESEARCH PROJECT
" INSTRUCTIONAL GUIDE

PROGRAM: Bucutivo's.crotarx (DCC T030) mdetonogrophor (High'School)-
-000038!&w~nOftieo«Proéoduroo»(cffteo‘?foetieo-xlockrst)w e

COURSE DESCRIPTION: Department of Public Instiuction 6410 = Office Practice
(Included in 6410 & 6431)

Dopartnont of Cuununity Colleges ~ BUS 214 - Office Procedures
© BUS 215 - Office Applications

 INSTRUCTIONAL HOURS: High Schools = 180 or. 360 hours
' cc/r: - 143 hours

INBTRUCTIONAL OBJECTIVES: E ' \ .
1. To inform the learner regarding ccrtain common reoponsibilitieo ‘of 'a secretary °®
encountered during the work'day. These include the. following: receptionist
duties, handling the mail, telephone fechniques, obtaining travel information;,
processing telegrams, maintaining office records, handling purchasing of office
supplies, recommending office organization, handling insurance claims, and cor-

respondénce, plus taking diétation, typing and records management. (CC/TIL’
allocates 55 hours; the high schools allocate part of 90 to 240 hours )

k]

2. To provido the learner with an opportunity for practical work application in ap- @b |
actual or simulated office environment. (cC/TL allocates approximately 88 houra
" .t@ the foregoing, 90 to 240 hours allocated to the secondary schools for office

.p codures.)

3. This block of instruction 18 also ‘currently used by the high schools to present
‘initial instruction contained in Blocks 1.0 (Personal Development, 2.5 (Records
Management), 3.0 (Business Machines-Calculating), and 4.0 (Business Machines-
Raproduction), concurrently with the application of the skills acquired in com-
pleted blocks of instruction. Approximately 120 hours from this block should
be devoted to instruction in the blocks listed above by the.high schools if not

taught independently or i%rligr in the program.

- JoB QUALIFICAIIONS. S

Successful completion of this block plus the preceding blocks of the program provides.
the CC/TI graduate with the truction required for qualification as an executive
-secretary. The high school student who completes all high school taught courses
(blocks) has demonstrated the skills required for qualification as a stenographer

Job qualificatipn to be determined by applied performance testing.

.rnnnzquxsrrzs
High Schools: Typing I (others depend on career objectives).

CC/TI: The learner should have successfully completed all other blocks of
instruction in the- Rxecutive Secretary program.

1ss, - ,

Qo . .




\ - 8.01 -

PERFORMANCE EVALUATION: $‘
See tést items provided with preceding blocks of instruction, plus the secretarial,
_duties test items with this.block. Employment of joint test teams recommended to
determine job qualification as well as high school work to be applied for. advanced
_credit at the post-secondary level. = _

[

EQUIPMENT: See attached equipment 116:.

W




- 8.02 -

ARTICULATION RESEARCH PROJECT
INSTRUCTIONAL OBJECTIVES

4

SECRETAnIAL‘BCIENCE
N

BLOCK OR DIVISION NUHBBRc §= TITLE' Offico Proc.dur.l (Offico Prlctic.)

TASK-NUMBER: '8,01" TITLE: Bertprm Limited Houskeeping Related to Office Equip-

' ment, Supplies and Office Decor.
INSTRUCTIONAL OBJECTIVE - 8.01: How to Perform Limited Houskeeping Related to

Office Equipment, Supplies, and Office Decor.

- SKILLS: (Process Objectives) : ‘ \\'///} e e

How to:

: 8. 011 - Perform duties as situations demand.
~* 8,012 - Maintain an orderly desk and supply area.

‘+

A 8.013 - Keep equipment clean and in running order. .

RELATED TECHNICAL INFORMATION:

- Machine parts.
- Types of cleaning materials
- Making coffee.

SUGGESTED INSTRUCTIONAL TIHE: . 8.01, 2 hours.

Note: Additional time for practical work apq‘ication'is provided in Office
Application - Tasks 8.11-8.19, K

lIlAIED GENERAL INFORMATION°

- A recent national study of the normal aaily tasks performed by the
average secretary determined that 3 areas of performance requirements
were paramount, e.g.: Typing, Communication, and Records Management.

VOCATIONAL GUIDANCE: S _‘ \ /
The secretary's duties may vary widely in many offices £xom a limited number
of duties performed for one or more persons to a wide v%@lety performed by
_an executive secretary who may act as an executive assistant to the executive
" to whom assigned. Under such conditioms, the secretary may have certain super-~
" visory or managerial functions., A . .

REQUIRED ?ERFORHANCE STANDARDS :

Follows manufacturer's speci
Maintains a neat, orderly work.




- 8.03 - ' '
‘ - )

cedures (Office Practice) (con't.)

BLOCK OR DIVISION NUMBER: __ 8.0 TITLE: Off

TASK NUMBER: __8.02 TITLE: _ Process Mail.

mmucrxom OBJECTIVE - :8.02: _How_to Process Mail.

SKILLS:  (Process Objcctivoﬂx "

. 8.021 - How to use a ZIP.Code directory. . . . .
8.022 - How to establish and' review incom&nq and outgoing mail procedures.

8.023 ~ How to forward mail. R R ' ‘e

8.024 - How to receive and place telcgramS‘and cableqtams

8.025 - How to process insured mail, registered mail, and certified mail.

8.026 - How to weigh items and use correct postage.

8.027 - How to date and stamp incoming mafl, _

8.029 - How to wrap, tie, and labq} packages.

_ ‘ ) - ) ; . .

RELATED TECHNICAI: INFORMATION: @

-(Common.postal regulations. ' N
SUGGESTED INSTRUCTIONAL TIME: - 8.02, __ 5 hours.

Note: Additional time for practical work application is provided in Office
Application - Tasks 8.11-8.19.

Required Performance Stdndards: L 4 e .

- Demongtrates ability to identify and list the different major mail classifications

and state their use.
+ = Demonstrates ability to ‘sort incominq mail according to personal and official, to

prepare official executive correspondence fdr scrutiny by the executive, and route
appropriate items to the staff,
- Demonstrates ability to prepare different classifications of mail for mailing.
- Can use postal scales to determine postage, required for specific mail item,
-Demonstrates ability to use ZIP Code Catalog. o

2




- j , : 3 - 8.04 -

_ BLOCK OR nrvxs;oufuuuazn. 8.0 TITLE: Office Procedures (0ffice Practice) (cont'd.)

TASK NUMBER: 8.031 TITLE: Make Appointments.
_ INSTRUCTIONAL OBJECTIVE - 8.031:_ Héw to Make Appointments. _

' BKILLS: (Process Objectives) .

i

8.0311 - How to schedule appointments. : PR
8.0312 - How to maintain a calendar of appointments. {
8.0313 - How to handle cancellations.

8,0314 ~ How to arrange for special facilities.

8.0315 - How to greet visjitors. .

8.0316 - How to keep a record of all callers.
8.0317 - How to handle difficult callers. .- )
- 8.0318 - How to handle appointment delays.
i 8.0319 - How to aid employer in maintaininq planned schedule.
" RELATED TECHNICAL INFORMATION: i
- . . ," N “ o ;;;‘1 ]
SUGGESTED INSTRUCTIONAL TIME: . 8. 031, . 3 hours. "

Note: Additional time for practical work application is provided in Office
Application - Tasks 8.11 through 8.19.

Required Performance Standards: \
e 4
- Demonstrates ability to make appointments for employer and to keep an appointment
calendar - Who? What? where? When? Why?
-~ Keeps employer's personal appointment calendar up~-to-date, with pertinent informa-

tion.




- ' I - 8'9' -.

BLOCK OR DIVISION NUMBER:: 8. 0__ TITLE: Otfice Procedureq_ig*jtce Predtice) (Qontinuod

.TASK NUMBER: 8.032 TITLE: Uee Telephone end Relex_!nforuetion as Directed.

§/STRUCTIONAL OBJECTIV! - 8. O3§“\~Hov to UleﬁTelephone and Reley Informetion.

SKILLS: (Procel‘ Objectivee)

How to: , . - ;":' . v
- . _ _ . e
8.0321 - Maintain informae{ﬁ; to be relayed. - ' S . !
8.0322 - Use telephone for local calls. S o o Gb
8.0323 - Make long distance ‘calls. ' ne e : T ’
# " 8.0324 - Handle difficult callers, .. s * - Lo
~ 8.0325 - Use telephone directopy e ' PN S
. .- N " ' ,,." . i v
ﬁrLAxxn TBCHNICAL IN#ORHKTION' N " I
- Telephone: courtesy, .'f ‘ -~

Telephone directorx contents.
Purpose and use of yellow pages.
Telephone signals (busy, off hook, ett.)

SUGGESTED INSTRUCTIONAL TIHE 8.032: 3 hours.

. Note. Additional time for practical work applic ion is provided in Office
Application - Teeke 8.11 through 8. 19 ,

RBQUIRED PERFORHANCE STANDARDS ) B - s

- Demonetrates ebility to receive and relay a telephone or other verbal message
‘ . .. with 100X accuracy.
-~ -‘Demonstrates ability to find required information in telephone directory with

100Z accuracy. ‘
~ Follows correct telephdne procedures ' ‘ '
- Locates and uses correct dialing information in making 'various long distance '

calls.

-t
Jr '
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BI.OCKG& DIVISIO '-NUbiBER-" © 8.0 TITEE foice Procedures (Office Practice) (cont d )

'.[‘ASK NUMBER- - §.O4 TITLE Retp.us:.t:.on Supplies and Fqu:.gment.

-

\/-1

INSTRUCTIONAL OBJBCTIVE - 8. 04. . How t;trl’?.equlsltlon Offi.ce Sugplies and Equlpment. -

SKILLS \ﬂProcess Objectiveg) K ' ' ‘ O
""8 041 - How to f111 out requ:.s:.tion form.

' 8.042 - How to locate supply -catalog 1nformatlon.

- 8.043 - How i;o channel requisition tQ proper office.

. RELATED TECHNICAL INFORMATION: . - L . LTS e

P

.-

) ‘- Information noymally required on formal Supply and materials requisitions.
.. : o . . e - . - , - N .

]
»

. . »
S . . Lo L

svcczsmn INSTRUCTIONAL TIME . 8i04, 1=5 hours .

Note Additional time for- practical work application is’ prav:.ded in 0ff1ce
Application - Tasks 8.11 through 8 19. © . R D

ot
o~

' Required Performance Standards ‘f' ' _". : _i,s, L .
- Demonstrates ab111tv to uSe offlce supplv“ ‘?r‘e§u151tlon catalou w1th 100% adcuracy. |
- Demgytrates ability’ to flll out su]sylv requ sition form or purchase order, h
nea
coples legz.ble. Keeps copy for flle. AR _ o : ‘
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BLOCK OR DIVISION NUMBER- .8;0 TITLE Office Procedurip (Office Practice (eon t. )

TASKvNUMBER-‘ : 8”05 ) TITLE Malntaln InVentorv of Fqurpment and Consumables in Offlce.
INSTRUCTIONAL OBJECTIVE - 8 05. How to Ma1nta1n Inventory of Equlpment and Consumables in
Offlce. . L . . . - .

,SKILLS? (Process Objectlves)

L. v - . . " . . .

8.051 ~ How to keep perpetual inventories.

- 8.052 vaowito .take physical inventories. g ]
—,':"' _:'.‘!- S ._ . ‘-‘ "\ - ‘“ . o ¢ ’ “ 39{\"._ ) . , .
RELATED TECHNICAL JINFORMATION: - = BT A Ve e l‘!
-iﬁurpose of inventorres. h ’ ‘ R
SIIGGE TED msrnucnomi. TIME:  8.05, -1-2 _ hours.

ote: Additional time for practical ‘work application is provided in Office Lt -
' “Application- - Tasks 8.11 through 8.19. . R . o0
‘I - o ;- ' . e . - . . . - " . :‘ ot f‘

Ce - ,‘

f Requirecherformance Standards-A »
- Identlfles equipment 1tems llsted on 1nventory cards with 90%: accuracy and makes
W?, ‘a 100% accurate tount.. S

‘— Picks up, unllsted 1tems on 1nventorv cards with _proper nomenclature and serlal

i ,number. .“u;_j» S R ".:ur‘,
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-BDOCK OR -DIV-ISIdN NUMBER: 8 0  TITLE: Office Ptocedurea (Office Prac:tice) (Continued)
TASK NUMBER ,8.061 TITLE:. Keep Petgy Cash Account. ,'? ce
- - T —— R )
' ‘mSTRUCTmNAL OBJECTIVE - 8. 061. How t:o Maintain Pet:ty Cash Account.. A
'SKILLS: (Proceaa Ob}iectives) L | o » B s
' llow t:o. St | . : _'l’* RS .

8'.’0611 ~ Establish the petty cash fund.
" '8.0612 ~ Make payments from the fund.
- 8.0613 - Replenish the fund.
8.0614 - Keep. vlegi.ble ‘and ‘accurate records. ¥

]

r

SUGGESTED INSTRUCTIONAL TIME: . 061, 3—57 houra.

<
oo

Not:e Additional time for ptactical work application is provided \in Office L o
Appligation ~ Tasks 8. 11 through 8 19. e

REQUIRED PERFORMANCE STANDARDS.

AN

e ‘- Demo&st:rat:es ability to, maint:ai:r a neat: egible pet:t:y cash fund record with

' _appropriate: :lnformation and supporting volichers according to startdaru hook=-
"ot vt keéping procedures. .100Z accuracy in iterf™wntered- and able to. balance scconn
’ e Demonst:rates ability to te a check and make stub ent:ries wit:h lODZ accuracy.

' » e i .

\ / ) L4
| o - . b ) . 7 "‘ '
4 N . % L . -l- . - 3 e
' | ‘- .l ‘ : q ‘ r «
\ . . =]
ws | )
- . s .
\ v s . ) L
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BLOCK OR m:vxsxon NUMBER 8. 0 TITLE: Office .Procedures (0ft1ce Practice) (Cont inted)

¢

.TASK_NUHBER:- 8062 TITLE Perform Personal Duties for Employer When Necessary .  x‘

INSTRUCTIONAL ORJECTIVE -

R

-

LIRNEE I

. REQUIRED PERFORMAN(_i,- _

' SKILLf:(.(Proces' Objectives) B S PR LT

s ‘ L . BRI B

and Ethicsl._ a“ .
.062: How to-Perform Personal Duties for Employer A
' When Necessary and Ethical L g Y

Ve - . - K . . . -
- ' ol . . CL -

\ v ‘e o L . - P .
- »

. - : . ) - -

(e HW tO.

?21‘— Maintain employers business related ch‘e_gkiélg account. [, e
8.06

22. - Make coffee when in job .description. - ‘ S
23 ~'Perform business related employers personal services (errands, shopping,

hill paying, etc.). I X

’RE.I‘_.ATED' TECHNICAL INFORMATION: /R ! o

. Business ethics. I . P _ ) ) L
. ‘Pmmmmle&duuh A ST RS

SUGGESTED INSTRUCTIONAL TIME: 8. 062 5-10° hours.

i

‘”4 Note. LAdditionai time fbr practical/uork application is. ptovided in Office

Application - Tasks 8. 11 through 8.19.
| , ~ .

.'\_v,- !

Y 7 RN . S P
of poise and.attitudesz & S | » - C

TN

, ?ersonal observatio
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« L. . L SR : - . .
~ BLOCK OR %IVISI@'N NUMBER 8.0 TITLE Office Procedtg:es QQﬁgige Prggtice (con% )
. v-.“." T 4 "
'IfASK,NrUMBER “T8.07 ":'I:I';‘LE; Nalntaln Record of Events and Changes in P011c1es P
' R ce and Procgdures. 3 . _x‘ - -
" INSTRUCTIONAL OEJECRIVE - p_;o7- _How to Maintain Record: of Events and Changes in
o . 4. s o~ Tpollicies and Procedures. . . . . oo
' _$I(ILLS: (?rbcess ObjectiV{es) L U : 4 - g
T 8.071 = How to ma:mtam r\:urrent records of licies.
b 8. 072 - How “to. record all changes in exis _1ng pol:.c:.es and procedures..
_RELATED TECHNICAL INFO/RMATION- R .
A Def:.n:,t:.on of pol:Lc:LeS. )
-SUGGESTED INSTRUGTIONAL TIMBY 8.07, 225 hours.
" . . N - - B ‘: A . . )
-Note: 'Additional time .fo‘r practical work application is provided in Office
Application -: Tasks 8 luthrough 8 19. .
Required Performance Standards}: S o 3 w
- Demonst.rates ability to keep an act:.v:.ty log. of evefits with 90% accuracy
(v:.s:.tors, actions, official phonejcalls, etc.)
onstrates ability to make polJ.cy and procedures flle changes and keep
. current - 90% accﬁracv. - : : -
f\j : (- " ) n



v L v . e N

BLOCHBOR.DIVISION NUMBER 8. 0 : TITLE Office ProceduresALOffice Practice) (Continued)
T ,

i e ¢ "

IASK NUMBER, 8. 08 TITLE' Perform Re tionist Duties.

NSTRUCTIONAL OBJECTIVE - 8.08:_'How to Perform Receptionist Duties.~ e
’,7 . i ) R ‘.

SKILLS' (Process ObjectiveaiF 3 o :__ C Y -_ - :f S _ '-t"
How to' -, y ’_‘:‘N-, ‘ .: . ) ‘e . | " o ) . ) | '. . - . I . | i ; _l"‘v»;‘i ' |

.t . 8.081 —_Greet callers. N S ' R
- . 8.082'- Display prOper speech pabits.\_ R B
;7 -8.083 - Maintain a proper appeararce. = .
8.084 - Handle incoming phone calls and record outgding calls.v ;
- 8.085 - Give di ctions clearly to different locations. '
8.086 — Perfoym,erieral office dutieés. .
- 8:087 - Handle difficult callers.__ wL T
8'088’-;Work PBX (Desk type switchboard)

Réitmzn TECHNICAL INFORMATION..L .

e Importance of good personal appearance.

- The organization image. o .
Receptionist functions. s _
- Making and serving coffee. , R
- Switchboard ~ o } '

~*

o
o

SUGGESTED INSTRUCTIONAL TIME'- 8.08 5  hours.

t

Note. Additional time for- practical work- application is provided in Office
' Application, - Tasks 8.1l through 8.19. ' |

, ’

REQUIRED PERFORMANCE STANDARDS :

-

Maintafns person and work' area in nlt organiz& manner. :
- Demonstrates courteous, pleagant, and helpful attitude with visitors._ ,
Announces visitors to employer by name and firm or title with 100% accuracy. Bn- ‘

— Demonstrates courteous and proper telephone procedures. s

Gives simp11 directions toﬁspecifvfice ‘accurately.

”:.'F»('—i" o \

. . L -
" Y o . - . e s
. a . cy o
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0 JTITLE: Offic Procedures LOffice'PracticeXcont'd.)'

BBOCK OR. DIVISION NUMBJ;' __ 8.

j TASK NUMBER- 8’09 ’ TITLE

Sggervise 0 er. Emplovees, When Requireg. ' ;_

’ Ton
. L

Other Employees.

| INSTRUCTIONAL OBJECT;VE -'8.09: _How to Sgperv1

: SK;LLS: (Pxocess Objectives) .
: - . L : L e
'“8 091 - How té plan and exécute tasks. ' B '
_“9 092 -~ HoW to practice” effect:we comﬁnication. .
'8.093 - How to keep abreast of : current events and innovations ‘e
8.094 .- How to tactfully give constructi ”'critic1sm. ' < 'r
'8.095 - How to handle conflicts between' s) rdinates. s :
8.096 - How to coordinate activities amo'g subordinates and assign tasks.
78.097 - How to perform persgbnel evaluat on objectively. P

'RELATED TECHNICAL INFORMATION:'.

A,

)

L 2 - ) . . . e

SUGGESTED msmvcnorm, TIME: .8.09, _2 hours. -

. Note: Additional time for practical work application is provided in ‘Office
’ ' Application - Taaks 8.11 through 8.19. .

.i.g__;g‘.!} He

¥ e

Requi'red Performance Standards': . S - ;

r

-~

v !

- Demonstrates ability to give work instructions in a clear, uncémplicated manner.

- Avoids display of favoritism or bias in dealinq with subordinates.

- Makes fair work.assignments according to abilities and work loads.

- Demonstrates abilitv to make constructive criticism in a tactful manner.

- Demonstrates ability to maintain -order 'and resolve minor conflicts.

- Coordinates actions as necessary with other office(activitieSx — S .

~ Requires maintenance of establisfeg;ﬂnd anhbunced work performanCe and office B
personal conduot standards.

N

AN

*, Rk - ! " N . /) «‘. ) ‘ <



R 8.13 - “o - '

. BLOCK OR DIVISION NUMBER: - 8.0. f'mITLE; Office Proéédufig (Offgxé-Practice) (con't.)

TASK NUMBER. 8.10 HTITLE: Arrange Bu51nesr\Socia1.Activities.
' N . K R I .

‘ s ! - ) . o4 PN '.- ."' u . . 074 .
_ﬁINSTRUCTIpNAL OBJECTIVE - 8:10:"How to Arrange Businéss Social Activities.

R |
8.101 - How to plah a menu for bu31ness luncheons and’ dlnners.
8.102'~ How to &ccept or refuse’ invitations (formal and informal)
'78.103 - How to make reservations. : - :

‘;SKIL£S: '(Préeess Objectives) Tt

A

‘m' 8,104 - How to.plan seating arrangements. R
" 8.105 - How to plan a bysiness receptlon. ’ S . TR _
8.106 - How to make a. budget for Busiress soc1a11%vents. : ,~[;§4’ T
L& R | : ' | o

RELATED TECHNICAL INFORMATION- ’ ( . . !

. = Forms for extendlng invitations.

2
. . -

SUGGESTED INSTRUCTIONAL TIME:  8.10, 5-7 hours.
~.. ',»I. ' . N L
“Note: Additional time for practical work application is provided in Office
= Application - Tasks 8.11. through 8. 19. o
s

- ) . i ‘ . ] PR ) i

Required Performance Standards

‘e

- Demonstrates ab111tv to plan a bu51ness luncheon for the number of persons to be

.4 - invited, to issue accurate invitations, and ‘'stay within authorized budget.

// (Requests guidance on employer S, de51res, makes reservations at desired luncheon
location, plans meal witk caterer and makes seating arrangement and. issues invita-

/ﬁ tions with who, what, where, when and why 1nfqrmation. Cancels reservations for

; regrets, checks and approves lunchéon b111 for payment )

- . . ' . S
. L . el . . KA . [




o » . . .‘ - 8 14 - .’ 7 . . o
-~ "~ . SECRETARIAL SCIENCE _
: <l TEST" ITEMS

.. " BLOCK OR DIVISION NUMBER: 8.0 TITLE: Office Procedures (Office Practice)

. f'ip.OI ~Given a desk with normal secretarial equipment and items, the learn' will
" ... . arrange his work station to present a neat, . orderly appearance. Sl _
Standard Neat and orderly work station. * : o

’

8 02 "Given a variety of incoming and outgoeing mail items, the léarner will. L
> . sptrate his ability to process both incoming and'outgoing mail, including T
' letters and packages. - QV” B
'Standard: Must meet’ postal regulations for outgoing mail sorts, opens,
and routes official mail correctly. b _

N L]

8 031 Civen a calendar, .a list of callers and cancellations, the 1earner will

' - prepare 4 calendar of appointments for ane day. . : .
Standard:’ -'100% accuracy, reatness applies, 1li’'sts appointm s'in time '
QEquence enters information on supervisor's calendar. , S ‘ w

8 032 Given_ a telephone, mote pad and pencil, a student will write two telephone

. mgBsages receiyed over the ‘telephone, and will forward it to another person.
' dards 1002 accuracy, neatness. and - legibility apply. ‘ .

8 032 Give <a.te1ephone with direct dialing capability,,telephone directory and
‘the name of a firm dor indiwddual to be called that requires a long distance -
call, find the proper telephone number and place a direct dial call to the . -
party desired '
" Standard: Student demonstrates ability to use telephone’ directory and dials
the desired~number correctly, first time. A

8.04 The learner given a typewriter, ‘erasery a list of items to be purchased and «.

"a list of itemd to be shipped, plus three purchase order forms, and three
_ shipping order forms will type correctly three shipping orders for equipment

* - . ' - and supplies, plus three purchase orders for items of office supplies and '

" equipment ‘from three different suppliers. ”.-
. Standard: 1007%, accuracy in items and. information ligted, neatness and
no organization apply, uses proper forms and makes legible carbon copies ’

PR,

-

. 8:05° GiVen a set'of prepared inventory cards, blank: inventory cards, and equipment A
in the immediate office, the student. will verify t e accuracy of - the inven- "

‘_b»v“ L tory cards .and mgke necessary changés’ R 46‘T_',}j ;
' Standard 100% accuracy, new~camds neat and legible.- : LA __'f 'j"i‘;

.8.06 Give a.list of petty cash vouchers, the leafner will sort summarize and

’ replgnish the petty cash fund.

ard: 9o% accuracy in caloulations, entries neat and legible, following

red procedures in proper.gequence. L L

8.07 None. o AT R R S v

- i‘§10§‘ Given.a receptionist asﬁignment work station and situation calling for actiqn,

the learner wiill demonstrate his ability to perform receptidnist: duties.

‘ Standards. Meet)acceptable stamdards ‘of personality, courtesy, poise, speaks
‘~clear1y, gets. nafes accurately, -and gives accurate directions. (Teacher’ \\\

evaluation. )

h.-
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- - 8.15 —

Given supervisory respon ities, the learner will supervise a classroom
or other work. activity si ‘uation for one.class period.’

Standards: (Teacher acceptance) maintains. order, assigns tasks fairly,
requirés high performance } andards keeps accurate, organized legible

' records. : R . o S

b 2R R e

Given a requirement to atrange ‘a business luncheon with necesd‘ry information,
the learner will plan and make necessary arrangements for_ thes Iuncheon.
‘Standard; 90% accuracy in planning a balanced light luncheon), determines
~locationy’ the guest list and special’ considerations, prepares. place cards,

~ plans seating arrangement, informs caterer'or eating establishment of re-"
quirements and time, isdues invitations to guests. . '

\ . .
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g oo ~°  ARTICULATION RESEARCH PROJECT
~ Secretarial SCienoe (Stenographer and_ﬁxecutive Secteta:yj oo ?

B Blook 8.0 - office Procedures (0ffice~0ccd£ations or Simulated
. - - 0ffice Training) '

T Y

P F - . . - . o . .
. ' ; L . . : .

‘ --This portion of the block serves several purposes.“ In the hlgh 5chools
approximately . 90to 120 hours are normally. devoted to initial instruction and practical

‘work in- Personal Development (1.0), Filing (2.5), BuSLness Machinee [Calculating] (3. 0),::;'

Business Machines. [Reproduction) (4.0 : The balance of

the time allocated is uysed to provide the ‘student with pract1cal>wo*k app11catlon, in a
. sxmulated office environment, for all occupational. courses taught in the artlculated
'business education programs. James Sprunt Institute on the othek hand uses. 8 hours per
aweek of the time allocated to this block to provide thé secretayial students with actual
" work experience outside of the classroom, with the opportunity/for practical appllcatlon

of skills and knowledges previously learned

<
[

]

v TASK LISTING AND INSTRUCTidNAL OBJECTIVES GUIDE
. ‘-:-. " - i r f £
" Pask ‘ - IR ' Lo
—_ - - ‘ B 1
’ . . . . . i Y

8.11 - Practice Personal Deyélopﬁent *5-;.'

.
PR

Instructlonal Objectlve- 8. 11 - Apply approprxate practices of personal
development in an office environment. (Where appropriate, the student
will be provided& the necessary instruction based upon Block 1.0, prior to
practical work ‘phase.) See Note (2). : Nt . N
.Prooess.ObjectiVe:j'See quok,l,o - Personal Development
jRélafed'Technical lnformétionéf_Sée'Block 1.0 - Personal Development -

-
-

' i v '.P‘ . . - "_. . ) )
.- .Stahdards: Performance to BusineSS'Offxce_Stanaards
8.12 - Perform Typihg'Reqd{:emehté-'.? T
Instructional Objective: 8 12 - Student will be’ glven opportunity to per— .
~ form various.real typing tasks for dlffarent persons, ln an offlce env1£on-~‘:
;- ment and produce mallable copy. See Note. (l)u o NN A
Process Objective: See Block’ 2.0 and S.O,-_Typing L e T
Relatod Technical Informatioﬂ:;,Seezalock 2.0 and 5.0 - Typing . ®
** . - -Standards: . See Block 2.0 and 5.0 - Typing =~ - - = ° o o
‘ ) ‘ T . ’ . . .‘

-
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. . . - ' : . * N .
- . ! . . oo ’ . . . . . .
e . . . » . - ) . [

. S : - 8.17 -
Task . ' ' IR , .
‘ . L ot .
8. 13-- Perform Flllng Tasks A ‘ L L - .
\i‘ - Instructxonal Objectlve. 8.13 '- Student will be given opportunity to

perform a varlety of real filing tasks, as required, in a school or other .
office, or a»s1mulated office environment. (Where- appropriate-the student
will be provided the necessary instruction on F111ng procedures based. upon -°.

Tpn

a&&- + +Block 2.5, prior to the practlce work phase ) See Note (2) . P
.»f 'd -process Ob;ectlves. see 810ck 2.5 - (Records Management 4 /
ﬂRelated Technlcal Information:"See Block'z;s’-- Records Management
PR . :Standards;'. See Block‘ 2.5 - Re‘cérds Management

8.14 - Use Busiﬂess Machlnes fCalculating] to Perform Required Mathematlcal Tasks'

bl »
Ty -

- \ ,
b uInstructlonal Objectlve. 8 Jd4 - Student w1ll be’ glven opportunlty to.
acquire additional skill w1th bus1ness machines [calculatlng], by perform—
o ing a varlety of real mat‘hmatlcal tasks with the machines, in a school -or
L R " other office, or .a sxmulated ‘offige environment. ‘' (Where appropriate the -
B student"wi11<be provided instriction based upon obJectives specified in
'dBlock 3 Ou prior to- the practlcal work phase ) See Note (2).' o ©

”Process Objectlve. See Block 3.0 - Business Machlnes [Caléulatlng]

-y

Rela ed Technlcal Informatlon~ See Block 3. O - Busrness Machlnes LCalculatrpg]

.
‘:, ¢
'
> -

Busipess Machines,[Reproduction and Projection] S NP

:Instruc ional Objective: -~ 8. 15 - Prov1de student .with opportunlty to
’operate a varlety of bus1ness machines, as: required to satisfy real loca
: -needs, in a school, offlce ox simulated offlce e v1ronment. (Whefe e
‘. appropriate’ the student will be providéd 1nstruct on based upon the '
~+° | 'objéctives in Block 4.0;" prlor to the practxcal work phase Y "'See Note (2

Te )

-h " .. Process Qb%ectlve, See Block 4 0 - Bu51ness Machlnes [Reproduct on and

PrOJectlon] . R , ‘iv//

Related TechnicalkInformation: See Block 4.0 - Bu51ness Machines’ [Reproduc-
' . s LN ‘ tion and ProJectlon] -

/ . » ) . . . - , . ,‘{ A»s

Standards: See\Block 4. 0 - Buslness Machlnes [Repr duct;on and PIOJectlon]

8.16 - Take D1ctat10n Us1ng Shorthans ' fi l,' L o 2; N

L3

-;"Yr Instructlonal Objectlve- 8.16 - Prov1de student,w1th opportunlty to take

dictation from various persons or medla, by shorthand and transcrlbe notes
to produce mallable copy, in a 51mulated office environment., See Note (l).

)

Process ObJectlve:? See Block 6 O - Shorthand ~j S f.xhynr : o,
j . ’ ' - - : - - . ) + . e ’— . 4".,- ' ' .
#°. . Related Technical Info_npat-iOn: ' See Block 6.0 - Shorthand
. ' A [ ) ., L ’ " .' i S v < ; . )
o  Standards: See Block 6.0 - Shorthand : BN

“ERIC o
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b

Task - - S S S
4 - Perfor asic ti '/4:sks.‘ . . L

8.17 - perform Basic Accounting

‘8. 18 - Perform vffice dut:ies.

"4

Nm‘Es ; L . . = .. ..<.‘-“ . . ""’-'.;I'. 'ur ,',..J' R '. ., . i . .

.‘ - |
’&8.19 - Werk W1th Machlne Processed Data : ‘ 5

e

- 8.18 .-

£ { " - "'.'

Inst tional Objective: 8. 17'— Provide - studefit with opportunity'to>§er—
form a variety of basic real accounting tasks in a school office or ,
51mulated off1ce env1ronment, See Note (1). -

. Process oudective: See Block 7.0 - Accountlng ' ™ .
Related Techn1ca1 Information: Se Block‘* 0 - Account1ng o '_'. .
Standard? See Block 7.0 - Accopntiné S I

-

. . ' . o

<
’

Instruct10nal Objective- 8.18 - Prov1de the student with opportunlties
tO_perform a variety of real , office duties under a variety .of circum-
st@hces in ‘a school .offlce or simulated office envixonment. (Where
.appropriate the student w111 be provided instruction based upon the objec-
tives in Block 8.0, prlor to the pract1cal work phase ') See Note (2) . .

Process Objectlve:L See Block 8 0o - Office Duties. f ' e ';q;f

Relateg!%;chnical Informatlon:' See Block 8.0 -' Office Dutinq
) - L4 I 1..‘ ; .
Standards:- See Block 8.0 -..Office_Duties.lb : » o

LY

Instruct1ona1 ObJect;ve. "8.19 = Student will be given opportunlty to pre-
pare raw 1nput ‘information for Data Procesging and to use/machlne protessed
information in a real or s1mu1ated business office env1ronment. . (James
Sprunt only). - ‘ o . A
¢ ' . -

- ) . -
. . - -
.

’

(1) :Time allocatichs .to various instructional gbjectives, not 1nc1ud1ng spec1f1c blocks .

g

-Q‘

£2)'The 1nstruct1onal t1me allocations ‘given- theﬂans%

of-ihstruction, will be determined by the instructor, based upon complexity of” task, .
student progress and performance and the rHeed for practlcal ?ork in the Instruc- :
tional ObJectzve. o _ ) , ‘. e '

within "Offiee Practice" in the high schools are jconsidered as part - of the total hours

allocated to Office Practice. ensure an ‘#rticulated prograqﬂ instructional ‘time -
"devoted to a spec1f1c block o rnskruct1on should not be less than the total suggested

for %hat block. .o S \\\: . ‘
e 3\ T ) .o
. » ‘ R - .J, . . ) e \ S :

-

ructlonal.blocks Lthat are- conductad e
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COURSE: Data Processing (Concepts & Controls) (Block 9 0)

S | . -9.00 -

, ARTICULATION RESEARCH PROJECT . . . = _
- INSTRUCTIONAL GUIDE . . ‘o -
. B
;

'»PROGRAH; 'This cSurse of instruction is applieable to: Executive Secretary

(DCC T-030), .Accounting (DCC T-016), Business Administration (DCC T—018),
pigh Schools - Stenographer/Business Education '

COURSE DESCRIPTION. Department of Public Instruction 6421

Introduction to Data Processing

Department of Community Colleges EDP 104
Introduction to Data Processing (Concepts & Controls)

rl

INSTRUCTIONAL HOURS: High Schoolsz If taught, 33 hours.l
CC/TI' 33 hours. ‘ B L

INSTRUCTIONAL OBJECTIVESG o ,-., _ ' o .u'”

hd N

;.‘f; " To provide the learner_!jih a working knowledge of the basic theoronf data f'

pegeessing, how “to work with computer concepts, how to perform data batch -
control, how té perform processed data control, and how'to use processed data{

. - . . . ' v R N
JOB QUALIFICATIONS' B " ) o - L
/ - . . ‘- '
Successful completion of this course dqes not in itself result in a specific
"+ "job qualification. The primary purpose 1s to provide the learner with the.
capability ‘to’ prepare informatiom for machine processing and to. use informa- . _
tion processed, while working in a variety of business related occupations.
- This block of instruction is considered essential for. -any secretary who works-
in a small office where responsibilities may/include handling .accounts re- .
ceivable and payable records, payrolls and inventories that . are machine pro-

cessed The average accountant will ‘have similar needs. -

'PREREQUISITES'“ High Schools:' None

CC/TI: None . , L o .

l‘ .- . » ~ “
: L _ ) ) . Lot - "

EERFORMANCE EVALUATIONiﬂ_See test itenis attached.

'EQUIPMENT: See attached equipment list.™

4Note.' The instruction in this block can be appropriately integrated into Blook 7.0

(Basic-Accountipg) in"the application of machine processed data to working with

e actqunts receivable and payable, payrolls and inventories. . If-covered during_such

instruction, the student shou&d not be required to repeat as a. separate course.

ﬁ;'
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T

: TASK NUMBER 9. 01 TITLE Know Computer Goncepts.

pLQCK OR‘DIVISION NUMBER 5 TI!LE ARata Processing (Concg!gs & Control)

INSTRUCTIONAL OBJECTIVE 9.01; How to Work With Computer Concepts. -

e fSKILLS: (Prdcess OojectiVes)' o "; .
N How to. .“_ ) H . ’ ".:‘ o o

o9, 011 - ldlhtify basic data processing machines.\

9.012 --Work with data entry.

+9.013 - Construct, a basfic program flow chart.

.-

e B

. . _..’ '- "‘ . ) - o

RELATED TECHNICAL INFORMATION‘H:&;‘

e - Uses and capabilities of each machine. .

g - Definition of fields, rows, columns, etc.
i -~ Symbals used in machiire procesi§ed daté
- Computer information processes.

., ot . L] ]
) - R SR 2 N

‘ A : e - ) .'J. . :, .. - L ‘ B .
- SUGGBSTED INSTRUCTIONAL TIME: _9.01,

L 4 : S __‘:_' - . ’

REQUIRED PERFORMANCE STANDARDS"

processed - data and, fields,rows, .columns, et
‘and the tonttols on ‘data entered. -

computer.

flow chart and iolloy through

r

-”5@1;;ky;.flow charts for mosf common - jobs. ,
., S - .
iU S . T

“ - .
[N

. co. . T - " - ..
. . L. . -
. L . Y P
' e - . . - . PR /

9 014 - Construct a basic systemsfflow chart. ; wt_.l

r~

- Learner demonétrates ability to define and identify symbols used in machine é“
¢ Learner demonstrates . knowléd%e and status of information enrered into cOmputer
- Learner. demonstrates knowledge of“what types'of inf%rmation goes into’ the';_
. - Learner dem g%ratss knowledge of what, the computer'does to. information entéied.
..~ Learner demShstrates the ability to. ‘control data that comes out of—the computer.

- ‘= Lea¥her demoné%rates ability to sheck she accuracy of data, can draw a program

"@;_Learner demonstrapes knowledge of computer concepts and can, do basic systems

Ve
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. BLOCK OR _DIVI 9, 0 TITLE° Data Processiqg,(Concepts and Control) L

o

z

. A

N . .
TASK NUMBER: -9.02 TITLE: Perform Data‘Batch Control.

_INSTRUCTIONAL OBJECTIVE ~ 9.0%. How to Perform Data Batch Control. -

N

S

RELAIED.$ECHNICAL INFORMATION. TP ‘f“ ot

* g

L , . - - . o ’ Y e
SKILLS: : (Process ‘Objectives) ’ .o ‘ : , e
= - : .o T : Y
.-, = . o ; X >(‘ . L

How to: . , ' , N o R ‘
N . . .

. 9.021 - How td perform data batch control.

&

[ ' . v

{
s Definition of check points for computer operators to establish,cqntrql.,

SUGGESTED InSTRUCTIONAL,TIMEﬁ '9;02, " 10 . hoyrs.-

20 ; g'v.’ \ ~ . .
o~ . o > oo
i Leq.per can devise a test to dete . iacy of data flow R
'a,- Learner qah ‘post. current data info 'and determine nev’control balances.r,
Yo \ R : - . Lot ' T .
. . . - .
. . 7 ' ~ —.
o N ! N T - ‘
- z° -7 ' -
- o . . . ) "
: St 7 ;
& . . '
o, Coae ' . .
B m . ' . . £
.‘. ) LI » v N e ~ ‘."‘- o
N . Lot ’ ’ o .‘ ]
| \ . S SR
: ' ! £ - “ °
LI . 2 L . B . .
n » PR, S U 1 -
s .- - , 3- .. S -
: Y B N ,_‘ ) o ) N .'.‘: . .‘ .
. .~/.'~' . a .\hx)‘. ‘ e
‘_—'_. Lo . ' ’;d ‘ . .-"
) - Y. .
! . R
'._‘:‘u- N . ™ . A 1] e .
0 » 5_' - . \"‘b }
IS 5 v k. .
o l\ - -

*9. 022 ~ How to identify check points for computer operators to esthblish control,

. . - . L. -
. e . . RN e
. ' U » { : ’ . Lo :
= ~ T . A AR . o : L T

REQUInnD PERFORMANCE STANDARDS:  © = .* '!,ﬂffﬁ"""'~_ Tt

.



- Definition of check points forlcomputer operetore»to:esfepllshvEOn;rol.
. . B} . , . ] . | ,. ‘ ‘A-'. L

SUGGESTED INSTRUCTIONAL TIME: 9:03: 5  ‘hours.

- 9.03 -

. . ,r'vb

‘BLOCK OR DIVISION'NUMBER: 9.0  TITLE:

: . Data Processing (Concepts and'CbnErols)

msx NUMBER. 9.03 TITLE: Perform Processed Data Control.

- : N e e it . ,_,M-‘_.A, R . .
IQéTRUCTIGNAL‘OBJECTiVE“ﬁ 9.03?'”1How't0'PerformAProceased'Dgta Control.
SKILLS: (Process Objﬂctives)' o ‘.-;};-*ﬂ fe‘7”'(’\ .
, : . - : R Cw - . o , -

~~-9,031 -~ How te perform.ﬁfoceseedvdata eeﬁqfoi.

»

.RELATED TECHNICAL INFORMATION: . . e F BRI
o o B [ - ) v ) ol

Tegting: 4 hours.

]
. ’ - \§;J .
REQUIRED PERFORMANCE STANDARDS* ' .
- Learner can devise test to détermine t uracy of data flow.
- Learner can post a flow And determine new balances.
s » R }. ):’ '
'r.' ~ - ’
- : -
. ) :
’l‘ * . |~_' v
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. . ' TEST ITEMS® R ot
. . . . . - - . . T — __ ) - o “ L

9,01 Given a list of data proceseing machinee the student will identify the use
-+ of each, verbally or by other means as directed. - -

TR Standdrd'- 100% . accuracy in acceptahle time limits as determined by problem
',j.complexity _

o . . A : R / - : - o
g 9;01".Given a problem in data flow the student will construct a flow chart using B

. the correct flow chart symbols and explain in writing the reason for each

step identified. «

= , 'Standard. - 100% accuraby within acceptable time limits as determined by

| ~ problem complexity. S, _ 2

LA v

I9.Ol Given a problem to process through a computer, the student will construct a
"~ -flow ‘chart using the correct symbolism and label each step appropriately.
Standard: 100% accuracy in- acceptable time limits as determined by problem -

complexitya | . . . S - - *’

‘~-9102‘»5Given a set of problems or a groyp of figures or. other data the stu!ént will
*  .uge an adding machine to prepare a control tape for batch-co '
- . Standard: 100X accuracy in acceptable time limits ‘as dete "ytproblem

 complexity.
9.03_‘,Given a set of data proceesed by a computer the student will correctly identify
"~ any variances between data processed and outside control figures.
3Standardi.‘d002 accuracy 1in acceptable time limits as determined by problem

R complexity.' e L ) -
o . 1 - ; . .
.. * s ! . . -
R - . [ } . e » ’ i - s
. ' * . B . —-v .
: N oy . . o
L b 2 o '”
- i . )
-
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) 1‘5 . . .- DL
RN - EQUIPMENT'LIST © - s |

P - . L . ' e oo v
e S - '."—\"""' 2R L T D e e e e . J A S SR

. \
;!

901 -'-dbéepve' é@rd pl.mcﬁ,‘-‘ verifi-e"r-..‘ Bo’riér’, collator, and computer on a field

T

- xrig.
. N L) : .
9,02 'Add'i.ng machine.

903 Adding machine.
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BRQQRAﬁ Secretarial Science Executive Secretary (DCC-T-030)
COURSE: Machine Tranecription - Block 10 0 . }
-:COURSE‘DESQRIPTION Department of Public Instruction (Introductory Only)

S -+ No course number.
E Department of Commtmity Colleges. Transcription M&Chil‘.
‘ BUS 210. : , . _ .
RECOMMENDED INSTRUCTIONAL HOURS: High Schools - 10
' I CC/TI - 33 to 55
INSTRUCTIONAL OBJECTIVES: A . '
1
%

l. To provide the learner with the competencies o correctly operate
. . and use transcription machines to include ope ator care required
by. man acturer. . . »

2. To pro e the learner with the competencies and practice é%
.transcribe copy correctly ‘and rapidly from transcription machines.

3.. To provide the learner “th competencies required to transcribe and'
produce a mailable copy yith. the typewriter from transcription machines

within acceptaSIe time 1 mits.

' _' 4, To provide the learner ‘th the ability to make a. transcription correctly
- _and accurately._ : . L

'JOBQUALIFICATIONS'> . O ¢ .

instruction plus the block perfining to Personal Development, Records
Management, Bysiness Machines (Reproduction and Projection) and Typewriting .
are qualified as clerk—typists and ‘can also perform adequately in a word A

_processing center. . v v . _,

Those students who successful].?:omplete 33 or more hours of this block of -

_ PRBREQUISITES’ Basic Typewriting (Block 2.0) Typewriting I or BUS 102 and 103.

. PERFORMANCE EVALUATIONw By performance testing to determihe and verify student
o o¢cupational compete t}es and ability to meet occupational performance stan—
.~ dards. See standardized test" items at end ‘of  this block. . - :

| EQUIPMENT: See equipment list attached

»

T




. BLOCK OR DIVISION nunnnn« 10.0  TITLE:. Mpchine Tranacription.
w

: = 10,01 - ' ,

xasx NUMBBR.,lD.Ol TITLE Opqrate Transcription Machines.f L

INSTRUCTIONAL OBJECTIVE - '10.01:_How to Operate Tranac;ip“on Machines.'

SKILLS:

. 10.011

(Proceas Objeotive) o - : L M

How to: J o _ | _ ' )

Set up transcription machine. L )
Tarn machine on. =~ ‘ . </ I
10.013 - Operate foot pedal.

10.014 - Use head set. ' ,
10.015 - Insert and remove cassette or tape.
10.016 - Stop, start, and repeat.

10.012

10.017 ~ Disconnect aid store. _ Q\_'

" RELATED TECHNICAL INFQRMATION:

[

« Manufacturer's instructions.

- Nomenclature of operational components., _

REQUIRED PERFORMANCE STANDARDS:

succnsrxn INSTRUCTIONAL TIME:  10.01,_ 2 hours.

~

- Student demonstrates ability to operate transcription machine according

¢  to manufacturer's instructions. .
C - Student can identify and state purpose of primary operating controls
N . - //”: - o
e - N -
’ s o 'léié e /
2 SR




s : - 10.02 - f"

{ . BLOCK OR DIVISLON NUMPER:. 10.0  TITLE:_ Machine Transcription ' (continued)

- A o CR L {
IASK“NUMBEQt'lQ; ~TITLE: Perform- r Care of'Transcription Machine 353'

“RELAmnD TECHNECAL INFORMATION: . | -

Machine Trgglgriptiona. * . - A L -t;ff_
v . L . ..

-

INSTRUCTIONAL OBJECTIVE - 10.02:- How to -Perform Operator Care of Tya cription
. | ﬁachines and Machine Tranacﬁhgtijs. '
, .

10.021 - Perform operator care and maintenance of transcription machine.
10.022 -~ Handle and Btorxe transcription machine cassettes or tapes.
10.023,- Correctly file machine transcribed material. .

- ) . - - o ) e

SKILLS: (Process Objdttives) L . L

How to:

- Manufacturer 8. instructions.<- - o
- Safety rules - electrg;al equipment. ‘ - #
- Filing procedures. 5 - '

SUGGESTED INSTRUCTIONAL TIME: 10.02, 1. hours. - S
REQUIRED PERFohMANCE STANDARDS : 4’?

-, Student can perform rnquired task according to manufacturer's .
“gpecifications.

. - Student érmonstrates adequate knowIedge of correct fillng teCh“iques' *r
S0 o S e S
i (‘ ’
L}
.‘,"'. -
t g
- ’ ’
‘o
: <)
' D | »
.' ’ ."
ISR 185
, 2 ' N |




a R TIPS S SR
B L I S TR YR & . m
' . ('" C . . “ '.' l..‘ ., " . . N

. * . » 1"" . f/.' . :
BLOCK OR DIViSION NUMBER. 10 0 ’TITLE*“ Machine Ttanséription (cogtinueA)f éﬁ

IAS“WMBER. 10 03 TITLE' Produce Draft DocumentlLof All Types. Rapidly and

- ' " Accurately from Mag%iné\?rnnecriptiens

INSTRUCTIONAL OBJECTIVE - 10.03: How to Prod%ﬁe Documenta of A1l Tygé’?
cura ‘

\

v Rapidly and Vo
.. b _ . __criptions, : C ’
* V»WJ.S:& ‘(Process Objmdéivea) S " { b > &
' & e 4 " s ‘
© Y How to: o \
» -\
. 10.031 - Liaten. to machine tranacrigtions .
. 10.032 - Transcribe machine transcriptions directly to typewriter .
’page in draft form, rapidly and accurately. - " .
N 10. 033 - 'Determine correct format for transcribed material, .
10.034 - Achieve speed in transcription to typewritten page. .
L R C N C i
'RELATED TECHNICAL INFORMATION: ™" . K | -
‘ = Machine operating inatruetions .
= Draft typing procedures. - ‘ _
- Buainees terminolagy. : - o S v
- Standard formats for cotmon types of written communications. : :
= Grammar and punctuation rules. ‘ : , )
- Sentence and paragraph structure. o ' T .
. - Spelling and dictionary use. : SRR S
__.Vs_upsgsmnma;gaucnouu 'muz.-_ 10, 03, 5- ! hours S s
 REQUIRE] PERFORMANCE STANDARDS o ,' S - AL
u : o
| tudent can produce accurate . draft do,pument in correct format for ) p
S type of communication rapidly An° acceptable time ].,imits o -
e ".- Prepares machine. for future use. - - - : S
.‘\ ) & ' - ,
‘ . Ry - | e .
X ' o _ e -
‘ | 186 - .
86




¢ >
; , ’ v
"’ v . e ‘\ .
) - ~ .‘,' | ‘ | . |
BLOCK OR DIVISION NUMBER: ' 10.0° IITLE @ yocnde Trahscription gconcinueq) #
‘ g B e ‘, R |
» TASK NUMBER..IO , 04 TITLE. Prepare Maila%le Copy In Prqger’Format From Machine
. Transcriptions.
INSTRUCTIONAL OBJECTIVE -~ 10.04: How to Prepare Mailable Copy In Proper Format *
. From Machine Transcriptiops. = | .,"
- SKILLS: (Process Objectives) ' s '
. v S . . ; . ' .
‘How to: .ot ) ‘ ST _ . (
10.?‘01 - Transcribe to typewritten page accurately and in proper format *
o from machine transcriptions. - . .
 10.042 - Edit typewritten_ material. Cos L R
;‘ .' , ' . | \‘ . . ) .o . B » - ' l *

- RELATED TECHNICAL INFORMATION. . o ’ : L
: -Q - - Machine 6perating progedures. - - ) - ' ’
. - Standard formats for common types of written communications '

~ Word usage rules. . ' . _
~ Grammar amd putictuatfon rules. I ‘ s
= Sentence and paragraph structure.. . _ ' o ' e
- Spelling and dictiongq use. - ’ , o .
- Business terminology : S

- . . 2w

succnsrzn INSTRUCTIONAL TIME 9:04 2-12.  hours.

) * o . 9; :
REQUIRED PERFORMANCE STANIARDS' PO ‘_*;: S
. 3 A 2 . . «
s "‘.- Produces mailab;l.e copy im acceptable ti:me limffs -
T S Removgs cassette pz‘ tape and prepares machine £or further ‘use.,




- 10,05 -

nLocx OR nrv:sxon Nunnzn- 10 o ) TITLF: Machine Transcr;pcion (Cont inued)

TASK NUﬂBER- 10.05 'TITLE Dictate Material for Machine Transeription Accurately
Al - ~‘and.In pyroper Kormat.- - .. R
. INSTRUCTIONAL OBJECTTVE - 10 05: How to Dictate Mqterial ‘or Machine Tranacrip— C
‘ tion Accurately and In. Propdr Fotmac.;

: SKILLS' (Proce-a Objeccives) S .
T How to." I | R S ;
- ' . : N . : s
"‘ 10.051 - Dictate for machine tranacription. \ . . ..
. 10 052 - Make changee in ;ranscription. ' ’ |
. RELATED rgcﬁNICAL iNronMATtON:
- Machine operation.
- Word usage. - \ -
- Sentence and paragraph ,structure. _ . e e
- Grammar and punctuation ruleq" ’ : S : ’
- Pronunciation rules.
- Business terminoclogy.
SUCGESTﬁDFINSTRUCTIONAL TIME: .10.05," 1 __ hours. . “ o
\ v ’ L}
REQUIRED PERFORMANCE STANDARDS: .
R - Student transcription is. clean, understandable, and accurately delivered
' in perer format: R . : ‘
L L L
14 . | : _ ‘ .
. . : ' ' - LN
\ - , o : B } - 4
a ‘ /// o .~N .-- - ' ;;j‘
\ L . ._ \. .. .. ~
4 s i
. l N . _.A> l_ l.’ L ' L}
N - _' E ( .. . ..'V.. (‘
2 A ‘~ . ' ' -
- - |I5353' N - LT .
o : '

LSy - L '
Sy {-



- 10,06 = P ' .
+-,10,06 - .
. TEST, ITEMS

- . . . . . »
. v . \
P B .. Y
. 9

Civin astranscrd’ ption machine and ptoper tapa ar cassette; studeﬁt——

"+ will demonstrate ability to net up and opetdto maohino to hpar L

tr criptien. " i
adard: Student follows manufacturer s‘lnatrucqiona 1n machine :

operntion and correctly identifies title of contents'of t*nnscription.

Given a transcription machine wikh a partially run tape or cassette,;

. the atudent will demonstrate abi ity to return tape or cassette to

gtart, prepare ‘machine’ for stor and state how to properly atore
tape or cassette. ' "

Standard: Follows menufacturer 8 instructions. . '
e

."Given a tranacription machine. transcribed material, typewrite:,

11 demonstrate ability to tranqpribe

a rough-draft of transcription &t the typewriter rapidly and aCCurately.

‘Standard: - Task performed in gccepted time limits, proper format,

observes correct.grammar, spe ling, sentence structure~and punctqatiqn

rules. - , . - N
. et ) AT : : Ty

Given transcription machine, a machine tramscribed- letter, typewriter ‘

and necessary material, the student will prepare mailable copy of

the letter in accepted time limits. . /

Standard: Letter is a mailable copy. "_‘ - ' A ._;:

and required items the atude

' Given eranscription machine and blank tape or: cassette and a short

memorandum or letter, the student w;ll dictate the material accurately
in correct format and transcribe on the blank tape or cassette. - '

“Standaxd: Material 1is accurately dictated in proper format, with wordsl

and insfifuctions pronounced clearly and correctly. . o I

-



10.07 -
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N
. TEST ITEMS '

[}

~ . .
1 - Typewriter per student.

. Wy 1 = _Overhead projector per class.
> .
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- Aruitoxt provided by Eic:
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1~ Trahlcription machine per ‘_-tixdenc with necessary cassettes or t'apes.
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fﬁDGiAH: Socrotariul Scionco (Exacutivo Socratary DCC-T-O30 ‘Business
' Education - 8tonographor. DPI)\ .

\  CcoursE (BLOCK): Word Procossing (Block 11.0)

o

COURSE DESCRIPTION: Department of Public Instruction: Wo¥d Processing -

\ ©,. _ Numbey, 6422. . _
. -2 Department of Comnunity Collegese Word Processing -’ ‘
BUS 273. - . ) " . .

RECOMMENDED INSTRUCTIONAL HOURS: High Schagls - 90 to 180 hours (g taught)
‘ ' - CC/TI: 55 hours .

X
INSTRUCTIONAL OBJECTIVES' R , . N .- -
at Lo, ! -
1. To provide the student with knowledge(}nd experiénce regarding the
word processing center concept of organiration, operation and -admin-. 5
' istration as employed in q:dern day majqr offices. :
.. 2. To provide the student with the opportunitfﬂto acquire and. demonstrate
o good manipulative techniquss on a powér keyboatd (automatic typewritgp)
Cel ~ and transcription mdchine.  , T P . ;‘§
| 3.". To provide the student ¥ith the opportunity to produé!"ascuments from i
" magnetic media ‘rapidly add accurately, file, log and maintain such o

) ) ) . Mdia. Tt
o 4. .To devolop conpetencies to‘s;iginate formats correctly, utilizing o
» '~ 7 . codifig applicable to format.: .
"+ 7 5, To develop competencies'to proofread and revise ugpdﬁzzts within R
R . S

v vacceptable time limits.
- &. To‘dovelop ‘competencies .to. plan individual work and meeat, required priorities.
7

. To develop competéncies requirea for thz administration of a word provy - é/,

T .' . .cessing center to include decision g and problem oolyihg. _
' 8. To refine, competencies to utilize-reference materials and solye,common -
- word proceasing»problema Yapidly and accurately. . -
S . ' 9. To priginate and. 'dictate ‘simultanecusly in correct format ‘from an outline .
s . for oxiginal’ docdment writing, documents that p6ntain sll essential infor-
ok mation. : . . , _ ) L
/ ' c " ‘ . ~ X - - , \_,a ,“. . . . \',' ;
Nota:"Simulation“ actual eatabliahment of .a word processing center ts highly - _\L

_M_desirable £ Athe achievement of” instructional objectives. of .this block of
'instruction., To fully -conduct the instructigp peculjar to this- block, -an’
automatic typewriter should be available withgggioritx,to instructional cluss
use. The bulk of instruction in this course -sdhould be Application in nature.

v

. ., va ] ,,-,.,,}" o _
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ntumm GENERAL IN%RMATI(}N

Word, processing is a concept related to the rapid administration and
production of finished written communications from the verbal or

.. written word:  This concept has been developed to more efficiently use

. personnel, and equipment engaged in such activity in the modern office.
Greater volume and more rapid production of high.quality written ma-
terial can result from the centralization of word processing personnel
and equipment under one supervisor. Word processing centers make max-

- imum use of ‘automatic typewriters and transcription machimes. Career
patterns as admirnistrative secretaries or production secretaries/ )

stenographers can result from word processing instruction.
1

JOB QUALIFICATIQNS

Successful completion of this instruction prepares the student for
employment in a word processing center and additionally provides the
secretary/stenographer candidate with reinforcement of administrative

\\\\\ . and supervisory competencies.

PREREQUISITES: Language Arts Skillg, Advanced Typewriting (Block 5.0),
' Machine Transcription (Block 10.0),-Office Progeédures*
.(Block 8.0), Business Machines (Blocks 3. 0 andl4. 0), and

Records Management (Block 2.5).

PERFonmﬁvcz EVALUATION:

By performance testing to determine and Verify_student‘Bccupational
’ competencies and ability to meet occupational performance standards.
> See standardized test items at the end of this block.

' EQUIPMENT: Sée equipment list €or this block.
. g

*Note: May'be taught eeneurrently with this block.
. . - s . Y
' B é - /
Credits: This block prepared with the assistancevof Ms. Mary Helen Casey,‘ ,
‘Nash Technical Institute. . . i

. . . ‘ [} .
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* REQUIRED PERFORMANCE STANDARDS: 2\

\ - 11.02 -
B >

\ %
BLOCK OR DIVISION NUMBER: '11.0 TITLE: Word Processing

,TASK NUMBER:_11.01 TITLE: Know Word Processing Terminology, Definitions and

. Us age'. | : . ‘ §'

INSTRUCTIONAL OBJECTIVE - 11.0l: How to Learn Word Processing Terminolo
‘ Definitions_and Usage. e
- _ _ ' “.

SKILLS: (Process Objectives) (
How to: ]
11.011 - Identify word processing terms. -

11.013 - Define word) processing terms.
11.014 - Use word processing terms.

11.012 - Spell word;frocessing terms.

RELATED TECHNICAL INFORMATION: T | 1 .

/ The word processing concept;. fkff
z ) C >

SUGGESTED INSTRUCTIONAL TIME: 11.01, 1 ' hours. (Suggested instructional time
includes presentation, demonstration, application and examinatiom
phases of contact hours of imstruction.)’ " -

-

- Student can identify, spell, ‘nd &efiné'wbrd processing terms.
- Student can state briefly the concept of word processing.

2 . :
< !
154 : . . o



BLOCK ORDIVISION NUMBER: 11.0 TITLE: Word Processing - (continuedy

TASK NUMBER: 11.02 TITLE: Know How Word Processing Concepts aré Employed in

Modern Offices.

INSTRUCTIONAL OBJECTIVE -'11 02: Learn How Word Irocesaing Concep;g are Egglozed :

in Modern Offices.” _ R
SKILLS: (Process Objectives) ' . A \\% .«
' ! ) ;. . . / : 0“‘.
N/A : L o / . .
RELATED" TECHNICAL INFORMATION:
- Word processing concept.
- How word processing concepts are employedfjin the modern office
SUGGESTED INSTRUCTIONAL TIME: 11.02, 1  hours.
REQUIRED PERK)RHANCE STANDARDS' 2
. . @ -
- Student can explain how word_processing concepts are eqlloyed in »‘
the’ ?rn office ‘to the satisﬁaction of the instructor.
‘ \ » [ < .. - B . |
'"»)-i , ‘ . ' . »
- 4 \ RN ) . . - ..
T ’ . ) ' K
. .
‘ . .
h 3 X
- L o
A
v .y,
o 2 ' .
%
b
{ : -
» - / )
- b
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BLOCK OR DIVISION NUMBER: 11,0  TITLE:_ Word Processitg (continued) .

-

TASK NUMBER: 11.03 TITLE: Communicate Otally. ' N

)
INSTRUCTIONAL OBJECTIVE - 11.03: How to Cbmmunicgte Orally.

* .'SKILLS. (Process Objectiveq. : . P ' ,

AT

'11.03 -~ How to communicate orally.

RELATED TECHNICAL INFORMATION.

EN
-. The drt of oral communication.
: - .Grammar rules. . @/
wb - Word usage. . ' |
. » . ' .
» ,succzsrzn INSTRDC]!ONAL TIME: 11.03,: * hours. PR L

ﬁ»‘
LAY *This instruction should be conducted concurrently with other appropriate block .

T tnstructional objectives as well as in Blocks 1 .0 and 8.0.

REQUIRED PERFORMANCE SYANDARDS : I
2 . .
',; - Studeht uses correct grammar, proper words, enunciates and soyéks clearly,
T * ' observes brevity and commﬁnicates thg desiZio message.
! : 4

\
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. BLOCK OR DIVISION NUMBER:_ :1.0 TITLE: Word Processing - //

14

:TASKJNUﬁBER: 11.04 IITLﬁi_;franscfibé from Transcription Machines. / '

‘: INSTRUCTiONAL OBJECTIVE - 11.04:__ How to Transcribe from Traﬁscript&on Machines.

This instructional gbjective includes no new skill deyeiz‘gent from that
_ acquired in Block 10.0 (BUS 210). The primary purpose to provide
further experience in transcription from a machine sincé major use is .
'mMade of such equipment in.vord prdcessing.

SKILLS: (Process Objéctives) .

s

RELATED TECHNICAL INFORMATION:

- The art of listening. R v ) ‘ :
- Manufacturet's instructionﬁ; E -

LY

-

-

,-Q’df p '_"' . ’ ! - R . . ) ) r
REQUIRED PERFOKMANCE STANDARDS: ‘

. SUGGESTED INS;RUGfIONAL TIME: 11.04, 4 h

'« *Student 1s givén a variety of machine transcribed communications to
" prepare as directed with emphasis upon- transcription speed, accuracl,
and preduction of mailable ‘copy where‘appropriate. - :

_‘ +
~ . oo ’ . R S 5 .
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BLOCK On DIVISION NUHBBR. 11 G . TITLE: Word.Processing (continued)

TASK NUMBER; 11.08 TITLE: P.too'f/rend and’ Revise, Documents.

. o+

INSTRUCTIONAL OBJECTIVE - 11.05: ' How tomProofread and Revise Documents.
: ‘ ! : i .
SKILLS: (Process Objectives) ' ,
How to ! ) ‘ ) ‘ <

11.051 - Proofread. . . .
11.052 - Revise documents. - ~
11,053 - Prepare drafts.

- o .
Note: Regetition of instruction conducted in other blocks to provide further
‘ skill by application.

" RELATED TECHNICAL INFORMATION:

) X
Proofreading marks.
= Grammar and punctuation rules.
Sentence and. paragraph structure. ,
Word usage. ) ' . '
Dictionary and reference ‘manuals.
Fornnts.

SUGGESTED msrnucggun TIME: 11.05, 5  hours.

REQUIRED PERFORHANCE STANDARDS :

T

- Student can proofread and reviae a rough draft document' to achieve
mailable copy or an improved new draft without changing the specifics
and primary thought of’the conmunication.

4




' ) : e » _
BLOCK OR DIVISION.NUMBER: 11.0 _TITLE: _ Word Processing - '

TASK NUMBER:_ 11.06 TITLI: Operate Automatic Typewriters (?owar Keyboard)

INBTRUCTIONAL OBJBCTIVE - 11. 06: How to Opgrata Automatic Typewriters (Power

Keyboard) .
BKILLS: (Process Objectives) '
How to: , . ‘ C ot
11.061 - Operate automatic typewriters. . | (

11.062 - Perform operator maintenance.
11.063 - Use and store magnetic media.

- RELATED TECHNICAL INFORMATION: -
’ B . L
« - .= Manufacturer's instructions. - L
-.Automatic typewriter capabilities. e -
- Hagnetic media characteristics. B RS -

- >
. .

' %ESTED ms;mucnom,;mm 11.06,__8 " hours.

REQUIRED PERFORMANCE STANDARDS‘ . .

- Student can produce mailable copy with automatic typewriter (power keyboard)
- Student can demorstrate rhe primary capdbilitiea of the automatic typewriter
(Power keyboard) N

, ‘ >
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%

BLOCK OR.DIVISION NUMBER: 11.0 TITLE: Word Processing - (continued)

«

TASK NUMBER: 11;07 'TITLE: File, Log, and Maintain Magnetic Media.

INSTRUCTIONAL OBJECTIVE - 11.07: How to File, Log, and Maintain Magnetic Media.//}

SKILLé% (Process Objectives) ) ’ : .

How to: . TN

P

11.071 - Log magnetic media.
11.072 - File magnetic media.
11.073 - Maintain magnetic media.

RELATED TECHNICAL INFORMATION:

- Manufacturer's instructions.
- Magnetic media storage tequi¥2ments.

I. . '\/
)
_SUGGESTED INSTROCTIONAL TIME: 11.07, 1 hours.
Ve

REQUIRED PERFORMANCE STANDARDS :

- Student can log and. file magnetic media correctly dccording to established

. procedures. .
- Student follows manufacturer's instructions correctly in magnetic media
- maintenance. . S '

N ' ‘ ) . ) . "
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BLOCK OR DIVISION NUMBER: 11.0 TITLE: -Hord Procclling l%ionQLnued)

IASK NUHBER: 11. 08 TITLE: Produca Documents frq;bﬂiggetic Madia.

INSTRUCTIONAL OBJECTIVE - 11 08: How -to P:pdﬁce Documents from Magnetic HadiL

SKILLS: (Procenl.dﬁio tives) 4

How tb: Y
1.081{- Operate ppwer keyboard (automatic typewriter).

1.082 |~ Make chanfes, corrections and insertions on magnetic media.
1.083 > Produce documents from magnetic media.

LS \\\ J ___,)

RELATED TECHNICAL INFORMATION:

- Manufacturer's instructions. ¥ 4 . Ve o
- Proper care of magnetic media. ~ o

»

SUGGESTEB:}NSTRUCTIONAL FIME: .11.08, 8 hours.

rf?REQUIRED PERFORMANCE STANDARDS

- Student can produce mailable copy from magnetic media in acceptable
time ' limits. . i

» <00
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 BLOCK OR D!JXSION NUMBER: 11.0 TITLE: Word Processing (continued)

TASK,HHEPBR:11.09' TITLE: _Originate Document Formats and Use Applicable Codlng.

INSTRUCTIONAL OBJECTIVE - 11.09: How to O}ngnltc Documents and Use Applicable
Coding. . -

SKILLS: (Process Objectives)

How to: ) 1

11.091 - Originate documents.
1.092 - Determine applicable automatic typewriter coding for formats.:

’ 11.093 - Determine document format.

i.zu‘gm TECHNICAL INFORMATION: _ o

- Automatic typewriter operating inatructio?,a’i

- Document formats.
-~ Rules for written communication.
- Dictionaries and reference manuals. . O,

- Business terminology. A ) -

SUGGESTED INSTRUCTIONAL TIME: 11.09, 6 hours.

REQUIRED PERFORMANCE STANDARDS:

- Student can develop a document from minimum instructiohi and specifics
that communicates the message and 1s a mailable copy, in proper format.
- Student can determine proper format_ code and apply on machine.

NP Y B

. ' T
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BLOCK OR DIYISION NUMBER: 11.0 TITLE: Word Processing (continued)

TASK NUMBER: 11.10 TITLE) Dictate Documents Onto Magnetig Media from Printed

/.ot Handwritten Copy.
INSTRUCTIONAL OBJECTIVE - 11.10:_How to Dictate Becuments Onto ngpotlc Media
from Printed or Handwritten Copy.

¢
: ‘ T~
SKILLS: (Process Objoctivvl*%

How to: - _ _‘ \ _H){

11.101 - Dictate on magnetic madia. : ' \\
11.102 - Prepare magnetic medis for dictation. -
. 1

RELATED T!CHNICAL INPORMATION:

- Manufacturer's instructions for recording dictnllon on nagn-tlc media.
- Rules of oral communication. .o L/,f\\_ 4

g

SUCGESTED INSTRUCTIONAL TIME: 11.}0, S  hours.
REQUIRED PERFORMANCE STANDARDS: .

- Student can dictate assigned document accurately out. ‘
- magnetic media from printed or hundvrittrn copy which can be used.

'
|

L
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BLOCK OR DIVISION NUMBER: 11.0 TITLE: Word Processing _ (continued)

TASK NUK!!R:WllflL“:?{TLK: Use Reprographie Equipment. e

)

SKILLS: (Procesa Objectives) &
o L]

4

INSTRUCTIONAL ORJECTIVE - lt;llfm_ﬂuv to Use Reprographic Equipment.

Hoy to:
. ] \"
11.111 - Prepare machine for copy work. .
11.112 - Prepare ngi?lno for making offset masters. .

L]

(A rovi;;.hl {instruction 810ck 4.0, Business Machines-BUS 212.)

. '
RELATED TECHNICAL INFORMATION: : : . {

- Manufacturer's tnstructions.
- Copy machine limitations

- Copy machine operating costs. ' ',
. / . [

SUGGESTED INSTRUCTIONAL TIME: 11.11, 1 - hours.
A —y—
REQUIRED PERFO CE STANDARDS: \
- Student can e the desir&d number of mailable copleaiiiirout wasting

copier pape
- s:udqst cafi make an offset master that ds usqb‘i: .

\ r ’

- "~

| ~ 2035
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v BLOGK OR DIVISIX)‘N NUMBER Al 0 - : TITLE} w,ord Processih j«”(‘cont‘inued) SR

IS W i . l

L TASK}IUMB’ER 1:. 12 'I‘ITLE», Fn;\ana M,-Lingain Recorg% R ST S TR |
‘ . T \ J__‘_/ a1 g . . .

N3 ’ ol o
N INSTRUC'E'IONAL OBJECTIVE - 11 12 How, to File-agc_i_u%i‘ntain Records. . o
' _. - ’ ‘. . - ,r‘ y J}\ . ) . _/“&_
R SKILLS (Pfocess -Objectives) ‘-‘ U T G
X Z ‘ How ;;. - ‘ 4’" ) '_ ‘~ o d L | ‘ .. '\' e ’,- ’ 5' .', ‘ Cots
. ‘:4‘ ) | ’ . - \ - - - CTe - "|: - ’
S ,lJ.» 121 - Perform Records Management ' o \ - ' B /
I ' e Y
—J(This compebtehty is a prerequisite to this block (course) of in?trtre;\ - il
! . see Records Management B],ocka 3, DCC—BUS 112 .) -
: RELATED TEQHNICAL INFORMATION : . o T :
N . gy 3" .ot . L . ! .
= Rules’ for developin&_ records management systeéms. & y e
T -; . L3 . . ’ [ 3 ) e . £
‘ ¢ ~ ‘ o : £
SUGGESTED INSTRUCTIONAL TIME 11,12, 0 hours. ' /Z
(Task may be reviewed during practical work: involving other appropriate instruction )y
o REQUIRED PERFORMANCE ~S'1‘ANDARDS~' d ' _— s o
. ) 1. : ’ , . 4
_—\ hd S] TN -
. = Student can file andzmaintain records accurately and correctly - :
- Student can retrieve desired ecord from files with minimum delay ) - )
A 3 // Al . * '
_ PR ~ ' e
‘f- A - s . [ ] ) 6/4;
- . 7\‘ R - - . ‘ ' \ . )
A o, o . 0 ‘ 3 .
L& - : . . 4 \
- T v o ' . ¢ :
- N ) ‘ . > ‘ ) .
LN y A @ e \
) . . . _. ) 2 . T 3 ) » o b. s w .
PN -
\ -
f 3!‘\:»‘ A »
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y BLOCK OR DIVISION<NUMBER' 11 0 ﬁ TITLE: Wofd Processing, (Continued) v
C ’ TKSK NUMBER 11 13 ”ITLE' Originate and Dictate Simufzaneously From Aa Outline
\\t,. “~_ Documents That Contain Essential Information. - ’
INSTRUCTIONAL OBJECTIVE -, 11 13: ,How to Originate. and Dictate Simultaneously
' o -~ _ From an Qutligie Documents That Contain Essential
R ° : Information. LR _ ~ _ o~
‘SKILLS:  (Process Objectives) . S CE T '
How to: ) o o . ; , '

- : T
.11, 131‘ -Originate documents from an outline. .
. 11.132 - Dictate aocuments ‘'simul taneously with origination. T v,
11,133 <.Determine. document. format. ! . v
11 134 - Prepare machine for dictation. o

RELATED TngNICAL INFORMAIION' S L |
. - N < s
- Equipment manufacturer' s, 1nstructions. S : :
- Document formats. . o . b '
- Dictation rules.l ) ' ' o vy

= 'Grammar and sentence structure rules.
- Punctuation rules.
- Oral communication. ‘
- Word usage. da o : ' o o

L T

SUGGESTED INSTRUCTIONAL TIME: 11.13,_ 6  houxs. - T

REQUIRED PERFORMANCE STANDARDS':

-,

;- fm e

.= Given an outline the student can originate and dictate simultaneously
a document that contains ‘essential information in correct format. -

]

4
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BLOCK OR’DIVISION NUMBER: 11.0 TITLE- UWord‘Pnoeggging (continued) e

TAQ&‘NUMBER‘ 11.14 TITLE MakeAgecisionS'and Solv Problems.

S ‘<INSTRUCTIONAL OBJECTIVE - 11. 14: How to Make Décisions and Solve ProbIems.

-

SKTLLS : (Process Objectives) - CoL | |

2
’

-, - -
'How.tb: : (\_

: ) L , i “ E H
11.141 - Make decisions. 1 l
11.142 - Solve problems. g

-

RELATED TECHNICAL INFORMATION: ~ . 3 :

’ . - ‘" . o

= Oral communication techniques. : /’;
- — The decision making process. - ) g

= The problem‘solving preﬁﬁas, : '

" SUGGESTED INSTRUCTIONAL TIME: 11.14, 2  hours. - ‘ |
*’(This can relate to only the introduction to the acquisition of these skills. )

REQUIRED PERFORMANC% STANDARDS.

-

| . V4
- Student can communicate the primary elements pertaining decision - .
making and problem solving.

- Given a prob}em, the student demonstrates problemtsolving skills.




“ K

. BcLOCK. OR" DIVISION NUMBER‘ 11.0 TITLE: Word Processing (continued)

i

L s S .- 11.16 -

-

¥

' '_I‘ASKNUMBER_‘ 11..15 TITLE' Mahage Own 'I'im -a'nd Tasks, De'tefmiqe' Task Priorities.

- i \ -
INSTRUCTIONAL OBJECTIVE - 11.15+ How to Manage Own Tige and 'I‘as}s, Determine
- ' . : Task Priorities. I .
#  SKILLS: (Process Objectives) 7' : d e ) -~
- . - ( ‘
]-Iow to: -
' > d

11.151 - Plan daily work schedule. B
11,152 - Plan task. accomplishment. ) ‘
11.153 - Determine assigned task priorities. : .

-4
RELATED TECHNICAL INFORMATION: ' o -
- Scheduling techniques. i — :
- Planning techniques. —f.
SUGGESTED INSTRUCTIONAL TIME: ' 11.15, 1  hours. ' e

REQUIRED PERFORMANCE STANDARDS :

- Student can prepare a work. schedule for an eight hour day based upon
assigned t:asks L o ' Cl?

i

o

?Q

*

v
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A} ‘-11.17&- R :
s Vo
BLOCK: OR RIVISION NUMBER: 11.0 TITﬂ%: Word Processing (continued)

-

k' -
TASK NUMB "1}.16 TITLE: Implement Procedures and Interpret Flow of Work
'Within Desﬁgnated Controls.
INSTRUCTIONAL o ECTIVE - 11.16: How to Implement Procedures~ and Interp;et
/’ . Flow of Work Within Designated Controls,
— 3

SKILLS: . (Process Objecfives)
How to: N {, ) . - o N

o 11.161 «‘IntethZt,work flow. -
* 11,182 - Plan work flow chart. -
113163 - Make work ’schedules.: ‘ }
Tl.164 - Implement procedural gudance and directives.

L . .

RELATED TECHNICAL INFORMATION’

Organization techniques.»

- Planning techniques. o . : /
Scheduling” techniques.’

- Organizational policies and procedures.

. | ‘. | \ - p

SUGGESTED INSTRUCTIONAL TIME: .11.16, 2  hours.-

' REQUIREﬁ'PERfORMANCE STANDARDS: ‘

- Student can develop a valid work flow chart~bé§éﬁ upon stated ‘work flow,
procedural guidance and given work processing organization., :

by

203 D
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L] N » . ' - .. ’
BLOCK ‘OR DIVISION NUMBER: 11.0 TITLE: Word Procdssing (contipued) ,
C ) : B J \ “
TASK.NUNBER: 11.17 TITLE: Supervise Word Processing Center. ' N , .
R v : ' R . ; : - N . ’
INSTRUCTIONAL OBJECTIVE - 11.17: How to Superd&se Word Processing Center. R -
. . ‘ - ;o / - -
. ‘ i -
SKILLS: rocess Objectives) , h - .
) ‘ 7 : .’: " ) /.
. H . o - L4 - . B ~ P
. . . ; ~ ) . 4 .
-~ : - : . :
R 11 171 - Plan work assignments, \ ;f¢ ;0 L
. 11.172 - Prepare job descriptions, i \ oo~
"T1.173 - Utilize work flow charts. - ‘ :
11.174 - Implemgnt procedural directives. ~
11,175 - Exércise- supervisory responsib;;ities.
RELATED TECHNICAL INFORMATION: o —.
.- Management and—sppervision techniques. ; , A ;
-~ Planning.techniques. ; ' . o e
- Supply and équipment procedures. .
- Organizational techniques. ‘ : ; .
P ) a ; ) . . s . . {'
tSUGGESTED INSTRUCTIQNAD TIME: 11.17; 2 - hours., -
) S e . . . * L & '
. REQUIRED PERFQRMANCE STANDARDS:‘ A o -
j e
- = Student. can state the basic pr%nciples of supervision, :
. = Student demonstrates adequate competencies as supervigor when given
assignmént. ' v ; : o . .
: - | _
’k. )
v ;
| (. -
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S .~ TEST ITEMS S
- . : , ‘S .
° . - . )' ’ . '

¥

11.01.- ' Given a_}ist of 40 terms, 15 of whidh/are related to. word processing«

11.02

-3
11,02

11.04

+11.04

711,09

11.05

and have spelling errors, demonstrate the ability to correctly iden-

- tify, spell, and define those 15 related -to word processing.

./‘( . - -

Qtandard: dOZ accuracy,.

&iven a hypothetical tr;ditiénal office situation, demonstrate ‘a 0
conceptual knowledge qf the structuring of a word processing system

by devising a plan, tg\§Qe satisgaction of the instructor, to convert

the traditional office to-a word processing structured system.

Stand rd: Plan appears to implement concept-and is workabje.

a. List from memory five persgnglity traits of a correspondence and/or

/administrative assistant.

Write a po“HEBtription for a correspdndence assistant administra-
tiye assistant, word processing supervisor, .and principal in a word
processing. environment .

b.

"c. Given a list of *job titles, construct a word processing organizational

chart. . »
Standard: Student. emonstrates an adequately adcurate knowledge of word (
processing center ctioPs and persdnnel responsi ilities.
While b observed by the.teacher using a criteriondsheet and with no
forewarinlag and given a simulated or real office situation involved -
with. answering a telephone and greeting persons, exhibit acceptable oral
communication skills. During cl sessions, exhibingesirable‘inter— e
personal communication sKills“CO:i;stently; ' .

.Standard: Student exhibits ability to be concise, clear, uses correct

grammar and word usagé},enunciates correctly, andl&s courteous and self-
assured,

Given a power typewriter, a transcriber, and a tape, demonstrate good

.manipulative. techniques while keyboarding dictated documents from pre-

recorded media within the line count production requirements.
Standard: Demonstrates good manipulative techniques and produces
desired magnjtic media within acceptable time limits.

Given two dictated tapes to be transcribed, a letter reference number
12 sections of variables,| two handwritten pages from which is

needed a draft copy, and a table of specificat demonstrate the

ability to produce documents with the finished, rect products re-

-turned to the originators within a minimum of turnaround time.

Standards: Performs directed taskst\ppoduces mailable copy in accepted

" time limits.

L 3

-Given a. power typewriter apd three prerecorded documents containing .

errors, demonstrate the ability to locate and correct errors by pro-
ducing three error free playback documents.
Standards: ﬂProduces mailable copy in acceptable time limits.

T E4
Id‘ o BTN
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- 11.06

’>07

- 11.20 - -

TEST ITEMS' o .

Ny (Con't.) \ ,
- ‘, - o s . |
Given a power typewriter and a documenﬁ containing all numbers, ‘
symbols, alphﬂbetic letters, and applications requiring use of e
‘all codes, demonstrate godd manipulative techniques, while- recor%—
ing, correcting errors, and playing back copy. .o ,
Standards: Produces'mailable copy in acceptable time limits while

demonstratini good manipulative techniques.’ ‘ .

Given 16 standard ‘paragraphs and 3 documeuts to_be prepared for

« permanent storage; demonstrate the ahility to record and prepige “

11.12 - applicable refefence sheets accurately. ./

11.07

&
11.12

L

,"2}1.08

| L0

11.09
Al

11.09

11.11

11.12

11.12

Standard Folldnq‘borrect recdgds ‘management.and logging_proc dures .

a. Given a, completed log sheet‘with 10 documents specified Wnd 10
-minutes, locate the 10 documents in storage. . : -
Standard: - 100% accuracy acceptable time limits. i
b. Given a sheet. containing4;§Lstandard paragraphs prepare an
applicable reference sheet ccu?ptely.
\.*—_

Standard: 1002 accuracy. °
Given a power typewriter @nd three prerecorded documents containing
revisions marked with proofreaders' notatioris, demonstrate the»abilJ’
ity to revise prerecorded .documents by making the necessary revisions

correctly during play back. )
Standard: Produces mailable copy in acceptable time limits. -
SeeTestJﬁtem 11.04. .

) . : - .

Given a document to be formatted, demonstrate judgmental skills to
determine type of format to the satisfaction of the instructor, then
record the document accurately. . .
Standard: Performs task correctly and uses good judgment

Given dictating equipment, a tape, and a document, demonstrate correct
dictating procedures by dictating the -document accurately.

Standard Tape playback permitssproduction of a mailable copy.

Given reprographic equipment and a document, apply one method of pro-
ducing multiple copies‘rapidly -and accurately.
Standard: Produceg mailable- copy from equipment used

<

- Given an in-basket and 25 business papers and an answer.sheet, indicate
.in which department and where each business paper should be filed by
fill. g in ‘the answer sheet correctly. .

At least 80% filing accuracy.

H

Test Item 11.07."

. I ¥

—
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\< . . TEST ITBiS o A{ S
\ - , Con't. - . SRS *

11.13  ‘Given dictating equipment, a~tape, 4 letQBr to be answered, and an
’ outline for original documept™writing, demonstrate original dicta-~f7‘/

"tibn procedures’ by completing the outline for original document
writing from the letter 'to be answered, then compgse and dictate the

answer, containing all essential information, in correct Formag.
process

Standard 'Produces mailable copy im acceptable time limits b
< .

,directed -

AI1.14 ' After having worked in a simulated or real word processing system for
no less than 2 weeks time and given 10 situations that require deeision -

making and problem solving abilities, analyze egch situation in writing

and reach an) acceptable solution for.each situation.
- Standard: Solves problems corréctly and makes an adequate workable , )

¢ : '
, ~ degision for 8 out of 10 situations. "\\

After having‘ﬁorked in a simulated or real’ word processing system for
no lgss than 2 weeks time and given twelve document production tasks, -

some similar and *some dissimilar, analyze each task and determine the ) / '
quickest method for performing each task of group of rklated tas to”’ 4

* the instructod®s standard for approval.
Standard: Propesed actions are workable and .most effi ient

: 11,.15n Given an in-basket of rush requests, revisions, and routine work as

' ments, a written description of the word processing system situgfion,
and 15 minutes, assess the priorities, listing all high priori
first and other work in destending order of priority according to guide-

o lines given in written description.
\\. Standard: Student assesses priorities correctly with at 1east 80% accuracy.

11.16 ‘Given a hypothetical situation in a word processing system wﬁére problems
" ' have been .encountered, assess the situation and recommend two suitable
solutions, including changes and improvements to be implemented and inter-
preting the flow of procedures after the changes are implemented.
- Standard: Proposed solutions workable and effective for situation; 2

developed in acceptable time limits. i}

Given 20 tasks related to secretarial and clerical support and an analy51s
sheet, demonstrate the ability to handle each task effectively by describ-
ing on the analysis sheet the steps in the ‘performance of each task.

Standard: At leat 80% of tasks handled effectively.
" ’ L4

11.17 During class dessions and given a simulated or real word processing system,

' demonstrate the ability to supervise the center to the instructor's approval.
Standard: Student plans and maintains even work flow according priorities
established, is knowledgable of center activities, maintains adequate records,

documénts produced are: a mailable Copy & , , \

11. 15

11.17

v
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EQUIPMENT LIST

'Qg<//7
(:;;L/\ \ . (Elass - 12 Students) _ ' ’ v

. . P ‘
- N ‘_. . ,
Tragagxiption machide - 1 per studehc. ° ' ¢ | .
5Aht°mati¢=TYPewriter - 2 per class. 7 R :
' Pl
. - 4 . . '
Transparency projector - 1 per class. : . , Lo
: | las ‘ ‘

Necessary tapes and cassettes to support above transchBiéﬁn machines.

: ’ o . p
+ Magnetic media for automatic typewriters. . - - 7

Typewriter - 1 ger student.
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PEPGRAM# Business Administration (DCC T-018) ) L g X
Accountinq (DCC T-016) Secrefarial Science (PCC T-030) \
COURSE: Office Management (Block 14.0)- Busines$s Administration:
. > - (Block 10.0)~ Accounting g
COURSE IDENTIFICATION: .pepartment of Public Instruction - _
Not taught in high schools. .< .
( -
. ; Department of Community Colleges -
BUS 271 .
. INSTRUCTIONAL TIME: 55 hours - . ~ :

. INSTRUCTIONAL OBJECTIVES:

» _ : _—
To provide the learner with the necessarv information ahd procetiures
redquired for satisfactory performfhce of the common duties of an

officé manager of a medium-sized fndustrial or commercial activity.

-

.

< , ' I
. N
For thé learner with managerial aptitudes; successful completion of
this block of instruction provides the necesgarv basic information and
skill training which, if followed hv a limited period of supervised on-
the~job training, will qualifv the individual to perform as an admin-
istrative office manager. '

W JOB OUALIFICATION:

. { -

- PREREQUISITES ;
~ None .

PERFORMANCE EVALUATION: 7

Performance evaluation will be %ased upon the performance standards
shown for each insgtructional objective, emploving .the test items attached,

3
a.

FOUIPMENT REOUIREMENTS :

Access to stanaard First Aid Kits. ' +

.
/
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. (\ . . . . ot s ‘
/ ! ' 'AB‘I‘ICULATION RFESFARCH, PROJECT_ .
' occUPA'rmNAL TASKS AND IMGTRUCWONAL REOUIRE'{ENTS ~
¥ ‘ . -
. \ -
. \ % Business Admlnlstratlon .
\ \ ) R

BURCK OR DIVISION NUMBER: 14 0 M Nffice Management

/ . _ . .
TASK NUMBER: /(14 0l TITFE First Aid (Dispensary). T
'INSTRUCTIONAL OBJECT f - 14 \)1 How to Administer First Aid. b .
. ~ .
'SKILLS: (Process Obj ctxves) \ “ ‘ \

14.011 - How to perform basic flrst aid oractlces | ,
14.012 - How to/ identifv and use “standard first aid equipment. .

RELATED TECHNICAL INFORMATION: - ' o P J//

- Proper first aid procedures to follow regarding cuts, burns, gas 1nha1at10n, frac-
tures, epilepsy, heart attacks, or anv other unscheduled illness. )
: - Required first, aid equipment. : ,

h ]

Required Instructional Time: 14,01, _ 5  hours. {~ Y

" 2
53

2

Required Performance Standards:

- Selects proper first ajd procedure for emergencv condition.

- Performs or describes steps of first aid nrocedure correctlv and in proper
sequence.

- Selects first aid i“ems. required and uses correctlv. .,
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- 14.02 ~ '
\
BLOCX OR DIVISION NUMBER:, 14.0  TITLE: Nffice Management “(cont'd.)
/’ -
PASK NUMBER: _ 14.02 .- TITLE: __Plan and Supervise Safety Rulés and Compliance.

INSTRUCTIONAL OBJECTIVE - 14.00: How td Plan and Supervise Safety Rules and Compliance.
. . T - - ‘

SKILL%& (Process Objectxves) ‘. *

1‘.021 - How to identifv safety hazards. . . 7 \\,
14.022 - How to prevent common safety hazards, ' //
How to make a fire evacuation plan. = _ \
How Bq\use fire extinguishers. -

N
N

14.023
14.024

»

RELATED TECHNICAL INFO ION:
. \\ﬂ"‘ ’
- Electrical overloads/hazards.
- Office arrangement.

- Floor surface dangers. ’
- Poor lighting. :
- Other danger practicns.
- Fire prevention and fire fighting.
Require Inst#uctional Time: 14.02, 4 houbs. ' )
. | : R g - o - .(/
-~ _f »

Related General Information:

The importance of observation of occuﬁational safebty, safety in the home and _
traffic safety practices to the employee, employer d the community.

L]

-——/‘—'-,—
.

-

. b
AReauirgd Performance Standards: . j—,/
1

- Develops reasonable and workable safetv an, anpropriate for activity and
hazards possible.
- Provides For imnlementation and supervision aof safety rules, fixes responsibili-

ties. N ;




o . ' : - 14,03 -

L

BLOCK OR DIVISION NUMBER: -.14.0 TITLE: Dffice panagement (cont'd.)

’ ) . )
TASK NUMBER: ’4.03 TIT&E: Plan and Supervise Motor Vehicle Parking Areas fmd
o Grounds. _ , )

INSTRUCTIONAL OBJECTIVE - 14.03: How to Plan and S&Dervise Motors Vephicle Parking Areas
. ' and Grounds. . :
A} ! -
- ! |
SKILLS: (Process Nbjectives) /

* ¥ ' <
14.031 - How to plan vehicle parking area lavout.
14.032 - How to develop and dpaw traffic flow charts.

INFORMATION:

Vehicle(pafking space requirements.

Visitgr|requirements. ‘ , - .
Handica d employees' problems. :

Traffic €low requirements,

Entrance \and exit considerations from/to publie roads and streets.

Required Instructio Time: 14.03, 2 hours.

N
-

Required Performance Stquards:

- Plan provides for visitors and the handicanped.q

- Plan ~ens=itors primarv problem areas. :

= e te v iximum use of available space, with sufficient maﬁauver room.

- Plan permits easv flow of traffic, avolds hottle necks, has directional siqgns -
whére needed. 3

A}




o | - 14.04 - F .

N . . v'-‘ . . 1> L S'l' . .
BLOCK OR DIVISION NUMBER- . 14.0 TIYLE: ' Of fice. Management (cont'd.)
TASK NUMBER: - 14.04 TITLE: _ Supervise Visitor Reception and Information. ..

. _ . . _ -~ LS o L
-~ INSTRUCTIONAL OBJECTIVE - ‘14.04: _How to Supervisé Visitor Reception and Information.

‘stLLsi' (Procéss Objectives) > B

14.041 - How to applv éupervision princ1ples.

14.042 - How to, plan and conduct visitor tour programs.

'14 043' = How to plan for visitor receptlon and 1nforma;ion requirements.
: 7

e ) ' . ' : .
. Y ' u .
RELATED TECHNICAL INFGRMATION: -
- What constitutes the company visitor polic1es.
urpose of plant visitor programs. : ‘ :
= : andard business practices for rece1v1nq vxsltors. .

¢ ' . . ) . . . 7

'Required Instructional Time: 14.04, 2 _ hours.
: , S '

3JRequired Performancg Gtandarde: " - . ' _,'-J"

.= Wisitor recenflon plan considers the needs of v1q1tor and is w1th1n resources"’ and'
" neads of activity. K
--Pl contributes to good publlc relatlons.
- Plan considers possxble health and safetv hazards to v sxtors.

‘.

A ; ’ - :""‘

~ M . Tw

PN o . -
- . . D . i
. ~
. . - . .
¢
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BLOCK OR DIVISION NUMBER: 14.0 TITLE: __Office Management ‘ (cont'd.)

[l

TASK NUMBER: 14.05 - TITLE: Sunervise Mail Room and Message Center.

,INSTRQCTIONAL OBJECTIVE - 14.05: How to Supervise Mail Roomﬁand Message Cenmder.”

SKILLS: (Process Objectives) ‘ “

14.051 - How to plan a mail'andlinter-offige message distribution svstem. ’

. S : : _ 1
’ <

(XY

RELATED TECHNICAL INFORMATION:

-« Mail and mackage deliverv svstems. :
- Standard mail and message sorting and deliverv procedures. o
- - Spec1a1 mail and package handling nrocedures.

REQUIRED INSTRUCTIONAL TIME: 14.05, 3  nhours.

REOUIRED PFRFORMANCE STANDARDS : S _ -

- Plan expedites prioﬂity mail and message traffic ‘and provides for security-
- of sen51tive\1tems. :

.= Plan. contributes to operational efficiencvy of office.

- Plan provides for security of mail, stamps, etc., and precludes unauthorized

‘Iuse of nostaqe. ‘ - .

3
S

-

219 .
r - - .
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BLOCK OR DIVISION NUMBER: _14.0 TITLE:._Office Management (cont'd.)

- . . - . v. . . . . . . 2
TASK NUMBER: 14.06 TITLE: SUnervise Cafeteria and/or Rest Facilities.

INSTRUCTIONAL OBJECTIVE - 14.06: How to SubefviseRCafeteria and/or Rest Facilities.

SKILLS: (Proce,ps Objectives) ‘ ‘ , ‘ ‘ - ‘

14.061 - ‘How to determlne the need for organizational food service and/or
A rest facilities.
14.062 - How to determine if food service facilities, equ1pment and personnel
) -+ are meeting requlred sanitarv practices.
14,063 - How to ensure that food service activities are providing satlsfac—
tory service.
¥RELATED TECHNICAL;INFORMATION: T _4—5\\
—'Need for.emploVee rest facilxtles. ‘ :
- Advantages and disadvantages of orqanlzatlonal food service facllities.
- Advantages and disadvantages regarding the emplovment of contractors or
== caterers to provide food service needs. " -
- Proper food service sanitation practices.
> = Fast food vs. full meal advantages and disadvantages.

]

REQUIRED INSTRUCTIONAL TIME: 14.06, 3  hours.

S, om

‘

REQUIRED pERFORMANéE STANDARDS : ' : \

. ' ™~
- Student can state the advantaqes and disadvantages of organlzatlonal food ’
service facilities with 80% accuracv. . L ,

- Studént can state public health rules for fgod service fa0111t1es. - N

- Student can state and demonstrate food service facilitv lnspectlon require-
ments with 80% accuracv. ¢

- Student can list the procedures for determining the need and tyne of sefv1ce
desirable for an organizational food service activity with 80% accuracv.

- Student can state an accepted procedure for ensuring a food serv1ce act1v1tv
is providing satisfactorv service.. :
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SR | - 14.07 -
.. v_\ .' v T o . . - , v
BLOCK OR DIVISION NUMBEI‘!//____LQ_Q___ TITLE: Nffice Management ’ (Cont'd..)
\T%SK NUMBER: 14 07. TITLE- Supervise Internal Transportation .Services.

. P '

INSTRUCTIONAL OBJECTIVE = 14.07: _How to Sumervise Internal Transportation Services..

SKILLS: (Process Objectlves) ' ) . ‘ | {/’

\ 14. 071 - How to control organlzatlonal transportation.
14.072 - 'How to develop vehicle use policies and procedures.
14,073 - How to ensure proper care of vehicles.

. . . . * ¥ ' . ”~ .

\_ - .
RELATED TECHNICAL INFORMATION: :

. = Standard warranty requirements,
-~ * - Licensing requirements (vehicle and driver). T
- Insurance’requirements.
Maintenance contracts. '
Rental contracts. - : .
-.Driver maintehance requirements. . T

Requiréd instguctional Time: 1407, 3 hours. , o f#,,////

1

Required Perférmahce-Standards: Co ' . J -

- Student can state or list recognized reasons, p011c1es, and methods to control
use of orqanlzatlonal vehicles. .

-)Stpdent an prepare a valid program to ensure that orqanlzatlonal vehicles
_receive required periodic and dailv maintenance. - T

- o -

2

&
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\
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BLOCK, OR DIVISION NUMBER: 14,0  TITLE: \Office Management (cont'd.)
. e e 1 .
TASK NUMBER: 14.08 ,TITLE: Plan/Supervise Custodial, Facilities, Utilities
: . : //,/’” Requirements/Activities.

INSTRUCTIONAL OBJECTIVE - l4.08=‘.ﬁow to Plan/Supervise Custodial, Facilities, Utilities
Requirements/Activities.

I

© SKILLS: (Procese_Objectives) ' : | \ - %;,

- 14 081 - How to develop an external and 1nternal decoration plan for buildings and
grounds.

14.082 - How to develop a custodial plan for facillties and grounds.
14.083 - How to develpp-a utilities requirements and utilization plan.
14.084 - How to develop and use a facilities and utilities custodial malntenance
and uséd check list. ,
14.085 - How to develop a maintenance of buildings and’jrounds bhdget.
14.086 - How to develop a utilitjes budget.
. . .w .' ) - ‘. . . . l/\.
RELATED TECHNICAL INEDRMATION: ST I
- Landscaplnq of grounds considerations. ' Pl . * $

© - Pacility decorations (external and internal) considerations. .
~ Environmental control impact on operations and workers.
- Impact of lighting on production.
- Economy-.considerations in utility use.’ ‘
- Maintenance of facilities, utilities and grounds requlrements. .
- Sanitation, health and safety con51derat10ns. :

- Custodial requltements.

"Required Instructional Time: 14.08, .5 hours. ‘

3 . S :

‘Required P;j!drﬁance Standards: ‘f o A

- qfudent can qtate valld reasons “to provide for 1nternal .and external beautifi-

° cation for a commerc1al facility and how it can be accomplished

-« Student can develop and justifv a custodial plan for a given commercial- facilitv.
- Student can state or list correctlv the 1mnact upon emplovee operational effl-
~ciency and health of environmental factors such as heat, cold light, noise,

dust, sanitation, dafety hazards, etc. v
- Student can list and. 1ust1fv valid methods of utllltv economy..
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,*1 !

?
BLOCK 'OR DIVISION NUMBER: '

-')-
N
14.0 ' TITLE: bffice Management (cont'd.)
v‘ !
TASK NUMBER: 14.09 TITLE: Ensure Maintenance of Officé Equipment. :
INSTRUCTIONAL OBJECTIVE - 14.09: How to Ensute Proper Maintlenance of Office Equ;ﬁhent.
T \ T
SKILLS: (Process Objectlves) ‘ \_ % _

14 091 - pr to determlne the requlrements and method(s) of office equipment mainte—
nance.

i

l
14 092 - How to establish an insmnection and maintenance of equipment schedule,

.
‘»

, 1
: o

. i
RELATED GENERAL INFORMATION: ‘

| .
é
- Definition and purpose of preventiva.maiﬁtenance. . ‘
- Operatdr care of é€quipment considerationg. ,
~- Objectives of remedial maintenance. ! Lt
-'Purpose, advantages and disadvantages: ,i ' ' , '
a) Maintenance contracts ot
b) Individual service calls j
c) Company service department

| H
d) Leasing of office equipment with malnténance contracts
- Equipment llfe and breakdown frequencleq.~

- Common causes of office equipment breakdown. ' :
~ Comparisons of preventive maintenance COStE vs. remedial maintenance costs. .
4 . ) . ) . ° ) B

) - A *
Required Instructional Time:

14.09, , 3 &oufsn

L - , :‘ L R B - .‘
Re: ated Genera%ilnformatlon.

- The. leaseja rangements probabillty the?rv -

. = ‘ ) o
Required Performance Standards- ‘ . 5
- Student can state or list the nurpose and Aommon procedures for prevehtlve
maintenance of office equipment.

—~ Student can state with 80% accuracv, the advantages and dlsadvantaqes of con-=-
tract maintenance of offlce eGUmeent vSs. 1n-house malntenance of same.

. Y
\ .

i -
3

N

-
TN
9%
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" BLOCK OR DIVISION NUMBER: - 14.0 TETLE: Nffice Management ‘4; (cont'd.)

/f‘ TASK NUMBER: 14.10 = TITLE: Perform Office Equipment Rental Requirements.

INSTR?CTIONAL OBJECTIVE - 14.10: How to Perform OF¥fice Equipment Rental Requirements.

*

SKILLS: (Process Objectives) o L ’ e p

14.101 - How to determine which equipment should be rented. '

14,102 - How to determine the proper leasing arrangement.
14.103 - How to negotiate the lease.

RELATED TECHNICAL INFORMATINN: ‘ o N , A

sAdvantages of leasing.

- Disadvantages of leasing.

Purpose of short-term leases. ' ' .
Purpose of long-term leases with renewal options.

Purpose of long~term leases with purthase options.

Purpose of a sales leaseback arrangement. mw

Required Instructional Time: 14.10, 2 hours.

Ll
] -

?

Required Performance Standards: ' , o T

- Studént can state or list advantages and/or disadvantages of office equipment
rental contracts with 80% accuracy. . :

Y




- 14.11 -

A ~ )
""BLOCK OR DIVISION NUMBER: 14.0 TITLE: Nffice Management " {cont'd.)
TASK, NUMBER: 14.11 TITLE: Supervise Office Supply Activities.

INSTRUCTIONAL OBJECTIVE - 14.11: _How to Supervise Office Supply Activities.

)

SKILLS: (Process Objectives)

J

14.111 - How to determine: best storeroom location.

14.112 - How to determine storage facility requirements. : .
14.113 - How to eliminate marginal stock ftems.

14.114 - How to arrange stock according to an efficient and orderly plan.

14.115 - How to determifie maximum and minimum quantities required for each item

o . stocked.

14.116 - How to develop procedures for issue of supplles to the users and establish

" a re-order point. . . ‘

13.117 - How to -determine work-load requirements, staffing, and functions offstock i
: room personnel. C

14.118 - How to determine e costs of supplies issued to each business unlt and
' . inform supervisors by means of monthly reports. e

14.119 - How to determine if less costly substitute itpms can be used

14.1110- How to deve}op a supplv budget. 3

RELATED TEcﬂNICAL INFORMATION: - ' : )

: —'Purpose of a re-order point. . , -
- Factors in: determlnlng storeroom locatlon. : ’
- Factors in determining maximum and minimum quantities of supplles. .

- Components of a supplv requisition.

- Shelf life and storage requirements for various supply 1tems.
- Supply ordering procedures. ‘ .

- Supply .economy. ‘ . Co . : ; . P

»+  Required InstructiénaI-Tima: 14.11, 5 . hours. . o Ry

Reaulred Perfo!mance Standards. L : L | r

- Student can prepare correctlv a supply’ order from an offlce supplv cataloque for

" a given llqt of office supplles. - .

- Student can define or describe accuratelv marqlnal offlce squlv stock items, -
impact on supplv operations, and mnrocedures required to purge the supplv svstem.j .

= Student can develop and 1ust1fv a workahle sunnlv control and issue plan for'
common office sumnlies. ' ‘ :

*. = Student can describe procedures. for developing an office supplv hudget.

.
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BLOCK OR DIVISION NUMBER: ‘4. ok_' V TI’I‘LE: - ocflqe Management ' {cont'd.)

TASK NUMBER: 14.12 TiTLE: ' Supervise Apg}lcqtiqn Employee Conduct and Standards.

INSTRUCTIONAL OBJECTIVE - ‘14.12: . How .t Develdp and. Apply Fmployee Office Conduct
' -_) Standards. .
v / - . - v
SKILLS: (Process Objectives) . ' .
. 1 . L
~14.121 - How to develop . relevant standards for employee office conduct.
14.122° - Hpw to digsseminate information regarding emplovee office/#bnduct standards.
14.123 - How to apply established office conduct standards.
4 . L]

RELATED TECHNICAL INFORMATION: . /
- Importance of office conduct standards.-

Con81deration of union contracts where applicahle.
Con51deration of applicable labor laws and regulations.

i
v . -

Réquired fnstructional Time: 14.12, ' 2 hours.

-

Required Performani' Standards: (
t

- Student can s e and justify the reauirements for offlce’conduct standards
and the limltaticns on such standards.




2]
»
- . -.l“," . .
auocx‘%n DIVISION NUMBER: 14.0 TITLE: Nffice Management {cont'qd.)
- ! S — v
.’ . . . . " t
TASK NUMBER: 14,13 TITLE: Plan for Internal Communications Services. -

;NSTRUCTIONAL OBJEC?IVE - 14,131 How to Plan Internal Office Communication Requirements.

SKILLS: . (Process Objectives) ot & oR
. Vd . . . . / N
14,131 - How to determine internal communicatibon requirements. (
14.132 - How to choose an internal communication system(s).
‘ . ' . ’ /N

RELATED TECHNICAL INFORMATION:

- Types of intermal commun@cation syétems: with advantages and disadvantages:
. a) Messenger ’ '
b) Telephone .
c) Intercommunication voice system
d) Radio
e) Tube conveyors
f) Electronic transcription
g) Close circuit TV ) ‘ .

L

y Required Instructional Time: 14.13, 3 hours.

~

Required Performance Standards: J

~ Office communication needs are efficiently met in any plan developed, that are
within budget and maintenance capabilities or 1limitations.
N - Control of unauthorized use is possihle.
- Expansion of system can be accomflished without difficultv.
v

P
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JLOCK OR DIVISION NUMBER:; 14.0  TITLE: 0ffice Management ' (cont'd.)

'ASK NUMBER: _ 14.14 TITLE: _ Plgn and Make Work Flow Sheets.

ENSTRUCTIONﬁL OBJECTIVE - 14.14: How to Plan and Make Work Flow Sheets.
: ‘ ] -

KILLS: (Process Obﬁocgivel)

14.141 - How to determine the key document.
14.142 - How to trace the path of the key document through the office. /
14.143 - How to express the path of the key document in the form of a work flow.

ELATED TECHNICAL INFORMATION: S _ ;

- What is a key document?
- What is work flow?
- What type of work flow is most efficient?

Required Instructional Time: 14.14, 3  hours. .

Reauired Performance qtandatd‘

- Student can identify“iev docdhent.

- Student can explain work flow concepts correctlv.

- Studerit can develop and exnlain the path of the kev document in the form of a
work flow WIth at least 80\ accuracv.,

! . ) T 1
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BLOCK OR DIVIEION NUMBER: _ 14.0 TITLE: Office Management . (cont'd.)

TASK NUMBER: 14.15% ’TITLEI Mlan Offi-e lLayout. .
IN&TRUCTIONAL OBJECTIVE -~ 14.15: ﬁow to Plan Nffice Layout,

llIhLSl (Process Objectives) k\

14.15]1 - How to determine the work flow in the office.
14.152 - How to arrange layout to match work flow applying basic layout guidelines.

J
RELATED TECHNICAL INFORMATION:

= The conventional department layout vs. the office landscapo.

- Common layout considerations and guidelines, to include light, heat, vantilation.
and ceiling.

= Models commonly used in determining the mout efficient office layout.

= Common space guidelines for personnel.

- Common space guidelines for furniture and equipment;

- The modern open office or work center concept. *

.~ Factors to he considered in locating sp-cialized work ccnters

= Privacy considerations for key personnel.

- Visitor reception area considerations,

Required Instructional Time: 14.15, 3 hours.
Required Perfoprmance Standards:

= Student cAn apply accepted work flow. diaqramming procedures.

- Prorposed offfice lavout pketch is workahle, contributes to office efficiency,
provides .for smooth flow traffic, considers operutionl of primarv activities
and supervisorv requirements.

L - | 229
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-a

It?ft’ﬁl”DIVTiTﬁﬂ NMDGER: _14.0 __ TITLE: __ 0ffice Management (cont'd.)
© TASK NUMBER: 14.16 TITLE, Make Work Schedules.
INSTRUCTIONAL OBJECTIVE - 14.16: Mow to Make Work Schedules. ,
- <

SKILLS: (Process Objectives) .

14.161 - How to determine the extent to uhtgh the work can be scheduled.
pe

14.162 - How to assign time values to each rgtion in the work sequence. - when v
S the operation starts and when it '

14.163 - How to determine the means of scheduliig.

14.164 - How to construct P.E.R.T. charts. ¢

14.165 - How to determine the critical path,

14.166 - How

to plan and schedule overtime I? weeRend work schedules and select
worker(s).

, L
mm}n« ICAXWDMT! ON)

= The common practice in scheduling is to work backward from the orlotion date.
- The importance of scheduling. .

- The means of scheduling.

= Definition and purpose of P.2.n.T.

Definition and purpose of Critical Path Method.

Considerations for overtime and weekend/holiday work requirements.

— L]

g

Required Instructional Time: 14.16, 3  hours.

r

-

. nequired Performance Standardss: ' . ' :
: - Work s e prepared is comprshensive, mclnﬂol;,lmidoration of personal as !
well as o onal factors and provides capahbilitv to meet workload, _
< Student can apply PERT process correctlv and sdtect the critical nath.
- .




e R - ta.17 -
BLOCK OR DIVISION NUMBER; 14,0 TITLE: Office Managoment (cont'd.)
TASK NUMBER) 14.17 TITLE: Plan 0ffice Organization and Staffing.

h ]

INSTRUCTIONAL OBJECTIVE - 14.17: _How to Plan Office Orqganization and Staffing.

SKILLS: (Procesn ﬂb1lct1voi)

* 24.171 - How to npply management tochniquen to planning office organizational
requi{remsnts.
14.172 - How to apply personnel management tochniquel to staffing an qffice otqnn-

ization. \
14.173 - How to perform job analyses. v ///

RELATED” TF.CHNICAL INFORMATION:

- Review organizational planning technicues.
~ Review personnal staffing roquircm.nts.

- Staffing guidés.

- Dictionary of Occupational Titlcl (DOT)

*

Required Instructionll Time: 14.17, 4 hours.

<

Required Performance Standards: , - _ , )

- Demonstrates ahfzitv to plan and justifv an adequate office orqénization, given
wor- - flow, workloads and office onerational activities.
- Nemonstrates abilitv to use staffing quides in orgnnizatio‘al planning and

staffing. .
-JRecognizes and anplies apﬁropriata supervisorv personnel for each internal

nequirament, where justified bv snap of contrbl needs. - _
- Demonstrates ability to apply skill Wwrid-grade ‘requirements in staffing of

organization.

-




14.03°

. 14.04

14.05

"

14.06

o

=i

< 14.07

' BLOCK OR DIVISION NUMBER: _ 14.0 . TITLE:

~

A

The student will descr1be or demonstrate the. proper flrst aid procedures

to follow and the equlpment needed to treat a common unscheduled 1llness

N

or iniurv chosen by the ' instructor.

*STANDARDQ---Prbper £irst aid procedure selected for cond1tlon.

¢

-Proper steps in sequence’ described. or demonstrated.
-Selects and uses requ1red flrst aid terial correctlv..

The student will devise and justlfv safetv rules for.a- spec1f1ed and

common hazards local flrm. The student will then list the actions that
‘should be taken, to insure compllance 'with these requlatigns.

. STANDARDS' -Safety rules devised are approprlate for hazards and complete.

-

Justiflcatlon adequate. .

' —Compliance actlons workable, approprlate and adequatelv 1ust1- o

-fied,

o

' The student will prepare a vehicle parklng.area layout and draw a traffic

flow chart for employvees of a loca}l business firm, given srze, ‘shape,
expected number of veh1cles, and street egress of parKing area. Cr

STANDARDs- ~Plan considers all prlmarv problem areas, has maximum utiliza- -

tion of area, ‘avoids cross traffic and choke points, prov;deS"

’

-The student will list the standard practices employed to prov1de for the'”

o receptlon of visitors bv’ bu51ness/1ndustrv and w1ll justify” same.
'STANDARDS L-Practlces llsted are relatlvelv standard and use 1s well justl-

~

.

-,

L f1ed . . ST

b < . . . o~ .

1’

The student wmll 'studv, analvze ‘and’ crltlaue the 1nter—off1ce message dis-
trlbutlon svstem of the institution which. he 1s attendlng. -

_STANDARDS: ~Includes,gll primarv activities, analy51s covers. main areas. of .

concern or inter=eoffice dlstrlbutlon——crlthue well organlzed,
e ’ 1dent1f1es problem area and proposes workable solutlon.ﬁ.,

- >
? v

The student w1ll llSt the factors whlch shoyld be con51dered in establlshlnq
-and ‘inspecting "the company ,food servmce facj 11t1es. ) _
STANDARDS: -Consjiderations should include eed, facmu.tles, eauipment, :

health and sanitation, types of meals and preparatlon, worker
food preferences, cuallflcatlon of food service personnel, food
purchasing and storage, 1nsnect10n freaquency, purpose of 1nspec-
tions; 1nspect10n technlques, & complalnts. e

leen a short case descr1b1nq a firm, the student will develop vehlcle use
and maintenance policles and procedures.' The student will list factors tha
should be considered 1n .developing these pollcxes.
STANDARDS- -Factors consider purpose and use. limits'of vehicles, vehlcle
" control policies, operator- controls, vehicle maintenance and
securltv, with full ]ust1f1catlon for policies and procedures

developed

*

adequate maneuver room. ‘ S b

s
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' > , a

7

14.08

&

14.09 °

14.10

A - o . ‘ g ‘ . ' '
BLOCK OR DIVISINN NUMBER: 14.0 TITLE: . Office Management

" Phe student w111 develop an external and” 1nternal beaut1f1catlon plan for

~—TESTLTEMS —(comt "d:)

o’

the bulld;nqs and grounds of a’ lo¢al business firm. - - .
STANDARDS' -Prepares plan with sketch--considers location, tvpe of opera-
+» tion, tondition and natuce of, facilities, fund llmltatlons,

purpose of plan, internal llqhtlng and safetv, external is in
harmony with or upqrades surroundlngs, is practlcal, and 1m-_

proves firm 1mag%. o o

‘The student will develop a facilities malntenance budget for a flrn

‘costs:
-STANDARDS-. Fauipment and facility downtlme and Dersonnel lost tlme are

described bv the instructor.

: STANDARDS- -Considers type and size ' of fac111t1es, degree of’ malntenance’

required, nature of operation standards to be achleved fund’

/ _ llmltatlons,'equ1pment reaulrements,'and contract VS 1n-house

malntenance personnel. -~ v . ; s )?“

) e - y
The student will dlscuss ‘the 1mpact of proper 11ght1ng on productlon, glven

the tvpe of operatlon involved. .

*STANDARDS- -Consideration given to tvpe of work performed degree of pre-

cision reaulred facilities and equ1pment 1nvolved& as .a
minimum. e e : :

v

. The student will llst the advantages and dlsadvanta&es of malntenance con-""
. tracts., s '

STANDARD@. -deantaqes and dlsadvantaqes llsted are adequately justlfled

< as’'such .and ar®e considered valid. Fqulpment and personnel ‘f S

.

' reculrements and malhtenance frequencv con51dered
o N LA e . J'“ . ' LT e
The Stud 't, will compare preveri(re maintenance'vs. remedial' maintenance_

-

X. h Acon51dered in comparisons as are skill levels of personnel
' requlred to’ verform tvpes of malntenance.

The student will list the condltions under wh1ch the .company might wish to

establish its own serv1ce department. ‘

GmANDARDS- -Con51deratlon given to equlpment density, size of fac111t1es,
tvpe of operations in. facilities, size and length of dailwv
.operatio frequency of maintenance requirements, sanitarv
requir - anc er of custodial (maintenance) personnel -.

The student will scuss the advantaqes and dlsadvantages of leasing.
STANDARDS- ~Factors considered are valid; obsolescence, . replacement and
ma1ntenance are con51dered in discussion.

- The student w111 explaln the procedure 1nvolved in a sales leaseback

;arrandgement. - . "
' STANDARDS: -Primary con51deratlons are covered | adecuately and accuratelv..

Student demonstrates ab111tv to descrlbe sales leaseback arrange-

ment S.

233
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TITR Y m

F " ., TEST ITEMS (cont'd.) . . = = .

L I . g

BLOCK OR DIVISION NUMBER:' - 14.d ., TITLE: Office Management . ¢ ;

. . S _ -——:—r————j . _ ) ‘ - ] :

| ‘ : , ‘ o . _

14.11- The student will expla1n the procedure used to gllmlnate,marglnal stock . :

s ' items.. . 1

- - STANDARDs-'—Student can def1ne or descrlbe accuratelv marglnal stock:. - o S
e . o | items and impact on supply operations. e

C ‘ -ProCedure described to. ellmlnate marglnﬁl stock 1tems valld : .

Given a description of a companv s'supplv requlrements and itc f1nanc1al
-resources, the student will- develop a supply budget for a spec1f1ed period
of time. S
STANDARDS. ~Student uses supplv,catalogue correctlv.

-Supplv budget developed will meet the sunplv requirements for:

S RN oo items used in period spec1f1ed and remains in fund llmlts-

14.12 - The' student w1ll exnlaln the importance. of off1ce conduct standards. - AR
L L <STANDARDS. -Eﬁblanatlon is. comprehensive, considers needs of emplover, . L
. SRR ~ ~ .individual and work group and: 1mpact on producticn ‘and morale. '

The student” W1ll list the factors wh1ch should be consldered 1n establlsh-

b

_ ‘ing emplovee conduct standards. - _ .
_ e ~STANDARDS. ~Individual rz.qhts ﬁot violated, it. the: welfare of_’t_he 'gro’up{i ' e
) . Z.- .. and the operation’js a whole ardkonsidered. Factors con- '
L 0.': - 51dera@ are Va11d and just1f1ed T R -
L R : e e O A S S
14.13 ° ° ‘The student will recommend an 1nternal communication system'£or the 1nst1- R

v -.':tutlon at which .the student -is enrolled The student w1ll dlscuss the
a - 'reasons behind his particular recommendatlon. o ‘
f-STANDARDS:'-Needs, costs, operatlonal and ma1ntenance requlrements are
con51dered Advantages,justlfled as outwelghlng dlsadvantages.

-

14414" - The student will prepare a work flow sheet to. trace the path of the kev~J
' ~ document throwgh a local business firm. R . : : .
STANDARDS: —Can 1de:k1fy the kev document. : ' T

o -Can expXYain and apply work flow concepts. . R - S

—-Can develop anfi_explain the path of the key document 1n the
form of a work flow.

. 14.15 Given a descrlntlon of the phvsical facilities, emplﬁyees and a work flow .
C d1aqram of a companv, the student'W1ll plan an office lavout for that
company. - " oy
~ STANDARDS ; Student ‘applies accepted work flow. dladrammlnq procedures, -
: o -office lavout is workable and adequatelv justified, Fff1c1en-_ co
. - . -cv of operations and impact onrpersonnel and span of Ontrol (ff/ -
are con51dered ‘ v - oo Lo :

" 14.16 The student will prepare avPERT chart of a project described by the T
: " instructor. ‘The student, will also determine'the critical path for that ."~<<;
project. . a : .
STANDARDS = -Student gives ev1dence of abllltv to applv PFRT process, pon— ) S
- sidered all factors q1ven and'selects cr1t1cal path. . '

The student w1ll prepare ‘a work schedule for h1mself for the next week of

school. = - : o
*  STANDARDS: ~Work schedule is comprehenslve and lncludes all factors con-
' cerned appears vdlrd when gust1f1ed v ‘ . ST

23¢
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o e » : .
© TEST ITEMS {(cont'd.) \“p .

&Bmc" K OR DIVISION NUMBER: _ 14.0  TITLE: _ _ Office Management o “"\ ‘
A o o - . . e _ R L ’
o o o - o {%/ S : : <7
14.17 - Given a description of a task to be accomplished, €he numﬁer of peoie K

' " available, the skills they possess, the cost constraints and ' he ti .

. available, the student will plan .and staff a hvpothetlcal organlzatlbn ,
\_\‘ to accomplish the task described. " . - ' .
o . STANDARDS : -Identifies overall activity function and task requlrements. o

) : —Orqanlzathn is mlsslon-orlented B :
¢ - -—Span of control in reasonable 11m1ts nelther too much or A'
too llttle.- - - \
, “ =Valid staffing procedures used in determlnlng the Job level
L S and pay scale for positions 1dent1f1ed : v
T . -Work flow considered. - : o oo N
LA : -Organlzatlon and stafflng plan adequately Justlfled. :

-

N

wu




. ARTICULATION RESEARCH PROJECT '

3 INSTRUCTIQNAL GUIDE - ' R
'PROCRAM: Busindss Administilcion .(DCC 22018); Accounting (DCC T-016) | |
4 ‘Businéss and Office Education (SDPI% Secretarial Science (DCC T-030) . \;//

COURSE. Rusiness Law (Block 12 é\J'AccountinO)

(Block 16 O - Business’Administration and Secretarial Science)

COURSE IDENTIFICAIION" Department of Public Instruction - No. 7221 Busiriess Law
R » Department of Community Colleges - BUS- 115 ‘and 116 -
| -Business L 1 & II | .
-INS _UCIIONAL’hOURS: High Schools 90 hours (when taught)
v : ST CC/TI - 66 (Bus ness Administration and Accounting)
»o .33 (BUS 115 - Secretarial Science)

“INSTRUCFIONAL OBJECTIVES: - D -‘)«éff

S g To provide the student with the information to corr ctly define business S
N law terminology and state invokvement of business law in the following ' '

e T é;urtséhnd court procedures Contracts, Sales Bailments, and Commercial
" paper. - , e~
‘2. Agency and employment; Partnerships Corporations Risk—Bearing devices- T
“and-. Property. . e - ‘

.« -, oF

JOB QUALIFICATION‘ e R e

) -
- _ Successful completion of this block of instruction does not. in itself - : "_) -
provide a specific j qualification,rbuf when taken in combination with : o
management and*Yelate§l business. courses, the student will be qualified

to perform as a management trainee or as a_junior accountant. 1_"
- : e . e
PREREQUISITES: : v - -0 ' - , o o T
T " . f Lo ’ e
' None. - ‘“ o E : _,' o S , q'"..f' , . v
\'. . : R ' - |' . : . .
PERFORMANCE STANDARDS | ' o -
LA
< “

. Performance standards shown for each instructio;Ll obJectlve will be - ‘

applied. Octupational qualification or adequacy in this subject arq .. S

- will be.determined by using the outline test ‘items attached.. Emphasis ' '

. . is placed upon. applied-performance evaluation, using the approPriate :
.+ performance standards that are recognized by business and industry.

| F\zo”uxmmtr REQUIREMENTS : -

- None. : | S | g .

~



- 16.01 - Sy

)9 o _'} |

L Y

e ~ ARTICULATION RESEARCH PROJECT |
OCCUPATIONAL TASKS AND INSTRUCTIONAL REQUYREMENTS

"y ' - \
LR | ,' i : -\ . <

: R Db
. Accounting - Busineéss ‘Administration :
: R N Sy

BLOCK OR DIVISION NUMBER: __ 12,0 _ TITLE: _ Business Law -
' : o . (Accounting) - S
16.0  TITLE: __ - Buginess Law - _

(Business Administration)

~ A

TASK NUMBER: _12.01 & 16.01 TITLE: _Know Bagic Principles of \Law and
~ o L _1ts Enforcement. . : '

INSTRUCTIONAL OBJECTIVE - 12. 01 & 16 0l: Learn Basic Principles of Law
{ . And Its Enforcement. :

.

a N

SKILL5:€'(PrOCess Objectives)
‘None. . :
. . ) . . o o J" 7 N
RELATED 'I‘ECHNICAL INFORMATION i _
_ - - e
- Basic prlnc1ples and definitxons of law.‘
- COurts and court procedures. .
..! . . o C ! N, o ] \.
.REQUIRED INSTRUCTIONAL TIME. 112.01 & 16.01,___5L__hours. A

AT 3

"_.,REQUIRED PERFORMANCE S'I‘ANDARDS: 7—"\ . o

- = The student will state the basic ‘kfinition of law. 100% accﬁracy.
- The student will explain the levels or classxfication of the courts
in our court system. 80% accuracy. bl




0,

'SKILLS-* (Proce_ss Objectives) - o A

RELATED TECHNICAL INFORMATION: L SR

. : A ' ) . : ’ “ ,
REQUIRED INS_.TRUCTIONAL\I‘IME:, 12.01 & 16.01, . 5 _ ‘_hours.

‘. o s . ) -Jl6.02 ‘

X AN .
e ARTICULATION RESEARCH PROJECT .
OCCUPATIONAL TASKS AND INS’I:RUCTIONAL REQUIREMENTS

o. \

Kccounting. - Business Administration /

BLOCK OR DIVISION NUMBER:  12.0  TITLEr Business faw>~._
. o (Accounting)
16.0 ' TITLE: . Business Law - /

. (Euainess Administratiqh)- J o

U

TASK NUMBER: _12.01 & 16.01 TITLE: Know Basic Principles of Lav[ and
’ : S ' Its Enforcement. -

/’ -~
. - '

INSTRUCTIONAL OBJECTIVE - 12,01 & 16.0l: Learn Basic Principles of Law
' ' And Its Enforcement.,

[

A ;
/

lﬁxe. _1' AR . _ - T

. -‘Basxc pr:.nc1ples_.rand defmltions of law. , ° . o /
'~ - Courts and court procedures. : I ;

REQUIRED PERFORMANCE s'rmﬁanos: : e o L .
- The student will state the basic ‘definition of law. 100% accuracy.
- The student will explaln the levels or classlflcatlon of the courts

:m our court system. 80% accutacy. ', i



\ O el
\ .

-

BLOCK OR DIVISION NUMBER:. <12.0  TITLE: . Business Law ' _{cont'd.)
: . {Accounting) . : o
16.0 TITLE: Busxness Law

{Business Admlnlstratxon)

TASK HUMBER: 12.02 & 16.02 TITLE: Know Basic Legal Con51derat1uns
AT of ConL;autS1' s . :

INSTRUCTIONAL OBJECTIVE - 12.02 & 16.02: Learanasic‘Li;él Consid-' -
T ‘ ] erations of Contracts.,

SKILLS: (Process Objectives) - o k N ’ .
 None..- » ' ' S
. o 5 | o
'RELATED TECHMICAL IHFORMATION: :

=~ Nature and classes of contracts. o

- Principles of offer and acceptance. ) o

- Defective agreements. ‘ S : : ' .
- Competency of parties. . . ' S

- Principles of consideration. ) o

- Illegal agreements.

- Form of contracts. - i

= Assignment of contracts. | ~ ' S

- Termination of contracts. ' ' ;,‘

REQUIRED INSTRUCTIONAL TIME: 12.02 § 16.02, __12 hours.

RI:.  REIY il FORMANCE STANDARDQ:
- The student will explain 'ifference between:
s . ’ ' .
N ') EXpross and impliced’ contrac
Y 2) Void and voidable contracts
3)  Executory and executed contracts
4) Unilateral and bilateral contracts- i )

80% ucunrag o ‘ o

Co- Thc student will 1dent1fy four condltlons that make a COhtLu(t defectlve.

100% aceuracy . ‘
: L

239



- 16.04 -

) . .:’ . . . B S R : . .
'BLOCK OR DIVISION NUMBER: TITLE: Business Law (cont'd.)
- e .t {ARCCOURELRG) o . el ;
’ Business Law
d/ ' (Business Admlnzstrat;on)
TASK NUMBER: _12.03 & 16.d3 TITLE: _Xnow the Legal Considerations _ o

Regardina Salee.

« -

INSTRUCTIONAL OBJECTIVE 12 03 & 16. 03: Learn the Legal Considera-
' : tions Regarding Sales.

‘ n I A : o P
SKILLS: (Procéss Objectives) : v /

. ) . N T . . :
None. . / o : '
. : / . . : ' . '
/ " .

;RELATED TECHNICAL INFPRMATION-

. - Sales of personal property 1

G - Formalities of a sale.
~ = Transfer of TLtle and Risk in Sales Contracts.
"'- Warranties of/the seller.

REQUIRED INSTRUCTIONAL TIME: 12.03 & 16.03, 5  hours.
f . .

REQUIRED PERFORMANCE STANDARDS : ..

>y

- The student will zdentzfy those poznts that must be in writing when a

written proof of the transaction is required. 80% accuracy. r -
B - The student will define: existing goods, identifxed goods, future goods,_
\ ‘ fungible goods. 80! accuracy. - S : '

‘ L ' ' o : ‘ h t ’ ' ! . v . @\'
: B . : R . : - : R S

Ot




g o - 16.05 -
. . N ‘8 . :
BLOCK OR DIVISION NUMBER: 12.0 TITLE: _ - Business Law (cont'd.),
’ (Accounting)
* 16.0 TITLE: Business Law

(Business Administration)

TASK NUMBER: _12.04 & 16.0% TITLE: Kuow Legal Considerations of Bailw
S A i o ments. . -

- IRSTRUCTIONAL OBJECTIVE = 12.04 & 16.04: le..n the Legal Considera-
115 of Ballments

- SKILLS: (Process Objectives) - :, | \\x—/// -

None, . _' o o ’ !

RELATED TECHNICAL INFORMATION: . ' R

- Bailments in generk
- Common car:iers-. )
~ Hotelkeepers as Bailces., -

REQUIRED INSTRUCTIONAL'T}%E: 12.04 & 16-04, 4 hours.

REQUIRED PERPORMANCE STANDARDS :
~o T . :
= The student will defin: and give an example of & bailment. ' 100% .accuracy.
- = The student will name fhrsc ‘types of lc :ies that are exceptions to
liabilities ot bailees. 100% accurawy. ' : :

1

.
-
.“
'
K]
]
-
o
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i
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. .
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BLOCK OR DIVISION NUMBER:' _ 12.0 TITLE: __ Business Law | (cont'd.)
- : g (Apégahtlngf o
| .
16,0 - TITLE: Business Law

(Business Administration) .

' TASK NUMBER:’ 12.05 & 16.05 TITLE: Know Legal Considerations Regard-
;;gﬁCommezczal Papers.

T

o INSTRUCTIONAL UBJECTIVL - 12 05 & ‘16 05: Lhacn e L;gpl Cunsideca-
: ] Ljons Regard;ngACommezcxdl

’

SKILLS: . (Process Objectives)
None. .
RELATED TECHNICAL INFORMATION: - ' | .

- Nature of ccmmercial papec.

- Promissory notes: definition, how madc, and kinds.

- Drafts: definition, types, and employment.

- Checks: definition, types, and emplcyment. . . » '

- BEssentials of negotzabxlxty o -

- Negotiation and discharge: defxnztxon and types of xndorsemencs. . o

- Holders in'due course: conditions’ of 1mmun1ty .

- Defenses: types. ) _ . . . : . ..
, - . , L . . - .

REQUIRED INSTRUCTIONAL TIME: 12 05 & 16 ‘05, »ll hbqrs;

Cox

REQUIRED PERFORMANCE STAWDARDS: . . ) y IR , '\

- The btUdCul wxll llbt the 5 kinds of xuduxsemean and explaxn thexr usage.

~ 904 accuracy. . : y,
= The student will list and explaln 2 Lhdtactetlbtltb of.a holdes 1n due-
! ‘course. 100% adcuracy.
- The student will demonstrate h1s abiluity to flll out a oegotlable lnsiru-
. ment.’ 90& h - » ‘

Eal

=




L

- 16.07 -

BLOCK OR DIVISION NUMBER: = 12.G TITLE: Busindss Law . . (cont'd.)’
: R : (Accountang) " " o
__16.0 T1TLE: . Business Law .

‘{Business Administration)

TASK NUMBER: . 12.06 & 16.06 .TITLE: Know Lcgal Considerations of

Agency and Emplcyment . Relat;on—

-

ships.

»

"INSTaﬂCTIONAL OBJECTIVE - 1..06 & 16.06: Lg.id“Légal'CohsidezatJona of

_Ageney: and b;ployment Rela-~-

txonshxps
BKILLS: (Process Ob)éctxves)
Nona. . '
RELATBD TECHNICAL INFORMAT'ON
;- Creatxon of ¢n- agehcy. ' ' o .
& - Operatich and terminatinn of ar agency.
~ Employer and employee celationships.- - . N
.= Labor legislation pirovisions, o \\
, ‘ g o . . _ ; :
REQUIRED INSTRUCTIONAL TIME: 12&0@/:f16.06. S  HBours.
: - . S 5 o ' v
REQUIRED PERFORMANCE STANDABDS: : o ~ C L
- The student will list and explaxn 3 duties of an agent to the przncxpal.
. 90% alcbracy -
=~ The student will l;sc and explain 3 du:xes cf a pzlnc1pal to an agent.

908

-

accuracy.’

~e
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BLOCK QR DIV1SION NUMBER: _12.0  TITLE. Business Law (cont'd.)
o N - + (Accounting) _ ’ ' _
- . - - hd . - N ,, . t. . - - . .l J
: lo.0  TITLE: Business Law ' ,
o - (Bugsiness Administration)
TASK NUMBER: _12.07 & 16.0/ TITLE: _Know the cgal Cons;derations of N
' ' : : : Pdrtn‘tbhlﬂﬁ- , 7 . : < .
'INSTRUCTIONAL OBJECTIVE - 12.07 & 16.07: Learr *he Legal Lonsldeta:1¢q; ‘ ' L.
. of by 'tnenhhips. . 4 S .

>

SKILLS: (Process Ubjectives)

) ' ~ L 4
None. ‘
. t 2
RELATED TECHNICAL 1NFORMATION: . :
_ ' : /- -
, = Formation of « partnursh'p. ', : - : - ..
=-/Operation of a partnersnip. S o 4 » L. :

Dissolution of a partnership.

IRED INSTRUCTIORAL TIME: 12.07 & 16.07, 4  hours.
. / .

REQUIRED PERFORMANCE  STANDARDS : -
- The student will describe: 2 of the 5 possible types of partners in a partnor1\

ship. 100% accuracy. :
f\v‘- The student will list 5 uf the 11 ‘poThis that mustc Le z.m.luded in a wrx:ten
agreement £or the fomatan of a partnership. 90% accuracy. \ ot

- ‘The student will name 3 of the 5 duties of one partnepr Lo another. 808

accuracy. ‘ : : ] ‘ ¢ ‘ : . = '_j
. . . . . . | ..‘ . -




- 16.09 - o

- . - . .
- . M <

BLOCX OR DIVISION NUMBER: 12.0 TITLE: Business Law : (cont'd.)
' : ; (Accounting) .
16.0 TITLE: Business Law,

(Business Administration) S

'tlSK'NUMBBRgi 12, 08 & 16.08 "TITLE: Know the Legal Considerations‘ﬂqg_rd~

g (.u,. , ing Corporations.

INSTRUCTIONAL oaspcrzvz - 12. oé\a 16.08 TITLE: _Learn the Legal Considera-

 m _ o N, tions Regarding Corpora-

: & ST o tions. =
'SKILLS: (Process Objectives) - L . J N
None. _ _ " . ' : | - .
RELATED TECHNICAL INFORMATION: o e
EER ' . ‘ :
= Nature of a corporation.’ S - ‘ .- e
= Membership in a corporation. * ' ' , . N ‘ <

- Hancgon7nt and dissolution of a corporation.
2 REQUIRED INSTRUCTIONAL TIME: 12.08 & 16: oe. _ f ¥ nours.
REQUIRED Pslronnnnca STANDARDS :

_- The student will define and list 3 characteristics of a corporation.
1008 accuracy.
- The student will expla;n. couunn stock, preferj:d stock, cumﬁlative pre-
 ferred stock, par-value stock, treasury stock, dividends. 75% accuracy. -
=’ The 'student will explain 4 of the. 7 rights of stockholders of a corpora-
tion. 80% accuracy. an
\

~

L]




- 16.10 -

’
. BLOCK OR'DIVISION NUMBER: _12.0 TITLE: Business Law (cont'd.)
. (Accounting) v
' 16.0 TITLE: ___Business Law ' .
RS o (Business A&ministration) T,

‘TASK NﬁﬂhEﬁ:i'ii.déwgmigibéﬂAfITLE} Know Le al Considerations Regarding '
IR v Risk-Be ingrbevices.

. INSTRUCTION. OBJECTIVE\- 12.09 & 16.09: Learn the Legal Considerations q

Regarding Risk-Bearing Devices.

" SKILLS: (Process Objectives)

None. ° a : o .
] ] rd - . S "

RELATED TECHNICAL INFORMATION: S g

- Nature of insurance.

= Life and annuity insurance.

~ Propert¢ insurance. . 2 , .

- Automoblle insurance. ' . . o g -

= Guaranty and suretyship. o

» ' %

REQUIRED INSTRUCTIONAL TIME: 12.09 & 16.09, _8 _ hours.

1

REQUIRED PERFORMANCE s'mNDAﬁns; . . o .
. . . . R
= The student will list the general types of property, life, ané,health care
- -insurance and briefly explain each with 85% accuracy. B

= The' student will define a list of common terms used in 1nsurance policxes

+ with 90% accuracy.: . .«
.= The student will explaln the workmen S compensation plan as it appljes to

employers with 85% accuracy. - . .
L} , e ,
Ll - . . . Y , -
’ ] . i
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Ny : : _
BLOCK OR DIVISION NUMBER: __12.0 'TITLE: _Business Law , (cont'd.)
' (Xccounting) - ' :

16./0 TITLE: : Business Law
(Business Administration)

TASK NUMBER:‘.%}_lO & 16 10 TITLE: Know Legal Consideratlons Regard-
' ) - ing Property. . .
' - . o ’ N
. INSTRUCTIONAL OBJECTIVE - 12.10 & 16.10: arn the’ al Considerations
. . ‘. i : ' - Regaxding Property. ‘ S
SKILLS: (Prooese Objectives) . _ ' , » . «////
‘ ) ‘ '

! None. : ) ‘ ’

RELATED TECHNICAL INFORMATION:

- Nature of property.
- Transfer of real property:
~ % Real estate mortgages.
~ Landlord and tenant.
- Wills'and inheritafoes. Y

oot . - Bankruptcy. ) , | ‘ | S

REQUIRED INSTRUCTIONAL TIME: 12.10 & 16.10, 8 hours.

A
‘ 9

.gnt will define #nd glve an example of real property and personal

REQUIRED PERFORMANCE STANDARDS:

Y. 100% accuracy. .
ident will name and explaln 4 of the 6 charecterxstlcs of a deed. d’,///\
\ racy_ .o 7 ) . .-

devzs e, bequest, legdcyH executor, int state, admlnlstrator. N
curacy - -
gitudent will 115t 3 of the 6 types of obllgatlons that cannot be '
~ed Qy bankruptcy. 90% accuracy " %' -
- I A i o
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TEST ITEMS -
,(Outlino Type) K

Accounting =  Business Administration

BLOCK OR DIVISION NUMBER: _ 12,0 TITLE: _____ Business Law .
' ' (Accounting)
16,0 TITLE: Business Law

(Business Administration)

_ v .
«0l The student will explain the functlons of the various levels of courts’ 1n
our court system. 80% accuracy. o s .

.02 The student will brlefly define "contJLct" and then explain any 4 of the
following types of contracts: veid, voidable, executoery, executed, uni-
llateral bilateral, formal, or quasi contract. 85% accuracy.

.03 a) ‘The student will identify those points that must. be in wrltlng when a

written proof of the transa tion is required. B80% accuracy.

b) Given a list of- terms .:--clated with sales, the student will’ define
the terms. - 80% accuracy.

ant and;giveKZ axamples of baileesz&'QO%
. . .

.O4v The student WLll define ba11
: accuracy. .
! G | |
-+ 05 The studyp will l;st th e klnds of lndorsements and exp1a1n thajr .
: " USage,' 0% accuracy. \k
3 & Th; student will list and explain the three characterlstics of a holder
. in due course, 90% accuracy.
The student will explain the necessary parts of a negotiable lnstrument.
90% accuracy.
T A :
.06 The student will list and explain the main dutles and rlghts of agents
and principals with 85% accuracy. . : ; :
.07 a) The'student wlll name 3 of | the 5 duties of one partner to'another. ..
90% accuracy. _ : ) ‘ ‘ QQL‘
b) The student w111 llst 3 p01nts that descgribe a partnership. . 90%

_accuracy. v Lo . . : v

. L W
‘a) “The studeng‘w1ll deflne and list 3 characteristlcs of a corpo?itigil

' '90% accuracy. e
.b) diven -a list of terms qssoclated w1th corporations, the student will

correctlx ldentlfy the terms. 85% accuracy.- . y

+.08 The student will list the general types of property,“lifé, ‘and. health
+  care insurance and briefly explabn each with 85%- accuracy.
: ?he student will’ define ra list of common terms used in insurance poli-
cxes w1th 85% acéhracy.' - . , - . iy
Y c /.-u ) | : o R v '

. R
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v o TEST ITEMS .
' (cont'dﬁ)

The student will explain the workman s compensation plan as it applies to
employers with ass accuracy.

Given a list of terms asaociated with property, deeds, wills, and bank~-
ruptcy proceedings, the student will correctly identif: the terms, 85%
accuracy.
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S "SUGGESTED SAMPLE'"

N

ARTICULATION RESFARCH PROJECT

JAMES SPRUNT INSTITUTE AND DUPLIN COUNTY PUBLIC HIGH SCHOOLS

Student Vocational Skills Record

COURSE: Personal Development, Block 1.0

(UL M S)

(u L‘{u s]

(u 1_.M's]

body care,

Maintains neat, well groomed
appearance.
N

‘Dresses appropriately.

Displays proper attitude toward
work.

' ) (For Instructor's File)
" NAME: - DATE:
CERTIFIED BY: TITHE : :
INSTITUTION:
- . . N
CODE TASKS CODE TASKS !
U L M'S] Uses proper techniques for good (UL M S] Practices good business

ethics.'
[U L M S] Practices telephone courtesy.
<«
\[U LM S],Displays physical poise.
[ULM 's] Meets public tactfully.

[UL Practlces appropriate eti-
quette.

/

GENERAL ATTITUDE:

UL MS)

[ULMS]

(UL MS]

.~ CODE - Circle appropriate letter.

Endustrious and energetic

Dependable
N '

Punctual

U = Unqualified o T
L - Limited skill, reduires superv151on.

M - Moderate skill, requires minimum supervision. //f——%i\y//'

§ - skilled, works independently.

-

"

5

(UL MS] Cooperabive'with associates and iﬁstructors;

.



